
UNITED STATES MARINE CORPS

PERSONNEL ADMINISTRATION SCHOOL

MARINE CORPS SERVICE SUPPORT SCHOOLS

TRAINING COMMAND

PSC BOX 20041

CAMP LEJEUNE, NC 28542-0041

    CJ0201

    Oct 02

STUDENT OUTLINE

DIRECTIVES CONTROL POINT

TERMINAL LEARNING OBJECTIVES.  Given access to the Marine Corps Publication Distribution (MCPDS), directives, publications, checklists, and the references, supervise maintenance of directives control point (DCP) per the references.  (0180.02.02)  

ENABLING LEARNING OBJECTIVES
1.  With the aid of references, and given a 5 Paragraph Order with programmed errors/omissions, edit the 5 Paragraph Order, in accordance with the references.  (0180.02.02a)

2.  With the aid of references, define an Individual Activity Code (IAC), in accordance with the references.  (0180.02.02b)

3.  With the aid of references, define the pertinent information that can be modified about the IAC, in accordance with the references.  (0180.02.02c)    

4.  With the aid of references, define the purpose of the Publications List (PL), in accordance with the references. (0180.02.02d)

BODY

1.  Directive Definition.  A directive is written communication from the unit commander that establishes policy or procedures or sets forth information essential to the effective administration or operations of an activity.  (SECNAVINST p1)
2.  Format Requirements


    a.  Margins.  The same margins apply as in naval letter. (SECNAVINST p9 par 2)
    b.  Consecutive Point Numbers.  A consecutive number, preceded by a period, is added to the SSIC by the directives control point in numerical sequence.  Consecutive point numbers assigned to orders, which are later, cancelled, are NOT reused.  (SECNAVINST p11 par (3))
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    c.  Identification Symbols.  Type the designation abbreviation, SSIC and consecutive point number on the line below the last line of the letterhead.  Block the office code and date under the preceding text.  The same identification symbols used on the first page are located at the top outside margin on continuing pages, except that the originator code is omitted. (SECNAVINST p10 par 5)
    d.  Designation Line.  Type in all CAPITAL LETTERS and underlined on the second line below the date beginning at the left margin.
  Type the issuing authority identification followed by "ORDER", SSIC and consecutive point number. (SECNAVINST p10 par 6)
    e.  “From:” Line.  Start on the second line below the designation line on the left margin.  Use format as in standard letter except use only the title of the issuing authority.  The "From:" line may be omitted on directives where the fill title of the issuing authority is otherwise self-evident, being contained in the letterhead.  (SECNAVINST p12 par 7)
    f.  “To:” Line.  If used addressees shall be shown by individual, collective or descriptive titles.  Do not type "Distribution List" on the "To:" line.  If a "Distribution List" is used the "To:" line will be omitted and addressees will be listed under the "Distribution" line.   (SECNAVINST p12 par 8)
    g.  “Subj:” Line.  Start on the second line below the "To:" line.  The same procedure used for naval letter is also followed for directives.  (SECNAVINST p12 par 9)
    h.  “Ref:” Line.  Start on the second line below the last line of the subject.  References are identified with a lower case letter in parenthesis.  List references in the sequence in which they first appear in the basic directive.  Cite only current references and show the alpha suffix of the edition current at that time.  (SECNAVINST p12 par 10)
    i.  “Encl:” Line.  Start on the second line below the last line of the “Ref:” line.  Enclosures are identified with a number in parenthesis.  Cite enclosures in the sequence in which they first appear in the text of the basic order.  (SECNAVINST p13 par 11)
        (1) The enclosure title must read exactly the same as shown on the actual enclosure.  

        (2) Use initial capital letters for main words, but do not capitalize articles, conjunctions, or two and three letter prepositions.

    j.  Paragraphs.  Use the format contained on page 56 of the Correspondence Manual for paragraph structures.   The heading is followed by a period if the text follows immediately.  If the heading stands alone, normally followed by a blank line, the period is omitted.  (SECNAVINST p14 par 12)
    k.  Signature block.  The same procedure used for naval letter is followed for directives.   (SECNAVINST p16 par 13)
    l.  "Distribution:" Block.  Typed on second line below the last line of the signature block at the left margin.  (SECNAVINST p26)
    m.  "Copy to:" Block.  Typed on second line below the distribution block at the left margin.  (SECNAVINST p26)
    n.  Page numbers.  Type page number centered 1/2 inch from the bottom margin beginning with number two.  Never number the letterhead page or the first page of enclosures.  (SECNAVINST p18 par 18 & p26)
    o.  Enclosures.  The abbreviated directive identification symbol and the date of the directive that is associated with the enclosure are placed at the top outside margin of the enclosure, in the same manner as on the continuation sheets of the directive.  (SECNAVINST p13 par 11b)
        (1) Enclosure Title.  Type the word “Enclosure” or "Encl" plus its number in parenthesis on the same side as the designation abbreviation, SSIC, consecutive point number and date on the bottom outside margin of each page.  (SECNAVINST p13 par 11b & Correspondence Manual p12)

        (2) Page Numbers.  Number second and succeeding pages, centered 1/2 inch from the bottom edge of paper.  If you have several different enclosures, number the pages if each independently.  (Correspondence Manual p12)
    p.  Continuing pages.  Start the designation abbreviation, SSIC, consecutive point number and date on the fourth line below the top right margin for odd numbered pages and the top left margin for even numbered pages for both the directive and any enclosures.  (SECNAVINST p10 par 5 & p26)
    q.  Page Numbers.  Pages are numbered consecutively beginning with the second page, 1/2 inch from the bottom margin centered.  (SECNAVINST p18 par 18 & p26)
3.  Five Paragraph Order

    a.  Situation.  This paragraph is used to describe the purpose of the order.  This will always be the first paragraph.  (MCO 5215.1H Enclosure (1))
    b.  Mission.  Task to be accomplished.  When cancellation of an order is required, a "Cancellation" paragraph will be the second paragraph and the "Mission" paragraph will be the third paragraph.  When both the cancellation and mission paragraphs are both used, the directive will have six paragraphs.

    c.  Execution.  This paragraph is where the commander’s intent and concept of operations, subordinate element missions and coordinating instructions are addressed. 

    d.  Administration and Logistics.  This paragraph is used for any supporting requirements this order may direct. 

    e.  Command and Signal.  Effective date in which the order is signed and to whom it is applicable.

4.  Change Transmittals.  The medium used to transmit changes to an order.  Each transmittal describes the nature of changes it transmits and gives directions for making the change.  Each change will be assigned a change number to be included on the designation line and identification block.  (SECNAVINST p1, p10 par 5a, p11 par (d) & p28)
    a.  Page Change.  An additional or replacement page for an order or bulletin, transmitted under cover of a change transmittal, for insertion by recipients.  Page changes provides neater, more legible copy and decreases the chances of errors and the time expended.  When a change is being made to only one page, the change transmittal number and its date are shown only on the side, which contains the change.  (SECNAVINST p2 & p10 par 5(c)(1))
    b.  Pen Changes.  A change, usually short, which is handwritten in the basic order.  Direction shall state precisely where the change occurs to include page number, paragraph and line number.  List pen changes in the sequence in which they appear in the basic order or enclosure.  (SECNAVINST p2)
    c.  Paste in changes.  Not authorized!  (SECNAVINST p2)
5.  Revising an order.  A reissuance of an existing directive in completely rewritten form.  Seven years from the date of issuance, a directive that has not been revised in the interim requires cancellation or revision.  (SECNAVINST p8 par (d))
    a.  Use the same SSIC and consecutive point number as the previous order.  Add a suffix (capital letter) to the consecutive number, e.g., the first revision:  MCO 5215.1A, the second revision:  MCO 5215.1B.  The suffixes "I" for the ninth revision and "O" for the fifteenth revision will not be used, due to the similarity of the letter with numbers.  (SECNAVINST p11 par (3))
    b.  Show any directive being cancelled in the cancellation paragraph.  (MCO 5215.1H Enclosure (1))
6.  Directives Control Point (DCP).  Each unit is required to maintain a DCP.  The DCP accomplishes the following: (SECNAVINST p4 par (c))
    a.  Evaluates the system's operations on a continuing basis, and analyzes directives, making recommendations for improvements when appropriate.  

    b.  Reviews each directive and proposed distribution prior to signature for compliance with directives standards.  Assigns consecutive numbers to new directives.  

    c.  Maintains, in standard three-ring binder or automated equipment with equivalent search capabilities, master up-to-date sets of incoming and outgoing directives.  Reviews checklists to ensure the currency of directives maintained by the unit, and obtains all applicable directives upon activation.

    d.  Issues numerical checklists, and quarterly additions and deletions of all directives currently in effect.

    e.  Routes to the originator, for initiation of revisions, extensions, or cancellation, each directive, which is within six months of its cancellation or revision requirement date.

    f.  Maintenance of Directives.  The files shall be arranged numerically by SSIC assigned to the directive, and filed as a separate series, apart from other directives.  Each case folder shall include:  (SECNAVINST p7 par (3)(a))
        (1) The official copy of the basic directive containing the original signature or other authentication.

        (2) The official copy and or signature copy of any change, cancellation, or revision of the basic directive.

        (3) Any reproduced copy of the directive, and of any change, cancellation, or revision of the basic directive.  

        (4) Supporting documentation, including those containing concurrences, nonconcurrences, approvals, and significant comments.

    g.  Filing of Directives.  Orders will be filed according to SSIC, then consecutive point number and issuing authority.  Bulletins need not be filed in the master file, because of their brief duration.  If necessary to interfile them with orders, the bulletins should be tabbed so that each may be easily and promptly removed as soon as its cancellation date is reached.  (SECNAVINST p7 par (3)(b))
    h.  Disposing of Directives.  Official case files of directives shall be retained or disposed of as authorized in paragraph 5215(1)(c) of SECNAVINST 5212.5D Navy and Marine Corps Records Disposition Manual.  (SECNAVINST p8 par (e))
7.  Directive Review Card (NAVMC 10974).  Directive Review Cards are used to control directives that are in effect and prevent the reissuing of consecutive point numbers.  Either type or handwrite entries on the card using black ink.  Use the card until the last edition is canceled.  (MCAP B2-5)
8.  Catalog of Publications.  NAVMC 2761, Catalog of Publications lists stocked and non-stocked non-technical publications used by the Marine Corps.  The term "publications" applies to directives, books, pamphlets, manuals, printed personnel procurement aids, training aid charts and posters.

    a.  All publications are listed by SSIC, PCN, short title and long title.  This catalog is separated into two chapters:

        (1) Chapter 1.  Contains non-technical publications, less Marine Corps Directives.

        (2) Chapter 2.  Contains Marine Corps directives effective as of the date of the catalog.  

    b.  Each publication listed in this catalog has been assigned a publications control number (PCN).  

        (1) A PCN is a unique number assigned to publications and its changes and revisions.  (MC Printing Regs 3-12)

        (2) The fist three digits of a PCN are referred to as a PCN prefix.  PCN prefixes categorize publications listed in the NAVMC 2761. 

9.  Publications Listing (PL).  An electronic display of all publications your unit is on distribution for through Marine 

Corps Publications Distribution System.  The PL is displayed in SSIC order.  Individual units may add or delete publications at will.  Conduct an audit with your unit PL to identify any missing or damaged directives or to identify changes.  (MC Printing Regs 3-12)

10.  Marine Corps Publications Distribution System (MCPDS).  MCPDS is an on-line interactive system that facilitates continuing distribution of changes and revisions for basic publications held by a command that has been assigned an Individual Activity Code (IAC).  (MCPDS 1-1)
    a.  An IAC is a 7 digit number that identifies an activity that has been given authority to receive Marine Corps publications.  (MC Printing Regs 3-12)

    b.  It also provides the capability to order publications stocked at Marine Corps Logistics Base, Albany, GA, display Publication Control Number (PCN) information, create backorders, and maintain internal distribution locations.  This system provides the following capabilities:  (MCPDS 1-1)

        (1) Modify pertinent information about the IAC.  

            (a) Change mailing address.

            (b) Change authorized Navy personnel per the T/O.

            (c) Change the maintenance USERID's. 

        (2) Review/update continuing distribution of changes and revisions for basic publications.

            (a) Direct entry of a PCN and desired quantity.

            (b) List all PCN's within a SSIC or ID-NO/TAMCN.

            (c) List all PCN's for a given PCN prefix. 

        (3) Order publications from the stock point.

        (4) Display a PCN and the current quantity.

        (5) Review transactions/publications entered and ordered for the day.

        (6) Review publications processed and or on backorder.

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

REFERENCES:

MCO P5000.14 MCAP

MCO 5215.1H Marine Corps Directives

MCO P5600.31 Marine Corps Publication and Printing Regulations

SECNAVINST 5215.1C DON Directives Issuance System

NAVMC 2761 Catalog of Publications

UM-MCPDS 5605 Marine Corps Publications Distribution System
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