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Navy Correspondence Preparation Course

(SAID: 61000)

13, 14 Mar 2013

DATE/TIME (0900 - 1600)

This course provides the principle rules and working knowledge of
Navy Correspondence by Navy Correspondence Manual, SECNAV
MANUAL M-5216.5

Topics are:
. Types of Navy Correspondence and their Usage

Format of Standard Naval Letter
Joint Letter
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

DESCRIPTION

*The course is conducted in Japanese

Clerical and administrative staff engaged in preparing Navy

ELIGIBILITY
Correspondence

LOCATION CNRJ (N138) (IT Classroom) Bldg. #A-20, 2F

Submit Training Request (SF 182) via appropriate management chain
and activity training coordinator to CNRJ (N138) NLT 15 Feb 13.
Seats are limited so, we may select the number of attendees.

NOMINATION
PROCEDURES

POC CNRJ (N138) at 243-7328 for more information.




