Instructions for filling out the Message Release Authority Letter Template

For users requesting DR Type Access to the CODR, PQDR, EMR (Ordnance Community) portion of the NAMDRP website in the role of a Fleet NAMDRP Report Submitter, you are required to provide in writing a Naval Message Release Authority Letter from your Commanding Officer of your organization granting you that right/privilege.  Access to the system cannot be granted until this letter is received.  Please read the following instructions before completing the letter.

1. Follow Standard Navy Letter Format per the SECNAVINST 5216.5D Correspondence Manual.

2. The Naval Message Release Authority Letter must be on official letterhead.

3. Please ensure the official unit name and address are at the top of the letter.

4. Please include the Standard Subject Identification Code (SSIC), Competency Code or Serial Number, and Date.

5. Please include the Name of the Activity in the “From” line.

6. Please include all personnel in your unit that will have message release authority under line 1 where you list their names and ranks.

7. Page 2 is the format to use for the letter.  

8. Page 3 is a sample Naval Message Release Authority Letter.

9. Once you have completely filled out the form, please fax the form to:  

NAMDRP Clearing House, 

Naval Air Warfare Center Weapons Division, Point Mugu, CA,  

1-805-484-6229, (DSN) 893-6229.

Standard Naval Letter Format
 
Letterhead with official unit address at the top of the page
Refer to SECNAVINST 5216.5D Correspondence Manual
 
SSIC
Code/Serial
Date
 
From: 
Commanding Officer, Name of Activity
To:  
Commander Naval Air Warfare Center Weapons Division, Point Mugu, CA (Code 327100E)
 
Subj:
ORGANIZATIONAL MESSAGE RELEASE AUTHORITY VIA NAMDRP DEFICIENCY REPORT (DR) WEBSITE
 
Ref:
(a) NTP 3(J) Telecommunications Users Manual
 
1.  Per ref (a), the following personnel are authorized to release organizational messages for this command using the NAMDRP Deficiency Report (DR) website.
 
Last Name/Initials


Rank/Rate

(Names)



(Rank)

 
2.  This list supercedes all previous authorizations.
 
 
 
 





__________________________________
Name of Commanding Officer

__________________________________

Signature

DEPARTMENT OF THE NAVY

NAVAL TEST WING ATLANTIC (VX-1)

HANGAR 305

PATUXENT RIVER, MARYLAND, 20670

SSIC
Code/Serial
Date
 
From: 
Commanding Officer, Naval Test Wing Atlantic (VX-1)
To:  
Commander Naval Air Warfare Center Weapons Division, Point Mugu, CA (Code 327100E)
 
Subj:
ORGANIZATIONAL MESSAGE RELEASE AUTHORITY VIA NAMDRP DEFICIENCY REPORT (DR) WEBSITE
 
Ref:
(a) NTP 3(J) Telecommunications Users Manual
 
1.  Per ref (a), the following personnel are authorized to release organizational messages for this command using the NAMDRP Deficiency Report (DR) website.
 
Last Name/Initials


Rank/Rate

John Hancock



AM1

Jane Hancock



AT1

Jane Doe



AE1

John Doe



ATCS

 
2.  This list supercedes all previous authorizations.
 
 
 
 





__________________________________
Name of Commanding Officer

__________________________________

Signature


