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     Date

(Name of company/individual)

Attn:  (optional)

Street address

City, State, Zip Code

Salutation:

Use the business letter to correspond with agencies or individuals outside the Department of the Navy who are unfamiliar with the standard naval letter.  It may be used for official correspondence between individuals within the Department of the Navy when the occasion calls for a personal approach. 

The text is normally single-spaced within paragraphs; avoid indenting or numbering.  Intend the first lines of subparagraphs, which you may letter and number in standard letter fashion.  Paragraphs may be double-spaced and indented when the letter is likely to run eight lines or less.  Dates should be expressed in month-day-year format.

Refer to previous communications in the text only, without calling them references.  Mention enclosures in the text and describe them briefly in an enclosure block by typing "Encl:" on the second line below the signature block as shown below.

Use sincerely to close a business letter.  Start typing at the center of the page on the second line below the last line of text.


Sincerely,


I. M. MARINE


Captain, U.S. Marine Corps

Encl:

(1) Correspondence Manual

DEPARTMENT OF THE NAVY


HEADQUARTERS UNITED STATES MARINE CORPS


3000 MARINE CORPS PENTAGON


WASHINGTON, DC 20350-3000
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