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DIRECTIVES

TERMINAL LEARNING OBJECTIVES 

1.  Given EUCE, general office supplies, a rough draft, and references, type Naval Correspondence error free, per applicable references.  (0121.01.03)

2.  Given an unedited command issued directive, general office supplies, and the references, per MCO P5215.1 with no typographical, grammatical, or format errors.  (0151.02.07)  

ENABLING LEARNING OBJECTIVES
1.  With the aid of references and given a draft standard letter, verify the standard letter for accuracy, in accordance with the references.  (0121.01.03a)

2.  With the aid of references and given a draft of a five paragraph order, type the five paragraph order in proper format, in accordance with the references.  (0151.02.07a)

3.  With the aid of references and given a given a directive in the five paragraph order format with programmed errors, edit the directive, in accordance with the references.  (0151.02.07b)    

BODY

STANDARD LETTER
1.  Standards and Procedures.  The correspondence manager screens incoming communication, assigns 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.  Two legible ink changes are permitted on a page, provided the importance of the subject and/or the addressee justifies the expense of retyping.

    b.  Don’t write unless you must.  Take advantage of correspondence shortcuts such as facsimile machines, electronic mail or telephone conversations.

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

    d.  Address communication directly to the top official of the organization by title, i.e., Commanding Officer.

    e.  The Commanding Officer or Officer In Charge must personally sign documents that establish policy, center on the command’s mission or efficiency and are addressed to higher authority.  They also must sign any documents that deal with certain aspects of military justice.  

    f.  Delegation of Signature Authority
        (1) A Commanding Officer may delegate signature authority to military and civilian subordinates.  Authorized subordinates may sign correspondence that falls within their areas of responsibility, unless good judgment calls for the signature of a higher official.  Subordinates usually use “By direction” when signing documents under this delegated authority.

        (2) When an officer usually the Executive Officer is temporarily succeeding to command signs official correspondence, the work “Acting” is typed below the typed name.

    g.  Identifying Marines
        (1) Unabbreviated rank.

        (2) First Name, Middle Initial (if any), Last Name.

        (3) Social Security Number (3 2 4 format - no hyphens).

        (4) Military occupational specialty/Branch of service.

    h.  Using numbers in correspondence.  Most rules for the use of numerals are based on the general principle that the reader comprehends numerals more readily than numerical word expressions.  However, for special reasons, numbers are spelled out in certain instances.

        (1) A figure is used for a single number of 10 or more with the exception of the first word of the sentence.

        (2) When 2 or more numbers appear in a sentence and 1 of them is 10 or larger, figures are used for each number.

        (3) A unit of measurement, time, or money is always expressed in figures.

        (4) Figures are used for serial numbers.

        (5) Units of measurement and time, actual or implied, are expressed in figures.

        (6) Spell out numerals at the beginning of a sentence.  Rephrase a sentence to avoid beginning with figures.

        (7) A spelled out number should not be repeated in figures, except in legal documents.

        (8) For typographic appearance and easy grasp of large numbers beginning with million, the word million or billion is used. 

    i.  Abbreviations and Acronyms

        (1) Established abbreviations are acceptable, except in formal writings.  Example, i.e., SSgt (Staff Sergeant).

        (2) If using an acronym that may not be familiar to the reader, spell it out first and follow with acronym in parenthesis.

    j.  Proofreading.  Proofread several times and check it carefully.  A recommended method is do not read for substance until everything else is correct.  Look at format of correspondence then read it for content.  

2.  FORMAT                                               (2 HRS) 

    a.  Margins
        (1) The top margin for the first page begins on the fourth line or a half-inch from the top of the page when using letterhead.  If using pre-printed letterhead the top margin can be more than one inch.

        (2) The left and right margins for the first page of a standard letter are one inch, with the bottom margin being no less than one inch.  The bottom margin on the signature page may be more than one inch.

        (3) Second and succeeding pages are started on the sixth line from the top of the page by repeating the subject as shown on the first page.  Side margins remain one inch and the bottom margin will be a half-inch.

    b.  Characteristics.  Use 10-12 point (or pitch) letter typeface.  Courier new is the preferred typeface.  Use black or blue black ink to type, stamp or sign correspondence as these colors ensure legible reproduced copies.

    c.  Page Numbering.  Never number the first page.  Number second and succeeding pages, half inch up and centered from the bottom of the page.  No punctuation.

    e.  Heading

        (1) The first line of letterhead will be “UNITED STATES MARINE CORPS” in all capital letters.  The only exception would be when stationed at Headquarters, U.S. Marine Corps.  The first line of that letterhead would be “DEPARTMENT OF THE NAVY”.

        (2) Whether typing or stamping a letterhead begin on the fourth line from the top of the page.  Center the activities name, address, and nine-digit zip code on superseding lines.

        (3) Punctuation in the letterhead is limited to a comma and a space between the different levels of command and between the city and state.

    f.  Identification Symbols.  The location of the identification symbols begins two lines below the last line of the heading blocked one below the other.  If using a  “In reply refer to:” line, the SSIC will be typed on the next line down.  The identification symbols consist of the SSIC, originator’s code and date, on consecutive lines.

        (1) The Standard Subject Identification Code (SSIC).  This is a four or five digit number that best represents a documents subject.  

        (2) Originator’s Code.  Usually the originators code without a serial number is the office symbol of the drafter.

        (3) Date.  The date is typed or stamped on all copies of a letter on the same day it is signed.  Leave out the date when preparing correspondence that will be signed on a later day or in another office.

            (a) The date is prepared in a day-month-year format without punctuation.  Example - 15 Aug 03.  Variations are allowed for date stamps.  

            (b) A date, when shown in the text, will be in the format of date-month-year spelled out, i.e. 15 August 2003, however the year in the text may be omitted if it is understood.

    g.  Unauthorized symbols
        (1) Numbers assigned by word processing centers, as identified/sender’s symbols are unauthorized but may be included on the file copies as part of the drafter’s identification.

        (2) Initials of the drafters of correspondence are unauthorized as identification/sender's symbols, but may be included on the file copies as part of the drafter’s identification.




        (3) Initials of the typist of correspondence are unauthorized as identification/sender’s symbols, but may be included on file copies as the drafter’s identification.

    h.  “From:” Line

        (1) The “From” line is located on the left margin on the second line below the date.  Two spaces follow the colon.  Continuation lines start under the first word of the heading. 

        (2) As a general rule, give your commanding officer’s title, your activity’s name, and for a command based ashore, the geographic location (without state or zip code).  Use long titles only.

        (3) Variations do exist.  If a one-of-a kind title adequately identifies the commanding officer and the officer’s activity, the location is unnecessary.  Some commands prefer the entire mailing address to aid in replies.

        (4) In the “From:” line, as in the “To:” and “Via:”, lines, a comma separates the title of the official in command from the name of the activity.

    i.  “To:” Line    

        (1) The “To:” line is located on the left margin, one line below the “From:” line.  Four spaces follow the colon and continuation lines start under the first word after the heading.

        (2) Address correspondence to the commanding officer of an activity as if composing a “From:” line.  Frequent turnover in personnel can result in misrouted mail; avoid using names of people in the “To:” lines.  The code will be in parenthesis immediately after the activities name.  

        (3) The address in the “To:” line is in the same format as the “From:” line.

    j.  “Via:” Line
        (1) The “Via:” line is located on the left margin, one line below the “To:” line.  Three spaces follow the colon.  Continuation lines start under the word after the heading.

        (2) The “Via:” line is used when one or more activities outside your own should see a letter before reaching the action addressee.  List command offices in the “Via:” line as if composing a “From:” or “To:” line.

        (3) Number via addressees if you list two or more.  Follow your chain of command.  Routing starts with the addressee listed first in the chain of command, first list the lower echelons when going up a chain of command.

    k.  “Subj:” Line
        (1) The subject “Subj:” line is typed at the left margin on the second line under the last line of the previous heading.  Two spaces follow the colon.

        (2) The “Subj:” line consists of a sentence fragment that tells readers what the letter is about usually in 10 words or less.  Use normal word order and capitalize every letter after the colon.

        (3) Continuation lines start under the first word after the heading.

    l.  “Ref:” Line
        (1) Type “Ref:” at the left margin on the second line below the “Subj” line.  Use lower case letters in parentheses before the description of every reference.  Three spaces follow the colon.  One space follows the closing parentheses.  Continuation lines start under the first word after the heading.

        (2) Mention cited references in the text and spell out the word “reference”.  List references in the order they appear in the text.

        (3) Avoid most “NOTAL” references.  A not-to-all (NOTAL) reference is a document that some addressees neither hold nor need.  If a NOTAL references is unavoidable, add “NOTAL” in parentheses following the citation in the “reference” line.

    m.  “Encl:” Line
        (1) List enclosures in the “Encl:” line by following the order they appear in the text.

        (2) In the text, spell out the word “enclosure”.

        (3) Describe an enclosure, such as a letter or directive, as you would a reference.

        (4) When identifying a document, cite its subject or title exactly.

        (5) Never list an enclosure in both the “enclosure” and “reference” lines of the same letter.

        (6) Type “Encl:” at the left margin on the second line below the last line of the previous heading.  Use a number in parentheses before the description of every enclosure, even if you have only one.  Two spaces follow the colon.  One space follows the closing parenthesis.  Continuation lines start under the first word after the heading.

            (a) When weight, size, or other factors prevent sending an enclosure with a letter, send it separately and type “(sep cover)” after the enclosure’s.

            (b) To identify the enclosure itself, either include a copy of the letter or expand the normal markings on the enclosure.

        (8) Enclosures.  An enclosure can prevent a letter from becoming too detailed.  Try to keep letters short, down to one page whenever possible, and use enclosures for lengthy explanations that cannot be avoided.  Enclosures must be marked on the first page. However, you may mark all pages.  An 

enclosure marking goes in the lower right corner.  Type, stamp, or write “Encl” or “Enclosure” plus its number in parenthesis.  You may use a pencil so an addressee can remove the marking easily should the enclosure be needed for some later purposes.  Second and later pages should only be numbered.  If you have several different enclosures, number the pages of each independently.

    n.  Text
        (1) Skip a line before starting the text.

        (2) All paragraphs are single spaced, with double spacing between paragraphs and subparagraphs.

        (3) Each main paragraph is numbered with an Arabic numeral followed by a period and two spaces.

        (4) Don’t begin a paragraph at the bottom of a page unless there is enough space for at least two lines of text on the page and at least two lines are carried over to the next page.  A signature page must have at least two lines of text.

        (5) Second and succeeding lines of paragraphs are on the left margin.  Indent each new subparagraph by four spaces.  Remember, you must have two subparagraphs you may not have only one.

        (6) If dates are used in the test of a standard letter, the format must be day, month spelled out and full year. 

    o.  Signature
        (1) Start all lines of the “signature” block at the center of the page, beginning on the fourth line below the text.  

All characters are capitalized, except if the last name starts with a prefix.

        (2) Use the signer’s preference to compose the name.  If the signer indicates no preference, use first initial(s) and last name.  DO NOT include the signer’s rank or a complimentary close.

        (3) Add the “signature” block only when you are sure who will sign the correspondence.  If you use a stamp, remember to mark all copies.

        (4) Only the original, which goes to the action addressee, must be signed.  But the original and all copies must have a typed or stamped “signature” block information below the signature.

    p.  “Copy to:” Line
        (1) Use this optional block to list addressees outside your activity who need to know a letter’s content but don’t need to act on it.

        (2) Type “Copy to:” at the left margin on the second line below the “signature” block.

        (3) Addressees normally are single spaced below the “Copy to:” block.  They don’t have to be listed by seniority.

    q.  “Blind copy to” Line
        (1) Use this optional block to show internal distribution.  Don’t show internal distribution on the original letter or on copies that go outside your activity.  Outside addressees will assume you have sent copies to the right people within your activity.

        (2) Do show the internal distribution, however, only on the copies that stay within your activity.

        (3) On internal copies—never on the original type “Blind copy to:” at the left margin on the second line below the previous block (the “Copy to:” block if you have one, or the “signature” block).

    r.  Subject line on second and succeeding pages.  Repeat the “subject” line on second and succeeding pages.  Start typing at the left margin on the sixth line from the top of the page.  Continue the text beginning on the second line below the subject.

    s.  Page Numbering.  Don’t number a single page letter or the first page of a multiple page letter.  Center page numbers one half inch from the bottom edge, starting with 2.  No punctuation accompanies a page number.

DIRECTIVES

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))


                        BnO 1700.2



    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" or "BULLETIN", 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))
7.  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))
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