UNCLASSIFIED



--SAMPLE TEMPLATE FOR STANDARD READ-AHEADS--
READ-AHEAD FOR THE SECRETARY OF DEFENSE

Name of Person/Group he is meeting with (Pronunciation, if needed)

Month xx, 2017, time xxxx-xxxx, Room #

From: Under Secretary xxx

Meeting Purpose: A one-to-three sentence executive summary of the topic, the reason that the event is taking place (i.e., was it the SD’s request, self-invite by foreign official, follow on to prior meeting, etc), and the SD’s role (e.g., receive an update, give guidance, make decision, prep for a future event, etc.)  

Objectives:  One-to-three bullets that highlight what SD should get from the meeting.

Attendees: List
Background: [No more than 2 pages, and print double-sided] 

· In several bullets, provide detail on key issues and additional information relevant to this meeting. 

· Explain the choreography of the meeting, including speaking roles/order, timing of expected SD speaking role, whom the SD should turn to for additional information, etc. 
· Ensure you describe the bureaucratic state of play, (e.g., AT&L and Joint Staff disagree over proposal x; Cabinet Secretary x will ask you to fund project x).

Attachments: Make Talking Points Tab A (If required)
MINIMIZE supporting attachments. Provide only documents that are essential to the meeting (e.g., an MOU to be signed, a letter or memo that initiated this meeting, etc). Do not include intelligence assessments, or other background materials.
Do include:

1. Biography(s)
2. Coordination: Ensure relevant coordination is completed prior to submission and indicated in attachment.
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