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STUDENT OUTLINE

CORRESPONDENCE

TERMINAL LEARNING OBJECTIVES:  

1.  Given the references and administrative correspondence, verify preparation of administrative correspondence per the references.  (0193.01.01)

2.  Given the references and access to correspondence files, verify maintenance of correspondence files per MCO 5210.11, MCO P5000.14, MCO P5211.2, SECNAVINST 5210.11, and SECNAVINST 5212.5.  (0193.02.02)

ENABLING LEARNING OBJECTIVES:

1.  With the aid of references and provided a standard letter with programmed errors/omissions, edit the standard letter, in accordance with the references.  (0193.01.01a)

2.  With the aid of references and given a standard letter and endorsement with programmed errors/omissions, edit the endorsement, in accordance with the references.  (0193.01.01b)

3.  With the aid of references and given questions related to business letters, determine the correct answer for the questions, in accordance with the references. (0193.01.01c)

4.  With the aid of references and given an AA Form with programmed errors/omissions, edit the AA Form, in accordance with the references.  (0193.01.01d)

5.  With the aid of references and given a message with programmed errors/omissions, edit the message, in accordance with the references.  (0193.01.01e)

6.  With the aid of references and given a correspondence outline with programmed errors/omissions, edit the files outline, in accordance with the references. (0193.02.02a)

7.  With the aid of references and given file folder labels with programmed errors/omissions, edit the file folder labels, in accordance with the references.  (0193.02.02b)

8.  With the aid of references, and given questions related to filing correspondence, answer the questions, in accordance with the references.  (0193.02.02c)

9.  With the aid of references, and given questions related to disposal of correspondence files, answer the questions, in accordance with the references.  (0193.02.02d)

10.  With the aid of references, and given situations related to retention of correspondence files, answer the questions, in accordance with the references.  (0193.02.02e)

STANDARDS AND PROCEDURES

1.  Commanding Officers are responsible for establishing a correspondence management program and ensuring a program manager is designated.  The _____________________ is responsible for screening incoming communication, assigning action offices and due dates.  Reviews outgoing correspondence to see that formats are correct and established procedures are followed.

    a.  Correspondence must be neat in appearance, correctly formatted, error free, and grammatically correct.  ______ legible ink changes are permitted on a page.  

    b.  Don’t write unless you must.  Take advantage of shortcuts such as fax machines, electronic mail, window envelopes, form letters and ________________.

    c.  Always include a point of contact and return telephone number when your correspondence might prompt a reply or _________.  

    d.  Follow your chain of command when corresponding on substantive matters such as command decisions, policy issues, and official recommendations.  Address communication directly to the top official of the organization by title "Commanding Officer." Show the action office by including the code or persons title in parentheses immediately after the activities name.

2.  Signature Authority.  Certain documents require the signature of only the commanding officer such as:

    a.  Documents that establish ____________.

    b.  Documents that center on the commands mission or efficiency and are addressed to higher authority.

    c.  Documents that deal with certain aspects of military _____________.  

    d.  Documents that are required by law or regulation.

3.  Delegation of Authority.  Commanding officers may delegate signature authority to military and civilian subordinates to the lowest legal and practical level.  Do so in ___________, to title rather than names and include a brief outline of the types of documents involved.  Subordinates usually use "By direction" when signing documents under delegated authority.  Other examples are:

    a.  Acting for the Commanding Officer.  When an officer temporarily succeeding command, the word __________ is typed below the name in the signature block.

    b.  Signature Stamps.  Commanding officers may authorize the use of a signature stamp that duplicates their signature where personal signing is impractical.  If signature stamps are authorized, ensure ________ are penned next to each signature you authenticate.  Ensure signature stamps are safeguarded.

4.  Identifying Marines.  Fully identify the member when you first mention him or her.  In later references to the member use the rank or rank and last name.  Capitalize "Sailor" and "Marine" when referring to members of the U.S. Navy or U.S. Marine Corps.

5.  Letterhead Stationary.  Use your command's letterhead stationary for only official matters of the command.  Use typed, stamped, computer or word processor generated letterhead within the Department of the Navy if your commanding officer approves and printed letterhead stationary is unavailable.  The print must be of letter quality. 

6.  Abbreviations, Acronyms and Page Numbers  

    a.  Established abbreviations are acceptable, except in _______________.  Use only well know abbreviations, don't abbreviate military titles in text i.e., SSgt (Staff Sergeant).  If using an acronym that may not be familiar to the reader, spell it out first and follow with acronym in parenthesis.

    b. Page Numbering.  Number every second and succeeding page beginning with number 2.  For the first page of a new-page endorsement continue the page numbering sequence established.

7.  Using Numbers in Correspondence.  When using numbers in the following situations, leave them as numbers don't spell them out:

    a.  Page numbers, paragraph numbers and enclosure numbers.

    b.  Units of _______ or ______.

    c.  Money and Measurements.

    d.  _________.

    e.  All other numbers _____ and higher not covered under the rules above.  For example, there were 15 people at the party; please send five Marines; we have 20 rifles.

    f.  An exception to the numbering rule in paragraph 1 above is when you begin a ____________ with a number.  

    g.  Expressing Dates
        (1) Express dates in day month year order.  In the heading date are abbreviated, 1 Jan 01.  Variations are allowed for date stamps.  In the text, dates are spelled out, 1 January 2001.  

        (2) In business letters, express dates in month day year order such as, January 1, 2001.

8.  Characteristics of Correspondence.  Use 10-12 point (or pitch) block letter style typeface.  Use script or italics for occasional emphasis, not for entire letter.  Most commonly used is ___________.  Use black or blue-black ink to type, stamp or sign correspondence.  

FORMS OF CORRESPONDENCE
1.  Standard Letter.  Use the standard letter to correspond officially with addressees in __________.  Also use when writing to addressees outside the Department of Defense (DOD) if you know they have adopted this format.  

2.  Endorsements.  When a letter is transmitted "Via:" your unit, use an endorsement to forward comments, recommendations or information.  While an endorsement is used for transmitting correspondence through the chain of command, you may also use it to redirect a letter.  

3.  Business Letter.  Use the business letter to correspond with agencies, businesses, or individuals outside DOD, who are unfamiliar with the standard letter.  It also may be used for official correspondence between individuals within DOD, when occasions call for a __________________.

4.  Administrative Action Form.  The AA Form was designed to reduce administrative workload and to standardize certain routine actions.  When there is no specific form or type of communication prescribed, use the AA Form.  

    a.  When a Marine uses the AA Form for an official request and the request is denied, the AA Form will be returned to the Marine by the immediate endorsing senior in the chain of command.  

    b.  When the AA form has been used by a Marine to make an official request, and that request is denied, the immediate endorsing senior in the chain of command will personally return the request with the commander's disapproval endorsement to the originator.  The immediate endorsing senior will verbally counsel the Marine regarding the denial of the request and forward a copy of the request and disapproval endorsement to the CMC (MM).

5.  Naval Message.  NPT-3 is a naval preparation information source for all echelons authorized to draft, release and process electronically transmitted naval messages.  The use of formatting 

rules cited in appendix A will result in messages that are human readable and machine processable.  
PROOFREADING

1.  Proofread several times to ensure it is correctly prepared.  A recommended method for proofreading is as follows:

    a.  Do not read for substance until you are sure everything else is right.

    b.  Look at the framework of the correspondence:

        (1) Is the ____________ and margins correct?

        (2) Is there enough/too much room for the date and are page numbers centered 1/2 inch from the bottom of the page?

        (3) Are _______________ aligned/indented and identified properly with sequential numbers or letters?

        (4) Are enclosures marked correctly and are more than three lines hyphenated?

    c.  Next, look for typographical errors, misspelled words, punctuation, spacing and incorrect grammar.  Read slowly, look at each word separately and pronounce it exactly the way it is spelled.  Look up all hyphenated words you are not sure of.

    d.  Lastly, read it again for ____________.

CORRESPONDENCE FILES MAINTENANCE

1.  Document Management Program.  The Marine Corps Document Management Program is designed to improve the administrative processes through proper maintenance and _______________ of documents and to assure the preservation of needed documents.  Commands are responsible for establishing an effective records disposition program.  At a minimum, the following actions will be incorporated in local programs.  

    a.  Assign personnel knowledgeable in the mission and functions of the unit to monitor the record keeping activities.


    b.  All records becoming a permanent part of the official military personnel files are of archival quality.  Ensure that records of continuing value are preserved and that records no 

longer required are promptly disposed of.

2.  Standard Subject Identification Code (SSIC).  A SSIC is a four or five digit number that represents the _______ of a document.  SSIC’s are required on all Navy and Marine Corps letters, messages, directives, forms and reports.  They provide a tested system for retrieving documents consistently and retrieving them quickly.  

    a.  The Department of the Navy Standard Subject Identification Codes Manual is divided into five sections.  

    b.  Construction SSIC's.  The SSIC system is based on ____ major subject groups.  

        (1) General Categories.  General categories are designated by the last four digits of the code number and will always end with _____ zeros.

        (2) Primary Subject.  Primary subjects are designated by the last three digits of the code number and will always end with ____ zeros.

        (3) Secondary Subjects.  The secondary subjects are designated by the last two digits of the code number and will always end with ___ zero.

        (4) Tertiary Subjects.  The final digit of the code number designates tertiary subjects.

3.  Filing Correspondence.  When filing correspondence separate record material from __________ material.  Non-record material is any material that is identified as correspondence having no record value such as rough drafts, notes and extra copies.  Record material is material that is of value by a unit.  The two types of record material are:

    a.  _________.  Records that are sufficiently valuable for research or other purpose to warrant permanent preservation.

    b.  _________.  Records not worthy of permanent preservation are disposable after a fixed period of time.

    c.  Permanent and temporary record material must be filed separately.  There are two methods for separating permanent and temporary record material.

        (1) Utilize a separate file ______ for each.

        (2) Use a single file folder and place a _______ between permanent and temporary material with permanent records in front.

    d.  The two factors that determine the filing sequence of correspondence are the SSIC and ______.  File correspondence with the same SSIC by date, with the most recent date on top.

    e.  ________ filing is the preferred method of filing general correspondence in file folders.  The use of ACCO or other prong fasteners is accepted for certain applications.

    f.  Determination to whether records are of permanent or temporary value is made prior to filing.  The letters ____ or _____ will be written on the document by the file number.

    g.  When only the 13 general files exist prepare a separate file folder upon accumulation of ____ pieces of correspondence within the same SSIC group.  

    h.  The official files should be located in close proximity to the users to discourage the creation of duplicate files.  Prepare ____________ cards for documents removed from the files.

4.  Establishing File Folders.  MCO 5210.11D, enclosure (3), page 12 identifies the four types of file folders used for filing correspondence.  

    a.  Labels.  If available, the following labels will be used:

        (1) Subject Identification Label – This label will be placed on the ______ corner of the file folder tab to provide uniformity in arrangement.  

        (2) Records Retention Standards Action Label – This label will be placed on the _______ corner of the file folder tab to provide uniformity in arrangement.  

        (3) If the prescribed labels are not available, you may use any label or a stamp just as long as the format utilized is in accordance with that reflected in appendix A of MCO 5210.11D.

    b.  Preparation.  Correspondence file folders will be prepared when existing file folders are closed.  Existing files are closed at the end of the calendar or ______ year, or when a file folder reaches 3/4 inch capacity or upon deactivation of a unit.

        (1) SSIC and Subject Title.  The SSIC and subject title information must be obtained from the SSIC Manual.

            (a) When deviating from the exact title for a specific SSIC listed in the SSIC Manual, you must create an _________ file.

            (b) The SSIC must be followed by a slash (/) followed by an arabic number followed by the arbitrary title. 


        (2) Opening Date.  The opening date will be placed in the ________ of the folder tab. 

            (a) File folders that are opened on a calendar year will reflect "1 JAN" of that year.  File folders that are opened on a fiscal year will reflect "1 OCT" of that fiscal year.

            (b) When a new folder is opened because the preceding folder reaches 3/4 inch capacity or when new folders are prepared to expand the files of major subject groups, the actual date of preparation will be utilized as the opening date.

        (3) Closing Date.  The closing date is the date the file is closed and will be placed on the file folder immediately below the opening date.

            (a) Closing dates will normally be the end of the calendar or fiscal year.






          (b) Files that are closed due to reaching 3/4 inch capacity will reflect the actual date of closing.

        (4) Disposal Action Label.  Retention standards are the basis for the establishment of an activity’s records disposal program.  Records need not always be identical to those described in the general standards found in SECNAVINST 5212.5D for their authority to apply.  However, they must be similar in nature and ___________.  Retention standards appearing on our file folders will consist of the following three elements:  

            (a) Retention/Disposal Date.  The month and ____ the file is to be disposed of or transferred.  

            (b) Disposal Action.  Destroy or transfer the file at the end of the retention period.  

            (c) Authority.  SECNAVINST _________ is the authority, which establishes the retention period and the disposal action.  It is broken down to the specific chapter, paragraph number and number of years.  



5.  Files Outline.  The outline will be maintained in an accessible place for the convenience of all users in a file folder preceding the files it describes.  The files outline also serves as a training aid for new personnel and should be updated as changes occur.

6.  Year End Review.  Conduct an ______ year-end disposal to ensure disposition of records through transfer to federal records centers, destruction or other authorized form disposition.  This review allows the prompt systematic disposal of records.

    a.  Records that are designated as temporary, with a retention period of less than 3 years, are to be held for the prescribed retention period at the unit.  

    b.  Ensure that all permanent and temporary records are transferred regularly.  Transfer temporary records with a retention period of at least 3 years _________ to the appropriate records center.

    c.  Destroy records whose retention period has _______.  The previous year’s files that are not yet eligible for destruction or transfer will be moved to a ________ file drawer.

    d.  The file drawers will be properly _________ to indicate the type of file, inclusive file numbers, and the calendar/fiscal year therein.  The privacy act statement must be displayed on file drawers due to the personal information contained within.  


    e.  Make periodic checks to ensure that disposal action instructions are being followed.

7.  Transfer of Records.  If correct transfer procedures are not followed the entire records shipment will be returned for correction.  The following four steps can be followed:

    a.  Step 1.  Separate records into a ______ of having the same disposition authority and the same retention period.  Use approved boxes for transferring of records.  Review records to eliminate reference material and duplicate copies.  

    b.  Step 2.  Prepare an ______ (Records Transmittal and Receipt Form) using appendix A of SECNAVINST 5212.5D.

        (1) An original and two copies will be prepared.  The original and one copy of the SF 135 will be forwarded to the federal records center for ________.  The second copy will be kept for tracking purposes.  Do not ship the records at this time.  

        (2) If the SF 135 is returned not approved, review and make appropriate corrections and resubmit.  Upon receipt of an approved SF 135, place a copy and a folder title list of box contents inside the front of the first box.

    c.  Step 3.  Pack records in boxes preserving the __________ file arrangement.  Leave one inch of space per carton to permit easy withdrawal of folders for reference.  Mark boxes as follows:

        (1) Using a permanent black felt tip marker write the full accession number in the front upper left corner of each box.  

        (2) If applicable the box number will be placed in the upper right corner (i.e., 1 of 4).  Do not use labels to mark 

boxes.  No standard method of affixing labels is effective for long-term storage.

    d.  Step 4.  Records must be shipped as soon as possible after the receipt of the approved SF 135.  Records must be received within ____ days at the federal records center.  

        (1) Delays in shipment of more than 90 days will result in cancellation of the accession number and rejection of shipment.

        (2) After the records have been shelved, the federal records center will return a copy of the SF 135 annotated with the location of your records.  Keep this copy as a receipt and as your permanent record of material transferred.

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

REFERENCES:

SECNAVINST 5210.11 

SECNAVINST 5212.5 

SECNAVINST 5216.5

GPO STYLE MANUAL

NTP-3 (J)

MCO P1070.12

MCO P5000.14

MCO 5210.11

MCO P5212.2

MCO 5216.19

MCO P5600.31

1326/1 TAD ORDERS (ENLISTED)
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SECNAVINST 5212.5D, Part III, Chap. 1
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                    CORRESPONDENCE FILES





1000 - Military Personnel (General)


to


12000 - Civilian Personnel (General)





Calendar Year 2002





Fiscal Years 2002 and 2003





Per MCO P5211.2, the disclosure of certain information from these correspondence files without approval of the individual concerned is a direct violation of the Privacy Act of 1974.
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