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Office of the President
ACTION MEMO
FOR:
ASSISTANT SECRETARY OF DEFENSE (HEALTH AFFAIRS)
FROM:  Charles L. Rice, M.D., President, Uniformed Services University of the Health Sciences
<retain this space for insertion of e-signature box>

SUBJECT:  Uniformed Services University of the Health Sciences (USUHS) [department] [full 

          title of educational event] [Dates of event] <note: this text must be aligned under the U of 
  

Uniformed….>

Request approval of the Conference Request located at TAB A for hosting the Uniformed Services University of the Health Sciences (USUHS) educational event.  The September 29, 2012 guidance, conference working agenda, and the attendee list is located at TAB B to support this request. The conference is scheduled for [dates] at [location]. 
· The meeting is sponsored by [your agency name and mission if applicable] and will include [describe special components, items relevant to mission critical].  [Explain relevance of conference/reason to host/attend]. 
·  The total cost to host this event is $            .  The total cost to host this event for the DoD is estimated at $    .00.   The remaining $     .00 will be paid by the grant.  The Expense Worksheet is located at TAB C for your review. 
· The total cost to attend this event for DoD representatives is $0.00.  No registration fee and sample text: travel is within the National Capital Region (non-reimbursable local travel).  To reduce overall costs to the DoD,  HMJF negotiated meeting space at a reduced cost, below per diem hotel room rental rate, reduced audio/visual costs, removed promotional items, and will not supply food or refreshments. 
· As part of an effort to reduce overall costs to the Department of Defense (DoD), attendance at this meeting will eliminate the need for  [office] to attend other [list other training events or point out how this is cost cutting/saving money for DoD].
· [Use if appropriate/alter if need to]-- This educational offering will support [two] key OUSD (P&R) strategic goals: [insert text about support of  current Under Secretary of Defense (Personnel and Readiness) strategic goals (located on usuhs.mil/cec- references).  For example “…attract, train, educate, shape, sustain, and retain diverse talent to anticipate and meet requirements of the 21st Century Total Force” for the disaster health community and “…strengthen individual and mission readiness…by building resiliency and preparedness.”  Or : (see blue font text):  support three key -Providing quality healthcare to service members and their families directly supports the need to attract and retain diverse talent to anticipate and meet the requirements of the 21st Century Total Force as stated in the first strategic goal.  Healthcare coverage is viewed as a significant benefit of employment but the perception of the quality of the care plays an important part.]  Delivering quality care is foundational to meeting this goal.  The attendance at the conference also supports the goal to create a high-performance culture and
organization. The information provided at the conference will assist USU, TMA and the
Service in taking an even more proactive approach to demonstrated standard compliance and continuous survey readiness.

In this environment of extreme financial challenge, it is even more important to have opportunities to enhance our shared commitment to common goals, best practices, and
turning the dials of performance.  The conference supports, in a cost-effective method, a
unique opportunity to interact with

staff and as well as [insert appropriate text]
Example: The conference will <…..enhance the understanding and implementation of healthcare standards aimed at ensuring our nation's Service members, families and veterans receive quality care>.
RECOMMENDATION:  That the Assistant Secretary of Defense, Health Affairs approve the conference request by providing your signature below.
COORDINATION:  TAB D
Attachments: as stated

Prepared by:

[name]

,
[title], USUHS [Department] . Tel No.
Email.  Date
<Note: this document may not exceed 2 pages.>
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