Sample Action-Decision Memorandum

ACTION-DECISION
MEMORANDUM THROUGH THE DEPUTY SECRETARY FOR THE SECRETARY

FROM:


SUBJECT:


1.
ACTION-FORCING EVENT:

2.
ANALYSIS:

3.
RECOMMENDATIONS:

Executive Secretariat Clearance:

________________________________________

(Current Exec Sec’s Name)


Date

NOTE:  The Secretary’s determination goes on a separate page.  See Page 2.

SECRETARY’S DECISION:
I have determined to __________ (briefly describe action at issue) 
I have determined not to __________ (briefly describe action at issue)
I would like to discuss this issue __________

