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MARKING SIPRNET EMAILS 
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MARKING POWERPOINT PRESENTATIONS 

 

• Mark Slides with overall classification level and 
associated markings (i.e., portion marking, “derived 
from”, “declassify on” line, etc.) 

 

• Border, holder or frame shall be marked with the 
highest overall classification. 

 

• Group of classified briefing slides used together 
and maintained together as a set, mark only the 
first slide of the set with highest overall 
classification 
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MARKING SLIDES OR TRANSPARENCIES 

 

Mark slides or transparencies, including those 

generated on IT systems with their highest overall 
classification level and associated markings on the 
image area, border, holder or frame. 

 

Groups of slides or transparencies used and stored as a 
set shall be marked with their highest overall 
classification level and associated markings, “Classified 
by,”  “Reason,” “Derived from,” and “Declassify on,” 
which shall  be marked on the image area of the cover 
slide or transparency only. 
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 WORKING PAPERS 
SECRET AND CONFIDENTIAL WORKING PAPERS 
 
1. Secret and Confidential working papers such as classified 
notes from a training course or conference, research notes, 
rough drafts, and similar items that contain Secret or 
Confidential information shall be: 
 
     a. Dated when created; 
 
     b. Conspicuously marked centered top and bottom of each 
page with the highest overall classification level of any 
information they contain along with the words "Working Paper" on 
the top left of the first page in letters larger than the text; 
 
     c. Protected per the assigned classification level; and 
 
     d. Destroyed, by authorized means, when no longer needed. 
 
2.  Commanding officers shall establish procedures to control 
and mark all Secret and Confidential working papers in the 
manner prescribed for a finished document when retained more 
than 180 days from the date of creation or officially released 
outside the organization by the originator.  A document 
transmitted over a classified IT system is considered a finished 
document. 

3.  If individually controlling binders for each person that has 
files printed from the SIPRNET, see your section Secondary 
Control Point Custodian to have a control number assigned to the 
binders and keep track of your documents that are being filed 
and destroy if not needed before it reaches the 180 days period.      
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UNCL
ASSIF

IED

Marine Corps Installations East-Marine Corps Base, Camp Lejeune Derivative 
Classification Training

(Please Print Full Name)   I, ______________________________________ , 

have read the power point presentation furnished to me by the Marine Corps Base, Camp Lejeune

Security Manager.  I understand my responsibilities in marking classified material .

Signature: ____________________________________________  

Training Completion Date:  _______________________________

Acknowledgement Certificate

 

 

 
 

 


