MEMORANDUM FOR THE SECRETARY OF DEFENSE




THE DEPUTY SECRETARY OF DEFENSE

FROM:
John H. Dalton


Secretary of the Navy


Prepared by: Mr. J. Jones, OPA, 697-9396

SUBJECT:
Brief Subject (upper - and lower-case letters)- ACTION MEMORANDUM

PURPOSE:
Concisely stated problem or issue.  Urgent or immediate action issues should be flagged here.

DISCUSSION:

Cover memorandum for ACTION memorandums should be short, to the point, and one page.  Brief recital of the issues involved and important background to include a description of the action-forcing event, the agency's position in the matter, and an analysis of the impact of any decision.  If longer or additional detailed information needs to be provided, the material should be provided as attachments and referenced in the body of a short cover memorandum.  Any taskers should be identified as attachments.  All memorandums should be addressed to both the Secretary and Deputy Secretary of Defense unless specifically for the Deputy Secretary.

RECOMMENDATION:

Carefully framed recommendation consistent with information provided above.

SECDEF DECISION:

_______________Approved

_______________Disapproved

_______________Other (when appropriate)

Attachment:

Appropriately identified and placed two lines below the last line of text.
