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MEMORANDUM FOR Deputy Chief of Staff for Resource Management (ASRM-MP)

SUBIJECT: Using and Preparing an Informal Memorandum

1. Paragraph 2-2 defines the use of an informal memorandum.

2. The informal memorandum is used to correspond with organizations, activities, or
individuals to whom the author's office symbol is easily identifiable. Normally, informal
memorandums will be used only within the author's technical or command chain.

3. The format for the informal memorandum is the same as that for the formal memorandum.
Prepare the informal memorandum on plain white paper.

4. Include a point of contact in the last paragraph of the informal memorandum.

5. An authority line may be used if appropriate; it is not mandatory. See paragraph 7-2 for
guidance.

AUTHORITY LINE:

Encl RAMEY J. BRANDON
Colonel, GS
DCSOPS

CF:

Provost Marshal (w/encl)
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