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[bookmark: _GoBack]                                                                    IN REPLY REFER TO
                                                                    1000
                                                                    JAM
                                                                    1 Jan 17

From:  Second Lieutenant John A. Moto 1234567890/0302 USMCR
To:    Commander, U.S. Marine Corps Forces, Europe and Africa
Via:   Assistant Chief of Staff, G-X

Subj:  STANDARD NAVAL LETTER TEMPLATE FOR U.S. MARINE CORPS FORCES, EUROPE
       AND AFRICA IF YOUR SUBJECT LINE GOES TO A SECOND LINE IT IS INDENTED
       AS WELL AND NO ABBREVIATIONS IN THE SUBJECT LINE

Ref:   (a) SECNAVINST M-5216.5

Encl:  (1) Correspondence Format showing spacing and hard returns

1.  The identification symbols in the upper right of the document consist of an SSIC, section (G-1) or originator initials, and date in abbreviated format. 

2.  The subject line is always in all caps, has no punctuation and no abbreviations. 

3.  You will not always need a Via, Reference, and Enclosure line.

4.  In the From:  through Encl:  line (above) if the length is longer than one line the second line will begin under the first letter of the previous line.

5.  The letterhead and page numbers are automatically set into the header and footer of this template.  The margins are set to one inch all around. 

6.  You will always have a minimum of two paragraphs.  

7.  If subparagraphs are needed, use at least two; i.e., a (1) must have a (2), an (a) must have a (b).
    
    a.  Do not start a paragraph at the bottom of the page unless at least two lines of text will remain on that page and at least two lines of text will carry over to the next page.  Do not split a sentence across pages.

    b.  Do not number the first page, number only succeeding pages.
 
        (1) Documents rarely require subdividing to the extent shown below.

        (2) Text
 
            (a) Do not subparagraph past this level until you have exhausted all re-paragraphing alternatives.
 
            (b) Text
 
                1.  Text

                2.  Text
8.  The font is set to Courier New, 10 point which is standard throughout the command.

9.  You spell out all ranks i.e., Lance Corporal vice LCpl.

10.  You will always have two spaces after periods and colons.   

11.  The date in the body of the text will be in the following format, 1 January 2012.  
 
12.  If you follow this format then the Adjutant just might not become the command’s largest consumer of red ink.

13.  The subject line will be on the top of each subsequent page, one inch from the top of the page, in the exact format that it appears on your first page.

14.  The signature line will be four returns below the last line.  It is not centered but the first letter in the signature block is started in the center of the page.  Also the signature page must have at least two lines of text preceding the signature.



						   J. A. MOTO

Copy to:
SgtMaj Motivated
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