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--SAMPLE TEMPLATE FOR READ-AHEADS--
READ-AHEAD FOR                                                         SECRETARY/DEPUTY SECRETARY OF DEFENSE

Name of Person/Group he is meeting with (Pronunciation, if needed)

Month xx, 2014, time xxxx-xxxx, Room #

From: 
Meeting Purpose: A one-to-three sentence executive summary of the topic, the reason that the event is taking place (i.e., was it SD request, self-invite by foreign official, follow on to prior meeting, etc.), and the Secretary’s role (e.g., receive an update, give guidance, make decision, prep for a future event, etc.)  
Objectives:  One-to-three bullets that highlight what SD should get from the meeting.
Attendees: List
Background: [No more than 2 pages] 
· In several bullets, provide greater detail on key issues and additional information relevant to this specific meeting. 
· Explain the choreography of the meeting, including speaking roles/order, timing of expected SecDef/DepSecDef speaking role, whom the Secretary should turn to for additional information, etc. 
· Ensure you describe the bureaucratic state of play, (e.g., AT&L and Joint Staff disagree over proposal x; Cabinet Secretary x will ask you to fund project x).
Attachments: Make Talking Points Tab A
MINIMIZE supporting attachments. Provide only documents that are essential to the meeting (e.g., an MOU to be signed, briefing slides to be discussed in meeting, a letter or memo that initiated this meeting, etc.). Do not include intelligence assessments or other background materials.
Do include:
1. Biography(s)
Coordination: Ensure relevant coordination is completed prior to submission and indicated in attachment.

--SAMPLE TEMPLATE FOR TALKING POINTS--
TALKING POINTS
· Should be the second item in the read-ahead package (limited to one (1) page).

· These points should be short, but clear statements of major issues or points to be covered in the meeting. They should: 1) Avoid pleasantries or fillers; 2) Focus on achieving the objectives of the meeting; and 3) Be crafted to ensure a logical flow to the conversation.
· Single-sided.
· 1-inch left/right margins, 1-inch top and bottom margins.
· Font should be 14 point, Times New Roman. 
· Provide a 3.88 note card (see template attached) with topline talking points/memory joggers for ALL meetings with non-DoD personnel (foreign counterparts, Cabinet Secretaries, associations, etc.).
· Include classification at the top and bottom center, the non-DoD personnel name and phonetic pronunciation (specifically foreign counterparts). 

· 4-5 main key talking points (full sentences not necessary, just bullets with key phrases).

· Font should be Calibri, 16-point, and 9-point font spacing between subjects if space needed.

· Refer to DoD 5200.1-PH, the DoD Guide to marking Classified Documents, when classifying.

Prepared by:  Name, org, phone (include on last page)
Declassification info
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