AFFH-SGF-OP		17 May 2015
SUBJECT: Memorandum Template


DEPARTMENT OF THE ARMY
HEADQUARTERS, UNIT NAME
NUMBER STREET NAME
INSTALLATION, STATE ZIP-CODE



[bookmark: OLE_LINK1]Office Symbol	                                                                  date


MEMORANDUM FOR SEE DISTRIBUTION

[bookmark: OLE_LINK2]SUBJECT: Memorandum Template

References:
a. Reference 1
b. Reference 2
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
The point of contact is Name at DSN xxx-xxxx, 
Commercial (xxx) xxx-xxxxx or name@us.army.mil.

	FOR THE COMMANDER:




	

	
	John Doe
MSG, US Army
Operations NCO



DISTRIBUTION:
1-Cdr/1SG, HHC, ESB
1-Cdr/1SG, A Co., ESB
1-Cdr/1SG, B Co., ESB
1-Cdr/1SG, C Co., ESB 
1-Cdr, ESB, ATTN: Bn XO
1-Cdr, ESB, ATTN: Bn S-1
1-Cdr, ESB, ATTN: Bn S-2
1-Cdr, ESB, ATTN: Bn S-3
1-Cdr, ESB, ATTN: Bn S-4
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