`ATTACHMENT C – Director’s Memorandum Template (for hard copy and/or electronically transmitted versions; include only those sections that are pertinent to the subject directive)

(Assistant Secretary Letterhead)

(Enter Date of issuance of directive)

DIRECTOR’S MEMORANDUM NO. ________

MEMORANDUM FOR:
ALL VETS STAFF

FROM:

{Enter Director’s Name}

SUBJECT:

{Enter Subject} 

I. Purpose: 

II. Reference(s): (cite statutes or other related documents if necessary to understanding the policy or actions set forth in this directive.) 

III. Rescinds (or Supersedes): 

IV. Background: 

V. Body of Memorandum: (Includes policy statement[s], action[s] required to implement the policy or policies, and effective date[s]. This section may contain multiple sub-sections, which should be numbered and or lettered accordingly.)

VI. Inquiries:  (Identify the person to contact about this directive, and provide contact information.  

VII. Expiration Date: (Either cite a certain date, if known, or state, “Until rescinded or superseded.” 

VIII. Attachment(s):  (State title[s] of document[s].)

