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(COMMAND LETTERHEAD HERE)

IN REFER REPLY TO:
                                                                 5000


                                                           DATE
From:  Requesting Unit 
To:    Commander, Naval Safety Center
Subj:  SAFETY SURVEY REQUEST
Ref:   (a) Phone conversation between (name from requesting command), 

           and (name), NAVSAFECEN (Code 44) on (date)

       (b) Email communication between (name from requesting command), 

           and (name), NAVSAFECEN (Code 44) on (date)
1.  Per reference (a) / (b) a Safety Survey is requested for the following dates (YYYYMMDD – YYYYMMDD) to look at the following areas (day-to-day operations, logistics/engineer/range procedures, a specific course/training event, etc...)   
2.  The point of contact for this matter is (name from requesting command) at DSN, commercial, and email.
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