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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:  BILLET, UNIT NAME    

To:    Range Control Officer, Range Management Branch, Marine Corps Base
       Quantico
Subj:  REQUEST FOR APPROVAL OF RANGE AND TRAINING AREA (RTA) LESS THAN 15 

       DAYS FOR: ADD RANGE, DATE, TIME, AND RCNI
Ref:   (a) MCBO 3570.1A
       (b) Range Standard Operating Procedures (SOP’s)
Encl:  (1) If required
1.  Add a brief justification, description of the training, the tasking authority if necessary, and circumstances that prevented the request from being submitted in a timely manner. 
2.  Add any amplifying information or clarification of what is needed.
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!
NOTES: 
- NEW REQUESTS LESS THAN 15 DAYS TO THE EVENT REQUIRE THIS LETTER TO BE SIGNED BY THE UNIT COMMANDER OR A DELEGATE WITH BY-DIRECTION AUTHORITY.

- THERE ARE SEVERAL REASONS THIS LETTER MAY NOT BE REQUIRED (I.E. TASKERS FROM HIGER HQ AND WEATHER) CONTACT THE SCHEDULING OFFICE TO CONFIRM.

- THE UNIT WILL CREATE THE REQUEST IN RFMSS USING A DATE MORE THAN 30 DAYS OUT. THAT RCNI WILL BE IDENTIFIED IN THIS LETTER. IF APPROVED, THE DATES ON THAT RCNI WILL BE ADJUSTED.

- REQUESTS THAT CONTAIN SUPPORT MUST BE 100% ACCURATE OTHER THAN THE DATE TO BE CHANGED BEFORE THEY CAN BE APPROVED. 

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

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

3: SSIC: STANDARD SUBJECT IDENTIFICATION CODE OR EQUIVALENT.
4: OFFICE CODE: USUALLY THE COMMANDER, OPERATIONS OFFICER, OR EQUIVALENT.
5: DATE: USUALLY THE DATE REQUEST WAS SIGNED.
6: fROM: UNIT COMMANDER IS PREFERED OR A DELEGATE WITH “BY DIRECTION” AUTHORITY SUCH AS oPERATIONS OFFICER.
7: TO: WILL ALWAYS BE THE SAME TO BE IN ACCORDANCE WITH BOTH MCBO 3570.1A. 

8: SUBJECT: the subject should be brIEf and detailed enough to specify what is being requested, when, and where.  THE rEQUEST CONTROL NUMBER IDENTIFIER (RCNI) FOUND IN THE RANGE FACILITY management SUPPORT SYSTEM (RFMSS) IS REQUIRED. 

9: THE REFERENCES REMAIN THE SAME. IF ADDITIONAL REFERENCES ARE REQUIRED, THEY CAN BE ADDED.

10. ENCLOSURES: LIST SUPPORTING DOCUMENTS HERE (SOM, ORM, TASKING) DELETE LINE IF NOT NEEDED.
11: PARAGRAPH 1: A BRIEF DESCRIPTION OF WHY THIS WAS NOT SUBMITTED IN A TIMELY MANNER, DETAILED ENOUGH TO ARTICULATE WHY THIS REQUEST MUST BE APPROVED. THE DATES, TIMES, RCNI, AND ANY TASKING AUTHORITY TO AID IN JUSTIFYING APPROVAL OF THE REQUEST. 
12: PARAGRAPH 2: INCLUDES THE SPECIFICS OF WHAT TYPE OF TRAINING (LIVE FIRE OR NON-LIVE FIRE), WEAPON AND AMMO TYPES BY DODIC ARE LISTED 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 MAY BE REQUIRED OR ADDED AS ENCLOSURES.
13: PARAGRAPH 3: poc INFORMATION IS REQUIRED.
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.

16: 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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