Standard Naval Letter:

1.  Correspondence leaving HQMC will be sent “From:  Commandant of the Marine Corps.”  Type “From:” at the left margin; two spaces follow the colon.

2.  In the “To:” line, address correspondence to the individual in command by functional title.  Include the office code or person’s title that will act on your letter in parentheses, if known.  Add the word “Code” before codes starting with numbers.  A code starting with a letter is readily identifiable as a code without the added word.  Type “To:” at the left margin; four spaces follow the colon.  Continuation lines start under the first word after the heading.  Examples are:

To:    Commanding General, Marine Corps Base, Camp Pendleton, CA

To:    Commanding Officer, Naval Hospital, Beaufort, SC (Code 18A)

To:    Commanding General, Marine Corps Combat Development Command, 

       Quantico, VA (C39)

