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Date:  [Enter date]

Symbol:  [obtain symbol from Project Office]

SUBJECT:
[Enter the title of the subject matter to be discussed]
BACKGROUND: [Describe the issue or need for the directive]
DIRECTIVE:  [Enter the specifics of the directive]

CONTACT PERSON:  [Enter the name, email address and/or telephone number of the individual that should be contacted for further information, as appropriate]


signature on file


Julie Canepa, ER Program Manager
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