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Posting Instructions:  Interim directives are numbered consecutively by handbook number and calendar year.  Post by document at the end of the chapter.  Retain this transmittal as the first page(s) of this document.  The last interim directive was 6209.12-2010-2 to chapter 50.

	New Document


	id_6209.12-2011-1
	9 Pages

	Superseded Document(s) (Interim Directive Number and Effective Date)
	id_6209.12-2010-1, 2/22/2010
	9 Pages


Digest:  
This interim directive (ID) reissues without changes, the direction previously issued in id_6209.12-2010-1.

13.1 - Revises the “Thru” line in exhibit 01 to reflect current Forest Service structure.  Revises signature block to indicate proper authority level for signature.
13.5 - Adds direction and cross-references on who has authority to sign Reply Due letters.
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13 - INFORMAL CORRESPONDENCE PROCEDURES

13.1 - Choose Letterhead Template for Informal Letter

1.  Use the official informal electronic letterhead template.  (The address and signature styles for Forest Service correspondence comply with Department of Agriculture direction and do not follow the GPO Style Manual.) 

2.  Follow directions for use of informal letter templates before proceeding further with an informal letter.
a.  Use the established regional or forest informal letterhead formats for regional or forest informal correspondence.

b.  See the following exhibit for an example of the informal letter using an informal letterhead template from the Washington Office. 

13.1 - Exhibit 01 

Sample Informal Letter
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	United States
Department 
of Agriculture
	Forest Service
	Washington Office
	14th & Independence SW
P.O. Box 96090
Washington, DC 20090-6090



	       Thru:  Deputy Chief of Business Operations

REPLY DUE FEBRUARY 8, 2010
Frequently, there is a need to break a paragraph into several subparagraphs.  When this is done, enumeration by a sequence of numbers and letters is necessary for clarification.  The enumeration and arrangement of paragraphs follow:

1.  The enumeration of paragraphs by numbers and letters in correspondence is acceptable and can be helpful as a reference aid.

a.  Type main paragraphs in block style, single-spaced with double spaces between them.  Indent subparagraphs as shown in this example.

b.  Subdivided paragraphs should have at least two subdivisions.

c.  A paragraph begins near the end of a page only if there is space for two or more lines on that page.  A paragraph should continue on the following page only if two or more lines can be carried over to that page.

d.  Use titles or captions in lengthy communications to increase ease of reading and reference.

2.  The arrangement shown here applies only to correspondence.



13.1 - Exhibit 01--Continued

Sample Informal Letter
	Regional Foresters; Station, Area and Institute Directors; and 
Page 2

WO Staff Directors 

If you have comments or suggestions for changing our approach to subparagraphs, please send them to the unit mailbox listed on the enclosed comment sheet by February 8, 2010.

/s/ Tom S. Hardy

TOM S. HARDY

Deputy Chief, Business Operations
Enclosure:  Comment sheet  




13.2 - “Route to” Field for Informal Letters

See the Staff Routing Code Guide on the Forest Service Web page.  “Route To” is used only when the file code is not sufficient for the correspondence to reach the intended office(s).
1.  Complete the “Route To” line using the routing code. 

2.  Use multiple "Route To" codes if necessary. 
3.  Follow instructions in 13.2, exhibit 01 for direction on the use of file codes in an informal letter. 
13.2 - Exhibit 01

Sample File Code
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	United States
Department 
of Agriculture
	Forest Service
	Washington Office
	14th & Independence SW
P.O. Box 96090
Washington, DC 20090-6090



	The "File Code" line above identifies the code(s) for the main subject of the letter.  The code "6230" is the primary code, while the "-1" is the secondary code, and "-4" is the tertiary code.  

1.  Use at least a secondary code whenever possible.  

2.  Use multiple file codes only when more than one primary subject is discussed, such 
as the codes used in this letter for disposition of records and classified records.

Complete the "Route To" line only when the file code is not sufficient for the correspondence to reach the intended office.  Multiple "Route To" codes may be used if necessary.  However, limit routing codes to one whenever possible.  Separate the file codes or routing codes with a slash (/) as shown below.  Additional routing codes are appropriate when more than one staff receives the letter.  Provide a copy of the letter to each routing code addressee.  

1.  Single file and routing code example
File Code: 1010


Route To:  1510

2.  Multiple file and routing code example 
File Code: 7310-1-1


Route To:  2400/6300

A letter may be composed one day in the afternoon but not signed until the next morning.  

/s/ Jonath N. Swift

JONATH N. SWIFT

Director, Directives and Regulations



13.3 - Addressees on Informal Letters

13.31 - “To” Field for an Addressee on Informal Letters

Complete this field on the correspondence database from a drop-down menu on the document summary with the position (a title) rather than the name of a person who holds the position.  The correspondence database automatically inserts the address into the letterhead template.

1.  Enter the appropriate title(s) after the “To” line.
2.  If necessary, edit this field.  For example, type in deputy chiefs when the letter concerns policy information intended for deputy chiefs.

3.  Address intraregional letters intended for units within the same region to the regional forester, staff director, or forest staff officer.
4.  Capitalize the first letter of each title regardless of whether a name accompanies the title. 

5.  Although the letter is normally addressed to the position (a title) rather than to the name of a person who holds the position, if a letter is personal, use the person's name without the title of the position.

Example of Positions or Titles
Chief

Station Director, PSW

Regional Forester, Southern Region

Area Director, Northeastern Area 

Forest Supervisor, Ashley NF

District Ranger, Pagosa RD

Regional Foresters, Station Directors, Area Director, IITF Director, and WO Staff 
13.32 - “Thru” Field for Informal Letters

When sending informal correspondence to an individual or staff through another person or staff, type "Thru" below the "To" line so the colons are aligned.  See section 13.1, exhibit 01 for an example.

13.4 - Subject Field for Informal Letters

This field must be completed before creating a letter. 

1.  Type key words in the subject field.

2.  Capitalize the first letter of the first word in the subject line and each successive word except articles (a, an, the), prepositions (such as at, by, in, on, down, from, between, among), and conjunctions (and, but, or, for, nor, so, and yet), unless one of these words happens to be the first word, in which case, use a capital letter. 

3.  When responding to a letter, type the date of that letter (in parentheses) in the subject line after the subject, for example, (your ltr. 12/02/09).  

4.  If it is necessary to respond a second time before receiving a reply from the first response, the author should refer to the date of the first response in the subject line, for example, (Our ltr. 12/16/09).

13.5 - Reply Due Field for Informal Letters

Only the Chief, line officers, and Washington Office staff directors and deputy chiefs determine if this designation shall be used on informal correspondence.  The words REPLY DUE are entered automatically by the official electronic correspondence database.  Reply due dates are no less than 30 days from date of letter.  Only the Chief, deputy chiefs, and line officers have authority to sign Reply Due letters.  See section 13.1, exhibit 01 for an example of a Reply Due letter.  For signing authorities see FSM 1235.3 and FSM 1235.5. 

	REPLY DUE JANUARY 28, 2010 


13.6 - Signature Block for Informal Letters
1.  Complete the mandatory signature block field in the electronic document correspondence system before creating the text of the letter.  Choose the name of the signing official from the drop-down list.  The title of the official automatically appears on the letterhead template below the official’s name.  (The signature style for Forest Service correspondence complies with Department of Agriculture direction and does not follow the GPO Style Manual.)

2.  Directions for signatures on informal letters are the same as for formal letters.  See section 12.6.
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