Navy Correspondence Preparation Course
(Conducted in Japanese only)

DATE/TIME: 8-9 March 2017 (0900-1600)
COST: None
NOMINATION
DEADLINE: 22 February 2017
This course provides the principle rules and working knowledge of Navy
Correspondence by Navy Correspondence Manual, SECNAY MANUAL M-
5216.5
Topics are:
. Types of Navy Correspondence and their Usage
Format of Standard Naval Letter
Joint Letter
DESCRIPTION: Multiple-Address Letter
Endorsement
Memorandum
Directives (Instruction & Notice)
Business Letter
Navy abbreviation & Word division
Techniques of typing of Navy Correspondence
Practice session with written drafts
TARGET Clerical and administrative staff engaged in preparing Navy Correspondence.
AUDIENCE or Class attendee needs to read & write Japanese without assistance.
ELIGIBILITY: * Priority will be given to those who have not taken this course before.
ENROLLMENT Minimum: 6, Maximum: 11.
VENDOR: Commander Navy Region Japan (CNRJ), Regional Human Resources Office
’ (RHRO), Regional Workforce Development (RWD) Division
LOCATION: Building A-20, Classroom #207, Yokosuka Naval Base
POC: CNRJ, RHRO, RWD. at 243-3331
You must have supervisory authority first.
To confirm your seat, you MUST submit a completed SF-182 form to CNRJ,
NOMINATION RHRO, WD Div. NLT nomination deadline.
PROCEDURES:
To reserve a seat prior to nomination deadline, email rwd-student-
services@fe.navy.mil or call DSN 243-5994. If SF-182 form is not received by
nomination deadline, your reservation will be cancelled.
o Must have access to ONE-Net Computer with CAC.
o Please bring a sample copy of any official letter or Memorandum to the class if
possible.
NOTE: e For SF-182, Training Duty Hours is 14, Training Type Code is 1 and Sub Type

Code is 13.
o No PII information should be provided (SSN, Date of birth, etc).
o Only legal names should be provided on SF-182 forms (no nick names).



mailto:rwd-student-services@fe.navy.mil
mailto:rwd-student-services@fe.navy.mil

BEEEXERD—R
(AAZTDFEETT)

H &F 2017 4 3 B 8-9 H(0900-1600)
RHEE L
BLAAYIR: | 2017428228
- AL RIRU T AT =27 JL(SECNAV MANUAL M-5216.5) IZ&YBERE R LD EAR
' BlEEFMBZEINIHE. ZEBLES, (LREREXSHR)
o ERBOAT,. BEREXEERIZA(TTHAT, BREBEDRAZENTESA,
' * LRICZDA—REZHEINE-CEDLBWVAZBESE T EEEET,
BEEER =P 6% ®E: 1%
TR pE. Commander Navy Region Japan (CNRJ), Regional Human Resources Office (RHRO), Regional
) Workforce Development (RWD) Division
T HAZ K Bldg A-20, 2F, #207
BEVLEDHE: SE#IZCNRJ, RHRO, RWD DSN 243-3331[ZBRILVEHELFEELY,
F7 . EEEORBEIR T,
SMBELAHZE. ETOBEEIE, RUH AU M A21=SF-182%#5] B E TIZCNRJ, RHRO,
BLAR L WD Div.IZHRH L TIZELY, )
TROA—IVFELFEBEICTERIEEHERT AIENTEERT <L, MUIAETITSF-
182D ENLZNEEICIEFHIEFroILENET,
EEE : DSN 243-5994 E-mail: rwd—student—services@fe.navy.mil
# CAC #H—KTONE-Net PCIZAS A2 TESA,
s ELXZADHVEET, ERBISETHEOTWALA—OAENIE—EHSLTETES
LY,
AERIE ® SF-182MTraining Duty Hours I& “14” | Training Type Codeld“1”, Sub-Type Codeld“13”

—G—d’-o
e SF-182IC[FENERIFEALLGVTTEN, (REEES-AFEAB-BEEMRUVESE
#5%)




	2017年2月22日

