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SECNAV INSTRUCTION SSIC.XX CHANGE TRANSMITTAL X
From:  Secretary of the Navy
Subj:  TITLE OF THE INITIAL DIRECTIVE IN ALL CAPS (DO NOT USE
       ACRONYMS IN SUBJECT LINE)

Ref:   (a) only list references that have to do with the change
           itself (you may not have any)
Encl:  (1) (For example) Revised Page 3
       (2) (For example) Revised Page 10
1.  Purpose.  The first paragraph of a change transmittal must state the purpose and the nature of the change transmittal, which tells why the change transmittal is being issued.  As an example, “To transmit new pages 3 and 10, which provides clarification of training requirements.”  Change transmittals are used to issue changes to instructions and, under some circumstances, notices.  Change transmittals are numbered consecutively.  The first change transmittal to an instruction is “Change Transmittal 1”, the second “2”, and so on.
PLEASE NOTE:  The only authorized font for Navy directives is Courier New, 12 pitch.
2.  Action.  The specific action(s) to be taken are identified in this paragraph.  Pen and ink changes are no longer allowed.  If a change transmittal contains revisions to any pages of an existing directive, the change transmittal must consist of a cover letter forwarding the changed or additional pages to a directive as an enclosure.  However, the enclosures are not marked as an “Enclosure” since they bear the marking of the directive being changed (these enclosures are “replacements” of pages in the original instruction and should not be marked as enclosures).  As an example, when a change transmittal contains revised pages, the Action could read as follows:  “Remove pages 3 and 10 of the basic instruction and insert enclosures (1) and (2), respectively.”  When the first page of a directive is changed, the date of the change shall be shown in the upper flush right margin, two spaces above the identification symbols of the basic directives.  The date line of the identification symbols must show the original date of issue.  For example:


CH-1 of DD MMM YYYY
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Sponsor Code

(original) DD MMM YYYY
When a revision to a signature page is made, the signature block remains as the original signing official, and a new signature on the change page is not required.  For example:



/s/


J. J. JONES

(Name in all CAPS with first initial,

middle initial and last name)

SIGNATURE BLOCK


(Name in all CAPS with first initial,

middle initial and last name)
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