

Sample ACTION MEMO to the Secretary of Defense



Sample ACTION MEMO to the Secretary of Defense
Appropriate Component Letterhead

(1 blank line under last line of letterhead)


                                    ACTION MEMO  (all caps, centered and bold)
(Date:  2 blank lines below the header)

   Date (Month, Day, Year)
(2 blank lines below the date) 
FOR:  SECRETARY OF DEFENSE

             
   DepSec Action _______
(2 blank lines below the address line) 

FROM:  Name, Title

(3 blank lines below the FROM line) 

SUBJECT:  How to Prepare an ACTION MEMO for the Secretary of Defense 

Signature or Decision (All principal words are capitalized and the second line is aligned below the first word in the subject.)

(2 blank lines below the subject for the first bullet) 
· First bullet.  Use an Action Memo to request  SecDef signature on a memo,

           letter or approve an action.  State what the addressee should do using succinct 

           bullet paragraphs.  What they need to know about the subject and why you 

recommend the action.  The FOR line should be 2 inches from top of page.  Left   and right margins should be 1 inch.  Indent first sentence of a paragraph ½ inch.
           Use 12 inch Times New Roman font throughout and double space between bullets. 

· Second bullet.  Explain why it is important for the recipient to take this

recommended action (include key points only and try to limit to one page)
· Third bullet.  ACTION MEMO packages should be arranged as follows:  TAB A-signature item and if needed a Defense Messaging System message for electronic transmission; TAB B-incoming correspondence; TAB C-background or supplemental information and continue sequentially as needed; TAB D-coordination is last tab in package.  Attach package with two-inch paper clips; do not staple or use clam clips.
(2 blank lines from last bullet)
RECOMMENDATION:  Double space below bullet statements; provide a clear, concise recommendation statement.  Secretary of Defense sign letter at TAB A or Secretary of Defense approve subject matter, e.g., course of action, release of funds, by initialing.
(2 blank lines) (If approval is required add approve, disapprove, other line below; otherwise leave it off)
Approve _________  Disapprove  _________  Other  __________ 
 (2 blank lines)
COORDINATION:  TAB D (Coordination is normally the last tab in package or NONE; level of coordination must be at the Principal or Deputy Principal level in OSD or Top 5 in JCS.)  If an acronym listing is required it will become the last tab. 
(2 blank lines) 
Attachments: 

As stated 
(or list attachment(s) if not stated)
(1 inch from bottom of page)

Prepared By:  Jane Smith, office, 703-693-7901

