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DEPARTMENT OF THE ARMY
DEPARTMENT OF MILITARY SCIENCE
IOWA STATE UNIVERSITY OF SCIENCE AND TECHNOLOGY
132 ARMORY, AMES IOWA 50011-3010

REPLY TO
ATTENTION OF:

ATCD-BI A-1S Oct ober 12, 2000

MEMORANDUM FOR Commandant, U.S. Arny Conmand and Ceneral Staff
Col | ege, Fort Leavenworth, KS 66027-6900

SUBJECT: Using and Preparing a Menorandum

1. This exanple shows how to prepare a nenorandum

2. Single-space the text of the menorandum doubl e spacing
bet ween t he paragraphs.

3. When a nenorandum has nore than one paragraph, nunber the
par agraphs consecutively. Wen paragraphs are subdi vi ded,
designate first subdivisions by letters of the al phabet and

i ndent them as shown bel ow.

a. \Wen a paragraph is subdivided, there nust be at | east
two subpar agr aphs.

b. If there is a subparagraph “a,” there nust be a “b.”

(1) Designate second subdivisions by nunbers in
par ent heses, for exanple, (1), (2), and (3).

(2) Do not subdivide beyond the third subdivision.

(a) However, do not indent any further than for the
second subdi vi si on.

(b) This is an exanple of the proper indentations
procedures for a third subdi vision.
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