
HOW TO WRITE A FORMAL MEMORANDUM ARMY EXAMPLE

Directions for and examples of the Army Memorandum.

There are dozens of types of memos but luckily they all have the same basic components. Change your font to
non-bold lowercase point Times Roman font, and make sure your text is right justified. If there is only 1
paragraph, there is no need for numbering. Basically gives the reader a brief statement about the subject of the
memorandum. Cite this Article A tool to create a citation to reference this article Cite this Article. For formal
memorandums use white letterhead stationery for the first page and plain white paper for continuing pages.
Such a memorandum should contain a set of questions with their short answers, used for describing the issue
clearly and what are the conclusions made about the issue. SMESTA Note: Please note that in abridging the
instructions above, some parts were shortened so not all the numbers in the following example will match.
Underneath your rank, enter your position in title case. This is the subject line. The Heading, the Body, and the
Footer. If the title requires an extra line, a fourth line is authorized. Letter sub-paragraphs alphabetically and
indent four spaces. Example from AR  Indent the beginning of the fourth line so that the first character will be
aligned underneath the third character of the third line. The format for dates must remain the same throughout
the memorandum. If you use sub-paragraphs, you must use at least two. The template has the seal of the Army
and the appropriate point Times Roman font setting. Original pages. For correspondence references, state the
type, origin, office representation, date and the subject of the correspondence. Double-space between
paragraphs. The entire content must be aligned to left margin. It should begin directly to the right of the fold.
Black fonts in bold face are used generally, in writing the name of the recipient followed by the name of the
organization and date on the left hand side of the page. A box will open prompting your organization's
information. 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. Date that
the memorandum was written. This is where the responder can send correspondence back if they need to. The
date must be formatted as a numbered day of the month, the abbreviated name of the month and a two-digit
year or as a numbered day of the month, the full name of month and a four-digit year. This is the last time you
will indent for sub-paragraphs. The message should be divided in paragraphs for better understanding.
Sentences are to be short and not wordy.


