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INFO MEMO

(Leave blank: date entered separately when signed)

FOR:  SECRETARY OF THE NAVY (ALL CAPS)                                                

FROM:  General M. W. Hagee, Commandant of the Marine Corps (Natural

              Capitalization)

SUBJECT:  HQMC Action Officers Course (Natural Capitalization)

· On behalf of the Assistant Commandant, the Director, Marine Corps Staff will sponsor an Action Officers (AO) Course 2-3 December, 2003 at the James Wesley Marsh Center, Quantico, VA.

· The AO Course is targeted to military and civilian AOs recently assigned to HQMC or recently assuming action officer responsibilities.  The course will:  (1) provide them a general overview of the Headquarters; (2) identify the major functions and responsibilities of the HQMC departments/separate divisions; (3) provide insights of senior leadership and seasoned AOs; and (3) provide them the DoD, DoN and HQMC unique administrative tools and resources to be successful in their assignments.

COORDINATION:  NONE.

Prepared by: Mr. Jeff Tabb 703-697-1043
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