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Department of the Army

WASHINGTON DC  20310-0200


(Office Symbol)


MEMORANDUM THRU DIRECTOR, ARMY STAFF

FOR (Insert appropriate Principal Official here)

SUBJECT:  Instructions for Preparation of Correspondence for Submission to the SA, USA, CSA, or VCSA – ACTION MEMORANDUM

1.  Purpose.  To describe the format of an Action Memorandum..
2.  Discussion.  

    a.  As a general rule, correspondence or actions that are to be forwarded to the SA, USA, CSA, or VCSA will be routed through the Director of the Army Staff (DAS), to the appropriate principal official.  This does not apply to those actions that the Secretary of the Army has delegated approval/signature authority to the Administrative Assistant.  The originating action office will prepare the Action Memorandum.  Package the action as follows:
        (1).  Action Memorandum.
        (2).  Tab A, Memorandum/Letter to be signed.
        (3).  Tab B, Incoming Action/Correspondence, or task being addressed.
        (4).  Tab C, Background/Supporting Information.
        (5).  Tab D, (or last tab), Coordination Info/notes.
    b.  Office symbol.  Do not use office symbols on the correspondence to be signed by the principal official.
    c.  Date.  Memorandums are normally forwarded for signature without a date.  When necessary, place date in the upper right corner on the same line as the office symbol.
    d.  Address.  Type on third line below the office symbol.  If no office symbol is used begin typing on fifth line below the seal.

(Office Symbol)
SUBJECT:  Instructions for Preparation of Correspondence for Submission to the SA, USA, CSA, or VCSA – ACTION MEMORANDUM

    e.  Subject.  Type the subject on the second line below the last line of the address.  Type the words “- ACTION MEMORANDUM” after the title of the subject. 

    f.  Text of the memorandum.  Begin text on third line below the subject.  The first paragraph should be titled “Purpose,” second “Discussion,” and third “Coordination” and fourth “Recommendation.”
    g.  Paragraphs.  Number, letter, and indent paragraphs as prescribed in AR 25-50.
    h.  Second page.  On Correspondence type subject heading on eighth line from top of page.  Begin the continuation of the text at the left margin on the third line below the subject line.
    i.  Signature block.  Begin on fifth line below last line of the text (or authority line) beginning in the center of the page.
    j.  Enclosures.  Identify enclosures flush with the left margin beginning on the same line as the signature block.  Type as prescribed in AR 25-50.  Identify enclosures in the text rather than list them.
    k.  Page numbers.  Center the page number at least ½ inch, but no more than one inch from the bottom of the page.
    l.  Authority line.  If, and when used for internal Action Memorandums, type on second line below last line of text.
3.  Coordination.  Coordination Information provided at Tab D (or last tab).
4.  Recommendation.  That the Secretary approve/sign the memorandum at Tab A.
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