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(TYPE DATE AFTER SIGNATURE USING SAME PITCH AS TEXT)

Dear General Fields,2
    The left and right margins will be 1 inch using 12 or 10—pitch courier type.  Indent the first line of each paragraph to the 5th space.  Never put letter on justification and never use date stamp; always type the date after signature.

    Mention any enclosures in the text, but do not describe them in an enclosure block.  Always balance appearance of text on page.  If the text of the letter is 8 lines or less, it will be double-spaced.  The maximum number of lines of text and spacing on small 4-star stationery should be 41 lines.  If the letter requires a second page, then large 4-star stationery will be used (second and succeeding pages numbered one-half inch from the bottom page and centered).  The second page of large 4-star stationery is the same quality grain of stationery as the first page (not bond paper).

    Signature block and mailing address should be arranged as shown here.







  Respectfully, 3






  TERRENCE R. DAKE

                                 General, U.S. Marine Corps

                          Assistant Commandant of the Marine Corps

Major General Arnold Fields, USMC

 Director, Marine Corps Staff

  Headquarters, U.S. Marine Corps

   2 Navy Annex

    Washington, DC 20380-1775
Note 1:
The signature block will be aligned on the bottom star of the stationery, located in the center of the flag as shown.

Note 2: 
In most cases the salutation will be as prescibed by the DON correspondence manual (as modified by Appendix A of this Order).

Note 3:
Use “Sincerely, Respectfully,” or “Very respectfully,” depending on the seniority of the addressee.  As a general rule, “Very respectfully,” is used when writing to members of Congress, cabinet members and the Secretary of a military Department.
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