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0 ORDER 

I U.S. Department of 
DOT Transportation 

Office of 1he Secrerory 
oflronsportation 

Subject: DEPARTMENT OF TRANSPORTATION CORRESPONDENCE POLICY 

1. PUREOSE. This Order establishes policies and 
responsibilities for p~eparing correspondence for the 
Department of Transportation (DOT). 

2. CANCBLLAIT'lOIJ. DOT Order l32S.2B, Department of 
Transportation Correspondence Manual, dated 5-1-80. 

1325.2C 

10-29-93 

3 . POLXCI. Correspondence shall be clear, concise, responsive, 
and positive in tone and meet the stendards of appearance, 
style, and consistency outlined in the DOT Correspondence 
Handbook, DO'!' H 1325. 2C.. It is· the Department" s policy to 
provide correspondence that is prompt, complete, and factual. 
The highest priority will be qiven to White House and 
congressional inquiries and requests, and replies will be 
concise, objective, and courteous. · 

. 4 • JlEFBREN<;ES. 

a. 

b. 

c. 

d. 

e. 

f, 

g. 

u.s. Government Correspondence Manual, 1992. 

Government Printing Office Style ~nual, 1984. 

The El~nts of Style, Wil~ie.m St~nk, Jr., E. B. White. 

Essentials of English,·Hooper, Gale, Foote, and Griffith. 

DOT H 1320.23, DOT Mailer's Handbook, 1992. 

DOT Order l64-0.4C, Classification, Declassification and 
Control of Nation&l Security Infoxmation, 1983. 

DOT H 1350.2 1 Departmental Infor.mation Resources 
Management Polley Manual, 1989. 

s. SCOPE •. This Order and the procedural guidelines in the DOT 
Correspondence Handbook, DO'l' H l325.2C, apply to all 
secretarial offi~es, operating administrations, and the 
Bureau of Transportation Statistics (BTS). Variance in style 
or format ·shall be approved by the Office of the Secretary 
(OST) Executive Secretariat. 

6 • RESPONSIBILITIES • 

a. The OST Executive Secretariat shall: 

(1) establish DOT correspondence policy and ensure 
that this Order is current; 

~ 

DISTRIBUTION: All Secretarial Offices 

All Operating Administrati-Ons 
:Bureau of Trarispor.tation Statistics 

OPl: EJt.ecutive 
Secretariat: 
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{3) 

(4) 

(5) 

(6) 

Page 3 

follow DOT correspondence Hand.book procedures when 
concurrence or coordination is required; 

dete:anine coordination offices; 

ensure grammatical correctness; and 

revise correspondence including making typograph.ical 
or editorial corrections. 

e. The coordinating office shall review correspondence in a 
timely manner. 

7. ~EMRR'.l.'A'l'IOH. When appropriate, secretaria1 offices, 
operating administrations, and B'1'S shall deve1op additional 
guidance reguired to .implement this Order and prov~de a copy 
of that guidance to the OST Executive Secretariat with~n 
6 months of the date of this Order. 

FOR THE SECRETARY OF TRANSPORTATION: 

.Jon B. Seymour 
Assistant Secretary for 

Administration 



Introduction • i 

INTRODUCTION 

1be Department of Transportation Correspondence Handbook has been prepared to assist employees in 
c~mposing.. coordinating, controlling. and routing the full range of letters, memoranda. and other written documents 
produced in the Department. 

Jn issuing lhe Handbook, the Department is seeking to achieve high quality and consistency in all its written 
products. Since a leuer or memorandum may be the first contact many individuals and organizations have with the 

Depanmenr, Ibis first impression must be the best ooe we can give. Our goaJ is for all DOT correspondence to be 
cordial, responsive, clear. grammatically -corn:ct, and logically formatted. 

We urge employees to use this Handbook as a quick and useful rderence. It will enhance yourcom:spondencc 
skills and improve the timeliness and quality of departmental communications. 

I look forward to working wim you to achieve significanr results in improved 00'.f correspondence and to extend 
DOT' s image as a service-oriented organization. 

Margarila Roque 

Director. Executive Secretariat 

DOTH I :325 .2.C 
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CHAPTER 1 

MEMORANDA AND LETTERS 

Memoranda versus Letters 

Use memoranda for correspondence within the 

Depa:nmcnL Letters should be used for corr~pondcnce 
addressed to the P~ident or the Vice President of the 

United States, members of the White House staff, 

Membcts of Congress, Justices of the Supreme Court, 

heads of departments and agencies, State Oovemors, 

mayors, foreign government officials, and the public. 

Letteis may also be used to address individuals outside 

the Department when a personal tone is appropriate, 

such as in lettets of commendation or of condolence. 

Letterhead memoranda may be used by depanmentBI 

officers and heads of operating administrations to attre­

spood with their counterparts in other Government 

agencies or for longer notes within DOT. Letterhead 

memoranda are required for com:spondcnce from the 

Secrcmry to the President, transmittal of draft suggested 

replies to the Assistant to the President at the White 
House, and other secn::larial communications. (Sec page 
13 for guidance in preparing letterhead memoranda.) 

GENERAL GUIDELINES 

The following guidelines apply to all tYpes of memo­

randa and Jettcrs. 

Stationery 

Use stationery as follows: 

First pap Su1:s:mHn1 

Original Lel:tethead Plain bond 

Qlurtell)' COPY letterhead Plain 
or duplleate copy OT duplk:ate copy 
oforiglner of original 

Offk:lel file Grid Plain 
White White 

Cautorneted> Cautometedl 

All other copies White White 

*NOlE: A courtesy copy that goes outside a major crg11niza.. 

tlon should include the letterhead emblem. 

All correspondence to be signed by the Secrewy 

must be on ''The Secretary of Transportation" letter­

head. Correspondence prepared for the Deputy 

Sccretacy's signatUJC must be on "The Deputy Secretary 

ofTransportation" leuerhead. 

DOTH 1325.2C 

Types of Copies 

Always prepare an official file copy. Offices may 
use DOT F 1320. 65 or an automated official file.copy 
grid (see Figme 1). 

Prepare courtesy copies a~ lhe ._ddrcssc:c's request or 
when required. Courtesy copies are designated by the 
.. «:" notation. 

Date 

1be office signing the correspondence types or 

stamps the date on alt copies. If typed, spell the month 

in full; type the numbers for the day of the month with­
out -st, -nd, -rd, or -th; and type the year in full with no 

period at the-end. Example: 

lune 3, 1993 . 

Margins 

Mallins of at least 1 inch* and not more than J -114 
inches are recommended. Short letters may be balanced 
venically on the page. ln such cases, right and left mar­
gins may be increased up to 1-112 inches. Variations 
take more time 10 set up and may result in retypes, 
increased costs, and delays. 

*NOTE: At the "To:" "Ff'om:" and .. Subject:" lines for 

memoranda, typing should begin two spaces to the right 
of the colon, or as close as possibJe when using p.JQpor­

tional spacing. 

l 
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Form DOT F 13211.15 ~~. !1113) 
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Style 

Correspondence wm be in fuU block style with aJl 

elements typed flush left. 

Using Office Automation 

Office automation can increase the speed and accura­
cy of_correspondence preparation. Use it as much as 

possibJe. 

Use office automation capabilities to program all 
correspondence fonnats that remain constant. such as 
margins, spacing, style, captions (if any), and the sign­

ing official's name and title. Recurring infonnation can 

be stored for each signing official. This information 
may be used for memoranda, letters, and official file 
copy information. 

Offices with storage and recall aipabilities should 
store all names, titles, addresses, and com:sponderu:e 
symbols for frequently used officials or other 

addressees. This information should be updated regular­

ly. Clerical staff and program officia1s should use soft­
ware .. spelling check" features before printing any cor­
respondence. 

Succeeding Pages 

Type the second and sua:eeding pages on plain paper. 

Srarting with the S'eCOlld page, type the page number si.11. 

lines from the top Hush left. Continue the body of the cor­
respondence two lines below the page nmnber. 

.. -Copy Block 

Distribution notations for file and information copies 

are indicated only on internal copies. Type "ex::., flush 
with the left margin, two lines below the la.st line of 

!ype. List lhe :recipients, including routing symbols and 

files as appropriate. If more than one copy is being for­
warded to an addn=ssce, indicate the number of copies 

in parcnlheses after the office symbol. Check a copy 

for each recipient and distribute. Er.ample: 

cc: M-JO, M-30, M-40(3) 

File: M-20 Correspondence 

The preparing office may type the "cc:" notation on 

the original copy if a public listing of all thc-com:spon­

dence recipients is desired. 

If the correspondence has been controlled by the 

OST Executive Secretariat, and/or internally, type the 

DOTH 1325. 2C 
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control number and due date after the appropriate rout­

ing symbol in the distribution block. Example: 

cc: M-t. M-20, S-20 (Control #67890, due 8fJ/93) 

Identification Line 

The writer's identification line is shown on all inter­

nal copies of the lc::tier or memorandum. Type the rout­
ing symbol of the preparing office, the writer's first ini­
tial and surname, the typist's initials, the writer's tele­
phone number or extension, and the date. Separate each 
item with a colon. On the second line below the 

writer's identification line, type the electronic file iden­
tificalion. Place the entire notation flush with the left 

margia, two Jines below the last line of typing. 

Emmpk: 

M-22:.JDoe:bjp:x6S 154:12112193 

(computer network datafile infonnation) 

If the com:spondencc is subsequenlly rewritten 

· and/or retyped. rhis infonnation should be added 

din:ctly below lhc first identification line. Example: 

M-2.3:JDoc;mia:x63456:8/12/93 

Rewritten:M-l:JDoe:ela:x64532:8115/93 

and/or 
Rctypcd:M-l:tmt:x65434:8116193 

After ·assembling lhe package, fold the marked-up 
copy and clip ta the k>p of the package:. Draw a diago­

nal line through the original grid copy and attach it 
behind the rewri~n and/or retyped grid • 

Concurrences 

Avoid both excessive coordination wid'lin an office 

and insuff'acient coordination between offices. Do not 
refer correspondence for concurrence to offices which 
mereJy need to be infohned. 

Refer to Chapter 3 for coordination policies and pro­
cedures. 

When coon:lination is required, enter the routing 

symbol of each concurrlng office in the appropriate 
block of the ladder on the official file copy. Concurring 

officials wm initial and date in the appropriate blocks. 

Assembly for Signature 

Assemble the memorandum or letter so it can be-e.as­

jJy reviewed by the signing official and dispatched by 
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the signing level office. As illustrated in Figure 2, 
memoranda and ieners are assembled in the foUowing 
order: first the routing slip (if any); the original Jetter; 
the envelope {if any); lhe enclosure or atta.cbment {if 
any); the courtesy copy (if any); then the official file 

oopy (grid) with background materiaJ and incoming 
correspondence; and finally any other copies. 

Tabs 

The correspondence assembly outlined above may 
be separated by tabs, e.g.. FAA Fonn 1360-19. The 
front of this form indicates Signature, Attachment, 

Chapter 1 Memorandum and Letters • 5 

Incoming Material, and Initial. The back indicates 

Background and Oea:rances. The tab is designed to 
accommodate a paper cUp and can be turned to the 

desired indicator. DOT F 132S.2 lhrongb 
DOT F 1325.5 are full page tabs that indica1e Signature, 

Concummce, Incoming, and Background. Both types 
may be used as a set or individually to highlight the 

contents of a package. See a diagram of each type of 
. tab at Figures 3 and 4. 

When a letter is two or more pages, correspondence 

tabs should be used to indicate on which page the signa­
ture/coflCllIIeDCC block appears. 

MEl\r,ORAt..IDA 

A memorandum is usccl for-correspondence within 
the Depanment and begins with the following captions: 

.. Subject:" ."From:" "To:" and "Reply to Attn. of:" 
(see F'igum S). Use a memmandum fonn with the 

appropriate organizational designation. 

Senders Reference 

A s~ference includes the writer's name and 
telephone number;; ib-;.t-queSifoos'CiD. iiC ~ iO · 
the appropriate person. The sendet's refaence is typed 

after the ''Reply to Ann. of:" caption. If the memoran. 
dum is addressed to, or wm be signed by, the Secrcwy 

or Deputy Secretary. include the drafter's name and 

telephone num~. ~ample: 

Reply to 
Ann of: Doe: x.62352 

When the memorandum is to be signed out.side the 

action office. type the action office's routing symbol as 
the sender's reference. 'Ibis ensures later identification 

of the originating office. Example: · 

Reply to 
Attn. of: S-60 

Subject Line 

Keep the subject short., pR:ferably not more than JO 
words. If more than one line is needed, type runover 

Jines fhish with the left margin. 

Capitalize the fmt letter of all words in the subject 

line except articles, prepositions, and conjunctions. 

DOTH 1325. 2C 

Indicate at the beginning of the subject line whether the 
. memorandum is for ACTION or INFORMATION . 

Exam'ph: 

Sut:iject MJlON: DOT Com:spondcnce Handbook 

When responding to a memorandum. use the same 
subject and refer to the incoming memorandum. 

Emmplt!: 

Subject: INFOBMATIQN: Correspondence 
Handbook (Your memo, 9/11192) 

When sendiPg a second memorandum to the same 
person before receiving a reply 10 the first. refer to the 
first outgoing memorandum. Examplt!!: 

Subject: INFORMATION: Correspondence 
Handbook (our memo. 9111192) 

From Line 

The .. From:" liuecont.ains the name, title, and rout­
ing symbol of the person signing the memorandum. 

Memoranda from secretarial/departmental officers and 
beads of operating administrations <:antain only the 

name and title. 

A lengthy "From:" line is continued on a second line 

and indented two spaces from the left margin or as close 
as possible when using proportional spacing as follows: 

From: Jane Doe 

Director, Office of Administrative 

Services and Propeny Management, M-40 
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Memorandum 

~; Fonner forU. S. Oovcmmeat 

~~ 
Dincmr or Mmiasem-t PWUihl&, M-20 

lb: JobaDoe 

Chief,~ and Organlzadon Division. MAR.·318 
THRU: Din:clorof Manage111e11t ~ MAR..310 

Figure 5 

Memorandum 

- May20,1993 
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When the memorandum is prepared for the signatme 
of more tit.an one person, type the signers' titles and 
routing symbols. E.mmple: 

From: Chief, Real Property Division, M-47 
Olicf, Pmooa1 Prope:ny Division, M-44 

When an individual is derailed to a position as the 
result of a personnel action, use the term Acting befon: 

the.tide in the "From:" line. Example: 

From: John Doe 
Acting Manager, Management Systems 
Division. AEA-60 . 

When an individual is acting in another position 
withou.l a penormc:J action, the °'From:" line will JCflect 
the name and title of the incumbent, and the person will 
sign For the incumbent. E:romple: 

From:~rtv 

ToUne 

Manager, Maoagemenl Systems 
Division. AEA-60 

The ''To:" line includes the name, tide, and routing 
symbol of the ·addressee.. · 

· Memoranda addressed to secretarial/departmenral 
officers and beads of operating administradons contain 

·the title only. Examples: 

To: The Secret.my 

or 
To: Assistant Sec:rcwy for Administration 

Mcmo~ooaddn:sscdwofficediect~andbelow 

contain me name, utlc, and routing symbol. Example: 

Multiple addressed memoranda to office dlrcctors 
and beJow contain only the title and routing symbol. A 
cbeck:mar.k is placed ro the right of the appropriate line 

to indicate which office will n:ceive the copy. 

Example: 

To: Din:ctor of Civil Rights. S...30/' 

Director of Administrative Services and 

Property Management, M-40 

DOTH 1325.2C 
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Multiple addressed memoranda lo key officials of 
the Department. i.e., departmental officers, secn:tarial 
officers, and heads of operating administrations, c:oiltain 
the titles only. For detailed instructions on addressing 
key officials. please refer to Appendix 1, Forms of 
Address. 

A distribulion list is used when an identical mcmo­
nmdmn is forwarded to more than four individuals. The 
distrlbu~on list is typed on a separate sheet containing 
the name, title, and routing symbol of the addressee and 

is anachcd to.each copy of the memorandum. A c:beck­
mark is placed at the right of the adc:lmsscc's title. At 
the 'To:" line, type See Distribution. Example.· 

To: See Distribution 

When identical memoranda arc forwarded to all­
inclusive groups 'such as division and staff mem~. 
write the routing symbol of each addtcssc:c in the upper 
right comer of the appropriale copy. 

Whcn,identk:al memoranda are requRci for two or 
.. mi:ft ~ans. ~are an original for each addressee 

and ouly one set of official file copies. Type a list of 
the~ on all internal copies. or if the list is too 

long. aUach it to the file copies. · 

lf the com:spondence does not apply to one or mom 
of the group, it is permissible to ex~ude them. 
Ex:tnnplu: . 

To: Regional Office and Cent.er D.i!ectms 
(except Southern Region) 

ot 

To: Division and Staff Managers 
(except Procurement Division) 

Attention Line 

Whenever posSJ"ble, avoid using an ancntion line in 
correspondence. lfyou must use one, type "ATIN: .. at 

the left margin on the first line below the "To:". 
E:mmple: 

To: Assistanl Secretary for Administration 

ATI'N: Director of Management Planning. M-20 
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Thru Une Signature 

When sending a memorandum through another 
office before going to an addressee, type "THRU:" at 

'eft margin on the first line below the "To:" line fol-

The memorandum is signed at the "From:" linC 
above the typed name and title. For multip~ signatures. 

sign to the right of the titles and routing symbol. 

d by a colon. Ex.ample: · 
Attachments 

To: Jane Doe 
Dircctorof Management Planning, M-20 

THRU: Chief, Policy D.ivision..M-23 
or 

To: John Doc 
Dircaor,Acquisition and Material Service, ALG-J 
THRU: Manager, Policy Branch. ALG-llO 

Manager, Property Branch, AUJ-JOO 

Any additional mar.erial included with a mcmoran- · 
dum is called an attachment. (With a letter, it is 
referred to as an enclosun:.) Type .. Anachmcnt'" flush 

left two lines down from the text. If there is more dlan 
one attachment, indicate the number. When attach­
ments have special importance or are not cited in the 
memorandum, list them. &ample: 

Body 
Attachments (2) 

or 
2 Attachments 

or 
Att.acbmeuts: 

Begin the body of the memorandum three linC$ 
below the last line of the caption. Single--space lines in 
lhe paragnipb and double·space between paragraphs. 

Double-space one paragraph memoranda of 10 lines or 
less. Break long paragraphs into subparagraphs for eas· 

· ier reading. For eUier reference, you may number or 
letter pi.ragraphs (see Figure 6 for guidance). 

Word Division Supplement to the GPO Sl;ylc Manual 
U.S. Government Correspandence Manual' · · 

- .. --1-.--Numbering and lettering paragraphs -cmi_be helpful 
as a ref~ncc aid. \\:'hen main paragraphs a.re not 
numbered. one may refer to them in numbers (such 
as .. in paragraph 2") and assign letters to 
subparagraphs. 

a. Subdivided paragraphs are more easily 
understood when identified with alternating 
numbers and letters. The followiag sequent:e 
is suggested: 1. a. (J), (a),j • .1, (!),{!). 

(1) When a paragraph is subdivided, it 
must have at least two subdivisions. 

(2) When citing a subparagraph. type it 
without spaces; for example, 
"subparagraph 1a(2)." 

b. When letters are lengthy, underlined titles or 
captions will make it easier to read and 
reference. 

2. Arrangements may differ from the one sh<>wn here 
to meet special requirements, such as those for legal 
documents. 

Figure 6 

Numbering and Lettering Paragraphs 
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Response Block 

A response block may be included on the mem~ran· 
dum as a convenient method of obtaining approval or 
disapproval from the authorizing official. Possib1e 

responses and a date line arc typed in all capi1al leuers 
flush with the left margin, beginning two lines below 

the last line of the correspondence or attachment nota­

tion. 

Chapter 1 Memorandum and Letters • 11 

The approving official will -sign on the appropriate 

line. Example: 

·Th~ SeerewY 

APPROVED:-----------

DISAPPROVED:----------

LETTERS AND LETTERHEAD MEMORANDA 

LETTERS 

Letters are used to: correspond with individuals out­
side of the Depanment such as White House officials, 

cabm~t officers. Members of Congress, business exec­
. •utives, eu:~ Leners do not have captions and nse a salu­

tation and· complimentary close (see Figure 7} •. 

Date 

The date will be typed or stamped flush left after the 

Jetter has been signed. 

Inside Address 

Ex.am.pies of addressing correspondence to recipients 

outside the Depanment are shown in Appendix l. 
... For.ms..of:Addn:ss. ___ , __ _ 

When the letter is a fuJI page, begin the address at 

the left margin six lines below the organizational desig­

nation on the letterhead. When the letter is Jess than a 

page, ammge the typing so that it is balanced on the 

page. (Sec Figure 7 .) Single-space the address and 

ammge it in block style. Type the ZIP Code two spaces 
to the right of the last lener of the state. 

The address contains the name, stteet address. city, 

stale, and ZIP Code. When addressing an individual in 

a company or Federal a~ncy, the address<:ontains the 
name, title, and company or Feder.ti agency. 

The entire addR:ss on the letter itself is no longer 

than five lines. No line in the address overruns the~n­

ter of the page. Runover lines are continued on the sec-

DOTH l325.2C 

end line. Indent the -continuation line two spaces from 

the left margin or as close as possible when using pro­
portional spacing and begin typing: Example: 

Mr. John Doe 

Chainnan, ProfcSsional Associates 

of the Uniied Slates 

5906 Weaver Place 

Clymer, PA 1:5728 

When an identical letter is wrincn to two or more 

persons, pa:pan: an original for each addR!ssee and one 

set of file copies. TYPe a )isl of the addressees on all 

internal -copies, or if the list is too long. attach it to the 
file copies. Example: · 

IDENTICAL LE'n£RS TO: 

-.Mr.- John-J)o'e-· 

16 Main"Smeet 
Houston, TX 7689:5 

Ms. Jane Doe 
8544 North Alexander 
Oklahoma City, OK 73119 

Use the capitalized and unpunctuated two-Jetter state 

abbreviations r«:onunen~ by the U.S. Postal Service. 
(See Appendix 2.) 

Attention. Line 

When appropriate, type .. Attention:" or -A TJ'N:" 
two lines below the addmss, flush left, followed by two 
-spaces and the individual's name. The salutation 

should 11tate the addressee -of the lencr, not the person 
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0 U.S..,..,.._.., T,._......, 
:;a~l&ly 

April 11. 1993 

Ms. C. !F. Hennessee 

126 West Oak Stn:a 
DaUu. TX 02554 

Slncerdy. 

Figure 7 

Formal Letter 
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named in the attention line. On the envelope. the att-en­
Uon line must be within the address. Information 
placed below the city, state, and ZIP Code line-cannot 
be read by automated scanners and will require manual 

processing and result in slow delivery. (See Chapter 4 
for more infonnation on envelope preparation.) 

Salutation 

For fonnal letters, type "Dear" and the appropriate 
saluJation flush with the left margin two lines below the 
last lioe of the addless. Follow the salutation with a 
colon. See Appendix l, Fonns of A~ss, for the prop­
er fonnat for names and titles of addressees. 

Body 

Begin the body of a letter two Jines below the saluta­
tion. Paragraphs are flush with the left margin. Single 
space the text and double-space between paragraphs. 
Correspondence that is one paragraph and less than JO 
lines is double spaced. · 

Complimentary Close 

Type the complimentary close flush left. 1wo lines 
below lbe last paragraph. Sec Appendix J for appropri­
ate complimenwy closes. 

Type the name of lhe sender five lines below and 

flush with the complimentary dose. On the next line. 
type the title unless it is already pn:prinled on the letter­

.. hcad •. JJ~~. in~!i_~ _ _c_apitaJ lctten .in the title except 
. ~~l~p~ti~, and conjunctions. lf more than 
one Jjne is needed for the tiUe. indent succeeding lines 
two spaces. The name rand titles should be no longer 
than four lines. E:mmpk: 

Sincerely, 

JolmDoe 
Din:clor of Infonnation R~ource Management 

Enclosure(sl 

Type "Enclosu.re{s}" flush left two Jines below the 

signaMe .element. lf there is more than one enclosure, 

DOTH 132.5. 2C 
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show the number. When enclosures have special 
importance, or are not cited in the Jetter, list them. 
Example: 

Enclosures (2} 

or 
2 Enclosures 

or 
Enclosures: 

Word·Division Supplement to· the-GPO Style Manual 
U.S. Government Correspondence Manual 

When there is men than one enclosure, identify-each 

enclosure by number in the upper right comer. e.g .• 
Enclosure 1. Encloswc 2. When there is more than one 
lengthy enclosure., use tabs to identify each encl~ure by 
number. 

Separate Cover 

When material referred to in the text is to be 
forwarded under separate cover. type s~paraie Covt!r 

flush with the ld't margin two lines below the enclosUR: 
notation. List the material whether or not it was identi­
fied in the text. lm:lude a 'COPY of the letter with 'lhe. '· 
material mailed under separate cover. When sending 
mare than one document under separate cover, indicate 
the number of copies in parentheses following fhe iden­
tification of lhe_d_QQ.J~ as fQllows: 

Separa!e Co~er 
Airmen Information Manual (2) 

LEnERHEAD MEMORANDA 

Letterhead memomnda may be used by depattmental 
·officers-and heads of operating adminislrations to coae­
spond wirh their counterparts. in other Government 
agencies or for longer notes within DOT. (Sec Figure 8.) 

Letterhead memoranda arc required for correspon­

dence from the Secretary to the President. transmittal of 
draft suggested replies to the White House: and other 
secntarial >Com.munications as outlined in Chapter 2. 

To Line 

Type "MEMORANDUM TO: ... followed by the tide 
and addr.esS on succeeding lines. Ewmple: · 

MEMORANDUM TO: The Honorable John Jones 

Assistant Secretary for 

Management 
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TH£ SECRETARY OF TRANSPORTATION 
WASlllNGTON. O.:C. 2DHO 

MEMORANDUM TO: Jch11 Doe 
Assl#ult 10 flle ~for 

Nlllllonal Sccumy Aft'an 

FROM: Federii:o Pelill 

SOBJECT: Civil Avimioll R.eladolll wi1b Prance 

Figure 8 

Letterhead Memorandum 

DOTH 132.5. 2C 



From Line 

The ''From .. line contains the name and title of the 

sender. If the title of the sender is preprinted on lhe let-
1crhead, as in Figure 8, type on1y the name of the sender. 

Subject Line 

Type "Subject:" flush Jeft, two lines below fhe 

"From:" line. If more than one line is needed, type 
runover directly below previous line. 

Body 

Begin the body of a letterhead memoraudum tbr.ee 
lines below the .. Subject" line. Paragraphs arc flush 

Chapter 1 Memorandum and Letters • 15 

wilh the left margin. Single-space the text and double· 
space between paragraphs. Correspondence that is one 
paragraph and less than I 0 lines is double-spaced. 

Signature 

The lenerhead memorandum is signed at the 
"From:" line above the typed name and title. 

Attachment 

Additional material forwarded with a letterhead 
memoranda is called an attachment. See pievious dis­
cussion under "MEMORANDA" for format instruc­

lions for attachments. 

OTHER TYPES OF CORRESPONDENCE 

Introduction 

Listed ·below are types of com:spondcnce not con­

sidered routi~. Refer to DOT Order 1640. 4C, 
. Classification,, Declassification, and Control of National 

Security Information, 1993. for further infonnatioo on 
handling classified com:spondencc. 

Classified Correspondence 

The kwel of security accorded correspondence (such 

as TOP SECRET, SECRET, CONFIDENTIAL. or oth­
ers) depends 011 the degree of importance to national 
securizy. These designations are given to infonnation 

which requires protection from unauthorized access. 
Classified documents being processed should be k-ept 
under constant control to ensure proiection.. Documents 

containing such information must be pfopcrly marked, 
ttansrn.lttcd, and safeguarded. 

'DOTH 1325. 2C 

Sensitive Correspondence 

Sensitive information is exempt fi:om public disclo­

sure by law and must be protected. Such information 

deals wilh personal privacy, privileged inf~alion fur • 
nished by persons or businesses. personnel, medical or 

investigative data, and internal policy matters . .' 

Freedom of Information Act and 
Privacy Act Correspondence 

Requests under the Freedom of lofonnation Act 
(FOIA) and Privacy Act should be controlled. 

Responses to FOIA JeqUCSts should be prepared aa:ord­
ing to statute and n:guladons in the Code of Federal 
Regulations .(CFR.), Part 7. Responses to Privacy Act 

requests shall be prepared according to DOTH 13S0..2., 
Depanmental lnfonnation ResotlrCCS Management 
Policy Handbook. 



CHAPTER2 

CONGRESSIONAL, WHITE HOUSE, 
AND SECRETARIAL CORRESPONDENCE 

CONGRESSIONAL CORRESPONDENCE. 

CongrcssionaJ correspondence includes letrers sent 

or n:fened to the Department by Members of Congress 

or their staffs that require di:n:ct replies to either the 

constituent or the Member. Replies to congressional 

c~ concerning the Department's policy or 

other subs1antive matters should be pn:paiul for the sig­
natme of the Secretary or Deputy Secretary. 

Replies to conpessional com:spondence on routine 

matters should be prepared for the signatUre of the 

appropriate officiaJ authorized by-existing deleption of 

authority. 
. ' 

Time Umlts for Replies 

When replying to correspondence signed by more 

than one Member of Con&ress. send each an original. 

Additional gllideJines on copy requkements-can be 
found in Chapter 5. 

Prepare one copy of all controlled congresa.ional 1:or­

rcspondeocc for the Office of the Assistant Sc::crewy 
for Governmental Affaits. 

Congressional Constituent's Mall 

ff the Member of Congress has specifically request­

ed that DOT. scply directly IO the constituent,, P"P8R 

the reply according to Chapter J insUlJClions. When 

Rcc::oa:I the date of controlled mail on the incoming requested, n:llJm to the Member of C.Ongrcss the origi-
lcuer by a time/dare stamp on the back or an internal naJ of any constituent's mail which has been forwarded 

control sheet, if such a fonn is used, to ensure that due to the Depanment by the Member. A letterhead Q>P.)' of 
· dateS are mtt. ·· · ·· · • · ... - ---- --· ·· -· . - -lbe.iepq.10 the cons1i1ucnt, including enclosun::s, Will 

If the due dale for a reply to controlled com:spon­

dence cannot be met. the actioo office will prepare an 

interim TCSPoDSe which inc1udes the best possible esti­

mate when a reply am be expected. If the final 

response will be signed by the Scaetary or Deputy 

Secrcwy, the interim response will also be signed by 

the Secreiary /Deputy Se:crewy. 

Additional guidelines on time limit for replies an be 
found in Chapter 5. 

Copy Requirements 

... _._.fm)111J; s.P.mQard-copies of ~ll c~P!l..!'dence as 

insuucu:d in Chapter 1. 

Jf writing to a Member of Congress in a district 

offrce, send a copy to the Washington office. 

DOTH 1325.2C 

be forwarded to the Membei- of Coupss. 

Congressional Committee 

Correspondence 

When a member of Congress wrilCS as Chai~on 
of a Committeo, address the Member as Chairperson in 

lhe reply. See Appendix:-1-;- Ponns of Addmss, for Che 
~om:ct fontllll. · 

Congressional Staff 
Correspondence 

When con:cspondence is mceived from a conp:s­
.sional.staff member, address your reply to the Member 

of CongJCSS or the Chairman of the Commitme. 
Add.ras the .envelope to the Member of Con81eSS. 
attention to the staff member. 

t7 
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WHITE HOUSE CORRESPONDENCE 

White House correspondence includes letters pre­

·d in the Department for the signature of the 

ident of members of the White House staff and cor­
• ..... pondence referred from the Wrote House for direct 

reply by the Department. Most of the latter correspon­

dence is routine, noncontr01led mail which is called 

bulk mail. 

Time Limit for Replies 

The due date for preparing replies to White House 

mail is 72 hours from date of receipt in the action office 

unless a different due dme is specified. This deadline 

applies to all White House correspoo*nce which is 

conuolled in OST, including some nonroutine mail 

!'Cferrcd for direct reply. The due date for preparing 

replies to bullc. mail referred for diJCCl reply is I() work­
ing days from date of receipt in the action office. 

if not controlled. record the date of r-eceipt of the 

incoming letter. 

lf the due date for a reply to either controlled or bulk 
· ;tc House;mail cannot be met, the ~ction office will 

ll'C an interim response which includes the besr 

t-Jo>SJD1e estimate when a complete reply can be 
expected. The acknowledgement may be signed within 
the organization that will sign the final n:sponse. The 

;iction office may sign the interim raponse, as appro­
priate. If the final response will be signed by the 
Secretary or Deputy Se.cretary, the interim response will 
also be signed by the Secre&ary/Dcputy Secretary. 

•Type the addrCssee's name and address at the end 
of the letter flush with the left margin, 10 lines 

below the complimen1ary-close . 

The copy r~quirements arc as follows: 

• Prepare standard copies for all correspondence as 

instructed in Chapter I. 

• Pn:pare one plain white courtesy copy. Additional 

t=opics may be prepared as requested. Type PRO­
POSED RESPONSE or SUGGESTED REPLY 

with one space between each letter in the upper 

right comer of each courtesy copy. 

The IJ1lllsmittnl is in the format of a lenerhead mem­
orandum described in Chapter J and summarizes the 

background of the letter, the action taken, and the justi­
fication. It also includes references to any pertinent 

precedents, laws, and policies. See Figure JO for an 

example of transmittal -c:orrespondCnoe. 

. A aipy of incoming White House correspondence is made 
for Ifie official file. Make the nomtioo "Original Cif incoming 
com:spoodc:ncc R:IUl1led to White HCIUSC .. on the.grid. 

White House Referrals for Direct 
Reply ·. 

When n:plying to ~dential mail. avoid phrases 

that contain the word referred or mention the White 

House as _thou~ ~t_ "".'~~~ pcrs~. l!se phrases such as: 

Correspondence for .. White House---·-- ---··-···-President (surname) has-a.sm:hne to·thank you for ••. 

Signature 

. Correspondence signed at the White House level is 

prcpan:d as outlined in Figun: 9. and as follows: 

• Type the letter in double-spaced draft form on plain 

white bond. Type the words PROPOSED 

RESPONSE or SUGGESTED REPLY in all capi­

tal letters in the upper right comer, leaving one 

space between each letter. (Sc:e Figure 9.) 

• Use Sincerely for the <:omplimentary dose. 

• Do not type the nnme of the President or anyone 

else's name or title on the lener unless specified in 

the instructions received. 

•Thank you for your letter to President {s1B11ame} ••• 

•On behalf of President (s~) lhank you for ••. 

Only when it is inapp'1Jpriale toexpicss apprecialion use: 

• President {surname) has asked me to reply to ... 

•Your letter to President (surname) bas been 

receiv.ed •.. 

If the action office determine~ the reply to be of 

unexpected interest or significance, a copy may be sent 

to the Whi~ House. Jn such-cases, attach a clean .c;opy 

of the incoming letter to the White House-copy of the 

outgoing lette<. The ~ply copy should be on letterhead 
stationery. 

DOTH 1325.2C 
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Ad~ 

Sirect Addn:u 
Cb.y, Swc. ZipOodc 
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(PLAIN WHITE BOND PAPER) 

PaOPOll!. .. lll:IP0tl1£ 

Figure 9 
Correspondence Signed at White House 



DEFINITIONS 

For purposes of this Handbook, the following defini­

tions apply: 

• Coordination 

Procedures performed by the action office 10 

ensure a coordinated response prior to approval 

and/or signature. 

•Concurrence 

Agreement with the proposed response. 

• Nonconcurrence 

Disagieement with .the proposed response. 

• Conc\..rrence wiJh Comment 

Agreement with the proposed respon.'IC, but a RlC­

ommend~tion/suggestion that the proposed · 

response be revised to avoid inc:Ol"RCt, unrcspon-
_is~, or.misl~ng_ siarement(s). 

GENERAL 

• cOOrdination of outgoing com:spondem:e will be held 

to a minimum and completed by the quickest and most 

infonnal method appropriate for the 8Clion. 

- --·--·---~ndcmce-wilJ-bc.coordinated with those~ 
having a subSWltive interest in the subjcctmaner. 

•Coordination shnll not be mquested meiely for cour­
te.)'Y Cf informational seasons. 

·When practical, coordination will be accomplished by 

·- ·the action office during draft stages IO avoid revisions 

to the final re&ponse. 

• Coordi11etion should be handled in an expeditious 

manner - normally within 1 war.king day. 

COORDINATION METHODS 

• Simultaneous. A .copy of the aJrrespondencc is 

sent to each coordinating off'K:ial at the urne time. 

The ·coordinator should contact the drafter by tele-

DOTH J325.2C 

CHAPTER3 

COORDINATION 

phone or personal visit to resolve any differences. 

The coordinator should sign. date. and indicale 

his/her routing symbol on the official file copy. 

• SequentiaL Correspondence is 'Sent to one office 
at a time for signature on the same official fUe 

copy. 

•Telephonic/Facsimile (FAX). When the action 

office and coordinating office an: .geographically 

separated. coordination by telephone or FAX is 
advisable. Note on the official file-copy when 

coordination was obtaine.:i by telephone. 

COORDINATION RESPONSES 

• Concurrence. 1bc signer should indicate concur~ 
nmce on proposed conespondence by initialing the 
official file copy along with the date and roudng 
symbol. The package should be returned to the 

action offace promptly to meet rhe deadli!JC dale.' 

• Concurrence with Comment. When the .review­
ing/commenting off":icc agrees with·thc proposed 
response but has-editorial commcnts,.concumem.e 
is documented by initialing the grid of the official 
me copy and indicating where suggested edits 

should be inseried. The coordination process 

should be complete before the action office n::vises 
the final response. 

• Nonconcurrence. When a reviewi.nglcommeadng 

office~in a proposed r.c:sponse. a writtc:D 
statement should be submitted to the accion office 
indicating the rcason(s) for the nonconcunencc. 
Tile action office and the ieviewinglcommentiog 
office should make 1:very cffon to resolve the dis­
apcement(s). 

• Qoresolved Issues. Efforts ·must be made 10 

resolve all nonconcurrenoes and comments made 

by coordinating offices bcfon! transmitting the cor­
fespondencc. If -comments .cannot be adopted or 

nonconcurrenccs resoJved. refer the matter to the 

nexl level of supervision. preferably with a suuuna­

ry ~over sheet. The summmy should cle~y define 
the comment(s) and/or nonconcum:nce(s) not 

adopted or R:Solved and lhc r.easons for such non­
acloption or nonresoJution. 

23 



CHAPTER4 

ENVELOPES AND MAILING 

OFFICIAL MAIL 

OfficiaJ mail consists of communications, publics· 
lions, and other materia1s, sent through the postal or 
other distribution systems. which relate-exclusively to 

the business of DOT. Official mail is sent in DOT or 
operating administration envelopes, or in parcels using 
address labels which are the equivalent of the printed 
envelope. These envelopes are blank in the upper tight­
hand comer, refem::d lo as the postage area. When 

mailed. either official postage stamps are applied or the 
envelope receives a postage meter imprinL Such man 
is referred to as penalty nudl due to the statement 

imprinted on each envelope o.r label indicating a mone­

tary penalty for private osc. 

ADDRESSING THE MAIL 

For mail to be automation .compatible, envelo,Jies and 
mailing labels must be pi:eparcd following strict guide­
lines issued by ·the Pos1al Service. 

1be ADDRESS BLOCK consists of four or five 

lines: 

lnfonnationl Attention HARRY GORDON 

PRESIDENT 

Name of recipient GORDON INSURANCE CO. 

Delivery Adc:bess 236 SUNSET A VE RM JOI 

Post office .• State, ZlP LOS ANGELES CA 90012-0001 

• JnfomU\lion/Anention J,.jne (optional) tells name of 
receiver. If used. it should be the first line of the 

address. 

• Name of Recipient refers to the mmpany, agency. 

or office. 

• D'liyecy AddR;ss Line is the street address, PO 
Box number, rural delivery route, suite. and/or 

apartment number. Use the following abbevia­

tions on this line, as appropriaie. with no punctua­

tion.. 

N, s. E, W (North, South, East, West); NE, NW, 
SE&. SW; A VE (Avenue}, ST (StR:et), DR (Drive), 

RD (Road), PL (Place), BL VD (Boolevard), CIR 

(Chde}, HWY (Highway); RM (Room). STE 

{Suite), or APT (Apartment} number. 

DOTH I 325.2C 

•Post Office.State. ZIP are self-explanatory. 
NOTE: The ZIP+4 code should be used if known, 

olherwise, the five digit ZIP Code must be used. If 
lhe ZIP Code will not fit on lhe last line, it may be 
put directly under, and in line wilh, the·city name. 

DUAL ADDRESSES 

Dual addresses include both a street address and a 

Post Office box. Do 119t use duaJ addteSSeS~ if possible. 
Ifu.sed, the mail will be delivered to the lower address 
of the two. The ZIP Code or ZIP+4 Code should 
always correspond to the lower addR:ss: . 

GRAND PRODUCTS INC 
171 MAJOR ST 
POBOX200 
NEW YORK NY l OOOJ-0200 

ADDRESSING RULES 

The mail will be 
delivered to the 

PO Box. and the 
ZIP code must 
cmresp_ond with 
the PO box. 

• The entire address should be in capital letters. 

•No punctuation except the hyphen in the ZIP+4. 

•_Use the correct two-letter state abbreviation. (See 

Appendix 2.) 

•Use only one space between the state and the ZIP 
Code, 

• The last line of international mail should be the 
COUDtty na.me.mJJx. 

•Use the com:ct five digit ZIP Code. If not known, . 

each mail room and/or post office has a copy of 
Tbe National Five-Digit ZIP Code & f!ost Offi«. 
.Qircctpry. 

APO/FPO MAIL 

The addressing format for the Anny Post 00-icc (APO) 

or Fleet Post Oft"ice (FPO) uses AA. AE. and AP in lieu of 
the swe.. AA is used for the Americas except in the <:0nti­
nental United Stara and amat:ta: AP, for nations in the 

Pacific rim; and AE for the Atlantic mea and Europe. 
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INTERNATIONAL MAIL 

International mail should nonnally be sent by air. 

tion. Overseas mail is expensive and should be pre· 
pared to limit \:osts, e.g., repon.s should always be print· 

ed on both sides of the page. 
Surface mail can take 30 to 45 days to reach its destina· 

'VELOPE AND ADDRESS LABEL PREPARATION GUIDE 

•• • I 
f 
f 
I 

• 
2 1'14" 

I 
I 

• I 
I 

• • 

' 

Return Addmss Area. Postage 
Type in Your Office Symbol Afea 
(Bottom line no 10".VCI' than 2 314" 
inches from bottom) 

This box is the Optical Character Reader (OCR) 

_Jinch_ ~d area and it should contain the Attention Line 
11 

linch.., 
clear area ('If needed), the Recipient Linc, Delivery Line, and 

the Last line. For lntcmalional Mail, die last 
clear area 

Line should be only the country name. 

• 518 .. minimum 

y ..... Bar Cooe Clear Arca 4 1/2" ....,.. 

Figure 11 

BUSINESS REPLY MAIL <BRM>. 

RM is used when seeking information from others. 

"'n agency may send out reque~ts for information to a 

selected audience and include preprinted BRM 
envelopes. The agency is then charged on1y for those 
envelopes wruch an: ICtw'lled. The Postal Sclvia: 

charges the :First..Class mail fee for the envelope plus a 
small accounting charge. For 1.aJie mailings, this is 
much cheaper than metering or stamping each return 

envelope. Each of the depanmenuil elements in DOT 
has its own BRM permic number. A sample BRM 
envelope/label is shown below: 

(AGENCY RETURN ADDRESS) 

OFFICIAL BUSINESS 
PENAl.lY FOR PRIVATE USE $300 

BUSINESS REPLY MAIL 
RRST Cl.ASS PERMIT NO. !i9S99 WASHINGTON DC 

POSTAGE Wll BE PAID SY !AGENCY NMIE) 

ATTN: FINANCE DEPT. Fl-117 
(AGENCY NAME) 
R:Ol:RAL BUILDING fB.17 
WASHINGTON DC 00000-0000 

111111 

Figure 12 

NO 
POSTAGE 

NE<:ESSARY 
IFMAl.ED 

INTI!E 
UNITED STA1E! 

Please see the DOT Mailer's Handbook, DOTH l 320. 23, for additional information on mailing. 
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CHAPTER 5 

EXECUTIVE SECRETARIAT GUIDELINES 

Guidelines for Preparing Letters 

'The SecreUJrY has a strong, personal intciest in 
ensuring that all mail received in che Department is han­
dled in a timely· and responsive manner. The mall pro­
vides a unique opportunity to communicate our mes­
.sage, policies, and programs. Be Sim! the message is 

clear. concise, nonburea.ucrat.ic. and positive .in tone. ln 
preparing ourgoin,g correspondence for the signature of 
!he Secretal'Y/DepUty S~. there an:: sev.eral .gener­
al guidelines of style and format to be followed. These 
are presented in dlis section, along with other useful ref­

erences. 

Guidelines and Personal 

Pr~J~re!'~ 

• Respond 10 the issue. 

• Answer all questions. 

·.Use simple, clear language. 

•Do not hide~ the regnlalions. 

• Suess openness. 

• Wrlre with the reader in mind. 
' ·- ----------

• lf the response wiU be late, prepare an interim 
reply. 

• Apologize if the response is long overdue. 

• Where appropriate, iDdicalC a willingness on the 

SecretarY's pan to continue to work toward a ieso­

Jution. 

• Do not use .. We" - especially in the closing para­
.graph. Use "I"' or "The Depanment. 

•Avoid &edundancles. (Example: end result/final 

outcome) 

• Do not use con.tractions in the Seaetary's official 
correspondence. {Example: use do not instead of 

don't; I am instead ofI'm.) 

DOTH 1325.2.C 

• Punctuation should be in accordance with the GSA 

U.S. 'Government Correspondence Manual and 

selected R:feiences. 

• Beaeative and, to the extent possible., positive • 

• Avoid buieaucsatk words and phrases. (&ample: 
optimize/finaJizelhpefully/interfaa:lto ~mpac:tlbot~ 
tom line.) 

• Con-espondence to be signed by the Secretary 

should be wriuen in the first person singular.~.g •• 
"I have mviewed the..." and/or "'If I can be of fur­
ther assistanoe ••. :· etc. ... 

• When .correspondence is initiated in the 

Department for the signa~ of the Sccrctmy. a 
cover memorandum should accompany the docu­
mcnL The cover memorandum should contain a 
succinct summary and backgrounq of.the conc­
spondcmc:e and explain why jt .bas been prepan:d for 

the "Secretary's signature.. 

• 1f appropriau:, provide, in the sc:s.t. the name of a 
contact person and bis/her telephone nmnbcr so the 

reader may follow up if additional information is 
- -needed. -:An-e:xception·is congressional com:spon­

dencc prepared for the Secretary/Deputy Secretary 
signature.. ln this case. use the S~/Dcputy 
S~tary as lhc contact along with a designce from 

the OST OovcmmentaJ Affairs office. 

• The opening se.ntenee for Secretary/Deputy 

Secretary com:spondcnce should be "Thank you 

far your letter concerning ... " and/or ·1 appreciate 

youn:oncem-.• " 

• For cosigned. -congressional letters, opening and 

closing paragraphs should be as follows: 

Two individuals: opening paragraph should be: 
"Thank you for your Jetta. cosigned by'(Senatar a: 

Congn:ssman's full name).-conccmil)g ...... Closing 
paragraph should be: .. An identical response has 

been sent IO"(SenatororCongrcssman's iast name)." 

27 
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Three or more individuals: opening paragraph 

should be 'Thank you for your letter, -cosigned 

by your congressjonal colleagues, concern­
ing .... " Closing paragraph should be: ''An 

identical letter has been sent to each cosigner 
of your leuer." or "Identical responses have 

been sent to the other cosigners of your letter." 

• A closing sentence 'Should be used to-eliminate 

abrupt or impersonal endings. Often, the best 
method of ending leuers is an offer to provide fur­

ther information or assistanee. 

• Use five lines between the complimentary dose 
end the signature. 

OST Executive Secretariat Correspondence Control 

AIJ <:orrespondenc.e addressed to the Secret.al)' and/or 

the Depury Secretary, as well as all White House refer­

ral lett.eJS, are processed and controlled by the OST 

Executive Secretariat (S-10) by one of the following 

methods: 

• Transmittal Form. Procedures for processing this 

type of correspondence are provided by lhe OST 

Executive Secretariat under the ACI'ION caption. 

(See Figures 13 and 14.) 

• Controlled Man. Internal departmental docu­

~nts, comspondence from sigrlificant industries 

and associatiQiis, Membc:rS of Congress, other 

F.ederal agencies, State governments, and certified 

niail are controlled. Controlled mail is given a 

numbered label (hued on the date received) as 

shown below. 

Figure 15 

Controlled mail is forwarded to the action office for 

one of the following assignmems: 

• Secretary/Deputy Secretary Sigoature. Response 

is prepared by lhe action office for the Secretary's 

or Deputy Secretary's signature and has a due date 

of 5 working days. 

• Direct Reply/Comeback Copy (DRCMB). If an 
incoming letter warrants a reply but not ac lhe sec­

retarial Jevd, it is downgraded for signa[UR'; at the 

modal administrator or assistant secretary level for 

a direct reply on behalf of the Secretary or Deputy 

Secretary. It is also assigned a due date of 5 work­
ing days. A signed, dared copy of the response is 

requin:d by S-10 to close out the document These 
documents arc tracked by S-lO. 

•For Appropriate Handling (FAHNL). 
Documents sent for appropriate handlb•g are not 

trac~ by the OST Executive Secretariat but a 
timely suponse is requi~. if warrant.ed.. 

• Sticker Mail. Sticker mail is -correspondence that 

generally expresses opinions on departmental 
issues. Th.is mail is not assigned a due date by the 
OST Executive SCCfetariat, but an appropriate · 

response is requi~ by the action office. A Jed 

sticker will be placed on the correspondence and 

action assigned. Below is a sample sticker. 

Figure 16 

Interim Replies 

Departmental offiocs should utilize ini.erim n::plies 

when unusually long delays (mozc than 10 working 

days) arc anticipated. 1bc interim should be prepared 

within 5 days ofn:ccipt. As shown in Figure 17, inEer­
im replies should address the following: 

•Acknowledge n:ceipt of the incoming le~r. 

• Briefly state why the final response will be 

delayed. 

DOTH l 325.2C 
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10/07/93 
11s12 

OPPICB Olr TD SBCllBTARY OF !l'URSPOR'l'AT:tON 
BXBCtl'l"IVE BBC!l.E':llAIUA'l' 

!t'O: 1'/POL:tCT I: ~'.nomL .An'AlJIS 

AC'JlON 
OFFICI: 

p 

ACTJ:ON: PNtl'AJUI FOR '1'HB S£CU'l'UY' S SJ:GRA!l't!R.B A JIBl'LY 
WO '1'Kll ATTAt:Klm ':tl1COKDIG L'BftU. ftt.01l 'CIOVBl\ROa 
l'BDI!O 1'.0SSZ:tiLO 

SUBJECT: SUPPORWI l'OL:t<:r S'l'A~ Al>Ol''l'BJ) BY '1'BE 
Rllll'XOHJU:. GOVBJIJIORS' ASSOC.tJ!ll'XOH U 
CORPoma:'J'Y OP 'l'lUINSPOlt'l'.ltll'IOJI' 1'1'.0JB~S '1"0 
"'811:. er.au ADl AC!I.' 

DUB l:IM'.B: 10/13/13 

:t-1 -c:-1 S-3 

:r-1 c-1 s-3 s-10 :t-20 1111!'1'5.A 

XF YOO .AllB mu.aLB TO P:ROVll>B '!l'llB 1UlQtr.OUH> :m:FOJlllD'J.'1.0S, 
PLEA.SB AllVl:SB YO'UB :lllV.Iil!'S'l' HO Lll'f'BR 'l'BAlll 2& BOtJ'l\S AHIU\ 
'l'lm JU!CBJ:P'Z OF TBlS llOCtlll2!il'1'. 'l'HXS BKS1l'1' Hrlft ll!l!l2UJr WJ:lf'H 
Tim :IDCOHDIG :DOCUJll!llf.r Jl1U) aa ·-!l'DIWllt:I tn:TB Y01:nl llBSl'OllfSB. 
Yotl'Jl PROHP.1' AC!rl:Olf XS .lll'PlU!CXA!l'BD. 

Figure 13 

Executive Secretariat Transmittal Form 
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10/0?/93 
11:21 

'l'O: 

s1Jl!JBC1' • 

COJOIZll'l'S: 

OF;Pl:CE OF TU SBC:U'l'ARY 01" 'l'IUIBSPOllTA'l'l'.Oll 
EXECUTIVE BECRE'l'AlUA'l' 

1 ACTION 
OFFICE 

NI 

llRCLOSBS ltEl'OR'l' • AI.RCllAJ'T Oll'l'J:FJ:CA'l':IOlll: 
mw FM APPRDACJI JIBBDBD ro HBB'l' ~s 
OF ADVA!ICBD 'l'Et?QOLQGY• GAO/RCED-93-155 

J'.fl' 1'00 ARB 'DHllBLB 'l'O PJlOV'lDB '!f'BE RBQIJ'IllBO lNl'OlUl.!11.t':IOli, 
PLBASB ADV:ISB YOUR AHlUIYB'l' HO LA.'.l'JQI '1'WIH 24 llOtDUI Al"'.R:R 
THE lUICJll:P'l' OF !1'HX8 DOCOMEN'l'. 'l'B:tS SJIZlt'1' HtlS'l' REltADI wr.rH 
'.l'8B Dl!Cms:IHG l>OCtJHJIN'l' A!ID :eE Jlm'UJINBt)'ff:r!'ll YOUR 11.BSPOHSB. 
Yotm PROJCP'l' AC'1'IO!I ZS APPl!BCUftl>. 

366-!1'755 

Figure 14 

Executive Secretariat Transmittal Form 

DOT H J 325.2C 
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THE SECRETARY OF TRANSPOflTJmOH 

W!IS!ilHG10N. O.C. llll590 

The flononlble Gcmp B. Voinovicb 
Clovcmor of Ohio 
ColumbQS, Ohio 432fi6.-0601 

Dar Govcmor Voinovidi: 

INTERIM RESPONSE 

Thank yo11 for ,l'Ollf leuer n:prding tbe use of lranspC!mlllon 1111hanccrne1n IUnds to 
preserve railroad canldors for fumre nail fn:i1hr wsc. rail PUSClllCI' uac:. « hi1bway 
use. 

As. you ri:quared, ~ an:i oval11211lna IM decision, ll1lldc la.st September. that this 
rype of ~lion ill 1101 eligible ror transpotllllion enlmncemetU fUndL I n:gn.t 

dw lbc: cva!Wllion is lakin1 Jon&cr than c:icpccb:d. bll! we hope ID complclc lhe 
..mew in die near fumR. 

1 apologiz.c for the delay and wlll be in rouch with )'OU •llin SllOI>. 

Si-=ly. 

Figure 17 
Interim Response 
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.. ldenti.fy approximately when the final response can 

bi expected. · 

If the final response will be signed by the Secretary. 

then the Secretary should sign the interim. This atso 

appJies to Deputy Secretary correspondence. 

Jrdination Process 

Offices within the Office of the Secretary or appropriate 

DOT modal administrations review, edit, and concur or 

nonconcur on com::spondencc prepared for the 

Secretary's and Deputy Secretary's signature. 

Coordination foJders an:: white with a red stripe. 

Coordination is simultaneous and is handcarried to the 

appropriate offices. Comments and/or top-level clear-

ances are expected within 24 hours or less if the docu­

ment is time critical. 

Delinquent Correspondence 

Com~spondence not received in S- IO by the assigned 
due do.tc will appear on a delinquent list. Both action 

and coordination delinquent lists are prepared weekly 
and submitted to the Secretary/Deputy Secretary-each 

Friday morning. Items n:ceived in S-10 prior to 3 p.m. 

the day before will not appear on these lists. Offices 

arc responsible for providing an accurate, substantive 
status for items appenring on the delinquent list. If an 

item is mote than I 0 days overdue, the action or .coordi­

nation office musr pre~ a justification memo explain­

ing the reason for the delay. 

DOTH l 325.2C 



CHAPTER 6 
LEGISLATIVE PROPOSALS 

Jnsnuctions for preparing legislative proposals me concained in "lnscruccionsfor Preparation of Legislative 

Packages" from The Assistant General Counsel for Legislation, C-40. 

DOTH 1325.2C 



CHAPTER 7 

REGULATORY PROPOSALS 

Instructions for preparing regulatory proposals can be obtained from The Assistant General Counsel for 
Regulation.'> and Enforcement, C-50. 

DOTH l 32.S.2C 35 



APPENDIX 1 

FORMS OF ADDRESS 

GENERAL 
The forms of addn:ss in this pan arc rhc convention­

al forms of address as determined by "Social and otrtcial 

custom. The sryle of salutation and compJimenr.ary 
close is infonnal. Since address forms may vary ina:r· 
rain instances. it is important to consult the following 

rules in conjunction with the relevanl address form in 
the "Example of Fonns of Address." That way the 

existing address forms can be used as patterns for other 
addresses. 

internal Standard of address forcom:sponding within the Department are as follows: 

Single Addressees 

The Secretary 

Deputy Secn::tary 
Associate Deputy Secretary 

·0eneral Counsel 

Assistant Secretary for (Organizational Tille) 

Inspector General 

General Counsel 
Assistanr Secretary for (Organizational Tide) 

Inspector .General 
Di11C:Ctor, Exccurivc Secrcwiat 

Direc:ror, Civil Rights 
Chairman. Contract Appeals Board 
Dire<:ror, Small and Disadvanuigcd Business Utilization 
Director, Commercial Space Transportation 
Director, lntclligenoe and Security 

Director, Office oflntermodalism 

Coast Guard 'Commandant 
. ·Federal Aviation Administrator 

Federal Highway Administrator 

Federal Railroad Administrator 
National Highway TrafflC Safety Administrator 
Federal Transit lcdminnttator 

Saint Lawrence Seaway Development 

Corporation Adminis1.n11or 
Maritime Administrator 
Research and Special Programs Administrator 

Bureau of 'f ransponalion Statisrk:s Oi:RJCtor 

Director of ('specific organiz.ations) 

DOTti 1325.2C 

Multip'e Addressees 

Seaetarial-Off'locrs 

Departmental Officers 

Heads of Operating Administrations 

Office Directors 

A-1 
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TITLES OF ADDRESSEES 

Aexibility may be exercised in the use of titles. For 

example, '"The Honomble" may be replaced by a title 
·h as .. Dr." or .. General," but it is not used in combina­

.1 with another title. 

A title need not be given a separate line. Dcpem:ting on 

the length of the names of individuals and organizations 

and on the length of thc address, the title could be placed 
after the last name or on a line by itself, pre.ceding either 
the name or the organization. 

After leaving a titled position, an individual may opt to 
Jetain his or her distinctive title (such as "Judge" or 

"General") throughout his ocher lifetime. The addressee's 
personal preference should be taken into account when 
deciding whether or not to l.ISe a tide in such cases. 

The Honorable 

Writr.cn in full, 'Tue Honon1ble" is 11 title used to 

addzess, by name. cwtent and former high officials -

Presidential appointees, Federal and State eleaed offi· 

cials, and mayors. As a general rule, other county and city 

officials an: no1 so addressed. "Honorable" is not used by 
~f. Example: · 

Comet: 

The Honorable May L Smith 
AnomeyGeneraI 

lnco"ect: 
Honorable May L Smid:! 

Anomey General 

"'lbc Honorable" is a courtesy title which may, in cer­

tain inslanCCS, be used wjth and official title wilhout a 
name. Cabinet officers and Governors of States may be 

addsesscd in this manner. Exar,,ple: 

The Honorable 

Secreuuy of Swe 

The Honorable 

Governor of Illinois 

"The Honorable" is not used before a last name 

alone. When appearing in rhe text of a Jetter or other 
communication. "the" is not capitalized. For example: 

" ... the speech given by l:he Honorable John H. Doe." 

ln lbe United S1a~. Ibis title is also used to address 

minislers of foreign embassies in Washington (includ­

ing career minisrers serving as cbar.ge d'affaini:s). 

Example: 

The Honorable (full name) 
Charge d'Affair:es ad interim ofJlaly 

Use "The HonOiable" to address the heads of inter­

national organizations by name, unless the offaciais are 
entitled to "His (Her) 'Ex-cellency" by vinue of a previ­
ous position. E:mmpk: · 

The Honorable(fuU name) 
World Health Organization 
Geneva. Switzerland 

His IHer) Excellency 

The title "His(Her) Excellency" is not, by -custom; 
used to address high officials of the U.S. Government. 

The title is used, as appropriate, to addn$s by name 

officers, foreign ambassadOJs, for.eign high off'tcials, 
and former foreign high o'flrcials by name. Example: 

Her &celtency (full name) 

Ambassador of Canada 

It is customary to omit "His (Her) Ex~cllency" when 

addressin8 the British Prime Minister or the cabinet 
officers of .certain countries within the British 

Commonwealth. 

Any individual om;e entit~cd to the title "His {Her) 

Excellency" may main it throughout his or her lifetime. 

DOTH 1325.2C 
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ABBREVIATIONS OF TITLES AND DEGREES 

Before Name 

With the exceptions of .. Mr."f'Mrs."/and .. Dr.," do 

not abbreviate titles precedingfuU names in an add~. 

Long titles such as .. Lieutenant Colonel" and 
"Brigadier General" may be abbreviated for the sake of 
balance and appearance in the address when necessmy. 

Example: 

U. Colonel John L. G. Smithson 

Note that lhe bask rank is not abbreviated. As in the 
example immediately above. the salutation would lead: 

Dear Colonel Smithson: 

After Name 

Abbn:vj11te designations of degrees, religious and 

f{lltemal orders, fellowships, and milir.aey service· 

brancll titles after a name. Type the initials of an indi· 
vidual degree or order with periods but no spaces 
between them; type military service designation in capi· 

tal Jenc:i:s without periods. 

Do not use scholastic degrees in combination with 

compJimentary tides of address or with military service 
rants. except in the case of .. The Rev-erend.•• When a 

name is folJowed by abbreviations designating religious 

and fraternal orders or scholastic and honorary degn::ies, 
their sequence is as follows: orders (religious first); the­

ological degrees; academic degrees.earned in course; 
and hononuy degrees in order of the bestowal. Using 

more than two degrees is unne<ieSsary. Example: 

U. Colon~ Mary Hill, USAF 

John Doe. DD., D.l.it. 

·Patricia L. Smith. M.D. 
Henry Brown. U..D., PhD. 

The Reverend George Green. DD. 

Dr. <Doctor> 

This abbreviated title is used before the names of 
. persons who have acquir.ed entitling degi:ees. It is not 

DOTH l325.2C 

used in-combination with the abbreviation indicating 

such degrees. Example: 

Pr. Jane Evans or 
Jane Evans, M.D. 

not 

Dr. Richard Roe, Ph.D. 

Reverend, Right Reverend, etc. 

Written in .full and pr:eccded by •"Jbe," these· 1itk:s 

arc used in addressing members oft.he clqy. They arc 
not abbrevialed. Example: 

The Revemid Paul Caner(clcrgyman) 
~Reverend Dr. Paul Caner (cJergyman with doctt.llale) 

The Right Rc:vcnmd Paul Carter {bishop) 

Spouse of Distinguished Individual 

An indiVidual docs noi share a spouse's official title 
and. thercfon:, should be addressed individually by his 
or her own appropriate title and last name. Example: 

The American Ambassador and Mrs.!Mr. Doe 

U.S. Citizens 

Jn addressing U.S. citizens, complimentary tides 
should not appear in combination with any other title or 
with abbreviations indicating scholastic degRlCS (except 
"'1be RA:verend"). Example: 

John Smith. A.B •• Ph.D. 

not 

Mr. John Smith, A.B., Ph.D. 

but 

Tue R-cverend Dr. Geoffrey Owny.e 

Gender Unknown 

Address an individual whose gender is unknown by 

first and last name. Do. not use a -complimentary tide. 
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SALUTATION AND CLOSE 

Salutations 

When a woman occupies a high Government posi­
"on, substitute the title .. Madam" for "Mr." before such 

:mal titles as "President," ''Vice President." 
Chairman," "Secretary," and "Ambassador." 

Substimte lhe appropriate title of .. Miss," "Mrs.," or 
"Ms!' for "Mr."' when the surname, rather than a fonnaJ 
title, follows. Example: 

Dear Madam Secrcwy: 
(Cabinet officer) 
Dear Madam Ambassador: 
Dear Mrs. Smith: 
(Member of the House of RcplCSClltativcs) 

bu.t 

Dear Senator Smith: 
(Member of United Stales Senate) 

Dear Ms. Jones: 

When-it is no~ known if the ?ddressce is a man or 
woman, use the name as given. Example: 

Dear R.C. Roe: 

ormal Salutation - This form of salutation is 
inc most commonly used in the United States. Unless 
the person holds a title, the salutation is usually "Dear 

MrJ Miss/ Mrs.I Ms. (last name) ... E:uunple: 

Dear MrJ Miss/ Mrs.I Ms. Jones 
·Dear Senator Doe; 
bear General Smith: 
Dear Mr. Brown: 

Examples of salutations to letters or petitions having 
multiple signers are listed in the Appendix to this 

Chapter. 

In official com:spondcnce, !he titles of top-ranking 
'Government officials such as the Pn:sident. Vice 
President, Chief Justice, SecrelBl')'. and Ambassador are 

DOTH 1325. C 

never used with the individual's last name. Instead use 

lhe following salutation: 

Dear Mr. President: 

Of 

Dear Madam Ambassador: 

In some corr-espondcnce, the signing offic;;er may 

di:rect the use of a salutation on a first-name basis when 
the addressee is personally known. "My dear(first 
name)" is not used. however. Ex.ample: 

DearBi11: 
DearMmy; 

but not 

My dear Cathy: 

Formal Salutation - .. Sir:" or .. Madam:" is some~ 
times used as a formal salutation in addressing high -

ranking Federal, Swc, or local officials. Leners to c:Oun 
officers often carry the salutation "Sir.'" or "Madam:" 
when they are addressed to the officer by title rather 
than by name. Likewise, letters to business finns or pri­
vate organizations may bear the formal salu1ation .. Sirs 
or Madams: .. or -Sirs and Madams: .. when the identity 

of lhe spec:::ific addn:ssees is not known. 

Modir .. d or Na Salutatio• - Some oi:ganiza­

tions may elect to omit the "Dear" or the eni:ire saluta­
tion. Organizations might adopa this infonnaJ scyle for 

all .colTCSpondence or for instances where the gender is 
unknown or an informal tone is dcsiRd for multiple 
addressees. 

Complimentary Close 

Generally, lhe complimentary close'should be as formal 
or informal as !he salutation. Common practice is to use 
the infomial complimentary close "Sincerely," unless 
otherwise specified in the following list or unless anoth­
er form is preferml by the signing officer ... Sincerely 

yours." is ano'lher commonly used infonnal dose. 
Where the salutation is ornin~d. the complimentary 

close is not used. 

DOT·H 1325.2C 
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EXAMPLES OF FORMS OF ADDRESS 

The following list shows tl1e address element, salutation, and complimentary close. when used, for c-ertain addressees.• 

ADDRESSEE 

THE WHITE HOUSE 

The President 

Spouse of the 

Prcsident 

Assistant 10 the 
President 

Former PA:sidenr ' 

The Vice President 

Fonner Vice 

President 

Director, Office of 
Management and 

Budget 

THE FEDERAL JUDICIARY 

The Chief Justice 

Associate Justice 

DOTH 1325.:ZC 

ADDRESS ON LE1TER . 
SALUTATION AND 

COMPLIMENTARY CLOSE 

-----------------

The President 

The White House 

Washington, DC 20500 

Mrs. (full name) or Mr. (full name) 
The White House 

Washington, DC 20500 

The Honorable(fulJ name) 

Assistant to the Piesident 

The White House 
Washington, DC 20500 

The Honorable{full name) 

(local addias} (ZIP Code) 

Formal: The Vice President 
United Sutes Senate 

Washington, DC 20510 

lnfGrmal: The Honorable (full name) 

The Vice President of the 

United Stales 

Washington. DC 20501 

The Honorable (full Name) 

(no tide) 
Oocal addn.:ss) (ZIPCode) 

The Honorable (full name) 

DiR:CtOr. Office of Management 

and Budget 
Washington, DC 20S03 

The Chief Justice 

The Supr-c:me Coun 
Washington. DC 20543 

Justice (surname) 

The Supreme Coun 
Washington, DC 20543 

Dear Mr.IMadam Praident: 
Respectfully. 

or 
The President; 

R.-espectful1y submincd, 

Dear Mrs./Mr. {-surname): 2 

Sincerely, 

Dear Mr.IMrs..lMiss/Ms;(sumame): 
Sinccmly, 

Dear PR:sident (surname)~ 

Sincerely. 

Dear Mi ./Madam Vice President: 
Sincesely, 

·Dear M.r ./Madam Vice Plcsident: 
SillCCl'Cly, 

Dear Mr.IMrs.IMiss/Ms. (smname): 
Sincerely, 

Dear Mr.IMrs.IMiss/Ms..(sumame): 
Sjna:rely. 

~Chief Justice: 

Sim::eR:ly, 

Dear Justice (surname): 
Sinoerely, 
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ADDRESSEE 

The Clerk of the 

Supreme Court 

,,,CONGRESS 

President of the 
Senate 

Pn:sident of the 

Senate Pro 

Tcmpore 

";;~aker of the 

House of 

Rcprescnratives 

Majority Leader 

United States Senate 

1rity Leader 

,d States Senate 

United States 

Senator 
{in Washington., DC) 

(away from Washington, DC) 

Majority Leader 
House of 

RepR:scntatives 

Minority Leader 

House of 
Representatives 

ADDRESS ON LETl'ER 

The Clerk of the Supreme Court 

The Supreme Court 

Washington. DC 20543 

The Honorable (full name) 
Pr-esident of the Scnaie 
Washing1on, DC 205 IO 

The Honorable (full name) 

President Pro Tempon: 

Uni1cd States Senate 

Washington, DC 20510 

The Honorable (full name)· 
Speaker of the House of 

Represcmadv~ 

Washington, OC 20515 

The Honorable (full name) 
Majority Leaf:ler 

United States Senate 

Washington, DC20510 

The Honorable (full name} 
Minority Lea.der 
United Slates Senate 
Washington, DC 20510 

The Honorable.(fuU name) 

United States Senat-e 
Washington, DC 205] 0 

or 
The Honorable (full name) 

United States Senator 

(Congressional Dislrict office address) 

(City){Sratc) (ZIP Code) 

The Honorable (full name) 
Majority Leader 

House of Rqm:scn1a1ives 

Washington, DC 2.0S 1 S 

The Honorable (full name) 

Minority Leader 

House of R-epr.esentativ.es 

Weshingron, DC 20515 

SALUTATION AND 
COMPLIMENTARY CLOSE 

Dear McJMrs./Miss!Ms.(sumame): 

Sincerely, 

Dear MrJMrs.!Miss/Ms. President: 

Sincerely, 

Dear Mr.IMadam President 

Sincerely, 

Dear Mr.JMadame Speaker. 

Sincf:tCly, 

Dear Mr.JMadam Leader. 
Sincerely. 

Dear Mr ./Madam Leader. 
Sincerely, 

Dear Senator{sumamc): 
Sinc....-n:ly, 

Dear Mr ./Madam Leader. 
Sincerely, 

Dear Mr./Madam leader. 
Sincere! y, 

DOTH l325.2C 



ADDRESSEE 

United States 
Repraentativc 

(in Washington. DC) 

(away from Washington, DC) 

Committee 

Chainnan 
ChaiJwoman 

Chair 

Subcommiuce 
Chairman/ Chairwoman/ Chair 

(in Washington. DC) 

(away from Washington, DC) 

Joint Committee 

Chairman 5 

Senator-elect 

Repiesentative· 

elect 

DOTH !32S.2C 

ADDRESS ON LETTER 

The Honorable {full name) 
HouseofRep1esen~tives 

Washington. DC20SlS 

or 
The Honorable (full name) 

Member, Uni~ Stales House of 
Rcpresentativeg 

Oocal address) (ZIP Code) 

The Honorable (full name) 

Chainnan, Comminec on (name) 

United St.ates Scnale 

Washingron, DC 20510 

or 
The Honorable (full name) 

Chairman, Committee on (name) 

House of Representatives 

Washington. DC 20515 

The Honorablc(full name) 

Chairman. Subcommittee on{name) 

{name of paR:nt Comniitt.ce) 

United States Senate 
Washington, 0C WSIO 

or 

The Honorable (full name) 
<:'.h!llrman, Subcommittee on{namc) 

(name of pan:nt Committee) 

House of Representatives 

Washington. DC 20515 

The Honorable (full name) 

Chainnan. Joint Committee on 
(name) 

<:ongpess of the United States 
Washington, DC {ZIP Code) 

The Honorable (full name) 

Uniled Statcs Senator-elect 

or 
R.epr.esentative-elecl 
(adds:ess, if given) or 
Can= of the Uniled States 

Senate or House of Representati\ICS 
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SALUTATION AND 
COMPLIMENTARY CLOSE 

Dear Mr./Mrs.IMiss/Ms. (surname): 

or 
D:ar Congressman/ 

. Congraswoma:n~somame): 
Sincerely, 

Dear Mr. Chainnan! • 

Madam Chairwoman/ 
.Chair: 

SinceRly, 

Dear Senator .(surname): 
Sina:Jely, 

Dear Mr .JM:rs./Miss/Ms,(sumame): 
Sincerely, 

Dear Mr ./Madam Chainna:n: 

SinceJeJy. 

Dear Senator-dect '(surname): 
Sincercly. 

Dear Congressman..elect: 

Sincerely, 
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ADDRESSEE 

Office ofa 

Deceased Senator 
or Representative 

Chaplain of the 
United States 

Senate or House 
of Representatives 

Secretary of the 
United States 

Senate 

Clerk of the House 

Resident 

Commissioner 

LEGISLATIVE AGENCIES 

Comptroller General 

Librarian of 

·congress 

Public Printer 

ADDRESS ON LET:TER 

Office of the late Senatol" 

(full name) 
United Stages Senate 

Washington. DC 20515 

or 
Office of lhe late Repn:sentative 

(full name) 

House of Representatives 

Washington, DC2051S 

The Reverend (full name) 

Chaplain of lhe United States Senate 

Washington. DC 20510 
or 

The Reverend (full name) 

Chaplain of lhe 

House of Representatives 
Washing1on. DC 2f:tS15 

The Honorable (full name) 

Secretary of the Seniue 

United States Senate 

Washington. DC 20510 

The Honorable (full name) 
Qerk of the House of 

Rc:prcsentati vcs 
House of Rcpresentativ~ 

Washington.DC 20515 

The Honorable (fun name) 

Resident Coinmissioner from 

Puerto Rica 
United States House of 

Representatives 
washincton.'oc-2o51s 

The Honorable (full name) 

Comptroller General of 

the Uniled States 
Washington, DC 20548 

The Honorable {full name) 

Librarian of Congress 

Library of Congress 

Washington. OC 20540 

The Honora.blc{full name) 

Pub1i<: Printer 

U.S. Government Printing Office 

Washington, OC 2-0401 

SALUTATION AND 
COMPLIMENTARY CLOSE 

Sir: or Madam: 

Sinoercly, 

Dear MrJMxsJ MissJMs. (9Dlal:l"e~l 

Sincerely, 

Dear MrJMrs.IMissJMs .. (sumamc): 
Sintlerety, 

Dear Mr./Mrs.JMiss/Ms. (surname): 
Sincerely, 

Dear Mr.!Mrs.IMills/Ms. {swname); 

Sincerely. 

Dear MrJMn;JMissJMs. {surname): 
"Sincerely, · 

Dear Mr.!Mrs./Miss/Ms. {surname): 

Sincerely. 

Dear Mr./Mrs./Miss/Ms.(sumame): 

Sincer.ely, 
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ADDRESSEE ADDRESS ON LETI'ER 

EXEctmVE DEPARTMENTS AND IND~ENDENT AGENCIES 

Cabinet Members 

Deputy Secretaries 

Assistant Secretaries 

Under Secretaries 

Postmaster General 

Head of a Federal 
Agency. Authority, 

or Boan:! 

Head of .a major 

organization 

within an agency. 
if a Presidential 

appointee 

Chairman of a 

Commission 
{or Board) 

Chairman of a 

P.ennanentJy 
Qlanered 

Council 

DOTH 1325.2C 

The Honorable (full name) 
Secretacy of (name of Department) 

Washington. DC (ZIP Code) 
or 

The Honorable {full name) 
Atromey General 
Washington, DC 20530 

The Honorable (full name) 
Deputy Secretary of 

(name of Department) 
Washington, OC (ZIP Code) 

or 
The Honorablc{fuJI name) 

Assistant Secretary of 

{nameofDepartrnenQ 
Washington, DC (ZIP Code) 

or 
The Honorable (fun name) 
Under Scc:rewy of 

(name of Department) 

Washington, DC (ZIP Code) 

The Honorable (full name) 

PostmaSler General 
Washington, DC 20060 

The Honorable (full name) 
(title) 

(agency name) 

(addsess) 
.. --(CiiyHSiBli::) (ZIPCodc) 

The Honorable (full name) 
(title), (or~tion name) 

{agency name) 
(address) 

{Qty) (Slate) '(ZIP Code) 

The Honorable (full name} 

Chainnan, (commission name) 
(address) 

(City) (State) (ZIP Code) 

Chainnan (full name) 

{council name} 
{address) 

(City){State) (ZJPCode) 

Appendix 1 F1'rms ot Address • A9 

SALUTATION AND 
COMPLIMENTARY CLOSE 

Dear Mr.JMadam Secretary: 
Sincerely, 

Dear Mr.IMadam Attorney General: 
Sincerely, 

Dear Mr ./Mrs./Miss/Ms. (surname): 
Sioocrely, 

Dear ~r .!Madam 
Posunaster General: 

Dear Mr./Mrs.JMiss/Ms. (surname): 
Sincetcly, 

Dear Mr.IMts.JMiss/Ms. {swname): 

(surname): 

, Sincerely, 

0-..ar MrJMadam Chairman: 
Si11CC1C1y, 

Dear Mr.JMrs./Miss/Ms. (smname): 
Sincerely, 
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ADDRESSEE 

AMERICAN MISSIONS 

American Ambassador 

Persona.I (Special) 
Representative of 
the President 

American Consul 

Gencra1or 
American Consul 

ADDRESS ON LETTER 
--------·-

The Honorable {full name) 
American Ambassador 
(City) (Country) 

The Honorable (full name) 
Personal Representative of 

the Presidcnl of the 
United States of America to 
(counuy) 

{address) 
(City) StatefCountry) 

Mr. (full name) 

American Consul General (or 

American Consul) 
(City) (Country) 

SALUTATION AND 
COMPLIMENTARY CLOSE 

Sir/Madam: (fonnal) 
Dear Mr JMadam: 
Ambassador: (informal) 
Very lnlly yours, (formal) 

Sincerely, (informal) 

Dcllr MrJMrsJMiss/Ms. {surname): 
Sincerely, 

Dear Mr JMrs.JMiss/Ms.(sumame): 
Sincerely, 

·- - ·····- -------------------
FOREIGN DIPLOMA TIC MISSIONS TO THE UNITED STA TFS 

Foreign Ambassador 

in the Uniled States 

orcign Minister in 
the United States 
{head of a Legation) 

Foreign Minister or 

Counselor in the 
United States 

His{Her) Exoellency (full name) 

Ambassador of (Country) 

Washington, DC (ZIP Code) 

The Honorable (full name) 

Minister of (Country) 

Washington, DC <ZIP Code) 

The Honorable (fUU name) 

Minister/Counselor 

Embassy of (Country) 

Washington, DC (ZIP Code) 

INTERNATIONAL ORGANIZATIONS 

United Srates 
R~presentative 

to the United 

Nations or Organization of 

American States 

The Honorable (full name) 

United States Representative to 

the United Nations (or Organ­

ization of American Staies) 
(City) {State) (ZlP Code) 

Excellency: (formal} , 

Dear Mr ./Madam Ambassador: 
(informal) 

Very truly yours, (formal) 

Sincen:ly. {~nfonnal} 

Dear Mr .I.Madam Minister: 
Sincerely, 

-Dear MrJMadam Minister: 
Sincerely, 

Sir/Madam: {formal) 

Dear Mr JMadam Ambassador. 
(informal) · 

Very truly yours. (fonnaJ) 

s;nccrcJy. (infonnal) 
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ADDRESSEE ADDRESS ON LETI'ER ___ ,_, ___ _ 
STATE AND WCAL GOVERNMENTS 

Governor of State 

Licutenam Governor 

State Senator 

State Representative 

Assemblyman 

Delegate 

Mayor 

CHURCH OFFICIALS 

Minister 

Pastor 

Rector 
(with doctoral 
degree) 

Minister 

Pastor 

Rector 
(no doctoral degn:c) 

Presiding Episcopal 

Bishop 

Episcopal Bishop 

DOTH 1325.2C 

The Honorable tfull name) 
Governor of (State) 

(City} (StateHZJP Code} 

The Honorable (full name) 

Lieutenant Governor of (State) 

!City) (S1'te) (ZIP Code) 

The Honorable (fuJI name) 
(State) Senator 

(City) (State}(ZIPCode) 

The Honorable (full name) 

(State) House of 
Repn:sentatives (or Assembly 

or House of Delegates) 
. (City) (State) (ZIP Code) 

The Honorable(full name) 
Mayor of{City) 
(City) (State) {ZIPCQ!ie) 

The Reverend (full name, degrees) 

(name of thurch) 

(address) 

(City) (Statc)(ZIPCode) 

The R.evell:nd (full name) 

(name of church) 

(address) 
(City) (State) (ZIP Code) 

The Most Revcr-cnd (full name, 

degTCeS) 

Pr-esiding Bishop of the 

Episcopal Church 

(addR'!ss) 

(City) (State) (ZIP Code) 

The Ri.ght Revenmd {full name. 

degrees) 
Bishop of (diocese) 

(address) 
{City) (State} (ZIP Code) 

Appendbt 1 Forms of Actdless •A y 1 

SALUTATION AND 
COMPLIMENTARY CLOSE 

Dear.Oovemor.(sumame); 
SinceMiy, 

Dear Mr.JMrs./MisslMs. (swname): 

Sincerely. 

Dear Mr..IMrs./Miss!Ms. {surname): 

. S~ncerely' 

Dear Mr.JMrs./MisslMs. (sumame): 
Sincere1y. 

Dear Mayor (surname): 
Sincerely, 

Dear Dr. {surname): 
Sincc:s:ely, 

D-..ar Mr./Mm./Miss!Ms. Csumame): 

Sincen:ly. 

.Dear Bishop{sumame): 
Sinccn:Jy, 

Dear Bishop (surname)~ 
Sincerely, 
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ADORESSEE 

Sp1:.c;opa1 Dean 

Mormon Bishop 

Rabbi (with doctoral degree) 

Rabbi (without doctoral degree) 

Catholic Cardinal 

Catholic Archbishop 

Catholic Bishop 

Catholic Monsignor 

(higher rank) 

Catholic Monsignor 

(lower rank) 

ADDRESS ON LETTER 

The Very Reverend (full name, 

degrees} 

Dean of (church) 

{address) 

(City) (State) {ZIP Code) 

The Reverend (full name, dcgmes) 

Methodist Bishop 

(address) 

(City) (State} (ZIP Code) 

Mr. {full name) 

The Chuicll of Jesus Christ 

of Latter-day-Saints 

(address) 

(City) (State) (ZIP Code) 

Rabbi {full name, deg~) 

(Synagogue) 

(address) 

(City) (State} (ZIP Code) 

Rabbi (full name) 

(Synagogue) 

(address) 

(City) (State) (ZIP Code) 

His Eminence 

(first name) Cardinal 

(surname) 

(address) 

(City) (State) (ZIP Code) 

The Most Reverend (full name) 

Archbishop of {archdiocese) 

(address) 

(City) (State) {ZIP Code) 

The Most Reverend (full name) 

Bishop of (diocc:sc) 
(add~s) 

(City) (State) (ZlP Code) 

The Right Rev.crend (full name) 

(ad~s) 

(City) (State) (ZIP Code) 

The Right Reverend (full name} 

{address} 

'(City) {Stale) {2'.JPCode) 

SALUTATION AND 

COMPLIMENTARY CLOSE 

Dear Dean (surname): 

Sincerely, 

Dear Bishop: 

Sincefely, 

Dear Mr. (surname): 

Sincerely, 

Dear Dr . .(surname): 

Sincerely, 

Dear Rabbi {surname): 

Sincerely, 

Dear Cardinal {surname): 

Sincerely, 

Dear Archbishop (surname): 

Sinct:R:ly, 

Dear Bishop{sumame): 

Sincerely, 

Dear Monsignor~sumame): 

Si1JCC1Cly, 

Dear Monsignor (surname): 

Sincerely, 
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ADDRESSEE 

Catholie Priest 

Catholic Mother 
Superiorofaningitution 

Orthodox Archbishop 

-Orthodox Bishop 

Orthodox Priest 

Chaplain (mililmy services} 

DOT H 1325.2C 

ADDRESS ON LETTER 

The Reverend (fuU name) 

{initials of order. if any) 
(address) 

(City) {State) (ZIP Code) 

The Revcn::nd MolberSupcrior, 

(initials of order, if used) 

(name of institution) 

(address) 

(City) (State) (ZIP Code) 

His Eminence 
Aidlbishop {full name) 

8 - 10 East 79th Street 

New Ymk. NY ·1-0021 

His Grace (fulJ name) 

Bishop of (name of diocese) 

(address) 

(City)'(State) (ZIPCod~) 

The Reverend (full name) 

(Name of chui:ch) 

(addMss) 

(City) (State) (ZIP.Code} 

Chaplain (full name) 
{rank. service designation) 

{adcbess) 

(City) (Stale) {ZIP Code) 

Append« 1 Forms of Address •A 18 

SALUTATION AND 
COMPLIMENTARY CLOSE 

Dear Father (surname): 

Sincer-ely. 

Dear Reverend Mother: 
Sincetely, 

Your Eminence: 

Sincerely. 

YOUT'Grace: 
Sinceady. 

Dear Father: 
SincCRJy, 

Dear Chaplain.(sumame): 
Sinoerely, 
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)ADDRESSEE 

MILITARY SERVICES 

rmy, Air Force. Marine Corps 

"'Cral 
enant General 

,,<>r Genenll 
Brigadier General 

Colonel 
Lieutenant Colonel 

Major 

Captain 

Fust Lieutenant 

Second Lieutenant 

Chief W arranl 

Officer 

Warrant Officer 

"'-~emit Major 
er Sergeant 
.::ant First Class 

• ...chnical Sergeant 
Staff Sergeant 
Sergeant 

Corporal 

Specialist 

classes 4 through 9 

Private First Class 
or Private 

Ainnan First Class 
Airman Second Class 
Ainnan Third Class 
Basic Airman 

Navy, Coast Guard 

Admiral 

Vice Adminll 
Rear Admiral 

Captain 

ADDRESS ON LETTER 

{full rank, full name 
abbreviation of service) 
(address) 
(City) (State) (ZIP Code) 

(same as above) 

(same as above) 

(same as above) 

(same as above) 

(same as above) 

(same as above) 

(same as above) 

(same as above) 

(same as above) 

(same as above) 

(same as above) 

(full rank, full name 

abbreviation of service) 

(City) (State) (ZIP Code) 

(same as above) 

SALUTATION AND 
COMPLIMENTARY CLOSE 

Dear General {surname): 

Sincerely, 

Dear Colonel (surname): 
Sinocn:ly, 

Dear Major (surname): 

Sincemly. 

DearCaptain (sum~e): 
Sincerely, 

Dear Lieutenant {surname): 

Sincerely, 

Dear Chief Warrant Officer 
(surname): 

Sincerely, 

Dear Wanant<lffK:Cr{sumame): 

Sincerely, 

Dear Sergeant (surname): 
Sincerely, 

Dear Corporal (surname): 
Sincerely, 

Dear Specialist (surname): 
Sincer-cly, 

Dear Private (surname): 
Sincerely, 

Dear Airman~sumame): 
Sincerely, 

Di:ar Admiral (surname): 

Sincerely, 

Dear Admiral {surname) 

Sjncerely, 

Dear Captain.(sumame): 

"SinOCPely, 
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ADDRESSEE 

Commander 
Lieutenant Commander 

Lieu&enant 
Lieutenant (jg) 

Ensign 

Chief Warrant 

Officer 

Enlistee 

All Services 

Retired Officer 

SERVICE ACADEMY MEMBERS 

Anny or Coast Guard 

Cadet 

Navy Midshipman 

Air Force Air Cadet 

EDUCATION OFFICIALS 

President of a 

College or 

Uni-versity 
(with a doctoral degree) 

President of a 
College or 

University 
(without a doctoral dcg:ee) 

Dean of a School 

DOTH 1325.2C 

ADDRESS ON· LETI'ER 

(full rank, full name 

abbreviation of service) 

(City) {Slate) {ZIP Code) 

(same as above) 

(same as above) 

(full rank. full name, · 

abbreviation.of service), 

R-etired 
(addn:ss 

(City) (State) (ZlP Code) 

Cadet (full name) -

(addr:ess) 

(Oty) (State) (ZIP Code) 

Midshipman (full name) 

{address) 

(City){State) (ZIP Code) 

AirCadet {full name) 
(address} · 

(City){State) (ZIP Code) 

Dr. (full name) 

Pn:sident, (name of institution) 

{addr.ess) 

(Chy) (State) (ZIP Code) 

MrJ MrsJ Miss/ Ms. (full name) 

President, (name of institution) 
.(addA:ss) 

<City) (State) (ZIP Code) 

Dean (full name) 

School of (name) 

(name of institution) 

(address) 

{City) {Sta.re) .(ZIP Code) 

Appendix 1 Forms of Address •A ts 

SALUTATION AND 
COMPLIMENTARY CLOS£ 

~ Connnander (surname): 
SinceR:ly, 

Dear Lieutenant (surname): 
Sincerely, · 

Dcar(rank, surname): 

SinccreJy, 

Dear (rank, surname): 
Sincerely, 

Dear Cadet (surname): 

- SinceR:ly, 

Dear Midshipman{sumame): 
Sinc.erely, 

Dear AirCadet.(surname}: 
Sincen:ly, 

Dear Dr. '(surname): 

.Sincerely, 

Dear MJ:J MrsJ Miss/ Ms. (surname): 
Sinceiely, 

Dear Dean (surname): 

Sineercly. 
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ADDRESSEE 

Professor 

Associate Professor 

Assistant Professor 

PHYSICIANS AND LAWYERS 

Physic:ian 

Lawyer 

- ~L TIPLE ADDRESSEES 

.... Woman and One Man 

Two or More Men 

ADDRESS ON LETTER 

Professor (full name) 
Department of (name} 

{name of institution) 

(address) 

(City) {State) (ZIP Code) 

Mr. (full name) 

Associate (or Assistant 
Professor) 

Departmcnl of (name} 
(name of institution) 

{addn:ss) 

(City) (Stale) (ZIP Code) 

(full name), M.D. 

(address) 

(City) .(State) {ZIP Code) 

MrJ MrsJ Miss/ Ms. (fuU name) 
Attorney at Law 
(address) 

(City) (State) (ZIP Code) 

MrsJ Miss/ Ms. (full name) and 
Mr. (full name)" 

(addless) 
(City) (State) <ZIP Code) 

Mr. (full name) and 

Mr. (full name) 

(address) 

{City) (State) '(ZIP Code) 

SALUTATION AND 
COMPLIMENTARY CLOSE 

Dear Professor (surname): 

Sincerely. 

Dear Professor {surname): 

Sincerely, 

Dear Dr. (surname): 

Sincerely. 

Dear MrJ Mrs.I Miss/ Ms. 
(sumame): 

Sincerely, 

Dear Mrs} Miss! Ms. ~surname): 
and Mr. '(surname): 

Sincerely. 

Dear Mr. (surname) and 
Mr. (surname): 

or 
Dear Mes!ll'l>. {surname) 

and {surname): 

Sinccfel~, 
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ADDRESSEE 

Two or More Women 

OTHER 

Unknown Gender 

---····· .. --------

ADDRESS ON LElTER 

Mrs.I Miss/ Ms. (full name.) and 

M.rsJ Miss/ Ms. (full name) 
(address) 
{City) ('State)(ZIPCodc) 

Leslie Smith 
(address) 

(City) (Si:ate) (ZIP Code) 

Appendix 1 Forms of Address •A J 7 

SALUTATION AND 
COMPLIMENTARY CLOSE 

Dear Mrs. (surname) and 

·Ms. '(-surname):. 

or 
Pear Mmes. (surname): {if 
married): and Miles. (surnames): 

(if unmarried) 

Sincei:cly, 

Dear Leslie 'Smith 
Sincerely. 

• AU examples should be taken in context with the rules given in Appendix I. Titles and names of individuals can be 
found in the "United Sl8leS Government Manual." 

i.e., last name. 

' Use The Honorable unless the: former President is entitled to another distinctive title (such as a militaJy one) and 
p!'ders 10 be addressed by it. Example: 

Oeneral (Full name): 
Dear Oeneral (surname): 

• Dear Mr. Chainnan ls most commonly used; however. Madam Chairwoman and Chair are options. Consult your 
agency .guidelines or the .. CongFCssionaJ Directmy ... 

~ The names of the Sranding Committee& of the Senate and House or Representatives. as well as th!>SC of the Joint 

Congressional Committees, are listed in the "Congn:ssional Din::ctory." 

• If the name of the late Senator's secretary or administrative assistant is known, the letter may be addiesscd to that 

person by name. 

1 The title is ••Mr." or "Dr." as appropriate. ..Reverend" is not used with the surname alone. 

• A letter to twO or more persons may be addressed as illustralCd or to only one of them when the otber is mentioned 

by name in the opening paragraph. 
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APPENDIX 2 

ELEMENTS OF STYLE 

CAPITALIZATION 

Commonly used principles of capitalization are 
briefly stated and supported by examples in this section. 
When 10 capitaliite is shown on the left; when to not 

capitalize is shown on the right. For more infonnation 
consult the U.S. Government Printing Office Style 

Manual. 

Consistency in capjtalizing is imponanL Two prima­

ry rules govern the use of capitals: {I ) Proper nouns, 

titles, and first words are capitali:red; and (2) common 
nouns are not capitalized unless Ibey have gained the. 
status of proper nouns. 

Proper Nouns 

Names of Persons, Places. and Things 

Capitalize names of penons, places, alld things and 
their derivatives which retain proper noun meanings. 

Do not capiJa/ke. names which haPe become common 
or their derivatives which have general meanings. 

Do 

John M=idllm, Macadam family 

Paris. Parisian 

ltaly, lt11lilln 

Rome, ROl!lan 
Oipi1ol {building) in Washing1on. D.C. 

Do Not 

macadamized 

plu1er of paris 

iutlics, italicize 

roman llype style) 

a Swe caphal 

Common Nouns Used As Proper Nouns 

Ca~ common nouns zued ~parts of proper name 

and litles. Do not capila/i/.e noum usl!Jl to subslitule for a 
name or to denote time, sequence, or reference. 

Do 

Maua.c:huse11.s Avenue 

Federal Eltprieas 

Cape of Good Hope 

Union S1a1ion 

Budge! 1111d Accounting Procedures Act 

Appendix C - Smc SlnlCtun::s 
Exhibit 07: Histc>rlc: Background 

Trary of Versailles 

DoNOI ---­

the: DV<:llUC: 

the express to Boston 

rhc: sou1hcmnaos1 cape 

the station 

.aorl951 
located in appendix C 
a reprint of exhibit 07 

lratyof 1919 

Capitaliie common nouns when they are used alone 

as well..Jcnown short forms of proper names. Do not 
cap:'talize when used in a general sense. · 

Do 
British Commonweahh; the 

Comrnonwc:al1h 
Chercl;ce Nation: !he Nation 

United S1111C•: lhc States 
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Do Not 

a commonwealth of 
nations 

a na1ion of warlike people 

state· s-c.viclcn~ 

Capualke plural forms of common nouns when they 
are used as part of proper names. Do nol capilalize 
when used in a ceneral sense. 

Do 
Lakes Eric al!Cf-On1ario 

State and Tf1!ilSUty Dcpanmenis: 

the .Depanmcuts 

Do Not 

lhe lakes 

other departments 

Names of Organized Bodies 

Federal Government Units 

Capitalize lilies of the Federal Gow.:mmcnt, its units. 
and their shonened fonns. Capitalize other substitu1es 

onJy to.show distinction. Do not capitalize when they 

are used in a general ·sense or when referring to other 
than a Federal Government unit. 

Do 

The U.S. "Govcmmell!: the 

Federal Oovcmmmit, !he 

NaiionaJ Oovcmmcrit, 

the uovcmmcnl 

U.S.Congiessi IOla-Coogrcss 

lhc Senate. the Houlle 

CQmmillCC of the Whole: 

the Committee 

House Wttys and Means Committee: 

thc:Commit-
Depanmcn1 of AgricultUR< 

the De.partment 

Bureaii ofVieO:nsus: 

lhc Census Bureau, 1hc Bureau 

Geologic:al Slll'VC)': lbe Survey 

Jn1ers1a1e'Commercc Commission: 
the 'Ctimlnissilftl ·-. -· .. 

American -Embassy: du: Embassy 

Depanmcnt of Defc11SC: Militar;y 

£s\ablisbment, Armed Fon:cs 

U.S. Anny: the Army, RegUlllf 

Army. !he lnfamry, 8lst 

Regiment, Anny B1111d 
U.S. Navy: lhe Navy, Navy (Naval) 

-Establiahmcnt, Marine Cotpl 

Do Nor 

democratic go'llemmenl, a 

fedcnll llnion. two 

na1ional govemmen1s. 

c:i1y covemmea1 
a c:onglll!n of citizct1S 

a sena1e or house unit in 

Iowa 
commiucc:s of the Sena1e:, 

a F'f A commit!U. 

a i;:ommillcc to consider 

ways and nw:ans 

any department of rho 

Oovcmmem 

formation or a btm:au: 
other burea111 of she 

Dcpat11DC11t 

a survey of minerals 

11 commission of tradc 

righ!s. inlcnrlarc~ 
a foreign embau;y; 

also the i:onsulate, 

· -consul- gcnenal 
a defense establishmen1, 

armed fcrces aploring 

lhc lft8. also lllma:I seMr= 
an army,-Onnt's anny 

soldiers, Ille regiment, 

the Man:h King's band 

naval shipyard, naval 
:n.a1ion, a marine 
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lntemational Organizations 

Capitalize names of inremati.onal organizslions. Do 
not capitalit.e when used in a reneral seMe. 

l Nations: die CoundL 
Assenably. the Sc:c:reWiat 

the World He.tllh Orguizalion 

Do Not 
nariofts ulliti:d in the 

Middle East, 1 collllCll of 

citiicm, a IOWD assembly, 
a SCQ'elariur for 

lhc director 

funds for • world heald> 
organiulion 

Names of Other Organized Bodies 

CapiloliT.11 nmn1111 of other organiud IJOdies when used 

as tilk;s. Do not capiJaliu wlum used in ageneral 

llelU& 

i>o 
Vilginia Assembly, West Vi.p.ia 

House of Delepies 

1:alifomia SI.Ilse Highway Comlllission: 

Higbw17 Commission of Califomia 

Dulchland R.ailroad Company: 
lhe J)un:hland R.aihoad 

Do Not 

the assembly, !he Swe 

sc:m11c, lbe home of 

dclcg-
lhe rugtaway commissicm 

I.he commission for 

higk-y constnlCllon 
1he nWroad company, 

1ht: niln:llld iii Pennsyl'Wlllia 

Nam- of Members of Organized Bodies 

,alhe names of mBmben of organiud bodies ilJ 

arstinguish them from the ;stUM wards merely in a 
lkscriptiFe ;sense. Do not capitaliz.e when used in a 

seneral sense. 

Do 
a Repsuettcative (U.S. COBgn'lllS) 

a Republican (member of a 
poliric:al pany) 

a Catholic (member of the 

Catholic Chmdi) 

a Member of Congsess 

'DoNlll 
a ...,pnisenbllivc or • group 

a rcpublieml form of 

.. JOYc:n'A'Delll 

r::alholic (universal) 

inrcn:slS 

member of c:cngrcssioul 

commince 

Official Designation of Countries. 
Domains. and Their Divisions 

Capitalize names of countries and their di-visions 
when used as proper names. Do not capitalh.e when 
.used in a general sense. 

Do 

Uni1ed Stales: the RllPllblic.. 
the: Nation. !he Union 

State of Ohio, New York SI*. 

the Empin: State, lhc Sme 

Dominion of Canada: Ilic: DomJmon 

Do Not 

a mpubfic, bolh utio11s. 

Mtional debt, union of 

Scates (U.S.) 

churcl!. ud ewe. 
.swcwide, mutlislate, 
llp.Sbll.CI 

a dominioll of die W CSICl'n 

Hemisphere 
farmins pn)vinccs or 

Can.ma 

Names of Regions, Localitiea. and 
Geographic Featurea 

Capilalize n.am• of regiom, 4ot:alities,. an4 geog1'0phic 

Jeanues when ram as proper namu. Do not copiJal~ 
lenn:s us# to denote mere direction or posilion. 

Equa1orial A~rica 
!he Middle East (Asia) 

die Pmmised Laad 

die: Continc:Dt 

DoNOI 

nonb, SOllth. !!Ut, wesc, 
nartberly. nonhem. 
nordlward road to lhe . 

west. a inldwest din:ctioa 

"""' to the -. .. 
mid-.t cfm:cdon 

cquatari:al<o11111rics 

middle- of lhl:'Stalc 

a bind of promise . 
continental bciuodllria 

Na1111es o.f Calendar Divisions. liolidays. 
Historic Events. and Periods of Time 

CapitaJ&e-liaiiiii-oTmondis of the year and days of the 

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

Do 

Mcmday, Tuesday, Wednttday 

Do Not 

spring, summer, aut:amn, 

fall, winter 

die year 2000, I.he 2 lat 

century 

Cap~ nan14s of eiients and holidays. Do not capi­
tslke when used in a .genend sense. 

Do 

Battk:s of Fust and 

Sewnd Manassas 
Wu of 1812. World War JI 

Fcast of the PawMr 
Founbof July{a qalionaf holiday}: 

tbe'Faurth 

D0No1 

1hc: beuaa also k'nl:IWll 
as Bull Run 

lhe war~ Vieinam war 
a ~ligious fast 
on July die-fourth 
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Tttles Used With Names or litles 
Standing for Persons 

Titles Preceding Names 

CApitaliz.e titU!s preceding proper names. Do not capi­

talit:e when used in a general sense. 

Do 
President Lincoln 

King George 

Chainna.n McDowell 

Ambauador Page 

Do Nm 
a pr.:sklen1 of• club 

a king of $padcs 

a c:hairman of I.he commillo:: 
ambassador at large 

Titles Following Names or Titles Used 

Alone 

Capitalize titles following proper names or used alone 
as substibllufonlllllnes when duty indicate preemi­
nence. Do not t:opilaliu when used in a .general sense. 
or when not indicalit11: preeminence.. 

Do 
Willi.am Clinton.. Preslderu of the 

UnilCCI SWl!ll: Ille President; 
lhe Presidi:flt-elecl; the 

Eiica.iiive; she Commaader in 
Chief: &·President GeOllle 

!lush; a fmner .Prelldenr 

Alben Gan!. Vice President of the 

Unit.Cd Swcs: rhe Vi<:e Pft:side:m 

Warrcn Chrisaophcr, "Secretal)' of 

St.Ille; the Scm:1.11ry: dJe Ac:dn1 
Sccn:tary; 1he Uadcr Sccn:rary; 

!he Assistlllll ScrR;lal"jl; I.he 
Dln:ctor: ihc 'Chief; lhe Assistant 

Chief 

Do Nm 

Bnms Mason. pn:sident of 

the Poiorruu: Railway; 
pnosiaent-elcc:t of lhc 

1Jni011; 1hc eMlCQtive 

s11i1c: a youn1 commnnder 
in chlcf; ex-pnosident of 
.Cullen lnstituie: a former 
pruldc:n1 of the unlllel'$il)' 

Caleb Johrulon. vice · 

pl'flSidem of me exdlan~ 
the 'Yice president of SDA 

SCCl'CUI~ of the 

mililaty dep.mmenu: (pan 
of lht clerical sWf). but 
Sccnuuics of the miliauy 

depmnncmlS (heeds of 

Anny, Navy, AirFom:): 
the dln:.ctor. chief. or 
usislan1 chief of the 

laboniuicy 

Capitalize tiller in the second person. 

Do 

Your Eltccllc:ncy 
Mr. Chainnan. Madam Scaewy 
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Titles of Publication. Documents, 
Acts. Etc. 

Capilllliz.e all words in tiJles of publications and docu· 
ments, ucept a, an, the, by, for, in, of, on. to, up, and, 

as, but, if, or, and nor. Do not capitalk;e when used 
apart from tiJks or in a 1:eneral sense. 

Do 
S1a1wes at Lare~ RcvisedSratutc:S 

Distrid Code 
Bancrof1' s History 

Journal {House orSell&!.e) 

American Journal of S1:ie.ncc 
Monograph 55, 

Rescan:h Paper 123 
Senate Documem 70 

Houle Resolution 611 
Kellogg·Pac:t. North Atlantic Pao:l 
Treaty ofGbenl 
SOl:i.S Sccvrity Amendm:ms or 1954 

Do Not 

lhc appUcablc SlalUIC:S 

1he c;ocic: of the District 

history l:ioOk.s 
a joumal of legislative action 

a professional journal 

any monograph. a r:=teatch 
paper by SU:s 

a historical documcn1 from 

lhcScRllle 

a commiucc l'HOflllion 
a pact between nations 
Ille UUI}' signed at-Ohent 
the Baker •mendrnlm1 

The Definite Article 

Capilalke the wonl the when used m p/Jl't of a 1UUJ1.e 
or tiJle. Do nol capitalk.e when the ·u used a4}et:livt!ly 
or with titles of newspapers, periodka/$, vu.sels, air­

ships, or Jinn names. 

Do. . 
The Dalle1 (Oregon) 

1be Weiis (New Hampshin:} 

The Haguc.(chy) 

The A11omey Gemnl (U.S.) 

The Mall,(Washiugton, DC) 

D0No1 

the Dalla region 

the We;rs -ll 
the HapeCoun; also 

the Netherlands 

the auomcy genenil of Tc.us 
the sboppjiig mall 

the Ti1t1C$. lhe Admtic 

Monthly, the Mermaid, lhe 
U-3, d1I: NalionaJ l'hcco Qi. 

Particles in Names of Persons 

Capitalke particles (d, da, della., du, van, and von) in 
foreign names or lilies - unless individual prej'erenee 
is known. Do riot-eapiUJlize in foreign names when 
preceded b;y a forename, initi.al(s) or titk. 

Do 
DaPome 

DuPont 

Do Not 

Cardinal da Ponte 

E.f. du Pont de Nemours & 

Co. Alcide d'Orbigny; 

d'Orbigny 
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Capitali:.e particles in anglich.ed names, even if pre­
cetkd by aforelUlllle or title. Do not capil.aliz.e when 
aB indMdual pref en /.oweTCtlSe. 

,_,_Van DcYllllSllr 

Sarnuel F. Du Fom 
Regi11ald De Koven 

Do Not 

Heory van Pyke (his usage) 

ln:ncc du Pon1 (his usage) 

First Words 

Capilali:.t the ftnt word of a sentence, of a direct quo­

tation, of a line of poetry, or of afonnally intnlduc:etl 
sn.r of items following a comma or a colan. Do not 
capilaliu afragrnsntary potatian or supplementary 
remarlc/ollawing a colon. 

Do 
The question is. '"Shall !he bill pas.s"!" 
He asked. MAnd WhCllll IRi 

yau 1olagT' 

Liva of pear men all ~ind us: 
We Clll make our liva sublime. 

The - WIS IS follows: Ill the 

•fflrmaliw. 23: in the nepli11e, 11: 
llOI 'VOdlJI, 3. 

Do Not 

He objected "lo \he 

Phrueolo:Y, not to the 
ideas.~ 

Revolutions 11111: DOI made: 
lhcycome.· 

SPELLING 

The Government Printing Office recognizes 

W.ebst.er's Third New International Dictionary as its 

guide to spdiin8. To achicve'fUrther standan:li:zation,. 
the U.S. 'GovernmenJ Printing Office Sryle Manual lists 
lhr •"l"efeifed forins of many words 1hat are spelled 

than one way in Wcbsler's. Users of this manual 
::ouraged to refer to GPO' s manual for specif1e 

.ng guidance. 

This part gives instructions on the fonnation of plu­
rals, the doubling of f"mal consonants when suffixes arc 

added, and the use of indefinite ank:Ies. Methods of 
fonning possessives are covered in lhe section devoted 
IO punctuation in Ibis-chapter. 

This spelling of geographic names should conform 

to the decisions of rhe U.S. Board on Geographic 
Names. In lhe absence of a decision by the Board, lhc 
U.S. Dinlctoiy of Pose Offices is used for names in the 

United Scates and its possessions. 

Plural Forms 

In forming. the plurals of compound terms. make the· 

significant wont plural For example: 

1111.0mcyS llt law 

auomeYf scnen1 
broth11B-i11-law 

commanders ill chief 

helrs111aw 

nalllries public 

n:ductm in r­
risJe.-of-way 
~s-1 

Sipljiaml wwr1 last 
assislant moneys 
auUtanl r:ommissioaers 
usimnl scn:lllries 
deputy sheriffs 
~eolonels 

' ltlde mliclns 
W:e ctl8imiai. vb!: ehairs 
rice prc$ic1cnts. 

Si1ni/it:o111 wonl iR """'°" 
usiswu imorneys ~ 
assislanl chiefs of staff 
assbian1 compll"Olers 

ac!la'11J 
, deputy chiefs of naff 

Both wort& o/ 1lpl(ll 

scnif-
Bullcll.ns Noc. '27 aNf28; 

bllt 
Bulletin No. 'Z1 or 28 

No word sip!Jit:ont in ilulf' 
fty.-by-tdgtc 

hand-me-downs 

Johnniescomc·lllfd7 

When a noun is hyphenated with en advem or prcposi­
lion. make the noun plural. For example: 
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When neither word is a noun, make the last wool plural. 

For example: 

go-berwecns 

rughcr-ups 
run-ills 

lie-ins 

To form the plural of nouns ending with fut, add sat the 

end. If it is necessary lO express the idea rhat more rhan one 
container was filled. write the two dements as separate 
words and make the noun plural. For <:xamplc: 

five budcetfuls of 1'1e 
mixture (one bllcket tillen 
five limes) 

five buclcds full of cmUi 
(sepame budcds) 

lhn:c cuplilts or flour 

(DllC cisp filled 1h= limc:s) 

The plwals of lhcse words may cause difficulty. 
appendix, appendlges. appendices minimum. mimrnums 
basis. bases minruia, minutiae 
crisis, crises pan:mhe.lis. pan:nllieses 
curriculum. curril:ulums phenome.ocn,. phenomem1 
datum. data stimulus, stimuli 
fonnula. formuliis synopsis, synopse.s 

indell • .-indeiic:s bur 

maitimum. mu.imums 

medium, mediums 
memorancium. memorandums 

memoranda 

the two Ocrmanys, both 

Kansas(;u:ys, seo;enJ Marys 

Appenazx 2 Elements of-Style<> A...?3 

Doubled Consonants 

When a suffix. beginning with a vowel is added to a 
word ending in a single consonant preceded by a single 

vowel, double the <:onsonant if it ends a word of one 
syllable.. or if it ends an ac"...Cnle<i syllable. For example: 

bag, bagging 

gct,gening 

Input, inpulling 
red, reddish 

rob, robbin& 

tnmsfct, transfcm:d 

011/ 
tO!al, lolalcd 

travel, U'DV«:led 

Indefinite Articles 

Use a before words beginning with consonants, 

except words beginning with a silent h. Also use a 
before wools spelled with initial vowels that combine 
consooant and vowel sounds. For example: 

a procr:duie 
a hiw:>ric event 

a hocel 

a bumble man 

a union 

a European ailas 

a one-sided argumen1 

a HUD din:ctivc: 

but 

an huur 

an onion 

Use an before words beginning with vowd.s. and 
words beginning wirb a silent Ji. For example: 

anR:Cru'ling 

an AFC~ 
an NlHM de:cillion 

COMPOUND WORDS 

A compound word conveys a unit idea that is not as 
clearly conveyed by separate words. The hyphen not 
only unites but also separates the c::omponent words, 
mus aiding readability and com:ct pronUllciation. 
Consistency remains the paramount .goal 

In this pan, basic rul<:s for compounding are giv.cn 
fHSt. followed by guides to forming solid compounds 

and to hyphenating unit modifiers. Insnuctions are also 
given on adding prefixes and suffixes and on creating 
-combining forms. 

Word forms are constantly .changing. The correct 

forms for use in the.<Jovemment are to be found in the 

U.S. Government Printing Office Style Manual. 
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Basic Rules 

Omit the hyphen when words appear in Rgular order 
and the omission-causes no-confusion in sound or 
meaning. For e:ii.mnplc: 

banlcin11hours 
blood pn:sswe 

book value 

CC1l511$ lllkcr 

daylabomr 

eye opener 

fellow cillzen 

IMngcosts 

pa)moil 

patent right 

real tsUllC 

rock-candy 

training ship 

violin 1eaChl:r 

Print solid two nouns th.al form a third when the 

compound has one primary accent.-especially when the 

prefixed noun -consists of one syllabic or when one of 
the elements loses ils original accent. For example; 

iiecisionmllking 

bookkeeping 
.gov;:mmcntwidc 

keyboarding 

newsprint 
input/inputting 

staffins 
workday 

workplan 

right-of-way 

keyboard 
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In a derivative of a compound, keep lhe solid or 
hyphenalCd fonn of the original compound, unless oth­

erwise indicated for particular wonls. For example: 

.1u!noting 

1:n:di~nhincss 

praisewonhlness 

iU·lldvisedly 

Print a hyphen betWeen the elements of technical 

compi:>und units of measurement. For example: 

lighl·yeat sWr-hour 

Solid Compounds 

When any. l!Wry, no, and some are combined with 

body, rhing. and where, type as one word. Type as sepa­

rate words some due, every one, and similar combina­

tions which refer to a particuJar pen;on or thing. To 
avoid mispronunciation, type no one as two words at all 

times. 

anybody anywhere 

any- everybody 
but everything 

any one of 1hc siaff 

nobody 
no one 
llOlhing 

somewhere 
someone: 

somc:thin& 

Type compound personal pronouns as one word. For 

.nple: 

henelf 

himself 

itself 

Type compass directions consisting of two points as 

one word, but use a hyphen after the first point when 

three points are combined. For example: 

Unit Modifiers 

Place a hyphen between words, or abbreviations and 

words, combined co form e unit modifier immediately 

preceding the word modified, except as shown m the 

following paragraph. This use of the hyphen applies 
particularly to combmations in which one element is a 
present or past participle. For example: 

a 4-pcn:cnt cost• Federal·Star.e-loc:al 

· of.living increase cooperation 

Baldmare- guidcd·missile 

Washington road propam 
drtn.lghr-saic:Un ~le projl!Ct 

ara law-abiding cilizen 

-"81i1h-speaking 

n 

lhe long-term lo:ans 

lump-$Um payment 

multiplc·purpase 

uses 
U.S.-owned property 

Where meaning is clear and readability is not aided. 
it is not necessary to use a hyphen to fonn a iemporary 

or made compound. R.estnlint should be eitereised in 
forming unnecessary .combinations of words used in 

nonnal sequence. For example: 

111omic energy power 
r:Ml-W:e 

life insurance Social Security 

peasioa comp1111y 
f!r.amination 

l:JOWld Water lewis 

income WL fonn 
land bant loan 

parcel post delivery 

pn capita upendiiurc 

n:al utate lax 

10i1 Clmlel'Vation 

measures 
$p:ICial dclM:ry mail 

Generally. do not use a hyphen in a two-word unit 

modifier when the fust element is an adverb cndi.Dg in 
ly; do not use hyphens in a rhree-word unit modifier 
when the first two.elements .are adverbs. For .example.: 

eagerly awalred momail 

heavily qlW'leted msialbriml 

urnWwly well pn=rcrmf spcc:imai 
wzy well defined us-. 
very well worth Jading 
nor too diswit futun: 
most ofccn hcvd phrase 

""' ever-normal granaey 
ever-rising rlood 
scilJ..ne.w c:ar 
still-lingering daubl 

well-known blwyer 

-II-Iii wwbwion 

Retain the original forms of proper nouns. U5ed as 
unit modifiers, eimer in their basic or deriv.ed forms. 

'For example: 

Cellk:-Pictish period 
Spanisb-American daQ:nl. 

Lalln American COllntric:s 

Red Cross ftUQIC 

Winston-Salem reg5-I o«ice 
Minneapolis.St.Paul region 

Do not confuse a modifier with the word it modifies. 
For example: .: 

avenge lllllpayer 

well-irained scboolllCldler 
abandoned wastcslb!: 
American ftagshlp (ll&val) 

but incorae-'&P Piil""' 
b111 high school ladlet 
blll huardoU& WUle Ille 

'1111 ArnaiCllll.fltg ship 

~-) 

Retain the hyphen where rwo or mo:rc byphenaled 
compounds have a common 'basic element and this cle­

ment is omitled in all but the last tenn. For example: 

8-, 10., and 16-fooi boards 
2· by 4-inch boards 

moss- and ivy· 
.,.,vcn:c1 wall& 

(bur boards 2 to 6 inches wide:) 

Do not use a hyph-..n in a foreign phrase used as a 

unit modifier. For example: 

C:l'. officio member 
per diem employee: 

bona f"ule uansaclion 
prima lacif: evidence 
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Do not use a hyphen in a unit modifier which con­

tains a letter or a number as its second element. For 

example: 

aniclc 3 provisions grade A milk ward D patients class 11 railroad 

Do not use a hyphen in a unit modifier within quota­

tion marks unless the modifier is usually a hyphenated 

tenn. For example: 

"'blue sky" law "good neighbor" policy 

Prefixes. Suffixes, and 

Combining Forms 

Type compounds which contain prefixes or suffixes 

as one word without a hyphen. except as shown in the 

following paragraphs. Use a hyphen to avoid doubling 
(repeating) a vowel or tripling a consonant, except after 

the prefixes co, th, pre, pro, and re. For example: 

ani.:dale exuncurriculu nonhward semi•indc:pendenl 

anti-inflation . lnvcmc:ss-ahirc .offsc:r 
biwc:c:lcly micro-organisms pre9isdng semiofficial 

braa-smith missu!c: rc:cnac1 shell-like 

cooperation na1ioowide reboot twofold 

deemphasis nonimpacc ultra-atomic 

Use a hyphen to avoid .confusion. For example: 

anti-hog-cholera serum 
co-op 

mid-clccadc 

non-civil-service position 

pre·posilion 

rc::.1rca1 (trcal again) 

re-son (sort again) 

un·ionil.ed (not ioniud) 

but 

rctcferrcd 

Follow the prefixes ex, self, and quasi with a hyphen. 

For example: 

·· cx-Oovernor­

ex-scniccpcnon 

ex-tr.Ider 

self-comrol 

self-educated 
quasi-1C11dc:mic 
quesi-govc:rnnic:nt11I 

quasi-judicial 

Use a hyphen to join a prefix to a -capitalized word, 

unless ~age is otherwise. 

anti-Arab 

non-Federal 
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post-World War D bur 

pro-Bririsb nongovc:mmcnllll 

un-Amcrican transatlantic 
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Numerical Compounds 

In those instances where numbers are spelled out 
use a hyphen betw.een the elements of -compound num­
bers from twenty-one to ninety-nine and in adjective 

compounds with a numerical first element. For 

example: 

8·hourday 3-wc:ek vacation bur 

li·footc:r 
10.minuie delay 

6-fool· l 1-inch depth 

24-inch nilcr 

twenty-one 

twenty-first 
thiny-(30-) day 

period 

one hundred and twenty-one 

1(1().odd 

foursome 

Type a hyphen between the elements of a fraction, 

but omit it between the numerator and the denominator 

when the hyphen appears in either or in both. For 

example: 

one-thousandth 

rhm:-fourths of an inc:h 
two-thirds 

one-half inch 

bur 

half an inch 

twenty-one lhiny-scconds 

twenty-three thinictbs 

two one-thousaDCllhs 

Improvised Compounds 

Use a hyphen between the elements of an improvised 

compound serv~ng as an adjective or a noun. For 
example: ·· -

firsi-comc:·fim-scrvcd basis 

bard-and-fllSt rule 

how-to-be-more-efficient counc 

know-how 

know-ii-all 

lct-Ocorpo-clo-it attitude 

ooe-man-onc-vote principle 
penny-wise and 

pound-foolish policy 

stick-in-the-mud 

Stalc:-of-~m1 

When the noun form is printed in scparare words, 

always hyphenate the corresponding verb fonn. For 

example: 

blue-pencil cold-shouldc:t- rc:d·linc 
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PUNCTUATION 

Punctuation marks are to the R:ader what road signs 
are 10 the driver. They mak-e it easier to read and under-

· and what someone has writren. There are rules, but 
,ere are also many exceptions. Some punctuation 

marks may be substituled for others without changing 

the meaning of a sentenOC or wilhout making it less 
clear. Good sentences usually need few punctuation 

marks. The U.S. Government Printing Office Scyle 
Manual addresses the subject of punctuation in detail. 

Apostrophe 

To indicate contractions or omitted letters. For 

example: 

rve {I have) it's (iris) (it has} 

Jn the singular possessive case, add ~.r when the noun 

does not end with ans sound. Add only the.apostrophe 

to a noun that ends wilh an s sound. For example: 

man's Co.'s J011CS' child's 
.... , cos: J011CSG' cbildnm's 

:r's hOlllllSS' Schmitz.' lady's 

.:c:rs· hasteSsu' Jesus• ladies' 

To show possession in compound nouns. add the 
apostrophe or • s to lhe final word. Fot example: 

brotb:r-in-1-'s sec:n:wy-m:asurer's attorneys gc:nc:ral's 
. appoin1mcnis 

To show joiJJt possession jo nouns. in a series. add 
·;i-iCap0siropJie or 's10 the I8s1 'noun. For example:· 

';>ldieH lllld aallars' home 

To show separate possession in nouns in a series, 

..idd the apostrophe or •s or each noun. For eumple: 

John's. Thomas', ad Ht!'lliy's ralings 
Soldiers' and Alrmcll's Horne (Disnitl or Columbia) 

Jan's and Ondy's uncle 

To show possession in indefinite pronouns, add the 

apostrophe or's to the last component of the pronoun. 

For example: 

SomcctlC'Sdt:sk 

somebody ellc' s books 
111her's homes 

c'-'lCb other's books 

Do not use the apostrophe: 

To form the possessive of personal pronouns. 

yours ilS 

To form the plural of spcHed'"°ut numbers, of words 

ref.cn"ed to as words, and of words already containing an 

apostrophe. Add 's. however, if it makes die plural easi­
er to reacl. For example: · 

IWOS Hd threes 

do's and c!on'ts 
ifs, ands, and bua.s ins and ours 

which 's and thal'c 

After names of countries and organized bodies end­

ing in s or after words ~ descriptive lhan possessive 
(not indicadng personal possession). except when the · 
plural does not end in s. For example: 

Unif:d S1111e11 conuol United Nations ll'll!eting writers handbook 

U•e of the apostrophe is optional: 

To indicate the.-coincd plurals of leuers,"ftgun::s.. and 
symbols. For -example: 

lhn:e R's s·umd7's +'s RIFs 
ABC's dots her i's PC's 

Brackets 

Brackets arc commonly used to enclose comments. 
insertions. correclions,(and en-ors) made by a person 
other than the author of die quoted material. 

·Use brackets in pain: 

To-enclose a c~rion 

He arrived 111 ll (12.) o'clock 

To supply something omitted. 

Mr. Adams (arrived) Jalc, 

To explain or lo identify. 

The pusidcnt pro iem (Arnold) spoke briefiy. 

To insuuct or to add <:ommc:nt. 

The rcpan is as follows (re.d first panograph): 
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To enclose the abbreviation sic when it is used to 

show that an error in a quotation has been r<:cogniud 

but not changed. 

It's (sic) counierpan is missing. 

To enclose parenthetical material appearing within 

parentheses to avoid the confusion of double parenthe­

ses. 

The Voyages of the English Nation to America Before lhe Year 1600. 

from Hakluyt's Collection of Voyages {1598-1600fID. 121-128]). 

Edited by Edmund Cloldslllid. 

Use a single bracket: 

At lhe beginning of each paragraph, but only at the 

close of the Jast paragraph, when extensive material is 

enclosed. 

Colon 

Use the colon: 

To separate an introductory statement from explana­
tory or summarizing material that follows. For example: 

The board consists oflhree officials: chainnan, vice ehainnan. and 

reconler-secreuay. 

ThCle arc necessary while we are a1 war: give up con'llCniena:i;, do 

not demand special privileges, and do not stop wade. 

To introduce formal statements, questions, or quota­

tions. For cxa!Jlple: 

The commiucc .nau:d me principle 1hw: Mln our foreign relations. 

people iDSlcad or governments le our first ccncem.~ 

.. ----lbc following question c;AIJIC_up (or dl.scussion:_~I policy shollld 
be adoplCd?" . . . . .. 

No1e: If the quotation is not more than one senrence. 
use a comma jnstead of a colon. 

To follow a formal salutation. For example: 

Dear Mr. Franklin: Ladiu and Gentlemen: 

Sirs and Madams: To Whom 11 May Concern; 

To separate the hour and the rrrinutes in clock time. 
For example: 

8:1Sa.m. I 1:59p.m. 
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To follow an introductory phrase leading into two or 

more successiv~ lines and indicating repetition of that 

phrase. For example: 

I recommend lh11 we: aa:cpt the rule&. submit them for n:vi:w. and 

publish them. 

To indicate proportion. (Use double colon as ration 

sign.) For Example: 

1:2.::3:6 

Comma 

Use the comma: 

To separate words or figu~ that might otherwise be 
misunderstood or misread. For example: 

Instead of hund~s. 1hou1ands came. 

To John. Smith was very helpful. 

Jn 1988. 89 m&D11gcrs wen: promoted. 
Out of each 20, 10 an: rejected. · 

Whal the d.iff"icull} is. is not known. 
but . 

She suggened 1ha1 that be changed. 

To set off introductory or explanatory words that 

p~. bJeak., or foIJow a short direct quotation. lbe 
comma is not needed if a question mark or an exclama­
tion point is already part of the quoted matler:i;or 
example: 

f said, "Don'I you undctstand lhc: question'!" 

Ml andentand it," she replied • .,but I disagree wilh rhe answer." 
"Why?" he said. 

'"It's unrcasonablcr she ex.claimed. 

To indicate the omission of an·undcrstood word or 
·words: For example: · ·--

Then tie wiii" ernhiisiasdc: now. indiflCJ:nt. 

To separate a series of modifiers of.equal rank. :For 
example: · 

IL is a young, eager. and in1elligen1 eroup. 

bur 

He is a clever young man. (No comma. Final modifier considc:r-ed.pan 

of the noun modified.) 
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To follow each of lhe words within a series of three 

or more, when the last two words are joined by and, or, 

or nor. For example: 

lfllCS, mules. and cattle 

.,y rhe boll. by lhc yard. or 

iniemnanis 

neilhersnow, rain, nor hcai 

b)' s.ro. or 20 

To separate an introductory phrase from the subject 

it modif"ies. For example: 

Beset by lhc enemy, they retreated. 

Before and after Jr •• Sr .• academic degrees. and 
names of SmteS preceded by names of cities or other 

geographic locati~ within a sentence, except whexc 

possession is indicated.. For example: 

Hc:my Smith, Jr,. dlainnan 

Washlngtoo,. DC, schools 
Aleulldria. VA 's walC!front 

Smith, liemy. Ph.D. 
but 

Al Smhhlll 

To set off parenthetic words, phrases. 0r clauses. For 

example: 

. The atam bomb. developed by !he Manhat11111 Project, was firsnsed 

in World War D. 
n... siwadon in lhe M":iddle East. he rcpomd,. migh1 erupt. 

....,, 
person who $t1111ed tbal fin: is undoub1edly an 81$0DiSL (No 

.ma~. sioc:e Ille clause "who staned lhal fire" is ascnlial 

IO identify fhe penoll.) 

To set off words or phrases which further Pescribe or 
identify expressions that provide additional, but 

nonessential, infonnation about a noun or pronoun 
immediately preceding in apposition or in contrast. For 

example: 

Mr. Jay, anomcy for the plalruiff, asked fer a delay. 

You wiD need Mll'l.. 1KX words. 

To set off words or pbtascs used in contrast or appo­

sition. For example: 

Ms. Geesay, DOI Mr. Gcc:say, authored lhc: book. 

Mr. Blllfteld. the librariall. edited die ncw&lel:ICf. 

To separate the clauses of a compound sentence if 
·hey are joined by a simpJe conjunction such as or, nor, 
md, or but. For example: · 

The manual's rules have been reviewed and updasc:d. and Ibey renec1 

eurrent: usage. 

To set off a noun or phrase in di~ addftlSs. For 

example: 

Mr. Plcside11t. the motion has carried. 

To separate the titles of officials and the names of 

organiutions in the abseooe of the won:ls of or of tb.c. 
For example: 

Chief, JnslJl'lllc:c Branch 
Chair,Commince cm Approprilllions 

To separate thousand, millions. etc., in numbers of 
four or more digits. For example: 

4.230 S0.491 1.000.000 

but 
1450 Henz, 1100 melCl'I (no comma unless rrlOfC lhan l'ollr digits, 

radio Diiiy) 

To set off the year when it follows the day of the 
month in a specific date within a sentence. Foe example: 

1nc n:poned da.11:.S o( September 11, I !1143. IO June 12. 19:55. were 
ernmcous • 

To separate a city and Stale. For example: 

Cleveland, OH Washington, DC 

Do not use the comma: 

To separate the month and year in a date. For 
example.: · 

Production for June 19SS 
On S July J9S6, we dedicated Ille ersenal. (Military form or dale.) 

To separate units of numbers in built-up fractions, 

decimals, page numbers, serial numbers, telephone 

numbers. and street addresses. For example: 

lf.l!IOO 

1.9047 

page2632 

Motor No. 189463 

1·202·'SSS-1212 
1727-1731 Btaad Su=t 

To separate two nouns, one of which identifies the 

other. For example:: 
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Dash 

Use the dash (two hyphens without space before, 

between, or after): 

To mark a sudden break or abrupt change in thought 

For example: 

He said-end no one conlnldicted him- '1be banlc is lost H If lhc bill 

should pus-which Heaven forbidl-rhe service will be wrecked. 

To indicate an interruption or an unfinished word or 
sentence. ror example: 

He said, wo;,,e me lib-" 

Q. Did you see-A. No, sir. 

To serve instead of commas or parentheses, if the 

meaning is clarified by the dash. For example: 

These am shore depolli15-11nrvel. SIUld. and clay-bol marine scdimenis 

underlie them. 

To inlroducc a finaJ clause that summarizes a series 

of ideas. For example: 

Freedom of speech. freedom of worship. freedom from want, fiudom 

from fem--1hesc_ arc: the fund:lmemals of moral ""31'1d onler. 

Exclamation. Point 

Use thtt uclamnlion point to mark surprise, increduli­
ty, admiration, appeal, or other slrong emotion, which 
may be expressed even in a declarali11e or interroga­
tive sentence. For example: 

How bemltirul! 

"Great!" he ei1claimed. 

0 Lord, SI"" Th)' people! 

Use the hyphen:. 

Who shouted, MAii 

aboard!n 

1questloa mast omitted) 

Hyphen 

To connect the-elements of certain compound words. 

sclC-conttol 

H-bomb 

walkie-talkie 

quasi-1eademic 

To indicate continuation of a word divided at the end 

of a line. 

To separate the letters of a word which is spelled out 

for emphasis. For example: 

d-o-l·l·l·M my name is S-m·y+h k is M-c DOI M-a-c 
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Parentheses 

Use parentheses: 

To set off matter not pan of the main statement or 

not a .grammatical element of the sen\encc, yet impor­
tant enough to be included, and to minimize repetitive 

use of long and awkward tenns or names. '.For-example; 

The result (sec figiR. 2) is most surprising. 

Genenil Sema:s Administration (GSA) 

To enclose a parenthetical clause where the intenup­

tion is too gieat to be indicated by -commas. For 

example: 

Thn:c old destroyers (all now out of commission) will be scrapped. 

To enclose an explanatory word that is not part of 

the statement. For example: 

lbe Erie {PA) Tribune NeM, bur the Tribune News of Eric. PA. 

The WashinJton {DC) Post. bur the Post of WashinglOn, DC. 

To enclose letters or numbers designating ite;ms in a 

series, ~ither al the beginning of paragraphs or wilhin a 
paragraph. For example: 

We muSl se1 forth (I) oor long-tenn goals, (2) our immediarc objcc· 

1ins, and (3) ihc means at our disposal to accomplish bolh. 

To enclose a ~fe~ncc at the end of a sentence, 
unless the reference is a complete sentcoce. place the 
period after the parenthesis closing the reference. I{ the 

sentence-contains more than one parenthetical refer­

ence, the parenthesis-closing the refCR:nce at the end of 

lhe sentence is placed before the period. For example: 

"Ille specimen exhibits both phases (pllllc 14, A.B). They vary gratly. 
(See: plale 4.) 

NOie lhat the word "confmnH is set in italic in the recommendaiion 

line. (Sec umplc 6, page 246.) 

When a figure is followed by a Jetter in parentheses, 

no space is used bet.ween the 1igure and the opening 
parenthesis. lf the lerter is not in parentheses and the 

fig~ is repeated with.e~h lener, there is no space 

between the opening ~nlheses and the figmc. 

I S(a) Classes, gnidcs, and siKs. I Sa.. Classes, grades, and sizes. 
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Period 

· '« the. period: 

To end a declarative sentence that is not exclamatory 

and to end an imperative sentence. For ex.ample: 

He works for Johnstlll &; Sons, Inc. 

Do not be Ale. 

To end an indirect question or a question intended as 

a suggestion and not requiring an answer. For example: 

Tell me: how the roc:kct was taunched. 

May 'lllC' hr:ar hom you-. 

To indicate omission of a woid or woids within a 

sentence by typing three spaced periods at the end of a 
sentence use four periods spaced 10 indicate which peri­

od ends the scnicru:e. Use spaced periods on a separate 

line 10 show omission of one or more paragraphs. For 

example: · 

He called (lhe office) and left. ('lbat wu Monday.) He returned 

Tuesday. . 
Hcallcd ..• lllld left ••• he retumed Tuesday. 
~--•like ro ••• d'1lt i• ••. if you don't mind •••• ~ 

tend and dlen Slopped spPk.ing. 

:ro follow abbNviations, unless by usa,ge, the period 

is omitted. For ex.ample: 

c.o.d. 

lnl1 

HHS USDA 

P·"1· 

qi 

Question Mark 

.·se the que.nion ltUll'k: 

NY 

To indicate a djred query, even if not in the form of 

a question. For ex.ample: 

Oidhecloit'i 

She did what? 

Can die money be raised? is !he question. 

Who wed. "Why?"' (Noce .single question mark.) 

To exp~s more than one query in the same sen­

tence.. For example: 

Can she do it? or you? or JUIYone? 

To express doubL For example: 

Quotation Marks 

Use tJllolalion ITUU'b: 

To enclose a direct quotation. Single quotation 

marks arc used ro enclose a quotation appearing within 

a quotation. For example: 

'The question before'Congras is. ~n lhe Pleslden1 take sudl llClion 

on hi$ own lnilialive?"' 

To enclose any matter- following the tenns ealled. so­

called. known as. entitled, the word. the term, marked, 

endorsed. or signed Use them to enclosed expressions 

that are misnomers or slang or when ordimuj works ue 
used in an arbimuy way. F~r.cxa.mple: . 

~passed lhe ;u:t entitled After !he won! ''tleat)t-

wAn 111:1 •••• " insert. com-. 
ll was signed "Jolin." The so..caUed yinvestlpzing" -tiody 

To enclose titJcs or addn:ncs, .articles, l!ooks. cap­

tions, chapter and pan beadinp. editorials. .essays. 
headings, headlines, bearings. motion pictu~ and pl~ys 
(inch1ding television and radio programs). papers. shon 
poems, reports, songs. studies, subheadings. subjects, 
and themes. All principal words an:: to be capitalized. 

For example: 

An addRSS on "'Uiulum-235 in lheo Atomil: Jt.ac" 
The lltticle '"Ciemiany Revbited• a~ In the 1a.H ipqc, 

Under 1111: caption "Lc:llg·Tcnn T-uiys Rile" 
1'hc subjr:Gt WM discus.led in "'CounMlrk." (chapter heading) 

It wil1 be found ia "'Part XI: Earl)' Tbou11U.." 

"Cpmpcnlation." bJ. ~Oii (essay) . . 

MUnitc:d Swc.s to Appoint Rcpresemari11e to U.N ... (heading or hr:.ld-
· · ·1mc)- - - • -· · .. · -- - ·-· · ·- · · ---·· -

In "Searcb for Paradise" (motion p~); "'Soulh hc:ifac" .(play) 

A p11per on "'COUWll-PJl'esswe Combustioaw was rud.. 

"0 Captam! My C.peain!" (lhon poc:tn) 

7he report~ Atomic Elltrgy: Wbat It mellll$ to the: Nation.'' bttt annual 

n:port of lhe Secn:L1ll)' of lhe Interior. • 
Under die subhead "Sixly Days of'Turmoil will be fouad •••• " 

1'bc subject tor chemr:l of the conf'en:noe is "Paocrul UMS of Atomic 
E.ru-ft 
Also A-cc:ount $, '"Manqement1"ees." 
llndcrthc: approprilnion "Building of Ships, Navy.~ 

Limit-quotation mmks to dm:e secs {double. single, 
double) if possible. For-example: 

'1M question b. in dfecl. 'Can 11 pen;on who obtains bis c:e.tifacmi: 

of n~turalizalioo by fr.wd be consi.dcn:d a Mbona 1icSe" citizen of the 
United '&ates?"' 

DOTH l325.2C 



Place punctuation inside or outside quotation marks, 

tUfollows: 

Type the conuna and the final period inside the quo­

tation marlcs. Other punctuation marks are placed inside 

only jf they arc a pan of the quoted matter. 

"The Pruidenr," he said, Mwill veto Ehe bill." 

The lralnman shouied. ~All aboard!" 

ls this what we call a "fax"? 

-Have you an application form?" 

Who asked, MWhy?" 
Why can it • Mscntlcrncn' $ agrccmenl"? 

but 
Change .. ,he following examplcs: .. 10 ''the following examples:". 

Semicolon 

Use the semicolon: 

To separate independent clauses notjoined by con­

junction, or those joined by a t:onjunctive adverb {such 

as consequently, rherefore, however, moreoW!r, etc.). 

For example: 

The rcpon is ool neady today; it may be camplcJcd byi'riday. 
'The allOlrncnl has been transferred to !he: Prod~ion Di1'ision; conse­

quently. consrniction of the partitions must ~ delayed. 
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To separate two or more phrases or clauses with 

internal punctuation. For example: 

Robert M. Roman, chairman of the board, will travel in most of south· 

em i:u!Ope; in all of the Near Eas1; and, in the evenc !here is time. 

along die nonhem, western, and southern-coasts of Arrica. 

·If you want your writing lo be wcnhwhile. jive it unity; if you want i1 

IO be easy 10 n:ad, give it co~ncc: and. if you Wllll to be intc:PCSt­

ing. give it c:mplwis. 

To separate statements that are too cJosely related in 

meaning 10 be written as separate sentences. Forexam­
ple: 

No; we receivc one-third. WDT is dcslrUClivc; peace. constnM:Civc. 

To precede words or abbreviations which introduce a 

summary or explanation of what has .gone before.in the 

sentence. For example: 

A wrilCI' should adopl a .definite: amingement or ma1erials: far exam­

ple. arrangement by time acqucnce, by order or imponancc. or by aub­
jc:cL 

'The indusiry is nolated IO .,-oups lhaqiroduce finished goods;. i.e., 

c:lel:lrical machinery 11nd iransponation equipment. 

ABBREVIATIONS 

Established abbreviations are acceptable in all but 

the most forma1 writing. For reading case, use only 

well-known abbreviations. If it is desirable 10 use an 

abb~iation rhat may not be familiar to rhe reader, spel1 
out the word or phrase followed by its abbreviation in 
parentheses. After this first definition of its meaning, 

the abbreviation may be used without further explana­

tion. 

This pan lists abbreviations for names of states. for 

· civil and military tides, and for a few other selected 

groups of words. For a more complete listing, consult 

the U.S. Government Printing Office Style Manual. 

Capitals, Hyphens, Periods, and 
Spacing 

In general, when abbR:viating a woJtl or words. api­
talize and hyphenate the abbreviation as in the original 
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word or words. Use a period aftcr·each element or the 

abbreviation. unless throu.gh usage the period is omit­

ted. AIJow no spaces after periods ex-ccpt when lhey 

follow the initials in names of persons. For~xamplc: 

EST ore . .u .. (eastcm 11andard lime:) 

B.A. (bachelor of ans) 

AM or a.m. (ante meridicm) 

J.M. Jones 

.e.g. (for u.amplc:} 

i.e. (Iha! is) 

Omit periods and sp~ after initials used as -shon­
ened names of"Govcmment agencies and other m:ga­

nized bodie,s, if not contrary to usage. For-example: 

NlH TVA DOD ARC AR..-CIO USAF 

Geographic Terms 

You may abbreviare Uni1ed States when preceding 

Government or the name of a Government organiution. 
-eic<:ept in formaJ writing (such as proclamations and 

&ecutive OFtie."5). Spell out United 'States when it is 
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used as a noun or when it is used in association with 
names of other countries as an adjective. Far example: 

U.S. Government U.S.S. Btooklyn {note abhn:viallon b 1hip} 

U.S. CongR!SS 
~. Ocpartlnelll of 

-iculbl!C . but 
1lie cllmai.e of I.be Uniicd StalCS is modera1e. 
British, French. and United SlaleS 

0o¥emmcnts 

With the exception of lhe instances noted in the pro­
c...-ding paragraph, the abbR:viation U.S. is used in lhc 

adjective position. However, United States should be 

spelled out when used as a noun. For .example: 

U.S. foreign policy 

U.S. economy 
u.s.auomey 
U.S. alliludc 

but 
foreip policy of die United Sl.llu:s 
lhe economy of the United S11111:1 

Unil&d &ates 'Code (lqlil tide) 

Unired Sieel Corp. (ofr!Cilll ddc) 

In other than fonnal writing. you may abbreviate 
nal Zone. Puerto Rico, Virgin Islands, and the names 

Ji' states of the United States. For-ex.ample: 

Al.AJ.lbama KSIK&m. NMNewM..UCO VA Virginia 

AKAIHb ICY ICcaulck)' NYNc:wYorl< WA Washihg!DO 

AZAna-i LA Looislana NC l'lanllCamli.aa WV West 

ARA.U.W.S MBMllinc ND Nardi Datau Vi!Pla 
-.11fonlia MDMIU)'ld Oll<lllio WJ Wlscotooln 

.ilondo MAJI a- OK Oklabomil WYWyomiaJ 

..-..c:dcul MIMichlPn OR()npl C:Zc-J·Z-

DEDdawarc MNMI..- PA......,.._. DCDilvlaof 

Fl.Florida MS Mia:ilslppi RE Rltocle Jsland "Co!Ulbii . 

a..~ MOM~ SC Soudt c.rt>llmi <iU'Quun 

HI Hn'ali MT~ SOs-.b~ PR PllcnO fl.lco 

IDldaho NE~ TNT- VIVbJinbJllllCls 

IL11Dnoi5 NVJ'fn.U TXT-

IN Indiana NHl'lowfflnpllil: trrUlllh 

IA1- NJl*wlcnc1 VTV-

Addresses 

Words in an address aR usually spelled out. 

AbbRviations following a name or a number should be: 
used when addlessing an cnveJope. For .example: 

Cir.-Cin:lc 
St.-Sueet 
A~.-Avcttuc: 

Bldg.-Bmldin& 

'Sq.-5ql.mc Dr.-t>rM: NW.-Nonbwest 

Blvd.-Boulevard 0.-COUrt SW.-Soud!WClll 

Ter.-Tcmste PL-Plel:c SE.-5autbcaJI 
NE.-Nonht.ast 

Do not abbrevia1e county. fon, mount, point. and 

port. 

Other<:0mmonly accepted abbreviations appearing 

before numbers are: 

Af'G.-Anny post offioc: 

"-fleer post ofl"ice 

Names and Titles 

Use abbreviations in fum names as they are shown 
on the finn' s letterhead. For example: 

1. Dillard & Son"s, Jnc. 

Where brevity in company names is n:quired, the 
following abbreviations may be used: 

Bro.-Brolhcr 
Bros.-Brodim 
Co.-<:ompaay 

Corp.~on 

Jnc.-Jncorponued 
&-and 
Ltd..-Llmited 

Do not abbR:viate Company and .Corporation in 

names of Federal Government units. For example: 

Saini l..awn:occ SeaWll)' De'l'Olopmen1 Corporaaion · 
Metals Reserve Compuy 
Panama Railroad Compay 
{;;ommodily ,Oedlt Corpcntioa 

In other than fonnal usage, you may abbrev:iate a 

civilian or a military till~ preceding a name if followed 
by a given name·orinicial; but abbreviare Mr., Ms., 

Mrs., M., MM.,~. Mses., Mlle.. Mme.. and Dr., 

with or without a given name or initial. For example: 

'Oov.-Gow=or Prof.-Prorca--
Ll. Gov .-Lieutenant~ Sup1..-Supcri11tendcnt 

Use the fo,lowing ab~ations after a name: 

Jr,. Sr. Dcgnia: M.A.. Ph.P,.1..1...D. 
2d, 3d. n. m tnoi 

~byacomma) 

· FelloWlbips.,«dcn.ar:.. 

'F ..R.S.. K.C.B. 

Sr. and Jr. should not be used without .given name or 
initials. but may be used in combination wilh any tide. 
For example: 

Pl!:sldent A. B. Jones. .rr.: A. S. Jones. Jr. 
not~ Jr~ or Mr. I~. Ir 

Do not use titles such as Mr., Ms., and Dr. in combi­

nation with another title or with ab'fnieviaoons indicating 

academic de.gm:s. 'For.example: 

John Jonc:.s, A. B.. Pb.D.: llOt Mr. John Jones. A. B., Pit.I). 

Diet Roe. M.D.; not Dr. Dick Rae. M..D., or Mr. t>1c:k RGe, M.D. 

When the name is followed by abbreviations desig· 
nating religious and fraternal onieis and academic: or 

honorary degrees, arrange the abbrevialions in this 

sequence: orders (nligious first); theological dcgteeS; 

academic degmes-eamed in cou.rSe; and honorary 
degr.ees in order of bestowal. Por·Cl'tample: 

Jeanne J. :Jones. DJ>., M.A.. DJ..iL 
Richard R. Row.c • .ac.. Ph.t> .. JL..D 
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Parts of Publications 

Abbreviations may be used to designate parts of pub­

lications mentioned in parentheses, bra~ts. footnotes, 
lists of refer-enc.cs. and tables, and followed by figures, 

letters, or Roman numerals. For example: 

app .• lppi.-11ppcndix. appcndi;i.cs 

an .• ans.-aniclc:, anicles 

bull., bulls.-bullc1in, bulletins 

ch., chs.-chap1cr, chapters 

col .• cols.-column, columns 

ed •• eds.-ftilion, edirions 

fig .. fi111.-figun:, figures 

no_ nos.-number, numbers 

p., pp.-pogc:. pa~ 

par_ pms.-punipaph, paragraphs 

pl •• pls.-plllll:, plalcs 

pc •• pts.-part, pGl'lS 

sec., 51:CS.-sec:tinn, sccrions 

i<ubch., subc:hs.-.iubchaprcr, subchapler 

subpar., Kubpar.1.-subparagraph. subpanigraphs 

subsCI: .• subRa.~umection. subsections 

supp., supps.-irupplemeni. supplements 

vol., 11ols.-volume, volumes 
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Terms Relating to Congress 

You may use abbreviations for the words Congi:css 

and session when these words are used in parentheses, 

brackets, footnorcs, sidenotcs. lists of tcfercnccs, and 

tables. For-example: 

IOlst.COng., hi sess. 

Public Law 84. 92dCong. 

IR sess., IOlst Cong. 

Calendar Division 

When brevity is required, you may abbreviate the. 

names of months .(except May, June, July) when used 
with day or year, or both. For-example: 

Jan. Feb. Mor. Avr. Aug. ·5ep1. Oct. Nov. Dec. 

The names of days of the week arc preferably not 

abbn:vialed. If they are. use the following fonns: 

Sun. Tues. Wed. ThUB. Fri. 5111. 

NUMERALS 

Whether lo express a number in figures or to spell it 

out is ofien :i troublesome choice. This part covei:s most 

of the principles needed ro make a choice. It first trcalS 

number.; rhat are spelled out. Then it deals with num­
ber.; that are expressed in figures. confining rhe rules to 
small numbers (usually those under a thousand). The 
third area covers large numbers, some of which may be 
written in text by combining figures and words. Further 

instruciio~s on writing numerals may be found in the 

U.S. Government Printing Office Style Manual. 

Guidance for choosing the best method of CXJ!rcssing 
a number follows: 

•Spell out numbers at the beginning of a sentence. 

Numbers under IO should be spelled out, except 

when they expr-ess time, money, or measurement; 

they are always typed as numerals. 

• Arabic numerals are preferable to Roman numerals. 

• Except in legal documents, avoid repeating in 

numerals a number which has been spelled out. 
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Numbers Spelled Out 

Single numbers of less than I 0 within a sentence. 
J'.or ~xllnlple: 

six goals and objectives 

rhrcc limes as laree 
five rzcomrnendations 

seve11 agen::ies 

Numbers of less than I 00 prec~ding a compound 

modifier containing a figure. For example: 

rwo 3/4-inch boards 

twelve f>.inch rulers 
bill 

120 5·by·8-inch writing !*ls 

Round numbers and indefinite exPfCSSions. For 
example: 

a hundred cow5, dollms, men 

""' IOCk>dd pupils., 250.fold 

the: early sevenric:s 

bur 
rhc: 1870's<not thc 70's) 

in rhe nineties 

but 

the i990's ,,,,, 
the 90's, or che •90•s 

midslxries 

but 

mid-1961 

a thousand and one reasons 

less thm a million dollars 
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Numbers used with serious and dignified subjects 
and in fmmaJ writing. For example: 

the Thirteen OrigimlJ Colonies 

. 111mioas for ddcosc but not one l:Cllt ror lribu!e 

m year rwcmy hundred; nor in !he year two thousand 

Large numben denoting amounts which are fonna11y 
spelled out. as in legal work, are expressed as follows: 
For example: 

one thomand m hundred and twenty (1,620) 

eishl lhousand and mnc:ty-lwo (8.D92) 

fifty-two th1111snd one hundred and ninery.livc (52.1 !>S} 

nine hundsal and s;mmty-lhrcc tboll.Salld eight hundred and cigbty­
two (973,882} 

Fhctiooa standing alone or followed by "of a .. or .. of an." For 
l!umpk: 

Olle•hlllf inch 

-.hair of ui alllllmdl'I; not 112 or an a!Joanen1 ,,.,, 
112 lO 1-314 pages 
lhrce-founhs of an i11eh; not 314 of :u iac:b 

Ord!nal numbers less than 10. for example; 

ninth cenClllJ' 
Ninlh Sll'Cd. Bridge 

Numbers Expressed in Figures 

Sing.le numbers of 10 or more widrin a sentence. Pot 

example: 

SObaJlots 2Scompw:n nearly lOmiles abou140employecs 

Serial numbers. (Commas arc not used in seriaJ num­
bers.) For example: 

Bvll&dn 725 """' JS2-:J.S7 963-6427 1900 19th s- 290 IJ.S.C. 32S 

Quantities. measures. and time. For example: 

6yeanold 

a 6-year old 
al lhe age of 6 (yean implied) 

52 years JO monlbs 6 days (no commas) 

. Dates 

June 1990;June20,;J990 

Mt June, 1990. or June 20th. 19?0 

·ti 6 10 April 1~. 2000 
an::h 6, 2000. 10 Apri.11,. 2000 

..arch 2026 (military) 

4chorluJ)', 
but 

Founh or July, meaning lhc holiday 

lhc ISi fdayJ oflhe molllh, 
bur 

the lat of April or die fim of Mil)', not Jefening 10 specific days 

Decimals 

Place a zero befme a dccimaJ where Chere is no unit. 
excepi in market quotations. Omit decimal point and 
zeros after a number unless the zero is needed to indi~ 

cate exact meastua:ne11t. For example: 

1.25 inches .gage height 10.0 

11111ar •• 03; not ().03 (~ quotadon) 

~ongitude 77' 08'-0«i"E..(IJlll=S oinilted) NI angle of'S'J• 
latiludc 49• 26' 14"'N. INr 

l 40" ·lemperawn:; 1iO"C two degrees of justice 

Mulcet 1Jll"'4tioru 

4·1fZ pc:rc:cnt bond$ Trc:asmy bonds sell a! 9S 
Mctropolilall R.aill'Olld. 109 gold, 420 

Math•malical a~ions 

mulliplied by 3 

M•IUUl'BltMllG; 

diYidedby 6 afai:1orof2 

J 

7 mt:ICfS. )'lll'ds, rnilc:ll, -. ~Is. gallom 
8 by l2 inches 

2 feel by I fool 8 inches by I fooc 3 inches 

Q20 visioo 2.,500 hor$epoweT 6-poundcr 

tenpenny u!lil; fDlufold; clfte..pty; five YOU111; cia bales; two doun; 
'Oil!: piss; zero nilk:s; teYcn·SlO!:)' building 

Money 

S0.1S OT7S.ccnts 

O.S cent S3.65 

a salacy incrcuc of S.S pmxnl 
a S.S..pen:cn1 salary mcn:i.e 

s.s pen:l!JltllgC point 

ProportiDn 

lto4 .J:Q.:soo 

Sl per 200 pounds (DOI S3.DO) 

bat 

13.00 lO $3..6S 

bat 
IWO pennies. lhft:e qUD'ICrli, 

one hair, six bits. CIC. 

o.s percent or one-haJr 

of 1 pcn:ent 

SO-SO (colloquialc11pKSSicm) 

1-3-5 
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Time 

6 hours 8 minutes 20 scconds 

I 0 years 3 fllOllths 29 days 

400 years: 30ycars 

buJ 
four-centwit:s, lhn:e decades 

IOo'c:lock or JO p.m. 

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

Unit modifiers 

5-day week 

8-year-old wine 

B·hourdll)' 

JO-foot pole 

Ordinal numbers of :JO or more 

21 ll CCllWI)' 

11th n:gion 
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102d Conpss 

J7lst Sucet 

half past 4 or 4:30 a.m. 

12 noon; ll.1ll p.m. 
12 midnight: I 2:.0111.m. 

1300 (military time) 

not 

1300 hOllf$ 

. bul 

a 1wo-smry house 
a five-member board 

$20-million airfield 

:ZOlh Congre!lllional Dislrict 

20th PIAce 
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Large Numbers 

Large numbers arc usually expr-esscd in ligun=s; 

however. numbers kom a million up which end in four 
or more zeros may be expressed in text by combining 
figun:s and words. Pieference is based on the-ease with 
which die number-can be grasped in reading. For exam­
ple: 

Amount expressed Pmerable in text Acceptable in text 
in fipres 

299.189,1i6S-• .: •.•• _ •.. -299.789,66:5 

s 1.200.390.180----··.Sl.200,390,180 

Sl2.000.000---·-"·--.S12 million • ._ ........... 12 million dollars. 
s1.ooo.ooo.ooo• ......... .$1 billlon-..... - ......... 1 billiOll dollma or one 

. billion dollars. 

J~OOO· --····-·-··...3.25 minic:ui •• -·--·····3-114 million or fhR:e 

· and oae-fourth million or 

tluee aod one-quaner 
mlliou. 

1so.ooo,ooo• ·--·----.7SO milion .. -··-····-3'4 biUio11 or lhrec­

foulths or. biJlion or 
lhn:e-quariers of a 

billion. 

9.000.000 I0--.. ···--9 million to ·--···--·nine milliDn to 
I ,000,000.000* -·---..ollC billion ··-··-·---OllC billion 

•Corrcc1 for tabular worlc and for text when med with other nul\'lbent 
ordinarily wriu.m in figures, as Sl:?,000,000 and $9.250,000. 



A36 aJJOT-Govammsnr Cortespondsnce HancJbool< 1993 

WORD DIVISION 

It is preferable that conespondence not contain 
hyphenated words. However, when words must be 

divided, they should be separated between syllables. 
'"'--e-syllable wmds are never divided. Guidelines on 

a- syllabic division may be found in the U.S. 
. _,vemment Printing Office Style Manual's supplement 

Word Division and in any dictionary. 

Divide Words 

So that the part of Ille word at the end of the line sug­

gests to the reader the whole word. For example: 

capac-ity ""' capa-cily 

Afrcr a vowel. if the vowel itself is a separate sylla­

ble within a word. For example: 

phys'k:al no1 pbys.ical 

sepa-rate nor sep-arari:: 
panicu-w ""' parric:·ular 
criti-clsm llDI crit-iclsm 

Between the components of solid compounds. For 
example: 

the hyphen in hyphenated compounds. For exam-

Between adjoining vowels in separate syllables. For 
.eitample: . 

After prefixes o( lhrec: or more letter. For example: 

Befo~ suffixes of three or more letters. For example: 

After the second consonant of double consonants 

ending a root word, when followed by a suffLX. For 

example: 

Between double consonants lltat arc doubled because 

a suffix is added For example: 

n:mit-led lhin-niag program-ming 

According to their grammatical function. For~xam­

ple: 

pro-pcss (verb) 

prog-icss tnoun) 
pnl•ject (\lllrb) 

pro-ject (JIOlln) 

stcDog-'lllpher (noun) 

steno-graphic 
(adjective) 

in-va-lid (noun) but 

in-qi-id proc-e5$ (noUD, vezb) 

(adjective) pro-~'t (noun, verb) 

re-cord {verb) 

noc:-oid-i noun J 
pro-di,.::c: {verb) 

pnxkfce (JI.OUR) 

Do Not Divide Words 

At lhe ends of more than two consecutive lines. 

Of five or fewer letters, even though containing more 

than one syllable. For example: 

avoid begin i1110 also 

Between a one- or a two-letter tcnninal syllable and 
the iest of the word. For example: 

ammonia period 

Between a one- or a two-leuer initial syllable and the 

~t of the word. For e.xample: 

aroand behllvior 

Ac the end of a page. 

So that the last word of a paragraph is hyphenaled . 

Do Not Separate 

Closely Related Word Units 

A void separating words that are closely associated 

wilh one another, such as the elements of dates and of 
proper names., groups of initials and surnames. and 
abbreviated tides (Dr., Mrs., ere.) and names. When 

absolutely unavoidable-

• Dateswntaining month, day, and year may be 
divided by<eanying the year over to the next line. 

• Proper names may be divjded by placing the last 

name -on the next line. 

• Do not separate figures. letters, or symbols from 

their accompanying words when used as a group. 

For example: 

CbapEer W Ani.::le ~4 l1Z.34i'if1h Street NW $12.5.35 
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