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To:  < IOC Watch Officer > 

Subj:  < Insert Request for What, Where, and When needed>
Attachment: < Optional: Insert attachments with any pertinent information needed to satisfy the request>

Please accept the following:

               <Insert the who, what when, where and the objective, e.g., conducting an exercise, responding to an emergency, restoring service.
Include a description of what is required and why. 

Specify the type of request,  a Request Action or a Request Information. If Serious Incident Report, Spot Report and Automated Notification Report include reference identifiers.  Include summary statement of what is required>
                <Insert the service or information needed and any details necessary to satify the request. 

If applicable, include the duration,start time and date through end time and date. >
<If applicable, include the address of the facility:
                 <Street >
                 <City, State>
               <Insert Logistics POC name, listed on the cc line of this message, and phone number >
<Insert requestor name>
<Insert title >
<Insert organization 
<Insert phone number >- Office
<Insert phone number> - Cell
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