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POLICY LETTER 2-06
From:  Deputy Commandant, Installations and Logistics            

To:
  Distribution List

Subj:  DEPUTY COMMANDANT, INSTALLATIONS AND LOGISTICS (I&L)

  STUDIES AND ANALYSES (S&A) POLICY

Ref:   (a) MCO 3902.1C, Marine Corps Studies System (MCSS)

Encl:  (1) Step-by-Step Instructions for the Conduct of a Study

  (2) Statement of Work (SOW) Format


  (3) Study Completion Letter (SCL) Format

1.  Purpose.  To establish policy for the proposal, selection, execution, and disposition of studies and/or analyses within the Installations and Logistics Department.

2.  Background.  Studies and Analyses (S&A) provide Marine Corps leaders with independent and objective assessments in support of decisions regarding complex challenges facing the Corps.  Reference (a) establishes authority, assigns responsibilities, identifies relationships, and outlines processes within the centrally funded Marine Corps Study System (MCSS).  This Policy Letter defines internal I&L resources, roles and responsibilities, and procedures for initiating study requests, executing analyses, and acting upon the recommendations of a study.  In some cases this means interacting with the MCSS, in other cases analysis will be completed completely in-house.

3.  Policy
    a. Analytic Resources.  I&L has at its disposal a combination of organizations, personnel, and programs which support studies and analyses.
1) Logistics Operations Analysis Division (LX).  LX works
directly for the Executive Assistant (EA) to the Deputy Commandant for Installations and Logistics.  Per the Table of Organization, LX rates four Operations Research analysts (MOS 9650):  a Lieutenant Colonel, two Majors, and a Captain.  All are typically also Logistics Officers or Ground Supply Officers.  
Each analyst is trained at the graduate level in quantitative techniques such as optimization, decision theory, simulation, experimental design, and data analysis.  For example, using specialized software applications, LX can simulate logistics processes or mine given datasets in search of trends.
a) LX serves two primary roles within I&L.  First, they
guide the initiation of studies and provide technical oversight and review throughout the conduct of those studies.  LX’s second role is to provide in-house analytic support through the following actions:

· Perform quick turnaround analysis for all Divisions to answer specific problems.

· Conduct reach-back analysis for deployed I&L personnel.

· Provide independent review of external analyses, analytic projects, and tools being developed by external agencies to determine their worth and impact on I&L.

· Act as an internal consulting resource in support of problem solving requiring analysis.

· Review and comment on technical reports in order to ensure their analytic rigor.
· Maintain situational awareness of past and present analyses impacting I&L.

· Provide analytic support to Logistics Modernization efforts.

· Act as logistics and analysis Subject Matter Experts (SMEs).

b) Although LX is administratively under the guidance of the EA, LX is a departmental asset in general support.  Contact LX directly for assistance.

  2) Center for Naval Analysis (CNA).  CNA is a federally funded research and development center.  They match technical analytical ability with the current operational expertise of their analysts in support of DC I&L.  CNA has assigned a Scientific Analyst to I&L.  He/She receives taskings directly from the EA.  Contact the EA to request CNA assistance.
3)
Operations Analysis Division (OAD), MCCDC.  OAD is the
overall coordinator for the MCSS.  It maintains the ability to conduct in-house analysis or contract out for studies through a variety of contracting means.  The primary contracting vehicle is the Indefinite Delivery Indefinite Quantity (IDIQ) contract.  The IDIQ keeps a Study Performer on retainer in order to quickly submit study requests to this contractor without having to go through the full contracting process.  The Log IDIQ contractor can be accessed by submitting a study request through LX.  OAD is organized in three branches:  the Studies Management Branch, the Analysis Branch, and the Mission Area Analysis (MAA) Branch.
a) The Studies Management Branch provides guidance, support, and archival of studies.  Contact LX in order to query the database of completed studies.
b) Military and civilian Operations Research analysts make up the Analysis Branch, providing the same expertise offered by LX.  LX will serve as a conduit between I&L and these analysts, usually via the MCSS.  Contact LX in order to request support from the Analysis Branch.

c) The MAA Branch conducts simulation modeling on
approved Marine Corps operational scenarios.  Its models may be used in support of studies.

    b. Studies and Analysis Roles and Responsibilities.  To ensure a standardized approach is applied to each study and that scarce resources are used effectively Enclosure (1) will be followed.  Furthermore, the roles and responsibilities of all parties involved in analyses are here defined.

  1) Study Sponsor.  The Study Sponsor is the flag
officer or Senior Executive requesting the analysis.  Study requests being submitted to the MCSS must have his or her endorsement.  The Sponsor will:

· Submit the study nomination.

· Approve the Statement of Work (SOW) following the sample provided in Enclosure (2).

· Appoint a Study Project Officer (SPO) to serve as the Sponsor’s Action Officer.

· Monitor the study.

· Review and submit consolidated comments at each formal review.

· Prepare and submit to OAD within 30 days of receipt of the Final Report, a Study Completion Letter (SCL), Enclosure (3), highlighting the Sponsor’s Intent for implementing the study’s recommendations.

2) Study Project Officer (SPO).  The SPO is the
Sponsor’s Action Officer, responsible for supervising and monitoring all aspects of the study.  The SPO shall:

· Ensure the Sponsor is kept advised of the progress of the study.

· Write the SOW with the assistance of LX.
· Submit the SOW to the Sponsor for approval.

· Schedule and chair Study Advisory Committee (SAC) meetings for review of the SOW, Interim Reports, and Draft Final/Final Reports.
· Make available to the Study Performer any required Government Furnished Information.

· Review and approve models and modeling assumptions.

· Consolidate, for the Sponsor, written comments on all deliverables.

· Write, for the Sponsor, a SCL within 30 days of receiving the Final Report.

3) Technical Study Project Officer (TSPO).  The TSPO
is an independent analyst assigned to enforce analytic rigor on the study process.  LX will normally fulfill this role.  The TSPO will:
· Assist the SPO in the preparation of the SOW.

· Work directly with the Study Performer to ensure the study is analytically rigorous.

· Assist the Study Performer in the formulation of models.

· Ensure that the SPO is kept apprised of the progress of the study and any issues, problems, or uncertainties that have arisen during the conduct of the study.
4) Contracting Officer’s Representative (COR).  The
COR performs administrative and contract related work for the study.  The COR is responsible for ensuring the SPO, TSPO, and Study Performer complete the study within the scope and objectives of the government’s SOW and the Study Performer’s contractually binding proposal.  The COR will also:
· Maintain contract files and monitor all actions and records related to the study.

· Ensure that studies are conducted per the provisions of MCO 3902.1C, the SOW, and the contractor’s Technical Proposal.

· Document all guidance to the Study Performer and retain copies of such guidance, meeting minutes, and the Sponsor’s comments on deliverables.

5) Study Performer.  The Study Performer is the agent
under contract to perform the study.  This may be CNA, a civilian or defense contractor, or military analysts at LX or OAD.  The Study Performer will:

· Upon receipt of the SOW, draft a Technical Proposal (in the case of a contractor) or Study Plan (in the case of CNA or military analysts) detailing how the Study Performer will answer the Sponsor’s question.

· Keep in constant contact with the SPO and TSPO during the study to resolve issues, challenges, and questions.

· Work closely with the TSPO to develop models and in the review of model output.

· Draft Interim Reports (IRs) and In-Process Reviews (IPRs) for the SPO’s review.  Incorporate changes to the study and documentation upon receipt of the SPO’s comments.

  6) Study Advisory Committee (SAC).  The SAC provides
assistance and advice to the Study Sponsor and meets to review reports, evaluate progress, and ensure the study remains focused on specified objectives.  Each SAC is specifically tailored for a given study and may include representatives from HQMC, the Operating Forces, the Supporting Establishment, and/or any other organization having an interest.  Any organization, at its
discretion, may elect NOT to participate as a member.  SAC members shall:

· Review, recommend approval, or recommend revisions to the SOW, IRs, IPRs, and Draft Final Reports.

· Assist the study as it may pertain to their organizations’ area of responsibility and expertise.

    c. Study Cycle.  Figure 1. depicts the lifecycle of a study and Enclosure (1) gives step-by-step instructions for the conduct of a study.  There are four phases in the process.
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Figure 1. Study Cycle

  1) Phase 1 – Study Nomination.  The Sponsor and the
SPO, working with LX, will define the purpose, objectives, and scope of the study.  Studies are inappropriate for issues that could be addressed by a staff or group of SMEs.  During this phase the Sponsor will appoint a SPO who will work with LX to draft the SOW.  The Sponsor will form the SAC.  LX and the SPO will determine the best approach for accomplishing the study.  If it is determined that LX will perform the analysis in-house, skip to Phase 3a.  
  2) Phase 2 – Study Funding and Contracting.  This phase
includes releasing the SOW for bids from potential Study Performers, determining the best funding line, and selecting a Study Performer.  Studies may be funded using in-house money, centrally funded through the MCSS, or funded through other existing contracts such as IDIQs.  The SPO, LX, TSPO, and OAD will scrutinize Technical Proposals and select the Study Performer who demonstrates a thorough understanding of the Sponsor’s question and the most appropriate application of analytic technique for answering that question, resulting in actionable conclusions.
  3) Phase 3 – External Study Execution.  External Study
Execution begins with the kickoff meeting and ends with the delivery of the Final Report.  Major events include IRs and IPRs along with the Sponsor’s consolidated review and comment of these.  The SPO, LX and TSPO will maintain continuous contact with the Study Performer to provide data and points of contact (as needed), validate modeling assumptions, and review progress.
     3a) Phase 3a – In-House Study Execution.  In-House
Study Execution follows almost the same process except that the data collection, modeling, and reporting are all accomplished in-house by the SPO and LX.  Phase 2, Study Funding and Contracting, is omitted but Phases 1, 3a, and 4 will be accomplished.
  4) Phase 4 – Study Implementation.  The most important
phase of a study occurs after the study is complete.  The implementation phase ensures that the significant investment of time and money is not wasted and that the conclusions and recommendations of the study are implemented.  Within 30 days of receiving the Final Report the Sponsor will submit to OAD a SCL indicating the Sponsor’s intent for acting on the recommendations resulting from the study.  The SCL will include the problem background, purpose for the study, and the study objectives, 
conclusions, and recommendations.  It will specify internal I&L actions as a result of the analysis, recommended actions for agencies outside of I&L, and include an implementation plan as appropriate.  The SCL will be signed by DC I&L, at which time the Final Report will be released in accordance with the Sponsor’s distribution statement.
4.  Point of contact for this Policy Letter is the Logistics Operations Analysis Division (LX), 703-695-8800.

R. S. KRAMLICH

Distribution:

Installations and Logistics

Logistics Command
	Phase 1 - Study Nomination
	
	
	

	
	
	
	
	
	

	 
	Action 
	Lead, Supporting
	Description
	 
	Result

	
	
	
	
	
	

	1.1
	Formulate Problem
	Sponsor/SPO, LX
	Sponsor, SPO, and LX identify problem and consider analytic approaches for addressing problem.
	
	Well formulated problem statement.  Possible approaches for solving the problem.

	1.2
	Write SOW
	Sponsor/SPO, LX/ SAC
	SPO and LX work iteratively to write SOW.  SAC reviews and comments.  Sponsor approves final version.
	
	Approved SOW for submission to OAD and the COR.

	1.3
	Determine Study Approach
	SPO/LX
	SPO and LX determine the most appropriate approach for answering the Sponsor's question.
	
	Determination of in-house, contracted, or CNA study.

	1.4
	Form the SAC
	Sponsor/SPO
	Sponsor will solicit SAC membership from commands with a stake in the problem.
	
	SAC stood up.

	
	
	
	
	
	

	Note: For studies conducted in-house by LX skip to Phase 3a - In House Study Execution
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	Phase 2 - Study Funding and Contracting
	
	

	
	
	
	
	
	

	 
	Action 
	Lead, Supporting
	Description
	 
	Result

	
	
	
	
	
	

	2.1
	Select Funding Source
	Sponsor, OAD
	Depending on availability, studies may be funded through the MCSS, IDIQs, or in-house funding.
	
	Funding line established.

	2.2
	"Murder Board" SOW
	OAD (LX)
	OAD (LX) panel reviews SOW for completeness and applicability to analysis.
	
	OAD (LX) approved SOW.

	2.3
	Request for Proposal
	COR
	COR releases SOW for bids.
	
	Cost and Technical Proposals.

	2.4
	Review Technical Proposals or Study Plan
	OAD/SPO, LX/TSPO
	OAD, SPO, LX, and TSPO review Tech Proposals or Study Plan for applicability to problem and for analytic rigor.
	
	Selected Tech Proposal or Study Plan.

	2.5
	Select Study Performer
	OAD/COR, LX/TSPO/SPO
	Based on a review of the Cost and Tech Proposals, OAD will select a Study Performer.
	
	Study under contract.
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Note: For in-house studies LX will “Murder Board.”

	Phase 3 - External Study Execution
	
	
	

	
	
	
	
	
	

	 
	Action 
	Lead, Supporting
	Description
	 
	Result

	
	
	
	
	
	

	3.1
	Kickoff Meeting
	Study Performer/ Sponsor/SPO, LX/TSPO/COR
	Sponsor, SPO, LX, TSPO, COR and Study Performer meet to receive Sponsor's guidance and review study approach.
	
	Agreed upon deliverables and study methodology.

	3.2
	Data Collection
	Study Performer, SPO
	Study Performer collects data.  SPO provides access to personnel, data, and documents.
	
	Study Performer has a complete understanding of the problem.

	3.3
	Modeling
	Study Performer/ LX/TSPO, SPO
	Study Performer, TSPO, and LX work iteratively to develop mathematical or computer models.  SPO approves assumptions and models.
	
	Approved assumptions and models.

	3.4
	Interim Reports
	Study Performer, Sponsor/SPO/TSPO/ LX/COR/SAC
	In accordance with the schedule, Study Performer submits IRs for SPO, TSPO, LX, and SAC review.  SPO and Sponsor consolidate comments.  COR maintains copies of comments and IRs.
	
	Revised IR in response to Sponsor's comments.

	3.5
	In-Process Review
	Study Performer, Sponsor/SPO/TSPO/ LX/COR/SAC
	In accordance with the schedule, Study Performer, SPO, TSPO, LX, COR, and SAC meet to review study progress.
	
	Study Performer incorporates guidance as the study proceeds.

	3.6
	Draft Final Report
	Study Performer, Sponsor/SPO/TSPO/ LX/COR/SAC
	Study Performer submits Draft Final Report to SPO, TSPO, LX, and SAC for review and comment.  SPO and Sponsor consolidate comments.  COR maintains copies.
	
	Revised Draft Final Report incorporating Sponsor's comments.

	3.7
	Final Report
	Study Performer, Sponsor/SPO/TSPO/ LX/COR
	Study Performer delivers Final Report to Sponsor.
	
	Study complete with delivery of Final Report.




	Phase 3a - In House Study Execution
	
	
	

	
	
	
	
	
	

	 
	Action 
	Lead, Supporting
	Description
	 
	Result

	
	
	
	
	
	

	3a.1
	Kickoff Meeting
	LX/Sponsor/SPO
	LX meets with Sponsor to receive Sponsor's guidance and concurrence with study methodology.
	
	Agreed upon deliverables and study methodology.

	3a.2
	Data Collection
	LX, SPO
	LX collects data.  SPO provides access to personnel, data, and documents.
	
	LX has a complete understanding of the problem.

	3a.3
	Modeling
	LX, SPO
	LX develops mathematical or computer models.  SPO approves assumptions and models.
	
	Approved assumptions and models.

	3a.4
	In-Process Review
	LX, Sponsor/SPO
	In accordance with the Study Plan, LX provides study update to Sponsor and SPO.
	
	LX incorporates guidance as the study proceeds.

	3a.5
	Draft Final Report
	LX, Sponsor/SPO
	LX submits Draft Final Report to Sponsor and SPO for review and comment.
	
	Revised Draft Final Report incorporating Sponsor's comments.

	3a.6
	Final Report
	LX, Sponsor/SPO
	LX delivers Final Report to Sponsor.
	
	Study complete with delivery of Final Report.




	Phase 4 - Study Implementation
	
	
	

	
	
	
	
	
	

	 
	Action 
	Lead, Supporting
	Description
	 
	Result

	
	
	
	
	
	

	4.1
	Determine Sponsor's Actions
	Sponsor, SPO
	Sponsor writes implementation plan which may include MCATS taskers, follow up analysis, and/or submitting an UNS to the EFDS.
	
	Written Implementation Plan.

	4.2
	Draft Study Closeout Letter
	Sponsor, SPO/LX
	Sponsor drafts SCL for DC I&L signature.  SCL highlights the Sponsor's intended actions for implementation.
	
	Draft SCL.

	4.3
	Write Quality Control Report
	Sponsor/SPO
	Sponsor fills out required QCR, indicating his satisfaction with performance of study.  Submits to OAD
	
	Completed QCR.

	4.4
	Sign Study Closeout Letter
	DC I&L/Sponsor
	Sponsor submits SCL to DC I&L for signature.  Signed letter is forwarded to OAD within 30 of receiving the Final Report.
	
	Signed SCL.

	4.5
	Distribute Final Report and SCL
	COR
	COR distributes Final Report and SCL according to Sponsor's Distribution List.
	
	Final Report published.

	4.6
	Study Implementation
	Sponsor/SPO
	Sponsor implements recommendations and conclusions of study.
	
	DOTMLPF changes.


Note: Step 4.3 will be omitted for in-house studies.

1. Background.  (Define the history and background information leading to the current deficiency.)
2. Objective and Scope  (Wrap up the objective of the study in a one sentence statement.  Frame the study by considering what can reasonably be accomplished within the timeframe and fiscal constraints.  Be specific.  Do not ask the Study Performer for a general, open-ended study.)
2.1. Objective.  Considering the areas of Doctrine, Organization, Training, Materiel, Leadership, Personnel, and Facilities (DOTMLPF), develop a course of action for ______________.
2.2. Scope
2.2.1.  This study will consider input from each element of the MAGTF.

2.2.2.  Garrison, exercise, deployment, and combat operational environments will be included.

2.2.3.  Consider implications across the range of DOTMLPF factors.

3. Assumptions and Major Factors for Consideration
3.1. Assumptions  (Assumptions are particularly important when studying future concepts.  They will define the reality for the Study Performer.)
3.1.1.  The Marine Corps will continue to use _____________.

3.1.2.  In the future, major operations will be Joint in nature.

3.1.3.  Per doctrine, the Marine Corps must maintain and rely on organic assets for some period of time while engaged in initial operations and in non-permissive environments across the spectrum of conflict.

3.2. Major Factors for Consideration  (Major Factors for Consideration ensure that the Study Performer considers current and forthcoming policies.)
3.2.1.  Recommended courses of action will be in compliance with the processes established in the Logistics Operational Architecture (Log OA).

3.2.2.  Under the auspices of Logistics Modernization, the Marine Corps is reorganizing the Combat Logistics Element from single function battalions to multifunctional, direct support battalions.  Recommended courses of action will consider personnel and equipment changes resulting from this reorganization.

3.2.3.  Recommended courses of action must address impacts to the current and programmed systems acquisitions.

3.2.4.  Recommended courses of action must not conflict with the types of missions the supported unit might be assigned.

4. Methodology.   (The following sentence is the standard statement with respect to methodology.  Generally, the Study Performer is free to choose the methodology that they feel is appropriate for answering the problem.  The Sponsor and TSPO will review and approve that method prior to initiating the study.)  The study performer will determine the methodology and present that method in their technical proposal for government concurrence.

5. Performance

5.1. General.  The study shall be performed per the provisions of MCO 3902.1C, Marine Corps Studies System (MCSS).
5.2. Tasks  (Each task should be tied to a deliverable.  For example, at the conclusion of the task the Study Performer will deliver a document, model, or review.  The more clearly this is identified in the SOW, the better.)
5.2.1.  Task 1 – Review existing doctrine and applicable regulations and publications.

5.2.2.  Task 2 – 

5.2.3.  Task 3 – 

5.2.4.  Task 4 - 
5.3. Time of Performance.  The government anticipates the following schedule will be required in order to complete this study.
	Kickoff Meeting
	Within 10 days of award

	Monthly Progress Reports
	10th day of each month

	Interim Reports
	The study performer shall propose a minimum of 2 interim reports

	Draft Final Report
	(Must be received 60 days before end of contract.  Government has 30 days to review and comment.)

	Final Report
	(Will be completed within 30 days of receipt of government comments on the Draft Final Report.)


6. Deliverables
6.1. Reports
6.1.1.  Monthly Progress Reports shall be delivered to the Study Project Officer by the 10th day of each month and cover the previous month’s activities.  Each monthly progress report shall contain the following data in the below format.

-----------------------------------------------------------

FORMAT

1. Title of Study

2. Executive Summary

3. Delivery Order Number and Contract Number

4. Progress Report:

a. Objectives

b. Support Marine Corps Project Officer

c. Contracting Officer’s Representative

d. Project Leader

e. Principle performers

f. Work accomplished during the reporting period

g. Work planned for the next 45 days

h. Reports, briefings and meetings conducted during the reporting
period

i. Problem areas and recommended solutions

5. Delivery Order Schedule Status

6. Financial Status Report

a. Authorized delivery order funding

b. Milestone Payment (current period and cumulative)

c. Other direct cost expenditures (Include fee)(current, period,
and cumulative)

1)Other costs

2)Sub-contractor expenses (if applicable)

d. Travel cost expenditures (current period and cumulative)

e. Total funds expended

-----------------------------------------------------------

6.1.2.  Interim Reports will be provided at designated periods in the conduct of the study.  A minimum of ___ interim reports shall be given at appropriate intervals.  The reports will be tied to the completion of the tasks and will logically lead to the development of the Draft Final and Final Reports.  Interim Reports shall be briefed at the In-Progress Reviews (IPRs).  The government will provide written comments within 15 days of receipt of an Interim Report.

6.1.3.  The Draft Final Report will summarize the entire study and include a stand-alone Executive Summary including background, methodology, major findings, courses of action and recommendations.  The Draft Final Report is due 60 days prior to the end of the contract, allowing the government 30 days to review and comment.

6.1.4.  The Final Report will be accomplished within 30 days of receipt of the government’s comments on the Draft Final Report and will address any issues raised.

6.2. Reviews

6.2.1.  In-Progress Reviews are briefings that cover the results of the study performer’s efforts on specific tasks, phases, or reports.  They will follow each of the IRs.
6.2.2.  A Final Review will be given covering the conclusions and recommendations of the study.  This briefing will coincide with delivery of the Draft Final Report and will include an executive level brief suitable for presentation to flag officers.

6.3. Universal Needs Statement (UNS).  (As applicable, the study performer will draft an UNS based on the results of the study.  The UNS will be submitted into the Expeditionary Force Development System (EFDS) and will form the basis for DOTMLPF changes throughout the Marine Corps.)
7. Guidance
7.1. The study performer shall submit a Technical Proposal including a detailed explanation of their methodology for collecting information and synthesizing that information in order to propose courses of action.  The Technical Proposal will include an explanation of any models, analytical techniques, and databases the study performer intends to use.  The resultant material from any modeling effort shall be provided to the Marine Corps as part of the deliverables and include unlimited rights.

7.2. Any modeling assumptions must be specifically approved by the Study Project Officer and clearly identified in the reports.

7.3. Conclusions and Recommendations must include supporting rationale.

7.4. All reports and presentations shall be “UNCLASSIFIED”.  If classification becomes necessary the Study Project Officer will be notified and a determination will be made.

7.5. The study performer shall meet in a kickoff meeting with the Study Sponsor for the purpose of ensuring there is clear understanding of the studies objectives and deliverables.

7.6. The study performer shall provide draft minutes for government review after all formal meetings.  A formal meeting is defined as follows:  the kick-off meeting, an in-progress review, final review, or any meeting designated formal by the study sponsor, study project officer, or contracting officer’s representative prior to the meeting.

7.7. Travel.  (As appropriate)  The Technical Proposal will include a proposed travel summary for the government’s approval.
7.7.1.  Local travel within the Washington Metropolitan area may be necessary.

7.7.2.  Travel to Camp LeJeune, Camp Pendleton, and Okinawa, Japan is anticipated.
8. References/Materials. The government will provide the following documents and materials:  (List Government Furnished Materials (GFM))
8.1. Additional documents and other government support required by the study performer shall be identified in the Technical Proposal for government concurrence.

9. Coordinating Instructions
9.1. Study Sponsor.  Deputy Commandant for Installations and Logistics (DC I&L).

9.2. Study Advisory Committee (SAC)
9.2.1.  Study Project Officer (SPO)

Rank Name
I&L (Office Code)

Email: 

Comm Phone: 703-695-
9.2.2.  Technical Study Project Officer (TSPO)

Rank Name
I&L (LX)

Email: 

Comm Phone: 703-695-8800
9.2.3.  Contracting Officer’s Representative (COR)

Rank Name

Organization
Email: 

Comm Phone:
9.2.4.  Study Advisory Committee Members (Invite participation from any organization that may be effected by the study.  Add their name and unit here.)
HQMC: 

MCCDC: 

LOGCOM: 

SYSCOM: 
MARFOR: 
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Date

From:  Sponsor Command

To:    Distribution

Subj:  STUDY COMPLETION LETTER FOR THE _________________ STUDY

Ref:   (a) MCO 3902.1C

Encl:  (1) Executive Summary for the ________ Study (one - two page summary)

1.  Study Information.  (At a minimum, the following should be included in the Study Completion Letter (SCL)).
a.  Background.  This study was conducted under the auspices of the Marine Corps Studies System per the reference.  (Add any other pertinent information which might be necessary to explain the background of the study).

b.  Purpose.  The purpose of this study was to… (Completely explain the reasons the study was needed).


c.  Objectives.  The ___________ study has been completed and the objectives of the study have been met (or explain the situation as appropriate).  The study objectives were as follows:



(1) 



(2) 



(3) Continue as required

d.  Results.  The following major points or recommendations have been produced by the study.



(1) 



(2) 



(3) Continue as required
2.  Sponsor Intent.  (Describe what action(s) the sponsor intends to take based on the study and what the sponsor requests or recommends other commands (or the USMC as a whole) do based on the study results.)
3.  Point of Contact.






GO signature of sponsoring command

Distribution:

List ALL organizations which should receive a copy of the study.  DTIC and MCU Research Center are included in the distribution.  List one of the DISTRIBUTION STATEMENTS from the next page.
ADDITIONAL INFORMATION

1.  In addition to the SCL, ensure the following items are completed.

a.  An abstract of the Final Report.  No more than 200 words, which describes the study.  This abstract will be forwarded to the Defense Technical Information Center (DTIC) and posted on their website.  The abstract will also be posted into the OAD database and routed to CG, MCCDC for review.

b.  A completed Quality Control Checklist provided by LX.

2.  The sponsor must select, and assign to the study, one of the following distribution statements.  The distribution code shall be placed into the SCL.

DISTRIBUTION STATEMENT A.  Approved for public release; distribution is unlimited.

DISTRIBUTION STATEMENT B.  Distribution authorized to U.S. Government agencies only (fill in reason) (date of determination). Other requests for this document shall be referred to (insert controlling DoD office)

DISTRIBUTION STATEMENT C.  Distribution authorized to U.S. Government Agencies and their contractors (fill in reason) (date of determination). Other requests for this document shall be referred to (insert controlling DoD office) 

DISTRIBUTION STATEMENT D.  Distribution authorized to the Department of Defense and U.S. DoD contractors only (fill in reason) (date of determination). Other requests shall be referred to (insert controlling DoD office). 

DISTRIBUTION STATEMENT E.  Distribution authorized to DoD Components only (fill in reason) (date of determination). Other requests shall be referred to (insert controlling DoD office). 

DISTRIBUTION STATEMENT F.  Further dissemination only as directed by (inserting controlling DoD office) (date of determination) or higher DoD authority. 
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