TABLE OF CONTENTS

CHAPTER I. CORRESPONDENCE SYSTEM ...................... I-1

1-1  Purpose........................................... I-1

1-2  Use............................................... I-1

1-3  Policies for Originators.......................... I-1

1-4  Control of Correspondence......................... I-6

1-5  Questions......................................... I-8

Exhibits of a Form Letter, ACORN Control Ticket, and

Correspondence Control Types........................... I-9

Sample Form Letter..................................... I-10

Sample ACORN Control Ticket............................ I-11

Reading an ACORN Control Ticket........................ I-12

Definition of Correspondence Control Types............. I-16

CHAPTER II. LETTERS.................................... II-1

2-1  Purpose........................................... II-1

2-2  Use............................................... II-1

2-3  Stationery and Printer Requirements............... II-1

2-4  Type Style........................................ II-1

2-5  Margins........................................... II-2

2-6  Date.............................................. II-2

2-7  Addressing a Letter............................... II-2

2-8  Salutation........................................ II-3

2-9  Body of a Letter.................................. II-3

2-10 Complimentary Close............................... II-3

2-11 Signature Element................................. II-3

2-12 Enclosure Notation................................ II-4

2-13 Courtesy Copy Notation............................ II-4

2-14 Official Record Copy of a Letter.................. II-4

2-15 Printing.......................................... II-7

2-16 Proofing.......................................... II-7

2-17 Assembly.......................................... II-7

2-18 Routing........................................... II-7

2-19 Revisions......................................... II-7

2-20 Dispatching After Signature....................... II-10

Exhibits of Letters.................................... II-13

Structural Elements of a Letter........................ II-14

Letter with Joint Signatures........................... II-15

Official Record Copy of a Letter....................... II-16

CHAPTER III. MEMORANDUMS............................... III-1

3-1  Purpose........................................... III-1

3-2  Use............................................... III-1

3-3  Stationery and Printer Requirements............... III-1

3-4  Type Style........................................ III-1

3-5  Margins........................................... III-1

3-6  Date.............................................. III-2

3-7  Memorandum For Line............................... III-2

3-8  Attention Line.................................... III-2

3-9  Through Line...................................... III-3

3-10 From Line......................................... III-3

3-11 Subject Line...................................... III-4

3-12 Body of a Memorandum.............................. III-4

3-13 Attachment Notation............................... III-4

3-14 Courtesy Copy Notation............................ III-4

3-15 Approval Block.................................... III-5

3-16 Concurrence Block................................. III-5

3-17 Official Record Copy of a Memorandum.............. III-5

3-18 Printing.......................................... III-7

3-19 Proofing.......................................... III-7

3-20 Assembly.......................................... III-8

3-21 Routing........................................... III-8

3-22 Revisions......................................... III-8

3-23 Dispatching After Signature....................... III-11

Exhibits of Memorandums................................ III-13

Structural Elements of a Memorandum ................... III-14

Memorandum with Addressee List at the Top.............. III-15

Memorandum with Addressee List at the Bottom........... III-16

Memorandum with Addressee List Attached................ III-17

Memorandum with Joint Signatures....................... III-19

Official Record Copy of a Memorandum................... III-20

CHAPTER IV. SECRETARIAL CORRESPONDENCE................. IV-1

4-1  Purpose........................................... IV-1

4-2  Use............................................... IV-1

4-3  Control of Correspondence......................... IV-1

4-4  Stationery and Printer Requirements............... IV-2

4-5  Type Style........................................ IV-3

4-6  Margins........................................... IV-3

4-7  Date.     IV-3

4-8  Letter for the Secretary's or Deputy Secretary's Signature.

     IV-3

4-9  Memorandum for the Secretary's or Deputy Secretary's

Signature.     IV-13

4-10 Action Memorandum to the Secretary or Deputy Secretary.

     IV-22

4-11 Information Memorandum to the Secretary or Deputy Secretary.

     IV-30

Exhibits of Secretarial Letters and Memorandums   IV-39

Structural Elements of a Letter for the Secretary's Signature

     IV-40

Structural Elements of a Letter for the Deputy Secretary's

Signature IV-41

Official Record Copy of a Letter for the Secretary's Signature

     IV-42

Structural Elements of a Memorandum for the Secretary's Signature

     IV-44

Structural Elements of a Memorandum for the Deputy Secretary's

Signature IV-45

Memorandum for Secretarial Signature with Addressee List at the

Top  IV-46

Memorandum for Secretarial Signature with Addressee List at the

Bottom    IV-47

Memorandum for Secretarial Signature with Addressee List Attached

     IV-48

Action Memorandum to the Secretary IV-50

Action Memorandum to the Deputy Secretary    IV-53

Information Memorandum to the Secretary IV-55

Information Memorandum to the Deputy Secretary    IV-57

Official Record Copy of a Memorandum for Secretarial Signature

     IV-59

CHAPTER V. WHITE HOUSE CORRESPONDENCE   V-1

5-1  Purpose.  V-1

5-2  Use. V-1

5-3  Control of Correspondence.    V-1

5-4  Preparing, Clearing, and Dispatching White House

Correspondence.     V-3

CHAPTER VI. CONGRESSIONAL CORRESPONDENCE     VI-1

6-1  Purpose.  VI-1

6-2  Use. VI-1

6-3  Control of Correspondence.    VI-1

6-4  Stationery and Printer Requirements.    VI-3

6-5  Type Style.    VI-3

6-6  Margins.  VI-3

6-7  Date.     VI-3

6-8  Addressing Letters to Members of Congress.   VI-3

6-9  Salutation.    VI-5

6-10 Body of a Congressional Letter.    VI-5

6-11 Complimentary Close.     VI-5

6-12 Signature Element.  VI-5

6-13 Enclosure Notation. VI-5

6-14 Courtesy Copy Notation.  VI-5

6-15 Official Record Copy of a Congressional Letter.   VI-6

6-16 Printing. VI-8

6-17 Proofing. VI-9

6-18 Assembly. VI-9

6-19 Routing.  VI-9

6-20 Revisions.     VI-10

6-21 Forwarding Congressional Packages. VI-12

6-22 Dispatching Letters After Signature.    VI-14

Exhibits of Congressional Correspondence     VI-17

Letter Addressed to a Senator from The Secretary  VI-18

Letter Addressed to a Senator from an Assistant Secretary   VI-19

Letter to a Representative from an Assistant Secretary VI-20

Official Record Copy of a Congressional Letter    VI-21

Congressional Committees/Subcommittees Relevant to HUD VI-23

Senate Committee on Appropriations VI-23

Senate Appropriations Subcommittee on VA, HUD, and Independent

Agencies  VI-24

Senate Committee on Banking, Housing, and Urban Affairs     VI-25

Senate Subcommittee on Housing and Transportation VI-26

Senate Committee on the Budget     VI-27

Senate Committee on Governmental Affairs     VI-28

House Committee on Appropriations  VI-29

House Appropriations Subcommittee on VA, HUD, and Independent

Agencies  VI-30

House Committee on the Budget VI-31

House Committee on Financial Services   VI-32

House Subcommittee on Oversight and Investigations     VI-33

House Subcommittee on Housing and Community Opportunity     VI-34

House Committee on Government Reform    VI-35

House Subcommittee on Criminal Justice, Drug Policy, and Human

Resources VI-36

APPENDIX A. HUD FORMS    A-1

Record of Clearances, Form HUD-1047     A-1

Correspondence Change Request, Form HUD-149  A-2

Telephone Inquiry/Response, Form HUD-2029    A-3

Priority Correspondence Assignment Sheet for White House

Correspondence A-4

Priority Correspondence Assignment Sheet for General

Correspondence A-5

APPENDIX B. MODELS OF ADDRESS B-1

General Rules for Addressing Correspondence  B-1

Guidelines for Addressing Correspondence     B-2

The White House     B-3

The Cabinet    B-4

Cabinet Rank Members     B-6

The Federal Judiciary    B-7

The Congress   B-8

Legislative Agencies     B-12

Executive Departments and Independent Agencies    B-13

American Missions   B-15

Foreign Diplomatic Missions to the United States  B-15

International Organizations   B-16

State Governments and Local Governments B-17

Clergy    B-19

Education Officials B-21

Physicians and Lawyers   B-22

Multiple Addressees B-23

Miscellaneous Addressees B-23

Military Service Personnel    B-25

Service Academy Members  B-25

Tribal Leaders B-26

APPENDIX C. STATE AND TERRITORY ABBREVIATION TABLE     C-1

APPENDIX D. SUBPARAGRAPHS     D-1

APPENDIX E. QUOTATIONS   E-1

APPENDIX F. FOLDER ASSEMBLY FOR PACKAGES     F-1

Types of Folders    F-1

Folder Assembly     F-2

APPENDIX G. STYLE ELEMENTS    G-1

Capitalization G-1

Compound Words, Hyphenations, and Spelling   G-4

Numerals  G-7

Punctuation    G-9

APPENDIX H. SPANISH ACCENTS, CHARACTERS, AND SYMBOLS   H-1

APPENDIX I. REFERENCE GUIDES  I-1

INDEX     1
