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MEMORANDUM FOR THE SECRETARY or DEPUTY SECRETARY
FROM:        Name of Bureau/Agency Head [and signature]
	         Title
SUBJECT:  Preparing a cover memo
In the body of the memo, clearly define the issue.  State the subject of the letter to be signed by the Secretary or Deputy Secretary.  Include relevant background information, including information on any incoming letters addressed to the Secretary.  
The content of a cover memo is largely subjective; write it in a way that you feel will best inform the Secretary.  Tailor the formatting to suit the information you provide; it is not necessary to format it exactly like this one.  Think of this paragraph as summarizing the major points in the proposed response.  The only requirements of this type of memo are the following:
Appropriate heading (as shown below)
1. Body that informs the Secretary – should come after heading and before recommendation
1. Recommendation – state the decision that you recommend to the Secretary.
1. Executive Secretariat Clearance – include a line for the Exec Sec Director to sign off on
The following is a general guideline for the content that should be contained in the memo:
· Summarize the key messages
· Identify major stakeholders.
· Include subheadings in longer memos.  Examples of possible subheadings are background, analysis, action-forcing event, sensitivities, etc. 
· Explain pros and cons and present alternatives where appropriate.
· When presenting problems, include solutions.
· State hidden issues or issues that are not readily apparent.
· Identify issues that were deliberately not addressed in the document and explain why.
· Highlight any particular sensitivities, if appropriate.  For example, congressional interest, media interest, timing, etc.  Be specific.
· Use bullets when possible to effectively organize important information.
 
 

Statement of Lateness:
When a bureau or office does not meet Exec Sec’s 5-day deadline for A-priority correspondence, then the cover memo to the Secretary or Deputy Secretary must include a statement explaining why the correspondence is late, even if an extension was previously granted.
Many times, there are legitimate reasons for a response being delayed, for example, a major decision affecting the response is about to be announced or coordination between departments required extra time.  Whatever the reason, it is important to explain the delay. Workload and office priorities are not valid excuses.
Statement of Urgency
If the response is urgent and must be signed immediately, please explain when the document needs to be signed, why it is urgent, and what will happen if it is not signed by the stated date.
Prepared by: Name and contact information of person who drafted cover memo and correspondence
 

RECOMMENDATION:     
I recommend that you sign the attached letter.
 
 
EXECUTIVE SECRETARIAT CLEARANCE:
 
___________________________                        ________________________
Executive Secretariat                                                     Date

