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Ser [SERIAL NUMBER OF CORRESPONDENCE]

From:
[FROM: --ACTIVITY/AGENCY]

To:

Navy International Programs Office (IPO-01B)

Subj:
NOMINATION OF A NEW TECHNICAL PROJECT OFFICER FOR DEA ANNEX [DEA/IEA ANNEX # N-XX-XX-9999 OR UK-RN-N-94-5999] on "[ANNEX TITLE CAPS]”.
Encl:
(1)
Resume for [TPO NAME]

1.  The current TPO for the subject DEA Annex is departing or retiring [RETIRE DATE].  We hereby nominate [TPO NAME] as the replacement TPO for this DEA Annex. [TPO NAME] is qualified to hold the TPO assignment, experience related qualifications for this position are contained in the resume attached as enclosure (1).







Sincerely,

[SIGNED NAME]
