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P 1 July 1949

proper Procedure in Writing Military letiers

TO: Gommanding Officer Hyogo Civil Affaies Team, APO 317
Command ing Officer Osaka Civil Affalrs Team, APO 25
Commanding Officer Kyoto Civil Affairs Team, APO 301
Commendinz Officer Sniga Givil Affairs Team, APC 25-3
commanding Officer Nara (ivil Affairs Team, APO 25=l}
Gommand ing Officer Wakayama Civil Affalrs Teaum, APO 25

1. The military letter is used for comeunication with military and
naval personnel and between activities of the Department of the Army, the
Alr Forces and Department of the Navy and may not be used for communication
with other Govermment Departments or with civil ageneles.

(1) When typed heading is used the t0p margin of the first
page will be 3/4 inch (5 spaces down) as illustrated

above. All suseeeding pages will have a top margin of
A} (7 spaces dowan)e

(2) The left margin will be Jg* (15 spaces elite type or
13 pica)e

(3) The right margin will be 3/4* (9 speces elite type or
T piea)e

(L) The bottom margin will be Ai* (disregarding number at
bottom of pege)

be The heading, ineluding the subject, occupies the upper third

of the sheet. File number and date are placed two 3paces down from the
bottam line of the typed heading, the subjeci line is placed another wwo

spaces down, and the *THRUs“or *TOs* line is pleced four spaces down from
the subjecte If there is a ®THRU® addressee, the *r0* line is placed four

spaces down from it, as shown above, JNour spaces from the last line of last .
sddressce and the body of the letter arc left blank, and fivs pl@ak spaces, L3

if only one addressee,
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312 1 Jul 49
Subjects. Proper Procedure i writing Military lLetters

¢« The firet page is not numbered., Pages are nunbered consecCu=
' tively, beginning with the second page as 2. HNumbers are Arable and are g
: entered an inech from the bottom of the pages The number stands by {tself f
and 48 not set off by dashes, parenthesis, or other punctuations p

‘ de The date of the letter will be written as indicated above.
Whenever a suspensc date is used 1t will be typed above the regular date
and will aleo end at the right margine

ee The subject will be a brief (ten words or less ) statement
of the subject matter and will be placed as indicated hereone When the
subject brief takes up morec than one line, the second line is indented ITwO -
spaces from the lel? margin of the subjects .

fo. letters are addressed to the Command ing General Or Commnand ing
officer of an organization, and not to a Staff Officer therof,y oOr to the
- Headquarterse. When technical reporis are called for oOr reply desired, the
letter will direct that reply be addressed to the attention of the staff

section concernede For examples:
T0s Commanding General

i 25th Infantry Division

APO 25
ATTERTIONS:

AGC of 3. O'u

ge The address will be written in blodk form with open punetu-
ation. When letters are routed %o several addressees, the entire address

of each is placed on a single line if possiblee

he Paragraphs will be numbered as followsy

i, The camand line, inclosures and indorsements will be written
as shown belowy
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Subjects Proper Procedure in Writing Military letiers -
e 332 18¢ Ind b

Hq Kinki Civil Affairs Regions APO 254 1 Jul 43

70s. Commanding Of ficer, Osaka Civil Affaire Team, APO 25

1., For information and ccmplia%eo

1atter APXAG 31241, this headquarters, 1 December 1947, Subject,
* which covers in general the instructions goveIrne

Ce
ndence within this headquariers, is inclosede ‘

suilitary Corresponience,
{ng the preparation of correspo

AY OFDER OF COLONEL O'MOHUNDROS

/s/ George Minardk

3 Incles /%/ GPOFGE MINARIK
- Added 1 incl Captain CE
3¢ Ltr 1 Dec 47 Ad jutant

jo Whenever the signature is typed it will be pl
below the comand Xine or body and will start one space %O

pase centere

aced five spaces
the right of

3, Indorsements become &in integral part of the communication to which
they are appendede They are numbered sonsecutively and follow the basic or
preceding indorsement by two spaces, When & separate page Or pages AaIe
required, sufficlent jdentifying informationis typed, beginning at the
left margin 1} inches from the top edge of the page, 1C prevent separation

from the basic eorrespondences

Le Abbreviations normally will not be used in a letter exsept for the

headinge

5o The indiscriminate use of capitalization OF underscoring within

the body of a letter is not good practice. Froper nouns, nameSugnd titles

BY OHDFR OF COLONEL O MOHUNDROs.

GROFGT” MINARIK .
Captain CE o
Ad jutant
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