DEPARTMENT OF THE NAVY                                                   HEADQUARTERS UNITED STATES MARINE CORPS 

3000 MARINE CORPS PENTAGON

WASHINGTON, DC 20350-3000        

[image: image1.wmf]
[image: image2.wmf]
SAMPLE SecNav ACTION MEMO

ACTION MEMO

(Leave blank; date entered separately when signed)

FOR:  SECRETARY OF THE NAVY (ALL CAPS)

FROM:  General M. W. Hagee, Commandant of the Marine Corps (Natural 

              Capitalization)

SUBJECT:   Deactivation of Marine Corps Support Activity and Transfer of Mission

                     To Marine Corps Reserve Support Command (Natural Capitalization)

· Recommend approve deactivation of Marine Corps Support Activity (MCSA) and transfer of its mission to Marine Corps Reserve Support Command (MCRSC).

· Redundancy of functions, the relatively small MCSA staff and the close proximity of the two commands are the basis for this action.  Internal organizational core functions of both organizations overlap.  Both organizations are located at the former Richards-Gebaur Air Force Base, Kansas City, MO.  Detailed facts and justifications are contained at Tab A.

· The consolidated unit resulting from this action will continue to perform the missions of MCSA and MCRSC.  Military billet savings are anticipated.


RECOMMENDATION:  SecNav approve deactivation of MCSA and transfer of its functions to MCRSC:

Approve _________    Disapprove ________

COORDINATION:  NONE.

Attachments:

As stated

Prepared By: Major A. O. Extraordinaire, (703) 555-XXXX
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