Job Aid 350-70-4.6c

Format for Memorandum to Decisionmaker
1.  Purpose – This paragraph briefly explains the purpose of the memorandum, i.e., to obtain the decisionmaker’s approval of recommendations made as a result of the evaluation.

2.  Discussion – This section briefly states the purpose of the evaluation and notes that the report is attached as an enclosure.  The section also explains that the report and recommendations were staffed, and that the responses obtained are attached as enclosures.

3.  Recommendations – This section includes the report’s recommendations, the organizations responsible for implementing the recommendations, the results of the staffing, and space for the decisionmaker to sign, indicating their approval/disapproval of each recommendation.  Following is suggested format for this section.

      a.  Recommendation 1:

           Responsible Organization:

           Coordination:  (Outline which organizations concurred/nonconcurred.  

           Briefly explain any nonconcurrences not resolved.)

           APPROVED_______ DISAPPROVED_______ SEE ME_______

      b.  Recommendation 2:

           Responsible Organization:

           Coordination:  (Outline which organizations concurred/nonconcurred.  

           Briefly explain any nonconcurrences not resolved.)

           APPROVED_______DISAPPROVED_______SEE ME________

4.  This paragraph provides POC (name/telephone number) for the evaluation, and any other information required.


