CLASSIFICATION




INFO MEMO

[Month Day, Year, Time]

FOR:	PERFORMANCE IMPROVEMENT OFFICER AND DIRECTOR OF ADMINISTRATION AND MANAGEMENT 
	
SUBJECT:  Transfer of Proponency for [DoD Issuance Type, Number, “Complete Title”]

· The purpose of this memorandum is to transfer proponency of the subject issuance (TAB A) from the Under Secretary of Defense for [X] to the Under Secretary of Defense for [X]. 
 
· The Office of the Under Secretary of Defense for [releasing Component] is the current owning OSD Component of the subject issuance.  [Insert justification for why this office should no longer be the owning Component for the issuance and why the gaining Component should be].

· Transfer of this issuance has been coordinated with the Organizational and Management Policy Directorate, Office of the Performance Improvement Officer and Director of Administration and Management; and the Office of the General Counsel of the Department of Defense (TAB B).	Comment by Ives, Kathleen H (Kate) CIV WHS ESD (USA) [2]: The releasing Component is responsible for coordination with O&MPD/OPIO/DA&M and OGC. 

· Signatures below indicate agreement to transfer proponency of DoD [Issuance Number, “Complete Title”]


 _____________						 _____________
	
[Releasing Component head title ]				[Gaining Component head title]		Comment by Choate, Christopher R CIV WHS ESD (USA): In order to be accepted as a valid documentation of issuance transfer, the memo must be signed by the USDs of the releasing and gaining OSD Components.  This is not delegable.  “Acting” or “Performing the Duties of” signators are acceptable.



Attachment
TAB A – Issuance Type, #, “Complete Title”
TAB B – Coordination
CLASSIFICATION
Date/time last edited


Prepared by:  [Author’s Name, Office Symbol, Telephone Number]
TAB B

Coordination for Transfer of Proponency for [DoD Issuance Type, Number, “Complete Title”]	Comment by Ives, Kathleen H (Kate) CIV WHS ESD (USA) [2]: O&MPD coordination must be from the Director or Deputy (Acting or PTDO acceptable).

OGC coordination level requirement pending.

	Coordinating Office
	Coordinator
	Signature/Date

	Organizational and Management Policy Directorate, OPIO/DA&M
	
	

	Office of the General Counsel of the Department of Defense
	
	







