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U.S. Geological Survey Manual

Appendix B
Part 302, Chapter 1

Memorandum

To:

[bookmark: _GoBack]From:

Subject:  Temporary Designation of Acting Officials

In the absence of the [position title] from [month, day, year] through [month, day, year] or
beginning [month, day] and until his/her return, the [position title] will perform as Acting [position title].
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