Marking Classified Correspondence
Classified and special handling correspondence

a. General.
Information that requires protection against unauthorized disclosure in the interest of national security shall be classified. The contents of a classified communication will be revealed only to individuals who have the appropriate security clearance and whose official duties require such information.

This chapter,  contains illustrations and sample classified memorandums to show proper security classification marking of correspondence. The text in the illustrations (figs 1 through 3) covers most of the important information. This chapter does not:

a.
Contain or reveal classified information. Markings are for illustration only.

b.
Illustrate every conceivable situation that may be encountered in the production of classified correspondence.

This chapter is especially important to anyone who writes, signs, or otherwise prepares classified correspondence. Make sure that all security markings are correct. 
This chapter does not provide guidance on downgrading, reclassification instructions, or additional special markings; nor does it contain illustrations on classifying original material. 

Normally, the classification marking will be the largest print on the page. Consider that the classification marking on the figures are of proper size (even if they are not in some cases due to space limitations).
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1. (U) This is a sample of a fairly complex document with multiple part paragraphs and
subparagraphs. It shows the proper methods of applying portion classification markings required
by AR 380-5. All portions of classified documents will be marked in a manner that eliminates
doubt as to which portions contain classified information. This paragraph contains only
unclassified information. Subparagraph a contains SECRET information. In this example, each
portion is clearly marked to show its classification.

a. (S) Following the paragraph number or letter, portions may be marked with parenthetical
symbols, “(TS)” for TOP SECRET, “(S)” for SECRET, “(C)” for CONFIDENTIAL, and “(U)”
for UNCLASSIFIED. When appropriate, the symbols “RD” for Restricted Data and “FRD” for
Formerly Restricted Data shall be added, e.g., “(S-RD)” or “(S-FRD)”. Also, portions that
contain Critical Nuclear Weapon Design Information (CNWDI) will be marked “(N)” following
the classification, for example, “(S-RD) (N)”.

b. (C) There is one exception to the portion marking placement rule. In the case of the
subject of the document, the portion marking follows the subject as shown above.

¢. (C) This subparagraph contains CONFIDENTIAL information.
d. (U) This subparagraph contains UNCLASSIFIED information.

2. (S) As this sample is two (or more) pages, the first page would be marked with the highest
overall classification, and the others would be marked at the top and bottom with the highest
classification of the information contained in each respective page.

CLASSIFIED BY: TOW Heavy Antitank Assault
Weapon System SCG, 2 Oct 99

REASON: 1.5(a)

DECLASSIFY ON: 1 Jan 04
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3. (S) Portion classification markings must also be done on all classified Department of the
Army correspondence, such as a Memorandum for Record, or a letter.

4. (C) The abbreviation “SCG” used on the “Classified By” line of this sample document means
“Security Classification Guide.” Security Classification Guides are issued for each classified
system, program, plan or project. They:

a. (U) Identify the information elements to be protected;

b. (U) State the classification level of each element or category of information;

¢. (U) State declassification instructions for each element or category of information;
and

d. (C) State any special public release procedures and foreign disclosure considerations.

FOR THE COMMANDER:

HARRY B. HENDERSON

Colonel, GS

Deputy Chief of Staff for
Operations, Plans and Security
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3  MEMORANDUM FOR USERS OF AR 25-50

1

2  SUBIJECT: Classified Transmittal Document (U)

1

2

3 1. (TS) The top and bottom of a classified transmittal document will be marked with the highest
overall classification of the information in the transmittal document and its enclosures. If this
transmittal document consisted of two or more pages, it would be necessary to mark each page
with the highest classification level of information revealed on that page or “UNCLASSIFIED,”
whichever is appropriate.
2. (U) Because this is a sample of a transmittal document that is itself classified, it is necessary
to mark the classification of each portion and the subject.
3. (S) Remember, a classified transmittal document requires a “Classified By” line and
downgrading or declassification instructions.
4. (U) The first page of a Top Secret document must also contain the TS control number and
copy number in the lower right corner.

1

2 FOR THE CHIEF ARMY RESERVE:

1

2

3

4

5 ELLIOT R. BROWN

CW3, GS
Security Manager

CLASSIFIED BY: CAR, HQDA, WASH, DC
REASON: 1.5(a)
DECLASSIFY ON: Completion of
Exercise “REX BRAVO”
TS-88-0069
Cp IR of 2
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Figure 1. Marking the security classification of portions





Figure 2.  Marking the security classification of portions for continued pages





Figure 3 Classified transmittal documents





































































































































































































































































































































































































