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PROGRAMS & RESOURCES COMMENT on GC, MCCDC r/s of 29 Feb 04

Subj:  FORMAT FOR COMMENT ON

1.  The "Comment on" is used to prepare a direct response to correspondence received from another staff agency.  Though it appears to be informal, the "Comment on" acts much like that of an endorsement, as it becomes part of the basic correspondence.

2.  The responding staff agency identifies itself at the top of the correspondence.  The subject line from the basic correspondence should be repeated.

3.  As with an endorsement, reference and enclosure lines are needed only when adding to those listed in the basic correspondence.

4.  Subparagraphs and the signature block are prepared in standard letter format. 


I. M. MARINE

DEPARTMENT OF THE NAVY


HEADQUARTERS UNITED STATES MARINE CORPS


3000 MARINE CORPS PENTAGON


WASHINGTON, DC 20350-3000
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