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TO: To Whom the Bulletin is Addressed

FROM: From Whom the Bulletin is Issued

RE: The Subject of the Bulletin

1. PURPOSE: Clear statement of the purpose of the Bulletin in brief, pointed terminology.
2. INFORMATION: This is the information part of the Bulletin, which also carries the

request for any short-term actions—such as filling out a form; replacing directives in the
Administrative Handbook; etc.
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Attachment:

If the Bulletin carries any document for distribution, show the name of the document in
this section of the Bulletin following the word, “Attachment.”
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