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ACTION MEMO
	
FOR:  SECRETARY OF DEFENSE		           	                       DepSecDef Action _______

FROM:  

SUBJECT:  

· Purpose.  

· Background. 

· Sub-bullet

· Sub-bullet

· Non-Concurs/Alternative Viewpoints.
 
RECOMMENDATION:  

Approve _________  Disapprove _________  Other __________ 
** do not include approve/disapprove/other if TAB A is a signature item **

Attachment(s): 
TAB A – Signature Item (if applicable)
TAB B – Incoming Correspondence (if applicable)
TAB C – Supplemental Information (if needed)
[bookmark: _GoBack]TAB D – Coordination (always last tab; must include General Counsel; coordination at Principal Coordinator level in OSD or Top 4 on Joint Staff)
(If Classified) 									(If CUI) 
Classified by/Derived From:                                                                                                                                      Controlled by:
Reason(s):                                                                                                                                                                   CUI Category(ies):
Declassify by:                                                                                                                                                             Limited Dissemination Control:  
Prepared by:  Name, Office                                                                                                                                        POC: (Name and phone number)
Phone Number:                                                                                                                                                           
CLASSIFICATION


For more detailed information on how to prepare an Action Memo, see DoDM 5110.04-M-V1, June 16, 2020.  This manual is also on the CMD Website:  https://www.esd.whs.mil/CMD/MFWM/ See also business rules dated XXXX. 
