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DEPARTMENT OF THE ARMY
ORGANIZATIONAL NAME/TITLE
STANDARDIZED STREET ADDRESS
CITY, STATE, AND ZIP+4 CODE

REPLY TO
ATTENTION OF

—

OFFICE SYMBOL 2 Date

MEMORANDUM FOR

DEPUTY CHIEF OF STAFF FOR INTELLIGENCE (DAMI-ZA), 1000 ARMY PENTAGON,
WASHDC 20310-1067

DEPUTY CHIEF OF STAFF FOR PERSONNEL (DAPE-ZA), 300 ARMY PENTAGON,
WASH DC 20310-0300

DEPUTY CHIEF OF STAFF FOR LOGISTICS (DALO-ZA), 500 ARMY PENTAGON,
WASH DC 20310-0547

SUBIJECT: Multiple-Addressed Memorandums for Army Staff Using Full Titles and Addresses.

1. When preparing multiple-addressed memorandums for Army Staff agencies (more than one
and less than six), use either the "full title and address method" as shown in this figure or the
"office symbols method" as shown in figure 2-7.

2. Type addresses in all uppercase type or upper and lowercase type. Do not mix the two type
styles; be consistent.

3. When an address extends beyond one line, continue it under the third letter of the first line of
the address.

4. When memorandums are prepared by a Army Staff agency for other Army Staff agencies, the
full geographic location may be omitted.

5. On multiple-addressed memorandums, prepare one original and make copies for the
additional addressees after signature. Place a check mark to the immediate left of each addressee
to designate that addressee's copy. This readily identifies the recipient and eliminates the need
for reading the entire addressee listing.

AUTHORITY LINE:

Encl JOHN A. JONES
Colonel, GS
Chief, Programs Division
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