Sample Memo for Secretary of Defense for signature
Place on “SECRETARY OF DEFENSE” Letterhead
(Use 12 point Times New Roman)
(1 inch side and bottom margins)








  (Date leave blank. The date will be
entered after signature) 
(2 blank lines below the date) 
MEMORANDUM FOR
SECRETARIES OF THE MILITARY DEPARTMENTS

CHAIRMAN OF THE JOINT CHIEFS OF STAFF

UNDER SECRETARIES OF DEFENSE

DEPUTY CHIEF MANAGEMENT OFFICER

CHIEF OF THE NATIONAL GUARD BUREAU

GENERAL COUNSEL OF THE DEPARTMENT OF DEFENSE 

DIRECTOR, COST ASSESSMENT AND PROGRAM EVALUATION

INSPECTOR GENERAL OF THE DEPARTMENT OF DEFENSE 

DIRECTOR, OPERATIONAL TEST AND EVALUATION

DEPARTMENT OF DEFENSE CHIEF INFORMATION OFFICER

ASSISTANT SECRETARY OF DEFENSE FOR LEGISLATIVE
     AFFAIRS

ASSISTANT TO THE SECRETARY OF DEFENSE FOR PUBLIC
     AFFAIRS

DIRECTOR, NET ASSESSMENT 

DIRECTORS OF THE DEFENSE AGENCIES

DIRECTORS OF THE DOD FIELD ACTIVITIES
Note: If there are more than 15 addressees, enter MEMORANDUM FOR:  SEE DISTRIBUTION (However, if the memo will fit on one page with more than 15 addressees then do not use the SEE DISTRIBUTION).  

(2 blank lines below the last line of the address)
SUBJECT:
How to Prepare a Memorandum for the Secretary of Defense Signature (All 
principal words are capitalized and the second line is aligned below the first word in
the subject.) (Do not use acronyms in the subject line)
Use a memorandum for correspondence within the Department of Defense, to the President and the White House staff, and to send routine material to other Federal Agencies.  The addressee section of this memorandum shows the correct format for standard organizational titles and the complete order of listing for multiple-addressee memorandums.  Normally, a complete listing will not be necessary, but the titles should be used in the order shown for any memorandum directed to two or more addressees.  
Begin the body two blank lines below the subject and indent the first sentence of a paragraph one half inch, single space paragraphs and double space between them.  Double space between lines in a memo of one paragraph when it consists of eight lines or less.  Use bullets, numbers, or lower case letters for subparagraphs.  Indent subparagraphs an additional one half inch.  Only carry paragraphs over to the next page when you have at least two lines on the page.


(4 lines down from the text for signature; omit the signature block)

(2 blank lines below signature and aligned with left margin.  Attachments are normally identified in the text of the memo.) 
Attachment(s):

As stated
Top line of memo should be 2 inches from top paper 








For more detailed information, see DoDM 5110.04-M-V1, dated October 26, 2010, enclosure 7, paragraph 5, “Multi-Addressee Memorandums”


