| OFF!CE OF THE SECRETARY OF DEFE NSE /

WASHINGT ON DC 20301

| e esam

MEMORANDUM FOR SECRETARIES QF. THE MILITARY DEPARTMENTS

 CHAIRMAN OF THE JOINT CHIEFS OF STAFF -
- UNDER SECRETARIES OF DEFENSE - e

- DIRECTOR, DEFENSE RESEARCHANDENGINEBRING B

. -ASSISTANT SECRETARIES OF DEFENSE .~ |
- GENERAL COUNSEL OF THE DEPARTMENT =
: . OFDEFENSE , " ' -

Sl D*TSPECTORGENERALOFTI—]EDBPART‘I\AENT

'OF DEFENSE. o
. DIRECTOR, OPERATIONAL TEST AND EVALUATION -
" ASSISTANTS TO THE SECRETARY OF DEFENSE =
.. DIRECTOR, ADMINISTRATION AND MANAGEMENT N
' DIRECTOR,NET.ASSESSMENT | g
DIRECTORS OF THE DEFENSE AGENCIES |
~ DIRECTORS OF THE DOD FIELD ACTIVITIES |
" (ATTN: MILITARY AND EXECUTIVE ASSISTANTS)

-,
S
—-5'-"9-

o SUBJECT ‘Revision of Formats for Secretary and Deputy Secretary ofDefense Action -

and Informatron Memoranda

Effectxve upon recexpt, “Actxon and “Informabon memoranda submltted to t}re g L

. Secretary or Deputy Secretary ofDefense will be prepared in accordance withthe . -
. ‘attached gnidance. This directive reﬂects the preferred style of the Secretary and Deputy

o Secretary Correspondence must be cOncrse, dn'ect and formatted in such a way that 1t B
.__:can.beeasilyread andunderstood. e . .

Thls amends the gmdance for preparatnon of these documents contamed in -

- Adtinistrative Instruction-No.7, Guide to Written Material, dated March 1996, and the o
- Military Asszstant/Executzve Officer ] Handbook published in September 2000 These ’

- fchanges wﬂl be reﬂected in the nem revision of these pubhcatmns

[




S Iftherearequesuons regardmgthese procedures, please contactthe L

B  " Cdtﬁmumcatzons and Dlrectrves Du'ectorate at 703-697-8261

Please ensure the W1dest dlssemmauon of thxs gmdance

-~ v-“

[ R ;".ff'.’ManaI Cn'bbs w0
. Colonel, USAF.
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e

R .Attachments

- General Gmdehnes for ACTION and INFO MEMOs
~Sample format for ACTION MEMO, -
.. ACTION MEMO - Notes for Preparatlon
Samiple format for INFO MEMO - . -
- INFO MEMO.- Notes forPreparauon C
Sample Coordmat:on Page SN
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. GENERAL:GUIDELINESFOR
 ACTION AND TNFO MEMOs (contmued)

-:.

. Prepare memios as follows S L S
R ACTION or INFO MEMO will be the coverlforwardmg document. o
- . ‘TAB A: for an ACTION MEMO, the action item (¢.g. item for signature or

'_.approval) If a similar letter is gomgtomultlpleaddressees then all letterscango Lo |

. atTABA. Ifthere are. different itetns forsrgnatureorapproval thentheywﬂlbe
-separatedatTABA-l A2, etc. . | '
* e 'TAB B:incomiiig correspondence af apphcable) B o .
T e TAB C: any. background matenal (if more than one tab needed, tab' accordmgly)
T e “TABD (or last tab in package) list of coordmatmg ofﬁceslactlvmes (see S
Lo ' lcoordmatxon sectxon below) ' . '

b “ ,. '-' .'If substannve or lengthy backgrotmd mformatxon is forwarded, provrde aone page L
LE v execuuve summary of the mforma’non at the background tab ' _ ,

e 'Ifthe documentls classxﬁed, annotate the- approprxate secunty classlﬁcanon markmgs,' o
= ‘_wrth classrﬁcatlon/declassrﬁcanon mstructlons, at the top and bottom of the document.

o Coordmatlon

*' . .. all coordmanonﬁllbeprovrded/hsted on one page and shouldbelocated at the

. mclnde name, orgamzatxon, posmon and date coordmated. Concurrenees must be ‘
'obta.med from the Head of the OSD Component mvolved, or, in then' absence, the "
L. hst nonconcurs and include nonconcurrence comments» as part of the
L _vcoordmanontab(seesampleatAttachmentﬁ) EERSY -
e if coordmatton was attempted but not-accomplished, then it should be stated on the .
o ‘coordmanon sheet; provrde the ambunt of time allotted (see Attachment 6) -
e ifthe memo does not reqmre coordmat:on, state “N.ONE” on the memo (see
Lo -AttachmentsSandS) : .
" - e donot provide documentataon with the actual s:gnatures of each coordmatmg '
~ - official ~it is the responsibility of the origmatmg office to maintaim - -~
S documentatmn as part of the file for the action. The ongmanng office will |
R retam and dlspose of the file in accordanee wnth appllcable records o S
B "management dnsposmon mstmctaons. I SO



GENERAL GUIDELINES FOR
* "ACTION AND INFO MEMOs

. Submrtonletterhead. . - S B SR
“Limitto 1 page, unless 1ssue1scomplex andreqmresgreater explananon.'-'- '

e
. ..e Use short, concise and clear bullet statements (blackdotbulletpreferred)'.. ST
j_./_r : ?‘:.Font.TimesNewRoman, 13pomt. o G S
. * PageSetup: lln0hmargms,topandbottom,nghtmd leﬁ. R
e . Double spacebetweenheadmgs,. , A -
% Use 15 spaces. ‘between bullets.
‘e Number pages botfom center. . .-
"o Do not stapleoruse clam chps toassemble

K] Address memos to etther the Seeretary or Deputy Secretary' do not route through the
' Deputy to the Secretary _ E
e Ifan ACTION MEMO is addressed to the Secretary the Executlve Secretary wﬂl .
" determine whether it will be provided to the Deputy Secretary by 1mt1allmg the -
appropnate block on ‘the memo (see sample and notes) )

. Acopy ofanlNFO MEMO addressedtothe Sectetarywdlbe furmshedto the
Deputy Secretary by Commumcatlons and Dlrectxves (C&D) SRR

‘o Provrde the essenttal elements of mformatxon m bullet statements

e Be bnef and to the pomt, but not overly cryptxc, in eonveymg what the Secretary o

o —-»Deputyxsbemgaskedtodoorknow Ifactlonxsreqa-lred,explamWh}'ﬁlS 0Kf°",

lnmtotakethatactton. B

'. 3 An acronym may be used after 1t 1s spelled out

- Attachraent 1 -



 GENERAL GUIDELINESFOR .,
* ACTION AND INFO MEMOs (continued)

'. ACTION and INF O MEMOs are to be submrtted to the Correspondence Control

- S Division (CCD) of the Communications and Directives (C&D), Room 3A948, for j. AR
. - control and forwardmg through the Executtve Secretary to exther the’ Secretary or -

o ;':Deputy Secretary as follows

= '. forACTIONMEMOs

| A v

prov1de an ongmal plus one complete copy (copy held m C&D untrl decrsron o K

AR bythe Secretary or Deputy Secretary) o ,

- e ifitems are to be mailed after approval, provzde the appropnate number of
. copies of enclosures as well as the maxlmg envelopes (64 unclassrﬁed) or
.. address labels (if classrﬂed) . : .
T e -1f the action includes a message and letter (usually apphcable when xtem is -

. . going to an official of a foreign government), yvide a hard copy and the Sara-', '

T htedxskforthemessageandthedtskfortheletter .

e orce action is completed and returned to C&D for dlsposmon, C&D w1ll

-provide a copy of the' completed action to the ongmatmg officeandall’ -

- coordmatmg oﬂices/actmtres Disks will be returned to the. ongmatmg ofﬁce

once the letter and message are approved and dlspatched. ' 3

- e for ]NFO MEMOs prov1de an ongmal plus two complete copies (one copy. filed .
" in C&D and the other copy either furnished to the Deputy (if addressed to the
Secretary) or the to Executrve Secretary (if addresscd to the Deputy Secretary))

| These changes revise specrﬁc provxslons m Chapter 5 Admmrstratwe Instructlon No |

- R £ rescission of figures 5-2 and 5-3, as referenced in paraS-lb rewsxon of para 5-14,
.+ Meémorandurtis-Addressed to the Secretary and Deputy Secretary; and revision °me

T 'f_-fInstmctlonNo 7remams apphcable.. ]

5-19, Assembly 4 for Srgnature ‘The other gmdancemChapterS Adrmmstratlve R

p ...A-..~.



- LETTERHEAD .

CLASSIFICATION 10

ACTIONMEMOI _—

Montb, Day, Year T1me2 |

FROM Name, Posmon and Orgamzauonfr (Slgnature and date) e
SUBJECT ActxonMemoG v SR '

e 'What the Secretary should do

R

- ;'Duedateforactlon. o s L _
° WhyrtlsOKforthe Secretarytotakethe recommended actlon. . |

.. . ‘: Addltlonal key pomts/contenhous msues/problem areas mcommg at .
E TAB B background mformatxon at TAB c. -

g RECOMMENDATION SecDef ...... '.,__._'..'.ﬂ_...f.(rA’B Aﬂ'

s COORDNA’I’ION TAB D8 ® or NONE)

..‘-€

-~

) -Classﬁcatmn/Declassﬁcatmn Authonty and Instructmns10 o

' Prepared By Name, Phone

e

o FOR:’SECRETARYOFbEFENs@ __i: 1 DepSecAcuon B B



ACT.ION NEMOS Notes for Preparatron .

“ L Notes are keyed to the numbers on the sample format for the ACTION MEMO Refer to k
" the General Guxdehnes for addrtronal detarls as appropnate e E

-

-,41 Use ncrron MEMO not Actron Memorandum

L 2 Datefl‘ime Prepared The standard format for date/trme prepared 1s Month Day, :
y Year, Time. A sam;;le entry is as shown' | | =

o }._ Apr1126 2001 330 PM o |
. . 3 For Addressee' -Address to elther the Secretary of Defense or Deputy Secretary of
: Defense o . L oo . :

L4 DEPSECActlon"IhlslsapphcableandonlytypedmforanAC'I'IONMEMO L
.. addressed to the Secretary. Uponrecerpt,theExecutrveSecretarywxlldetenmne,by
affixing of initials, whether the memowxllbe provldedto the Deputy Secretary for .
coordrnatxonormformatlon , o o A

. 5 From. Ihrs should reﬂect the ongmatmg oﬁce. In thls Iine the mformauon wrll be m. _
" this sequence: name of the person followed by their position and organization, - L

- - signatureand date. -If the memo must be signed “For” the sender, then print the word

By “For” and the name of that person on the line below the typed mformanon. ’

'6 Subjeet' ’Ihe subject shouldhe bnef and concrse Do not follow the subjeet thh :
dashes (-) and the words ACTION MEMORANDUM. Below the.subject, provrde
the eesentral elements of mformatlon, bulletxzed -as shown on the sample format

' .;- 7. Reeommendg,tmn. State what should the Secretary (Deputy Secretary) do‘7
For example L S -
. SecDefsxgn letter #TABA. o =

. DepSecDef approve release of funds by mmallmg thJs page

L 8 Coordmatron' Ifnone then state° NONE If coordmatlons were done hst them on .
S one page, in accordance with i instructions in the General Guxdelmes, this hst wxll be e
: flocated at the last Tab of the ACTION MEMO package: If the “FROM” addressee K

o is not an OSD Component Head, then the internal routing and approval for forwardxng, o

3 wﬂl be reﬂected on the coordmauon list. See sample Coordmatlon Page



' ACTION MEMOs.- Notes for'rggpmﬁon (canﬁﬁuéd)- B

9, Prepared By' Provxde the name and phone number of the prepanng/actlon oﬁicer
.- The phone number listed should be oive that reaches the action officer and/or the.
. organization directly (i.e. do not furnish a voice maxl number) should revisions be '
. ”}needed.Asampleentrylsasshown . . .

Prepared By Ioseph P.Preparer' XXX XXX XXXX

. 10. Classlﬁcatmn. If the ACTION MEMO or attachments contam classxﬁed mformatlon,-
B appropnate markmgs and mstmctxons must be annotated. :
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CLASSIFICAHON 8

momMOI SRS G |
_"FOR. SECRETARY OF DEFENSB3 L
| FROM Name, Pcsmon and Orgamzatxon4 (sxgnature and date) |
.SUBJECT InfoMemo5 B
. Whatthe Secretaryneedstoknow

° Addltmnal key poum, as reqmred background at TAB

'- 'coommnons TT'AB _6 (or NONE) -

. Aftachments: -,
*»_As's.tated ' B

S

o Classﬁcanon/beclass:ﬁcauon Authonty and Instmctlons3

" Prepared By: Name, Phone”

.~ Attachment 4

Month, Day, Year Tlme2 o



INF 0 MEMOS Notes for Preparanon

'Notes are keyed to the numbers on the sample format for the [NFO MEMO Refer to the <
General Gmdelmes for addmonal detaﬂs as appropnate : - - -

' '.1 Use ]NFO MEMO not Informauon Memorandum

- :'2 Date/Txme Prepared The standard format for date prepared is Month, Day, Year, . N
Time Asampleentryrsasshown. , 3

BatePrepared Apnl26 2001, 330PM : '. e

| '3. For Addressee. There wﬂl be only one, exther the Secretary of Defense or Deputy
' ecretaryofDefense R P :

4 From Who is the INFO MEMO commg ﬁ'om? In thls lme the lnformatlon wxll bein.
_ this sequence: name of the person followed by their position and organizationthen .
' their signature and the date.. If the memo must ‘be signed “For” the sender, then pnnt
the word “For” and the name of that person on the lme below the typed mformatron

5. Subjeet' The subjeet should be ‘brief and coricise. Do ot follow the Subject with
‘dashes () and the.words INFORMATION MEMORANDUM: Below the Subjcct,
- provide the essential elements of mformauon, bullenzed as shown on the sample

format. Avord redundaney

o 6 Coordmatxon If none therrstate NONE. If coordmatxons were done, then list them
on one page, in aecordance with instructions in the General Gmdelmes, this list will

be located at tlie ast Tab of the package. Ifthe “FROM” addressee is not ari OSD . |

, Component Head, then the internal routing and approval 1 for forwardmg willbe: -
: reﬂected on the eoordmatton hst. See sam;:le Coordmatton Page at Attachment 6

S 7. Prepared By' Provrde the name and phone number of the preparmg/actton ofﬁcer o
" The phone number should:be one so'that the action officer and/or the orgamzatlon can - -
L e be contacted directly (i.e. do not ﬁtrmsh a voree maxl-number) should revxsrons be :

needed.Asampleentrylsasshown -
) Prepared By: Joseph P_Preparer XXX xxx xxxx

i Classification: If the INFO MEMO o attachments coritain classified mformatlon, -
then appropnate markmgs and mstructlohs must be annotated. :



" .Sampie Coofdinnﬁon Page |
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e _.,_General Counsel

o Achng Asswtant Secretary of Defense (IA)

| ‘Actmg Undet Secretary of Defense (P&R)

.' ‘f_:‘,",",Acﬁng'A ssi f.m' secretary ; ary beefense':(CSI)'_
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. Atiachmént 6

..-n. -

;- .Actmg UnderSecretaryof Defense (AT&L)' Mr Ohver March 10 2001
Mr Dell’Orto Apnl 2, 2001 ; -

.Mr DlR.tta Apnl 20 2001

NonConcur-See Attached

s Mr Cragm Apnl 18 2001

None Obtalned dehvered 1 Apnl -

no response as of 22 April .



