DEPARTMENTS OF THE ARMY AND THE AIR FORCE
JOINT FORCE HEADQUARTERS
OFFICE OF THE ADJUTANT GENERAL, CALIFORNIA NATIONAL GUARD
9800 GOETHE ROAD - P.O. BOX 269101
SACRAMENTO, CALIFORNIA 95826-9101

CAJS-J6-DA 13 January 2006

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Administrative Policy for Correspondence Signature Blocks

1. The purpose of this memorandum is to prescribe policy for the proper use of signature blocks by
California National Guard members and employees. This policy applies to all members of the
California Army National Guard (CA ARNG), California Air National Guard (CA ANG), California
State Military Reserve (CSMR), and all personnel employed by the California National Guard.

2. Policy. Signature blocks will be used for all correspondence internal and external to the
California National Guard.

a. Uniformed members with federal recognition will use the signature blocks prescribed by
Army Regulation 25-50 or Air Force Manual 33-326.

b. All civilian employees (excluding dual status technicians) of the California National Guard,
to include personnel employed using Global War On Terrorism funds and contract employees, will
use the signature blocks prescribed in AR 25-50 and AFM 33-326. The signature block to be used is:

JOHN Q. SMITH
Title

¢. State Military Reserve members will use the signature block as shown below.

Armyv member example Air Force member example
JOHN Q. SMITH JANE Q. SMITH

LTC, CSMR Lt Col, CSMR

Title/Duty Assignment Title/Duty Assignment

d. Military personnel in State Active Duty status who no longer hold federal recognition or are
retired will use the signature blocks as shown below. This is a change from policy currently
prescribed in the OAM.

(1) Regular Army Officers, Warrant Officers, and Enlisted.

Armv member example
JOHN Q. SMITH

LTC, USA (Retired)
Title
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(2) Army National Guard, Officers, Warrant Officers, and Enlisted.

NAME
RANK, USAR (Retired)
Title

(3) Retired Air Force Officers and Enlisted

NAME
Rank, USAF (Retired)
Title

(4) Air National Guard Officers and Enlisted

NAME
Rank, CA ANG (Retired)
Title

(5) If the SAD member has been placed on the Army of the United States retired list, no
longer in the USAR Control Group (Retired), the signature block to be used is:

NAME
RANK, AUS (Retired)
Title

3. The Administrative Manual will be revised to reflect these changes. This change applies to
para 5, page C-10a, OTAG Administrative Manual.

FOR THE ADJUTANT GENERAL:

LOUIS J. ANTONETTI

Brigadier General

Deputy Adjutant General,
Joint Staff
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