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Questions
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1. What document provides a standard system for classifying
correspondence for filing purposes?
A. SECNAV M-5210.2
B. Navy Correspondence Manual
C. NAVEDTRA 12061
D. SECNAVINST 5216.5

2. What kind of tone should official correspondence
maintain?
A. Casual and friendly
B. Formal and professional
C. Informal and conversational
D. Persuasive and argumentative

3. When the command is of sufficient size, who is appointed
to supervise the preparation of the commanding officer's
personal correspondence?
A. Executive Assistant
B. Administration Officer
C. Ship's Secretary
D. Office Manager

4. What type of correspondence has specific guidance for
internal and external communication at the Department of
Navy Headquarters?
A. Executive correspondence
B. Administrative instrumentation
C. Official notifications
D. Command directives

5. Which document serves as a primary resource for
preparing executive correspondence?
A. Navy regulations
B. NAVEDTRA 12061
C. SECNAVINST 5216.5
D. SECNAV M-5216.5
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6. What is the standard margin size used in Marine Corps
correspondence?
A. 1.5-inch margins on all sides
B. One-inch margins on all sides
C. Two-inch margins on all sides
D. Half-inch margins on all sides

7. Which person in an activity should all correspondence be
addressed to?
A. Clerk
B. Manager
C. Activity head
D. Team leader

8. Which correspondence types are specifically managed
under the Records and Returns function?
A. Operational logistics
B. Financial transactions
C. Catering services
D. Stock operations

9. What functions involve the replenishment of ship's store
stock operating supplies?
A. Records and returns
B. Executive operations
C. Resale management
D. Correspondence preparation

10. What is the usual timeframe for correspondence to be
answered?
A. 5 working days
B. 10 working days
C. 7 working days
D. 14 working days
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Answers
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1. A
2. B
3. C
4. A
5. A
6. B
7. C
8. D
9. A
10. B
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Explanations
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1. What document provides a standard system for classifying
correspondence for filing purposes?
A. SECNAV M-5210.2
B. Navy Correspondence Manual
C. NAVEDTRA 12061
D. SECNAVINST 5216.5

The document that provides a standard system for classifying correspondence for filing
purposes is SECNAV M-5210.2. This manual outlines the procedures for the proper filing
and management of correspondence within the Department of the Navy. It establishes a
uniform classification system, ensuring that records are organized systematically and
efficiently.  Proper classification of correspondence is crucial for maintaining an effective
filing system, as it helps personnel quickly locate and retrieve documents when needed.
This document serves as an essential guide for personnel involved in correspondence
processing, helping to standardize practices across various commands.  Other documents
mentioned serve different purposes; for example, the Navy Correspondence Manual
primarily focuses on the formatting and preparation of correspondence rather than
classification for filing. NAVEDTRA 12061 is an educational resource related to Navy
training, while SECNAVINST 5216.5 provides specific instructions on the use of
electronic communication but does not address the classification system for filing
correspondence in the same comprehensive way as SECNAV M-5210.2.

2. What kind of tone should official correspondence
maintain?
A. Casual and friendly
B. Formal and professional
C. Informal and conversational
D. Persuasive and argumentative

Official correspondence within the Marine Corps is expected to uphold a formal and
professional tone. This tone reflects the seriousness and importance of the
communication, ensuring that messages are taken seriously and convey respect for the
recipient. A formal and professional tone establishes credibility and authority, which is
particularly important in military contexts where clarity and respect are paramount. 
Utilizing a formal tone helps to maintain the decorum expected in official
communications and ensures that the intent of the message is clear and direct. It also
fosters a sense of discipline, which is essential in military communications, promoting an
environment where professionalism is valued.  In contrast, a casual and friendly tone or
an informal and conversational style may undermine the importance of the message and
potentially lead to misunderstandings or lack of respect for the content. Additionally, a
persuasive and argumentative tone may not be appropriate for official correspondence,
where the goal is usually to inform or convey orders rather than debate or persuade the
recipient.
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3. When the command is of sufficient size, who is appointed
to supervise the preparation of the commanding officer's
personal correspondence?
A. Executive Assistant
B. Administration Officer
C. Ship's Secretary
D. Office Manager

The appointment of a Ship's Secretary to supervise the preparation of the commanding
officer's personal correspondence is based on the role's defined responsibilities within
the command structure. The Ship's Secretary typically handles administrative duties,
which include managing correspondence, ensuring that the commanding officer's
communications are prepared accurately and in a timely manner. This position is crucial
when the command is of sufficient size, as it allows for dedicated oversight of personal
correspondence, ensuring that it aligns with command protocol and professional
standards.  In larger commands, the complexities of administrative tasks increase,
making it necessary to have a designated individual like the Ship's Secretary to focus on
these duties. This role not only streamlines communication but also helps maintain
organization and efficiency within the command's operations.  Other positions such as
the Executive Assistant or Administration Officer may also play significant roles in
managing correspondence; however, the Ship's Secretary is specifically tasked with the
detailed oversight of the commanding officer's personal correspondence, making it the
most fitting choice in this scenario.

4. What type of correspondence has specific guidance for
internal and external communication at the Department of
Navy Headquarters?
A. Executive correspondence
B. Administrative instrumentation
C. Official notifications
D. Command directives

Executive correspondence is specifically designed to address formal communications that
occur within and outside the Department of the Navy Headquarters. This type of
correspondence typically includes letters, memos, and other documented
communications that require adherence to established protocols and guidelines. These
guidelines dictate how information should be presented, the tone, and the structure,
ensuring clarity and professionalism.   This correspondence is critical for maintaining
official standards and for ensuring that messages are conveyed accurately and effectively
to relevant stakeholders, both within the military and in interactions with external
parties, such as government entities or contractors. The expectation of following specific
guidance helps reinforce the importance of maintaining consistency and authority in
communication, which is particularly crucial for high-level correspondence that can
affect operations and relations.  In comparison, while administrative instrumentation,
official notifications, and command directives serve important roles in communication,
they do not specifically encapsulate the broader range of formal communication
protocols required at the headquarters level like executive correspondence does. Each of
these alternatives may pertain to different aspects of military operations, but executive
correspondence is unique in its comprehensive guidelines governing both internal and
external communications within the Department of the Navy.
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5. Which document serves as a primary resource for
preparing executive correspondence?
A. Navy regulations
B. NAVEDTRA 12061
C. SECNAVINST 5216.5
D. SECNAV M-5216.5

The document that serves as a primary resource for preparing executive correspondence
is SECNAV M-5216.5. This manual provides comprehensive guidance on the proper
structure, formatting, and procedures necessary for producing official correspondence
within the Department of the Navy, which includes executive correspondence.  In the
context of the Marine Corps and Department of the Navy, SECNAV M-5216.5 outlines the
standard practices for written communication, ensuring clarity and professionalism. It
serves as an authoritative guide for personnel tasked with drafting official documents,
emphasizing the importance of adhering to established formats and protocols in
correspondence.  While other documents like Navy regulations and NAVEDTRA
publications may address broader policies or training standards, SECNAV M-5216.5 is
specifically tailored to correspondence, making it the most relevant choice when it comes
to executive correspondence preparation.

6. What is the standard margin size used in Marine Corps
correspondence?
A. 1.5-inch margins on all sides
B. One-inch margins on all sides
C. Two-inch margins on all sides
D. Half-inch margins on all sides

The standard margin size used in Marine Corps correspondence is one inch on all sides.
This uniform margin size is established to create a clean and professional appearance,
ensuring that documents are easy to read and visually appealing. Consistency in margin
sizes is crucial for official correspondence, as it reflects attention to detail and
adherence to established protocols. Utilizing one-inch margins helps to strike a balance
between maximizing the use of space and maintaining readability, which is essential for
effective communication within the Marine Corps. The choice of one-inch margins aligns
with broader formatting standards used in various forms of official documentation,
reinforcing the importance of following established guidelines in military
correspondence.
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7. Which person in an activity should all correspondence be
addressed to?
A. Clerk
B. Manager
C. Activity head
D. Team leader

In correspondence processing within the Marine Corps, it is standard practice to address
all correspondence to the activity head. This is because the activity head, often referred
to as the commanding officer or unit leader, holds the primary responsibility for the
operations and management of that specific activity. They are the individual who has the
authority to make decisions related to the activity and is ultimately accountable for its
performance and output.  Addressing correspondence to the activity head ensures that
communication is directed to the person who is most positioned to respond or take action
on the content. This practice promotes clear lines of communication and maintains a
structured approach to correspondence within the organization. Also, reaching out to the
activity head helps avoid potential miscommunication that might arise if correspondence
were sent to clerks, managers, or team leaders, who may not have the authority or full
visibility over the matters being addressed.  By focusing on the activity head, you ensure
that the correspondence reaches the appropriate level of authority, facilitating timely
and effective communication, decision-making, and accountability within the operational
framework of the Marine Corps.

8. Which correspondence types are specifically managed
under the Records and Returns function?
A. Operational logistics
B. Financial transactions
C. Catering services
D. Stock operations

The correspondence types specifically managed under the Records and Returns function
involve tracking and overseeing the management of materials and supplies within the
inventory system. This function is critical in ensuring that stock operations are
accurately recorded and that the necessary items are available for operational use. Stock
operations require meticulous record-keeping to reflect the status of supplies, enabling
effective retrieval and accountability, which is essential for both logistical efficiency and
operational readiness.  In contrast, the other options do not directly align with the focus
of the Records and Returns function. Operational logistics relates more to the planning
and execution of movement and support of forces rather than the records of stock and
inventory. Financial transactions involve monetary exchanges and budgetary tracking,
which fall under different administrative functions. Catering services pertain to
providing food and dining services rather than inventory management and tracking.
Therefore, stock operations distinctly fit within the scope of the Records and Returns
function, highlighting the importance of maintaining accurate records of available
resources.
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9. What functions involve the replenishment of ship's store
stock operating supplies?
A. Records and returns
B. Executive operations
C. Resale management
D. Correspondence preparation

The correct answer pertains to the operations involved with managing and replenishing
the ship's store stock and operating supplies. The records and returns function
specifically includes the essential processes of documenting inventory levels, tracking
consumed items, and managing the logistics of replacing those items as necessary. This
ensures that all supplies remain adequately stocked to meet the needs of the crew and
operations onboard.  By maintaining accurate records, the unit can effectively plan the
procurement of new supplies while also processing any returns of unused items, which
contributes to efficient resource management. This function is crucial in maintaining
operational readiness and ensuring that the ship's store can consistently support the
crew.  Other functions listed do not specifically relate to the replenishment of stock. For
instance, executive operations focus on overall command and administrative tasks, resale
management emphasizes the organization and oversight of retail aspects rather than
inventory replenishment, and correspondence preparation is concerned with creating and
managing official communications rather than supply management. Therefore, the
records and returns function is distinctly aligned with the tasks involved in replenishing
ship's store stock and operating supplies.

10. What is the usual timeframe for correspondence to be
answered?
A. 5 working days
B. 10 working days
C. 7 working days
D. 14 working days

The standard timeframe for correspondence to be answered is typically set at 10 working
days. This period allows for adequate time to process the correspondence while ensuring
that the response is timely and efficient. It strikes a balance between allowing sufficient
time for consideration and ensuring that issues are not left unresolved for too long. This
timeframe is important in a military context where clear communication is essential for
operational effectiveness and maintaining morale among personnel. By adhering to this
standard, units can ensure they remain responsive to inquiries and communication
needs.

 v-1750987184 | Page 12Sample study guide. Visit https://marinecorpscorrespprocedures.examzify.com for the full version

SA
M

PLE


