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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

                                                                Office code

                                                                (date)  

POLICY LETTER X-XX

From:  Commanding General 

To:    Distribution List

Subj:  POLICY LETTER FORMAT

Ref:   (a) 

Encl:  (1) Enclosures are authorized and should be attached to the Policy 

           Letter when published.
1.  Purpose.  The Policy Letter is written to provide the commander’s guidance on policy with the unit.

2.  Cancellation.  Policy Letter remains in effect until revision or when cancelled by appropriate authority.

3.  Information.  Provide the information needed for instruction, but strive to be concise.

    a.  Utilize paragraph titled as necessary to clearly convey the intent of the commanders established policy.

    b.  If you have an “a” there should always be a “b”.

4.  Scope
5.  Certification.  (If necessary, this and other paragraphs can be utilized.)

                                       SIGNATURE 

(Policy letters will be submitted for the installation commander’s signature only.)
