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UNITED STATES MARINE CORPS
MARINE AIR GROUND TASK FORCE TRAINING COMMAND

MARINE CORPS AIR GROUND COMBAT CENTER

BOX 788100
TWENTYNINE PALMS, CALIFORNIA 92278-8100
                                                                     SSIC

                                                                     ORG CODE

                                                                     (Date)

INFORMATION PAPER
Subj:  INFORMATION PAPER FORMAT

Purpose:  Present information in a summarized format.

Key Points:  Following points pertain to information paper format.

· Use bullets when writing each point

· Present facts

· Address issues and concerns

· Specify objectives

· Commonly used acronyms and abbreviations are acceptable

· Acronyms such as BAMCIS, SMEAC, MEF

· Abbreviations such as LtCol, MarDiv, encl

Recommendation:  If required.
Prepared by:  GySgt I. M. Marine, G-1, 830-XXXX

Classified by: __________________

Declassify on: __________________

(Only use if document is classified)

Information Paper Guidelines
· Normally used to provide facts in a clear and concise format.
· Commonly used to prepare recipient for meetings, briefings, and 
   discussions.
· Should be self-explanatory and require no enclosures, endorsements, or 
   attachments.
· Letterhead format is not required, but can be utilized.

· General format is not as important as accuracy of content.

· One page is preferred, two pages maximum.

· Tailor the paper to fit the need.

· Use standard bullets as provided by Microsoft Word, or word processing 
   program.

· If document is classified, refer to MCO P5510.18, unit S-2 or 
   Classified Material Control Center for proper marking and storage 
   requirements. 

