
UNITED STATES MARINE CORPS

PERSONNEL ADMINSTRATION SCHOOL

MARINE CORPS COMBAT SERVICE SUPPORT SCHOOLS

TRAINING COMMAND

PSC BOX 20041

CAMP LEJEUNE, NC 28542-0041

                                                         A0201

                                                         May 03

STUDENT OUTLINE

STANDARD LETTER

LEARNING OBJECTIVES.  

TERMINAL LEARNING OBJECTIVE.  Given EUCE, general office supplies, a rough draft, and references, type naval correspondence for signature, without errors in format or typing, per the applicable references. (0151.01.03)

ENABLING LEARNING OBJECTIVES.  

1.  With the aid of references and given a rough draft of a standard letter, type the letterhead of a standard letter per the references. (0151.01.03c)

2.  With the aid of reference and given a rough draft of a standard letter, type the standard subject identification code of a standard letter per the references. (0151.01.03d)

3.  With the aid of references and given a rough draft of a standard letter, type the office code of a standard letter per the references. (0151.01.03e)

4.  With the aid of references and given a rough draft of a standard letter, type the date of a standard letter per the references. (0151.01.3f)

5.  With the aid of references and given a rough draft of a standard letter, type the “From” line of a standard letter per the references.  (0151.01.03g)

6.  With the aid of references and given a rough draft of a standard letter, type the  “To” line of a standard letter per the references. (0151.01.03h)

7.  With the aid of references and given a rough draft of a standard letter, type the “Via” line of a standard letter per the references.  (0151.01.03i)

8.  With the aid of references and given a rough draft of a standard letter, type the “Subject” line of a standard letter per the references. (0151.01.03j)

9.  With the aid of references and given a rough draft of a standard letter, type the “Reference” line of a standard letter per the references. (0151.01.03k)

10.  With the aid of references and given a rough draft of a standard letter, type the “Enclosure” line of the standard letter per the references.  (0151.01.03l)

11.  With the aid of references and given a rough draft of a standard letter, type the text of a standard letter per the references.  (0151.01.03m)

12.  With the aid of references and given a rough draft of a standard letter, type the “Signature” line of the standard letter per the references.  (0151.01.03n)

13.  With the aid of references and given a rough draft of a standard letter, type the “Copy to” line of a standard letter per the references. (0151.01.03o)

14.  With the aid of references and given multiple choice questions, identify the requirements for preparing second and succeeding pages of a standard letter per the references. (0151.01.03p)

OUTLINE
1.  DEFINITION.

    a.  The standard letter is the military’s version of a business letter.  We use it to write officially within the Department of Defense (DOD).  Remember when I said earlier that it is the basis for nearly everything an administrative clerk does?  You will find that most of the classes to come are based on the standard letter.  You will normally type a standard letter after your administrative chief hands you a rough draft similar to the one I've passed out to you.  A draft is the first version of a letter; it is handwritten and often abbreviated, much like the way you might draft term papers before typing them.  As you can see, the rough draft gives us most of the information we'll need to type the standard letter, but not all.

    b.  This basic format is used for correspondence throughout the Navy and Marine Corps.

2.  REQUIRED REFERENCES.  

    a.  Correspondence Manual (SECNAVINST 5216.5).  Chapter 2, page 33, covers the standard letter.  A sample standard letter, on page 49, shows where the letterhead begins and how many times to return from block to block.  We will be referring to the manual for each block we type.

    b.  Standard Subject Identification Code Manual (SECNAVINST 5216.5).  This is better known as the SSIC manual.  Remember if you look up the subject in the alphabetic section (chapter 4) double check yourself in the numeric section (chapter 3). 

    c.  Individual Reporting Administrative Manual (MCO P1070.12). As you can see by the cover, this manual is known as the IRAM.  We will only be using Chapter 6 from the manual for proper abbreviations used with in the Marine Corps.

3.  PREPARATION REQUIREMENTS.  

    a.  Stationery.  There are two types of stationary.  They are typed or preprinted.  Letterhead stationery is white bond paper with the command's address already printed at the top, like this sample.  If your unit does not have letterhead stationery, as with our fictitious unit, use plain white bond paper and type the letterhead yourself.  Use standard size paper (8 1/2 X 11 inches) for all correspondence.

    b.  Margins.  You'll have a 1-inch margin on the bottom and sides of the page.  The top margin depends on the type of stationery you use.  Six lines of type fit vertically into an inch, for a total of 66 lines on a page.  Now, when you use preprinted letterhead stationary, the top margin is more than 1 inch (it will vary slightly) since the first thing you type is the SSIC.  When you type the letterhead like we will be doing, it has to start on the fourth line from the top of the page.  That leaves three lines above it, so our top margin is 1/2 inch or (.50). 

    c.  Tab Settings.  You use tabs to help you get certain blocks in a standard letter in the correct place.  For our standard letter, we will only need one setting at 3.25 and 5.7 inches.  You will see as we go along what these settings are for.  

    d.  Style of Type.  The standard letter is left justified.  This means that in the text there is no indenting except for the first line of every subparagraph and every line of long quotations.  Size 10-12 in word-processing programs or is preferred.  Word processing programs like Microsoft Word also have many different fonts (character styles), and there are several that you may use for correspondence.  Your administrative chief will usually have a preference.  At this school, you will use the font called "Courier New".  Now we're ready to begin typing our letter.

4.  THE LETTERHEAD. 

    a.  What is the first thing we put on a standard letter?  Of course, we need to identify the unit the letter is coming from.  The letterhead begins the portion of a standard letter called the "header" portion of the letter.  The header portion is every block from the letterhead down, until we get to the text of the letter.  To start, click on the centering icon and start at the top of the page.  The first line on all Marine Corps letterhead is "UNITED STATES MARINE CORPS".  

    b.  The second and succeeding lines are the unit’s address.  Do not use abbreviation in the letterhead (with exception of the state and PSC Box).  As clerks for 1st Battalion, we also support our two companies "Company A", and "Headquarters Company".  If the letter is coming from one of these companies then insert the company name on the line between "UNITED STATES MARINE CORPS", and "1ST BATTALION, 15TH MARINES" on a separate line.  The letterhead is predefined by the unit.  Ask your admin section for the standard letterhead of the unit you are assigned to.  

EXAMPLE:

UNITED STATES MARINE CORPS

COMPANY A
1ST BATTALION, 15TH MARINES
2D MARINE DIVISION
U.S. MARINE CORPS FORCES, ATLANTIC
PSC BOX 25050
CAMP LEJEUNE, NC 28542-5050
Microsoft Word will automatically center your text as you type as long as you have the centering icon on.  Notice that it is in all capital letters, and most levels in the chain of command are on separate lines.  Where there are two levels of command on the same line, we put commas between them.  

5.  SENDER'S SYMBOLS.  

    a.  Standard Subject Identification Code (SSIC).  The SSIC you choose should be the one that best fits the subject of your letter.  Let's look at our rough draft; what is our letter about?  Now that we've decided on the SSIC, all you need to do is return twice after the last line of the letterhead, click on the centering icon to enable the left-hand justification, and hit the tab key twice.  Your cursor should be near the right hand margin. 

    b.  Originator's Code.  The next line in the sender's symbol block is the originator's code.  It is typed on the next line below the first number in the SSIC.  Simply put, this is the symbol for the office preparing the letter.  Each command creates its own originator's codes, but there are several that are common to most commands, such as S-1, S-3, S-4, Adj, and so on.  The S-1 office is the office, where many 0151’s work.  This is where all administrative functions are handled.  As I mentioned before, our "command" is 1st Battalion, 15th Marines, 2d Marine Division.  

    c.  Date.  The last item in the sender's symbols is the date.  It is typed on the next line below the originator code.  The date is typed in what is called "standard letter format."   Follow a day-month-year order without punctuation.  Type the day, abbreviated month (first letter capitalized only) and the abbreviated year.

EXAMPLE (
      1320

                S-1

                25 Feb 03
6.  REMAINING HEADER INFORMATION.  
    a.  From Block.  The "from" block, which is required on every standard letter, is typed on the second line below the date line.  You'll notice that your manual says, "As a general rule, give your commanding officer's title, your activity's name, and for a command based ashore, its geographic location (without the state or ZIP code)."  Since we belong to 1st Battalion, 15th Marines, our "from" block will look like this: our commanding officer's title, of course, is "Commanding Officer."  Our activity's name is "1st Battalion, 15th Marines, 2d Marine Division."  Since we are a deployable unit and there is only one 2d Marine Division, we don't need to put "Camp Lejeune" in the “from” block.  A comma goes between the CO's title and each level of command.  Remember the “From” line will always mirror the letterhead’s company, battalion & division/group.

EXAMPLE:  
From:  Commanding Officer, Company A, 1st Battalion, 

       15th Marines, 2d Marine Division
    b.  To Block.  This block is for the action addressee (who you want your letter to go to) and is typed on the next line below the "from" line.  The information you type in the "to" block is essentially the same as the "from" block. 

EXAMPLE:
From:  Commanding Officer, Company A, 1st Battalion, 

       15th Marines, 2d Marine Division
To:    Commandant of the Marine Corps (MMEA)
    c.  Via Block.  The “via” block is directly related to your chain of command.  Via format, whether sending correspondence up or down the chain of command, send correspondence to each unit between the sender and recipient.  These units are to be named as via's. 

       (1) No Via's.  If there are no units between the sender and recipient then skip the "via" block.

       (2) One Via.  When there is only one via then simply state that unit in the same format as the "To" or "From" block.  Do not number (one) "via".  Place the "Via:" on the first line below the "To:" block on the left margin.  Place the unit name blocked under the "To:" block.

Example:
From:  Commanding Officer, Company A, 1st Battalion, 

       15th Marines, 2d Marine Division
To:    Commandant of the Marine Corps (MMEA)
Via:   Commanding Officer, 1st Battalion, 15th Marines,

       2d Marine Division
        (3) Two or more Via's.  When two or more via's are used, number them.  The first command in the chain of command to receive the correspondence will be numbered "(1)".  The rest will be number in succession.  

Example:
From:  Commanding Officer, Company A, 1st Battalion, 

       15th Marines, 2d Marine Division
To:    Commandant of the Marine Corps (MMEA)
Via:   (1) Commanding Officer, 1st Battalion, 15th Marines,

           2d Marine Division

       (2) Commanding Officer, 15th Marines, 2d Marine Division

       (3) Commanding General, 2d Marine Division
    d.  Subject Block.  The subject block is typed in all caps on the second line below the last line of the previous heading.  The subject block is a sentence fragment, or phrase, that will give the reader a good idea of what the letter is about.  Since it is not a complete sentence, you'll notice that there is no period at the end.  A subject block should be fairly short (10 words or less) informative, and not abbreviated.  Now, looking at our rough draft, you'll notice we are requesting a transfer for Corporal Burton.  Who is Corporal Burton?  Is there any information we should give to CMC besides her rank and last name?  Since this letter is about Corporal Burton, we must fully identify her.  Although we happen to be doing this in the subject block, please note that a person doesn't have to be fully identified in the subject block.  Where we fully identify the person depends on where that person is first mentioned, so if a letter is to, from, or about a person you must fully identify them the first time mentioned regardless of where.   Refer to page 10 (Marine Corps requirements) of the correspondence manual. 

EXAMPLE:  
Subj:  REQUEST FOR TRANSFER ON SERGEANT JUSTIN T. MOTIVATOR

       012 34 5678/0151 USMC
    e.  Reference Block.  This block is typed on the second line below the subject line.  Use a lower case letter in parenthesis before every reference.  When you think of the word "reference," what do you think of?  Something you want your reader to refer to, right?  You may want the reader to refer to a manual, a previous telephone conversation related to your letter, or a previous letter.  Use references to keep your letter from becoming too detailed.  For example, let's say you want your reader to refer to a previous letter you sent to that person.  Instead of retyping the contents of the previous letter, you list it in the reference block.  Page 39 shows the most common kinds of references and the format for each.  There is a very specific format for references.  We will only go into detail on the references we're using for our letter.  Remember to abbreviate this line!

        (1) Directives as References.  What is a Directive?  The first reference on our rough draft is a directive.  We will be covering directives in detail in a future class, but in short, a directive is a written order or set of instructions.  It can be in a standard letter format or a book format, like your manuals.  In fact, you already know a few directives: your Correspondence Manual, your SSIC Manual, and your IRAM.  Look at the very first page of your IRAM (behind the cover sheet).  Your IRAM is Marine Corps Order 1070.12H.  Notice that your IRAM has both a name and an SSIC, in the same way that standard letters have a subject and an SSIC.  Secretary of the Navy Instructions are also directives; the main difference is that the Navy uses a "nice" way of saying "order"!  Don’t forget to abbreviate this line, references should be abbreviated.

EXAMPLE: 

Ref:  (a) MCO P1000.6F
        (2) Messages as References.  What is a message?  Although you will have a class later about naval messages, for this class all you need to know is how to identify a message, which is what our next reference is.  A message is an electronically transmitted letter.  The originator is CMC Washington DC, which can be spelled out like the example of the Navy message "CNO WASHINGTON DC" in the Correspondence Manual or properly abbreviated "CMC WASHDC".  The remainder of the message needs to be copied verbatim which is the Julian date, time, month and year.    

EXAMPLE:
      (a) CMC msg 251715Z Feb 03 
    f.  Enclosure Block.  This block is typed on the second line below the last line of the previous heading, (which is our reference block).  The enclosure block is similar to the reference block in many ways.  Like references, enclosures are used to help keep letters from being too cluttered with details. 

        (1) The format of an enclosure block is almost identical to the reference block.  The only real difference is that, while references are identified with lowercase letters in parentheses, enclosures are identified with numbers in parentheses.  Even if there is only one enclosure, you must number it, just as you must assign a letter to a reference even if there is only one.  Enclosures must be listed in the order they appear in the text.  

        (2) Describe an enclosure, such as a letter or directives as you would in the reference block.  When identifying a document (enclosure title) cit its subject title exactly as you would a title to a book.

EXAMPLE:
Encl:  (1) Cert true copy of pg 3, SRB
       (2) Overseas Screening Checklist
7.  THE TEXT OF THE LETTER.

    a.  Paragraph Format.  Many of you had to type outlines in high school.  The paragraph format for a standard letter is a lot like an outline.  Here are some helpful hints for proper paragraph format:

        (1) Some people try to make paragraph format harder than it really is by trying to line up all the paragraph lines under the first line.  Remember, all you have to do when you get to your right margin is CONTINUE TYPING.  Microsoft Word will automatically bring your cursor down to the next line, at the left margin, where you should be.  Do not try to indent any paragraph lines after the first one.

        (2) Remember to return twice after each paragraph, whether it is a main paragraph or a subparagraph.  It doesn't matter how long the paragraph is--you still must return twice before you start the next one.

        (3) When a name is mentioned, consider whether to identify this Marine or there is no significance of the Marine to be identified.  When not identifying use rank and last name only.  For example, the point of contact for a letter does’nt need to be fully identified.  This is just a number if questions about the letter need to be addressed

    b.  Abbreviations in the Text.  

        (1) In general, you will spell everything out in the text.  Does this mean there are exceptions?  Of course, but knowing when to abbreviate or spell something out comes with experience.

EXAMPLE:  MCC 1C2 or DSN 750-0036

        (2) As you can see, the text on your rough draft is full of abbreviations and shortened words.  Obviously, drafters are not going to write out a letter completely in longhand--that would take too much time.  They also would not necessarily use IRAM abbreviations.  When you look up an abbreviation on a rough draft and the word you find does not quite make sense in the sentence, see if a similar word will.  As your admin chief, I drafted this correspondence knowing that you will read what you are typing and not just type what you see!  You can figure out most words simply by reading the sentence first.  If you've read the sentence and looked up the abbreviation in the IRAM, and the sentence still doesn't make sense to you, that's when you need to ask your admin chief--me--what I'm trying to say.

    c.  Capitalization, Punctuation, and Numbering.  As with abbreviations, there are rules to go by and then there are the exceptions.  As we finish portions of the text, we will go over them and discuss the rules as we go.

    d.  Main Paragraphs.  Main paragraphs are for main ideas.  To start a main paragraph, put your cursor at the left margin and type a number and a period.  Looking at the examples on page 49, it shows 2 spaces after a period.  Start all continuation or second and succeeding lines back to the LEFT MARGIN.

    e.  Primary Subparagraphs.  Primary subparagraphs are used for expressing subordinate ideas or for listing several items.  When you use primary subparagraphs in a letter, you must have at least two.  To begin a primary subparagraph, you return twice after your main paragraph, hit the spacebar four times, and type a lowercase letter with a period.  As you can see on the overhead, the "a" lines up with the first letter of the main paragraph.  Notice also I have returned twice after every paragraph and subparagraph.  Remember type 2 spaces after the period.

    f.  Secondary Subparagraphs.  Secondary subparagraphs, like primary subparagraphs, are used for expressing subordinate ideas or for listing several items.  If you use secondary subparagraphs, you must have at least two.  To type a secondary subparagraph, return twice after your primary subparagraph, hit the spacebar eight times, and type a number with parentheses.  Again, you see we have returned twice after every paragraph, even if it is only one line long.  And, of course, one space after the parenthesis.

    g.  Tertiary Subparagraphs.  Tertiary subparagraphs have the same purpose as other subparagraphs (subdividing ideas, and so on).  They're not used as often as the others, because too much subparagraphing can confuse the reader.  If you do use them, you must have at least two.  Return twice to start a tertiary subparagraph, hit the space bar 12 times and type a lowercase letter in parentheses.  Remember one space after the parentheses.

EXAMPLE:

1.  We request that Sergeant Motivator be transferred to Marine Corps Recruit Depot, Parris Island, South Carolina (MCC 016) during August 2004.

2.  We are providing the enclosures and the following information per reference (b):

    a.  Date current tour began:  22 February 2000.

    b.  Expiration of current contract:  8 July 2007.

    c.  Overseas control date:  20 January 1995.

3.  Point of contact is Captain America at commercial 

(910) 450-0036.
8.  THE SIGNATURE BLOCK. 
    a.  Who Signs Correspondence?  Although our letter is "from" the commanding officer, that doesn't necessarily mean the CO must sign it.  Other officers in a command, like the personnel officer, the adjutant, and the executive officer, sign routine correspondence.  

    b.  Basic Format.  All signature blocks have the same basic format.  The name is typed in all capital letters on the fourth line below the text.  We will use our preset tab set at 3.25.

    c.  Signature Block Format.  There are three signature blocks that are used. 

        (1) When the CO Signs.  When the CO is signing the letter, you simply type the name (in all caps).  Remember, it is up to the CO whether you type a first name and initial or just initials.  While you're here at the school, you can type it either way.  

EXAMPLE:

J. A. BEGOOD 
        (2) When Others Sign for the CO.  As I mentioned earlier, commanding officers don't sign most routine correspondence.  Instead, they give others the authority to sign correspondence for them.  This is called "by direction" authority and is the most common of all of the signature blocks.  In our battalion, the XO and the adjutant sign the majority of the correspondence for the CO.  You type "By direction" directly beneath Major Charles' name and capitalize only the "B."  As you can see, whenever someone other than the CO is signing, something must go beneath that person's name so the reader knows that person is signing for the CO.  Take a minute now to type the signature block.  Ensure you use your tab key--don't use your centering icon!
EXAMPLE:
W. A. CHARLES

By direction
        (3) When the CO is Gone.  What would happen if the CO went on leave or went away to a two-week conference?  Of course, someone has to temporarily take the CO's place.  When the CO is gone, the Executive Officer, Major Charles becomes the acting commanding officer.  All correspondence he signs as the acting commanding officer shows his name in all caps and the 

word "Acting" directly beneath his name.  Notice "Acting" is in natural capitalization.  We place "Acting" under his name because the CO is gone and the XO is taking the place of the CO temporarily. 

EXAMPLE:
W. A. CHARLES

Acting
9.  THE COPY TO BLOCK.  The copy to block is an optional block.  You use it when you need to send an information copy of your letter to someone outside your own command that is not already 

listed in the via block.  If a letter has a copy-to addressee, it will be on the rough draft or your admin chief will let you know.  Type "Copy to:" at the left margin (CAPITALIZE ONLY THE "C").  Return once, and type each copy to addressee directly beneath since it asks for SNDL short titles.  We will ABBREVIATE in the "Copy to" block similar to the reference block.

EXAMPLE:  

Copy to:

CarPlan

10.  SECOND AND LATER PAGES. 
     a.  Identifying Second and Later Pages.  If this were a two-page letter, we would repeat the subject on the sixth line from the top of the page.  Since we're repeating the subject, the easiest way to do this is to copy the subject line from the first page and paste the copy onto the second page.

    b.  Page Numbers.  In addition to repeating the subject, we also have to number our second page.  Remember to never number the first page.  Numbers are centered on the page, 1/2 inch (.50) from the bottom, without punctuation. 

    c.  Margins.  Before we type our page number, we need to look at one more item.  The top and bottom margins are different 

for our second page.  The subject line starts on the sixth line, so the top margin is 5/6 inch (.83).  Left and right margins remain the same and the bottom margin changes to 1/2 inch (.50) for the page number.

11.  ASSEMBLING THE LETTER FOR SIGNATURE.  

     a.  Proofreading.  When a letter is ready to be signed, you'll usually put it in a folder and give it to your admin chief to be proofread.  Of course, every command has its own system, but this is what many commands do.  After it has been proofread and you've made your corrections, your admin chief will normally take it to be signed.  

     b.  Copies.  Let us assume our letter has just been signed.  You will make four copies.  One for each via addressee, one for your copy to addressee, and one for your files.

----------------------------------------------------------------

REFERENCES:  

MCO P1070.12K, IRA

SECNAVINST 5212.5D, Correspondence Manual

SECNAVINST 5210.11D, SSIC Manual
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