SECRETARY OF DEFENSE (SECDEF) &

CHIEF OF STAFF OF THE ARMY (CSA)

CORRESPONDENCE & BRIEFING CHART REQUIREMENTS

SECDEF                                                                                                                                      7 Sep 04
Per the Senior Military Assistant to the Secretary of Defense , please refrain from underlining or highlighting documents forwarded to SecDef.  This guidance also applies to "Tab" annotations  on memos to the SecDef.    Please get the word out on this to your action officers and SACOs. 
r/ 
RICHARD E. ARNOLD 
COL, GS 
Director, Executive Communications 
      and Control (Office of the Chief of Staff, Army 200 Army Pentagon Washington, DC 20310 (703) 695-7552) _______________________________________________________________________________________________________________________ CSA 










  
   Apr 04

If you are tasked to prepare correspondence or briefing charts for the CSA, please capitalize the "S" when using the word “Soldier."  Also, the "T" is not capitalized when referring to "the Army." E.g., "Our Soldiers are paramount and will remain the centerpiece of our thinking, our systems, and our combat formations. People are not in the Army, they are the Army."

Also, please ensure acronyms are spelled out first time used & kept to a minimum on correspondence & briefing charts going to the CSA as well as our higher HQ.  What may be common to you may not be to others.  When in doubt, spell it out.

