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~ DEPARTMENT OF THE ARMY

Batte~y A. 3d Battalion. 30th Field A~tille~y
United States A~my Field A~tille~y School

Fo~t Sill. Oklahoma 73503-5600
1
~ July 3. 1990
1
~ SUBJECT: Lette~ of Int~oduction
1
~ Lieutenant Colonel James B. Jensen

1st Battalion. 51st Field A~tilleFY
APO New YOFk 09079-1111

1
~ DeaF Colonel Jensen:
1
~ I just Feceived oFde~s assi~nin~ me to your battalion and

am WFitin~ to introduce myself.

(AfteF WFitin~ an introductoFY para~raph like the one
above. WFite a para~Faph about your civilian and military
education. Include your SOUFce and date 01 commission. Then
discuss any military experience you have to date. If needed.
use two or more para~raphs to do this.)

(Continue with a para~raph about your cUFrent status.
Indicate that yoU'Fe cu~~ently attendin~ the Field A~tilleFY
OfficeF Basic CouFse. Give YOUF scheduled ~~aduation date.
Indicate any follow-on COUFses you plan to attend. Discuss
you~ plans fOF leave en ~oute and YOUF expected date of
aFFival at the unit. A~ain. if needed. use two OF mOFe
paFagFaphs.)

(WFite a paFa~Faph about YOUF p~efe~ences fOF a duty
position. If you have none. say so. State you~ intent to
wOFk haFd in whateveF position you ~et.)

(WFite a paFagFaph about yOUF ma~ital status. If maF~ied.
give the name of you~ spouse and childFen. If you have no
child~en. mention that. Indicate any special peFsonal
consideFations you think the commander needs to know about.
Mention yOUF need fOF a sponSOF. info~mation. assistance.
and the like. If necessary. make this two o~ mOFe pa~a~Faphs.

(In the next-to-Iast pa~a~Faph. ~ive YOUF mailin~ add~ess
and telephone numbeF. See the sample on the next pa~e.)

(In yOUF last para~Faph. conclude with an enthusiastic
statement that says you're lookin~ fOFward to joinin~ the
unit. See the sample on the next pa~e.)
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~ (If you have any enclosures. write the term ·Enclosures·

two lines below the si~nature block. Number each enclosure
pencil in the bottom ri~ht corner of the pa~e. Example: Encl

Should YOU have to contact me. I can be reached at the
followin~ address and phone number until October 24:

2LT Christopher C. JoneS Jr.
Apt C-l 921 Kin~swood Avenue
Lawton. OK 73507
Telephone: (405) 533-5555

I am looking forward to becoming a member of the
·Batterin~ Rams."

1
~ Sincerely.
1
2
3
4
~ Christopher C. Jones Jr.

Second Lieutenant. U.S. Army
1
2 Enclosures

'igu~e 7-e. Guideline. to~ a Pe~.onal Lette~ of Int~oduat1on
(Continued)


