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DD MMM YYYY

FOR:  COMMANDANT OF MIDSHIPMEN, U.S. NAVAL ACADEMY

FROM:  

SUBJECT:  Subject of INFORMATION MEMO

Reference:  (a) If needed

Discussion: The first bullet will identify what information is being forwarded and why. If
forwarding a document, identify as TAB A.

Background: The second and subsequent bullets will provide additional key points, as required:
background at TAB A.

    a.  

    b.

Way Ahead:  This bullet identifies contentious issues and any problem areas

    a.  

    b.

RECOMMENDATION:  For informational purposes only.

Acknowledged _________ 

ATTACHMENTS:
As stated

COORDINATION: [TAB D] (or as applicable – last tab) or [None]





Prepared By: Name, Organization, Phone (1 inch from the bottom)

