
army example memorandum for record
army example memorandum for record is a crucial document used throughout the United States
Army to capture important facts, decisions, or events that require written evidence for future
reference. Whether you are a service member, administrator, or civilian support staff, having a clear
understanding of how to create an effective memorandum for record (MFR) can streamline
communication and documentation. This article provides a comprehensive overview of the purpose,
structure, and best practices for writing an army example memorandum for record, including
formatting guidelines, sample templates, and common use cases. By mastering the art of writing an
MFR, you can ensure your documentation meets military standards and supports official actions.
Continue reading to explore real-world examples, discover essential tips, and learn how to avoid
common mistakes when drafting your own army memorandum for record.

What Is an Army Memorandum for Record?

Key Components of an Army Example Memorandum for Record

Formatting an Army Example Memorandum for Record

Common Uses and Scenarios

Step-by-Step Guide to Writing an Army MFR

Sample Army Example Memorandum for Record

Tips for Effective Memorandum Writing

Frequently Asked Questions

What Is an Army Memorandum for Record?

An army memorandum for record (MFR) is an official document used within military organizations to
record information that is not captured elsewhere. The MFR serves as an internal record that can be
referenced for administrative, operational, or legal purposes. It is used to document meetings,
conversations, decisions, events, or actions that require permanent written evidence. Unlike formal
correspondence, an MFR is typically for internal use and does not require a signature from the
recipient. Army example memorandum for record templates are standardized to ensure clarity and
consistency across all units.

The importance of the army example memorandum for record lies in its utility for preserving
institutional memory and accountability. Commanders, staff, and support personnel rely on these
records to substantiate actions and decisions, making them a critical part of military documentation
procedures. Understanding how to properly draft and format an MFR is essential for anyone involved
in military operations or administration.



Key Components of an Army Example Memorandum for
Record

A well-crafted army example memorandum for record includes several essential components. Each
part plays a specific role in ensuring the document is clear, professional, and meets military
standards. Below are the main elements found in a standard MFR.

Heading: Includes the word “MEMORANDUM FOR RECORD,” the office symbol, and the date.

Subject Line: Concise summary of the memorandum’s purpose.

Body: Detailed explanation of the facts, events, or decisions being recorded.

Closing: Additional remarks or actions as needed.

Signature Block: Name, rank, and contact information of the author.

Each component should be formatted according to military standards, ensuring that the
memorandum is easily understood and accessible for future reference. The use of clear language and
logical organization is critical to the effectiveness of an army example memorandum for record.

Formatting an Army Example Memorandum for Record

Proper formatting is essential for any army example memorandum for record. The U.S. Army follows
established guidelines for official memorandums, ensuring consistency and professionalism across all
documents. The format typically includes block style paragraphs, single spacing, and one-inch
margins.

Standard Army Memorandum Formatting

The following formatting rules apply to army memorandums for record:

Use the official Army letterhead or office symbol at the top.1.

Place “MEMORANDUM FOR RECORD” centered and in all caps.2.

Include the date flush right on the same line as the office symbol.3.

Write the subject line in all caps, beginning with “SUBJECT:” followed by a brief description.4.

Begin the body of the memorandum with a short introduction, followed by detailed paragraphs.5.



Conclude with a signature block including the author’s name, rank, and position.6.

Adhering to these formatting guidelines ensures your army example memorandum for record meets
regulatory requirements and is easily recognizable by all military personnel.

Common Uses and Scenarios

Army example memorandum for record documents are used in a variety of situations where written
documentation is needed but no official correspondence is required. These memorandums are often
used to record conversations, meetings, policy decisions, training sessions, or incidents that may
have future implications.

Typical Scenarios for MFR Usage

Recording the outcome of a command meeting

Documenting verbal orders given by a superior

Summarizing the results of an inspection or audit

Capturing details of an incident or accident

Noting the approval or denial of requests

Preserving agreements made during informal discussions

In each scenario, the army example memorandum for record serves as a reliable source of
information that can be referenced if questions arise in the future. This ensures transparency and
accountability across all levels of the organization.

Step-by-Step Guide to Writing an Army MFR

Writing an effective army example memorandum for record requires attention to detail and
adherence to military standards. Below is a step-by-step guide to help you draft a clear and
professional MFR.



Step 1: Gather All Relevant Information

Before drafting your memorandum, collect all facts, dates, names, and supporting details related to
the event or decision you are recording. This ensures your document is accurate and comprehensive.

Step 2: Use the Correct Format

Begin with the official Army letterhead or office symbol. Center “MEMORANDUM FOR RECORD” and
place the date flush right. Write a clear subject line summarizing the document’s purpose.

Step 3: Clearly State the Facts

Organize the body of the memorandum into logical paragraphs. Start with an introduction, then
provide a detailed account of the event or action being documented. Use concise and objective
language throughout.

Step 4: Include Necessary Attachments

If additional documents or evidence are needed, reference them within the memorandum and attach
them as enclosures.

Step 5: Sign and File Appropriately

End with a signature block containing your name, rank, and position. Ensure the memorandum is filed
according to your unit’s procedures for easy retrieval.

Sample Army Example Memorandum for Record

A sample army example memorandum for record provides a useful reference for drafting your own
documents. Below is a generic template illustrating the standard format and content:

DEPARTMENT OF THE ARMY
[Unit Name]
[Office Symbol]                                         [Date]

MEMORANDUM FOR RECORD

SUBJECT: Results of Monthly Safety Meeting



1. On [Date], a safety meeting was held at [Location] to discuss recent
incidents and safety protocols. The following individuals were present: [List
Names and Ranks].

2. The meeting covered the following topics:
a. Review of recent safety incidents
b. Updates to standard operating procedures
c. Assignment of new safety officers

3. All action items were assigned and deadlines established. Attached is the
attendance roster.

[Signature Block]
JOHN DOE
CPT, USA
Safety Officer

This sample can be adapted to fit various scenarios, ensuring your army example memorandum for
record is both effective and compliant with Army standards.

Tips for Effective Memorandum Writing

Writing a clear and professional army example memorandum for record is essential for effective
communication and documentation. The following tips can help you produce high-quality
memorandums:

Be concise and factual—avoid unnecessary details or opinions.

Use military terminology and abbreviations appropriately.

Proofread for grammar, spelling, and formatting errors.

Ensure all relevant parties and details are included.

Maintain objectivity and professionalism throughout.

Follow official Army templates and formatting guidelines.

These tips will help you create memorandums that are easily understood, properly documented, and
readily accepted within military channels.



Frequently Asked Questions

Army example memorandum for record documents can raise several questions for new personnel or
those unfamiliar with military documentation. Below are answers to some of the most common
questions related to the topic.

Q: What is the primary purpose of an army example
memorandum for record?
A: The primary purpose of an army example memorandum for record is to document facts, events,
decisions, or actions that are not captured by other official correspondence, ensuring there is a
written record for future reference.

Q: Who is authorized to write an army memorandum for
record?
A: Any member of the Army, including officers, enlisted personnel, or civilian staff, can write an MFR if
they are responsible for recording official information or events.

Q: What are common mistakes to avoid when drafting an
MFR?
A: Common mistakes include vague language, missing critical details, incorrect formatting, and failing
to proofread for errors. Always follow Army guidelines and ensure the memorandum is clear and
concise.

Q: How long should an army example memorandum for record
be?
A: An MFR should be as brief as possible while still providing all necessary details. Most MFRs are one
to two pages, depending on the complexity of the event or decision being documented.

Q: Can attachments be included with an army memorandum
for record?
A: Yes, supporting documents, such as attendance rosters, reports, or photographs, can be referenced
and attached as enclosures to the memorandum.

Q: Is a signature required on an army example memorandum



for record?
A: Yes, the author of the memorandum should include a signature block with their name, rank, and
position, even if the document is for internal use.

Q: How should an army memorandum for record be stored?
A: MFRs should be filed according to unit or organizational procedures, often in official files or
electronic document management systems for easy retrieval.

Q: Are army memorandums for record legally binding?
A: While not legally binding, MFRs serve as official documentation and can be used as supporting
evidence in administrative or legal proceedings.

Q: What is the difference between an army memorandum for
record and a formal letter?
A: An MFR is for internal documentation and does not require formal correspondence protocols, while
a letter is used for official communication between units or external organizations.

Q: Can civilians write an army example memorandum for
record?
A: Yes, civilian staff may write MFRs as part of their administrative duties, provided they follow
military formatting and procedural guidelines.
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communication and record-keeping. This comprehensive guide provides clear examples of Army
MFRs, explaining their purpose, format, and best practices. We'll dissect various scenarios, helping
you craft professional and impactful MFRs that meet Army standards. Learn how to use this
essential document to efficiently track actions, decisions, and discussions within the military
structure.

What is an Army Memorandum for Record (MFR)?

An Army Memorandum for Record (MFR) is a concise, informal record of a meeting, conversation,
decision, or action. Unlike formal memorandums, MFRs aren't used for official directives or policy
changes. Instead, they serve as valuable tools for:

Documenting important discussions: An MFR can preserve the key points discussed in a meeting,
even if no formal minutes were taken.
Tracking action items: It can clearly outline who is responsible for what tasks and provide a timeline
for completion.
Providing a record of decisions: MFRs capture the rationale and outcome of important decisions.
Supporting future actions: The information contained in an MFR can be crucial when recalling
details of past events or resolving future issues.

It's essential to remember that while informal, an MFR is still an official document and should be
written professionally and accurately.

Key Elements of an Effective Army MFR

A well-written MFR contains several key components:

1. Heading:

To: Recipient's name and rank.
From: Your name and rank.
Subject: A concise and descriptive subject line clearly stating the purpose of the MFR.
Date: The date the MFR was written.

2. Body:

Clear and Concise Language: Use straightforward language and avoid jargon.



Chronological Order: Present information in a logical sequence.
Specific Details: Include all relevant facts, dates, times, and individuals involved.
Action Items (if applicable): Clearly outline who is responsible for what tasks and associated
deadlines.

3. Signature Block:

Your typed name and rank.
Your signature.

Army Example Memorandum for Record Scenarios

Let's explore some common scenarios where an Army MFR is beneficial:

Scenario 1: Post-Meeting Summary

Subject: MFR: Meeting Regarding New Training Program Implementation

This MFR summarizes the meeting held on October 26, 2024, at 1000 hours, concerning the
implementation of the new combat medic training program. Attendees included CPT Smith, SFC
Jones, and myself. We discussed the program's timeline, resource allocation, and potential
challenges. CPT Smith will be responsible for securing additional funding by November 15th. SFC
Jones will lead the training materials update by November 30th.

Scenario 2: Documenting a Phone Conversation

Subject: MFR: Phone Conversation with LTC Davis Regarding Equipment Requisition

This MFR documents a telephone conversation with LTC Davis on October 27, 2024, at 1400 hours,
regarding the requisition of new communication equipment. LTC Davis approved the request,
contingent upon submission of a detailed cost analysis by November 5th.

Scenario 3: Recording a Decision



Subject: MFR: Decision Regarding Deployment of Alpha Company

This MFR documents the decision made on October 28, 2024, to deploy Alpha Company to support
Operation Guardian Shield. The decision was reached after careful consideration of operational
requirements and available resources. The deployment date is scheduled for December 1st, 2024.

Formatting and Best Practices for Army MFRs

While MFRs are informal, maintaining professionalism is vital. Use a consistent format, including
proper headings, clear paragraphs, and accurate information. Proofread carefully before submitting
to avoid errors. Maintain a copy for your records. Remember, while an MFR isn't a formal directive,
it can be used as evidence. Therefore, accuracy and clarity are paramount.

Conclusion

Mastering the art of writing effective Army MFRs is a valuable skill for any military personnel. By
following the guidelines and examples provided in this guide, you can ensure your MFRs are clear,
concise, and fulfill their purpose of recording important information accurately and efficiently.

FAQs

1. Is an MFR considered a legal document? While not as formal as other military documents, an MFR
can be used as evidence in certain circumstances and should therefore be written accurately and
professionally.

2. Can an MFR be used to initiate official action? No, MFRs are not used to initiate official actions or
directives. They are for recording information only.

3. What happens if I make a mistake in an MFR? If you discover an error, make a correction, initial
and date the change, and keep a copy of the amended document.

4. Should I distribute my MFR to everyone involved? This depends on the context. Generally, only
those directly involved or needing the information should receive the MFR.

5. Are there specific formatting requirements for Army MFRs? While there isn't a rigidly defined
format, maintaining consistency, clarity, and professionalism is key. Use a clear and concise style.



  army example memorandum for record: Review of Report and Approach to Evaluating
Long-Term Health Effects in Army Test Subjects National Academies of Sciences, Engineering, and
Medicine, Division on Earth and Life Studies, Board on Environmental Studies and Toxicology,
Committee to Review Report on Long-Term Health Effects on Army Test Subjects, 2018-02-23
Between 1942 and 1975, the U.S. Army conducted tests with human subjects to study the effects of
a variety of agents, including chemical warfare and biological agents. The potential long-term health
effects on the test subjects from their exposures have been evaluated periodically, most recently in a
report titled Assessment of Potential Long-Term Health Effects on Army Human Test Subjects of
Relevant Biological and Chemical Agents, Drugs, Medications and Substances: Literature Review
and Analysis (the Report), which was prepared by a contractor to assist the Army with making
determinations about providing medical care to former test subjects. In response to a request by the
Army, the National Academies of Sciences, Engineering, and Medicine formed a committee that was
tasked with examining whether the Report appropriately identified potential long-term health effects
from exposure to the test agents and whether an adequate weight-of-evidence approach was used to
characterize the strength of the associations between the agents and their potential health effects.
The committee was made aware at its first meeting on November 30, 2017, that the Army had
already begun to receive applications for medical care and that some determinations may need to be
made before the committee's evaluation of the Report was completed. Because of this urgency, the
Army developed a process by which applications for medical care will be reviewed, and as a result,
the committee was given the additional task of reviewing the Army's Memorandum that describes
the approach that will be used by the Army to evaluate agent- and outcome-specific associations.
This interim report was prepared to facilitate the Army's deliberations. A review of the Report is
presented first, followed by a review of the Memorandum.
  army example memorandum for record: The Army Writing Program , 1992
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Department of the Army, 1998
  army example memorandum for record: AR 25-55 11/01/1997 THE DEPARTMENT OF THE
ARMY FREEDOM OF INFORMATION ACT PROGRAM , Survival Ebooks Us Department Of Defense,
www.survivalebooks.com, Department of Defense, Delene Kvasnicka, United States Government US
Army, United States Army, Department of the Army, U. S. Army, Army, DOD, The United States
Army, AR 25-55 11/01/1997 THE DEPARTMENT OF THE ARMY FREEDOM OF INFORMATION ACT
PROGRAM , Survival Ebooks
  army example memorandum for record: AR 25-50 05/17/2013 PREPARING AND MANAGING
CORRESPONDENCE , Survival Ebooks Us Department Of Defense, www.survivalebooks.com,
Department of Defense, Delene Kvasnicka, United States Government US Army, United States Army,
Department of the Army, U. S. Army, Army, DOD, The United States Army, AR 25-50 05/17/2013
PREPARING AND MANAGING CORRESPONDENCE , Survival Ebooks
  army example memorandum for record: Department of the Army Pamphlet , 1985
  army example memorandum for record: From Death Row to Freedom Phillip A. Hubbart,
2023-06-13 An insider’s account of a wrongful conviction and the fight to overturn it during the civil
rights era This book is an insider’s account of the case of Freddie Pitts and Wilbert Lee, two Black
men who were wrongfully charged and convicted of the murder of two white gas station attendants
in Port St. Joe, Florida, in 1963, and sentenced to death. Phillip Hubbart, a defense lawyer for Pitts
and Lee for more than 10 years, examines the crime, the trial, and the appeals with both a keen
legal perspective and an awareness of the endemic racism that pervaded the case and obstructed
justice. Hubbart discusses how the case against Pitts and Lee was based entirely on confessions
obtained from the defendants and an alleged “eyewitness” through prolonged, violent interrogations
and how local authorities repeatedly rejected later evidence pointing to the real killer, a white man
well known to the Port St. Joe police. The book follows the case’s tortuous route through the Florida
courts to the defendants’ eventual exoneration in 1975 by the Florida governor and cabinet. From
Death Row to Freedom is a thorough chronicle of deep prejudice in the courts and brutality at the



hands of police during the civil rights era of the 1960s. Hubbart argues that the Pitts-Lee case is a
piece of American history that must be remembered, along with other similar incidents, in order for
the country to make any progress toward racial reconciliation today. Publication of this work made
possible by a Sustaining the Humanities through the American Rescue Plan grant from the National
Endowment for the Humanities.
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  army example memorandum for record: The Army Lawyer , 1996
  army example memorandum for record: The U.S. Army's Transition to the All-volunteer
Force, 1968-1974 Robert K. Griffith, 1996 The U.S. Army's Transition to the All-Volunteer Force is a
compelling analysis of the process by which the Army responded to the requirements of creating an
all-volunteer force, reestablished in the United States at midnight on 30 June 1973 when induction
authority expired. That the transition from virtual dependency on the draft to a manpower system
based on volunteerism was accomplished nearly simultaneously with the withdrawal from Vietnam is
all the more remarkable. Robert K. Griffith Jr. takes us through the turbulent years of transition from
1968 to 1974, examining both the broad context in which the end of the draft occurred and the less
well-known perspective that Army leaders brought to bear on the challenge they faced. In spite of an
environment of fierce opposition, those charged with developing and implementing the Army's
three-phased program to achieve all-volunteer status persevered and approached the task with a
determination to succeed. Griffith's history shows the key role played by the Army staff and Army
secretariat in shaping the Army as it underwent deep alterations in the very foundations of its
structure. It provides both a glimpse into the dynamics of the reciprocal relationship between the
Army and society, and is a useful case study of the successful management of fundamental
organizational change.
  army example memorandum for record: The Department of the Army Freedom of
Information Act Program United States. Department of the Army, 1997
  army example memorandum for record: "A New Kind of War" Howard Jones, 1997-05-15
America's experience in Greece has often been cited as a model by those later policymakers in
Washington who regard the involvement as a victory for American foreign policy. Indeed, President
Johnson and others referred to Greece as the model for America's deepening involvement in Vietnam
during the mid-1960's. Greece became the battlefield for a new kind of war--one that included the
use of guerrilla warfare, propaganda, war in the shadows, terror tactics and victory based on
outlasting the enemy. It was also a test before the world of America's resolve to protect the principle
of self-determination. Jones argues that American policy towards Greece was the focal point in the
development of a global strategy designed to combat totalitarianism. He also argues that had the
White House and others drawn the real lessons from the intervention in Greece, the decisions
regarding Vietnam might have been more carefully thought out.
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United States. Surgeon-General's Office, 1923
  army example memorandum for record: National Food Irradiation Research Program United
States. Congress. Joint Committee on Atomic Energy, 1960 Considers status of DOD food irradiation
research programs. Focuses on Army Dept cancellation of plans to construct an Ionizing Radiation
Center at Stockton, Calif. b. Logistic and Economic Feasibility Study on Radiation Sterilization of
Foods, Quartermaster and Container Inst for the Armed Forces, June 28, 1955 - Aug. 28, 1956 (p.
475-569). c. Evaluation of Size of USAIRC and Logistics of Irradiated Meat, Rpt to Quartermaster
Radiation Planning Agency, Quartermaster RPD Command, Dec. 11, 1959 (p. 571-627). a. Food
Preservation by Ionizing Energy, Army Dept, Office of the Quartermaster Gen, Dec. 1959 (p.
147-235). Includes following reports.



  army example memorandum for record: Hearings United States. Congress. Joint Committee
..., 1960
  army example memorandum for record: Hearings and Reports on Atomic Energy United
States. Congress. Joint Committee on Atomic Energy, 1960
  army example memorandum for record: Naval Reactor Program and Polaris Missile System
United States. Congress. Joint Committee on Atomic Energy, United States. Congress. Joint
Committee on Atomic Energy. Subcommittee on Legislation, 1960 Reviews Polaris program
developments and examines reactor safety of naval nuclear propulsion plants. Hearing was held
aboard nuclear-powered submarine USS George Washington. Classified material has been deleted.
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Congress. House. Committee on Government Operations, 1954
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Part 1]. United States. Congress. House. Committee on Government Operations, 1954
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the Army, U. S. Army, Army, DOD, The United States Army, AR 638-2 06/23/2015 ARMY MORTUARY
AFFAIRS PROGRAM , Survival Ebooks
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States. Department of the Army. Office of Military History, 1955
  army example memorandum for record: The Army Air Forces in World War II , 1948
  army example memorandum for record: United States Army in World War II.: The army
ground forces Kent Roberts Greenfield, Robert Roswell Palmer, 1947
  army example memorandum for record: The Army Air Forces in World War II, Volume One:
Plans and Early Operations, January 1939 to August 1942 ,
  army example memorandum for record: The Army Air Forces in World War II: Plans and
early operations, January 1939 to August 1942 , 1948
  army example memorandum for record: Army RD & A. , 1999 Professional publication of
the RD & A community.
  army example memorandum for record: United States Army in World War II. United States.
Dept. of the Army. Office of Military History, 1947
  army example memorandum for record: Army RD & A Bulletin , 1999-11
  army example memorandum for record: United States Army in World War II United
States. Military History, Office of the Chief of, 1966
  army example memorandum for record: Prologue , 1991
  army example memorandum for record: The Modern Louisiana Maneuvers James L.
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  army example memorandum for record: United States Army in World War II.: Special
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  army example memorandum for record: History of operations research in the United States
Army, V. I: 1942-62 , Operations research (OR) emerged during World War II as an important means
of assisting civilian and military leaders in making scienti?cally sound improvements in the design
and performance of weapons and equipment. OR techniques were soon extended to address
questions of tactics and strategy during the war and, after the war, to matters of high-level political
and economic policy. Until now, the story of why and how the U.S. Army used OR has remained
relatively obscure, surviving only in a few scattered o?cial documents, in the memories of those who
participated, and in a number of notes and articles that have been published about selected topics
on military operations research. However, none of those materials amounts to a comprehensive,
coherent history. In this, the ? rst of three planned volumes, Dr. Charles R. Shrader has for the ?rst
time drawn together the scattered threads and woven them into a well-focused historical narrative
that describes the evolution of OR in the U.S. Army, from its origins in World War II to the early
1960s. He has done an admirable job of ferreting out the surviving evidence, shaping it into an
understandable narrative, and placing it within the context of the overall development of American
military institutions. Often working with only sparse and incomplete materials, he has managed to
provide a comprehensive history of OR in the U.S. Army that o?ers important insights into the
natural tension between military leaders and civilian scientists, the establishment and growth of
Army OR organizations, the use (and abuse) of OR techniques, and, of course, the many important
contributions that OR managers and analysts have made to the growth and improvement of the
Army since 1942. In this volume, Dr. Shrader carries the story up to 1962, the beginning of the
McNamara era and of America’s long involvement in Vietnam. The subsequent volumes will cover
Army OR during the McNamara era; its application in support of military operations in Vietnam; and
its significant contributions to the Army’s post–Vietnam recovery and reorganization, ultimately
leading to a victory (after only 100 hours of combat) in the first Gulf War in 1991 and the emergence
of the U.S. Army as second to none in modern weaponry, tactical prowess, and strategic vision.
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