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OPNAV NOTICE SSIC (Refer to OPNAVINST 5215.17A and OPNAV M-5215.1 for the Navy Directives Management Program policies, procedures, and responsibilities.  The SSIC number should reflect the most important subject covered in the notice and must be a current, valid SSIC – refer to SECNAV M-5210.2.)

From:	Chief of Naval Operations

Subj:	TITLE OF NOTICE IN ALL CAPS (DO NOT USE ACRONYMS IN
		SUBJECT LINE)

Ref:	(a)	Any applicable references are inserted here
		(b)	References must be current and listed alphabetically in order as they are cited 
			individually in the text
		(c)	Keep references to a minimum; only documents that have a direct bearing on the
			subject matter should be a reference

Encl:	(1)	All enclosures must be identified here exactly as the title appears on the 
			actual enclosure
		(2)	They must be listed numerically in the order they are cited in the text, and all
			enclosures must first be cited in the notice letter
		(3)	All enclosures must be legible and reproducible

1.	Purpose.  The first paragraph of a notice must state the purpose of the notice, which tells why the notice is being issued.

2.	Title.  

3.	Title.  

4.	Title.  

5.	Records Management.  Records created as a result of this notice, regardless of media or format, must be managed per Secretary of the Navy Manual 5210.1 of January 2012.Distribution block 
(Required)





[image: CSG10_288]DEPARTMENT OF THE NAVY
OFFICE OF THE CHIEF OF NAVAL OPERATIONS
2000 NAVY PENTAGON
WASHINGTON, DC  20350-2000


6.	Cancellation Contingency.  If a cancellation date is not known by the sponsor, a contingency paragraph is added as the last paragraph of the notice.  This paragraph states the action or events that must occur prior to cancellation of the notice.  In addition, in lieu of “Canc:” at the top of the first page, indicate “Canc frp:”, for record purposes.  If “Canc frp,” as an example, this paragraph could read:  “This notice is in effect for 1 year or until it is superseded by another notice, whichever occurs first.”



SIGNATURE BLOCK
(Name in all CAPS per SECNAV M-5216.5.  If not the CNO or CO, also include position title, not in all caps; do not include ranks or organization codes.)

Releasability and distribution:
This notice is cleared for public release and is available electronically only via Department of the Navy Issuances Web site, http://doni.documentservices.dla.mil
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