Sample Letter for Security and Policy Review

MEMORANDUM FOR ESC/PAM

FROM:  (Office Symbol)

SUBJECT:  Clearance for Public Release

The Attached material is submitted for public release clearance.  The following information is provided to assist with the clearance:


-- Name, title, and organization of origination, author or speaker


-- Title of article, paper, abstract, Web Pages etc.


-- Specifics of where, when and how the information is to be 

  
   publicly released


-- Earliest Suspense Date required

The attached material has been reviewed by the OPR and found to be unclassified, technically accurate, it contains no critical military technology, is not subject to export controls and is suitable for public release.






///////////SIGNED///////////







2 or 3-ltr authorized representative

////////////signed///////////

OPSEC Monitor  Signature Block

Attachment:

-- Submit 2 copies--10 workdays prior to clearance date needed (for local clearance)

-- Submit 11 copies--45-60 workdays prior to required clearance date (when higher level or additional review is required)

-- Web Pages are reviewed electronically when published to www-stage/ORG/OFFSYM.  NOTE:  If this is your first web page submission, you need to contact the HELP Desk to get permissions set for the pagemaster to be able to publish to the staging area.
NOTE: THE CERTIFICATION LETTER ABOVE CAN BE SENT VIA E-MAIL.
Please route E-Mail to Doris Richards at Doris.Richards@hanscom.af.mil through the e-mail accounts of the 2- or 3-ltr and OPSEC Monitor (to provide an e-mail audit trail) for approval.
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