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OPNAV INSTRUCTION SSIC.XX CHANGE TRANSMITTAL X

From:	Chief of Naval Operations

Subj:	TITLE OF THE BASIC INSTRUCTION IN ALL CAPS (DO NOT USE
		ACRONYMS IN SUBJECT LINE)

Ref:	(a)	Only list references that have to do with the change itself (in most cases,
			there are none)

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 provide clarification of training requirements.”  Change transmittals are used to issue changes to instructions.  Change transmittals are numbered consecutively.  The first change transmittal to an instruction is “Change Transmittal 1”, the second “2”, and so on.

2.	Action.  The specific action(s) to be taken is (are) identified in this paragraph.  Pen and ink changes are not allowed.  If a change transmittal contains revisions to any pages of a current instruction, the change transmittal must consist of a cover letter forwarding the changed or additional pages to an instruction as an enclosure(s).  However, the enclosures are not marked as an “Enclosure” since they bear the marking of the instruction 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:  “Remove pages 3 and 10 of the basic instruction and insert enclosures (1) and (2), respectively.”

3.	First Page Changed.  When the first page of an instruction is changed, the change number and the date of the change must be shown in the upper flush right margin, two spaces above the identification symbols of the basic instruction.  The identification symbols must show the original date of issue.  For example:

“	CH-2 of 19 Jan 2017

	OPNAVINST 5215.22
	N72
	22 Oct 2014”
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4.	Changed Signature Page.  When a revision to a signature page is made:

	a.	The date of the change must be shown in the upper right margin of the header, two spaces above the identification symbols of the basic instruction.  The date line of the identification symbols must show the original date of issue.  For example:

“	CH-2 of 19 Jan 2017

	OPNAVINST 5215.22
	22 Oct 2014”

	b.	The signature block remains as the original signing official, even if they are not currently with the command (the change transmittal cover letter signature suffices).  Therefore, do not have the changed signature page re-signed.  For example:

“	/s/
J. J. JONES
Deputy Chief of Naval Operations, Systems”

5.	Other Page Change.  When a change is being made to one page, other than the first page and the signature page, the instruction number, the change transmittal number and its date are shown in the right margin of the header of that changed page.  For example:

“	OPNAVINST 5215.22 CH-2
	19 Jan 2016”

6.	Records Management.  Records created as a result of this change transmittal, regardless of media or format, must be managed per Secretary of the Navy Manual 5210.1 of January 2012.



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 change transmittal 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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