SAMPLE CANCELATION Justification MEMORANDUM (NNSA ELEMENTS)
(NOTE:  Per Office of the Executive Secretariat procedures, please use Calibri, 12 point font for this action memorandum)
These template instructions should be removed and the memo should be printed on letterhead before finalizing.

(Effective April 2012 – Supersedes January 2012 version)

MEMORANDUM FOR:
CYNTHIA A. LERSTEN
ASSOCIATE ADMINISTRATOR FOR 
MANAGEMENT AND ADMINISTRATION

THROUGH:
INGRID KOLB
DIRECTOR, OFFICE OF MANAGEMENT

FROM:
XXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXX

SUBJECT:
Request to Cancel (enter directive number and title)
PURPOSE: (Provide purpose for cancellation. Writer may provide background information.)
JUSTIFICATION: (Justify why it is necessary to cancel the directive. If applicable, state what supersedes that canceled directive.)
IMPACT: (State, if there is an organizational impact on the cancellation of the directive. State if any cost savings or requirements will be remedied.)
WRITER: (Required for directives processing/RevCom access. Please provide name and telephone number of the writer.)
OPI/OPI CONTACT: (Required.  Please provide the responsible Office name, primary contact for this directive and telephone number.)
Ingrid Kolb, Director, Office of Management (MA-1):

Concur: 
 Nonconcur: 
 Date: 


Cynthia A. Lersten, Associate Administrator for Management & Budget (NA-MB-1):

Concur: 
 Nonconcur: 
 Date: 


