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UNDERSTANDING THE ARMY LETTER OF CONTINUITY:
A COMPLETE GUIDE WITH EXAMPLES

In the structured and fast-paced environment of the military, the
seamless  transfer  of  information  is  not  just  a  matter  of
efficiency—it  is  a  matter  of  operational  security  and  mission
success.  One  of  the  most  critical  administrative  tools  in  this
process is the Army Letter of Continuity. Whether you are a non-
commissioned  officer  (NCO)  passing  down  responsibilities,  a
commander transitioning leadership, or a specialist concluding a
temporary duty, this document ensures that nothing falls through
the cracks. This article provides a comprehensive look at what an
Army Letter  of  Continuity  is,  why  it  matters,  and  includes  a
detailed example to guide you in crafting your own.

What Is an Army Letter of
Continuity?
An Army Letter of Continuity, often referred to as a continuity
book  or  continuity  file  entry,  is  a  formal  written  record  that

captures the essential knowledge, ongoing tasks, pending issues,
and critical contacts associated with a specific position or duty. It
serves as a bridge between outgoing and incoming personnel,
preserving institutional knowledge that would otherwise be lost
during a personnel turnover. Unlike a simple handover note, this
document is structured, detailed, and often maintained as part of
a larger continuity binder within a unit.
The primary purpose of  this  letter  is  to  ensure uninterrupted
operations. When a soldier transfers, deploys, separates, or takes
leave, the Army Letter of Continuity provides a clear snapshot of
where  things  stand.  It  covers  everything  from  routine
administrative  tasks  to  sensitive  ongoing  investigations,  from
equipment inventories to scheduled maintenance. By reducing
the learning curve for the incoming soldier,  the letter directly
contributes to unit readiness and effectiveness.

Key Components of an
Effective Army Letter of

https://old.setefer.com/


2

2 Army Letter Of Continuity Example 2025-02-14

Continuity
To  be  truly  useful,  an  Army  Letter  of  Continuity  must  be
comprehensive yet readable. While formats can vary by unit or
command  preference,  most  effective  continuity  letters  include
the  following  core  elements:

Header Information: This includes the soldier's name,
rank, unit designation, current position, date of writing, and
the period of assignment being covered.
Overview of Responsibilities: A clear list of primary
duties and responsibilities associated with the position. This
section should be specific enough that a newcomer
understands the scope of the role.
Ongoing Projects and Tasks: A detailed list of
everything currently in progress, along with deadlines,
current status, and any next steps required. This is the
most actionable part of the letter.
Pending Actions and Deadlines: Subtasks that are
incomplete or pending approval. This section helps the
incoming soldier prioritize immediate work.
Key Contacts: Names, phone numbers, email addresses,
and roles of essential personnel such as supervisors,
subordinate leaders, points of contact in other units, and
external agencies.
Critical Documents and Files: Locations (physical and
digital) of important reference materials, standard
operating procedures (SOPs), previous reports, and

archived communications.
Upcoming Events: Scheduled meetings, inspections,
training events, or deployments that the incoming soldier
must be aware of.
Special Notes and Recommendations: Insights that are
not captured elsewhere, such as informal protocols,
common pitfalls, or relationships that need careful
maintenance.

When Is an Army Letter of
Continuity Used?
The  Army  Letter  of  Continuity  is  not  reserved  solely  for
permanent changes of station (PCS). It is used in a variety of
situations  where  knowledge  transfer  is  critical.  Common
scenarios  include:

Permanent Change of Station (PCS): When a soldier1.
moves to a new duty station, the outgoing soldier leaves a
continuity letter for the replacement.
Change of Command or Responsibility: Commanders2.
and key leaders use continuity letters to brief incoming
leadership on command climate, ongoing operations, and
strategic priorities.
Temporary Duty (TDY) or Deployment: When a soldier3.
is away for an extended period, a continuity letter ensures
that duties are carried out effectively in their absence.



Army Letter Of Continuity Example 3

3

Transition to the Army Reserve or National Guard:4.
Soldiers moving from active duty to reserve status often
leave a continuity letter to inform their new chain of
command.
Medical Leave or Emergency Absence: Unplanned5.
absences require a rapid handover, and a well-maintained
continuity letter can be quickly updated and shared.
End of Active Service (EAS): Separating soldiers can use6.
a continuity letter to ensure a smooth handover before
departing the service.

ARMY LETTER OF CONTINUITY EXAMPLE

To  illustrate  the  structure  and  content  of  an  effective  continuity
letter, here is a detailed example. This example is based on a
fictional  NCO  serving  as  a  Supply  Sergeant  in  a  transportation
unit. Note that real names, units, and contact information have
been replaced with placeholders for privacy and security.
SUBJECT: Letter of Continuity for Supply Sergeant Position
1. IDENTIFICATION.
a. Name: SSG John A. Doe
b. Rank: Staff Sergeant
c. Unit: 123rd Transportation Battalion, Bravo Company
d. Position: Supply Sergeant (92Y)
e. Period of Assignment: 15 June 2022 – 14 June 2024
f. Date of Letter: 1 June 2024
2. OVERVIEW OF DUTIES AND RESPONSIBILITIES.
As  the  Battalion  Supply  Sergeant,  I  was  responsible  for  the
management of all class II, III (packaged), IV, VII, and IX supplies

for Bravo Company (approx. 160 personnel). Key responsibilities
included  inventory  management,  equipment  procurement,
property book accountability, sensitive items management, and
supervision of two junior supply specialists. I also served as the
unit's primary liaison to the Division Logistics Support Element
(LSE) and the local Defense Logistics Agency (DLA) office.
3. ONGOING PROJECTS.
a. Annual Inventory Reconciliation: Currently 85% complete.
All  class II  and VII items have been accounted for. Remaining
items are class IX (repair parts).  Due date: 30 June 2024. All
signed inventory sheets are filed in the supply office filing cabinet
(drawer 2). The new supply clerk, PFC Miller, is trained and can
assist with the final count.
b. Equipment Transfer to 456th Maintenance Company: We
are transferring 5 HMMWVs to the 456th Maint. Co. The transfer
paperwork (DA Form 3161 and hand receipt)  is  prepared but
requires the signature of the Battalion Executive Officer (XO). The
XO is aware and has a meeting scheduled for 5 June 2024. Please
follow up if this does not occur.
c. WLX (Workload) Report Submission: Monthly WLX reports
are due to the Battalion S-4 by the 10th of each month. June's
data is currently being collated. All  source documents (turn-in
forms,  issue slips)  are in  a  folder  labeled "May WLX" on the
shared drive (S:\BnSupply\WLX Reports).
4. PENDING ACTIONS.
a. SI (Sensitive Items) Inventory: The monthly sensitive items
inventory is due by 15 June 2024. I have already completed the
preliminary  count.  The  final  inventory  must  be  conducted  with
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the Company Commander or XO present. All SI are stored in the
arms room vault. Keys are held by the CQ desk.
b. Repair Part Order for HMMWV #121: An order for a new
alternator (NSN 2920-01-345-6789) was placed on 20 May 2024.
The expected delivery date is 10 June 2024. Please track the
shipment via the VLER system and install upon arrival.
c. Property Book (PBUSE) Transaction: A pending transaction
for  30  field  rucksacks  (NSN  8465-01-567-1234)  is  awaiting
approval from the Bn S-4. I have submitted the request; it is in
the "Awaiting Approval" queue. The S-4 is COL Smith, and he
usually signs on Wednesdays.
5. KEY CONTACTS.
a.  OIC  (Officer  in  Charge):  1LT  Maria  Garcia,  555-1234  (DSN:
312-1234),  maria.garcia@army.mil
b. Battalion S-4: MAJ Robert Klein, 555-5678 (DSN: 312-5678)
c. DLA POC: Ms. Helen Park, 555-9876, helen.park@dla.mil (she is
the primary for new procurement requests)
d. Supply Office NCOIC (incoming): SGT David Wilson (arriving 15
June 2024, should already be PCS'ing)
e. Armorer: SPC Thomas Jones, 555-1111
f. Unit POC for Logistics (LSE): CW2 Brian Lee, 555-2222
6. CRITICAL DOCUMENTS AND FILES.
a. All property books, hand receipts, and supporting documents
are  located  in  the  Supply  Office,  in  a  locked  file  cabinet  (only  I
and  the  OIC  have  keys).  Keys  are  in  the  unit  safe.  The
combination is known to the Bn S-4.
b.  Digital  files  are  stored  on  the  secure  shared  drive:

S:\BnSupply\Property  Book\  and  S:\BnSupply\Correspondence\.
Please  ensure  all  new  files  are  saved  here  with  appropriate
naming  conventions.
c.  The  unit  SOP for  supply  operations  is  an  appendix  in  the
Battalion SOP (BN SOP Annex D). A hard copy is in the supply
office on the bookshelf.
7. UPCOMING EVENTS.
a. 10 June: Monthly WLX Report due to Bn S-4.
b. 15 June: Sensitive Items Inventory (with CDR).
c. 18 June: Quarterly Safety Briefing – ensure all supply personnel
attend.
d.  20  June:  Vehicle  fielding  from  TACOM  –  3  new  LMTVs  due.
Prepare  hand  receipts  and  staging  area.
e. 25 June: End of month supply reconciliation reports due.
8. SPECIAL NOTES AND RECOMMENDATIONS.
a. Build a strong relationship with Ms. Park at DLA. She is very
responsive and can expedite orders if you keep her updated. She
prefers email over phone calls.
b.  The  unit  supply  clerk  (PFC  Miller)  is  still  learning  but  is
extremely  reliable.  Give  him clear,  written  tasks  and  he  will
execute well. He is scheduled for the 92Y ALC (Advanced Leader
Course) in October 2024.
c. The current property book system (PBUSE) will be migrated to
GCSS-Army starting in August 2024. All historical data has been
verified, but you will  need to attend a system migration training
session.  I  have  already  registered  your  GFE  (Government
Furnished Equipment) for this training. Contact MAJ Klein for the
exact dates.
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d.  Avoid  using  the  unit's  general  email  account  for  sensitive
procurement issues. Use the official .mil account and mark emails
appropriately.
e. Finally, this unit has a high optempo. The supply office must be
ready to support rapid deployments. Keep a deployment kit (pre-
picked sets of Class VII and IX items) ready at all times. I have
established a "surge" storage area in the back of the warehouse.
Ask CPL Ruiz for access.
I certify that the information provided above is accurate to the

best of my knowledge. I have thoroughly documented my tenure
and leave this  position  fully  informed.  I  recommend that  the
incoming Supply Sergeant read this letter in conjunction with the
unit continuity book and the Property Book SOP. I am available
for questions until my departure on 14 June 2024. After that, I can
be  reached  via  my  personal  email  (john.doe@email.com)  or
phone (555-888-9999) for urgent matters only.
SSG John A. Doe
Supply Sergeant, Bravo


