From:
(Command) 
To:
HWG Officer

Subj:
Action Items

1.
Purpose.  This letter is to appoint the (Company’s) member, (Representative’s name), as the Marine Corps representative in matters relating to Hardware Working Group (HWG).  This will include attendance at conferences, workshops, and working group meetings, pertaining to Hardware Working Group Solutions, and voting, when no other (Command) Marine Corps representative is available. 

2.
Background (of Member): 

3.
Effective Date.  This letter is effective immediately and will remain in effect until superseded or cancelled.

 Signed by Authorized Personnel

 Title (PM or APM)

 Command 
