[Organizational Letterhead]

[Date memo/letter signed]

From: [Insert GS-15 or O6 in requesting organization]
To: [Insert NSA POC]
Subj: [Insert subject of request]
1.  [Insert GS-15 or O6 in requesting organization] validates the request details described below, as endorsed by [insert requesting organization]. 
2.  [Insert Request Details]
3.  The point of contact is [insert your name], [insert your phone #], or [insert your e-mail address].

[bookmark: _GoBack][Insert GS-15/O6 required signatures]
