

DRAFT SAMPLE

MODEL:  “MEMORANDUM FOR” MEMORANDUM

Appropriate Letterhead
(6 blank line from top of the paper)
                                                      5000











    DMCS


(Date)
MEMORANDUM FOR ASSISTANT COMMANDANT OF THE MARINE CORPS

               DIRECTOR OF INTELLIGENCE (M2)

               DIRECTOR OF TEST AND EVALUATION AND

                 TECHNOLOGY REQUIREMENTS (N091)

Subj:  THE MEMORANDUM FOR

1.
The “memorandum for” is used between Senior officials to correspond with other senior officials.

2.
Use letterhead paper and follow the format shown here.  In place of the “From:” and “To:” line, you use an “address” line (see above).  Because the “memorandum for” lacks a “From:” line, show the signer’s title below the typed name.

3.  List multiple addresses as shown above.  If an addressee’s title is longer than one line, the second line should be indented two additional spaces, as shown above.


J. L. WELSH


Director, Marine Corps Staff
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