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LETTERHEAD MEMORANDUM THRU

Directorate of XXXX , ATTN:  	

Contractor Performance Work Statement Manager, ATTN:  	

FOR On-Site Contracting Officer Representative

SUBJECT:  Travel Report, Trip Title, Dates



PURPOSE:  Define the purpose for conducting the travel.

DISCUSSION:  Outline in paragraph form the activities performed during the trip and how the trip supported the installation.

RECOMMENDATION:  Provide opinions on the value of the trip and how the trip activities can be improved to support future value to the installation.

"Attendee's Signature"


