

Sample INFO MEMO to the Secretary of Defense



Sample ACTION MEMO to the Secretary of Defense
Appropriate Component Letterhead

(1 blank line under last line of letterhead)


                                    INFO MEMO  (all caps, centered and bold)

   Date (Month Day, Year)

(1 blank line below the date line or use a 1.75-inch top margin) 
FOR:  SECRETARY OF DEFENSE

             

(1 blank line below the address line) 

FROM:  Name, Title

(1 blank line below the FROM line) 

SUBJECT:  How to Prepare an INFO MEMO for the Secretary of Defense 

(The first word and all principal words are capitalized and the second line is aligned below the first word in the subject.)

(1 blank line below the subject for the first bullet) 
· Use bullets to convey specific information.
·  State what the addressee needs to know using succinct bullet paragraphs.  Double space

between bullets.  
(1 blank lines) 
COORDINATION:  TAB C (Coordination is normally the last tab in package or NONE; level of coordination must be at the Principal or Principal Deputy level in OSD or Top 5 in JCS.)  
(1 blank line) 
Attachment(s): 

As stated 
(or list attachment(s) if not stated)
(1 blank lines after final text)
Prepared By:  Jayne Smith, office, (703) 693-7901
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/ 

