Standard Naval Letter:

Text

1.  Format.  The attached file graphically depicts proper paragraph and subparagraph identification, subparagraph indentation and provides associated rules, some of which are highlighted below.

Two spaces follow a period, even after two-digit paragraph numbers (paragraphs will not line up).


One space follows the closing parenthesis.


Indent subparagraphs in increments of four spaces (4, 8, 12, etc.) and begin the text at the next space (5, 9, 13, etc).  If you use the ‘Tab’ key to indent, you need to change its default setting from five spaces to four.


If subparagraphs are used, you must have at least two; e.g., if you have a subparagraph (a), you must have a subparagraph (b). 

2.  Content


If your letter lists references or enclosures, you must discuss them in the text in the same order as they are listed.  If you don't need to discuss them in the text, don't use a "Ref:" or "Encl:" section.


When only one reference or enclosure is listed, address it in the text as ‘the reference’ or ‘the enclosure’ as opposed to ‘reference (a)’ or ‘enclosure (1).’
