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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


10 NOV 75
From:  Commanding Officer, UNIT NAME    

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

       Corps Base Quantico
Subj:  REQUEST FOR AUTHORIZATION FOR CIVILIAN PERSONNEL TO

       OBSERVE/PARTICIPATE IN LIVE-FIRE EVENT IN SUPPORT OF: ADD RANGE, NAME 
       OF VIP/EVENT/DATES
Ref:   (a) MCO 3570.1C
       (b) MCBO 3570.1A
       (c) Range Standard Operating Procedures (SOP’s)

Encl:  (1) If necessary
1.  Add a brief justification and description of the group or individual VIP and the tasking authority. 
2.  The event will be conducted on Range (ADD RANGE), using paper and automated targets.  Weapons fired will be: M9 Service Pistol, M16A4/M4 Service Rifles, and M27.  Ammunition used in these military issue weapons will be 9mm (A363), 5.56mm (A059).  No crew-served weapons will be used.  All participants to include the Range OIC, RSO, and PSO’s as well as any spectators will wear appropriate PPE during the entirety of the event and all personnel will have one-on-one supervision by qualified (ADD UNIT) PSO’s while firing.  
3.  The point of contact for this correspondence is RANK/NAME at EMAIL or PHONE NUMBER. 


U. R. TRAINING
INSTRUCTIONS: DO NOT PRINT THIS PAGE!
NOTE: CIVILIAN OBSERVATION/PARTICIPATION PROHIBITIONS ARE FOUND IN MCO 3570.1c/AR 385/63. WAIVERS TO PROHIBITIONS CAN ONLY BE APPROVED BY THE COMMANDANT OF THE MARINE CORPS.

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

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

3: SSIC: STANDARD SUBJECT IDENTIFICATION CODE OR EQUIVALENT.
4: OFFICE CODE: USUALLY THE COMMANDER, OPERATIONS OFFICER, ETC.
5: DATE: USUALLY THE DATE REQUEST WAS SIGNED.
6: fROM: UNIT COMMANDER name as well as signature IS required. 
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: SUBJECT: the subject should be brIEf and detailed enough to specify what is being requested, when, and where.  THE SPECIFIC GROUP OR INDIVIDUAL VIP AND THE SHOULD BE MENTIONED HERE. Specify “OBSERVATION” OR “PARTICIPATION”. 

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

11. ENCLOSURES: List supporting documents here (SOM, ORM, Tasking) Delete line if not needed.

12: SPECIFIC INSTRUCTIONS AND ALL INFORMATION NEEDED TO IDENTIFY WHICH GROUP OR INDIVIDUAL VIP IS PARTICIPATING AND THE TASKING AUTHORITY IS REQUIRED.
13: PARAGRAPH 1: A BRIEF DESCRIPTION, DETAILED ENOUGH TO ARTICULATE WHO IS OBSERVING/PARTICIPATING, THE DATES AND TIMES, AND THE TASKING AUTHORITY TO AID IN JUSTIFYING APPROVAL OF THE REQUEST.
14: PARAGRAPH 2: INCLUDES THE SPECIFICS OF WHAT TYPE OF TRAINING (LIVE FIRE, NON-LIVE FIRE, OR JUST OBSERVATION), WEAPON AND AMMO DODIC TYPES ARE INSERTED HERE AS REQUIRED, AND A BRIEF ORM IS STATED.  TO SUPPORT THE REQUEST, IF ADDITIONAL INFORMATION IS NECESSARY IT IS ADDED HERE. BREVITY IS KEY AND IN MOST CASES, THIS REQUEST IS KEPT TO A SINGLE PAGE.  separate SOM, ORM, AND TASKING WILL BE REQUIRED OR ADDED AS ENCLOSURES.
15: PARAGRAPH 3: poc INFORMATION IS REQUIRED.
16: SIGNATURE must BE THE unit commander named in the ‘FROM’ LINE. by-direction and/or acting are authorized for this request.
17: FOR ASSISTANCE CONTACT THE SCHEDULING OFFICE AT 703-784-5502/5507.

18: IT IS RECOMMENDED THAT THE UNIT SEND A DRAFT TO RMB FOR REVIEW PRIOR TO SIGNATURE AND SUBMITTING. IN MOST CASES, SMALL THINGS ARE NOTED AND CORRECTED THAT WILL ALSO HELP EXPEDITE THE PROCESS. SEND DRAFTS TO: MARTIN.W.DANKANICH@USMC.MIL AND ROGER.DILL@USMC.MIL 
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