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ACTION MEMO

FOR:  DIRECTOR, DEPARTMENT OF DEFENSE EDUCATION ACTIVITY

FROM:  Michael Godfrey, Chief, Operations, Plans, Legislation, and Policy

SUBJECT:  DoDEA [Regulation, Admin Instruction, etc] number, "title of issuance"

· To obtain your approval for the Issuance at TAB A, [insert language here briefly explaining the issuance and any pertinent details, changes, etc.

· [IF NEEDED]  This Issuance is to replace [insert Issuance(s) type, number, title, and date of the issuance being replaced](TAB B). 

· Insert additional information as needed.  If none, delete this bullet paragraph.

· Insert information on whether this has been fully coordinated and if not why and what is missing.  Also discuss if there is a nonconcurrence.

· [bookmark: _GoBack]The Point of Contact for content questions, [GS-15 Name, Title, Office and number].

RECOMMENDATION:  Approve the publication of this issuance.

Approve__________			Disapprove__________

COORDINATION:  TAB C.

Prepared by:  Action officer name, action officer office/section, DoDEA, action office number
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