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STUDENT OUTLINE





EDUCATIONAL OBJECTIVES:  The student will be able to identify:



	a.	How to prepare a standard letter. 



	b.	How to prepare a endorsement.



	c.	How to prepare a business letter.



OUTLINE



1.	STANDARD LETTER.  The standard letter is used to correspond officially with activities within the Department of Defense (DOD).  It is also used outside the DOD if the recipient has adopted the format, i.e. Coast Guard or contractors that deal regularly with the DOD.



	a.	Pages



		(1)	The first page of a standard letter is preferably typed on letterhead stationery.  If letterhead paper is unavailable, the letterhead will be typed on plain white, bond paper.  



		(2)	Second and succeeding pages are prepared on plain white, bond paper.  The command file copy will be prepared on yellow tissue or be photo copied.



	b.	Margins



		(1)	The top margin for the first page is predetermined by the type of paper being used. If letterhead paper is unavailable, then you would have to use plain, white, bond paper.  Your heading would then begin on the fourth line from the top of the page.



		(2)	Preprinted letterhead paper is normally printed with the heading beginning 5/8 of an inch from the top.



		(3)	The left and right margins for the first page of a standard letter are one inch, with the bottom margin being no less than one inch.  The bottom margin on the signature page may be more than one inch.  





		(4)	Second and succeeding pages are started on the sixth line from the top of the page by repeating the subject as shown on the first page.  Bottom and side margins remain one inch.  



	c.	Heading



		(1)	The first line of all letterheads external to HQMC will always be "UNITED STATES MARINE CORPS" in all capital letters. 



		(2)	When the unit's letterhead is typed, it begins on the fourth line from the top of the first page.  Each line of the letterhead is centered and balanced on the page.  



		(3)	The word "HEADQUARTERS" will not stand alone or be used in letterheads except for Headquarters, U.S. Marine Corps, Headquarters, FMFLANT, Headquarters, FMFPAC, and Headquarters, FMFEUR.



		(4)	The remaining information required to complete the letterhead consists of the name and complete address, including ZIP code, of your organization.  Each descriptive section of this information is placed on individual lines.  



	NOTE:	The revised Navy Correspondence Manual was signed on 24 August 1983.  The Marine Corps Publications and Printing Regulations (MCO P5600.31) was signed on 21 September 1983.  Therefore, the contents of the Marine Corps Publications and Printing Regulations supersede the contents of the Navy Correspondence Manual. 



	d.	Identification/Sender's Symbols



		(1)	The location of the identification/sender's symbols normally begins two lines below the last line of the heading and approximately two inches from the right edge of the paper, blocked one below the other.  If letterhead paper is used with "In reply refer to:", the identification/sender's symbols are typed just below and blocked with the "In reply refer to:" line.  The identification/sender's symbols consist of the SSIC- (file number), originator's code and date, on consecutive lines.



		(2)	The SSIC (file number) is assigned from the current edition of SECNAVINST 5210.11, also known as the Standard Subject Identification Codes (SSIC) Manual.  This file number will be the one that most closely represents the subject of the standard letter you are preparing.



		(3)	The originator's code is formed according to local office instructions, but normally will consist of the office symbol.  If you are on a ship, this could also be the hull number of your ship.  An originator's code by itself, would look like:



			Office Symbol 			S1,  S2,  21,  73



			(a)	An originator's code in a serial number. All classified correspondence created by your activity must have a serial number.  Local practice dictates whether unclassified

correspondence is serialized.  If your unit decides to serialize all correspondence, serial numbers begin a new sequence each calendar year.



			(b)	In a letter that's serialized, you would prefix the originator's code with "Ser". An unclassified letter that is serialized would look like this:  



				Ser   S1/270 		Ser  N73/184

 

			(c)	If correspondence is classified, prefix the serial number with "C" for Confidential, "S" for Secret, and "T" for Top Secret.  The same letters as mentioned before, classified, would look like this:  



				Ser  S1/C270 		Ser  N73/S184



		(4)	Date.  The date is typed or stamped one line below the originator's code in block style, and dated the day it is signed.  



			(a)	Prepared in the day-month-year format without punctuation.  



			(b)	The month is abbreviated down to the first three letters and the year is only the last two digits of the year;  i.e. 15 Mar 89.  



			(c)	There is no set format for date stamps.  Variations are allowed.  Refer to the examples on pages 2-17, 2-18 and 2-19 in the Correspondence Manual.  



			(d)	When shown in the text, the date will be in the format of day-month (spelled out), and the four digit year, i.e., 15 March 1989.  However, the year in the text may be omitted, if understood.  



	e.	"From:" Line  The "From" line is located flush with the left margin, two lines below the date.  



		(1)	If the date is omitted to allow for an oversized date stamp, the "From" line begins on the fourth line below the originator's code.  



		(2)	Includes the title of the originator, name of activity and geographical location (without state or ZIP code) if the command is based ashore.  



		(3)	Variations do exist.  If a one-of-a-kind title adequately identifies the commanding officer and his activity, the location is unnecessary.  Commanding Officer, 10th Marines completely identifies the title and the activity; therefore, the address is unnecessary.  Some commands prefer the entire mailing address to aid in replies.  



		(4)	Some letterhead information is repeated to ensure the originator's ID appears on copies without letterhead, such as plain tissue ones for copy to addressees.  



	f.	"To " Line  is located flush with the left margin, one line below the "From" line.  Four spaces follow the colon and continuation lines start under the first word after the heading. 



		(1)	Address correspondence to the chief official of the command/activity having responsibility for the subject matter.  It will be addressed to the title, rather than the name of the official.  Whenever practicable, show the office code.  Add the word Code before codes that start with numbers.  A code that starts with a letter is readily identifiable as a code without the added word.



		(2)	The address in the "To" line is in the same format as that in the "From" line.  



		(3)	Give the complete mailing address, including ZIP code, if your letter is being mailed in a window envelope or if you want the address for record purposes.  



	g.	"Via:" Line  The "Via" line is located flush with the left margin, one line below the "To" line.  



		(1)	Used only when one or more activities outside your own should see a letter prior to reaching the action addressee.  



		(2)	Address the same as you would the "From" line and "To" line addressees.  



		(4)	Number via addressees if you have two or more. Via addressees should be listed the same as they appear in your chain of command.  



		(5)	Routing through via addressees keeps intermediate commands informed and allows them to comment, approve, or disapprove correspondence.  



	h.	"Subj:" Line  The subject (Subj:) line is located flush with the left margin, two lines below the previous heading.  



		(1)	Is a sentence fragment that tells readers what the letter is about.



		(2)	Usually in ten words or less, in normal word order and CAPITALIZED.



		Example:  Subj:   REQUEST FOR TRANSFER  



		(3)	If the Subject is repeated in the text of your letter or elsewhere, capitalize the first, last and key words as you would a book title.  



	i.	"Ref:" Line  The reference line is located flush with the left margin, two lines below the subject.  

		(1)	List the references as they appear in the text of your letter.  



		(2)	"My" and "Your" as References.  To cite an earlier communication between your activity and the action addressee, you may substitute a personal pronoun for the issuing activity.  



		ExampleS:	My ltr 1600 G1 of 25 Feb 92		



						Your 231926Z Feb 92



	NOTE:	If the letter has more than one action addressee, avoid using "your" in the reference line to prevent confusion.



	j.	"Encl:" Line



		(1)	List enclosures as they appear in the text.  



		(2)	In the text, spell out the word enclosure.  



		(3)	Describe each enclosure as you would a reference.



		(4)	The title of each enclosure must be exactly the same as it appears on the enclosure.  



		(5)	Type Encl: at the left margin on the second line below the reference, if any.  Use a number in parentheses in front of the description of the enclosure, even a single one.  Two spaces follow the colon.  One space follows the closing parenthesis.  Continuation lines start under the first word after the heading.  



		Example: 	Encl:  (1) CO, MAG 29 ltr 1700 S1 of 14 Feb 89



		(6)	Mark an enclosure on the first page only in the lower right hand corner, whether the text is arranged normally or lengthwise.  Type, stamp or write "Encl" plus its number in parentheses.  Pencil may be used so an addressee can remove the marking easily should the enclosure be needed for some new purpose later.  Number the pages of enclosures as you would a letter by numbering second and succeeding pages only.  If several enclosures are being submitted with your letter, number the pages of each independently.  If the enclosure's pages are already numbered, then renumbering is unnecessary.  An enclosure is never listed as a reference in the same letter; therefore, the decision must be made whether to utilize the material as a reference or an enclosure.



	k.	Text  The text begins two lines below the previous line at the left margin.



		(1)	Prepared in block style.



		(2)	Each paragraph is numbered with an Arabic numeral followed by a period and two spaces.

		(3)	Paragraphs are typed single spaced with double spacing between paragraphs and subparagraphs.



		(4)	Second and succeeding lines of paragraphs are flush with the left margin.  Indent each new subparagraph by four spaces.  Remember, you must have two subparagraphs if you have one.



		(5)	Start a paragraph near the bottom 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 to the next page.  A signature page must have at least two lines of text.



	l.	Signature  The signature is typed or stamped on the fourth line below the last line of text.  It is started at the center of the page and typed in ALL CAPITAL LETTERS.



		(1)	The signature is typed in the format desired by the signer, or in other words, how the official normally signs official correspondence.



		(2)	The commanding officer, officer-in-charge or the Marine "Acting" in said capacity must personally sign documents that:



			(a)	Establish policy.



			(b)	Center on changes to the command's mission and are addressed to higher authority.



			(c)	Deal with certain aspects of military justice or required by law.



		(3)	The grade or functional title of the signer is not shown except for officials who are authorized to sign correspondence without "By direction" authority, such as the Deputy or the Chief of Staff.



		(4)	When the "From" line indicates the letter is from the chief official of the unit, but someone else will actually be signing the letter, the phrase "By direction" is typed, block style, one line below the signer's name.  "By direction" authority may be delegated and sub-delegated to military and civilian subordinates to the lowest responsible person whose position is reasonably related to the function involved.  This authority will be in writing to titles, including a brief outline of the types of documents involved.



		(5)	When delegated authority to sign "By direction" of the commanding officer, and the correspondence being signed affects pay and allowances, the signer's title, By direction of, and the commanding officer's title will be included in the signature block.  









		Example:		M. J. CAMPBELL

						Personnel Officer

						By direction of

						the Commanding Officer



		(6)	Facsimile stamps are used when the personal signing of correspondence causes hardship or is impractical.  When using such a stamp, pen your initials next to it to authenticate each facsimile.  Safeguard such stamps from unauthorized use.



	m.	"Copy to:" Line  This line is optional.  When the "Copy to:" line is used, the following instructions apply.



		(1)	List addressees outside your activity who need to know a letter's content, but don't need to act on it.



		(3)	Type "COPY to:" at the left margin two lines below the signature line, whichever is appropriate.  One line below this and at the left margin, identify the activity(ies) that copies will be sent to.  



			Example:	Copy to:

							CO, H&MS-29

							CO, H&MS-26



2.	ENDORSEMENTS.  Endorsements are used by officials to forward correspondence with appropriate comments through the chain of command or to redirect incorrectly addressed letters.  



	a.	Procedures



		(1)	When your activity receives a letter because you are a via addressee, prepare an endorsement rather than another letter.  

	

		(2)	Endorsements become a part of the basic correspondence and therefore, should not be treated as a separate piece of correspondence.  



		(3)	Prepare a copy of your endorsement for each remaining via addressee and the originator of the basic correspondence in addition to the required file copies and copy to addressees. 



		(4)	If the endorsement is significant, a copy is prepared for each prior endorser and for each prior copy to addressee.  



	b.	Types  The two types of endorsements are the same-page and the new-page.  The length of the endorsement and the amount of space available on the basic correspondence or preceding endorsement will determine which format to use.  



		(1)	Same-page.  Start an endorsement on the same page as the latest communication if:



			(a)	The latest communication is less than a page.



			(b)	If all of the endorsement will fit on that page.



			(c)	If the endorsement is sure to be signed without revision.



		(2)	New-page.  Start an endorsement on a new page if one or more of the previous conditions does not exist.



	c.	"No comment"  is signified by the official signing his name and dating his signature next to his respective title and address in the "Via" line of the basic correspondence.  



	d.	FORMAT  With exceptions, endorsements follow standard letter format.



		(1)	New-page endorsements are typed on letterhead paper, in the same format used in the standard letter.



		(2)	Same-page endorsements are separated from the preceding correspondence by a line of alternating hyphens and spaces.  The line of alternating hyphens and spaces is typed from left to right margins, two lines below the last line of type.



	NOTE:	A same-page endorsement will not have a heading.



	e.	Sender's Symbols



		(1)	 For a new-page endorsement, the sender's symbols are prepared and positioned the same as standard letters.



		(2)	A same-page endorsement may omit the SSIC, basic letter's identification, and subject as long as the entire page is photocopied.  However, all three of these elements are required if you make carbon copies.



		(3)	On same-page endorsements, the sender's symbols are placed two lines below the alternating line of hyphens and spaces on the right side of the page.  



		(4)	The date for the same-page and new-page format is prepared in the same format as standard letters.  



	f.	Endorsement Line



		(1)	The endorsement line consists of the number of the endorsement and the identification of the basic correspondence.





		(2)	The ordinal number and the word "endorsement" is typed in all capital letters, followed by the word "on" with the identification of the basic correspondence which will be typed two lines below the date, flush with the left margin.  Succeeding lines will begin flush under the word "on".  Notice that the identification of the basic correspondence is in the same format as the way a reference is listed.



		(3)	On a same-page endorsement, the endorsement line will be identified in the same manner, unless the entire page is being photocopied.  A same-page endorsement being photocopied only needs to have the ordinal number and the word endorsement.



	g.	"From:" Line   Prepared in the same manner as the standard letter, two lines below the last line of the endorsement line.



	h.	"To:" Line  Identified the same as it is on the basic correspondence.



	i.	"Via:" Line  List addressees yet to receive correspondence and renumber if more than one.



	j.	"Subj:" Line  Prepared in ALL CAPITAL LETTERS exactly the same as on the basic correspondence, unless a change is essential for clarity.



	k.	"Ref:" Line and "Encl:"  Line  Previous references and enclosures are not repeated.  New references and enclosures continue in alphabetical and numerical sequence respectively.



	l.	"Text", "Signature", and "Copy to:"  Prepared in the same format as the standard letter.



3.	BUSINESS LETTER.  The business letter is for corresponding with individuals or agencies outside DOD who are unfamiliar with the standard letter.  It may also be used for official correspondence between individuals within DOD when the occasion calls for a personal approach.



	b.	MARGINS  The margins of a business letter are determined by the length of the letter.



		(1)	A business letter less than one page long is centered to give it a well-balanced appearance.  The left and right margins may be as much as two inches each for short business letters.  



		(2)	On a full page business letter, the left and bottom margins are one inch and the right margins will be approximately one inch, which is the same as that of the standard letter.



		(3)	On second and succeeding pages, the top margin is one inch.  The sender's symbols are placed one inch from the top of the page and end flush with the right margin.  The left, right, and bottom margins are the same as the first page.





	c.	LETTERHEAD, SENDER'S SYMBOLS  As with the standard letter, the first page of the business letter is typed on preprinted letterhead stationery, or, if preprinted letterhead is not available, the heading is typed beginning on the fourth line from the top of the page.  



		(1)	Second and succeeding pages of the business letter are typed on paper similar to the letterhead paper in size, quality, and color.  



		(2)	The sender's symbols are placed in the same manner as the standard letter.  



	d.	Dates  The date is expressed in month-day-year order when readers are likely to use the format, though military format is allowed at the top of a letter.  



		(1)	Dates will be expressed in month (fully spelled out)-day-year format in the text of the business letter also.  



		(2)	When corresponding with the civilian community, the year will always be identified by four digits (i.e., 1996) in the text.  



	e.	Full Page Business Letter  When preparing a full page business letter, the address begins on the first line below the date at the left margin or on the second line below the seal (if any) at the left margin.  The address is single spaced and consolidated to avoid having more than five lines.  No line of the address will extend past the middle of the page.  The "Attention" line, when used, will be the second line of the address with the word "Attention" abbreviated as "Attn:" followed by two spaces and then the individual's name or title.



	f.	Short Business Letter  On a short business letter, start the address at least four lines below the date at the left margin.  The example in your Correspondence Manual shows the address beginning seven lines below the date.  Just remember, you want to give your business letter a well-balanced appearance.



	g.	SALUTATION  The salutation, followed by a colon, is typed at the left margin on the second line below the address.  Generally, the salutations "Dear Mr:, Dear Miss:, or "Gentlemen:" are used.  If the first line is a company name, the salutation is "Gentlemen", even if the attention line directs the letter to an individual (Appendix B of SECNAVINST 5216.5).  



	h.	SUBJECT  A subject line is optional on all business letters.  It replaces the salutation on routine administrative letters.  A subject line has three advantages:



		(1)	It orients readers to the topic.



		(2)	It skirts questions of gender.



		(3)	When a file number is included, it unburdens the text.



	i.	TEXT  The text begins on the second line below the salutation or subject line, at the left margin. 



		(1)	Normally, the text is single spaced without indentation, with double spacing after each paragraph.  



		(2)	Avoid indenting or numbering main paragraphs.  Indent the first lines of subparagraphs, which you may letter and number in standard letter fashion.



		(3)	A short business letter (eight lines of text or less) is double spaced and paragraphs indented four spaces if there are two or more paragraphs.



	j.	COMPLIMENTARY CLOSE  The complimentary close begins at the center of the page on the second line below the text.  The complimentary close used most often is Sincerely, followed by a comma.



	k.	SIGNATURE INFORMATION  The signature information is typed in block style, beginning at the center of the page, on the fourth line below the complimentary close.  The signature information will consist of:



		(1)	Name of the signing official in ALL CAPITAL LETTERS.



		(2)	Military grade (if any) spelled out.



		(3)	Branch of service, i.e., U.S. Marine Corps.



		(4)	Signing official's functional title, i.e., commanding officer, executive officer, adjutant, etc.



		(5)	By direction of the Commanding Officer or equivalent official if the individual usually signs "By direction".  The "By direction" line may be omitted on a routine business letter that neither makes a commitment nor takes an official stand.



		(6)	A woman's name may begin with Miss, Mrs., or Ms. in parentheses.  



	l.	REFERENCES  Refer to previous communications in the text only, without calling them references.



	m.	ENCLOSURES



		(1)	When enclosures are to be transmitted with a letter, the abbreviation "Encl", followed by a colon, is placed at the left margin on the second line below the signature information, identified with an Arabic numeral one line below the enclosure notation at the left margin, i.e., (1), (2), etc.



		(2)	When a letter has enclosures, mention them in the text and describe them briefly in the enclosure block immediately below the "Encl" notation, flush with the margin.



	n.  COPY TO



		(1)	When used, type "Copy to:" on the second line below the enclosure block, if any, or the signature block.



		(2)	List addressees at the left margin immediately below the "Copy to:" line and use long titles for activities listed in the Standard Navy Distribution List (SNDL).



	o.	PAGING AND ASSEMBLY  The paging and assembly of the business letter is the same as the standard letter.























































REFERENCES



SECNAVINST 5216.5C  Department of the Navy Correspondence Manual

MCO P5600.31  The Marine Corps Publications and Printing Regulations

�UNITED STATES MARINE CORPS

1st Battalion, 8th Marines

2d Marine Division

Camp Lejeune, North Carolina 28542-5050



                                                                                                                         5216

                                                                                            S-1

                                                                                                                         date 



From:  Commanding Officer, 1st Battalion, 8th Marines, 2d Marine Division, Camp   

            Lejeune

To:       Commandant of the Marine Corps (AR)

Via:      (1)  Commanding Officer, 8th Marines, 2d Marine Division, Camp Lejeune

            (2)  Commanding General, 2d Marine Division, Camp Lejeune



Subj:    PROPOSED CHANGES TO THE CORRESPONDENCE MANUAL



Ref:      (a)  SECNAVINST 5216.5C



Encl:     (1)  Proposed Changes to the Correspondence Manual (sep cover)



1.  Per paragraph 4 of the reference, the enclosure is submitted for consideration and should arrive within five working days of receipt of this letter.



2.  Copies have been sent to all via addressees simultaneously.  Via addressees, please forward your endorsements directly to the Commandant of the Marine Corps (AR).







                                                                   I. M. JARHEAD



Copy to:

CO, 8th Mar

CG, 2d MarDiv























A-1

�UNITED STATES MARINE CORPS

Personnel Administration School

Marine Corps Service Support Schools

Marine Corps Base

Camp Lejeune, North Carolina 28542-0041



                                                                                                                   1050

                                                                                                                   S-1

                                                                                                                   7 Oct 95



From:  Commanding Officer, Personnel Administration School Company, Marine  

           Corps Service Support Schools, Marine Corps Base, Camp Lejeune                     

To:      Commandant of the Marine Corps (MMEA)

Via:     (1)  Commanding Officer, Marine Corps Service Support Schools, Marine

                  Corps Base, Camp Lejeune

           (2)  Commanding General, Marine Corps Base, Camp Lejeune



Subj:   LEAVE FOR INCOMING INSTRUCTORS



Ref:    (a)  CMC ltr 1050 MMEA of 25 Sep 95



1.  In response to the reference, we have determined that it is not possible to grant leave for the incoming instructors at this time.



2.  Classes are scheduled to commence on 15 November 1995 and all instructors will be needed to accomplish our mission.







                                                              I. M. SORRY                                                                                                         































A-2

�UNITED STATES MARINE CORPS

Marine Corps Service Support Schools

Marine Corps Base

Camp Lejeune, North Carolina 28542-5050



                                                                                                                                1050

                                                                                                                                     S-1

                                                                                                                                     20 Oct 95



FIRST ENDORSEMENT on PAScolCo, MCSSS, MCB, CamLej ltr 1050 S-1 of 17 Oct 95



From:  Commanding Officer, Marine Corps Service Support Schools, Marine Corps Base, Camp

            Lejeune

To:      Commandant of the Marine Corps (MMEA)

Via:    Commanding General, Marine Corps Base, Camp Lejeune



Subj:  LEAVE FOR INCOMING INSTRUCTORS



1.  Forwarded.







                                                                       U. R. STRONG

                                                                       By direction



Copy to:

CO, PAScolCo, MCSSS, MCB, CamLej



- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 



                                                                                                                                      G-1

                                                                                                                                      24 Oct 95



SECOND ENDORSEMENT



From:  Commanding General, Marine Corps Base, Camp Lejeune

To:      Commandant of the Marine Corps (MMEA)



1.  Forwarded.







                                                                      I. M. GOOD

                                                                       By direction



Copy to:

CO, PAScol, MCSSS, MCB, CamLej

2

A-3

UNITED STATES MARINE CORPS

Headquarters

Marine Corps Service Support Schools

PSC Box 20041

Camp Lejeune, North Carolina 28542-0041

                                                                                                                                            S-1

                                                                                                                                           1500

                                                                                                                                           24 Nov 95

  

First Endorsement on CO, PAScol, MCSSS, MCB, CamLej ltr 1500 S-1 of  

                             22 Nov 95

 

From:  Commanding Officer, Marine Corps Service Support Schools, Marine Corps  

            Base, Camp Lejeune                                                                   

To:      Commandant of the Marine Corps (MMEA)

Via:     (1)  Commanding General, Marine Corps Base, Camp Lejeune



Subj:   BASIC ADMINISTRATIVE CLERKS COURSE TRAINING GUIDELINE



Ref:    (a)  MCO P1510.13A



Encl:  (2)  Graduation Scores (sep cover)



1.  Forwarded.



2.  Enclosure will be forwarded within five days of graduation, as required by reference (c).







                                                           T. L. RANGER

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - - - - -                                                                                                                                 G-1

                                                                                                                      25 Nov 95



SECOND ENDORSEMENT



From:  Commanding General, Marine Corps Base, Camp Lejeune

to:       Commandant of the Marine Corps (MMEA)



1.  Forwarded for appropriate action.



All scores will be screened for possible trends.  Those trends will be evaluated and corrective action initiated.





                                                                            U. R. WRIGHT



2

A-4

�                                                                                             October 10, 1995



Mountain View Ski Lodge

13 Boothill Street

Dillon, Colorado 76543





Commanding General

Second Marine Division

Marine Forces Atlantic

Camp Lejeune, North Carolina 28542



Dear Sir:



For a limited time the ski lodge is offering a one day package which consists of lodging, food, free ski lessons and entertainment for only $40.00 per person.



To be eligible for this offer we are requesting that each party consist of at least 100 people.  It is further requested that all replies be made by mail to include payment for each party.



Please respond on or before April 10, 1996.



                                                             Sincerely,







                                                            D. B. COLDFEET

                                                             Manager

































A-5

�UNITED STATES MARINE CORPS

Second Marine Division

Marine Forces Atlantic

Camp Lejeune, North Carolina 28542-0001



                                                                                                                             1710

                                                                                                                             G-1

                                                                                                                             October 15, 1995







          Mountain View Ski Lodge

          Attn:  Mr. Coldfeet

          13 Boothill Street

          Dillon, Colorado 76543



          Gentlemen:



                Concerning your letter of October 10, 1995, we would like                                      

          to make 200 reservations for April 30, 1996.



               The enclosure is provided as payment for the reservations.      



				                                                                     Sincerely,







                                                                    B. A. SMITH

                                                                      Major, U.S. Marine Corps

Adjutant

By direction of 

the Commanding General



Encl:

(1)  Certified Check for $8000.00

















A-6

�UNITED STATES MARINE CORPS

Personnel Administration School

Marine Corps Service Support Schools

Marine Corps Base

Camp Lejeune, North Carolina 28542-5050



                                                                                                                       5050

                                                                                                                       S-1

                                                                                                                       December 1, 1995



Xerox Corporation

Attn: Mr. Clyde Crashcup

P.O. Box 1345

New York, NY 10012-9599



Dear Mr. Crashcup:



    Our organization has been tasked with the responsibility of establishing a course of instruction for effective verbal communications.  The course objective is to provide our administrative personnel with a firm knowledge of effective verbal communications within a two week period.



    The course has been designated to begin 1 April 1996.  It has been recommended by our curriculum development staff that your organization be utilized for developing this course of instruction.



    On January 15, 1996 our organization, combined with staff agencies from Marine Corps Base, Camp Lejeune and representatives from Headquarters, U.S. Marine Corps are holding a planning conference to establish the basic outline and guidance for the development of this course.  The presence of your teem of counselors is requested.



    It is further requested that we be notified of the number of counselors being provided and the billeting requirements for those personnel.  This would enable us to make appropriate arrangements.



                                                                        Very truly yours,







                                                                       B. A. KINGPIN

                                                                       Major, U. S. Marine Corps

                                                                       By Direction of

                                                                       the Commanding Officer



Copy to:  Commandant of the Marine Corps (MPI-60)
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