How to Complete a Management Memo

	Introduction
	This memo will outline the process which must be followed by a PD work unit to complete a Management Memo. 


	Responsibility
	Any PD work group with a business need may initiate a Management Memo. It is the responsibility of the work unit to  


	Terminology
	The table below defines terms you should know to perform the task.

Term

Definition

MM
SAM Management Memo which is also referred to as memo.
PD
Procurement Division
PPO
Work unit
A 
 


	Before you begin
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How to Write a Management Memo, Continued

	Caveats
	DGS will be billed a minimum of $1,200 for a one-page Management Memo.


	Procedure
	Follow the steps in the table below to [name the task].

Step

Action

1
Work unit identifies a business need that might be addressed by a MM.
2
The work unit notifies PPO of the situation. 
3
PPO notifies the work unit concerning whether the MM is appropriate for this situation. If not, other recommendations are made.
4

Having received PPO’s concurrence that an MM is appropriate, the work unit writes the memo.
5

The manager or designee sends the draft MM to PPO for review.
6

PPO reviews the draft and in concert with the work unit revises the MM. 
7

The completed draft MM is sent out to PD management for review.
 


	
	


Add the 2004 page which contains the specifics on MM style.

