Subject:
Government Printing Officer (GPO) Style Manual

Importance:
High

ALCON:

As many of you already know, correspondence that requires signatures from either the Deputy Commander or the Commanding General but does not conform to both the Correspondence Manual (SECNAVINST 5216.5D) and/or Administrative Manual (Base Order BaseO 5000.16) will be returned to your respective company or section.  This includes, but is not limited to, forwarding endorsements, letters of appreciation, awards, and letters of instruction (LOI).

In addition to the aforementioned references, all correspondence prepared for either the Deputy Commander's or the Commanding General's signature will also adhere to the guidance set forth in the Government Printing Officer (GPO) Style Manual.

A "hard copy" of the GPO Style Manual can be ordered directly through the Government Printing Office at $27.50/piece or it can be downloaded via the internet (attached is the direct internet link to the GPO Style Manual):

 http://www.access.gpo.gov/styleman/2000/browse-sm-00.html

Questions concerning this policy can be directed to either the Staff Secretary or the Base Adjutant.

Very respectfully,

MCBH Adjutant

