(INSERT DATE)
MEMORANDUM FOR  FSS/FSRPO

FROM:  (INSERT COMPLETE NAME OF THE PO)

SUBJECT:  Annual Review and 4th Quarter FYXX Reporting Requirements

1.  This is to validate that (INSERT COMPLETE NAME OF PO) continues to operate in accordance with AFI 34-223, 374th Wing Supplement and under the terms and conditions as originally approved.

2.  Attached are the following documents:

a.  4th Quarter financials

b.  4th Quarter minutes

c.  Membership Listing

d.  Proposed budget for FYXX

e.  Annual Audit

3.   POC is the undersigned at 225-XXXX.
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