[bookmark: _GoBack]MEMO TO:	Robert Smith

FROM:	Thomas Campbell

DATE:	May 30, 20--

SUBJECT:	Homecoming Dates


I have received the official dates for homecoming events at our local colleges, and a schedule is attached. Please notice that two weekends are especially busy with three and four colleges scheduled on the same date.

It is important to plan our production schedules for June and September since we close the factory for July and August for annual, routine maintenance. Let’s plan to meet this week to review your projected production schedules.
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Attachment


HOMECOMING EVENTS

Allegheny College
Saturday, September 16
Carnegie Mellon University
Saturday, September 23
Clarion University
Saturday, September 23
Duquesne University
Saturday, October 14
Edinboro University of Pennsylvania
Saturday, October 7
Gannon University
Saturday, October 21
Grove City College
Saturday, October 7
Indiana University of Pennsylvania
Saturday, October 7
Kings College
Saturday, September 30
Pennsylvania State University – Shenango
Saturday, October 14
Slippery Rock University of Pennsylvania
Saturday, October 14
Thiel College
Saturday, September 30
University of Pittsburgh
Saturday, October 7
Westminster College
Saturday, October 14

