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STUDENT OUTLINE

1.  LEARNING OBJECTIVES
a. Terminal Learning Objectives

(1) Given EUCE, software, and the references,

operate End User Computer Equipment (EUCE) per Users Guide/Instructions/Manuals.  

                   (2) Given EUCE, general office supplies, a rough draft, and references, type Naval correspondence error free, per applicable references.  

      b.  Enabling Learning Objectives  

          (1) With the aid of references and given a standard letter draft, type the header of a standard letter in accordance with the references.  

          (2) With the aid of references and given a letter draft, type the body of a standard letter in accordance with the references.  

          (3) With the aid of references and given a letter draft, type the signature block of a standard letter in accordance with the references.  

          (4) With the aid of references and given a letter draft, type the “copy to” block of a standard letter in accordance with the references.  

2.  SECNAVINST 5216.5D (DEPARTMENT OF THE NAVY CORRESPONDENCE MANUAL).  Chapter 2 on page 33 covers correspondence formats, specifically the standard letter.  This chapter takes you line by line of the standard letter.  On page 49 there is a sample standard letter. 

3.  PREPARATION REQUIREMENTS  

    a.  Stationary
        (1) First Page.  The first page can be typed on pre-printed letterhead.  If your unit does not have pre-printed letterhead, use plain white bond paper and type the letterhead yourself. 

        (2) Second and Succeeding Pages.  Use plain white bond paper for second and succeeding pages.

4.  LETTERHEAD.  The first thing you will type in the letterhead.  Letterhead is the address of your unit.  It starts on your first line of text (WHICH IS PRESET AT 1/2 INCH), centered, all caps and the word "PSC" and state are the only things abbreviated.  The first line of text will always be "UNITED STATES MARINE CORPS".

UNITED STATES MARINE CORPS

PERSONNEL ADMINISTRATION SCHOOL

MARINE CORPS COMBAT SERVICE SUPPORT SCHOOLS

TRAINING COMMAND

PSC BOX 20041

CAMP LEJEUNE, NC 28542-0041
5.  SENDER'S SYMBOL.  The sender's symbol is two lines down from the last line of the letterhead and starts on tab 5.6.  It consists of three items:

    a.  Standard Subject Identification Code (SSIC).  As previously taught, the SSIC relates to the subject.  You can see by the subject line, this letter is about nominating someone for a duty assignment.  So the 1300 series is the best place to start.  We will use "1320" for this practical application.  

    b.  Originator's Code.  The next line under the SSIC is the originator's code.  When you look at this code on a piece of correspondence it refers to what office originated the letter, i.e. Adj., S-1, S-2, CO, XO, and SGTMAJ.  Since the S-1 is typing this letter, "S-1" will be used for the originator's code.

    c.  Date.  The last item and directly under the originator's code is the date.  The date is typed in "standard letter format:" 15 July 2001 is typed 15 Jul 01, 010802 is typed 2 Aug 01.
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6.  REMAINING HEADER INFORMATION  

    a.  General Rules
        (1) Give your commanding officer’s title, your activity’s name, and for command based ashore, the geographic location (WITHOUT THE STATE OR ZIP CODE).

        (2) When a Marine’s name appears anywhere in the text, “FOR THE FIRST TIME”, fully identify the Marine:  Rank (spelled out), first name, middle initial, last name, social security number in 3-2-4 format, followed by a “/” four digit MOS and United States Marine Corps ABBREVIATED.  You will only fully identify a Marine IF the letter is “To”, “From” or “About” that Marine.

        “Corporal Henry J. Cole 000 00 6611/0121 USMC”

    b.  From Line:  The “From” line is a shorter version of the unit's address from the letterhead.  The “From” line and letterhead will always be the same unit.  Once again, this just re-emphasizes who the letter is from.  Your “From” line should look like this:

From:  Commanding Officer, Personnel Administration School,

       Marine Corps Combat Service Support Schools

    c.  To Line:  The To line is directly beneath the “From” line.  The To line identifies who the letter is going to.  Your To line should look like this:

To:  Commandant of the Marine Corps (MMEA)

        (1) Since there is only one Commandant of the Marine Corps, a complete address is not required.  You will see in other practical applications where there is a need to have a complete address in the To line.

        (2) The "(MMEA)" after Commandant of the Marine Corps is an office code.  You will see office codes used again in other practical applications.

CHAIN OF COMMAND

COMMANDANT OF THE MARINE CORPS

COMMANDING GENERAL, TRAINING COMMAND

COMMANDING OFFICER, MARINE CORPS COMBAT SERVICE SUPPORT SCHOOLS

COMMANDING OFFICER, PERSONNEL ADMINISTRATION SCHOOL, MARINE CORPS COMBAT SERVICE SUPPORT SCHOOLS

MARINE (RANK, FIRST NAME, MI, LAST NAME, SSN/MOS USMC)
    c.  Via Line.  This line is typed directly under the To line.  Via means "by way of" and has a direct impact on your chain of command.  The Via line is used to keep the chain of command informed of official requests and gives them a chance to comment on the request.  If the Via line consists of more than one addressee, a number in ( ) is required.  If the Via line consists of only one addressee it “will not” be numbered.  Your Via line should look like this:

Via:   (1) Commanding Officer, Marine Corps Combat Service

           Support Schools

       (2) Commanding General, Training Command
    d.  Subject Line.  The Subject line is typed, two lines below the last line of text.  The Subject line is designed to give the reader a brief idea of what the letter is about.  The Subject line is typed in all capitalization and is in block format as above.  Abbreviations are not authorized in this line.  Your Subject line should look like this:

Subj:  NOMINATION FOR DUTY ASSIGNMENT WITH THE SERGEANT

       MAJOR OF THE MARINE CORPS

    e.  Reference Line.  The Reference line is typed, two lines below the Subject line.  The Reference refers to orders, memorandums, telephone conversations, messages etc.  They are used as a source document in a sense.  All References will be identified by a lower case letter in a ( ), even if there is only one.  Maximum use of abbreviations is directed.  Only the first letter of “key words” will be capitalized.  Your Reference line should look like this:

Ref:     (a) CMC WASHDC 150200Z May 02

         (b) SgtMaj of the Marine Corps memo dtd 15 May 02

    f.  Enclosure line.  The Enclosure line is typed, two lines below the Reference line.  The Enclosure identifies correspondence that is attached to the basic letter.  Enclosures are identified by numbers in ( ), even if there is only one.  Max use of abbreviations is directed.  Once again, only the first letter of “keywords” will be capitalized.  Your Enclosure line should look like this:

Encl:   (1) Cert True Copy of BIR/BTR

        (2) Cert True Copy of Pg 11
7.  THE TEXT OF THE LETTER  

    a.  Paragraph format
        (1) The first paragraph is two lines below the last line of text from the header information.  

        (2) Double space between paragraphs.

        (3) All paragraphs are numbered and start at the left margin.  The computer automatically wraps words to the left margin.  

        (4) Use complete sentences. (The use of abbreviations is not encouraged in the body).

        (5) All reference(s) and/or enclosure(s) have to be mentioned somewhere in the main paragraphs.  

            (a) If only one reference or enclosure is listed, you may say "the reference" or "the enclosure".  

            (b) If more than one reference or enclosure is listed in the header information, you must identify it accordingly:  "reference (a), enclosure (2)".

        (6) You have to have at least two main paragraphs within the text.

        (7) When you use a Marine as a "point of contact" within the text, there is not a requirement to fully identify this individual.

        (8) All dates will be spelled out: 2 September 2002,   23 August 2002.  Additionally, do not split up dates, names or social security numbers.

        (9) You must have at least two lines of text on a signature page.

        (10) Most importantly, remember the general rules you were taught in the "Type Drafted Material" class, i.e. two spaces after periods and colons, one space after parenthesis and semi-colons, capitalize proper nouns, do not use abbreviations, etc…

1.  Reference (a) requested nominations for duty with the office of the Sergeant Major of the Marine Corps.  Reference (b) directed enclosures (1) and (2) be forwarded with the nomination.

2.  In accordance with references (a) and (b), request Corporal Henry J. Cole 000 00 6611/0121 USMC be nominated.

    b.  Primary Subparagraphs.  Primary subparagraphs are used for expressing subordinate ideas or listing several items.  

        (1) You must have at least two primary subparagraphs from the main paragraph.

        (2) Primary subparagraphs are double spaced in-between paragraphs and are indented four spaces.
        (3) Primary subparagraphs start alphabetically, lower case and have a period after the letter, i.e. "a.", "b.".
        (4) Every primary subparagraph will end with a period.

        (5) Only the first letter of the first word will be capitalized.     
3.  The following information is provided:

    a.  Expiration of active service:  25 September 2004.

    b.  Date current tour began:  23 January 2001.

4.  Corporal Cole has been interviewed and has been found to be an outstanding candidate for this assignment.  He is willing to extend or reenlist to meet the minimum obligated service of 36 months.

8.  THE SIGNATURE LINE   
    a.  Who is Going to Sign this Letter?  Although the From line says "Commanding Officer", this doesn't necessarily mean the CO will sign the letter.  Other officers and even some SNCO's can sign routine correspondence.  When an officer or SNCO has this authority, he/she signs "By direction" of the Commanding Officer.  In the event the letter needs the clout the Commanding Officer carries, but he is physically gone (TAD, leave), the Executive Officer can sign correspondence using the term "Acting."

    b.  Basic Format.  The Signature line is typed four lines down from the last line of text (hit the enter key four times) and at the 3.2 tab you had set at the beginning.  (Not the "center" icon.) The signature line is typed in all caps with a period after each initial.  Normally, only the initials and last name will be in the signature block.  If the CO is not signing the document, but another authorized agent, the phrase "By direction" or "Acting" will be placed one line down from the Signature line, starting at tab 3.2.  It would look like this:  

EXAMPLE:          

M. L. JOHNSON
M. L. JOHNSON

By direction                    Acting


J. T. BIRD

9.  COPY TO LINE.  The Copy to line is optional.  It is used to send a copy of the letter to someone not listed in the “To” or “Via” lines.  The “Copy to” line is typed two lines below the Signature block, left margin and only the "C" in Copy is capitalized.  A colon follows the “Copy to” line.  Hit enter once and type the info addressees.  When you're done, it should look like this:

Copy to:

SgtMaj, Trng Cmd

1stSgt, PAScol
10.  SECOND AND LATER PAGES.  If this were a two-page letter or more, we would have to repeat the subject line on the sixth line down from the top of each new page (left margin.)  Additionally, we would have to number the second page on forth.  Page numbers can be automatically inserted using the "insert/ page numbers" icon.  They will be placed center on the page with a .50 footer index or a 1/2-inch from the bottom of the page.  The first page is never numbered.

REFERENCES:  MCO P1070.12, SECNAVINST 5210.11, SECNAVINST 5216.5
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From:  Commanding Officer, Personnel Administration School, 

       Marine Corps Combat Service Support Schools

To:    Commandant of the Marine Corps (MMEA)

Via:   (1) Commanding Officer, Marine Corps Combat Service 

           Support Schools

       (2) Commanding General, Training Command

Subj:  NOMINATION FOR DUTY ASSIGNMENT WITH THE SERGEANT MAJOR OF      

       THE MARINE CORPS

Ref:    (a) CMC WASHDC 150200Z May 02

        (b) SgtMaj of the Marine Corps memo dtd 15 May 02

Encl:   (1) Cert True Copy of BIR/BTR

        (2) Cert True Copy of Pg 11
1.  Reference (a) requested nominations for duty with the office of the Sergeant Major of the Marine Corps.  Reference (b) directed enclosures (1) and (2) be forwarded with the nomination.

2.  In accordance with references (a) and (b), request Corporal Henry J. Cole 000 00 6611/0121 USMC be nominated.

3.  The following information is provided:

    a.  Expiration of active service:  25 September 2004.

    b.  Date current tour began:  23 January 2001.

4.  Corporal Cole has been interviewed and has been found to be an outstanding candidate for this assignment.  He is willing to extend or reenlist to meet the minimum obligated service of 36 months.


J. T. BIRD

Copy to:

SgtMaj, Trng Cmd

1stSgt, PAScol
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