Most Common Mistakes in Correspondence Preparation

Lack of information contained in the Executive Summary.

Lack of quality check performed on the correspondence, as well as the complete packaging.

Omission of initials on the Action Document Summary (NHQ Form 117) to indicate that the “A” package had a quality check.

Poor quality of writing reflected in the correspondence.

Omission of “Plain Language” in the correspondence.

Incorrect correspondence format. 

Draft correspondence not prepared on plain bond paper.  (Sample of a correct draft has been distributed to the codes.)

Incorrect letterhead used.

Improper indentation on letters for signature of the Principals. 

Incorrect formats used for directives (using formats that are inconsistent with guidelines provided in NODIS).

Lack of timeliness in giving an “A” package to Code CIC.  (Code CIC gets an “A” package the same day that signature is needed.)

“A” packages are taken directly to Code A by the Code and not given to Code CIC (circumventing the system).

