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Mail Station
L-XXX
DATE

Ext.
X-XXXX

MEMORANDUM

TO:
Liselle Clark, Fun With Science, STEP Program, L-428

FROM:
Department Supervisor

	SUBJECT:
	(Your Name) LLNL Fun With Science Program


This memo is to document that the work performed by (employee’s name) in support of the Fun With Science Program is supported by (department name) and the work is within (employee name)’s job description.  

(Employee’s name) is authorized to perform the work on an activity by activity basis, as agreed upon by his/her immediate supervisor, as part of his/her regular job duties.

______________________


(Supervisor’s Name)


(Department)
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