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NDW STAFFING/ACTION
 1. TRIM RECORD NUMBER (if availalble)
 2. TODAY'S DATE (YYMMDD) 
 3. SUSPENSE DATE (YYMMDD)
 4. TASKER TYPE
 5. SUBJECT
 6. ROUTING
 INITIAL
N-CODE/OFFICE           
 INITIAL
 DATE REVIEWED
 INITIAL
N-CODE/OFFICE           
 INITIAL
 DATE REVIEWED
 7. EXECUTIVE SUMMARY / ACTION MEMORANDUM
KEY POINTS
INSTRUCTIONS
 
 BLOCK 1.  TRIM RECORD NUMBER
     a.  Record number assigned by TRIM. (Utilize the main tasker folder number).
     b.  If a TRIM record number is not used, leave section blank.
 
 BLOCK 2.  TODAY'S DATE:
     Enter the date the correspondence package was put together.  The military date format is YYMMDD.  Example:  110301.  This 
     allows for tracking system searches by the military date format.
 
 BLOCK 3.  SUSPENSE DATE:
     The format is YYMMDD
      a.  If the action is responding to an external suspense, enter the date of the assigned suspense.
      b.  If the suspense date is established internally, enter the date.
 
 BLOCK 4.  TASKER TYPE:
      Enter the tasker type.  Examples: AWARD, CORRESPONDENCE, INSTRUCTION, NOTICE
 
 BLOCK 5.  SUBJECT:
      Enter the primary subject line of the action.
 
 BLOCK 6.  ROUTING:
      Action Origin (USE ONLY):  The Action Origin POC will complete this block.  The order for routing should be as follows: The 
      Commandant/N00, ED/ N01, COS/N02, Command and Staff/N04C, and then the Action Origin/N-Code
 
 BLOCK 7.  EXECUTIVE SUMMARY/ACTION MEMORANDUM:
      Key Points:  The key points convey salient information that the Action Officer (AO) needs to take away from the action.
      Ref:  Lists all references (as possible), e.g. directives (instructions, notices); taskers; meeting; e-mail, etc.  If there are no  
      reference, state N/A.
      Encl:  List all enclosures/Tabs.  Explain what is included within the packet.  If there are no enclosures, state N/A.  Example of 
      how the packet will appear in the folder:  Memorandum/Notice/Instruction for signature. Enclosure 1:  DoD tasker and staffing    
      action, etc.  Enclosure 2: Forms/Reports
      1.  Purpose:  Provide a short and clear statement of the purpose (e.g., Purpose:  To obtain the signature on the memorandum).
      2.  Discussion:  Summarize the information and provide a current status if applicable.  Why are you telling this to the AO?  What 
      should the AO know an discuss?  Describe the task, origin of the action, issue and the requirement.  Provide fact-filled authority 
      should fully understand why this action is necessary.
      3.  Recommendation:  Provide a brief statement defining the desired action by the final approval authority and explain why this 
      is the best option (e.g., approve action and sign the memorandum).  Block 7 allows the Action Officer (AO) to approve,  
      disapprove, or comment on the action. These blocks are designated for the internal approval chain within the command.  Possible 
      entries could include Branch, Division, Director, and Deputy.  The appropriate releasing authority should initial and date the 
      action once they have released/approved for forwarding to the next appropriate office for disposition. The assigned Action Officer 
      (AO) will initial and date.  His or her initials represent concurrence with the assigned action.  ACTION OFFICER (Name/Title/
      Phone Number/E-mail):  Enter the responsible action officer's name, rank and/or position title, office phone number and e-mail 
      address.  This information is especially important to ensure any questions related to the action can be quickly directed to the 
      appropriate point of contact, avoiding delays in processing the action.
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