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INFORMATION MEMO FOR THE SECRETARY

FROM:	MU/POL383 – Sally S. Student 

SUBJECT:	(U) Really Important Thing You Need To Do

(U) Use Times New Roman 16-pt font and 1-inch margins throughout the body of the document.  There is a firm three-page limit.  Use short, concise sentences in the active voice.  Each page should end with a period, end of paragraph.  If keeping the lines together leaves a large space at the bottom of a page, consider dividing the one large paragraph into two smaller paragraphs.  In addition, topic headers should not be left at the end of a page but should be joined with the first bullet.

(U) Summarize relevant background, updates, interagency or Congressional views, options for resolution, and implications of those options.  While each action memo will be different, for policy recommendations, consider the following critical elements:  
· Identify how recommendations/options align with – or would require adjustments to – current policies.
· Clearly explain the differences between options or why alternative approaches are not recommended.  Explain how any risks (financial, policy, reputational, etc.) or negative consequences would be mitigated.
· Indicate any follow-on action (e.g., planning, engagements, etc.) or any subsequent decisions for the principal that may be required.

(U) Clearly identify any legislative or other deadlines associated with the decision.  If the issue is particularly complex, you can attach brief additional background.
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Drafted:	MU/POL383 – Sally S. Student, (e-mail address)

Cleared:	
D:  [name]		[required clearance]
D-MR:  [name]				[required clearance or info*]
P:  [name]		[required clearance]
S/P:  [name]	[required clearance or info**]
R:  [name]		[required clearance]
GPA:  [name]	[required clearance]
C:  [name]		Info
Other clearances as necessary, depending on subject matter covered.
*D-MR clearance is required for all S and D-MR paper, as well as all paper for which D-MR has equities.  D-MR should be listed as "info" on all other paper.
**S/P clearance is required for all S paper.  S/P should be listed as “info” on all other paper.
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(OK)		[They cleared]
Lateral and required clearers should clear within one business day of receiving a non-urgent clearance request.  If you do not receive a response within that timeframe, mark the bureau/office as no response and move the paper forward.
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