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INTRODUCTION

In the dynamic environment of military
operations, transitions are constant.
Soldiers rotate through assignments,
leaders change command, and units
deploy or redeploy. While the Army
thrives on clear orders and standard
operating procedures, one document
often bridges the gap between departure
and arrival: the Army Letter of
Continuity. This official memorandum

ensures that critical information,
responsibilities, and ongoing tasks are
not lost when personnel change.
Because the stakes in the Army involve
national security, equipment
accountability, and the well-being of
soldiers, a well-crafted letter of
continuity is far more than a courtesy. It
is a vital tool for maintaining operational
rhythm. Understanding its purpose,
components, and proper execution can
prevent confusion, mitigate risk, and
uphold the standard of professionalism
expected in military service. This article
provides a comprehensive guide to the
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army letter of continuity, exploring its
numerous uses, best practices, and the
critical role it plays in seamless
leadership transitions.

UNDERSTANDING THE PURPOSE
OF AN ARMY LETTER OF
CONTINVUITY

An army letter of continuity serves as
a formal, written record of transfer
between a departing service member
and their successor. Its primary objective
is to capture all relevant information that
the incoming person needs to continue
operations without interruption. Unlike a
simple handover note, this document is
structured, officially recognized, and
often filed for historical and legal
purposes. It provides a snapshot of the
situation at the time of departure,

outlining ongoing projects, pending
decisions, key relationships, and
potential problem areas. The letter acts
as a roadmap, enabling the new leader
or soldier to quickly understand what
has been done, what remains to be
done, and what challenges lie ahead.
This continuity is especially crucial in
combat arms units, logistical commands,
and administrative offices where even a
few days of lost momentum can have
cascading effects. Moreover, the letter of
continuity promotes accountability. By
documenting the status of equipment,
personnel actions, or mission
requirements, both the outgoing and
incoming parties create a transparent
record that protects them and the unit.
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When Is an Army
Letter of
Continuity
Needed?

Several common scenarios demand the
creation of this document:

e Permanent Change of Station
(PCS) moves: When a soldier or
officer moves to a new duty
station, they must brief their
replacement on current duties.

e Change of Command or
Responsibility: Commanders and
senior NCOs use continuity letters

to transfer unit history, ongoing
operations, and command climate
information.

Deployment and
Redeployment: Units leaving for
or returning from deployment
provide continuity to higher
headquarters or rear-detachment
personnel.

Rotation of key staff positions:
S-1, S-2, S-3, S-4, and S-6 officers
share continuity letters to ensure
no break in personnel, intelligence,
operations, logistics, or
communications functions.

 Temporary absence (TDY,

leave, schools): Even short-term
departures may require a letter of
continuity to designate a
responsible officer and outline



pending actions.

e End of service (ETS,
retirement, separation):
Soldiers leaving the Army need to
hand off duties to remaining team
members.

In each case, the letter of continuity
prevents the common pitfall of
institutional knowledge walking out the
door. Without it, a new arrival might
waste valuable time rediscovering
information that their predecessor
already knew.

KEY COMPONENTS OF A
MILITARY LETTER OF CONTINUITY

While there is no single Army-wide
format mandated for every unit, most
letters of continuity follow a standard

memorandum structure outlined in AR
25-50, "Preparing and Managing
Correspondence.” The following
elements are typically included:

1. Heading: Office symbol,
organization name, location, and
date.

2. Memorandum For: The recipient
(usually the incoming soldier or
commander, or the watch officer).

3. Subject Line: Clearly state
"Subject: Letter of Continuity for
[Position Name/Role]."

4. Introduction Paragraph: State
the purpose and identify both the
outgoing and incoming persons.
Mention the effective date of the
transition.

5. Current Status of Operations:
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A categorized list of ongoing tasks,
projects, deadlines, and
milestones. This section may also
include a description of the current
operational environment.

. Key Personnel and
Stakeholders: Contact
information for important internal
and external points of contact,
including supervisors,
subordinates, sister units, and
civilian agencies.

. Pending Actions and Critical
Issues: Highlight any urgent or
time-sensitive matters that require
immediate attention, such as
overdue reports, equipment
shortages, or pending
investigations.

. Equipment and Property

Accountability: A brief summary
of sensitive items, equipment
status, and ongoing supply
actions. For command positions,
this often references the hand
receipt.

. Lessons Learned and

Recommendations: Insights from
the outgoing person that might
help the newcomer avoid pitfalls or
continue successful practices.

. Signature Block: The outgoing

person signs, and sometimes the
receiving person signs to
acknowledge receipt. The rating
chain or supervisor may also
endorse it.

Using these components ensures that no
critical information is omitted. The letter



should be concise yet thorough, written
in professional, military-style language.

HOW TO WRITE AN EFFECTIVE
ARMY LETTER OF CONTINUITY

Writing a strong army letter of
continuity requires careful thought and
organization. Here are key steps to
follow:

Step One: Gather
Information and
Organize

Thoughts

Begin by reviewing your current duties,
calendars, and task management tools.
List everything you do regularly: reports,
meetings, briefings, maintenance
checks, personnel actions. Identify which
tasks must continue without interruption
and which can be delayed. If possible,
compile a folder of supporting
documents like standing operating
procedures (SOPs), recent evaluations,
or instructions from higher headquarters
that the new person will need.

Step Two: Use

6 Army Letter Of Continuity

2024-10-03



Army Letter Of Continuity 7

the Official

Memorandum

Format

Adhere to Army correspondence
standards. Use single spacing, standard
fonts (Times New Roman, 12 point), and
proper margins (1 inch). The subject line
should be in bold or all caps as per local
guidance. Number the pages if the letter
exceeds one page. Include the
distribution list if the letter is to be
shared with multiple offices.

Step Three:
Write Clearly and
Unambiguously

Avoid vague statements like "continue
as normal." Instead, specify exactly what
"normal" entails. For example: "The
weekly command and staff meeting
occurs every Tuesday at 0900 in the
conference room. Your attendance is
required. The S-3 will send the agenda
each Monday." Use bullet points or
numbered lists for clarity, but within the
HTML structure we are using paragraphs
and lists as appropriate.



Step Four:
Emphasize
Critical Issues

Use phrases like "IMPORTANT,"
"URGENT," or "PENDING DEADLINE" to
draw attention to matters that cannot be
overlooked. For instance, if a monthly
supply report is due to the battalion
within three days of your departure,
state the date and point of contact for
submission.

Step Five: Be
Honest but
Professional

Include challenges, but avoid
complaining or assigning blame. If a
particular automated system is non-
functioning, note it factually: "The
default printer in the TOC is inoperative.
Submit print jobs to the S-6 office until
repair is complete." This provides
accurate guidance without creating
unnecessary tension.

8 Army Letter Of Continuity

2024-10-03



Army Letter Of Continuity 9

Step Six: Review
and Coordinate

Before finalizing, have your immediate
supervisor or a peer review the letter for
completeness and errors. Ensure that
any classified or sensitive information is
omitted or marked appropriately. Finally,
obtain any required signatures and make
copies for the incoming person, your
supervisor, and the unit file.

Effective continuity letters are living
documents. They should be updated
periodically even before a transition
begins. They also serve as a self-
evaluation tool, helping you maintain
focus on your own responsibilities.

COMMON EXAMPLES AND
SCENARIOS

To illustrate the use of an army letter
of continuity, consider these realistic
examples:

Example 1:
Company
Commander
Transition

An outgoing company commander writes
a letter of continuity for their successor.
It includes the status of the unit's
equipment readiness (currently 92%),



the name of the supply sergeant who
handles sensitive items, and a list of
three soldiers pending Article 15 actions.
The letter also notes that the battalion
commander has requested a briefing on
the unit's community outreach program
next month. Without this letter, the new
commander would need weeks to
reconstruct this information from
scattered emails and conversations.

Example 2:
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continuity letter for the incoming
sergeant. It covers the latest weapons
qualification scores for each squad,
maintenance issues with two designated
M240B machine guns, and a scheduled
range week three weeks out. The letter
includes contact numbers for the
company master gunner and the unit
armorer. This prevents delays in training
and ensures the new NCO can quickly
assume responsibility for personnel
readiness.

Platoon Sergeant Example 3: 5-1

PCS

A platoon sergeant departing for a
recruiting assignment leaves a

(Personnel)
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NCOIC Rotation

When the S-1 noncommissioned officer
in charge rotates from a battalion staff
position, their continuity letter details
the status of pending evaluations (ERBs,
NCOERs, OERs), known personnel
actions such as impending separations
or changes of address, and a list of
forms and passwords needed to access
the Integrated Personnel and Pay
System-Army (IPPS-A). The letter also
includes the timeline for submission of
the monthly strength report.

These examples show that the military
continuity letter is critical at every
level, from the squad to the brigade
staff. It standardizes handoffs and
reduces the learning curve for new

11

arrivals.

THE ROLE OF CONTINUITY IN
MILITARY OPERATIONS

Continuity is a fundamental principle of
military leadership and operations. The
Army emphasizes the importance of
seamless transitions to maintain
readiness and momentum. A letter of
continuity directly supports this
principle by providing documented
knowledge transfer. In combat
situations, continuity can mean the
difference between mission success and
failure. For instance, when a forward
operating base commander rotates, the
incoming officer must instantly know the
status of patrol schedules, local security
agreements, and early warning systems.
A thorough continuity letter, combined



with a face-to-face turnover, ensures
that critical knowledge about the enemy
situation and key partner forces is not
lost.

In garrison environments, continuity
letters support unit cohesion and
administrative efficiency. New leaders
can spend less time "starting from
scratch" and more time improving
existing processes. Additionally, these
letters help standardize practices across
similar positions. When multiple platoon
leaders in a company use continuity
letters, they create a shared body of
institutional knowledge that benefits the
entire unit. This practice also promotes
professional development, as junior
soldiers learn to articulate their duties
and challenges in a structured, official
manner.
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Furthermore, the army letter of
continuity plays a role in risk
management. It helps identify weak
points in procedures that might
otherwise remain hidden until a crisis. By
documenting issues such as pending
equipment repairs or personnel
shortages, the outgoing person provides
a heads-up that allows the unit to
allocate resources proactively.

LEGAL AND ADMINISTRATIVE
CONSIDERATIONS

While a letter of continuity is not a legal
contract, it does have administrative
significance in the Army. It can be
referenced in the event of disputes over
property accountability, missed
deadlines, or conflicting instructions. For
this reason, both the outgoing and
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incoming individuals should retain
signed copies. Supervisors may also file
a copy in the unit's permanent records,
especially for command positions.

Regulatory Guidance: The preparation
of army correspondence, including
memoranda, is governed by AR 25-50.
Additionally, units may have local
supplements specifying the preferred
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format for continuity letters. For
property-related transitions, references
such as AR 735-5 (Property
Accountability Policies) may require a
more detailed equipment handover, but
the continuity letter can serve as a
covering document.

Classification: Never include classified
information in a



