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PREPARE COMMAND ISSUED DIRECTIVES

LEARNING OBJECTIVES

TERMINAL LEARNING OBJECTIVES  

1.  Given blank/established NAVMC 10974(s), directive review checklists, directives, changes, and access to the Publications Listing (PL), Marine Corps Publications Distribution System (MCPDS) an the Internet for access to MCDEL, maintain the Directives Control Point (DCP) per the references, maintaining the mission essential publications and directives, as required.  (0151.02.02)

2.  Given EUCE, general office supplies, and provided a rough draft of the directive, type command issued directives without grammatical, typographical or format error(s), per MCO P5215.1 and MCO P5600.31.  (0151.02.03)

ENABLING LEARNING OBJECTIVES
1.  With the aid of references and given a listing of directives, identify the two types of directives per the references.  (0151.02.02a)

2.  With the aid of references and given a directive, identify the elements of the consecutive point number per the references.  (0151.02.02b)

3.  With the aid of references and given a directive, identify the revision suffix letter per the references.  (0151.02.02c)

4.  With the aid of references and given a change transmittal, identify the requirements for entering a change, per the references.  (0151.02.02d)

5.  With the aid of references and given a change transmittal, file the change transmittal, per the references.  (0151.02.02e)

6.  With the aid of references and a scenario for disposing directives, state the requirement for disposing the directives, per the references.  (0151.02.02f)

7.  With the aid of references, given a directive, and a scenario to check out a directive, state the elements of a locator sheet, per the references.  (0151.02.02g)

8.  With the aid of references and given a situation to prepare a directive in the “Five Paragraph Order Format”, type the “Situation” paragraph of the directive per the references.  (0151.02.03a)

9.  With the aid of references and given a situation to prepare a directive in the “Five Paragraph Order Format”, type the “Cancellation” paragraph of the directive per the references.  (0151.02.03b)

10.  With the aid of references and given a situation to prepare a directive in the “Five Paragraph Order Format”, type the “Mission” paragraph of the directive per the references.  (0151.02.03c)

11.  With the aid of references and given a situation to prepare a directive in the “Five Paragraph Order Format”, type the “Execution” paragraph of the directive per the references.  (0151.02.03d)

12.  With the aid of references and given a situation to prepare a directive in the “Five Paragraph Order Format”, type the “Administration and Logistics” paragraph of the directive per the references.  (0151.02.03e)

13.  With the aid of references and given a situation to prepare a directive in the “Five Paragraph Order Format”, type the “Command and Signal” paragraph of the directive per the references.  (0151.02.03f)
OUTLINE

1.  DEFINITIONS 

    a.  Directive.  A written communication from a commander to their unit that sets the daily functions and duties in accordance with guidelines from higher headquarters.

    b.  Two Types of Directives:

        (1) Order.  An order is a directive of continuing authority or information, a permanent reference, requiring continual action.  An order directs command functions overall, rather than functions that are established for one particular portion of the command.  It remains in effect for nine years - or until revised, canceled, or incorporated in another directive.  There are two types of orders:

            (a) Letter-type order.  Is a directive published in a format similar to a naval letter and is used as a reference.  It may contain a cancellation date when the effective period is known.  Also, the cancellation date can be extended if required.

            (b) Manual-type order.  Is a directive whose content is best suited to a manual format, i.e., divided into chapters, sections, parts, etc., which differs from publication by the method of identification and release.  The promulgation page is in the format of a letter-type directive, instead of an authenticated title page in a publication.  It is directive in nature and contains details and information that are used in day-to-day functions.

        (2) Bulletin.  A bulletin is a directive of a specific duration that has the same force and effect as an order.  It may require a one time report and normally remains in effect no more than 12 months; however, it may not remain in effect any longer than 12 months.  Action required by a bulletin - e.g., submission of reports, use of forms, maintaining or disposing of records, or following a specific procedure - is canceled when the bulletin cancels unless the requirement is incorporated into another suitable directive (paragraphs 2001.1a to 2001.1a(2) of MCO P5215.5).  If a bulletin with a cancellation date that has elapsed is still required, republish the information in another suitable directive.

2.  IDENTIFYING ORDERS.  All orders are identified by some unique information found on the directive's designation line and in the right-hand corner where the SSIC is found on a standard letter.

    a.  Originating Command.  The first words on the designation line identify the originating command.  The originating command is the command that published the directive.  BO 1020.34A is an example of a directive designation.  The abbreviation B identifies the originating command as base.

    b.  Type of directive.  The second word on the designation line identifies the type of directive.  The abbreviation used to identify an order is O.

    c.  Standard Subject Identification Code (SSIC)
        (1) The SSIC of 1020 identifies the subject of uniforms.  Therefore, we know that BO 1020.34 is a base order regarding uniforms.

        (2) Directives that apply only to the Marine Corps Reserve will have the abbreviation R following the SSIC just prior to the point number.

    d.  Consecutive Point Number.  The Directives Control Point (DCP) controls and assigns consecutive point numbers.  A consecutive point number indicates only the sequence of issue within each SSIC; it has no relation to the subject of the directive.  Consecutive point numbers of canceled directives are not reissued.  

    e.  Revision Letters
        (1) Revision letters are used to identify how many times a particular order has been republished with extensive modifications.  Revision letters are capital letters assigned alphabetically.  When an order is first published, it will have a consecutive point number only.  If extensive modifications must be made to the order, it will be republished with the modification and the revision letter A next to the consecutive point number.  Do not use the letters, I, O, and Q as suffixes to revisions.

EXAMPLE: 

FIRST REVISION OF MCO 1020.34 WOULD BE MCO 1020.34A.  SECOND REVISION WOULD BE MCO 1020.34B.

        (2) When an order is in edition Z and is revised, assign the next available basic consecutive point number (without an alpha suffix) within the same SSIC - e.g., MCO 5215.5Z is revised to MCO 5215.6.

        (3) Revisions are very important to you.  Could you do your job correctly if MCO P1070.12F has been published and you are still using MCO P1070.12E?  

3.  PREPARATION OF LETTER-TYPE DIRECTIVES  

    a.  Size and Font of Type.  All directives will be typed in size 10 using courier new utilizing MICROSOFT Word.

    b.  Page Setup.  All left margins on a directive are one or 1.0 inch, regardless of the page number.  On the first or promulgation page, the right margin is 3/4 or 0.75 inch.  If second and succeeding pages are required to complete the directive, the left margins will be one inch and the right margins are 1/2 inch.  The top margin on page 2-10 of your reference illustrates the letterhead starts on the 5th line of text.  This margin will be .66.  The bottom margin for all pages is 1.0.  We will leave the gutter at zero or 0.  Set the header at 0.66 and the footer at 0.5 for the page number.  Last on the window ensure the "apply to:" window says "whole page"

    c.  Tab Settings.  Click on "format" then "tab" to setup the tabs.  The tab settings for a letter type order using courier new 10 are, 3.25 for the signature block and page number, lastly set the "Default stop" to 0.25 for the cancellation date/senders symbol block.  This will allow for flexibility with tabs. The rule for cancellation/senders symbol block is the same as standard letter. Block the remaining lines of the senders symbol block to the cancellation block.

    d.  Promulgation Pages.  Promulgate means publish formally.  Directives are promulgated.  The first page of all directives is considered the promulgation page.  Use the margin dimensions in figure 2-1 of MCO P5215.1 for all the letterhead, additional pages, and all enclosures of a letter-size directive, as applicable.

        (1) Letterhead.  Directives are to be prepared on letterhead stationery.  If your command does not have preprinted letterhead stationery, type the letterhead using the same format as in figure 2-1 if MCO P5215.1 all letterhead.  Start the letterhead on the fifth line from the top edge of the paper.  We have already set up the top margin so when typing in Microsoft Word, start on the upper most top of the screen.

EXAMPLE:

UNITED STATES MARINE CORPS

1ST BATTALION, 15TH MARINES

2D MARINE DIVISION

U.S. MARINE CORPS FORCES, ATLANTIC

PSC BOX 25050

CAMP LEJEUNE, NC 28542-5050

        (2) Position of the SSIC, Originator's Code, and Date.  Type the SSIC on next line below the letterhead.  Do not skip a line.  Type the originator's organizational code and date on the next two successive lines.  Block the originator's code and date under the SSIC.  The longest line should be close to the right margin.  Type the date in day-month-year order the same as in standard letter.  Use the first three letters of the month and the last two digits of the year.

EXAMPLE:  




BnO 1700.2A

                      




S-1

                      




1 Nov 03

        (3) Designation Line
            (a) The designation line is typed on the seventh line below the last line of the letterhead at the left margin.  Therefore the SSIC, originators code and date are 1, 2, and 3.  Press return 4 more times to make the 7th line below the letterhead.

            (b) The complete identification of the directive is typed out in full in all capital letters and is underscored.  This should be the same as the SSIC but spelt out.

EXAMPLE:  

BATTALION ORDER 1700.2A
         (4) From Line
            (a) The From line is typed on the second line below the designation line at the left margin.  Two spaces follow the colon and do not abbreviate.

            (b) Only the title of the commander of the originating activity will be shown.  Do not list the address.

EXAMPLE:  

From:  Commanding Officer

         (5) To Line
            (a) Typed on the next line below the From line.  Four spaces follow the colon.

            (b) The Directive will always be addressed to Distribution List.  You will learn more about distribution lists later.  Directives do not contain “Via’s”.

EXAMPLE:  

To:    Distribution List

        (6) Subject, Reference, Enclosure.  Same rules as a standard letter.

        (7) Major Paragraphs
            (a) Paragraphs and subparagraphs are numbered, lettered, and indented in the same manner indicated in enclosure (1) to enclosure (1) of MCO 5215.5H.  Follow the same rules as standard letter.

            (b) Paragraph titles will be used for all major paragraphs and may be used for subparagraphs.

            (c) Paragraph titles will be underscored throughout the text.

            (d) A period is used after a paragraph title only when followed by text on the same line.  No period is used after any paragraph title that stands alone.

EXAMPLE:

1.  Situation

    a.  Xxxxx

    b.  Yyyyyy

2.  Cancellation.  Xxxxxxx xxxxxxxxxxx xxxxxxxxxxxxxxx

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX.

        (8) Signature Block.  The signature block begins on the fifth line from the last line of the final paragraph and is typed in all capital letters.  Only the first letter is centered.

EXAMPLE:  
J. T. BIRD

        (9) Distribution Block.  A distribution code is used to identify activities that are required to take action.  The word DISTRIBUTION is typed in all capital letters followed by a colon and flush with the left margin.  Two spaces follow the colon.

EXAMPLE:  

DISTRIBUTION:  A

        (10) Copy to Block.  Information addressees and addressees not under the command of the activity originating the directive will be listed in this section.

            (a) Copy to is typed two lines below the last line of the DISTRIBUTION section and line up the colon with the colon of the word DISTRIBUTION.

            (b) When typing the address, use authorized IRAM abbreviations.

EXAMPLE:  

DISTRIBUTION:  A

Copy to:  CO, 15th Mar, 2d MarDiv

        (11) Special Capitalization.  One additional rule, as illustrated in the bulletin on page 2-11, is the capitalization of the first letter in "Bulletin".  Within a directive anytime the particular directive is identified as "this Bulletin" for bulletins or "this Order" in orders then treat the word as a proper name.

        (12) Continuation Pages
             (a) Now that we have typed the entire order let's, follow up with rules on continuing pages.  The example on 2-11 starts the second page on the 5th line down from the top.  Remember the top margin is still setup in the computer so do not skip any lines on the second page.  Start the SSIC on the top edge of the page.  Type the SSIC and date inside the top right margin on odd-numbered pages and at the top left margin on even-numbered pages.  

EXAMPLE:  

BnO 1700.2A

1 Mar 00

            (a) Right Margin.  Take your mouse and click it immediately after the last character of the last line of text on the first page.  Now, click on file; page setup; and change the following:  right margin 0.5 and the window "apply to:" make it read "from this point on".

            (b) Page Numbers.  With your mouse, click the cursor on the second page…anywhere.  Now, click on "insert"; "page numbers"; position bottom; alignment center; check "(" number the first page and click on format and "select start" at "2", press ok and the number should be there.  If the font looks wrong, simply double click the page number, highlight the number and change the font to courier new. 

EXAMPLE:  
2

4.  PREPARATION OF BULLETINS  

     a.  Promulgation Page.  Bulletins are not assigned a consecutive point number.  Since bulletins do not have consecutive point numbers, only one bulletin per day with a particular SSIC will be published by a command.

    b.  The format of a bulletin is the same as the format for a letter-type directive.

    c.  Directive Cancellation Line.  Type the cancellation date of a bulletin inside the upper right margin on the first page, on the second line above the normal position of the SSIC or the same line as the "PSC Box" of the letterhead.  If the cancellation date is for record purposes, with a contingent provision, show Canc frp, abbreviate the month (bulletins will cancel on the last day), and use the last two digits of the year.  Include as the last paragraph, headed Cancellation Contingency and state the contingency, but do not repeat the cancellation date.  Two spaces follow the colon. If a bulletin cancels on a given date, with no contingency, show the cancellation date, as described above.  Bulletins that show a given cancellation date are not permitted to remain in effect longer than the date shown.  Two spaces follow the colon as shown below:

EXAMPLE:  
        Canc frp:  Nov 01

EXAMPLE:      
            Canc:  Jan 01

    d.  Position of the SSIC, Originator's Code, and Date.  Type the SSIC on the next line below the letterhead, the originator's organizational code, and date on the next two successive lines.  Block the SSIC, originator's code and date under the SSIC; the longest line should end close to the right margin.  The longest line is the "Canc" line.  Type the date in day-month-year order.  Use the first three letters of the month and the last two digits of the year.


EXAMPLE:
         
Canc frp:  Jan 01

  
         
BnBul 5215

                      
         
S-1

                      
         
1 Oct 00

    f.  Special Capitalization.  One additional rule, as illustrated in the bulletin on page 2-11, is the capitalization of the first letter in "Bulletin".  Within a directive anytime the particular directive is identified as "this Bulletin" for bulletins or "this Order" in orders then treat the word as a proper name.

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

REFERENCES:

MCO 5210.11, Records Management for the Marine Corps

MCO 5215.1, Marine Corps Directives

MCO P5000.14, Marine Corps Administrative Procedures (MCAP)

MCO P5600.31. Marine Corps Publications and Printing Regulations

SECNAVINST 5210.11, SSIC Manual

SECNAVINST 5216.5, Correspondence Manual
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