Navy Correspondence Preparation Course
(Conducted in Japanese only)

DATE/TIME: 13-14 November 2013 (0900-1600)
COST: None
NOMINATION
DEADL INE: 11 October 2013
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
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
AUDIENCE or Clerical and administrative staff engaged in preparing Navy Correspondence
ELIGIBILITY:
ENROLLMENT Minimum: 6, Maximum: 11.
VENDOR: CNRJ, RWD
LOCATION: Building A-20, Classroom #208, Yokosuka Naval Base
POC: WD Div., CHRO, Commander Navy Region Japan at 243-7328
You must have supervisory authority first.
To confirm your seat, you MUST submit a completed SF-182 form to RWD
NOMINATION NLT (11 October 2013).
PROCEDURES:
To reserve a seat prior to nomination deadline, email rwd-student-
services@fe.navy.mil or call DSN 243-7328. If SF-182 form is not received by
(11 October 2013), your reservation will be cancelled.
e For SF-182, Training Type Code is 1 and Sub Type Code is 13.
NOTE: e No PIl information should be provided (SSN, Date of birth, etc).

o Only legal names should be provided on SF-182 forms (no nick names).
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