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MEMORANDUM

From:  Title of activity head and name of activity

To:    Title of activity head and name of activity

Subj:  FORMAT FOR LETTERHEAD MEMORANDUM

1.  When direct liaison is authorized and the matter is routine, a memorandum (on letterhead paper) may be sent outside your activity.

2.  When used within an activity, the letterhead memorandum provides more formality than the printed memorandum form or plain paper memorandum.

3.  The memorandum is prepared in the same format as the standard naval letter.


I. M. MARINE  
DEPARTMENT OF THE NAVY


HEADQUARTERS UNITED STATES MARINE CORPS


3000 MARINE CORPS PENTAGON


WASHINGTON, DC 20350-3000
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