APPROPRIATE LETTERHEAD

SAMPLE SECNAV GENERAL INTERIM

Mr./Ms. W. T. Door 

1234 Anywhere Street

Everywhere, NV 89701

Dear Mr./Mrs. W. T. Door:

    This is to acknowledge your letter of (date) to addressee) concerning (subject).  (If not addressed to SECNAV then insert the following:  Your letter has been forwarded to the Secretary of the Navy for reply.  Your letter has been refereed to (lead office) under control number (DCN).

    We are gathering the information necessary to provide you a substantive response and will reply further upon completion of our investigation into this matter.  You can expect a final response by the (specify date) of month (up to 30 days from original due date on non-Congressional correspondence).

    In the interim, if you require further assistance or have additional information to provide, you may contact (name, phone number) who is coordinating the response. 







Sincerely,







I. M. DIVISIONHEAD
