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1 January 2020
MEMORANDUM THRU VDF G3 

FOR VDF COMMANDING GENERAL
SUBJECT:  State the Title of the Decision Paper
1.  PROBLEM:  State the nature of the problem and how it affects the Virginia Defense Force (VDF) 
2.  RECOMMENDATION: Bottom line up front (BLUF) is that COA 3 meets all of the stated Evaluation Criteria and solves the problem.   Implement a VDF [fill in the recommendation] 
3. BACKGROUND:  Give the nature of VDF problem and why it needs solving.   

4.  FACTS: 

    a.  The VDF Officer [fill in the key facts to help frame the recommendation] 
    b.  ***************** 
5. ASSUMPTIONS: 

    a.  The agency’s funding is not likely to [[fill in the assumptions showing how the problem is framed, and how the solution will inevitably be framed]  

    b.  ****************

6. COURSES OF ACTION: 

     a. COA 1 – Maintain the status quo.
     b. COA 2 – Continue to search for ***** 
     c.  COA 3 – Implement the proposed ******.  
7. SCREENING CRITERIA FOR COURSES OF ACTION (COAs): 

    a.  Evaluation Criteria 


(1) No or very little cost. 


(2)  Viable and credible manpower requirements, etc. 

    b. Weighting Criteria (between alternative COAs.). 
        (1) Explain how different COAs are weighted, such as cost, or manpower restrictions.
        (2) ***********

8.  ANALYSIS OF COURSES OF ACTION: 

    a. COAs screened out based on application of Evaluation Criteria: COA 1 (Maintain 

the status quo.); and COA 2 (Continue to search for ***.) 

    b. Achievable COA which solves the stated problem:  COA 3 (Implement the proposed***.) 

    c.  COA 3 Advantages:
 
(1) No or little cost to the VDF. 

(2) **********
    d.  COA 3 Disadvantages: 

 
(1) ********. 

 
(2) ********. 

9.  CONCLUSION:  COA 3 meets all of the stated Evaluation Criteria and solves the problem.   Implement a VDF ******** Enclosure (1).  
10. COORDINATION:   

    a.  VDF G-3 CONCUR/NONCONCUR_______________ DATE: ___________ 

    b.  VDF CoS CONCUR/NONCONCUR___________________ DATE: ___________ 

    c.  VDF DCO CONCUR/NONCONCUR___________________ DATE: ___________

     d. VDF CG Decision: CONCUR/NONCONCUR__________________ DATE: ___________
11. POINT OF CONTACT: Questions may be directed to [NAME AND NUMBER/EMAIL].
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