SAMPLE NAVAL MESSAGE FORMAT:

FROM XXXXXXXXXXXXX

TO RUWNAUP/USS THACH
INFO RUWDXBQ/SOUTHWEST RMC SAN DIEGO CA//
SUBJ/VISIT CLEARANCE REQUEST FOR XXXX

REF/A/RMMCO ID (RMMCO ID is mandatory for Alteration Installation Team (AIT) visits)
POC/XXXXXXXXX

For government and/or government-sponsored contractors visiting from outside the San Diego area, add the following statement at bottom or your request). REQUEST TEMPORARY PASS FOR RENTAL CAR (to avoid delay at pass and decal when checking in).

Government/Military personnel must be divided from contractor personnel as there are different requirements needed.  Please reference below for an 

Example that includes both government/military and contractor personnel:

A. Government/Military Activity Name, address, and telephone number

1) Full name, rank, rate, or grade, date and place of birth, SSN, title or

   position, UIC/RUC, citizenship, and Security Clearance level if visit is  

   classified.

.

.

.

.

B. Contractor Company Name, address, telephone number, Contract number (if applicable), CAGE code, and FCL.

1) Contractor’s full name, title or position, SSN, date and place of birth, 

   citizenship, Security Clearance level if visit is classified.

.

.

.

.

