[image: image1.png]



SERVICE BRANCH OR DEPARTMENT
LETTERHEAD GOES HERE
ENSURE PROPER FORMAT
SEAL TO LEFT, ADDRESS
AND ZIP CODE ETC…













     IN REPLY REFER TO:


SSIC CODE


OFFICE CODE


29 Sep 15
From:  BILLET, UNIT NAME    

To:    Commander, Marine Corps Installations National Capital Region, Marine

       Corps Base Quantico
Subj:  REQUEST FOR AIRSPACE EXTENSION FOR: RANGE NAME/EVENT/DATES/AIRSPACE
Ref:   (a) MCBO 3570.1A
1.  ADD BRIEF JUSTIFICATION AND DESCRIPTION OF TRAINING.  
2.  It is respectfully requested that airspace be extended on ADD DATES from 2359 to TIME.  During these dates, the training must be conducted beyond 2400.  

3.  The point of contact for this correspondence is RANK/NAME at EMAIL or PHONE NUMBER. 


U. R. TRAINING
INSTRUCTIONS:

1: ALL INFORMATION HIGHLIGHTED IN RED TEXT MUST BE FILLED IN.

2: THE APPROPRIATE UNIT OR DEPARTMENT LETTER HEAD OR EQUIVELANT FORMAT IS REQUIRED.

3: STANDARD SUBJECT IDENTIFICATION CODE (SSIC) OR EQUIVELANT.

4: OFFICE CODE.

5: DATE.

6: fROM: UNIT COMMANDER IS PREFERED OR A DELEGATE WITH “BY DIRECTION” AUTHORITY.

7: TO: WILL ALWAYS BE THE SAME TO BE IN ACCORDANCE WITH BOTH MCBO 3570.1A AND MCO 3570.1C.

8: NO “VIA” LINE IS REQUIRED. ALTHOUGH THE SIGNED LETTER WILL BE SENT DIRECTLY TO RANGE MANAGEMENT BRANCH (RMB) FOR REVIEW THEN FORWARDED TO THE INSTALLATION COMMANDER, IT IS RMB THAT PREPARES THE ENDORSEMENT AND GIVES RECOMMENDATION AFTER REVIEW/CORRECTIONS. THIS EXPEDITES THE PROCESS.

9: the subject should be brIEf and detailed enough to specify what is being requested, when, and where.  airspace can be either extended beyond 2400 monday-friday or ACTIVATED for sunday morning and holidays if the justification is strong enough and will typically accompany a quiet hours extension/waiver.

10: THE REFERENCE REMAINS THE SAME. IF ADDITIONAL REFERENCES ARE REQUIRED, THEY CAN BE ADDED.

11: SPECIFIC INSTRUCTIONS AND ALL INFORMATION NEEDED TO IDENTIFY WHAT AIRSPACE IS SPECIFICALLY REQUIRED CAN BE FOUND ON PAGE 3-4 AND STARTING ON page 4-1 OF THE REFERENCE.
12: PARAGRAPH 1 SHOULD BE A BRIEF DESCRIPTION, DETAILED ENOUGH TO ILLUSTRATE WHAT IS TAKING PLACE AND AID IN JUSTIFYING APPROVAL OF THE REQUEST.

13: PARAGRAPH 2 INCLUDES THE SPECIFICS OF DATES, TIMES, AIRSPACE, ETC, AND ALSO SUPPORTS THE REQUEST IF ADDITIONAL INFORMATION IS NECESSARY. BREVITY IS KEY AND IN MOST CASES, THIS REQUEST IS KEPT TO A SINGLE PAGE.

14: SIGNATURE LINE WILL BE THE NAME OF THE BILLET HOLDER IN THE ‘FROM’ LINE.

15: FOR ASSISTANCE CONTACT THE SCHEDULING OFFICE AT 703-784-5502/5507.
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