Sample: Memorandum of Lateness

MEMORANDUM FOR THE SECRETARY (or Deputy Secretary)

FROM:

John L. Hayes 

SUBJECT:

Statement of Lateness for Secretarial Correspondence (DOC #)



[Times New Roman; 12-point; with indent; start 8 lines down from the top of the page]  Start the text with an explanation of why the response is late.  (There are legitimate reasons for a response being delayed, e.g., a major decision affecting the response is about to be announced, information simply not available, etc. Workload and bureau/office priorities are not valid excuses.  As stated previously, for the Commerce employee tasked with preparing an item for Secretary or Deputy Secretary signature, there are few, if any, higher priorities.)  Follow this with a few lines describing the contents of the correspondence.  


The response to the October 29, 2002, letter from Barry T. Hill of the General Accounting Office was delayed for the following reason: Due to the complexity of the incoming correspondence, and the need to involve many components of the Technology Administration in preparing a comprehensive response, we were unable to meet our deadline as assigned by the Executive Secretariat.

I can assure you that we will do better in the future.

