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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)  

POINT PAPER
Subj:  POINT PAPER FORMAT

BACKGROUND:  Why you are writing, sets context for discussion introduction of points, history of subject matter.

1.  Word points are written as short, concise statements.
2.  The keys to short, concise statements are:

    a.  Brevity

    b.  Clarity

3.  Arrange points in logical or chronological sequence.

4.  Include preparer or presenter information, including name, rank, office or section, and telephone number.    

5.  If paper is unclassified, leave off classification markings and the classify/declassify lines.

6.  Commonly accepted abbreviations and acronyms (GySgt, BAMCIS) are acceptable and encouraged.

SUMMARY:  Summarize the key points.  Indicate any position or conclusion that is appropriate or required.

John L. Marine, Maj, G-3 Ops, 830-XXXX

Classified by: _____________

Declassify on: _____________

CLASSIFICATION MARKING
Point Paper Guidelines
· Begin with background paragraph.
· Presents key points, facts, positions or questions in brief, orderly 
   fashion.
· Sometimes referred to as discussion paper.
· Normally used as a reminder, assumes that reader has complete knowledge 
   of subject.
· Logical sequence desired, but not mandatory.
· Should not exceed one page.
· Attachments or enclosures are authorized if required.
· Tables, graphs, and charts can be incorporated or attached.

· Summary paragraph is required.

· Include preparer/point of contact information.

· 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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POINT PAPER
Subj:  FORMAT OF A MAGTFTC MCAGCC POINT PAPER

BACKGROUND:  Why you are writing, sets context for discussion introduction of points, history of subject mater.
1.  Work points are written as short, concise statements.

2.  The keys to short, concise statements are:

    a.  Brevity.
    b.  Clarity.
3.  Arrange points in logical or chronological sequence.

4.  Include preparer or presenter information, including name, rank, office or section, and telephone number.

5.  If paper is unclassified, leave off classification markings and the classify/declassify lines.

6.  Commonly accepted abbreviations and acronyms (GySgt, BAMCIS) are acceptable and encouraged.
SUMMARY:  Summarize the key points.  Indicate any position or conclusion that is appropriate or required.

Eric Staal, Capt, G-3 Ops, 450-1775
Classified by:  __________

Declassify on:  __________


