DA&M/WHS STAFF SUMMARY SHEET

TO ACTION SIGNATURE AND DATE TO ACTION SIGNATURE AND DATE
1 | Chief, DD Coord ccs LOG IN
2 |AD Programs| Coord CCs LOG OUT
3 Dir, ESD Coord CORR REV

. 7. DISPOSITION

4 Signature
5
6
8. ACTION OFFICER 9. OFFICE SYMBOL 10. TELEPHONE 11. CONTROL NUMBER
[first and last name] [of AO] [of AO] [leave blank]
12. SUBJECT 13. DATE

[type of action; e.g., "New" - or - "Reissuance of" - or - "Change 1 to" - or "Cancellation of"] [insert type
of issuance and #], "Complete Title"

[signed]

14. SUMMARY

1. The proposed [issuance type and # - or - change to issuance type and #] (TAB A) implements policy, assigns responsibilities,
and sets forth procedures for [- or - updates the existing [issuance type and #] to . . . . [Insert one or two sentences on issuance
purpose or on purpose of change to issuance.]

2%)]rma1 coordination has been accomplished; all the DoD Components concurred, and comments have been adjudicated and
incorporated in the issuance as appropriate (TAB B). [Address external coord issues as directed in PROCESSING AIS AND
DA&M/WHS ISSUANCES. For nonconcurs, if not resolved, enter summary of both sides of the point(s) of contention and a
rationale for why the issuance should be signed despite the continued disagreement. ]

3. [This section%gﬂy appliéable if the issuance contains an information collection]. The information collection requirement,
[enter formal information collection title], [enter RCS or OMB control number] prescribed in this [issuance type and #] will cost the
DoD approximately [enter estimation from CAPE cost guidance summary] annually in Fiscal Years [enter years], CAPE
identification number [enter CAPE ID number]. [Give a brief justification for the information collection requirement. Identify and

cite the external or internal source for the requirement.]

4. [Issuance type and #] has been declared "legally sufficient” by the Office of the General Counsel of the Department of Defense
(TAB C).

5. This issuance was reviewed for security concerns. In accordance with Deputy Secretary of Defense Message 090426ZAUGO6,
“Information Security/Website Alert,” it will be released to the public on the unclassified DoD Issuances Website. [OR] Its release
will be restricted through access to the classified DoD Issuances Website. [OR] It will be released only by [enter your Directorate]

6. A list of coordinating officials is at TAB D.

EéCOMMENDATION: That you sign the issuance at TAB A and return to ESD/DD for placement on the DoD Issuances Website.

[Name of your director or his or her deputy]
[Title]

Attachments:
As stated
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ivesk
Sticky Note
In the TO block --
--For DoDDs and policy DoDIs, enter "DA&M"
--For non-policy DoDIs, DoDMs, and AIs proposed by PFPA, enter "DDA&M"
--For all other AIs, enter "Dir, WHS"

ivesk
Sticky Note
For CANCELLATIONS --
--Adjust the first paragraph of the summary to read:  "1.  [Issuance Type and #, "Issuance Title," complete date] (Tab A) has served the purpose for which it was intended and is no longer required."
--Adjust the wording in the subsequent paragraphs as appropriate to the cancellation action.

ivesk
Sticky Note
For CHANGES AND CANCELLATIONS--
--Adjust the recommendation to read:  "That you approve the ["change to" of "cancellation of"] the issuance at Tab A by initialing below."  On the second line after the recommendation, insert a 13 point underline for the official to enter his or her initials.

ivesk
Sticky Note
If the issuance contains an information collection that is exempted from the assignment of an RCS or an OMB control number, use:  "The information collection requirement, [enter formal information collection title], is exempt from licensing requirements and subjection to a cost summary in accordance with paragraph [enter the appropriate paragraph citation in DoD 8910.1-M that applies] of DoD 8910.1-M."

ivesk
Sticky Note
If the issuance contains an information collection that is submitted to Congress, use: “The information collection requirement, [enter formal information collection title], is submitted to Congress in accordance with [cite the statutory requirements] and is coordinated with the Office of the Assistant Secretary of Defense for Legislatives Affairs (ASD(LA)) in accordance with the procedures in DoDI 5545.02. The cost of the information collection and the CAPE identification number has been submitted to ASD(LA)."

ivesk
Sticky Note
FOR DTMs, use the following language:

2.  Formal coordination has been accomplished; all the responding DoD Components concurred, and comments have been adjudicated and incorporated in the issuance as appropriate (TAB B).  As all coordination was collateral in order to expedite processing, any missing coordinations other than the mandatories should not delay the DTM publication process pursuant to DoD Instruction 5025.01. [Address external coord issues as described in this WHS Form 2 sample.] 
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