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	Date:
	3 April 2008

	Refer to:
	L09xxxxx-v1

	Subject:
	Advanced LIGO Review Committee Report: “Name of the Review”

	To:
	David Shoemaker, Carol Wilkinson

	From:
	“Name of the Review” committee:
Committee member 1, committee member 2, …

	cc:
	Subsystem team
others.


Response to the review committee’s report
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For caveats or conditional acceptance, see document: [image: image6.wmf]
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Action item assignments (if needed); see document: [image: image9.wmf]


Recommendation

We find that …
Background
In June/July 2006, a Preliminary Design Review was held to approve the … 

Scope
This review is intended to review …

The specific areas addressed are:

i. Concerns outlined in …
ii. Changes to parts since … and why

iii. etc
The documents under review are:
· document 1
· document 2
· etc
Supporting documents (not specifically for review) include …
Findings
1) statement of finding 1.
2) Statement of finding 2.

3) etc.
Actions
1) Person assigned (or suggested to be assigned). Suggested due date. action item 1 description
2) Person assigned (or suggested to be assigned). Suggested due date. action item 2 description

3) etc
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