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Department of the Army

WASHINGTON DC  20310-0200





               FILLIN "Type the date" \* MERGEFORMAT 

(Office Symbol)
MEMORANDUM THRU DIRECTOR, ARMY STAFF

FOR (Insert appropriate Principal Official here)
SUBJECT:  Instructions for Preparation of Correspondence for Submission to the SA, CSA, USA, VCSA – INFORMATION MEMORANDUM

1.  An Information Memorandum will be used to furnish information not requiring action by the SA, CSA, USA and VCSA.
2.  This format also is used for memorandums signed by the DAS.  Do not use office symbols on memorandums for the CSA or VCSA signature.
3.  The subject line.  The term “INFORMATION MEMORANDUM” will follow the subject.
4.  Text of the memorandum.  Begin on the third line below the subject.  No specific paragraph headings are prescribed as required for Action Memorandums.
5.  Results from coordination will be shown in the same manner as in an action memorandum.
Encl
Name (Title Case)

Rank, Branch of Service

Title
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