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MEMORANDUM FOR ASSISTANT SECRETARY OF THE NAVY (FINANCIAL 

                 MANAGEMENT AND COMPTROLLER)

               ASSISTANT SECRETARY OF THE NAVY (MANPOWER AND 

                 RESERVE AFFAIRS)

Subj:  THE MEMORANDUM FOR

1.  Use letterhead paper and follow the format shown here.

2.  The "Memorandum For" is the most formal type of memoranda.  It is used when writing to senior officials such as the Secretary of Defense, Secretary of the Navy, or their staffs.  

3. Because the "Memorandum For" does not have a "From:" line, the signer's title is listed below his or her name in the signature block.  

4.  Multiple addressees should be listed as shown above.  If an addressee's title is longer than one line, indent the second line two spaces.

5.  A "Memorandum For" which establishes or changes policy requires the Commandant's or Assistant Commandant's signature.  In all other cases, it may be signed by the head of the staff agency.  


R. MAGNUS


Lieutenant General, 


U.S. Marine Corps


Deputy Commandant for


Programs and Resources
DEPARTMENT OF THE NAVY


HEADQUARTERS UNITED STATES MARINE CORPS


3000 MARINE CORPS PENTAGON


WASHINGTON, DC 20350-3000
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