DEPARTMENT OF THE NAVY                                                  
 HEADQUARTERS UNITED STATES MARINE CORPS 

3280 RUSSELL ROAD

QUANTICO, VIRGINIA 22134-5103        

[image: image1][image: image2.wmf]
                                                      5000

                                                      MM

                                                      21 Jun 07



PERSONNEL MANAGEMENT DIVISION, OFFICER ASSIGNMENTS (MMOA)
          COMMENTS on ______ route sheet dtd ____________ 

Subj:  (repeat subject from tasking route sheet or MCATS tasker)

1.  MM does not concur with the proposed changes, in the following respects...  does concur...  The following actions have been...
2.  ....

3.  ....

4.  The point of contact on this issue is Major _______ , Section Head MMXX, (703) 784-XXXX.



                               J. DOE

                               Colonel, U.S. Marine Corps

                               Head, Officer Assignments
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Insert abbreviated title of dept/div/branch that originated the task.  
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IN REPLY REFER TO:





Could be “route sheet”, “letter”, etc.





Clearly identify rank and job title here.  This doc may go outside of M&RA, to an agency that is not familiar with our department/division structure.





Always list a POC





Your Branch





This is not intended to be the “only” format for responding to MCATS.  Some Branches have established a process and format for answering MCATs that they receive on a routine basis, a process and format that has been deemed adequate by the requesting agency – those practices should be continued.


This is provided for answering MCATs when there has been no other prescribed way to answer.  It gives an “official” credence to the answer and lets the requestor know the subject was properly vetted and by whom it was vetted.  It also lets the requestor know who to contact for additional information.
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