ACTION MEMO
FOR:  SURGEON GENERAL OF THE NAVY
FROM:  [INSERT: Name of Commander, Commanding General, Commanding Officer, or Officer in Charge]
SUBJECT:  NOMINATION OF [INSERT: NOMINEE’s NAME] AS HUMAN RESEARCH PROTECTION OFFICIAL AT THE [INSERT: COMMAND NAME]
Refs:
(a) DoDI 3216.02

(b) SECNAVINST 3900.39D

(c) DFARS Section 207.172

(d) DFARS Section 252.235-7004
· [INSERT: Command Name] sponsors research with human subjects in accordance with references (a) and (b).  References (c) and (d) describe a new requirement for a Human Research Protection Official (HRPO) at Commands that award contracts for research with human subjects.  This Official is responsible for verifying that human research protection documentation is appropriate for the research to be awarded. 
· [INSERT: Nominee’s Name] is recommended for nomination as [INSERT: Command Name] HRPO.  [INSERT: Relevant Background Information about Nominee.  This could include: current command government employee role or position and experience.  Specify any HRP related experience]. [PROVIDE: Additional attachment if needed.]   [INSERT: Nominee’s Name] can be contacted at [INSERT: Phone number and email address].
· The nominee has completed required DON research ethics training, which includes review of the DFARS Clause Federal Register Notice; review of the Background HRPO Briefing Slides; and completion of DON HRPO designated training. 
RECOMMENDATION:  Approve the appointment of [INSERT: Nominee’s Name] as the HRPO at [INSERT: Command Name] by signing below.

[INSERT: IO's Name & sign above]
Approved:____________________________________________Date:________________

_Director, DON HRPP__________________________
ATTACHMENTS:  As stated

Prepared by [INSERT: Command POC Information]
