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       DATE:   
REPLY TO   

  ATTN OF:  

 SUBJECT:     REQUEST FOR REVIEW AND COMMENT OF DOE X XXX.X 

TO:  
      Stephen M. Smith, Director

Office of Management Communication, ME-43

The purpose of this memorandum is to request a review of the attached draft directive, DOE X XXX.X, [ITALICIZE TITLE].  This Directive is [GIVE BACKGROUND INFORMATION ON WHY THE DIRECTIVE IS NEEDED OR BEING REVISED].

A Team, comprised of [IF THE DRAFT DIRECTIVE WAS DEVELOPED OR REVISED BY A TEAM, OR BY OTHER PEOPLE OUTSIDE YOUR ORGANIZATION, STATE WHO THOSE PEOPLE ARE AND WHAT ORGANIZATIONS THEY REPRESENT].  

This draft Directive has undergone complex-wide reviews, and comments have been resolved [GIVE INFORMATION ON PRE-COORDINATION OF THE DIRECTIVE]. 

Please contact [GIVE NAME OF POC FOR DIRECTIVE] of my staff.  You can reach him/her at [(XXX) XXX-XXXX].  
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