

Sample INFO 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)


                                    INFO MEMO  (all caps, centered and bold)
(2 blank lines below the date) 
FOR:  SECRETARY OF DEFENSE

             

(2 blank lines below the address line) 

FROM:  Name, Title

(3 blank lines below the FROM line) 

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

(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) 
· Use bullets to convey specific information.
(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

