MEMORANDUM                 



        DD MMM YY

From:
RATE Name, FASOTRAGRUPAC (Location e.g. DET Lemoore)

To:

Commanding Officer
Via:

Executive Officer
Director of Training
Assistant Director of Training
Training Coordinator
Subj:
TRIP REPORT OF COURSE, LOCATION AND CLASS DATE(s) (e. g. TRIP REPORT OF MAINTENANCE CONTROL AT TINKER AFB 7-18 JUL 03) 
1.  Items in trip report to be discussed is as follows with problems incurred and corrective action taken if any:  Room, Car, Flight, Facility (classroom, computers, NALCOMIS, computer programs and Instructional Media Material (IMM), number of students, MTT Site Point of Contact).
2.  Any additional information of significant interest regarding the trip.
3.  Traveler’s contact information: DSN, commercial number, email address.
  Name here (e.g. I.C. Seymour)
