[ Secretary of the Interior Letterhead for Secretary’s signature (see Figure A-13) ]

Honorable Lynda Harrington

United States Senate

Washington, D.C.  20510

Dear Lynda:

We have prepared this exhibit to ensure that the proper salutation is used on responses to congressional correspondence addressed to the Secretary.  

The salutation on responses to congressional correspondence should be the writer's first name (Dear Bob or Dear Paula), if:

a.
The incoming congressional correspondence has a first name salutation to the Secretary (Dear _______________); or

b.
The signature on the incoming congressional correspondence is only the writer's first name (Bob or Paula).

However, when the congressional correspondence is from a committee or subcommittee chairperson, the salutation is always formal (Dear Mr. Chairman or Dear Madam Chairman).  Also, the salutation is always formal when the Secretary is transmitting reports to Congress (Dear Senator or Dear Mr. or Ms.).

All letters are typed in Times New Roman - 12 pt, single-spaced, double-spaced between paragraphs, right margin justified.  The “In Reply Refer To:” block is not typed on this correspondence.

Do not use parentheses to enclose “DOI” or the acronym for a bureau or office in the text of correspondence prepared  for the Secretary’s  signature.  After  the  Department  of the Interior or the U.S. Geological Survey have been referred to in a letter, we can assume any later reference to the DOI or the USGS will be understood as reference to the Department or the Survey.  References to other commonly known acronyms such as EPA, HUD, or DOD should also be used according to these guidelines.  Also, we should make every effort to eliminate the use of acronyms that are not commonly used outside the Department, such as GOM for Gulf of Mexico.

When preparing letters for the Secretary's signature, use the closing "Sincerely" and leave the signature line blank.





                                            Sincerely,

Enclosure                                                                     
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(Type on file copies only)

cc:
Sec Surname (Yellow letterhead with copy of incoming and enclosure)


ES (3) (White letterhead - xerox with copies of incoming and enclosure)


AS/WS (3) (White letterhead - xerox, 2 with copies of incoming and enclosure)


CL/WS (White letterhead - xerox with copy of incoming and enclosure)


OCL (White letterhead - xerox with copy of incoming and enclosure)


Director’s File - MS 114 (White letterhead - xerox with copy of incoming and enclosure)


Director’s Chron - MS 114 (White letterhead - xerox w/o copy of incoming and enclosure)


CL - MS 112 (White letterhead - xerox with copy of incoming and enclosure)


Official File - MS xxx (Letterhead - xerox with copy of incoming and enclosure)


Other File Copies (as appropriate)

USGS:Water:KTSmith:cls:8/10/2xxx:(703)648-xxxx:ACCN#2001xxxx:file name
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