[image: ]UNITED STATES MARINE CORPS 
Your Unit
X ME-DIV-MAW-MLG
PSC BOX 12345
CAMP X, State  12345                                                                              
 	     		IN REPLY REFER TO:
											1000
											CO
											DD MM YY
From: Commanding Officer
To:   Rank Last Name, First Name, MI. 12345/0302

Subj: APPOINTMENT LETTER FOR ASSIGNMENT AS THE COMMAND
      LEADERSHIP DEVELOPMENT COORDINATOR 

Ref:  (a) MCO 1500.61
1.  I. M. Marine you are hereby appointed as the command Leadership Development Program (LDP) Coordinator.  Your duties shall include but are not limited to the following:

    (a)  Maintain all relevant LDP documents, forms, templates, orders, and references on hand in support of Command LDP training events.

    (b)  Assist in the review, drafting, editing, assembly and publication of printed materials and standardized counseling jackets.

    (c)  Provide oversight of all LDP training efforts, both at the Group/Regimental and Squadron/Battalion levels.

    (d)  Coordinate with base, Group/Regimental and subordinate unit SMEs to support LDP planned training events.

    (e)  Support the Lejeune Leadership Institute’s effort to share the best practices from the Marine Corps.  Further information and references can be found here: https://www.usmcu.edu/lli/marine-leader-development  

2.  This assignment is a collateral duty and shall not take precedence over normal responsibilities. 

3.  The point of contact is the Executive Officer/Sergeant Major.
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