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POINT PAPER
Subj:  THE SUBJECT MATTER IS INDICATED BRIEFLY BUT IN SUFFICIENT DETAIL TO 

       FACILITATE FILLING AND FUTURE REFERENCE
1.  (The salient points which relate to the subject are listed.).
2.  (These points written as short, concise statements.)
3.  (The points are arranged in logical sequence [time permitting].)
4.  . . . .    

5.  . . . .
SUMMARY:  
The salient points are followed by an even more concise summary.  This summary includes any conclusion or position which is appropriate.
Classified by: _____________

Declassify on: _____________

CLASSIFICATION MARKING

Point Paper Guidelines
· Designed to present key points, facts, positions or questions in a 

   brief and orderly fashion.
· Begin with background paragraph.
· 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 SECNAV M-5510.36, unit Security 
   Manager or Classified Material Control Center for proper marking and 
   storage requirements. 
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