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Army Correspondence
B eing an effective leader is depen-

dent upon being able to commu-
nicate your ideas and intentions 

in a clear and succinct manner. During 
an in-person conversation, you can 
discern whether people understand and 
comprehend you based on the questions 
they ask or their body language. How-
ever, in writing, you receive no such im-
mediate feedback; your message must be 
clear and complete the first time to avoid 
confusion or errors.

To help budding NCOs improve their 
skills with the written word, a class on 
Army correspondence was added to the 
new Warrior Leader Course program 
of instruction. Based on Army Regula-
tion 25-50, “Preparing and Managing 
Correspondence,” the class explains 
how to master the Army’s style of writ-
ing. Leaders without such skills will be 
limited in their success, said Sgt. Robin 
Mitchell, a small group leader at the 
Seventh Army Warrior Training Bri-
gade’s NCO Academy, Camp Normandy, 
Grafenwöhr, Germany.

“Not being able to write up an award 
or an NCO [Evaluation Report] is going 
to hurt a Soldier. If you’re in the position 
of being a leader, you are going to have 
to know how to write and communicate. 
And, if you can’t communicate effec-
tively – written or verbally – your career 
is going to be short.”

Specifically, effective Army writing 
transmits a clear message in a single, 
rapid reading; is generally free of errors 
in grammar, mechanics and usage; is 
concise, organized and to the point; 
places the main point at the beginning 
and uses active voice. In many cases, 
students learning this correct way must 
first “unlearn” the way they had been 
writing, Mitchell said. 

“They have it pretty much set in their 
mind, this is how [my unit] does it. But, 
now they’re learning the right way – 
Army [standard operating procedure] 
versus unit SOP.”

While leaders will find themselves 
writing often in their careers, these four, 
common scenarios are tested in WLC:

MEMORANDUMS: A formal 
memorandum – used for correspondence 
that is sent outside the command, for 
notification of personnel actions and for 
showing appreciation or commenda-
tion to Soldiers – is written on official 
Department of the Army letterhead, a 
template of which is available online (at 
http://www.army.mil/usapa/corporate/
letterhead.htm). An informal memo – 
used for internal correspondence – is 

written on plain white paper. For both, 
writers should use 1-inch margins, print 
on only one side of the sheet and employ 
the standard address and signature-block 
configurations. Many examples of memo 
formats can be found in AR 25-50.

AWARD RECOMMENDATIONS: 
Recognizing Soldiers for their achieve-
ments and service is a vital part of lead-
ership, and perhaps the most important 
step in this process is the initial one, 
DA Form 638, “Recommendation for 
Award.” In completing this form, lead-
ers convince superiors that a Soldier’s 
prospective award is justified. If written 
poorly, however, the Soldier may not be 
recognized because the leader failed in 
his or her duties. Due to limited space on 
the form, statements must be concise and 
persuasive. However, for some awards, 
especially those related to valorous or 
heroic actions, additional support docu-
mentation may be required, such as…

SWORN STATEMENTS: Typically 
used by military police and judicial 
personnel in the course of investiga-
tions or as evidence at trial, DA Form 
2823 is also used to provide information 
to substantiate recommendations for 
awards. It should begin with, “I (name) 
want to make the following statement 
under oath,” and can be written either as 
a narrative or in a question-and-answer 
format. In any case, the statement should 
be sequential – a series of facts concern-
ing the who, what, when, where and why 
of the event.

Course instructors suggest that stu-
dents brush up on their writing skills by 
becoming familiar with AR 25-50 and 
reviewing WLC course materials. The 
latter can be found on Army Knowledge 
Online at https://www.us.army.mil/suite/
files/19954312.

Staff Sgt. Kurt Fehrenbacher, a military 
intelligence specialist at Fort Huachuca, 
Ariz., practices completing an award 
recommendation during the Warrior 
Leader Course pilot at the Fort Bliss NCO 
Academy last September.
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 The goal of all Army correspondence is to aid effective and 
efficient communication and decision-making. Leaders who 
keep in mind the following tips will make their writing both clear 
and conscise and get their message across in a professional 
manner:

 9 Put the main point at the beginning: State your main idea 
or purpose up front. In other words, tell the readers what 
you are about to tell them.

 9 Use active voice: Passive voice hides the doer of the action, 
blocking communication, while active voice emphasizes 
the doer of the action. Using active voice, like, “SGT Jones 
counseled PVT Smith,” is also often shorter (five words) 
compared to passive voice, “PVT Smith was counseled by 
SGT Jones,” (seven words).

 9 Keep it short: People are busy and do not have extra time 
to read and study long, complicated correspondence. Use 
simple words and short sentences to aid comprehension.

 9 avoid jargon and slang: Jargon words are specialized 
terms that few people may know; slang words are informal 
and unclear. Both are confusing and should be avoided.

 9 Use correct spelling, grammar and punctuation: Errors or 
mistakes not only detract from your writing, they can create 
a negative impression in the reader. Take advantage of 
the spelling- and grammar-check features of your word-
processing program, or consult a dictionary when not using 
a computer.

 9 Make it personal: Use “I,” “you” and “we” as subjects of 
sentences instead of “this office,” “all individuals” and so 
forth. Using personal pronouns like these not only makes 
your writing more direct, it usually makes it shorter as well.

 9 Keep it to one page: By writing short sentences and short 
paragraphs, you should be able to say what you want to say 
in one page. That keeps the amount of paperwork down 
and conserves supplies.
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MEMORANDUM FOR Commandant, US Army Sergeants Major Academy (ATSS-CD), 
11291 SGT E Churchill Street, Fort Bliss, TX 79918-8002

SUBJECT: Using and Preparing a Memorandum

1. Paragraph 2-2 defines the use of a memorandum.

2. Single-space the text of a memorandum; double-space between paragraphs.

3. When a memorandum has more than one paragraph, number the paragraphs consecutively. 
When paragraphs are subdivided, designate first subdivisions by the letters of the alphabet 
and indent them as shown below.

a. When a paragraph is subdivided, there must be at least two subparagraphs.

b. If there is a subparagraph “a,” there must be a “b.”

(1) Designate second subdivisions by numbers in parentheses; for example, (1), 
(2) and (3).

(2) Do not subdivide beyond the third subdivision.

(a) However, do not indent any further than the second subdivision.

(b) This is an example of the proper indentation procedure for a third subdivision.

AUTHORITY LINE:

Encl JOHN W. SMITH
SSG, USA
Platoon Sergeant
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DA FORM 
2823

The sworn 
statement 
is used in 

investigations, 
judicial 

proceedings 
and for awards 
related to acts 

of valor or 
heroism.

DA FORM 
638

The award 
recommendation 
must be written 

well or the 
Soldier may 

not receive the 
award he or she 

is due.FORMAL MEMORANDUM
This is reserved for corresponding 
outside the command, personnel 

actions or for commending Soldiers.


