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 COMMAND NAME

COMMAND ADDRESS

BASE OR STATION, XX 12345

Subj:  If your letter is more than one page, be sure to include the Subject line from the first page in the header of each subsequent page.

                                                           1700
                                                           S-1
                                                           DD Mon YYYY
From:  Rank First M. Last EDIPI/MOS USMCR (if you are a reservist, add 

       the R.  Spell out rank completely, no abbreviations)
To:    Deputy Commandant, Manpower and Reserve Affairs
Via:   Commanding Officer, enter your unit here
Subj:  REQUEST FOR RELIGIOUS ACCOMMODATION (or STATEMENT OF FAITH or 
       whatever you want the subject to be, always ensure this line is 

       ALL CAPS, be sure to indent so it all aligns properly with the 

       first line.  Try to keep to no more than two lines – keep it 

       short)
Ref:   (a) if you intend on citing references, list them here in 
           order of appearance in the letter...
       (b) ...for example, religious texts, legal texts, orders, 
           policies, regulations, etc.
       (c) ensure you only list one item of reference per line, a, b, 

           c, etc.  If you do not intend on citing references, remove 

           this entire section from the letter.

Encl:  (a) if you intend on enclosing additional documents, list them 

           here in order of appearance in the letter...
       (b) ...for example, pictures, letters from others, etc. 

       (c) ensure you only list one enclosure per line, a, b, 

           c, etc.  If you do not intend on including enclosures, 

           remove this entire section from the letter.

1.  Type whatever it is you are trying to convey.  Sub-paragraphs are allowed, ...
    a. but be sure to label and...
        (1) indent them properly, like is being done here.
2.  Always include references in the order listed above.  The easiest way to compose a letter is to write it out, citing references as you go, then properly list them in the Ref: section above.  For example: Per reference (a), then make a statement or point that is backed up and contained in reference a.
3.  Always include enclosures in the order listed above.  The easiest way to compose a letter is to write it out, citing enclosures as you go, then properly list them in the Encl: section above.  For example: Make a statement or point that is backed up and contained in an enclosure, then list it in parentheses (encl a.).
4.  There are many other formatting rules like the use of dates, abbreviations, etc.  Be sure to review SECNAV M-5216.5 DoN Correspondence Manual, Chapter 7 for more details.
5.  The point of contact regarding this matter is Rank First M. Last at first.last@usmc.mil or (XXX) XXX-XXXX.  Since you are composing the letter, you are the point of contact, so include your contact info.

F. M. LAST
Copy to:
S-1
2

[image: image2.wmf] 

_1496724543.doc
[image: image1.png]






