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This regulation prescribes Department of the Army (DA) policies, procedures, and standard formats for
preparing and processing Army correspondence. The objectives of this regulation are to: - Provide clear
instructions for preparing correspondence. - Reduce the cost of preparing correspondence. - Standardize the
preparation and dissemination of correspondence. - This regulation covers correspondence in the following
forms: - Personal or telephone contact. Conduct official business by personal contact, telephone, or Defense
Switched Network (DSN) whenever possible and appropriate. Use a memorandum for record (MFR) to
document any decisions or agreements reached during voice communications. - Memorandum. Use the
memorandum for correspondence within a department or agency, as well as for routine correspondence to
Federal Government agencies outside DOD. Do not use the memorandum format when corresponding with
the Families of military personnel or private businesses. - Letter. Use the letter for correspondence addressed
to the President or Vice President of the United States, members of the White House staff, Members of
Congress, Justices of the Supreme Court, heads of departments and agencies, State Governors, mayors,
foreign government officials, and the public. You may also use letters to address individuals outside the
department or agency when a personal tone is appropriate, such as in letters of commendation or condolence.
- Electronic mail. Use email to transfer organizational and individual information. - Army Knowledge Online
and Defense Knowledge Online. Use instant messaging as an alternate method to transfer organizational and
individual information, facilitating communications with offices in multiple or distant locations. Use an MFR
to document any decisions or agreements reached during instant messaging communications.
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From reader reviews:

James Shipp:

Reading a book can be one of a lot of action that everyone in the world really likes. Do you like reading book
consequently. There are a lot of reasons why people enjoyed. First reading a book will give you a lot of new
information. When you read a book you will get new information simply because book is one of many ways
to share the information or perhaps their idea. Second, reading a book will make an individual more
imaginative. When you reading through a book especially fictional works book the author will bring you to
imagine the story how the personas do it anything. Third, you are able to share your knowledge to other
people. When you read this Preparing and Managing Correspondence, it is possible to tells your family,
friends and also soon about yours e-book. Your knowledge can inspire different ones, make them reading a
reserve.

Micheal Ruiz:

The actual book Preparing and Managing Correspondence has a lot info on it. So when you make sure to
read this book you can get a lot of benefit. The book was compiled by the very famous author. The writer
makes some research previous to write this book. This kind of book very easy to read you can find the point
easily after reading this book.

Larry Chaffin:

It is possible to spend your free time to see this book this publication. This Preparing and Managing
Correspondence is simple bringing you can read it in the recreation area, in the beach, train in addition to
soon. If you did not include much space to bring often the printed book, you can buy the e-book. It is make
you easier to read it. You can save the actual book in your smart phone. Consequently there are a lot of
benefits that you will get when one buys this book.

Wilda Baeza:

Beside this kind of Preparing and Managing Correspondence in your phone, it could give you a way to get
closer to the new knowledge or facts. The information and the knowledge you will got here is fresh in the
oven so don't become worry if you feel like an previous people live in narrow commune. It is good thing to
have Preparing and Managing Correspondence because this book offers to you personally readable
information. Do you often have book but you seldom get what it's exactly about. Oh come on, that would not
happen if you have this in your hand. The Enjoyable blend here cannot be questionable, including treasuring
beautiful island. So do you still want to miss this? Find this book in addition to read it from today!
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