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Standard Operation Procedure for 
Technical Memorandum

2020-06-18	Initial draft by X. Wu
2020-07-21	Format of series number and history of revision.

Memorandum (n): A note or record made for future use.
[bookmark: _GoBack]Technical Memorandum should be written for intellectual work conducted by members of the Calibration Working Group (CWG) that are technical in nature and required substantial CWG resources or had significant impact on CWG mission. A Tech Memo is normally composed by the person who performed the work. CWG members, especially the radiometric and geometric calibration leads, are encouraged to suggest Tech Memo for accomplished work. The decision is at the discretion of the CWG lead. Following are the guidelines:
1. Writing and managing Tech Memo require effort, therefore a balance should be maintained between the cost of a Tech Memo and its intended and envisioned benefits.
2. Many Tech Memos may be leveraged on previous effort, for example summary of multiple discussions and presentations of a topic (“Cooling Timeline”, “DE/OE Comparison”), or an expanded email response.
3. Tech Memos are intended for CWG use. There is no required style, format, or length, other than a series number yyyy-mm-dd of the date of completion, and a list of revision history.
4. Tech Memo should be written in sufficient details for CWG members to understand. 
5. “Future use” includes technical and management use.
6. Status reports may be archived as Tech Memo or under other category.
Tech Memos should be first reviewed by a peer for correctness, then by the team lead for completeness, and finally be deposited with the GOES Calibration Knowledge (GCK) Manager. 
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