FORMAT FOR DAILY REPORTS

	To
	:
	XXXXXXX

	Fax:
	:
	+32-2-707.2677

	
	or
	

	E-mail
	:
	Sample.123@gmail.com

	Phone
	:
	XXXXXXXXXX

	From
	:
	National Element of the EADRU

	Operating in
	:
	[Stricken Nation]

	Subject
	:
	Daily Report (covering the period [xx]0000Z until [xx]2359Z

	Report No.
	:
	

	Prepared by
	:
	[Name/Rank (if applicable) of the drafter and/or originator of the report]

	Phone
	:
	[Phone number of the drafter/originator of the Report]

	Fax
	:
	[Fax number of the drafter/originator of the Report]


	Personnel:
	Number of personnel at hand and changes in the numbers since the previous report and the reason for such changes

	Work Accomplished:
	Work accomplished during the past 24 hours (between 0000 Z and 2359 Z)

	Problems encountered:
	Description of the problems encountered, the reasons for that and proposals/suggestions to eliminate future problems

	Miscellaneous:
	Anything relevant
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