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SUMMARY
1. PURPOSE: Provide a sample staff summary sheet (SSS) for use as a baseline/template.

2. BACKGROUND: The SSS introduces and summarizes the issue then coordinates the package through the staff with the
goal of obtaining approval for action or signature on an attached document.

a. The “Org/Sym” flows up the chain of command and through appropriate staff offices for coordination/approval.

b. Actions include "Coord" (Coordination), "Appr" (Approval), "Sig" (Signature), and "Info" (Information); normally, there is only
one "Appr" entry and/or one "Sig" entry on the SSS.

¢. The standard summary section headings (purpose, background, discussion, views of others, and recommendation) provide
a short purpose statement, pertinent background information, a logical discussion of the information and rationale for any
action proposed, the view of others affected by the action, and a recommendation for the senior official (headings can be
adapted for local needs, recurring tasks, and leadership preferences).

DISCUSSION: The SSS should be a concise (preferably one page) summary of the package.

Organize the discussion chronologically, geographically, functionally, or as appropriate to the issue or action.
If there are several options or courses of action available, they should be covered in the discussion section.
Save space with run-in headings and telegraphic statements/bullets.
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VIEWS OF OTHERS:
a. Good staff work engages other offices impacted by the SSS before formal coordination.
b. Make revisions or note disagreements so that the SSS moves forward rather than back to the originator for more work.

5. RECOMMENDATION: State the recommendation for the senior official, including any action necessary to implement it, in
such a way that, for example, the official need only sign an attached document to coordinate, approve, or disapprove the
recommended action. Alternatively, the recommendation can be "None. For Information Only," if appropriate.

/Isigned, sbj// - 30 Oct 18
SALLY B. JONES 2 Tabs
Duty Title 1. Memorandum for signature
2. Description of supporting documentation
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...although not ideal, a continuation page is possible...

Don't Need This Page or Want to Delete it:
1. If the left hand section with "Page Thumbnails, Bookmarks, and Attachments is not visible
a. Look for an arrow near the left side of the screen
- Click the arrow and the left hand section will appear.
b. If you cannot see an arrow or section, as stated above, on the left hand side of your screen:
- On your keyboard press these keys: Alt, v, s, n, p (not case sensitive).
c. If the Page Templates icon is not visible in left hand section:
- On your keyboard press these keys: Alt, v, s, n, p (not case sensitive).
2. Click on this page's thumbnail (thumbnail 2).
3. Press Delete on your keyboard or click the trashcan icon on the menu strip at the top of the left hand
section.
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2.  BACKGROUND:  The SSS introduces and summarizes the issue then coordinates the package through the staff with the goal of obtaining approval for action or signature on an attached document.
a.  The “Org/Sym” flows up the chain of command and through appropriate staff offices for coordination/approval.
b.  Actions include "Coord" (Coordination), "Appr" (Approval), "Sig" (Signature), and "Info" (Information); normally, there is only one "Appr" entry and/or one "Sig" entry on the SSS.
c.  The standard summary section headings (purpose, background, discussion, views of others, and recommendation) provide a short purpose statement, pertinent background information, a logical discussion of the information and rationale for any action proposed, the view of others affected by the action, and a recommendation for the senior official (headings can be adapted for local needs, recurring tasks, and leadership preferences).

3.  DISCUSSION:  The SSS should be a concise (preferably one page) summary of the package.
a.  Organize the discussion chronologically, geographically, functionally, or as appropriate to the issue or action.
b.  If there are several options or courses of action available, they should be covered in the discussion section.
c.  Save space with run-in headings and telegraphic statements/bullets.

4.  VIEWS OF OTHERS:
a.  Good staff work engages other offices impacted by the SSS before formal coordination.
b.  Make revisions or note disagreements so that the SSS moves forward rather than back to the originator for more work.

5.  RECOMMENDATION:  State the recommendation for the senior official, including any action necessary to implement it, in such a way that, for example, the official need only sign an attached document to coordinate, approve, or disapprove the recommended action.  Alternatively, the recommendation can be "None.  For Information Only," if appropriate.
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