
Date

MEMORANDUM 

From:  Title of activity head and name of activity

To:    Title of activity head and name of activity 

Subj:  PLAIN-PAPER MEMORANDUM

1.  Informal plain-paper memorandums may be used within the P&R Department.  It is more flexible when there are multiple addresses, via addresses or both.  

2.  Except for the date, sender symbols are not necessary.  Use names, titles, or codes in the "From:" and "To:" lines.  Reference and enclosure lines can be added in standard letter format.

3.  Very informal plain-paper memorandums may be hand written.


I. M. MARINE
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