MEMORANDUM FOR ALL ASP MEMBERS/ATTENDEES/ADVISORS

FROM:  50 CONS/XXXX
	   

SUBJECT:  XYZ Program, Acquisition Strategy Panel Meeting

1. BACKGROUND:  In accordance with AFSPC FARS 5307.104-91, an Acquisition Strategy Panel Meeting for the subject acquisition was conducted on XXX, 2003 at XXXX hours, in the XXX Conference Room, Building XX.  The following personnel  attended (LIST ATTENDEES/OFFICE SYMBOL/TELEPHONE # - OR MAKE IT ATTACHMENT): 


2. DISCUSSION SUMMARY:  The following issues were discussed (SUMMARIZE DISCUSSIONS, ACTION ITEMS, DISPOSITION PLAN, AND SCHEDULE (CAN MAKE ACTION ITEMS SEPARATE ATTACHMENT)

3.  RECOMMENDATION/DECISION:  (SUMMARIZE THE PANEL 
RECOMMENDATION AND/OR CHAIRPERSON’S DECISION ON THE 
STRATEGY PRESENTED)






MINUTES APPROVED:          (Chairperson’s Signature Block & Signature/Date)


Attachments:

1. List of Attendees (if not in summary)
2. Action Items (if not in summary)
3. ASP Final Briefing Charts, dated
4. Any other documents – i.e. outstanding information not provided to ASP members
