Transmittal Memo Template
MEMORANDUM FOR:  Jane Lubchenco, Ph.D.

Under Secretary of Commerce


  for Oceans and Atmosphere

FROM:
John L. Hayes
SUBJECT:
Brief Statement of What the Memo is about, Usually 

No More Than 10 Words; Do not Indent Carryover Lines nor Use Acronyms

Name(s) of Person(s) Requesting Action/Correspondent:

Subject/Issues Raised by Person(s) Requesting Action(s)/Correspondent:
· If there are attachments, refer to them at least once
Major Points in the Response:

Potential Controversy:

· Identify potential controversies; otherwise, type None
Other Pertinent Information:

Coordination:  Other than GC coordination, indicate all NOAA Line/Staff Offices consulted:

	NMFS
	NWS
	NOS
	OAR
	NESDIS
	PPI
	NMAO
	PA&E
	PCIA
	LA
	IA
	CFO
	CAO
	CIO
	OED
	AGO
	WFMO
	COS
	DUS
	AS
	UNSEC

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Clearance Official(s)/Line Office(s)/Date of Clearance(s):
· John Doe, OMAO, June 30, 1999
Contact Person:

· Jane Smith, Senior Advisor, NWS Office of Communications, (301) 555-1212
Attachments

· None
