[image: image1.jpg]


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

LETTER OF INSTRUCTION X-XX 

From:  Commanding Officer

To:    Distribution List

Subj:  LETTER OF INSTRUCTION (LOI) FOR RETIREMENT CEREMONY FOR MASTER GUNNER 

       SERGEANT STEVE YZERMAN  

Ref:   (a) Marine Corps Manual
       (b) MCO 5215.1K
Encl:  (1) List of Key Personnel
       (2) Sequence of Events (Outdoor Ceremony)

       (3) Sequence of Events (Indoor Ceremony)
1.  Situation.  This paragraph is in place of the “Purpose” paragraph directed by MCO 5215.1K.  This paragraph is used to describe the purpose of the Letter of Instruction (LOI).  LOI’s are used to publish the sequence of events and instructions for planning and coordinating specifics of an event.

2.  Mission.  Task to be accomplished.  A cancellation paragraph should not be used thus an LOI is effective only for the duration of its specific subject line event.

3.  Execution
    a.  Commander’s Intent and Concept of Operations.  (Reference MCO 5215.1K for further LOI formatting guidelines, pages 2-4 – 2-5.) 

        (1) Commanders Intent.  If there is not enough information to create an (a) and (b), the sentence/paragraph should follow right after “Commanders Intent.”
            (a) 
            (b) 

        (2) Concept of Operations.  If you have a subparagraph (a), you must have a subparagraph (b).  If there are any subparagraphs utilizing number one, you must have a number two.  
            (a) 

                1.  

                2.  

            (b) 
DISTRIBUTION STATEMENT A:  Approved for public release; distribution is unlimited.

    b.  Subordinate Element Missions
        (1) Assistant Chief of Staff G-1
            (a) 

            (b) 
        (2) Assistant Chief of Staff G-5.  Responsible for...
    c.  Coordinating Instructions

        (1) 
        (2) 
            (a) 
                1.  
                2.  
            (b) 
4.  Administration and Logistics.  Distribution statement A LOI’s issued by the CG are distributed via e-mail upon request and can be viewed at https://www.29palms.usmc.mil/dirs/manpower/adj/cctoc.asp. 

5.  Command and Signal.  Per reference (b), LOI’s can be signed “Acting” or “By direction” if necessary, but should be issued directly from the commander.
    a.  Command.  This LOI is applicable to active-duty, reserve, civilian personnel, and family members.

    b.  Signal.  This LOI is effective the date signed.

                                       I. M. MARINE

                                       Chief of Staff

LETTER OF INSTRUCTION (LOI) GUIDANCE
· Utilize LOI for coordinating one-time events, or providing commander’s guidance on a particular item.
· Majority of format is based on standard letter (SECNAVINST 5216.5) and Marine Corps directives (MCO 5215.1).
· Utilize the 5 paragraph order format (SMEAC).
· Provide the information needed for instruction, but strive to be concise.
· Annotate references as needed.
· Enclosures are authorized and should be attached to the LOI when published.
· Ensure the underlined words LETTER OF INSTRUCTION X-XX are the top of each successive page, and the enclosures.  LOI’s are issued by calendar year, the first would be 1-(2 digit year), the second would be 2-(2 digit year).
· LOI’s tasking tenant commands will be signed by the CG or COS.
· Recommendation is that unit prepares a “Letter of Instruction” binder, and keeps all originals in the binder.  Alternate method of filing is in correspondence files.

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