Naval Correspondence:

1.  There are two spaces after a period.

2.  The signature block begins in the center of the document, not centered on the document.  Any easy way to check if you’ve begun in the center, fold a printed copy of the signature page in half lengthwise; the first letter of the signature block should begin at or on the crease.

CMC Personal Stationary:

1.  Indent paragraphs four spaces and begin typing at the fifth space.  Don’t use the ‘Tab’ key to indent unless you’ve change its default spacing.  The ‘Tab’ key default setting will indent five spaces and typing will begin at the sixth.

2.  Always balance appearance of text on the page.  If the text of the letter is eight lines or less, it will be double-spaced.

‘Packages’ (hard copy or MCATS):

1.  Use a current route sheet.

2.  The first document under the route sheet is the document (letter, memo, etc.) you want signed or the paper your want read (info paper, talking points, etc.).  

