army memorandum for record example

army memorandum for record example is an essential document within military organizations,
serving as an official record of events, decisions, or actions that require written acknowledgment.
Understanding how to craft a professional Army Memorandum for Record (MFR) is crucial for effective
communication and documentation in the military. This article explores the key elements of an Army
memorandum for record example, discusses formatting guidelines, explains the significance of MFRs,
and provides practical tips for drafting them. Readers will also find a sample template and answers to
common questions about Army MFRs. Whether you're a service member, administrator, or civilian
working with the Army, this guide will help you navigate the process of creating a clear and compliant
memorandum for record.
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Understanding the Army Memorandum for Record

An Army memorandum for record (MFR) is a formal written statement used to document facts,
events, or decisions within the military. It serves as an official record that can be referenced for future
actions, clarifications, or legal purposes. Unlike other types of correspondence, such as letters or
reports, an MFR is often concise and focused on providing a factual account for internal use. The
memorandum for record is commonly utilized for documenting meetings, conversations, policy
changes, or significant occurrences that need to be recorded for accountability and transparency.

Army memorandums for record are important for maintaining clear communication and ensuring that
critical information is preserved. They provide a reliable way to establish a paper trail that can
support decision-making, protect individuals, and ensure compliance with Army regulations. By
mastering the process of writing an effective MFR, personnel can contribute to organizational
efficiency and professionalism.



Purpose and Importance of Army MFRs

Why Use an Army Memorandum for Record?

The primary purpose of an Army memorandum for record example is to document information that
may not be recorded elsewhere. This could include summaries of meetings, justifications for
decisions, or descriptions of incidents. The MFR acts as an internal record that can be referenced by
authorized personnel when needed. Its value lies in its ability to capture details that support
operational integrity and provide a historical account for future reference.

Key Benefits of Army MFRs

Establish an official record of decisions and actions

Provide clarity and accountability within units

Support compliance with Army regulations

Facilitate communication between personnel

e Assist in resolving disputes or questions about events

Army memorandums for record help maintain a transparent and organized system of documentation,
ensuring that all relevant facts are accessible when required.

Essential Components of an Army Memorandum for
Record Example

Required Information

Every Army memorandum for record example should include specific elements to ensure
completeness and professionalism. The following components are typically required:

1. Heading: Includes the office symbol, date, and subject line.
2. Address Block: Identifies the recipient or distribution list.
3. Body: Contains the main content, including background, details, and facts.

4. Closing: States the action required or next steps, if applicable.



5. Signature Block: Name, rank, and position of the authorizing individual.

Properly including these components ensures the memorandum is clear, concise, and in compliance
with Army standards.

Additional Details

Depending on the purpose of the MFR, additional information such as attachments, references to
regulations, or supporting documentation may be included. Always ensure that confidential or
sensitive data is handled according to Army protocols.

Formatting Guidelines for Army MFRs

Standard Format Requirements

Army memorandums for record must adhere to formatting standards outlined in Army Regulation
25-50 (Preparing and Managing Correspondence). Key format rules include:

e Use Times New Roman or Arial, 12-point font

¢ Single-spaced paragraphs with double spacing between paragraphs
¢ One-inch margins on all sides

e Left alignment throughout the document

¢ Clear office symbol and subject line

Following these formatting guidelines ensures consistency and professionalism across all Army
correspondence.

Common Sections

The memorandum should be organized into logical sections, such as introduction, background,
discussion, and conclusion. Each section should clearly convey its purpose and provide relevant
details.



Sample Army Memorandum for Record Template

Below is a sample template that demonstrates a standard Army memorandum for record example:

e Office Symbol
Date
e MEMORANDUM FOR [Recipient or Distribution List]

e SUBJECT: Memorandum for Record - [Brief Description]

1. Purpose: State the reason for the memorandum.
2. Background: Summarize relevant facts or events.
3. Discussion: Provide details, observations, or justifications.

4. Action: Indicate any required actions or follow-up.

[Signature Block]

Name, Rank, Position

This template can be customized according to the nature of the event or information being
documented.

Best Practices for Writing Army Memorandums for
Record

Clarity and Conciseness

When drafting an Army memorandum for record example, clarity and conciseness are paramount.
Use straightforward language, avoid unnecessary jargon, and ensure that each point is easy to
understand. The goal is to communicate facts efficiently without ambiguity.

Accuracy and Objectivity

Always present accurate information and maintain an objective tone. Avoid personal opinions or
emotional statements. The memorandum should focus on providing factual details that can be
verified if necessary.



Review and Approval

Before finalizing the memorandum, review it for completeness, accuracy, and compliance with Army
regulations. Obtain approval from the appropriate authority, and ensure that all distribution
requirements are met.

Common Mistakes to Avoid

Omitting Critical Information

Failure to include essential details can render the memorandum incomplete or unclear. Always verify
that all relevant facts, names, dates, and references are present.

Incorrect Formatting

Non-compliance with formatting standards can result in rejection or delayed processing. Adhere
strictly to Army guidelines for layout, font, and structure.

Ambiguity or Vagueness

Avoid ambiguous language or vague statements. Be specific and precise to ensure that the
memorandum communicates its intended message effectively.

Frequently Asked Questions

This section addresses common questions related to army memorandum for record example,
providing clear answers for reference and guidance.

Q: What is the primary purpose of an Army memorandum for
record?

A: The primary purpose is to provide a formal written record of events, decisions, or actions within the
Army, ensuring accountability and clarity for future reference.



Q: What information must be included in an Army MFR?

A: Essential elements include the heading, recipient, subject line, purpose, background, main content,
action required, and a signature block with the author’s name, rank, and position.

Q: Are Army memorandums for record legally binding?

A: While not typically legally binding, MFRs serve as official documentation and may be used to
support decisions, claims, or investigations within the Army.

Q: Who can write an Army memorandum for record?

A: Any authorized Army personnel can write an MFR, but it must be reviewed and approved by the
appropriate authority based on the unit or organizational policy.

Q: How should confidential information be handled in an Army
MFR?

A: Confidential or sensitive information should be handled according to Army security protocols, with
proper markings and restricted distribution as necessary.

Q: What is the difference between an Army memorandum for
record and other types of memorandums?

A: The MFR is specifically used to document facts or events for record-keeping, while other
memorandums may be used for requests, instructions, or external communications.

Q: Can attachments be added to Army memorandums for
record?

A: Yes, attachments can be included to provide supporting documentation, references, or additional
details relevant to the memorandum.

Q: How long should an Army memorandum for record be?

A: An MFR should be as brief as possible while still providing all necessary details. Typically, it ranges
from one to two pages, but length may vary depending on the complexity of the information.

Q: What font and spacing are required for Army
memorandums for record?

A: Army MFRs should use Times New Roman or Arial, 12-point font, with single-spacing for paragraphs
and double-spacing between paragraphs.



Q: Where can | find official Army guidelines for preparing
memorandums for record?

A: Official guidelines are outlined in Army Regulation 25-50, which details the standards for preparing
and managing Army correspondence.
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# Army Memorandum for Record Example: A Comprehensive Guide

Are you a soldier, officer, or civilian working with the Army and need to document important
information that doesn't require official action or signature? Understanding and properly utilizing a
Memorandum for Record (MFR) is crucial. This comprehensive guide provides a clear explanation of
Army MFRs, including detailed examples, formatting guidelines, and best practices to ensure your
MFRs are effective and compliant. We’ll cover everything you need to know to confidently create
and utilize this essential communication tool. This post will be your definitive resource for
understanding and crafting the perfect Army memorandum for record example.

What is an Army Memorandum for Record (MFR)?

An Army Memorandum for Record (MFR) is an informal, yet important, document used to record
significant events, discussions, decisions, or actions. Unlike official memorandums that require
signatures and formal distribution, MFRs primarily serve as a record-keeping tool. They're vital for
maintaining accurate records, providing context for future reference, and ensuring accountability
within the Army. They are not official directives or orders.

Key Characteristics of an Army MFR:

Informal: MFRs follow a less formal structure than official memorandums.

Record-Keeping: Their primary purpose is to document events and information for future reference.
No Official Action Required: MFRs don't require signatures or formal approval.

Internal Use Primarily: Generally, MFRs are used for internal communication and record-keeping
within the Army.

Evidence of Communication: They can serve as valuable evidence of meetings, conversations, or
decisions made.
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Army Memorandum for Record Example: Formatting
and Content

While MFRs are informal, they still require a structured format to ensure clarity and ease of
understanding. Here's a breakdown of the key components:

1. Heading:

MEMORANDUM FOR RECORD (centered and capitalized)
Date: (Date the MFR is written)
Subject: (Clear and concise subject line accurately reflecting the content)

2. Body:

This is the core of your MFR. Be clear, concise, and factual. Include:

Background: Briefly explain the context or situation that led to the need for the MFR.

Details: Provide a detailed account of the event, meeting, discussion, or decision. Include specific
names, dates, times, and locations whenever possible.

Actions Taken (if applicable): Describe any actions taken or decisions made as a result of the event
or discussion.

Observations: Include any relevant observations or insights.

3. Closing:

While there's no formal closing, you can add a concluding statement summarizing the key points.

Army Memorandum for Record Example: Scenario and
Implementation

Let's consider a scenario: A meeting was held to discuss the implementation of a new training
program. Here's how an MFR might look:

MEMORANDUM FOR RECORD



Date: October 26, 2023
Subject: Meeting Regarding Implementation of New Combat Lifesaver Training Program

This memorandum records the meeting held on October 25, 2023, at 1400 hours in Building 200,
Room 101, to discuss the implementation of the updated Combat Lifesaver training program.
Attendees included CPT Smith, SFC Jones, and myself.

The primary focus of the meeting was to address concerns regarding the availability of training
resources and scheduling conflicts for the upcoming training cycle. CPT Smith highlighted the
shortage of qualified instructors and proposed solutions, including requesting additional personnel
from the 1st Battalion. SFC Jones raised concerns about the availability of training aids and
suggested contacting the supply sergeant to ensure adequate equipment.

It was decided that CPT Smith would submit a request for additional instructors to Battalion HQ by
the end of the week. SFC Jones will contact the supply sergeant to confirm the availability of training
aids by tomorrow. A follow-up meeting will be scheduled to review the progress of these actions.

Best Practices for Writing Effective Army MFRs

Accuracy: Ensure all information is accurate and factual.

Objectivity: Present information objectively, avoiding personal opinions or biases.
Clarity: Write clearly and concisely, using precise language.

Conciseness: Avoid unnecessary details or jargon.

Timeliness: Prepare the MFR promptly after the event or discussion.

Proper File Management: Maintain a well-organized system for storing MFRs.

Conclusion

The Army Memorandum for Record is an essential tool for documenting important information
within the military. By following the guidelines and examples provided, you can create effective and
compliant MFRs that serve as valuable records for your unit and the Army as a whole. Remember,
accuracy, clarity, and timeliness are key to ensuring your MFRs are useful and reliable.

FAQs

Q1: Do I need a signature on an MFR?



Al: No, an MFR does not require a signature.
Q2: Can an MFR be used as evidence in an official investigation?

A2: While not an official document, an MFR's content can be considered as evidence, supporting
official documentation. Its weight as evidence depends on the context of the investigation.

Q3: What if I make a mistake in my MFR?

A3: You should correct the mistake and clearly indicate the correction. You may also create a new
MFR, referencing the initial MFR and clarifying the correction.

Q4: How long should I keep my MFRs?

A4: Retention policies vary depending on the information contained within the MFR and your unit's
regulations. Consult your unit's records management guidelines.

Q5: Can I use an MFR to propose a new policy or procedure?

A5: No, an MFR is not the appropriate document for proposing new policies or procedures. Use
formal channels and appropriate documentation for such matters.

army memorandum for record example: 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.
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services. v United States. Department of the Army. Office of Military History, 1947

army memorandum for record example: United States Army in World War 2, Technical
Services, The Corps of Engineers: The War Against Germany Alfred M. Beck, 1985 CMH Pub. 10-22.
By Alfred M. Beck, et al. Describes in detail the role of the Army Corps of Engineers in various
military campaigns throughout North Africa and Italy, as well as in Western and Central Europe,
from 1941 through 1944. L.C. card 84-11376. Item 345. Related Products: United States Army in
World War 2: The Quartermaster Corps, Operations in War Against Japan is available here:
https://bookstore.gpo.gov/products/sku/008-029-00047-4 United States Army and World War II: Set
5 of 7, The Technical Services, Pt. 2 (Corps of Engineers, Quartermaster, and Medical) -CDROM
format is available here: https://bookstore.gpo.gov/products/sku/008-029-00434-8 United States
Army and World War II: Set 4 of 7, The Technical Services, Pt. 1 (Chemical, Ordnance,
Transportation, and Signal) CDROM format is available here:
https://bookstore.gpo.gov/products/sku/008-029-00396-1 World War II resources collection can be
found here: https://bookstore.gpo.gov/catalog/world-war-ii Other products by the U.S. Army, Center
of Military History (CMH) can be found here: https://bookstore.gpo.gov/agency/1061

army memorandum for record example: The Army Air Forces in World War II , 1948

army memorandum for record example: The History of the U.S. Army Medical Service
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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 memorandum for record example: Manhattan, the Army and the Atomic Bomb Vincent
C. Jones, 1985 The role of the War Department, Manhattan District, and other Army agencies and
individuals from 1939 through World War II in developing and employing the atomic bomb.
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Foulois and the U.S. Army Air Corps: 1931-1935,
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Army in World War II. United States. Army Medical Service, 1966

army memorandum for record example: 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 1II 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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army memorandum for record example: The Restoration of the Army Air Corps,
1947-1953 Howard K. Butler, 1995

army memorandum for record example: United States Army in World War 2, Special Studies,
Manbhattan, the Army, and the Atomic Bomb (Clothbound) , 2014-07-29 he U.S. Army played a key
role in the formation and administration of the Manhattan Project, the World War II organization
which produced the atomic bombs that not only contributed decisively to ending the war with Japan
but also opened the way to a new atomic age. The volume begins with a prologue, designed to
provide the reader with a brief survey of the history of atomic energy and to explain in layman’s
terms certain technical aspects of atomic science essential to an understanding of the major
problems occurring in the development of an atomic weapon. Early chapters describe the beginning
of the Army’s atomic mission, including the formation of the Manhattan District, the first steps in
acquiring the means to produce atomic weapons and the appointment of General Groves.
Subsequent topical chapters trace the building and operation of the large-scale process plants for



the production of fissionable materials; the administration of a broad range of support activities,
such as security and community management; and the fabrication, testing, and combat employment
of atomic bombs. A concluding section describes how the Army dealt with the difficult problems
arising during its unexpectedly prolonged postwar trusteeship of the project until December 1946,
when the newly created civilian agency - the United States Atomic Energy Commission - assumed
responsibility for atomic energy matters.
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army memorandum for record example: United States Army in World War II. United
States. Dept. of the Army. Office of Military History, 1947

army memorandum for record example: Blacks in the Army Air Forces During World
War II Alan M. Osur, 1977 This book is based upon a Ph. D. dissertation written by an Air Force
officer who studied at the University of Denver. Currently an Associate Professor of History at the
Air Force Academy, Major Osur's account relates how the leadership in the War Department and the
U.S. Army Air Forces (USAAF) tried to deal with the problem of race and the prejudices which were
reflected in the bulk of American society. It tells a story of black racial protests and riots which such
attitudes and discrimination provoked. The author describes many of the discriminatory actions
taken against black airmen, whose goal was equality of treatment and opportunities as American
citizens. He also describes the role of black pilots as they fought in the Mediterranean theater of
operations against the Axis powers. In his final chapters, he examines the continuing racial frictions
within the Army Air Forces which led to black servicemen protests and riots in 1945 at several
installations.

army memorandum for record example: Blacks in the Army Air Forces During World
War II: The Problems of Race Relations, 1977

army memorandum for record example: History of Operations Research in the United States
Army Charles R. Shrader, 2006 'History of Operations Research in the United States Army, ' a
comprehensive 3-volume set with each volume covering a different time span, offers insights into the
natural tension between military leaders and civilian scientists, the establishment and growth of
Army Operations Research (OR) organizations, the use of OR techniques, and the many
contributions that OR managers and analysts have made to the growth and improvement of the
Army since 1942.

army memorandum for record example: History of Operations Research in the United States
Army, V. 1, 1942-1962 Charles R. Shrader, 2006-10-05 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.

army memorandum for record example: General Regulations for the Army United States.
Department of the Army, 1963

army memorandum for record example: The Women's Army Corps, 1945-1978 Bettie ].
Morden, 1990 The Women's Army Corps makes a significant contribution to women's history and the
history of the Army. Bettie ]J. Morden weaves the ideas and moral attitudes that existed in the middle
decades of the twentieth century to chronicle thirty-three years of WAC history from V-] Day 1945 to
20 October 1978, when the Women's Army Corps was abolished by Public Law 95-584 and
discontinued by Department of the Army General Order 20, with the WAC officers assimilated into
the other branches of the Army (except the combat arms). For the most part taking a chronological
approach, Morden focuses on the interaction of plans, decisions, and personalities that affected the
WAC directors as they pushed and prodded the Army, the Department of Defense, and Congress to
achieve Regular Army and Reserve status, military credit for Women's Army Auxiliary Corps service,
and promotion above the grade of lieutenant colonel. The early WAC directors, according to Morden,
had the task of fighting for progress and equity, whereas their successors fought a losing battle to
keep entry standards high and to retain the corps' separate status. She provides readers with a
comprehensive picture of WAC growth and development and the transformation in the status of
Army women brought by the advent of the all-volunteer Army and the women's rights movement of
the seventies.

army memorandum for record example: The Women's Army Corps, 1945-1978 Bettie ].
Morden, 1990-11 Chronicles thirty-three years of WAC history from V-] Day 1945 to 1978, when the
Women's Army Corps was abolished by Public Law 95-584 and discontinued by Department of the
Army General Order 20, with the WAC officers assimilated into the other branches of the Army
(except the combat arms). CMH 30-14-1. Army Historical Series.
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