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  Ser [SERIAL NUMBER OF CORRESPONDENCE]

From:
Technical Project Officer for DEA Annex [DEA/IEA ANNEX # N-XX-XX-9999 OR UK-RN-N-94-5999]
To:

Director, Navy International Programs Office (IPO-01D)

Subj:
PROPOSED [OTHER SERVICE NAME CAPS] DATA EXCHANGE AGREEMENT (DEA) ANNEX [DEA/IEA ANNEX # N-XX-XX-9999 OR UK-RN-N-94-5999] on "[ANNEX TITLE CAPS]”.
Ref:
 
(a) [REFERENCE]
1.  As requested in reference (a), we have reviewed the proposed [OTHER SERVICE NAME (LOWERCASE)] DEA Annex and determined that the following Navy activity should be included as an establishment under the subject DEA Annex:

[ESTABLISHMENT]
2. If you have questions or require assistance, my point of contact is [POC NAME], [POC CODE], [POC PHONE], [POC DSN], [POC EMAIL]







Sincerely,





             
[SIGNED NAME]
