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IntroductionIntroduction
Preparing for a certification exam can feel overwhelming, but with the
right tools, it becomes an opportunity to build confidence, sharpen your
skills, and move one step closer to your goals. At Examzify, we believe
that effective exam preparation isn’t just about memorization, it’s about
understanding the material, identifying knowledge gaps, and building
the test-taking strategies that lead to success.

This guide was designed to help you do exactly that.

Whether you’re preparing for a licensing exam, professional
certification, or entry-level qualification, this book offers structured
practice to reinforce key concepts. You’ll find a wide range of
multiple-choice questions, each followed by clear explanations to help
you understand not just the right answer, but why it’s correct.

The content in this guide is based on real-world exam objectives and
aligned with the types of questions and topics commonly found on
official tests. It’s ideal for learners who want to:

• Practice answering questions under realistic conditions,
• Improve accuracy and speed,
• Review explanations to strengthen weak areas, and
• Approach the exam with greater confidence.

We recommend using this book not as a stand-alone study tool, but
alongside other resources like flashcards, textbooks, or hands-on
training. For best results, we recommend working through each
question, reflecting on the explanation provided, and revisiting the
topics that challenge you most.

Remember: successful test preparation isn’t about getting every question
right the first time, it’s about learning from your mistakes and improving
over time. Stay focused, trust the process, and know that every page you
turn brings you closer to success.

Let’s begin.
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How to Use This GuideHow to Use This Guide
This guide is designed to help you study more effectively and approach
your exam with confidence. Whether you're reviewing for the first time
or doing a final refresh, here’s how to get the most out of your Examzify
study guide:
1. Start with a Diagnostic Review

Skim through the questions to get a sense of what you know and what
you need to focus on. Your goal is to identify knowledge gaps early.
2. Study in Short, Focused Sessions

Break your study time into manageable blocks (e.g. 30 – 45 minutes).
Review a handful of questions, reflect on the explanations.
3. Learn from the Explanations

After answering a question, always read the explanation, even if you got
it right. It reinforces key points, corrects misunderstandings, and
teaches subtle distinctions between similar answers.
4. Track Your Progress

Use bookmarks or notes (if reading digitally) to mark difficult questions.
Revisit these regularly and track improvements over time.
5. Simulate the Real Exam

Once you're comfortable, try taking a full set of questions without
pausing. Set a timer and simulate test-day conditions to build confidence
and time management skills.
6. Repeat and Review

Don’t just study once, repetition builds retention. Re-attempt questions
after a few days and revisit explanations to reinforce learning. Pair this
guide with other Examzify tools like flashcards, and digital practice tests
to strengthen your preparation across formats.

There’s no single right way to study, but consistent, thoughtful effort
always wins. Use this guide flexibly, adapt the tips above to fit your pace
and learning style. You've got this!
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Questions
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1. What is a brief form of correspondence used by addresses
to approve, disapprove, or comment on the contents of a
letter?
A. Endorsement
B. Memo
C. Letter of Intent
D. Notification

2. Which font style is commonly utilized in official
correspondence?
A. Courier New
B. Times New Roman
C. Arial
D. Comic Sans

3. What does the Flag Secretary primarily manage?
A. Staff training programs
B. Official correspondence
C. Public relations
D. Financial resources

4. Which color should be used by the activity head for
correspondence editing?
A. Black
B. Red
C. Brown
D. Gray

5. Who is responsible for screening incoming
correspondence, assigning action offices and due dates, and
indicating any required concurrences?
A. Commanding Officers
B. Administration Officers
C. Executive Officers
D. Staff NCOs
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6. Which publication contains training manuals and
correspondence courses?
A. NAVEDTRA 12061
B. SECNAV M-5216.5
C. SECNAVINST 5216.5
D. Navy Correspondence Manual

7. What is the preferred font size for official correspondence?
A. 10
B. 11
C. 12
D. 14

8. What are "substantiating documents" in relation to Marine
Corps correspondence?
A. Confidential reports only accessible to higher-ups
B. Documents that provide evidence or additional information
C. Internal memos that do not require approval
D. Papers that are not relevant to the correspondence

9. What are considered administrative issuances in naval
documentation?
A. Instructions and notices
B. Training manuals
C. Command directives
D. General messages

10. How should enclosures be noted in Marine Corps
correspondence?
A. By using the term "Attachment" followed by the number and

title of the enclosed document.
B. By using the term "Enclosure" followed by the number and

title of the enclosed document.
C. By listing the enclosures at the beginning of the

correspondence.
D. By omitting mention of enclosures when sending via email.
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Answers

Sample study guide, visit https://marinecorpscorrespprocedures.examzify.com
for the full version with hundreds of practice questions 8

SA
M

PLE



1. A
2. B
3. B
4. B
5. B
6. A
7. C
8. B
9. A
10. B
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Explanations
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1. What is a brief form of correspondence used by addresses
to approve, disapprove, or comment on the contents of a
letter?
A. Endorsement
B. Memo
C. Letter of Intent
D. Notification

The correct choice identifies endorsement as the brief form of correspondence used to
express approval, disapproval, or comments regarding the content of a letter. An
endorsement typically follows the original document and provides the necessary feedback
or decision from the reviewing individual or authority. This practice is common in formal
communication within organizations, such as the Marine Corps, where clear and concise
responses are essential for efficient processing.  While memos serve as internal
communication tools that convey information or directives, they don't explicitly function
as a response to the contents of another correspondence. Similarly, a letter of intent
represents a formal agreement or understanding rather than a brief endorsement of a
previous letter's contents. Notifications are generally used to inform recipients about
events or changes and do not usually include a commentary or decision-making aspect
regarding other documents. Thus, endorsement specifically fulfills the requirement of
providing a succinct response to a letter, making it the most appropriate choice.

2. Which font style is commonly utilized in official
correspondence?
A. Courier New
B. Times New Roman
C. Arial
D. Comic Sans

The choice of Times New Roman as the commonly utilized font style in official
correspondence is grounded in the font's reputation for professionalism and readability.
Times New Roman is a serif typeface, which provides a formal appearance that is
typically favored in business and government communications. The clarity and traditional
style of Times New Roman ensure that documents are taken seriously and maintain a
sense of authority and respect.  In official documents, where clarity and professionalism
are paramount, Times New Roman effectively achieves these objectives, making it
suitable for formal correspondence such as memos, letters, and reports. The font's
widespread acceptance and use in numerous official documents contribute to its status
as the preferred choice, as it reflects the standards and expectations of formal
communication in professional settings.  Other fonts, while used in various contexts, do
not carry the same level of formality or traditional acceptance as Times New Roman. For
example, Courier New, while a clear typeface, often appears more like typewriter text and
may not convey the same level of professionalism. Arial is a sans-serif font that is modern
and clean but is generally considered less formal than serif fonts like Times New Roman.
Comic Sans, known for its casual and playful appearance, is typically avoided in official
or professional correspondence entirely due to its informal connotations

Sample study guide, visit https://marinecorpscorrespprocedures.examzify.com
for the full version with hundreds of practice questions 11

SA
M

PLE



3. What does the Flag Secretary primarily manage?
A. Staff training programs
B. Official correspondence
C. Public relations
D. Financial resources

The Flag Secretary primarily manages official correspondence, which includes the
preparation, review, and dissemination of various types of communication issued by a
commanding officer or higher authority. This role is crucial in ensuring that all messages
are accurately conveyed and that the appropriate protocols are followed in
correspondence, reflecting the professionalism and operational readiness of the unit.  In
the context of military operations, official correspondence can involve a variety of
documents such as orders, directives, and reports that need to adhere to specific formats
and protocols. The Flag Secretary's proficiency in managing this process ensures that
communication flows smoothly within the organization and with external entities.  The
other roles such as managing staff training programs, public relations, or financial
resources, while important in their own right, do not fall under the primary
responsibilities associated with the Flag Secretary's function. Each of these areas is
typically managed by different positions within the organization, focusing on their
specific objectives and functions to support the overall mission of the Marine Corps.

4. Which color should be used by the activity head for
correspondence editing?
A. Black
B. Red
C. Brown
D. Gray

The color designated for use by the activity head for correspondence editing is red. This
color is specifically chosen because it stands out prominently, allowing for clear visibility
when making edits or annotations on documents. The use of red thus helps to
differentiate the activity head's edits from the original text, ensuring that all changes are
easily identifiable. This practice enhances the editing process by making revisions more
apparent to anyone reviewing the document, facilitating better communication and
understanding among personnel involved in correspondence processing.   In contrast,
other colors such as black, brown, or gray may not provide the same level of visibility or
may blend in with standard printed text, making it harder to distinguish edits and
corrections from the original content.
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5. Who is responsible for screening incoming
correspondence, assigning action offices and due dates, and
indicating any required concurrences?
A. Commanding Officers
B. Administration Officers
C. Executive Officers
D. Staff NCOs

The responsibility for screening incoming correspondence, assigning action offices and
due dates, and indicating any required concurrences falls primarily to Administration
Officers. These individuals are tasked with ensuring that correspondence is handled
efficiently and in a timely manner, which is crucial for maintaining effective
communication within the unit.   Administration Officers play a vital role in managing
correspondence workflows, which includes categorizing incoming documents, delegating
tasks to relevant departments or personnel, and ensuring that deadlines are met. This
systematic approach helps maintain order and efficiency in communication processes,
allowing for appropriate responses and actions to be taken as needed.   By being the
central point of coordination for incoming and outgoing correspondence, Administration
Officers ensure that the command's directives and decisions are communicated
effectively to all necessary parties, ultimately supporting the command's operational
effectiveness.

6. Which publication contains training manuals and
correspondence courses?
A. NAVEDTRA 12061
B. SECNAV M-5216.5
C. SECNAVINST 5216.5
D. Navy Correspondence Manual

The correct choice is that NAVEDTRA 12061 contains training manuals and
correspondence courses. This publication is specifically designed to provide information
and instructional materials to facilitate learning within the Navy, including
comprehensive training and guidance on various subjects. It is vital for personnel to have
access to these resources to ensure they are well-prepared and knowledgeable in their
respective roles.  Other options focus on different aspects of naval correspondence and
administrative procedures. For instance, SECNAV M-5216.5 pertains more to the
standardization of correspondence formatting and administrative procedure, while
SECNAVINST 5216.5 is an instruction that outlines specifics regarding naval
correspondence not primarily focused on training. The Navy Correspondence Manual
serves to guide naval personnel in writing and managing correspondence, but does not
primarily serve as a repository for training manuals and courses.
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7. What is the preferred font size for official correspondence?
A. 10
B. 11
C. 12
D. 14

The preferred font size for official correspondence is 12. This size is commonly chosen
because it strikes a balance between readability and space efficiency, ensuring that
documents are easy to read without taking up excessive amounts of paper. A font size of
12 is generally considered standard across many official documents, making it widely
accepted for professional communication. It maintains clarity, which is essential when
conveying important information, and aligns with the formatting standards outlined in
various military correspondence guidelines. Furthermore, using a consistent and
recognized font size helps maintain a uniform appearance in documents, which is crucial
in official communications within the Marine Corps and other formal contexts.

8. What are "substantiating documents" in relation to Marine
Corps correspondence?
A. Confidential reports only accessible to higher-ups
B. Documents that provide evidence or additional information
C. Internal memos that do not require approval
D. Papers that are not relevant to the correspondence

Substantiating documents refer to materials that provide supporting evidence or
additional information relevant to a specific piece of correspondence. In the context of
Marine Corps correspondence, these documents might include data, references, or any
other materials that clarify, justify, or elaborate on the points made in the
correspondence.   Such documents are essential because they lend credibility and context
to the communication, ensuring that decisions and actions taken based on the
correspondence are well-informed and backed by the necessary facts. This makes them
an integral part of the correspondence process, as they enhance the understanding and
validation of the issues being addressed. By providing this context, substantiating
documents assist in maintaining transparency and accountability within the
correspondence system.
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9. What are considered administrative issuances in naval
documentation?
A. Instructions and notices
B. Training manuals
C. Command directives
D. General messages

Administrative issuances in naval documentation primarily include instructions and
notices. These documents serve critical functions within the naval administration,
conveying essential guidance, regulations, and directives to maintain operational
efficiency and ensure compliance with established policies.   Instructions typically
outline standard operating procedures, equipment use, and other operational guidelines,
while notices may serve to inform personnel about changes in policy, important updates,
or alerts that require attention. Collectively, they provide a framework that helps
standardize operations and communication within the naval forces.  Other documents
like training manuals, command directives, and general messages serve different
purposes: training manuals focus on educating personnel; command directives generally
outline orders or policies from higher command; and general messages are used for
shorter communications or announcements. While these documents are important in
their respective contexts, they do not fall under the specific category of administrative
issuances as defined in naval documentation protocols. Therefore, instructions and
notices are the correct choice when identifying administrative issuances.

10. How should enclosures be noted in Marine Corps
correspondence?
A. By using the term "Attachment" followed by the number and

title of the enclosed document.
B. By using the term "Enclosure" followed by the number and

title of the enclosed document.
C. By listing the enclosures at the beginning of the

correspondence.
D. By omitting mention of enclosures when sending via email.

In Marine Corps correspondence, enclosures should be noted using the term "Enclosure"
followed by the number and title of the enclosed document. This practice adheres to the
standard formatting conventions prescribed in official correspondence procedures,
ensuring clarity and proper identification of additional documents related to the main
correspondence.   Using "Enclosure" explicitly indicates to the recipient that additional
information or materials accompany the letter. This helps maintain organized
communication and allows for easier reference to the enclosed documents, especially
when there are multiple enclosures. Clarity in notation reassures the recipient that all
necessary information has been provided and enhances the professionalism of the
correspondence.   While other options might suggest alternative terms or methods for
indicating enclosures, they do not align with the established Marine Corps protocols for
correspondence. Such precise guidelines are essential for maintaining uniformity and
clarity in communication across all levels of the Marine Corps.
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Next StepsNext Steps
Congratulations on reaching the final section of this guide. You've taken
a meaningful step toward passing your certification exam and advancing
your career.

As you continue preparing, remember that consistent practice, review,
and self-reflection are key to success. Make time to revisit difficult
topics, simulate exam conditions, and track your progress along the way.

If you need help, have suggestions, or want to share feedback, we’d love
to hear from you. Reach out to our team at hello@examzify.com.

Or visit your dedicated course page for more study tools and resources:

https://marinecorpscorrespprocedures.examzify.com

We wish you the very best on your exam journey. You've got this!
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