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UNITED STATES MARINE CORPS
YOUR UNIT LETTERHEAD

  		     IN REPLY REFER TO:




Subj:	SUBJECT LINE (all capital letters).  WHEN THE SUBJECT LINE GETS TO THE SECOND LINE, ALIGN ALL SUBSEQUENT LINES WITH THE FIRST, LIKE SO. 
                                                                                                                                            
		1650
		S-1
		DD Mon YY
	
From:  Commanding Officer, 
To:    Commandant of the Marine Corps (ASM)
Via:   (1) Commanding Officer, Marine Aircraft Group 
       (2) Commanding General, Marine Aircraft Wing
       	
Subj:  NOMINATION FOR THE 2017 MARINE CORPS AVIATION ASSOCIATION XXX 
[bookmark: _GoBack]       AWARD (XXX AWARD) IN THE CASE OF SQUADRON 
       
Ref:   (a) MCO 1650.29H
       (b) MARADMIN 554/16

Encl:  (1) Summary of Action
       (2) Unit History
       (3) Proposed Citation
       (4) Point of Contact Sheet
       (5-9) Photos      
       (10) Unit Insignia
       (11) Photo Caption Sheet
       (12) Unit Statistical Summary       
       
1.  Per the references...

2.  CO’s endorsement continued.
 
x.  The point of contact for this matter is Someone Who Can Update award at Comm/DSN or email.
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