FOR ISSUANCES APPROVED BY OSD COMPONENTS

[your Component’s letterhead]

INFO MEMO

[Month Day, Year, Time]

FOR:  CHIEF MANAGEMENT OFFICER OF THE DEPARTMENT OF DEFENSE
FROM:  [Component head, Deputy, or Chief of Staff’s name and title.  See our website for approved signature levels.  The official must initial this line.]
SUBJECT:  Cancellation of Department of Defense [issuance type and #, “Issuance Title”]
[NOTE: Only use this cancellation memo if you receive comments during formal coordination. Otherwise, no memo is needed.]

· The subject issuance (TAB A) has served the purpose for which it was intended and is no longer required.
· This cancellation was formally coordinated, and the consolidated comments matrix is at TAB B.  The concerns expressed by the commenting DoD Components do not affect my determination that cancellation of the issuance is appropriate.  [Explain why cancellation is still appropriate.  If any nonconcurs remain unresolved, briefly state who nonconcurred, their position, your Component’s position, and why the issuance should be cancelled with an active nonconcur.  If there are any nonconcurs that were “unofficially revoked” (the agency’s agreement was not signed on the correct level IAW DoDI 5025.01) or other issues (primary agency did not respond, outdated coordinations, etc.), briefly describe them and explain why this issuance should be cancelled anyway.]
· [This bullet is only applicable if the cancellation of the DoD issuance cancels an information collection with a report control symbol and/or OMB Control Number.]  The information collection requirement, [enter formal information collection title], [enter the report control symbol and/or OMB Control Number] prescribed in this issuance is hereby cancelled and the DoD Information Collections Officer has been notified.  [If the information collection has been extended, changed, or reinstated, give a brief statement identifying the new prescribing document and explaining that the information collection has been licensed with a report control symbol and/or OMB Control Number in accordance with the procedures in DoD Manual 8910.01.]
· [This bullet is only applicable if the cancellation of the DoD issuance cancels a DD, SD, CMO, WHS, SF, or OF form.]  [Enter form number and title], prescribed in this issuance, is hereby cancelled and the DoD Forms Manager has been notified.  [If the form is being kept active, give a brief statement identifying the new prescribing document and explaining that the form is now prescribed in that document in accordance with the procedures in DoD 7750.07-M.]
· The Office of the General Counsel of the Department of Defense has declared the cancellation of this issuance “legally sufficient” (TAB C).

COORDINATION:  The list of coordinating officials is at TAB D.

Attachments:

As stated
Prepared by:  [your name, organizational symbol, telephone number]
