ACTION MEMO



FOR:  CHIEF, BUREAU OF MEDICINE AND SURGERY

FROM:  [Requestor Name, Title – Must Be in Title Case & Must Be Flag Officer or SES]

VIA: Mr. Joseph B. Marshall, Deputy Chief for Resource Management/Comptroller
          
SUBJECT:  Approval for Navy Attendance at Non-DoD Hosted Event

· TAB A is an action memo to DNS requesting he forward request for conference attendance by DON personnel at [insert name of conference here.]

· TAB B is an action memo from DNS to DON/AA requesting approval for conference attendance by DON personnel at [same name of conference as used in bullet above.]

· TAB C is the Conference Brief Sheet, which contains cost estimates and justification.

· TAB D is the Conference Agenda.

· DepSecDef Memo of 29 Sep 2012 requires approval of attendance at non-DoD hosted conference events by SECNAV or designee.

· Package is being routed timely and prior to the 30 day review requirement. The conference is scheduled to begin on [Insert Date].

[Requestor Title] certifies that attendance at this conference is mission essential. [Justification rationale follows]

[Requestor Title] certifies that all cost saving measures have been investigated and implemented. [Detail what savings measures have been made.]

· The cost per person for this event is [Amount from Cost Template]. The cost per person per day for this event is [Enter Amount from Cost Template].

RECOMMENDATION:  Chief, BUMED sign TAB A and forward to DON/AA for approval. 

COORDINATION:  TAB E

ATTACHMENTS: 
As stated





































Prepared by:  [NAME of person preparing request], [Activity Name], [Phone Number] 		
