                        Office of the Administrator’s Correspondence Preferences

1. Keep letters and memoranda to one page whenever possible.  If necessary, use an enclosure to relay detailed information.

2. When a letter is addressed to an individual, the writer should respond in the first person throughout the letter.

3. Do NOT begin a letter or memorandum with—

The purpose of this letter . . .

This is in response to your letter . . .

Mr. O’Keefe has asked me to respond . . .

Examples of preferred beginnings—

Thank you for your letter of . . . date . . . to Mr. O’Keefe . . .

Thank you for your recent letter . . .

I am pleased to respond to your correspondence to Mr. O’Keefe regarding . . .

Your letter of . . . date . . . to Mr. O’Keefe has been referred to me for response.

4. If the signer of the letter is not the addressee of the incoming, acknowledge the     

addressee in the response.  For example, a letter addressed to the Administrator with a response being signed by an Associate Administrator should begin with one of the above-mentioned examples.

5. Do not make references to last week, yesterday, today; cite the specific date.

6. When preparing correspondence for Principals in the Office of the Administrator, please omit the following phrases:

As you know,

As you are aware,

I know that you are aware of . . .

I am sure you will find, as I do . . .

Yesterday, I sent you . . .

I want to thank you . . .   

Civil servant

7. Consider the following as word preferences:

Instead of--                               Use—

Civil servant                             civil service personnel 

I feel                                          I believe

Mankind
                          humankind, humanity

Man hours                                staff hours, work hours, hours worked

         Manpower                                personnel, workforce, employees, human resources

                                                     staff

Man-tended                              crew-tended

Chairman                                  chair, chairperson, presiding officer

8.
When referring to a retired senator, never use former or ex-senator.  For example, although Senator Glenn is retired, proper protocol dictates referring to him as Senator Glenn.  This preference is applicable to all senators.

