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	TO:
	NWCG Executive Board Members, NWCG Committee/Subgroup Chairs, or NWCG Staff (typically internal)

	FROM:
	Name and Title (e.g., Garth Fisher, Chair, NWCG Executive Board)

	SUBJECT:
	Be specific. Approximately two lines.


[bookmark: _Hlk507593535]Note: All red text should be replaced/removed. Use Times New Roman throughout. Be concise, organized and to the point. Use active voice and Standard English sentence order (subject-verb-object). Use short words. Keep to one-page in length if possible. Avoid jargon. Use “I”, “you”, and “we” as subject of sentences vs “this office” “all individuals,” etc.
Purpose: Required. State concisely in 25-40 words. Present your most salient point here but don’t repeat the subject above. Effective ways to begin include:  “The purpose of this memorandum is to …” or “This memorandum provides information for …” 
Please distribute this information through your agency channels. 
Issue/Action: Required. Expand on the implications of the facts cited above. Identify key points and state any action requested (include relevant dates and deadlines). Consider who, what, when, where, why and/or how. Organize the material from most to least important. The reader should be able to quickly single out what is most important for him/her to know. Use the memorandum to deliver rather than supply critical information; direct the reader to the permanent location of source material, such as a web link to a publication. Define when the message takes effect and it no longer applies.
Background and Coordination: Optional. Provide a concise summary of any historical or technical information the reader needs in order to understand the issue. Briefly identify any coordination that was done with another NWCG committee, agency, outside stakeholder or cooperator in preparation of this memo.
[bookmark: _Hlk507598104]Contact: Required. Identify point of contact (name, email address, phone number) available to provide additional information.
Attachments: Optional. Keep section header if used. If any documents, lists, graphs, tables, etc. are attached, add the titles in the order they were referenced in the body of the paper.
Distribution:
NWCG Committee Chairs
NWCG Staff
Others as appropriate
NWCG standards are interagency by design; however, the decision to adopt and utilize them is made independently by the individual member agencies and communicated through their respective directives systems.
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