READ AHEAD: [TOPIC]

[Date, Time, Place, Room]

[Host, lead, or briefer; organization]

Attendees: [Key attendees and their titles; list additional attendees in attachment]

Short, clear statement of major issue or point (maximum: 3 lines).  [Answer ques-tions: Why are you telling the Secretary this?  Why should he know or read this?  It is intended to cue the Secretary, not necessarily to thoroughly immerse him.]

· Background*:

· No more than 2 sub-bullets.

· Each no more than 3 lines.

· Position*:

· No more than 2 sub-bullets.

· Each no more than 3 lines.

· Means to achieve*:

· No more than 2 sub-bullets.

· Each no more than 3 lines.

· Key impediments*:

· No more than 2 sub-bullets.

· Each no more than 3 lines.

At bottom of page, print: (Prepared by: [Name/Org/contact data of read-ahead preparer.])

*  These are possible subtopic areas and labels.  If the nature of your read-ahead does not lend itself to these breakouts, use ones of your choosing.  The point is to label accurately, and analyze and distill data so that salient information and the bottom line are arrived at clearly and succinctly. 

Additional format guidelines for memoranda: 

· Use letterhead 

· Use memorandum layout prescribed by Administrative Instruction #7 or the Military Assistant/Executive Officer Handbook.  

· One page and single-sided.  

· Attachments are permitted but all material produced by DoD must follow these guidelines.  Reprints and material downloaded from the Internet may remain in original format.  Caution: if material is illegible, small, obscured, difficult to read, etc., provide a summary instead.

· Times New Roman, 13 or 14 point type.  

· 1.25 inch right and left margins, 1 inch bottom margins.  

· Double space between items, 1.5 spaces between bullets.  

Style guidelines:

· Use short, succinct, and clear language.
· No modifiers such as “very;” use precise word, e.g., “brief” not “very short.”
· Inanimate objects cannot take action verbs.

· Analyze and distill data so that salient information and the bottom line are arrived at clearly and succinctly.

Additional instructions:

· Paginate all documents longer than one page.

· Date the top right hand or top center margin, preferably with the date it is submitted to the Secretary.  That the information is current is assumed.  

