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        NAMTRAGRUINST 5216.2V

        Code N111

        

NAMTRAGRU INSTRUCTION 5216.2V
Subj:
CORRESPONDENCE AND MAIL CONTROL

Ref:
(a)
SECNAVINST 5216.5D

(b)
NAMTRAGRUINST 5510.1L

(c)
U.S. Government Printing Office, Style Manual

(d)
Paperwork Reduction Act of 1980, Public Law 96-511

1.  Purpose.  To publish procedures for controlling unclassified correspondence and to describe the policy for signing official correspondence within Naval Air Maintenance Training Group (NAMTRAGRU) Headquarters and Detachments. 

2.  Cancellation.  NAMTRAGRUINST 5216.2U. 

3.  Applicability.  This instruction applies to all NAMTRAGRU personnel who draft, edit, approve, sign or mail official correspondence.

4.  Background.  Official correspondence has a significant impact on how our command is perceived by others.  Whether referring to timely replies, to action correspondence or to requests for information; general tone and format of all letters, should be considered and should project professionalism in our written work.  Reference (a) provides general guidance on tone and content, as well as,  specific procedures for format.  Reference (b) provides additional procedures for classified correspondence.  

5.  Policy
a.  Signatures
(1) The Commanding Officer will sign all congressional correspondence and all correspondence that:

(a) By law or regulations may not be signed by another officer.

(b) Establishes, changes or alters policy throughout NAMTRAGRU.

(c) Concerns significant improvements within NAMTRAGRU or relates to organizational or fiscal matters except those of a routine nature.

(d) Expresses praise, censure or disciplinary action.

(e) Constitutes a negative reply to an equivalent or higher command to any request or requirement which is within our capability.

(2) Subject to the restrictions above, incumbents of the following headquarters billets are authorized to sign "By direction" all correspondence under their cognizance:

(a) Executive Officer

(b) Director of Training

(c) Department Heads 

(d) Marine Liaison Officer

(e) Reserve Liaison Officer

(f) Command Evaluation Officer

(g) NAVAIR Liaison Officer

(3) Additionally, incumbents of the following billets are authorized to sign specific types of correspondence "By direction:"

(a) The Administration Services Division Officer (Code N111) may sign routine correspondence related to administration.

(b) General Programs Division Officer (Code N221) may sign routine correspondence related to ECPs, NTPs, visit requests/notifications, readdressals, airlift requests and engine transmittals.

(c) The Trainer Services Division Officer (Code N231) may sign routine correspondence related to maintenance trainer services.

(d) The Curriculum Standards Division Officer (Code N5) may sign routine correspondence related to instructional methods, curriculum 

development, preliminary and interim approvals, course extensions, submissions and implementations.

(e) The Evaluation Division Officer (Code N521) may sign routine correspondence related to contractor-developed courses, training standards, trainer specifications and evaluation and testing of existing curricula.

(f) The Curriculum Support Division Officer (Code N5 ) may sign routine correspondence related to reproduction and distribution of classroom training publications.

(g) Training Evaluation Division Officer (Code N5 ) may sign routine correspondence related to training evaluation.

(h) The Manpower Division Officer (Code N7) may sign routine correspondence related to manpower matters.

(i) The Aviation Maintenance Training Systems Officer (Code N541) may sign routine correspondence related to Aviation Maintenance In-Service Training (AMIST) and Training Continuum Quality Management Board (TCQMB).

(j) The Public Affairs Officer (Code N1) may sign routine correspondence related to public affairs.

(k) The Command Career Counselor (Code 016) may sign Enlisted Personnel Action Requests (NAVPERS 1306/7).




(l) The Management Control Assessment/Management Control Program Officer (Code 014) may sign routine correspondence related to Management Control Assessments and Management Control Program.




(m) The Command Evaluation Officer (Code N251) may sign routine correspondence related to Command Evaluation.

(4) Officers in Charge (OINCs) of Naval Air Maintenance Training Group Detachments (NAMTRAGRUDETs) will sign all correspondence for their detachments except where the Commanding Officer's signature is required.  They may permit "By direction" signature authority within their detachments subject to the same limitations that apply to the Commanding Officer.

b. Language and Tone.  Per reference (a), encourage modern language with active verbs in all your 

correspondence and use a neutral tone.  Additionally, use reference (c) for detailed elements of style and form.

c.  Paperwork Reduction.  Per reference (d), all people who draft correspondence must affirm that written correspondence is necessary and limit distribution and "Copy to" addressees.  Make maximum use of form letters, mail-merge documents and e-mail for routine correspondence.

6.  Procedures.  All  NAMTRAGRU Headquarters and Detachment personnel shall be guided by reference (a) except as modified below.

a.  Incoming Correspondence.  All official correspondence, i.e., everything addressed to the Commanding Officer/Officer in Charge, must be delivered directly to the Administrative Services Office.  If a code or name/title other than the Commanding Officer is included in the address, it will be used as a guide for routing only.  The Administrative Services Office will sort and route all official correspondence by one of the following methods:

(1) Correspondence not requiring action.  Route correspondence requiring no action and of interest to one or more department/division/office to Administration Officer and applicable department heads.  Correspondence must be circulated expeditiously in the indicated routing order.  

(2) Controlled. Correspondence which requires a reply, endorsement or other action will be routed using the Correspondence/Material Control (4pt) (OPNAV 5216/10).  Administrative Services Office personnel will assign an action official and due date.  The Mail and File Clerk will send an advance copy to the action official on any correspondence going through more than one code.  Action officials will track the progress of the correspondence and adhere strictly to the due dates and instructions contained thereon. 

(a) At headquarters, only department heads, Commanding Officer's Assistants or Executive Officer's Assistants may be assigned as the action official.  If the required action cannot be completed before the due date for legitimate reasons, the action official must request an extension prior to the due date from the Administrative Division Officer (Code N111).

(b) Detachment OINCs will maintain similar procedures for assigning action officials and tracking correspondence due dates.  The Automated Route Control Program, (RTE), developed and distributed to the detachments by the TIS Department is recommended as an excellent way to control incoming action correspondence.

b.  Outgoing Correspondence.  Prepare all outgoing unclassified correspondence using the detailed instructions in reference (a) except as modified below:

(1) All correspondence being signed by the Commanding Officer or Executive Officer will be forwarded to the Administrative Services Office for any necessary changes before smoothing the correspondence.  After the letter is signed and serialized, the Administrative Services Office will provide a copy to the originating department.  All correspondence being routed to the Commanding Officer or Executive Officer should include a brief background or explanation of the origin of the correspondence if the correspondence is not of a routine nature. 

(2) Copies.  All correspondence will have sufficient copies to include a serial file copy, read file copy, central file copy and enough white copies for multiple addressees.  The read file copies will be collected each week into a reading file and routed to all department heads, Director of Training, Executive Officer and Commanding Officer for information.  

(3) Mailing Procedures

(a) Regular Mail.  The Administrative Services Office will process and mail all outgoing official correspondence, except as modified below.  

(b) Consolidated Mail.  If the nature of the correspondence permits, consolidate mail going to the same address.

(c) Express Mail.  There is a General Services Administration contract with Federal Express for overnight delivery of mail.  The Supply Department handles all Federal Express mailings for headquarters.  Detachments may check with their local supply department for local Federal Express procedures. 

(d) Curriculum Materials.  Due to bulk and extensive distribution, the Curriculum and Instructional Standards Department at headquarters is authorized to prepare and mail all curriculum materials. 

(e) Facsimile.  As an alternative to the U.S. Postal Service, facsimile may be used to exchange official correspondence among shore activities.  If original correspondence is sent via facsimile, it must be serialized and filed just as if it had been mailed.  Additionally, record the time, date and method of transmission on the central file copy.  

(4) Quality Control.  Correspondence will be screened by the drafting department's department head to ensure a consistently high quality but not to the extent that timeliness is unduly restricted because of minor errors.  Per reference (a), two pen and ink changes are permitted on a page of correspondence.  Retype correspondence only to correct minor errors in those few cases when the importance of the subject or the addressee justifies the expense of retyping.  The Administrative Services Division at headquarters and the appropriate administrative clerk at detachments will screen all outgoing correspondence prior to mailing to ensure a consistently high quality, but not to the extent that timeliness is unduly restricted because of minor errors.

(5) Training.  The Administrative Services Division Officer or the detachment administrative clerk will establish a continuous training program to ensure uniformity of standards.

(6) Routing.  All correspondence will be routed with the CNET-GEN 5216/6 Official File Copy as the standard route sheet.  It will be placed  on front of the folder.  The Mail and File Clerk will file it with the command file copy after the letter is serialized.

7.  Correspondence from detachments to other commands or higher authority.

a. All correspondence to higher authority shall be via the Commanding Officer.

b.  Formal correspondence with local Wing/NAS/FRS on issues not affecting NAMTRAGRU policy or resources shall be signed by the appropriate OIC.  A "Copy to" the CO shall be provided.

8.  Forms
a.  The following forms can be ordered through the Navy supply system per NAVSUP P2002:

(1) OPNAV 5216/10 (6-78), Correspondence/Material Control (4pt), S/N 0107‑LF‑052‑1650.

(2) OPNAV 5216/158 (Rev. 7-78), Routine Reply, Endorsement, Transmittal or Information Sheet, S/N 0107‑LF‑052‑1691.

b.  The following forms can be ordered by sending a Requisition System Document (DD Form 1348) to the Commanding Officer, Naval Supply Center (Code 101.3), Naval Air Station Pensacola, FL 32508‑6200: 

(1) CNET‑GEN 5216/6, Official File Copy, S/N 0197‑LL‑NF2‑9172.

(2) CNET‑GEN 5216/9, Unclassified Mail Control (Automated), S/N 0197‑LL‑NF2‑9200.

c.  The U.S. Government Printing Office (USGPO) Style Manual has an odd stock number (SN: 021-000-00120-1).  This is the USGPO's number, not a standard stock number.  Request a copy by letter from USGPO in Washington, DC 20402.  The cost is $13.00 each.




    S. B. GIBSON

                                                                                  By direction

Distribution:

NAMTRAGRUINST 5216.1A  (Lists I (Case 2), II  and III)

