[DOE LETTERHEAD]

[Date]
MEMORANDUM TO W. F. BRINKMAN
DIRECTOR, OFFICE OF SCIENCE
THROUGH:
[SC-2/SC-3/SC-4]
FROM:
[AD/OD]

SUBJECT:     
ACTION:  Approval of an Internal SC Staffing Allocation Waiver Request for (name of program office)                     
ISSUE:  Approval is requested for an increase in the Staffing Allocation for (name of program office) to accommodate the assignment of (Detailee Name).  Draft task assignment documentation is attached.

Currently approved staffing allocation:  __________________
Suggested staffing allocation:
__________________

JUSTIFICATION:
RECOMMENDATION:  That you approve increasing the Staffing Allocation for (name of program office) to accommodate the assignment of (Detailee Name). 
APPROVE:  _____________  DISAPPROVE:  _____________  DATE: ____________

CONCURRENCES:  SC-41, SC-45, SC-4, SC-3, SC-2
ATTACHMENT:  Draft Task Assignment Document
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