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DON'T SAY IT — Write It!
pATE August1, 1999

T0 Jane FROM John

It isimportant to rememberthat DSIs ate only for informal intemal communications. Donot usethe DSI

template for documentsthat will be pat of an official record or file.

To open a PNNLtemplate, dacethe curer on "File" onthe menu bar, click and slide the arow down to
"New," selectthe PNNLtab in the dialoguebox that opens, then select PNNL_DSI_Template.dot., which will

open up the new DSI template.

The DSltemplate will auomatically insertthe curreit date and will prompt you for the "To" and the "From"
names. The firsttime you usethis template, it will trigger the prompt asking you if you want to save the £nder
information asthe default. If you say yes, then your name will auomeaticdly be insetedin the "From" box
until you changethe default. You may subseqently changethe ender's rme; not savng it asthe ddault will

allow the template torememberthe mostrecent entry in the "From" box that was seed aghe default.
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