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Study Guide 

  
Congratulations Congratulations on your enrollment in a distance education course from the 

Distance Learning and Technologies Department (DLTD) of the Marine 
Corps Institute (MCI).  Since 1920, the Marine Corps Institute has been 
helping tens of thousands of hard-charging Marines, like you, improve their 
technical job performance skills through distance learning.  By enrolling in 
this course, you have shown a desire to improve the skills you have and 
master new skills to enhance your job performance.  The distance learning 
course you have chosen, MCI 0131K, Correspondence Procedures, provides 
instruction to all Marines having administrative duties.  This course consists 
of providing basic information on methods of preparing, typing, and filing 
correspondence. 

  
Your Personal 
Characteristics 

• YOU ARE PROPERLY MOTIVATED.  You have made a positive 
decision to get training on your own.  Self-motivation is perhaps the most 
important force in learning or achieving anything.  Doing whatever is 
necessary to learn is motivation.  You have it! 

 
• YOU SEEK TO IMPROVE YOURSELF.  You are enrolled to improve 

those skills you already possess, and to learn new skills.  When you 
improve yourself, you improve the Corps! 

 
• YOU HAVE THE INITIATIVE TO ACT.  By acting on your own, you 

have shown you are a self-starter, willing to reach out for opportunities to 
learn and grow. 

 
• YOU ACCEPT CHALLENGES.  You have self-confidence and believe 

in your ability to acquire knowledge and skills.  You have the self-
confidence to set goals and the ability to achieve them, enabling you to 
meet every challenge. 

 
• YOU ARE ABLE TO SET AND ACCOMPLISH PRACTICAL 

GOALS.  You are willing to commit time, effort, and the resources 
necessary to set and accomplish your goals.  These professional traits will 
help you successfully complete this distance learning course. 

 
Continued on next page 
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Study Guide, Continued 

  
Beginning Your 
Course 

Before you actually begin this course of study, read the student information 
page.  If you find any course materials missing, notify your training officer or 
training NCO.  If you have all the required materials, you are ready to begin. 
 
To begin your course of study, familiarize yourself with the structure of the 
course text.  One way to do this is to read the table of contents.  Notice the 
table of contents covers specific areas of study and the order in which they are 
presented.  You will find the text divided into several study units.  Each study 
unit is comprised of two or more lessons and lesson exercises. 

  
Leafing 
Through the 
Text 

Leaf through the text and look at the course.  Read a few lesson exercise 
questions to get an idea of the type of material in the course.  If the course has 
additional study aids, such as a handbook or plotting board, familiarize 
yourself with them. 

  
The First Study 
Unit 

Turn to the first page of study unit 1.  On this page, you will find an 
introduction to the study unit and generally the first study unit lesson.  Study 
unit lessons contain learning objectives, lesson text, and exercises. 

  
Reading the 
Learning 
Objectives 

Learning objectives describe in concise terms what the successful learner, 
you, will be able to do as a result of mastering the content of the lesson text.  
Read the objectives for each lesson and then read the lesson text.  As you read 
the lesson text, make notes on the points you feel are important. 

  
Completing the 
Exercises 

To determine your mastery of the learning objectives and text, complete the 
exercises developed for you.  Exercises are located at the end of each lesson, 
and at the end of each study unit.  Without referring to the text, complete the 
exercise questions and then check your responses against those provided. 

 
Continued on next page 
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Study Guide, Continued 

  
Continuing to 
March 

Continue on to the next lesson, repeating the above process until you have 
completed all lessons in the study unit.  Follow the same procedures for each 
study unit in the course. 

  
Preparing for 
the Final Exam 

To prepare for your final exam, you must review what you learned in the 
course.  The following suggestions will help make the review interesting and 
challenging. 
 
• CHALLENGE YOURSELF.  Try to recall the entire learning sequence 

without referring to the text.  Can you do it?  Now look back at the text to 
see if you have left anything out.  This review should be interesting.  
Undoubtedly, you’ll find you were not able to recall everything.  But with 
a little effort, you’ll be able to recall a great deal of the information. 

 
• USE UNUSED MINUTES.  Use your spare moments to review.  Read 

your notes or a part of a study unit, rework exercise items, review again; 
you can do many of these things during the unused minutes of every day. 

 
• APPLY WHAT YOU HAVE LEARNED.  It is always best to use the 

skill or knowledge you’ve learned as soon as possible.  If it isn’t possible 
to actually use the skill or knowledge, at least try to imagine a situation in 
which you would apply this learning.  For example make up and solve 
your own problems.  Or, better still, make up and solve problems that use 
most of the elements of a study unit. 

 
• USE THE “SHAKEDOWN CRUISE” TECHNIQUE.  Ask another 

Marine to lend a hand by asking you questions about the course.  Choose 
a particular study unit and let your buddy “fire away.”  This technique can 
be interesting and challenging for both of you! 

 
• MAKE REVIEWS FUN AND BENEFICIAL.  Reviews are good habits 

that enhance learning.  They don’t have to be long and tedious.  In fact, 
some learners find short reviews conducted more often prove more 
beneficial. 

 
Continued on next page 
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Study Guide, Continued 

  
Tackling the 
Final Exam 

When you have completed your study of the course material and are confident 
with the results attained on your study unit exercises, take the sealed envelope 
marked “FINAL EXAM” to your unit training NCO or training officer.  
Your training NCO or officer will administer the final examination and return 
the examination and the answer sheet to MCI for grading.  Before taking your 
final examination, read the directions on the DP-37 answer sheet carefully. 

  
Completing 
Your Course 

The sooner you complete your course, the sooner you can better yourself by 
applying what you’ve learned!  HOWEVER--you do have 2 years from the 
date of enrollment to complete this course.   

  
Graduating! As a graduate of this distance education course and as a dedicated Marine, 

your job performance skills will improve, benefiting you, your unit, and the 
Marine Corps.  

  
Semper Fidelis! 
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MCI Course 0131K 1-1 Study Unit 1 

STUDY UNIT 1 

NAVAL WRITING STANDARDS  

Overview 

  
Scope Understanding and applying naval writing standards is critical for commands 

to properly communicate with one another.  Correspondence must be clearly 
presented, grammatically correct, and easily understood by the reader.  This 
study unit will provide you with the knowledge needed to properly write 
naval correspondence. 

  
Contents Upon completion of this study unit, you should be able to apply the principles 

and standards of naval correspondence, proper writing techniques, and 
stationery and typeface rules. 

  
In This Study 
Unit 

This study unit contains the following lessons: 

 
Lesson See Page 

Proper Writing Techniques 1-3 
Principles and Standards of Naval Correspondence 1-39 
Revising Correspondence 1-57 
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LESSON 1 

PROPER WRITING TECHNIQUES 

Introduction 

 
Scope Whether writing formal or informal correspondence, you must clearly state 

the message so the reader easily understands it.  In this lesson, you will learn 
basic grammar rules and techniques for clear and effective writing. 

 
Learning 
Objectives 

Upon completion of this lesson, you should be able to 
 
• Use proper punctuation in correspondence. 
 
• Use proper capitalization in correspondence. 
 
• Use proper spelling in correspondence. 
 
• Properly organize writing. 
 
• Apply active voice to correspondence. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 1-3 
Background 1-4 
Punctuation  1-5 
Capitalization  1-9 
Spelling 1-14 
Organized Writing 1-17 
Natural Writing 1-21 
Economical Writing 1-27 
Active Voice 1-31 
Lesson 1 Exercise 1-35 
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Background 

 
References Information for this study unit came from the following reference material. 

 
•  SECNAVINST 5216.5D, Department of the Navy Correspondence 

 Manual, specifically Chapter 3, Naval Writing Standards 
 
• United States Air Force Academy Executive Writing Course 
 
• United States Government Printing Office Style Manual, viewable online 

at http://www.gpoaccess.gov/stylemanual/browse.html 
 

Note:  The Department of the Navy Correspondence Manual is commonly 
referred to as the Navy Correspondence Manual. 

 
Guidance All Marines who draft, review, or sign correspondence should read and 

follow the naval writing standards outlined in chapter 3 of the Navy 
Correspondence Manual. 
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Punctuation 

  
General This lesson covers punctuation most commonly used in naval 

correspondence.  For assistance with punctuation not covered here or for 
additional information, check out the U.S. Government Printing Office Style 
Manual, any good dictionary, or enroll in MCI Course 0119H, Punctuation. 

 
Apostrophe Use an apostrophe (’) to show possession. 

 
To show possession for a singular word, put an ’s at the end of the word. 
However, if the word ends in s, put an ’s or an ’at the end. 
 
• Corporal Lake’s rifle is clean. 
• Corporal Harris’s rifle is clean. 
• Corporal Jones’ rifle is clean. 
 
To show possession for a plural word that ends in s, put ’ at the end.  For a 
plural word that does not end in s, put ’s at the end. 
 
• The corporals’ rifles are clean. 
• The fire alarm is on the wall next to the men’s locker room. 
 
To show two people or groups possess the same object, put ’s or ’ at the end 
of the second person or group, depending on the singular or plural case. 
 
• Sergeant Pepper and Corporal Lake’s room is clean. 
• The sergeants and corporals’ billeting building is clean. 
 
To show two people or groups possess different objects, put ’s or ’ at the end 
of both names or groups, depending on the singular or plural nature. 
 
• Corporal Wilson’s and Private Smith’s uniforms are wrinkled. 
• The sergeants’ and corporals’ rooms are spotless. 

 
Note:   For any of the above rules, if the second s makes the word difficult to 

pronounce, use only the apostrophe. 

Continued on next page 
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Punctuation, Continued 

 
Apostrophe 
with Possessive 
Objects 

Do not use an apostrophe to indicate possession by anything other than 
persons or animals. 
 
• The objective of this letter (not this letter’s objective) 
• The muzzle of the weapon (not the weapon’s muzzle) 
 
Exceptions are in the following table: 

 
Expressions of Time Expressions of Value Set Expressions or 

Idioms 
a week’s leave fifty dollars’ worth a hair’s breadth 
a month’s stay a nickel’s worth a snowball’s chance 

 
Colon Use a colon (:)  

 
• To introduce a list 
 

Attendees must bring the following items:  notepad, pen, pencil, and a 
three-ring binder. 

 
• Before an explanation 
 

Our mess hall is very convenient for lunch:  The line always moves 
fast. 

 
Note:   Capital letter on “The”—it begins a complete sentence. 

 
• Before a direct quotation 
 

When questioned, the captain reverted to the standard answer: “No 
comment.” 
 
Note:   Capital letter on “No”—it begins a quotation.  

 
• In the salutation of a business letter 
 

Dear Ms. Jones: 

Continued on next page  
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Punctuation, Continued 

 
Hyphens Use a hyphen (-) to connect elements of certain compound words.  This table 

(derived from MCI Course 0119H, Punctuation) lists some of the more 
common rules: 

 
Rule Example 

Use a hyphen in compound 
adjectives that precede a noun but 
not in those that follow nouns. 

The weapons of twentieth-century 
warfare differ greatly from those 
of the nineteenth century.  
 
Note:   The noun is warfare. 

In a series of hyphenated adjectives 
with the same second word, you may 
omit that word (but not the hyphen) 
in all but the last adjective of the 
series. 

The report must contain short- and 
long-range plans. 
 

Use a hyphen after the prefix all-, 
ex-, self- , quasi-, and before the 
suffix -elect. 

Senator-elect Stephens will be the 
guest speaker at the all-important 
seminar on self-control. 

Use a hyphen if a compound word 
would otherwise create a double 
vowel, a triple consonant, or a word 
that would be difficult to pronounce. 

Sun Tzu was a pre-eminent (not 
preeminent) theorist on war. 
 

Use a hyphen to write out fractions 
in words and to write out whole 
numbers from 21 to 99. 

One hundred thirty-four Marines 
(one-half of the company) attended 
the safety class. 

 
Semicolon Use a semicolon (;) to separate items that contain commas.  Here are some 

examples: 
 
• The guest speakers were Colonel Williams, an OIF veteran; Sergeant 

Major Jones, an OEF veteran; and First Sergeant Smith, a Desert Storm 
veteran. 

 
• The itinerary will include visits to Des Moines, Iowa; Omaha, Nebraska; 

and Sioux Falls, South Dakota.  

Continued on next page 
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Punctuation, Continued 

 
Practice Rewrite the following sentences using correct punctuation in the spaces 

provided.  Check your answers against the solutions at the bottom of the page. 
 
• This directives purpose is to outline the steps for completing the AA 

Form. 
______________________________________________________________ 
 
______________________________________________________________ 
 
 
• Thirty-three Marines violated the colonels order not to consume alcohol. 
 
______________________________________________________________ 
 
______________________________________________________________ 
 

 
Practice 
Solutions 

Check your answers against these solutions. 
 
• The purpose of this directive is to outline the steps for completing the 

AA Form. 
 

 The “directive” is neither a person nor an animal and does not qualify 
 to receive an apostrophe to possess “purpose.”  You must rewrite the 
 sentence. 

 
• Thirty-three Marines violated the colonel’s order not to consume alcohol. 
 

 “Thirty-three” is a whole number between 21 and 99 so it is correctly 
 written with a hyphen.  The colonel possesses the “order” and needs an 
 apostrophe to indicate that. 

 
Practice 
Summary 

If you changed the sentences using correct punctuation, continue to the next 
topic.  If not, review this topic and take the challenge again. 
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Capitalization 

 
General There are far too many capitalization rules to cover each one in detail.  This 

lesson will cover a few.   You can find more rules and examples in the U. S. 
Government Printing Office Style Manual or in MCI Course 0119H, 
Punctuation.  

 
First Letter of 
Sentence 

Always capitalize the first letter of the first word of a sentence. 
 
• The telephone is on the desk. 
 
• Tomorrow is another day. 

 
First Letter of 
Direct 
Quotation 

Capitalize the first letter of the first word of a direct quotation if the quotation 
is a complete sentence. 
 
• The colonel said, “We will taste victory.” 
 
• Have you heard the expression, “death before dishonor?” 
 
The d in death is not capitalized because the quoted phrase is not a complete 
sentence. 

Continued on next page 
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Capitalization, Continued 

 
Proper Nouns The term proper refers to nouns that belong to specific persons, places, or 

things.  This table contains examples of proper nouns: 
 

Condition Proper Noun 
Days, Months, Official Holidays, 
and Periods of Time 

• Monday 
• November 
• Veteran’s Day 
• Middle Ages 

Historic Events • Revolutionary War 
• World War I 
• Battle of Second Manassas 

Military Operations • Operation Enduring Freedom 
• Operation Iraqi Freedom 
• Desert Storm 

Organizations • American Red Cross 
• Disabled American Veterans 
• World Health Organization 

Persons • Archibald Henderson 
• Al Gray 
• Lee Trevino 

Places • Iowa; State of Iowa  
• Asia 
• U. S. Capitol building 
 
Note:   Capitalize the C in Capitol when 

referring to the building in 
Washington, DC. 

Races, Ethnicities, and 
Languages 

• Cherokee 
• Hispanic 
• English  
• Urdu  

 
Proper 
Adjectives 

Proper adjectives are adjectives derived from proper names. 
 
• The American way of life. 
• The Eastern United States is heavily populated. 

Continued on next page 
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Capitalization, Continued 

 
Titles Always use a capital letter for a military rank or civilian title when preceding 

a name, but not general references. 
 
• The colonel asked Captain Jones to meet with Mayor Smith this afternoon 

about the governor’s visit to the base. 
 
• I questioned Mr. Smith about missing his doctor’s appointment with  
 Dr. Jones. 
 
Capitalize titles that follow or replace a person’s name if the title is one of 
high distinction. 
 
• George W. Bush, President of the United States 
• The President of the United States or Mr. President 
• General Hagee, Commandant of the Marine Corps 
 
Do not capitalize titles that are not of high distinction. 
 
• Master Sergeant Johnson, treasurer of the club 
• Mr. John Smith, executive secretary 

 
Military 
Abbreviations 

In official military correspondence, capitalize all letters of authorized 
abbreviations (with periods).  The exception to this rule are those ranks for 
which some branches of the Armed Forces use upper and lower case letters in 
the abbreviation. 
 
• FMF 
• USMC 
• USAF 
• LtCol 
• MSgt 
• PFC 

Continued on next page 



MCI Course 0131K 1-12 Study Unit 1, Lesson 1 

Capitalization, Continued 

 
When NOT to 
Capitalize 

The table below provides examples of words that are not capitalized. 

 
Word Types Examples 

Compass Points, unless they 
are used to designate areas 
commonly referred to by 
such names 

• north, south, east, west 
• to go due east (vice serving in the            

Far East) 

Reference to actual names 
of states, cities, companies, 
or military units, which are 
not part of an actual name 

• his native state (but State of Texas) 
• a large western city (but Los Angeles) 
• a construction company 
• an infantry regiment  

Schools, colleges, and 
universities, unless they 
refer to specific institutions 
and are used as parts of 
actual names 

• attended high school (but Scott High 
School) 

• Yale is an old university (but Yale 
University) 

• a Kentucky university (but University of 
Kentucky) 

Seasons of the year • spring 
• summer 
• winter 
• fall (autumn) 

 
Special 
Considerations 

Some names can be used in common or proper tense. 
 
A china cabinet vice Beijing, China. 
 
Always capitalize the words Marine, Soldier, Sailor, and Airman. 

Continued on next page 
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Capitalization, Continued 

 
Practice Read the following sentences and rewrite them using correct capitalization in 

the spaces provided.  Check your answers against the solutions at the bottom 
of the page. 
 
• We will lift weights on Monday, wednesday, and friday. 
______________________________________________________________ 
 
______________________________________________________________ 
 
• the marine corps is the finest Military outfit in the world. 
______________________________________________________________ 
 
______________________________________________________________ 
 

 
Practice 
Solutions 

Check your answers against these solutions. 
 
• We will lift weights on Monday, Wednesday, and Friday. 
 

 Capitalize the first letter of all days of the week. 
 
• The Marine Corps is the finest military outfit in the world. 
 

 The word “The” begins the sentence so capitalize the “T.”  “Marine 
 Corps” is a specific branch of the Armed Forces so capitalize the “M” 
 and “C.”  The word “military” is not a specific branch of the Armed 
 Forces so you do not capitalize the “m.” 

 
Practice 
Summary 

If you changed the sentences using correct capitalization, continue to the next 
topic.  If not, review this topic and take the challenge again.  
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Spelling  

 
Spell Checker Most of us use the spell checker that comes with our word processing 

software.  However, some spell checker dictionaries contain words that were 
unintentionally misspelled.  For the most part, spell checkers are handy tools 
and you should use them, but be careful not to rely solely on them. 

 
Misspelled 
Words 

This table shows the correct standard spellings for some commonly 
misspelled words. 

 
a lot (not alot) liaison 
accommodate noticeable 

all right (not alright) occasion 
argument occurrence 

changeable personnel 
commemorate separate 

embarrass supersede 
harass twelfth 

Continued on next page 
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Spelling, Continued 

 
Misused Words Spell checkers find misspelled words; they do not find misused words.  Here 

are some of the words commonly misused in naval correspondence.     
 

Words and Definitions Sample Use 
• accept:  to believe or 

to receive 
• except:  to exclude   

I accept all the packages except that one. 

• affect:  to influence (verb) 
• effect:  the result of an action (noun) or  

the act of causing change (noun) 

The war had a despairing effect on him, 
but it did not affect me the same way. 

• capital:  official seat (city) of government or 
asset (money or property) or 
upper-case letter or 
extremely serious 

• capitol:  building for state legislature 

West Virginia opened its first capitol 
building eight years after Charleston was 
named the state capital.  

• it’s:  it is 
• its:  belonging to it 

It’s time for the committee to release its 
report. 

• lose:  to be deprived of 
• loose:  free, not fastened 

You might lose your shoe if you don’t 
tighten that loose shoestring. 

• personal:  belonging to a particular person 
• personnel:  body of people in an organization 

    or 
office concerned with the body of 
people in an organization  

Do not leave personal belongings in the 
waiting area of the personnel office. 

• their:  belonging to them 
• there:  in, to, or toward that place 
• they’re:  they are 

When Bob and June get there, they’re 
going to realize their tickets are still on 
the coffee table. 

• than:  to show comparison or an alternative 
• then:  a reference to time (past or future) or 

in that case; accordingly or 
in addition; moreover 

I saw the rifle range results and then 
realized I scored lower than the average. 

 
Additional Help Enroll in MCI Course 0118K, Spelling, or look in a desktop dictionary for 

more help with spelling. 

Continued on next page 
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Spelling, Continued 

 
Practice Read the following sentences and circle the words spelled correctly.  Check 

your answers against the solutions at the bottom of the page. 
 
• (Its/It’s) possible the (liaison/liason) office will 

(accomodate/accommodate) your needs. 
 
• Before you (separate/seperate), be sure the (personal/personnel) office has 

your current address. 
 
• The Smiths will (lose/loose) (there/they’re/their) keys if they leave them 

over (there/they’re/their). 

 
Practice 
Solutions 

Check your answers against these solutions. 
 
• (Its/It’s) possible the (liaison/liason) office will (accomodate/ 

accommodate) your needs. 
 
• Before you (separate/seperate), be sure the (personal/personnel) office has 

your current address. 
 
• The Smiths will (lose/loose) (there/they’re/their) keys if they leave them 

over (there/they’re/their). 

 
Practice 
Summary 

If you circled the correct words, continue to the next topic.  If not, review this 
topic and take the challenge again. 
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Organized Writing 

 
What is it? Writing that is organized states the main point of the letter quickly and 

clearly.  The reader should not have to hunt for the main point. 

 
Establish Your 
Purpose and 
Audience 

You will save a lot of time if you plan before you pick up a pen or start to 
dictate.  Analyze your audience in light of your purpose by answering these 
questions: 
 
• What is the purpose of my correspondence? 
• Who is my audience (my readers)? 
• What are my readers’ interests? 
• How much do they know already? 
• What will make it easier for them to understand or act? 
 
You will then have a solid idea of your content and framework and can begin 
writing. 

 
Newspaper 
Pattern 

Follow the newspaper pattern when writing.  Begin with the most important 
information and end with the least.  When writing, place 
 
• Requests before justifications 
• Answers before explanations 
• Conclusions before discussions 
• Summaries before details 
• The general before the specific (useful when you have many main points) 

 
Note:   Exceptions to the above rules are investigative reports, after-action 

reports, and other documents that require a specific format. 

 Continued on next page 
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Organized Writing, Continued 

 
Paragraphs Follow these rules to grab and maintain the reader’s attention: 

 
• Use a topic sentence at the beginning of a paragraph if you believe the 

reader will need a generalization before reading the details.  
  
• Use short paragraphs of no more than five sentences, especially at the start 

of the letter. 
 
• Completely cover a topic before starting the next one, even if it takes more 

than one paragraph. 
 
• Place lists of items or instructions in subparagraphs. 
 
• Use one-sentence paragraphs at times to highlight important ideas. 

Continued on next page 
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Organized Writing, Continued 

 
Sentences Use only those words that are necessary to deliver your message.  Do not 

ramble on-and-on.  To write disciplined sentences 
 
• Be deliberate:  Place words you want to emphasize at the beginning or end 

of the sentence.  Place words you want to mute in the middle. 
 
− If more structural problems develop, maintenance time may have to 

increase.   (stresses increased time) 
 
− Maintenance time may have to increase if more structural problems 

develop.  (mutes increased time) 
 
• Use parallelism:  Arrange two equal but separate ideas so that neither 

appears more important. 
 
− For:  The symposium is a forum for the dissemination of information and 

is not intended to establish standards. 
 
− Try:  The symposium is a forum for sharing information, not for setting 

standards. 
 
• Write mini-sentences:  Occasionally use sentences of six words or less.  

This helps emphasize ideas.  Shorter sentences cause readers to slow down. 
 
− For:  I apologize for not answering your letter sooner, but an extended 

TDY kept me away from my desk for three weeks. 
 
− Try:  I should have answered your letter sooner.  I apologize.  An 

extended TDY kept me away from my desk for three weeks. 

 
Ending Your 
Letter 

To end most letters, just stop.  When writing to persuade rather than just 
inform, end strongly with a forecast, appeal, or implication that activates the 
reader to do something.  When feelings are involved, exit gracefully—with an 
expression of good will.  When in doubt, offer your help or the name of a 
contact. 

Continued on next page 
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Organized Writing, Continued 

 
Practice Change the sentence order of the following paragraph in the space provided 

using organized writing techniques.  Do not reword any sentence.  Check 
your answer against the solution at the bottom of the page. 
 

We are unable to comply with your request for a detailed report based on 
your current access level.  When your access level is increased, submit a 
new request and we will provide the detailed report.  The enclosure 
contains a summary of the survey results.  Please call the support staff 
with questions or comments. 

 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
______________________________________________________________ 

 
Practice 
Solution 

Check your answer against this solution. 
 

The enclosure contains a summary of the survey results.  We are unable 
to comply with your request for a detailed report based on your current 
access level.  When your access level is increased, submit a new request 
and we will provide the detailed report.  Please call the support staff with 
questions or comments. 

 
Practice 
Summary 

If your answer matches the solution, continue to the next topic.  If not, review 
this topic and take the challenge again. 
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Natural Writing 

  
Speak on Paper Make your writing as formal or informal as the situation requires, but do so 

with language you might use in speaking.  Do not copy every quirk of speech 
down to grunts and ramblings. 
 
Follow these tips when writing a letter: 
 
• Write as if you are speaking with someone face-to-face. 
• Use personal pronouns to avoid roundabout language. 
• Think of a large audience as one reader. 
• Use everyday words and contractions, but avoid slang unless appropriate 

to the situation. 
• Use short sentences as you would when speaking. 
• Pay attention to your tone. 
• Use concrete language. 
• Ask questions. 

 
Personal 
Pronouns 

Do not force the use of personal pronouns, but do not go out of your way to 
avoid them altogether.  To use natural references and avoid roundabout 
language, follow these principles: 
 
• Use we, us, and our when speaking of your activity. 
• Use you to refer to the reader. 
• The commanding officer should use I, me, and my to show special 

concern or warmth, such as in a next of kin or thank you letter. 

Continued on next page 
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Natural Writing, Continued 

 
Overusing 
Personal 
Pronouns 

It is possible to overuse personal pronouns.  For example, you can use so 
many pronouns that readers lose sight of what the pronouns refer to. 
 
Also, criticism hurts fewer feelings if delivered impersonally.  "Nothing has 
been done" avoids the direct attack of "You have done nothing." 
 
Finally, if we or I opens more than two sentences in a row, the writing 
becomes monotonous and may suggest self-centeredness. 

 
One Reader When writing to many addressees, but not one of them specifically, “talk” 

directly to them as one reader.  Although many students are enrolled in this 
course, it “speaks” to one student.  Everyone reads it on an individual level.  
Write your letters the same way. 
 

For:  “It is required that all personnel attend the financial planning 
class.” 

 
Try:  “You must attend the financial planning class.”  

 
Everyday 
Words 

Let legalistic lingo stay where it belongs—on legal documents.  The 
complexity of military work and the need for precision require some big 
words at times.  However, don't use big words when little ones will do. 
 
People who speak with small words often let needlessly fancy ones burden 
their writing.  On paper help swells to assistance, pay to remuneration, and 
visit to visitation.  The list goes on-and-on.  Appendix A has a list of simpler 
words and phrases. 
 
Here is a sample of that list. 

 
Not But 

commence start 
consequently so 
the undersigned I 

Continued on next page 
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Natural Writing, Continued 

 
Contractions Contractions link pronouns with verbs (we'd, I’ll, you’re) and make verbs 

negative (don’t, can’t won't).  They're appropriate for all but the most formal 
writing situations.   
  
If you’re comfortable with contractions, your writing is likely to read easily, 
for you’ll be speaking on paper.  Also, because the language is clear, you're 
more likely to spot holes in your thinking you need to fill. 
  
If contractions seem out of place, you may need to deflate the rest of what 
you say.  In the next sentence, something has to go, either the opening 
contraction or the inflated language that follows:  
 

"It's incumbent upon all personnel to affect energy savings."  
 
Written naturally, the sentence might read 
 

"It's your job to save energy." 

 
Short Sentences For variety mix long sentences and short ones, but average under twenty 

words.  Though short sentences won't guarantee clarity, they're usually less 
confusing than long ones. 
 
Use these tests to keep sentences from confusing your readers. 
 
• The eye test.  Average under two typed lines per sentence. 
 
• The ear test.  Read your writing aloud.  Break up most of the sentences 

that do not end in one breath. 

Continued on next page 



MCI Course 0131K 1-24 Study Unit 1, Lesson 1 

Natural Writing, Continued 

 
Your Tone Speakers have gesture, voice, and movement to help them communicate.  

Writers only have words on paper.  Recognize your disadvantage as a writer 
and remember to pay special attention to tone. The more sensitive the reader 
or topic, the more careful we must be to promote good will.  Tactlessness in 
writing suggests clumsiness in general. 
 
Imagine you are a reservist who has asked to stay on active duty even though 
you have a serious illness.  How does the following answer strike you? 
  

“Because you have failed to pass the prescribed physical examination, 
you will be removed from active duty.” 

 
Failed and removed sound like punishment.  Here’s a more positive tone: 
 

“Given the results of your physical examination, we must transfer you 
to the Retired Reserve.” 

 
Suppose you’ve asked for more time to complete this correspondence course. 
Here’s the last sentence of the letter that denies your request.  
 

“If we can be of further assistance, please do not hesitate to write.” 
 
You would probably think further assistance means further disappointment.  
The sentence should be dropped entirely or changed to something like this: 
 

“This setback aside, we hope you will take advantage of other 
correspondence courses available to you.” 

 
Negative vs. 
Positive Tone 

Unless you must use a negative statement when counseling or filing a legal 
charge against someone, look for ways to remove the sting of a negative tone.  

 
Negative Positive 

Opportunity is limited Competition is keen 
Stop writing badly Start writing well 
Don’t use the small hoist Use the big hoist 

Continued on next page 
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Natural Writing, Continued 

 
Concrete 
Language 

Without generalizations and abstractions, we would drown in detail.  We sum 
up vast amounts of experience when we speak of dedication, programs, 
hardware, and lines of authority. 
 
Lazy writing overuses such vague terms.  Often it weakens them further by 
substituting adjectives for examples: immense dedication, enhanced 
programs, viable hardware, and responsive lines of authority. 
 
Similarly, don't use a general word if the context allows for a specific one.  
Be as definite as the situation permits. 

 
For Try 

aircraft plane 
plane F-18/A 
improved costs lower costs 

 
Ask Questions A request gains emphasis when it ends with a question mark.  Read these 

sentences aloud: 
 
For:  “In an effort to improve the cost of office copier operation, it is 

requested that your firm complete the attached form relating to 
office copiers which you would propose to rent/lease.” 

 
Try:  “Would you let us know on the accompanying form what you 

charge to rent or lease your copiers?” 
 
Do you hear how “spoken” the second sentence is?  Always look for 
opportunities to reach out to your reader. 

Continued on next page 



MCI Course 0131K 1-26 Study Unit 1, Lesson 1 

Natural Writing, Continued 

 
Practice Use the natural writing tips to rewrite the following sentences in the spaces 

provided.  Check your answers against the solutions at the bottom of the page. 
 
• It is required that all personnel read the colonel’s command philosophy 

prior to commencing liberty this Friday. 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
• It is requested that your department report what steps you are taking to 

improve costs. 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 

 
Practice 
Solutions 

Check your answers against these possible solutions. 
 
• You must read the colonel’s command philosophy by Friday. 
• What steps are you taking to lower costs? 

 
Practice 
Summary 

Your answers might be slightly different.  That’s okay.  If you changed the 
sentences to deliver the message more clearly, continue to the next topic.  If 
not, review this topic and take the challenge again. 
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Economical Writing 

  
What Is It? When it comes to buying something, we all want to get more for our money.  

Approach your writing the same way:  Get as much impact as you can with 
the least words. 

 
It Is and There 
Is 

These words and their variations lengthen sentences and delay the message.  
Avoid them unless using natural expressions such as “it is time…” or “it is 
hard to…” and an occasional pointing expression such as "it is your job to…"  
This table shows a few helpful examples. 

 
For Try 

It is requested I request; Please 
It is recommended We recommend 
There will be a meeting on Friday We will meet on Friday 

   
Wordy 
Expressions 

This table shows wordy expressions and their desired substitutes. 

 
For Try 

for the purpose of for; to 
in accordance with by; following; per; under 
in order to to 

 
Smothered 
Verbs 

General verbs, such as make and is, are weak and often require more words 
than are necessary to deliver the message.  Sometimes, general verbs are 
completely acceptable (e.g., It is hot.)  Before using a general verb, see if you 
can change a different word into a verb. 
 
See how this sentence is changed, but the meaning is not. 
 

For:  “This directive is applicable to everyone who makes use of the 
system.” 

 
Try:  “This directive applies to everyone who uses the system.” 

Continued on next page 
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Economical Writing, Continued 

 
To Be To be is the most common verb in English and the weakest.  Though we need 

it often, often we don't.  Cut down on your use of to be in any of its forms: 
am, is, are, was, were, be, being, been. 

 
Verbs Turned 
into Nouns 

Words ending in -ion and -ment are verbs turned into nouns.  Whenever the 
context permits, change these nouns to verb forms.  By favoring verb forms, 
your sentences will be shorter and livelier. 
 

For:  “Use that format for the preparation of your command history.” 
 

Try:  “Use that format to prepare your command history.” 

 
Doublings Doublings are pairs of words with similar meanings used consecutively in a 

sentence to describe one idea.  Some examples are: advise and assist; interest 
and concern; and thanks and appreciation.  Repeating a general idea does not 
make it more precise. 
 

For:  “We offer our thanks and appreciation for your service. 
 

Try:  “Thank you for your service.” 

 
Hut -2-3-4 
Phrases 

Though you should cut unnecessary words, sometimes you can go too far.  
Avoid hut-2-3-4 phrases—long clots of nouns and modifiers.  Readers can't 
tell how the pieces fit together or where they all will end. 
 
We must live with some established hut-2-3-4 phrases such as Air Traffic 
Control Radar Beacon System, but you can keep them out of whatever you 
originate by adding some words or rewriting entirely. 
 

For:  “the Board of Inspection and Survey service acceptance trials 
requirements” 

 
Try:  “requirements by the Board of Inspection and Survey for service 

acceptance trials” 
 
The second sentence segment uses more words, but you can understand it 
better than the first. 

Continued on next page 
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Economical Writing, Continued 

 
Excessive 
Abbreviations 
and Acronyms 

Excessive abbreviating and acronym use is another common form of false 
economy.  Use abbreviations and acronyms no more than you must with 
insiders, and avoid them entirely with outsiders.  Spell out an unfamiliar 
abbreviation or acronym the first time it appears, like this: 
 

“Front End Assessment (FEA)” 
 
If an abbreviation or acronym will appear only twice or infrequently, spell out 
the term every time and avoid the abbreviation or acronym entirely.   Put 
clarity before economy. 

Continued on next page 
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Economical Writing, Continued 

 
Practice Rewrite the following sentences using the techniques of economical writing 

in the spaces provided.  Check your answers against the solutions at the 
bottom of the page. 
 
• The enclosure is provided for the preparation of your application. 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
• For the purpose of uniformity, in addition to safety, it is required that all 

personnel back their privately owned vehicles into their parking spaces. 
 
______________________________________________________________ 
 
______________________________________________________________ 
 

 
Practice 
Solutions 

Check your answers against these possible solutions. 
 
• Use the enclosure to prepare your application. 
• For uniformity and safety, back your car into your parking space. 

 
Practice 
Summary 

Your answers might be slightly different.  That’s okay.  If you changed the 
sentences to deliver the message more clearly using less words, continue to 
the next topic.  If not, review this topic and take the challenge again. 
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Active Voice 

  
Format Most of your sentences should use a doer-verb-receiver order.  The doer does 

something to the receiver.  By leading with the doer, you are writing in active 
voice.  To understand active voice better, you should first learn to recognize 
passive voice.  

 
Passive Voice Passive sentences follow a receiver-verb-doer order, but will sometimes 

imply and omit the doer.   
 
A passive verb uses any form of to be plus the past particle of a main verb 
(words usually ending in en or ed). 
 
You learned earlier that forms of to be are 
 
• Am 
• Be 
• Been 
• Being 
• Is 
• Was 
• Were 
 
Passive verbs look like the following underlined words: 
 

“This course was developed by a staff sergeant.” 
        
“It is desired that more testing be made.” 
 

The verbs was, is, and be are forms of to be.  The words developed, desired, 
and made are past particles of develop, desire, and make. 

 
Note:   Not all past particles will end in en or ed, but most do. 

Continued on next page 
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Active Voice, Continued 

 
The Three 
Cures 

To change passive voice to active, try one of these cures: 
 
• Put a doer before the verb. 
 

For:  “The part must have been broken by the handlers.” 
 
Try:  “The handlers must have broken the part.” 

 
• Drop part of the verb. 
 

For:  “The results are listed in the enclosure.” 
 

Try:  “The results are in the enclosure.” 
 
• Change the verb. 
 

For:  “The shipment has not been received yet.” 
 
Try:  “The shipment has not arrived yet.” 

 
Sometimes you may need to combine the above cures: 
 

For:  “This course was developed by a staff sergeant.” 
 

Try:  “A staff sergeant developed this course.” 

 
Advantage Active voice is more concise and easier to read.  Use it whenever you can.  

But do not feel you always must use it. 

Continued on next page 
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Active Voice, Continued 

 
Write Passively 
For Good 
Reason 

Now and then you may have good reason for writing in passive voice: 
 
• The doer is unknown, unimportant, obvious, or better left unsaid. 
 

Doer unknown or unimportant:  “The part was shipped on 1 June.” 
 
Doer obvious:  “Presidents are elected every four years.” 
 
Doer better left unsaid:  “Christmas has been scheduled as a work 

day.” 
 
• You want to draw attention to the receiver of the verb’s action. 
 

“The enclosure was mailed separately.” 
 
• To transition from one topic to another and you want to name the doer. 
 

“Writing improvement is doubly difficult when individual habit is 
reinforced by group inertia.” 

 
Tone and 
Context 

Choose an active or passive voice sentence based on the tone and context of 
the rest of the paragraph.  When in doubt, write actively, even though the doer 
may seem obvious.  You will write livelier sentences (not livelier sentences 
will be written by you).  

Continued on next page 
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Active Voice, Continued 

 
Practice Rewrite the following sentences using active voice in the spaces provided.  

Check your answers against the solutions at the bottom of the page. 
 
• My room will be inspected by the first sergeant on Friday. 
 
______________________________________________________________ 
______________________________________________________________ 
 
• The enclosure was sent in a red envelope. 
 
______________________________________________________________ 
______________________________________________________________ 
 

 
Practice 
Solutions 

Check your answers against these possible solutions. 
 
• The first sergeant will inspect my room on Friday. 
 
• We sent the enclosure in a red envelope. 

 
Practice 
Summary 

Your answers might be slightly different.  That’s okay.  If you changed the 
sentences to a doer-verb-receiver order, continue to the lesson exercise.  If 
not, review this topic and take the challenge again. 
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Lesson 1 Exercise 

  
Directions Complete items 1 through 5 by choosing the correct answer.  Check your 

responses against those listed at the end of the items. 

  
Item 1 Read the sentence and then select the correct use of punctuation for the 

underlined part. 
 
The attendees are required to bring the following items to the training session, 
ink pen, notepad, and an empty three-ring binder. 
 
a. session, ink 
b. session; ink 
c. session:  ink 
d. session.  Ink 

  
Item 2 Which word is always capitalized? 

 
a. Today 
b. Tuesday 
c. Capitol 
d. State 

  
Item 3 Read the sentence and select the answer below that contains the correct 

spelling for the underlined words. 
 
The laison preferred to drive his car when escorting Marines to the Group 
headquarters building, rather then have them drive their cars. 
 
a. laison, then, their 
b. liaison, then, their 
c. laison, than, their 
d. liaison, than, their 

Continued on next page 
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Lesson 1 Exercise, Continued 

   
Item 4 Each of the following sentences begins a different paragraph in a thank you 

letter from the base commander to the commanding officer of a tenant 
command.  Choose the one that should come first. 
 
a. Your facility represents the best technology and architecture available. 
b. As you know, my first priority is to fulfill the needs of tenant commands.   
c. Thank you for providing me a tour of your outstanding new facility. 
d. I am pleased that your new facility serves your needs to the fullest extent. 

 
Item 5 Choose the sentence written in active voice. 

 
a. The results of the survey are listed in enclosure 3. 
b. The supplies were shipped on 13 February 2005. 
c. Corporal Adams was punched by Corporal Hart. 
d. Major Gutzostil requested the mayor’s support. 

Continued on next page 
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Lesson 1 Exercise, Continued 

  
Answers The table below lists the answers to the exercise items.  If you have questions 

about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 c 1-6 
2 b 1-10 
3 d 1-14 
4 c 1-17 
5 d 1-31 
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LESSON 2 

PRINCIPLES AND STANDARDS OF NAVAL 
CORRESPONDENCE 

Introduction 

  
Scope Applying the principles and standards of naval correspondence is essential to 

properly communicate in writing within and outside of the Department of 
Defense.  In this lesson, you will learn the proper method to identify 
personnel in correspondence, write dates and times in a format familiar with 
the intended reader, and follow the rules established for formatting the page. 

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to 
 
• Identify military ranks and titles in correspondence. 
 
• Identify civilian titles in correspondence. 
 
• Identify personal information in correspondence. 
 
• Identify dates and times in correspondence. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 1-39 
Military Ranks and Titles 1-40 
Civilian Titles 1-44 
Personal Information 1-49 
Dates and Times 1-51 
Ink and Stationery 1-52 
Typeface and Margins 1-54 
Lesson 2 Exercise 1-55 
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Military Ranks and Titles 

 
General When writing to or about a military member, you must use that person’s rank 

as well as name.  You will normally spell out the entire rank in the heading 
and body of the letter.  You will normally use an abbreviation of the rank in 
the address block of the letter and envelope.  From time to time, especially in 
less formal correspondence, you may abbreviate the rank in the body of the 
letter. 

 
Models of 
Address 

The following tables show proper Navy and Marine Corps models of address.  
Appendix A of the Navy Correspondence Manual lists these as well as 
models of address for the Army and Air Force ranks.  Shown below is the 
salutation block for use on a business letter. 

 
Navy and Coast 
Guard Officers 

 

 
Rank Abbreviation Salutation 

Admiral ADM Dear Admiral (surname): 
Vice Admiral VADM Dear Admiral (surname): 
Rear Admiral (Upper Half) RADM Dear Admiral (surname): 
Rear Admiral (Lower Half) RDML Dear Admiral (surname): 
Captain CAPT Dear Captain (surname): 
Commander CDR Dear Commander (surname): 
Lieutenant Commander LCDR Dear Commander (surname): 
Lieutenant LT Dear Lieutenant (surname): 
Lieutenant Junior Grade LTJG Dear Lieutenant (surname): 
Ensign ENS Dear Ensign (surname): 
Chief Warrant Officer 5 CWO5 Dear Chief Warrant Officer 5 (surname): 
Chief Warrant Officer 4 CWO4 Dear Chief Warrant Officer 4 (surname): 
Chief Warrant Officer 3 CWO3 Dear Chief Warrant Officer 3 (surname): 
Chief Warrant Officer 2 CWO2 Dear Chief Warrant Officer 2 (surname): 

 
Note:   The Navy does not use the rank Warrant Officer 1. 

Continued on next page 
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Military Ranks and Titles, Continued 

 
Marine Corps 
Officers 

 

 
Rank Abbreviation Salutation 

General Gen Dear General (surname): 
Lieutenant General LGen Dear General (surname): 
Major General MGen Dear General (surname): 
Brigadier General BGen Dear General (surname): 
Colonel Col Dear Colonel (surname): 
Lieutenant Colonel LtCol Dear Colonel (surname): 
Major Maj Dear Major (surname): 
Captain Capt Dear Captain (surname): 
First Lieutenant 1stLt Dear Lieutenant (surname): 
Second Lieutenant 2ndLt Dear Lieutenant (surname): 
Chief Warrant Officer 5 CWO5 Dear Chief Warrant Officer 5 (surname): 
Chief Warrant Officer 4 CWO4 Dear Chief Warrant Officer 4 (surname): 
Chief Warrant Officer 3 CWO3 Dear Chief Warrant Officer 3 (surname): 
Chief Warrant Officer 2 CWO2 Dear Chief Warrant Officer 2 (surname): 
Warrant Officer W02 Dear Warrant Officer (surname): 

 
Navy and Coast 
Guard Enlisted 

The use of the word "rank" for Navy enlisted personnel is incorrect. The 
correct term is “rate.” 

 
Rate Abbreviation Salutation 

Master Chief Petty Officer  MCPO Dear Master Chief  (surname): 
Senior Chief Petty Officer SCPO Dear Senior Chief  (surname): 
Chief Petty Officer CPO Dear Chief (surname): 
Petty Officer First Class PO1 Dear Petty Officer (surname): 
Petty Officer Second Class PO2 Dear Petty Officer (surname): 
Petty Officer Third Class PO3 Dear Petty Officer (surname): 
Seaman  SN Dear Seaman (surname): 
Seaman Apprentice SA Dear Seaman (surname): 
Seaman Recruit SR Dear Seaman (surname): 

 
Note:  You can also refer to Sailors in the ranks of SR through PO1 by their 

job specialty.  Appendix A of the Navy Correspondence Manual lists a 
sampling of job specialties with their abbreviations and salutations. 

Continued on next page 
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Military Ranks and Titles, Continued 

 
Marine Corps 
Enlisted 

 

 
Rank Abbreviation Salutation 

Sergeant Major SgtMaj Dear Sergeant Major (surname): 
Master Gunnery Sergeant MGySgt Dear Master Gunnery Sergeant (surname): 
First Sergeant 1stSgt Dear First Sergeant (surname): 
Master Sergeant MSgt Dear Master Sergeant (surname): 
Gunnery Sergeant GySgt Dear Gunnery Sergeant (surname): 
Staff Sergeant SSgt Dear Staff Sergeant (surname): 
Sergeant Sgt Dear Sergeant (surname): 
Corporal Cpl Dear Corporal (surname): 
Lance Corporal LCpl Dear Lance Corporal (surname): 
Private First Class PFC Dear Private First Class (surname): 
Private Pvt Dear Private (surname): 

 
Note:   The Navy Correspondence Manual shows the salutation for LCpl the 

same as Cpl.  However, it is customary in the Marine Corps to use the 
full title for LCpl in the salutation. 

 
Special Titles 
(Navy and 
Coast Guard) 

 

 
Title Abbreviation Salutation 

Chief of Naval Operations CNO Dear Admiral (surname): 
Master Chief Petty Officer of the 
Navy 

MCPON Dear Master Chief (surname): 

Master Chief Petty Officer of the 
Coast Guard 

MCPOCG Dear Master Chief (surname): 

Continued on next page 
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Military Ranks and Titles, Continued 

 
Special Titles 
(Marine Corps) 

 

 
Title Abbreviation Salutation 

Commandant of the Marine Corps CMC Dear General (surname): 
Assistant Commandant of the 
Marine Corps 

ACMC Dear General (surname): 

Sergeant Major of the Marine Corps SMMC Dear Sergeant Major (surname): 

 
Chaplain Refer to a chaplain in correspondence using this format: (rank) (full name) 

CHC, USN. 
 

Examples:  Lieutenant John C. Smith CHC, USN 
LCDR Chris C. Jones CHC, USN 

 
The salutation is Dear Chaplain (surname): 

 
Retired 
Military 

Refer to retired military personnel in correspondence using this format: (rank) 
(full name), (branch of service) (Ret). 
 

Examples:  Major John C. Smith, USMC (Ret) 
1stSgt Chris C. Jones, USMCR (Ret) 

 
The salutation for all retired military is Dear (rank) (surname): 
 

Examples:  Dear Commander Williams: 
Dear Gunnery Sergeant Jones: 
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Civilian Titles 

 
General This lesson provides examples of civilian models of address, salutation, and 

complimentary closes.  Use these examples in business letters, with some 
variations allowed depending on the circumstances. 

 
The Honorable Use “The Honorable (Name)” in the address of Presidential appointees as 

well as federal and state elected officials.  Avoid “The Honorable” in 
addresses of county and city officials, except for mayors. 

 
Madam Use the title “Madam” in the salutation of a letter to a high-level woman 

diplomat or government official.  An example is the United States 
Ambassador to the United Nations.  Use the title “Madam” in salutations of 
letters destined for women foreign heads of state and diplomats. 

  
Ms. Use the title “Ms.” when addressing a woman by her surname  

(e.g., Ms. Jones).  However, “Ms.” like “Mr.” indicates nothing with regard to 
a person’s marital status.  Therefore, use “Miss” or “Mrs.” in the salutation 
when the addressee has indicated this preference.  Use “Mr.” with a position 
or surname if you don’t know the addressee’s gender and can’t find out 
readily. 

 
Note:  Never use “Ms.” with a woman’s full married name.  “Ms. John Doe” 

is incorrect. 

 
Models of 
Address 

The tables on the following pages show the format for placing civilian titles 
and addresses on business letters and envelopes as well as proper salutations.  
These tables are not complete.  Appendix B of the Navy Correspondence 
Manual contains a detailed list of addressees. 

Continued on next page 
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Civilian Titles, Continued 

 
The White 
House 

 

 
Addressee Letter and Envelope Salutation 

The President The President 
The White House 
Washington, DC 20500-0001 

Dear Mr. (or Madam) President: 

Spouse of the President Mr. (or Ms.) (full name) 
The White House 
Washington, DC 20500-0001 

Dear Mr. (or Ms.) (surname): 

Assistant to the President The Honorable (full name) 
Assistant to the President 
The White House 
Washington, DC 20500-0001 

Dear Mr. (or Ms.) (surname): 

Secretary to the President The Honorable (full name) 
Secretary to the President 
The White House 
Washington, DC 20500-0001 

Dear Mr. (or Ms.) (surname): 

Secretary to the President 
(military) 

(full rank) (full name) 
Secretary to the President 
The White House 
Washington, DC 20500-0001 

Dear (rank) (surname): 

 
The Vice 
President 

 

 
Addressee Letter and Envelope Salutation 

As Vice President The Vice President 
The White House 
Washington, DC 20500-0001 

Dear Mr. (or Madam) Vice President: 

As Senate President The Honorable (full name) 
President of the Senate 
Washington, DC 20500-0001 

Dear Mr. (or Madam) President: 

Continued on next page 
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Civilian Titles, Continued 

 
U. S. Congress  
 

Addressee Letter and Envelope Salutation 
President pro Tempore of 
the Senate 

The Honorable (full name) 
President pro Tempore of the 
Senate 
United States Senate 
Washington, DC 20510-0000 

Dear Senator (surname): 

Committee Chairman 
(Senate) 

The Honorable (full name) 
Chairman, Committee on 
(name of committee) 
United States Senate 
Washington, DC 20510-0000 

Dear Mr. (or Madam) Chairman: 

Senator (Washington, DC 
office) 

The Honorable (full name) 
United States Senate 
Washington, DC 20510-0000 

Dear Senator (surname): 

Senator (away from 
Washington, DC) 

The Honorable (full name) 
United States Senator 
(local address) 

Dear Senator (surname): 

Former Senator The Honorable (full name) 
(local address) 

Dear Senator (surname): 

Speaker of the House of 
Representatives 

The Honorable (full name) 
Speaker of the House of 
Representatives 
Washington, DC 20515-0000 

Dear Mr. (or Madam) Speaker: 

Committee Chairman 
(House of Representatives) 

The Honorable (full name) 
Chairman, Committee on 
(name of committee) 
House of Representatives 
Washington, DC 20515-0000 

Dear Mr. (or Madam) Chairman: 

Representative 
(Washington, DC office) 

The Honorable (full name) 
House of Representatives 
Washington, DC 20515-0000 

Dear Mr. (or Ms.) (surname): 

Representative (away from 
Washington, DC) 

The Honorable (full name) 
Member, United States 
House of Representatives 
(local address) 

Dear Mr. (or Ms.) (surname): 

Former Representative The Honorable (full name) 
(local address) 

Dear Mr. (or Ms.) (surname): 

Continued on next page 
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Civilian Titles, Continued 

 
Executive 
Departments 

 

 
Addressee Letter and Envelope Salutation 

Members of the Cabinet (if 
addressed as “Secretary” 

The Honorable (full name) 
Secretary of (name of 
department) 
Washington, DC 00000-0000 

Dear Mr. (or Madam) Secretary: 

Attorney General (Head of 
the Department of Justice) 

The Honorable (full name) 
Attorney General 
Washington, DC 00000-0000 

Dear Mr. (or Madam) Attorney 
General: 

 
State and Local 
Government 

 

 
Addressee Letter and Envelope Salutation 

Governor of State The Honorable (full name) 
Governor of (name of state) 
(city), (state) (zip) 

Dear Governor (surname): 

State Senator The Honorable (full name) 
(name of state) Senate 
(city), (state) (zip) 

Dear Mr. (or Ms.) (surname): 

State Representative, 
Assemblyman, or Delegate 

The Honorable (full name) 
(name of state) House of 
Representatives OR 
Assembly OR  
House of Delegates 
(city), (state) (zip) 

Dear Mr. (or Ms.) (surname): 

Mayor The Honorable (full name) 
Mayor of (name of city) 
(city), (state) (zip) 

Dear Mayor (surname): 

Continued on next page 
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Civilian Titles, Continued 

 
Other 
Addressees 

  

 
Addressee Letter and Envelope Salutation 

An Unmarried Woman Ms. (or Miss) (full name) 
(local address) 

Dear Ms. (or Miss) (surname): 

A Married Woman or 
Widow 

Ms. (or Mrs.) (husband’s full 
name) 
(local address) 

Dear Ms. (or Mrs.) (surname): 

Two or More Unmarried 
Women 

Mses. (surname) and 
(surname) 
(local address) 

Ladies (or Mesdames):  OR 
Dear Msess. (or Misses) 
(surname) and (surname): 

Two or More Men Messrs. (surname) and 
(surname) 
(local address) 

Gentlemen:  OR 
Dear Mr. (surname) and  
Mr. (surname): 

 
Complimentary 
Close of a 
Letter 

Use “Respectfully yours,” to close business letters addressed to the President 
of the United States. 
 
Use “Sincerely,” to close all other business letters. 
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Personal Information 

  
SSN Limit the use of a military member or civilian’s SSN by following these rules: 

 
• When writing to an addressee within the Department of Defense, use the 

SSN only when it is essential for identification and when authorized under 
Executive Order 9397. 

 
• When writing to an addressee outside the Department of Defense, never 

use the SSN. 
 
• You may make an exception to the above rules when one of these 

conditions apply: 
 
− The military member or civilian employee gives permission. 
− Incoming communication requesting your reply already contains the SSN. 

  
Standard Naval 
Letter 

Usually, you will fully identify a military member or civilian in the subject 
line or first paragraph of a standard naval letter.  In later references to the 
military member or civilian, just use the rank or title and surname. 
 
Do not capitalize every letter of the military member or civilian’s last name 
except in the subject line. 

 
Navy Format When identifying Navy personnel in the To: line, subject line, or for the first 

time in a letter, place information in the following order: 
 
• Rank or Rate (abbreviated in subject line; spelled out in text) 
• Warfare Designator (if any) 
• First Name, Middle Initial, Last Name 
• Staff Corps (if any) 
• Branch of Service 
• SSN/(designator for officer) (use hyphens in SSN) 
 

Examples:  CAPT Robert W. Smith, USNR, 123-45-6789/2200 
LT John Smith, DC, USN, 123-45-6789/1315 
YN1(AW) Jane Smith, USN, 123-45-6789 

 
Note:  Use commas to separate the segments except between rank and name. 

 



MCI Course 0131K 1-50 Study Unit 1, Lesson 2 
 

Personal Information, Continued 

 
Marine Corps 
Format 

When identifying Marine Corps personnel in the To: line, subject line, or for 
the first time in a letter, place information in the following order: 
 
• Rank (unabbreviated rank) 
• First Name, Middle Initial, Last Name 
• SSN/(MOS) (do not use hyphens in SSN) 
• Branch of Service (USMC or USMCR) 
 

Examples:  Major John W. Smith 123 45 6789/3002 USMC 
Captain John W. Smith 123 45 6789/4402 USMCR 
Sergeant  John Smith 123 45 6789/6152 USMC 

 
Business Letter When identifying a military member or civilian in a business letter, you will 

most likely omit the SSN (see the rules on the previous page).  The first time 
you identify a person in a business letter, use the rank (or civilian title, if 
applicable) and full name (first and last).  From then on, simply use their rank 
(or title) and last name. 
 
If your business letter has a subject line, you will capitalize every letter in 
every word in it.  At no time will you capitalize all letters of the person’s last 
name in the body of the letter. 

 
Note:   You will learn more about business letters in study unit 2. 

 
Business Letter 
Examples 

These are examples of the subject line in a business letters. 
 
• Subj:  QUESTIONNAIRE ON SERGEANT IAN SMITH 
 
• Subj:  LETTER OF APPRECIATION  FOR MS. SALLY JONES 
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Dates and Times 

  
Dates In a standard naval letter, write dates in the day month year format. 

 
• In the heading:  1 Jul 06 
 
− Variations are allowed for date stamps. 

 
• In the text:  1 July 2006 
 
In a business letter, write dates in the heading and text in the month day, year 
format. 
 
• July 1, 2006 

 
Times Use military time for standard naval letters.  Use civilian time with the am or 

pm designator for business letters.  This table shows some comparable 
examples.  

 
Standard Naval Letter Business Letter Remarks 

0001 12:01 am 1 minute after midnight 
0330 3:30 am  
1200 12:00 pm Noon 
1530 3:30 pm  
2400 12:00 am Midnight 

 
2359 vs. 2400 Do not confuse 2359 with midnight.  2400 is midnight.  Permanent Change of 

Station Orders normally require Marines to report by 2359 on a particular 
date.  This is to eliminate confusion.  If the Orders were to state “report by 
2400 on 2 December 2007”, the Marine might be confused as to whether it is 
the 2400 between 1 and 2 December or the 2400 between 2 and 3 December. 
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Ink and Stationery  

  
Color of Ink Use black or blue-black ink to type and sign correspondence. 

 
Stationery Authorized stationery for standard naval letters and business letters include 

computer-generated and preprinted letterhead.  Use your command letterhead 
for official matters of the command only.  Study unit 2 will cover computer-
generated letterhead. 

 
Preprinted 
Letterhead 

The following rules apply to preprinted letterhead: 
 
• First line   
− All capital letters 
− Centered horizontally on page  
− 5/8 of an inch from the top edge of the sheet  
− 10 to 12 point type 
− Try to match one of these font styles:  Copperplate BT, Copperplate 32, 

Univers 55 (Roman), or Helvetica Roman 
 
• Activity name 
− All capital letters 
− Centered horizontally under first line 
− 6 to 9 point type in the font to match first line 

 
• Address and ZIP code 
− All capital letters 
− Centered horizontally under activity name 
− 6 point type in the font to match activity name 
− Include 4 digit add-on to zip code 

 
• Leading (space between lines):  13 points 
 
• Spacing:  The bottom of the printing shall be 1 1/16 inches from top of 

page 
 
• Color of ink:  Blue, Pantone Matching System (PMS) 288 or equivalent 
 
• Paper stock:  8 ½ by 11 inches.  
− ACMC and higher:  max 20-lb, 100% white bond, JCP G80 
− All others:  max 20-lb, 25% white bond, JCP G40 

Continued on next page 
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Ink and Stationery, Continued 

 
Letterhead 
First Line Rule 

The first line for Headquarters, U. S. Marine Corps and all components of the 
Navy shall be DEPARTMENT OF THE NAVY. 
 
The first line for all other Marine Corps activities shall be UNITED STATES 
MARINE CORPS. 

 
Optional 
Features 

• The phrase IN REPLY REFER TO may be printed in 5-point capital 
letters. 

 
• Paper may be marked to indicate the address area for window envelopes. 
 
• Paper may be marked with fold lines to indicate business letter folds. 
 
• A ½-point rule, 1 ½ picas (approximately ¾ inch long) may be placed 1 ½ 

inches from the bottom of the page. 
 
• Slogans, when approved by the office of the Secretary of the Navy, may 

be printed in the bottom margin approximately ½ inch from the bottom of 
the page. 

Continued on next   
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Typeface and Margins 

 
Typeface For the text (or body) of the letter, follow these rules. 

 
Font size:  
• 10- to 12-point 
• Courier New 
 
Alternate styles: 
• Times New Roman 
• Universe 

  

 
Margins Margins vary depending on the type of correspondence you are preparing.  

Study Unit 2 covers the different types of correspondence and provides more 
information on margins. 
 
For a standard naval letter, allow 1-inch margins on the top, bottom, and sides 
of each page.  These exceptions exist for letterhead: 
 
• Preprinted:  Typing starts more than 1 inch from the top of the page. 
 
• Computer-generated:  Typing starts less than 1 inch from the top of the 

page. 
 
• Typing may end more than 1 inch from the bottom of the signature page. 
 
For a business letter, adjust your margins from 1 to 2 inches to achieve 
maximum balance on the page; but never use less than a 1-inch margin. 

 
Note:  Do not justify right margins and do not use proportional spacing in a 

standard naval letter. 
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Lesson 2 Exercise 

  
Directions Complete items 1 through 4 by performing the action required, or by selecting 

the correct multiple-choice answer.  Check your responses against those listed 
at the end of this lesson. 

  
Item 1 Which is the correct abbreviation for the Marine Corps rank of Chief Warrant 

Officer 4? 
 
a. CW4 
b. CWO4 
c. W4 
d. WO4 

  
Item 2 Lance Corporal Sebastian is in an UA status and you are typing the 10-day 

letter to send to his mother who is an accountant in Illinois.  Which is the 
correct salutation? 
 
a. Dear LCpl Sebastian’s mother: 
b. Dear Ms. Sebastian: 
c. Dear LCpl Sebastian’s NOK: 
d. Dear Madam Sebastian: 

  
Item 3 Which is the correctly formatted To: line? 

 
a. MSGT Owen T. Smith 001 11 0000/9811 USMC 
b. LCpl Howard N. Jones 010 00 1100/5711 USMC 
c. Staff Sergeant Ian SMITH 011 10 1010/1371 USMC 
d. Major Rudy P. Gonzalez 101 00 1100/4402 USMC 

  
Item 4 In a standard naval letter, express military time in four digits, from 

 
a. 0001 to 2400 
b. 0001 to 2359 
c. 0000 to 2359 
d. 0100 to 2400 

Continued on Next Page 
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Lesson 2 Exercise, Continued 

 
Answers The table below lists the answers to the exercise items.  If you have questions 

about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 b 1-40 
2 b 1-44 
3 d 1-49 
4 a 1-51 

  



MCI Course 0131K 1-57 Study Unit 1, Lesson 3 

LESSON 3 

REVISING CORRESPONDENCE 

Introduction 

  
Scope Proofreading is an essential skill to ensure correspondence is accurate and 

within Naval writing standards.  Also, whether drafting, reviewing, or signing 
correspondence, you must know the rules for making corrections.  In this 
lesson, you will learn the techniques to proofread and correct correspondence.  

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to 
 
• Apply proofreading techniques to correspondence. 
 
• Correct errors in correspondence. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 1-57 
Proofreading 1-58 
Correcting Errors 1-60 
Lesson 3 Exercise 1-61 
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Proofreading 

  
What Is It? Proofreading is simply checking that a document has been correctly prepared. 

  
Recommended 
Technique 

You can find many techniques in books and on the internet to help you 
proofread.  The technique derived from the Naval Correspondence Manual is 
shown below. 

 
Step Action 

1 Take a break between writing and proofreading (five to ten 
minutes). 

2 Check the framework of the document. 
 
• Is the letterhead (if applicable) correct and centered? 
• Is the seal (if applicable) placed correctly? 
• Are the margins correct? 
• Are page numbers centered and ½ inch from the bottom of the 

page? 
• Is there enough (or too much) room for the date? 
• Are paragraphs and subparagraphs aligned or indented 

properly? 
• Are paragraphs and subparagraphs sequentially numbered or 

lettered? 
• Are enclosure markings correct? 
• Have “end of line” hyphenation rules been followed? 

3 Check for typographical errors. 
 
• Are there any words misspelled or misused? 
• Have capitalization rules been followed? 
• Are sentences and words correctly punctuated? 

4 Check the content for substance. 
 
• Have you included all the information the reader will need? 
• Will the reader understand the intent of the document? 

 
Note:   Do not begin a step until you have completed the previous one. 

 Continued on next page 
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Proofreading, Continued 

 
Tips Try these tips when proofreading. 

 
• Place a ruler or other straight edge under each line as you read it. 
• Look for one type of error at a time. 
• Read your letter aloud at least once (errors are easy to spot this way). 
• Have a buddy proofread the letter after you are finished. 
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Correcting Errors 

 
Intent Naval correspondence must be neat in appearance, correctly formatted, 

grammatically correct, and error-free.  However, time and money may require 
that you make ink changes to correct errors on a completed document. 

 
Ink Change 
Rule 

Two legible ink changes are permitted on each page of naval correspondence 
provided the importance of the subject or addressee does not justify the 
expense of retyping.  However, if the changes are major in nature, retype the 
document regardless of the importance of the subject or addressee. 

 
Additional 
Rules 

• Use black or blue-black ink only to make ink changes. 
 
• Draw a thin line through the error and legibly print the correct word near 

the error. 
 
• If a word was omitted, print the word neatly near the spot it should 

occupy. 
 
• If the sentence cannot be easily understood after applying the above rules, 

retype the document. 
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Lesson 3 Exercise 

  
Directions Complete items 1 through 2 by performing the action required, or by selecting 

the correct multiple-choice answer.  Check your responses against those listed 
at the end of this lesson. 

  
Item 1 While proofreading a letter, check for typographical errors 

 
a.  before checking the framework. 
b. while checking the framework starting at the top of the page. 
c. after reading the correspondence a second time. 
d. after checking the framework. 

  
Item 2 To make a correction on a standard naval letter, 

 
a.   draw a thin line through the error and legibly print the correct word near 
 the error. 
b.  use correction tape to cover the error and legibly print the correct word in  
c.  retype the document in its entirety because corrections are not permitted. 
d. heavily mark out the error and legibly print the correct word near the  
 error. 

 Continued on next page 
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Lesson 3 Exercise, Continued 

  
Answers The table below lists the answers to the exercise items.  If you have questions 

about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 d 1-58 
2 a 1-60 
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STUDY UNIT 2 

CORRESPONDENCE FORMATS 

Overview 

  
Scope You can write correspondence in a variety of formats depending on the 

situation.  Understanding and applying the correct format for each situation is 
essential to effectively communicate your ideas and intentions.  This study 
unit will provide you with the knowledge needed to select and draft the 
correct correspondence format. 

  
Contents Upon completion of this study unit, you should be able to draft standard naval 

letters, endorsements, multiple-address letters, and joint letters.  You should 
also be able to draft alternatives to the standard naval letter, such as business 
letters, memorandums, and the NAVMC 10274, Administrative Action Form.   

  
In This Study 
Unit 

This study unit contains the following lessons: 

 
Lesson See Page 

Standard Naval Letter 2-3 
Endorsements 2-43 
Variants of the Standard Naval Letter 2-51 
Alternatives to the Standard Naval Letter 2-61 
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LESSON 1 

STANDARD NAVAL LETTER 

Introduction 

  
Scope The standard naval letter is the most common form of communication.   In 

this lesson, you will learn to draft a standard naval letter. 

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to 
 
• Draft the letterhead for a standard naval letter. 
 
• Assign a Standard Subject Identification Code (SSIC) to the standard 

naval letter. 
 
• Draft the heading of the standard naval letter. 
 
• Draft the body of the standard naval letter. 
 
• Cite references and enclosures in the standard naval letter. 
 
• Draft the closing of the standard naval letter. 
 
• Mark and add enclosures. 

Continued on next page 
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Introduction, Continued 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 2-3 
Letterhead 2-5 
Letterhead:  Challenge 2-8 
Standard Subject Identification Code  2-10 
Standard Subject Identification Code:  Challenge 2-12 
Heading 2-13 
Heading: “From” Line 2-15 
Heading: “To” Line 2-16 
Heading: “Via” Line 2-17 
Heading: Subject Line 2-18 
Heading: Reference Line 2-19 
Heading: Enclosure Line 2-22 
Heading: Challenge 2-23 
Body 2-25 
Body: Challenge 2-28 
Closing 2-30 
Closing: Signature Block 2-31 
Closing: “Copy to” Block 2-32 
Closing: “Blind Copy to” Block 2-34 
Closing:  Challenge 2-35 
Enclosures 2-37 
Lesson 1 Exercise 2-39 
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Letterhead 

  
Purpose The letterhead lets the reader know which command sent the letter.  It also 

provides the reader with the command’s mailing address. 

  
General You learned the rules for preprinted letterhead in study unit 1.  More often 

than not, you will type your own letterhead when drafting correspondence.  
The remainder of this course will involve computer-generated letterhead. 

  
Computer-
Generated 

Computer-generated letterhead is an acceptable substitute for preprinted 
letterhead.  Apply the format standards and specifications for preprinted 
letterhead to the extent practicable.  The following guidance will help you 
maintain professional looking letterhead. 
 
• Recommended fonts (entire letterhead) 
 

• Courier New 
• Helvetica 
• Times New Roman 

 
• First line:  10-point type bold, all capital letters 
 
• Command name, address, and zip code:  8-point type, all capital letters 
 

Note:  Do not include building numbers in the address 
 
• Spacing:  Start the first line on the fourth line from the top of the page. 

Continued on next page  
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Letterhead, Continued 

 
Command 
Name Rules 

To construct your command name in the letterhead, follow these rules: 
 
• Use the long title for your command. 
• Separate each word in the command name with a space. 
• Use a comma between different commands on the same line. 
• Do not use a hyphen with numbers as you would with a short title. 
• Use Arabic numeral abbreviations instead of spelling the words out (1st 

vice First). 
 

Exception:  Use Roman numerals for Marine Expeditionary Forces 
Note:  Do not superscript the “d,” “st,” or “th” in the abbreviation 

 
Abbreviations You will rarely use abbreviations in the command name.  This table shows a 

few exceptions: 
 

Full Spelling Abbreviation 
Fleet Marine Force FMF 
Reinforced REIN 
United States U.S. 

 
Command 
Name Samples 

This table shows some samples for converting a short title to a long title.   

 
Short Title Long Title 

1st MAW 1st Marine Aircraft Wing 
2d Mar, 2d MarDiv 2d Marines, 2d Marine Division 
3d MLG 3d Marine Logistics Group 
4th MarDiv 4th Marine Division 
H&S Bn Headquarters and Service Battalion 
HMM-163 Marine Medium Helicopter Squadron 163 
HMH-463 Marine Heavy Helicopter Squadron 463 
I MEF I Marine Expeditionary Force 
MAG-41 Marine Aircraft Group 41 
MCB Marine Corps Base 
VMMT-204 Marine Medium Tiltrotor Training Squadron 204 

 
Note:   NAVMC 2766, List of Marine Corps Activities (LMCA) contains a 

comprehensive list of long titles and addresses. 

Continued on next page 
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Letterhead, Continued 

 
Letterhead 
Formatting 

These are letterhead examples with formatting marks to show placement of 
the seal and the first line. 
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Letterhead:  Challenge 

 
Practice Use the following situation to draft your command’s letterhead in the space 

below. 
 
Situation:  Your command is HMH-911, MAG-55, 4th MAW.  Your 
command’s mailing address is 1775 Devil Dog Road, Marine, WV 24828-
1775.  You are drafting a letter for official command business and do not 
have pre-printed letterhead.  For this practice, you do not need to include the 
seal on the letterhead. 
 
1__________________________________________________________ 
2__________________________________________________________ 
3__________________________________________________________ 
4__________________________________________________________ 
5__________________________________________________________ 
6__________________________________________________________ 
7__________________________________________________________ 
8__________________________________________________________ 
9__________________________________________________________ 
10_________________________________________________________ 

Continued on next page 
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Letterhead:  Challenge, Continued 

 
Solution Check your answer against this solution. 

 
1 __________________________________________________________ 
2 __________________________________________________________ 
3 __________________________________________________________ 
4 __________________UNITED STATES MARINE COPRS_____________ 
5 ________________MARINE HEAVY HELICOPTER SQUARDRON 911___________ 
6 ____________MARINE AIRCRAFT GROUP 55, 4TH MARINE AIRCRAFT WING____ 
7 _______________________1775 DEVIL DOG ROAD___________________ 
8 _______________________MARINE, WV 24828-1775__________________ 
9 _____________________________________________IN REPLY REFER TO______ 

10__________________________________________________________ 

 
Summary If your letterhead matches the one in the solution, continue to the next topic.  

If not, review this topic and take the practice again. 
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Standard Subject Identification Code  

 
General The standard subject identification code (SSIC) is a four- or five-digit number 

that identifies the subject of the letter.  

 
Purpose The SSIC serves as a standard method of control for quicker and easier filing, 

retrieving, disposing, and referencing the many documents generated annually 
by the Navy and Marine Corps.  You will learn more about controlling 
correspondence in Study Unit 3.   

 
Major Subject 
Groups 

The SSIC system for the Navy and Marine Corps consists of 13 major subject 
groups as shown here.   

 
Major Subject Group SSIC Range 

Military Personnel 1000 – 1999 
Telecommunications 2000 – 2999 
Operations and Readiness 3000 – 3999 
Logistics 4000 – 4999 
General Administration and Management 5000 – 5999 
Medicine and Dentistry 6000 – 6999 
Financial Management 7000 – 7999 
Ordnance Material 8000 – 8999 
Ships Design and Material 9000 – 9999 
General Material 10000 – 10999 
Facilities and Activities Ashore 11000 – 11999 
Civilian Personnel 12000 – 12999 
Aeronautical and Astronautical Material 13000 – 13999 

 
Note:  Coast Guard missions make up an additional major subject group in 

the SSIC range 16000-16999.  However, Navy and Marine Corps 
commands should not use that major subject group. 

 
Subdivisions The major subject groups are broken down into three subdivisions. 

 
• Primary 
• Secondary 
• Tertiary 

Continued on next page 
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Standard Subject Identification Code, Continued 

 
Complete List 
of Subdivisions 

A partial list of the SSIC major subject groups and their subdivisions is in 
Appendix B of this course.  The complete list is in SECNAVINST 5210.11D, 
Standard Subject Identification Codes. 

 
Note:   Some groups are broken down into many primary, secondary, and 

tertiary subdivisions, while others stop at the primary subdivision.  
You will also find that some groups have secondary or tertiary 
subdivisions without a primary one. 

 
Subdivision 
Example 

This is one of the subdivision breakdowns for the SSIC range 1300-1399 
Assignment and Distribution under the major subject group 1000-1999, 
Military Personnel. 
 
• The first digit identifies the major subject group. 
 

− 1000 is the major subject group and the general category for 
documents concerning military personnel.  All major subject groups 
have zeros in the last three digits. 

 
• The second digit identifies the primary subdivision (or primary subject). 
 

− 1300 is the primary subject for all general information concerning 
assignment and distribution of military personnel.  All primary 
subjects have zeros in the last two digits. 

 
• The last two digits identify the secondary subdivision (or secondary 

subject). 
 
− 1320 is the secondary subject for documents concerning orders to 

personnel.  All secondary subjects have a zero in the last digit. 
 
• The last digit identifies the tertiary subdivision (or tertiary subject). 
 

− 1321 is the tertiary subject for documents concerning orders to 
officers. 

 
− 1326 is the tertiary subject for documents concerning orders to 

enlisted personnel. 
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Standard Subject Identification Code:  Challenge 

 
Practice Use the SSIC listings in Appendix A to complete the table below.  The first 

one has been completed for you. 
 

Subject SSIC 
Defense Telephone System 2061 
Search and Rescue  
Honors and Ceremonies  
Physical Fitness  
Grenades  

 
Solution Check your answers against this solution. 
 

Subject SSIC 
Defense Telephone System 2061 
Search and Rescue 3130 
Honors and Ceremonies 5060 
Physical Fitness 6100 
Grenades 8093 

 
Summary If your SSICs match the ones in the solution, continue to the next topic.  If 

not, review this topic and take the practice again. 
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Heading 

 
Components The heading of all standard naval letters consists of the following: 

 
• Sender’s symbols (or identification symbols) 
• “From” line 
• “To” line 
• Subject line 
 
The heading of some letters will also contain one or more of the following: 
 
• “Via” line 
• Reference line 
• Enclosure line 

 
Sender’s 
Symbols 

The sender’s symbols consist of 
 
• SSIC 
• Originator’s code 
• Date 

 
Originator’s 
Code 

The originator’s code is the office symbol of the drafter or signer of the letter.  
Your command will decide the makeup of the originator’s code.   
 

Examples: 
 
S-1 
IPAC 
Maint 

 
Date In Study Unit 1, you learned the format for the date is day, month, year. 

 
Examples: 
 
1 Sep 06 
24 Aug 06 

Continued on next page 
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Heading, Continued 

 
Format and 
Location of 
Sender’s 
Symbols 

The sender’s symbols are blocked on the right side of the page with the 
longest component ending on the right margin (1-inch from the right side of 
the page). 
 
Example:   
 
• 8150 
• EOD 
• 27 Jul 06 
 
Place the first line of the sender’s symbols on the line immediately below the 
phrase “IN REPLY REFER TO.”  If your stationery does not contain that 
phrase, place the first line of the sender’s symbols on the second line below 
the last line of the letterhead. 
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Heading:  “From” Line 

 
General Every standard naval letter must have a “From” line. 

 
Exception:  A letter used with a window envelope. To prepare a letter for a 

window envelope, refer to the Naval Correspondence Manual. 
 
The “From” line lets the reader know who sent the letter.  It may repeat some 
of the activity name and address from the letterhead. 

 
Location Start typing at the left margin on the second line below the date.  

Continuation lines start under the first word of the previous line. 

 
Format The “From” line consists of the following: 

 
• Title of sender (Commanding General, Commanding Officer, etc.)  
• Name of activity 
• Geographic location (without state or zip) if based ashore 
 

Example: 
 
From:  Commanding General, 1st Marine Division, Camp Pendleton  

 
Note:  Two blank spaces follow the colon. 
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Heading:  “To” Line 

 
General The “To” line identifies to whom the letter is addressed. 

 
Location Start typing at the left margin on the first line below the “From” line.  

Continuation lines start under the first word of the previous line. 

 
Format If the letter is being sent from one activity to another, the “To” line consists of 

the following: 
 
• Title of recipient (Commanding General, Commanding Officer, etc.) 
• Name of activity 
• Geographic location (without state or zip) if based ashore 
• Office code or title of person who will act on your letter, if known  
 

Examples: 
 
To:    Commanding General, 2d Marine Division, Camp Lejeune 
 
To:    Commanding Officer, 7th Marines, Camp Pendleton (S-3 Officer) 
 

If the letter is being sent to an individual Marine, follow the Marine Corps 
format guidance on in Study Unit 1, Lesson 2 pertaining to identifying 
Marine Corps personnel. 
 

Examples: 
 
To:    Colonel Linda L. Littrell 009 90 0009/5811 USMC 
 
To:    Corporal Robert B. Brown, Jr. 999 00 9900/6541 USMCR 

 
Notes:   (1) Four blank spaces follow the colon. 

(2) Use the complete mailing address with zip if you want to keep it 
for record purposes. 
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Heading:  “Via” Line 

 
General The “Via” line is directly related to your chain of command.  Use a “Via” line 

if your letter needs to be reviewed or endorsed by one or more activities 
between your activity and the one in the “To” line. 

 
Location Start typing at the left margin on the first line below the “To” line.  

Continuation lines start under the first word of the previous line. 

 
Format The format for the “Via” line is the same as for the “From” and “To” lines. 

 
If you have only one “Via” activity, follow this format: 
 

Example: 
 
Via:   Commanding Officer, Support Battalion, Recruit Training 

Regiment, Marine Corps Recruit Depot, Parris Island 
 

If you have more than one “Via” command, number and list them in the order 
they will receive the letter, follow this format: 
 

Example: 
 
Via:   (1) Commanding Officer, Support Battalion, Recruit Training 

Regiment, Marine Corps Recruit Depot, Parris Island 
(2) Commanding Officer, Recruit Training Regiment, Marine Corps 

Recruit Depot, Parris Island 
(3) Commanding General, Marine Corps Recruit Depot, Parris 

Island 
 

Notes:   (1) Three spaces follow the colon. 
(2) One space follows the closing parenthesis when used. 
(3) You may use the complete mailing address with zip if you want 

to keep it for record purposes. 
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Heading:  Subject Line 

 
General The subject line consists of a sentence fragment that tells the reader what the 

letter is about.  Follow these guidelines: 
 
• Do not abbreviate. 
• Use 10 words or less. 
• Use normal word order. 
• Phrase the subject to make it genuinely informative. 
• Capitalize every letter of every word after the colon. 
• If you are endorsing or replying to incoming correspondence, use the 

same subject line as the original letter unless a change is necessary for 
clarity. 

 
Location Start typing at the left margin on the second line below the “To” (or “Via” 

line, if present).  Continuation lines start under the first word of the previous 
line. 

 
Format Type “Subj:” followed by the sentence fragment you’ve chosen to identify the 

subject of your letter. 
 

Examples: 
 
Subj:  LETTER OF APPRECIATION 
 
Subj:  SPONSORSHIP ASSIGNMENT 
 
Subj:  STATEMENT OF SERVICE ON MASTER SERGEANT 

MARY SMITH 012 34 8765/0193 USMC 
 

Note:   Two spaces follow the colon. 
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Heading:  Reference Line 

 
General References are items or events that relate directly to the subject of your letter.  

The most common types of references include: 
 
• Meetings 
• Messages 
• Directives 
• Phone conversations 
• Email communications 
• Previous letters or memorandums 

 
Note:   The Navy Correspondence Manual lists additional types of references.  

You may also encounter others not covered. 

 
Guidelines Many letters need no references.  Use a reference line only when necessary.  

Follow these guidelines to construct your reference line: 
 
• Abbreviate references. 
• Rarely use punctuation. 
• Avoid unnecessary or complicated references. 
• List references in the order they appear in the body of the letter. 
• List only the latest communication in a series for ease of reading. 

 
Location Start typing at the left margin on the second line below the subject line.  

Continuation lines start under the first word of the previous line. 

Continued on next page 
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Heading:  Reference Line, Continued 

 
Components The components depend on the type of reference.   

 
For directives, include the following: 
 
• Abbreviated type of directive (BnO, MCO, SECNAVINST, etc.) 
• Alphanumeric designation (1000.6, P1070.12K, etc.) 
 
For messages, include the following: 
 
• Title of originator as shown in “From” line of message 
• Date-time group with month and year 
• Message title (if a general message, such as an ALMAR or MARADMIN) 
 
For previous letters, memorandums, and electronic mail, include the 
following: 
 
• Short title of originator if the letter is from an activity 
• Abbreviated rank and last name if the letter is from a person 
• Abbreviated type of correspondence (“ltr,” “memo,” or “E-Mail ltr”) 
• SSIC 
• Originator’s code as shown on the letter or memorandum 
• Date (if not dated, type “undated” in parentheses) 
 
For business letters, include the following: 
 
• Company name 
• The abbreviation “ltr” 
• Date (if not dated, type “undated” in parentheses) 
 
For phone conversations or meetings, include the following: 
 
• The abbreviations “PHONCON” or  “Mtg,” as appropriate 
• The abbreviation for the word “between” (“btwn”) 
• The individuals’ names and/or activities’ short titles and office codes 

separated with a forward slash (/) 
• Date 

 
Note:   Place the word “of” before the date in all instances.  Do not use 

“dated.” 

Continued on next page 
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Heading:  Reference Line, Continued 

 
Format If you have more than one reference, block them one below the other.  Place a 

lower case letter (beginning with “a”) inside a set of parentheses before each 
reference, even if you only have one. 
 

Examples: 
 
Ref:   (a) SECNAVINST 5216.5D 
 
Ref:   (a) MCO P1050.3H 

(b) MCO P1070.12K 
(c) WingO  1900.1 

 
Ref:   (a) CMC Washington DC 281612Z Mar 06 (MARADMIN 

148/06) 
 

Ref:   (a) Sgt Jones’ ltr 1610 of 5 Jul 06 
(b) Capt Smith’s E-Mail ltr of 7 Jul 06 

 
Ref:   (a) MACG-18 ltr 1710 of 1 Jun 06 

(b) MWSG-17 ltr 1710 S-4 of 2 Jun 06 
 

Ref:   (a) Smith Widget Co ltr of 10 Aug 06 
(b) Jones Widget Enterprises ltr (undated) 

 
Ref:   (a) PHONCON btwn Capt Williams/Maj Smith of 31 May 06 

(b) PHONCON btwn AMS-1 SSgt Smith/AMS-2 SSgt Jones of 
2 Jun 06 

 
Ref:   (a) Bn Staff Mtg of 23 May 06 

 
Notes:   (1) Three spaces follow the colon. 

(2) One space follows the closing parenthesis. 
(3) The Navy Correspondence Manual has more examples. 

 
My and Your 
Option 

You may use “my” and “your” to cite an earlier communication between your 
activity and the action addressee, as in this example. 
 

Ref:   (a) Your ltr 5000 S-1 of 14 Jul 06 
(b) My ltr 5000 Adj of 10 Jul 06 
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Heading:  Enclosure Line 

 
General Enclosures are items added to a letter that provide more detail.  Most anything 

can be an enclosure.  Here are some examples. 
 
• Maps 
• Charts 
• Photographs 
• Copies of letters 
• Sworn statements 
• Directives (or excerpts of) 

 
Guidelines You must use an enclosure line in the heading when you add an item to your 

letter.  Follow these guidelines to construct your enclosure line. 
 
• Cite the subject or title exactly as it appears on the item. 
• List enclosures in the order they appear in the body of the letter. 
• Never list an item in both the reference and enclosure lines of the same 

letter. 

 
Location Start typing at the left margin on the second line below the subject line or 

reference line, as applicable.  Continuation lines start under the first word of 
the previous line. 

 
Format If you have more than one enclosure, block them one below the other.  Place 

an Arabic numeral (beginning with “1”) inside a set of parentheses before 
each enclosure, even if you only have one. 
 

Examples: 
 
Encl:  (1) Roster of Marines 
 
Encl:  (1) Map 

 (2) Directions 
 

Notes:   (1) Two spaces follow the colon. 
(2) One space follows the closing parenthesis. 
(3) The Navy Correspondence Manual has more examples. 
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Heading:  Challenge 

 
Practice Use the following situation to draft the heading for a standard naval letter in 

the space below. 
 
Situation:  Your command is HMH-911, MAG-55, 4th MAW.  Your 
command’s mailing address is 1775 Devil Dog Road, Marine, WV 24828-
1775.  Your command is sending a letter today (24 July 2006) to the CG, 4th 
MAW providing a list of Marines and aircraft that will participate in the 
upcoming Wing change of command ceremony.  The MAG-55 CO must 
endorse your letter.  You have one reference:  Wing Order 5060.21.  Your 
two enclosures are a roster of Marines and a list of available aircraft.  Your 
originator’s code is S-1. 

 

 
 
 
 

UNITED STATES MARINE COPRS 
MARINE HEAVY HELICOPTER SQUARDRON 911 

MARINE AIRCRAFT GROUP 55, 4TH MARINE DIRCRAFT WING 
1775 DEVIL DOG ROAD 
MARINE, WV 24828-1775 

                                                                                                                                                                                         IN REPLY REFER TO 

1   ___________________________________________________________________________________ 

2   ___________________________________________________________________________________ 

3   ___________________________________________________________________________________ 

4   ___________________________________________________________________________________ 

5   ___________________________________________________________________________________ 

6   ___________________________________________________________________________________ 

7   ___________________________________________________________________________________ 

8   ___________________________________________________________________________________ 

9   ___________________________________________________________________________________ 

11 ___________________________________________________________________________________ 

12 ___________________________________________________________________________________ 

13 ___________________________________________________________________________________ 

14 ___________________________________________________________________________________ 

15 ___________________________________________________________________________________ 

Continued on next page 
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Heading:  Challenge, Continued 

 
Solution Check your answer against this solution. 

 
 
 
 
 
 
 

 
  
 
 

 

 
Summary If your heading matches the one in the solution, continue to the next topic.  If 

not, review this topic and take the practice again. 
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Body 

  
Location The body of the letter (or text) begins at the left margin on the second line 

below the last line of the heading. 

  
Content The body may contain any information you deem necessary to deliver the 

message to the recipient.  Remember to follow the writing standards and 
techniques you learned in study unit 1. 

 
Rules Follow these rules for an orderly body of text in your letter. 

 
• Capitalize key words. 
• Number main paragraphs. 
• Single space within all paragraphs. 
• Double space between all paragraphs. 
• Start all continuation lines at the left margin. 
• The signature page must have at least two lines of text on it. 
• Continue a paragraph on the next page only if both pages will contain at 

least two lines of text. 

 
Identifying  
Paragraphs 

Use numbers to identify main paragraphs.  Identify subparagraphs by 
alternating between letters and numbers.  Use this sequence:  1., a., (1), (a), 
1., a., (1), (a). 

Continued on next page 
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Body, Continued 

 
Paragraph 
Headings 

Use paragraph headings in long correspondence with widely varying topics.  
Follow these guidelines: 
 
• Be brief but informative. 
• Underline any heading and capitalize its key words. 
• Be consistent across main paragraphs and subparagraphs. 
 
− If paragraph 1 has a heading, 2 needs a heading. 
− If 1a has a heading, 1b needs a heading. 

 
Citing 
Paragraphs 

When citing a main paragraph or subparagraph, write numbers and letters 
without periods or spaces. 
 

Example:   
 
Follow the guidance of subparagraph 1a(1)(a) above. 

 
Citing 
References 

When citing a reference, spell out the word “reference” using normal 
capitalization rules and indicate which reference in parentheses.  Use the 
same letter assigned in the reference line. 
 

Examples: 
 
Per reference (a), we will switch to the summer uniforms on 3 April. 
 
References (a) and (b) provide instructions for completing the form. 
 
All Marines submitting a request must follow the rules outlined in 
references (a) through (c). 

 
If your standard naval letter has only one reference, the recommended format 
for citing it is “the reference.”  If you are citing all of your references in the 
same sentence, you may use “the references.” 
 

Examples: 
 
Per the reference, we will switch to the summer uniforms on 3 April. 
 
Instructions for completing the form are in the references. 

Continued on next page 
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Body, Continued 

 
Citing 
Enclosures 

When citing an enclosure, spell out the word “enclosure” using normal 
capitalization rules and indicate which reference in parentheses.  Use the 
same number assigned in the reference line. 
 

Examples: 
 
Directions to the reception are provided in enclosure (1). 
 
Enclosures (2) through (5) provide sample letter formats. 
 
The sworn statements are attached as enclosures (3) through (7). 

 
If your standard naval letter has only one enclosure, the recommended format 
for citing it is “the enclosure.”  If you are citing all of your enclosures in the 
same sentence, you may use “the enclosures.” 
 

Examples: 
 
Per the reference, the enclosure is submitted. 
 
The enclosures contain directions to the various venues. 
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Body:  Challenge 

 
Practice Use the following situation to draft the body for a standard naval letter in the 

space below. 
 
Situation:  You have already drafted your letterhead and heading.  In the body 
of your letter, you must let the CG, 4th MAW know what the letter is about.  
You are submitting a roster of Marines to participate in the Wing change of 
command per Wing Order 1300.5.  If the general’s staff needs more 
information, they can contact your executive officer, Major Michael 
Matthews.  
 
 
 
 
 

 
 
 
 
 
 
  

Continued on next page 
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Body:  Challenge, Continued 

 
Solution Check your answer against this solution. 

 
 
 
 

 
Summary If your heading matches the one in the solution, continue to the next topic.  If 

not, review this topic and take the practice again. 
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Closing 

  
Components The closing consists of the following: 

 
• Signature block 
• “Copy to” block (optional) 
• “Blind copy to” block (optional) 

 
Signature Block 
Rules 

Follow these rules to prepare the signature block on a standard naval letter. 
 
• If the commanding officer or person whose title appears in the “From” 

line will sign the letter, the signature block consists only of the signer’s 
name.  If someone else will sign the letter, include that person’s authority 
(By direction, Acting, etc.) directly under the typed name. 

 
• Use the signer’s preference to compose the name portion of the signature 

block. 
 
• If the signer does not indicate a preference, type the first and middle 

initials followed by the last name. 
 
• Capitalize every letter of the signer’s name 
 

Exception:  Last names with prefixes such as Mc, Mac, De, etc. 
 
• Capitalize only the first letter of the authority designation placed under 

the signer’s name. 
 
• Do not include the signer’s rank or a complimentary close. 
 
• The original and all copies must have a signature block, either typed or 

stamped.  However, only the original, which you will send to the 
addressee, must have the actual signature. 

 
• If you use a stamp, mark all copies and avoid smeared or crooked 

impressions. 
 
Type or stamp the signature block before the letter is signed only when you 
know who will sign it. 
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Closing:  Signature Block 

 
Signature Block 
Location 

Begin the signature block on the fourth line below the last line of text in the 
body.  Type the first letter of the signature block on the center of the page. 

 
Signature Block 
Examples 

• Place nothing below the name of the commanding officer (or the person 
whose title appears in the “From” line). 

 
Example:   J. A. McDONALD 

 
• Include the title of a principal subordinate authorized to sign by title, such 

as the chief of staff or deputy in a major command. 
 

Example:   C. A. JONES, SR. 
Deputy 

 
• Use the word “Acting” when the signer has been formally appointed to 

temporarily replace the commanding officer or subordinate who signs by 
title. 

 
Example:   TERRY D. SMITH 

 Acting 
 
• Use the term “By direction” when the signer has been authorized to sign 

official correspondence but not by title. 
 

Example:   C. WILSON III 
 By direction 

 
Note:   Do not capitalize the “d” in the authority line “By direction.” 
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Closing:  “Copy to” Block 

 
General Use this optional block to list addressees outside your activity who need to 

know the content of the letter, but do not need to act on it. 

 
Guidelines Follow these guidelines to prepare the “Copy to” block on a standard naval 

letter. 
 
• Identify addressees by their short title (i.e., MAG-24). 
 
• You do not need to list addressees by seniority. 
 
• Group an activity’s internal offices together to simplify distribution. 
 
• Numerous “Copy to” addressees may be 
 

• listed in columns. 
• listed as a paragraph. 
• continued on the next page. 
• placed entirely on a separate page. 
 

• If the “Copy to” information will not fit on the page, type the following to 
indicate the addressees are on the next page. 
 
Copy to: (See next page) 
 

• When continuing the addressees, type the following “Copy to” line on the 
next page. 

 
• Copy to:  (Cont’d) 

 
Location Type “Copy to:” at the left margin on the second line below the signature 

block. 
 
Single-space the addressees immediately below the “Copy to:” line. 

Continued on next page 
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Closing:  “Copy to” Block, Continued 

 
Examples • You will normally list addressees in a single column: 

 
Copy to: 
HMM-263 
HMM-264 

 
• Use two columns to avoid continuing to another page: 
 

Copy to: 
MCAS New River          MATSS 
MAG-26                         MWSS-272 
MAG-29                         MACS-2, Det B 

 
• Follow this example if you are sending copies to internal offices of an  

activity: 
 

Copy to: 
1st Mar (S-4, S-6) 
7th Mar (S-4, S-6) 

 
• Follow one of these examples to indicate addressees are continued on the 

next page. 
 
− Only enough room for the “Copy to” line. 

 
Copy to:  (See next page) 

 
− Only enough room for a portion of the addressees. 

 
Copy to:  (See next page) 
1st MarDiv 
1st Mar 
3d MAW 

 
• Follow this example when continuing the “Copy to” block on the next 

page: 
 

Copy to:  (Cont’d) 
MAG-11 
MAG-39 
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Closing:  “Blind Copy to” Block 

 
General Use this optional block for the following reasons: 

 
• Show internal distribution. 
 

− You want to provide copies of the letter to departments within your 
activity and you want them to know who else received a copy. 

 
• Discreetly pass information. 
 

− Now and then you may want to keep addressees listed in the “To” 
line or “Copy to” block from knowing you are sending a copy of the 
letter to other activities as well. 

 
Guidelines Place this block only on copies of the letter you are sending to the “Blind 

copy to” addressees and on copies of the letter staying within your activity, to 
include your file copy. 
 
Do not place this block on the letters you are sending to the addressees listed 
in the “To” line or “Copy to” block on the original letter. 

 
Location • Type “Blind copy to:” at the left margin on the second line below the 

previous block (“Copy to”, if applicable, or the signature block). 
 
• Single-space the addressees immediately below the “Blind copy to:” line. 

 
Example The format for the “Blind copy to” block is the same as the “Copy to” block. 

 
Blind copy to: 
MO 
Safety Office 

 
Note:  In the above example, place this block only on your file copy and on 

the copies of the letter going to the maintenance officer (MO) and the 
safety office. 
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Closing:  Challenge 

 
Practice Use the following situation to draft the closing for a standard naval letter in 

the space below. 
 
Situation:  You have already drafted your letterhead, heading, and body of 
your letter.  Your adjutant, Captain John J. Jefferson, will sign the letter by 
direction of the CO.  Captain Jefferson uses his initials only when he signs his 
name.  You are sending a copy of the letter to your sister squadron, Marine 
Medium Helicopter Squadron 993. 

Continued on next page 
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Closing:  Challenge, Continued 

 
Solution Check your answer against this solution. 

 

 
Summary If your closing matches the one in the solution, continue to the next topic.  If 

not, review this topic and take the practice again. 
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Enclosures 

 
Marking Enclosures must be marked on the first page.  However, you may mark all 

pages.  Mark an enclosure in the lower right corner of the page, whether the 
text is arranged normally or lengthwise. 
 
Type, stamp, or write the word “Enclosure” or “Encl” plus its number in 
parentheses.  You may use a pencil so an addressee can remove the marking 
easily if needed. 
 

Examples:  Enclosure (1) 
Encl (1) 

 
Marking some enclosures, such as photographs, may be impractical.  You 
may attach a piece of paper with the enclosure marking or use a 
Correspondence Signal Tab, OPNAV 5216/139. 

 
Note:  Capitalize only the letter “E” in the word “Enclosure” or “Encl.” 

 
Examples These are examples of enclosure markings for a page arranged normally and a 

page arranged lengthwise. 
 
 

Continued on next page 
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Enclosures, Continued 

 
Numbering You must number the second and later pages of an enclosure.  Start with the 

number “2” on the second page of the enclosure.  If you have more than one 
enclosure, number each one independently of the others. 
 

Example: 
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Lesson 1 Exercise 

 
Directions Complete items 1 through 7 by choosing the correct answer.  Check your 

responses against those listed at the end of this lesson. 

  
Item 1 Assuming preprinted letterhead is not available and you are drafting a letter 

for your Marine Corps command, but not for Headquarters, United States 
Marine Corps, which is the correct first line of the letterhead? 
 
a. DEPARTMENT OF THE NAVY 
b. OFFICIAL BUSINESS 
c. DEPARTMENT OF DEFENSE 
d. UNITED STATES MARINE CORPS 

  
Item 2 Assuming you know the primary and secondary subjects, but are unsure of 

the tertiary subject, which is the correct format for the SSIC you will assign to 
the letter? 
 
a. 5111 
b. 5010 
c. 5100 
d. 5110 

  
Item 3 Which is the correct format for the reference line in the heading of a standard 

naval letter? 
 
a. Ref:   (1) MCO 5216.16B 
b. REF:  (a) MCO 5216.16B 
c. Ref:   (a) MCO 5216.16B 
d. REF:  (1) MCO 5216.16B 

Continued on next page 
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Lesson 1 Exercise, Continued 

 
Item 4 Which is the correct format for a subparagraph that is longer than one line? 

 
a.        (1)  This subparagraph is long and will carry over to create a second 

line of text. 
 

b.    (1)  This subparagraph is long and will carry over to create a second  
  line of text. 
 
c.    (1)  This subparagraph is long and will carry over to create a second 
   line of text. 
 
d.    (1)  This subparagraph is long and will carry over to create a second 
  line of text. 

 
Item 5 If you have only one reference, which is the recommended format for citing 

that reference in the body of your standard naval letter? 
 
a. Reference a 
b. Reference (a) 
c. The reference 
d. The Reference 

 
Item 6 Your executive officer already has by direction authority to sign official 

command letters and is currently serving as the acting commanding officer 
(and was formally appointed to do so).  What will you place below his name 
in the signature block of a letter being sent up the chain today? 
 
a. Nothing 
b. Acting 
c. By direction 
d. By Direction 

Continued on next page 
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Lesson 1 Exercise, Continued 

 
Item 7 Which reflects the correct marking for the first page of a multi-page 

enclosure? 
 
 
a.  
 
 
 
 
b.  
  
 
 
 
c.  
 
 
 
 
d.  
 

Continued on next page 
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Lesson 1 Exercise, Continued 

  
Answers The table below lists the answers to the exercise items.  If you have questions 

about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 d 2-9 
2 d 2-11 
3 c 2-21 
4 a 2-25 
5 c 2-26 
6 b 2-31 
7 b 2-37 
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LESSON 2 

ENDORSEMENTS 

Introduction 

  
Scope From time to time, you will receive standard naval letters on which your 

command is a “via” addressee.  Your command will need to forward these 
letters (known as “original” or “basic” letters) along with comments from 
your commanding officer to the next command on the “Via” line, or to the 
action addressee if you are the final “via” addressee.  You will need to know 
how to write the commanding officer’s comments on one of two types of 
endorsements.  In this lesson, you will learn to draft same page and new page 
endorsements and when each one is applicable to the situation. 

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to 
 
• Identify the format for drafting a new-page endorsement. 
 
• Identify the format for drafting a same-page endorsement. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 2-43 
New Page Endorsement 2-44 
Same Page Endorsement 2-47 
Lesson 2 Exercise 2-49 
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New Page Endorsement 

 
Purpose Use a new page endorsement to forward comments from the commanding 

officer or designated representative to the next “via” addressee or action 
addressee, as appropriate. 

 
Format Draft a new page endorsement as you would a standard naval letter.  

However, you will add a line called the “Endorsement Number” line.  Begin 
the “Endorsement Number” line flush with the left margin on the second line 
below the date.  The “From” line will begin on the second line below the 
“Endorsement Number” line. 
 
Also, you will add a page number to every page of your endorsement, even if 
your endorsement is only one page.  Place the page number centered one-half 
inch from the bottom edge of the page.  If the basic letter is one page in 
length, then the first page of your endorsement will be numbered “2.”  If the 
basic letter is two pages in length, then the first page of your endorsement 
will be numbered “3.” 
 
The following parts of the new page endorsement must contain the same 
information as those in the basic letter: 
 
• SSIC 
• Subject line 
 
All other format rules for a standard naval letter apply to the new page 
endorsement, with minor exceptions for the reference and enclosure lines. 

  
Endorsement 
Number Line 

Number your endorsement in the sequence in which you add it to the basic 
letter.  Indicate the number of the endorsement by using ordinal numbers such 
as FIRST, SECOND, THIRD, etc in all capital letters.  Following the number, 
type “ENDORSEMENT on” and identify the basic letter using the same style 
as a reference line.  When the Endorsement Number line exceeds one line, 
begin the second and later lines below the word “on” (see page 2-46). 

Continued on next page 
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New Page Endorsement, Continued 

 
Adding 
References 

Do not repeat in your reference line any references shown in the basic letter 
or prior endorsements.  Show only the references you add, if any. 
 
Assign letters to all references you add by continuing the sequence of letters 
begun in the basic letter or prior endorsements. 

 
Adding 
Enclosures 

Do not repeat in your enclosure line any enclosures shown in the basic letter 
or prior endorsements.  Show only the enclosures you add, if any. 
 
Assign numbers to all enclosures you add by continuing the sequence of 
numbers begun in the basic letter or prior endorsements. 
 
Send any enclosure you add to the action addressee.  Send it to the originator 
of the basic letter if that command lacks it.  The importance of the enclosure 
will determine whether others should receive it. 

 
Dissemination Disseminate copies of your endorsement as follows: 

 
• Send the original along with any enclosures you added to the next 

command on the “Via” line, or the action addressee if there are no more 
“via” addressees. 

 
• Send one copy to each remaining “Via” addressee.  These addressees are 

identified in the “Via” line of your endorsement. 
 
• Send one copy to the originator of the basic letter.  Show this in the “Copy 

to” block of your endorsement. 
 
• Send one copy to each prior endorser and any earlier “Copy to” addressee 

only if your endorsement is significant.  Add these addressees to your 
“Copy to” block. 

 
• Send one copy to any “Copy to” addressee your command adds.  To the 

right of these addressees in your “Copy to” block, type “(complete)” to 
show that your endorsement includes the basic letter, enclosures, and prior 
endorsements. 

 
• Keep a copy for your official file. 

Continued on next page 
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New Page Endorsement, Continued 

  
Sample Below is a sample new page endorsement. 
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Same-Page Endorsement 

 
Purpose Use the same-page endorsement to forward comments that will completely fit 

on the signature page of the basic letter or previous endorsement.  

 
Format  If the endorser does not have any comments to make, follow this guidance: 

 
• You may stamp or handwrite an endorsement that forwards 

correspondence without recommendation or comment. 
 
• Endorsers may choose to place their signature, authority, and date on the 

endorser’s “Via” line. 
 
If the endorser does have comments, follow this guidance: 
 
• Insert a dashed or complete line that spans the page horizontally from the 

left margin to the right margin on the second line below the last line of the 
last block of the basic letter (normally the signature block). 

 
• Begin your sender’s symbols on the first line below the dashed line with 

the longest part flush with the right margin of the page. 
 
• Omit the SSIC, identification of the basic letter, and the subject line if the 

entire page will be copied for dissemination. 
 
• Continue the remainder of the endorsement as you would a new page 

endorsement. 

Continued on next page 
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Same-Page Endorsement, Continued 

 
Sample Below is a sample same-page endorsement.  Note that the SSIC, identification 

of the basic letter, and the subject line have been omitted. 
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Lesson 2 Exercise 

  
Directions Complete exercise items 1 and 2 by choosing the correct answer.  Check your 

responses against the answers listed at the end of the items. 

  
Item 1 When drafting a new-page endorsement in which you will add one reference 

and the original letter has three references, how will your reference line look? 
 
a. Ref:   (1) MCO P1000.6G 
b. Ref:   (a) MCO P1000.6G 
c. Ref:   (d) MCO P1000.6G 
d. Ref:   (4) MCO P1000.6G 

 
Item 2 When drafting a same-page endorsement, in which of the following formats 

will you write the Endorsement Number line? 
 
a. 1st Endorsement 
b. 1st ENDORSEMENT 
c. FIRST ENDORSEMENT 
d. First Endorsement 

Continued on next page 
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Lesson 2 Exercise, Continued 

  
Answers The table below lists the answers to the exercise items.  If you have questions 

about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 c 2-45 
2 c 2-48 
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LESSON 3 

VARIANTS OF THE STANDARD NAVAL LETTER 

Introduction 

  
Scope Occasionally, letters are addressed to more than one addressee or signed by 

more than one person.  In this lesson, you will learn to draft multiple-address 
and joint letters. 

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to 
 
• Identify the format for drafting a multiple-address letter. 
 
• Identify the format for drafting a joint letter. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 2-51 
Multiple-Address Letter 2-52 
Joint Letter 2-54 
Lesson 3 Exercise 2-57 
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Multiple-Address Letter 

  
General Use a multiple-address letter when you have more than one action addressee.  

The multiple-address letter is similar to the standard naval letter with 
exceptions for the “To” line. 

 
Four or Fewer 
Addressees 

When you have four or fewer addressees, list them in block format in the 
“To” line.  Follow this example: 
 

To:  Commanding Officer, Marine Aircraft Group 11 
Commanding Officer, Marine Aircraft Group 13 
Commanding Officer, Marine Aircraft Group 16 

  
More Than 
Four 
Addressees 

When you have more than four addressees, list them in a “Distribution” block 
and omit the “To” line.  The format for the “Distribution” block is similar to 
the “Copy to” block.  Place the “Distribution” block on the second line below 
the signature block.  If you will have a “Copy to” block, place it on the 
second line below the last line of the “Distribution” block.  Follow this 
example: 
 

Distribution: 
MAG-12 
MAG-24 
MAG-36 
MACG-18 
MWSG-17 

  
Combining 
“To” Line and 
“Distribution” 
Block 

Use the “To” line and the “Distribution” block in the same letter only when 
you are addressing the letter to a particular group title whose distribution is 
relatively unknown.  Place the group title in the “To” line and list each group 
member in the “Distribution” block. 
 

To:  Recruiter Instructors 
 
Distribution: 
RS Atlanta 
RS Columbia 
RS Montgomery 
RS Nashville 

Continued on next page 
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Multiple-Address Letter, Continued 

 
Preparing and 
Signing Copies 

Every action addressee must receive a letter that has a letterhead and 
signature.  The letterhead may be printed, typed, stamped, or photocopied.  
The signature must be original or photocopied.  To meet these requirements, 
make copies in one of three ways: 
 
• Type an original on letterhead paper.  After the original has been signed, 

make the necessary photocopies.  Keep the original signed copy in the 
official file and send out photocopies to each action addressee. 

 
• Use a word processor to type multiple originals on letterhead paper.  

Obtain an original signature on each action addressee’s copy. 
 
• Using letterhead carbons, type all the copies needed for addressees and for 

the file if a signal typing will make them all.  Then obtain an original 
signature on each action addressee’s copy.  You will rarely use this 
option. 

 
Note:   You will normally use the first option, but some situations may dictate 

that you use the second. 
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Joint Letter 

 
Purpose Use a “joint letter” to 

 
• Establish agreement between two or more activities. 
• Disseminate information of mutual concern for two or more activities. 

 
Format The “joint letter” is based on the standard naval letter format.  You will alter 

the letterhead, heading, and signature block. 

 
Letterhead On plain bond paper, list the activities in the letterhead on separate lines, with 

the senior on top.  If the activities are in different cities or states, follow each 
title with its address. 
 

Example:   
 

 
Note:   Do not place the DoD seal on “joint letter” letterhead. 

  
Sender’s 
Symbols 

You will list the sender’s symbols for each activity in the letterhead.  Most 
often, you will only have two activities. 
 
Place the sender’s symbols on the same line with the junior on the left and the 
senior on the right. 
 
Begin the junior activity on the second line below the last line of the 
letterhead and flush with the left margin. 
 
Begin the sender’s symbols for the senior command on the second line below 
the last line of the letterhead in the same location as you would for a standard 
naval letter. 
 
Normally, you will use a date stamp to enter the date after the document has 
been signed at your command.  The other command signing the letter will 
normally do the same. 

Continued on next page 
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SENIOR COMMAND 
JUNIOR COMMAND 

CITY, STATE 
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Joint Letter, Continued 

 
Sender’s 
Symbols 
Example 

Follow this example for the sender’s symbols of a “joint letter.” 
 
  

 
Note:   Should you have a third activity, place its sender’s symbols in the 

center of the page in line with the other commands. 

 
Designation When drafting a “joint letter,” identify it as such by placing the words 

“JOINT LETTER” at the left margin two lines above the “From” line, as in 
the example above. 

 
Note:   For a “joint memorandum,” substitute the word “MEMORANDUM” 

for “LETTER.” 

 
“From” Line Begin the “From” line on the second line below the words “JOINT 

LETTER.”  List the commands in block format. 
 

Example:   
 
From:  Commanding Officer, Senior Command  

Commanding Officer, Junior Command 

 
Remainder of 
Heading and 
Body 

The remainder of the heading and the body of the letter are the same as for the 
standard naval letter. 

Continued on next page 
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JOINT LETTER 
 
From: 
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Joint Letter, Continued 

 
Signature Block Officials from each activity will sign the “joint letter.”   

 
• Begin both signature blocks on the fourth line below the last line of text in 

the body. 
 
• Place the junior official’s signature block flush with the left margin. 
 
• Place the senior official’s signature block on the right side of the page at a 

point to provide the signer with enough room to begin the signature 
directly above the first letter of the block. 

 
Signature Block 
Example 

Use this example to format your signature block for a “joint letter.” 

 
Note:   If you have three officials signing the letter, place the third signature 

block in the center of the page in line with the other signature blocks. 

 
Copies If your activity is the last to sign, send copies of the signed letter to the other 

activities who also signed it. 

 

5.  This is the last line of text in your letter. 
 
 
 
J. J. SMITH     S. S. JONES 
Acting 
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Lesson 3 Exercise 

  
Directions Complete items 1 and 2 by performing the action required, or by selecting the 

correct multiple-choice answer.  Check your responses against those listed at 
the end of this lesson. 

  
Item 1 You are drafting a multiple-address letter to send to four addressees.  In 

which format will you list the addressees?  
 
a. All addressees in the To:  line separated with semi-colons 
 

To:  Commanding Officer, Combat Service Support Group 3; 
Commanding Officer, 3d Material Readiness Battalion; Commanding 
Officer, 3d Medical Battalion; Commanding Officer, 3d Dental 
Battalion 

 
b. All addressees in the To:  line blocked one beneath the other 
 

To:  Commanding Officer, Combat Service Support Group 3 
Commanding Officer, 3d Material Readiness Battalion 
Commanding Officer, 3d Medical Battalion 
Commanding Officer, 3d Dental Battalion 

 
c. All addressees in a Distribution: block, with the CO and unit name listed 
 

Distribution: 
Commanding Officer, Combat Service Support Group 3 
Commanding Officer, 3d Material Readiness Battalion 
Commanding Officer, 3d Medical Battalion 
Commanding Officer, 3d Dental Battalion 

 
d. All addressees in a Distribution: block, just the unit name listed 
 

Distribution: 
Combat Service Support Group 3 
3d Material Readiness Battalion 
3d Medical Battalion 
3d Dental Battalion 

 Continued on next page 
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Lesson 3 Exercise, Continued 

 
Item 2 For a joint letter, draft the senior official’s signature block 

 
a. on the right side of the page. 
b. on the left side of the page. 
c. in the middle of the page. 
d. one line above the junior official. 

 Continued on next page 
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Lesson 3 Exercise, Continued 

  
Answers The table below lists the answers to the exercise items.  If you have questions 

about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 b 2-52 
2 a 2-56 
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LESSON 4 

ALTERNATIVES TO THE STANDARD NAVAL LETTER 

Introduction 

  
Scope The standard naval letter or one of its variants is not always appropriate for 

every situation.  Sometimes, you will need to draft a business letter to 
correspond with agencies or people outside of the Department of Defense 
(DoD).  In addition, you will need to know the guidelines for selecting and 
drafting the various memorandums to correspond within the DoD.  In 
addition, you will need to know when and how to draft a NAVMC 10274, AA 
Form.  In this lesson, you will learn to draft business letters, memorandums, 
and the NAVMC 10274, AA Form. 

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to 
 
• Identify the format for drafting a business letter. 
 
• Identify the different types of memorandums. 
 
• Identify the format for drafting the various memorandums. 
 
• Identify the format for drafting a NAVMC 10274, Administrative Action 

(AA) Form 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 2-61 
Business Letter 2-62 
Memorandums 2-67 
NAVMC 10274, Administrative Action (AA) Form 2-70 
Lesson 4 Exercise 2-75 
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Business Letter 

  
General Use the business letter to correspond with agencies, businesses, or individuals 

outside DoD, who are unfamiliar with the standard naval letter.  Individuals 
within DoD may also use it when the occasion calls for a personal approach. 

  
Margins Estimate the length of the letter before touching the keyboard.  Adjust your 

margins from 1 to 2 inches to achieve maximum balance.  Never use less than 
a 1-inch margin. 

  
Letterhead The letterhead rules for the standard naval letter apply to the business letter. 

 
Sender’s 
Symbols 

Include the SSIC, originator’s code, and date in the sender’s symbols.  You 
learned in study unit 1 to write the date in month, day, year format  
(e.g., August 9, 2006). 

  
Inside Address Use an inside address instead of the “To” line.  The inside address identifies 

to whom the letter is being sent and their mailing address. 
 
Place the inside address two to eight lines below the date, blocked flush with 
the left margin.  You may adjust the placement of the inside address 
depending on local policy or the length of the letter. 

  
Inside Address 
Components 

If your letter is directed to a particular person, the inside address consists of 
the following: 
 
• Addressee’s courtesy title (Mr., Mrs., Ms.) and full name 
• Business title (Vice President, Accounting), if appropriate 
• Business name, if applicable 
• Street address 
• City, state, and zip code 
 
If your letter is directed to a business in general, include only the following: 
 
• Business name 
• Street address 
• City, state, and zip code 

Continued on next page 
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Business Letter, Continued 

 
Attention Line Use this optional line when your letter is directed to a business in general, but 

you want it brought to the attention of a particular person or department. 
 
Begin the attention line two lines below the last line of the inside address, 
blocked flush with the left margin, and two lines above the salutation. 

 
Salutation Line You learned the rules and format for the salutation line in study unit 1.  Use 

the salutation line to greet the person or business identified in the inside 
address. 
 
Start typing the salutation line on the second line below the last line of the 
inside address or attention line, flush with the left margin. 

 
Subject Line The subject line is optional and you may use it to replace the salutation.  Keep 

the subject line very brief, to the point, and not be more than one line in 
length if possible.  Capitalize every letter in the subject line. 

 
References and 
Enclosures 

Refer to previous communications, regulations, or enclosures in the body of 
the letter only, without calling them references or enclosures. 

 
Body of the 
Letter 

Follow these guidelines to draft the body of your business letter: 
 
• Don’t number main paragraphs. 
 
• Single-space within paragraphs. 
 
• Double-space between paragraphs. 
 
• Indent main paragraphs four spaces and start typing on the fifth space. 
 
• A business letter that is likely to run eight lines or less may be double-

spaced. 
 
• Indent and letter or number, in standard naval letter fashion, the first line 

of all subparagraphs. 

Continued on next page 
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Business Letter, Continued 

 
Complimentary 
Close 

You learned in study unit 1 that complimentary close for all business letters 
(except letters to the President of the United States) is “Sincerely,”. 
 
Start typing the complimentary close at the center of the page on the second 
line below the last line of text. 

 
Signature Block Start typing all lines of the signature block at the center of the page, on the 

fourth line below the complimentary close.  Type or stamp the following 
information: 
 
• Signer’s name in all capital letters, except in last names with prefixes such 

as Mc, Mac, De, etc. 
 
• Military rank (if any) spelled out in full 
 
• Functional title (billet) 
 
• Authority line 

 
Note:   You may omit the authority line on a routine business letter that 

neither makes a commitment nor takes an official stand. 

 
Signature Block 
Examples 

For a letter signed by the commanding officer, follow this example: 
 

C. A. McDANIEL, SR. 
Lieutenant Colonel 
Commanding Officer 

 
For a letter signed by the supply officer with “by direction” authority, follow 
this example: 
 

TERRY D. SMITH 
Major 
Supply Officer 
By direction of the 
Commanding Officer 

Continued on next page 
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Business Letter, Continued 

 
Enclosure Line If you have attachments to your business letter, you may indicate them in the 

enclosure line.  Start the enclosure line on the second line below the signature 
block.  Briefly describe your enclosures, as in this example: 
 

Enclosures:  1.  Map 
 2. Directions 

 
If the enclosures are insignificant, you may omit the description and simply 
indicate the number of enclosures in parentheses, as in this example: 
 

Enclosures:  (2) 

 
“Copy to” and 
“Blind Copy 
to” Lines 

The rules and format are similar to the standard naval letter with the 
following exceptions: 
 
• Use long titles for the addressees. 
• Type the first addressee on the same line as the words “Copy to.” 
 
Examples: 
 
− Copy to:  4th Marine Logistics Group 
− Blind Copy to:  3d Marine Division 

 
Disseminating 
Copies 

Because the business letter does not have a “From” line, every copy that goes 
to addressees outside your activity must have a letterhead (typed, printed, 
stamped, or reproduced from the original) to show its origin. 

Continued on next page 
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Business Letter, Continued 

 
Multiple Pages On the second and succeeding pages, repeat the sender’s symbols from the 

first page on the sixth line from the top of the page at the right margin.  
Continue the text beginning on the second line below the sender’s symbols. 

 
Numbering 
Pages 

Follow these guidelines to number the pages of a business letter: 
 
• Do not number a single-page letter or the first page of a multiple-page 

letter. 
 
• Start numbering a multiple-page letter with the number 2 on the second 

page. 
 
• Center page numbers ½ inch from the bottom edge of the page. 
 
• No punctuation accompanies a page number. 
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Memorandums 

 
General A memorandum provides an informal way to correspond within an activity or 

between Department of Navy activities.  Subordinates may use them to 
correspond directly with each other on routine official business. 

 
Formats There are seven memorandum formats.  Use the one that suits the subject, 

occasion, and audience. 
 
• Memorandum For the Record (MFR) 
• Printed “From-To” Memorandum 
• Plain-paper “From-To” Memorandum 
• Letterhead “From-To” Memorandum 
• Memorandum For 
• Memorandum of Agreement 
• Memorandum of Understanding 

 
Memorandum 
for the Record 
(MFR) 

The list below shows characteristics of the MFR: 
 
• Most informal, and may be handwritten. 
• Used to record supporting information that is not recorded elsewhere. 
• A full signature block and sender’s symbols are not required. 
• Includes the date, signature, and the signer’s billet. 
• If only two or three lines, include it on the file copy of your document. 
• Omit the subject line if you add your MFR to the file copy. 

 Continued on next page 
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Memorandums, Continued 

 
Printed  
“From-To” 
Memorandum 

The list below shows characteristics of the printed “From-To” memorandum: 
 
• Two types of forms, and may be handwritten. 
 

• OPNAV 5216/144A (8½x11) 
• OPNAV 5216/144B (8½x5) 

 
• Date is the only sender’s symbol required, unless local policy requires 

more. 
 
• Use names, titles, or codes for the “From” and “To” lines. 
 
• Place reference and enclosure headings under the printed headings (allow 

a 1-inch margin). 
 
• Signature block does not contain an authority line.  

 
Plain-Paper 
“From-To” 
Memorandum 

The list below shows the characteristics of the plain-paper “From-To” 
memorandum: 
 
• No more formal than printed “From-To” memorandum. 
 
• More flexible for multiple addressees. 
 
• Date is the only sender’s symbol required, unless local practice requires 

more. 
 
• Prepared on white bond paper, without letterhead. 
 
• Start typing the date on the sixth line from the top of the page at the right 

margin. 

Continued on next page 
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Memorandums, Continued 

 
Letterhead 
“From-To” 
Memorandum 

The list below shows characteristics of the letterhead “From-To” 
memorandum: 
 
• More formal than printed and plain-paper “From-To” memorandums. 
 
• Used for routine matters that neither make a commitment nor a stand with 

individuals outside your activity. 
 
• A full signature block is not required. 

 
Memorandum 
For 

The list below shows the characteristics of the Memorandum For 
memorandum: 
 
• It is the most formal and used between high-level officials. 
 
• Prepared on letterhead stationery. 
 
• Follows standard naval letter practice, with an “Address” line replacing 

the “From” and “To” lines. 
 
• Shows the signer’s title in the signature block. 

 
Memorandum 
of Agreement 
or 
Understanding 

The list below shows characteristics of the Memorandum of Agreement or 
Memorandum of Understanding: 
 
• Used to document mutual agreements of facts, intentions, procedures, or 

commitments, etc. 
 
• Follows joint letter practice, with a “Memorandum of Agreement (or 

Understanding)” line replacing the “From” and “To” lines. 
 
• Body may contain titled paragraphs. 
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NAVMC 10274, Administrative Action (AA) Form 

  
Purposes The NAVMC 10274, Administrative Action (AA) Form serves two purposes: 

 
• Reduce administrative workload. 
• Standardize certain routine actions. 

  
Uses Use the AA Form through normal correspondence channels, between all 

echelons, and between commands up to and including Headquarters, U. S. 
Marine Corps. 
 
Consider for submission on the AA Form information required by routine 
recurring reports that are manually prepared where no specific form or other 
format is required. 
 
Use the AA Form to eliminate as many local forms and form letters as 
possible. 

 
Privacy Act Provide every individual user of the AA Form the appropriate explanations 

contemplated by the Privacy Act of 1974. 

 
Endorsing 
Senior Action 

The AA Form does not replace verbal communications between a Marine and 
the commanding officer.  The immediate endorsing senior will verbally 
counsel the Marine regarding the commanding officer’s denial of a request 
submitted via AA Form. 

 
Retention Retain copies of the AA Form, with approval or disapproval endorsement to 

include all supporting documents for 1 year from the date of the last action on 
the request, and then destroy. 

Continued on next page 
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NAVMC 10274, Administrative Action (AA) Form, Continued 

 
Sample Form  
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Instructions for Completing the AA Form 

 
Block 1 Insert a consecutive action number when dealing with a volume of 

administrative actions, or use a correspondence/command code to assist in 
identifying the office of origin. 

 
Block 2 Insert the SSIC pertaining to the nature of the subject. 

 
Block 3 Insert the date of preparation. 

 
Block 4 Insert one of the following: 

 
• Title of the command, if sending an official communication outside the 

command 
 

Example:  HqCo, 2dMar 2dMarDiv 
 
• Title of the office or billet, if sending an official communication within 

the command (abbreviations are acceptable) 
 

Example:  CO 
 
• Full name, rank, SSN, and MOS, if an individual is initiating a personnel 

action 
 

Example:  Sergeant Sam S. Smith 101 01 0101/5811 

 
Block 5 Insert one of the following: 

 
• Address of the command (for communications outside the command and 

for personnel actions initiated by an individual) 
 
• Identification of the office or billet (for communications within the 

command) 

Continued on next page 
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NAVMC 10274, Administrative Action (AA) Form, Continued 

 
Block 6 Insert the “via” addressees using abbreviations instead of long titles.  Number 

each one as you would in a standard naval letter. 
 

Note:  If an information copy will meet the needs of intermediate channels, 
list the applicable addressees in Block 9 instead of Block 6. 

 
Block 7 Insert the complete address of the agency/command required to take final 

action. 

 
Block 8 Insert the subject as you would for a standard naval letter.  Use appropriate 

abbreviations. 

 
Block 9 Insert commands that require a copy of the form as you would for a standard 

naval letter. 

 
Block 10 Insert the directives or authority applicable to the subject in Block 8.  If no 

directive or authority applies, insert “None” or “N/A.” 

 
Block 11 Insert a brief description of any material attached as an enclosure to the AA 

Form.  If there are no enclosures, insert “None” or “N/A.” 

Continued on next page 
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NAVMC 10274, Administrative Action (AA) Form, Continued 

 
Block 12 This is the “body” of the AA Form.  It is quite similar to the standard naval 

letter.  Insert the request or direction, reasons, and/or substantiating remarks 
following this guidance: 
 
• Use short sentences and phrases. 
• Make full use of approved abbreviations (per MCO P1070.12, IRAM) 
• Do not summarize the references if they are known to be available to the 

“via” addressees. 
 
Insert the signature block at the end of the “body” just as you would for a 
standard naval letter.  Begin at the center of the page, four lines below the last 
line of text. 
 
Should the originator not utilize the entire space, forwarding comments 
and/or processing actions (Block 13) may be inserted beginning two lines 
below the signature block. 

 
Block 13 Forwarding comments and/or processing actions are usually inserted on the 

back of the AA Form in one of the following manners: 
 
• Typed 
• Embossed plate 
• Rubber stamped 
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Lesson 4 Exercise 

 
Directions Complete exercise items 1 through 9 by choosing the correct answer.  Check 

your response against the answers listed at the end of the items 

  
Item 1 In which format will you write the date when drafting a business letter? 

 
a. 6 Mar 06 
b. 6 MAR 06 
c. MARCH 6, 2006 
d. March 6, 2006 

  
Matching:  For items 2 through 7, match the type of memorandum in column 
1 with its characteristic in column 2. 
 

Item 2 Through 
Item7 

Column 1 
 
Type 
 
___2.  Memorandum For The Record 
___3.  Plain-Paper From-To           

Memorandum 
___4.  Letterhead From-To            

Memorandum 
___5.  Printed From-To            

Memorandum 
___6.  Memorandum Of            

Agreement or Understanding 
___7.  Memorandum For 

Column 2 
 
Characteristic 
 
a. Used to document mutual 

agreements of facts, intentions, 
procedures, or commitments, etc. 

b. Routine matters that neither make 
a commitment nor a stand with 
individuals outside your activity. 

c. Most formal and used between 
high-level officials. 

d. More flexible for multiple 
addressees. 

e. Most informal and may be 
handwritten. 

f. Two types of forms and may be 
handwritten. 

 Continued on next page 
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Lesson 4 Exercise, Continued 

 
Item 8 When drafting the From: and To: lines on a Printed From-To memorandum, 

use 
 
a. names, titles, or codes. 
b. standard naval letter format. 
c. ranks and names only. 
d. command names only. 

  
Item 9 When drafting an AA Form for an official communication within Supply 

Company, which will be signed by the commanding officer, Captain Michelle 
S. Jones, 010 10 1010/3002 USMC, in which of the following formats will 
you complete block 4? 
 
a. Capt Jones 
b. CO 
c. Commanding Officer, Supply Company 
d. Capt Michelle S. Jones 010 10 1010/3002 

Continued on next page 
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Lesson 4 Exercise, Continued 

  
Answers The table below lists the answers to the exercise items.  If you have questions 

about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 d 2-62 
2 e 2-67 
3 d 2-68 
4 b 2-69 
5 f 2-68 
6 a 2-69 
7 c 2-69 
8 a 2-68 
9 b 2-72 
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STUDY UNIT 3 

MANAGE CORRESPONDENCE 

Overview 

  
Scope Understanding and applying basic correspondence management is essential in 

delivering written communication to its intended recipient, and the adherence 
to deadlines.  Also, clearly marking classified correspondence is critical in 
safeguarding sensitive information.  This study unit will provide you with the 
knowledge needed to properly manage correspondence. 

  
Contents Upon completion of this study unit, you should be able to control incoming 

and outgoing correspondence, and make classification and associated 
markings. 

  
In This Study 
Unit 

This study unit contains the following lessons: 

 
Lesson See Page 

Control Correspondence 3-3 
Classified Correspondence 3-13 
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LESSON 1 

CONTROL CORRESPONDENCE 

Introduction 

  
Scope Much of the correspondence your command receives require responses within 

certain deadlines.  Likewise, your command sends out correspondence 
requiring other commands to respond by a certain deadline.  Keeping track of 
those deadlines is crucial to maintaining timely flow of information.  In this 
lesson, you will learn to control incoming and outgoing correspondence. 

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to 
 
• Identify the rules for controlling incoming correspondence. 
 
• Identify applicable response times for correspondence. 
 
• Identify outgoing correspondence control procedures. 
 
• Identify the rules for filing correspondence. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 3-3 
Incoming Correspondence 3-4 
Response Times 3-5 
Outgoing Correspondence 3-6 
Filing Correspondence 3-7 
Lesson 1 Exercise 3-9 
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Incoming Correspondence 

  
Assignment of 
Controls 

Assign controls to incoming mail that requires a response from your 
command or has long-term reference value. 

 
Action upon 
Receipt 

Take the following action on the day you receive incoming correspondence: 
 
• Use a date stamp to mark the correspondence with the date it arrived. 
• Make copies of the correspondence if it requires multiple action or if other 

offices require a copy for information. 
 

Note:  Do not make unnecessary copies. 

  
Controls Use these controls to track the status of incoming correspondence routed for 

action: 
 
• Logs.  These can be log sheets or log books. 
 
• Route Sheets.  Helpful reminder of due dates. 
 
• Tickler Systems.   These are usually accordion-type files with dated 

sections that are used to hold documents with due dates.  Check them 
daily to prevent missing response due dates. 

 
Routing Each command dictates its own routing procedures.  Usually, the adjutant’s 

office receives all incoming correspondence and applies the above controls. 
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Response Times 

 
Reply Promptly The response times for the various types of correspondence are in the 

following table: 
 

If it is… Respond Within… 
Routine Correspondence 10 workdays upon receipt or by the 

due date indicated 
Controlled Correspondence 10 workdays upon receipt 
Freedom of Information Act Requests 10 workdays upon receipt 
Privacy Act Requests 10 workdays upon receipt 
Congressional Correspondence/ 
Inquiry (CONUS commands, except 
Marine Corps Recruiting Command) 

5 workdays upon receipt  

Congressional Correspondence/ 
Inquiry (overseas commands) 

8 workdays upon receipt  

Congressional Correspondence/ 
Inquiry (Marine Corps Recruiting 
Command) 

10 workdays upon receipt  

 
Interim Reply If you cannot respond by the due date, send an interim reply that provides the 

following: 
 
• Available relevant information 
• Reason for needing additional time 
• Estimated final response date 
 
Send an interim reply within these timelines: 
 
• 5 workdays for controlled correspondence 
• 48 hours for congressional correspondence 

 
Note:   For more information on congressional correspondence, refer to 

SECNAVINST 5730.5H, Mission, Functions, and Responsibilities of 
the Office of Legislative Affairs and Procedures for Handling 
Legislative Affairs and Congressional Relations.  
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Outgoing Correspondence 

  
Due Dates Impose realistic due dates.  Put a “reply by” due date in your letter only when 

you have compelling reasons to receive a reply by that date. 

  
“Reply by” 
Factors 

Use these factors to assign a “reply by” due date to your outgoing 
correspondence: 
 
• Holidays 
• Mobile units 
• Overseas Activities 
• Accessibility of the addressee 
• Time for addressee’s response to reach you 
• Time for correspondence to reach addressee 
• Time required for your correspondence to be signed 

 
Sign and Mail 
Promptly 

To keep signed correspondence from lingering overnight before it is mailed, 
commanding officers and those with proper authority should sign 
correspondence at intervals throughout the day. 

 
Tracing Late 
Replies 

When you don’t receive a reply by the due date, you may follow-up with a 
phone call or tracer. 

 
Tracer A tracer is a copy of your original correspondence with the word “tracer” and 

the tracer’s date at the top marked with a pen, pencil, or stamp. 
 

Example:  TRACER, 15 Jul 06  
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Filing Correspondence 

  
Background The size and complexity of the Department of the Navy demands standard 

methods for filing paperwork.  Standardization frees personnel from learning 
new filing systems when moving from one command to another. 

 
Location and 
Control 

Maintain a central control of activity files.  Your central control should 
 
• Assign personnel to coordinate all activity files. 
 
• Authorize official files and assign responsibility for the file plans. 
 
• Locate the official files at an organizational level that ensures the 

following: 
 

• Effective documentation 
• Makes records accessible to major users 
• Minimizes duplicate files 
• Aids records disposal 

 
• Determine records retention and disposal standards using SECNAVINST 

5212.5C and apply to each file series and prepare local disposal 
instructions. 

 
• Perform periodic reviews of the files procedures. 

  

 
SSIC Your official files will contain a folder for each of the 13 major subject 

groups, as well as any primary, secondary, or tertiary subjects for which your 
command needs file folders.  Those file folders are arranged in ascending 
SSIC numerical sequence with the lowest number up front. 
 
The SSIC of your correspondence determines the folder in which you will file 
it.  If your SSIC is 2000, you will file the correspondence in the 2000 folder.  
The 2000 folder will be at a point behind the 1000 folder and a point before 
the 3000 folder. 

  Continued on next page 
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Filing Correspondence, Continued 

 
Unique SSIC’s If you do not have a file folder that matches the SSIC on your 

correspondence, take one of the following actions: 
 
• File the correspondence in the folder marked with the same general, 

primary, or secondary subject (as applicable). 
 

Example:  If the SSIC is 7133 and you do not have a 7133 folder, file the 
correspondence in 7130.  If you do not have 7130, file in 7100.  
If you do not have 7100, file in 7000 (you will have that). 

 
• Create a folder for that SSIC if you will use it frequently. 

 
Material Place the following in the files: 

 
• The incoming correspondence 
• Copy of the outgoing correspondence 
• Any essential supporting documents 

 
Note:   Do not include unnecessary working papers, early drafts, extra copies, 

or informational material. 

 
Preferred 
Method 

Loose filing in file folders is the preferred method of filing general 
correspondence. 

 
Alternate 
Method 

You may use the alternate filing method of using ACCO or other prong 
fasteners to secure papers in a file folder for the following: 
 
• Cases 
• Projects 
• Contracts 
• Civilian records 
• Military records 

 
Order File correspondence in the appropriate folder in date order, with the latest date 

on top (or to the front).  When you open a file folder, you should see the most 
recent piece of correspondence on top. 
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 Lesson 1 Exercise 

 
Directions Complete items 1 through 7 by performing the action required or by selecting 

the correct multiple-choice answer.  Check your responses against those listed 
at the end of this lesson. 

  
Item 1 When controlling incoming correspondence, only assign controls to incoming 

mail that 
 
a. will be acted upon by the commanding officer alone. 
b. requires a response or has long-term reference value. 
c. is addressed directly to the commanding officer. 
d. requires a response within 10 working days. 

  
Items 2 
Through 5 

Matching:  For items 2 through 5, match the type of correspondence in 
column 1 with its normally applicable response time in column 2.  Answers 
may be used more than once. 

 
Column 1 
 
Type 

 

Column 2 
 
Response Time 

 
___ 2.  Freedom of Information  

 and Privacy Act Requests 
___ 3.  Congressional 
            Correspondence 
___ 4.  Routine Correspondence 
___ 5.  Typical Controlled 
            Correspondence 

a. Within 5 working days of receipt 
b. Within 10 working days of 

receipt 
c. Within 20 working days of 

receipt 

 Continued on next page 
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Lesson 1 Exercise, Continued 

 
Item 6 In addition to the time required for your outgoing correspondence to be 

signed, which of the following lists contains other factors to consider when 
assigning a “reply by” due date? 
 
a. Accessibility of the addressee, overseas activities, holidays. 
b. Time to reach addressee, access to the internet and email, leave. 
c. Mobile units, time for the addressees’ response to reach you, leave. 
d. Accessibility of the addressee, access to email, mobile units. 

  
Item 7 When searching for the SSIC 6000 file folder to place an applicable copy of 

correspondence in it, you should 
 
a. ensure your command is required to have that folder before unnecessarily 

filing the correspondence. 
b. find it located at a point behind the 5000 folder because files are arranged 

in ascending SSIC numerical sequence. 
c. always find it either directly before or after the 5000 folder because files 

are permitted to be arranged in either ascending or descending SSIC 
numerical sequence. 

d. find it located at a point in front of the 5000 folder because files are 
arranged in descending SSIC numerical sequence. 

Continued on next page 
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Lesson 1 Exercise, Continued 

  
Answers The table below lists the answers to the exercise items.  If you have questions 

about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 b 3-4 
2 b 3-5 
3 a 3-5 
4 b 3-5 
5 b 3-5 
6 a 3-6 
7 b 3-7 
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LESSON 2 

CLASSIFIED CORRESPONDENCE 

Introduction 

  
Scope Handle documents containing classified information with care.  Properly 

marking those documents is crucial in safeguarding sensitive information.  
There are far too many rules regarding classified information to cover in this 
course, so this lesson will cover only a limited number of rules and focus 
mainly on properly marking documents.  In this lesson, you will learn to place 
classification and associated markings on correspondence. 

  
Learning 
Objectives 

Upon completion of this lesson, you should be able to 
 
• Place classification markings on correspondence. 
 
• Place associated markings on correspondence. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 3-13 
Classification Markings 3-14 
For Official Use Only 3-16 
Associated Markings 3-17 
Markings:  Samples 3-20 
Lesson 2 Exercise 3-23 
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Classification Markings 

  
Basic Policy Clearly mark all classified documents with the following: 

 
• Date 
• Office of origin 
• Appropriate classification level 
• Any required associated markings  

 
Notes:   (1) The words “document” and “documents” are used generically in 

this lesson to represent letters, memorandums, and any other type 
of material requiring classification markings. 

 
(2) Associated markings will be covered later in this lesson. 
 
(3) SECNAVINST 5510.36, Department of the Navy Information 

Security Program (ISP) Regulations has more information on 
basic policy and exceptions. 

  
Office of Origin 
and Date 

The identity of the office of origin (or command) and date shall be indicated 
on the front cover, first page, or title page (hereafter referred to as the “face” 
of the document).  The command letterhead and heading of the letter satisfy 
these requirements.  

  
Classification 
Levels 

Mark classified documents with the appropriate level, listed here in order 
from highest to lowest. 
 
• Top Secret (TS) 
• Secret (S) 
• Confidential (C) 

 
Overall 
Classification 
Level  

Often, documents will contain information spanning more than one of the 
classification levels.  The overall classification level is the highest 
classification found in the document. 
 
Mark the face and back cover, top and bottom center, of all classified 
documents to show the highest overall classification level of the information 
they contain.  The marking shall be conspicuous enough (larger than the text) 
to alert anyone handling the document that it is classified. 

Continued on next page 
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Classification Markings, Continued 

 
Interior Page 
Markings 

Mark each interior page of a document (except blank pages), top and bottom 
center, with the highest overall classification level of any information 
contained on the page.  If the page is printed front and back, mark both sides 
of the page. 
 
An alternate method is to mark every page with the overall classification level 
of the document.  This does not eliminate the requirement to portion mark. 

 
Portion 
Markings 

Mark each portion of a classified document to show its classification level.  A 
portion can be any of the following: 
 
• Title 
• Part 
• Section 
• Paragraph 
• Subparagraph 
• Figures, tables, graphs, charts, and similar illustrations 
 
This requirement eliminates any doubt as to which portions of a document are 
classified. 

 
Note:   SECNAVINST 5510.36, DON ISP Regulations contains more 

information on portion markings. 

 
Location of 
Portion 
Markings 

Place the appropriate abbreviation shown below immediately following the 
portion letter or number, or in the absence of letters or numbers, immediately 
before the beginning of the portion. 
 
• Top Secret (TS) 
• Secret (S) 
• Confidential (C) 
• Unclassified (U) 
 
Note:   The abbreviation “(U)” is for unclassified information that must be 

marked as such to keep it from receiving the same safeguarding as 
classified information. 

 



 

MCI Course 0131K 3-16 Study Unit 3, Lesson 2 

For Official Use Only 

 
General Sometimes, information that is not classified may still need to be protected 

from public disclosure.  Certain exemptions under the Freedom of 
Information Act provide this protection.  Mark information falling under one 
of the exemptions “For Official Use Only” or “FOUO.” 

 
Note:   SECNAVINST 5720.42F, Department of the Navy Freedom of 

Information Act (FOIA) Program, contains more information on 
“FOUO” exemptions. 

 
Marking Since FOUO information is, by definition unclassified, “FOUO” is an 

acceptable portion marking substitute for “U.”  Also, pages that contain only 
FOUO information, with no classified information, may likewise be marked 
“FOR OFFICIAL USE ONLY” as an acceptable substitute for 
“Unclassified.” 
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Associated Markings 

 
General Spell out associated markings in their entirety on the face of the document in 

the lower left hand corner.  This lesson will cover the following associated 
markings: 
 
• “Classified by” line 
• “Reason” line 
• “Derived from” line 
• “Downgrade to” line 
• “Declassify on” line 

 
Note:   You can find more associated markings in SECNAVINST 5510.36, 

DON ISP Regulations. 

 
Rules The following rules apply to associated markings: 

 
• The “Classified by” and “Reason” lines are always used together. 
 
• The “Derived from” line is never used with the “Classified by” and 

“Reason” lines. 
 
• All classified documents must have either the “Derived from” line or the 

“Classified by” and “Reason” lines. 
 
• If the “Downgrade to” line is used, you must also use the “Declassify on” 

line. 
 
• You may use the “Declassify on” line without the “Downgrade to” line, 

unless the document will be downgraded prior to being declassified. 

Continued on next page 
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Associated Markings, Continued 

 
“Classified by” 
and “Reason” 
Lines 

Mark originally classified information with these lines.  Place your command 
or office name on the “Classified by” line.   Indicate a concise reason for 
classification on the “Reason” line.  Reason codes can be found in 
OPNAVINST 5513.1F, DON Security Classification Guides. 
 
If your document contains both originally and derivatively classified 
information, place the words “Multiple Sources” on the “Classified by” line.  
In this instance, keep a list of the sources with the file copy of the document. 
 

Examples:   Classified by:  CMC (ARS) 
Reason:  1.4a 

 
Classified by:  Multiple Sources 
Reason:  1.4h 

 
Note:   You will rarely use these lines because an estimated 99 percent of all 

DON documents are derivatively classified. 

 
“Derived from” 
Line 

Mark a document containing derivatively classified information with this 
line.  Place the name of the source document on the “Derived from” line.  If 
you have more than one source document, place the words “Multiple 
Sources” on the “Derived from” line.  In this instance, keep a list of the 
sources with the file copy of the document. 
 

Examples:   Derived from:  OPNAVINST S5513.6C, enclosure (4) 
 

Derived from:  Multiple Sources 

 Continued on next page 
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Associated Markings, Continued 

 
 “Downgrade 
to” and 
“Declassify on” 
Lines 

Use the “Downgrade to” line to indicate that a change in document 
classification will occur on a specific date or event.  Place this line 
immediately below the “Classified by” and “Reason” lines, or the “Derived 
from” line. 
 
Use the “Declassify on” line to indicate that a document no longer requires 
classification after a specific date or event, or that the document is exempt 
from automatic declassification.  Place this line immediately below the 
“Derived from” line or the “Classified by” and “Reason” lines; or 
immediately below the “Downgrade to” line, if used.  The following 
examples represent full sets of associated markings on the face of a 
document. 
 

Examples:   Classified by:  Multiple Sources 
Reason:            1.4a 
Downgrade to: Confidential on 1 April 2012  
Declassify on:  1 April 2013 
 
Derived from:   Multiple Sources 
Downgrade to:  Secret on 19 September 2015 
Declassify on:  19 September 2016 
 
Derived from:   Multiple Sources 
Declassify on:  15 July 2013 
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Markings:  Samples 

 
Derivatively 
Classified 
Document 

This is a sample of a document derivatively classified, showing the “Derived 
from” line. 
 
 
 
 
 
 
 
 
 
 
  

Continued on next page 
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Markings:  Samples, Continued 

 
Classified 
“Confidential” 
and “FOUO” 

This is a sample of a document classified as “confidential” and “FOUO.” 
 

Continued on next page 
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Markings:  Samples, Continued 

 
Originally 
Classified 
Document 

This is a sample of a document originally classified, showing the “Classified 
by” and “Reason” lines. 
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Lesson 2 Exercise 

  
Directions Complete items 1 and 2 by performing the action required or by selecting the 

correct multiple-choice answer.  Check your responses against those listed at 
the end of this lesson. 

  
Item 1 To place the highest overall classification marking of SECRET on 

correspondence, stamp, print, or permanently affix with sticker or tape, the 
word “SECRET” on the top  
 
a. of the face page and the front and back covers. 
b. and bottom of the face page and back cover. 
c. and left margin of the face page and back cover. 
d. of the face page and applicable interior pages. 

  
Item 2 Which is the correct format for placing associated markings on the face page 

of a document? 
  
a. Classified by: Multiple Sources 

Declassify on: 22 August 2006 
Reason: 1.4a 

 
b. Classified by: Multiple Sources 

Reason: 1.4a 
Declassify on: 22 August 2006 

 
c. Reason: 1.4a 

Declassify on: 22 August 2006 
Classified by: Multiple Sources 

 
d. Declassify on: 22 August 2006 

Classified by: Multiple Sources 
Reason: 1.4a 

Continued on next page 
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Lesson 2 Exercise, Continued 

  
Answers The table below lists the answers to the exercise items.  If you have questions 

about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 b 3-14 
2 b 3-19 
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APPENDIX A 

Simpler Words and Phrases 

  
Instead of Try Instead of Try 

accompany go with capability ability, can 
accomplish carry out, do category class, group 
accomplish (a form) fill out caveat warning 
accordingly so close, proximity near 
accrue add, gain cognizant aware, responsible 
accurate correct, exact, right combined joint 
achieve do, make comply with follow 
actual real component part 
additional added, more, other comprise form, include, make up 
address discuss concerning about, on 
addressees are 
requested 

please conclude close, end 

adjacent to next to concur agree 
advantageous helpful confront face, meet 
advise recommend, tell consequently so 
afford an opportunity allow, let consolidate combine, join, merge 
aircraft plane constitutes is, forms, makes up 
anticipate expect construct build 
a number of some contains has 
apparent clear, plain continue keep on 
appear seem contribute give 
appreciable many current (omit) 
appropriate proper, right   
approximately about deem think 
as a means of to delete cut, drop 
ascertain find out, learn demonstrate prove, slow 
as prescribed by under depart leave 
assist, assistance help, aid designate appoint, choose, name 
attached herewith is here’s desire wish 
attempt try determine decide, figure, find 
at the present time now develop grow, make, take place 
  disclose show 
be advised (omit) discontinue drop, stop 
be responsible for handle disseminate issue, send out 
benefit help do not do not 
by means of by, with due to the fact that due to, since 
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Simpler Words and Phrases, Continued 

  
Instead of Try Instead of Try 

echelons levels identical same 
effect make identify find, name, show 
elect choose, pick immediately at once 
eliminate cut, drop, end impacted affected, changed, hit 
employ use implement carry out, do, follow 
encounter meet in accordance with by, following, under 
encourage urge in addition also, besides, too 
endeavor try in an effort to to 
ensure make sure inasmuch as since 
enumerate count in a timely manner on time, promptly 
equitable fair inception start 
equivalent equal in conjunction with with 
establish set up, prove, show in consonance with agree with 
evaluate check, rate, test incorporate blend, join, merge 
evidenced showed incumbent upon must 
evident clear indicate show, write down 
examine check, look at indication sign 
exhibit show initial first 
expedite hurry, rush, speed up initiate start 
expeditious fast, quick in lieu of instead of 
expend pay out, spend in order that for, so 
expense cost, fee, price in order to to 
expertise ability, skill in regard to about, concerning, on 
explain show, tell interface with deal with, meet 
  interpose no objection do not object 
facilitate ease, help in the amount of for 
factor reason, cause in the course of during, in 
failed to  didn’t in the event that if 
fatuous numbskull jerk in the near future soon 
feasible can be done, workable in view of since 
final last in view of the above so 
finalize complete, finish it is (omit) 
for a period of for it is essential must 
for example such as it is recommended we recommend 
forfeit give up, lose it is requested  please, we request 
for the purpose of for, to   
forward send justify prove 
function act, role, work   
furnish give, send legislation law 
  liaison with coordinate, talk with 
herein here limited number few 
however but limitations limits 
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Simpler Words and Phrases, Continued 

  
Instead of Try Instead of Try 

locate find prepared ready 
location place, scene, site previous earlier, past 
  previously before 
magnitude size prioritize rank 
maintain keep, support prior to before 
majority greatest, longest, most probability chance 
methodology method procedures rules, ways 
minimize decrease, lessen, reduce proceed do, go on, try 
modify change proficiency skill 
monitor check, watch programmed planned 
month of (omit) promulgate announce, issue 
  provide give, say, supply 
 vague provided that if 
necessitate cause, need provides guidance for guides 
nonconcur disagree purchase buy 
notify let know, tell purpose is to (omit) 
not later than by pursuant to by, following, under 
numerous many, most   
  reason for why 
objective aim, goal recapitulate sum up 
obligate bind, compel reduce cut 
observe see reflect say, show 
obtain get regarding about, of, on 
on a ___ basis (omit) relating to about, on 
operate run, work relocation move 
operational working remain stay 
optimum best, greatest, most remainder rest 
option choice, way remuneration pay, payment 
  render give, make 
parameters limits request ask 
participate take part require must, need 
perform do requirement need 
permit let reside live 
personnel people, staff retain keep 
pertaining to about, of, on review check, go over 
point in time point, time   
portion part selection choice 
position place, put shall will 
possess have, own shortfall shortage 
practicable practical similar to like 
preclude prevent solicit ask for 
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Simpler Words and Phrases, Continued 

  
Instead of Try Instead of Try 

state say until such time as until 
state-of-the-art latest utlilize, utilization use 
subject the, this, your   
submit give, send validate confirm 
subsequent later, next value cost, worth 
subsequently after, later, then verbatim word for word, exact 
substantial large, real, strong viable practical, workable 
sufficient enough vice instead of, versus 
    
take action to (omit), please warrant call for, permit 
task ask whenever when 
terminate end, stop whereas since 
that (omit) with reference to about 
therefore so with the exception of except for 
there are (omit), exist witnessed saw 
therein there   
there is (omit), exist your office you 
thereof its, their   
this command us, we / and, or 
timely prompt   
time period (either one)   
transmit send   
transpire happen occur   
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APPENDIX B 

Overview 

 
Contents Appendix B is a sample listing of the Standard Subject Identification Codes 

(SSIC).  Refer to the most current SECNAVINST for updated listings. 
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Standard Subject Identification Codes 
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Standard Subject Identification Codes, Continued 
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Standard Subject Identification Codes, Continued 

 
  

 
 
 
 
 
 
 
 
 
 
 
 
  

Continued on next page 



MCI Course 0131K B-6   Appendix B 

Standard Subject Identification Codes, Continued 
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Standard Subject Identification Codes, Continued 
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Standard Subject Identification Codes, Continued 
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Standard Subject Identification Codes, Continued 
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Standard Subject Identification Codes, Continued 
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Standard Subject Identification Codes, Continued 
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Standard Subject Identification Codes, Continued 
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Standard Subject Identification Codes, Continued 
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CORRESPONDENCE COURSE 

REVIEW LESSON EXAMINATION 

Review Lesson 

 
Introduction The purpose of the review lesson examination is to prepare you for your final 

examination.  We recommend that you try to complete your review lesson 
examination without referring to the text, but for those items (questions) you 
are unsure of, restudy the text.  When you finish your review lesson and are 
satisfied with your responses, check your responses against the answers 
provided at the end of this review lesson examination. 

 
Directions Select the ONE answer that BEST completes the statement or that answers 

the item.  For multiple choice items, circle your response.  For matching 
items, place the letter of your response in the space provided. 

 
Item 1 Choose the sentence that is correctly punctuated. 

 
a. Sergeants Jones, Smith, and Wells are assigned to the USS Tarawa. 
b. Sergeants Jones; Smith; and Wells are assigned to the USS Tarawa. 
c. Sergeants Jones: Smith: and Wells are assigned to the USS Tarawa. 
d. Sergeants Jones, Smith, and Wells, are assigned to the USS Tarawa. 

 
Item 2 Choose the sentence that contains proper capitalization. 

 
a. General Park, colonel Adams, and major Smith all hail from the state of 

Ohio. 
b. General Park, Colonel Adams, and major Smith all hail from the state of 

Ohio. 
c. General Park, Colonel Adams, and Major Smith all hail from the state of 

Ohio. 
d. General Park, Colonel Adams, and Major Smith all hail from the State of 

Ohio. 

Continued on next page 
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Review Lesson, Continued 

 
Item 3 Select the list of words below in which all words are spelled correctly. 

 
a. Liaison, commemorate, twelfth, supercede 
b. Laison, occurrence, personnel, noticable 
c. Changeable, occasion, separate, twelfth 
d. Supersede, occasion, occurence, noticeable 

 
Item 4 Which of the following sentences represents an example of natural writing? 

 
a. It is requested that this command be notified of the Marine’s return to full 

duty. 
b. Please notify this command when the Marine returns to full duty. 
c. When the Marine returns to full duty, please notify us. 
d. Upon the Marine’s return to full duty, we request notification. 

 
Item 5 Choose the sentence written in active voice. 

 
a. The team was being led by Major Knight. 
b. Private Grant made the winning shot. 
c. Rules were made to be broken. 
d. The letter was mailed yesterday. 

 
Item 6 You are drafting a letter to Marine Corps Captain Sandy L. Pitts.  Her SSN is 

888 99 0000.  Her MOS is 7557.  Which of the following is the correct format 
to enter Captain Pitts’ information on the To: line in a standard naval letter? 
 
a. Captain Sandy L. Pitts 888 99 0000 USMC 
b. Capt. Sandy L. Pitts 888 99 0000/7557 USMC 
c. Captain Sandy L. Pitts 888 99 0000/7557 USMC 
d. Capt Sandy L. Pitts 888-99-0000 USMC 

Continued on next page 
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Review Lesson, Continued 

 
Item 7 Which of the following is the correct salutation in a letter sent to James Price, 

a former senator? 
 
a. Dear Senator Price 
b. Dear Mr. Price 
c. Dear Mr. Honorable Price 
d. The Honorable Mr. Price 

 
Item 8 Choose the correctly formatted subject line for a business letter. 

  
a. RE: Captain Joseph P. Williams 110 01 0101/0302 U.S. Marine Corps. 
b. Letter of Recommendation for Captain J. P. Williams, U.S. Marine Corps. 
c. LETTER OF RECOMMENDATION FOR JOSEPH  P. WILLIAMS 
d. Letter of Recommendation, RE: Williams, J. P. Captain, U.S. Marine 

Corps. 

 
Item 9 In the heading of a standard naval letter, how do you express the date if you 

are not using a date stamp? 
 
a. 5 Mar 2006 
b. 14 Feb 06 
c. 05 Feb 2006 
d. 14 March 2006 

 
Item 10 While proofreading, you are recommended to ensure that enclosure markings 

are correct when checking for   
 
a. framework errors. 
b. content. 
c. substance. 
d. typographical errors. 

Continued on next page 
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Review Lesson, Continued 

 
Item 11 Two legible ink changes are permitted on each page of naval correspondence 

provided 
 
a. the errors are limited to the text of the letter and are not near each other. 
b. red ink is used to ensure the addressee knows which information is 

correct. 
c. the importance of the subject or addressee does not justify the expense of 

retyping. 
d. they are done in such a way as to disguise that a correction was made. 

 
Item 12 Assuming pre-printed letterhead is not available, in which font size will you 

type the first line of the letterhead? 
 
a. 8 point bold 
b. 10 point bold 
c. 8 point plain 
d.   10 point plain 

 
Item 13 When writing a letter concerning dentistry related matters, which of the 

following general subject ranges will you search to assign an SSIC to your 
letter? 
 
a. 1000-1999 
b. 3000-3999 
c. 6000-6999 
d.   8000-8999 

 
Item 14 When drafting the heading of a standard naval letter which will be sent to one 

command up the chain prior to reaching the addressee in the To: line, in 
which format will you write the Via: line? 
 
a. Via:   (1) Commanding Officer, Marine Aircraft Group 16 
b. Via:   (1) CO, MAG-16 
c. Via:   CO, MAG-16 
d.   Via:   Commanding Officer, Marine Aircraft Group 16 

Continued on next page 
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Review Lesson, Continued 

 
Item 15 Which of the following represents the correct format and sequence for 

identifying paragraphs and subparagraphs in the body of the standard naval 
letter? 
 
a. 1., a., (1), (a), 1, a (1), (a) 
b. 1., A., (1), (a), 1, a, (1), (a) 
c. 1., a., (1), (a), 1., a. (1.), (a.) 
d.   1., a., (1), (a), 1., a., (1), (a) 

 
Item 16 If your standard naval letter has only one enclosure, which of the following is 

the recommended format for citing that enclosure in the body of a standard 
naval letter? 
 
a. The enclosure. 
b. The Enclosure. 
c. Enclosure (1). 
d.   Enclosure 1. 

 
Item 17 Which of the following is the correct format for drafting the Signature block 

of a standard naval letter for your commanding officer, Major John 
McDaniel, who signs his name with his first initial instead of his first name? 
 
a. JOHN MCDANIEL 
b. JOHN McDANIEL 
c. J. MCDANIEL 
d.  J. McDANIEL 

 
Item 18 Mark enclosures on the lower right corner of the page with either “Encl (   )”, 

with the enclosure number in the parentheses or with 
 
a. Encl (   ), with the applicable letter in the parentheses. 
b. Enclosure (    ), with the number in the parentheses. 
c. ENCL (   ), with the number in the parentheses. 
d.   ENCLOSURE (   ), with the number in the parentheses. 

Continued on next page 
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Review Lesson, Continued 

 
Item 19 When drafting a same-page endorsement, what is the correct information the 

endorser must place at the right margin on the first line below the horizontal 
line.  
 
a. 5500 
b. CPAC 
c. 22 NOV 05 
d.   FIRST ENDORSEMENT 

 
Item 20 In which of the following formats will you draft the Endorsement Number 

line on a new-page endorsement to a letter from the commanding officer, 
HMM-263, dated 3 Feb 06, with originator code S-1, and SSIC 5000? 
 
a. 1st Endorsement on CO, HMM-263 ltr 5000 S-1 of 3 Feb 06. 
b. FIRST ENDORSEMENT on HMM-263 ltr 5000 S-1 of 3 Feb 06. 
c. First Endorsement on HMM-263, ltr 5000 S-1 of 3 Feb 06. 
d.   1st ENDORSEMENT on CO, HMM-263 ltr 5000 S-1 of 3 Feb 06. 

Continued on next page 
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Review Lesson, Continued 

 
Item 21 You are drafting a multiple-address letter being sent to two action addressees 

and one copy sent to a non-action addressee.  In which format will you list the 
addressees?  
 
a. All addressees in the To: line separated with semi-colons: 

 
  To:   Commanding Officer, Headquarters and Service Company;    
   Commanding Officer, 1st Battalion; Commanding Officer, 2d     
           Battalion; Commanding Officer, 4th Battalion;  
 

b. All addressees in the To: line blocked one beneath the other: 
 

 To:   Commanding Officer, 1st Battalion 
          Commanding Officer, 2d Battalion 
          Commanding Officer, 4th Battalion 

 
c. The action addressees in the To: line and the non-action addressee in the  

 
 To:   Commanding Officer, 1st Battalion 

         Commanding Officer, 2d Battalion 
 

 Copy to: 
 4th Battalion 

 
d. The action addressees in a Distribution: block and the non-action     
 addressee in the Copy to: block: 

 
 Distribution: 
 1st Battalion 

 2d Battalion 
 
 Copy to: 

     4th Battalion 

Continued on next page 
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Review Lesson, Continued 

 
Item 22 When drafting a joint letter, the commands are listed in the letterhead on 

 
a. separate lines, with the junior on top. 
b. separate lines, with the senior on top. 
c. the same line, with the junior first. 
d.   the same line, with the senior first. 

 
Item 23 When drafting a business letter, which is the correct format for the subject 

line? 
 
a. Subj:  Thanksgiving Day Parade. 
b. Subj:  THANKSGIVING DAY PARADE. 
c. Subject:  Thanksgiving Day Parade. 
d.   THANKSGIVING DAY PARADE. 

 
Item 24 
Through Item 
27 

Matching:  For items 24 through 27, match the type of memorandum in 
column 1 with its characteristic in column 2. 

 
Column 1 
 
Type 
 

Column 2 
 
Characteristic 

___24.  Printed From-To  
             Memorandum 
___25.  Memorandum For 
___26.  Memorandum For The          
             Record 
___27.  Plain-Paper From-To 
             Memorandum 

a. Most formal and used between 
high-level officials. 

b. Two types of forms and may be 
handwritten. 

c. Most informal and may be 
handwritten. 

d. More flexible for multiple 
addressees. 

 
Item 28 When drafting a Plain-Paper memorandum, on which line will you type the 

date? 
 
a. Fourth. 
b. Fifth. 
c. Sixth. 
d.   Seventh. 

Continued on next page 
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Review Lesson, Continued 

 
Item 29 Which is the correct format for block 4 of an AA Form? 

 
a. SSgt B. D. Williams 111 00 0011/3043  
b. SSGT B. D. WILLIAMS 111 00 0011/3043 
c. SSgt WILLIAMS, Brian D. 111 00 0011/3043 
d.   SSgt Brian D. Williams 111 00 0011/3043 

 
Item 30 Date stamp incoming controlled correspondence on the day it 

 
a. is placed in the central files. 
b. reaches the reply by date. 
c. is placed on the read board. 
d.   arrives at the command. 

 
Item 31 If incoming routine correspondence does not set a time for your response, 

within which of the following timeframes are you normally required to 
respond? 
  
a. 10 calendar days 
b. 20 calendar days 
c. 10 working days 
d.   20 working days 

 
Item 32 To keep signed correspondence from lingering overnight before it is mailed, 

when should commanding officers and those with acting or by direction 
authority sign outgoing correspondence? 
 
a. During their lunch break each day 
b. At intervals throughout the day 
c. At opening of business each day 
d.   At close of business each day 

Continued on next page 
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Review Lesson, Continued 

 
Item 33 File correspondence in the appropriate folder 

 
a. in date order, with the latest date on top. 
b. in date order, with the earliest date on top. 
c. alphabetically by first word of subject line, with “A” on top. 
d.   alphabetically by first word of subject line, with “Z” on top. 

 
Item 34 For a multi-page piece of correspondence with a highest overall classification 

of SECRET, which marking will you place on an interior page that contains 
only confidential information? 
 
a. CONF 
b. SECRET (CONF.) 
c. CONFIDENTIAL 
d.   SEC/CONF 

 
Item 35 Which is the correct format for placing associated markings on the first page 

of correspondence? 
  
a. Derived from: Multiple Sources; Declassify on: 22 August 2006 
b. Derived from: Multiple Sources 

  Declassify on: 22 August 2006 
c. Declassify on: 22 August 2006 

  Reason: 1.5a 
d.   Declassify on: 22 August 2006; Reason: 1.5a. 

Continued on next page 
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Review Lesson, Continued 

 
Answers The table below lists the answers to the review lesson examination item.  If 

you have questions about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 a 1-7 
2 d 1-12 
3 c 1-14 
4 c 1-21 
5 b 1-31 
6 c 1-50 
7 a 1-46 
8 c 1-50 
9 b 1-51 
10 a 1-58 
11 c 1-60 
12 b 2-5 
13 c 2-10 
14 d 2-17 
15 d 2-25 
16 a 2-27 
17 d 2-31 
18 b 2-37 
19 b 2-47 
20 b 2-44 
21 c 2-52 
22 b 2-54 
23 b 2-63 
24 b 2-68 
25 a 2-69 
26 c 2-67 
27 d 2-68 
28 c 2-68 
29 d 2-72 
30 d 3-4 
31 c 3-5 
32 b 3-6 
33 a 3-8 
34 c 3-15 
35 b 3-17 
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