


Background

The Guide for Preparing NARA Correspondence is based on the United States
Government Correspondence Manual (1992) sponsored by the U.S. General Services
Administration. NARA'’s guide contains detailed guidance on preparing NARA
correspondence and provides samples collected from NARA offices. Follow this guide
in all internal and external NARA correspondence.

There may be times when you want to refer to the U.S. Government Correspondence
Manual for a further explanation of correspondence management or for areas this guide
does not cover. The U.S. Government Correspondence Manual is available at
www.va.gov/publ/gsa/corresp/.


www.va.gov/publ/gsa/corresp
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1. General Formatting
1.1 Margins
One-inch margins are recommended for all NARA correspondence.
1.2  Spacing
Use single-spaced lines in a paragraph. Double-space between paragraphs.
13 Font
Use Times New Roman, 12 point.
1.4 Indentation
Type correspondence with all elements flush with the left margin (flush left).
15 Date

a. When the date the document will be signed is known, include it when
preparing the memorandum for signature. (See example 1.)

b. If the date is unknown, leave a blank line for the date and begin the
address on the second line below the blank line. (See example 2.) After the
correspondence has been signed, the office that signed or dispatched the letter will
type or stamp the date on the original and all copies.

1.6 Carrying Over to the Next Page

a. Begin a paragraph at the end of the page only if there is room for at least
two lines.

b. When continuing a paragraph on the following page, carry over at least
two lines.

C. Typing a single line or less (unless it is a single-line paragraph) at the top
or bottom of the page is not recommended.

1.7 Signature
Do not use titles (e.g., “Ms.,” “Mr.,” “Ph.D.,” or “Dr.”) in the signature block.
1.8  Signature in the absence of regular signing official

a. Acting — If the signing official is a person appointed in a formal acting
capacity (i.e., by formal personnel action), type his or her name and the word
"Acting" before the title in the signature block. For example:



ALICE B. CLARK
Acting Executive for Research Services

b. For — If an official is acting informally for the regular signing official, he
or she signs his or her name in the signature block of the regular signing official
and writes the word "for" before the regular signing official's name. Mark copies
with the actual signer’s name.

Robert S |Lag

JOHN T. BROWN
Assistant Archivist for
Administrative Services

1.9  Signature of more than one signer

When more than one signature is required, arrange the signature blocks side by side or
one beneath the other. If you position the signature blocks one beneath the other, leave
four blank lines after the last line of the prior block.

1.10 Official Record Copy Information

a. Make sure you include this information only on file copies (official,
reading, information, and blind courtesy copies) of the originating unit and
recipients of the copies. (See example 3.)

b. Do not include this information on the copy sent to the addressee(s).
C. For the official record copy information to include, see NARA 201, par.
201.23.

1.11 Electronic file

If you save an electronic copy of a letter or memorandum for reference purposes, delete
the letterhead and footer from the electronic file. This reduces the cumulative strain on
NARANET servers. (See example 3.)

1.11  Spaces after periods

Use two spaces after periods.



2.1

2. Letters

Letters

Letters are correspondence addressed to external entities. They generally consist of five
parts: heading, salutation, body, complimentary close, and signature, but may also
include an optional attention line. Letter templates are available on NARANET through
Microsoft Word.

2.2

Heading

In the heading, include the date, title, name, and address of the intended recipient(s). For
detailed guidance on form of addresses, see chapter 4 of the U.S. Government
Correspondence Manual.

“The Honorable™ is a title of respect used to address, by name, current and
former high officials (e.g., Presidential appointees, Federal and state elected
officials and mayors):

The Honorable Jane Hart
Attorney General

You may use “The Honorable” with an official title but without a name, in certain
circumstances (i.e., when addressing Cabinet officers and Governors of States):

The Honorable

The Secretary of State

The Honorable

The Governor of Maryland

2.3

2.4

Do not use “The Honorable” before a last name alone.
Attention Line (optional)

a. An attention line expedites delivery of the letter to the person who will act
on it.

b. When appropriate, type “Attention:” or “ATTN:” two lines below the
address, flush left. (See example 4.)

C. The salutation should state the addressee of the letter, not the person
named in the attention line.

Salutations
a. Salutations are required in formal letters.
b. Type the salutation on the second line below the address or attention line.
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2.5

C. Use the same name and personal title that appears in the recipient’s
address, in the heading, followed by a colon.

Informal salutation — Unless the addressee holds a title such as Secretary, the
salutation is usually “Dear followed by the appropriate courtesy title (Mr., Mrs.,
Ms., or Miss) and the addressee’s last name. For example:

Dear Mr. Adams:
Dear Mrs. Baker:
(Member of the House of Representatives)

Dear Senator Carter:

Top-ranking officials — In official correspondence, never use titles of top-
ranking government officials (i.e., the President, Vice President, Chief Justice,
Secretary, Ambassador) with the individual’s last name. Instead use:

Dear Mr. President:
Dear Madam President:

Dear Mr. Secretary:
Dear Madam Secretary:

Dear Chief Justice:

Formal salutation — “Sir:” or “Madam:” alone is sometimes used to address
high-ranking Federal, state, local officials, or individuals representing private
organizations.

Unknown Gender — When you do not know the gender of the addressee, it is
recommended that you use the name as given. For example:

Dear Taylor Dole:
Dear E. English:

Unknown identity — When you do not know the identity of the specific
addressee, call the addressee’s office in order to obtain the name. Use “Dear Sir
or Madam:” or “Dear Sirs and Madams:” when this is unnecessary or not
possible.

Modified or no salutation — You may elect to omit the “Dear” or the entire
salutation for routine correspondence or correspondence in which an informal
tone is desired for multiple addresses.

Body

a. Begin the body of the letter two lines below the salutation or previous text.
Double-space one-paragraph letters of 10 lines or less.



2.6

b. If responding to an incoming letter, begin the body with a brief reference
to the letter to which you are responding — not just the date, but also a meaningful
synopsis of the question, issue, or problem that it presented. (See example 5.)

Complimentary Close

Generally, the complimentary close should be as formal or informal as the salutation.
Where the salutation is omitted, the complimentary close is omitted as well.

Generally, use “Sincerely,” as the complimentary close. Use “Respectfully,” when the
letter is addressed to the President of the United States.

2.7

Signature

See par. 1.7 through 1.9 and NARA 201, par. 201.19.

2.8

Enclosures

a. In letters, type “Enclosure,” two lines below the signature block. (See
example 4.)

b. When there is more than one enclosure, you may type “Enclosures” or
indicate the number. For example:

Enclosures (3)

When enclosures have special importance or are not cited in the letter, list them by title or
subject. For example:

2.9

Enclosures:

Sample directives plan

Priority codes

List of interim guidances in effect
Separate Cover

a. When material cited in the text is sent under separate cover (i.e., in a
different envelope), type “Separate Cover:” flush left, two lines below the last line
of text.

b. List the material, even if it has been identified in the text. For example:
Separate Cover:
Sample directives plan

Priority codes



List of interim guidances in effect

C. Send a copy of the letter with the material sent under separate cover.



3.1

3.2

3.3

3.4

3.5

3. Memorandums
Memorandums

a. Use memorandums for correspondence within NARA including within
your office or unit.

b. Various memorandum templates are available on NARANET through
Microsoft Word.

C. Memorandums are divided into three parts - heading, body, and signature,
described in the following paragraphs. (See example 6 for a sample
memorandum.)

Heading
The heading contains the Date, To, From, and Subject information.
Body

Begin the body of the memorandum three lines below the last line of the subject
or previous text. Double-space one-paragraph memorandums of 10 lines or less.

Signature
See par. 1.7 through 1.9 and NARA 201, par. 201.19.
Attachments

a. In memorandums, type “Attachment” flush left two lines below the
signature block. When there is more than one attachment, you may type
“Attachments” or indicate the number:

Attachments (3)

b. When attachments have special importance or are not cited in the
memorandum, list them:

Attachments:
Sample directives plan
Priority codes

List of interim guidances in effect



4.1

4. Electronic Mail (e-mail)

E-mail

Use e-mail to send short messages quickly and easily to one or more addressee(s).

4.2

4.3

Standards for all e-mail

a. Use meaningful subject lines.

b. Try to keep messages under 25 lines long.

C. Use short paragraphs separated by blank lines.

d. When you are responding to questions, be sure to provide thorough
answers.

e. When presenting a solution to a request or problem, be sure to describe the

appropriate course of follow-up action.
f. Maintain a polite, positive, and personal tone.

g. Proofread for misspellings, grammatical errors, and missing or duplicate
words.

h. Check to be sure attachments referenced in the message are linked to the
message.

Additional standards for external e-mail

a. In the message box, include a salutation, message, complimentary close,
and signature equivalent.

b. In the salutation, address the writer by name (e.g., “Dear Ms. Smith).

C. In the message, reference the e-mail to which you are responding (not just
the date, but also a meaningful synopsis of the question, issue, or problem that it
presented).

d. Write clearly and simply.

e. Avoid jargon, idioms, and “emoticons” (i.e., representations of facial
expressions, such as :) as a smile), or other creative punctuation.

f. Include a complimentary close.

g. Make it easy for the writer to contact you by concluding the message with
a “signature equivalent” (your name, organizational unit, phone number, and e-
mail address, plus your fax number, if appropriate).
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4.4

See example 7 for a sample e-mail.
Additional standards for internal e-mail

a. Internal e-mails may be more informal (e.g., deleting the more formal
salutation and the complimentary close).

b. Include message received from sender in your reply or provide a
meaningful synopsis of the question, issue, or problem that it presented.

C. Make it easy for the recipient to contact you by including your phone
number, if appropriate.



5.1

5. Facsimile

Facsimile (Fax)

Use fax transmissions for official correspondence when there is not enough time to send
documents through other mail services.

5.2

Cover Sheet

Use a fax cover as the first page of all fax transmissions to recipients. Use the standard
NARA Facsimile Transmittal template available on NARANET through Microsoft Word.

5.3

Writing Standards
a. Use meaningful subject lines on the transmittal.

b. In the message section of the transmittal, reference the communication to
which you are responding (not just the date, but also a meaningful synopsis of the
question, issue, or problem that it presented).

C. Try to keep the message under 25 lines long.

d. Use short paragraphs separated by blank lines.

e. When responding to questions, be sure to provide thorough answers.
f. When presenting a solution to a request or problem, be sure to clearly

describe the appropriate course of follow-up action.

g. Maintain a polite, positive, and personal tone.

h. Write clearly and simply (avoid jargon and idioms).

i Make it easy for the writer to contact you by completing the section

headed “From the desk of...” (including your name, title, organizational unit,
phone number, fax number, and e-mail address).

J. Proofread for misspellings, grammatical errors, and missing or duplicate
words.
k. Check to be sure the total number of pages is accurately shown on the

cover transmittal and that the attachments are clearly referenced in the message.

See example 8 for sample facsimile cover sheet.
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6. Examples

Letters
1. Dated letter responding to reference inquiry
2. Undated letter to high government official
3. File copy of letter showing official record copy information and deleted

letterhead and footer

4. Letter with attention line and enclosure line
5. Letter with initial reference to incoming correspondence
Memorandum

6. Correspondence within NARA
E-Malil

7. E-mail response to external e-mail request
Facsimile

8. Facsimile transmittal in response to reproductions price inquiry
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