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WASHINGTON DC 20301-1000

                                                         INFO MEMO

August 22, 2003, 03:00 p.m.
FOR: SECRETARY OF DEFENSE



FROM: John Doe, Secretary of the Army (Note:  The originator signs on this line)
SUBJECT:
Sample Information Memorandum
(
State what the addressee should do using succinct bullet paragraphs. Double space between bullets.
(
Explain why it is okay for the recipient to take the recommended action. See Chapter 4 for suggested methods for organizing key points.
(
Attach a signature item at Tab A, the incoming correspondence at Tab B, and background or supplemental information at Tab C, and continue sequentially as needed. Coordination should be provided at the last tab in the package.
COORDINATION:  TAB D (or last tab in package) (or NONE)
Attachments:
As stated
Classification Authority and Declassification Instructions
Prepared By: Jane Smith, 703-697-1234






