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Format for Follow-Up Report
	1. Purpose – This paragraph briefly explains the purpose of the memorandum, i.e., to provide a summary of actions taken as a result of the evaluation recommendations.

2.
Background - This section includes a couple of paragraphs that summarize 

      what has happened; i.e., the evaluation was conducted and results staffed, 

      recommendations were approved by the decision maker, milestones were 

      established for actions to be taken, a follow-up was conducted, etc.
3.   Findings – This section includes the approved recommendations, the 

      organizations responsible for implementing the recommendations, and the 

      follow-up findings.  Following is a suggested format for this section.

a. Recommendation 1:

Responsible Organization:

Follow-up Findings:  (Briefly outline what has or has not happened in regards to this recommendation.  If you establish new milestones, include these milestones.)

b. Recommendation 2:


Responsible Organization:

Follow-up Findings:  (Briefly outline what has or has not happened in regards to this recommendation.  If you establish new milestones, include these milestones.)

c. Etc.

4.
This paragraph provides POC (name and telephone number) for the evaluation and any other information required.


Note:  This information should be in the body of a Memorandum. Total length of memorandum should not exceed two or three pages.
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