SAMPLE FORMAT OF A MEMORANDUM

(LETTER HEAD)

(Office Symbol)








(Date)

MEMORANDUM OF INTENT FOR FORT HOOD SPORTS OFFICE
SUBJECT:  Registration for Unit Level Intramural Sports
1. The following unit is submitting this memorandum as a notice of intent to field a team for (chosen sport):
(Unit Name)

(Roster)

(Rank, first and last name)
2. Team’s POC for this memorandum is (add name, email address and phone number).
3. The undersigned verifies that each Soldier listed on this roster is assigned to Unit/Company.
SIGNATURE BLOCK

RANK, BRANCH

Commanding

