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<date>		ERA/1:<your initials>


MEMORANDUM FOR:	Stephen Volz
Assistant Administrator for Satellite and Information Service

FROM: 		…
 

SUBJECT: 	Trip Report for …

HIGHLIGHTS:

· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]…
· …


TEXT:

…

ACTIONS PLANNED:

· …
· [bookmark: _GoBack]…


ACTIONS TAKEN:


cc:    	Ex1 – S. Volz
E/IA – C. Wooldridge
	E/SO- K. Kelly
	E/SP- R. Barazotto
E/RA – H. Cikanek
	E/RA1 – S. Kalluri
	E/RA2 – F. Weng
	E/RA3 – P. DiGiacomo
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