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MEMORANDUM FOR SECRETARY OF THE NAVY

               UNDER SECRETARY OF THE NAVY

FROM:  Commandant of the Marine Corps (CMC will initial and date)
       Prepared by:  Drafter’s name, office, phone

SUBJECT:  Sample Format, Executive Summary-ACTION MEMORANDUM  

                                (or) -INFORMATION MEMORANDUM

PURPOSE:  Concisely state problem or issue.  Urgent or immediate   

          action issues should be flagged here.

DISCUSSION:  Cover memorandums for ACTION correspondence shall not exceed one page.  Recite briefly the issues involved and important background to include a description of the action forcing event, the Department’s position in the matter and an analysis of the impact of any decision.  Include as attachments additional staff/prepared discussions, outgoing correspondence, taskers, and any other pertinent information.  
COORDINATION:  (when applicable) List coordination’s (office symbol, name of authorized coordination official) - and indicate Attachment as location.  If coordination is not obtained by indicated due date, coordination will be shown as NO RESPONSE - CONCURRENCE ASSUMED. 

RECOMMENDATION:  For ACTION MEMORANDUM ensure recommendation is consistent with information provided above.  When INFORMATION MEMORANDUM indicate: “None.  Provided for information only.”

SECNAV/UNSECNAV DECISION (when applicable):
Approved:  ___________________

Disapproved:  ________________

Other:  ______________________ (when applicable)
Attachment(s):  (when applicable)
1. 

2.

3.



IN REPLY REFER TO:
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