
HEADQUARTERS MARINE CORPS ROUTING SHEET (5211)
NAVMC HQ 335 (REV.  04-07)
	

	
	1  DATE:   6 Apr 2009

	2  OPERATION CODE
	3    SUBJECT:  

HQMC ROUTE SHEET EXAMPLE


  MCATS ID: 2007-x-xxxx.x

	X  -  

A  -  

B  -  

C  -  

D  -  

E  -  

F  -  
	ORIGINATOR OF OFFICE

AFFIXING ROUTING SHEET

APPROPRIATE ACTION

GUIDANCE

SIGNATURE

COMMENT

RECOMMENDATION

CONCURRENCE
	G  -  

H  -  

I   -  

J  -  

K  -  

L  -  

O  -  
	INFORMATION

RETURN TO:   Maj Doe, Marsh
     Room    Center, 3d Deck
INITIAL

DISPOSITION

DECISION

RETENTION

(OTHER)
	

	ROUTING – Use numbers to show order of routing
	

	4
	5  OPR
	6   ADDRESSEES
	7   DATE
	8   INITIALS
	9 NATURE OF
ACTION REQUIRED
	ORIGINATOR’S
INITIALS
	DUE DATE
(if any)

	RTG
	CODE
	
	
	IN
	OUT
	CONCUR
	NONCONCUR
	
	
	

	//////
	
	COMMANDANT
	CMC
	
	
	
	
	      ROUTINE
	
	

	//////
	
	MILITARY SECY
	MILSEC
	
	
	
	
	      URGENT
	
	

	//////
	
	ASST COMMANDANT
	ACMC
	
	
	
	
	
10  REMARKS AND SIGNATURE
        (If additional space is necessary, attach plain paper)

1.  PURPOSE.  (Identify what needs to be done: information/decision/

initial/signature.)  

2.  BACKGROUND.  (Provide brief explanation on background of the package.)  

3.  DISCUSSION.  (Provide a brief synopsis of package contents.  Also identify/justify due date.)  


4.  RECOMMENDATION.  (Consistent with above or “None.  Provided for information only.”)  





                                                  }}




	//////
	
	MILITARY ASST
	MILASST
	
	
	
	
	

	////////
	
	SGTMAJMARCOR
	SMMC
	
	
	
	
	

	//////
	
	DIR MC STAFF
	DMCS
	
	
	
	
	

	
	
	SEC GENERAL STAFF
	SGS
	
	
	
	
	

	
	
	EXEC EDITOR
	EDITOR
	
	
	
	
	

	
	
	COUNSEL FOR CMC
	CL
	
	
	
	
	

	
	
	DC M&RA
	M&RA
	
	
	
	
	

	
	
	DC I&L
	L
	
	
	
	
	

	
	
	DC PP&O
	P
	
	
	
	
	

	
	
	DC AVN
	A
	
	
	
	
	

	
	
	DC P&R
	R
	
	
	
	
	

	
	
	DC CD&I & CG MCCDC
	CD&I
	
	
	
	
	

	
	
	DIR INTEL
	I
	
	
	
	
	

	
	
	DIR C4
	C4
	
	
	
	
	

	
	
	SJA TO CMC
	JA
	
	
	
	
	

	
	
	LEGIS ASST
	OLA
	
	
	
	
	

	
	
	DIR PA
	PA
	
	
	
	
	

	
	
	DIR AR
	AR
	
	
	
	
	

	
	
	INSPECTOR GENERAL
	IG
	
	
	
	
	

	
	
	DIR HEALTH SERV
	HS
	
	
	
	
	

	
	
	CHAPLAIN
	REL
	
	
	
	
	

	
	
	DIR SPL PROJ
	SPD
	
	
	
	
	

	
	
	DIR SAFETY
	SD
	
	
	
	
	

	
	
	CDR, MCNCR
	MCNCR
	
	
	
	
	

	
	
	COMMARCORSYSCOM
	MCSC
	
	
	
	
	

	
	
	CG MCRC
	MCRC
	
	
	
	
	

	
	
	CO HQBN HH
	HQBN
	
	
	
	
	

	
	
	CO MARBKS
	MARBKS
	
	
	
	
	

	
	
	           DC M&RA
	
	
	
	
	
	

	
	
	DC M&RA
	M&RA
	
	
	
	
	

	
	
	ADC M&RA
	M&RA
	
	
	
	
	

	
	
	EXECUTIVE  ASST
	M&RA
	
	
	
	
	

	
	
	SGTMAJ M&RA
	M&RA
	
	
	
	
	

	
	
	ADMIN OFFICER/CHIEF
	M&RA
	
	
	
	
	

	3
	KI
	DIR PERS MM
	MM
	
	
	
	
	

	2
	DEFI
	DEPDIR MM
	MM
	
	
	
	
	

	1
	DEFI
	SGTMAJ MM
	MM
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	X
	BR HEAD, MMSL
	MMSL
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	11  ACTION OFFICER (Name, Grade, Office Code, Telephone number)

John Doe, Maj, MMSL, (703) 784-9231

	
	


Your location, so pkg will come back to you when complete.





Date, subject, and MCATS ID number if task is also being routed through MCATS.





Bottom line: e.g., “To obtain decision on...”  “To provide info on...”,  etc.





Also explain any documents included as tabs here:  e.g., “At Tab A is....”





e.g., “Recommend approval of COA #1”, “Recommend DC M&RA approve release of MARADMIN”, etc.





Always include the name and contact info of who should be contacted if questions arise with the subject of the route sheet:  i.e., “Action Officer”.





You can utilize the boxes below MM to fit your routing needs.  Be sure to include the DepDir and SgtMaj for MM. If you need to include other branches and divisions in your routing and don’t have enough boxes or are unsure, see the MM Admin Officer or Admin Chief for assistance.





Any package going to or through DMCS cannot have alterations to any of these boxes.





If going to or through M&RA, do not alter these boxes.








