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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:

Deborah Green:

Book is to be different for every single grade. Book for children till adult are different content. As we know
that book is very important for all of us. The book Preparing and Managing Correspondence had been
making you to know about other information and of course you can take more information. It is rather
advantages for you. The publication Preparing and Managing Correspondence is not only giving you more
new information but also to become your friend when you sense bored. You can spend your own spend time
to read your guide. Try to make relationship with the book Preparing and Managing Correspondence. You
never experience lose out for everything in the event you read some books.

Mark Gatling:

As people who live in often the modest era should be update about what going on or information even
knowledge to make all of them keep up with the era that is always change and progress. Some of you maybe
will certainly update themselves by reading through books. It is a good choice to suit your needs but the
problems coming to an individual is you don't know what kind you should start with. This Preparing and
Managing Correspondence is our recommendation so you keep up with the world. Why, since this book
serves what you want and need in this era.

Nichole Gibson:

Nowadays reading books become more and more than want or need but also be a life style. This reading
behavior give you lot of advantages. The advantages you got of course the knowledge the actual information
inside the book in which improve your knowledge and information. The data you get based on what kind of
e-book you read, if you want attract knowledge just go with schooling books but if you want truly feel happy
read one having theme for entertaining like comic or novel. The particular Preparing and Managing
Correspondence is kind of book which is giving the reader unstable experience.

David Myers:

You may get this Preparing and Managing Correspondence by go to the bookstore or Mall. Merely viewing
or reviewing it can to be your solve difficulty if you get difficulties on your knowledge. Kinds of this guide
are various. Not only simply by written or printed but can you enjoy this book through e-book. In the modern
era including now, you just looking by your mobile phone and searching what your problem. Right now,
choose your ways to get more information about your guide. It is most important to arrange yourself to make
your knowledge are still up-date. Let's try to choose suitable ways for you.
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