
MEMORANDUM WRITING ARMY CORRESPONDENCE

Section IV. Effective Writing and Correspondence: The Army Writing Style, page 6 . Figure 2â€“1: Using and preparing a
memorandum, page 

Basically gives the reader a brief statement about the subject of the memorandum. Blank Army Memorandum
â€” this is actually a kind of form that is tailored to be addressed to specific commandants within a US Army
school. The first page on a multiple page memo does not have a page number on the bottom. Press "Enter"
three times, and start the body of the memorandum with a short, concise, to-the-point sentence, followed by
the main idea or the reason for writing. Example from AR  Download The Different Kinds of Army
Memorandum The army is all about efficiency and efficacy, which is often why they tend to have their own
specialized codes and systems for doing routine things. Type or stamp the day, month, and year on the
memorandum flush with the right margin. None of the signature block should be on the left of the fold. The
template policy is reflected in Army Regulation  For this guide, a basic memo will be split into 3 sections. The
template has the seal of the Army and the appropriate point Times Roman font setting. This is where the
physical signature goes. Footer: Footer for memorandums. Press "Enter," and type the department or unit you
are serving. Example: Using and preparing memorandum click for Serbian latin example Download. Warning
Avoid hyphenation. If the sub-paragraph goes more than 1 line of text, the subsequent lines of words should
not be indented at all. Signature blocks. Use There are two types of memorandums: formal and informal. The
heading of the memo should only have your office symbol at the top, and the subject. It just looks natural.
Hopefully this can help you out in making your own memos. Double-space between paragraphs. This is your
office symbol. This is where the responder can send correspondence back if they need to. The format for dates
must remain the same throughout the memorandum. This is the last time you will indent for sub-paragraphs.
Sentences are to be short and not wordy. This is how the spacing for your memorandum should be. If there is
only 1 paragraph, there is no need for numbering.


