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ACTION MEMO

FOR:  Michael Godfrey, Chief, Operations, Plans, Legislation, and Policy, DoDEA

FROM:  FSE requesting cancellation of the issuance (assumes pre-approval from requisite SES)

SUBJECT:  Cancellation of DoDEA [issuance type and number, "issuance title," issuance date]

· To obtain your signature on the memo at TAB A, cancelling DoDEA [issuance type and number, "issuance title," issuance date]

· Issuance being cancelled is found at TAB B.

· Reason or justification for issuance cancellation.  This should be clearly and fully explained.

· [If Applicable]  Please list here where the policy guidance can be found in a new or other issuance.  Please use full reference. (TAB C).

· [bookmark: _GoBack]Memorandum for the Record for Director requesting cancellation is found at TAB D.

RECOMMENDATION:  Sign the response at TAB A.

Prepared by:  Name of person drafting the document package, Office, DoDEA, 571-372-XXXX
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