





(Use PSA or Service Secretary Letterhead)

(Insert date)


MEMORANDUM FOR LIST COORDINATING COMPONENTS IN ACCORDANCE WITH
DA&M MEMO, “LISTING OF ADDRESSEES AND ADDRESSING
DoD MEMORANDUMS” AVAILABLE AT:  
https://directives.whs.mil/memorandums/Listing%20of%20Addressees%20and%20Addressing%20DoD%20Memorandums.pdf

SUBJECT:  Coordination of [Select one of the following options: Proposed, Interim final, or Final] Rule, “[Insert title of rule]”
1.  The attached [Proposed, Interim final, or Final] rule is forwarded for review and coordination. [Describe the purpose of the rule].
2. Please provide your coordination. Concur with or without comment or non-concur by memorandum or an established coordination form used by your component.  Concurrence with comment or non-concurrence must be accompanied by a justification for the comment or non-concurrence.
3. Your response will be used to consolidate DoD Component coordination. Please send comments to [Insert mailing address].  You may also email [Insert Action Officer’s Name] at [Insert Action Officer’s email address].
4. Coordination must be signed by the Principal Staff Assistant (PSA), the PSA’s Principal Deputy, or an individual appointed by the PSA to sign on his/her behalf.  Comments must be received by [establish suspense of 2 to 3 weeks based on length of rule].


[Insert name of PSA or equivalent]
[Insert tile of PSA or equivalent]

Attachments
As stated
