MEMORANDUM FOR NHQ/DDR 



15 September 2009
FROM:  Organization

   Address


   City, State, Zip Code

SUBJECT:  Trip Report Format
1. PURPOSE: Briefly state the reasons for your trip.  The report should answer the questions who, what, when, why, and how much, and then provide recommendations and conclusions.  Attach a copy of the sign-in sheet if you are conducting DDRO and/or DDRA training.  
2. TRAVELERS: Include rank, first name or initial, and surname.  Provide position titles if travelers are from different offices or organizations.  
3.   ITINERARY: List location (s) visited, inclusive dates, and key personnel    

             contacted.
4. DISCUSSION:  Include the trip objective, problems encountered, findings, future commitments made and your contribution to the event.
5. CONCLUSION/RECOMMENDATIONS:  Summarize your findings and/or recommended actions.







  <signed>
Jeffery Smith
DDR Administrator
Wyoming Wing
