For Issuances Signed by the OSD Component
For Directives Signed by the SecDef/DepSecDef


[your Component’s letterhead]

ACTION MEMO

[Month Day, Year, Time]

FOR: DIRECTOR, ADMINISTRATION AND MANAGEMENT
FROM:  [Your Component head’s name and title]
SUBJECT:  DoD [type, number, and title of issuance] Certification 
· DoD [type and number], dated [publication date], has been certified as current.  
· [This bullet is only applicable if the DoD issuance contains an information collection.]  This issuance prescribes [enter number of information collections prescribed in the issuance] information collections: 

· [This bullet is only applicable if the DoD issuance contains an information collection with a report control symbol, is exempt from licensing with a report control symbol, or has been assigned an Office of Management and Budget (OMB) control number.]  The information collection requirement, [enter formal information collection title], [enter report control symbol or OMB control number, if applicable] prescribed in this issuance will cost the DoD approximately [enter estimation from Cost Assessment and Program Evaluation summary] annually in Fiscal Years [enter years], Cost Assessment and Program Evaluation identification number [enter CAPE identification number].  [Give a brief justification for the information collection requirement. Identify and cite the external or internal source for the requirement.]
· [This bullet is only applicable if the DoD issuance contains an information collection that is submitted to Congress.]  The information collection requirement, [enter formal information collection title], is submitted to Congress in accordance with [cite the statutory requirements] and is coordinated with the Assistant Secretary of Defense for Legislative Affairs (ASD(LA)) in accordance with the procedures in DoD Instruction 5545.02.  The cost of the information collection and the Cost Assessment and Program Evaluation identification number has been submitted to the ASD(LA).  
· The review actions contained in DoD Instruction 5025.01, “DoD Directives Program,” Enclosure 3, paragraph 5b(2) have been completed.  No administrative changes have been identified as required during this certification process [OR] Updates made to the issuance are administrative in nature; therefore, no coordination is required. 
RECOMMENDATION:  Request you verify and incorporate the necessary changes [if making changes] and publish [DoD issuance type/number] to the DoD Issuance Website as certified current.
Attachment:
As stated
Prepared by:  [your name, organizational symbol, telephone number]
[your Component’s letterhead]

ACTION MEMO

[Month Day, Year, Time]

FOR:  DIRECTOR, ADMINISTRATION AND MANAGEMENT

FROM:  [Your Component head’s name and title]
SUBJECT:  DoD Directive [number and title of issuance] Certification
· DoD [type and number], dated [publication date], has been reviewed and confirmed as current effective as of today.
· This bullet is only applicable if the DoD issuance contains an information collection with a report control symbol, is exempt from licensing with a report control symbol, or has been assigned an Office of Management and Budget (OMB) control number.]  The information collection requirement, [enter formal information collection title], [enter report control symbol or OMB control number, if applicable] prescribed in this directive will cost the DoD approximately [enter estimation from Cost Assessment and Program Evaluation summary] annually in Fiscal Years [enter years], Cost Assessment and Program Evaluation identification number [enter CAPE identification number].  [Give a brief justification for the information collection requirement. Identify and cite the external or internal source for the requirement.]
· [This bullet is only applicable if the DoD issuance contains an information collection that is submitted to Congress.]  The information collection requirement, [enter formal information collection title], is submitted to Congress in accordance with [cite the statutory requirements] and is coordinated with the Assistant Secretary of Defense for Legislative Affairs (ASD(LA)) in accordance with the procedures in DoD Instruction 5545.02.  The cost of the information collection and the Cost Assessment and Program Evaluation identification number has been submitted to the ASD(LA). 
· In accordance with paragraph 6.10 of DoD Directive 5105.53, “Director of Administration and Management (DA&M),” DA&M may exercise signature authority for the Deputy Secretary of Defense to approve administrative changes and reissuances of DoD Directives, after proper coordination of the Directives consistent with DoD Instruction 5025.01, “DoD Directives Program.”
·     The review actions contained in DoDI 5025.01, Enclosure 3, paragraph 5b(2) have been completed.  No administrative changes have been identified as required during this certification process [OR] Updates made to the issuance are administrative in nature; therefore, no coordination is required. 

·     This Directive has been declared “legally sufficient” by the Office of the General Counsel of the Department of Defense (TAB B).

RECOMMENDATION:  Request you approve certification of [DoDD #] as current and publication of the Directive to the DoD Issuances Website.

Approve  _____________  Disapprove  _____________  Other  _____________

Attachments:

As stated

Prepared by:  [your name, organizational symbol, telephone number]

















































































































































