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     Date

From:  Title of activity head and name of activity

To:    Title of activity head and name of activity

Via:   (1) Not numbered when there is only one via addressee

       (2) Title of activity head and name of activity

Subj:  FORMAT FOR A STANDARD LETTER

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

Encl:  (1) Identify with title of page, origination data if 

           letter

1.  Number main paragraphs like this one.

    a.  Indent each new subparagraph four spaces and begin typing on the fifth.  All subsequent lines of text should be left justified.  Note that there are two spaces between the period and the first letter of the word indent.  Also, note that there are two spaces between sentences.   

    b.  If subparagraphs are used, you must use at least two.  In other words, an (a) must have a (b), and a (1) must have a (2).

        (1) Paragraph Format

            (a) How to Cite Paragraphs.  Write letters and numbers without commas or spaces.  Example:  par 1b(1)(a) describes the paragraph you are reading.

            (b) Paragraph Headings Explained.  Use paragraph headings in long correspondence whose topics vary widely.  Be brief, but avoid single word headings.  Underline the heading and capitalize its key words only.  Note that a period is used at the end of the heading only if the paragraph begins on the same line.  Also note that the underline does not extend under the period.

        (2) Alternate Paragraph Format.  Use letters or numbers in parentheses (as shown in the next sentence) to emphasize 

a few short statements without the added space of separate lines

of text.  This format (a) highlights ideas, (b) improves readability, and (c) saves space.

Subj:  FORMAT FOR A STANDARD LETTER

2.  Start a paragraph near the end of a page only if that page has room for two lines or more.  Continue a paragraph on the following page only if two lines or more can be carried over.

3.  Note that the subject line is repeated at the top of the second and succeeding pages.  Page one is not numbered, subsequent pages are numbered in the center of the page, at the bottom.  

4.  In a standard letter, the signature block is typed in all capital letters and starts from the center of the page on the fourth line below the last line of text. 


I. M. MARINE

Copy to:

(List of activity(ies) receiving copy in order of seniority)

CMC (PP&O)

CG, MCCDC

DEPARTMENT OF THE NAVY


HEADQUARTERS UNITED STATES MARINE CORPS


3000 MARINE CORPS PENTAGON


WASHINGTON, DC 20350-3000
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