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STUDENT OUTLINE

1.  LEARNING OBJECTIVES.  The purpose of this lesson is to provide the student with an overview of abbreviations used by the Personnel Clerk, MOS 0121.  Therefore, there are no learning objectives. 
2.  GENERAL RULES
    a.  Abbreviations and acronyms are used primarily to save space and time.  However, their use must be kept at a minimum within the confines of assured intelligibility.  

    b.  Abbreviations and acronyms listed in chapter 6 of the IRAM are authorized for Marine Corps record keeping, manpower management systems and transfer orders.  Keep in mind, however, that the listing is not all inclusive of abbreviations or acronyms used in all manpower systems.

    c.  Do not use those abbreviations or phrase equivalents preceded by the asterisk (*) alone.  Use those abbreviations or phrase equivalents only in compound abbreviations.

    d.  Listing certain abbreviations in lower case does not preclude their capitalization when common usage so dictates; however, use those partially or fully capitalized as listed.

    e.  Abbreviations and acronyms other than those outlined in paragraph 6002 may be used in the text of correspondence, messages, and directives after they have been initially spelled out and identified in each item of correspondence, message and directive. 

    f.  Abbreviations, acronyms and short titles that have through years of joint usage, become self-evident, unequivocal, and universally known are acceptable for joint use within and among the services.  Do not use an abbreviation or acronym if there is any doubt that it will be easily and readily understood.

3.  ABBREVIATIONS AND ACRONYMS
    a. Commonly used words, Acronyms, and their combinations. 

Starting on page 6-5 of the IRAM is a list of abbreviations and acronyms of commonly used words, acronyms and their combinations that are used in preparation of naval correspondence, service records.  Remember, the only abbreviations that can be used are those that are found in the IRAM.  DO NOT MAKE UP YOUR OWN VARIATION!

    b.  Phrases, sentences, or groups of sentences, FREQUENTLY USED IN MARINE CORPS ORDERS.  Starting on page 6-43 you will find a listing of phrases, sentences or group of sentences.  The previous listing was a list of single words or groups of words. This section deals specifically with commonly used phrases used in the Marine Corps.  Remember, you must ensure your reader is familiar with the phrases we use.  By using this section one can simplify the use of lengthy sentences when writing routine naval correspondence.

    c.  Abbreviations for Days, Months, Cities, States, Weights, MEASURES and Grades.  You will notice that starting on page 6-51 is a listing of days, months, cities, states, weights and measures and grades.

    d.  Military ranks are abbreviated differently for each service.  This chapter of the IRAM only covers those for the Marine Corps and the Navy.  You can find the abbreviations for the sister services in Appendix A of the Correspondence Manual.

    e.  NUMBERS (Military organizations)
        (1) If the number spelled out ends in the letters “st” the Arabic numeral is used followed immediately with the letters “st”.

Example:  First becomes 1st

        (2) If the number spelled out ends with the letters “nd” the Arabic numeral is used followed immediately by the letter “d”.

Example:  Second becomes 2d

        (3) If the number spelled out ends in the letters “th” the Arabic numeral is used followed immediately by the letter “th”.

Example:  Fourth becomes 4th
    f.  DATES AND Military grades
       (1) If the number spelled out ends in the letters “st” the Arabic numeral is used immediately followed by the letters “st”.  

Example:  First Sergeant becomes 1stSgt

       (2) If the number ends in the letters “nd” the Arabic numeral is used immediately followed by the letters “nd”.

Example:  Second Lieutenant becomes 2ndLt

       (3) If the number ends in the letters “th” the Arabic numeral is used immediately followed by the letters “th”.

Example:  Twenty-fifth becomes 25th

    g.  Punctuation and spacing.  Normally punctuation and spacing are not used with military abbreviations.  The letters are normally run together.  This run together rule does not apply when the abbreviations and acronyms include numbers of any kind.
Example:  1st Bn, 5th Mar, 1st MarDiv…
    h.  When space is restricted or allotted for making an entry in a service record or when preparing certain NAVMC or other forms, the spacing between the numerical designation of the unit and the type of unit may be omitted.  A space is still required between the different levels of command.

Example:  1stBn, 5thMar, 1stMarDiv

REFERENCES:  MCO P1070.12, IRAM
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