Memorandums
Use. There are two types of memorandums: formal and informal. The formal memorandum is used for correspondence that is sent outside the headquarters, the command, the installation, or similarly identifiable organizational elements within the DOD; for routine correspondence to Federal Government agencies outside the DOD; for notification of personnel actions, military or civilian; and for showing appreciation or commendation to DA employees and soldiers.

The informal memorandum is used for internal correspondence within the same head-

quarters, same command, or similarly identifiable organizational elements. As a general rule, do not use informal memorandums when corresponding with organizations or individuals not familiar with your office symbol. Informal memorandums may be preprinted and used as form letters.

General rules
a. Original pages.
For formal memorandums use white letterhead stationery for the first page and plain white paper for continuing pages. The informal memorandum is typed or printed on plain white paper; do not use letterhead.

b Copies.

Prepare only the number of copies needed. 

c. Dates.


Type or stamp the day, month, and year on the memorandum flush with the right margin.

d. Margins. 

The standard margin is 1 inch from the left, right, top, and bottom margins. Do not justify right margins.

e. Signature blocks.
Type the signature block of military officials on three lines with the name (in uppercase) on the first line, rank and branch of Service on the second line, and the title on the third line. If the title requires an extra line, a fourth line is authorized. Indent the beginning of the fourth line so that the first character will be aligned underneath the third character of the third line.

Type the signature block of civilian officials on two lines with the name (in uppercase) on the first line and the title on the second line. If the title requires an extra line, a third line is authorized. Indent the beginning of the third line so that the first character will be aligned underneath the third character of the second line.

Do not use academic degrees, religious orders, or fraternal orders as part of the signature block unless it would benefit the Army for the receiver to know this information, for example, use of a medical degree to show that medical information provided was based on expertise of a member of the medical profession.
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DEPARTMENT OF THE ARMY
ORGANIZATIONAL NAME/TITLE
STANDARDIZED STREET ADDRESS
CITY, STATE, AND ZIP+4 CODE

REPLY TO
ATYENTION OF

—

OFFICE SYMBOL 2 Date
MEMORANDUM FOR Deputy Commandant, US Army Command and General Staff
College (ATZL-SWD), 1 Reynolds Avenue, Ft Leavenworth, KS 66027-1352

SUBJECT: Using and Preparing a Memorandum

1. Paragraph 2-2 defines the use of a memorandum.
2. Single-space the text of the memorandum; double-space between paragraphs.
3. When a memorandum has more than one paragraph, number the paragraphs consecutively.
When paragraphs are subdivided, designate first subdivisions by the letters of the alphabet and
indent them as shown below.

a. When a paragraph is subdivided, there must be at least two subparagraphs.

b. If'there is a subparagraph "a," there must be a "b."

(1) Designate second subdivisions by numbers in parentheses; for example, (1),
(2), and (3).

(2) Do not subdivide beyond the third subdivision.
(a) However, do not indent any further than the second subdivision.

(b) This is an example of the proper indentation procedure for a third subdivision.

AUTHORITY LINE:
Encl JOHN W. SMITH

Colonel, GS

Deputy Chief of Staff for Operations
CF:

Director, Tactics Division (w/encl)






































Figure 1: Using and preparing memorandum














