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Subj:  FORMAT FOR AN INFORMATION PAPER

1.  Purpose.  Bottom Line Up Front (BLUF).  Brief statement on why the information paper is being provided.

2.  Key Points

· This format is used to convey information for a meeting/brief/ speaking engagement or provide results of a meeting/brief/ event/trip attended by someone else.

· Use bullet format.  Use key words and phrases.

· Be brief.  Present facts.  Use clear and concise wording.

· General format is not as important as content.

· Tailor paper to fit the need.

· Address objectives of the reader; identify any opposing positions by others.

· Alert reader to potential trouble areas/hidden agendas.

· If meeting is a one-on-one with someone not known to the reader, attach a biography at TAB A.

· Limit length to one page.  Paper should stand on its own; if greater detail needed, attach supporting documents/files as tabs and address them in paper’s content.

· Include action officer and approving official information per below.  Minimum colonel/GS-15 level approving officials required for papers going to CMC/ACMC.

· Information papers do not have recommendations.
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