Standard Naval Letter:

1.  The “subject” line consists of a sentence fragment that tells readers what the letter is about, usually in 10 words or less.  Phrase the “subject” to make it genuinely informative.  Use normal word order and capitalize every letter after the colon.  Type “Subj:” at the left margin on the second line under the last line of the previous heading.  Two spaces follow the colon.  Continuation lines start under the first word after the heading.  Examples are:


Subj:  PRE-DRILL AUTHORIZATION REQUEST


Subj:  REQUEST PERMANENT CHANGE OF ASSIGNMENT ORDERS BE HELD IN 

             ABEYANCE

2.  Reading slows with each glance from the text to the “reference” line.  Justify such distractions by using only those references that bear directly on the subject at hand.  Mention cited references in the text and spell out the word “reference.”  List references in the order they appear in the text.

Type “Ref:” at the left margin on the second line below the last line of the “Subj:” line.  Use a lowercase letter in parentheses before the description of every reference.  If only one reference, list it as “Ref:   (a).”  Three spaces follow the colon.  One space follows the closing parenthesis.  Continuation lines start under the first word after the heading.  Punctuation is rare.  Examples are:


Ref:   (a) SECNAVINST 1650.1G

             (b) MCO 1650.19J

             (c) COMMARFORPAC ltr 1650/3 of 28 Feb 03

