                                                                  ASB 1740
                                                                  DD Mon YY

[image: ]
UNITED STATES MARINE CORPS
MARINE CORPS AIR STATION
POSTAL SERVICE CENTER BOX 8003
CHERRY POINT, NORTH CAROLINA 28533-0003
									
                                                  	Canc: Mon YYYY
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AIR STATION BULLETIN 1740

From:  Commanding Officer, Marine Corps Air Station, Cherry Point
To:    Distribution List

Subj:  NORMAL WORD ORDER WITH ALL LETTERS CAPITALIZED AND NO PUNCTUATION

Ref:   (a) SECNAV M-5216.5
       (b) MCO 5215.1K

Encl:  (1) Title of Material –enclosed with letter
       (2) Title of Material (sep cover) –not enclosed with letter
               
1.  Purpose.  This paragraph is always first and gives the reason for the bulletin.  

[bookmark: _GoBack]2.  Cancellation.  This is always the second paragraph, if needed.  Show the directives being cancelled; show the SSIC of a bulletin and include the date of the “basic” bulletin; e.g., “ASB 1740 of DD Month YYYY.”

3.  Background.  Include this paragraph, when needed, to provide any background information.

4.  Action.  Include this paragraph to advise organizations/commands of specific action. 
       
5.  Reserve Applicability.  This paragraph provides the applicability statement; e.g., “This Bulletin is applicable to MCAS Cherry Point and its subordinate commands.”

6.  Cancellation Contingency.  Include as the last paragraph, if the bulletin has a cancellation contingency.  State the contingency, but do not repeat the cancellation date.  If there’s a cancellation contingency (i.e., the bulletin is cancelled before the cancellation date above if certain conditions are met), then type “frp” after “Canc” on the sender’s symbol block above.



            C. PAPPAS III

DISTRIBUTION:  A

Notes:  
(1) Bulletins cancel on the last day.  For example, if the cancellation date states “Canc: May 2015” then the bulletin cancels at 0000 1 June 2015, ensuring that the bulletin is in effect through the last second of 2359 on 31 May 2015.
(2) Bulletins cannot be in effect for more than 12 months.










DISTRIBUTION STATEMENT A:  Approved for public release; distribution is unlimited.
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