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SUBJECT: This should identify which specific operation is being addressed, i.e. Operation Iraqi Freedom

1. (U) LESSON LEARNED ID: This should use the SUBJECT, originator’s name, TOPIC, and sequential number.  Example:  OIF-nicholas-DAPE-PRO-CRC-1.

2. (U) ORIGINATOR: Name, rank, title of submitter

a. DSN: DSN telephone number
b. COMM: commercial telephone number
c. EMAIL: complete email address
d. REFERENCES: list any references addressed, i.e. laws, regulations, DOD guidance, etc.
3.  (U) DATE OF OBSERVATION: date of initial question / problem     EVENT: Specific occurrence if available
4. (U) TITLE: i.e. TDY and return for contractors going through CRC.
5. (U) OBSERVATION: Bottom Line Up Front, i.e. The number of contractors utilizing last minute TDY and return from CRC had a negative impact on CRC operations, flight schedules and overall processing.
6. (U) DISCUSSION: Discuss the details of the observation.
7. (U) LESSON LEARNED: Describe the TTP or work around, used to fix the problem.
8. (U) RECOMMENDATION: What must be done, kept in place, or tweaked to insure smooth operations.
9. (U) COMMENT: Additional thoughts and / or impacts outside of your desk or section. 
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