DEPARTMENT OF THE NAVY

NAVAL SEA SYSTEMS COMMAND
1333 1SAAC HULL AVE SE IN REPLY TC
WASHINGTON NAVY YARD DC 20376-0001

5216
Ser 92T/199
16 May 2002

SEA 92T STANDARD OPERATING PROCEDURE (SOP): NO. 13

From: Technical Director, NAVSEA 92T
Subkj: SEA 92T CUTGOING CORRESPONDENCE

Ref: {a) SECNAVINST 5216.5D
(k) OPNAV Writing Guide
{c) SECNAV Correspondence Guide

Encl: (1) Format for SEA 92T Letters
(2) Format for SEA 92T Memorandums
(3) 83ICs approved for use in SEA 92T Correspondence

1. Implementing Quality in Correspondence: Reference (a)
establishes standards for Departiment of the Navy writing
quality, correspcndence formats, and paperwork management.
Reference (b) provides special guidance and direction for
correspondence addressed to higher echelon corganizations and
congressional bodies. The Business Service Center (BSC)
maintains copies of references (a) through (c) for Command-wide
use. Because SEA 92T is a large and diverse organization,
implementation of the guidance provided by this SOP 1is
particularly impertant to eliminate variatiocns in the process
and to standardize correspondence going to cur customers. SEA
92T outgoing correspondence directly reflects our internal
gquality standards and practices.

2. Applicability: This SOP is applicable to all outgoing
correspondence (letters and memorandum) which will be signed by
SEA 92T personnel (Technical Director, Section or Branch Head).
This SOP is not applicable to NAVSEA Engineering Memorandum
(SEMs) which will comply with the format detailed in the PMP
Operations Manual. Correspcndence which will be signed by
individuals outside SEA 927, (for example, PMS 350) will be
prepared in accordance with the correspondence policy of that
office. Where no policy exists, the correspondence will be
prepared in accordance with this SOP, no other exceptions.

3. Correspondence and Templates: Enclosures (1) and (2} are
samples of formatted correspondence with additional information
regarding the content required for each section.
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4. Avoiding Common Errors: The guidance below is extracted

from references (a) and (b) and addresses some of the more
common errors and inconsistencies that appear in outgoing
correspondence.

a. Standard Font and Tab Settings: SEA 92T correspondence
will be prepared using Microsoft Word, Courier New, font size
12.

b. Left Justify and Margins: Use left justify for side
margins; do NOT use right justify margins. Margins are normally
one inch on top, bottom, and sides of the correspondence. On
letterhead paper, the identification information is aligned
immediately below the preprinted "In Reply Refer To" area in the
upper right corner.

c. Standard Subject Identification Code: The first line in
the upper right section of the letter provides the Standard

Subject Identification Code (SSIC). The SSIC is inserted under
the "In Reply Refer To" line. Enclosure (3) provides a list of
SSICs frequently used in our correspondence.

d. Serial Number; The second line in the upper right
section of the letter, immediately under the SSIC, provides the
correspondence originator information and serial number. Enter
the originator information after "Ser," which consists of the
drafter's code followed by a right slant (e.g., Ser
SEA 92T12/). After signature, BSC will enter a sequential
serial number immediately behind the right slant and the date
signed. Do not pre-date correspondence.

e. Spacing and Aliganment: Standard spacing is to be

used after punctuation marks and for subparagraph
indentations is as follows:

(1) On the "From: "line, the colon (:) is followed by
two spaces. On the "To:" and "Ref:" lines, align the first word
of each line directly under the first word on the "From:" line.
If the From, To, Ref, or Encl lines carry over to a second line,
indent the second line so that it aligns with the preceding
lines. For example:

From: Commander, Naval Sea Systems Command
To: Commander, Naval Undersea Warfare Center
Division, Newport (Code 2092)
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Subj: ALLOCATICN OF TASKS
Ref: (a) NUWC/SEA 92T mtg of 2 Feb 01

Encl: (1) Task 1234, Development of a COTS Servo
Control Valve Replacement to HE-179

(2) A peried (.) is normally followed by two spaces.

(3) Identify paragraphs or subparagraphs in the
following sequence: 1., a., (1}, (a). Start all continuation
lines at the left margin. All paragraphs are single spaced,
with double spacing between paragraphs and subparagraphs. Do
not begin a paragraph at the bottom of a page unless there is
enough room for at least two lines of text on the page and at
least two lines are carried over to the next page. A signature
page must have at least two lines of text.

f. From and To Lipes: The "From:" line is always

"Commander, Naval Sea Systems Command" for letter correspondence
signed by SEA 92T. Up to four addressees may appear in the
"To:" line of the letter. If more than four addressees will
receive the letter, omit the "To:" line and at the end of the
letter use "Distribution:" followed by a list of the addressees.
Refer to the Standard Navy Distribution List (SNDL) Part 1 for
proper titles and addresses for fleet activities, and Part 2 for
shore activities. BSC maintains a copy of the SNDL for
reference use. Use codes if you know what they are for To: and
Via: lines.

g. Via: Use a "Via:" line when one or more activities
outside your own should see a letter before it reaches the
action addressee. List commanding officers in the "Via:" line
as if composing a "From:" or "To:" line. If you list two or
more "Via:" addressees, follow your chain of command. Routing
starts with the addressee listed first. When going down a chain
of command, first 1list the next lower echelon. When going up a
chain of command, first list the next higher echelon.

h. Subject Line: Subject line is in ALL CAPS, containg no
acronyms, and is 10 words or fewer. '

i. References; References are listed in the reference line
in the same sequence as they are identified in the body of the
letter and must be mentioned within the correspondence text.
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One space follows the closing parenthesis. Continuation lines
etart under the first word of the reference. References are
"of" as in “NAVSEA ltr Ser SEA 92T1/123 of 1% Feb 027.

j. Enclogureg: Identification of an enclosure in the
enclosure line of the letter should reflect the exact title
appearing on the enclosure itself. Acronyms may be used in the
enclosure line if used on the enclosure. Enclosures are listed
in the enclosure line in the same sequence as they are
identified in the body of the letter. Enclosures are "dtd" as
in “NSWC/CD Report 001, Fatigue Testing of Spherical Air
Flasks”, dtd 19 Feb 02.

k. Agcronvym: Acronyms should not be used in the subject
line. Spell out any acronym the first time it appears in the
body of the letter and follow with the acronym in parenthesis.
Use the acronym throughout the rest of the text. If use of the
acronym would be infrequent, forego the acronym and spell out
the words each time.

1. SHIP Names:; Ship names are written in all capital
letters. For example: USS SEAWOLF (SSN 21) or OHIO Class.

m. Point of Contact: The last paragraph of a letter should
include the point of contact's name, code, telephone number and

e-mall address.

n. Signature: Four lines below the last line of text, type
the name of the signer in ALL CAPS. Generally, the signer's
typed name consists of first initial, middle initial and last
name. Use one space between the first and middle initials. The
authorized signer will sign their name beginning in the center
of the page, just below the last line of the letter. Because we
use Commander, Naval Sea Systems Command {(NAVSEA) letterhead,
all letters released by SEA 92T personnel are signed under "By
direction" authority. Type "By direction" immediately below the
signer's typed name; By is capitalized and direction is lower
case. For example:

I/signature/I
STEVE SCHULZE
By direction

NOTE: Steve Schulze’s signature preference is: STEVE SCHULZE
(all Caps)
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©. Copy to and Blind Copy to: Use "Copy to:" for all
addressees outsgside the Team Submarine (TEAMSUB) and NAVSEA

organization. Use "Blind copy to:" for all addressees within
the TEAMSUB and NAVSEA organizations, which includes other PARMs
within TEAMSUB. "Blind copy to:" should also be used to provide
a copy to parties (SEA 08 or 05 for example) who signed the
“blind copy to:” page under the record note or concurrence
section, or have a need to know the subject matter. All SEA 92T
correspondence will include a blind copy to SEA 92TIC for record
and file purposes. Discontinue all blind copy to for reading
file.

(1) For copy to addressees, i1f a code begins with a
letter, do not use the word "Code" before the code itself (SEA
02, not Code SEA 02).

(2) If the copy is going to an individual who does not
have a unique code, use their name following their group code
(Code 2092, M. Smith).

p. Enclosure Distribution: If none of the copy to or blind
copy to addressees will receive the enclosure (g), type"{w/o
encl)" after "Copy to:" or "Blind copy to:". For any individual

addressee (s) who will not receive the enclosure, type" (w/o
encl)" immediately after the addressee(s) title. All addressees
(Copy to and Blind copy to) will receive a copy of the enclosure

unless indicated otherwise by use of "(w/o encl)" For example:
Copy to: (w/o encl)
SEA 04X

Blind copy to:
PMS 401
PMS 435 (w/o encl)

q. Page Numbering: Start page numbering on page 2, with
number 2. Center page numbers 1/2 inch from the bottom edge.
Do not use page numbers on enclosures. No punctuation
accompanies a page number. Do not number a single page letter
or the first page of a multiple page letter.

5. Memorandum: Memorandum, or Memos, will be prepared in
accordance with this policy. Memos document official
correspondence between SEA 92T and other NAVSEA Codes.
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Enclosure (2) is a sample memo with additional information
regarding the content and format of a memo. Since memos are
internal correspondence and are from SEA 92T the address and
signature differ slightly from that used when preparing a
letter. The “By direction” statement below the signature is not
required for memos because it is “From” the signatory.

6. Confidential Letters; Confidential letters prepared for SEA
92T signature will comply with the format requirements of this

policy and the additional labeling requirements of references
(a) through (c).

7. Record Note: A Record Note is required for both letters and
memorandums, as illustrated on the Blind copy page of enclosures
(1) and (2). The Record Note page is only distributed to those
designated on the “Blind copy to”. The purpose of the Record
Note is (1) to summarize the action/direction provided by the
correspondence, (2) provide an cpportunity to document
dissenting opinions or state other relevant facts that may not
be appropriate in the body of the letter, and (3) to document
concurrencies by other organizations. Consolidation of this
information in the Record Note facilitates a timely response to
external inquiries and questions regarding the correspondence.

<Fs

STEVE SCHUL
(Signed copy on file)
Distribution:
SEA 92T (e-mail)
SEA 92TIC (file copy)
BSC Staff (e-mail)



Format for
SEA 92T Letters

Enclosure (1)
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Subj: [SUBJECT LINE IN ALL CAPITAL LETTERS, DESIRED MAXIMUM IS
TEN WORDS]

4. The SEA 92T point of contact is Mr./Ms. W. T. Door who can

be reached at 202-781-#### or by e-mail at
DoorWT@NAVSEA . NAVY .MIL.

STEVE SCHULZE
By direction

Copy to:
[Organizations outside TEAMSUB & NAVSEA]

Enclosure (1)



Subj: [SUBJECT LINE IN ALL CAPITAL LETTERS, DESIRED MAXIMUM IS
TEN WORDS]

Blind copy to:
[SEA 92T codes and any code that signs the record note]
SEA 92TIC

RECORD NOTE:

1. NAVSEA approves PNSY request to [whatever] [Provides enough
information for the Top Level Manager to understand the issue,
the decisions NAVSEA made, and all actions required by the Navy,
Planning Yard, Shipyard or ISEA.]

2. SEA 05 [insert appropriate codes and names, for example: SEA
05L (Merten), SEA 05U (Lawrence)] have concurred with this
letter.

Some letters may be of such significance that the signatures of
the appropriate individuals should be documented on this page.
For example:

Concurrence:

SEA Q50U / /02 ]

3. The attached correspondence/document has been reviewed and
does / does not require SEA 08 concurrence in

accordance with NAVSEAINST C9210.4A or the SEA 08/SEA 92 MOA of
29 May 1979.

SEA 92T Signature Date

SEA 08 action/review complete.

SEA 08( ) Signature Date
SEA (08 Comments:

4. This letter responds to [cite incoming correspondence if
applicable, i.e. PSNSY ltr Ser 260/123 of 13 Dec 01]

Enclosure (1)



Format for
SEA 92T Memorandums

Enclosure (2)



SSIC

Ser 92T/ [###]
DD Mon YYYY

(After Correspondence ia signed)

MEMORANDUM

From: SEA 92T [XX]
To: SEA 0[XX] or PMS [XXX]

Subj: [SUBJECT LINE IN ALL CAPITAL LETTERS, DESIRED MAXIMUM IS
TEN WORDS]

Ref: {a) [Incoming correspondence and/or specific supporting
documentation, remember that references are “of”]
{b) [Other Supporting Documents]

Encl: (1) [Technical comments or other forwarding info,
remember that enclosures are “dtd”]

1. Background: [Identify the basic reason you're writing this
memo. Provide the background information needed to establish
the basis from which you will build your discussion. If
responding to incoming correspondence, use the incoming
correspondence to summarize the basis for the incoming request.
Be detailed and plagiarize freely from the main reference(s).
(Make sure you refer to all references and enclosures within the
corregspondence text.]

2. Discussion: [The focus and goal of this section should be
to ensure that this memo stands alone in capturing the relevant
igsues. If the reader of your correspondence is forced to look

up the references just to understand our request or decision and
its basis, then you have failed as a correspondent. Brevity
here is of secondary importance compared to thoroughness. Use
as many subparagraphs as necessary.l

3. Action: [This action section should clearly identify the
SEA 92T request or decision. Lengthy comments should be
separated into one or more enclosures and referred to in the
text of the correspondence. Comments are not to be phrased as
gquestions. Write your comments as if later someone else has to
impartially validate the document.]

Enclosure (2)



Subj: [SUBJECT LINE IN ALL CAPITAL LETTERS, DESIRED MAXIMUM IS
TEN WCRDS]

4. The SEA 92T point of contact is Mr./Ms. W. T. Door who can
be reached at 202-781-#### or by e-mail at
DoorWT@NAVSEA . NAVY .MIL.

SIGNATORY'S NAME

Copy to:
[Organizations outside TEAMSUB & NAVSEA]

Enclosure (2)



Subj: [SUBJECT LINE IN ALL CAPITAL LETTERS, DESIRED MAXIMUM IS
TEN WORDS]

Blind copy to:
[SEA 92T codes and any code that signs the record notel
SEA 92TIC

RECORD NOTE:

1. This memo requests [who ever] to [do whatever], [Provides
enough information for the manager to understand the issue, the
request or decision].

2. Concurrence: [Insert appropriate codes and names, for
example: PMS 393M (Tesserio), PMS 392A1 (Mullarky)] have
concurred with this memo.

[Some memos may be of such significance that the signatures of
the appropriate individuals should be documented on this page.
For example:

Concurrence:
PMS 392 / /02 ]
3. This memo responds to [cite incoming correspondence if

applicable, i.e SEA 08 Memo Ser 08D/123 of 13 Dec 01}

Enclosure (2)



SSICs approved for use in
SEA 92T Correspondence

Enclosure (3)
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