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FIRST ENDORSEMENT on CG, MCB Camp Pendleton ltr 5216/G-1 of 

                  16 Jan 04

From:  Title of activity head and name of activity

To:    Title of activity head and name of activity

Via:   (1) Next via addressee identified in the basic letter

Subj:  FORMAT FOR AN ENDORSEMENT

Ref:   (c) SECNAVINST 5216.5D (Correspondence Manual)

Encl:  (3) DC, P&R ltr 7000 of 12 Dec 03

1.  When a letter comes to your activity because you are a via addressee, prepare an endorsement rather than a new letter.  Keep an endorsement with the basic letter; one is an integral part of the other.  Endorsements usually follow standard naval letter practice.

2.  Identify the basic letter in the first line of the header.  Endorsements follow in sequence beginning with the "FIRST ENDORSEMENT."

3.  References.  Do not list any references from the basic letter or previous endorsements; instead, only list the references that you add to the correspondence.  Letter all references, even if you only have one, by continuing the sequence from the basic letter or from the previous endorsement.

4.  Enclosures.  As with references, do not list enclosures from the basic letter or previous endorsements.  Number all enclosures and be sure to continue the sequence if necessary.

5.  Number every page of your endorsement, including the first.  Be sure to continue the sequence from the last page of the basic letter or from the last page of the previous endorsement.
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