(Letterhead)

Dear Commander Jones:

Thank you for your letter of (date) to (person and job title) concerning xxxxxxxxxxxxxxxxxxxxxxxx (subject matter).  Mr./Ms./Secretary/Admiral (who) has asked me to respond to you since I am responsible for Navy's xxxxxxxxxxx (what division).

Thank you for your letter of 21 March 2000 (date for military personnel) or March 21, 2000 (date for civilian personnel) to the Secretary of the Navy concerning your educational benefits.  Secretary Danzig has asked me to respond to you since I am responsible for Navy's federally legislated educational benefits program.

Please write us again if you believe we can be of any further assistance.  (standard closing paragraph)








 Sincerely,

 A. E. BROWN









 Rear Admiral, U.S. Navy

LCDR John E.Doe,USN(Ret.)

1000 Navy Pentagon

Millington, TN  12345-0987

Enclosure:  Benefits Package

S A M P L E 

BUSINESS LETTER ”WITH SALUTATION”

PERS-6 LEVEL

SUBMIT DOUBLE SPACE TO PERS-66 ON WHITE BOND - PERS-6 WILL PUT ON LETTERHEAD

