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MEMORANDUM FOR ACTING PRINCIPAL DEPUTY UNDER SECRETARY OF 
                                          DEFENSE (PERSONNEL AND READINESS)


[bookmark: OLE_LINK1]SUBJECT:  Office of the Under Secretary of Defense’s (Personnel and Readiness) Conference 
        Attendance Request – [name of conference]
	

[bookmark: _GoBack]	I have reviewed the request to attend [name of conference] scheduled for [conference dates], at the [name of hotel/conference location including city & state].  I approve the attendance at this event in accordance with the Deputy Secretary of Defense’s September 29, 2012 memorandum, “Implementation of Conference Oversight Requirements and Delegation of Conference Approval Authority.”  This approval is contingent on your continued attention to this event to ensure the best use of government funds and adherence with all applicable policy.
	
						Elizabeth McGrath
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