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Memorandum No. 15-001	[This information will be filled out by NWCG Staff]
Date: 20 July 2015	
	TO:
	NWCG Executive Board members, stakeholders and partners (i.e. NWCG Committee Chairs, federal Fire Management Board, etc.)

	FROM:
	Chair, NWCG Executive Board

	SUBJECT:
	State title of memorandum clearly and concisely.


(Note:  The section headers below WILL NOT REMAIN on final memorandum)
Purpose (required):  State concisely, 25-40 words.  Present your most salient point here but don’t repeat the subject statement.  Effective ways to begin include:  “The purpose of this memorandum is to …” or “This memorandum provides information for …” Close each purpose statement with a request for distribution (i.e. please distribute this request through your agency channels).

Issue/Action Requested (required):  Present specific, meaningful information that is clear, concise, and accurate.  Expand on the implications of the facts cited above.  Emphasize key points clearly and state any action requested.  Organize the material in order of importance (most to least important).  The reader should be able to quickly single out what is most important for him/her to know.

[bookmark: _GoBack]Background (optional):  Provide a concise summary of any historical or technical information the reader needs to understand the issues described above.  This section is NOT mandatory.

Coordination (optional):  Briefly identify any coordination that was done with another NWCG Committee, agency, outside stakeholder or cooperator in preparation of this memo.  This section is NOT mandatory.

Contact Information (required):  Present actions requested, relevant dates, deadlines, and contact information.  Keep short and simple.

Attachments (optional):  If any documents, lists, graphs, tables, etc. are attached to memo, add a notation at the end placed below the closing.  Any attached materials should also be referred to in the body of the memo
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