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BIREAU CORRESPCHDENCE HAMDROOK
L Letters and Memaranda

PART 1 -
Charter 1 —— IRTTURY AND EMORANDA

1.1 Zeneral

A. Purpose. This Eandbook mives the format and nrocedurss for pra-

rarine letters and memoranda to be siened in the Buresu. It also con—
tains ruldelines for envelopes and mailing, telegrums and models of
adireas.

(1) Use this handbook in addition to the following:

(2) The Demartment of Interior Corresrondence Handbook
{300 D¥). This handbook contains tne fuidelines for treparing corres-
vonidence for Derartment signature, and is distributed separately by the
Department. Contact the Department for extra copies.

. (b) The Covernment Printing Office Stvle Manual. This
Tznual contains standards for capitalization, spelling, compound words,
runctuation, abbreviations and numerals.

(2} Use this Fureau Handbook instead of the U.Z. Government
Correspondence Manmual, since the Government Manual has been included in
tne Fureau Handbook.

(3) This landhook does not cover srecialized documents such as
reports, Federal Register or Pureau Manual materinl, articles or sreeches.
These are coversd in other parts of the Rureau Manusl.

F. Arrangerent of This Chapter. The following sections tell how
letters and memoranda should be prepared for Fureau signature. Generally,
the rules are the same for both. Vhere they differ, the specific |
instructions for each form will be given. Illustrations 1 and 2 show the
format of letters and memcranda. The circled mambers shown on the
illustrations refer to the section in this Handbook that discusses that
part of the format.

C. VPFodification By Area Offices. Central Office emplqyees are
required to follow the procedures gfiven in this landbook. Area Directors
ray modify these procedures, if necessary, to meet local conditions.

D. -~ Distribution. This Handbook will e Aistributed to all Bureau
employees who prepare correspondence. Parts I and IT are primarily for
the gmidance of tyrists, stenographers and secreturies. Part ITI ig
primarily for drafters and reviewers.

- g _ BIAM REISSUE
Supr. 1, Relemse 2A, MAR 19 1580 FEBRUARY 1984
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E. Correspondence Review by Secretaries. The secretary to the
division or office head should veview correspondence prepared in his/her
division or office to insure that it was prepared correctly. Such items
as grammar, spelling, punctuation, neatness, and conformity with
correspondence instructions should be considered.

1.2 Types of Correspondence.

A. Letters. Letters are used for correspondence with addressees
outside the Department. Tribal councils or committess are considered
addressees outside the Department, therefore lettars may be addressed
direectly to them or their members. When letters to tribal councils or
committees are not addressed through an Area Director or Superintendent,
send a copy to the Area Director or Superintendent concerned. Illus-

tration 1 is a sample of the correct format for a letter prepared in the
Bureau.

B. Memoranda. Memoranda are used for all correspondence within
the Department of the Interior with the following exception: Corre-
spondence to Area Directors or Superintendents authorizing the call of
tribal constitutional elections and approving the results of those
elections will be in letter form since that correspondence will even—
tually become a part of tribal records. A sample of the Format of a
memorandum is shown in Illustration 2. Use Optional Form 10 or Optional
Form 37 for memoranda; these forms may be ordered following the same
procedure used for ordering standard forms. Use Bureau stationery only
for letters.

1.3 Statiomery. Use Bureau stationery as follows:

Type of Correspondence or Copy First Page Succeeding Pages

ORIGINAL

Routine Correspondence sasses Letterhead ssasnsanasnee Plain bond

CARBON COPIES

£

Courtesy, informational
(1f necessary) seeeseesesssss Latterhead tissue*....... Plain tissue
Reading fille S

(if required) sesasssERsSABRTOSE R White tissue esesnsERERTE White tissue
Bureau SUTRAME sssevssssssess White tissue scceecererese White tissue
Chronological seeesecccceacese White tissue eessseesssse  White tissue

Other T T LR R R AN R R NN R ] White tissue sssBacnasn ey White tissue

7*Use letterhead tissue, if available. 1If not, use plain tissue stamped or
typed with agency identification.

Supp. 1, Release 26, TEAR 1 9 1980 - ) - BIAM REISSUE
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1.4. Number of Copies. Prepare the following copies for all correspondence:

A. Surpame (This is the official file copy and should be retained
by the originating office). When an identical raply is used for several
inquiries, make only one surname (file) copy. Note on this copy that
identical letters are being sent to other addresses.

B. Office chronclogical

C. Mzilroom

. In addition, the following copies ares required as outlined below:

A. Courtesy Copv.

_ (1) Include in letter addressed to member of Congress or
Supreme Court or to top White House Official (if letter prepared in Field
Office, send additional copy to Ceantral 0ffice).

(2) Include additional copy for Washington office of a member
of Congress when writing to him/her outside of Washington.

B. Informational Copvy.

(1) Make for Area Director by Central Office when original
sent to addressee (other than Director) in that area (include copy of
_ incoming letter).

(2) Make for Congressional Liaison (CL) feor all Congressiomal
correspondence.

(3) Make for any Area or program offices referred to in letter
itself. i

(4) Make for Executive Secretariat (ES) for all correspondence
controlled by Department.

(5) Make for Commissioner’s Correspondence Staff (BCCO) for all
letters signed by Assistant Secretary or signed, surnamed or reviewed by
Acting Deputy Asst. Secretary (Operations) or controlled by BCCO.

c. 'Assistant Secretary Reading File Copy. Prepare for correspondencea
which may interest Assistant Secratary or Acting Deputy Assistant Secretary
~ {(Operations).

Supp. 1, Release 28, 6/25/81 BIAM REISSUE
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D. Secfetary's File and Secretary's Reading File Copies. Pfepare for
all correspondence signed by Assistant Secratary. One file copy and two
reading file copies.

1.5 Margins and Spacing.

A, Marging.

(1) Margins should be at least 1 inch on the sides and the
bottom. On the second and succeeding pages, the top margin is 1) inches.
(See section 1.7C for placement of Page numbers on second and succeeding
pages).

(2) When a letter or memorandum is considerably less than ome
page In length, side margins wider than 1 inch may be used for a more
balanced look. -

B. 'Sgacggg.

(1) Double space drafts, leaving three Spaces between paragraphs.

- (2) Single space final material, with two spaces between paragraphs.
When final material is less than eight lines, it should be double spaced.

1.5 Heading.

A, Letters.

(1) "In Reply Refer to:" This phrase is pre-printed in the
upper left of Bureau stationery. Undermeath the phrase, type at least
the name of the originating offica. Any other control number used by the
originating office should be added immediately after the office name.
Underneath and aligned with this, type the BCCO number for any reply to
controlled correspondence. (See the sample letter in Illustration 1).

(25 Date.

i

(a) If the date of signing 1s known, type it near the
upper right hand cormer,. two lines below the Tirst line of the letterhead.

_ =~ (b) Omit the date on a letter that will be signed in
another office or that may not be signed the day you type it. Stamp the
date in the appropriate place on the original amd all coplies after the
lettar 1s signed.

(3) Address.

(a) Iyping. Type the address at the left margin. Single ..
Space the address and arrange it In block style. To be visible in a

window envelope, no line of the address should be longexr than 4 inches.
. BIAM REISSUE
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Where window envelopes are not used, the address should begin at least &
lines below the bottom of the letterhead to allow for date gtamping. If
the letter is shorter than one page, typa the address so the letter is
centered on the page. When runover lines are required, indent two spaces
from the left margin. Limlt the address to five lines. Example:

Mr. John L. Doe

Chairman, Secretarial-~Professional
Association of the United Statas
5906 Weaver Place S.E.

Barnesboro, PA 15714

(b) Mail Codes. If lettars to other elements of the Bureau
or to outside agencles are to be mailed in individual envelopes, include
the mail code in the address. Also Include the addressee's mail code or

office symbol, when known, on letters sent to another Government agency.
Example:

Director, Administrative Services Division {(BRXX)
Federal Service Agency
Cleveland, OH 12365

(c) T“Artention” Lines.

(1) General. Spacific addresses should be used,
rather than "Attentlon” lines, whenever possible. An "Attention" line
can usually be avoided by including in the address the reference entered
after the "Reply to Attention of:" caption on the incoming letter, Lf
an "Attention” line must be used, type "Attention:” on the line below the
first line of the address, flush with the left margin. Example:

Electrical Supply Division ) i
Attention: J.F. Jones :

Building 25

Federal Plaza

East Cranston, KY 20014

(11) Congressional Correspondence. Occasionally,
referral slips on Congressional correspoundence include a notation to reply
"Attention: Miss »" Since the Congressman's office may send the
Bureau's reply to the constituent, it 1s more appropriate to place the
"Attention™ line on the envelope rather than on the face of the letter.
Example: . '

Honorable John N. Doe -
Attention: Miss Jones

House of Representatives

Washington, D.C. 20515 ' : BIAM REISSUE

Supp. 1, Release 26, MAR 1 ¢ 1220 ’ .FEBRUARY 1984 K
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(d) Rerlies to Petitions or Regolutions. Vhen replying to

a petition or resolution, address tne person who submitted it or the
first person who signed, and mention the other simers. If practieal,

.make a carkton copy for each signer of a multiple-signed rcetition or
resolution. Wake only one official file (surname) cooy and indicate on
it tne distribution of copies es shown helow.

(e) Replies to Multiple-Sigmed Letters. There are seversl
ways of addressing replies to letters sismed by two or more persons:

(i) Address First Sismer Only. Address the reply to
tne first person who signed the letter and state in the first rarazraph
that the rerly is intended for the others also. If practical, make a
carbon copy for each of the signers. Prepare only one official file

(surname) copy and indicate on it the distribution of copies as shown in
sections 1.9D and 1.8G, helow. :

(ii) Address All Sigmers Jointly. If there are not
mere than 10 sigmers and they are of equal official status, address the
rerly to them jointly in the order of their sigmatures. Use the aperovriste
plural salutation as shown on Chapter 5 of this Part. Prepare an original
for each recipient, but only one official file (surname) copy.

(iii) Address Each Signer Separately. Address an
dentical rerly to each of the signers with a statement in the opening
raragraph that the same reply is being made to the other signer(s).
‘repare an original for each recipient, but only one official file
(surname) cepy. On the surname copy, type "Identical letter to:" below
the signer's title or any other preceding notation, beginning at the left
margin. On the next line, list the names and addresses of the recivients
of the letter. If there is not enough space at the bottom of the pare,
type the list on a separate sheet and attach it to the surname copy.

(f) Other Points.

G)ﬂ‘)’ In sending telegrams or special delivery letters,
use street addresses; for other correspondence and Mailgrams, use rost
office box mmmbers. - ‘ :

<3€)L21' "Stop" codes listed in the Departmental Telerhone
directory are used only sending mail to other Federal agencies in the
Washington area—never for Congressional mail. (R.I.A. Central Office mail
to the Hill is sorted in our Mailroom and taken to Ramp B for resular daily -
trips to the Capitol Mailroom).

Supp. 1, Release 26, MAR 1 ¢ 1380
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‘;) 27T Ageney title (including B.I.A.) must always appear
in address (envelope, etc.). Although there is ouly one agency (B.I1.A.)
in Window Rock, Arizona, there are a number of agencies (Area Directors,
stc. ) in Sacramento, Phoenix, ete.

(i\l) LT "Ms." now 1is used in addressing women whose marital
status is unknown.

(y) (#7 “Aberdeen Area Director” is preferable to "Area
Director, Aberdeen.”

(6) Members of Congress are addressed differently
when corresponding with their local {(field) offices than when corresponding

with Washington Offices (See Chapter 5). Use committee titles, if signed
50.

B.- Memoranda. The only two forms of stationery authorized by the
Department Manual for meworanda are Optional Form 10, "U.S., Government
Memorandum™ and Optional Form 37, "U.S. Government 2-way Memo.” No other
stationery may be used. See Illustration 2 for a sanple of a correctly
typed memorandum.

(1) "Date” Line.

(a) 1If the date of signing is known, type it in the upper
left hand corner, opposite the word "date.” :

(b) Omit the date on a memorandum that will be signed in
another office or that may not be signed the day you type it. Stamp the
date in the appropriate place after the letter is signed and date all
copies. ’

(2) "Reply to Attention of" Line. Tyﬁe the name or title of
the originating official opposite this line.

(3) "Subject” Line.

¥

 (a) The subject of a memorandum is a brief, usually not
more than ten words, statement of what the menorandum is about. Type
this phrase in the upper left corner opposite the word "Subject™, If
more than one line is needed for the subject, begin succeeding lines
flush with the first line. Capitalize.only the first letter of the first
_word and all proper nouns. Example:

Subject: Deslignation of members of the Amalgamated Welfare and Recreation
Board

BIANM REISSUE
Supp. 1, Release 26’?’??\?% 1 0 1980 : , . FEBRUARY 1984
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(b) When writing back to the same office or person on the
same subject, type the sender's reference after the subject. Example:

Subject: Disposition of records (Your ltr, 9/11/79)

(¢) 1If you write a second memorandum to the same person on

the same subject before you receive a reply, include your reference after the
subject. Example:

Sﬁbject: Disposition of records (Our 1ltr, 9/11/79)

(4)"To" Line. Type the name or title of the person{(s) to receive
the memorandum.

(5) “"Through” Line. If the memo 1s to be sent through another
office for concurrence, type "through™ two lines below the "To" line,
aligned with the preprinted word "To.” Type the name or title of the
individual or office through whom the memo is to be routed on the same
line, aligned with the name of the person to receive the memorandum.

1.7 Text.

A. Salutation. Each letter must have a salutation. Type flush
with the left margin, 2 ldnes below the last line of the address. If
using a window envelope, begin the salutation at leaat six lines below
the last line of the address. When an "Attention” line is used, the
salutation is still directed to the addressee, not to the person named in
the "Attention” line. Never use a first name in typing the salutation.
See Illustration 1 for placement of salutation. Chapter 5 shows the proper
salutation for certain addressees. Do not use salutations in memoranda.

B. Spacing. Begin the text 2 lines below the salutation on a letter
or the "To"” line on a memorandum. Begin each main paragraph flush
with the left margin. Indent subparagraphs 5 spaces. Begin second :
and succeeding lines flush with the left margin. Single space the body
of the letter; double space between paragraphs. Double space letters of
one paragraph or less than 10 lines; triple space between paragraphs when
the text is double spaced. ' ' '

C. Succeeding Pages. Type the second and succeeding pages on plain
bond paper. Starting with the second page, type the page number 7 lines
from the top of the page, in the center of the line. Continue the text 2
lines below the page number.

Supp. 1, Release 26, MAR 1 9 1280  BIAM REISSUE
FEBRUARY 1984
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D. Numbering and Lettering Paragraphs.

(1) When it is necessary to break a paragraph into subparagraphs,
the subparagraphs may be numbered and lettered. Indent the first line of

each subparagraph or further subdivision. Begin second and succeeding
lines at the left margin.

(2) Main paragraphs may also be numbered if the numbering
would be helpful to later correspondence. Illustration 3 illustrates !
the way paragraphs and subparagraphs should be numbered.

(3) Do not begin a paragraph near the end of a page unless
there 1s room for at least two lines on that page. Do not continue a

paragraph on the following page unless at least two lines can be carried
over to that page.

E. ggotations.

"(1) Run a quotation of less than two lines into the text. Use
double and single quotations as shown in the following sentence: The
regulation states”....ambiguous references such as 'herein’ 'above,’
and "below' shall not be used.”

(2) A quotation of more than two lines is blocked 5 spaces
from the left and right margins of the text. Double space batween quoted
paragraphs. Quotation marks are usually omittede If you need them, use
opening marks at the beginning of each paragraph, but use closing marks
only at the end of the last paragraph.

(3) Indicate ommissions from quoted material by three asterisks
or pericds, with ome space between each. When the omission 1s a full
paragraph or more, indicate it by a full line of asterisks, with five
spaces between each.

1.8 signature.

A. Letters.

(1) The complimentary close “Sincerely” 1s required onm all
letters. Type this 2 lines below the last line of the text, in the
middle of the page.

(2) Type tﬁ: signer's title 6 lines below the complimentary
close, and flush with it. Do not type the signer's name.

Supp. 1, Release 27 , 6/4/80
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(a) The correct typing for the Assiatant Secretary 8 -
title i{s: Assistant Secratary — Indliaw Affairs.

) (b) The correct typing for the Commissioner - title is:
Commissioner of Indian A!fairs

(3) See 15 BIAM 1.3 for signatory authority of various Bureau
officials.

B. Memoranda. Do'nofrtyﬁe anything in the signature area of a
memorandum, since s complimentary close is not used and the signer's
title is already given in the heading.

1.9 Disposition Blocks. Disposition Blocks are used to show concurrence
or approval by higher organizational levels. Type disposition blocks flush
with the left margin, on the fourth line below any preceding entry.  Use
the format below for disposition blocka:

Concur:

Director, Office of Administration Date

Approved:

Commissioner ) _ Nate
1.10 Notations.

A. Accompanying Attachments or Enclosures.

(1) Use of Words "Attachment” and "Enclosure.” Use the word
atrachment” to refer to all material accompanying a memo. Use the word
"snclosure” to refer to material accompanying a letter.

(2) Attachments or Enclosures Identified, in Text. When enclosures
or attachments accompanying a letter or memorandum are mentioned in the
text, type the appropriate word and the number flush with the left margin,
3 lines below the signer’s title (9 1lines below the text).

-

Supp. 1, Release 27, 6/4/80
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(2} Attachments or Enclosures Not Identified in Text. W%hen
attachments or enclosures are not identified in the text, type the
appropriate word, flush with the left margin, 3 lines below the signer's
title (9 lines below the text). List each attachment or enclossre on a
separate line below the notation, flush with the left margin. List
each attachment or enclosure by title or with a short descriptive phrase.
If you need more than one line to identify an attachment or emclosure,
indent succeeding lines two spaces. Example:

Enclosures:

Forn Letters Handbook

XYZ Agency Pamplet on the Processing of Plain Letters
Organization Chart

B. Material Sent Under Sevarate Cover. When material referred to
in the text is sent under separate cover, type “separate cover” flush
with the left margin, two lines below the signer's title or the enclosure
notation or 8 lines below the text. List all material sent, whether or
not' referred to in text. Example:

Separate cover:

Form Letters Handbook

Plain Letters Pamplet
Correspondence Manual = 10 copies

C. Postscripts. Although writing a postscript is discouraged, one
may be added to avoid retyping. Type the postscript 2 lines below the
signer's title or any other preceding notation or 8 lines below the text.
Beginning at the left margin, type the letters "P.S." followed by the
postacript. The signing official must sign or initial the postseript.
When the signer adds a handwritten postscript, type it on all coples.

Send a copy of the letter with the material semt under separate cover.

P. Notation of Carhon Copiea. A writer may wish to identify carbon
copy recipilents for the benefit of the addressee. Type "cc:” two lines
below any preceding notations, flush with the left margin., Below and
flush with the first recipient’s name or designation, list the names or
designations of the other recipients, each on a separate line. Do not
ahow the Bureau's internal or administrative distribution on this list.
Example:

cc: Senator Phil A.. Buster -
Senator Hans R. Idle
‘Mr. G. Qlogy -

Supp. 1, Release 27, 6/4/80
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E. Memorandum for Record (M/R). Occasionally, a secondary memorandum
is prepared which contains supporting information for the outgolng corre-
spondence. In such a case, type the notation “M/R:" on all file coples of
the outgoing correspondence. Type the notation flush with the left margin,
immediately below any preceding typing. Two spaces after the colon, type
the subject of the memorandum for record. Example:

M/R: Explanation of Position on Correspondence

F. Identification of Preparing Office, Writer and Typist.

(1) Pirst Writine,

{a) In the lower left corner, two lines below the notation
showing the distribution of coples, type the information shown in the
sanple below: )

Bureau initials (only
on correspondence o
be signed in the |BIA:620: JDoe:abec:2/2/79:x5328

Department)
— - —
Mail code of originating ] Writer's Extension
office{only for Central
0ffice use) : Typist's Initials Date of Typing

{b) Do not use photocopies as file or informational copiles
going within the Department unless the information in (a) above is written
or typed in the lower left corner.

(2) Rewrite.

(a) No Change in Meaning. If correspondence is rewritten
without changing its meaning: - :

-(1) ‘Type previous surnames and dates on the new
surname COpY.

(11) Reroute the new correspondence together with the

previous original and surname copy to the person requesting the change
and the remaining reviewers indicated.

BIAM REISSUE
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(b) Change in Meaning. If the rewrite changes the meaning,
route the correspondence through all reviewers for surnaming, after review
by the person requesting the change. Show original and rewrite information
in the lower left corner of the new surname copy. Example

620:ABSmith:cag:7/25/79
Rewritten:600:CDBrown:kfa

Insert the word "rewrite” on the route slip. "X out” the original and
surname copy in red, fold them lengthwise and clip them to the inside
left of the folder, on top of any other papers.

G. Blind Copy Distribution Block. Show the distribution of all
copies other than those listed on the original document. Type "bece"
below the identification entries, flush with the left margin. When
space is not available below the text, the left margin may be used.
Starting one space after the colon, list the recipients of coples, one
below the other. Use several columns for this list if necessary. When
there is not enough room for this information at the bottom of the page,
it may be typed in the left margin rather than on a new page. For coples
within an office, mail code numbers may be used instead of organizational
designations. Mark a copy for each recipient. Example:

500: DEGreen:wm 1/4/80
bece: AS Reading File
400
420
Surname — 500
Chrony - 500
Mailroom

H. Reply Reference. ] B

(1) Type the name or symbol of the preparing office and any
additional reference immedlately below the printed words "In Reply Refer

To:". 1f the reference is long, use additional lines, single spaced and
blocked. -

(2) The name or abbreviation of the preparing office is the
minimunm reply reference. File number references may be used in addition.

BIAM REISSUE
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I. Correspondence Control Number. The Bureau correspondence staff
(BCCO) assigns a number to each piece of controlled incoming mail. Type
this number on outgoing correspondence as follows:

(1) Letters. On each letter prepared in reply to incoming
controlled correspondence, type "BCCO" followed by the control number
immediately below the reply reference.

(2) Memoranda. If a memorandum relates to Bureau controlled

correspondence, type "BCCO" followed by the BCCO number on the "Subject”
line of the memorandum.

J. Special Mailing Instructions. If the envelope 1s to be prepared
in another office, add special mailing instructions (such as SPECIAL
DELIVERY, CERTIFIED or REGISTERED). Type or stamp the instruction 2
lines below the last line of the "In Reply Refer To” notation, flush
with the left margin. When more than one instruction is used, type them
continuously on the same line, separated by a dash.

K. Security Classification. Only the Secretary may assign a security
classification. If correspondence is classified, type the élassification
above the letterhead and azlso at the bottom of the page on the original
and all copies. Address two envelopes, one slightly larger than the
other, so that the smaller can be inserted into the larger. Stamp or
type the security classification on the smaller envelope.

L. Administrative Marking. If access to a plece of correspondence
should be .limited for administrative reasons, stamp or type the appropriate
marking (either "FOR GOVERNMENT USE ONLY" or "ADMINISTRATIVELY RESTRICTED")
above the letterhead and at the bottom of each page of the original and
all copies. Address two envelopes, one slightly larger than the other,
so that the smaller can be inserted into the larger. Stamp or type the
security classification on the smaller envelope.

1.11 Assembly for Signature. When correspondence is ready for review or
signature, arrange it and the accompanying papers using one of the
following methods:

A. Single Unit Assembly. Use this method when the correspondence
is signed in the originating.office.

(1) Arrange-all material in a single unit.

Supp. 1, Release 26, HAR 19 1980 | génﬁ{n{‘;ﬁ:?sfgtﬁ
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(2) Attach signature and surnaming tabs on page preceding page
to be signed or surnamed. )

(3) Attach an attention tab to any explanatory waterial.

B. Folder Assembly. Arrange correspoandence to be signed outside
the originating office in a manila folder (or in the correspondence
control folder, if one accompanied the correspoadence). Arrange the
correspondence as shown below and in-Illustration 4.

(1) Left Side of Folder. On the left side of the folder,
arrange the material in the following order:

(a) Incoming letter or memorandum, if any.
(b) 1lnterim reply or acknowledgment, if any.

{¢) Background or explanatory material. Fxclude most
internal background material from the folder to reduce tihe size of the
review packet. -

(d) Copy of attachments or enclosures, if applicabie.

(2) Right Side of Folder. On the right side of the folder,
arrange the material in the following order:

(a) Plastic cover, with flap placed under flap of brown
envelope, to protect original outgoing correspondence.

(b) Original outgoing correspondence.
(c) Courtesy copy (only 1f required).

{d) Enclosures, 1f any, Iin the order in which 1listed on
correspondence.

(i) Do not include bulky enélosures which do not
require a policy review. Instead, lasert a sheet stating that the
encloguras have been omitted and giving a room and extension from which
they may be obtailned.

(ii) Bulky enclosures which require policy review
and large envelopes should be marked "Enclosures,” fastened together with
a large binder clip, and placed on the bottom of assembled correspondence
within the folder. Files transmitted as related correspondence may be
attached behind the folder with a large binder clip or with rubber bands.

Supp. 1, Release 26, “4AR 1 gjjéo
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(e) Addressed envelope, 1f necessary, or plain white
envelope with flap folded over front of foregoing papers. Place envelope
flush with left side, so that they project to the right.

(£) Informational copies going outside the Department
with any enclosures. Addressed envelopes should be attached.

(g) Brown envelope with flap folded over front of all
outgoing papers. The brown envelope separates all outgoing papers from
file copies and serves as a guide to the surname copy.

(h) Informational copies going to other offices within

Wtﬁ

(i) Surname copy, with copy of any enclosures g&gp&ed to

the Department.

1S Blam suPpPt
- A‘chi\.c’ ‘DQP Asst. Secretar (OP"“’-Hm@ Ral. av¥ 6/-13'[9"

- (j) Assistant Secretary's or GCoemiewiomer's Reading File
copy, if applicable.

it-

(k) Informational copies going to Bureau offices outside
the originating office.

(1) o0ffice chronological copy.
(m) Mailroom chronological copy.

If there is more than one letter or memorandum to be surnamed, clip sur-
name tabs (Form DI-187) to the upper right corner of the pages preceding
the surname copies of the additional letters or memoranda. The brown
envelope serves as a finder for the first surname copy.

1f a letter or memorandum is more than one page, clip a signature tab b
(Form DI-186) to the lower right corner of the page preceding the one to

be signed. The same procedure applies when there is more than one letter

or memorandum to be signed.

(3) Front of Folder. On the front of the folder, place a
completed routing sheet listing all reviewers in the order im which they
will review the correspondence. ~The writer will specify the routing.
Eater the name of the originating office and any remarks on the routing
sheet. The following routing sheets are used in the Washington Office:

BIAM REISSUE
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{a) Controlled Correspondence Cover Sheet{Form 5-1504). -
This form is attached by BCCO to priority correspondence which it controls.
Full instructions for completing the form are on its reverse. A sample
of this form is shown in Illustration 5.

{b) Central Office Route Slip(Form 5-1502). Use this form
to show routing for non-controlled correapondence. A sample of this form
iz shown in Illustration 6. .

(c} Departmental Route Slip(Form DI-535). Use this form
for routing correspondance to recipients within the Department of the Interior

1l.12 Corrections.

A. If a small correction can be made by erasing or with correction
fluid, typed corrections are only required on the original. You may use
a pen to correct the copies. -

B. If corrections require retyping a page, retype the copies along
with the original.

1.13 Surnaming. Concurrences are generally shown on Bureau correspondence
by a surname and date in the right margin of the official file (surname)
copy. A stamp may or may not ba used to indicate the location for surnames.

1.14 Disposing of Correspondence After Signature.

4. Signing Office. After a piece of correspondence is signed, the
appropriate employee in the signing office shall:

(1) Stamp the date on the original and all copies;
(2} Stamp the name of the signing officlal on all copies;
{3) Stuff and seal the addressed envelopes;

{(4) Place envelopes (and/or original memorandum) and copies in
the "out” box for pickup and distribution by Mailroom employees.

B. Mailroom. Mailroom employees shall distribute correspondence as
indicated.

- -
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C. Oxiginating Office, After i-ece_iv.i.ng signed and stamped

correspondence, the originating office shail do the following, as

appropriate:
(1) Prepare aurname copy for filing.

(2) If the letter is the final reply, attach the incoming latter
+0 the surname copy of the reply and file.

(3) If the letter is an acimowledgment:

{a) Send the original incoming letter with a copy of the
acknowledgment to the office which will be making a reply.

(k) Attach a photocopy of the incoming latter to the
surname copy of the acknowledgment and file.

Supp. 1, Release 27, 6/4/80 BIXM REISSUE
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Chapter 2 ——INFORMAL COMMUNICATINNS

2.1 Informal Replies. When a simple acknowledgment or an informal

the letter with a letter or use any available "fast copy” process to make

a copy of the letter after adding your comment. See Illustration 7 for an
example.

2.2 Inter-0ffice Transmittals.

A. Optional Form &1, Routing and Transmittal Slip. Use OF-41 to make
hrief, informal comments concerning correspondence or other decuments
routed to one or more addresses. Ne record (file) copy of the routing
s8lip should be made., If necessary,. both sides of the slip may be used
for remarks. Seée Illustration 8 for an example of this form, which is
available through the GSA store. :

B. Note Pada. The Central Office may use note pads for transmittals.
These pads may be imprinted with letterheads, but not seals, emblenms,
insignia, or names, addresses or telephone numbers of individuals. This
type of paper may not be used to transmit material outside the Bureau.

Area and Agency offices may have pads of this type printed and bound for
their use at their own expense.

C. Memorandum of Call. Use Standard Form 63 to inform office
employees of a visitor or phone call, The form is self-explanatory.

. 1 26, 6/4/80
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CHAPTER 3

'ENVELOPES AND MAILING

1. GENERAL

When you are ready 1o sendd cotrespondence to
the addressee, you hive to prepare either an
envelope or an address label. The only excep-
tion is inteynal mail that does net nced to be
enveloped and that will be delivered' by an
agency messenger or consolidated in the muil-
room for forwarding 1o agency ficld offices, I
such mail contains sufficicnt address information
alter. the “To:" c:lptiml it cun be sent without
further addvessing. 1f it <loes not, put the neces-
sary acldress on a routing slip,  and attach it to
the correspondence. Sce chapier 2; paragraph 3,

of this part for instructions.on the use of lhc'_

routing slip.

2. ENVELOPES AND MAII.ING
LABELS

a. Postage- and fees-paid envelope and label. A
mailing envelope has the notation “Postage and
Fees Faid” and the azency name and number

centered at the left of the indicium, The m.tum

address, the words “Official Business,” and the
statement “Pcnalty for Private Use 5300 ap-
pear in the upper left corner of the adidress side
(see figure ) of this chaptcr} A mailing label
bears the smme notations as the envelope. Use

fabels on packages or oversize plain ‘envelopes,
- .. {1) Lettcrsize envelopes. Use window enve

lopes whenever passible. Fhey eliminate ene typ-
ing opcration and the possibility of transcription
errors. -They also eliminate the time-consuming
process of maiching letters 10 envelopes. (See
figure 2 of this chapter.) Use-window ¢nvclopes
also for Opiional Foom No. 10, United States
Government Mcmorandum, or similar_informal
agency letterhexd, (Sce figure 3 of this chapter.)
IE you can't use 2 window envelope, select a veg:
ular envelope, You should requlsmon envelopes
that are listed in the GSA section ofsthe Federal

.Supply” Catalogr issued by the Federal Supply

Service, General Services Administration, and
that conflonn to the standards specificd in the
U.S. Postal Regulations.

GENERAL SERVICES ADMINISTRATION
WASHINGTON, DG 20408

OFFICIAL BUMNESS
PENALTY FOR PRIVATE USL S

Ficvne |.—Postayr and Fees Paid-Enuvelope

Supp. 1, Release 27, 6/4/8Q
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SPECIAL DELIVERY

My, Richsrd Longwood

Room 1112 South Building

Department of Agriculture
- Waahington, PC

20250

BIAM REISSUE
FEBRUARY 1984
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UNITED STATES DEPARTMENT OF JUSTICE -
IMMIGRATION AND NATURALIZATION SERVICE POSTAGE AND FEES PAID
1M ARATION AND MNATURALYZATION AFRVICE
JUS-433

—_—
OFFICIAL BUSINESS
FENALTY #OR PRIVATE USK. £300

Leslie Doe
844 Remington Ave.
Ventura, CA 93003

\—

FIGURE 2.~ Window Envelnpe

BIAM REISSUE
FEBRUARY 1984

Fieure 3.—~Window Envelope with ()plio_nal Form 1) _ . _
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4.5. Government Messenger Envelope

65=709

HAME tOR TITLE) OF ADORESSEE MGENCY. DAGANGATIONM, UNIT.
ADDRESS. AND AOOM

NAME R TITLE) OF ANBRESSEE, AGENCY SREANIZATIONAL yNIT.
AGORESS. AND ROOM

STOR \_J STap

T0F STOP
P

TP \_/ STOP

USE THIS SIDE FIRST

Ficvre +.—Standard Form 63-A, U.S. Government Messenger Envelope

(2) Oversize envelopes. Use large envelopes
for mailing multiple enclosures such as pam-
phlews, printed materials, etc. Don't use en-
velopes that ave too large for the material since
the contents may become damaged by shifting
duting handling. Also, the mailing cost is higher
[er large cnvelopes (see figure 8). When the
materials are heavy, wrap them as a package, if
possible. If an envelope is used, reinforce it with
summed tape or use one that closes with a metal
clasp or with a button-and-twine device. Press
the envelope llat belore mailiiig, I the envelope
does not have the postage- and fees-paid notation
and return address printed on it, attach an ad-
dress label.

b. Interoffice, chain cnvelopes. Use Standard
Forms 65—3, 65-B, and 65=C, U.8. Government
Messengrer Envelopes, when mail and printed
maiter between Government offices within the
samie city are to be delivered by an agency mes-
senger or by interngency messenger service. Use
the lettersize Standard Form 65-A whenever
possible for veasons of cconomy and ease of
handling in the mailroom. (See figure 4 of this
chapter.) Standard Forms 65=B and 65~C should
bhe used only when a smaller messenger envelope
is not adequate. Refer to figure 8 for a cost com-
parison. These cuvelopes can be used to send
mail through poswal channels only as part of a
consolidated mailing. The 18- by 9%-inch en-
velope has 12 printed spaces for addresses, the
915. bv 12inch size has 58, -and the 12 by 16-

Supp. 1, Release 26, 3/19/80
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" inch size has 75. The “Stop” space is used pri-

marily in the Washington, D.C., merropolitan
area. It mav, however, be used elsewhere. (Sec
Agure 5 of this chapter.)

3. TYPES OF MAIL SERVICE

The following types of mail service are available
for official U.5. Government mail.

a. U.S. Postal Service. Always use the most eco-
nowmical method of mailing possible, Refer to fig-
ure § for a cost comparison. Under the postage-
and fees-paid system, no postage is affixed to in-
dividual pieces of mail sent by an agency. How-
ever, agencies must reimburse the U.S. Postal
Service annually for all mail dispatched. When
a large amount of mail is to be sent to one des-
tination, send the copies under one cover rather
than in separate envelopes to save envelopes and
reduce postage costs. Select the proper mail clas-
sification or service to ‘be used, keeping in mind
economy as well as efficiency. The principal mail
services offered by the U.S. Postal Service are as
follows:

(1) Airmail
Description
Fastest service for international mail
weighing 10 ounces or less. -
dApplication

Do not use airmail service on domestic
mail. '

...BIAM REISSUE
FEBRUARY 1984
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5*7wad Farm Ne BS B U S G t M E l
T Sn:ttf:::.;;zrl;nshlllun * . UVErnmen essenger nve UI]E
FPMR 141 CFAY 101 1§ .
SEMT +GR TITLE: OF ADDRESSIE. AGENCY QRGANIZATIONAL u%It NEME ISR T720E) OF AGDRESSEL. AGENCY GAGANIZAFINAL UNI=.
ADORESS AND ROOM ABDRESS AMD RNOM
sTop
* Ta o person in onother cgency
with another stop number
STOP
y r To o code in same agency with
“ . ‘ some stop number
[ . sT0P To o person in some agency sT0P
H 3 {different building} with another
- BBl 4 «
’ >
L ]
~ sTOP STOP
me Sm_ ‘ Te an office in another agency T
H P ‘)( ) with another stop number
I @‘bb‘!& oﬁ(mmmﬁﬁnwutg ]:W
STOP sSTOP

FiGure S.—Examples of Addressing Messenger Envelope

{2) Express Mail

{a) Domestic

Description

Guaranteed next-day delivery service
to over 200 cities nationwide. Pro-
oriuned or regular service available.
Depeading on volume, could be less
expensive than fivst-class madl.

Application

Check advantages of using this erv-
ice with your local post office when
speed of delivery is critical.

(b) International

Description
- Provides faster bur more expensive
service than airmail to Australia
Belgium, France, Hony Kong, Japun,
Netherlands, and United Kingdom.

Application

Check with vour local post office
when speed of delivery to these coun-
tries is critical.

Supp. 1, Release 26, 3/19/80
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(3) TFirse-Clasy Mail

(4)

Deseription

Fastest service {next to express maily for
domestic mail. Receives same service as
airmail. More than 90 percent of firse-cliss
domestic mail s delivered within 2 davs.
Application

Use for hamdwritten and typewritten cor-
respondence and other material requiring
speeely delivery, NOTE: The Postal Serv-
ice will treat as first-class mail all pieces
weighing 13 ounces or less unless they are
endorsed to a lower class,

¥

Priority Mail (heavy pieces)

Deseription

Fastest uvailable mail serviee for first-class

mail weighing over 1% ounces and other

classes over 9 ounces antd not more than

70 pounds.

Application

Use only when speed of deliveryis eritical.

NOTE:; Picces over 13 ounces will he

treated as third- or fourth-class mail by

the Postal Service unless they are en-

dorseu as priority mail. -
BIAM REISSUE
FEBRUARY 1984
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(5) Third-Class Mail

(2) Bulk Rate

Description

Requires Postal Service permit and
special premail sorting and prepara-
tion by ZIP codes. Rates are ap-
plied to muilings of identical picces
of printed matter and merchandise
sent to dilferent addvesses in quan-
tizies of not less than 50 pounds or
200 pieces. Savings exceed 50 percent
of first-class postage on pieces weigh-
ing 1 ounce or less.

Application

Use instead of first class for qualify-
ing mail when speedy delivery is not
essential.

Each piece must weigh under 16
ounces and must be identical in size,
weight, and number of enclosures.

The printed textual matter need not .

be identical. Consult vour local post
officc on bulk-rate mailing permits,

(b) Single-Piece Rate

Description
Low-cost service for single pieces of

printed matter and merchandise
weighing over 1 ounce and less than
16 ounces.

Application

Use instead of first class for qualify-
ing mail when speedy delivery is not
essential.

(6) Fourth-Class Mail (parcel post)

Description
Lowest cost service for printed matter and
merchandise weighing between 16 ounces
and 70 pounds. (Postage savings are as
much as 70 percent over priority mail.)
An even lower special fowrth-class rate is
available for books weighing up to 70
" pounds (no minimum limitation). Qual-
ifying books must contain at least 24
pages, at least 22 of which must be
printed and consist wholly of reading mat-
ter or bibliography or consist of reading

Supp. 1, Release 26, 3/19/80
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(8)

Part 1

matter with only incidental blank spaces
for notation. The Postal Service indicates
that 95 percent of parcel post items sent
from the Washington, D.C., parcel post
facility should be delivered within the 48
contiguous States within 2 to 7 days, de-
pending on distance,

dpplication
Use for gualifying mail when speedy de-
livery is not essential.

Registered Mail

Description

Security service. Movement is controiled
throughoat the postal system. Delivery can
be restricted to the addressee, For an addi-
tional fee, a return receipt (proof of de-
livery) can be obtained from the address-
ee, Postul indemnity is limited to S100
for official Government mail.

A pplication

Use only when required by law for mate-
rial that requires extensive security and
protection or to transmit SECRET de-
fense-classificd marterini.  Obtain  return
receipts only when proof of receipt by
addressee is essentinl for the records of
the sending agency.

Centified Mail

Description

Prool of delivery- service. Available only
for first-class and priority mail. The car-
rier obtains the "addressee’s signature,
which is kept for 2 years by the delivering
post office. A return receipt can also be

_obtained for an additional fee. Certified

mail does not offer extra security or pay-.
ment for loss, Certified mail costs sub-
stantially less than registered mail
Restricted delivery may be obtained for
an additional fee,

Application

Usc only when proof of delivery is essen-
tial and the material has no monetary
value, Use for CONFIDENTIAL defense-
classified material.

BIAM REISSUE
FEBRUARY 1984 -
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(9) -Special Delivery

Deseription

Reccives preferential handling Lo the ex-
tent possible in dispatch and wanspora.
tion and ensurcs delivery by addressee’s
post office on dav of receipt.

Application -

Use only when specifically required by
law or when prompt delivery by receiving
post olfice is esseutial,

(10 Insured Mail

Description

Insurance is available lor third- and
fourth-class and priority mail for protec
tion against loss or dmmige up to 5800,
Resuricted delivery mud return receipts are
available for an additional lee.

Application

Use only when the replacement cost of
the item justifies the expense ol insur-
ance. Normally, Federal agencies shoulkd
not insure third- and lourth-class mail.

(11) Restricted Delivery

Description

Provides means o restrice delivery o ad-
dressce or to an agent of the addressce
who has been specifically anthoriaxd in
writing by the addressee to receive re-
stricted delivery mail.

Application
Use only when it is desived to limic de-
livery to addressee or agent.

(12) Special Handling .

—_

Description
Provides preferential handling in dispatch
and transportation bhetween post offices.
DPoes not provide special delivery.

Application .

~ Use [or third- and fourth-class mail when
it is necessary to give such material pref-
erential handling. It is less expensive to
send a third- or lourth-class parcel by
special handling than to send the same
parcel by first-class or priority mail.

Supp. 1, Release 26, 3/19/80
25

+ .-

(13) Return Receipt

Description

Provides receipt for delivery signed by (he
addressee or agent. Available for mail that
is »ent COD, is imswred for more than
S5, or is registeted or certified.

Adpplication

Use only when it is duesired to know 1o
whom or when delivery was made or when
a signed receipt is needed,

h. Military Officind Mail. Military Oflicial Mail
(MOMY service is availuble fur all official Gov-
ernment mail addvessed to an overseas Military
Post Oflice (APO or FPOY. MOJL receives air-
tilt Trom the point ol exit irom the United
States o overseas APOS or FPO's at approxi- _
mately one-linlf the cost of wivmail, Mail sent via
MOM s generally iransported vy Tand {rom the
maiing point o the post ol exit. Because of the
savings involved,. vou should use this setvice
whenever possible, All parcels sent via MOM
should be mavked with Lirge letters “MOM™ o
the upper right ol the address in the area be-
tween the address and the indiciunt. Envelopes
necd not be marked. When using MOM or other
military postal system services, Jollow the De-
paroment of Delense mail cost veduction policies
shown in figure 6.

c. Inma-agency mail service, Mail addressed 1o
persons within an agency who ocenpy the same
or an adjucent building is delivered by the.
agency's messengers. Under special conditions,
the messengers may deliver mail to addressees in
other agencies within the swme city or area. If
additional inlormation is reguired, attach a
routing slip. It cover is desirable, use a chain
envelope such as Standard Form 63-4, =B, or =C.
U.S. Government Messenger Fovelope, A seated
envelope is seldom used lor within-agency mail
sent by messenger.,

d. Mail service between agencies,

(1) In many cities an’ interagency messenger
service provides fast pickup and “delivery Dbe-
tween Federal agencies within that city. In Wash-
ington, D.C,, this service is called the VLS. Muil
and Messenger Service, Postal Service Form OM
2 lists the Washington, D.C., seencies receiving
thé service and a “Stop”™ nuwber for each de-
livery point. Stop numbers are ulso listed in most

BIAM REISSUE
{ . . FEBRUARY 1984
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DEPARTMENT OF DEFENSE
POLICIES TQ ACHIEVE REDUCTION
_ IN MALILING COSTS

- MAILINGS TO, FROM, AND BETWEEN OVERSEAS AREAS VIA THE MILITARY POSTAL SYS- -
TEM (APO/FPO) .

1. Letter Mail. All official correspondence, including payroll checks, willi be sent as -
first-class mail. -

2. Publications and Blank Forms. All bulk distribution of publications (including regu- :
lations, manuals, -directives, and instructions) and blank forms will be sent as third-class
mail, fourth-class mail, or special fourth-class rate—bcoks. Exceptions are as follows:

a. Material that is classified, accountable, or critical to flying or marine safety mat-
ter may be sent as first-class mail.

b. Bulk distribution of immediate action regulations/directives or emergency pub-
lication/form requisitions may be sent as first-class mail or Military Official Mail (MOM)
In such cases, other publications and blank forms will not be included as filler.

3. Periodicals. Individually addressed copies and bundles of unaddressed copies of
periodicals (including magazines, journals, newsletters, digests, briefs, bulletins, and sum-
maries) will be mailed at the regular third- or fourth-class rate depending upon weight, un-
less they have been authorized for second-class or controlled circulation rates. Copies of sec-
ond-class and controlled circulation publications must be mailed at the rates prescribed for
those publications. Exceptions to use higher-cost firstclass mail or Military Official Mail
(MOM) may be granted by the department or agency director concerned. Exceptions will
be limited to shipments of free pericdicals from CONUS to overseas target audience ad-
dressees hased upon a determination that timely delivery is essential to the support of
an internal infcrmation program and of such urgency that the intended readers must re-
ceive the periodical in a timely fashion.

4. Logistics Parcels. Priority mail (airmail} may be used only for the highest priority
logistics items. Other essential items may be sent as first-class mail when necessary to
meet a required delivery date (RDD). All other items will be sent as third- or fourth-class
mail or held for consolidation as freight, whichever is less costly.

5. Administrative Parcels. First-class or MOM service may be used cnly when RDD
requires airlift on overseas segments (e.g., unaccompanied hold baggage and motion picture
or TV films). All other administrative items will be sent only as third- or fourth-class mail.

6. Exceptions for use of higher-cost postal services, such as priority mail (airmail),
on a one-time or recurring basis should be limited to those instances where its nonuse
couid resuit in the inability to perform an operational mission, greater total overall costs, a
or other instances where it is considered essential by the head of the agency concerned. X

SPECIAL MAIL SERVICES

Because of the handling costs involved, registered, certified, numbered insured, certifi-
cates of mailing, return receipts, and restricted delivery should be limited to those in-
stances specifically required by law or agency directive. Exceptions to use such special
mail services on a one-time or recurring dasis should be limited to those instances where
it is essential that the Government be able to produce evidence of a mailing or notification
for use in subsequent litigation, financial or claims dispute, or when absolutely necessary to
provide protection for sensitive, controlied, pilferable, or irreplaceable, one-of-a-kind material,

FIGURE 6.

agencics’ telephone directories. Material should  envelopes. Folded material may be sent viw in-
normally be sent in one of the three sizes of the teragency messenger service in a plain envelope

U.S. Government Messenger Envelope. Sce para- or in a posiage. and fees-paid envelope on which
graph 2b for guidelines on the use of these the indicium is lined out. .
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Part I

UNITED STATES OEPARTMENT OF AGRICULTURE
FOOD AND HUTRITION SERVICE

WEST-CENTRAL REGION

3100 Cowmanct. fioom B5.D-22

DAILLLAS. TEXAS 73202

OFFICIAL QUSINESS
PENALTY FOR PRIVATE USE. 8300

POSTAGE AND FEES PAID %
UrS. OirFranTHINT OF AGRICULTURE

E—

Honorable John Doe
Director, Office of Management and Budget
Washington, DC 20503

FiGure 7.—Speciai Mailing Instructions

) Don't use the 188, Mail and Messenger
Service [or:
() Security classificd mdil.
() Mail to an wddressee not induded in
the U.S. Mail and Messenger Service.
{¢) Unofficial mail.

e. Diplomatic pouch. .\gencies can arrange with
the State Department for diplomatic pouch serv-
ice if it is nceded. In general, this service is used
for official mail to an agency’s representatives
under the jurisdiction of diplomatic or consular
ety abromd, All such mail is dispatched throughb
tie Deparment ol St

I
4. TYPING AND MAILING ’
INSTRUCTIONS

a. Postal Service mail.

() Return address. The retrn address, if not
priuted on the envelope, should be typed or
stamped in the upper left corner over the words
“Official Business.” Include the office symbol be-
low the printed or_typed return address.

(2) Special mailing instructions. To pl'ep:u'c
the envelope for a letter requiring special mail
service, tvpe (or, prelerably, stamp) the mailing
instruction, such as SPECIAL DELIVERY, di-
rectly below the indicium (see fgure 1y. This
placement applies to all special mailing instruc-
tions with the exception of CERTIFIED, REG-
ISTERED, and INSURED, which are placed in
Supp. 1, Release 26, 3/19/80
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the lower lelt corner of the envelope, (See fg-
ure 7.3 If more than onc instruction is used.
stamp or tyvpe cach on ascpurate line, one below
the other. Further fmstructions about spectal
handling, il required, are added by the mail-
room or the post olfice. I special service is re-
quircd for retern mail where reply envelopes oy
labels are supplied. such envelopes or labels must
be preprinted with the type of service desired.

{3) Arangement of address.

(a) Single space the address on an enve
lope or Lubel, If a line is too long, cominue it
on the next line flush with the lefe marzin, All
lines of the address must be in block sivle. All
addresses uppearing on letter-size envelopes must
be within the address “read-zone.” This is an
arca not larger than 2%% by 8 inches located 1
inch from the leflt edge and 5% inch [rom the
bottom cdge of the envelope. 1f the mail picce
is less than 9 -inches long, the “read-zonc™ ex-
tends to the right cdge.

(by Type “ATTN:” {when used) imme-
diately below the addressee’s name followed by
the name of the person o whose attention the
mail is directed,

{c) Tederal Government agencies are en-
courtged to use the US. Postal Service's two-

“letter abbreviations of the States of the United

Scates, the District of Columbia, Guam, the
Commonwealth of Puerto Rjco, and the Virgin

BIAM REISSUE
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FiGURE 8.—-Lnvelofic Selection -

10 or mars sheasts of lutter-size bond paper unfoided fOT Most Economicrul Mail Rate

%" x 12"

3

5 10 10 sheuvts of lettar-size bond paper iolded in holf

-t A Least 55" ——-— ¥

Islands, A complete list of these abbreviations is
included in chapter 3 of part II. Type the two-
letter abbreviation withour periods or spacing
on the last line of the address, one space alter
the comma used to separate a city and State as
illustrated in figures 1, 2, 3, and 7.

(4} Federal Government agencies arc re-
quired to use ZIP codes in both the mailing and
return address on all correspondence. A Nationul
ZIP Code Directory, USPS Publication 65, is
published annually by the T.S. Postal Service,
For inlormation on availability of copies, con-
tace your agency publications supply unit. Type
the ZIP code on_the last line of the address two
spaces following the last letter of the State. Ex-
ample:

John Dawson, Inc.

ATIN: Mr. James Brown

1234 Fifth Avenue

New York, NY 10029

(4) Preparation of registered mail. Registered

mail must be sccurely sealed. Postal regulations
-on registered mail forbid the placing ol paper
strips, cellophane tape, or wax or paper scals
over the intersection of the {laps on the enve-
lope or package where the special postmark im-
pressions will be made. .

Supp. 1, Release 26, 3/19/80
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P SR,

Lp ta 11"

ol

1ta 5 sheals oi letter-size bond poper
faldad in thress

Up to 94"

+—| At Leost 414" ---

b. Agency and interagency messenger services.

{I) When a routing slip iv addressed lor de-
liverv by an agency messenger. it should contain
sufhcient inlormation to ensure delivery, In most
cases the office svinbol of the addressee or the
abbreviated name of s office is enough.

(2) When a plain or postage. and [ees-paid
envelope is addressed for delivery by a muessen-
ger, it should include the oflice symbol of the
addressee or his name and title, if necessary. For i
interagencey mail, the addressee’s agency should
also be included, and, if applicable, the “Stop”
number. Single space the address and pur the
“Stop” number two lines below it. Exwnple:

T

Mr. John Doe, A9
Department of Justice

Stop 219

(3) When addressing a chain envelope, cross
out the used spaces. Enter the office svinbol of
the addressee including name and tide, if neces-
sary, in the address space, I the addressee §s in
another agency, include the agency’s mune in the
addvess, and put the correet “Stop” number in
the space provided to the right. (See figure 5.)

BIKM REISSUE
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CHAPTER 4
TELEGRAMS, MAILGRAMS, AND
FACSIMILE SERVICE

1. GEXNNERAL

Teleziams and otiwi forms ol mewase rnsinit-
tda are ased or wonespomdence when speed b
imporiant and u wiitien record is required. Since
thise commnitnicsions are more expeisive than

riwts, they shouhUbe owe=! ondy when necessary.

2. GUIDELINES FOR USING
- TELEGRAMS

e Alwars allow fur e zone diflerences when
semdive wlegramms 1o telewram is et 100 e
to anive at the receiving station belore dosing
time, it wal't be ddiveved o the addreswe unei
the nest bosiness dus, The Time Zoue Mup in
figmre 1 ol ehits chajaer will heip vou schedule
teiegrams.

b. Don't send g telearam on Friday or the day
Leie a holiday if it is we late for dellver on

i ) PAGIFIC 1o l

MOUNTAIN

the same day unless it is certain that the re-
veiving office will be open or that the individual
addressed will be on duty during the weekend
or holiday,

¢. When a telegram is to he sent Lo one or more
wldressees [or action md to others, tor informa-
tion, use the mail [or the inlormation copics.
Ao, action copivs may Le mailed o nearby -
dressees,

d. Don’t use a telegram ar Government expense
for such purposes as hotel reservations {or per-
sonal use and expressions of condolence unless
the message relates primarily o official business.

3. TYPES OF TELEGRAPHIC
MESSAGES

You can prepare a telegram in cither single,
book. or multipie-wklress lorm,

n 12

CENTRAL EASTERN

T 116
. g AT
, . 3
i : 4
[ . f 103 "
/ ; e —— ‘
}—I-.______._.]-_-I_ - is a -.“

303 b

/
{

Fivae L=Time Zune M2p
T ;fp;ir."ng .'c;’.-,‘-:'mn- aread UJJES]
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a. Single. A single message is sent to one ad-
dressce only.

b. Book. A hook message is sent to two or more
addressees, with each delivered telegram show-
ing only one addressee. No addressee will know
who the other recipients arc. Recipients ol
hook messages can be designatedt as either “ac-
tion” addressees or “information” addressces.

¢. Muitiple-address. A multiple-address message
is sent to two or more adtlressees, with each de-
livered telegram showing all recipients. Recip-
ients of multiple-address messages can be clesig-
nated as either “action” addressees or “informa-
tion” addressees.

4. PRECEDENCE

Precedence designates the velative urgency of a
message and indicates the speed to be used in its
handling and transmission. The precedence its-
signed 10 @ message should be no higher than is
required to ensure that it reaches all addressees
in time for appropriate action. Diflerent prec-
edences may be assigned for action addressees
and for information adtlressees. Messages to be
sent over Government networks such as the Ad-
vanced Record System (ARS) or the military
Automatic Digital Network (AUTODIN) should
be assigned precedence designators in accordance
with the National Communications System
(NCS) application criteria set forth in 3 through
d, below. Domestic messages sent direct via com-
mercial systems such as Western Union shouid
use the precedence designators described in e,
below. Commercial cable messages will he sent
in accordance with f, below. The following table
indicates the various precedence categories:

a. Z (FLASH)

PROCESSING, TRANSMISSION, AND DE-
LIVERY: FLASH messages are handled as fuast as
possible. They are processed, transmitted, and
delivered in the order reccived and before all
messages of other precedences, ROUTINE,
PRIORITY, or INDMEDIATE precedence mes-
sages are interrupted on all communications
circuits ipvolved until handling of the FLASH
message is compicted.

CONDITIONS AND CRITERIA FOR USE

FLASH is the highest order of precedence that
may be assigned to a message. It is reserved for
use only on messages having an immediate bear-
ing on:

(1) Command and control of military forces
essential to delense and reraliation.

(2) Critical intelligence essential to national
survival,

(3) Conduct of diplomatic negotiations critical
to the arresting or limiting of hostilities.

(3) Dissemination of eritical civil alert informa-
tion essential to national survival,

(5) Continuity of Federal Governmental func-
tions essential to national survival,

{6y Fulfillment of critical U.S. internal security
functions essential to national survival,

(7) Catastrophic events of national or interna-
tional significance.
EXAMPLES, MESSAGES PERTAINING TO:

(1) Initial enemy contact.

PRECEDENCE CATEGORIES

Via Via
Gout, Systems
FLASH (Z)
IMMEDIATE (O)
PRIORITY (P)
ROUTINE (R) -
No Equivalent

No equivalent
No equivalent
No equivalent
None or FR

Commercial Telegram

OVERNIGHT (NL)

Via
Commercial Cuble
No equivalent
No equivalent
ETAT PRIORITE FR
ETAT FR N )
OVERNIGHT (ETAT LT) |

-
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(2) Recall or diversion of friendly aircraft about
to bomb tiargets unexpectedly occupied by
friendly forces, or emergency action to prevent
conilict between [riendly forces.

(3) Extremely important and perishable ‘intel-
ligence.

{4) Major strategic decisions of great urgency.
{5) Imminent large-scale attacks,

(6) Preattack shutdown of facilities which if

damaged would pose a significant hazard to pub-
lic health and safety.

(7) National security information requiring the
immediate attention of the President or the Sec-
retary of State. '

(8) Presidential action notices cssential to na-
tional survival during attack or preattack con-
ditions.

b. O (IMMEDIATE)

PROCESSING, TRANSMISSION, AND DE-
LIVERY: IMMEDIATE messages are processed,
transmitted, and delivered in the order received
and before PRIORITY and ROUTINE prece-
dence messages. When practicable, ROUTINE or
PRIORITY messages are interrupted on all com-
munications circuits involved until the handling
of IMMEDIATE messages is completed.

CONDITIONS AND CRITERIA FOR USE

IMMEDIATE is the second order of precedence.
It is generally reserved [or use on messages per-
taining to:

(1) Situations that gravely affect the sccurity of
national and allied forces. -

(2) Reconstitution of forces in a postattack
period.

(8) Intelligence essential to national security.

(4) Conduct of diplomatic negotiations to re-
duce or limit the threat of war.

(5) Implementation of Federal governmental -

actions essential to national survival.

(6) Situations that gravely affect the internal
security of the United States.
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(7) Civil defense actions concerning divection of
our population and its survival.

(¥) Disasters or cvents ol extensive seriousness
having an immediate and dewimental cffect on
the welfarc of the population.

(9) Vital information having an immediate ef- -
fect on aircraft, spacecraft, or missile operations.
EXAMPLES, MESSAGES PERTAINING TO:

(1) Amplifying information on initial enemy
contact,

(2) Unusual major movements of foreign mili-
tary forces in time of peace or strained relations.

(8) Enemy counterattack, requests for or can-
cellation of additionai support.

(1) Commitment of a Reserve force to attack.

(3) Special weapons logistical support when es-
sential to sustain operations.

(6) Widespread civil disturbance.
(7) Distress assistance.

(8) Urgent informuation concerning the fauncly,
operation, or recovery of spacecraft or missiles.

(9) Damage assessment and remaining capabil-
ity.

(10y Emergency health and welfare services and
public health and safery.

{11} Control of electromagnetic radiations.

(12) Federal assistance to State and lowal polit-

ical authorities during natural disasters or civil
disturbances.

(13) The operation and protection of federally
owned and/or occupied buildings or facilities
under Federal jurisdiction during emergencies,

(14) Assistance to foreign countries in time of
natural disaster.

(13) Coordination and direction of:

(2) Warnings, reports, and implementation
of natural disaster programs and related opera-
tions.

(b) Nonmilitary survival efforts.

(¢) National rehabilitation efforts during
postattack period.
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(d) Nonmilitary buildup, expansion of
mobilization base, and related operations.

(16) Critical alerting information to or from air
traffic control centers necessary to permit re-

covery and diversion of military and civil aircraft
in flight.

(17) Restoration of critical public usility serv-
ices.

(18) Emergency actions concerning the procure-
ment or delivery of supplies or services urgently
needed to sustain operations in support of crit-
ical national security requirements.

c. P (PRIORITY)

PROCESSING, TRANSMISSION, AND DE-
LIVERY: PRIORITY messages are processed,
transmitted, anpd delivered in the order received
and before all messages of ROUTINE prece-

dence.
CONDITIONS AND CRITERIA FOR USE

PRIORITY is the third order of precedence. It
is assigned to messages that furnish essential in-
formation for the conduct of military or civil
operations and actions in progress.

EXAMPLES, MESSAGES PERTAINING TO:

(1) Information on locations wheze attack is im-
pending or where fire or air support will soon
be placed. ' :

(2) Airground integrated operations.
(3) Important intelligence. _ -
(4) Important diplomatic information.

(3) Important information concerning the
launch, operation, or recovery of spacecraft or
missiles.

(6) Movement of naval, air, and ground forces.

(7) Coordination between governmental agen-
des concerning the performance of emergency
preparedness functions.

(8) Major civil aircraft accidents.

(9) Maintaining the public health, safety, and
welfare of our population.

(10) Critical logistic functions, provisions of crit-
ical public utility services, and administrative
military support functions.

(11) Distributing essential food and supplies
critical to health.

(12) Accomplishing tasks necessary to ensure crit-
ical damage control functions.

(13) Preparations for adequate hospitalization. -

(14) Continuity of critical Government func
tions.

(15) Arranging minimum transportation for ac-
complishing the aforesaid functions.

(16) Continuing or reestablishing our more im-
portant financial, economic, health, and safety
activities and producing, procuring, and dis-
tributing food materials and supplies that are
considered necessary for the immediate support
of a war effort, for the national defense, or for

expediting the means of meeting the effects of
natural disasters.

(17) Prompt delivery of information by press
representatives Lo news media organizations and
newspapers covering news of national or wide-
spread disasters.

d. R (ROUTINE)

PROCESSING, TRANSMISSION, AND DE-
LIVERY: ROUTINE messages are processed,
mansmitred, and delivered in the order received

and after all FLASH, IMMEDIATE, or PRIOR-
ITY messages.

CONDITIOI}IS. AND CRITERIA FOR USE

ROUTINE is the lowest order of precedence. It
is assigned to those communications that justify
transmission by electrical means but are of in-
sutficient urgency to require a higher precedence.

EXAMPLES

ALL OTHER OFFICIAL MESSAGES.

e, Domestic commercial telegrams are handled in
accordance with two precedence levels. Full Rate
(FR) telegrams are transmitted and delivered
as quickly as possible, ustrally within 2 hours,
and do not require a precedence symbol assign-
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ment on the message form. Overnight (NL)
messages are delivered on the next business day
at reduced cost and are identified by the symbol
NL inserted in the precedence block_ of the

- message form. All commercial telegrams must be

endorsed “Official Business” by the sender,

f. International cables are handled in accordanca
with three precedence levels. Urgent full rate
Government cables are designated ETAT
PRIORITE FR and are-expedited to the ad-
dressee. Normal Government cables are des-
ignated ETAT FR. Deferred reduced-rate
Government cables are designated ETAT LT
and are delivered on the next business day.

5. SECURITY CLASSIFICATION

Messages containing information which requires
protection against unauthorized disclosure in the
interest of the national defense or forcign rela-
tions of the United States shall be classified in
one of three categories; namely, TOP SECRET,
SECRET, or CONFIDENTIAL, depending
upon the degree of its significance to national
security. All other messages ars UNCLASSIFIED.
Authority to classify information is restricted to
certain officials concerned with matters of na-
tional security. Always include the security classi-
fication in the spaces provided on the message
form. If the telegram is unclassified, show
"UNCLAS"” in the security classification boxes
at the top right and bottom right on the form.
If the telegram is classiied CONFIDENTIAL,
SECRET, or TOP SECRET, stamp or type
these words in the boxes. Classified  messages,
carbon copies, carbon paper, and ribhons shall
be protected in accordance with security regula-
tions prescribed by each agency. -

6. "MINIMIZE” INDICATOR

During periods of abnormally heavy communica-
tion loads or national ‘emergency, administrative
or execurive officers of each service or agency are
notified to MINIMIZE, or reduce, the volume of
electrical communication. Only essential mes.
sages are transmitted during MINIMIZE periods.
The writer or authorizing officer will determine
whether the urgency or importance of the mes-
sage dictates immedia.2 electrical transmission
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and will annotate the copy “MINIMIZE CON-
SIDERED.” These words will be typed or
stamped in capital letters to the right of the
message address on the message form.

7. TYPING THE MESSAGE

The text of the telegramn should be typed in the

. message space on the appropriate form (see figure

2 of this chapter).

a, Address. Following the word “To" at the upper
left of the message space, type the name, address
and ZIP code in all capital letters, block style,
single spaced with open punctuation (periods
are left out). Use the two-letter State abbrevia-
tion shown in chapter 5 of part IL Spell out
words such as NORTH and SOUTH. When
known, type the telephone number of the ad-
dressee immediately below the addressee’s name
or title. If all the addressees of a. book or mul-
tiple-address message don’t fit on one page, type
the text on the form and attach a list of all ad-
dressees on a separate sheet of plain paper. In
this instance, note on the first page of the tele-
gram, at the top of the message section, the total
number of addressees to whom the telegram
goes. When a communication is sent for action to
one or more addressees and for information to
others, type “INFO" two lines below the last ac-
tion addressee at the left margin and follow
with a list of information addressees. If informa-
tion copies and action copies for nearby ad-
dressees are to be sent by mail, indicate this afte
the appropriate address. Lt

b. Attention line. When a telegram is directed to
the attention of an individual other than the
addressee, place the attention line between-the
addressee’s name and the address, Example:

JOHN DUTTON COMPANY
ATITENTION: THOMAS ROWE
817-372-3451

1234 FIFTH STREET EAST
FORT WORTH, TX 76102

c. Body. Begin the bedy of the message two lines
below the last line of the address. When time
permits a reply to a telegram to be sent by mail,
include the phrase “Reply by Mail” in the body
of the message. If the message is classified, type
the appropriate security classification as the first

BIAM REISSUE
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TELEGRAPHIC MESSAGE

M N Mot Or ACENCY . HRLCEONNCE HEURFY CLAMMRCARDN
NAME OF AGENCY General Services Administration .
Type the name cf 2gency, your offica Mtomated Data § Telecommunications serone R UNCLAS

CF OFgAMIALONA} umt, and your ioca- Service
tion, D

Washington, DC
ACCOUNTING CLARLFCAR CAT? MEPARID TIPE OF messacH
NY5-1234/0/X,123 3-6-75

PRECEDENCE TR WHOTMATION CALL g swau

ybe IR Dropar precedence indica: — o
wny hformahon Coes. Su par. 3 John Smith, TPID 343-1234 03 mntime scomss

of Wis chaptar lor further nforma-
tcn,

THIA 2% 4CE FUR 1YE OF COMMUNKATION U NIT

MESSAGE TD NE TAANSMITIED /ir Jowhfe \posrae amd o swpesal letient

TYPE OF MESSAGE .
ihe * ATTENTION: JCHIN DOE

For's auscrution of €acn ok se8 FEDERAL SCRVICE AGENCY

par. 2 af ths chapter. 1271 0AX STREET

KANSAS CITY, 0 64131

SECURITY CLASSIFICATION

# the message 13 classihed, stamp
he proper classhCation in the space
prowiawd al the bottom and top of
the form,

ACCOUNTING CLASSIFICATION
:l‘!vn the I'ppﬂ)pnltl symbcd or wdem

for I
tha telegrdm 13 10 be sant collect,

DATE PREPARED LISTING NAMES, TITLES, OR SYMBOLS OF INDIVIDUALS QR ORGANIZATIONAL LE\ITS

Type the dais you prapare the form.

FOR INFORMATION CALE

Type the name. ofhce symbol, and
teiephone number of the peison tha
commynicaticns umt c¢an contact
e actitional infmation.

TYPING GUIDELINE
Type no ‘urtner than this line il

JAMES DOWNS, TPOD
using 3 Dypewnter wath elite type.

PAGE NUMBER AND

NUMBER OF PAGES

Show [ne ndmndual page number
and the total number of pages.

TO: MIDWESTERN MANAGEMENT CENTER

URTEL 3-6-75. USE OF SF 14 "TELEGRARIIC MESSAGE'" FOR ORIGINAML OF E;\Ggl PAGE OF
A TELEGRML. TYPE CARBGN COPIES ON PLAIN TISSUE. FOR MULTIPLE PAGE TEI.EGRAMS
FILL IX ALL APPLICABLE SPACES ON FIRST PAGE. ON SUCCEEDING PAGES FIL!i. IN SPACES
FOR SEQURITY CLASSIFICATION, PAGE NUMBER, AND NUMBER OF PAGES. :

SHOW DISTRIBUTION OF CARBON COPIES ON TISSUE COPIES ONLY. SKIP A LIN-E AFTER
SIGNATURE ELEMENT AND TYPE “CC* FLUSH WITH LEFT MARGIN. ON NEXT LI!\E%BEGI!\’

RECEIVING COPIES. GUECK A COPY FOR EACH ADDRESSEE. TYPE IDEXTIFICATION OF

OFFICE, WRITER, AND TYPIST ON TISSUE COPIES ONLY. SKIP A LINE AFTER us:r LINE
OF ISTRIBUTION LISTING AND TYPE OFFICE SYMBOL, IF AN, SRITER'S INITIALS AND
SURNME, TYPIST'S INITIALS, {

CHIEF, RECORDS MANAGIMENT BRANCH

AND DATE OF TYPING.

SECURTY CLASSIMCANOMN

UNCLAS

FAGE HO HO OF PGS

STANDARD FOuM ta
HVISHD AuGLSE 1#ar
GLA [l val CF) V0333 J4

I

Ficure 2.—Standard Form

word of the body of the message. Block the
paragraphs and double space the texty, with triple
spaces between the paragraphs. When wyping a
message on SF 14, Telegraphic Message, restrict
the number of characters on a line to v4, which
is the same length as a- [ull line in most tele-
typewriter machines. The dotted vertical guide-
line in the riglit margin indicates the limit for
69 characters when using an elite typewriler.
Ignorc the doued line when using a typewriter
with executive or pica type, but type no more
than 69 charzacters.

d. Signature. Type the signature element four
lines below the last line of the body of the mes-
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14, Telegraphic Message ‘
sage, flush with the left margin. It shoukd con-
sist of the unnme, tide, and orgunizational
designation {(including the office symboly of the
signer. The responsible official will sign the mes-
sage in the space between the body and the sig-
nature clement. '

8. COPIES OF TELEGRAMS ’

Always send the original of the telegram, not a
carbon copy, to the commmunications unit. Pre-
pare a yellow tissue copy for officiul files. To en-
sure that it can be easily read, make it the first
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carbon copy. Prepare only one official file copy
for a telegram sent to more than enc addressce.

9. TELEGRAPHIC STYLE

a. Articles, Omit the articles “a,” “an,” and “the”
untess they are nceded for clarity or part of a
quoted passage,

b. Niceties. Avoid umnecessary - words sach as
“please” and “Ar.”

¢ Numbers. Type numbers as Arabic mumerals.
In writing fractions, use numerals and the diag-
onal mark, not the typewriter [raction. Write
compound pumbers with a hyplen, Example:

2 1/2 PAGES
1960-70

. Dates. In writing dates, use hyphens o separate
the month, day, and year. Example:

9-26-75

e. Underscoring. Don't underscore for emphasis
as underscoring is not transmitted.

f. Punctuation. Don’t use words such as “sror,”
" MrERIon,” or “ouoTE” instead of punc-
tuation marks, For international cables omit the
punctuation marks and leave two spaces instend,

g- Abbreviations. Use well-known agency abbrevii-
tions such as GSA, HEW, and DOD w climinute
excess words in a telegram, Don't, however, ab-
breviate individual words as this may lead to
confusion, For example, the abbreviation “reqd.”
could mean cither “requested,” “required,” or
“requisitioned™ to the addressee.

h. Coined words. Use coined words as a means of

climinating excess words, Examples:

URTEL - your telegram
ORTEL -~ our telegram
URLET - your letter
ORLET - our letter

10. MAILGRAM SERVICE

Mailgram is a low-cost telegram delivery serice
available at any Government Advanced Record

Part I

System (ARS) cemmunications terminal which
provides for the transmission of messages
through a computcrized distribution system 1o
U.5. Post Offices throughout the 48 contiguous
States. Mailgrams are guided to the correct des-
tination by the ZIP code assigned by the origina-
tor. Mailgrams filed on the ARS before 4 p.m.
are delivered by the postal carrier to the ad-
dressee on the first mail delivery of the follow-
ing business day. When mailgram delivery is
desired, the word MAILGRAM should be typed
in capital letters on SF 11, Telegraphic Message,
at the top of the space designated “Messase 0
be transmitted.” The ZIP code must always be
included by the originator in the message ad-
dress immediately following the State abbrevia-
tion. Mailgram service should not be used for
the delivery of messages to individuals at hotels
or at other transient addresses or for the delivery
of emergency or priority messages.

11. FACSIMILE SERVICE

Facsimile communications provide an exact copy
of the original document to the addressee. Mem-
orandums, documents, dingrams, handwritten
notes, and other material which does not contain
an acdress or signature must be accompanicd by
an attached address wnd authorizing signature
for the guidince of the fucsimile operator. Orig-
inal copies should be used for Facsimile trans-
mission when possible as poor quality carbon
copics will not transmit clearly. Maximum copy
size usually is 8%2" x 117, although some agen-
cies may have facilities for Larger copy. Printing
smaller than newsprint should be aveided. Col-
ors will he reproduced at the delivery point as
black or shades of grey. IT the color will be jm-
portant to the addressee, a notation mnst be
added to the original copy iclentilving the eoloys.
The criteria in paragraphs 2 and 2 of this chap-
ter generally apply to Dacsimile communications
as well, It should be noted, however, that some
offices have facsimile equipment that will receive
messages on a continuous basis, For those offices,
the rules in paragraphs 24 and 2b should bé dis.
regarded.

(",
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BUREAU CORRESPONDENCE HANDEOCK
Telegrams, Mailerams and Facsimile Service

4.12 Bureeu Telecommunications. Two types of telecommunications are

used in The Burcam: Teletypes and Telegrams. Standard Form 14, "Telegraphic
Message," is used for all telecommunications except telegrams prepared in
the Central Office, which are prepared on Western Union Telefax forms.

A. -Eelezzp% . Teletypes are sent thr Government facilities
provided by the Public Buildings Service (PES). Sending and receiving
centers are located in most of the large cities in the United States.
This network should be used between all offices of the Bureau except as
. noted in ¢ below.

(1) How the System Operates. The system maintains a commnications
office in the Inmterior Building in Washington, which sends messages over
direct lines to those cities having receiving facilities nearest the
Pureau stations for which the messages are destined. Where the station
is located in the seme city as the teletype receiving center, the message
is delivered immediately to the addressee. If the station is located at
a point where there is no recéiving center, the message is refiled for
delivery by commercial telegraph. '

(2) Hendling of Messages by PBS Communications Centers. Al)
messages are handled in the order of priority in which they are received.
Messages received too late for delivery on the same day as filed are
transmitted so that they may be ready at the reception point for delivery
or refile at the opening of the next business day.

B. Telegrams. The telegram is sent through commercial facilities
and is the most expensive method of transmission. It may be used in
preference to PBS teletype facilities under any of the following
- eircumstences: (1) when fastest possible dispatch is required; (2)
when the addressee is a private citizen or otherwise not located at a
Federal installation; (3) where there is a consideration of privacy.
The writer of the message is responsible for deciding whether the particular
circumstances warrant use of the telegram.

(1) Telegrams From Field Installations. Prepare telegrams
originating at field installations on Standard Form 14 unless special
local instructions have been issued.

(2) Telegrams from Central Qffice. Prepare telegrams from the
Central Office on the Telefax form {see Illustrations 1 and 2 at the end .
of this chapter). Place the form on a machine for direct-image transmission -
to Western Union. Use the Telefax form only for telegrams originated in
the Central Office. Use Standard Form 14 for all other telegrams.

BIAM REISSUE
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15 BIAM SUPPLEMENT 1 _ Part I- 4.12C
BUREAU CORRESPONDENCE HANDBOCK
Pelegrams, Mailgrams and Facsimile Service

C. Time Deadlines on Telecommunications - Central Office.

(1) Teletypes. Messenger service is available in the mailroom
to carry teletypes to the Public Building Service Communication Center
until 5:15 p.m.. After that hour, originating offices may carry teletypes
to the Communication Center in Room 1038, until 7:00 p.m.

(2) Telegrams. Telegrams will be accepted and transmitted to
Western Union by mailroom personnel until 5:15 p.m..

| : BIAM REISSUE
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CHAPTER 5

MODELS OF ADDRESS

1. GENERAL -

a. When it is desirable to use a salutation and
closing, the models of address in this chapter are
the conventional forms of address in general use,
Use them as patterns for other addresses. They
may be varied under certain circumstances. For
example, “Honerable” may be replaced by a title
such as “General,” “Dr.,” or “His Excellency,”
as appropriate. All Presidential appointces and
Federal and State clective officials are addressed
as “"Honorable.” As a general rule, county and
city officials, except mavers, are not addressed as
*Honorable.” Persons once entitled to the tidle
“Governor,” “Judge,” “General,” “Honarable,”
“His Excellency.” or a similar distinctive title
may retain the title throughout their lifetimes.
Only titles for men are shown in the examples
of sulutations. When a woman occupics the posi-
tion, the title “Madam” is substilutcd flor “Alr.”
before such formal terms as “President,” “Vice
Piesident,” “Chairman,” “Secretary,” “Ambas-
sador,” and *“Minister.” Use the title “Senator”

2. MODELS OF ADDRESS

for a.fémale member of the Senate and *Ms.”
for a female member of the House of Represent-
atives, Senator-clect, or Representative-elect.

b. Observe the following general rules when ad-
dressing communications to individuals by name
and/or title.

(1) Use open puncration in  addresses
(periods are jeft out).

{2) Spell out all titles in the address, except
“Dr.,” "Mr.,” and “Ms.” Don't use two titles
with the same mecaning with one name, for ex-
ample, use “Dr. Paul White” or “Paul White,
M.D..” but not “Dr, Paul White, M.D.”

(5') Females will be addressed as Ms.

(4) Ifit is not known whether the addressce
is 2 man or a woman, omit the title. For ex-
ample, use “Leslic Doe.”

(5) In some cases the person holding a
Ph.D. degree prelers to be addressed as “Dr.
(full name),” rather than as “The Reverend,”
“Dean,” “Professor,” ete.

$ . . . -
The following list shows the address element! s2lutation, and complimentary close, when uscd, for certain addressees. :

ADDRESSEE

ADDRESS ON LETTER AND ENVELOPE

SALUTATION AND COMPLIMEN-
TARY CLOSE

The President The President

, Dear Mr. President:

The White House
Washington, D.C. 20500

Respectfully,

Wife of the President

Ms. (full name)
The White House
Washington, D.C. 20500

Dear Ms. (surname):
Sincerely,.

Assistant to the President

Honorabte (futl name)
Assistant to the President
The White House
Washington D.C. 20500

Decar Mr. (surname):
Sincerely,

Former President

Honorable (full name)
(local address) 00000

Dear President  (surname) ;
Sincerely,
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ADDRESSEE

ADDRESS ON LETTER AND ENVELOPE

MLETATION AND COMPLIMEN-

TARY CLOSK

The Vice President

Formuai:  The Viee President
United States Senaie
Washington, DG 4510

Infoumai: Houverable ffull name)

The Vice Prosident of the

United Stites
Washington, DC 20301

Dear Mr. Vice President:
Sincerely,

Dew My, Viee President:
Sucerehy,

TE  ChicE Justice

The Chiel Justice of the United States Dear Mr. Uisief Justice:

The supreme Court of the Uniwd

states
Washington, DC 20343

sincerely,

Asson s e Justice

Mr, Jusiice  isorname

The Supteme Court of the United
Stittes

Washingion, DG 20513

President of the Senarte

Bear Mro Justice:
Sincerely,

Honovable  Tull namey
President of the Sensie
Washimston, DO 20550

Dy My President:
Aincerely,

L'nitcd Swates Senator

Jlonorable  (full noepey

United Stares Senate

Wishinzion, DG 20510
or

Honorable full name)

Unitedd Stawes Scnator

tlocal ackdressy (0000

Dear Sendtoy  (suvpanu-
Sincercly,

Luitxl States Representative

Homerable ifull name)
Honse of Representatives
Washington, DG 20515
or
Honorable (ful! name)
AMember, Uniterdd States House of
Representatives
{local addrdgss) 00000

Dear Mre. (surname :
Sineerely,

Committee Chairman

Haunorable (full name)
Chairman, Committee on (name)
United States Scnate
Washington, DC™ 20510

or N
Honorable (full name)
Chairman, Committee on (name)

_House of Represcatatives

Washington, DC 20515

Dear Mr. Chairman:
Sincerviy,

Subcommitice Chaivman

Honorable ([ull namey
Chairman, Subcommittee on {namc)

- (name of parent Comimittec)

United States Senate

‘Washington, BC 20510

or

Honorable (full name)

Chairman, Subcommittee on (name)
(name of parent Committee)
House of Representatives
Washingtou, DC 20515

Bear Senutor  (surname) :
Sincerely,

Dear Madame:
Sincerely,
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Part I

AUDRISSEE

Speaker of the House ot
Representatives

ADLRESS OX LETTER AND ENVELOPE

SALUTATION AXD COMPLIMEN-
TARY CLOSE

Hounorable {full name)
Spuaker of the House of
Representatives
Washington, DC 20515

Dear Mr. Speaker:
_Sincerely,

Cabincr Members

Hunorable (full oame)

secretary of  fuamwe of Depariment)

Washington, 1DC 00000
or

Henorable .E_fn]l nune)

Posunuster Genevad

Washington, 12 20260
or

Honeable s full namey

Attorner General

Washimgion, DC 20530

Dear Mr, Scorelary:
Sincerely,

Dear Mr. Postmastier General:
Sincerely,

e Mr. Attorney Generl:
Sincerely,

Deputy Secretaries, Assistants, or
Under Secretaiics

omoerible (ull name)

© Deputy Secretary of (name of

Deparument)
Washington, BC 00000
or
Howswable (full name,
Assisant Secverary of (hame of
Department)
Washmgton, DC 00000
or
Honovable (full namc}
Under Secretary of (hame of
Department)
Washington, Dt 00000

Dear Mr. (stwname) :
Sincevely,

Hezds of Independent Offices
and Agencies

Honorable (fadl name)
Compuoiler General of the Foirerd
States
General Acrounting Oiben
Washington, DO 20548
or
Honorable (full name)
Chairman, (name of Commission)
Washingtorj, DC 00000
or’
Hunorable (full name)
Director. Olfice of Management and
Burlget
Washington, DG 20503

Dear Mr. (surnazme) :
Sinrerely,

Deuar Mr. Chaiiman:

Sincerels,

Dear Mr. (surname):
Sincerely,

Liirarian of Congress

Honorable (full name)
Libratian of Congress
Library of Congress

-Washington, DC 20540

Dear Ms. (surname) :
Sinicevely,

Public Printer

Honorable {fuil name)

Public Printer

U.S. Government Printing Office
Washington, DC 2040}

Dear Mr. (surnamc) :
Sincerely, ’ -

Amedezs Ambassador

~ Honorable (full namc)

American Ambassador
(City), (Country)

Siv: {formal)
Dear Mr. Ambassador: -
(informal)
Very truly yours, (formal)
Sincerely, (informal)
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Part I

ADDRESSEE

ADDRESS ON LETTER AND ENVELOPE

SALUTATION AND COMPLIMEN-
TARY CLOSE

American Consul General or
American Consul

(Full name)

American Consul General {(or
American Consul)

{City), {Ccuniry)

Dear Mr. (surname):
Sincerety,

Foreign Ambassador in the
United States

His Excellency (full name)
Ambassador of (Country)
(local address) 00000

Excellency: (formal)
Dear Mr. Ambassador:
{informal)
Very truly yours, (formal)
Sincerely, (informal)

United States Representative to
the United Nations or Organi-
zation of American States

Honorable (full name)

United States Representative to the
United Nations {or Organization
of American States)

(local address) 00000

Sir: (formal)
Dear Mr. Ambassador:
(informal)
Very truly vours, (formai)
Sincerely, (informal)

Governor of State

Honorable (full name)
Governor of (name of State)
(City), (State} 00000

Dear Governor (surname):
Sincerely,

Lieutenant Governor

Honorabie (full name)

Licutenant Governor of (name -of
State)

{City), (State) 00000

Dear Mr. (surname):
Sincerely,

State Senator

Honorable (full name)
(name of 5tate) Senate
(City), (State) 00000

Dear Mr, (surname):
Sincerely,

State Representative,
Assemblyman, or Delegate

Honorable (full name)

(name of State) House of
Representatives  (or Assembly or
House of Delegates)®

(City), (State) 00000

Dear Ma (surname) :
Sincerely,

Mayor

Honorable (full name)
Mayor of (name of Cilty)
(City), (State) 00000

Dear Mayor (surname):
Sincerely,

President of a Board of
Commissioners

Honorable (full name)

President, Board of Commissioners
of (mame of City)

(City), (State) 00000

Dear 1ir. (surname):
Sincez -ly,

Protestant Clergy

The Right Reverend (full name)
Bishop of (name)
{local address) 00000

or

The Very Reverend (full namey
Dean of (Cathedral)

(local address) 00000

or
The Reverend (full name)
Bishop of (name)
(tocal address) 00000

Pizie Reverend Sir: (formal)
I>. «r Bishop (surname):
{informal)

Sincerely,

Very Reverend Sir: (formal)
Dezr Dean (surname) :
(informal)

Sincerely,

Reverend Sir: (formal)
Dear Bishop (surnnome):
(informatl)

Sincerely,

tIn most Statcs, the lower branch of the legislature is the House of Representatives. In some States, such as Californiz,
New York, New Jersey, Nevada, and Wisconsin, the lower house is known as the Assembly. In others, such as Maryland,
Virginia, and West Virginia, it is known as the House of Dclegates. Nebraska has 1 one-house legisiature, I1s mem-

bers are classed as senators.
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ADDRESSEE

ADDRESY 0N LETTER AND ENVELOPE

Protestant Clergy’ (Continued)

SALUTATION  AMD  GIOAULIMEN-

TARY ClLOSE .

or
The Reverend (full name)
{Tite), (name of Chureh)
(foeal nadress) 00000

Dear Mr. {armsme} :
Stneerely,

Calbinlic Clergy

His Emincare {given name)

Cardinal (surname)
Archbishop nf (I¥ucese)
flocal addressy 00000

or

The Most Reverend (full name)
Archbishop of Dincesc)

flocal addressy 00009

or
The Most Reverend (full namE)
Bishiop of (City)
{local address) 00000

The Right Reverend Mensignov
{full namc)
(local uddvessy 00000

or
The Very Reverend Monsignor
(full name)
(local address) 00000

or
The Reverend (full nzme) (add
initials or Order, if any)
{local addressy 0000Q

or.

Mother (naine) (initials of Ovder,

if used) §
Superior (naine of Convenl)
(local address) 00000

Yoy Entbwence: ('i'm‘mal)
Dear Ciardinal {surmame) :
(infovmat)

Sincerely,

Yonr Execlleney: (formal)
Dear Archbishep (surname’ :
{informal)

Sincerely,

Your Excellency: {formal)
Deav Bishop {surname) :
{informal)

Sincerely,
Right Reverend Monsignos:
tormal)
Dear Momsignot  (surnane) :
{informaly

Sincerely,

Very Reverend Monsigoor:
tHanmal)
Dear Monsignoy (surizane) :
{informal)

Sincercly,

Reverend Siv: (formal)
Dear Father (surname) :
(infirmal)

Sincerely,

Dear Mother (name):
Sincerely,

Jewish Clengy

Rabbi (fuil name)
(lncal address) 00000

Dear -Rabbi {surname)
Sincerely,

Chapiains

Chaplain (fall name)
{rank, scrvice designation)

{post office acddress of organization

and station)
(local addvess) 00000

Dear Chaplain  {(surmame) ;
Sincerely,

Presitlent of a College or
Umiversity (Dector)

Dr. (full namc)
Preident, (name of inmitution)
{lecal address) 00000

Dear Dr, (surnamey :
Sincerely,

Dean of 5 Scheal

Dean (full name)

“School of  (nimcey

(namc of institntion)
{loeal addressy 00000

Bear Dean kslzrh:::ﬂc):
Sincercly,

Proies.wor

———— e

Prufessor (full name)
Department of (nar .p)
fnane of institntion)
thaal adilressy 00000
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ADDRESSEE ADDRESS OX LETTER AND ENVELOPE SALUTATIUN AND GOMPLIMEN-
TARY CLOSE

Physician (full namej, M.D. Dear Dr. (surnsme) :

{local address) 00000 yipeercly,
Lawyer Mr, (full name) Duear My, {(su-neme) :

Attorney at Law Sincerely,

(locol addressy 00000 -
Widow- Dear i{s. (su;-n':'tmc;:

Ms. (wile's first name, last name)
{Iocul addressy CUQ

wingevely,

Two ov More Men

Mr. (full names and A, Jull e 4
{local address) OusHn

Suemtlemen:
Sinceraly,

Two or More Women

M. {full name aurel M, s e i) *
(local addressy 0000

Gontlewomen:
Sincerely,

One Woman and One Man

Ms. (full name) el My, cfuii names
(local address) 00000

Dear Ms. (suweonime;  and
Mr. (surnascer
Sincerely,

Service Personned

(fuil grade, name, wml abbreviation
of service designation) (Retired is
added, if appiicable)

(title and organization)

{local addressy 00000

Dear igrade} {~urname):
Sincerely,

Service Academy Mcembers
Army or Coast Guard

Cadet (full name)
{service designation}
(local addressy 00000

Dear Cadet {snrname) :
Sincvrely,

Navy Midshipman {fuil name) 'l)pu;'-.{lidshipm:m (surname; -
(service designution) Sinuercly,
{local address) 00000

Air Force Air Cadet {full name) Dear Air Cadet (surname’ :

{service designation)
(local address) 00000

Sincercly,

# A letter to two or move persons may be addressed as_illestrated o to only one of them whon the other s mentioned

by name in the opening paragrapit.
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Part IT

CHAPTER 1

CAPITALIZATION

1. GENERAL

Problems of capitalization which most often arise in Government correspondence are covered in this
chapter. Commonly used principles are briclly stated and supported by examples. When w capital-
ize is shown at the left of the page; when not to capitalize is shown at the right. For words or terms
not included here, corvect practice can be determined by relating such words to the principles that
are given. Also see the U.S. Government Printing Office Style Manual for other points on capitali-
zation.

Two main rules govern use of capitals: (1) Proper nouns, titles, and first words are capitalized and
(?) common nouns are not capitaliced unless they have gained the status of proper nouns. Consist-
ency in capitalizing is important. Once a practice has been adopted, for example, capitalizing a

word for emphasis, that practice should be carelully followed throughout the piece of writing.

2. PROPER NOUNS

a. Names of persons, places, and things. {Sce ailso paragraphs o—g, lellowing.)

Capitalize names of persons, places, and things
and thety devivatives which vetain proper noun
meanings.,

John Macadam, Macadam family

Paris, Parisian

Italy, Italian

Rome, Roman

Capitel in Washington, D.C.

b. Common nouns used as proper nouns.

Capitalize common nouns used as pavis of proper
names and of iitles,

Massachusetts Avenue

Federal Express

Cape of Good Hope

Union Station

Budget and Accounting Procedurcs Act
Appendix C

Column 2

Exhibit D7

The Versailles Treaty

Capitalize common nouns when they are used
alone as well-known short forms of proper names.
British Commonwealth: the Commonwecalth

Cherokes Nation: the Nation
Union of Seuth Africa: the Union

Do not capitalize names which have become com-
mon or their devivatives which have general
meanings.
: macadamized
plaster of paris
italics, italicize
roman (type style)
a State capitol

Do not capitalize when used as a substitute for a
name or lo denote time, sequence, or reference.

the longest avenue

the exprcss to Boston-

the southernmost cape

the railway station in Washington
act of 1951

a part of appendix C

in column 2, page 3

a reprint of exhibit D7

the treaty of 1919

Do not capitalize when used in a general sense.

a commonwealth of nations
a nation of warlike people
a union bétween families
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Part 11

Capitalize plural forms of common nouns when Do not capitalize when they are used in a gen-

they are used as part of proper names. eral sense.
Seventh and I Streets two old strects
Lakes Erie and Ontario _ these iniand lakes
State and Treasury Departments executive departments -

¢. Names of organized bodies.

(1) Federal Government units. :

Capitalize titles of the Federal Government, its Do not capitalize uniis of government when they
unils, and their shoriened forms. Capitalize other  are used in a general sense or when referring to

substitutes only to show distinction, other than a Federal Governmuent unil.
The US. Governmemi: the Federal Government, the democratic goveynment, a federal union, two national
National Government, the Government governments, ¢ity government
G.5. Congress: 93d Congress a congress of citizens
the Senate, the House a semate or house unit in Jowa
Committee of the Whole: the Committee committees of the Senate, a PTA committee
Deparunent of Agricuiinre: the Department any department of the government
Division of Publications: the Division a division of the organization
Bareau of the Census: the Censas Bureaun, the Burean formation of a bureaw, the census buycau in Laurel
Geolagical Survey: the Survey a survey of mincrals
huevstate Commerce Commission: the Commission a commission on tride rights, interstate commissions
American Embassy: the Embassy 1 foreign cmbassy: alse the consulate, the consulate gen-
Department of Defense: Military  Establishment, Armed eral -
Forees a defense establishment, armed fovees exploring the area,
U8, Army: the Army, Regular Avmy, the Infantry, 8ist also armed sevvices
Regiment, Army Band an army, Grant’s army, Ifuntrymen, the regiment, the
US. NMNavy: the Navy, Navy (Naval) Establishment, March King's band
Marine Corps naval shipyard, naval station

corps of fighting men

(2) International organizations.

Capitalize naines of international organizations. Do not capitalize when used in a general sense.
United Nations: the Council, the Assembly, the Sceretariat united nations in the Middle East, a comncil of citizens,
a wwn assembly, nosocvetarint for the divector
Workl Heaith Organization funds for a health organization
H

(3) Names of other organized bodies. (For names of Federal Government units and international or-
ganizations, see paragraphs (1) amd (2), preceding.)

Capitalize names of other organized bodies when Do not capitalize when used in a gencral sense.
used as titles. '
Virginia Assembly, West Virginia House of Delegates the assembly, the State senate, the house of delegates
the highway commission, the commission for highway
California State Highway Commission: Highway Com- construction )
mission of California the yailroad company, the railroad in Pennsylvania

Dutchland Railroad Company: the Dutchland Railrvad
d. Names of members of organized bodies.

- Capitalize names of members of organized bodies Do not capitalize when nused in a general sense.
to distinguish them from the same wovds merely .
in a descriptive sense.

a Representative {(Member of Congress)  a representative of a "grouwp
a Republican (member of a political party) a republican form of government
a Catholic (member of the Cathelic Church) catholic {universal) interests A
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Part 11

e, Official designations of countries, domains, and their divisions.

Capitalize names of countries and their divisions
when used as proper names, as parts of proper
names, or as proper adjectives.

United States: the Republic, the Nation, the Union

New York State: the Empire State

Dominion of Canada: the Dominion

Providence of Quebec: the Province

U.55.R. (Union of Soviet Socialist Republicsy: Comin-
form (Communist Information Burcau), Communist
International

Do not capitalize when used in a general sense.

a republic, two nations, national Income, union of States
(U.8.)

church and state

a dominion of the Western Hemisphers

farming provinces of Canada

a socialist form of government, experiment in communism

f. Names of regions, localities, and geographic features.

Capitalize names of regions, localitics, and geo-
graphic features when used as proper names.

the North Atlantic States
the West, the Midwest
Equatorial Africa

the Middle East (Asia)
the Promised Land

the Continent

Do not capitalize terms used to denotc mere
direction or position.

north, south, east, west, northerly, northern, northward
road to the west, 2 midwest direction

equatorial countries

middle east of the State

a land of promise

continental boundaries

g. Names of calendar divisions, holidays, historic events, and periods of time.

Capitalize names of months of the year and days
of the week.

January, February, March
Monday, Tuesday, Wednesday

Capitalize names of events and of holidays.

Battle of Lexington

War of 1812, World War 1I
Feast of the Passover

Fourth of July: the Fourth

Do not capitalize names of the seasons or the
words year and century when used with numbers.

spring, sumamer, autumn, winter
the year 1960, the 20th centwury

Do not capitalize when used in a general sense.

the battle fought at Lexington

the war years, two major wars

a religious feast

on July the fourth, a national holiday

3. TITLES USED WITH NAMES OR TITLES STANDING FOR PERSONS

a. Titles preceding names.

Capitalize titles preceding proper names,
President Lincoln
King George. .

Chazirman McDoweil
Ambassador Page

F
H

b. Titles following names or titles used alone.

Capitalize titles following proper names or used
alone as substitutes for names when they indi-
cate preeminence.

John Adams, President of the Unifed States; the President;
the President-elect; the Executive; the Commander in
Chiel: Ex.President Adams; a former President

Thomas Howells, Vice President of the United States; the
Vice President

B. A. Rowland, Secretary of State; the Secretary; the Act-
ing Secretary; the Under Secretary; the Assistant Secre-
tary; the Director; the Chief; the Assistant Chicf
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Do not capitalize when used in a general sense.

a president of a club

a king of spades

a chairman of the commiuee
ambassador at large

Do not cepitalize when used in a general sense,
or when not indicating preeminence.

Burns Mason, president of the Potomac Railway; presi-
dent-clect of the union; the exécutive's suite; a young
commander in chicf; ex-president of Cullen Institute; a
former president of the university

Caleb Jobnson, vice president of the Exchange; the vice

“president of SDA

secretarics of the military departments (part of the cleri-
cal staff), bul Secrctaries of the military departments
(heads of Avmy, Navy, Air Force) ; the director, chief,
or assistant chicf of the laboratory
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Part II

Capitalize titles in the second person.

Your Excellency .
Mr. Chairman, Madam Sccretary

4. TITLES OF PUBLICATIONS, DOCUMENTS, ACTS, ETC.

Capitalize all words in titles of publications and
documents, except a, an, the, at, by, for, in, of,
on, to, up, and. as, but, if, or. and nor.

Suatntes at Large, Revised Statutes

District Cole

Bancrofcs Histny

Journal (House or Senate)

American Journal of Scicnce

Maonograph 55, Research Paper 123

Senate Docoment 70, but Senate hill LG

House Resolution 68, but House bill 20

Kellogg Pact. North Adantic Pact

Treaty of Ghent

5. THE DEFINITE ARTICLE

Capitalize the word the when used as part of a
name or title,

The Dalles (Ovegon)

The Weirs {New Hampshire)

The Hague

The Atrorney General (if so writken in copy)

6. PARTICLES IN NAMES OF PERSONS

Capitalize particles in foreign names oy litles—d’,
da, della, du, van, and von. i

D'Crbigny '

Da Ponte

Du Pont
Capitalize particles in anglicized names, even if
preceded by a forename or tille.

Justice Van Devanter

Samuel F. Du Pont
Reginald De Koven

7. FIRST WORDS

Capitalize the first word of a sentence, of « direct
quotation, of a line of poetry, or of a formally in-
troduced scries of ilems following a comma or a
colon. -
The question is, Shall the bill pass?
He asked, “And where are you going?™
Lives of great men all remind us

We can make our lives sublime.

The vote was as follows: In the affirmative, 23: in the
negative, 11; not voting, three.
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“ Do not capitalize when wsed apovt from titles or
in a general sense,

the applicable siamtes

the code of the Disvice

history books

a journal of legistative action

a4 professional journal

any monugraph, a rescarch paper by Sales
a historical document lvem the Senate

a committee vesoluwtion

a pact hetwern kitions

the weaty signed at Ghent

Do not capitalize when the is wsed adjectively or
with titles of niwsfutpers, peviodicals, vessels, air-
ships, v firie names.

the Dalles region

the Weirs soreets

the Hague Court; b the Necherlands

the attorney geneval of Texas

the Times, the Atasotic Monthly

the Mermaild, the U-3

the Nuatiemal Thoto Co.

Do not capitalize in foreign numes when pre-
ceded by a forename or title,

Aleide d&'Orvbigny

Curdinal «la Poute

E. L. du Pont e Nemmns & Co.

Do not'mpimh':r when an (ndividual prefers
lowercase.

4

Henry van Dvke (his wsage)
Irénée du Pour (his usagge)

Do not capitalize a fragmentary quotation or a
supplementary vemark following a colon.

He objectedl “to the pirascoloegy, aot to the ideas.”
Revolutions ave not made: they come.
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1. GENERAL

CHAPTER 2

SPELLING

Part I1

The Government Printing Office recognizes Webster's New International Dictionary as the guide to
spelling. To achieve further standardization, the Government Printing Office lists in its Style Manual
the preferred forms of many of the words that are spelled more than one way in Webster's.

This chapter carries a short list of preferred forms, selected from those in the Style Manual.
Also, it gives instructions on the formation of plurals, the doubling of final consonants when suffixes
are added, and the use of indefinite articles. Methods of forming possessives are covered in chapter
4, paragraph 2, of this part.

The speiling of geographic names should conform to the decisions of the U.5. Board on Geo-
graphic Names. In the absence of a decision by the Board, the U.S. Divectory of Post Offices is used

for names in the United States and its possessions.

2. PREFERRED SPELLING

abridgment’

acknowledgment

adapter

adjuster

adviser

aging

aline

anesthetic

appail

ascendance

aye

barreled, barreling

beveled, beveling

biased

biond

boulder

brier

buses

caliber

canceled, eanceling,
cancellation

catalog

channeled, channeling

cigarette

coconut

combated, combating

connecter -

Supp- 1, Release 26, 3/19/80

consignor

converter

conveyor

councilor

counseled, counselor,
counseling

defense

descendant

development f

diagramed, diagraming

dialed, dialing

dike

disk

draft

drought

employee

enclose

enclosure

entrust

equaled, equaling

esthetic

exhibitor

favor

flier

focused, focusing

forbade

50

fulfill

fuss

gage

goodby

graveled, graveling

gray

intern

jeweled, jeweler, jeweling

judgment

kerosene

kidnaped, kidnaper,
kidnaping

“labeled, labeling

leveled, leveler, leveling
libeled, libeler, libeling
licensc

likable

maneuver

marshaled, marshaling
marvelous

.. medieval

meter

modeled, modeling
mold

raonoleg

movable

nonplused

offense

penciled, penciling

percent

plow

practice

programed, programer,
programing

reconnaissance

referable

signaled, signaling

skillful

stenciled, stenciling

subpena

sulfur

theater.

totaled, totaling

traveled, traveler,
traveling

visa, visaed

vitamin

wiltful

woolen

woolly

worshiped, worshiper,
worshiping
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3. PLURAL FORMS

a. In forming the plurais of ey et ternys

Significant word first

adjutants generai
ambassaddors at large
attotnevs at law
attorneys general
brothers-in-law
commanders in chiel —
heirs at law

notaries public
rights-of-way

Significant word last

assistant attornevs
assistant commissioners
assistant secretaries
deputy sherifls
lieutenant coloncls
trade unions

vice chairmen

vice presidents

- ke we significant word plral,
Significant word in wmiddie

assistane anorneys generil
assistant chicls of swaff
assistant comptroliers general
deputy chiels of staff

Both words of equal significance

Baullctins Nos. 27 amd 28; fat Bulledin No. 27 or 28
men huvers
women stidents

No word significant in itself
hand-me-downs
jack-in-the-pulpits

b. When a noun is hyphened with an adverb or preposition, make the noun plural.

goings-on
hangers-on

listeners-in ’ makers-up
lookers-on passers-by

¢. When neither word is a noun, make the last word plural.

also-rans
come-ons

go-hetweens
higher-ups

d. To form the plural of nouns ending with ful, add s at the end. 1f it is necessary to express the
idea that more than one container was filled, write the two clements as separate words and make

the noun plural

five bucketfuls of the mixture (one bucket filled fve three cuphils of flowr {one cup filled three times)

times)

five buckets full of earth (separate buckets)

three cups full of enffec (scparate cups}

¥
i

e. The plurals of these words may cause difficulty.

appendix, appendixes
basis, bases

crisis, criscs
curricitlum, curriculums
datum, data

formula, formulas

4. DOUBLED CONSONANTS

maximum, maximums phenomenon, phenomena
medium, mediums or media platcau, plateaus
memorandum, memorandums . stimulus, stinuli
minimum, minimums
mintitia, minutiac
parenthesis, parentheses

synopsis. synopses

When a suffix beginning with a vowel is added to a word ending in a single consonant preceded by
“a single vowel, double the consonant if (a) it ends a word of one sylluable, or (4) it ends an accented

syllable.

bag, bagging
get, getting
red, reddish

corral, corralled

rob, robbing but total. 1otaled

travel, traveled
transfer, wansferred
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5. INDEFINITE ARTICLES

Part II

a. Use a belore words beginning with consonants, except words beginning with a silent 2. Also use a
belore words spelled with initial vowels that combine consonant and vowe! sounds.
a procedure a union bui an hour
a hotel a European atlas
a humble marn — a one-sided argument
b. Use an before words beginning with vowels, and words beginning with a silent /.
an order an herbscller
an electric light an honor
an initial
§
!
*
FE :
BRUARY ‘1984
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CHARTER 3

COMPOUND WORDS B

1. GENERAL -

A compound word conveys a unit idea that is not as clearly conveyed by separate words. The hyphen
not only unites but separates the component words and thus aids readability and correct pronuncia-
tion.

In this chapter, basic rules for compounding are given first and are followed by guides ta form-
ing solid compounds and to hyphening unit modifiers. Instructions are also given on adding prefixes
and suffixes and on putting Logether combining forms.

Word forms are constantly changing. The correct form for use in Government is found in the
U.S. Government Printing Office SIyle Manual,

2. BASIC RULES

2. Omit the hyphen when words appear in regular order and the omission causes no confusion jn
sound or meaning.

banking hours day laborer palm oil training ship
blood pressure tye opener patent right violin teacher
book value fellow citizen real estate
census taker living costs rock candy

b. Compound two or more words to express an idea that would not be as clearly expressed in separate
words.

afterglow cupboard gentlemen right-of-way
bookkeeping forget-me-not newsprint whitewash

¢ In a derivative of a compound, keep the solid or hyphened form of the original compound, unless
otherwise indicated for particular words.

coldbloodedness ill-advisedly | praiseworthiness X-rayer
footnoting outlawry ' railroader Y-shaped

3. SOLID, COMPOUNDS

a. When any, cvery, no, and some are combined with body, thing, and where, type as one word. Type
as separate words some one, every one, and similar combinations whic¢h refer to a particular person
or thing. To aveid mispronounciation, type no one as two words at all times.

anyhody anywhere nobody somebody
anyone, but evervbody no one someone

anv one. thing evervthing nothing _ something .
anything everywhere nowhere

b. Type as one word compound personal pronouns.

herself myself ourselves yoursclf _
himself : oncself themselves yourselves
itself

¢. Type as one word compass directions consisting of two points, but use a hyphen after the first
point when three points are combined. - :

BIAM REISSUE
FEBRUARY 1084
Supp. 1, Release 26, 3/19/80 L
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Part i1

4. UNIT MODIFIERS

a. Place a hyphen between words. or abbreviations and words, combined to form a unit modifier
immediately preceding the word maodified, except as shown in paragraph b following. This use of the '

hyphen applies particularly to combinations in which one element is a present or past participle. o

a i-percent increase Federal-State-local cooperation iong-term loan
Bahiimore-Washington- road guitled-missile program lump-sum payment
drought-siricken arca large-scale project multiple-purpose uses
English-speaking nation law-abiding citizen U.S.-owned property

b. Where meaning is clear and readability is not aided, it is not necessary to use a hyphen to form «

temporary or made compound. Restraint should be excrcised in [orming unnecessary combinations of
words used in normal sequence.

atomic cReIgy power fand bank loan real estate fax

child wellure plan life insurance company social security pension
civil service examination parcel post delivery soil conscrvation measures
income tax form per capita expenditure specinl delivery mail

¢. Generally. do not use a hvphen in a two-word unit modifier the Rrst element of which is an adverls

ending in 1¥; do not use hyphens in a three-word unit modifier the first two elements of which are
adverbs.

cagerly awaited moment but ever-normal granary
heavily Taden ship ever-tising flood
unusu:ly well preserved specimen still-new car

very well definetl usage still-lingering doubt
very well worth reading ’ well-known lawver
not tno distant future well-kept farm

often heavd phrase

d. Retain the original forms of proper nouns used as unit modifiers, either in their basie or derived
forms.

United States laws Red Cross nurse Swedish-American descent
Latin American countrics Winston-Salem regional ofice Minneapolis-5t. Paul region

e. Do not confuse a modifier with thef word it modifies.

gallant serviceman well-trained  schoolteacher Ametican flagship
average taxpayer wikrien-shoe maker but American-flag ship
but income-tax paver tomato-canning  factory

f. Retain the hyphen where two or more hyphened compounds have a common basic element and
this clement is omitted in all but the last term,

8-, 10-, and 16-loot hoards moss- and ivv-covered walls
2. by 4-inch boards but T w 6 inches net moss and ivy-covered walls

wide
g. Do not use a hyphen in a foreign phrase used as a unit modifier.
ex officic member per capita tax per diem emplovee prima facie evidence
h. Do not use it h}'[-)hcn in it unit modifier which contains a letter or a number as its second element.
article 3 provisions grade A milk peint 4 program ward D patients class IT railvoad

i. Do not use a hyphen in a unit modifier within quotation marks unless the modifier is usually a

hyphened term. BIAN RFISSUE
"blue sky” law “good neighbor” policy “fic-in” sale FEBRUARY 1984
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5. PREFIXES, SUFFIXES, AND COMBINING FORMS
a. Type compounds which contain prefixes or suffixes as onc word without a hyphen, except as shown

in paragraphs b, ¢, and d [ollowing. Usc a hyphen to avoid doubling a vowel or tripling a conso-
nant, except alter the prefixes co, de, pre, pro, and re.

antedate extracurricular® northward semiofficial -
anti-inflation homestead ’ ofisct shell-like

biweekly Inverncss-shire preexisting thimblc-cye
brass-smith micro-organisms reenact wwofold
cooperation " misstate ' semi-independent ultra-atomic
decmphasis - —  nationwide

b. Use a hyphen to avoid conlusion,

.anti-hog-chlorea scrum non-civil-service position ve-lreat  {treat again)
co-op re-sort (50Tt again) un-jonized

c. Type with a hyphen the prefixes ex, self, and quasi.

€X-gOVCINOor sclf-control fquasi-argument
cx-serviceman self-cducated quasi-corporation
ex-trader quasi-academic quasi-judicial

d. Use a hyphen to join a prefix to a capitalized word, unless usage is otherwise,

anti-Arab but nongovernmental
pro-DBritish overanglicize
un-Amecrican transatlantic

6. NUMERICAL COMPOUNDS

a. Type a hyphen between the elements of compound numbers from twenty-one to ninety-nine and
in adjective compounds with a numerical first element. '

8-hour day 3-week vacation but one hundred aud twenty-one
6-faater 24-inch ruler 100-0dd )
10-minute delay twenty-one foursome

b. Type a hyphen between the elements of a fraction, but omit it between the numerator and the de-
nominator when the hyphen appears in either or in both.

one-thousandth twenty-one thirty-seconds two one-thousandths
three-fourths of an inch twenty-three thirticths two-thirds i

7. IMPROVISED COMPOUNDS

a. Use a hyphen between the clements of an improvised compound serving as an adjective or a noun.

how-ta-be-beautiful course know-it-ail stick-in-the-mud
know-how let-George-do-it  attitude

b. When the noun form is printed in separate words, always hyphen the corresponding verb form.

biuc-pcﬁcil cold-shoulder cross-brace

- BJAM REISSUE
Supp. 1, Release 26, 3/19/80 ‘ FEBRUARY 1984

56 |

s




Mo’

Part II

CHAPTER 4

PUNCTUATION

1. GENERAL

Punctuation marks are to the reader what road sighs are to the driver. They make it easier 1o read
and understand what someone has written. There are rules, but there ave also miny exceptions. Some
punctuation marks may be sabstituted f{or others, without changing the meaning of a sentence or
without making it less clear, Good sentences usually veed few punctuation marks, The U.S. Govern-
ment Printing Office Siyle Manual wems punctuation in detail.

2. APOSTROPHE

a. Use the apostrophe:
(1) To indicate contractions or omitted. letters.
1've it's (it is) TVers
(2) To indicate the coined plurals of letters, figures, and symbols.
" three Rs 5% and T's +'s

(3) To show possession. Add’s when the noun does not end with an s sound. Add only the apos-
trophe to a noun that ends with an s sound.

officer’s Mars’ hostess’ Co.'s Cos’  Jones' Joneses' Sehmitz’
{(a) To show possession in compound nouns, add the apostrophe or ’s to the final word.
brother-in-law’s scc;-clary-trmsurcr's
(b) To show jeint possession in.nmouns in a serics, add the apostrophe or ‘s to the last noun.
soldiers and suilor& home
(c) To show separate possession in nouns in a series, add the apostrophe or ’s to each noun.
Joha's, Themas', and Henry's ratings

(d) To show possession in indefinite pronotuns, add the apostrophe or ’s to the last compo-
nent of the pronoun.

someone’s desk somebody else’s books -others’ homes
b. Do not use the apostrophe:

(1) To form the possessive of personal pronouns.
theirs yours hers its
(2} To form the plural of spelled-out numbers, of words referred to as words, and of words al-
ready containing an apostrophe. Add ’s, however, if it makes the plural easier to read.

twos »nd threes  ifs, ands, and buts  yeses and noes  de's and don'tis  which's and that's .

(3) To follow names of countries and other organized bodies ending in s, or after words more de-
scriptive than possessive (not indicating personal possession), except when the plural does not end in
s.

United States control Unired Nations meeling merchants cxchange children's hospital
Supp. 1, Release 26, 3/19/80 58 — BIAM RE!SSUE
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3. BRACKETS

a. Use brackets in pairs:

{I) To enclose a correction,
He arrived at 13 [12] o'clock.
(2) To supply something omitted.
Mr, Adams [orrived] late.
(3) To explain or to identify.
The president pro tem [Arnold] spoke briefly.
(4) To instruct ov to add comment.

The veport is as follows [read first paragraph}:

(5) To enclose sic when it is used to show that an error in a quotation has been recognized but not
changed.

Iv's [sic] counterpart is missing.
b. Use a single bracket:

At the beginning of each paragraph but only at the close of the last paragraph, when extensive mate-
rial is enclosed.

4, COLON

Use the colon:

a. To separate an introductory statement from explanatory or summarizing material that [ollows.

“The board consisis of three officials: Chairman, vice chairman, and recorder-secretary.
Give up conveniences; do nat demand special privileges: do not stop work: these are necessary while we are at war.

b. To introduce formal statements, questions, or quotations.

The committee stated the principle thus: In our foreign relations, people instead of governments are our first con-
ccrn.

The following question came up for discussion: What policy should be adopteds
He saitk: [If the quotation is not morc thaif one scntence, use a comma instead of 2 colon.]

¢ To follow a formal salutation.

Dear Mr. Franklin: Ladies and Gentemen: +To Whom It May Concern:
d. To separate the hour and the minutes in clock time.
8:15 a.m. 11:59 p.m. '

e. To follow introductory headings which lead directly to subentries.

Policy:
Geuneral:
" Salaries |
Responsibilities -
Specific:
f. To separate parts of citations. (Leave space after the colon),
Luke 4: 3 Journal of Education 3: 342-359 -

g To indicate proportion. (Use double colon as ratio sign.)

1:2::3:6 ' BIAM REISSUE
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5. COMMA

2. Use the comma:

(1) To separate words or figures that might otherwise be misunderstood or misread.

Instead of hundreds, thousands came. Out of each 20, 10 are rejected.
To John, Smith was very helpful. What the difficulty is, is not known.

(2) To set off introductory or explanatory words that precede, break, or follow a short direct

quotation. The comma is not needed if a question mark or an exclamation point is already part of
the quoted matter.- -

1 mid, “Don't you understand the question?”

“I understand it,” she replied, "but 1 disagree with the answer.”
“Why?* he said.

“It’s unreasonablel” she exclaimed.
(3) To indicate the omission of an understood word or words.

Then he was enthusiastic; now, indifferent.

(4) To separate a series of modifiers of equal rank.

It is a young, eager, and intelligent group.
but He is a clever young man. (No comma when the final modifier is considered part of the noun modified.).

(3 To Eollow each of the members within a series of three or more, when the last two members
are joined by and, or, or nor.

horses, mules, and cattle neither snow, rain, nor heat
by the bolt, by the yard, or in remnants ) by five, 10, or 20

(6) To separate an introductéry phrase from the subject it modifies,
Beset by the enemy, they retveated,

oty

(7) Before and after Jr, Sr., academic degrees, and names of States preceded by names of citiés,
within a sentence.

Henry Smith, Jr., chairman Smith, Henry, Ph.D. Washington, D.C., schools
(8) To set off parenthetic words, phrases, or clauses.

The atom bomb, developed by the Manhar.tan!pmjec:. was first used in World War IL i
The situation in the Middle East, he reported, might crupt.

but The person who started that fire is undoubtedly an arsopist. (No comma necessary, since the claue “who
started that Gre” is essential to identify the person.)

(9) To set off words or phrases in apposition or in contrast.

Mr. Jay, attorney for the plaintiff, asked for a delay. - You will need work, not words,

(10) To separate the clauses of a compound sentence if they are joined by a simple conjunction
such as or, nor, and, or but.

The United States will not be an aggressor, nor will it toleratc aggression by other countries.

(1I) To set off a noun or phrase in direct address.

Mr. President, the motion has carried.

(12) To separate the title of an official and the name of his organization, in the absence of the
words of or of the.

Chief, Insutance Branch Chairman, Committec on Appropriations B!ﬁll-: REISSOR
| " FEBRUAR
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Part 1I

(13) To separate thousands, millions, etc,, in numbers of four or more digits.
4,230 50491 1,900,000

(14) To set off the year when it follows the day of the month in 2 specific date within a sentence.’
The reported dates of September 11, 1943, to June 12, 1955, were erroneots.

(15) To separate a city and state.
Cleccland, Ohio Washington, D.C.

b. Do not use the commas:
(1) To separate the month and year in a date.
Production for June 1955 On 5 July 1956 we dedicated the arsenal. (Military form of date.)

(2) To separate units of numbers in built-up fractions, decimals, page numbers, serial numbers
(except patent numbers), telephone nunbers, and street addresses.

172500 Motor No. 189453
1.9047 MEuopolitan 0-3201
page 2632 1727-1731 DBroad Street

1450 kilocycles, 1100 meters (no comma unless more than four digits, radio only)
(3) To precede an ampersand (&) or a dash.

Greene, Wilson & Co. (except in indexes: Jones, A. H., & Sons)
There are other [aclors—time, cost, and transportation—but quality is the most important.

() To scparate two nouns one of which identifies the other.
The beoklet “Infunt Care” Wilson's boat The Maria
(5) To separate the name and the number of an organization.

Western Legion Post No., 12

6. DASH

Use the dash {two hyphens and no spaces):

a, To mark a sudden break or abrupt change in thought.

He said—and no one contradicted him—"The battle is lost.”
If the bill should pass—which Heaven forbidl—the service will he wrecked.

b. To indicate an interruption or an unfinished word or sentence.
He said, “Give me lib—" " Q. Did you sce—?  A. No, sir,

c. To serve instead of commas or parentheses, if the meaning is clluriﬁccl by the dash.
“These arc shore dcposits—gravcl, sand, and clay—but marine sediments underlie them.

d. To introduce a final clause that summarizes a series of ideas. (Sce also paragraph 4a, preceding,
for use of the colon.)

Freedom of speech, freedom of worship, freedom from want, freedom from fear—these are the fundamentals of
moral world order.

. To follow an introductory phrase leading into two or more successive lines and indicating repeti-
tion of that phrase.

1 recommend—
That we accept the rules

That we publish them : . 7 BIAM REIGSUE

Supp. 1, Release 26, 3/19/80 : FEBRUARY 1984
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f. 'To serve instead of a colon when a question mark closes the preceding idea. .
How can you explain thig>—"Fee paid, $5.”
8 To precede a credit line or signature.

Still achieving, still ptirsuing,
Learn to labor und to wait.
—Longlellow
This stateinent is open to question.—Gerald H. Forsythe

7. EXCLAMATION POINT

Use the cxclamation point o mark surprise, incredulity, acmiration, appeal, or other strong emo-
tion, which may be expressed even in a declarative or interrogative sentence.

How beautifull Who shouted, “All aboard!™ (Question mark ommed)
“Great!” he exclaimed. O Loxd, save Thy peoplc!
8. HYPHEN

Use the hyphen:

a. To conncet the clements of certain compound words. (Sce also chapter 3, this part, preceding.)

mother-in-law sclf-control : walkic-talkie
ex-governor H-bomb quasi-academic

b. To indicate continuation of a word divided at the end of a line, (Sce also chapter 7, following.)

¢. To separate the letters of a word which is spelled out for emphasis.

d-o-1-I-a-r-s

9. PARENTHESES
§
a. Use parentheses: -
(1) To set off matter not part of the main statement or not a grammaucal element of the sen-
tence, vet important enough to be included,
Mr. Kelly (to the chairman).
Q. (Continnring.)

A. (Reads:)
The resutlt (see figure 2) is most surprising.

{2) To enclose a p‘nenthcuc clause where the mterrupnon is too great to be indicated by com-
mas.

You can find it ncither in French dictionnries (at any rate, not in Littré} nor in English dictionaries.
" (3) To enclose an explanatory word thatis not part of the statement,
The Erie (Pa) News, but the News of Evig,Ba

(1) To enclose letters or number, das‘gmiih? items in a series, eizher at the beginning of para-
graphs or within a paragraph. ' : :
' You will obscrve that the swerd is (1) old fashioned, {2y still sharp. and (3) unusually light for its size.

Supp. 1, Release 26, 3;19/30 s __ . BIAM REISSUE
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(3} To enclose a reference at the end of a sentence. Unless the reference is a complete sentence,
place the period after the parenthesis closing the reference. If the sentence contains more than one

parenthetic reference, the parenthesis closing the reference at the end of the sentence is placed be-
fore the period. :

The specimen exhibits both phases (pl. 14, A, B).
The individual cavities show great variation. (See pl. 4.
This sandstone (see pl, 6) occurs in every county of the State (sce pl. 1).

b. Use a single parentﬁ&sis:

At the beginning of cach paragraph but only at the close of the last paragraph, when extensive mate-
rial is enclosed.

10. PERIOD

Use the period: .
a. To end a declarative sentence that is not exclamatory and to end an imperative sentence.

- He works for Johnson & Sons, Inc.
Do not be late.

b. To end an indirect question or a question intended as a suggestion and not requiring an answer.

Tell me how the rocket was launched.
May we hear ffom you soom.

c. To indicate omission within a sentence, use three periods with spaces between; at the end of a
sentence, four, Use spaced periods on a separate line to show emission of one or more paragraphs.

He called . . . and left. . . . He returned the next day.

d. To follow abbreviations unless by usage the period is omitted.
gal. NE. qt N.Y. but HEW USDA

NoTE: In abbreviations made up of sihgle letters, no space is allowed between the period and the fol-
lowing letter, except that one space is allowed after the periods following the initials in a proper
name. -

11. QUESTION MARK :

Use the question mark: __

a. To indicate a direct query, evea il not in the form of a question,

Did he do ir? Can the money be raised? is the question.
He did whap Who asked, “Why** (Note single question mark.)

b. To express more than one query in the same sentence. -

Can he do it? or yoﬁ? or anyone?

¢. To express dcubt. 7

_ S or fet il ' ‘ ; -.- 1AM REISSUE
He said the boy was 5 (7) feet t _ . mn‘u‘lﬁ'{ 198‘

Supp. 1, Release 26, 3/19/80
' P 63




Parr 11
12. QUOTATIO_N MARKS
a. Use quotation marks:

(l) To enclose a direct quotauon Smcrle quomt:on marks are used to enclose a quotation within
a quotation,

The answer is “No.”

*Your order has been reccived,” they wrote.

He said, “John said ‘No.’ ™

“John,” said Henry, "why do you go?”
“The cquipment will be forwarded promptly.”

(2) To enclose any niatter following the terms entitled, the word, the teym, marked, endorsed, or
signed. Do not use them to enclose expressions [ollowing the terms known as, called, so-called, etc.,

unless such expressions are misnomers or slang.

Congress passed the act entitled “An act.. ... After the word “treaty,”

insert a comma.
It was signed “John.”

The so-called investigating body,

(3) To enclose misnomers, slang expressions, nicknames, or ordinary words used in an arbiwary
way. '

b. Limit quotation marks:

Limit quotation marks, if possible, to three sets (double, single, double).

“The qucstion is, in effcct, ‘Can a person who obtains his certificate of naturalization by frand be consldercd a
“bona fide” citizen of the United States?””

¢. Place punctuation inside or outside quotation marks, as follows:

Always type the comma and the final period inside the quotation marks. Other punctuation marks
are placed inside only if they are a part of the quoted matter.

“The President,” he said, “will veto the biil.” “Have you an application form?"”
The trainman shouted, “All aboard!” Who asked, “Why?"
Is this what we cail a “Corrcspondex™? Why cail it a2 “gentlemen’s ngrcement'?

13. SEMICOLON

Use the semicolon:

a. To separate independent clauses not joined by a conjunctmn or joined by a conjunctive adverb
such as hence, therefore, however, morcover, etc.

The report is net ready today; it may be compieted by Friday.

The allotmem has been transferred to the Production Division: hence, construction of the partitions must bt
delayed. :

b. To separate two or more phrases or clauses with internal punctuation.

Robert M. Roman, chairman of the union, will travel in most of southern Euvope; in all of the Near East: and,
in case there is time, along the northern, western, and southern coasts of Africa.

If you want your writing to be worthwhile, give it unity; if you want it to be casy to read, give'it coherence;
and, if you want it to be interesting, give it emphasis.

¢. To separate statements that are too closely related in meaning to be written as separate sentences.

No; we receive one-third. . War is destructive; peace, constructive.

d. To precede words or abbrev:auons which introduce a summary or explanation of what has gone -
before in the sentence.

A writer should adopt a definite arrangement of material; for example, arrangement by time sequence, by order
of importance, or by subject classification. -

The industry is rclated to groups that produce finished goods; i.e., electrical machinery and transportation equip-
ment.

Supp. ', Release‘ 26, 3/19/80 64 ) _ "BIHAM REISSUE
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CHAPTER 5

ABBREVIATIONS

1. GENERAL

Established abbreviations are acceptable in all but the most formal writing, For reading ease use only
well-known abbreviations. If it is desirable to use an abbreviation that may not be familiar to the
reader, spell out the word or phrase [oliowed by its abbreviation in parentheses. After this first def-
inition of its meaning, the abbreviation may be used without further explanation.

This chapter lists abbreviations for names of States, [or civil and military titles, and for a few

other selected groups of words. More complete lists are given in the U.S. Government Printing Of-
fice Style Manual.

2. CAPITALS, HYPHENS, PERIODS, AND SPACING

a. In general, when abbreviating a word or words. capitalize and hyphenate the abbreviation as in
the nr:wunl word or words, Use a period after each element of the abbreviation, unless through us-
age the period is omitted. Allow no spaces alter periods except when they follow the initials in
names of persons.

est. H.R. 116 AB. Sc am. fe~1. J. M. Jones

b. Omit periods and spaces after initials used as shortened names of Government agencies mul other
organized bodies, if not contrary to usage.

AEC HEW TVA DOD ARC AFL-CLO USAF

3. GEOGRAPHIC TERMS

a. You may abbreviate I™nited States when preceding Government or the name of a Government or-
ganization, except in formal writing. Spell out United States when it is userd as a noun or “hen it
is used as an ad;ectnc in association with names of other countries.

.S, Government 1J.5.5. Brookfvn (note abbreviation for ship)
1.5, Congress Lt The climate of the United States
1.5, Deparmment of Agriculture Tritish, French, and United States Governments

U.S. monitor Nantucket

b. With the exceptions noted in parngm{ph a, preceding, the abbreviation U.5. is used in the adjec-. |
tive position, but is spelied out when used as a noun. '

U.S. foreign policy , - but foreign policy of the United States
U.S. economy the cconomy of the United States
U.S. attorney United States Code (official tidle)

U.S. atdtude United States Steel Corp. (legal title)

c. In other than formal writing, you may abbreviate Canal Zone, Pucrto Rico, Virgin Islands, and
the names of States of the Umted States (except Alaska, Hawaii, Idaho, Towa, Maine, Ohio, and
Utah) . Do not abbreviate the names of other insular possess:ons.

Ala. Del. Mass. N. Dak. Oreg. Va.
Ariz. Fla. Md. Nebr. Pa. VI
Ark. Ga. Mich. Nev. P.R. Vi
- Calif. 1. Minn. N.H. R.IL Wash.
Colo. Ind. . Miss. N.}- s.C. Wis.
Conn. ) Kans. Mo. N. Mex. S. Dak. W.Va
CcZ. . Ky. ) Mont. N.Y. Tean. Wryo.
D.C. La. N.C. Okla. Tex.
Supp. 1, Release 26, 3/19/80 66 _ - BIAM REISSUE
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d. E"cdcral Government agencies are encouraged to use two-letter abbreviations of the States of the
United States, the District of Colimubia, Guam, the Commonwealth of Puerto Rico, and the Virgin
Islands but only in the address portion of a letter and on the envelope itsell. See figure 1.

4. ADDRESSES

Words in an address are usually spelled out. Where brevity is required, these abbreviations [ollow-

ing 2 name or a number may be used:

St.—Street $q.—Square Dr.—Drive NW.—Northwest
Ave—~—Avenue Bivd.—Boulevard Ct.—Court SW.—Southwest
Pl—Place Ter—Terrace Bldg.—Building NE.—XNortheast
SE.—Southceast
Do not abbreviate county, fort, mount, point, and port.
5. NAMES AND TITLES
a. Use abbreviations in firm names as they are shown on the firm’s letterhead.
J- Dillard & Sons, Inc.
Alabama AL Montana MT
Alaska AK Nebraska NE
Arizona AZ Nevada NV
Arkansas AR MNew Hampshire NH
California CA New Jersey NJ
Colorado .. . . . ... Cco New Mexico NM
Connecticut . . CT New York NY
Delaware . . DE North Carolina NC
District of Columbia BC North Dakota ND
Florida FL Ohio . OH
Georgia GA Qklahoma OK
Guam . GU QOregon OR
Hawaii . i Hi Pennsylvania PA
idaho K ID Puerto Rico PR
Hlinois IL Rhode Island RI
Indiana N IN South Carolina sC
lowa ... .. . .. ... ... 1A South Dakota SN
Kansas .. ... ...... ... . KS Tennessee TN
Kentucky . ........ ... .. KY Texas . . o . TX
Louisiana ... ... .. ... LA Utah .. .. ... e ut
Maine . . . ... ... ME Vermant VT
Maryland ............. ... .. . ... MD Virginia L VA
Massachusetts ............... ... .. MA Virgin Islands ... Vi
Michigan . . ... .......... Mi Washington .. WA
Minnesota ... ... .. MN West Virginia wv
Mississippi . ... ... ... .. MS Wisconsin . .. Wi
Missouri . ........ ... MO Wyoming . Wy

FiGure 1.—Two-Letter State and Territory Abbreviations (used only in addressing imail)

Supp. 1, Release 26, 3/19/80
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b. Where brevity in company names is required, the followiny abbreviations may he used:

Bro~-Brother Co.—~Company Inc.—Incorporated &k—and
Bros.—Brothers Corp.—Corporation Lid—Limited

¢. Do not abbreviate Company and Corporation in names of Federal Government units.
Metals Reserve Company Commodity Credit Corporation
d. In other thun formal usage, you may abbreviate a civil or a military title preceding a name if fol-

lowed by a given name or initial; but abbreviate M., Mrs., M., MM, Messrs., Mle., Mme., and Dr.,
with or without a given name or initial.

Adj—Adjutant Gov—-Governor Prof.—Professor
Adm.—Admiral Li—Licutenant Pyvt.—Private

Asst. Surg.—Assistant Surgeon L. Comdr.~Licutenant Commander Rear Adm.—Rear Admiral
Brig. Gen.—Brigadicr General Lt. Col—Licutenant Colonel 2%l Li—Second Licutenant
Capt—Captain Lt. Gen—Licutenant Generat Sfc.—Sergeant, first class
Comdr.—Commander Lt. Gov.—Lientenant Governor ; Sgr.—Secrgeant
Col—Colonel Lt (jg) —Licutenpant, jumior grade 8. Sgt.—Suif Sergeant
Cpl.—Corporai Maj.—Majoy Supt—~—Superintendent
CWO—Chiel Warrant Officer Muj. Gen~Major General Surg.-—Surgeon

Ist. Lt—First Licutcnant M. Sgt—Master Sergeant T. Sgr.—Technical Sergeant
1st Sgt~—First Sergeant Ple.—Private, first class Vice Adm.—Vice Admiral
Gen—General PO—Perty Officer WO—Warrant Officer

e. Use the [ollowing abhreviations alter a name:

Jr., Sr. : Degrees: M.A., Ph. D, LLD.
2d, 3d, II, III (not preceded by a comma} Fellowships, orders, ¢ic.: F.R.S., K.C.B.

f. Sr. and Jr. should not be used without given name or initials, but may be used in combination
with any title.

A. B. Joncs, Jr.; not Joncs, Jr., or Mr. Jones, Jr. President J. B. Jones, Sr.

z. Do not use titles, such as Mr., Ms., and Dr. in combination with another title or with abbrevia-
tions indicating academic degrees.

John Jones, A.B., Ph. D.; not Mr. John Jones, A.B., Ph. D.
Dick Rue, M.D.; not Dr. Dick Roc.;’.\‘[.D., or Mr. Dick Roe, M,D.

i

h. When the name is followed by abbreviations designating religious and [raternal orders and aca-
demic and honorary degrees, arrange the abbreviations in this sequence: Orders, religious first; theo-
logical degrees; academic degrees carned in course; and honorary degrees in order of bestowal.

John J. Jones, D.D., M.A., D. Lit Richarg K. Row, CE.C,, Ph. D,, LLD.

6. PARTS OF PUBLICATIONS 7
Abbreviations may be used to designate parts of publications mentioned in parentheses, brackets,
footnotes, lists of references, and 1ables, and [ollowed by figures, letters, or Roman numerals.

N app., apps-—appendix, appendixes par.. pars—paragraph, paragraphs
art., arts—article, articles pl.. pls—plate, platcs
bull., bulls—haulletin, bulleting pPt. pts—purt, parts -
ch., chs—chapter, chapters stc., secs.—scction, sections
col., cols.—column, columns : sabch., subchs—suhchapter, subchapters
cd.. cids—eédition, editions subpar., subpars.—subparagraph, sibpamgraphs
fig., fgs—iligure, figurcs subsee., subsces,—subsection, subsectivns
N, Nos—aumber, numbers supp., SIII:)pﬁ-.——Sllp[)lcmt:nl. supplemeits
P- PP-—PaRe, Pages vol., vols.—volume. volumcs _
) BIAM REISSUE
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Part 11

7. TERMS RELATING TO CONGRESS
You may use the following abbreviations for the words Congress and session when these words are
used in parentheses, brackets, footnotes, sidenotes, lists of references, and tables.

93d Cong., lst sess. Ist sess., 93d Cong. . Public Law 84, 92d Cong.

8. CALENDAR DIVISIONS
a. When brevity is required, you may abbreviate the names of months, except May, June, and July,
when used with day, ot year, or both. . ' :

Jan. Feb. Mar. Apr. Aug. Sept, Oct. Nov. Dec.

b. The names of days of the week are preferably not abbreviated. If they are, use the following forms.

Sun. Mon. Tues. Wed., Thurs. Fri. Sar.

BIAM REISSUE

Supp. 1, Release 26, 3/19/80 FEBRUARY 1984
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Part 11

CHAPTER 6
NUMERALS -

1. GENERAL

Whether to express a number in figures or to spell it out is often a troublesome choice. This chap-

ter covers most of the principles needed to make a choice. It first treats numbers that are spelled

out. Then it deals with numbers that are expressed in figures, confining the rules to small nunbers,

usually those under a thousand. The third part covers large numbers, some of which may be writ-

ten in text by combining figures and words. Further instructions as to the accepted method of writ-
ing numerals are found in the U.S, Government Printing Office Style Manual.

The following suggestions offer overall guidance in choosing the best method of expressing a
number:

a. Spell out numbers at the beginning of a sentence. Numbers under 10 are to be spelled out, except
when expressing time, money, and measurement.

b. Prefer Arabic numerals to Roman numerals.

¢ Except in legal documents, avoid repeating in numerals a number which has been spelled out.

2. NUMBERS SPELLED OUT

a. Single numbers of less than 10 within a sentence.

six horses five recommendations
three times as large seven machine guns

b. Numbers of less than 100 preceding a compound modifier containing a figure.

two 3-inch boards bu¢ 120 B-inch boards
twelve G-inch guns ]

¢. Round numbers and indefinite expressions,

2 hundred cows, dollars, men - but 100-0dd pupils, 250-fold

the carly seventies but the 1870's, not¢ the "70's or 10's
in the eightics but mid-1961

midsixties

a thousand and one reasons
Teas than a million dollars

d. Numbers used with serious and dignified subjects and in formal writing.

the Thirteen Original States in the year nineteen hundred and seventy-five
millions for defense but not one cent for tribute

. & Large numbers denoting amounts which are formally spelled out, as in legal work, are expressed
as follows: )

s
one thousand six hundred and twenty fifty-twe thousand one hundred and ninety-five
cight thousand and ninety-two nine hundred and seventy-three thousand

eight hundred and eighty-two

Supp. 1, Release 26, 3/19/80 '
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f. Fractions standing alone or followed by of a or of an,

one-half inch three-fourths of an inch,
not ¥ inch or 3 of an inch

onc-half of a farm, not 15 of a farm
bul 14 o 13 pages )

g- Ordinal numbers less than 10th. (See also paragraph 3e [ollowing.)

First Congress ninth century eighth parallel Second Street

3. NUMBERS EXPRESSED IN FIGURES

a. Single numbers of 10 or more within a sentence.
50 ballots, guns, horses nearly 10 miles about 40 men

b. Serial numbers. (Cominas are not used in serial numbers.)

Bullcetin 725 pages 352-357 963-6427 1900 19th Street
¢ Quantitics, measures, and time.
(I} Ages.
6 years oid 52 years 10 months 6 days a 3-year-old boy
{2) Dates..

June 1970: June 20, 1970

not June, 1970, or June 20th, 1970
March 6 te April 15, 1975

not March 6, 1972, to April 15, 1972

I5 April 1973 (militacy

Ninth Avenue

290 U.S. 325

4th of July, bui Fourth of July, meaning the holiday
the 1st [day] of the mombh, but the last of April or
the first of May, not referring to specific days

(3) Decimals. Place a zero before a decimal where there is no unit, except in market quotations.

(See paragraph (5) following.) Omit decimal point and zeros after a number unless the zero is

nceded to indicate exact measurement.
0.25 inch 125 gauge height 10.0 approximately 10 feet
{4) Degrees.

longinwde 77°08°06™ E. (spaces omitted) 140* tcmperature
lutitude 49°26°14~ N. an angle of 57°

(5) Market quotations.

41/-percent  bonds Treasury honds sell at 95

Metropolitan Railroad, 109 sugar, .03; not 0.03
(6) Mathematical expressions.

multiplied by 3 divided by 6 . i
{(7) Measurements.

7 meters, yards, miles, acres; bushels, ems, but tenpenny nail, fourfold, three-ply
8 by 12 inches 2 fect by | foot 8 inches by ¥ foor 3 inches
20/20 vision 2500 horsepower 6-pounder

(8) Money. (See also paragraphs 2d, preceding, and 4, following.)

. 05 cent $3.65 ’ but $3.00 to $3.65

(%) Percentages.

23 percent 25.5 percent

Supp. 1, Release 26, 3/19/80
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50,75 or 75 cents $3 (rot $3.00) per 200 pounds

but rwo degrees of justice

0.5 percent or one-half of 1 t)ercenl:
5 percentage points . 50-30 ({colloquial expression) . -
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(10 Proportim-l.
1 w4 1:62,500 1-3-5
(I1) Time.

6 hours 8 minutes 20 scconds halt past £ or 4:350 am.
10 vears 3 months 29 days 12 m. (noon} and 12 p.m. {midnight) -
but four centuries, three decades 1300 (military time) not 1300 hours

10 oclack or 10 p.m.
not 10 o'clock p.m. or 10:00 p.m.

(12) Unit modifiers. .

B.day week 8-year-old wine 8-hour day 10-foot pole
but a two-story housc a2 five-man board $20 miilion airfield
d. Ordinal numbers of 10th or more. (See also paragraph 2g, preceding.)
20th century - 934 Congress 20t Congressional District
17th region 17tst Street 200th Place

¢. Designation of military units. Always express the designation of military units in figures, except
Corps, which is designated by Roman numerals.

2d Infantry Division 323d Fighter Wing Tth Fleet
7th Air Force 9th Naval District XII Corps

4. LARGE NUMBERS

Large numbers are usually expressed in figures; however, numbers from a million up which end in
four or more zeros may be expressed in text by combining figures and words. In the examples which
follow, prelerence is based on the ease with which the number can be grasped in reading.

Amount expressed in figures  Preferable in text Acceptable in text

200789665 ....crininiivamaannas 299,789,665

SI200390,I80 .. ..cvvcnnanrens $1,200,390,180

$12,000000% ... e.eeniiniiannn, SI12 millionr .......cciieiann.. 12 million dollars

§1,000,000,000* ........... veeoSl hillion ...l 1 billion dollars or one billion dollars

3.250,000% ... iireicimannrnann 325 million ...... vesraesveassdl) million or three and one-fourth million or three
and one-quarter million

750,000,000% .. ...iiieieieienns 750 million ......ccoiiiniaan. % billion or three-fourths of a billion or three-quarters
of a billion

3,000,000 to - 9 million to 1 billion ........ nine million to one billion

1,000,000,000*

® Correct for tabular work and for text when used with other numbers ordinarily written in figures, as $12.000,-
000 and $9,250.600.”

| | BYAN REISSUE
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CHAPTER 7

WORD DIVISION

1. GENERAL

When words must be divided, they are separated between syllables. One-syllable words are never di-
vided. Proper division into syllables is given in the U.S. Government Printing Office Style Manual
supplement on word division and in Webster's dictionary.

2. DIVIDE WORDS

a. After a vowel, if the vowel itself is a separate syllable within a word.

physi-cal not phys-ical particu-lar not partic-ular
scpa-rate nof sep-arate criti-cism not crit-icism

b. Between the members of solid compounds,
rail-road proof-reader
c. At the hyphen in hyphened compounds.
court-martial above-mentioned
d. Between adjoining vowels in separate syllables.
estu-ary gene-alogy cre-ation
e. After prefixes of three or more letters.
ante-date tri-color inter-leaving trans-portation
£. Before suffixes of three or more letters.
port-able writ-ing .
g After the second consonant of double consonants ending a root word, when followed by a suffix.
tell-ing express-ing
h. Between double consonants that are doubled because a suffix is added,
remit-ted 7 thin-ning .

i. After the consonant at the end of a syllable with a short vowel and before the consonant at the
end of a syllable with a long vowel, if no vowel is a separate syllable or if vowels do not adjoin.

progress (verb) pAro-gress -project (verb) pro-ject -

progress (noun) prog-ress project {noun) proj-ect

‘stenographer (noun) stenog-rapher o

stenographic (adjective) stenmgraphic BIAM P;EIS_SUE
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3. DO NOT DIVIDE WORDS

a. At the ends of more than two consecutive lines. ;
b. At the end of a line when the part begun there does not suggest the whole word.
counter-oilensive not coun-teroffensive
c. Of five or [ewer lctters, cven though containing more than one syllable.
avoid begin into also every area
d. Between a one- or a two-letter teyminal syllable and the rest of a word.
ammonis pruceeded perind
e. Between a one- or two-letter initial sylluble and the rest of the word.
identity around behavior

f. At the end of a page or of a paragraph.

4. DO NOT SEPARATE CLOSELY RELATED WORD UNITS

a. Avoid separating words in close associagion. such s the clements of dites and of proper names,
groups of initials and surnames, and abbreviated titles (Dr., Mrs, vte)) and names.
(1) When it is necessary to divide a date, the year may be carried over o the next line,
(2) When it is necessary to divide a proper nane. the strnamé may be carvied over to the next
line.

b. Do not separate figures, letters, or symbols from their accompans ing words when used as a group.

Chapter IIX Article 14 1234 Filth Street NW. 319535

BIAM REISSUE
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15 BIAM SUPPLEMENT 1 Part ITI- 1.1

BUREAU CORRESFONDENCE HANDBOOK
Conduct and Control of Correspondence

PART IIT
Chapter 1 — CONDUCT AND CONTROL OF CORRESPONDENCE

1.1 Purpose. This chapter provides instructions which 1limit correspondence
to its essentials and produce eesily resd and responsive correspondence.

It provides management with a guide to correspondence procedures currently
used by the Buresm. :

1.2 Responsibility.

A. Each employee is responsible for the prompt handling of all
correspondence he/she receives. Deadlines for responding to varicus types
of correspondence are contained in 1.3A (8), below. '

B.. The Burean Controlled Correspondence Office (BCCO) has +the
following reaponsibilities:

(1) Controlling and expediting priority mai]h.g;\fs

(2) Coordinating replies requiring input\®Fom more than one

&
Achig Pap- Assy .‘Sccre‘i'm-\_,;\(_p pzm"‘:?‘}éus) ) 13,:1 :up,;
o iy
(3). Informing the Semmimstoner of important correspondence. ‘=-2F €% %

office.

In fulfilling these respongibilities, BCCO performs the following duties:
a ] _
(¥) Maintains logs and copies to indicate status of
controlled correspondence and all correspondence for the Commissionerts

signature. . . Qeting Depudy Bsst, Sﬁm“l
ActingDep. Asst. See.{opal; q Peputy
(2) - Distributes“?aily Gemm&_eei-;é‘rké"@?:?ding Pile. (operakion)

g

(% Performs followup checks on the status of controlled
correspondence as necessary.

1.3 General Guidelines For Correspoqdence.

A. Technical Guidelines.

(1) Unrelated Subjects. If two or more unrelated subjects are
to be discussed with the same addressee, prepare separate coommnications.
This will enable both the receiver and the preparing office to file the

- correspondence separately, as msy be required.

| - - * BIAM REISSUE
Supp. 1, Release 26, MAR 181 |  FEBRUARY 1984
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15 BIAM SUPPLEMENT 1 Part ITI- 1.3A(2)

BUREAU CORRESPONDENCE HANDBOOK
Conduct and Control of Correspondence

(2) Correspondence of Concern to More Than One Area Office. B

(a) When the subject of correspondence is of equal concern )
to more than one Area Office, address the correspondence Jointly to all -
Area Directors concerned. Send a copy to each Area Director along with a
copy of any other pertinent document.

(b) When correspondence relates to a subject which actively
concerns only one Area Offica, address the original to the concerned Area
Director. You may send a copy of the correspondence and any necessary
documents to other interested Area Directors.

(3) Correspondence Coucerning a Specific Tribe. When
correspondence concerns a specific Tribe, send a copy to the Area and
Agency concerned.

(4) Intra-Bureau Channels of Communication.

{a) The chart below illustrates the regular channels for

correspondence to or from the field office: . Lodulf!}q£¥&“'
., By - )
Commissioner or Ac-,'lnq DRP. AssT. Sec.rr::b“:). A
Deputy- C+on;missioue‘r (ope 75 5,,;“ 5;,,
el 2% &/as
Area Director -
v
Superintendent
$ A

Officer in Charge

(b) In exceptional cases when information must be obtained
quickly (e.g., emergency Congressionals, controlled correspondence, etc,)
the Central Offlce may communicate directly with a Superintendent and.
request a direct reply, in these instances, each office will send infor—
mation copies of the correspondence to the Area Director. The Central
Office shall keep the number of cases of this type to 2 minimum.

(5) Replies_to Carbon Copies. Do not reply to a carbon copy
of a letter unless it was transmitted by an original letter.

-

) 2 - W BI 8 !
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15 Biam Supdl BUREAU CORRESPONDENCE HANDBOOK
(2.9 LLAC/LL Conduct and Control of Correspondence

'+‘f"atr_5'

(6) Explanatory Memos. When initiating a-letter for which

.
\&5 there 1s no incoming mail, attach a brief summary explaining the need for
S Q the letter. 1If the letter is the result of a request by the Secretary,
gef state this in the first sentence of the memo. :
e
3‘ (7) Walk-Thrus. Occasions of extreme urgency sometimes call
L“ for a document to bypass the control offices; in these cases, advise the
"k or Assistant Secretary's Office of the action taken and
Q. provide a copy of the correspondence to BCCO as soon as possible. The
i Executive Secretariat, Congressional Lialson in the Department, and
é\ other offices involved in the control procedure will be kept Lnformed by
BCCO of items under control in those offices.
o~
g.E (8) Time Limits. For the maximum response times for each type
%’ of correspondence, see the table on the next page (Times given refer to
working days only).
BIAM REISSUE
i b T - TP . FEB
Supp. 1, Release 26,%.}-"57} 1818 RUARY 1984
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Part IIT- 1.3A(8)(cont'd)

OFFICE PROCEDURES
Correspondence

Maximum Response Times for Correspoundence

If reply cannot be{If acknow—
sent within column|ledged,

Type of Send Reply} ! deadline ac- send final

Correspondence Within: knowledge within: lreply within:

A. Department Controlled

(1) Signed within Bureau 5 days 3 days 10 days

(2) Signed by Secretarial 3 days 3 days 10 days

Officer

B. Bureau Controlled i

(1) White House 7 days 2 days ASAP

(2) Congressional 10 days 3 days 10 days

(3) Freedom of Information 10 days 3 days 10 days

Act Requests
(4) Privacy Act 30 days 10 days 30 days
Requests
(5} Other controlled Correspondence
answered in Central Office (e.g. 5 days 3 days 10 days
Requests from heads of tribal
governnents, requests from i,
Secretary or Under Secretary,
requests from state governors)
30 days 10 days .

C. Non-controlled (with general . (15 days '{5 days if form 30 days
public, other agencles, within if form or or guide letter .
Department) } guide is used)

- letter is
used)
BIAM REISSUE

Supp. 1, Release ZB,MﬁR 1 9 1980
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15 BIAM SUPPLEMENT + Part III- 1.3B

BUREAU CORRESPONDENGE HANDEOOK
Conduct and Control of Corresrpondence

B. Style Guidelines.

(1) Zenzth. A comminication should be long enough 0 convev ;
its message. Ghortness or length are not virtues in themselves. A reply
must identify the incoming commmication by date, file reference and
subject, but should not restate the entire contents of the communiecation
received. Pay special attention to these points:

(2) Sentences should be no longer than 17-19 words. The
absolute maximum length of a2 resdable sentence is 25 words.

(b) Timit each sentence *o one idea.
(e) Pa:agraphs should rarely be longer than seven lines.

(2) Qlarity. The language used in a letter should be as simple
and clear as possible. Technical terms and phrases should be avoided if
there is any possibility of the reader's unfamilarity with them. Pay
special attention to these points:

(2) Use active voice as much as possible, Example:

Instead of:
A reply will be sent as soon as possible.

Say:
Ye will send you a reply as soon as possible.

(b) Remember you are commnicating with ancther human
being. Don't be afraid to sound human. For example:

Ingtead of:
Please determine whether payment against these 1
receipts will be in order.

Say: ; -
Can we pay against these receipts? Please find out
and- let us know. !

: : _ BIAM-REISSUE
Supp. 1, Release 26, MAR 1 9 1550 . FEBRUARY 1884



15 BIAM SUPPLEMENT 1 Part ITI-1.3R(2)(c)

BUREAU CORRESPONDENCE HANDBOOK
Conduct and Control of Correspondence

(¢). Leave out the words "that”and "which" whenever possible.
For example, "that" and "which" could easily be 1éft cut of the following
sentences: :

We suggest that you complete the enclosed form and
return it to us.-
Please complete the form which we have enclosed and
return it to us.

(d) Use short words whenever possible. Here's a brief
list of shorter words you can substitite for longer ones:

Instead of Use

Aporoximately About

Ascertain Iearn

Concerning About:

Furnish Give

Hereinafter In this memo, in this rule, etc.
In the event that If :

Indicate Show

Initiate Begin

Locate Find

Brior to Before

Proceed Go

Reparding About

Sufficient Fnough

Therein In the letter, in the memo, =tc.
{Itilize Ise

Verification Proof

{e) Use personal pronouns. Don't be afraid to use "we" or !
"I;" refer to the writer as you. For example: -

‘Instead of:
It is assumed you received this office's letter dated
Aoril 10. :

Say:
I hope you received our April 10 letter.

BIAM REISSUE
Supp. 1, Release 2A, ¥ - . . =0 FEERUARY 1984
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BUREAU CORRESPONDENCE RANDECOOK
Conduct and Control of Corresnondence

(f) Put your main point up front; don't keep the reader in
suspense while you work up to it. For exanpler

Instead of:
Rer...
Gentlemen: ‘ '

In reference to the above collection
item, which you instructed us to hold at
the disposal of the teneficiary, we wish
to advise that Mr. Czolnowicz has not
called on us, nor have we received any
inguiries on his behalf.

The above information is provided to wvou
in the event you wish to Zive us any further
instructions in the matter.

Say:
Re:...
Gentlemen:
Mr. Czolncowicz hasn't called on us, nor
have we had any inquiries on his behalf.

(g) Use contractions. These greatly improve readability
For example:

Instead of:
-«.we did not receive your rravious letter.

Say:
..wwe didn't receive your last letter.

(h) Tliminate paddine. The phrases listed below can »
frequently be eliminated from letters without changing their meaning: 1

This is in reference to...
This is to acknowledge...
Kindly be advised...

We take this opportunity to...
According to our records...
Our records fail to revesl...
On the basis of...

With respect to...

s s : BIAM REISSUR
Supp. 1 y Release 25 i3 = ouman ]
PI I FEBRUARY 1984




LI

15 PIAM SUPPLEMENT 1 Part ITT~1.38(2)(1)

BURZAU CCRRESPONDENCE HANDEGQCK
Conduct and Control of Correspondence

(1) Be precise. For example:

Instead of:
- ..mattars within the scope of the Rranch

Say:
«+.determining the fair value of excess personal
property.

(3) MNon-sexist Lansuage. Avoid languaee which is gender
specific or perpetuates unfavorable stereotypes. Here are some examples
of preferred usage:

(a) Don't assume that unknown addressees are male. Instead
of "Dear Sir" or "Gentlemen,"” use "Dear Sir or Madame” or "ladies and
Centlemen.”

(v} Avoid the prenouns "he,” "his,” and "him" when referring
to a hyrothetlcal person or humanity in cfeneral. Consider emliminating
cronouns or rewriting the sentence in the plural. '

{c) Avoid terms and titles which are gender specific. For

examnle:
Instead of se
Maniind Humanity
Manmade Artificial, Synthetic
an hours 3taff hours
Caongressman Member of Cecngress
Pusinessman Pusiness executive
Policeman Police officer

(4) The Pog Index. This index is a Formula for measuring the
readability of a piece of writing. Illustration 9 shows how %o use the
Fog Index. Apply it periodically to your writing to help vou determine
how readahle it is. _ ‘

BIAM REISSUE
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15 BIAM SﬁP?LEMENT-l Part ITI- 1.3B(5)

BUREAU CORRESPONDENCE HANDBOOK
Conduct and Control of Correspondence

(5) "Plain Letters.” The General Services Administration -
publishes this valuahle handbook containing many worthwhile hints and - .
guidelines for the improvement of letter writing. The Office of the =
Secratary has adopted "Plain Letters” as a standard to be used by all N
Bureaus in improving correspondence. This handbook has been distributed -
to all those who have attended the training course on Plain Letters, and
is available as a GSA stock item (7610-205-1091), through GSA stores.

1.4 Surnaming. A surname indicates official concurrence with the portion

0; ;;e com?unication which concerns matters within the func}{g&g%¢i§?35%3t | $ BIAK.

o e reviewer. . " rat g0 ?
AG\"M’ 'ptfk Asst. &rm-l-ujnta P E:,:l :r.w

A. Minimum Requireménts. The surname copy of all correspondence

sent to the Gemmbwwiwmes should bear at least the surname of the appropriate

division chief and office head concerned, or, in their absence, the -

surnames of their designated representatives. Area Directors and other

line officers may establish requirements for surnames within their T

Jurisdiction. Do not surname acknowledgments of correspondence that will

be answered fully at a later date. '

B. Surnaming by More Than One Division. Send correspondence touching
on the functions of two or more divisions to the other division(s) concerned
for surnaming before preseating it to the signing official. If the draft
of the correspondence has been concurred in by concerned persons, the final
need not be recirculated to them. Instead, note the file copy "draft
concurred in by (list persons involved).” All cases requiring surname by
by other than the originating ofEice can obviously not be identified; how—
ever, the following list zgives some of the more significant clearance
requirements:

(See next page for list)

_ BIAN REISSUE
Supp. 1, Release 26, MAR 1 9.1980. FEBRUARY 1984
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15 BIAM SUPPLEMENT 1 Part III- l.4(cont'd)
BUREAU CORRESPONDENCE HANDBOOK
Conduct and Control of Correspondence

TYPE OF MATERTAL CLEAR WITH-—-
Accounting policies and practices Flnancial Management
Allotment or withdrawal of funds Budget
Correspondence involving Cherokee, Eastern Area Director

Choctaw, Miccosukee, or
Seminole Agencies or Tribes

*Correspondence involving legal *Solicitor
questions :
Correspondence involving read just- Indian Servicas

ment programs or the transfer to
other auspices of services
rendered Indian by Bureau

*Correspondence with a possible *Public Information Staff
public relations aspect
*Internataicnal matters requiring *0ffice of International
attention of Secretariat Activities
*Public Land Management
Legislation Congressional and

Legislative Affairs

Organizational changes Management Research
Personnel actions or complaints Personnel Management
Preparation or revision of .
budget estimates Budget
Procurement, distribution, Property Yanagement
utilization, or disposal of
property
Regulations Management Regearch

*Indicates Departmental clearaunce requirement.

~ Supp. 1, Release 26, FAR 19 1380, ' . BIAM REISSUE .
FEBRUARY 1984

85




15 RIAM SUPPLEMENT 1 Part III- 1.4C

FUREAU CORRESPONDENCE HANDEOOK
Conduet and Control of Correspondence

C. Nonconcurrence. If ah official does not concur with a document
received for surnaming, he/she should take one of the following actions:

(1) If the desired change is minor and does not involve

substantive change to the content of the correspondence, rewrite the
document.

(2) TIf the desired change affects the substance of the

correspondence, contact the originator and attempt to reach an apreement
on content;

(3) If the desired change affects the substance of the
correspondence and agreement cannot be reached with the originator, prepare
an "internal" merorandum for inclusion on the left side of the correspondence
file. This memorandum should contain the writer's objections, the reasons
for them and suggested new wording (if appropriate).

(4) If an official lacks knowledge or jurisdictional interest
in the subJect and neither concurs nor cbjects to the document, he/she
may indicate this by writing "noted" to the left of his/her surname.

1.5 Addressing Circular Correspondence Within the Pureaun.

A. Tor the Washington Office.

(1) "Fxecutive Steff"— to reach the Commissioner; Deputy
Commissiocner; all Washington (ffice division and staff chiefs; all
assistants to the Commissioner; and heads of all offices revorting
directly to the Commissioner.

(2) "Washington Office Staff"-— to reach the Fxecutive Staff
. and the division and staff chiefs in the geographic area.

- (3) 'Washington Office Fmployees"— to reach all the employees
‘1n the geographic area. )

= BIAM REISSUE
Supp. 1, Release 26, MAR 1 9 1380 FEBRUARY 1984
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15 BIAM SUPPLEMENT 1 Part III~ 1.3B

BUREAU CORRESPONDENCE HANDBOOK
Conduct and Control of Correspondence

B. For the Central Office. (Employees of the Central Office
regardless of the geographiec location).

(1) "Central Office Staff"-~ to reach the Executive Staff and
division and staff chiefs regardless of location.

(2) "Central Office Jurisdiction Staff"-- to reach all offices,
both in Washington, D.C., and in the field, under the jurisdiction of the
Central Office (all offices not under the jurisdiction of an Area).

C. For the Fileld Offices.

(1) “Area Dirsctors™- to reach all the Areas.

{2) “Independent Accounting Offices”-— to reach the Independent
Accounting Offices located at the Rad Lake Agency, Minneapolis Area;
Flathead Irrigation Project, Billings Area; and at the San Carlos Irrigation
Project, Phoenix Area.

D. Bureauwide.

(1) "Area Directors and Central Office Jurisdiction Staff"-—-
to reach key officials Ln both the Central Office and the field.

(2) "All Bureau Employees”—— to reach all employees of the
Bureau whether in the field or Central Office.

E. Combination of Addresses. On many occasions, the forms of
address given above may not reach all the addressees you want. A
combination of the forms of address and/or single or group addresses
should then be used as required. For example, "Central Office Staff;
Area Directors; and Superintendents, Cherokee, Choctaw, and Seminole
Agencies™ might be used 1f you wished to reach those addressees.. Bureau
offices may use a circular form of address and subtract addresses from
1t, such as "Area Directors except Juneau Area.”

"}.

L

BIAM REISSUE
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15 BIAM SUPPLEMENT 1 Part III- 1.AR

BURrAU CORRESPONDENCE HANDROCK
Conduct and Control of Correspondence

excent courtesy copy.

B. Congressional.

(1) Reply to Constituent's Letter. Members of Congress
frequently forward to an executive agency letters they have received from
constituents. Often these referrals are made by printed transmittal
slips or form letters. -

(a) Address replies to the Member of Congress, unless he
or she specifically requests that the reply be sent directly to the
constituent.

(b) 1If the Member of Congress has requested that a reply
be sent directly to the constituent, send an informational copy to the
memter's office.

(c) Always return the constituent's letter to the
Congressional office which forwarded it, whether or not the letter is
original.

(2} Replies to Multirle Coneressional Referrals.

: (a) Prepare identical letters with one set of file copies
in response to multiple referrals from the same constituent or on the
same subject. Do not mention other referrals in the body of the letter.

(t) On the file copies, make notations indicating that
identical copies were made and to whom they were sent. Also note the
names of the members of Congress and constituents involved.

(3) Replv to a Member of Congress Away From Washinston, D.C.
¥hen writing to a Member of Conpress away from Washington, D.C., include
a courtesy copy with the letter and send another conv to his/her Washinmton
office. Chow "Copy to your Washington office” on orieinal and all copies

(4) Reply to a Letter Sismed by an Employee in & Coneressmen's

Cffice. If a letter from a Member ot Congress is'signed by an employee

of his office, address the reply to the Member of Consgress rather than to
the person who sifmed for him. ("Attention: Yr. {name)" mey be added on
the envelote.) -

‘ BIAM Rp
Sucp. 1, Release 2, MAR 1 9 1980 PEBRUARYISJ,SQI;E
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15 BIAM SUPPLEMRENT 1 Part ITI- 1.6R(5)

FIIREAT CORRESPONDENCE HANDROCE
Condnet and Control of Correspondence

(5) Rerly to a Letter Signed by More Than One Congressman. .
When revlying to a letter sisned by more than one Member of Congeress, - E
address an original to each Memher and enclose a courtesy copy to each. -
Jtate in the opening paragraph that the same reolv is being sent to each

rerson who signed the letter. Make one official file cory with a notation -
as to the other recipients. . :

(6) Furnishing Consressmen Copies of Bevnlies Made to Their
Constituents. When replying to an individual who has indicated in his
letter that he has sent copies of his letter to members of Congress, send
the members informational copies of the reply, together with a copy of
the incoming correspondence. - This practice bas proved helnful in reducing
Congressional inquiries or referrals provided the reoly is made before there
has been time for the Congressman's office to initiate an inouiry.

(7) Informational Cowies to Coneressional Offices.
Ocecasionally, a ncn-congressional letter will imdicate that the writer
sent informational conies to lMembers of Coneress. In preraring a reply
to this type of letter, you may if you wish, serd an informstional cooy to
each member, together with a copy of the incoming correspondence. WNo
transmittal letters are necessary for these copies. Sending these copies-
before referral may reduce the mumber of Congressional inquiries to which
responses must be prepared. If a Congreassional referral is received after
we have replied to the letter, send the WMember of Congress a copy of the
BIA reply with an approoriate transmittal letter. -

C. Other Matters Concerning Secretarial Corresnondence. When the
subject matter of correspordence for the Secretary's sisnature is highly
technical because of its engineesring, legal, or other professional character
or is in the form of a rerort or an investigation, it should be submitted
in the form of an undated memorandum addressed to the Secretary and sismed
by the responsible Buresu officer. It should te accompanied by a letter A
of transmittal to be signed by the Secretary and addressed to the corres- ° -
pondent. The memorandum and transmittal letter will te dated in the
Secretary's Office when signed. The date of submission hy the Pureau
should be typed or stamped in the left-hand margin of file copies onlyv,
about two inches from the top of the page.

Supr. 1, Release 26, MAR 1 9 1980 gg;;; nﬁlszsgﬁ
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15 BIAM qUPPLF'ANT 1 Part III- 1.&D

RUREAT CORERSPONDEMNCFE. HANDEOOK
Conduct and Control of florresmondence

D. Correspondence for Sismature of Solicitor. Submit proposes
commnications and documents prepared in the Rureau for sismature of
Zolicitor to the Solicitor's office in rough draft form——doyble spaced.

E. Administratively Restricted Corresnondence.

(1) The restrictive markings "FOR COVERMMENT USE OHLY" and
"ADMINISTRATIVFLY RESTRICTED," whichever is considered appropriate, may
be used on correspondence when it is desired to limit sccess to it.
However, such markines will of themselves have no meaning or force

whatsoever should a member of the public make reoguest to insrvect the

correspondence after it has become a record. In this event, decision to

withhold such restrlctlvely marked corresrondence can be made only under
the exclusions in the Public Information Act (5 U.S.C. 552), and then
cnly when there is sound reason not to disclose the document, over and
above the litera]l satisfaction of one of the exclusions.

(2) Classified or administratively restricted correspondence
rust be hand—carrled for surnaming and signature and may te done only by
emplovees who are authorized to kmow the contents (1nc]ud1np secretaries
of office and division heads). If such correspondence is entrusted by
one emnloyee to another, it is the receiving employee's responsibility to
protect the correspondence.

1.7 Central Office Corresrondence Felated to a Specific Trikte. VWhen
correspondence pgenerated in the Central Office refers to a srecific
trive, send copies to the apvnropriate Ares and Agency offices.

1.2 JAssistant Secretarv's Rezding File. The Assistant Secrstarv's
Yeading File is a file of correspondence of sisnificance or eenerzl
interest to the Assistant Secretary—Indian Affairs or his/her staff.

The file is designed to keep the Assistant Becretary informed on metters Vi
which might have implications for his/her high level activities (e.s.
public statements). It consists of correspondence with kev merbers of
the Congress; correspondence making simificant policy pronocuncements or
interrretations; correrondence defining programs or sugeesting program
chanpes to Area Directors; correspondence relsted’ to vrosram develorment:
copies of Federal Register documents; and correspondence on ather subject:
which should be noted by the Assistant Secretary.

BIAM REISSUE
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15 ETAM SUPPLEMENT 1 Part ITI- 1.C

BUREAU CORRESPOMDENCE HANDEOCK
Conduct and Control of Correspondence

The originator or reviewers are responsible for ensuring that copies of
aporopriate documents are made for inclusion in the Assistant Secretary's
Reading File. This is true gren %f‘?d curents signed by the Assist

f‘ q tr

’ Secretary. ), PP s -, Indian: s
1SBiB M57P?‘ Y t'.'hﬂ'fﬂr‘ Asck Sfck(épudms Ach..’ ?4},, Assh .50::( OPGrq-J Y )
gL 28 O i.g Coumimsienerts Reading File. The Cemmtswiomer's Reading File is a

file of correspondence of significance or general interest to the
Commissioner, his or her assistants and the program directors in the
Bureau. The file is designed to keer the Commissioner informed on matters
which might have immlications for his/her high level activities. It
consists of correspondence with key members of the Congress; correspondence
making significant policy pronouncements or interpretations: correspondence
defining prosrams or suggesting program changes to Area Directors;
correspondence related to program development: and corresmondence on

other subjects which should be noted by the officials who review this file.
The oririnator or reviewers of documents are responsible for ensuring

that cories of appropriate documents are made for inclusion in the

Commissioner’s Reading File. This is true even for documents siegned by
the Cormissioner.

i o BIAM REISSUE
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15 BIAM SUPPLEMENT 1
Illustration 1

LETTER FORMAT

For explanation of highlightad items, vefer to appropriate section of text.

i

/':o'f?i"“" S‘"/ﬁ “é
el

I-L.6AN)

.6A(2)

L

I-1.7A ——4Dear Mr. Doa:

/’."his sample shows the format for orenaring a letter, which is tne
. form of correspondence used to ¢

I
I-1.78

IN ARFLY ARTER TO:

Personnel:
ECCO-9521

United States Department of the Interior

BUREAU OF INDIAN AFFAIRS
WASHINGTON, D.C. 20243

162-68 I-1.6A(1)

-
(Date Starp)
REGISTERED

Mr. John L. Doe

Chairman, Secretarial-Professional
Asaociation of the United 3tates

Attention: ZIxecutive Secretary

5906 Veaver Place, S.

Altoona, Pennsylvania 16603

orreapond with addressees outzide
the Cepartment. ‘

The follewing femtures of this format should te noted:

All raraprarhs are corpletely blocked. This stvle minimizes

the use of the space bar, tabulator kev, and the tabulator
har.

Letters which are very short may have side marging wider than
the standard 1 inch marein, ard ray be lowered on the rage,
tepinning with the address, in order to center the letter on

by S |
/25 /8

the page. All paragraphs are bepun at the left pargin {no
identation).
. E_-:incerel_v, )
- I-1.8A __l R
! Pai 28
Commimsioner of Indfan Affairs
__I]‘:nclosute: - "
I-& -10A Purean Correspondence Handbook
oy
Supp. 1, Release 26, AR 1 9 1580
Bl1AM REISSUE
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15 BIAM SUPPLEMENT 1
Illustration 2

MEMORANDUM FORMAT : -
For explanation of highlighted items, refer to appropriate section of text.

UNITED STATES GOYERNMENT

e e Stomm memorandum

i Diractor, 0ffice of Indian Services

+ Correspand to Addr Qutside Originating
Part I - 1.6B Organizaticonal Lavel

von Arém Director, Abardesn Ares
Attention: Area Tribal Operations Officer

Through: Diractor, OZfice of Trust Responsibilicies

Thix sample {llustrates the format of a memorandum to be used vhen
correaponding with an addresses within the Dapartment, but outside
tha originacing organizarional lavel.

—_ Type all oeworanda on Optional Form 10 or Optional Fora 37,
: are available through any G3A store.
closss in aemoranda.

These forma
Do not uss aalutations or complimentary

"Signature”
j-' i3 oy S-:( 2 i i
/ ;J: /; 2 ZI}' —9 vioplewwrer ‘l imctlm&d-

Copy memo 9-16-80
remif - 87C

Buy U.5. Savings Bonds Regulariy on the Payroll Savings Plan .
l-:l“;::.-‘lﬂm!ﬂ-ll.l .
AR

Supp. 1, Release 26, MAR 1 9 1980
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15 BIAM SUPPLEMENT 1
Illustration 3

SAMPLE MEMORANDUM WITH NUMBERED PARAGRAPHS

UNITED STATES GOVERNMENT

e FEB 1 4 163 memorandum

pis N Chief, Hanagemsnt Research and Evaluation

suswcr:  Nymbering aod Lettering Paragraphs

1o« Holders of 15 BIAM

1. The subdivision, numbaring, and lettering of paragraphs {8 accaptable
and helpful as a refarance aid or for clearness. [

&« Hain paragrapha are typed in bloek style. Subparagraphs are
typed #o the number or latter is indented the appropriata distance with
the text of the subparagraph beginning on the Sth space following.
Succeeding lines start at the laft margin. Paragraphs and subparagraphs
are single spaced with double spaces between thea.

(1) When a paragraph is subdividad, it mwust have ar lesst
two subdivisions.

(s} When paragraphs are subdivided, m-.mbuud, and
lettered, they are identified tn the following sequance: 1, a, {1},
(a), (1).

(b) When a paragraph is cited, the reference numbers agd
letters are written without apsces; for example, “paragraph 3a{2}{c)."

“ (2) Do not,begin a paragraph near the eod of a page unless

. thera im room for at least 2 lines on that page. Do not continue a
paragraph to the following page unless at least 2 lines can be carried
over to that page.

b. Paragraphs and subparagraphe nay be given titles to incresse
ezse of reading and reference in long correspondsnce. If tirles ara
usad, they should be used coosfstently i{n the correspondenca. Treat
the title as the first saotence of the paragraph or subparagraph.
Underline tha ticla.

2. The arrangsment given here may be varied to meet legal docusent

neads. N
!_ —
Buy U.S. Savings Bonds Reguiarly on the Payroll Savings Plan s s 18 ’ ’ -
Supp. 1, Release 26, MAR 1 9 1980 BIAM REISSUE

FEBRUARY 1984




15 HTA SUPFL?FRHT.i
I1lustration 4
Pase 1 of 2

FOLDER ASSMMELY - LEFT SIDF

1. Incoming letter or wmeworanduz, if any

2. Irterim rerly or =cknowledement, it anv

‘ Z, Uackeround or explanatory material, it any

4. Corv of attzchrents, if aprlicatle

- -

A BIAM REISSUE
supm. 1, Release 26,MAR 19130 FEBRUARY 1984
~ .
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15 SILAF SUPPLENT™ 1
Tllustration 4
Pape 2 of 2

FOLOER ADSIMPLY - RICIT PTRF

- Originel cuteoing latter or werorandun

r
! 3. Courtesy cory, if required

4. Inclosures, if any

5. Addressed cor rlain vhite envelcre

6. Informational cories goinz oubaide Department

7. Frown envelore

2. Infermational cories poins to cther Departrent of fices

©. Surname cory with copv of enclosures

10. Indian Affairs Rendinre ¥ile cory

I

- [ 11. Informaticanl cories for cther Pureau offices -
l

12. DNivisicrn chrony couny

|
L

%. [ailroox chrony cony -

(-

 furr. 1. Relesre 26,HAR 19 19, - - ' FEBRUARY 1884
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o 15 BIAM SUPPLEMENT 1
’ Illustration 5

SAMPLE COPY OF FORM 5-1504 }

FORM 3-=1304
Rev, Aug. 1973

U. S. DEPARTMENT OF THE INTERIOR

BUREAU OF INDIAN AFFAIRS
Commissioner's Correspondence OfTice

Extensicn 38877

1SFORMATION TO BE SUPPLIED BY COMMISSIONER'S CORRESPONDENCE uFFICE

TONTROL NUMBER BUREAU SIGNATURE- SURNAME DUE BY

ACTION OFFICE SIGNATURE INFURNATION

RECEIVED AIA COPIES OF INCOMING SENT TO:

EOR_ACTION OFFICE USE

CHECE APPLICABLE ITEMIS):
—— No reply required _ _ _ Acknowledge; copy to Area for direct reply

—Acknowledge only . Acknowledge:; copy L0 Ares with request lor report

{Area copiex to be trananattied with Form 5-13235)

StafT sember to whom igned: Extensi

fFor Routing See Correspondence Hondbook, See. 1.5, p 25§

ROUTE RELEASED

™ COMMENTS
CODE INITIALS TATE

(Inscructions on Reverse Side)

Hand Carry -- Do Not Include Wicth Routine Mail

CONTROLLED CORRESPONDENCE

AETURN THIS FORM AND ATTA RRESPON S
DORRESPONDENCE OFFICE AFTER BURFAL STGNATUHE /SURNAME

‘Supp. 1, Release 26, MAR 1 9 1980 -

BIAM REISSUE
FEBRUARY 1984
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15 BIAM SUPPLEMENT 1
I1lustration 6

SAMPLE COPY QF FORM 5-1502
"CENTRAL OFFICE ROUTE SLIP”

P 5-1502 UNITED STATES
April 1949 DEPARTMENT OF THE INTERIOR
uress of Indisn Affaves CENTIAL OFFICE BOITE sLIP
SUBJECT FILE REFERENCE,
FROM  (Neme and Offlce) PHONE DATE ROUTED
Rouke Relewssed
1o COMMENTS
Codw Tnitanl Date
ADDITIONAL COWMEANTS
. 2 \ -
Supp. 1, Release 26, AR 1 9 1880
_'BIAM REISSUE
FEBRUARY 1084
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15 BIAM SUPPLEMENT 1
Illustration 7

SAMPLE OF INFORMAL REPLY
ON BOTTOM OF INCOMING CORRESPONDENCE

PUBLIC SERVICE AGENCY

Weshiagiss, OC 20405

Catobsr 16, 151X

APSG

Racoras Hunagerant Seminar

KLY Afency

Fourzh Strset

¥arnlrgton, OO 50008

We woald like to reglater Xr. Jihna T. Blank 2f our sdeacy
10 y3Ur ToTRRSSBLAR Feusser Manigemant Sendmar.  he 13 2

DANASEFESNT Analyat as tnt graae 12 level.
dndka yeu very mth.

;@»Mﬁww

-+ JOHENG. ERDWN
PApurwork dAnagazect Li:lziun

Fit.oer 23, 13KX

2r, Biant 13 now ragistersr i our Asesric ¥ wnagoment

Bemirer, January i-3. The rirss sezalon Zaxins as 3:ld a.A.

TEMT L. WHITE
Gr=lnir Coosrdinatar

BATY T 3 O -
ff82 1 g a0

[ Y PL IS

L

Supp. 1, Release 26,

BIAM REISSUE
FEBRUARY 1984
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15 BILAM SUPPLEMENT 1
Illustration 8

SAMPLE OF OPTICNAL FORM 41
“ROUTING AND TRANSMITTAL SLIP"

Dk
ROUTING AND TRANSMITTAL SUP -
T (Hame, office symbol. roorm numbe, Initisie{ Date
L Agency [ Foat)
E S
3
LS
| N
_ﬂn Fila Note and Retum
aprovel For Claarance Par Conversation
s Aisquested For Correction Prepare Raply
For Your Informatian Saa Me
mrmant Imeestigute Signaturs
1 thon Justity
REMARKS

DO HOT use this form ss a RECORD &f spprivah, concummences, Eapossia,
tlastahcon, §nd slmilar actuons -

FROM: (Noma, org. symbol, Agency/Fost)

Roorr No.—83g.

[ Phone Ha.

OFTIONAL FORM 41 (Rev. 7-76)
Fran s crlo 10l-1L08

Supp. 1, Release 26, MAR 1 9 1980
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15 RIAM, SUPPLEMENT 1
Tllustrakion 9
Page 1 of 3

HOW T0 USE THE FOG INDEX

The Fog Index, developed by Robert Gunning, is a method of measuring the

readability of written material. To find the Fog Index of a piece of
writing, follow these steps:

1. Choose a sample.of 100 words or more. OSamples should be free from quotes
from other writers.

2. Divide the number of words in the sample by the number of sentences.
This gives you the AVERAGE NUMPRER OF WORDS IN A SENTENCE.

EXAMPLE
N’umber Of wor‘is in the sample llllllllll L B B B B B B B R BN NN BN R 1 18
Number of SentenceS.icrssssecssessesesssassssssssssnsssanas 3]
AVERAGE NUMEER OF WORDS IM A SENTEKCE-.-. ---------------- - 1407
- (or 15)
3. Divide the number of words of three or more syllables by
the nmumber of words in the sample. This gives you the
PERCENT OF DIFFICULT WORDS.
FXAMPLE
Number of words of three or more syllables...ivcveeeeaaanan, 15
Mumber of words in the SampPle...ecceersssasccesccscannsces 118
PERCEI‘IT OF DIFFICULT ‘HORDS llllllllll U B B B O I Y I R B B R B N NI I B B BN ) 12.7
(or 13)

A. Add the AVERAGE NUMBER OF WORDS IN A SENTENCE to the PFRCENT
OF DIFFICULT WORDS.

EXAMPLE |
AVERAGE NUMBER OF WORDS IN A SENTHENCE..... rerenaeenas ceee 15
PERCEMT OF DIFFICULT WORDS--p--...oo.u-u-c-a--u---........ 13
TOTAL..... ------------- WEAEPPIOEN RO BEESEIREEE B EE S AR EE R 28

5. Multiply this total by 0.4 to give you the Fog Index of
the sample.

EYAMPLE,
_ 28 {imes 0.4 equals a Fog TNABK O vveneennnerennancesnnsns 11.2
{or 11)
. - BLAM REISSUE .
Supp. 1, Relelease 2&, MAR 1 g5 * FEBRUARY 1984
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15 BIAM, SUPPLEMENT 1
I1lustration 9
Page 2 of 3

The final result, 11 in this case, is the "Fog Index." It corresponds
to tne number of years of education necessary to read the material
without difficulty. The general public can easily understand a Fog

Index of 12 or less. A higher Fog Index means you are in danger of
being ignored or misunderstood.

The table on the next page does most of the figuring for you. All you
have to do is find the AVERACE NUMBER OF WORDS IN A SENTENCE in the left
column, and the PERCENT OF DIFFICULT WORDS IN THE ROTTOM legend. Where

these two rows of figures converge, in the body of the table, you will
find the correct Fog Index.

graduate

senior

junior
sophcmore

freshman

ool senior

ool junior

ool sophomo

0ol freshma

e

rade
* grade
ade
- BIXM. REISSUE " REISSUE -
FEBRUARY 1984 ARY 19
Supp. 1, Release 26, 3/19/80 ) i 84
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Letters and Memoranda

PART I
CHAFPTER 1
LETTERS AHD MEMORANDA
1.1 General.

A. Purpose. This handbook gives the format and procedures for
preparing letters and memoranda to be signed in the Bureau of Indian Affairs
(Bureau). It also contains guidelines for envelopes and mailing and models
of address.

(1) Use this handbook in additiom to the following:

(a) Department of the Interior Secretarial Correspondence
Procedures Handbook. This handbook contains guidelines for preparing
correspondence for signature in the Depariment of the Interior {Department},
and is distributed separately by the Department. Contact the Departiment for
copies.

(b) The Gregg Reference Manual, Sixth Edition. This manual
contains standards for capitalization, spelling, compound words, punctuation,
sbbreviations, numerals, and editing and proofreading techniques.

(2) Use this Bureau handbook instead of the U,S. Government
Correspondence Manual, since the Govermment Manual has been included in
the Bureau handbook.

(3) This handbook does not cover specialized documents such as
reports, Federal Register or Bureau Manual material, aerticles or speeches.
These are covered in other parts of the Bureau Manual.

B. Arrangement of this Chapter. The following sections tell how
letters and memoranda should be prepared for Bureau signature. Generally,
the rules are the same for both. Where they differ, the specific instructions
for each form will be given. Illustrations 1 and 2 show the format of letters
and memoranda.

C. Modification by Area Offices. Central office employees are
required to follow the procedures given in this handbook. Area offices
may modify these procedures, if necessary, to meet local conditions.

D. Distribﬁtion. This handbook will be distributed to all Bureau
employees who prepare correspondence. Part I is primarily for the guidance
of typists and secretaries. Part II is primarily for drafters and reviewers.

E. Correspondence Review by Secretaries. The secretaries to
division or office heads should review correspondence prepared in their
offices to insure that it was prepared correctly. Such items as grammar,
spelling, punctuation, neatness, and conformity with correspondence
instructions should be considered.

Supp. 1, Release
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1.2 Types of Correspondence.

A. Letters. Letters are used for correspondence with addressees out—
side the Department and Bureau. Tribal councils or committees are considered
addressees outside the Department and Bureau; therefore, letters may be
addressed directly to them or their members. When letters to tribal counciis
or committees are not addressed through an area director or superintendent,
send a copy to the area director or superintendent concerned. Illustration 1
is a sample of the correct format for a letter prepared in the Bureau.

B. Memoranda. Memoranda are used for all correspondence within the
Department and Bureau with the following exception: Correspondence to area
directors or superintendents authorizing the call of tribal constitutional
elections and approving the results of those elections will be in letter form
since that correspondence will eventually become a part of the tribal records.
A sample of the format of memorandum is shown in Il1lustration 2. Use Optional
Form 10 or Optional Form 27 for memoranda. The U.S. Governmeni Memorandum,
Optional Form 10, is designed to aid informal, interagency correspondence
preparation. The U.S. Govermment 2-Way Memo, Optional Form 27, is a 3-part
form set, designed for handwritten or typed correspondence and provides space
for informal replies on the same page. Optional Form 27 may be used between
offices or personnel whose day-to—day relationship could permit simple,
informal, written communications and replies. These forms may be ordered
following the same procedure used for ordering stendard forms. Use Bureau or
Department stationery for more formal memoranda or when the correspondence is
to be routed through a reviewing official or is addressed to one or more high
ranking officials in the Department.

1.3 Statiomery. Use Bureau or Department stationery as follows:

Type of Correspondence or Copy First Page Succeeding Pages
ORIGINAL
Routine correspondence......cceveeassas Letterhead.....c.ccven Plain bond

CARBON COFPIES

Courtesy, informational............... Letterhead tissueX..... Plain tissue
(if necessary)

Reading file.. ..o iiiinaneeaiinnnnns White tissue........... White tissue
(if required)

Burcau SUIMAME. ccvacsscsnesssasassssns . Yellow tissue.......... Yellow tissue

Chronological....ccviennrincenaianrans Green tissue........ ... @Green tissue

Other...cevne.n. cresnauasaa eensenaass White tissuve........... White tissue

Hold copy..... ceitrrseacenaenann ssaras Blue tissue.... .00 «+. Blue tissue

XUse letterhead tissue, if available. If not, use plain tissue stamped or
typed with agency identification. (See Section 1.10D for copy specifications.)

Supp. 1, Release
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1.4 Number of Copies. Prepare the following copies for all correspondence:

A. Bureau Surname. This is the official file copy and should be
retained by the originating office. When an identical reply is used for
several inquiries, make only one surname (file) copy. Note on this copy
that identical letters are being sent to other addressees. Surname
copies of transmittal memos of Manual Issuances and Regulations should be
forwarded to the Branch of Pirectives and Regulatory Control for filing.

B. 0Office Chronological.

C. Office Hold Copy.

In addition, the following copies are required as outlined below:

D. Courtesy Copy.

(1) Include in letters addressed to members of Congress or
Supreme Court or to top White House officials (if letter prepared in
field office, send additional copy to central office).

(2) Include additional copy for Washington office of members
of Congress when writing to them outside of Washington.

E. Informational Copy.

(1) Make for area director by central office when original
sent to addressee (other than director) in that area (include copy of
incoming letter).

(2) Make for sny area or program offices referred to in
letter itself.

(3) Make for Department offices indicated on control cover
sheet (i.e., SOL, PMB, CL, OIG, etc.) and attach a completed Departmental
route sheet.

(4) Make for the Department’s Executive Secretariat (ES)
for all correspondence controlled by the Department, include Tasking
Profile (TP) number, and attach a completed Departmental route sheet.

(6) Make for the Bureau Executive Secretariat Staff (Bureau ES)
for all letters signed by Assistant Secretary or Deputy Commissioner or
controlled by Bureau ES staff.

F. Bureau Reading File Copy. Prepare for correspondence which
may interest Assistant Secretary or Deputy Commissioner.

G. Secretary’s Surname File and Secretary’s Reading File Copies.
Prepare for all correspondence signed by Assistant Secretary. One Yellow
Surname Ladder file copy and two reading file copies on Departmental
letterhead tissue.

Supp. 1, Release
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____ Part I-1.5 ..

1.5 Margins and Spacing.

A. Margins.

(1) Margins will be at least 1 inch on the sides and the bottom.
On the second and succeeding pages, the top margin is 1 1/2 inches. (See
section 1.7C for placement of page numbers on second and succeeding pages.)

(2) When a letter or memorandum is considerably less than one page
in length, side margins wider than 1 inch may be used for a more balanced lock.

(3) A justified right margin is acceptable only if the spacing is
balanced between words. :

(4) Letters and memoranda may be typed in either 12—pitch or
10-pitch, using Letter Gothic, Courier or Prestige typing elements.

B. Spacing.
(1} Double space drafts, leaving three spaces between paragraphs.

(2) Single space final material, with two spaces between
paragraphs. When final material is less than 10 lipes, it should be
double spaced.

(3) All letters and memoranda for the Secretary’s signature are
typed single spaced and double spaced between paragraphs. {Refer to the
Depertment’s Secretarial Correspondence Procedures Handbook for guidelines.)

1.6 Heading.

A. Letters.

(1) "In Reply Refer to:" This phrase is pre—printed in the
upper left of Bureau stationery. Underneath the phrase, type at least
the name of the originating office. Any other control number used by the
originating office should be added immediately after the office name.
Underneath and aligned with this, type the control number for any reply
to controlled correspondence. ({See the sample letter in Illustration 1.)

(2) Date.

(a) If the date of signing is known, type it near the
upper right hand corner, two lines below the first line of the letterhead,

(b) Omit the date on a letter that will be signed in another
office or that may not be signed the day you type it. Stemp the date in the
appropriate place on the original and all copies after the letter is signed.

(3) Address.

(a) Typing. Type the recipient’s address at the left margin.
Single space the address and arrange it in block style. The address should
begin at least five lines below the bottom of the letterhead to allaow for date
stamping. If the letter is shorter than one page, type the address so the

Supp. 1, Release
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letter is centered on the page. Each line of the address should be no longer
than 4 inches, and the overall length of the address should be limited to five
lines. When runover lines are required, indent two spaces from the left
margin. EXAMPLEE:

Mr. John L. Doe

Chairman, Secretarial-Professional

Association of the United States
5906 Weaver Place, S.E.
Barnesboro, PA 15714

{(b) Mail Stops. If letters to outside agencies are to be
mailed in individual envelopes, include the mail stop in the address. Also
include the addressee’s mail stop or office symbol, when known, on letters sent
to another government agency. EXAMPLE:

Director, Administrative Services
Division (BRXX)

Federal Service Agency

Mail Stop 1219

Cleveland, OH 12365

Include your mail stop when providing your address verbally, in the body of the
letter, end in the return address on the front of the envelope. Use the
following address for Bureau mail whenever possible. EXAMPLE:

Bureau of Indian Affairs
1849 C Street, N.W.

Mail Stop

Washington, DC 20240

{c) "Attention" Lines.

(i) General. Specific addresses should be used,
rather than "Attention" lines, whenever possible. An "Attention" line can
usually be avoided by including in the address the reference entered after the
"Reply to Attentiom of:" caption on the incoming letter. If an "Attention"
line must be used, type "Attention:" on the line below the first line of the
address, flush with the left margin. EXAMPLE:

Electrical Supply Division
Attention: J.F. Jones
Building 25

Federal Plaza

East Cranston, KY 20014

©o(i1) Congressiconal Correspondence. Occasionally,
referral slips on congressional correspondence include a notation to reply
YAttention: Miss ." Since the Congressman’s office may send the Bureau’s

reply to the constituent, it is more appropriate to place the "Attention" line
on the envelope only rather than on the face of the letter. EXAMPLE:

Honorable John N. Doe
Attention: Miss Jones
House of Representatives
Washington, DC 20515

Supp. 1, Release
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(d) Replies to Petitions or Resolutions. When replying to a
petition or resolution, address the person who submitted it or the first person
who signed, and mention the other signers. If practical, make a carbon copy
for each signer of a multiple-signed petition or resclution. Make only one
official file (surname) copy and indicate on it the distribution of copies as
explained in (e)(iii) below.

(e) Replies to Multiple-Signed letters. There are several
ways of addressing replies to letters signed by two or more persons:

{1i) Address First Signer Only. Address the reply to
the first person who signed the letter and state in the first paragraph that
the reply is intended for the others also. If practical, make a carbon copy
for each of the asigners. Prepare only one official file (surname) copy and
indicate on it the distribution of copies as explained in section (iii) below.

(ii) Address All Signers Jointly. If there are not
more than 10 signers and they are of equal official status, address the reply
to them jointly in the order of their signatures. Use the appropriate plural
salutation as shown on Chapter 5 of this Part. Prepare an original for each
recipient, but only one official file (surname) copy.

(iii) Address Each Signer Separately. Address an
identical reply to each of the signers with a statement in the opening para-—

graph that the same reply is being made to the other signer(s). Prepare an
original for each recipient, but only one official file {surname) copy. On
the surname copy, type "Identical letter to:" below the signer’s title or
any other preceding notation, beginning at the left margin. On the next
line, list the names snd addresses of the recipients of the letter. If
there is not enough space at the bottom of the page, type the list on a
separate sheet and attach it to the surname copy.

{f) Other Points.

(i) In sending special delivery letters, use street
addresses; for other correspondence, use post office box numbers.

(ii) Mail stops listed in the Departmental telephone
directory are used in only sending mail to other federal agencies in the
Washington area——never for congressional mail. (Central office mail to the
Hill is sorted in the Departmental consclidated mailroom, Ramp B, for regular
daily delivery to the Capitol mailroom by the U.S. Postial Service.)

(iii) Agency title (including BIA) must always appear
on the addressed envelope. Although there is only one agency (BIA) in Window
Rock, Arizona, there sre a number of agencies in Sacramento, Phoenix, and
Portland, etc.

(iv) "Area Director, Aberdeen Area Office" is
preferable to "Aberdeen Area Director."
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(v) Members of Congress are addressed differently
when corresponding with their local (field) offices than when corresponding
with Washington offices (See Chapter 5). Use committee titles, if signed so.

B. Memoranda. The three forms of stationery authorized by the
Department Manual for memoranda are Optional Form 10, Optional Form 27,
and letterhead stationery. (See Illustration 2 for a sample of a correctly
typed memorsndum.) The following format specifications apply to the .
preparation of letterhead memoranda. All entries in a memorandum are
balanced on the page. If necessary, the format should be adjusted to
take into sccount the presentstion and appearance of the memorandum.

(1) Date. The date of signature is not typed or stamped until
after the memorandum is signed.

(2) “Memorandum" Line. The title "Memorandum" is typed flush
with the left margin and no less than four lines down from the letterhead.

(3) "To:" Line. The "To:" line is typed flush with the left
margin and twoe lines below the title "Memorandum." The complete title of
the addressee is used whenever possible. Multiple addressees are listed
vertically with each title beginning on a new line. When addressing
memorenda to the Secretary or Deputy Secretary, type their titles as
“"Secretary" and "Deputy Secretary."

(4) "Attention:" Line. When applicable, the "Attention:" line
js considered part of the "To:" line and is typed immediately below the
title of the addressee.

(5) "Through:" Line. When applicable, the "Through:" line is
typed flush with the left margin and two lines below the "To" line. The
complete title of the reviewing official is used whenever possible.

(6) “From:" Line. The "From:" line is typed flush with the left
margin and two lines below the "To:" or "Through:" line. The complete title
of the signing official is used whenever possible. Otherwise, type that
portion of the title which may be added to by stamp (e.g., Deputy, Acting).

(7) "Subject:" Line. The "Subject:" line is typed flush with
the left margin and two lines below the “From:" line. The subject line
on all memoranda will clearly identify the subject and purpose to ensure
appropriate handling by the addressee and intermediate officiais.

(8) Body of Memorandum. The body of the memorandum begins two
lines below the "Subject:" line.

(a) Memoranda are to be brief and to the point. If it is
necegssary to expound on a subject for the sake of clarity, the substance
of the communication should be prepared as an attachment and the memorandum
written to transmit the attachment.

(b) Do not begin paragraphs near the end of the page, unless

there is room for at least two lines on the page. Do not continue paragraphs
on a following page unless at least two lines can be carried over.
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(¢) Subparagraphs may be numbered and lettered in the format
outlined in Part 1.7D of this handbock.

(d) Memoranda normally are typed single spaced with double
spacing between paragraphs. If a memorandum is less than 10 linea, however,
it should be typed double spaced with triple spacing between paragraphs.

(9) signature. The signature block is not used for memoranda
since a signing official may elect to sign on the "From:" line.

1.7 Text.

A. Salutation. Each letter must have a salutation. Type flush
with the left margin, two lines below the last line of the address. When an
*asttention" line is used, the salutation is still directed to the addressee,
not to the person named in the "Attention" line. Never use a first name in
typing the salutation. See Illustration 1 for placement of salutation.
Chapter 5 shows the proper salutation for certain addressees. Do not use
salutations in memoranda.

B. Body of Letter. Begin the text two lines below the salutation
on a letter or the "Subject" line on a memorandum. Begin each main paragraph
flush with the left margin. Indent subparagraphs five spaces. Begin second
and succeeding lines flush with the left margin. Single space the body of
the letter; double space between paragraphs. Double space letters of one
paragraph or less than 10 limes; triple space between paragraphs when the
text is double spaced.

C. Succeeding Pages. Type the second and succeeding pages on plain
bond paper. Starting with the second page, type the page number seven lines
from the top of the page, flush with the right margin. Continue the text
two lines below the page number.

b. Numbering and Lettering Paragraphs.

(1) When it is necessary to bresk a paragraph into subparagraphs,
the subparagraphs may be numbered and lettered. Indent the first line of
each subparagraph or further subdivision. Begin second and succeeding lines
at the left margin.

(2) Main paragraphs may also be numbered if the numbering would
be helpful to later correspondence. Illustration 3 shows the way paragraphs
and subparagraphs should be numbered.

E. Quotations.
(1) Run a quotation of less than two lines into the text. Use
double and single quotations as shown in the following sentence: The

regulation states ". . . ambiguous references such as *herein’, ‘above’,
and ‘below’ shall not be used.™
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(2) A quotation of more than two lines is blocked five spaces
from the left and right margins of the text. Double space between quoted
paragraphs. Quotation marks are usuelly omitted. If you need them, use
opening marks at the beginning of each paragraph, but use closing marks
only at the end of the last paragraph.

(3) Indicate omissions from quoted material by three asterisks or

periods, with one space between each. When the omission is a full paragraph or
more, indicate it by a full line of asterisks, with five spaces between each.

1.8 Signature.
A. Letters.
(1) The complimentary close "Sincerely" is required on all
letters. Type this two lines below the last line of the text, in the
middle of the page.

(2) Type the signer’s title five lines below the complimentary
close, and flush with it. Do not type the signer's name.

(a) The correct typing for the Assistant Secretary’s title is:
Assistant Secretary — Indian Affairs

(b} The correct typing for the Deputy Commissioner’s title is:
Deputy Commissioner of Indian Affairs

(c) The correct typing for the Program Directors’ titles are:

Director, Office of Trust and
Economic Development

Director, Office of Tribal
Services

Director, Office of Indian
Education Programs

Director, Office of Management and
Administration

Director, Office of Administration
Director, Office of Data Systems

Director, Office of Facilities
Management

Director, Office of Trust Funds
Management
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(3) See 15 BIAM 1.3 for signatory authority of various Bureau
officials.

B. Memoranda. Do not type anything in the signature area of a
memorandum, since a complimentary close is not used and the signer’s title
is already given in the heading.

1.9 Disposition Blocks. Disposition blocks are used to show concurrence or
approval by higher organizational levels. Type disposition blocks flush with
the left margin, on the fourth line below any preceding entry. Use the format
below for disposition blocks:

Concur:

Director, Office of Administration Date
Approved:

Assistant Secretary — Indian Affairs 7 pate T

1.10 Notations.

A. Accompanying Attachments or Enclosures.

(1) Use of Words "Attachment" and_ “"Enclosure." Use the word
"attachment" to refer to all material accompanying a memo. Use the word
"enclosure" to refer to material accompanying a letter.

(2) Attachments or Enclosures Identified in Text. When enclosures
or attachments accompanying a letter or memorandum are mentioned in the text,
type the appropriate word and the number flush with the left margin, three
lines below the signer’s title (nine lines below the text).

(3) Attachments or Enclosures Not Identified in Text. When
attachments or enclosures are not identified in the text, type the appropriate
word, flush with the left margin, three lines below the signer’s title (nine
lines below the text). List each attachment or enclosure on a separate line
below the notation, flush with the left margin. List each attachment or
enclosure by title or with a short descriptive phrase. If you need more than
one line to identify an attachment or enclosure, indent succeeding lines two
spaces. EXAMPLE:

Enclosures:

Form Letters Handbock

XYZ Agency Pamphlet on the Processing of Plain Letters
Organization Chart
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B. Material Sent Under Separate Cover. When material referred to in
the text is sent under separate cover, type "separate cover” flush with the
left margin, two lines below the signer’s title or the enclosure notation or
nine lines below the text. List all material sent, whether or not referred
to in text. EXAMPLE:

Separate cover:

Form Letters Handbook

Plain Letters Pamphlet
Correspondence Manual — 10 copies

C. Postscripts. Although writing a postscript is discouraged,
one may be added to avoid retyping. Type the postscript two lines below
the signer’s title or any other preceding notation or nine lines below the
text. Beginning at the left margin, type the letters "P.S." followed by
the postscript. The signing official must sign or initial the postscript.
When a signer adds a handwritten postscript, type it on all copies.

Send a copy of the letter with the material ‘sent under separate cover.

D. Copy Requirements and Specifications. Tissues should be used
for all copies. However, a substitute for tissue sheets is permitted if
equal or better copy quality is provided, and labor and material costs to
produce the substitute are no greater than those for preparing a tissue copy.

(1) Number of Copies. Carbon copies (cc) and blind carbon copies
(bee) sre only to be used when there is a need to know or a need to act on
the contents of the correspondence.

(2) Notations on Courtesy Copies. A writer may wish to identify
courtesy copy recipients and their addresses for the benefit of the addressee.
This information should be entered two lines below any preceding notations,
flush with the left margin. Type "cc:" and begin a vertical blocked list of
recipients five spaces from the margin. EXAMPLE:

¢c: Senator John Melcher
Congressman Sidney Yates
Mr. John R. Smith

{3) Blind Carbon Copies. Notations of internal Bureau or
Departmental distribution or other codes should not appear on the original
reply or on the courtesy copies forwarded to individuals or groups outside
of the Department. (See Part I-1.10G on page 13.)

E. Memorandum for Record (M/R). Occasionally, a secondary memorandum
is prepared which contains supporting information for the outgoing corres—
pondence. In such a case, type the notation “M/R:" on all file copies of
the outgoing correspondence. Type the notation flush with the left margin,
immediately below any preceding typing. Two spaces after the colon, type
the subject of the memorandum for record. EXAMPLE:

M/R: Explanation of Position on Correspoundence

Supp. 1, Release
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F. Identification of Preparing Office, Writer and Typist.

(1) First Writing. The Bureau initials, office code, the
writer's initials and surname, the typist’s initials and the date typed,
are to be typed on the file copies. The writer’s telephone number may
be added as a convenience to reviewers and the signing official.
Correspondence stored on a word processor or computer disk or digkette
should reference the appropriate file name and/or number. The records
disposition schedule number reference should also be listed. {See
16 BIAM Release 1 for specific information on records retention and
disposition requirements.) These items are to be placed immediately
below any preceding notations, flush with the left margin. EXAMPLE:

BIA:670:RFJones:ep: 04-02-91:208-3818: d3~-corr:4401-P3

Bureau initials -0Originating office code
(only on correspondence (only for central office use)
to be signed in the

Department)

Do not use photocopies as file or informational copies going within the
Department unless the information above is writtem or typed in the lower
left corner.

(2) Rewrites. When a letter is rewritten, retyped, or rerunm,
a second identification notation will be added below the first. When
additional revisions occur, information regarding each revisions should
be noted. EXAMPLE:

BIA:670:RFJones: ep: 04~02-91:208-3818: d3—corr:4401-P3
Rewritten:SOL: Ferguson: ag: 04-08-91: 208-4444
Rerun (second page) SS:aba:(04-28-91

(a) No Change in Meaning. If correspondence is rewritten
without changing its meaning:

(i) Type previous surnames and dates on the new
surname Ccopy-.

{ii) Reroute the new correspondence together with
the previous original and surneme copy to the person requesting the change
and the remaining reviewers indicated.

(b) Change in Meaning. If the rewrite changes the meaning,
route the correspondence through all reviewers for surnaming, after review
by the person requesting the change. Insert the word "rewrite'" on the route
slip. "X out" the original and surneme copy in red, fold them lengthwise
and clip them to the inside left of the folder, on top of any other papers.
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G. Blind Copy Distribution Block. Show the distribution of all
copies other than those listed on the originsl document. Type “"bee" below
the identification entries, flush with the left margin. When space is not
available below the text, the left margin may be used. Use several columns
for this list if necessary. When concurrence of offices other than the
preparing office is required, copies should be provided for surnaming
officials. For copies within an office, organizational or office code
numbers may be used instead of organizational designations. Mark a copy
for each recipient. EXAMPLE:

bee: Secretary’s Surname
Secretary’s Reading File (2)
CL, PMB, SOL, ES-AAK (TP# )
220 Surname
220 Chron, 200
101-A, Bureau Reading File
220 Hold

H. Reply Reference.

(1) When using Bureau stationery, type the name or symbol of
the preparing office and any additional reference immediately below the
printed words "In Reply Refer To:". If the reference is long, use
additional lines, single spaced and blocked.

(2) The name or abbreviation of the preparing office is the
minimum reply reference. File number reference may be used in addition.

(3) The printed words “In Reply Refer To:" do not appear on
Department stationery. Do not type in a reply reference block when using
Department stationery.

I. Correspondence Control Number. The Bureau ES assigns a number
to each piece of controlled incoming mail. Type this number on ocutgoing
correspondence as follows:

(1) Letters. On each letter prepared in reply to incoming
controlled correspondence, type the control number immediately below the

reply reference.

(2) Memoranda. If a memorandum relates to Bureau controlled
correspondence, type the control number on the "Sub ject" line of the
memorandum.

J. Special Mailing Instructions. If the envelope is to be
prepared in another office, add special mailing instructions (such as -
SPECIAL DELIVERY, CERTIFIED or RETURN RECEIPT REQUESTED). Type or
stamp the instruction two lines below the last line of the *In Reply
Refer To" notation, flush with the left margin. When more than one
instruction is used, type them continuously on the same line, separated
by two dashes. (See Illustration I.)
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K. Security Classification. If correspondence is classified, type
the classification above the letterhead and also at the bottom of the page
on the original and all copies. Address two envelopes, one slightly larger
than the other, so that the smaller can be inserted into the larger. Stamp
or type the security classification on the smaller envelope.

L. Administrative Marking. If access to a piece of correspondence
should be limited for administrative reasons, stamp or type the appropriate
marking (either "FOR GOVERNMENT USE ONLY" or " ADMINISTRATIVELY RESTRICTED")
above the letterhead and at the bottom of each page of the original and all
copies. Address two envelopes, one slightly larger than the other, so that
the smaller can be inserted intc the larger. Stamp or type the security
classification on the smaller envelope.

1.11 Assembly for Signature. When correspondence is ready for review cor
signature, arrange it and the accompanying papers using one of the following
methods:

A. Single Unit Assembly. Use this method when the correspondence
is signed in the originating office.

(1) Arrange all material in a single unit.

(2) Attach blue signature and surnaming tabs (Form DI-188) on
page preceding page to be signed or surnamed.

(3) Attach an attention tab to any explanatory material.

B. Folder Assembly. Arrange correspondence to be signed outside
the originating office in a manila folder (or in the correspondence control
folder, if one accompanied the correspondence). Arrange the correspondence
as shown below and in Illustration 4.

(1) lLeft Side of Folder. On the left side of the folder,
arrange the material in the following order:

(8) Incoming letter or memorandum, if any.
(b) Interim reply or acknowledgment, if any.

(c) Background or explanatory material. Exclude most
internal background material from the folder to reduce the size of the
review packet.

(d) Copy of attachments or enclosures, if applicable.

(2) Right Side of Folder. On the right side of the folder,
arrange the material in the following order:

(a) Plastic cover, with flap placed under flap of brown
envelope, to protect original outgoing correspondence,
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(b) Original outgoing correspondence.
(¢) Courtesy copy (only if required).

(d) Enclosures, if any, in the order in which listed
on correspondence.

(i) Do not include bulky enclosures which do
not require a policy review. Inatead, insert a sheet stating that the
enclosures have been omitted and giving a room and extension from which
they may be obtained.

{(ii) Bulky enclosures which require policy review
and large envelopes should be marked "Enclosures," fastened together with
a large binder clip, and placed on the bottom of assembled correspondence
within the folder. Files transmitted as related correspondence may be
attached behind the folder with a large binder clip or with rubber bands.

. (e) Addressed envelope, if necessary, or plain white
envelope with flap folder over front of foregoing papers. Place envelope
flush with left side, so that they project to the right.

(f) Informational copies going outside the Department
with enclosures. Addressed envelopes should be attached.

(g) Brown envelope with flap folded over front of all
outgoing papers. The brown envelope separates all outgoing papers from
file copies and serves as a guide to the surneme copy.

(h) Secretary’s surname and secretary’s reading file
copies and informational copies going to other offices within the
Depsrtment with a surname tab (Form DI-186) clipped to upper right
corner.

(i) BIA surname copy, with copy of any enclosures
stapled to it.

(j) Bureau reading file copy, if applicable.

(k) Informational copies going to Bureau offices outside
the originating office.

(1) o0Office chronological copy.

(m) Office hold copy.
If there is more than one letter or memorandum to be surnamed, clip surname
tabs (Form DI-186) to the upper right corner of the pages preceding the

surname copies of the additional letters or memoranda. The brown envelope
serves as a finder for the first surname copy.
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If a letter or memorandum is more than one page, clip a signature tab
(Form DI-186) to the lower right corner of the page preceding the one
to be signed. The same procedure applies when there is more than one
letter or memorandum to be signed.

(3) Front of Felder. On the front of the folder, place &
completed routing sheet listing all reviewers in the order in which they
will review the correspondence. The writer will specify the routing.
Enter the name of the originating office and any remarks on the routing
sheet. The following routing sheets are used in the Washington office:

(a) Controlled Correspondence Cover Sheet (Form 5-1504).
Thie form is attached by Bureau ES staff to priority correspondence which
it controls. Full instructions for completing the form are on its reverse.
A sample of this form is shown in Illustration 5.

(b) Central Office Route Slip (Form 5-1502). Use this
form to show routing for mon—controlled correspondence. A sample of this
form is shown in Illustration 6.

(c) Departmental Route Slip (Form DI-535). Use this

form for routing correspondence to recipients within the Department of
the Interior. A sample of this form is shown in Illustratiom 7.

1.12 Corrections.

A. if a small correction can be made by erasing or with correction
fluid, typed corrections are only required on the original. You may use a
pen to correct the copies.

B. If corrections require retyping a page, retype the copies along

with the original.

1.13 Surnaming. Concurrences are generally shown on Bureau correspondence
by a surname and date in the right margin of the official file (surname) copy.
A stamp may or may not be used to indicate the location for surnames.

1.14 Disposing of Correspondence After Signature.

A. Signing Office. After a piece of correspondence is signed, the
appropriate employee in the signing office shall:

(1) Stamp the date on the original and all copies;
(2) Stamp the name of the signing official on all copies;

(3) Stuff and seal the addressed envelope;

Supp. 1, Release
..16_



15 BIAM SUPPLEMENT 1

BUREAU CORRESPONDENCE HANDBOOK - R
Letters and Memoranda

(4) Place envelopes (and/or original memorandum) and copies
in the "out" box for pickup and distribution by mailroom employees.

B. Mailroom. Mailroom employees shall process outgoing mail
as indicated in the Mail Management Handbook, 40 BIAM Supplement 1.

C. Originating Office. After receiving signed and stamped
correspondence, the originating office shall do the following, as
appropriate:

(1) Prepare surname copy for filing.

(2) If the letter is the final reply, attach the incoming letter
to the surname copy of the reply and file.

(3) If the letter is an acknowledgment:

) (a) Send the original incoming letter with a copy of the
acknowledgment to the office which will be making & reply.

(b) Attach a photocopy of the incoming letter to the surname
copy of the acknowledgment and file. -
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INMFORMAL COMMUMNICATIONS

2.1 Informal Replies. When a simple acknowledgment or am informal comment
is appropriate, it may be handwritten or typed on the original incoming letter,
which is then returned to the sender. Usually, when this method is used, you
will not need to keep a copy of the original letter or of the added comment.
However, if a file copy is needed, answer the letter with a letter or use any
available "fast copy" process to make a copy of the letter after adding your
comment. See Illustration 8 for an example.

2.2 Inter—0ffice Tramsmittals.

A. Opticnal Form 41, Routing and Transmittal Slip. Use OF-41 to make
brief, informal comments concerning correspondence or other documents routed
to one or more addressees. No record (file) copy of the routing slip should
be made. If necessary, both sides of the slip may be used for remarks. The
routing slip may be typed or handwritten. A recipient may add another
addressee(s) to the slip. He forwards the slip, with any enclosures, to the
next addressee by lining through his name, initialing, and dating. See
Illustration 9 for an example of this form, which is available through the
GSA Warehouse.

B. Note Pads. The central office may use note pads for transmittals.
These pads may be imprinted with letterheads, but not seals, emblems, insignia,
or names, addresses or telephone mumbers of individuals. ‘Yhis type of paper
may not be used to transmit material outside the Bureau. Area and agency
offices may have pads of this type printed and bound for their use at their
own expense.

C. Memorandum of Call. Use Standard Form 63 to inform office
employees of a visitor or phone call. The form is self-explanatory.
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CHAPTER 3

ENVELOPES AND MAIL IHNG

3.1 General. When vou are ready to send correspondence to the addressee,

you have to prepare either en envelope or an address label. The only exception
is internal mail that does not need to be enveloped snd that will be delivered
by a mail messenger, route slip, or consolidated in the mailroom for forwarding
to agency field offices. Always use mail stops on route slips and envelopes to
ensure proper mail routing (see BIA directories for mail stop and room
numbers).

3.2 Envelopes and Mailing Lsbels. A mailing envelope bhas the agency return
address, the words "Official Business," and the statement "Pemalty for Private
Use, $300" in the upper left corner of the address side. A mailing label bears
the same notations as the envelope. Use labels on packages or oversize plain
envelopes. Addresses will be clear, correct, and properly placed on all
envelopes and labels. '

A. Letter—size Envelope. The standard letter size envelope used
Bureauwide is white, approximately 9 1/2 by 4 inches with black or blue
printing. Letter envelopes are used for one to five pages of correspondence
that can be folded to 1/4 inch maximum thickness.

B. Flat Envelopes. Flat envelcopes will be used for correspondence or
communications that cannot be folded or, if folded, will exceed the 1/4 inch
maximum width permitted for letter size envelopes. The standard flat envelopes
used Buresuwide are: brown 12 by 9 1/2 inches or brown 15 by 10 inches.

C. Labels. Imprinted labels are to be used on unprinted flat
envelopes and parcels too large to be mailed in flat envelopes.

D. U.S. Govermment Messenger Envelopes. Messenger envelopes may be
used for internal mail but will not be used for mail that is intended to enter
the U.S8. Postal Service mail streem without being enclosed in an official
envelope. The addressee will be clearly identified and all other addresses,
used in the past, will be c¢rossed out to eliminate potential errors in
delivery.

E. Special Attention Envelopes. Special attention (blue) mail
envelopes are designed for sending interoffice information to a particular
individual. Use of the envelope is limited to confidential personnel and
payroll information involving individuals. Do not use them to direct general
correspondence or notes concerning regular business. The use of blue envelopes
must be restricted for the following reasons:

(1} The cost of printing makes them expensive to use.

(2) Special handling mskes them expensive to deliver.
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(3) Business delays can result if the addressee is absent and has
not delegated the authority necessary to have them opened by an alternate.

3.3 Types of Mail Service. Always use the most eccnomical method of mailing
possible. When a large amount of mail is to be sent to one destination, =send
the copies under one cover rather than in separate envelopes to save envelopes
and reduce postage costs. Select the proper mail classification or service to
be used, keeping in mind economy as well as efficiency. {See Mail Management
Handbook, 40 BIAM Supplement 1, for specific information on types of mail
services offered by the U.S. Postal Service.)

3.4 Typing and Mailing Instructioms.

A. -Postal Service Mail.

(1) Return Address. All official mail of the Bureau must bear, in
the upper left hand corner of the mail piece, the complete address, including
at minimum, the five digit Zip Code but preferably the Zip Code + 4, and the
words "Official Business, Penalty for Private Use, $300." The return address
must be imprinted or stamped and must not be handwritten or typed. The
originator’s office code, mail stop, or room number should be added to the
return address in order to expedite the return of mail determined to be
undeliverable by the mailroom or the U.S. Postal Service.

(2) Arrangement of Address. Single space the address on the
envelope or lsbel. If a line is too long, continue it on the next line
indented two spaces from the left margin. All lines of the address must be
in block style. Addresses will include, at a minimum, the five digit Zip
Code + 4.

(3) Special Mailing Instructions. To prepare the envelope for
a letter requiring special mail service, type the mailing instruction, such as
SPECTAL DELIVERY, CERTIFIED, REGISTERED, or INSURED, etc. in the lower left
corner of the envelope. If more than one instruction is used, type each on a
separate line, one below the other. (Further instructions about special
services mail handling may be obtained from the Mail Management Handbook,
40 BIAM Supplement 1.)

(4) Attention Line. Type "Attention:" (when used) immediately
below the addressee'’s name followed by the name of the person to whose
attention the mail is directed. (See 1.6A(3)(c).)

(5) Abbreviations of States. Federal governmment agencies are
encouraged to use the U.S. Postal Service’s two—letter abbreviations of the
States of the United States, the District of Columbia, Guam, and Commonwealth
of Puerto Rico, and the Virgin Islands. Type the two-letter abbreviation
without periods or spacing on the last line of the address, one space after
the comma used to separate a city and State. The National Zip Code Directory
lists the two-letter state and territory abbreviations used in addressing mail.

Supp. 1, Release



15 BIAM SUPPLEMENT 1~ 7 @i ibsiessiood o0 7 or faiii oF
BUREAU CORRESPONDENCE HANDBOOK -
Envelopes and Mailing

Part'1-3.48 -

B. Agency and Interagency Messenger Services.

(1) Routing Slip Delivery. When a routing slip is addressed for
delivery by messenger, it should contain sufficient information to emsure
delivery without delay. The routing slip must clearly identify the intended
recipient by name, title, room number, mail stop, office title or any
combination thereof necessary.

(2) Envelope Delivery. When an envelope is addressed for delivery
by messenger, it should also clearly identify the intended recipient to ensure
prompt delivery. For interagency mail, the addressee’s agency, office title,
room mumber and street address should alsoc be included, and if applicable, the
"gtop" number. Single space the address and put the "stop" number two lines
below it. EXAMPIE:

Mr. John Doe

Department of Justice

Office of Public Affairs, Room 1217
10th Street & Constitution Avenue, N.W.

Stop 219

(3) U.S. Government Messenger Envelope Delivery. When addressing a
U.S. Government Messenger envelope, SF 65A, for delivery by messenger, cross
out the used spaces. Enter the office symbol of the addressee, including name
and title in the address space. If the addressee is in another agency, include
the agency’s neame in the address, and put the correct "stop" number in the
space provided to the right.
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CHAPTER 4

FACSIMILE SERVICE

4.1 General. This chapter briefly describes the use of facsimile (fax)
service. Fax communications provide an exact copy of the original document
to the addressee through rapid communication lines. Memorandums, documents,
diagrems, handwritten notes, and other material which does not contain an
address or signature may be accompanied by a cover sheet for guidance of
the fax operator. Original copies should be used for fax transmission when
possible as poor quality copies will not transmit clearly. Maximum copy
size is 8 1/2 by 11 inches, although some agencies may have facilities for
larger copy. Printing smaller than newsprint should be avoided. Colors
will be reproduced at the delivery point es black or shades of grey. If
the color will be important to the addressee, a notation must be added to
the original copy identifying the colors.

A. Central Office Use. If time-sensitive information requiring
immediste central office action is needed from the areas, transmit the
information via the fax system. Central office use of the fax system
is also encouraged for responding to congressionals, FOIA requests, and
other controlled correspondence.

B. How to Use Fax Service. For additional information on use of
the fax system and a listing of bureau offices with fax capability, see
the Mail Management Handbook, 40 BIAM Supplement 1.
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CHAPTER 5

MODELS OF ADDRESS

5.1. deneral.

A. When it is desirable to use a salutation and closing, the models
of address in this chapter are the conventional forms of address in general
use. Use them as patterns for other addresses. They may be varied under
certain circumstances. For example, "Honorable" may be replaced by a
title such as "Gemeral," "Dr.," or "His Excellency," as appropriate. All
Presidential appointees, federal and state elective officialsg, and tribal
leaders are addressed as "Honorable." As a general rule, county and city
officials, except mayors, are not addressed as "Honorable." Persons once
entitied to the title "Governor," "Judge," "General," Honorable," "His
Excellency," or a similar distinctive title may retain the title through—
out their lifetimes. Only titles for men are shown in the exemples of
salutations. When a woman occupies the position, the title "Madem" is
substituted for "Mr." before such formal terms as "President," "Vice
President," "Chairman," "Secretary," *Ambassador," and "Minister." Use
the title "Senator" for a female member of the Senate and "Ms." for a
female member of the House of Representatives, Senator-elect, or
Representative—elect.

B. Observe the following general rules when addressing communications
to individuals by name and/or title.

(1) Use open punctuation in addresses (periods are left out).
(2) sSpell out all titles in the address, except "Dr.," "Mr.,"
and "Ms." Don’t use two titles with the same meaning with one name,

for example, use "Dr. Paul White" or "Paul White, M.D.," but not
"Dr. Paul White, M.D."

(3) Females will be addressed as Ms.

(4) If it is not known whether the addressee is a man or a
woman, omit the title. For example, use "Leslie Doe."

(5) In some cases the person holding a Ph.D degree prefers to

be addressed as "Dr. (full pame)," rather than as "The Reverend," "Dean,"
"professor," etc.

5.2 Models of Address.

The following list shows the address element, salutation, and
complimentary close, when used, for certain addressees.
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ADDRESSEE ADDRESS ON LETTER AHD ERVELOPE SALUTATION AND COMPLIMENTARY CLOSE
The President The President Dear Wr. President:
The bhite House Respectfully,
¥ashington, DC 20500
Hife of the President ¥s. (full nase) Dear Ms. (surnase):
The dhite House Sincerely,
Kashington, DG 20500
Assistant to the President Honorable {full nase) Dear Hr. {surname):
Assistant to the President Sincerely,
The Wiite House
Washington, DC 20500
Former President Honorable (full nase) Dear President (surnase:
{local address) 90000 Sincerely,
The Vice President formal: The Vice President Dear Mr. Vice President:
United States Senate Sincerely,
¥ashington, DC 20510
Inforsal: Honorable {(full nase) Dear Hr. Vice President:
The Vice President of the Sincerely,
United States
Hashington, D¢ 20501
The chief Justice The Chief Justice of the United States Dear Hr. Chief Justice:
The Suprese Court of the United Sincerely,
States
Hashington, D 2003
Associate Justice Hr. Jusiice {surname) Dear ¥r. Justice:
The Suprese Court of the United Sincerely,
States
#ashington, IC 20543
President of the Senate Honorable (full nase) Dear Hr. President:
President of the Senate Sincerely,
Washington, BE 20516
United States Senator Honorable (full Mame) Dear Senator {surname):
United States Senate Sincerely,
Washington, DC 20518
OR
tonerable (full nare)
United States Senator
(local address) 00000
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- ADDRESSEE ADDRESS OM LETTER AWD ENVELOPE SALUTATION AND COMPLIMENTARY CLOSE

United States Representatives

Honorable (full nase)
House of Representatives
Hashington, DC 20515
i
Honorable (full name)
Heaber, inited States House of
Representatives
{local address) 00000

Dear Hr. {surnase):
Sincerely,

Cosaittee Chairman

tonorahle (full nase)
Chairsan, Comsittee-on (nase)
{hited States Senate
¥ashington, D0 20510
oR

Honorable {full nase)
Chairsen, Comsittee on (name)
House of Representatives
Hashington, DC 20515

Dear Mr. Chairgan:
Sincerely,

Subcomeittee Chairsan

Honorable (full nase)
Chairean, Subcommittee on (nase)
{nase of parent Commitiee}
Inited States Senate
Washington, OC 20510

0’
Honorable (full nase)
Chairean, Subcossittee on (nase)
{nase of parent Comaittee)
House of Representatives
Hashington, DC 20515

Dear Mr. Chairsan:
Sincerely,

Dear Hr. (Surnase):
Sincerely,

Spoaker of the House of
Representatives

Honorable (full nase)

Speaker of the House of
Representatives

Hashington, OC 20515

Dear Mr. Speaker:
Sincerely,

Cabinet Hesbers

Honorable (full nase)
Secretary of (nase of Department)
#ashington, I 00000
oR
Honorable {full nase)
Posteaster General
Hashington, DC 20260
o
tonorable (full name}
Attorney General
Washington, IC 20530

Dear Mr. Secretaty:
Sincerely,

Dear Mr. Postsaster General:
Sincerely,

Dear Hr. Attorney General:
Sincerely,
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- ADDRESSEE ADDRESS ON LETTER AND ENVELOPE SALUTATION AD COHPLIHENTARY €LOSE

Deputy Secretaries, Assistants, or Honorable (full nese) Dear Mr. {surnase):
Under Secretaries Deputy Secretary of (nase of Sincerely,
Depar taent)
Washington, IC 0000
R
Honorable (full nase)
Assistant Secretary of {name of
Departaent)
Y¥ashington, DC 00000
0
Honorable (full nase)
tnder Secretary of (nase of
Departaent)
Hashington, DC 00000

Heads of Independent Offices tonorable (full nase) Dear Mr. (surnase):
and Agencies Coaptroller Seneral of the United Sincerely,
States
General Accounting Office
¥ashington, DC 20518
(.1
Honorable (full nase) Dear Hr. Chairaan:
Chairsan, {name of Commission) Sincerely,
Washington, DC 00000
R
Honorable {full nase) Dear Nr. (surname):
Director, Office of Hanagesent and Sincerely,
Budget
HWashington, BC 20503

Librarian of Congress Honorable (full name) Dear ¥s. {surnase):
Librarian of Congress Sincerely,
{ibrary of Congress
Kashington, DC 20540

fublic Printer Honorzble {full name) Dear Mr. (surnaee):
Public Printer Sincerely,
U.S. Government Printing Office
Mashington, BC 20401

Aserican Ashassador Honorable (full nase) Sir: (forsal}
faerican Ambassador Dear Hr. Aabassador: {informal}
(city), {Country} Very truly yours, (formal)
Sincerely, (informal}
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ADDRESSEE ADDRESS ON LETTER ARD ENVELOPE SALOTATION AMD COMPLIMENTARY CLOSE
faerican Consul General or {Full nase) Dear Hr. (surnase}:
Aserican Consul Aserican Consul General (or Sincerely,
hserican Consul)
{city), {Country)
Foreign Ambassador in the His Excellency (full name) Excellency: (foreal)
thited States Asbassador of (Country) Dear Mr. Ambassador: (inforsal)
(local address) 00000 Very truly yours, {forsal)
Sincerely, {informal)
United States Representative to the Honorable {full nase} Sir: (formal)
United Kations or Organization of United States Representative to the Dear Mr. Asbassador: {informal)
American States thited Nations (or Organization of Very truly yours, (forsal)
American States) Sincerely, (informal)
{local address) 00000
Gavernor of State Hororable {full nase) Dear Governor (surnase):
Governor of {nase of State) Sincerely,
(City}, (State) 00000
Lieutenant Governor tonorable (full name) Dear Hr. (surnase):
Liettenant Sovernor of (name of Sincerely,
State)
{City), (State) 00000
State Senator tororable (full nase} Dear Mr. (surnaee}:
{nase of Stale) Senate Sincerely,

{City), (State) 00000

State Representative, Asseblysan,
or Delegate

Honorable (full name)

{nane of State) House of
Representatives {or Assesbly or
fouse of Delegates)?

{City), (State) 00OOC

Dear Ms. (surnase):
Sincerely,

Hayor Honorable (full nase) Dear Hayor (surname):
Kayor of (nase of City) Sincerely,
{city), (State) 00000
President of a Board of tionorable (full name) Dear Hr. (surname):
Commissioners President, Board of Coemissioners Sincerely,

of {nase of City}
{City), (State) 00000

- Part 1-5.2

1In aost States, the lower branch of the legislature is the House of Representatives. In some States, such as California, Mew
York, Mew Jersey, Mevada, and Wisconsin, the lower house is known as the Assesbly. In others, such as Haryland, Virginia, and West
Yirginia, it is known as the House of Delegates. Hebraska has a one-house legislature. Its meabers are classed as senators.
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ADDRESSEE ADDRESS (N LETTER AMD ERNVELOGPE SALUTATION AND COMPLIMENTARY CLOSE
Protestant Clergy The Right Reverend (full nase) Right Reverend Sir: (forsal)
Bishop of (name) Dear Bishop (surname}: {inforsal)
{local address) 00000 Sincerely,
o
The Very Reverend (full name) Very Reverend Sir: (formal)
Dean of (Cathedral) Dear Dean {surname): {informal)
(local address} 000X Sincerely,
R
The Reverend {full nase) Reverend Sir: (formal)
Bishop of {nase) Dear Bishop (surnase): (informal)
(local address) 000GO Sincerely,
OR
The Reverend (full nase) Dear Hr. (surnase}:
{iitle}, {name of Church) Sincerely,
(local address) 00000
fatholic Clergy His Eninence (given nase) Your Eminence: (forsal)

Cardinal (surnase)
Archbishop of (Diocese)
(local address} 00000

R
The Host Reverend (full nase)

Dear Cardinal (surname): {inforsal)
Sincerely, '

Your Excellency: {formal)

Archhishop of (Diccese) Dear Archbishop {surname}: (informal)
{local address) 00000 Sincerely,

#
The Most Reverend {full namej Your Excellency: (formal}
Bishop of (City} Dear Bishop {surnase): {informal)
{local address) 00000 Sincerely,

0
The Right Reverend Hensignor Right Reverend Monsignor: {foreal)
{full nase) Dear Monsignor (surname}: (informal)
{local address) 06000 Sincerely,

0R

The Very Reverend Honsignor
{full name)
{local address} 00000

0R
The Reverend (full name) (add
initials or Order, if any)
{local address) 00000
oR
Kother (name) (initials of Order,
if used)
Superior (nase of Convent)
{local address) 00000

Very Reverend Monsignor: (forsal)
Dear Monsignor (surnase): {inforsal)
Sincerely,

Reverend Sir: (formal)
Dear Father (surnase): (inforeal)
Sincerely,

" Dear Mother {nase):

Sincerely,

Supp. 1, Release

28—



15 BIAM SUPPLEMENT 1

RUREAU CORRESPONDENCE HANDBOOK
Models of Address
ADDRESSEE ADDRESS OM LETTER AND EMVELOPE SALUTATION AND COMPLIMENTARY CLOSE
Jewish Clergy Rabbi {full name) Dear Rabbi (surname):
(ocal address) 00000 Sincerely,
thaplains cheplain {full name) Dear Chaplain {surnase):

{rank, service designation)

{post office address of organization
and station)

{local address) 00000

Sincerely,

President of a College or Dbr. (full nase) Dear Dr. {surname):
President, (nase of institution) Sincerely,
(local address} 00000

Dean of a School Dean {full name) Dear Dean {surnase):
School of (nase) Sincerely,
{nase of institution)
(local address) 00000

Professor Professor {full nase) Dear Professor (surnase):
Departeent of {name) Sincerely,
(nase of institution)
(local address} 00000

Physician {full nase}, H.D. Dear Dr. (strnase):
{local address) 00000 Sincerely,

Lawyer Hr. {full nase) Dear Hr. (surnase):
Attorney at Law Sincerely,
(local address} 00000

Widow ¥s. {wife’s first name, last name} Dear Ms. {surnase):
{iocal address) 00000 Sincerely,

Two or More Hen Hr. (full nase) and Mr. (full name)? Gentlemen:
{local address) 00000 Sincerely,

Two or Hore Women ts. {full nase) and Hs. (full name)? Gentlewomen:
{local address) 00900 Sincerely,

One Wosan and One Han Hs. (full name) and Hr. {full name) Dear ¥s. (surnae) and Mr. (surnase):

{local address} 00000

Sincerely,

23 latter to to or more persons may be addressed as illustrated or to only one of thea when the other is mentioned by name in the

opening paragraph.
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ADIRESSEE ADDRESS ON LETIER AND EMVELGPE SALUTATION AHD COMPLIMENTARY CLOSE
Service Persomel (full grade, nase, and atbreviation Dear {grade) (surnase):
of service designation) (Retired Sincerely,
is added, if applicable)
{title and organization)
{local address) 00000
Service Acadesy Members Cadet (full nase) Dear Cadet (surname}:
Army or Coast Guard {service designation} Sincerely,
(local address) 00000
Navy Hidshipaan {full nase) Dear Midshipman (surname):
{service designation) Sincerely,
{local address) 00000 o
Rir force Air Cadet (full name) Dear Air Cadet (surnase):
{service designation) Sincerely,
{local address) 00000
Tribal Leader Honarable {full nase} Dear Chairman {surnase}:
{Chairsan, Chairperson, President, Chairsan, {nase of Tribe) Sincerely,
Sovernor, Principal Chief or Chief] (local address) 000G
R

#Dear Tribal Leader:

Sincerely,
State Attorney General Honorable {full nase) Dear Mr. (surname)}:
Attorney General of (state) Sincerely,

(Tocal address) 00000

e this salutation on fors letters only.
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CHAFPTER 1

CONMDUCT AND CONTROL OF CORRESPONDENCE

1.1 Purpose. This chapter provides instructions which limit correspondence
to its essentials and produce easily read and responsive correspondence. It

provides management with a guide to correspondence procedures currently used

by the Bureau.

1.2 Responsibility.

A. Bureau employees are responsible for the prompt handling of all
correspondence they receive. Deadlines for responding to various types of
correspondence are contained in 1.3A(9).

B. The Bureau Executive Secretariat Staff Office (Bureau ES) has the
following responsibilities:

(1) Assures the proper and timely development and coordination of
Bureau controlled information and documents requiring review, action and/or
signature by the Assistant Secretary — Indian Affairs and Deputy Commissioner
of Indian Affairs.

(2) Ensures that documents, correspondence, or actions generated
or acted upon by the Bureau and requiring review by the Assistant Secretary
and Deputy Commissioner are complete, accurate and timely.

(3) Serves as a clearinghouée for the consolidation of Bureau
controlled information which requires the Assistant Secretary’s action,
review or follow—up.

{4) Works closely with the Departmental Executive Secretariat
to ensure Burean conformance to secretarial and departmental correspondence
guidelines and policies.

(5) Maintains contact with other departmental assistant
secretariats and their senior staff to ensure coordination on issues of
mulfibureau interest and concern.

(6) Circulates the bureau reading file to the Assistant Secretary
and Deputy Commissioner weekly.
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1.3 General Guidelines For Correspondence.

A. Technical Guidelines.

(1) Unrelated Subjects. If two or more unrelated subjects are
to be discussed with the seme addressee, prepare separate communications.
This will enasble both the receiver and the preparing office to file the
correspondence separately, as may be required.

(2) Correspondence of Concern to More Than One Area Office.

(a) When the subject of correspondence is of equal concern
to more than one area office, address the correspondence jointly to all area
directors concerned. Send a copy to each area director along with a copy of
any other pertinent document.

(b) When correspondence relates to a subject which actively
concerns only one srea office, address the original to the concerned area
director. You may send a copy of the correspondence and any necessary
documents to other interested area directors.

(8) Correspondence Concerning a Specific Tribe. When
correspondence concerns a specific tribe, send a copy to the area and
agency concerned.

(4) Intra—Bureau Channels of Communication.

(a) The chart below illustrates the regular channels for
correspondence to or from the field office: :

Assistant Secretary or
Deputy Commissioner
Area Director
Superintendent
Officer in Charge
(b) 1In exceptional cases when information must be obtained
quickly (e.g., emergency congressionals, controlled correspondence, etc.)},
the central office may communicate directly with a superintendent and request
a direct reply, in this instance, each office will send information copies of

the correspondence to the area director. The central office shall keep the
number of cases of this type to a minimum.
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(6} Central Office Referral of Correspondence to the Field for
Direct Reply-

() General. Correspondence addressed to the central office
which can best be snswered by an area or agency office will be acknowledged by
the central office and referred to the area or agency for direct reply to the
correspondent under cover of Form 5-15624. (See Illustration 10 for a sample.)

(b) Limitations. Letters reserved for replies by the
Assistant Secretary or the Deputy Commissioner may not be referred to the
field for direct reply. (See 15 BIAM 1.3 for signatory authority.)

(c) Central Office Procedure. 1If a congressional or other
controlled correspondence cannot be answered within 10 days because a report
from a field office is necessary, send an acknowledgment letter within 3 days,
stating thet the matter is being referred to the field for a report. Send
a copy of the incoming letter and acknowledgment to the area director using
Form 5-1524 with & notation to prepare a report. (See Illustration 10 for
a sample.)

(d) Field Office Procedure. In reply to a central office
request for a report, use telephone or facsimile service whenever possible
to facilitate a rapid reply. Replies must be transmitted within 5 days of
receipt of a request. Do not include replies in bulk meil but in separate
envelopes addressed to Staff Assistant, Executive Secretariat, MS Room 4140,
Main Interior Building, 1849 C Street, N.W., Washington, D.C. 20240.

(6) Replies to Carbon Copies. Do not reply to a carbon copy
of a letter unless it was transmitted by an original letter.

(7) Explanatory Memos. When initiating a letter for which there
is no incoming mail, attach a brief summary explaining the need for the
letter. If the letter is the result of a request by the Secretary, state
this in the first sentence of the memo.

(8) Walk-Thrus. Occasions of extreme urgency sometimes call
for a document to bypass the control offices; in these cases, advise the
Assistant Secretary’s Office of the action taken and provide a copy of the
correspondence to Bureau ES5 as soon as possible. The Executive Secreteriat,
Congressional Liaison in the Department, and other offices involved in the
control procedure will be kept informed by Bureau ES of items under control
in those offices.

(9) Time Limits. For the maximum response times for each type
of correspondence, see the table on the next page {times given refer to
working days only). ’
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Maximum Response Times for Correspondence

B. BUREAU CONTROLLED

(1}
(2)
(3)

{4)
(5)

If reply cannot be

If acknow-

Type of Correspondence Send reply sent Within coluen ledged, send
within: 1 deadline, acknow- final reply
ledge within: within:
&. DEPARTHENT CONTROLLED
(1) Signed within Bureau 15 days ASAP 30 days
(2) Signed by Secretarial Officer 10 days ASAP 30 days
Hhite House 9 days 2 days ASAP
Congressional 16 days 3 days 10 days
Freedos of Information Act 10 days 3 days 10 days
Requests
Privacy Act Requests 30 days 10 days 30 days
Other controlled correspondence 10 days 3 days 10 days
answered in central office {e.q.,
requests from heads of tribal
governments, requests from
Secretary or Deputy Secretary,
requests from state governors)
C. HON-COMTROLLED (with general public, 10 days 5 days 30 days
other agencies, within Depariment) (5 days if (3 days if

fore or gquide
letter is used)

fors or guide
letter is used)
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B. Stvle Guidelines.

(1) Plain Letters. The General Services Administration (GSA)
publishes "Plain Letters," a valuable handbook containing many worthwhile
hints and guidelines for the improvement of letter writing. This letter
writing handbook is available as a federal stock item (7610-205-1091)
through GSA warehouses. "Plain lLetters" says "A good plain letter merits
this 4-8 badge of homor: Shortness, Simplicity, Strength, and Sincerity."

{(2) For Shortness:

(a) Don’t make a habit of repeating what is said in a
letter you answer.

(b) Avoid needless words and needless information.

(¢c) Beware of roundabout prepositional phrases, such as
"with regard to" and "in reference to."

(d) Don’'t qualify your statements with irrelevant *ifs."

{3) For Simplicity:

(a) HKnow your subject so well that you can discuss it
naturally and confidently.

(b) Use short words, short sentences, and short paragraphs.

(c) Be compact. Don’t separate closely related parts of
sentences.

(d) Tie thoughts together so your reader can follow you
from one to another without getting lost.

(4) For Strength:

(a) Use specific, concrete words.
(b} Use more active verbs.

(c) Don’t explain your answer before giving it. Give
answers straightaway; then explain if necessary.

(d) Don’t hedge. Avoid negative words.

(6) For Sincerity:

(a) Be human. Use words that stand for human beings,
like the names of persons and the personal pronocuns "you," “he," "she, "
"we," and =o on.

(b) Admit mistakes. Don’t hide them behind meaningless
words.
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{c) Don’t overwhelm your reader with intensives and
emphatics.

(d) Don’t be obsequious or arrogant. Strive to express
yourself in a friendly way and with simple dignity befitting the United
States Government.

C. Preferred Bureau Style Usage.

(1) Abbreviations. An abbreviation is a shortened form of a word
or a phrase used primarily to save space. Abbreviations occur most frequently
on statistical matter, tables, and notes. Abbreviations are appropriate in
expedient documents such as forms, catalogs, and routine memos and letters
between offices, where the emphasis is on communicating data in the briefest
form. Where a more formal style of writing is appropriate, use sbbreviations
sparingly. When in doubt, spell it out. Use the following conventions in
sbbreviating in Bureau communications:

FR is Federal Register. (Do not use Fed. Reg. or F.R.)
CRF is Code of Federal Regulations. (Do not use C.F.R.)
U.8.C. is United States Code.

Pub. L. is Public Law. (Do not use P.L.)

Stat. is U.S. Statutes at Large.

10 a.m. or 2 p.m. is time designation.

E.O. is Executive Order.

Proc. is Proclamation.

sec. is section of a Public Law.

Be consistent within the same material. Do not abbreviate a term in some
sentences and spell it out in other sentences. Moreover, having selected one
form of an abbreviation or acronym {e.g. BIA), do not use a different style
(B.I.A. or Bureau) elsewhere in the same material. {See Part I, Section 5,
of the Gregg Reference Manual for guidelines on abbreviations.)

(2) Capitalization. The function of capitalization is to give
distinction, importance, and emphasis to words. The first word of a sentence
is capitalized to indicate distinctively and emphatically that a new sentence
has begun. Proper nouns like "George," "Chicago,™ "Dun & Bradstreet,™ "“the
Parthenon,” “"January," and "Friday" are capitalized to signify the special
importance of these words as the official names of particular perscns, places,
and things. There is a growing consensus against overusing capitalization in
business writing. When too many words stand out, none stand out. The current
trend is to use capitalization more sparingly—to give importance, distinction,
or emphasis only when and where it is warranted. Use the following standards
in capitalizing in Bureau documents:

(a) Capitalize federal only when it is part of the official
name of a federal agency, or federal act, or some other proper noun.
EXAMPLE: :

the Federal Reserve Board or the Federal Insurance
Contributions Act
BUT . . . subject to federal, state, and local laws.
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(b) The terms "federal govermment" and “"government" (referring
specifically to the United States Government) are now commonly written in small
letters because they are considered terms of general classification.

(c) Capitalize short forms of names of national and
international bodies and their major divisions. EXAMPLE:

the House (referring to the House of Representatives)

the Department (referring to the Department of Justice, the
State Department, the Department of the Tressury, etc.)

the Bureau (referring to the Bureau of the Budget, the Federal
Bureau of Investigation, the Bureau of Census, etec.)

the Court (referring to the United States Supreme Court, the
International Court of Justice, etc.)

Do not use a short form to replace & full pame unless the full name has been
mentioned earlier or will be clearly understood from the context.

(d) Capitalize the following words only when they refer to
a specific proper noun:

tribe director
tribal council central office
reservation office

area office nation

agency task force
field office branch chief

(e) Capitalize state only when it follows the name of a
state or is part of an imaginative neme. EXAMPLE:

Washington State entered the Union in 1889, the forty-
second state to do so.

The state of Arizona is also known as the Grand Canyon
State.

(f) Capitalize each item displayed in a list or an ocutline.
EXAMPLE:

Here is a powerful problem-solving tool that will help you:

— Become an effective leader.

— Improve your relations with subordinates, peers,
and superiors.

- Cope with stressful situations on the job.
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(g) Capitalize the salutation and complimentary closing of a
letter. EXAMPIE:

Dear Mrs. .Smith: Sincerely yours,
(h) Capitalize formal titles of acts, laws, bills, and

treaties, but do not capitalize common—noun elements that stand alone in
place of the full name. EXAMPLE:

the Airline Deregulation Act the act

Public Law 480 the law

the Treaty of Versailles the treaty

the First Amendment the amendment

the Constitution of the U.S. BUT: the Constitution

(i) Use all capital letters when referring to FEDERAL
REGISTER. This title occurs frequently in Bureau documents and the use of all
capitals is intended to have an eye—catching effect as well as standardize the
all-capitals usage preferred by the Office of the Federal Register. (For
additional rules on capitalization, refer to Part 1, Section 3, of the Gregg
Reference Manual.)

(3) Numbers. The following suggestions offer guidance in the best
method of expressing numbers in Bureau documents:

(a) Spell out numbers at the beginning of a sentence. Spell
out numbers from 1 through 10; use figures for numbers above 10.

(b) Numbers under 10 are to be spelled out, except when
expressing time, money, and measurement.

(c) Prefer Arsbic numerals to Roman numerals.

(d) Except in legal documents, avoid repeating in numerals a
number which has been spelled out.

(e) Express percentages in figures, and spell out the word
percent.

(Further instructions as to the accepted method of writing numerals are found
in Section 1, Part 4, of the Gregg Reference Manual. )

(4) Compound Words Usage. Some compound words are written as solid
words, some are written as separate words, and some are hyphenated. As in
other areas of style, authorities do not agree on the rules. Moreover, style
is continually changing: Many words that used to be hyphenated are now written
solid or as separate words. The only complete guide is an up~to—date
dictionary.
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(a) Compound nouns containing "man" or "men" as an element
have traditionally been used generically to refer to males and females alike.
The generic use of such terms has been criticized on the grounds that the
masculine bias of these terms mskes them unsuitable for reference to women
as well as men. The following list suggests appropriate alternatives:

In Place of Use

businessmen business ocwners, business executives,
business msnagers, business people

salesmen sales representatives, salespersons,
salesclerks, sales staff, sales force

foremen supervisors

policemen police officers

mailmen mail carriers

congressmen members of Congress, representatives

mankind pecple, humanity, the human race,
human beings

man—hours worker-hours

manpowey work force, human energy

(Some rules on compound words are found in Part 1, Section 8 of the Gregg
Reference Manual.) The Gregg Reference Manual, Sixth Edition, by William A.
Sabin (publisher, McGraw-Hill, Inc. Book Company) is available at B. Dalton
Bookseller outlets in the Washington, D.C. metropolitan area.

1.4 Surnaming. A surname indicates official concurrence with the portion of
the communication which concerns matters within the functional interest of the
reviewer.

A. Minimm Requirements. The surname copy of all correspondence sent
to the Assistant Secretary should bear at least the surname of the appropriate
division chief and office head concerned, or, in their absence, the line
officers may establish requirements for surnames within their jurisdiction. Do
not surname acknowledgments of correspondence that will be answered fully at a
later date.

B. Surnaming by More Than One Division. Send correspondence touching
on the functions of two or more divisions to the other division(s) concerned
for surnaming before presenting it to the signing official. If the draft of
the correspondence has been concurred in by concerned persons, the final need
not be recirculated to them. Instead, note the file copy "draft concurred in
by (list persons involved)." All cases requiring surname by other than the
originating office can obviously not be identified; however, the following list
gives some of the more significant clearance requirements:

(SEE NEXT PAGE FOR LIST)
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TYPE OF MATERTAIL
Accounting policies and practices

Allotment or withdrawal of funds

Interagency Agreements

Correspondence involving Cherokee,
Choctaw and Seminole Agencies or
Pribes and New York Liaison Office

¥Correspondence invalving legal
questions

FOIA/Privacy Act Correspondence

Correspondence involving reedjustment
programs or the transfer to other
auspices of services rendered Indians

by Bureau

Correspondence with a possible public
relations aspect

XInternational matters requiring
attention of Secretariat

Legislation

Organizational changes
Personnel actions or complaints

Preparation or revision of Budget
estimates

Procurement, distribution,
utilization, or disposal of
property

Regulations and Manual Issuances

Audit Reports

CLEAR WITH:
Accounting Management

Program Development and
Implementatiocn

Contracts and Grants

Eestern Area Director

*8olicitor
Branch of Directives and
Regulatory Control

Tribal Services

General Inquiries Office

*0ffice of Territorial and
International Affairs
¥Bureau of Land Management

Congressional and lLegislative
Affairs Staff

Personnel Management
Personnel Management

Program Development and
Implementation

Property Management

Branch of Directives and
Regulatory Gentrel M awmeuru

Office of Administration

*¥Indicates Departmental clearance requirement.
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C. Nonconcurrence. If an official does not concur with a document
received for surnaming, he should take one of the following actions:

(1) 1If the desired change is minor and does not involve substantive
change to the content of the correspondence, rewrite the document.

(2) If the desired change affects the substance of the
. correspondence, contact the originator and attempt to reach an agreement on
content.

(3) 1If the desired change affects the substance of the
correspondence and agreement cannot be reached with the originator, prepare an
“internal” memorandum for inclusion on the left side of the correspondence
folder. This memorandum should contain the writer’s objections, the reascns
for them and suggested rewording (if sppropriate).

(4) if an official lacks knowledge or jurisdictional interest in

the subject and neither concurs nor objects to the document, he may indicate
this by writing "noted" to the left of his surname.

1.5 Addressing Circular Correspondence Within the Bureau.

A. For the Washington Office.

(1) "Deputy Commissioner of Indian Affairs," “Central Office
Directors," and "Central Office Division Chiefs" — to reach the Deputy
Commissioner, all program directors and division chiefs.

(2) "All Central Office Codes"” — to reach all staff, division and
branch office mail codes in the Washington Office.

B. For the Field Offices.

(1) "“Area Directors" — to reach all the areas.
(2) "Agency Superintendents" — to reach all the agencies.
(8) "Office of Indian Education Programs Line Officers" — to reach

all the area education programs administrators and agency superintendents for
education.

C. Bureauwide.

(1) "“Area Directors,” "OIEP Line Officers," "Central Office
Directors” — to reach key officials in both the Washington office and the
field.

(2) "“All Bureau Employees™ -- to reach all employees of the Bureau
whether in the field or Washington office.

Supp. 1, Release
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D. Combination of Addresses. On many occasions, the forms of address
given sbove may not reach all the addressees you want. A combination of the
forms of address and single or group addressees should then be used as
required.

1.6 White House Correspondence. All correspondence received from the White
House must be answered within 9 business days. This includes both referrals
{controlled correspondence) and "bulk correspondence” (uncontrolled
correspondence forwarded for an answer on behalf of the president). If a final
reply cannot be made within 9 days, send an interim reply. The final reply
should follow as soon as possible. Whenever possible, make interim or final
replies by telephone. When telephoning & reply, make a record of the
conversation on a Record of Telephone Response Form. (See Illustration 11 for
sample. )

A. General. The Department’s Executive Secretariat (ES) will
hold the original incoming correspondence and referral sheet in ES and provide
the action office a copy and a tasking profile slip. After the referral is
answered, the action office will provide the responsible ES analyst with two
copies of reply and incoming. The ES analyst will meke sure that the proper
material is returned to the White House.

B. Tone of Replies. Replies to White House correspondence must
be written in simple language and in a courteous and friendly tone. Since we
are responding on behalf of the president, the attitude and manner should
reflect the responsibility and wishes of the president and the dignity of his
office. Avoid phrases with the word "referred" or phrases which mention the
White House as though it were a person. Following are some suggested phrases:

"President has asked me to thank you for. "

“Thank you for your letter to President "

1t

*On behalf of President , thank you for. . . .

When, and ONLY when, it is definitely inappropriate to express appreciation,
you may use phrases similar to the following:

"President has asked me to reply to. T

"Your letter to President has been received."

C. Preparing Letters for White House Signature.

(1) Letters should be typed in double spaced draft form on
plain 8 1/2 x 11 inch bond paper. At the end of the draft letter, the author's
name, agency, bureau, room number and telephone number should be added as
follows:

DOI, James L. Smith, Bureau of Indian Affairs, Room 4559-MIB, (202) 208-4088.
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{2) Forward each draft letter under cover of a transmittal
memorandum addressed to the person who will sign the drafted letter. If the
draft will be signed by the president, prepare the transmittal for the
Secretary’s signature. If the draft will be signed by amother White House
official, prepsre the transmittal for the Assistant Secretary’s signature.
(See Illustration 12 for semple format.)

1.7 Congressional Correspondence.

A. Reply to Constituent’s Letter. Members of Congress frequently
forward to an executive agency letters they have received from constituents.
Often these referrals are made by printed transmittal slips or form letters.

(1) Address replies to the member of Congress, unless he
specifically requests that the reply be sent directly to the constituent.

(2) 1If the member of Congress has requested that a reply be
sent directly to the constituent, send an informational copy to the member’s
office.

(3) Always return the constituent’s letter to the
congressional office which forwarded it, whether or not the letter is original.

B. Replies to Multiple Congressional Referrals.

(1) Prepare identical letters with one set of file copies in
response to multiple referrals from the same constituent or on the same
subject. Do not mention other referrals in the body of the letter.

(2) On the file copies, make notations indicating that
identical copies were made and to whom they were sent. Also note the names of
the members of Congress and constituents involved.

C. Reply to a Member of Congress Away From Washington, D.C. When
writing to a member of Congress away from Washington, D.C., include a courtesy
copy with the letter and send another copy to his Washington office. Show
"Copy to your Washington office” on original and all copies except courtesy

COpY.

D. Reply to a Letter Signed by an Employee in a Congressman’s
Office. If a letter from a member of Congress is signed by an employee of his
office, address the reply to the member of Congress rather than to the person
who signed for him. ("Attention: Mr. (name)" may be added on the envelope.)

E. Reply to a Letter Signed by More Than One Congressman. When
replying to a letter signed by more than one member of Congress, address an
original to each member and enclose a courtesy copy to each. State in the
opening paragraph that the same reply is being sent fo each person who signed
the letter. Make one official file copy with a notation as to the other
recipients.
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F. Furnishing Congressmen Copies of Replies Made to Their
Constituents. When replying to an individual who has indicated in his letter
that he has sent copies of his letter to members of Congress, send the members
informational copies of the reply, together with a copy of the incoming
correspondence. This practice has proved helpful in reducing congressional
inquiries or referrals provided the reply is made before there has been time
for the congressman’s office to initiate an inquiry.

G. Informational Copies to Congressional Offices. Occasionally,
a non—congressional letter will indicate that the writer sent informational
copies to members of Congress. In preparing a reply to this type of letter,
you may if you wish, send an informational copy to each member, together with
a copy of the incoming correspondence. No transmittal letters are necessary
for these copies. Sending these copies before referral may reduce the number
of congressional inquiries to which responses must be prepared. If a
congressional referral is received after we have replied to the letter, send
the member of Congress a copy of the Bureau reply with an sppropriate
transmittal letter.

H. Informational Copies to Ranking Minority Mewbers. When
writing to congressional committee and subcommittee chairmen, make an
informational copy on letterhead tissue for the ranking minority member. The
"oe:" notation, name, title, subcommittee and parent subcommittee names, and
mailing address should appear single spaced on the original and all copies,
two spaces below the last preceding line. EXAMPIE:

cc: Honorable John Smith
Ranking Minority Member
Subcommittee on Interior
and Related Agencies
Committee on Appropriations
House of Representatives
Washington, D.C. 20515

1.8 Department Controlled Correspondence. Correspondence is contrdlled by
the Department because of its importemnce to the Secretary, the Deputy Secretary
or Assistant Secretary, and referred to the Bureau for a reply.

A. Reply for Signature in the Bureau. When the tasking profile
designates a reply for signature in the Bureau, follow the instructions in

paragraph B, helow.

B. Reply for Signature of Secretarial Officer. When the tasking
profile indicates that the reply is for signature by a secretarial officer.

(1) If the Department has not sent an acknowledgment to the
correspondent, submit a reply to the Department within 3 days.

(2) If the Department has not sent an acknowledgment and the
Bureau cannot meet the 3—-day deadline, submit an acknowledgment directly to
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the writer, steting that we are acknowledging his letter for the Secretary
and that he will receive further information from the Secretary. Submit a
final reply to the Department within 2 weeks.

(3) 1If the Department has sent an acknowledgment, submit a final
reply to the Department within 10 days.

C. Other Matters Concerning Secretarial Correspondence. When the
subject matter of correspondence for the Secreteary’s signature is highly
technical because of its engineering, legal or other professional character,
or is in the form of a report or an investigation, it should be submitted
IN THE FORM OF AN UPDATED MEMORANDUM addressed to the Secretary and signed
by the Assistant Secretary — Indian Affairs. It should be accompanied by a
letter of transmittal to be signed by the Secretary and addressed to the
correspondent. The memorandum and transmittal letter will be dated in the
Department’s Executive Secretariat office when signed.

D. Bureau Controlled Correspondence. Correspondence referred to
the Bureau by the Depariment and correspondence received initially by the
central office, will be controlled within the Bureau on a selective basis
by the Bureau ES. Bureau ES will control all congressional correspondence.
It will select other correspondence for contrcl using a semiannually revised
1list of factors approved by the Assistant Secretary. Progrem offices may have
Bureau ES control other selected correspondence to ensure prompt follow-up.

Listed below are the principal types of correspondence controlled by the
Bureau’s ES:

(1) White House.

(2} Congressional.

(3) Freedom of Information Act Requests.

(4) Privacy Act Requests.

(5) Tribal Leaders.

(6) Heads of Indian Organizations.

(7) Department Controlled Correspondence.

(8) State Governors.

E. Non—Controlled Correspondence. This category includes
correspondence with the general public, with other agencies and within
the Department. For these types of correspondence, the following
guidelines apply:

(1) When answered by original letter, and no other deadline
is established by the incoming letter, reply within 10 working days.
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(2) When answered by form or guide letter, reply within 5 working
days.

(3) When it is impossible to meet either of the above deadlines,
send an acknowledgment within 5 working days stating that a complete reply
will follow as soon as possible. If a final reply cannot be sent within
30 days, send a follow-up acknowledgment.

1.9 Staff Preparation of Correspondence and Reports.

A. Briefing Papers.

{1) In those instances when a change in existing bureau policy or
procedures is proposed, and as a cover for large or complicated packages, a
staff member will prepare a correspondence impact sheet form. The completed
form will be attached to the left side of the correspondence folder. The
purpose of this form is to make it unnecessary for the reviewing and signing
officials to read the complete package. (See Illustration 13 for sample.)

(2) In advance of requesting a meeting to be scheduled with the
Deputy Commissioner, a staff member will prepare a scheduled meetings briefing
sheet form. This completed form will be provided to the secretary, office of
the Deputy Commissioner for scheduling the meeting. (See Illustration 14 for
sample. )

B. Reperts.

(1) Area directors will prepare a monthly activities report of
assessment of major accomplishments, problems and issues of concern in their
respective areas. The monthly activities report is due in the Deputy
Commissioner’s office the first week of each month, submitted with a diskette
in Word Perfect 5.1 format and cone hard copy in memorandum form.

(2) Central office directors will prepare a weekly activities
report of significant accomplishments, meetings, or problems occurring during
the week ending each Friday; and meetings, important accomplisbments, or
problem areas expected the following week. A list of visitors desiring
an appointment or already scheduled for an appointment with the Deputy
Commissioner, Assistant Secretary or Deputy Assistant Secretary will
also be included in the report. The weekly activities report is due in the
Deputy Commissioner’s office every Thursday morning, consisting of two pages
and containing:

{a) A brief list of topics being reported or discussed
and referred to as "bullets" on the first page. Each bullet entry should
be restricted to three short sentences answering the basic interrogatives;
i.e., what, when, where, who, and how much.

{b) The second page will restate the "bullet" and provide
additional information about the subject and referred tc as the "bullet
backup." All backup items will be included on the second page and contain
the minimum smount of information to fully explain and amplify the bullet
reported on page 1. (See Illustration 15 for completed sample.)
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C. Correspondence for Signature of Solicitor. Submit proposed
communications and documents prepared in the Bureau for signature of Solicitor
to the Solicitor’s office in rough draft form——double spaced.

D. Administratively Restricted Correspondence.

(1) The restrictive markings "FOR GOVERNMENT USE ONLY" and
"ADMINISTRATIVELY RESTRICTED", whichever is considered appropriate, may be used
on correspondence when it is desired to limit access to it. However, such
markings will of themselves have no meaning or force whatsocever should a member
of the public make request to inspect the correspondence after it has become a
record. In this event, decision to withhold such restrictively marked
correspondence can be made only under the exclusions in the Public Imformation
Act (5 U.S.C. 552), and then only when there is sound reason not to disclose
the document, over and above the literal satisfaction of one of the exclusions.

(2) Classified or administratively restricted correspondence must
be hand-carried for surnaming and signature and may be done only by employees
who are authorized to know the contents (including secretaries of office and
division heads). If such correspondence is entrusted by one employee to
another, it is the receiving employee’s responsibility to protect the
correspondence.

E. Interagency Agreements. For guidelines and instructions on
preparation of Interagency Agreements and Memorandums of Understanding (MOU},
refer to 19 BIAM, Supplewent 10.

1.10 Bureau Reading File. The Bureau Reading File is a file of corres—
pondence of significance or general interest to the Assistant Secretary and
Deputy Commissioner or their staffs. The file is designed to keep the
Assistant Secretary and Deputy Commissioner informed on matters which might
have implications for their high level activities {(e.g., public statements).

It consists of correspondence with key members of the Congress and tribal
leaders; correspondence defining programs or suggesting program changes to area
directors; correspondence related to program development; and correspondence on
other subjects which should be noted by the officials who review this file.

The originator or reviewers of correspondence are responsible for ensuring that
copies of appropriate documents are made for inclusion in the Bureau Reading
File. This is true even for documents signed by the Assistant Secretary and
Deputy Commissioner.

1.11 Bureau Policy Decisions. Significant policy pronouncements or inter—
pretations MUST BE put into the BIAM manual issuance system. Policy deter—
minations should not be put into correspondence or report format. Contact
the Branch of Directives and Regulatory Control for specific guidelines in
preparing manual issuance material.

Supp. 1, Release
_4_8_



<BLANK PAGE >



-156 BIAM Supplement 1. -
Illustration
St
Umted States Department of the Interlor AMERICA e—
P —

BUREAU OF INDIAN AFFAIRS ———
WASHINGTON, D.C. 20245 -m

IN REPLY REFER TO: LETTER FORMAT
Personnel Management

1175

CERTIFIED--RETURN RECEIPT REQUESTED

Mr. John L. Doe

Chairman, Secretarial-Professional
Association of the United States

5906 Weaver Place, S5.E.

Altoons, Pennsylvania 16603

Dear Mr. Doe:
This sample shows the format for preparing a letter, which is
the form of correspondence used to correspond with addresses
outside the Department.
The following features of this format should be noted:
All paragraphs are completely blocked. This style
minimizes the use of the space bar, tabulator key,
snd the tabulator bar.
Letters which are very short may have side margins
wider than the standard 1 inch margin, and may be
lowered on the page, beginning with the address,
in order to center the letter on the page. All
paragraphs are begun at the left margin (no
indentaticn).

Sincerely,

Deputy Commissioner of Indian Affairs

Enclosure
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_
United States Department of the Interlor
.
BUREAU OF INDIAN AFFAIRS —— e
WASHINGTON, D.C. 20245 - =
IN REPLY REFER TO: MEMORANDUM FORMA'T
Hater & Land Resources
3113
Memorandum
To: Asgistant Secretary — Indian Affaeirs

Through: Director, Office of Trust and Economic Development
From! Chief, Division of Water and Land Resources

Subject: Correspondence to Bddressees Putside@driginating
(organizational }evel

This semple illustrates the format of a memorandum to be used when
corresponding with an addressee within the Bureau or Department,
but outside the originating organizational level.

When addressing memcranda to the Secretary or the Deputy Secretary,
type their titles as "Secretary" and "Deputy Secretary."

Do not use salutations or complimentary closes in memoranda.
Material which accompanies a memorandum is identified in the body
of the memorandum as an attachment or attachments. The notation

“Attachment" or "Attachments" is typed flush with the left margin
and nine lines below the text.

Attachment
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NHUMBERING AND LETTERING OF PARAGRAFPHS

1. The subdivision, numbering, and lettering of paragraphs is
acceptable and helpful as a reference aid or for clearness.

a. All paragraphs and subparagraphs are typed so the number or
letter is indented the appropriate distance, the start of the paragraph
or subparagraph begins on the fifth space following, and succeeding
lines in the paragraph and subparagraph start at the left margin.
Paragraphs and subparagraphs are single spaced, with double spaces
between them.

(1) When a paragraph is subdivided, it must have at least two
subdivisions.

{a} When paragraphs are subdivided, numbered and lettered,
they are identified in the following sequence: 1, a, (1), (a), (i).

{(b) When a paragraph is cited, the reference numbers and
letters are written without spaces; for example, "paragraph 3a(2)(c)."

{2) A paragraph is begun near the end of a page only if there
is space for two or more lines on that page. A paragraph is continued
on the following page only if two or more lines can be carried over to
that page.

b. Paragraph titles are used in lengthy communications teo increase
ease of reading and reference. Treat the title as the first sentence
of the paragraph. Underline all paragraph titles.

2, The arresngement specified here may be varied to meet legal document
needs.
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Page 1 of 2

FOLDER ASSEMBLY — LEFT SI1IDE

1. Incoming letter or memorandum, if any

2. Interim reply or acknowledgment, if any

3. Background or explanatory material, if any

4. Copy of attachments, if applicable
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Page 2 of 2

FOLDER ASSEMBILY — RIGHT SIDE

1. Plastic cover

2. Original outgoing letter or memorandum

3. Courtesy copy, if required

4, Enclosures, if any

5. Addressed or plain white envelope

6. Informational copies going outside the Department
with addressed envelopes attached

7. Brown envelope

8. Secretary’s surnhame, secretary’s reading
file copies and informational copies to
other Department offices

G. PBureau surname copy with copy of
enclosures

10. Bureau reading file copy

11. Informational copies to other
Bureau offices

12. Office chronolegical
copy

13. Office hold copy
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SAMPLE COPY OF FORM 5-1504

FORM 5-1504
REV.JAN. 1988

U.5. DEPARTMENT OF THE INTERIOR

Bureau of Indian Affairs Executive Secretariat
Extension 38877

Secretary's Control No.

BIA Control Number: BiA Signature/Surname Due by:
Action Office: Signature Information:
Received BIA: Copies of Incoming Sent to:

FOR ACTION OFFICE USE

CHECK APPLICABLE ITEM(S):

Mo reply required Acknowledge; copy to Area for direct reply
Acknowledge only Acknowledge; copy to Area with request for
report

{Area copies to be transmitted with Form 5-1524)

Staff member ta whom assigned: . Extension

ROUTING
{For Routing See Correspondence Handbook, Sec. 1.5,p 95)

ROUTE RELEASED
10 COMMENTS
cobE | INITIAL DATE :

(Instruetions on Reverse Side)

CONTROLLED CORRESPONDENCE
Hand Carry -- Do Not Include With Routine Mail

RETURN THtS FORM AND ATTACHED CORRESPONOENCE TO
BfA EXECUTIVE SECRETARIAT AFTER BUREAY SIGNATURE/SURNAME
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SAMPLE COPY OF FORM 5-1502

Form 5-1502

UNITED STATES

15 BIAM Supplement 1
I1lustration 6

May 1981 DEPARTMENT OF THE INTERIOR CENTHAL GFFICE ROUTING 5L
. Bureau of Indlan Affalrs
SUBIJECT FILE REFERENCE
FROM (Namo and Office) FHONE DATE ROUTED
: Route Relrased
Mail | pyitding to COMMENTS
Siop Code Initid Dae
i
1
ADDTIONAL COMMENTS
i
1
i
i
i
{
!
i
i
H
%
i
1
1
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SAMPLE COPY OF FORM DI-535

ARV, (MAY 1934

UNITED STATES
DEPARTMENT OF THE INTERIOR

15 BIAM Supplement 1

I1lustration 7

ROUTE SLIP
tndicate routing arder by number. Strike out office when cleared.
Jo- MAIL To MAIL
sTOP STOPR
5 SECRETARY 6217-MIB fw ASS'TSEC'Y FOR FISH & WILDLIFE & PARKS 3156-M1B
ocL OHe of Congressional & Leqgslative Affacy £2az2-Mig FNP Natonal Park Service *3220-MIB
OPA CH:ce of Public Affairs 7013-M18 Fws Fish & Wildife Service *3012-MI6
OES Otfice of Executive Secretarat 6217-M18
08C Office of HEC&U Programs & Job Corps 2759-MIB 1A ASSTSECTY - INDIAN AFFAIRS 4140-M1B
Fa}a] Office for Equal Opportunity 1324-MIB 156 Office of Self-Governarnce 2253-MI8
QsD Office of Small & Disadvantaged Bus. Ul 2727-M5B aIA Bureau of Indran Affars *414Q-MI1B
DS DEPUTY SECRETARY 6217-MIB TIA ASSTSECY-TERR & INTER. AFFAIRS 4328-MiB
oQa Othice of Quality Assurance 6217.MI18 :
TPA Take Pride in America Stafi S121-Mu8 PMEB  ASS'TSECTY-POLICY, MGMT_ & BUDGET 6214-MIB
1 Directorate of Budget & Prog. Res. Mgmt. *6214-MI8
SOL SOLICITAR "6352-MiB PPS Directorate of Program Services *6214.-MIB
SCL-AD Davision of Administration £346-Mi8 PSE Caordinater of Special Emphasis Progs. *6214-MIB
SOL-Al  Division of Audit and Investigation 6024-MIB PaM Cffice of Acquismion & Property Mgmt. $512-MIB
SOL-CW Division of Conservateon & Widife &560-VItB PAS Otlice of Awrcratt Services *h214-MIB
SOL-ER  Dmision of Energy & Rescurces 6312-MiB PCM Otfite of Construction Management 2417-\M58
SOL-GL Dwision af Generallaw 653Y-MiB PEA Ofice of Emairomental Af{acrs 23d0-Mlﬁ
sOL-ta  Diwsionaf Indian Affasrs £456-MIB PFM affice of Finangial Management 7258.MIB
$OL-SM  Dwvision of Surface Mining £412-0A18 PHA Office of Heanings and Appeals 1103-87#3
PIR QOffice of Information Resources Mgmt. *33i2-MIe
LM ASS'TSECY FORLAND & MINERALS MGMT 6628-MiB PR Oflice of Management Improvement 2242-M18
LM Bureau of Land Management *$660-M1B PR Office of Admumistrative Services *5412-MIB
1M Minerals Management Service ~4013-MIB OB Offece of Budgex *4116-Mi0
LS Offece of Surface Mintng Rec! & Ent *2131-518 FPA Oftice of Program Analynis 4412-MIE
* PPN Office of Personnel *5203-MI8
WS ASST_SECTY FOR WAYER AND SCIENCE Hean-mMIg PEL Ethics and Audit Lianson Staff 5140-MIE
whM Bureau of Mines Cot.Plaza PP3-P Secretanal Personne] Services 5459-MIB
wWBR Bureau of ReclamatiGn ST654-MIB PPS-% Enfarcement & Securiy Management 5040-M18
wWGS Geologicat Survey *2646-M1B PPS-SH  Safety & Health Program 6214-MI18
016 OFFICE OF INSPECTOR GENERAL S341-MiB

*  Tha ma stops listed above are Tor mail dessgnated onfy to the immediate office of an Assistans Secretary or a Director of 2 bureau or affice. Refer to
the Mail Stop Directory for the Intenor Complex ta route mail for other orgarization levels within a bureau or office.

The attached communication has a due date or deadiine of

Please call on for PICK up.
REMARKS: {include a description of communication antached.) N
FROM AUREAUQFFICE SYMBOL MAIL STOPBLDG TELEPHONE NUMBER DATE

Supp. 1, Release
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15 BIAM Supplement 1
Tllustration 8

SAMPLE OF INFORMAL. REPLY ON BOTEOM OF INCOMING CORRESPONDENCE

PUBLIC SERVICE AGENCY

Waakingues, IC 20404

Ocxober 16, 19XX

APQQ

Records Management Semlnar

XZY Agenty

Pourth Street

Wasningion, OC 50006

e would 1like to register Mr. !ahn T. Blank of our xgency
1n your forthroming Records Marmagement Seninar. He in a

management analyst at the grade 12 lavel.

Thank you yvery auch.

A Do

JOHN 5. BROWH
~“Paperwork Management Dlvlalon

Cctobee 20, 19XX

Mr. Blank 1s now regletered in our flagords Management

Seminar, January 1-5. The Tirst aeaslon beglns at 9:60 a.=,

Frvns TR

THOMAS T. WHITE
Seminar Coordinator

Supp. 1, Release

Detober 14, 19%XX

Dear Sira:
Will you plerze mcnd me & copy of your new booklet,

Seven Tips for Betier Typlng.™ Thank you very mach.

Yours ttuly,

Magy. Gorsr

Hipa May Jonesa
330 Ash Street
Cleverton, Mi k1676

2507 sk

e i o Syttt
éZ¢L&é47ﬁ%J.1%%%/}”*’“42;"4'
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15 BIAM Supplement 1
Tllustration 9

SAMPLE COPY OF FORM OF-41

Date
ROUTING AND TRANSMITTAL SLIP

T0: (Name. oftice symbaol, soom number, initials | Date
uilding, Agpgey/FPpdt) —_— gJ’ 5/

Z%MMM(WD ”
<7 e

3

4.

5.
Action 7] fite HNote and Retum
Approval Fof Clcarance Per Canversation
As Requeasted For Correction Frepare Reply
Circulate / Far Your tnformation See Me
Comment Investigate Signature
Coordination Justify

REMARKS

£0 NOT use this farm a5 2 RECORD of approvals, concumences, dispossls,
clemrances, and similar actions

FROM: (Namw, org. symbol, Agency/Post) Hoom Mo,—0kyg.

(& \73/% 2

OFTIONAL FORK 41 (Rev. 7-76}
Prevcobed by GIA
FRMA @] CFR) LON-11.306

5041-102 I

Supp. 1, Release



15 BIAM Supplement.l1:
Tilustration 10

SAMPLE COPY OF FORM 5-1524

Form 5-1524
Jan. 1988

DEPARTMENT OF THE INTERIOR
BUREAU OF INDIAN AFFAIRS

WASHINGTON
To:
From: Executive Secretariat
Re: Control No.

Your report to us — or your reply to the attached correspondence —
should be signed within 5 working days after receipt in your office.

A letterhead tissue copy of the above, bearing control number identifica-
tion, should be transmitted via “*Special Attention” [Blue] Envelope to the
Central Office, Attention: Executive Secretariat, MS-Room 4640-MIB.

Direct reply to be made by Area Director.

Area report required for Central Office
foilow-up.

7 U.8. GOVERNMENT PRINTING OFFICE: 1988 - 518-86]-a1873

Supp. 1, Release



15 BIAM Supplement 1
Illustratlon : _

SAMPLE COPY OF FORM 5-—1527

Fors 51527
June 1991
BUREAU OF INDTIAN AFFATRS
Record of Telephone Response to Correspondence
Your Name: Your Phone No.
Your Office: Date:

Control No.
{if applicable)

Reply to Correspondence from:

Name: Phone:

Address: Date, Incoming:

Addressed to:

Brief description of information given to correspondent by telephone:
(White House referral? Be sure to indicate that the White House asked us
to cell.)

Supp. 1, Release



Illustration 12

S - T T —
o —
Umted States Department of the Intenor AWMERICA —
—
OFFICE OF THE SECRETARY _- -

WASHINGTON, D.C. 20240
(TRANSHITTAL HMEHMO FOR WHITE HOUSE DRAFT LETTER)

Memorandum

To: Ms. Sally Kelley
Director of Agency Liaison
Presidential Correspondence

Subject: White House Referral — Carleen Ledanski — WH ID #059169

In response to subject referral dated August 12, 1990, attached is a draft
reply to an April 25, 1990, letter from Ms. Carleen Ledanski of Minocqua,
Wisconsin, pertaining to the exercise of Indian treaty rights in the State
of Wisconsin. The draft reply is essentially identical to meny others

transmitted in recent weeks.

Assistant Secretary — Indiasn Affairs

Attachment

Supp. 1, Release
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Illustration 13

DEPUTY COMMISSIONER OF INDIAN AFFAIRS
CORRESPONDENCE IMPACT SHEET:

SUBJECT:

BACKGROUND (Include discussion of issues; Tribes involved; specify what is being accomplished
by the proposed correspondence):

TRIBAL IMPACT (Specify which Tribes or Tribal programs will be impacted, what additional
requirements will be placed on Tribes):

FUNDING IMPACT (State if a reprogramming is required):

CONGRESSIONAL IMPACT (State recent hearings, testimony, Congressional inquiries or

directives which pertain):

DEPARTMENTAL CLEARANCES REQUIRED (SOL, PMB, Other):

PREVIOUS CORRESPONDENCE (List dates and general subject matter, attach copies if
pertinent):

DECISION REQUIRED:

CONTACT PERSON: DATE:
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Ilustration 15
Page 1 of 2

DEPUTY COMMISSIONER OF INDIAN AFFAIRS
WEEKLY ACTIVITIES REPORT

BULLETS

Office of Data Systems
Week of July 15-19, 1991

(Each bullet entry should be restricted, where possible, to three short sentences answering the basic
interrogatives, i.e., what, when, where, who, and how much}:

1. ODS representatives signed contract for MS-DOS, computer standardization,
Bureau-wide. Contract cost is $400K for 200 machines. Delivery scheduled to
begin November 1, 1991.

2. ODS representatives met on July 18 with management team from Sun Computer
Company to discuss purchase of 12 Sun work stations for Area Directors.

3. Problem expected with delivery date of next generation main frame computers to
Albuquerque. Delay is vendor problem. Delivery now scheduled for December
vice November 1991.

Week of July 22-26, 1991

1. Meeting scheduled for July 26 at 2 p.m. in room 4145-MIB with CEO, IBM to
discuss future automation requirements.



15 BIAM Supplement 1
Illustration 15
Page 2 of 2

DEPUTY COMMISSIONER OF INDIAN AFFAIRS
WEEKLY ACTIVITIES REPORT

BULLET BACKUP

Office of Data Systems
Week of July 15-19, 1991

(Al backup items should contain the minimum amount of information to fufly explain and amplify the
bullet):

1. ODS respresentatives signed contract for MS-DOS, computer standardization, bureau-
wide. Contract cost if $400K for 200 machines. Delivery scheduled to begin
November 1, 1991:

a. Machines are GSA approved and MS-DOS compatible. Each machine has CPU
with 100 Megabyte hard drive, one 5 1/4" and on 3 1/2" floppy drive, 101 key
expanded keyboard, and VGA color monitor,

b. Included in cost is following software; Word Perfect 5.1, Lotus 1,2,3, dBase III+,
DOS utilities, and Harvard Graphics.

c. Delivery scheduled to begin November 1, 1991, at the rate of 40 machines per
month for 5 months.

d. Priority of delivery is to Offices of Assistant Secretary and Deputy Assistant

Secretary, Deputy Commissioner, all Program Directors, all Area Directors, and an
equal distribution between field and central office of remainder.

Week of July 22-26, 1991

1. Meeting scheduled for July 26 at 2 p.m. in room 4145-MIB with CEO, IBM fo discuss
future automation requirements.

a. Local area networks, groupware, and totally automated work stations are primary
areas for discussion.

b. All Program Directors have been invited.

¢. Locafion is Assistant Secretary's Conference Room.
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