 

 



CLASSIFICATION 

READ-AHEAD FOR DEPUTY SECRETARY 
[Topic]
[Date/Time: DD MMM YY, HH:MM AM/PM]
[Location]

	


[bookmark: THROUGH]From: [Principal’s Name, Title, Organization, and Telephone Number]  

Subject:  [ Specific Name of Event or Subject] 
		
	· Overview.  [Provide a 1-paragraph overview and summary of the event, to include meeting topic(s).  Specify in this section whether media will or will not participate.]    

· Attendees.  [Provide a listing of the principal attendees expected to be at the meeting/event.  Also list any approved “+1s”.  Keep list limited to published invitees—any requests for additional attendees should be directed to DSD MAs.]
· Principal #1
· Principal #2 + 1
· Etc

· Meeting Objective.  [Clearly and succinctly state the objective of the meeting and DSD’s role in achieving the intended outcome.  If the meeting is an outgrowth of a previous discussion, meeting, or issue, mention that here.]

· Agenda/Script.  Attached at TAB A.  [In addition to the agenda/script for the meeting/event, provide a brief narrative description of the major topics to be covered in the meeting/event.]
· Provide the meeting agenda, to include all relevant topics to be discussed.

· Talking/Discussion Points.  Attached at TAB B.  

· Overall:
· These points should be short, but clear statements of major issues or points and should cover all agenda items.  They should:
· Focus on achieving the objectives of the meeting.
· Be understandable as a stand-alone document, although more in-depth examination of the issues can be provided in the Contextual Background document.
· Cover only the key elements of what DSD needs to know.  Talking points should effectively communicate the Department’s positions at a level appropriate for DSD.
· Avoid getting into the weeds.
· [bookmark: _GoBack]If DSD is providing formal remarks, include a copy.  Coordinate with DSD’s office to ensure it is clear who is drafting remarks (normally it will be a DSD Special Assistant or OSD(PA)).

· Types of Meetings:
· If an internal meeting, these discussion points should:
· Serve as guidelines for the discussion.
· Highlight any decisions DSD may be asked to make.
· Provide the highlights/key points DSD should take away from the discussion.
· If an external meeting, these talking points should:
· Provide DSD with crisp language to achieve the objectives/deliverables of the meeting.
· Be crafted to ensure a logical flow to the conversation.
· Highlight land mines to avoid or objections that may be raised.

· Contextual Background.  At TAB C is [Provide a brief narrative description of the information provided at this Tab.]
· Provide background material relevant to this meeting/event.  Examples of such material could be:
· Recent Congressional inquiries and DoD responses related to the issue.
· Summaries or read aheads from recent meetings related to the issue.
· Views of other principals attending the meeting (if they differ from the views presented in the read ahead).
· Recent press coverage of the issues or principals involved (if the coverage provides relevant background for the meeting/event).

· Media Involvement.  [Choose an appropriate description of the media’s involvement in this meeting/event.  Examples follow.]  Media will be present at this event.  Attached at TAB D is prep material for the media engagement that will occur. Or There will be no media at this event.

· Definitively determine whether media will be present at this meeting/event from the organizer/host.  
· If media will be present, contact one of DSD’s Military Assistants ASAP, and closely coordinate with OSD/PA.  Based on the particulars of the media engagement, the exact requirements for this section of the read ahead package may change.
· Once determined, any significant change to media involvement (e.g. media was not originally scheduled to attend, but now media will attend) needs to be vetted with DSD’s office. 
· Information needed for media-related meeting/events may include:
· When known, a list of attending media members and the media outlets they represent.
· Biographies (with a picture) on attending media members.  These can frequently be obtained through the media outlets’ web site.
· Recent defense-related articles/transcripts from attending media members.
· Talking points for the media engagement (if different than the talking points provided above).

· Biographies.  Attached at TAB E [the biographies for the principals expected to attend.]
· Provide a current biography of principal attendees at the meeting.
· For principals who are senior members of DoD from the Pentagon (e.g. OSD Unders/Deputies/PSAs, Service Top 4s, etc…), a bio is not needed.

· Seating Chart.  Attached at TAB F [Coordinate with Protocol for this]
· Provide the seating chart for the meeting/event showing where principals will sit.  

· Logistics.  [If the meeting is not on the SD/DSD corridor, provide a narrative description of how/when/and by whom the DSD will be escorted to the meeting/event.  Coordinate closely with DSD’s Aide-de-Camp.  Also, if any orchestration of movements needs to occur at the meeting, use this section to explain.  Close with a description of how DSD will depart from the meeting/event.]
· After reading this section, DSD should have a clear picture of how transportation to and from the meeting/event will occur, how the meeting/event will unfold, and any other pertinent logistical issues he will encounter.


[bookmark: ATTACHMENT][bookmark: CC]
Prepared by Wendy R. Anderson, (703) 697-7018
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