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  Ser [SERIAL NUMBER OF CORRESPONDENCE]

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

Subj:
TRIP REPORT OF U.S. NAVY DELEGATION VISIT TO [COUNTRY NAME] UNDER DATA EXCHANGE AGREEMENT (DEA) ANNEX [DEA/IEA ANNEX # N-XX-XX-9999 OR UK-RN-N-94-5999].
Ref:
(a)
Guidelines for Department of the Navy Technical Project Officers in the Defense Data Exchange Agreement (DEA) Annexes and the Information Exchange Programs (IEP).

Encl:
(1)
Visit Report 

1.  In accordance with reference (a), the visit report at enclosure (1) is submitted under the auspices of the subject DEA Annex.

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]
Distribution:

Navy IP0 (IPO-01B)

VISIT REPORT FOR DEA ANNEX/IEP POST MEETING/TRIP REPORT
1.
DEA annex/IEP number and title: [DEA/IEA ANNEX # N-XX-XX-9999 OR UK-RN-N-94-5999]or "[ANNEX TITLE CAPS]”.
2.
Purpose of trip/visit:

3.
Agenda/Itinerary for meetings or dates, places visited, and personnel contacted for trips as follows:

Agenda/Itinerary

Dates

Location

Attendees
4.
Pre-trip/meeting USN information objectives and details of how they were achieved; if not, why:

5.
Discussion/Summary, including any post meeting action items of either/both parties:

6.
U.S. Navy information transferred and how (by technology area and/or system):

7.
Foreign information received and how and to whom was it passed (by technology area and/or system):

8.
Value of foreign information received (Estimated Dollar value of information received or savings offset to USN R&D programs) (for each technology area and/or system addressed in number 7):

9.
Recommendations for terminating/updating/modifying the actual DEA annex/IEP, quid pro quo objectives, or Delegation of Disclosure Authority Letter, if applicable:

10.
Planned date/location for next meeting/trip:

11.
Distribution of trip report by TPO:


-
Appropriate Command offices


-
OCNR


-
OPNAV


-
Other services/agencies


-
Other offices appropriate for the specific DEA annex/IEP

