Form for addresses, salutations, and complimentary closes

1. General
a. Prior to addressing a salutation or completing a communication, determine how the individual wishes to be addressed.

b. If uncertain of gender, contact the appropriate post public affairs, protocol, or administration office to assist in verification. Use the title “Ms.” rather than “Mrs.” in addressing a woman if there is any uncertainty about the correct title; if the correspondent uses the title “Ms.,” address the response “Ms.” as its use would indicate that Ms. is preferred by the correspondent.

The proper form for addresses in letters and on envelopes and for salutations and complimentary closes in letters is provided in the tables. Letters will be addressed using upper- and lowercase letters as shown below

The greeting. 

a. To a named military or Civil Service recipient. If you write to a named equal or junior who you know well, use the recipient’s forename or nickname. If you don’t know the person well, use (military) ‘Dear Rank Surname’, or (non-military) ‘Dear Ms, Mrs, Miss, or Mr …’. To greet a superior, use (military) ‘Dear Rank Surname’, or (non-military) ‘Dear Ms, Mrs, Miss, or Mr …’. For military officers, use generic ranks; for example refer to an air vice-marshal or rear admiral as ‘Air Marshal’ or ‘Admiral’ respectively. 
b. To an unnamed military or Civil Service recipient.  If you don’t know the military or Civil Service recipient’s name, address the letter to their job title and don’t use a greeting or an ending. 
c. To a person outside the MOD.  In a letter to a member of the public, use the greeting ‘Dear Mrs, Ms, Miss or Mr Surname’.  When you write to a person employed outside the MOD, give their surname, their job title and the organization’s name above their address. Then use ‘Dear Mr, Mrs, Ms or Miss’ and their surname in the greeting.  If you don’t know a person’s name, or want to write to an organization as a whole for some reason, use the greeting ‘Dear Sir’, ‘Dear Madam’ or ‘Dear Sir or Madam’. 

Ending and signature block. 
If your letter begins ‘Dear name’, end with ‘Yours sincerely’. If you begin in any other way, end with ‘Yours faithfully’. If you didn’t use a greeting, don’t use an ending. Sign the letter and add a signature block that shows your initials and surname, military rank (or title for Civil servants), and job title (unless this appears in the letter head): 

J D Smith 

Ms J D Smith

Squadron Leader Appeals

Supervisor Appeals Supervisor

To individual by job title or more than one addressee. No greeting or ending; then put signature and signature block. 

To individual by name. Use greeting style ‘Dear Col Smith’ and end ‘Yours sincerely’, then signature and signature block.  No post-nominal letters for you or recipient.






