CLASSIFICATION


--SAMPLE TEMPLATE FOR PHONE CALL TALKING POINTS--
[bookmark: _GoBack]TALKING POINTS FOR SECRETARY/DEPUTY SECRETARY OF DEFENSE CALL WITH XXXXX (Pronunciation, if needed)
Date, time
----------------------------------------------------------------------------------------------------

Background: [14-point font] In italics, briefly state who requested call; when the two last spoke; purpose of call; latest state of play on issue to be discussed.

Talking Points: [14-point font]
· Talking points should be bulleted.



Read-ahead should not be more than 1 page. If a second page is needed, please keep all TPs together on second page.  
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