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DEPARTMENT OF THE AIR FORCE

645TH CADET WING, THE OHIO STATE UNIVERSITY OHIO

(day) (Month) (year)

MEMORANDUM FOR  (All Words Capitalized)

FROM:  Cadet Doe

SUBJECT:  Sample Memorandum Format (AFMAN 33-326, Preparing Official Communications)
1.  Type or stamp the date on the right side of the memorandum 10 line spaces (1.75 inches) from the top of the page and flush with the right margin.
2.  Type the MEMORANDUM FOR element in uppercase 4 line spaces below the date or 14 line spaces (2.5 inches) from the top of the page.  If you do not use the DoD seal on your computer generated letterhead or are using plain bond paper, begin the element 11 line spaces (2 inches) from the top of the page.
3.  Type the FROM element in upper case 2 line spaces under the MEMORANDUM FOR element.  The FROM element should contain the full mailing address of the function originating the correspondence if the correspondence is going outside of the originating unit.

4.  Type the SUBJECT element 2 line spaces below the last line of the FROM element.

5.  Begin typing the text flush with the left margin, 2 line spaces below the SUBJECT element.  Number and letter each paragraph and subparagraph.  The last line of the text should include point of contact (POC) information (name, phone number and email address at a minimum)
6.  Type the signature element 5 line spaces below the last line of text and 4.5 inches from the left edge of the page or 3 spaces to the right of page center.
(Signature)


JONATHAN M. DOE, C/4C, AFROTC


Alpha Flight Member
Attachments:


