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UNDERSTANDING THE PURPOSE OF AN ARMY INFORMATION PAPER

In military settings, clear and concise communication is essential  for effective decision-making. An
Army information paper is a key tool used to present facts, analysis, and recommendations in a
structured format. It serves as a quick reference for leaders who need precise information without
sifting  through  unnecessary  details.  Understanding  the  Army  Information  Paper  Format
Example  helps  personnel  draft  documents  that  meet  official  standards  and  support  command
objectives.
This article provides a detailed guide on writing an information paper for the Army, including a clear
example,  formatting  rules,  and  practical  tips.  Whether  you  are  a  junior  officer,  non-commissioned
officer,  or  civilian  staff  member,  mastering  this  format  ensures  your  work  is  professional  and
actionable.

WHAT IS AN ARMY INFORMATION PAPER?

An Army information paper is a concise document that presents relevant data, background, and
options on a specific topic. It is typically one to two pages long and follows a standard layout. The
goal is to inform a decision-maker quickly and accurately. Unlike a formal memorandum or report,
an information paper is brief and focuses on essential points.
Common uses include:

Providing updates on ongoing operations
Summarizing policy changes
Offering recommendations on resource allocation
Answering requests for information from higher headquarters

The Army Information Paper Format Example demonstrates how to structure these elements
for maximum clarity.

KEY COMPONENTS OF AN ARMY INFORMATION PAPER

Every  Army  information  paper  includes  several  mandatory  sections.  Familiarity  with  these
components is crucial for anyone tasked with writing one.

1. Heading and Classification
The top  of  the  page includes  the  classification  (e.g.,  UNCLASSIFIED,  CONFIDENTIAL)  and the  date.
Below  this,  the  title  "INFORMATION  PAPER"  appears  in  bold.  This  identifies  the  document  type
immediately.

2. Subject Line
The subject line is a short, descriptive phrase that captures the topic. For example: "Subject: Update
on Battalion Training Schedule  for  Q3."  It  should  be specific  enough to  distinguish the paper  from
others.

3. Purpose
This section explains why the paper was written. It answers the question, "What does the reader
need to know or decide?" The purpose is usually one to two sentences.

4. Background
Here, the writer provides context. This may include relevant history, previous decisions, or current
conditions. The background should be brief and directly tied to the topic.

5. Discussion
The discussion section is the core of the paper. It presents facts, analysis, and considerations. Use
bullet points or short paragraphs for readability. Include data, opinions from subject matter experts,
and  potential  courses  of  action.  The  discussion  should  remain  objective  and  avoid  emotional
language.

6. Conclusion or Recommendation
Depending on the purpose, the paper ends with a conclusion that summarizes key points or a
recommendation that suggests a specific action. For example: "Recommend approval of the revised
training schedule effective 1 October."
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7. Signature Block
The preparer’s name, rank, position, and contact information appear at the bottom. This allows the
reader to follow up if needed.

ARMY INFORMATION PAPER FORMAT EXAMPLE

Below  is  a  complete  example  that  follows  official  standards.  Use  this  Army  Information  Paper
Format Example as a model for your own documents.
UNCLASSIFIED
15 June 2025
INFORMATION PAPER
SUBJECT: Update on Unit Physical Fitness Program Implementation
PURPOSE: To inform the Battalion Commander of the current status and recommendations for the
new physical fitness program.
BACKGROUND: On 1 April 2025, Headquarters issued guidance requiring all units to transition to
the revised Army Combat Fitness Test (ACFT) training methodology. The Battalion S3 conducted a
review of current training plans and identified gaps in equipment and instructor certification.
DISCUSSION:

Training sessions began on 1 May 2025 with a focus on event-specific exercises.
Equipment shortages for the sprint-drag-carry and leg tuck events have been reported by
three companies.
Instructor certification is complete for 80% of assigned NCOs. The remaining 20% are
scheduled for training next month.
Soldier feedback indicates a need for more recovery time between high-intensity sessions.
A review of recent ACFT scores shows an average improvement of 12 points across the
battalion.

CONCLUSION:  The  transition  to  the  new  program  is  progressing  well,  with  measurable
improvements  in  fitness  scores.  Addressing  equipment  gaps  will  further  enhance  training
effectiveness.
RECOMMENDATION: Approve the request to purchase additional kettlebells and medicine balls
from the unit supply budget. Also, authorize an additional recovery day during week three of the
training cycle.
PREPARED BY:
CPT Jane Smith
Battalion S3 Officer
(555) 123-4567

UNCLASSIFIED
This  Army Information Paper Format Example  illustrates  the level  of  detail  and structure
expected at all levels of command.

HOW TO WRITE AN EFFECTIVE ARMY INFORMATION PAPER

Writing a good information paper requires planning and attention to detail. Follow these steps to
ensure your document meets Army standards.

Define Your Audience
Before writing, understand who will read your paper. A battalion commander needs different details
than a division staff officer. Tailor the depth of discussion accordingly. Use language that is clear and
avoid jargon unless it is widely understood by your reader.

Stay Fact-Based
Opinions  without  supporting  evidence  weaken  your  argument.  Use  data,  reports,  and  official
guidance to back up every claim. For example, instead of stating "morale is low," provide survey
results or anecdotal evidence from leaders.

Keep It Concise
The Army values brevity. Aim for one page whenever possible. If your topic requires more space, use
appendices for supporting data. The main body should contain only essential information.

Use Active Voice
Active voice makes your writing stronger and more direct. For example, write "The S3 recommends
approval" instead of "Approval is recommended by the S3." This aligns with Army writing standards
in AR 25-50.

Proofread Carefully
Errors in spelling, grammar, or formatting reduce credibility. Read your paper aloud or have a
colleague review it. Ensure the subject line matches the content and that all sections flow logically.

COMMON MISTAKES TO AVOID

Even  experienced  writers  sometimes  make  errors  in  the  Army Information  Paper  Format
Example. Avoid these pitfalls:
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Too much background: Keep context brief. Only include history that directly affects the
current topic.
Vague recommendations: Be specific. Instead of "consider more training," say "increase
training frequency to twice per week for the next 60 days."
Missing classification markings: Always include the appropriate classification at the top
and bottom of the page.
Forgetting contact information: The reader may have questions. Always include your
phone number or email.

TIPS FOR USING AN ARMY INFORMATION PAPER FORMAT EXAMPLE EFFECTIVELY

When you study an Army Information Paper Format Example, focus on the structure rather than
copying  the  content.  Your  topic  will  be  different,  but  the  framework  remains  the  same.  Here  are
some additional tips:

Customize the subject line to match your specific issue.
Adjust the discussion length based on the complexity of the topic.
Use bullet points for clarity, but do not overuse them. Paragraphs are better for narrative flow.
Always include a recommendation if your paper is intended to drive a decision.

WHY THE ARMY INFORMATION PAPER FORMAT MATTERS

Standardization across the Army ensures that any trained soldier can read and understand an
information  paper  regardless  of  the  author’s  unit  or  branch.  This  format  has  been  refined  over
decades to balance completeness with brevity. When you follow the Army Information Paper
Format Example, you demonstrate professionalism and respect for the reader’s time.

Additionally, mastering this format prepares you for more complex writing tasks, such as decision
papers, executive summaries, and after-action reviews. The skills transfer directly to other military
writing requirements.

ADAPTING THE FORMAT FOR DIFFERENT LEVELS OF COMMAND

While the basic structure remains the same, you may need to adjust the depth based on your
audience. For a brigade-level paper, include more strategic context. For a company-level paper,
focus on tactical details. The Army Information Paper Format Example provided above works
well  for  battalion  and  below.  For  higher  echelons,  expand  the  discussion  section  to  include
coordination with other units or external agencies.
Remember that the purpose always drives the content. If the reader needs only a status update,
omit the recommendation. If they need a decision, make your recommendation clear and actionable.

CONCLUSION

The Army information paper is a vital communication tool that supports informed decision-making at
every level of command. By following the Army Information Paper Format Example outlined in
this  article,  you  can  produce  documents  that  are  clear,  concise,  and  professional.  Focus  on
structure,  accuracy,  and  brevity.  Practice  writing  information  papers  regularly  to  build  confidence
and skill. Whether you are updating your commander on a training initiative or providing analysis on
a policy change, a well-written information paper reflects your competence and attention to detail.
Use the example as a starting point,  and adapt it  to your unique mission requirements.  With
consistent practice, you will  master this format and become a more effective communicator in the
Army.


