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STUDENT OUTLINE

ENDORSEMENTS

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 new page endorsement, type the letterhead of a new page endorsement per the references.  (0151.01.03q)

2.  With the aid of references and given a rough draft of a new page endorsement, type the standard subject identification code of a new page endorsement per the references.  (0151.01.03r)

3.  With the aid of references and given a rough draft of a new page endorsement, type the office code of a new page endorsement per the references.  (0151.01.03s)

4.  With the aid of references and given a rough draft of a new page endorsement, type the date of a new page endorsement per the references.  (0151.01.03t)

5.  With the aid of references and given a rough draft of a new page endorsement, type the “Endorsement” line of a new page endorsement per the references.  (0151.01.03u)

6.  With the aid of references and given a rough draft of a new page endorsement, type the “From” line of a new page endorsement per the references.  (0151.01.03v)

7.  With the aid of references and given a rough draft of a new page endorsement, type the “To” line of a new page endorsement per the references.  (0151.01.03w)

8.  With the aid of references and given a rough draft of a new page endorsement, type the “Via” line of a new page endorsement per the references.  (0151.01.03x)

9.  With the aid of references and given a rough draft of a new page endorsement, type the “Subject” line of a new page endorsement per the references.  (0151.01.03y)

10.  With the aid of references and given a rough draft of a new page endorsement, type the “Reference” line of a new page endorsement per the references.  (0151.01.03z)

11.  With the aid of references and given a rough draft of a new page endorsement, type the “Enclosure” line of a new page endorsement per the references.  (0151.01.03aa)

12.  With the aid of references and given a rough draft of a new page endorsement, type the text line of a new page endorsement per the references.  (0151.01.03ab)

13.  With the aid of references and given a rough draft 

of a new page endorsement, type the “Signature” line of a new page endorsement per the references.  (0151.01.03ac)

14.  With the aid of references and given a rough draft of a new page endorsement, type the “Copy to” line of a new page endorsement per the references.  (0151.01.03ad)

15.  With the aid of references and given a rough draft of a new page endorsement, type the page number of a new page endorsement per the references.  (0151.01.03ae)

16.  With the aid of references and given multiple choice questions, identify the requirements for preparing a same page endorsement per the references.  (0151.01.03af)

OUTLINE
1.  GENERAL INFORMATION SECNAVINST.   

    a.  When a letter is transmitted “Via:” your activity, use an endorsement to forward comments, recommendations, or information.

    b.  While endorsements are mostly used for transmitting correspondence through the chain of command, it may also be used to redirect a letter.

    c.  Most endorsements simply forward the letter without any substantive comment to the next “Via:” addressee.  

    d.  An endorsement may comment on the basic letter or any preceding endorsements.  It may also return the basic letter with a final reply or a request for more information.

    e.  A “Via:” address may alter the order of any remaining “Via:” addressees or add others.

2.  TYPES OF ENDORSEMENTS.  The length of the endorsement and the amount of space that is available on the basic letter or the preceding endorsement, determines whether or not to use one of the following types of endorsements.  You may refer to SECNAVINST 5216.5D, pg 65 for additional information.

    a.  Same Page.  If the endorsement will completely fit on the signature page of the basic letter or the preceding endorsement you may add it to the page.  

       (1) This type of endorsement may be stamped or even hand written provided it is a simple forwarding endorsement that does not provide any recommendation or comment.  If there is a possibility of it being revised in the clearance process, you would create a new page endorsement.
       (2) Three elements may be omitted from a same-page endorsement the SSIC, basic letter identification symbols, and the subject line.

3.  NEW PAGE ENDORSEMENT.  This type of endorsement is the most commonly used.  A new page endorsement does not require the conditions of needing to fit in a confined space, and signed without revision.

     a.  Letterhead.  Start the endorsement the same as any 

standard letter, using the letterhead of the unit preparing the endorsement.  As you can see in GPA #1, the basic letter is from Cpl Zimmerman.  When he signed the standard letter, it had to be forwarded through his chain of command.  The first endorsement will be from his commanding officer, "Commanding Officer, Company A".  The letterhead will look like the example on the screen.

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

    b.  Sender’s Symbol Block.  Just as with a standard letter, start typing this block on the second line below the letterhead.

        (1) Use the same SSIC as the basic letter.  This allows for an easier means of tracking the correspondence and all its endorsements.  The SSIC should match your files outline.  If the SSIC does not match, consider updating the SSIC.  

        (2) Use the office code of the endorsee (as given on the rough draft).

        (3) The date will be the date of signing.  It is not uncommon for this to be left blank.  When the correspondence is signed, it then can be dated using a rubber stamp and inkpad.

Example: ---------    >>>>>>
1336


COR


1 Apr 03

    c.  Endorsement Line.  This line identifies the correspondence you are about to endorse.  Start on the second line below the sender symbol block at the left margin.  For reference, look at page 69 of the Correspondence Manual.

        (1) Endorsement Identification.  First, identify the endorsement by typing the number of the endorsement, such as FIRST, and the word ENDORSEMENT in all capital letters followed directly by the word "on" in lower case letters.  

EXAMPLE:  

FIRST ENDORSEMENT on

        (2) The next thing we want to do is identify the letter we are endorsing.  Basically, it is an abbreviated form of the "From" block of the basic correspondence.  If your endorsement is on a letter from an individual abbreviate the rank and use the last name and ensure that is possessive.  If your endorsement is on a letter from the CO of a unit, drop off the commanding officer and abbreviate the rest of the address.  

EXAMPLE:  

FIRST ENDORSEMENT on Cpl Hardcore’s              

                      or

FIRST ENDORSEMENT on COA, 1stBn, 15thMar, 2dMarDiv
        (3) Identify the type of correspondence.  Next, identify what kind of correspondence you are endorsing.

EXAMPLE:  
FIRST ENDORSEMENT on Cpl Hardcore’s ltr         

                      or

FIRST ENDORSEMENT on COA, 1stBn, 15thMar, 2dMarDiv ltr
        (4) The sender’s symbol block makes up the final portion of the endorsement line.  All three items are used with the word "of" between originator code and date such as "1336 COA of 1 Apr 03".  If the information will not fit on the same line, block the second line under the word "on".  

Example:

FIRST ENDORSEMENT on Cpl Hardcore’s ltr 1336 COA of 1 Apr 03

                              or

FIRST ENDORSEMENT on COA, 1stBn, 15thMar, 2dMarDiv ltr COA 

                  of 1 Apr 03

  d.  From, To, Via, and Subject Lines.  Start these lines on the second line below endorsement line.  Use the same rules as with the standard letter.  The “From” line will contain the title of the endorsee.  The "To" line will remain the same as the original letter.  The "Vias” will be those remaining in the chain of command.  The “Subject” line will be identical to the original letter.

Example:

FIRST ENDORSEMENT on Cpl Hardcore’s ltr 1336 COA of 1 Apr 03

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

Subj:
REQUEST FOR ACCOMPANIED TOUR OVERSEAS

    e.  Reference and Enclosure Lines.  The same rules apply for endorsements as with the standard letter except, if you are adding a new reference or enclosure, use the next consecutive letter or number.  Remember you are adding to the basic letter.  Do not repeat any references or enclosures previously used.  Look at page 69 and refer to the example.  

Example:

Ref:   (b) MCO P1300.8R

Encl:  (1) Overseas Checklist

    f.  Text.  The text block rules are the same as the standard letter.

    g.  Copy To.  Start the copy to block on the second line below the signature block just as on standard letter.  You must always send copies to the originator of the letter and any previous endorsees unless the endorsement is considered non-significant.

EXAMPLE:

Copy to:

Cpl Hardcore

    h.  Signature.  The signature block rules are the same as the standard letter.

    i.  Page Numbering.  Anytime a new page endorsement is used a page number is required.  When numbering pages, start with the original correspondence and count each page thereafter.  Place the page number one half inch from the bottom and centered.


 j.  Renumbering Remaining Via Addressees.  Once you have determined what your endorsement number will be, drop yourself off the via lines and renumber the remaining via addressees.  

Each via addressee is required to endorse the original letter prior to forwarding it to the next level of command.  As an administrative clerk you will be required to prepare endorsements on correspondence.  

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

REFERENCES:  

MCO P1070.12, IRAM

SECNAVINST 5216.5, Correspondence Manual

SECNAVINST 5210.11, SSIC Manual





























































2
7

