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Organization of the IHS Executive
Correspondence Guidelines

These guidelines are arranged in seven chapters, each relating to a specific area of interest
to Indian Health Service (IHS) writers. Exhibits appear at the conclusion of the guidelines.

e Chapter1

The first chapter, entitled "Purposes, Principles, and Policies for THS Written
Commutinications,” defines IHS expectations regarding the quality and timeliness of
documents prepared for signature by IHS managers and decisionmakers. ’

e "Chapter 2

The chapter on "Craftsmanship" provides advice on producing short, simple, strong,
and sincere letters and memorandums. Its content has been adapted from Plain
Letters, published by the National Archives and Records Service of the General
Services Administration. A reference copy of Plain Letters is available in the THS
Office of the Executive Secretariat.

‘o Chapter 3

The chapter on "Form and Style" addresses the subjects of abbreviation, ¢apitalization,
compound words, numbers, punctuation, related word units, and spelling, It treats, to
a limited degree, many problems frequently encountered by THS writers, and uses the

Government, Printing Office Style Manual as the authoritative text on such matters.

e Chapter 4

The chapter on "Grammar, Word Preference, and Usage" describes IHS Office of the
Executive Secretariat expectations in these areas and provides examples of proper
usage.

e Chapter b

The chapter on "Letter and Memorandum Content" contains recommended wording for
the opening, intermediate, and closing paragraphs of letters and memorandums to be
signed by the Director, IHS, or by high level officials. Further, it identifies when to
prepare "Special Memorandums” (ACTION, INFORMATION, and BRIEFING).



T

e Chapter 6

The chapter "Letter and Memorandum Format aﬁd Assembly" contains specific
guidance on how to arrange text and prepare complete signature packages.

) Chapt_er 7

The chapter "Correspondence Packaging and Tracking” addresses the receipt,
assignment, tracking, and packaging of controlled correspondence. It also addresses
the generation of reports and a variety of services provided by the Office of the
Executive Secretariat. '

o Exhibits

The exhibits give examples of the formats explained in the preceding chapters.

.

e Bibliography
The bibliqgraphy lists helpful references to supplement these guidelines.
e Index
The detailed index helps the IHS writer quickly locate answers to specific questions.
These guidelines _a'i‘e bound in looseleaf fashion to facilitate revision and supplementation.

: Commenté and suégestio_ns for improvement are welcome. Please send them to-the
Director, Office of the Executive Secretariat, THS. :
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- Chapter 1 — Purposes, Principles, and
Policies for Indian Health Service
Written Communications

The purposes of this chapter are to explain the importance of the Indian Health Service's
(IHS) written communications, establish the working context for using the material
presented in subsequent chapters, and describe the desired effects of written
communications. The chapter consists of three parts: (1) purposes for THS written
communications to external authorities and to internal managers and staff; (2) prmc1ples for
producing effective letters and memorandums, and their packaging for management action;
and (8) policies for certain. wntten communication situations.

The information and guidance provided in this and subsequent chapters focus on written
communications prepared at the Headquarters level and on Area written communications
with Headquarters. Nevertheless, the basic material is equally appropriate for general
Area office arid Service Unit use.

1.1 Purposes

'1.1.1 Purposes for Written Business Communications

"How does having to respond to all these letters contribute to the IHS Mission and improve
the health status of American Indians and Alaska Natives?" This question is most often
posed as a complaint by staff assigned to prepare responses to letters or memorandums from
the Congress, tribal leaders, patients, employees, Federal agencies, and othérs.

The THS serves over 500 tribes located in 33 States. This size requires accomphshmg most .
administrative and management work, and considerable patient care related work, through
letters and memorandums. The preparation of an effective, high-quality document is as
important as prov1d1ng high quality care to a patient. A smgle document could determine
the avallablhty of services or resources for the entire IHS service population.

Incoming letters often describe problems that patlents, providers, tribal leaders, and others
are experiencing with the IHS. Many of the problems are caused by the lack of information.
These are regarded as opportunities to educate the letter writers and to make improvements
in the THS.
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1.1.2 Purposes for Emphasis on Effective Written Communications

"I've read this memorandum (letter) three.times and I still don't know what it says!" If the (
intended reader-is unable to "decode” the message, it costs IHS in resources, services o
delivery, administrative action, and credibility with external authorities. The purposes for
emphasis on effective written communications are to ensure that clear and concise

information or instructions get to the intended reader; to demonstrate IHS program and
administrative competence; and to assure IHS employees, tribal leaders, patients, clients,
Members of the Congress, and the Administration that the IHS is operated and managed
responsibly. - " ' :

1.1.3 Purposes for the IHS Executive Correspondence Guidelines
"J've just received a controlled correspondence assignment to write a letter to Senator
So-and-So for the Director. Where do I start? "I have to prepare a memorandum to the
Area Directors requesting them to survey an environmental problem and submit a report.
Where do I start?" The IHS Executive Correspondence Guidelines (Guidelines) is designed
to assist staff in approaching and completing a writing assignment. ' :

The Guidelines‘cover writing style, mechanics, format, and packaging for writing situations
experienced by Headquarters, Area office, and Service Unit managers and staff. The
Guidelines are designed to assist writers in preparing documents that conform to standards
for business communication and to Federal Government and Department of Health and
Human Services (HHS) standards. Furthermore, their use, with coaching and experience,
will contribute to ensuring that all THS documents are consistent in factual accuracy and
completeness, style, tone, sensitivity, and respect. '

Deciding on the content of a letter or memorandum is the essential first step. Writing to
convey an appropriate and complete response to the reader in a clear and concise manner is
the next step. Reviewing and editing by others is necessary also in producing high-quality.
documents AND in developing effective IHS writers and secretarial support staff. The
Guidelines are the primary, but not exclusive, reference for reviewing and editing. They are
designed to:cover usual situations; therefore, flexibility and judgment are necessary for
their effective use. :

Formatting and packaging of documents are important in bringing a writing assignment to-
closure. The Guidelines are designed to assist secretaries and other clerical support staff in
completing their responsibilities and coordinating their work with the Office of the
Executive Secretariat (ES) staff. Writing for the IHS is a responsibility shared among
program and administrative experts, secretaries, managers, and the Office of the Director.
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1 .2 Principles

1.2.1 Writing Assignments Are Part of the Business of THS |

For many IHS employees in Headquarters, and a growing number at Area offices and
Service Units, writing letters and memorandums is a significant part of their job, and is
necessary for the IHS to conduct its business. Furthermore, the ability to communicate,
orally and in writing, is essential for supervisors and managers. Success in top
management positions, in particular, is dependent on these skills.

Program experts must also have outstanding writing skills to accomplish critical
Headquarters writing. This includes not only letters and memorandums, but also
documents such. as budget formulation and justification, Capability and Effect-Statements;
and reports to the Congress, Office of Inspector General, and other Administration
authorities.

1.2.2 Letters and Memorandums Representing the THS Will Be of

High Quality and Timely - :
Letters and memorandums represent the ITHS, and for some readers that is the only
measure they have of IHS's ability to deliver and manage services. The same enthusiasm
and commitment IHS staff have for quality care are necessary for preparing quality and
timely letters and memorandums. A well-crafted, responsive, neatly typed letter that is -
received promptly has a message of its own: "IHS cares."

1.3 Policies

1.8.1 TheIHS Correspondence Guidelines Will Be Used -

Letter and memorandum writing at all THS levels should follow the THS Guidelines.
However, remember that language and grammar rules are not "set in stone"; every rule has
an exception. For the sake of space and simplicity, however, not all exceptions are included
in the Guidelines. Also, the Guidelines will change just as language changes; it will adapt
to the needs of the THS, and revised versions.of the Guidelines will be issued in the future.

1.3.2 The THS Will Resporld to Letters and Memorandums

Letters and memorandums addressed to line managers, administrative staff, and program
staff will receive an appropriate and timely response. The kind of response will be
determined by the incoming letter or memorandum; usually the response will be written.
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1.3.83 Executive Secretariat Will Control, Coordinate, and Track All
Correspondence Between Members of the Congress and IHS

Members of the Cdngress usually write to the THS Director; however, they will write also to
Area and Office Directors and their staffs. Original congressional letters sent to anyone in
Headquarters other than the IHS Director should be forwarded to the Director, ES. Copies

of letters sent to Area offices or Service Units will be transmitted to the Office of the
Director. '

The ES will assign response preparation and coordination and signature level to the -

appropriate Area or Oﬂice Director; and will dlstnbute coples of mcommg and outgoing
documents :

1. 3 4 Ddrector, IHS W111 Inv1te External Authorlties to IHS Events

The Office of the Director will process requests from IHS components interested in inviting
the Assistant Secretary for Health and Surgeon General, the Secretary, other agency heads,
members or staff of the Congress, and other prominent individuals to IHS-sponsored

- conferences, meetings, seminars, and programs.

Requests must be sent through the appropriate line authorities and will include an action
memorandum for the THS Director's decision, a draft memorandum or letter to the invitee
prepared for the Director's signature, and a draft briefing package.

1.3.5 Letters and Memorandums Must Follow the Appropriate Lines
of Delegated Authority

The delegations of authority determine who has authority to take actions on behalf of the
THS and who is accountable for those actions. Supervisors and managers are also
accountable for the actions of their staff in accordance with the .delegations of authority.

Letters and memorandums must be prepared for the signature of the person with the

delegated authority to take the action and must be cleared through the appropnate
"chain-of-command." ) _

Letters and memorandums prepared by IHS employees must not circumvent mtermedlate
supervisors and managers to reach a higher authority, either within or external to the IHS.

- Memorandums that direct line managers to expend resources, allocate resources, establish
THS policy, or take an official THS position on a particular situation must be prepared for
the signature of the Director, Deputy Director, or Director of Headquarters Operations as
appropriate line manager in the Office of the Director. Memorandums with information or
guidance may be sent through staff channels with concurrence by the approprlate line
manager,
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1.8.6 E-mail is for Sharing Information

The e-mail system enables IHS staff and managers to share information quickly and easily;
however, it should not be used to obtain official approvals for actions or use of resources.
E-mail messages that relate to controlled correspondence are to be printed and included in

final packages sent to the ES.

(N
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Chapter 2 — Craftsmanship

Good letters and memorandums are short, simple, strong, and sincere. This chapter is a
ready reference to the principles of basic composition.

2.1

Shortness

2.1.1 Avoid Needless Words and: Information

Use simple words and few of them.

*Wordiness

The following sentence was shortened and made more readable by substituting 4 words
for the 1] in brackets. .

[You need to furnish me with] Please provide information

information [to show whether or showing that Winnebago County
not] Winnebago County is part of is part of the tribe's aboriginal
the tribe's aboriginal hunting . hunting grounds.

grounds.

By removing the words in brackets and rearranging those remaining, the sentence
below can be reduced from 27 to 12 words without losing any meaning.

If you want a refund, please If you wa_nt a refund, please
complete the enclosed complete and return the enclosed
[application] form, [Request for form.

Refund, over your signature, ]
and return [it to this office at the
above address].
Needless words are often incorrect.
The laboratory tested [out] the effect of acid on the fabric.
This is a [very] unique situation.
Empty Beginnings
Another class of useless words is found in unnecessary phrases used to introduce

sentences. These are called empty beginnings. Examples include: "We would like to
point out," "For your information," and "Please be advised."
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The phrase "As you know" and similar phrases insult the reader's intelligence. If the
reader already knows what follows, why repeat it? If your purpose is to reinforce the
importance of that information, merely state it without introduction.

] ouble Words

Avoid doubling words with overlapping meanings like those below.

Avoid Use Avoid Use
absolutely complete .... complete new initiatives ....... initiatives
advance planning ...... planning now pending ........ -... pending
continueon ........... continue personally reviewed . ... reviewed
cooperate together .... cooperate repeatagain ............ repeat
enclosed herewith ...... enclosed respondback ........... respond

- endresult ............... result same identical ............ same

" exactly identical ....... identical serious crisis ............. crisis
futwreplans ............ .. plans still remains ........... remains
join together .............. join truefacts ......coovunninnn facts

Pl

2.1.2 Beware of Roundabout Prepositional Phrases

Roundabout prepositional phrases are easy to recognize and to replace with single
prepositions or other parts of speech.

Le—

Avoid Use Avoid : Use

in regard to" . ... about, regarding, along the linesof . .......... like

concerning in relationto ......... ‘ toward, to

with regard to’ ....... on, about, onthepartof......... for, among

regarding, inviewof ......... because, since

: concerning intheeventof ............... if

in connection with ..... of, in, on inorderto ................:. 1O

with referenceto ...... on, about, inasmuichas ............ '....as

concerning inthecaseof .............. if, in

in accordance with ...... with, by onbehalfof ................ for

on a few occasions ... occasionally for the purpose of ........... for

at the present time ......... now in the amountof ............ for

onthepartof...... by, among, for asofthisdate ............ today

in a positionto ........ can, may asto ...... eereeeaas on, about

in a number of cases . ... ... some onthebasisof ............... by
in the near future ...... .... 500N -

* According to Webster's Dictionary of Usage and Style, "in regards to”
and "with regards to" are illiterate variants of "in regard to" and "with

regard to."
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Sometimes a group preposition may be simply omitted.

Please tell us how many work-hours are spent {in connection with]
auditing vouchers. '

2.1.3 Use Short, Simple Verb Forms

Writing is clearer if we use the shortest, simplest verb form. Preferred use is shown in
parentheses.

When we held the meeting (met), the division chief made the decision
(decided) that Mr. Hatchett should take action (act) on the case at once.

He is negligent in (neglects) the détails of his work.

The rapid growth of manufacturing had a tendency (tended) to draw
workers from rural areas to cities.

The contract put an end to (ended) the confusion.

»
2

We reached an agreement (agreed) on the time schedule.

He made a talk. (He spoke.)

2.1.4 Avoid Qualifying Your Statements With Irrelevant "Ifs"

Some statements may need to be followed with "if" sentences either for the reader's
understanding or for the Government's protection. But be sure they are necessary. The
veteran who is told that his insurance account is in good order should know, without being
told, that (s)he must pay premiums on time to keep it that way. On the other hand, a reader
with only 30 days to file a claim has an interest in knowing what will happen if the claim is
late, even if the question is not asked.

Omit explanations that begin by saying "the law prowdes" or "regulations provide."
Department guidelines state that, unless you have a legal or technical reason, you should
not quote laws, rules, manuals, or other specific instructions verbatim in letters. Limit the
scope of your answer to relevant points, and state the information in clear, nontechmcal
language.

2.2 Simplicity

We don't write exactly the way we talk. A good letter uses plain speech that is well
organized and grammatically accurate. It must be factually correct, with a mark of dignity
suiting our Government. A good letter takes more planmng and care than most of us use in
everyday conversation.
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2.2.1 Know Your Subject Well

Study all new laws, rules, guidelines, policies, etc., that you will be called upon to discuss. If
the meaning is unclear, ask somebody who can explain, and do so before you receive an '
inquiry on the matter. Be ready.

Discuss new subjects with your colleagues. Think of questions you may be asked to answer
and prepare answers in advance. :

2.2.2 Use Short Words, Sentences, and Paragraphs

Everyday speech is full of little words. People:tend to view those who use big words in their .
conversations as stuffy, and they form the same impressions about letters loaded with big
words. Refer to Section 4.2.2, for big words to avoid and the simpler ones to use instead.

Some big word users find themselves in trouble for another reason--misuse.

This ominous task was accomplished with a minimum of disruption in
general patient care. ("Ominous” means "sinister" or "threatening." The
writer meant "onerous,” which means "burdensome" or "laborious.")

He corroborated with a select committee appointed by the Chief Officer
of the USPHS. ("Corroborated" means "made stronger." The writer
meant "collaborated,” which means."worked together.")

If you are unsure of the meaning of the word you plan to use, find a dictionary and look it
up, or use a simpler and maybe shorter word that you know makes sense.

As short words make letters more readable, so do short sentences. Sometimes writers try to
say too much in one sentence, and the reader may have to read the sentence several times to
understand it. Your sentences will be shorter and more understandable if you will limit
their scope to one idea apiece. '

On the other hand, too many short sentences, especially in a series, may sound choppy
unless the writer is skilled in transitions. Practical experience shows that sentences
averaging 21 words in length are a fair goal for most writers. And short sentences
intermixed with longer ones make the material easier to read.

Long paragraphs turn the reader off. The very sight of them is discouraging. When you
start a new idea, start a new paragraph. That does not mean, however, that all sentences
related to one idea must be kept in one paragraph. Try to keep most paragraphs between.7
. and 10 lines long, and seldom, if ever, exceed 14 lines (lines, not sentences). If a paragraph
or sentence must list three or more parallel items, consider numbering or putting them in
bullet form. One-sentence paragraphs can be effective, if they are used sparingly.

Page 14



Look over the page you have written. Do many sentences run longer than two lines and few
shorter? Do the paragraphs look forbidding? Can you find shorter, plainer words than some
of the big ones you have used?

We don't need to be rigid. A word that conveys a me_aning better than any other should not
be cast aside just because it is big; and a good, plain sentence that moves straight ahead
need not be frowned on because it has more than 21 words.

2.2.8 Avoid Separating Closely Related Parts of Sentences

A verb is the key word of a sentence, with the subject (é.nd object if there is one) closely
related to it. Words that add meaning to a verb are called modifiers. Misplaced modifiers
rank at or near the top of the list of typical problems seen in THS writing.

For example, single-word modifiers (adjectives and adverbs) cause trouble when they are
out of place in a sentence and change the meaning.

Only he came to the office on Tuesday.
? He came to the office only on Tuesday.

In addition, prepositional phrases or relative clauses must be close to the word they modify,
or the sentence doesn't make sense.

Confusing: The official made an unfavorable comment at a neighborhood party about his
agency’s policies. (The party was not about his agency's policies; his comment
was about his agency's policies.) '

Clear: At a neighborhood party, the official made an unfavorable comment about his
agency's policies.

Confusing: Problems are solved by researchers that are very complicated. (Written this
way, the sentence says that researchers are very complicated.)

Clear: Problems that are very corﬁplicated are solved by researchers.

Confusing:  The list of essential occupations does not include workers engaged in the
extermination of rodents and predatory animals except those in Government
service. (This sentence says that rodents and animals work for the
Government.)

Clear: Except for Government workers, the list of essential occupations does not
include workers engaged in the extermination of rodents and predatory
animals. '
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Wordy, misplaced, and overly complicated group-word modifiers appear often in material
prepared by THS writers. The following suggestions may be helpful when deciding how
these troublesome modifiers should be treated.

1.

2.

Boil down relative clauses beginning with "who," "which," and "that."

a. Change clauses to phrases.

Instead of:

Use:

Insteed of:

Use:

-Mr. Harris, who is the attorney for the defendant, said he would

appeal to the higher court at once.
Mr. Harris, the defendant's attorney, said he would appeal to

: the hzgher court at once.

The Commtttee that was establtshed to study Federal records
problems meets the first Tuesday in each month.

The Committee on Federal records problems meets the first
Tuesday in each month.

b. Change clauses or phrases to single adjectives or adverbs.

»

Instead of:

Use:

Instead of:

Use:

The delay in answering your letter, which is to be regretied,
was not because of our lack of interest.

The regrettable delay in answering your-letter was not caused
by our lack of interest. o

He spoke in a manner that was courteous and appealing.
He spoke courteously and appealingly.

c. Change long phrases to shorter ones.

Instead of:

Use:

Instead of:

Use:

We were given 2 weeks for the completion of the report.
We were given 2 weeks to complete the report.

You will lose your rtght toan annuzty by the wtthdrawal of your
credits.

You will lose your right to an annuity by withdrawing your
credits. :

Keep the key verb near its subject and object or within easy reading distance.

Instead of:

Use:

Apphcatwns from handicapped persons in the nearby cities

. were also accepted.
Applications were also accepted from handtcapped persons in

the nearby cities.

Page 16
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Instead of: The supervisor believed, as did members of his staff, during the
rush. season, that it was-necessary o work overtime.

Use: Like members of his staff, the supervisor believed that it was
necessary to work overtime during the rush season.

3. .Avoid saying too much in one sentence.

Instead of: When disability annuitants recover, their annuity is continued for a
period not exceeding 1 year, provided they are not reemployed by the
Government during that period, in order to give them an opportunity
to find a position. o

Use: When disability annuitants recover, their annuity is continued
temporarily (for not more than 1 year) to give them an opportunity
to find a job. If they are reemployed by the Government within the
year, the annuity stops.

4. Keep an unmistakable kinship between the modifier and the modified. If the
trouble comes from the position of the modifier, reorganize the sentence.

Insfead of: The enclosed booklet explains what the family should do if the
worker dies to collect insurance. ' _

Use: The enclosed booklet explains what the family should do to collect
insurance, if the worker dies. . :

2.2.4 Tie Thoughts Together

There are three good ways to connect thoughts: parallel construction, echo words, and --
guideposts. '

With parallel construction, the reader is prepared by one statement for whatever
follows. Following sentences are then constructed in the same or a similar way.

People are becoming more optimistic about the economy. Companies that laid off
workers are rehiring them. Home sales are increasing. Fewer individuals and
companies are declaring.bankrupicy. The recession seems to be over.

Echo Words make transition easier for the average reader. An echo word may be one
repeated from the last sentence, a word (most often a pronoun) that stands for a word
or words in the last sentence, or words suggesting a relationship to the last sentence.

The new regulation takes effect on July 1. It" calls for a doctor's examination
every 8 months if the patient is to continue getting free medication. This" will
ensure closer monitoring of the patient's medical situation.

* «I4” serves as an echo word referring back to “ regulation”; “this” serves as an
echo word referring back to “examination.”
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When echo words appear at the end of a lohg sentence, the reader is kept suspended in :
midair: ' : A\

Unclear Echo Words:

Your employer should refund to you the excess amount withheld from your wageés.
If a statement fully explaining the reason for the credit is attached to the next
quarterly tax return, Form 941, he may take credit for the amount refunded to you.

Clear Echo Words:

Your employer should refund the excess amount withheld from your wages. He
may take credit on his next quarierly return, Form 941, for the amount refunded
provided he attaches a statement explaining the credii. - - -

e Guideposts are adverbs and conjunctions that prepare the reader for the turn the new
tl_loug_ht will take. The most common guideposts in letters and memorandums point to
these turns: exceptions, cause or effect (conclusions), time or place, and additions.

Exceptions

The question was easy; however, (still, yet, but, even so, nevertheless) no one knew
the answer. :

Cause or Effect

No Federal codes govern these cases; therefore, (consequently, thus, hence, o
accordingly) State laws alone must decide them. : b

Time or Place :

The property was first appraised. Next, (then, afterwards, subsequently, secondly)
the question of ownership was settled. :

Additions .

The letter is too long; besides, (moreover, what's more, and, too) look at the
misspelled words! '

At times the adverbs "however” and "therefore” are used indiscriminately. Do not
begin a new thought with "however" when there is no exception to make or use

"therefqre" when logic does not suggest cause, effect, or conclusion. Avoid this careless
usage. : - : -

"The hospital has been open since April 1989; however, there is an out-patient
clinic that sees 35-50 people a day. ' '
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Without a guidepost, we may not see the connection.

Unrelated: :
Throughout the month we operated with a 10-percent reduction in personnel.
There are only 25 unanswered letters in this office.

Related:
Throughout the month we operated with a 10-percent reduction in personnel.
Even so, there are only 25 unanswered letters in this office.

Transition between paragraphs is achieved in much the same way as connections
between sentences. You can lead your reader straight ahead if you remember to do
the following:

- Keep words that echo your last thbﬁght near the beginning of a new one.

- When guideposts are needed, select those that convey your exact meaning,
being careful not to overwork "however" and "therefore.” Modern writing lets
us begin an occasional sentence with "and" or "but” in all but the most formal
documents:

A child may start kindergarten at age 5. But not all 5-year-olds are
ready for kindergarten.

2.3 | Strength

2.3.1 Use Concrete, Specific Words
Compare the examples below. Which gets the message across?

Warning: The batteries in this unit could be a lethal source of electrical power
under certain conditions.

Look out! These batteries could kill you.

Try to avoid generalities. A letter should be specific. It is intended for one person and
often deals with his/her problem alone. The reader who has waited impatiently for an
appeal to be considered does not appreciate the general statement that "This office is
making every effort to handle appeals expeditiously.”

Do not tell someone that an appeal must be filed within 30 days of the date of an initial
denial or within 90 days of the date of the original request for payment, whichever is
later. Say that the time limit is June 15 or another specific date.

If you are unsure whether your reader is a household maid or household cook, "domestic
workers" may be a handy term. If you do know, be specific. If you are writing about 20
people whose appeals were denied for 20 different reasons, "absence of satisfactory
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justification," stuffy phrase as it is, may pass muster. But if you are writing about one
person, be specific. Cite the exact reason the appeal was denied. If you are hard put to
say something good about a "crackpot” suggestion, you may be forgiven for saying "your
expression of opinion will receive consideration when the occasion arises." And if you file
away such a suggestion, you may be forgiven for that, too.

2.3.2 Use More Active Verbs

Another way to strengthen your letters, and at the same time shorten your sentences, is
to use fewer passive verbs and more active ones.

There are two voices in English: active and passive. In the active voice, the subject of the
sentence performs the action expressed by the verb. In the passive voice, the subject is -
the recipient of the action. In most cases, the active voice is preferable to the passive
voice. The active voice sentence more clearly emphasizes the actor. In addition, the
active, voice sentence is shorter and does not attract other problems of stiff, bureaucratic
prose. ‘

. The passive voice consists of a form of the verb "to be" and the past participle of the main
verb. ‘ '

Form of "T'o Be" Past Participle
am ' finished
are : considered
is . reviewed
was changed
were : directed
have/has been . evaluated -
will be arranged
will have been discussed
is being taken
was being _ threatened
are being reversed
am being undermined

Contrast the vigor and conciseness of the active voice with the sluggishness and
wordiness of the passive voice. -

Active Passive _
Mr. Jones attended the meeting. The meeting was attended by
Mr. Jones. '
In the X case, the Supreme Court In the X case, the decision of the lower
upheld the lower court's decision that court that the defendant was
the defendant was negligent. . negligent was upheld by the Supreme
" : : Court.
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We are considering these alternatives. These alternatives are being
considered by our staff.

The manager read with interest your ' Your constituent's letter was read
constituent's letter. with interest by the manager.

On the other hand, passive verbs are sometimes useful:
1. When the doer is less important than the recipiént.
The patient was treated by several doctors.

2.  When needed emphasis is gained by putting the action or the doer at the end of
the sentence.

Divorce laws are enacted by the States. (Here the passive voice helps the writer
emphasize that divorce laws are not Federal.)

3. Whén the doer is not known or may not bé identified.
Much has been said for and against the Taft-Hartley Act.
- A senténce containing a double passive is always awkwai'd and usually ungramrﬁatical.
Avoid: The éld hospital is planned to be converted into tribdl offices. |
Use: They plan to convert the old-hos.pital into tribal offices.
9.3.8 Give Answers First; Then Explain, If Necessary |
Don't tax your reader's patience. Consider the following:

The IHS accepts applications annually for . . . (here _'you give the history of the
application process).

Public Law XX provides . . . (theﬁ you quote or explain the law to show who is eligible
for what and in what amount). '

(And, at last you say) In accordance with the above, your application has been
approved for payment in the amount of $XXX, effective (ddte).

Instead, give your answer before all the explanation:

Your application for (describe the application's purpose) has been approved. You will
receive (amount/kind of payment) beginning (date).

Your reader will be far more patient with whatever else needs to be said.
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2.3.4 Do Not Hedge

By hedging, a writer leaves a loophole to escape from statements that are slightly
doubtful or not fully inclusive. Often, hedging is legitimate. Some writers, though, hedge
out of habit rather than for legitimate reasons. They routinely use expressions like

"apparently," "normally,” and "ordinarily."

e Hedged statements lose forcefulness. Besides, the reader may conclude that the
writer is unsure of the message.

Apparently, you failed to enclose the money order for $15 mentioned
in your letter of September 8.

Perhaps the writer had doubt as to whether or not the reader actually did enclose the
money order. In that case, the statement might have been turned to a sure fact.

We did not receive the money order mentioned in your letter of
September 8. Did you forget to enclose it?

»

At worst, needless bedging leads to needless correspondence by raising needless
questions in the reader's mind.

The reader begins thinking of Normally, a good work progress report
_reasons why the report is not normal. shows both workloads and staff hours.

, ‘While your report shows the total number -
The report does or doesn't include of vouchers audited during the quarter
this figure. Why hedge? - ended June 30, 1998, it does not appear to
include the total number of personnel on
“duly during the same period.

o Say it as if you mean it. Think twice before we_akeni_n.g your letters with:

Usually’ Apparently’ In most cases’ Alleged

Commonly" As arule’ In many instances’ Seemingly
Normally’ It seems’ As a usual case Generally
Ordinarily’ It appears’ Seems to indicate  In general

* Office of the Secretary guidelines state that these words are to be
avoided in correspondence to be signed by officials in that office.

Page 22



2.8.5 Avoid Negative Words

If you want your reader to respond favorably, avoid negative words like:

blame contend fail neglect
cannot dispute fraud never
complaint disagree impossible unable

Accent positive words like:

can help o ~ service  truth
credit - prompt- - .sucecess. . . valuable
gain recommend thanks vital

This does not mean that you should search for euphemisms, referring to an error as "an
inadvertency,” the poor as "the underprivileged," or death as "passing away."
Strengthening your letters with positive words is not a matter of disguising your

'meaning. The idea is to approach your subject positively, accenting what is right, not

what is wrong; what is good, not what is bad; what can be done, not what can't be done.
2.4 Sincerity

The keynote of sincerity is "be natural.” If you want to write better, try expressing your
ideas naturally. Forget pompous words and old-fashioned formal language ("please be
advised," "the undersigned,” "per your request,” etc.). Often a letter or memorandum
makes a poor impression because artificial writing practices have muffled the ring of
sincerity.

2.4.1 Be Human

We lose sincerity by making letters and memorandums completely impersonal. We speak
of "claimants, applicants, veterans, and suppliers,” when we might say "you, he, she, or
Mr. Jones." Instead of saying "you must apply by June 80," we are inclined to say -
"persons interested in the position must file an application by June 30." We remove
ourselves from the scene by avoiding the pronouns "I" and "we" as if we ourselves were

not people. We refer to ourselves as "this Board," "this Department,” "or "this agency" and
write with impersonal pronouns ("it will be appreciated,” "it will be understood") as if we
were machines. With both the reader and the writer out of the picture, it is hard to make
any letter or memorandum sound human.

Impersonal Human
It is with regret that this hospital must We are sorry to tell you that our patient,
inform you that the above-named Mr. John Doe, Jr., died on May 3, 1998.

patient passed away on May 3, 1998.
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Please inform this Department of the Please give us Mr. Carter's present
present address of the claimant. address.

Natural letters are written in human terms with:
Personal pronouns: you, he, she, w'e, i, our, my, your, his, and hers.
Proper names of persons: James Smith, Mr. Jones, Ms. Adams, Mrs. Clark.

Names that stand for human beings: child, father, mother, son, daughter, aunt, uncle,
grandfather, grandmother. '

Use such words whenever it is fitting to do so, remembering that the pronoun "you" is
probably the most important word in any written communication.

2.4.2. Admit Mistakes

Some writers believe that mistakes can be ignored, glossed over, or rectified by
meaningless words. Perhaps they think it would disillusion the reader to learn that the
* Government made a mistake. Or perhaps they believe admitting a mistake will open
them up to legal action (a consideration that is occasionally sound, but usually an
overreaction). Whatever the reason, the result is likely to be a communication that
sounds more machine-like than human. :

Suppose that John M. Smith was notified of a shortage on his account that was actually a
shortage on John N. Smith's account. Discovering the error, the ignorer of mistakes -
writes to John M.: ’ )

Please disregard the notice forwarded to you on April 1; 1998. The records
of this office indicate that your account is in good order. '

The trader in meaningless words writes:

It is the practice of this office to periodically review all accounts for the purpose of
ascertaining their current status. From such a recent.review, it was discovered that

* you were notified on April 1, 1998, of an outstanding shortage on your account of
$25, whereas the account is, in fact, in good order.

It will be appreciated that the large volume of work with which this office is
confronted and the current personnel shortage render it virtually impossible to
completely eliminate small errors of this nature, particularly those originating
because of a similarity in names. This office wishes to assure you, however, that

every effort is being made to give our clients the best possible service and to prevent
recurrence of errors. - : _

Any inconvenience which may have been occasioned by reason of the notice of
April 1 from this office is sincerely regretted.

Page 24



~

Remember that the people to whom we write, and the bosses for whom we write, like
ourselves, sometimes make mistakes. They are none the happier about mistakes that are
ignored, glossed over, or bolstered by meaningless words. They are more interested in
what we do about mistakes than in why we made them. As a matter of practical
psychology, the writer who admits mistakes in plain language is surer of convincing
others of his or her sincerity. Compare the following letter with the ones above:

We made a mistake in notifying you, on April 1, that your account was
overdue by $25. Our notice must have been confusing to you because you
have always been prompt with your payments. The fact is that your
account is in good standing with no payment due until July 1, 1998.

Please accept our apology and our assurance that this office will be more
careful in the future.

9.4.3 Avoid the Overuse of Intensives and Emphatics

Words that intensify meaning are not so effective in letters and memorandums as you
might think. Intensives include adjectives and adverbs like "highest,” "deepest,” "very
much," "extremely," "undoubtedly," and so on. The reader may think you are putting it on
pretty thick. :

Emphatics--phrases that call special attention t0 a statement--are overworked in

 Government letters. "It is to be noted," "we would like to point out,” "it has come to my

attention" are empty phrases. Instead of using a trite emphatic, rephrase the sentence to
place the emphasis on the important words.

Avoid : Use
We call your attention to the fact ' To meet the deadline, you must
that you must have your report . have your report in this office by
in this office by June 30 to meet -June 30.
the deadline.

2.4.4 Avoid Sounding Either Superior or inférior

Express yourself in a friendly way and with dignity appropriate for the United States
Government. : :

Tone-deaf writers turn out arrogant letters, with "we-are-smarter-than-you" overtones.
Or, bending too far in the other direction, the writers sound too helpful, too anxious to
please. '

Avoid arrogance Use tact
As we told you in our last letter, Unfortunately, our Agency has no
this Agency has no jurisdiction jurisdiction over tax matters. We
over tax matters. recommend. that you contact Agency
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We suggest that you acquaint So that we can help you resolve your

yourself with all the facts in case, we need for you to provide the

your case before writing this following information: (list the specific

Agency again. information needed). )
Avoid an excessively helpful tone Sound sincere

It is a real pleasure to serve you. We trust this information is helpful.

We do hope you will write to us If you have additional questions, please

whenever you have occasion to .. contact (name and number).

do so. '

9.4.5 Give Your Letter a Good Tone

The sound of a letter is pleasing if it is simple, dignified, and friendly. ‘Here are four
suggestions for improving the tone of letters and memorandums: '

e Don't appear to argue by point blank statements that the reader is wrong, .
- misunderstands, or has not made his or her position clear. For example, don't say:

You are under the misapprehension that the Federal Government makes
old-age assistance payments directly to individuals.

Such misunderstandings are best answered with enough information to explain how
the program really works. Avoid implied criticism or condescension, with a reply that
is simple and affirmative:

You are right in thinking that the Federal Government is concerned with
old-age assistance. But it does not make payments directly to individuals.
That is the responsibility of State governments. The Federal Government
helps the State by paying part of the cost. The State uses both the Federal
contribution and its own money to provide old-age assistance payments for
those entitled to aid under the State's assistance law. -

e Don't make statements that appear to tell the reader to "shut up.” Don't say "this office
has no jurisdiction over" whatever the reader is interested in. If you know who has, tell
your reader. If you don't, say you are sorry you can't help. ' :

e Don't think that every letter needs a finishing touch, such as:
Pleasé let me know if I can be of further assistance.

Write a prompt, pleasant, efficient letter, and the sincerity of your purpose
will be apparent.

e Don't use superlatives,,'slang, or trick phrases. Tricks for attracting attention, useful
enough in advertising and sales writing, strike a false note in Government letters. Key
the tone of your letter to simple dignity.
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2.5 The Letterwriter's Checklist

These questions are worded so that check marks in the "NO" column
may indicate your correspondence trouble spots.

L

Are most of your letters one or two pages?
Does your average sentence have fewer than 22 words?
Do you try to keep paragraphs short--fewer than 10 lines?

Do you begin your letters with the openings preferred in the ES
guidelines (see Chapter 5)?

Can you think of four words that can take the place of "however"?

6. Do you paraphrase laws and regulations instead of playing safe and

10.

11.

12.

13.

14,

16.
16.
17.

quoting them?

Do youwknow what's wrong with phrases like these: "makes provision
for," "held a meeting," "gave consideration to"?

Are your letters free of pat phrases like these: "the records of this agency
indicate" and "this office has no jurisdiction over"?

Do you use personal pronouns freely, particularly the personal pronoun
n "?
you"?

Are your letters written in the first person ("we/I shall appreciate")
rather than the third person ("this agency will appreciate™)?

Do you prefer active verbs ("the manager read the letter") to passive ones
("the letter was read by the manager")?

When you have a choice, do you use little words ("pay,” "help," "mistake")
and shun big ones ("remuneration,” "assistance," "Inadvertency")?

Whenever possible, do you refer to people by name (Mr. Jones) instead of
categorically (the claimant, veteran, applicant)?

Compare your letters with the way you talk. Do they sound as you do
when you speak carefully?

Do you answer a question before explaining the answer?
Do you encourage your secretary to correct obvious errors in your letters?

Do you avoid phraéés like "attention is called to the fact,” "it is to be
noted," and "it will be apparent"?

B
5
-
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| Chapter 3 — Form and Style

The subjects of abbreviation, capitalization, compound words, numbers, punctuation,
related word units, and spelling are discussed in this chapter. These guidelines discuss
the elements that are most troublesome for IHS writers. The GPO Style Manual gives
more detailed rules on these subjects and is the Federal Government's authoritative
reference. It will be followed unless contrary direction appears in these guidelines.

3.1 Abbreviations

Abbreviations save space and make for faster reading. Use standard, easily understood
forms, and be consistent throughout the document. The GPQO Style Manual gives detailed
guidance on abbreviation; e.g., using capitals, hyphens, periods, and spacmg Also see
Exhibit 33 of these guidelines for a list of abbreviations.

_Examples: c.0.d.

' Dr,
ft-1b
U.S.

- U.N.

NW
eg.
e.s.t.
B.S.
CHS
TWA
J.R. Jones, M.D. (J.[no space]R.)

When a term will be used several times in the text, spell out the entire phrase the first
time it appears and place the abbreviation in parentheses immediately following.
Thereafter, use just the abbreviation.

Examples: fiscal year (FY) 1998 (later FY 1998)
o Department of Health.and Human Services (HHS)

Public Health Service (PHS)
Indian Health Service (IHS)
Office of Management Support (OMS)
coniract health services (CHS)
Code of Federal Regulations (CFR)
Public Law (P.L.)

Spell out entire State names and the words "Street,” "Avenue," "Place," "Road," "Court,"
"Square,” "Boulevard," "Terrace," "Drive," and "Building" in the inside address of letters -
and in the text of letters and memorandums.
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Use Postal Service two-letter State-name abbreviations on envelopes. However, use {

. "Washington, D.C." in the inside address and in the text. Use "Washington DC" only on / [y
the envelope (no punctuation should be used in postal addresses). See Sections 6.2.3 and
6.2.13 for guidance on preparing address blocks and envelopes. o

Never begin a sentence with an abbreviation; the entire expression must be used.

3.2 Capitalization

The basic rules of capitalization are well known to most writers. Capitalize the first word
in a sentence, proper names, derivatives of proper names, and the first word and all
principal words in addresses, salutations, and signatures. However, some situations are
more complicated. - ‘

8.2.1. Common Nouns and Adjectives in Proper Names |

e A common noun or adjective forming part of a proper name is capitalized; the
common noun used alone as a general term for the name of a place or thing is not

capitalized.
Examples: Crow Reservation, Public Health Service Commissioned
Corps, the Capitol in Washington, D.C.
P
But: the reservation, the commissioned corps (if PHS is not L >

mentioned), commissioned officer, a State capitol

e Capitalize "city" only when it is part of the name. Do not capitalize "city" when it
stands alone or precedes the name.

Example:  Oklahoma City, Oklahoma; the city of Tulsa, Oklahoma

e A common noun used with a date, number, or letter, ierely to denote time or
sequence or for the purpose of reference, record, or temporary convenience, does not
form a proper name and therefore is not capitalized. As an organization, IHS

deviates from the GPO Style Manual for certain terms related to publications and
correspondence. '

Examples: >Act--of 1928, paragraph 4, fiscal year 1990 or fiscal year
(FY) 1991 (if used again, FY 1991)

But: Exhibit D, Tab A, Chapter 6, Attachments (2), Sectionl.1,
Tableé. '
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7 - 3822 Organized Bodies

e The full names of organized bodies and their shortened names are capitalized; other
substitutes, which are most often regarded as common nouns, are capitalized only in
certain specific instances to indicate preeminence or distinction. ’

Examples:  Department of Health and Human Services,vthe Department;
Denver Regional Office, Region VII; Indian Health Service
Headquarters, IHS Headquarters East

But: legislative, executive,' and judicial departments; departmental;
the HHS regional offices

3.2.3 Members of Organized Bodies

e Capitalize the common-noun names of members of organized bodies to communicate
importance, distinction, or emphasis, and to distinguish them from the same words
4 . - - . ) ) :
used merely in a descriptive sense.

Examples:  a Representative (in the C'ongress), a Member (of Congress),
. a Republican (member of a political party), a Boy Scout

( But: a representative of a group, a member of the commilttee
3.2.4 Countries, Domains, and Administrative Divisions
e The official designations of countries, national domains, and their principal
administrative divisions are capitalized when used as proper names, part of proper

names, or proper adjectives.

Examples: United States, the Nation, the Government, Federal,
Federal Government, the Congress, the Senate, the House

But: democratic form of government, a nation devoted to peace,
‘ committee of the Senate, federally approved, congressional

Examples:  State of New Mexico, a State (definite political subdivision o
first rank), State rights, Utah House of Delegates '

But: statewide elections, the housé of delegates in Utah
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e A term is capitalized if it is the short form of the official name.
Examples: Red Lake Band of Chippewa Indians (the “Band’);
Cherokee Nation (the “Nation”); Tucson Area (the “Area”);
Aberdeen Area (the “Area”); Rosebud Sioux Tribe (the “Tribe”)
But: tribal, the bands/iribes (when referring to bands/tribes in generai)

3.2.5 Regions, L0caliti_eé, and Geographic Features

e A descriptive term used to denote a definite region, locality, or geographlc feature is
a proper name and is therefore capltahzed

Examples:  the West, the Western States, the Western Hemisphere,
: the East Side (section of a city)

But: the lower 48 (States), located west of the reservation

L e A descnptwe term used to denote direction or pomtmn is not a proper name and
therefore i8 not capitalized.

Examples: north, east, south, west, lower Michigan, 'western,region,
north-central region ‘

3.2.6 Calendar Divisions

e Capitalize the names of days, months, holidays, and religious days, but do not
capitalize the names of seasons.

Examples:  Sunday, June, New Year's Day, Easter
But: spring, summer, autumn (fall), winter
3.2.7 Titles of Publications, Papers, Documents, Acts, Laws

e Capitalize the ﬁrst word and all important words in titles of penodlcals, annual
reports, historic documents, and in short or popular titles of Federal or State acts.

Examples: Reader's Dz-ges ,AerﬂzeC'ngms_s_ﬂ
Sanitation Facilities Deficiencies, Revised Statutes,
Senate Report, House Resolution 45, The Indian Sanitation
Facilities Act, Public Law (P.L.) 86'-121 (later P.L. 86-121)

But: Newsweek magazine, the statutes, seventh annual report,

sunset law, Senate bill 701, House bill 1361, sanitation facilities
construction authorities
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3.2.8 Titles of Persons

e Civil, religious, military, and professional titles, as w¢ll as those of nobility, are
capitalized when used with a person's name.

Examples:  President (Last Name), Surgeon General (Last Name),
Dr. (Last Name), Chairman (Last Name), Governor (Last Name)

® Do not capitalize titles when they are used as general terms and are not referring te
a specific person.

Examples:  the chairman of the committee, a lieutenant in the Navy,
a doctor at the hospital .

3.3 Numbers

Deciding if a number should be expressed in figures (numerals) or spelled out (words) can
be a difficult task. General rules for the use of numbers are based on the principle that
most readers gomprehend figures more readily than words. However, for special reasons,
numbers are spelled out in certain instances.

e Numbers less than 10 are spelled out. An important exception is for units of
measurement and time.

Example: The Aberdeen Area IH S serves American Indians lwzng '
in four States.

e When 2 or more numbers appear in a sentence and 1 of them is 10 or more, figures
are used for all numbers.

Example: .= We purchased 10 computers and 2 printers.
Spell out numbers at the beginning of a sentence. If possmle, rephrase a sentence to
avoid beginning with large numbers.

Example: . Twelve ye'drs ago...

Not: 12yearsago ...

Example: An acre measures 43,560 square feet.
Not: | 43,’_5.6‘0 square feet makes an acre.
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e Related numbers appearing at the beginning of a sentence that are separated by no
more than three words are treated alike. '

Examples:  Fifty or sixty people will be attending the meeting.

But: Fifty people sald they will attend the meetzng, but we will  prepare:
for 60.

e Except in legal documents, a number that has beca spelled out should not be .
repeated in numerals.

Example: The office serves five reservations.
Not: The office serves five (5) reservations.

~ @ A unit of measurement or time is always expressed in figures (see below). This does
not affect the use of figures for other numerical expressions within a sentence.

Examples:  The four-member team completed the procedure in 3 hours.
A crew chief and two chairmen staked the 1-mile line today.

e Numbers of less than 100 preceding a compound modifier that contains a figure are
spelled out.

Examples: twelve 6-inch valves; 20 four-room houses
But: 120 5-inch tongue depressors
e Units of measurement and time are expressed in figures (age, clock time and
calendar time, dates, decimals, degrees, mathematical expressions, measurements,
money, percentages, proportions, and unit mod:ﬁers)
Examples: 6 years old, 3-year-old child, 52 years 10 months 6 days,
4:30 p.m., between 9 and 10 a.m., June 1997, March 6,
in the year 2000, multiplied by 3, divided by 6, a factor of 2, 7 feet,
8 by 12 inches, 6 acres, 15 cubic yards, 1 gallon
But: tenfold, three-ply, six cases, two dozen eggs
Examples:  $3.65, $0.75, 75 cents, $3 (not $3.00) per 200 pounds

But: two pennies, three quarters, one half dollar
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Examples: 12 percent, 25.5 percent, 8 minutes, 6 hours,
5 days, 3 fiscal years, 2 to 4 hours

But: four centuries, three quarters (9 months), one-half hour
Examples:  5-day week, 8-hour day, 10-foot pole, %-inch pipe
But: ‘two-story house, five-man board, $20 million airfield

Fractions standing alone, or if followed by “of a” or “of an” or “by,” are spelled out.
The numerical form is used in a unit modifier or in a compound fraction.

Examples: increased by_one—half, two-thirds of a group
But: Y% to 1% pages, 3 % cans, %-inch pipe»

Round numbers and indefinite expressions are spelled out. However, such words as -
"nearly," "about " "around,” and "approximately” do not create indefinite expressions.

Examples: the seventies, the early seventies, midthirties,
a thousand and one meanings, hundredfold

But: . the early 1870s, mid-1971, 40—plz'ts people, the bass
weighed about 6 pounds

~ For easy grasp, large numbers of a million or more that end with four or more zeros

are expressed by combining figures and words. .
Examples:  $12 million, $2.75 .billion, 4 % million people
But: $299,789,665; $1,200,390,180

Ordinal numbers less than "10th" are spelled out, except days preceding months and
military units. These are always expressed as figures unless beginning a sentence or
used with "Corps." - -

Examples:  3rd of May (but May 3), First Congress, Second
Congressional District, ninth birthday, first grade, 7th Fleet,
XII Corps
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e When more than one ordinal appears in a sentence and at leést one is greater than
"10th," figures are used for all. : .

Examples:  He served in the 9th and 1 Oth Congresses. Please read the S
8th and 12th chapters.

But: . The report was the foﬁrth of 14.
e With few exceptions, for ordinal numbers beginning with "10th," figures are used.

Examples:  82nd Congress, 23rd.Congressi6n@l District, 66th birthday,
11th grade '

But: Court of Appeals for the Tenth Circuit, Seventeenth
: Decennial Census (title)

@ Spell out numbers when they are used in (1) proper names, (2) serious subjects such
as legal proclamations, and (3) formal writing such as formal printed invitations.

Examﬁles: Three Rivers, PA; the Thirteen Original States; Air Force One;

ceremony to honor Dr. Jane Smith on the twelfth of August,
nineteen hundred ninety-two :

3.4 Punctuation

Punctuation is a device used to clarify the meaning of written language. The GPO Style
Manual and other references should be consulted for help with solutions not covered in
the following paragraphs. (See the bibliography.) :

3.4.1 Apostrophe -

e The possessive case of a singular or plural noun not ending in "s" is formed by adding
~ an apostrophe and "s." ' ) '

Examples: man's, men's, child's, children's, woman 's, women's
e The possessive case of a singular or plural noun that ends in "s" or with an "s" sound
is usually formed by adding an apostrophe only (in accordance with the GPO Style
Manual). '

Examples:  Ms. Lopez' letter, Mr. Phillips' pen, agencies' rules,
physicians' offices
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e Joint possession (something belonging to two or more people) is shown by placing an
apostrophe on the last element of a series, while individual or alternative possession
requires the use of an apostrophe on each element of a series.

Examples:  soldiers and sailors' home, editor's or proofreader's opinion
‘e An apostrophe should not be used after names of countries and other organized

bodies ending in "s," or after words more descriptive than possessive (not indicating
personal possession), except when the plural does not end in "s." . '

Examples:  Headgquarters policy, United Stales control, editors handbook

e In addition to showing possession, an apostrophe is used to indicate contractions and
the omission of figures or letters.

‘Examples:  I've (I have), it's (it is), spirit of '76
e Do not use an apostrophe with an acronym in parentheses.

Examples:  Indian Health Service's (IHS)
3.4.2 Brackets -

® TUse brackets in pairs to enclose a correctioii, to supply something omittéd, to explain
or to identify, to instruct or to add comment, and t6 enclose "sic" when it is used to
show that an error in a quotation has been recognized but not corrected.

Examples:  He arrived at 13 [12] o'clock.
Mr. Adams [arrived] late.
The president pro tem [Arnold] spoke briefly.
The report is as follows [read first paragraph)].
“It's [sic] counterpart is here.” -

e Many editors use brackets to indicate text that should be deleted. Other conventions

used by editors for indicating corrections to text can be found in Chapter 1 of the
GPO Style Manual.

Examples:  The IHS writer [almost] always proofreads every drajft letter.

3.4.3 Colon
® The colon is used after a salutation.

Examples:  Dear Senator Jackson:  Dear Governor Smith:
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The colon is used to separate hours and minutes in clock time.
Examples: 2:40p.m., 815 a.m. to 11:15 p.m.
But: 8a.m.to 11 p.m.

The colon is used to separate two independent clauses when the second defines or
amplifies the first and no coordinating conjunction or transitional expression joins
the two. (See Section 3.4.13.)

Examples: The position is ideal: the work is in your field of expertise
and the location is § mi_les from your home.

. When expressions like "such as the following," "as follows," "thus," and "these"
precede a list of words, phrases, or clauses, place a colon between the expression and
the series.

Example: Workgroups are addressing concerns such as the following:
responding to external authorities, managing contract health
services, managing third-party resources, developing human
resources, and restructuring materiel support.

»
”

A colon is not used if an explanatory series follows a preposition or a verb unless the
items in the series are listed on separate lines.

Avoid: This handbook consists of: policies, _guidelines, and exhibits.
Use: This handbook consists 6f policies, guide-lines, and exhibits.
Avoid: Our office staff mcludes 10 physicians, 5 nurses, and
2 medical records clerks.
Use: " Our office staff includes 10 physicians, 5 nurses, and
2 medical records clerks.
Or: Our office staff includes:
10 physicians
5 nurses
2 medical records clerks

Page 40

&



3.4.4 Comma
Use a comma in the following situations:
e To separate two words or figures that might otherwise be misunderstood.
Examples: Instead of hundredé, thousands came.
For velerans, pensions can be their main source of income.
In 1981, 800 ofﬁcers'w_ere separated..
@ After the year in complete datgs within a sentence.
Example: Due dates of April 9, 1989, andeuly 186, 1 990, were established.

e To separate city and State, and after the name of the State when both appear in a
sentence, except where possession is indicated.

Examples: Rockviile, Maryland
The IHS Hospital in Albuquerque, New Mexico, is open.
Alexandria, Virginia's waterfront
e Before a direct quotation following an introductory phrase.
Examples: He said, “Now or never.”
e After each of a series of coordinate qualifying words.
Examples: | short, swift streams
He is a young, eager, and intelligent man.

But: short tributary streams

He is a clever young man. (No comma when the final modifier
_is considered part of the noun modified.)

e Between an introductory modifying phrase and the subject modified.

Examples:  Beset by the enemy, they retreated.
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e Before and after Jr., Sr., Ph.D., Inc, etc,, within a sentence.
Examples:  R. Smallwood, Jr., auctioneer 7 l
Brown, A.H., Jr. (not Brown, Jr., A.H.)
J.R. Jamés, M.D., Director
e To set off parenthetic words, phrases, or .clauses.

Examples:  Our understanding, from previous meetings, was that
The IHS would be notified of any proposed changes.

You should reniemb‘er, however, that the Congress must concur.

e After each member within a series of three or more words, phrases, letters, or figures
joined by "and," "but," "or," or "nor."

Examples:  horses, mules, and cattle; by the bolt, by the yard,
: or in remnants; 2 days, 3 hours, and 4 minutes (series)

But: ‘ horses and mules and cattle; 2 days 3 hours 4 minutes (age)
e Between two complete sentences joined by "and," "but," "or," or "nor."

Examples:  Physicians, nurses, and pharmacists were at the clinic

_ _ v
during the emergency, and engineers and sanitarians worked
in the community.
e Brief and tightly connected clauses joined by a coordinating conjunction may be
unpunctuated.
Examples:  We have tested the equipment and we are pleased.
e Between a person's titie and the name of the organization in the absence of the
words "of" or "of the."
Examples:  Director, Indian Health Service; Chairman,
' Peer Review Committee
e Inside a closing quotation mark.
Examples:  "The decade of the 1990s will see IHS moving to
even greater professionalism,” declared the speaker.
We are sending you the pamphlet "Alerting Your Community
to AIDS," since it answers all the questions you raised. |
| ([
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e Before abbreviations of compass directions.
Example: 6430 Princeton Drive, SW
Do not use a comma in the following situations:
e Before a ZIP Code in an address.
Example: Rockuille, Maryland 20857
e Between month (or holiday or season) and year in dates.

Examples:  June 1990, Labor Day 1991, spring 1992

3.4.5 Dash

The dash and the hyphen are used quite differently in punctuation. But since thereisno .
dash key on the keyboard, we strike the hyphen key twice. In print, the dashisa solid
line. ' ' :

£
Use a dash in the following situations:
e To mark a sudden break or abrupt change in thought. .

Example: = Wewill distribute funds--and dre counting on your
help to obligate them quickly--for all approved projects.

e Instead of commas or parentheses, if doing so clarifies the meaning.

Example: These are some of the appurtenances--pipes, valves, and
fittings--that can be found in any pumphouse.

Do not use a dash in the following situations:
e .At the beginning of any line of type. (For exceptions éee GPO Style Manual.)
e Immediately after a comma, coloh, or semicolon.
3.4.6 Ellipses Marks
e Three periods are used to show that something has been left out of material (usually
printed material) you are quoting. If you omit words from the end of a sentence and

are using periods to show ellipsis, use a fourth period for the end of the sentence.

Example: “The exact cause of this medical condition has never been
determined . . . and is a prime target for planned research.”
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Example: “Denalties will accrue from the 10th day after the due date. . ..
There are no exceptions allowed.”

e An entire line of asterisks or periods indicates an omission of one or more entire
paragraphs.

3.4.7 Exclamation Point

e The exclamation point should rarely be uged in IHS correspondence. It is more
. appropriate in advertising and in informal writing.

3.4.8 Hyphen and Compound Words
Use a hyphen in the following situations:

e To divide a word at the end of a line. 'Howevei', modern preferénce is to take the
whole word to the next line if it won't fit without being divided. (Your computer is
programmed that way.) A reader can more easily grasp a whole word than two
pieces of a‘word divided on separate lines. If a word mustbe divided, do so between
syllables. Consult the dictionary if in doubt. Never hyphenate the last word in the
first line of a paragraph or the last word on a page. :

For letters and memorandums to be signed by the Secretary, Deputy Secretary, or
Chief of Staff, do not divide any words at the right margin.

e In a combination of (1) figures, (2) capital letters, or (3) figures and capital letters.
Examples:  Public Law 86-121, AFL-CIO, Exhibit 6-A

e In the absence of the word "to" when shc;wing a period of time.
Examples:  1990-1991, January-June, Monday-Friday

But do not use a hyphen when the word "from" precedes the first of two related
figures. :

Examples:  from June 3 to July 2 (not from June 3-July 2) .
e With some compound words.
A comﬁound word is a joining of two oi' more words, with or without a hyphen, to
form a new idea. The GPO Stvle Manual contains a chapter on "Compound Words"

and a "Guide to Compounding" that lists 35 pages of compound words and shows
their proper form (solid, hyphenated, or separate). 5
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Most prefixes are written solid (biweekly, unnecessary). But do use a hyphen in the
following situations:

e To add the prefixes "ex," "self," and "quasi" (ex-semceman, self-educated,
quas1 -legal).

e To join a prefix to a capitalized word (un-American, non-Federal).

o To prevent misunderstanding (co-op, pre-position).
Unit modifiers are compound adjectives that appear before the noun they describe; they
are hyphenated. If these same words come after the noun (and sometimes after the verb),
they are not hyphenated. There are some exceptions to this general rule. Consult a good

reference such as the GPO Style Manual.

Examples:  a high-level official, policies made at a high level
3.4.9 Parentheses

Use parenthebes in the following situations:

e To set off matter not intended to be part of the main statement or not a grammatical
element of the sentence, yet important enough to be included. :

Example: My earlier letter (copy enclosed) addressed these issues.

e To enclose a parenthetic clause or phrase where the interruption is too great to be
indicated by commas.

Example: During FY 1987, the IHS reallocated a small portion
(less than 2 percent) of existing base budgets among the Areas.

e To enclose an explanatory word not part of a written or printed statement.
Example: Portland (Oregon) Area Office

. To enclose letters or numbers designating items in a series within a sentence,
Example: The following information is needed to complete the

form: (1) date and place of birth, (2) date and place of
mc_zrnage, and (3) dependents' names and ages.
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e To enclose an acronym following the first time a title, term, or phrase is used, if it
will be used again in the document.

Exampies:i Indian Health Service (IHS), contract health service
delivery area (CHSDA), fiscal year (FY) 1997

3.4.10 Period

Use a period in the following situations:

e After a declarative sentence (makes a statement) or an imperative sentence (gives a
command or request).

Examples:  This handbook contains many exainples of proper usage
and style.

Please send a copy of your letter to my office.

e After an indirect question or after a question intended as a suggestion and not
requiring an answer.

Examples:  How to inform every IHS'employee about QM is the pfoblem.
Why not use voice mail as a way to kee;p everyone current.
e After abbreviations unless otherwise.speciﬁed.
Examples:  J.R. Ewing (J.[no space]R.)
Ph.D.
M.D.
P.L.
gal. '
But: " IHS, BIA, CHS, TWA, AFL-CIO, NE
See Exhibit 26 for a list of standard abbreviations.
Do not use a period in the following situations:
@ After a quotation mark that is preceded, by a period. (See Section 3.4.12.)
e After a short name that is not an abbreviation of the longer form.
Examples: John, Ed, Ben

o After Roman numerals used as ordinals.

Examples: King G;orge V, Super Bowl XVII
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' 8.4.11 Question Mark
Use a question mark in the following situations:
e To indicate a direct question.
Examples:  Were you able to obtain a copy of his letter?

“Why did you deny payment?” she asked.

¢ To express doubt.

Example: He says he is 8(?) feet tall. (No space before opening -
parenthesis enclosing question mark.)

3.4.12 Quotation Marks

Use quotation marks in the followirig situations:

® To enclose direct quotations. (Each part of an interrupted quotation begins and ends
with quotation marks.) ’

Example: “Why,” she wrote, “didn't the Service Unit approve payment?”
® To enclose any words following such terms as “entitled,” “the word,” “the term,”

“marked,” “designated,” “classified,” “named,” “endorsed,” “cited as,” “referred to as,”
or “signed.” Quotation marks are not used to enclose expressions following the terms
“known as,” “called,” “so-called,” etc., unless such expressions are misnomers or
slang.

Examples:. After the word “treaty,” insert a comma.

The check was endorsed “John Anderson.”

But: The so-called investigating body disbanded yesterday.

e To enclose misnomers, slang expressions, nicknames, coined words, or ordinary .
words used in an arbitrary way.

Examples:  Her “baby brother”is 6 feet tall.

A "short across," to some natives on the northern plains,
is the most direct off-road travel route between two points.
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e To enclose titles that represent only part of a complete published work--for example,
titles of chapters, topics, and sections within a book; titles of articles in newspapers /

and magazines; titles of lectures, conference themes, and reports. 3 ﬁ)

Examples:  The argument is well stated in Chapter 3, “Health Care
Alternatives.” A controversial article, “Who Should Have an

Abortion?” appears in the current issue of the magazine..

The theme of the Dallas conference is “New Ways To Serve
the American Indian Population.”

A report entitled “Contract Health Services Expenditures
by Area” is issued quarterly. .

- But: We received the annual report of the Nursing Branch.

L ’I‘ype quotations or addresses of three or more lines in block style, justified left only,
indented five spaces from the left and right margins. (When quotations are indented,
quotation marks are not required.)

Do not use quotation marks in the following situations:
e To enclose names of newspapers or magazines.
e In indirect quotations.

Examples:  Tell her yes.

The Surgeon General announced that three new programs
were being funded. : .

The comma and the final period will be placed inside the quotation marks in every case.
Other punctuation marks should be placed inside the quotation marks only if they are a

part of the matter quoted.

“For further information,” the letter said, “contact your Seruvice

Examples:
Unit administrative officer.”

The subject is covered in greater detail in the section entitled
“Craftsmanship.”

’ Joan asked, “Where is it?”

Why call.it ¢ “gentleman’s agreement”?
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3.4.13 Semicolon

Use the semicolon in the following situations:
e To separate clauses cohtaining- internal commas.
Example: Care was received from the Children's Medical Center,
Tulsa, Oklahoma; from C.S. Mott Children's Hospital at the
University of Michigan in Ann Arbor, Michigan; and from

other providers.

e To separate statements of contrast and statements that are too closely related in
meaning to be written as separate sentences.

Examples: There is no disagreement; we all agree.
We prepare purchase orders; they. pay the invoices.

e Between independent clauses (complete sentences) when a coordinating conjunction
(and, but, or, nor) is omitted. (See Section 3.4.3.)

Example: The Quality Management effort is underway; management
and employees are being informed about its purpose
and goals.

e When two independent clauses are linked by a transitional word (“however,”
“furthermore,” “therefore,” etc.), and the transitional word appears at the beginning
of the second clause. Punctuate with a semicolon before and a comma after the
transitional word. ‘ :

Example: No workers will be laid off; however, no new workers
will be hired.

3.4.14 Underlining and Emphasis

The following guidance applies onlj to letters and memorandums, not to attachments and
reports. '

e Do not underline for emphasis. In limited situations, yoﬁ may use all capitals or
boldface. Do not use italics or other typographic variations for emphasis.

" Example:  There can be NO EXCEPTIONS to this requirement.

There can be no exceptions to this requirement.
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e Underline titles of coinplete works that are published as individual
documents--books, magazines, newspapers, publications containing regulations.

Examples:  The regulations were published in the E ederal Register on
June 20. :

The Code of Federal Regulations (CFR), Title 42,
Section 36.23(a), copy enclosed, states that....

The Washington Post provided a comprehensive review
of this issue. :

e Do not underline a punctuation mark that comes directly after underlined material.
. unless the mark is an integral part of that material.

- Examples: The regulations were published in the Federal Register.
e Do not underline a possessive or plural ending added to an underlined word.

Examp'le: In Newsweek's opinion, there are too many “critics” of U.S. policy.

3.5 Related Word Units

e Do not separate figures, letters, or symbols from their accompanying words when
used as a group.

Examples:. A
.. . Chapter 111 ‘NOT ... Chapter
... $125.35 NOT IH $125.
35
...1:30 p.m. : NOT ... 11:.5;0

p.m.

e Do not separate groups of initials and surnames, or abbreviated titles (Mr., Mrs.,
Ms., Ph.D, M.D,, Dr,, etc.) and the associated names.

Examples:

...dJohn X. Doe, M.D., NOT ... dJohnX. Doe,

Director, Billings Area M.D., Director, Billings Area
... on behalf of NOT . . . on behalf of Mr.
Mr. Ben Stag of . . . Ben Stag of . ..
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e Avoid separating words in close association, such as the elements of dates and proper
names.

When it is necessary to divide a date, the year may be carried over to the next line,
but the date stays with the month.

Example:
... December 25, NOT ... December
1996 25, 1996

When it is necessary to divide a proper name, the surname may be carried over to
the next line; but a middle initial, if used, stays with the first name.

Example:
... Martin R. NOT ...Martin
James, M.D., R. James, M.D.,

When it is necessary to separate street addresses, break them between the name of
the thoroughfare and the word “Street,” “Avenue,” “Road,” etc.

Example:
... 5600 Fishers NOT  ...5600
Lane... Fishers Lane. ..

When it is necessary to separate names of places, break them between any element
(e.g., between city and State, between State and ZIP Code, or between wordsin ™
two-word city or State names).

Examples:
... Tulsa, . | ... Havre, Montana
Oklahoma 83102 61108
... Cedar - .. . Swordfish, South
City, North Carolina 23109 Dakota 46027

3.6 Spelling

Unless indicated otherwise in these guidelines, the ITHS will follow GPO policy and use
Webster's Third New International Dictionary as the authority for spelling. The GPO
Style Manual includes a chapter that provides general guidance on spelling. Writers and
typists who produce first-generation products on word processing systems should run the
“spell check” every time before releasing a draft version to reviewers. Similarly, final
drafts should always be run through the “spell checker” before they are printed in final.
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Chapter 4 — Grammar,
Word Preference, and Usage

_ This chapter discusses common grammatical problems noted in IHS writing and lists word

preferences that have been adopted by the IHS. In addition, it provides specific guidance on
word usage and on terms unique to the THS.

4.1 Grammar

By “grammar,” we mean the rules that tell how to put a sentence together.

Written and spoken -words create impressions of ourselves and our organizations for the
reader or listener.- We hope those impressions will be positive ones. The ES is responsible for
ensuring that correspondence written within the IHS for the Director's signature, or to be
signed by other IHS executive staff, is grammatically perfect, suitably worded, properly
formatted, and factually correct. In short, it should reflect positively on the signer and THS.

Several good reference manuals are available for use by writers who need help in resolving .
grammar problems. The ES will provide personal assistance if desired or will refer writers to

.appropriate references. (See the bibliography at the end of these g'mdelmes for recommended

reference sources.)
4.1.1 Prepositions

A preposition is a connective that shows the relation of a noun or a pronoun to some other
word in the sentence. The most common prepositions are:

of at between after under on

in from through beside . over before
to into around except =~ off along
for among by alongside  up with

e Unneeded Prepositions

Some writers use prepositions where they shouldn't. In the following sentences, the
prepositions in brackets are unnecessary:

Examples:  The doctor decided to take the patient off of beta blockers.
(Was the patient sitting on them?)

The Health Promotion/Disease Prevention initiative deserves
credit for increasing immunization levels, for improving fitness,
and for reducing the clinic outpatient workload.

(Unnecessary repetition)
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Examples:  The staff sees. from between 200 and 250 patients weekly.
Most patzents receive medications priced at under $10.
The service populatwn is estimated at about 10,000.
(Words in bold are unnecessary.)

You should avoid ending a sentence with a preposition. However, ending a sentence w1th a
preposition is not always wrong and, in fact, may be preferable in some cases.

Example: Tell me what you are thinking about.
Not: Tell me about what you are thinking.

e “Of’ phrases

Prepositional phrases starting with “of’ can often'be replaced with.an adjecﬁive; this will
clarify and streamline the sentence.

Avoid: It is the j)olicy of the IHS to provide necessary health care services
to American Indians and Alaska Natives.

Use: - “The IHS policy is to provide necessary health care services:to
American Indians and Alaska Natives.

Avoid: The IHS payment policy requires reimbursement on the
basis of rates of the Medicaid program.

Use: The IHS payment policy requires reimbursement on the
basis of Medicaid program rates.
e To-Too-Two

“To” is a preposition that describes the direction. of an action. “Too is an adverb that
means “in addition,” “more than enough,” “to a regrettable extent r “extremely.”
“Two” means the “number between one and three,” or; “a pair.”

4.1.2 Pronouns

A pronoun takes the place of a noun (its antecedent). It must agree with its antecedent in
number (singular or plural).

The following sentence is wrong because it does not follow that rule.

The Depaitment of Health and Human Services has made a

determination that they will provide a response 1o the questionnaire

for all of itsiincumbent agencies.

(The Department of Health and Human Services is one organization [smgular],
s0 “they” [plural] should be *it” [singular].) -
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4.1.3 Subject and Verb Agreement

If the subject of a sentence is singular, the verb must be smgular if the subject of the sentence
is plural, the verb must be plural.

.Particular attention should be pa1d to subject and verb agreement when the following -

situations are encountered

L Two or more subjects connected by "and" that refer to the same person or thing require a
singular verb

The Deputy Area Director and Chief Medical Oﬁicer (one person with two utles)
was present at the meeting.

e At times, the subject or its modifier is an indefinite pronoun. The indefinite pronouns

- “each,” “every,” “either,” “neither,” “one,” “another,” and “much” always require singular
verbs.

Neither of the new employees is a hard worker.

£

The indefinite pronouns “both,” “few,” “many,” “others,” and “several” aiways require
plural verbs. :

Although Bob made many mistakes in his first draft, few were found in -
the final letter.,

The indefinite pronouns "all,” "none," “any,” "some," "more,"” and "most" may be e1ther
singular or plural, dependmg upon the sentence meaning. S

All the matenal is here. All letters are typed by Peggy.

»u
1

® If the subject is made up of both singular and plural words connected by “or,” “either . . .
r,” “neither. .. nor,” or “not only . . . but also,” the verb agrees with the nearer part of
the subject. :
Neither the Area nor any.of its Service Units are in full compliance.
Either the assistants or the director is mistaken.
¢ Although the noun “data” is plural in form (datum is singular), some references suggest
that “data” may be used with a singular verb. But the IHS requires that “data” be -
treated as a plural in every case. Think of “data” as “facts.”

Data from five Areas are being merged.

The data supporting our position are conclusive.
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e A collective noun is several persons or things considered as a single unit (committee, res
board). It almost always takes a singular verb. he

The committee is meeting today to make its final decision.
In the rare case when the group ‘members are thought of as acting separately, the
sentence can be improved by inserting a phrase like "members of" before the collective
© noun. :
Members of the Health Board disagree about which program to carry out.
4.1.4 Verb Tense and Mood

A verb shows action (write, prepare, drive) or state of being (is, was, have been).

Correct use of verb tense and mood is covered in standard references. References are
available in the ES.

- 4.1.5 Gerunds

A gerund is a verb form ending in "ing" and used as a noun. It may be the subject 6r an object
in a sentence.

Meeting Dr. Smith's expectations is important. (Subject) - - [
Thank you for supporting our goals. (Object of preposition)

If a pronoun is used right before a gerund, it should be in the possessive case. If this results in
an awkward sentence, try rewording the sentence.

They agreed with our [not us] hiring an outside consultant.

Idon't mind his [not him] taking his work home.'(Grammatically correct

but awkward--try rewording the sentence to read: 7 don’t mind if he takes

his work home.”) : e
4,1.6 Infinitives
An infinitive is a verb form preceded by “to” (to achieve, to'liotify, to address). The most -
common problem with the use of infinitives is that many writers tend to split them by
inserting an adverb between “to” and the verb (to finally achieve, to officially notify, to briefly
address). Find a better place to put the adverb, if possible without sounding too awkward.

Avoid:  He always tries to carefully do his work.

Use: He always tries to do his work carefully. | _ : ( L
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: Even though placing an adverb between "to be" and a past participle of another verb is not
considered splitting an infinitive, often the adverb would be better located elsewhere in the
sentence and should be moved. B
Avoid: The goals need to be promptly achieved.

Use: The goals need to be achieved promptly.

4.1.7 Verb Phrases

Many times the verb in a sentence consists of more than one word (will be submitted). This is
a verb phrase. Sometimes writers insert adverb modifiers between verb parts; often such
modifiers should be located elsewhere in the sentence.

Avoid: I should also inform you that the issue is rather sensitive.

Use: Also, I should inform you that the issue is rather sensitive.

Avoid: A construction project was recently approved for the village. o

Use: Recently, a construction project was approved for the village.

Or: A construction project for the village was approved recently. |

Occasionally an.advérb sounds better between words in verb phrases. In those cases the verb
parts may be divided, ' . .

The Director was seriously considering inviting proposals.

4.1.8 Troublesome Verbs
o Advise - Inform

"Advise" means to give advice or an opinion. "Inform" means to acquaint with the facts or
impart knowledge. Often, "advise" is used when "inform" would be more appropriate.

Avoid: I have asked Dr. Jones to keep you advised about the issue.

Use: 1 have asked Dr. Jones to keep you informed about the issue.
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o Affect - Effect | . | "
Usually "affect" is used as a verb meaning to influence, change, or assume. "Effect” can

be either a noun meaning result or impression or (less frequently) a verb meaning to
bring about.

These guidelines are expected to offect the quality of written material
produced by IHS writers.

This will ha;)e the effect of imprqving the IHS image.
They are a tool for effecting positive cﬁdng'e.
0‘ Appraise - Apprise
“ﬁ‘o appraise” is to place a value oﬁ something. “To apprise” is to inform.
The Gevernment will appraise the property before condemning it.
We wi‘ll qpprise you of any changes in the Department 's guidelines.
e Assure - Ensure - Insure
All three mean.to make secure or certain. However, "assure" refers to pefsons, and it [ !
alone has the sense of setting a person's mind at rest. "Ensure” and "insure" also meah to B
make secure from harm. However, only "insure" is widely used in the sense of )
guaranteeing life or property against _risk.
We assured the Director that all deadlines will be met.
We must ensure that all writers have a copy of these gdideline’s.
1 will insure these stocks for their full market valzié.
e Comprise - Compose

"Comprise” means include or embrace and DOES NOT take "of." "Compose” means to
make up. The parts compose (make up) the whole, while the whole comprises (includes)
the parts. It is probably safer to avoid "comprise" entirely.

The Area is composed [not comprised] of seven Service Units.

©

P
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e Imply - Infer

“Imply” means to suggest or hint. “Infer” means to assume or conclude. The speaker
implies; the listener infers.

The Director implied that he expected better staff work.

The Office Director inferred, from the Director’s remarks, that more
effort is needed.

e Include

Occasionally writers need to list the parts of something-they are writing about. For
example, it may be necessary to describe the kinds of services available in an ambulatory
care facility. One way to do that is to lista representative sample.

The care available at Indian health centers includes diagnostic medical,
prenatal, immunization, dental, and substance abuse counseling services.

Use of the word “includes” in a sentence like the one above suggests that this is not the
whole list of services. If all are being mentioned, avoid using “includes” and substitute

“were,” “are,” or some other equally suitable word.

The water treatment processes employed at White Earth are aeration,
filtration, chlorination, and fluoridation.

o Itis
Many good writers avoid using “it is” to begin a sentence.

Avoid: It is IHS policy to provide necessary health care services to
American Indians and Alaska Natives.

It is believed that care was available and accessible in an
IHS Hospital emergency room on that day.

Use: The IHS policy is to provide necessary care. . . .

We believe that care was available and accessible. . . .
(Also see Section 2.3.2.)
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e Lie-Lay

Present Present Past Past ) Ji
Participle Participle
Rest lie lying lay lain
Place lay 4 laying laid ' laid

“I\Jié” means to recline, rest, or stay. It cannot take an object.
She is lying (not laying) on the couch.
“Lay” meass to put or to place. It requires an object; you lay (put) SOMETHING.
Lay the box on the table.
One way to determine whether to use “lay” or “lie” is to subs_t,it:ute the word “place,”

“placed,” or “placing.” If the substitute makes sense, use the appropriate form of “lay.” (
If not, a form of “lie” should be used. . :

I (laid or lay) awake most of last night; (To say “q placed awake” isn't right,
so use “I lay awake most of last night.”) ' '

The apple is (laying or lying) on the tbb_le. (The apple would not be
“placing” on the table, so the sentence must be written “The apple is
lying on the table.”) - :

- o Think - Feel

“Think” is mental while “feel” is physical or emotional. Remember that people think
thoughts and feel feelings.

Avoid:  We feel that the issue has been addressed appropriately.
Use: We think (or believe) the issue has been addressed appropriately.

Use: . Your feelings of frustration and disappointment are understandable.
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4.1.9 Parallelism

¢ Elementsin a series
Good writers make sure that elements in a series are equivalent.

The clinic provides care to tribal members living on and near
the reservation, tribal members living in nearby urban centers,
and other federally recognized Indians who request care.

Problems arise when a writer starts a series but turns to something nonequivalent.

Avoid:  The Indian Health Service is managed. by a Headquarters staff,
12 Area stoffs, and delivers health care to more than 1 mlllwn
American Indians and Alaska Natives.
If a writer must include nonequivalent matter in a sentence like the one above, the word
“and” should be placed between the first and second items in the series and the commas
should be‘deleted:
The Indian Health Service is managed~by a Headquarters staff and
12 Area staffs and delivers health care to more than.1 million American
Indians and Alaska Natives.
e Both...and

When we use “both . . . and,” the same part of speech must follow each of the two words.

Avoid:  He seeks care both from.private physicians (prepositional phrase)
and IHS clinics (adjective and noun,).

Use: He seeks care from both private physicians and IHS clinics.
He seeks care both from private physicians and from IHS clinies.
e Ellipsis

It is permissible to omit a word in part of a sentence when that word can be understood
from an earlier part of the same sentence. In grammar, that is called ellipsis.

The IHS pays for emergency services that are requested and [that are]
authorized by IHS staff. (The second “that are” is understood.)

But the omitted words MUST be the same as the words used earlier.

Avoid:  One claim was paid and seven denied during the month.
("Were denied" rather than “was denied” must be used after “seven.”)
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Frequently we need to define when, in the future, an action is expected to occur. Be o
careful that the wording is not misleading. Co

Avoid: The IHS will review waiver requests in late July or August. R
This sounds like “in late July or late August,” when probably the writer meant “during”
or maybe even “the early part of’ August. To be clear, repeat the preposition or insert
another modifier to avoid ambiguity.

Use: The IHS will review waiver requests in late July or in August.

Or: The IHS will review waiver requests in late July or early August.

4.2 Word Usage

This section contains guidance on word usage mistakes or inaccuracies that careful writers
should avoid. :

‘4.2.1 Incorrect Usage
e Do not use “etc.” at the end of a series introduced by “such as,” “1 e., or “e.g.”
" ® Do not use “irregardless.” The correct word is “regardless.”

e Do not use “per” in place of “according to” or “in accordance with” (per your request)
“Per” can be used in place of “for each™ ($50 per day).

e Omit entirely “as you know,” “as you are aware,” “needless to say,” “ag I am sure you
know,” etc. If the reader already knows, why waste time repeating the information?

e Do not use “in regards to” or “with regards to.” These are considered incorrect versions of
“in regard to” and “with regard to.” You can also substitute “regarding” or “about” for
these terms. ' ' '

4.2.2 Preferred Usage
The list that follows gives words and phrases (in the left .column) that should be avoided. The
right column supplies the preferred words. The preferred words are simpler, usually shorter,

and more accurate. Sometimes itisa matter of spelling preference or grammar.

If you are not clear as to why a word in the “Use Instead” column is preferred, consult the
references in the bibliography for a more complete discussion.

Some of the terms in the “Avoid” column may have specific meanings in specific contexts (for
example, a contract modification). In such specific cases, their use would be correct.
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Avoid

above (a number)

above mentioned, above named,

above referenced
accomplished
acknowledgement
acquaint (with facts)
affix signature
alternatives
amount (of copies)
and etc.
and/or
anticipate
approximately
as of this date
as to whether
ascertain
assistance
at all times
at an early date
at this time
attached please find

being that
beneficiary, beneficiaries

between you and I
both alike, both equal

can not

commence

communication

complies with requirements
comprised of

consensus of opinion
contact

data is
demonstrates
desire
different than

Use Instead

more than
proper names

done
acknowledgment
tell.

sign

choices

number of copies
ete.

either "and" or "or"
expect

about

today

whether

learn

help

always

soon

Tt now

attached is

since, because .

client, health care recipient, patient,
service population, person’s name

between you and me

alike, equal

cannot

begin

letter, memorandum

meets requirements

comprises, composed of (see Section
4.1.8)

consensus

write, telephone

data are (see Section 4.1.3)
shows

want

different from
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Avoid

employment
enclosed please find
encounter difficulty
end result

expedite

expiration, expire

facilitate

fewer in number

finalize

firstly, secondly, thirdly, etc.
follow up (adjective)
followup (verb)

- furnish

highest possible level
hold in a})eyance

I would hope

impact

impact on (verb)
implement

in a position to

in addition to

in compliance with your request
in order to

in the amount of

in view of the fact that
indicate

initial

. intrastate

judgement

kindly reply

latter (of more than two items)
lengthy

locate

memoranda
modification

named
non-federal

Use Instead

job, work
enclosed is
have trouble -
result

hurry

end

make easier, teach
fewer

complete

first, second, third, etc.
followup

follow up

give

highest level possible
wait

" I hope, I trust

effect (noun)
influence (verb), affect
carry out
can

besides

as requested
to

for

since

show

first
intra-State

judgment
please reply
last

long

find

memorandums
change

appointed, assigned, designated
non-Federal
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Avoid

on the part of
one and the same

over (when "more than" is meant in
referring to a number)

over the signature of

please accept my best regards

predecease -
prior to, previous to
procure

promulgate

provide me with

reason . . . is because
recent date
regarding, respecting
render (a decision)
requested that
reside

rest assured that

retroactive from
rule making

smaller in size
staff are
submitted
subsequent to
sufficient

terminated
the undersigned

This is to acknowledge . . .

and thank . .
time frame
transmit

utilize, utilization

with the exception of
with the result that
workforce

work group

Use Instead

by
the same
more than

signed by

please accept my best wishes
die before '
before

get, buy

issue

provide

reason . .. is that

give the date

about

issue (a decision)

asked that

live

you may be assured that,
you may be sure that

retroactive to

rulemaking

smaller

staff is (singular), or staff members are
sent

after

enough

ended
I
Thank you

timeframe
send

use

except, except for
)

work force
workgroup
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4.3 Terms Particularly Applicable to the IHS

- 4.8.1 American Indians and Alaska Natives

e To the extent possible, use “American Indians and Alaska (not Alaskan) Natives” to
describe the IHS service population.

e Ifyou are writing specifically to an American Indian individual or group, you may
use the term “American Indians” when writing about only that population group.
But do not use “American Indian” as a generic term to describe the entire American
Indian and Alaska Native population.

e The abbreviation “AT/AN” may be used when the term "American Indian and Alaska
Native" appears often in the text, particularly when used several times in one
or more paragraphs. Place the abbreviation in parentheses immediately after
fully spelling out the term the first time it appears in the text. Thereafter, use “AI/AN.”
However, if the term is used infrequently, spell it out fully each time instead of using the
abbreviation.

e The terms “Indians,” “Indian people,” or “Native Americans” may be used occasionally in
informal text instead of the somewhat impersonal “AI/AN,” but only after the correct
term, “American Indian and Alaska Native” has been used at least once to establish the
correct composition of our service population. ‘

4.3.2 Area Director

Some IHS writers seem to use the term “Director, XYZ Area Office,” when, in fact, they are
referring to the Director of an entire IHS Area. Our Area Directors have responsibilities that
reach far beyond the Area office, and they should be identified accordingly.

Incorrect: Director, Alaska Area Office
Director, Portland Area Office

Correct: Director, Alaska Area Indian Health Service
Director, Portland Area Indian Health Service
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4.3.83 Tribal Leaders, Chief, Governor, Chairman, President

For letters to tribal leaders, the inside address and salutation should be prepared as shown in
Sections 6.2.3 and 6.2.4. The first line of the inside address should begin with a courtesy title
(e.g., Mr., Mrs., Ms.) followed by the name of the addressee (unless the name is followed by
M.D., Ph.D., etc). The second line includes the addressee's title (e.g., Chief, Governor) and the
organization's name. An exception to using a courtesy title on line one would be made if the
addressee uses a traditional Indian name.

Mr. Xxxx Xxxxx
Chairman, Reno-Sparks Tribal Colony

Xocxxx Xxxxxx, M.P.H.
Governor, San Ildefonso Pueblo

Aspesanahkwat
Chairperson, Menominee Tribal Legislature

Use the tribdl leader’s title in the salutation:
Dear Chairman Astor:

Dear Governor Martihez:
4.3.4 Band, Nation, Tribe

According to the GPO Style Manual and other standard references, the names of national,
State, and local government bodies are always capitalized when the full name is used.
Because Indian tribes are addressed as sovereign nations, the full tribal name is capitalized.

Whenever a short form of the name of a tribe or band is used, it should be capitalized.
However, that rule applies only if the short form is used-in place of the official name of a
specific (previously named) tribe, band, or nation.

Examples:  The Red Lake Band of Chippewa Indians will oversee the project.
The Band will ensure that all deadlines are met.

The Navajo Nation is sponsoring a cultural exhibit at the meeting.
The Nation will have the exhibit ready for display on April 2.

The Minnesota Chippewa Tribe has had a rapid membership growth,
and the Tribe is need of additional CHS funds.

But: All tribes in the Aberdeen Area will receive a portion of the funding.
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Chapter 5 — Letter and Memorandum Content

The following guidelines describe the wording and arrangement of text in letters and .
memorandums to be signed by IHS and HHS executive staff and White House officials.

5.1 General Guidelines

5.1.1 Be Responsive

Responses to incoming communications should address the issues raised as accurately as
possible. Refer to all pertinent points made in the communication to avoid unnecessary
additional correspondence. In preparing a response, first read the communication carefully,
listing or highlighting all issues and questions.

5.1.2 Organize

Organizing your material is critical because the reader will stop reading a badly organized
letter. Use the notes you made as you read the incoming communication to help organize the - -
text and deal with the issues logically. Prepare an outline for complex letters.

5.1.3 Take a Position |

If the incoming communication asks a question about policy, state the policy clearly. If the
inquiry concerns an issue where policy is being developed, state that the issue is under
consideration and a final answer cannot be provided at this time. When appropriate, mention
any steps being taken to resolve the issue.

5.1.4 Do Not Quote Laws, Regulations, Etec.

Unless you have a legal or technical reason, do not quote laws; rules, manuals, or other
specific instructions verbatim in letters. Instead, paraphrase the information in nontechnical
language. Enclose a copy of the law, regulatmn etc., when appropriate.

5.1.5 If Necessary, Prepare a “Cover” Memorandum for Letters or
Memorandums Forwarded to High-Level_Signers

¢  Sometimes additional information is needed to explain documents to be approved/signed
by the THS Director or other executive staff, such as an Interagency Agreement, Request
for Outside Activity, etc. In this case, you should transmit the document using a “cover’
memorandum that explains the reason you are forwarding the document for
approval/signature. The “ACTION” format is used for this cover memorandum
(see exhibit 18).
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e Items that are self-éxplanatory do not need a cover memorandum unless further
information is required that is not contained in the memorandum. In this case, you may
use an ACTION memorandum or a “NOTE TO” to give further information. (See exhibits
16 and 18.)

e A cover memorandum (in the ACTION format) is REQUIRED when sending any
document up for signature by an official at the Department level. (If the document is for
the Secretary’s signature, you would also need to include an Executive Summary
Statement.)

e  Within the IHS, the explanatory (cover) memorandum should come from the person who
is the next level down from the official signing the document. Therefore, items being sent
up for Department-level signature should come from the IHS Director.

5.2 Letters |

e TUse letters to communicate with people outside the Department, such as tribal leaders,
the general public, or Members of Congress. Also, use letters to write to individual THS
employees “about personal matters such as appointment to a new position, commendatmn,
or condolence.

° Letters should rarely be longer than two pages, preferably one and a half pages or less.
" At times, three or more pages may be necessary; however, when possible, place detailed
explanatory and technical information in an enclosure such as a discussion paper, a fact
sheet, or an issue-response document (see Exh1b1t 17).

e A letter is too long if it says more than needs to be said or takes too many words to say it.
A letter is too short if it does not give the reader enough information, does not answer all
the issues, or is abrupt or discourteous.

5.2.1 Opening Paragraph (General)

e Beginby referring to the date and subject of the i incoming communication and citing the
addressee whenever the letter was written to someone other than the person responding.
This opening is preferred becatise every month the IHS receives letters on different
subjects from the same people, and often the letters are forwarded to us by other
governmental units, such as the Bureau of Indian Affairs.

e Tor letters to be signed by IHS executlve staff, begin a letter of response with
"] am responding to . . " (unless this opening clearly does not fit the situation).

¢ Whenever hoss1b1e, start on a pleasant note. If you should thank your reader for
something, begin by thanking him or her. If the readeris right about one thmg and
wrong about another, begin by discussing what is correct.
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® When responding to someone who has sent a brochure, resume; or proposal, or who
describes an activity, applicant, or program, be sure your response could not be
interpreted as an endorsement. If it is necessary to refer specifically to such enclosures
or letter contents, you may write:

I appreciate having the material and look forward to reading it.

5.2.2 Opening Paragraph for Congressional Responses
® Begin a response to a congressional inquiry as follows:

I am responding to your (month/day/year-- cite year only if other than current year)
letter to (name of addressee on incoming communication, if other than the

signer) on behalf of (constituent's name and city/State, when appropriaie).
(Constituent's name) expressed concern about (cite problem) and requested

your help in addressing this issue. '

Example:
E . -
I am responding to your October 20, 1996, letter to Mr. Xxxxxx Xxxxx, -
Secretary, Department of the Interior, on behalf of Mr. John Doe of Pine Ridge,
South Dakota. Mr. Doe expressed concern about the lack of kidney dialysis services
at the Indian Health Service Hospital in Pine Ridge and asked for your help in
obtaining additional funds to support such services.

® When writing for the IHS Director or other executive staff, you should cite the date of the
incoming communication unless the delay in responding is so long as to be an
embarrassment. Avoid describing an incoming letter as recent, especially when the
description does not fit. :

® When responding to an incoming letter with multiple signers; write the opening sentence
as if there were only one signer. (See Sections 5.2.6 and Exhibits 6 and 7.) A sentence
should be added at the end of the letter stating a similar letter is being sent to other
signers of the incoming communication.

® At times, an interim response may be appropriate. For example, the questions raised
may require extensive research, Area consultation, or Office of the General Counsel
opinion, which could significantly delay the final response. The final response to such
letters should acknowledge the earlier interim response only if the signature block on the
final is identical to that on the interim.

I am responding further to your (month/day/year-- cite year only if other than
- current year) letter to (neme of addressee on incoming communication,

if other than the signer) on behalf of (constituent’s. name and city/State,

when appropriate). :
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e If the signature block on the final is not the same as the one on the interim, the opéning
sentence of the final should not indicate that an interim was written. Follow the
guidelines at the beginning of Section 5.2.2. ‘

5.2.3 Opening Paragraph for Letters Referred by the White House

e Avoid any implication that the President personally asked the Secretary, or'anyone else
in the Department, to respond to a letter addressed to the President.

Avoid:  The President has asked me to respond to your letter of March 25.

This office has been asked by the President to respond to
your letter of March 25. '

Use: I am responding to your March 25 letter to President John J. Jones
regarding Indian Health Service contract health services payment
denials. '

5.2.4 Opening Paragraph for Letters Signed at Levels Abdve the
Direétor, IHS

(

v
g,
4%

e If the letter is to be signed by someoné at an administrative level above the Director, IHS,

modify the standard opening paragraph as follows:
1. The opening sentence should read:

This is in response to your (month/day/year-- cite year only if other
than current year) letter. . . .

2.  When preparing a response for the Secretary's signature, do not reference the date of
the incoming communication.

This is-in response to your letter concerning payment. for medical care
you received on January 8, 1997.

5.2.5 Intermediate Paragraphs

o The second paragraph is critical in writing a clear response. It should summarize the
information that follows and the signer's conclusions or decisions. The reader should not
need to read further to determine what the signer's position is on the issues being
addressed.

e Later paragraphs should provide additional information to explain the basis for the
signer's decision. To eliminate the need for additional correspondence, address all
pertinent points raised in the incoming communication accurately and completely. Do
not presume that the person receiving the letter will be fully knowledgeable about the
issue being addressed. Provide enough detail to make the letter informative without
making it lengthy.
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5.2.6 Cl__osing.Paragraph_

® Be brief and positive. Avoid closing the letter with any statement that invites further
correspondence.

® Be sure the closing fits the reader and the content. Thanking the reader for "continued
interest in and concern for the health and well-being of the American Indian and Alaska
Native people" may be acceptable for Members of Congress. However, this closing is not
appropriate in letters-to Indian people or to people who have important involvements
with THS programs. ' '

® Many letters can be closed with a simple sentence such as "I trust this information is
helpful." However, when information in the letter is not what the recipient will want to
hear, those words may be unsuitable. In that case, use a closing such as "I regret that
‘this information could not be more encouraging.”

® When incoming letters have multiple signers, the last sentence of the response should
read as follows:
2
Two signers: A similar letter is being sent to (name).

Three signers: Similar letters are being sent to (name) and (name).
Four or more signers: Similar letters are being sent to the other signers.

(See Sections 5.2.2 and 6.1.8. and Exhibit 6.)

5.3 Memorandums

Use memorandums when writing to people within the Department such as the Secretary,
Assistant Secretary for Health, the Surgeon General, other Agency Heads, Area and Office
Directors, Service Unit Directors, and other employees. However, use letters when writing to
individual employees about personal matters (for example, appointment to a position,
commendation, or condolence). ' -

All memorandums to the Office of the Secretary and some memorandums to THS officials must
be prepared in the ACTION, INFORMATION, or BRIEFING format (see Section 5.8.5). Most
internal memorandums and some to HHS level officials will be prepared in the general

memorandum format (see Section 5.8.1).

Try to avoid memorandums longer than two pages. At times, three or more pages may be
needed; however, when possible, place detailed explanatory and technical information in an
attachment such as a discussion paper, a fact sheet, or an issue-response document (see
Exhibit 17).
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When the Director, THS, or other executive staff write to a épeciﬁc employee in an Area or

Headquarters office or in a Service Unit, the memorandum is routed through the employee's

"chain of command" to ensure that all supervisors know the signer's position on the issue
being addressed (see Sections 6.1.10 and 6.3.3). '

5.3.1 General Memorandums

e Use general memorandums for communications betwe'e’_h THS employees. They may be
used when responding to an incoming request for information from an HHS official or
when communicating routine information to an HHS official.

5.3.2 Opening Paragraph
e Always cite the incoming correspondence date in the opening paragraph.

e TUse action verbs more than passive verbs when writing memorandums to be signéd by
the Director, THS, or other executive staff.

e The opening paragraph should read as follows:

I am responding to your (month/day/year-- cite year only if other than current year)
letter to (name of addressee on incoming communication, if other than the
signer) regarding (cite issue being addressed).

Example: I am responding to your October 20, 1989, note requesting an
update on progress being made by my staff in implementing the
Indian Health Service Quality Management activity.

5.3.3 Intermediate Paragraphs

o The second paragraph is critical in writing a clear response. It should summarize the
information that follows and the signer's conclusions or decisions. The reader should not
need to read further to determine what the signer's position is on the issues being
addressed.

e Later paragraphs should provide additional information to explain the basis for earlier
comments. To eliminate the need for additional memorandums, address all pertinent
points raised in any incoming document accurately and completely. Do not presume that
the addressee will be fully knowledgeable about the issue being discussed. Provide
enough detail to make the letter informative without making it lengthy.
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6.3.4 Closing Paragraph -

® Be brief and positive. Many memorandums can be closed with a sentence such as "I trust
this information is helpful.” However, when the information provided might raise
additional questions or require clarification, you may also want to invite the reader to
write or telephone a knowledgeable staff member.

If you have further questions regarding this issue, please contact

(name, position title). (He/she) can be reached by telephone at

(telephone number, including area code). Correspondence may be
addressed to (him/her) at:

1224 NW Street
Federal Building, Room 34
Washington, D.C. 20555

5.8.b Special Memorandums (ACTION, INFORMATION, BRIEFING)

TYPR/EXHIBIT READERS - PURPOSE SPECIAL NOTES
ACTION THS officials, To request action, ~ There are several
Memorandum . Office of the Secretary decision, or approval  types of ACTION
(see Exhibits 18-24) of the addressee. memorandums with
' slight format
differences.
Standard ACTION Same To address a Do not exceed 2 pages.
Memorandum straightforward issue.
(see Exhibits 18-19)
Complex ACTION Same To address several
" Memorandum (see issues or options.
Exhibits 20-22)
Reports to Congress  Office of the Secretary To submit a Report to See IHS ES for
ACTION - Congress to the assistance,
Memorandum Secretary for
approval.

INFORMATION Any reader To forward Do not exceed 2 pages.
Memorandum - information material Other headings may
(see Exhibits 25-26) only. be used other than

- those shown in the

exhibits if they

improve clarity.
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TYPE/EXHIBIT

BRIEFING
Memorandum
(see Exhibits 27-28)

READERS

Office of the Secretary

URPOSE

To provide
information to reader
about a future event
(time/location of
event, purpose of
event, issues he/she
may need to address,
list of attending
officials, etc.).
Examples: meetings,

" speeches, hearings,

and site visits.

SPECIAL NOTES

Submit to the .
appropriate ES

10 working days
before the event. This
ensures time for
review, clearance, and
submission to the
addressee.

5.4 'Note to Mr. John Doe (Special Informal Communication)

_Persons at different levels in the IHS may communicate directly and informally when the
subject is routire or technical and the correspondence does not establish new policy or change

current operating practices. One option avail

able for direct communication is the "NOTE TO"

format. Messages in this format avoid delays often associated with routing a formal
memorandum through one or more higher level officials. '

The "NOTE TO" should be prepared on letterhead. To ensure coordination and awareness
when such notes are sent up or down the chain-of-command, send courtesy copies to any

bypassed supervisors. Every
staff in the immediate Office of the

16).

"NOTE TO" addressed to the Director, IHS, or other executive
Director must be routed through the THS ES (see Exhibit
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Chapter § — Letter and Mefnorandum
Format and Assembly

This chapter contains specific guidance on the proper format, copy requirements, and
assembly procedures for IHS letters and memorandums. Exhibits at the end of the manual
illustrate applications of these guidelines.

6.1 General Guidelines for Lfatters and Memorandums

6.1.1 Margins and Page Length — Letterhead Stationery

Maintain 1-inch margins, at minimum, at both sides and 1.25 inches at the bottom of the
first page, A 1.25-inch bottom margin will ensure that no text will overprint the
clearance box on the official (yellow-box) file copy.

Justify the left margin only.

Use the standard block typing format (see Exhibits 2 and 12). Do not indent first words
of paragraphs. _ o

On the first page of a letter or memorandum, begin typing 2 inches from the top

to allow room for the letterhead. If necessary in order to fit a letter/memorandum on
one page, you may move the starting point up one or two lines (but no higher than 1.6").
For a short letter/memorandum, you may move the starting point down as far as 2.4"

to help “center” it better on the page. '

On page 2 and later pages, begin the page notation 1 inch from the top. You should
leave a 1-inch minimum margin-at the bottom.

6.1.2 Paragraphs and Subparagraphs

Single space the body of a letter or memorandum and double space between paragraphs.
Begin paragraphs at the left margin.
Do not begin a paragraph near the end of a page unless there is space for at least two

lines. Do not continue a paragraph on a following page unless two or more lines can be
carried over to that page.
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e At times, it may be necessary to'break a paragraph into subparagraphs.- Do not - A
subdivide a paragraph unless it will have at least two subdivisions. Bullets or numbers (: U
may be used for the subparagraphs (see Exhibit 12). The bullet or number should be
flush with the left margin. The text of the subparagraph should begin five spaces from
the left margin. Further subdivisions are indented an additional three or five spaces
each.

6.1.3 Neatness
e Be neat. Do not use "whiteout." Do not make pen-and-ink changes.
. Keep the lineé well balanced and left jusﬁﬁed ohly.
¢ Do not use staples and paper clips on pages of the original.

e Use a clear plastic Executive Correspondence cover to protect the final.

- 6.14 SpelfinglGrammar Verification

e Run the computer “spell check” and “grammér check” before releasing a draft version to
reviewers and before printing a final version.

e However, computer spelling and grammar checkers are not comprehensive or infallible;
in fact, they are rather simplistic. For instance, the spell checker cannot distinguish .
between homophones such as “see” and “sea” and will accept either one in a sentence,
whether it makes sense or not. Therefore, using these checking features does not relieve
the writer and clearance officials from the responsibility of reading each document
carefully to check for all errors.

6.1.5 Corrections/Revisions Requested by the Executive Secretariat

e The ES expects to receive appropriately prepared drafts and final documents. Double
space all drafts provided for ES review.

e See the GPO:Style Manual for a key to proofreading symbols.

e Ifa final letter/memorandum is returned to its originating office for revision and _
reprinting, be sure to indicate in the prepared-by notations that it was retyped or revised
(depending on the extent of change). (See Section 6.1.9.)

Page 84



e If sentences or paragraphs on final documents are revised so significantly that their

meaning may be altered, the entire clearance process must be repeated. You must
also:

1. Fold the marked-up original in half, lengthwise, and place it on the
inside left in the correspondence folder, for ES reference.

2. Throw away all the copies, including the official file copies.

® Ifthe corrections are merely mechanical, such as spelling or grammar, you do not have

to send it through the clearance process again. Instead you follow these steps:

1. The new original document and the new copies should replace the old original
document and the old copies (on the inside right of the folder).

. 2. . Keep the old, marked-up original that shows the requested corrections. Fold it in

half, lengthwise, and place it on the inside left of the folder, for ES reference.

3. Keep the old official (yellow-box) file copies, but mark through the text on each page
with a black pen or marker (across diagonally). Then staple the new copies on top of
the old ones, after folding the lower 1.25 inches of the new official file copies back
and up, so that the old clearance notations are visible. Later clearance notations are
still made on the old yellow-box copies.

6.1.6 Summary Statement

® A one-page executive summary statement must accompany all items (letters, decision

memorandums, briefing materials, etc.) submitted to the Secretary.

A one-page executive summary statement may accompany document packages to be
signed by THS executive staff, if the signer should be alerted to additional information or
background that is not included in'the document to-be signed.

e The purpose of the summary statement is to help reviewers understand the issues

quickly and to enable prompt assignment of priorities for action.

o See Exlﬁbit 10 for the required format. The summary statement should not exceed one

page. Its tone may be more informal than the tone of the document it accompanies.
Common acronyms/abbreviations (e.g., IHS, HHS) may be used without spelling them out
first, if you are sure they are known to the reader.
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6.1.7 Copy Requirements

This section identifies the number of copies and the color of paper to be used when assembling
a correspondence package.

e Official File Copies’

If the signeris... ' Then prepare . ..
A Department-level official Three yellow-box™ copies with enclosures
: - Two for OS
- One for IHS ES

Five white copies of original
letter/memorandum with enclosures

Director, IHS, or IHS executive | Two yellow-box copies with enclosures
staff : : . - OneforTHSES
. : - One for program office

*

*An official file copy consists of a yellow-box copy with enclosures.
“A “yellow-box” copy is a copy printed on yellow paper that has a box at the
bottom for clearance signatures/initials.

e Use yellow-box paper for the ﬁrét page of each official file copy. Use plain yellow paper
for the remaining official file copy pages. Yellow paper is used only for official file copies.
Do not use yellow paper (with or without boxes) for other copies.

e See Section 6.1.11 for guidance on assembling copies.

e Other Copies

The originating office may be required to prepare additional copies as follows:

If the pl urpose i"s. o Then use. ..

Reading, project, suspense, or file White or colored paper (other than
‘copies for the originating office yellow) as deternmined by the office
Copies referenced in the " White paper

letter -

Formal copies (such as White paper

for the White House) '
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6.1.8 Copy Notations

Do not put copy notations on original documents. They go only on copies, except for some
copies sent outside the Department (for example, to the White House, a State agency, or a
private citizen). : '

Begin copy notations on the second line under the signature block (or the "Enclosure” or
"Attachment" notation, if used). (See Exhibits 3 and 13.)

Any appropriate abbreviations/acronyms or group names may be used in the copy
notations. . o

Example: cc: Area Direcfbrs
Director, OMS
Director, DAGM

List the recipients of copies in descending order of authority.

When similar letters are sent to two or more Members of Congress, prepare original
letters to each signer. However, produce official file copy sets of the first letter only for
each ES involved and for the originating office (if desired). On these copy sets, type
"Similar letter to:" on the second line under the last copy notation and list the names of
the other recipients (see Exhibits 6 and 7). See Section 5.2.6 regarding the last
paragraph of these letters.

When sending a copy to the ES in the Office of the Secretary, use "ES,” not "OS/ES." . -

. Sometimes, the letter or memorandum just fits on the page, leaving no room for copy and

prepared-by notations. In those cases, you can either place the notations on a separate
page or type the notations in the margin on the last page of the letter or memorandum.
The second approach is preferred because it takes less file space.

Include copy and prepared-by notations on all drafts so that reviewers may obtain
additional information directly from the writer and see who will receive copies.
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6.1.9 “Prepared By” Notations

Include a “prepared by” notation on the official (yellow-box) file copy and draft documents
submitted to ITHS/ES. The “prepared by” line should include the following information (use
appropriate abbreviations): '

Originating office
Writer's first initial and entire last name, no spaces, use all capital letters
Typist’s initials, all lowercase letters :
Date of original preparation
Writer's telephone number and room number
Computer file name :
THS action number
- OS number, if applicable
Reference numbers of all closely related controlled correspondence

V.VVVVVVVV
’

If the document has been revised, you should also pl;e‘paré a “revised by” line that :
includes the following information:

Originating office
" Revisor's first initial and entire last name, no spaces, use all capital letters
Typist’s initials, all lowercase letters
Date of revision
Revisor's telephone and room number

Yy Y v Vv VY

Examble:

Prepared by: IHS/QPH:J_SMITH:jls:2/25/_90:443—1106:Rm.6A—30:Doc.(File Name):Action
No: 528-1:08 9511130026:Ref.528-2, 528-3 |
Revised by: IHS/ES:MSILVER:QW§:2128/9O:443-1011:Rm.5A-03

See Exhibits 3 and 13.

6.1.10 Clearance/Routing

e All final letters and memorandums forwarded for signature must be cleared by the writer
and all supervisory levels between the writer and the signer. All letters and
memorandums to be signed by the IHS Director or executive staff in the immediate Office
of the Director, or by Department or White House officials, must be forwarded through
the ES. This requirement ensures that each document will be controlled and reviewed for
compliance with current policies, guidelines, and procedures, and that a file copy will be
retained centrally for future reference. (See Chapter 7.)

Page 88



, e When the subject of a letter, memorandum, or other document may affect a program

o outside the preparing office, send that program a draft of the material for review and

comment. Then route the final document package through their office for clearance. Also
~provide an-information copy of the final document for each affected office. For example, if

the document involves sensitive legislative matters, prepare it in consultation with the
Division of Regulatory and Legal Affairs (DRLA), OMS. Route the final document.
through DRLA for clearance, and provide them with an information copy of the final
document.

6.1.11 Assembly

Use the following document assembly when a letter or memorandum is forwarded through the
ES. Put documents in a letter-size file folder. Clip all documents to the folder using binder
clips, not paper clips. The ES can provide sample document packages.

~Qutside Front

e Route Slip--If truly urgent, stamp or print "Time Sensitive - - Signature Required
by _/_/_," or use the words "Urgent," "Priority," or "Expedite." '

— — —)
e Control Slip. (See Chapter 7.)
Inside Left
e Any edited drafts, folded in half, lengthwise.

e Ifused, an ACTION “cover” memorandum or “Note To.”
(See Sections 5.1.5 and 5.3.5.)

e Copy of incoming correspondence.

e Background/informational material and copies of closely related correspondence on
the same issue. :

Inside Right

. @ Draft for review or final letter/memorandum. Final documents should be placed '
under an Executive Correspondence plastic cover. For letters or memorandums with
two or more pages, place a signature tab on the page to be signed.

e Enclosures/attachments and preaddresséd envelope for original letter or
memorandum. (See Section 6.2.13.)

A
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Official yellow-box file copies (for final documents) -- staple each yellow-box copy to a
sheet of paper, about 2 inches down from the top, so that the yellow-box is visible
below the final document (the yellow-box copy is placed directly behind the final

document). Attach a copy of the incoming communication and a set of enclosures or )

attachments to each official filé copy included in the folder. When letters ox
memorandums are sent forward for the Secretary’s signature (or other Department-
level official), ensure that any yellow-box copies for the OS/ES are folded up (just
above the clearance box) or otherwise concealed so that no notations are made on
them before they reach the Director. (Only the Director, IHS, and Department-level
officials sign off on the yellow-box copies for documents to be signed by the
Secretary.)

Other unofficial copies, Attach copiés of the incoming communication and enclosures
or attachments, and include preaddressed envelopes for copies to be mailed. Be sure

_ there is a copy for each "cc" listed. Place copies in the order that recipients appear

on the "cc" list, with the exception of all official yellow-box file copies.

Summary Statement, if required.
(See Section 6.1.6.)

6.1.12 Distribution

For letters and memor;mdums signed at the IHS level by the IHS Director and executive staff
in the immediate Office of the Director: '

e After the original is signed, the folder should be returned to the ITHS ES for further
processing.

e All copies are date and signature stamped by the THS ES.

e The IHS ES keeps one set of official file copies.

e The IHS ES returns the folder to the originating office, which mails the original and any
cc: copies. ' S

For letters and memorandums signed at the Department level:

e The IHS ES sends 2 official file copies and 5 white copies to the OS ES; they return one
official file copy to IHS ES when signed. ' '

o The OS mails the original and any cc: copies.
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Guidelines)

6.2.1 Stationery

6.2 Guidelines for Letters (In Addition to General

o Type the first page of each final version of a letter on bond stationery having a letterhead
appropriate for the signing official as shown below (see Exhibit 1) Type other pages on

matching plain bond paper.

Stationery Use

If the signeris,, ..

Secretary

Deputy Secretary

Chief of Staff

Others at the Department
level

Assistant Secretary for Health
and Surgeon General

Then use . .

‘Personal letterhead stationery for the
Secretary

Personal letterhead stationery for the
Deputy Secretary

Personal letterhead stationery for the Chief

of Staff

Office of the Secretary letterhead
stationery

Office of Public Health and Science
letterhead stationery

e Each office is to maintain its own supply of IHS letterhead s_tationery. The IHS ES will
maintain a supply of OS stationery and matching envelopes. Reasonable quantities will

be provided on request.
Margins and Page Length
See Section 6.1.1.

| 6.2.2 Date

Do not type the word "Date" or typé a date on any letter to be signed by the IHS Director,
executive staff in the immediate office of the Directo¥, or a Department official. After the
letter is signed, the appropnate ES will stamp the date, centered at the top of the first page,

on the original and all coples
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6.2.3 Address Block

e Limit inside addresses on letters to seven lines. Single space the address in block style.
If needed, break long titles into two lines and indent the second line two spaces. Spell
_out Street, Avenue, etc., and the State name. Type the city, State, and ZIP Code on the
last line. Double space between the State name and ZIP Code. - '

o Letters to Presidential appointees at the Cabinet level, and to Federal and State elected
officials are addressed to "The Honorable" (given and surname). Except for mayors, "The
Honorable" is not used for county and city officials. Forms of address may vary under
certain circumstances. For example, "The Honorable" may be replaced by a special title
such as "Dr.," "General," or "His Excellency."

e For letters to male addressees, use "Mr." if no special title is appropriate. For female :
addressees, when no special title is appropriate and no preference for "Miss" or "Mrs." is
indicated in the incoming document, use the courtesy title "Ms." If you cannot tell
whether the addressee is a man or a woman, use no courtesy title. For more guidance on
forms of address, consult the ES. '

rl

e TUse the foilowing format for the inside address when writing to Members of Congress at
their Washington, D.C., offices: :

The Honorable John Doe The Honorable Jane Doe
United States Senate House of Representatives
Washington, D.C. 20510 Washington, D.C. 20516

e When a Member of Congress asks that a reply be sent to a home (district) office, use the
following format for the inside address block: '

The Honorable John Doe The Honorable Jane Doe
United States Senator Member, United States House
621 North Robinson, Suite 14 of Representatives C
Tulsa, Oklahoma 73103 P.O: Box 13089

Salem, Oregon 97309

e Even if the incoming correspondence asks that the response be directed to a specific
individual on the Member's staff, do not include the name of that person in the inside
address block. The only place the staff member's name should appear is on the envelope
(see Exhibits 4-7 and Exhibit 11).

e When a letter is sent to a home office, the preparing office should send an information
copy to the Member's Washington, D.C., office with a copy of the incoming
correspondence. Also, the office should make a copy of the original letter after it is
signed and type a "cc" notation at the bottom indicating "Washington, D.C., Office." The
preparing office should include the above notation on all other copies of the letter.
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e Do not use titles such as "Mr.," "Mrs.," "Ms.," or "Dr." with other special or courte's_y titles

or with abbreviations indicating scholastic degrees. However, if the name of the
addressee is followed by that person's position, such as "Chairman” or "Director," place a
courtesy title before the name.

Only the addressee’s name should go on the first line of the inside address.

The addressee’s title and organization name go on the second line. If the "

organization name is very long, you can place it separately on the third line

(with no indentation) or carry part of it over to the third line (the part that carries

over would be indented two spaces). Do not put a comma after the title if it’s on a line by
itself. ' ' '

Examples:

Correct: Martin R. James, M.D. Incorrect: Dr. Martin R. James, M.D.

Director, MED Corporation Director, MED Corporation

Correct: Mr. John C. Lewis Incorrect: John C. Lewis,
Y Chairman, XYZ Tribe Chairman, XYZ Tribe
Correct: Mr. Mike Concha Incorrect: Mr. Mike Concha, Governor
" Governor, Taos Pueblo : Taos Pueblo
Correct: Ms. Thelma Blanding . Incorrect: Ms. Thelma Blanding
Executive Director Executive Director,
Stallingsworth and Ryanelle - Stallingsworth and Ryanelle
Associates, Inc. Associates, Inc.

6.2.4 Salutation

Type the salutation, followed by a colon, at the left margin on the second line beloﬁv the
last address line. (See Exhibit 2.)

For a Senator write "Dear Senator (surname):" for the salutation.

For a Member of the House of Representatives write "Dear Mr./Mrs./Ms./Miss
(surname):" for the salutation.

Address a Member of Congress as "Dear Mr. Chairman:" or "Dear Madam Chairwoman:"
when that title is typed in the signature block of the incoming correspondence or when
correspondence initiated within the IHS is written to a Member in his/her capacity as a
committee chairperson.
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o The salutation to tribal leaders should incorporate the title of the addressee's position; for
example, "Dear Chairman Astor:" or "Dear Governor Martinez:" (see Section 4.3.3). For
other tribal officials, such as vice-chairpersons, committee chairpersons, or tribal J
program directors, just use a courtesy title (Mxr., Ms., Dr,, etc.).

e Consult ES for additional guidance on appropriate'salutations.

6.2.5 Subject Line
Do not use a subject line in letters. Als'o; do not use "In re," "Re,"- ete.

6.2.6 Body of Letter

¢ Begin the openingparagraph at the left margin on the second line below the salutation.
See the preferred wording in Sections 5.2.1- 5.2.4. '

e See Section 6.1.2 for general paragraph information.
 6.2.7 Succeeding Pages

e Type the second and succeeding pages of a letter on bond paper that matches page one.
(See Exhibit 3.) :

e Type the following 1 inc.h from the top of the page at the left margin:
Page (page number) - (addressee's fu]l name as it appears on the inside address)
Examples: Page 2 - The Honorable John Doe Page 2 - Mr. Mike Black
e Continue the body of the letter on the third line below the page designation.
6.2.8 Complimentary Close

Type the complimentary close followed by a comma on the second line under the last
paragraph, beginning at the center of the page.

Preferred Complimentary Close

Ifthe signeris. . . Then Use.. . .

Secretary Sincerely,
Chief of Staff B

Other HHS Officials Sincerely yours,
Director, THS
THS executive staff
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AU 6.2.9 Signature Block

e Type the signature block on the fourth or fifth line directly under the complimentary
close. Use the following order:

Signer's full name
Signer's rank (if a commissioned officer)
Signer's title

Examples:

Michael H. Trujillo, M.D., M.P.H., M..S.
Assistant Surgeon General
Director

Robert G. McSwain
Director
Ofﬁce of Management Support

The signer's rank is required only for officials in the Office of the Director and above; the
use of rank is optional for other commissioned corps personnel.

See Exhibit 9 for signature blocks for other signers.

e The signature block for letters differs from the signature block for memorandums.

6.2.10 Enclosures

e TUse the word "Enclosure(s)" with letters. Be sure that all enclosures are identified in the
body of the letter.

e Type the word "Enclosure” at the left margin on the second line under the signature
block. Do not list enclosures by name under the word "Enclosure.”

e An incoming congressional letter that is being returned with an interim or final respdnse
is not considered an enclosure.
6.2.11 Separate Cover
e When material must be sent separately from the letter, state in the body of the letter that

it is being sent "under separate cover." Do not type "separate cover" at the bottom of the
letter. Include a courtesy copy of the letter with any material sent under separate cover.
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6.2.12 Copies

Do not show copy notations on the original of any letter. If a copy is being sent to someone
else and the addressee should know that, say so in the text. See Section 5.2.6 and 6.1.8 when
responding to letters with multiple signers. -

Copy Requirements

See Section 6.1.7.

Copy Notations

See Section 6.1.8.

Prepared-By Notations

See Section 6.1.9.

Spelling/Grammar Verification

See Section 6.1.4.

Clearance/Roufing

See Section 6.1.10. ' ’ ' o
Corrections/Revisions

See Section 6.1.5.

Summary Statements (Cover Notes)

See Section 6.1.6.
6.2.13 Envelopes

e For letters to be signed by the IHS Director or executive staff in the immediate Office of
the Director, include a preaddressed matching envelope in the folder (that is, one with a
return address matching the letterhead) when the final document is forwarded for
signature. Be sure to include the name (abbreviation) and room number of the
originating office in the upper left corner of the envelope, below the preprinted or typed
return address block (see Exhibit 11). ‘ ‘

e Tor letters to be signed by an official at the Department level, include a preaddressed
matching envelope in the folder when the final document is forwarded for signature.
However, do not place originating ofﬁce information on those envelopes.

——
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e Do not use window envelopes or place address labels on letter-size envelopes. Also, be
sure the envelope can hold all material to be mailed. If sending more than six pages or
any bound or stapled material (brochure, report, etc.), use a kraft or padded envelope.

Assembly and Distribution

See Sections 6.1.11 and 6.1.12.

6.3 Guidelines for Memorandums (In Addition to General
Guidelines)

6.3.1 Sta‘tioner_y

o .Type the first page of each memorandum on the appropriate stationery (see Section 6.2.1
and Exhibit 1). Type other pages on matching plain bond paper.

e REach office is to maintain its own supply of IHS letterhead stationery. The IHS ES will

maintain’a supply of OS stationery and matching envelopes. Reasonable quantities will
be provided on request.

Margins and Page Length

See Section 6.1.1.
6.3.2 Date

e Do not type the date on any memorandum.

e After the memorandum is signed, the appropriate ES will stamp the date, centered at the
top of the first page, on the original and all copies.

6.3.3 "TO." Caption

e Type "TO:" at the left margin, 2 inches below the top of the first page. See Section 6.1.1
for alternative beginning points depending on the length of the page. Tab twice (seven
spaces) from the colon and type only the title (not the name) of the addressee. (See
Exhibit 12.) S - :

¢ For memorandums to Department-level officials, if the addressee‘s organizational -
affiliation is not obvious, type an organizational identifier on the next line. Do not indent
additional lines.

¢ For memorandums to readers within the THS, type the addressee's organizational name
unless the addressee is the IHS Director or an executive staff member in the immediate
Office of the Director. '
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Routing Instructions

e For memorandums daddressed to ofﬁmals at the Department level, it is required that you
ensure that all appropriate officials are made aware of the content of the memorandum
by routing it with the use of a “Through line” as follows:

If the addressee is. . . Route the memorandum through. . .

The Secretary Deputy Secretary (DS), Chief of Staff (COS),
and Office of the Secretary (OS) Executive
Secretariat (ES).

Deputy Secretary "~ COS, ES (“ES” used aloné refers to the

OS ES; to indicate the Indian Health
~ Service ES, you would use “THS/ES”)

Chief of Staff | ES.
e TForIHS memorandums that are not accompanied by a yellow-box clearance sheet, you

should ensure that all appropriate officials are aware of the content of the memorandum
by routing it with the use of a “Through line” as follows:

If the addresseeis... Route the memorandum through e

IHS Director or executive staff in the IHS ES and all other supervisory levels
immediate Office of the Director . between the sender and the addressee.
Persons at lower Supervisory levels between the sender and

organizational levels in the THS the addressee.

e To route the memorandum, immediately below the addressee's title (and orgahizational
affiliation if used), type the word "Through" followed by a colon, two spaces, an
appropriate acronym, one space, and a seven-space-long line (for initials).

Examples:
TO: The Secretary REQUIRED for all memorandums
Through: DS addressed to the Secretary
COS : -
ES.
TO: Director Required only if memorandum is not
Through: THS/ES * accompanied by a ye]low-box clearance
: sheet
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e Except for "Through" designations, do not use abbreviations or acronyms in the "TO" line.

¢ Memorandums to persons at higher or lower organizational levels within an agency, or to

persons in different organizations/agencies, are sent through all supervisory levels
between sender and addressee for clearance. See also Section 6.1.10 and Exhibit 14.

Multiple Addressees

o Ifthe memorandum is being addressed to more than two individuals or groups of

individuals, type "See Below" on the "T'O" line. Then type the word "Addressees:" on the
second line below the signature block or the word "Attachment” (if used). On the
following lines, flush with the left margin, list each addressee's title and an acronym for
his/her organizational affiliation. (See Exhibit 15.)

If the memorandum is addressed to a recognized group of individuals (such as Area and
‘Associate Directors), don't list each individual member of the group on the "Addressee:"
line; just list the group name(s). (See Exhibit 23.) '

6.3.4 "FROM:" Caption

e Double space after the last line in the "T'O:" caption and type "FROM:" at the left

margin. Tab once (five spaces) from the colon and type only the title (not the name) of
the signer and his/her organizational affiliation if not shown in the letterhead. '
(See Exhibit 12.)

If the memorandum is to be sigried by the IHS Director or executive staff in the
immediate Office of the Director, do not type any organizational identifier under the

signer's title on the "FROM:" line. "Indian Health Service" is already in the letterhead,
and "Office of the Director” is implied when no office identifier is used,

Examples:
FROM: Director of Headquarters Operations
FROM: Director -

FROM: Director .
Office of Management Support

e Do not use abbreviations or acronyms in the "FROM" line.
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6.3.5 "SUBJECT: Caption

Double space after the last line of the "FROM:" caption and type "SUBJECT:" at the left
margin. Tab once (two spaces) from the colon and type the subject. If more than one line
is needed, do not indent additional lines. (See Exhibit 15.) ’ '
Capitalize the first letter of each word, except articles, prepositions, and conjunctions.
When appropriate (see Section 5.8.5), type two hyphens after the subject and then type
one of the following: : ' I

e  ACTION v

¢  ACTION (REGULATION)

e  ACTION (REPORT TO CONGRESS)

° INFORMATION

e , BRIEFING
Examples:

SUBJECT: Quality Management Initiative--BRIEFING

SUBJECT: Request to Reprogram Indian Health
Facilities Construction Funds--ACTION

Do not use abbreViations or acronyms in the "SUBJECT" line.

6.3.6 Body of Memorandum

There are two categories of memorandums prepared by IHS staff: general and special.
Special memorandums include ACTION, INFORMATION, and BRIEFING
memorandums. Section 5.3.5 explains when to prepare these special memorandums, and
Exhibits 18-29 show their format. In addition, the following guidance applies to all
memorandums prepared by THS staff, including those to (or from) officials at the
Department level and those from one THS employee to another.

Start the opening paragraph or the initial heading at the left margin three lines below
the last line of the “Subject” line. '

See the pre-ferred wording for opening paragraphs in Sections 5.2.1- 5.2.4.
Use the standard block typing format (see Exhibits 12-13).

See Section 6.1.2 for more information on paragraphs, subparagraphs, and spacing.
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6.3.7 Succeeding Pages

Type the second and succeeding pages of a memorandum on bond paper that
matches page one. One inch from the top of the page at the left margin, type the
following: :

Page x - (Addressee's full title exactly as it appears on
the "TO:" line.)

Example:

Page 2 - Director
Office of Management Support

- Continue the body of the memorandum on the third line below the page designation (see

Exhibit 13).

6.3.8 Sigilature Block

Type the signature block four lines below the last line of text, beginning at the center of
the page. . '

Use the following order:

Signer's full name
Signer's rank (if a commissioned officer)

The signer's rank is required only for officials in the Office of the Director or above; the
use of rank is optional for other commissioned corps personnel.

In memorandums, the signer's title appears on the "FROM:" line; therefore, it is not
repeated in the signature block. The signature block for memorandums differs from the
signature block for letters.

‘Example:

Michael H. Trujillo, M.D., M.P.H., M.S.
Assistant Surgeon General

NOTE: You would not include his title, “Director,” in the signature block because it’s on
the “FROM:” line.

Page 101



6.3.9 Attachments - ’

ey

e Use the word "Attachment” with memorandums. Reference all attachments in the body

of the memorandum. Type the word "Attachment" at the left margin on the second line 7
below the sigriature block. If there will be more than one attachment, use the plural form
and indicate the number of attachments.
Example:
Attachments (3)
e For memorandums addressed to Department officials (optional for other memorandums),
list each attachment by title or by a brief descriptive phrase immediately below the
"Attachment” notation. Type the tab identification letters on tab separator sheet(s) and
place them before the appropriate attachment. Also, attach a signature tab to the page
requiring a signature. Signature documents should be placed before background
information.
Example: .
3 Attachments:
Tab A - Transmittal Letters ~ Required format for memorandums to a
Tab B - Report to Congress Department official. Optional for others.
Tab C - Executive Summary : ’ o
' v
' 6.3.10 Separate Cover . -
e When material muét,.be sent apart from the memorandum, state in the text that it is
being sent "under separate cover.” Do not type "separate cover" at the bottom of the
memorandum. Send a courtesy copy of the memorandum with any material sent under
separate cover. ‘ ’ '
6.3.11 Copies
e Do not show copy notations on the original of any memorandum. If a copy is being sent to
someone else and the addressee should know that, say so in the text.
Copy Requirements
See Section 6.1.7.
Copy Notations
See Section 6.1.8. _
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Prepared-By Notat_ioné

See Section 6.1.9.

Spelling/Grammar Verification

See Section 6.1.4.

Clearance/Routing

See Section 6.1.10.

Corrections/Revisions

See Section 6.1.5.

Sumfnag Statements (Cover Notes)

See Sectiyn 6.1.6.

6.3.12 Envelopes

For memorandums that are addressed to persons outside the IHS who are not served by
the building mail system or by mail shuttle service, include a preaddressed matching
envelope (that is, one with a return address matching the letterhead) when the final
document is sent forward for signature. Be sure to include the name (abbreviation) and
room number of the originating office in the upper left corner of the envelope, below the
preprinted or typed return address block (see Exhibit 11).

For memorandums to be signed by an official at the Department level, include a
preaddressed matching envelope when the final document is sent forward for signature.
However, do not place originating office information below the return address block on
those envelopes. ‘

Avoid use of address labels on letter-size envelopes. Also, be sure the envelope can hold |
all material to be sent. If sending more than six pages or any bound or stapled material
(brochure, report, etc.), use a kraft or padded envelope.

Assembly

See Section 6.1.11.

~ Dastribution

‘See Section 6.1.12.
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-Chapter 7 — Correspondence
Packaging and Tracking |

This chapter describes the handling of correspondence and internal documents. It includes
the initial processing of items by ES, activities associated with the development of appropriate
responses, proper completion of the response process, periodic reports and their use, and the
ava11ab111ty of technical asmstance and training.

7.1 COrreSpondence Analysis and Assignment

711 Receipt and Assignment to ES Correspondence Specialists

The ES processes incoming mail (letters, fax transmissions, memorandums, and other forms of
communications) addressed to the IHS Director and executive staff in the immediate Office of
the Director. ‘Mail for other addressees and informal mail (e.g., magazines, leaflets) is
rerouted to proper recipients immediately.

Mail that must be controlled and tracked is carefully opened and date/time stamped (except
personal or confidential items, which are only date/time stamped on the envelope).

A correspondence spec1ahst determines the required action and accountable office. Usually
the action is to prepare a response. The ES maintains the Llstlng of Subject Respon31b1ht1e
which is the primary guide used to assign accountability for Actions. -

The ES consults other THS offices in the maintenance of the Listing of Subject
Responsibilities. This list is updated periodically to accommodate new subjects and to reflect
changes in policies, practices, and ‘assignments.

7.1.2 Detailed Analysis and Handling Determinations

The correspondence specialist reads the material, performs a detailed analysis of its content,
and queries the Action Tracking System (ATS) for prior and current related actions. Where
related actions are identified, the new action may be associated with them in a related set
called a "case."

The correspondence specialist determines the main topics, points at issue, and the position of
the correspondent. This information is then used to compose the “subject” line for the Action,
using standardized syntax and terminology. The keywords used in the subject line are later
used to query the ATS when performing subject searches.
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The relative urgency of the Action is primarily determined by the source o1 the communication
and the signer of the response. The IHS ES allows 10 work days for completed final response
on routine correspondence and 30 work days on contract health services appeals. The THS ES
due dates on OS assignments are based on their due date. The ES maintains guidelines on
"Due Dates." (Allowable response time is based on OS-supplied guidance and internally
developed standards [see Exhibit 31].) The ES applies these guidelines, adapting them as
necessary for specific actions.

7.1.8 Action Record PreparationlCo,nt_r'dl Slip Printing

As a service to the accountable office, the ES prepares an Action Record in the ATS. The
information placed in the record describes the Action, and includes the identity of the
accountable component, the initial assignee, and the due date (if for response). When the
information in the Action Record is complete and accurate, a control slip is printed for the
Action, (two copies); most ATS code values are translated for ease of use. (See an example -
and a detailed explanation of the control slip on pages 112 and 118.) The information on the
control slip is retained in the Action Record in the ATS so that it does net have to be reentered
_by successive asgignees. ;

»

7.1.4 TFolder Preparation and Copy Retention

When evaluation and Action Record preparation are completed, the Action is prepared for
routing. Copies of the complete set of materials are made; the number of copies depends
primarily on the number of information copies required. Until the Action is closed, the
correspondence specialist retains in a tickler file the original incoming communication, the
internal routing slip, and one copy of the IHS Action control slip (see Section 7.3). The copied
materials are packaged in assignment folders by ES as follows: g

e A copy of the original correspondence, including any attachments or enclosures, is placed
in a folder, and the second copy of the IHS Action control slip is stapled to the front of the
folder. Copies of related prior correspondence are included as a convenience to the
accountable office.

e A special red IHS Executive Secretariat Controlled Correspondence folder is used for any
action controlled from thie OS ES and for 'c‘ongressional correspondénce that requires a
TESponse. ' '

e A brown folder is used for all other correspondence.
e Information copies are not distributed in folders. They are eagily distinguishable from

the "official" sets because the originals of the THS Action control slips are prepared on
yellow paper, while the information copy versions are reproduced on plain white paper.
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7.1.5 - Forwarding Action to Initial Assignee

Prepared folders and information copies are placed in the appropriate mail slots in the IHS ES

. for pickup by the office correspondence coordinators. Sensitive items are placed in envelopes

and marked "Confidential." Assignments routed to Area offices for response are faxed and an
original is mailed; information copies are faxed.

7.2 Response Preparation Activities

The initial Assignee should acknowledge receipt of the Action (the brown or red folder)
through the ATS. Then the response preparation process begins. Each successive component
that contributes to preparing the response should apply the mstructmns set forth in

chapters 1-6.

7.21 Role of the Accountable Component

Regardless of which components contribute to preparing the response, one IHS component has
ultimate responsibility for the completeness, accuracy, and timeliness of the response. This
component is called the "accountable” component; accountability for an Action is always
specifically designated. :

Usua]ly, the accountable component is also the initial assignee and the next-to-last assignee
(immediately before the final assignment to-ES). This enables the. accountable component to
perform its duties, which include:

e Evaluating and determining appropriate internal r'ou,ting'and response preparation
assignments (includes determining accuracy of accountable component assignment).

. Ass1gmng to subordmate component (or self- ass1gnment), with clarification of
expectations, as appropriate.

¢ Monitoring the preparation of the response to ensure that adequate and appropriate
resources are being devoted and that the response will be completed on time.

e Reviewing the draft or final response to ensure completeness, accuracy, appropriateness,
and proper assembly (see Section 6.1.11), before forwardmg to ES.

e Correcting ES-identiﬁed problems

Occasionally, ACthIlS require the involvement of two or more offices. In such cases, one "lead"
office will be assigned accountability for the response. The accountable office coordinates all
response-preparing activities and is responsible for the final product. The ES provides copies
of the Action folder to each coordinating office. Coordinating offices forward their portions of
the response to the accountable office, which completes the final response. When Actions are
signed and closed, ES distributes copies of the final response to all involved components.
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7.2.2 Role of Assignee Components - . o 7 .

' As response preparation proceeds, the Action is successively reassigned to each contributing {
component. Each assignee participates as appropriate; this may include: ' 4

e Evaluating and determining what to do and how to do it. This includes planning the
research, development, writing, coordination, and review.

e Writing the response.

e Reassigning the action to the next response preparer or to the accountable component for
pre-ES review of the draft or final response..

These processes are repeated through draft and final response preparations (including interim -
response, if applicable). Note that for some of the less formally controlled responses-(e.g., for
the Office Director's signature), completion of the response may be performed by components
other than the ES. When this occurs, a copy of the signed response must be sent to the ES to
properly close the Action. '

T s
”

7.3 Completion of an Action

The ES reviews and edits final responses for format, accuracy, completeness, and ad_lierence to
policy. Approved responses are forwarded for signature, signed (or revised) by the signatory,
and returned to ES for further processing. _ :

. 7.3.1 Stamping, Copying, and Distribution

The ES staff date stamps the original and all copies, stamps each copy with a signature
stamp, and copies the original. The originating office or the ES then mails the original and
distributes copies (see Section 6.1.12). Occasionally, the ES provides additional special
handling, such as handcarrying or faxing advanced copies to an addressee.

7.3.2 Closeout and Filing

To complete the response process, the ES closes the Action inthe ATS and prints a new
control slip. Materials retained by ES are filed in consecutively nunibered file folders in the
ES master files. The file contains a newly printed version of the control slip, the original
incoming correspondence with attachments/enclosures, a copy of the signed responses, the
official yellow-box copy of the response with attachments/enclosures (except for very bulky
items), and pertinent notes and annotations. ' S
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7.4 Report Generation, Distribution, and Use

Any authorized ATS user may query the contents of the database applicable to their activities
and print standardized reports. Authorized users may also query the database as necessary
to determine the status of any controlled correspondence.

7.4.1 Overdilé/Dile Reports

The Overdue/Due Report generated by the ATS is an important tool available to
correspondence control staff and managers for assessing workloads and ensuring timeliness of
responses (see the example on page 114). Each office should generate its own report weekly
(see section 7.4 above). For components with high volumes or especially short and critical
deadlines, daily printing is often useful. Although the Overdue/Due Report is customarily
oriented to the current week's work-in-progress, it is possible to request a broader reporting
period, such as a month or a guarter, to provide a broader perspective on work volume.

7.4.2 Availability of Other Reports

In addition te the Overdue/Due Report, other standard reports can provide the user with
detailed and statistical information on correspondence data in various sequences and formats.

7.5 Technical Assistance, Consultation, and Training

The ES provides technical aésisfance, consultation, and training to writers, correspondence
control staff, and other participants in the response preparation and tracking. Two kinds of
ES-furnished services are Guidelinés-related support and ATS-related support

7.5.1 Guldehnes-Related Support

The ES provides assistance and consultation in interpreting and applying the IHS Executive
Correspondence Guidelines. The ES also sponsors training on IHS memorandum and letter
writing, and correspondence control and response preparation. The IHS Executive
Correspondence Guidelines 1s used as a resource and reference in these training courses.

7.5.2 ATS-Related Support

The ES provides assistance and training in the proper use of the ATS, including maintenance
of action and assignment data, query and report functions, and administrative support
functions. The ES also coordinates the resolution of technical problems and evaluates any
necessary corrections, requested enhancements, or design changes.

Page 111



Indian Health Service

Executive Secretariat

PR G R RErd R g F R s R RGP RS

08/07/1998 10:29:35 AM

ACTION NO:
PHS NO:

OS NO:
SOURCE:

TYPE:

*FROM:
SUBIECT:
ACCOUNTABLE:
ACTION:
SPECIALINST:

INFO COPIES:

INTERIM SIGNED:

IHS ACTION CONTROL PAGE:1
20513 - 1 . DUEDATE: . 052171998
00000 DATE OF INCOMING: 04/28/1998
0507980015 RECEIVED DATE: 05/11/1998
CONGRESS FIRST ASSIGNED: 05/11/1998
LETTER REC.CREATEDBY: M7B

STENHOLM, CHARLES

TO: SHALALA, DONNA

JOANNA SHIRLEY, ISSUE RE: SCHOLARSHIP PAYBACK

GAA (OFC OF MANAGEMENT SUPPORT)

RESP FOR DIR SIG

TRUJILLO, MAHSETKY

»
*

ASGN  ASSIGNEE  EXPECT

GAA7

0 00 %2 OV A AW N) e

PR'LT DI
PR LT DI
PR LT DI
CL LT D1
CTLTFl
CTLT F1
RF LT F1
CTLT F2
RF.LT F2
CT LT F3
RF LT F3
RF LT F3
§G

CA .

FINAL SIGNED: 07/31/1998

DATE ASSIGNED -

05/11/1998 00:00
05/12/1998 00:00
07/16/1998 13:22
07/16/1998 13:23
07/21/1998 10:22

07/22/1998 11:00

072411998 15:26
07/27/1998 08:05
07/28/1998 14:56
07/29/1998 10:40
07/30/1998 15:13
07/30/1998 15:33

0713171998 12:34

03/03/1998-10:27

ACKNOWLEDGED

05/12/1998 08:57
07/16/1998 13:22
07/16/1998 13:3
07/21/1998 10:21
07/22/1998 10:59
07/24/1998 1525
07/27/1998 08:05
07/28/1998 14:55
07/29/1998 10:40
07/30/1998 15:13
07/30/199815:32

07/31/1998 12:34 -

08/03/1998 1027

. 08/03/1998 10:27

CLOSED DATE: 08/03/1998

STATUS CODE & DESCRIPFION

COOKE

OUT LOFGREN

TR AT RET BT Rr P R T R T Rfs P s
FTS 443-1011

HEADQUARTERS

-Rockville, Maryland

Page 112

7

4



Date/Time: the exact date and
time the control slip was printed.

ACTION NO: Unique identifier assigned to each

incoming item to be lracked using the ATS.

PHS NO.: Identifier assigned by the PHS/ES o items
fracked by the PHS system.

OS NO.: Identifier assigned by the OS/ES fo items
tracked by the OS system.

SOURCE: Incoming originator category.

TYPE:: Communication form used by originator, such as
letter, memorandum, eic.

P
2

FROM: Originalor, the person or organizahon who sent ihe
incoming item.

SUBJECT: A brief "abstract” of the incoming ifem's content.

IHS ACTION CONTROL ' PAGE: 1

DUE DATE: Date by which response is to be
signed and malled, or other Achon
completed.

DATE OF INCOMING: Dale on incoming
item of correspondence (or equivalent).

RECEIVED DATE: Dale incoming item Is
received in the IHS/ES.

FIRST ASSIGNED: Dale the Action is first
assigned.

REC. CREATED BY: Identifier of the
avthorized person who created the record
and entered the action info the ATS system.

TO: The person or organization fo whom the.
Incoming item was senif/addressed.

ACCOUNTABLE: The Office/person responsible for complefing the Action, accurately and promptly.

ACTION: This Is the action that will be taken in responding fo the incoming item (e. g.. Director's signature,

information, elc))

SPECIAL INST: Special Instructions for the "Ass:gned To" person(s)/organization(s) concerning the incoming

item (e.g., "coordinate with other offices").

INFO COPIES: Indicatesto whom-information coples of the incoming item were sent.

CLOSED DATYE: Dale action

INTERIM SIGNED: Ddle of interim FINAL SIGNED: _
response (i.e., the "date of Date of the final response (l.e., record Is closed in the ATS
signalure,” if applicable). the "date of signature™). system.
SENTTO DATE . TIME " RECEIVED BY . DATE " TIME
—_ A EE S A
- S i —_ JJ.

The component (or person) o whom the package The identity of the person who received the
has been forwarded, and the date and time when it package, and the date and fime when receipf was
was sent. acknowledged.
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N Exhibit 1 — Letterhead Stationery for Letters
o and Memorandums

THE SECRETARY OF HEALTH AND HUMAN SERVICES
WASHINGTON, D.¢., 20201 .

Office of the Secretary

Washington, D.C. 20201

. ot num,‘*

4

T oasavices,

q . -
4 C . DEPARTMENT OF HEALTH AND HUMAN SERVICES ~ Office of the Secretary
LN |
“ryq Assistant Secretary for Health
Office of Public Health and Science
' Washington D.C. 20201
*.,#*”m"'*f
¥ é DEPARTMENT OF HEALTH & HUMAN SERVICES Public Health Service
1 - .
5% . - .
%,
‘m Indian Health Service -

Rockville MD 20857
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Exhibit 7 — Letters to the Congress, Special Situations

Letter to a Senator's Local Office

Inside Address

Copy Notation (Below the cc's)

The Honorable David L. Boren
United States Senator

440 South Houston, Suite 602
Tulsa, Oklahoma 74127

_ Include a cc to the Senator's Washington, D.C.,

* office.

Letter to a Representative's Local Office

Inside Address

7

Copy Notation (Below the cc's)

The Honorable Constance A. Morella
Member, United States House
of Representatives
P.O.Box 1111
Bethesda, Maryland 20000

Include a cc to the Representative's
Washington, D.C., office.

Succeeding Pages - Letter to a Senator or a Representative

Page 2 - The Honorable John Doe

Letter in Response to More Than Two Signers in the Senate or Congress

Last sentence

Copy notation (Below the cc's)

Similar letters are being sent to Senators Smith
and Jones, and Representatives Johnson and
Williams. |

Similar letters to: Senators Smith and J oﬁes,
and Representatives Johnson and Williams

Exhibit 7
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. Exhibit 8 — Other Variations of the Basic Letter Format

Letter for the Secretary's Signature
Complimentary Close Sincerely,
Signature Block Donna E. Shalala
Letter té an Official in Another Department/Agency
Inside Address The Honorable James Buffey -
) S Director, Federal Aviation Administration
- 800 Independence Avenue
Washington, D.C. 205691
Salutation ' Dear Mr. Buffey:
Letter to a Tribal Official
Inside Address . Mr. Xxxx Xxxxx
Chairman, (name of tribe)
305 Old Blyn Highway
City, State ZIP
Salutation ' Dear Chairman Xxxx:
Omit the courtesy fitle if the addressee uses a traditional Indian name such as
Aspesanahkwat.’
(5

g,
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Exhibit 9 — Signature Format for Letters

Secretary of Health and Human Donna E. Shalala
Services
Deputy Secretary of Health and Kevin Thurm

Human Services
Chief of Staff ’ ' " Mary Beth Donahue
*As§iétant Secretary for Health David Satcher, M.D., Ph.D.

Principal Deputy Assistant Secretary Nicole Lurie, M.D., M.P.H.
for Healths

*Surgeon General o _ David Satcher, M.D., Ph.D.

Director, Indian Health Service Michael H. Tryjillo, M.D., M.P.H., M.S.

Assistant Surgeon General
Director

Deputy Director, Indian Health Service Michel E. Lincoln
Deputy Director

Director of Headquarters Operations Luana L. Reyes
Director of Headquarters Operations

Revised versions of this page will be issued as personnel changes occur.

*Note: When doing correspondence for the Assistant Secretary for Health and Surgeon -

General, both titles are to be used.

Exhibit ¢
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'Ex'hibif 11 — Preparation of Em)elopes

General

e When usirig a preprinted envelope, be sure it matches the letterhead on the document to
be enclosed. Do not use window envelopes for any correspondence.

Return Address Block

e Use envelopes with preprinted return address blocks whenever possible. Unless the
signer is a Department Official, be sure to type or write the originating office's name
(abbreviation) and room number below the preprinted or typed return address block.

DEPARTMENT OF
HEALTH AND HUMAN SERVICES

Public Health Service
Indian Health Service
Rockville MD 20857

Official Business
Penalty for Private Use
OPH - Room 6A-55

Address

e Single space the address on an envelope. .

e To assist Postal Service processing with automated equipment, make sure that the lines
in the address are parallel to the bottom edge of the envelope. Be sure that the line
containing the city, State, and ZIP Code starts no higher than 2-1/4 inches from the
bottom edge, falls no lower than 5/8 inch from the bottom edge, and maintains a 1-inch
right margin. ’ '

e Use six or fewer lines in the address.
e Begin on line 13, five spaces before the center of the line.
e Ifany line is longer than 45 characters, continue it on the next line, indented two spaces.
e Type the ZIP Code on the last line of the address two spaces after the last letter of the
~State abbreviation. On envelopes use the unpunctuated two-letter State abbreviation; for
example, "AZ," "CA," "OK." See listing of State abbreviations at the end of this exhibit.
e Do not use script or italic typeface for envelope addresses.

e Avoid address labels on letter-size envelopes.

e Do not use commas or periods on the address line.
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Attention Line

¢ When non-congressional correspondence must be sent to a particular person's attention,
include an attention line on the envelope.

e Place the attention line immediately above the street address or post office box number.

Example: Envelope Addressed to Non-Congressional Recipient

Central Midwestern Medical and Surgical
Supply Company

Attention: Mr John A Doe

1355 Commerce Road

Rapid City SD 57702

¢ When correspondence must be sent to the attention of a congressional staff member,
include the attention line in the address, on the envelope only, as shown in the following
examples. ' ’

Example: Enveloge Addressed to Staffer in a Representative's Washington, D.C., Office

The Honorable Jon Kyle

Attention: Mr Tim Glazewski, Senior
Legislative Assistant

House of Representatives

Washington DC 20615

Example: Envelope Addressed to Stafferin a Représentative's Local QOffice

The Honorable Jon Kyle

Member, United States House of Representatives

Attention: Ms Marilyn Stuckwisch, Constituent
Services Representative

4520 East Camelback Road Suite 140K

Phoenix AZ 85018

Other Notations
o If sensitive/privileged material is to be enclosed, note this on the face of the envelope.
Begin three lines below the return address block. Align at the left with the return
address, type in all capital letters, and underline one of the following notations:

, ADMINISTRATIVE CONFIDENTIAL
TQ BE OPENED BY ADDRESSEE ONLY

PERSONNEL CONFIDENTIAL
TO BE OPENED BY ADDRESSEE ONLY
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Postal Service Requirements

e Provide all the critical information.

DJ Associates
230 Park Ave.

New York NY 10003-1502

Ms Sharon Customer
806 S Arlington Mill Drive APT 1A
Arlington VA 22204-2921

e Use the following standard Postal Service abbreviations on the envelope:

AL
AK
AZ
AR
CA
Cco
CT
DE
DC

FL
GA
HI
ID
IL
IN
IA
KS

Alabama -
Alaska
Arizona
Arkansas
California
Colorado
Connecticut .
Delaware
District of

Columbia
Florida
Georgia
Hawaii
Idaho
Illinois
Indiana
Iowa

Kansas

Kentucky
Louisiana
Maine .
Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
Nebraska
Nevada

New Hampshire _

New Jersey
New Mexico
New York
North Carolina

_North Dakota

OH
OK
OR
PA
PR

RI

SC
SD
TN
X
uT

- VT

VA
WA
wv
WI
WY

Ohio
Oklahoma
Oregon
Pennsylvania

‘Puerto Rico

Rhode Island
South Carolina
South Dakota
Tennessee
Texas

Utah

Vermont

~ Virginia

Washington
West Virginia
Wisconsin
Wyoming
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Exhibit 14 — Variations of the General
Memorandum Format
“TO:" Line (

.

Memorandum to "The Record"
TO: The Record
Memorandum to an Area Director

TO: Director .
Xxxxxxxx Area

Memorandum to an Arxrea Staff Member

TO: Senior Contracting Officer
Through: Director, Xxxxx Area

‘ Memorandum‘to an Employee at the THS Service Unit Level

TO: Senior Program Analyst
Indian Health Service Hospital
Through: Director, Xxxxx Area
Director, Xxxxx Service Unit

Memorandum to the Secretary

TO: The Secretary
Through: DS
COS

ES

Memorandum to the Surgeon General
TO: Surgeon General
Memorandum to Another Agency Head

TO: Director
Centers for Disease Control and Prevention

Memorandum to a Regional Office Staff Member

TO: Assistant Reéional Counsel
Office of the General Counsel, Region V

Page 132 _ Exhibit 14



gel o6pd

"4ajua0 aBbd 1o UjSag
*aJji qof isj jou ©Q
*JX9) MO[2q BUY YUY J0 {0} UO LUDIS

*a80d s Uo WnLW YBIoW WOHOq YIUI-5Z°L

!

T-8Z5 ION UOTIDY: (SweN STTI) °"2od

1LZ-YS CWdiLPZT-E€PPIT6/E/TAXIXAXKKXX *HAO/SHI :Xq pastasy
T-825 ON UOTIDY: (dweN ITTL) °20a

1LT-YS CWHILBZT-E¥PIT6/E/T XN XXAXXX ‘H3O/SHI :4Aq paxedsxg

‘ HJO/SHI :00
AVH/SHI '8203031TQ
eaay A37D ewoyeTdo ‘x0308aTd

SHI ‘X03921%d
1 £995853IPPY

(s1qentiddy 7I) ey
-) ‘X°X jpleeloo s dib '@ oo

- SeTTRQ--S907ATes Sutxesutbum JO SOTIFO SUI UT FFLIS STY PUR XXXXX YITH

diysuoTaersz satizoddns ATTenanu ‘SUTNUTIUOD B 03 PIBMIOT HOOT 84 °

-1££2-6ZL (3T2) e *eF Aq.

I0 T6vE-LIL Avmmu 3e suoyderay Aq psyoesx aq Aem sy ‘ATTRUCTITPRY

Z0Z5. £exal ‘selled

006T wooy ‘ButpTing I9mol UTEW 00ZT
sa0TAIaS Sutaesurbug Jo 30TFFO ‘IOIVIITA
cgtg IXXXXXY X 000X

:ssoxppe SUTMOTTOZ SY3 3@ wfy 03 pajosxTp

aq wed TTEW 'T66T ‘1 Axenuep ses uotarsod jeyy o3 quswubysse &TY JO
9P 2ATI093FFS Syl °‘SeXdL ‘SeTled ‘IA UOTH3Y 80TATas YITESH OT1qnd
‘s90TATaS Surzasurbug FJO SOTFIO ‘IOIDSATQ SUI 5B pajurodde useq sey
‘gsz937enbpesy 207A18S YITESH Uetpul uy ‘buixssuibug Tejuswuolyaum pue
S9TJITTORS JO UOTETATQ ‘I0OIDSITG 3YI §E sxeal p 3sed ay3 103

DOATSS OUM ‘I000DDKK XXXXXX IAYD Jeql nok wxozuy o3 poseatd we I

sexsy ‘seTedq--IA UOTESY 90FAISS UATESH STIqNd
saotazas BujassutBuz 3o 897330 ‘IO0IDBITA MAN Fo Jwdmiuteddy 1 IDI,ENS

yaTesH 2TTANd JO 99TF30
zo030837Q :Woud

moTeg 998 0L

soassalppy o|dyinW O} WwnpubIowsW — §1 HAyx3

“1oUIBHO 3y} uo MOYS joU O

*aonds sjqnog

*Ajuo uogpopsnf yaj asn
‘uIBIDLW Yat Yauy-|

*aopds adiiL

“uojod ay} soyn sasnds Z asn

*S|DNPJAJPU] T UDY} BI0W
0} jU9s UIYM MOJIG 398, 35N



+a6nd jo 19]uUdd D LUDIS
*Jx} Loy U] YHH JO YN0} UO UDIS

*aBnd js1y uo EaEE_Euh.”..._ . al LUOROY YIUI-SZ'L

0

T-gZ5 ON UOTIDY: (SweN ITTI) “Pod
160-5 Wy €0T~EPP:56/2/8 3 XX XX XXXX*Q0/SHI :4q psxedaad

SWO/SHI
QO/SHI 90
+ SUBWYOEIIY

370379 QUH Ue FO UOTIEIUSWSTAWT
aya 03 paeazoy Bupyool we I ,°90F30eXd (MH X0F STSPOW. B.0ISY
Jog uoriemzoFuT SUTISPIO PAYOEIJE IJARY I /IOUBTUIAUOD anok xo04

-suofatscd TeDF3TIO M9J © 3ISEST Je UY gooua3oduod usaoxd YITH

srdosd ‘Arsjetadozdde fusn pue ‘Eurioeije uo puadsp TTTA S9DINOSIY
ueumy 3O SO0 We FO S§200NS SYL “eTILIFI0 Supjex pue suolaecTFFTEND
pue ‘suoridiIosep uoT3Tsod 'sjususjels TeuotlIdung ‘ gqusuweSuexre
Teuotjeziuebzo o3 pefrdde aq spIepuels 389Y3 JEU] obxn Atbuoazs I

* (azsy) auwsmdoTsasy pue Buyurell o3

KqoF00s UedTISWY SU3 Aq DPOnsSST 29I SPIEpUEls SESUL *sxouocT3TIoRId puRe
rg1obeen ‘swexboxd (quy) JuewdoTaASP S9DINOSST UEWNY IOF SpIEpUe]sS
TeuoTaeu Supd1dde xspysucd nok 3edl peagsbbns I ‘sI5Wl0 pue UYITWS ‘IW
03 uotaejuasaxd Tesodoxd s20INOSIY WEUNMH FO IDTIFFO anci Burang

NOIIMWHOJNI--SISUOTITIORII pue ‘szabeuen
‘smezboxg juswdoleAsd E9OINOSSY UBNME JOF SpIEpUE]S TRUCTIEN 1303 fqns
AR

SHROI " aW 0L BIoN

(uoypOUAWWOD [pULO) 0L ALON — 91 HAIX3

“[ouBpo 8y} uo moys jou og

*Ajuo uogoayysnf yo| SN
uBIDW 3] YoUJ-[

*aonds aduL

A1auoyipjs ppayaya) asf



sel abpd

*sa8nd Suipaadans puUD PUOISS UO LWNWULL UIBIDW WOoHOq You)-|

$

‘BuT3398 sxed Juatjedut ue UT SUOTITPUOD

Buyqesay o3 pasoddo se ‘esoerd 3SaTI 2y3 uT woTyezTTe3TdSOY 203 pesu Syj
Surproae ‘st Jey3 ‘sssurTosm Surjowoxd U 389I93UT SHI Ue ST STYI I0F
STSeq SUQ ‘STqeTTeAR ApEalTe 280Y3 O3 PSppE SI'B ‘pajuelxes usys ‘pue
PIIPPTSUOD DI SIDTAISS Juatiedino TBUOFITPPE ‘003 ‘UIlF0  'PIaTRy

ses 3180 JUITIRdUT 83073Q PapTA0xd TaA8T aY3 ‘SAOQE SSWTISWOS pue

‘je psufEjuew B3I S3DTAIZSS juatjedino ‘penufjucy Jo0uU ST o9xed Jwetjedut
uaym usad ‘sxowraylanz -paddols sxe sS30TATIS UYINS ax073q Iedk T IsEST
3@ pPaT3taou sq Isnw sgaabuoc) s9y3 ‘uoylenoT SFFTOeds e Je pSnUTIUOD B
a0U PINOUS 3IED JUSTIRdUT JeY] SSUTWIIISD SHI oYl UsuM ‘ases LIsAd ur

‘¥I0M ITOUl 207 sxnjxedsp 3O jurod B se sBUTPUTI OWD S

Bursn sjusuodwos sxes Justieduy SHI PRZTITINISPUN JO UOTIeSTIFoAUT

ue uef3q TexsusH xojosdsul Jo 9DTIF0 oYl ‘ATTRUOTITEPY ‘wsy3 3o

Aue 3@ pINUTIUCOSTP 3 FO9FAISS JUSTIRdUT JBY3 93EpPUEM SUOTIEIIPTSUOD
axed 30 A3yTendb xo .Awouoos FT SuUTWILILP 03 sTe3Tdsoy reanz ‘Treus

537 30 TTE 3J® S538X UOTIBZITIIN MSTASI O3 3I0JJ5 PIIISOUCD ¥ Spew

Sey SHI Yl ‘°PSNUTIUCDSIP aq sTe3fdsoy asoyl v £35TaAIes jusTiedur
Jeyl pepuswwodax 3x0dax YL "SIIBI UOTIELZITFIN juatiedur Mol
Atqeadsooeun y3fa sTe3tdsoy SHI SUTU PSTFTIUSPT ‘ssazbuo) aya Jo wuxe
ButqebT3ssaut ue ‘(OY9) 90TIF0 BUTIUNOODY Texsusp ay3y Aq Ixodsx z86T ¥

.munwﬂudm UeTpUI 203 1I89q
ST SSTITTTORF SHI-uou Aqzesu ~H0mum._.. uf 2Ied ‘SSWT] B ‘uUcsesI ST IO
*Aouatotzoad urejutew 03 YBNOUS UIJJO SUOTITPUCD SNOTIRA 89T SSTATIIOeT
9s0Uy3 U} FFels TEOTpsw syl jeyl SSTITITOERF SHI UT IO0J PaIed sxe oy
sjuatied 3o 3sexejut 3599 3Y3 U ST 3T ‘ATqeuorayssnbun  ‘axes juatyedut
A3tTendb IaATTSp 03 S3TITITORF SHI 30 AITITqe sy sezTpaedoaf Iay3ang
STUL ‘uTe3lsx 03 pIxey axe Layj pue psbusTieyoun 1393 03 urbaqg sasptaoad
9xed Teopsw Y3 ‘AJTITAEF ® UT 3575I9d speoryrom JusTIedul MOT usyM <« | "Auo uoypapysnf i3y Isn
*STTTYS oxed JusTiedur TEOTITIR UTe3sNs 03 oTqeun 3IB JFFeJs TEOTpow usSyA *uBIpw gay yauj-|
DPa30333% AT5sI9Ape 3q ued axed Jo A33Tenb osneoeq uzaouon e ST STYL
*K37TToR3 WeATS ® ujp swyy Suol e 07 pe3stszad sey snsuwed Justiedut
‘uBipwr by youj-| M0T AI3A B 383 SPUTF SHI Y3 USUM PauajubTsy ST uIsouod eyl
*E3TITTTORI 2300 Juoraeduy PSZITTINISPUN ‘TTBWS ST JO TeRISAS
Inoge PIUIIDUOD USIG SPY (SHI) 9OTATISS YITESH ueIpul oyl sxesk zod
- : & [ "aonds epdut

STIIITIOVE INSIIWGNI QEZITIINYAANN JO MITAEY

IIEHS LoOvd

(WNPUDIOWSW/ISHST D O} JUSWIYDDYY/3INS0[oUT) §99YS JOD4 — /| HQIUX3



*JoubHO DY} UC MoYS jou 0Q
*jouBuo 3y} uo moys jou og

*afod jo Jojuad |0 LDJS

“[Xof WO SUJf UK} 10 YN} UC LIDIS

sujBipws by youj-t

*umoys so sBuPLaY IsN

*sayou} g upSiow doy

“aB8od Jsij} uo EaEE-E,L..T.... .. Woyoq you5§Z°1

3

1-825 0N UOT3OV: (sweN STTd) ‘o0d

- {XX-YO UL P~ phI 66/ TT/L X% XXXIOCMEX : XOOOX/SHI 1 4q pazedoad
- SHI ©9xY XOOKXAXY ‘703093t 9D
JUSURRIIY

(sTqeoyrdde 3FT) ued

-3 *X*X XXX X XXX

a3eq paacxddesta poaocxddy

ROISISEd

‘580 ‘ddg ‘20303ITA

syl 03 ‘Y (el ‘unpueiouwaw Iyl Sutubts pue MOT3q SUTT JDonaoxddy,

a3 uo SurTeTaTuT Aq ‘S66T ‘T 1Tady 03 I3Ep IUSWRITIST 8 I0XAXX LIWD
30 UOTSUa3Xs YIuow-z ¥ I0F azoddns 83eDTpUT NOA JEY] PUSUMODIX I

NOIIVaNERROSTY

*959202d MITASI

Tewxou ay3 ssedAq ued SUOFSUBIXS YIUOW-T ' (9S0) Texausp uosbang syl
IO 927330 (dDQ) TPUUCSIDd PIUOTSSTUMOD JO UOTETATA Sy3 03 BurpIoddy
‘UQTSUSINS YIUoW-Z B YITA SINDUOD OUM (z0329xTQ ®3IY ¥3Y3l) O3 uayods
sAey I 'I93jewl STY3 UC UOTIEPUSUILODSI ESIY Ou SeM 2x9Y3 'e9IY XXXX
+z0309x1q 2yl ybnoxyy pajnox sem Jsenbal §,x0oxX LYo ubnoyaty

-gouszazuod Butuuetd }Iom

renuwe sy uy ejedyoyaxed pue juewsoerdsz STY USTIO O3 SWEI SYI asn
pInom ey pue ‘pe3aTdwod (30sfoxd aqyidsep) 998 03 SXTT pInoa ag ‘Kanp
SATIDE UG SNUTIUOD 03 SUTIUEM IOF SUOSESI TEIBASE PITOU XWX I

) + (zesk) U eBAIY XX Y3 03 paulsse
_sem 9H ° (LaTTTqIsuodsax JO adoos aqyaossp) axe S9TATTIqTsuUCdSS
Tedfoutad STH 'EOIY ¥XXX 'I03933Td Surqoy oYl ST XXX LD
ROISSISIA

g66T *T SuUNQ O3 SYIUOW y IOF JUIMSATIST Azoqepuen Aetep o3 3ssnbax
sty 310ddns 03 nok paysSe xaOXXY "X WGKX 1dYo ‘umpuezowsuw T Ley e ur

HO55T
NOIIOW--X¥%XXYX X XXX uteaded
980 JUSWSITISYH IBSX-0E JO UOTSUIIXH :IDECENS
S axoddng jueumebeuey FO 9OTFFO
20303IFq tNOuS
203091Tq 0L

T+ Tt 4

Tt

" wnpupiowaw NOILOY PIOPUDiS — 81 Haipad

€L

uaLyoD YD Uf

S

uoypwiou] punoiByopg Ayjbudf jnd

*aasso.4ppD 3y Aq 9sn Jod

~ssaj Jo sabnd Z o] owa jjuwn

" Ajuo uoyoopysnf ya] 3sn

uBipw ay Yyoaup-1

«wiajqosd sy Jo suoppaydwy
pup ‘punoibI0q ‘UBLO

“Wwajqoid O JUSWIDYS ISPPUOD
“92pds 9jdL

*U0JOD 8y} Joyp s¥ADAS T 85}
“aapds 3jqnoq

*aands ajgnoq
0L, 1940 saonds £ as)

‘WNPUDIOWIW NOULDV
UD DJl4M Of UBYM JO
151404 §°€°G UOY}OAS 93§



LET a8eg

uiBSiow Yyosup-t

.Es.ocu so s8uppay asn

*saysu} z ujbiow doj

*96pd jsij} dY} 10 PUS 3} ID WAL UjBIDW YOUREZ*]

0

*mOTTO3 pInoys uotado yses jyo

suod pue soxd syl ~SSTITITATSUCASdI JATIRIISTUTWPR

pue ’‘Fye3s ‘SITIOP FO SWIS] UF 3IE00 TTTA

uotide 9yl yomwm MOY pue ‘paIv9IIe ISOU] JO UOTIDEII

psjedioaue 3yl °q PINOA JeUm ‘pajoazFe ATeszsape sq

PTNomM oym ‘ussoyd axem uorido oUI FT ITILUR] DPINOA

oys ANOYE UOTIBWIOIUT SPNTOUT PTNOYS Y] UOTIO8E
UOTSSNOSTP ® 3q pPINOYs sxayj ‘uotado yoes SUMOTTOd  :NOISSNDSIA

+ATesTouod pue ATIESTD PIlsSTT oq pInoys uorido yoed tNOIIdO0 °T
NOISSISIA ONE SNOILId0
*sydexfexed ussmiaq soeds u.nnm:ov !pooeds aTbuls sq pInOUs %93 IYL

‘waTgoxd 0 SNSST SY3 3O suoFIEOTTAwT pue ‘punoxbyoeq ‘urbiac
oyl BurpreSex uoljewrojuT JusuFIxed UTEIUOD PINOUS UOTIOSE ESTUL

TISVI

‘waTqoxd 20 anssy 9yl jo (ydexbexed 3zoys x0 sousjuss
suo ATqexagead) Juswojels ISTOUCO B UFRIUCD PTROUS UOTAISE STUL

HASET

NOIIDVY--sumpuexowsy NOIIOY Xo1dwos sxedaigd ol moH (IDINENS

Y3TesH OTTqnd IO IVTFI0
Z0309ITQ SIRTOOSSY WO
1N

1030921 105

<>

+4

+1

WINPUDIOWSW NOILOY X9[dwod — g1 I3

*Ajuo uoppOpsnf oy asn
*ujBipw you-|

*aoods ajdul
u0jod aYyj JoyD s92Dds Z asN

-90nds 9jqnog
LOL, 4oy s320ds £ asf)

“wnpuplowaw
NOUDY Xa[druiod D ajum
O] UBYM Jo JS]] 10} §°0°§ UOJIODS 33S



*a8pd jo Jojuad Ib UDIS
X9} W0y dUJ] YHi} 40 YuNoj UO UDIS

T

*sabpd uSuumu,uan pup ncoow..n, wo wawju ubIow youl- |

7

« - - » uo 3xodey yo Adop -~ g qelL
eaIY JOO0OOKK ‘IODIATY 03 ISJFLT - ¥ qel
0 ts3uaOeIY Z

(atqeotrdde FT) ey
- CXCY UXXXXXY X X0k

‘¥ qel e I8339T oy3 ubis ssesTd ‘uorado sTy3 aaoxdde nok I

ajeq paaoxddesta paaocxddy
tNOILdO °T
a3eq paaoxddestqa paasoxddy

-gaur] penoxddestp/peacadde uum.mumoumnm.
Y34 POISFT 54 PINOUS UOTIPPUSUMOD3X IO wotado ysea :NOIX30 T

NOISIOHEG

yoee I0F UOFIEPUSUWODST B ‘PRIussaxd Ussq SaEy suotado TeI=As UBUM

-uofaoe 3o osInod pIIsabbns Y3 fupprebox UOTIEPUSUMODSX B SPTAOIJ |

ROTIVARERROOTE

N ’ . :NOISSQOSIA

iNOILd0 T

x0309xTq - ¢ obeg

- “apew 9g prnoys suojado jo qe8

-

-

ger efed

'O} 4>D3 §S)j PUD
- JUBWIIDYD YID3 gL

*320ds 8jgnog

*sabnd Bumojjo;
Aup pup puodas ay} uo 10dddp sawd
X34 Jo saUj| Z JsD9] iy

*auj} ,OL, wol 3[jji 1n} 35N
youj | uiSiows dost

(z ©6pd) WNPUDIOWSW NOILOV X3jdwod — 0z Hauxd



62T 98eg

ujBipws Jysp youy-1

‘umoys so ssupoay asf

‘sayou) z uibiow dog

*pUDLULLOD JO UIDYD
By} UMOP UBHUM WNPUDIOISWL
NOI1DVY up Joj jpulio} sji} mojjod

*aBpod jsuy Uo wnwiuiw UBIDW WOHOq YoU-§Z°1

7

*ATTenuue Aotrod S13 MaTASX

ITTM JuswabSeuep ST pue doueanssy AFTend uo TIdUNOD Aousbexsqul SHA SYL
*suotjexsdo psuuoszed Teuoctsssyoxd s3T uy AoFrod SYI S3EITTIORF IS

o3 seanpsooxd umo 537 doreasp Aew ‘axoFazsys ‘Aousbe SHI yoex pasascadde
souc Lottod sy Jo uoriequswaTdur SYa o3 sjetadozdde seanpedoad o>TFFoeds
doTsasp 03 satousbe TenplATPuy s3ytwrsd OosTe JT ‘Sesxe psuofluswsIoIe 3yl
uy soueptnb spim-SHA sapTacxd Aojrod pascdoxd syl ybrioglTy SITITIUD
axe0 YITESY Pa3IRTSI-SHY pUe SSTITITOEI 9Ied y3Tesy SHA sjeyadoadde

Aq sabarjarad TeoTuyld 30 Sufjuead syl pue ‘sTeuorssegoxd yaTesy

SHA TT® 303 STETIUSPSID JO MSTASI TEOTITID 3yl ’‘SHA yats Jusuforduws

03 peajerex spxepuejs juswijutodde uo §F Aoypoed pessodozd sTY3 FO SMDOF YL

NOISSIDSIT

‘swexBoxd 831 InoybSnoxiyly

88T3TATIOR aoueansse A3jrend saoxduy pue ssesse ATTENUTIUOD O JUSW]TWWOD

SHd Y3 03 SeangiIjued uoTjejuswoTdw} IO/PU® MITAS: I03 nok O3 pajjfusuexy

usaq sey 3Byl Sofrod yoeg CNueg e3eg ISUCTIFIOEId TRUOTIEN IY3 O3 poeTsx
satorTod TRanpsooxd axe pelstdwoo ussq ATIUP05I SARY Jel TTOUNOD 33

Aq pedoTaasp sajofrod a9yap ‘sIesf JUSDAX. UT PIJRIRQTTAP SBY TTOUNCO Byl

yoTym uo juswafeuew }syx pue soueansse A3jrendb 03 pejersx sanssT JO- ISqUNU

® jo 3Tnsax syl sT rTesodoxd syr - HutbsTtarad TeSTuUTId ptre ‘SurTeriuepaad

squsujuiodde yo spaepueis uo AoyTod pesodoxd sty padoTaasp sey uswabeten
%STH pue aoueanssy A3Frend uo TisumoD) Ax0osTapy Louebexsjul SHA 9YL «

>

TROEDANE
!
‘(¥ qel e payoeine) BuTBaTTATId TEOTUITD DUER ‘MBTASY STETIUSDPSID
'quswyutoddy JO SPIEPUERIS WRWTUTHW UO S9INpaooxg pue AOTTod (SHA) 9OTAISS ¢
yaTeeH OTTqnd pesodoxd :BuTmMOTIOF SUY3 49Tadx Inof zoy Jtwsuexy o3 ST STUL

-

H5048nd
'S

NOIIOY--Butbat1iaTad TedTUTID PUR ‘SMITASY STEBTIIUSPIID

‘quewjutoddy Fo spIepwess unuyutW uoc Ld7Tod pesodoag IDALEAS €
&«
203093 TQq Woda -
A «
SI03DBITU 23IBTOOSEY pue eaxy 0l &

LWINPUDIOWSW NOILOV JO UOYDUDA — 1Z HAYXT

*s59) Jo salind z o}yl

*Ajuo uoyoayysnf 4o} s
wiSiow ygag ysup-{

“wejqoid ayj jo ’
uoppafdwy pup ‘PuUNCIBHOD] ‘UISLIO

“wWajqoid Jo JuBWSIDIS BSIOUOD

*aopds sjqnog

*2opds 9djiL

“UO[0D Iy} JPYD s8onRds T as
“@opds ajgnog

‘aa0ds sjqnog
LOL, JoyD 5920ds £ Isp

‘wnpudlowas
NOLLDY UD {ji# Of USYM JO IS]]
Joj §°°G Uofdag 33§



*a8pd jo J9juad o Ui
“JX3§ WO U] [} IO YLNO} UO LID]S

*safind Bujpaa3ans puo vnomm..-. o WU uiBow youl-t

$

. 1-825 :ON UOT3IDY: (JweN STTJ) -20q
IXX-YO WA BB P-PhPI06/TT/LI0OLIXXX OO XXX/SHT  :4Aq paxedsad
. XXX /XXXX/SHI 09

BupbeTIATId TEOTUTID PUB ‘43TASY sTeFauepaxD ‘wewjuioddy N
JO SpaPpUESS WNWTUTH UO S3INPSD0IY pue AoTTod SHA .pescdozg - ¥ qel
. FusYSe]IY

{atqeoyrdde 37) ued
- XX 000X CX 0K

-uoTequsweTdus 03 nok o3 Ao11od pestasx 9yl Jqwswer] TITA I
‘oqetadoxdde se sesuodssx Jo uotaexodIoduy Plre UOTIENTRAD ButmoTTo3

45802 pueTiIel ‘STITAYDOM

sue] SI3YSTL 009S

g0-§ wooy ‘BurpTIng umeldIed
SUOTSE9301d UITESH O neaang ‘I03093%d
. ‘W ‘UOSTTM Sswep

107 sAep 0f UTUITA squsumod " Aue
aptaoad pue Tesodoxd Aot1od payoeale Syl MITASI nok 3eyl 3ssnbax I
AR

TOTISY

2307091Tq 23TOOSSY pue waIy - z abed

ObT @8ed

“JouBI0 UO mols jou oQq

*qD} 49D3 Jsjf PUD JUSLIYIDHD
yopa qo} *(s)iuawydnyd U}

-punoiBxanq AyBuaj ind

*aonds ajqhog

*saSnd Bupmojos AUD pup
puo2as ayj uo spaddo
jsnuw §x3f JO saUY T §spI| IV

*a2pds o)duL

~youy | wbow doy

(z @6bd) wnpupbiowsW NOILOV j0 UOYDUDA — ZT Haiuxd



191 @8eg

*ab5pd Jo 13juad o UMS
‘1X8} Woy duj} Yy 10 Ypnoj U LDJS

wBipus B yaup-|

eEY

Uojjoas 885 "SI9AD] BAJDJSIUNUPD
Jayjo ybnouys painod 4 yBnoayy, 95N

‘aBnd 51 8Y} jo PUD ay} b WNWIURY uSIDW YIUJ-§2°|

!

Jusuroes 3y
&=

(s1qenyidde FT) uey

Y XY 000XKY X 0XXK

©1To# Se pepnIouf aq Avw SJULWYOER]ZY UOTIBWIOIUT B3 FO AJTIRTD S3
snoxdut Aeyy IFT poppe aq Lew SUOTICRS TEUOCTITPPY UOTILIISNTIT STUI
Ul umoys SUOTIOSS OM3 SYJ OIUT PIPTATP Pue S897 20 ssbed omq 03 ‘sasEd
3som uy ‘pelTWI °q PINOYS umpueIcwsw SYJ “Saey pTNOYs TeIDTIFO oY
SBASTTSQ ISPUSS SY3 IBY3 UOTIBWIOFUT §3pTFacxd unpuezowsw 3o 3dX3 sl

IXAL ROITTREOINT

*TeTOTII0 TPAST-UYBTY ' 07 POjOSITP WNpUeIous
NOIIVWHOANI ue axedsxd o3 moy uo souepind septaoid unpuezowsw STUL

fofe{en 10T
NOLIVWNOINT - ~sunpuetowald NOTIVWHOANI axedoxg ol #CH :IDALENS
I03032FQ #Ho¥d
83
SO0
- sa :ybnoxyy
’ Axeazaxsas syl 0L

"™

+ 1t ¢

wnpupiowswW NOILYWYO4NI — €Z Haiyxd

‘@opds ajqnog

“Ajuo uoypsynsnf 4o} 9sn
~uiSiout gap Youp-{

‘UMOYS SD JOULIOS
pup sSujppay I8N
*9opds oydy

“yojad ay Joyp sadnds Z asN
*aopds sjqnoq

*2onds ajqnog
0L, Joy0 sadnds 2 asn

“wapublows NOILYWIO4NI uo
DjJ1M O} UIYM 10} §°6° UOJDaS 95



R
M,
“wBIDW JyBy Yyouj-|
g9 uoydas 33
*S[@AD] DAYDYSIUWPD J94j0 YBnoldy
pajnos ) MBNOMYL, 351}

-abod jsu ayp jo vnw 0£..wm .”....EEE EP_UE an..mN._

!

(-o1qyssod JT saomsue

pue sucyasenb o 3sTT ® 9pTaoad ‘faTunazoddo ssoxd e Aq pamoTI0F
yoosds e xo0 Buyjsaw e ST JUSAD BY3 FI) - SISMSUR syetadoxdde spracad
pue pasTex aq Aew eyl suotasenb srqissod sjedroyame o3 AxL

-astex Aew dnozx5 sy3 sansst 0 suor3sanb oyl LFFIUSPI « quauyxedsq
ay3 woxy saues dnoab syj jeym a1qIssod se A[FaTaq se aqTI2saq

. R¥E5N0GS 20 sanssl

*qusumoR3jR Ue Se TefIsjEw punoxbyoeq IIY30 10 sdTo 5A’dU JO
s3dzoox? ueasTex apiacxd ‘sjetadozdde ozsyy - SOIPUIIIR Butyssw
xoy30 pue saspes] dnoxb yo suotadiIosap Teorydexbotq F9TIq pue

! (dnoxb ay3 03 pIpIEMER E3IDBIJUOD IO saexf ‘°5+9) Jususxedsq-

sy gata dIYsSUOTIBTSX 3INANT IO JUITIND ‘snotaszd s,dnoxb

a3 3o uoTadyaosep fdnoab syl 3o suopadenasd oftand !dnoab

ay3 JO suxadsuod Texsuaf pue ssodand {AouenifIsucd s,dnoab sy 3o
sanjeu pue SZTS Y3 INOJE UOTIPWIOFUT SPRTOUT PTNOYS UOTIDSS STUL

TRNDEHAITE

uoTaezFuebio ‘STATL ‘oweN TINd
uct3ezTueSzo “STITL ‘SweN TINd

uotjezTURBIQ ‘STITL ‘sweN TINd
:oaumn.ﬂnmm.uo ‘3T3TI ‘oweN TINA

TETYIedsq 30T SPTEN0
SINGIISTINE

. ONIJFTHE--ATe3ez0es
Y3 03 sunpuelowsy HNIJIATHE sxedaxd OL MCH :IDALENS

. 20309xTQ HY e E ]
s3I
A SO0
-» sq sybfnoayy
Axejsxosg ol 0L

tt

WwnpubJoWwaW ONI3INE — ¥Z HAIYX3

Z¥p1 e8ed g

*UMOYS SD JDULIO}
pup s8ujpoay 95N

*Ajuo uoppoyysnf yo| 950
uibious yoaj Yyduj-1

*@o0ds a/djiL

*awyf pup ‘aipp ‘Aop

‘JuaAa Lyuap] pinoys sauj| {23[qns
-aands ajqneq )

*2o0ds ajqnoq
L~OL, Joyp s920ds £ asf)

‘wnpuplowsw ONIES
D UM O] UIYM JO}
§°0°G uojO9s 998



g1 28eq

*abpd jo ;apusd
10 RIS “jXd WOy dUJ| Yjinoj UO HDIS

*s38pd Bujpaadons pup PUCISS L0 WnLpL uSiDLd Yaup-1

$

s3urod butyiel - Q@ qel
BISMSUY PUE SUOTISSND - O qBL
sBUTddTTD SmoN JuUeDOsH - € el
*+ ot 3o 3unsey - ¥ qEL
:gqusWOeIY ¥

(a1qeot1dde FT) Nuey
-5 ‘XX 000X TR XXX

: ‘PSPNTOUT 29

PINOUE BARp pU® S3OBJ JUBASTSY ' “TI9M Se sulsoued Tejuswixedsp
Aue 9sjex pue suzeducd s,dnoxb ayjy o3 puodsax prnoys saufod
essyL "JI3e3s JO FOTUD 0o ‘Axejazoag Andag ‘Azelszoes Iyl Aq osn
03 sajutod BupTel popusSumodsl Jo 3ISTT ' yoe3ae ‘sjeradoxdde usym

. SIRIOL DNINIYL
*ssaxbucy ay3 ur L3yAt3oe uﬁm\rv._”um °
- ABX8A0ITOD
70 s3utrod ptue ejep usupizad Jo 3STT © Huypnyour ‘papracad
5g PINOYS UOTSSNOSTP PSTTe39p 9Iow v uUsyl ‘SnssT syl uo uotyfsod
UOTARIISTUTWPY UB BT 2I8Y3 IJT IO ‘ueaarsx ATxernstized sxe
saxnbts 386png Y3 JT ‘TETSISA0IJUCD ST SNSST ue JI °SOFISTIRIS
Joy30 pue saxnbBTF 395png 34 swexboxd jusmizedag JURASTIY e
*Aue 3T ‘uoryysod UOTILIISTUTWPY e

:ButsaoTIo3 syl BuTpnIoul ‘SuIsOUOD IO SSNSST Y3 FO
yoes o3 sosuodssx snotasiad 10 JusIIND §,3juswiTedsg SY3 SZTITUMNG

Al
ROTISsmosTa

Azejsanes syl - z abead

(z @6p{d) wnpupiowsw NG — ST HAIYx3a

*Ajuo $9jdod uo spaddp Aays
ouBSio 9y} uo spaddp jou
op suojpjou Aq paindaid puo 5,20

*qp} 4209 §s1] pud
JUSLIYDDYD YODI GO)

*ao0ds djqneg

Bujjesw b apnauf

seBpyond Buyauq |0 JON
‘pPInpIYDs 5] Buosl b UBYM

papaau Ajuo a.p sjujod Bupypl

saBod Bujmojjos Aub pun
puodes ay} uo soaddp snwt
X3 Jo saUJ| T {sDBY I

“9onds ajduL
“auj} ;OL, wox djji linj 350}

‘youy | uiBiow doj



Exhibit 26 — Standard Abbreviations

This exhibit contains an alphabetical listing of abbreviations frequently used within the
Department. It is not all-inclusive and will be updated occasionally. See Section 3.1 in

these guidelines and Chapter 9 of the GPO Style Manual for additional guidance on the
use of abbreviations. -

LIST OF STANDARD ABBREVIATIONS

abbr. abbreviation
acct. account
AD. (anno Domini), in the year of our Lord
~ADM Admiral (PHS Assistant Secretary for Health, USCG, USN)
ADP automated data processing '
AHA American Hospital Association

AHCCC8 Arizona Health Care Cost Containment System
AHCPR Agency for Health Care Policy and Research

AI/AN American Indian and Alaska Native (see Section 4.3.1)
AID Agency for International Development

AIDS acquired immune deficiency syndrome

a.k.a. also known as

a.m. (ante meridian) before noon

AMA American Medical Association _

ANA Administration for Native Americans (HHS)

ANA American Nurses Association

ANMC Alaska Native Medical Center (IHS)

AOCA Administration on Aging (HHS)

AOA American Osteopathic Association

API American Petroleum Institute -

APO (no periods) Army post office

approx. approximately

ARC American Red Cross

ASH Assistant Secretary for Health

ASL ~ Assistant Secretary for Legislation (HHS)

ASMB Assistant Secretary for Management and Budget (HHHS)
ASPA Assistant Secretary for Public Affairs (FHTHS)

ASPE Assistant Secretary for Planning and Evaluation (HHHS)
ASPER Assistant Secretary for Personnel Administration (HHS)
assn. association '

assoc. ~ associate ,

ATS Action Tracking System (IHS)

ATSDR Agency for Toxic Substances and Disease Registry

Ave. avenue

a.w.o.l absent without official leave
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B.C.

before Christ

BHCDA Bureau of Health Care Dehvery and Assistance (HRSA)
BHP Bureau of Health Professions (HRSA) '
BIA Bureau of Indian Affairs (DOI)
Bldg. building
BLM Bureau of Land Management (DOI)
BLS Bureau of Labor Statistics (DOC)
Blvd. boulevard
B.S. bachelor of science (also B.Sc.)
BY budget year
ca. (circa) about
CAPT Captain (PHS, USCG, USN)
CC Clinical Center (NIH) -
CCDPHP Center for Chronic Disease Prevention and Health Promotion (CDC)
CDBG community development block grant
CDC Centers for Disease Control and Prevention
CDER Center for Drug Evaluation and Research (FDA)
CDR Commander. (PHS, USCG, USN)
CDRH Center for Devices and Radiological Health (FDA)
CEHI¢ Center for Environmental Health and Injury Control (CDC)
cf. compare or see .
CFC Combined Federal Campalgn
CFR Code of Federal Regulations
CFSAN Center for Food Safety and Applied Nutntlon (FDA)
CHAMPUS - Civilian Health and Medical Program of the Uniformed Services
CHC community health centers _
CHR Community Health Representative (THS)
CHS contract health services (THS) '
CHSDA contract health service delivery area (IHS)
CIA Central Intelligence Agency
CID Center for Infectious Diseases (CDC)
C.Jd. (corpus juris) body of law
CMHC community mental health center
CMO Chief Medical Officer
Co. company (commercial)
c.0.b. close of business
c.o.d. cash on delivery
COER Commissioned Officers' Effectiveness Report (OSG/DCP)
COLA cost of living allowance
cont. continued
Conus continental United States
Corp. corporation (commercial)
COSs Chief of Staff (HHS)
C.P.A. certified public accountant
CPI Consumer Price Index
CPO Chief Professional Officer
CPR cardiopulmonary resuscitation
CPS Center for Prevention Services (CDC)
CPSC Consumer Product Safety Commission
" CR continuing resolution
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CSC
Ct.
CVM
CcY

DAGM -
DAS
DASH(MB)
dba.
DCEH
DCP
DCPS
DCRT
D.D.
D.D.S.
DEA
Dep. Dir.
- DFEE
DFM
DHO
DHPS .
DHR
DIR
DMC
DOC
DOD
DOE
DO1I
DOJ
DOL
DOT
D.P.H.
Dr.
DRG
DRLA
DS
DVA
D.V.M.

EEO
EEOC
e.g.
ENS
E.O.
EPA
EPMS
ES
ESRD
et al.
et seq.
ete.

Clinical Support Center (THS)

court i
Center for Veterinary Medicine (FDA) ' Ky
calendar year R o

S, T

Division of Acquisition and Grants Management (OMS/THS)
Division of Administrative Support (OMS/IHS)

Deputy Assistant Secretary for Health (Management and Budget)
doing business as

Division of Community and Environmental Health (OPH/IHS)
Division of Commissioned Personnel (PHS/OSG)

Division of Clinical and Preventive Services (OPH/IHS)

Division of Computer Research and Technology (NIH)

doctor of divinity :

doctor of dental surgery

Drug Enforcement Adm_lmstratlon (DOJ)

Deputy Director =~

Division of Facilities and Environmental Engineering (OPH/IHS)
Division of Financial Management (OMS/THS)

Director of Headquarters Operations (THS)

Division of Health Professions Support (OMS/THS)

Division of Human Resources (OMS/IHS)

Division of Information Resources (OMS/IHS)

Division of Managed Care (OPH/IHS)

Department of Commerce

Department of Defense

Department of Energy _ ,.
Department of the Interior ' e
Department of Justice = - . '
Department of Labor

Department of Transportation

doctor of public health (also Dr P.H. )

doctor; drive

diagnostic related group

Division of Regulatory and Legal Affalrs (OMS/THS)

Deputy Secretary (HHS)

Department of Veterans Affairs

doctor of veterinary medicine

equal employment opportunity

Equal Employment Opportunity Comm1ss1on

(exempli gratia) for example '

Ensign (PHS, USCG, USN)

executive order

Environmental Protection Agency

Employee Performance Management System

Office of the Executive Secretariat

end stage renal disease

(et alii) and others i
(et sequentia) and the following ' L
(et cetera) and so forth A
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f., ff.

and following page (pages)

FAA Federal Aviation Administration (DOT)
FAR Federal Acquisition Regulations
FB Federal Building '
FBI Federal Bureau of Investigation (DOJ)
FCC Federal Communications Commission
FDA Food and Drug Administration
FECA Federal Employees Compensation Act
FEMA Federal Emergency Management Agency
FHA Federal Housing Administration '
FmHA Farmers Home Administration (USDA) N
FICA Federal Insurance Contributions Act (Social Security)
FLSA Fair Labor Standards Act _
FMFIA Federal Managers' Financial Integrity Act
FOB Federal Office Building
fo.b. free on board

~ FOIA Freedom of Information Act

. FPM Federal Personnel Manual
FPO fleet post office
FR Federal Register (publication)
FSA , Family Support Administration (HHS)
FTC Federal Trade Commission
FTE full-time equivalent (a work year)
FTP full-time permanent (employment or positions)
FTS . Federal Telecommunications System
FWS Fish and Wildlife Service (DOI)
FY fiscal year '
GAO General Accounting Office
GIMC Gallup Indian Medical Center (IHS)
G.M.&S. general medical and surgical
GNP gross national product
Gov. governor
GPO Government Printing Office
GPRA Government Performance and Results Act
gr. wt. gross weight '
GSA General Services Administration
GTR Government Travel Request
HCFA Health Care Financing Administration (HHS)
HHS Health and Human Services (Department of)
HIB Hemophylia Influenza - Type B
H.J. Res. House Joint Resolution (with number)
HMO Health Maintenance Organization
HMSA Health Manpower Shortage Area
HPSL Health Professions Student Loan
H.R. House Bill (with number)
H. Rept. House Report (with number)
H. Res. House Resolution (with number)
HRSA Health Resources and Services Administration
HUD Housing and Urban Development (Department of)
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ibid.
I1CC
id.
i.e.
1G
THF
THS
INS
IOM
1Q
IRA
IRS

JCAHO

JAG
~J.D.
~dJr.

L.L.B.
LLD.
LOC
loc. cit.
LOS
LTC
Litd.

LT
LTCDR
Lt. Gov..
LTdG

M.A.
MC
MCH
M.D.
MediCal
Mlle.
Mme.
Mmes.
MMIS
mo.
MOS
MP
MPP
M&R
Mr.
Mrs.
Ms.
M.S.
MSPB

(ibidem) in the same place

Interstate Commerce Commission

(idem) the same

(id est) that is

Inspector General

Indian Health Facilities

Indian Health Service ‘
Immigration and Naturalization Service (DOJ)
Institute of Medicine

intelligence quotient

Individual Retirement Account

Internal Revenue Service (Treasury)

Joint Commission on Accreditation of Healthcare Organizations
Judge Advocate General '

(urum doctor) doctor of laws

junior

bachelor of laws

doctor of laws

Library of Congress

(loco citato) in the place cited

length of stay

long-term care

limited

Lieutenant (PHS, USCG USN)

Lieutenant Commander (PHS USCG USN)
lieutenant governor

Lieutenant Junior Grade (PHS, USCG, USN)

master of arts

Member of Congress (also master of ceremonies)
maternal and. child health

doctor of medicine

Medicaid California

mademoiselle

madam

mesdames

Medicaid Management Information System
month

military occupational specialty

military police

Medicare Participating Physician’

maintenance and repair

courtesy title for a male (plural Messrs )
conventional or courtesy title before a married woman's name
general feminine courtesy title (plural Mses.)
master of science

Merit Systems Protection Board
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NA

not available, not applicable

NAPA Native American Programs Act of 1974
NAS National Academy of Science
NASA National Aeronautics and Space Administration
NCHS National Center for Health Statistics (CDC)
NCI National Cancer Institute (NIH)
NCNR - National Center for Nursing Research (NIH)
NCTR National Center for Toxicological Research (FDA)
NE northeast
NEI National Eye Institute (NIH)
net wt. net weight
N.F. National Formulary
NHLBI National Heart, Lung, and Blood Institute (NIH)
NIA National Institute on Aging (NIH)
NIAAA National Institute of Alcohol Abuse and Alcoholism (NIH) -
~ 'NIAID National Institute of Allergy and Infectious Diseases (NIH)
*. NIAMSD National Institute of Arthritis and Musculoskeletal and Skin Disorders
(NIH)
NICHHD National Institute of Child Health and Human Development (NIH)
NID , National Institute on Deafness (NIH)
NIDA National Institute on Drug Abuse (NIH)
NIDDKD National Institute of Diabetes and Digestive and Kidney D1sorders (NIH)
NIDR National Institute of Dental Research (NIH)
NIEHS National Institute of Environmental Health Sciences (NIH)
NIGMS National Institute of General Medical Sciences (NIH)
NIH National Institutes of Health
NIMH National Institute of Mental Health (NIH)
NINCDS National Institute of Neurological and Commumcatlve D1sorders/Stroke
: (NIH) '
NIOSH National Institute for Occupational Safety and Health (CD C)
NIST National Institute of Standards and Technology DOOC)
NLM National Library of Medicine (NIH)
NNMC National Naval Medical Center
NLRB National Labor Relations Board
No. number (plural "Nos.")
NOAA National Oceanic and Atmospheric Administration (DOC)
NPS National Park Service (DOI)
NRC Nuclear Regulatory Commission
NSA National Security Agency
NSF National Science Foundation
- NTSB National Transportation Safety Board
NwW orthwest
OASPHS Ofﬁce of the Assistant Secretary for Public Health and Science
OCA Office of Consumer Affairs (HHS)
OCR Office for Civil Rights (HHS)
oD Office of the Director
0GC Office of the General Counsel (HHS)
OHDS Office of Human Development Services (HHS)
Exhibit 26
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OMS
OPH
OI1G
OIH
OMB
op. cit.
oS
0SG
OSHA
OTA
OTC
‘OTP
OTSG

~ PAC

. PAHO
PC
PCIS

Pharm.p.

Ph.D.
PIMC
PIN
PJD
PJDQ
P.L.
p.m.
PMRS
P.O. Box
POR
PPS
PRO
Prof.
pro tem
P.S.
PSA
PSRO
PTA

QMIS
QITS

RADM

R&D
R&I
RD
Rd.
REA
Rev.

Office of Management Support (IHS)

Office of Public Health (IHS) '

Office of Inspector General (HHS)

Office of International Health

Office of Management and Budget (HHS)
(opere cltato) in the work cited

Office of the Secretary

Office of the Surgeon General .
Occupational Safety and Health Administration (DOL)
Office of Technology Assessment (Congress)
over the counter

Office of Tribal Programs (IHS)

- Office of Tribal Self-Governance IHS)

political action committee; also Professional Advisory Committee
Pan American Health Organization

personal computer

Patient Care Information System (IHS)

doctor of pharmacy

doctor of philosophy (also D.Ph. or Dr.P.H.)

Phoenix Indian Medical Center (IHS)

personal identification number

program justification document IHS/OEHE)

program justification document-quarters (HS/OEHE)
Public Law (also Pub.L.)

(post meridian) afternoon

Performance Management and Recognition System
(with number) "post office box," in general sense
program of requirements

prospective payment system

professional review organization

professor

(pro tempore) temporarily :

(post scriptum) post script; also public school (with number)
public service announcement

professional standards review organization
Parent-Teachers Association

Quarters Management Information System (IHS)
Quarters Information Tracking System (IHS)

Rear Admiral (PHS, USCG, USN) _

random access memory; also Resource Allocation Methodology (IHS)
research and development

renovation and improvement

regional director

road

Rural Electrification Adm1n1strat10n

reverend
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R.FD.

rural free delivery

RFP request for proposal
RIF reduction-in-force
RPI real property inventory
RRM Resource Requirements Methodology (IHS)
R.N. registered nurse
RO regional office
RR railroad
Rt. Rev. right reverend
Ry. railway
SBA Small Business Administration
sC. (scilicet) namely (in law - ss)
S. Con. Res. Senate Concurrent Resolution (with number)
SCS Soil Conservation Service (USDA)
s.d. (sine die) without date
S. Doc. Senate Document (with number)
SE southeast
S&E salaries and expenses
SEC , Securities and Exchange Commission (also Secretary)
SES Senior Executive Service .
SGLI Servicemen's Group Life Insurance
sic thus; as written
SIDS sudden infant death syndrome
S.J. Res. Senate Joint Resolution (with number)
SL.UC standard level user charges (rent payments for GSA-assigned space)
SNF skilled nursing facility
SOp standard operating procedure
sp. gr. specific gravity '
sq. square (street)
Sr. senior
S. Rept. Senate report (with number)
S. Res. Senate resolution (with number)
SSA Social Security Administration (HHS)
SSN Social Security number
St. street (also saint)
Ste. saint
Stat. United States Statutes at Large
SAMHSA Substance Abuse and Mental Health Services Administration
Supt. superintendent
Surg. surgeon
Surg. Gen. Surgeon General
SwW southwest
TB tuberculosis
Ter. terrace
TVA Tennessee Valley Authority
Exhibit 24
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uc, uppercase
UIHP Urban Indian Health Programs (HS)
U.N. United Nations
USA United States Army -
USAF United States Air Force
U.S.C. United States Code
USCG United States Coast Guard (DOT)
USDA United States Department of Agriculture
USMC United States Marine Corps
USN United States Navy
U.S.P. United States Pharmacopeia
USPS United States Postal Service
USUHS Uniformed Services University of the Health Sciences
V. Or V8. (versus) against
VADM Vice Admiral (PHS Surgeon General, USCG USN)
.VD Venereal Disease Program (CDC)
vip very important person
viz (videlicet) namely
wec Workers' Compensation Program (DOL)
WHO World Health Organization
WIC Women, Infants, and Children Program (USDA)
WIN Work Incentive Program (HHS)
W.0.p. without pay
WRAMC Walter Reed Army Medical Center
YPILL years of productive life lost
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Exhibit 27 — OS and IHS Correspondence Due Dates

DOCUMENTS DUE DATE FOR PREPARATION

Secretary Letters:

Replies to the Congress and the Public 8 calendar days
(Secretary Signature)

Direct Replies to the Congress (IHS 6 work days to signature*
Signature)

Direct Replies to the Public (HS Signature) 10 work days to signature*

thte House Letters:

Drafts for White House Signature 2 work days*
Citizen Letters for Direct Reply d=gs 9 work days*
Signature)

Congressional Liaison Office Letters:

Constituent Letters to the Congress for _ 10 work days
Direct Reply THS Signature)

THS/ES Correspondence:

Replies to the Congress (Director, Deputy 10 work days to IHS/ES for signature**
Director, and DHO Signature) '

Replies to the Public (Director, Deputy 10 work days to IHS/ES for signature**
Director, and DHO Signature)

Direct Replies to the Public (for Line 10 work days for copy of response to
Manager's signature) THS/ES**

Note: for high pnonty items, shorter due dates may be ass1gned by OS.

*  For correspondence assigned from OS, due dates may vary from those listed above. For

extensions from OS/ES, a written justification is needed.

_ ** If an extension is needed, please advise your office correspondence coordinator so (s)he
U can request an extension from the IHS/ES.
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Bibliography for Writers, Editors, and Secretaries

Bates, Jefferson. Writing With Precision, 2nd ed. (Washington, D.C.: Acropolis Books, 1978).
A handbook and answer key. Designed for people who hate to write or are afraid to do so.
Focuses on problems of Government writers. Includes special sections on how to write
instructions and regulations.

Bernstein, Theodore. The Careful Writer: A Modern Guide to English Usage (New York:
Atheneum, 1978). A reference by a master of the English language. A concise yet
thorough handbook covering more than 2,000 problems of usage, grammar, punctuation,

_structure, and tone. Lively and instructional.

Chicago Manual of Style, 13th ed. (Chicago: The University of Chicago Press, 1982). The
style book used most often outside of Government. Contains information on writing
footnoteg and bibliographies that is of value to Government writers.

Dumaine, Deborah. Write to the Top (New York: Random House, 1989). An excellent,
practical guide to the process and content of business writing.

Ewing, David. Writing for Results, 2nd ed. (New York: John Wiley and Sons, 1979). A guide
to the analysis of complex writing situations. Intended for professionals who have
mastered the basics of writing, but who need more awareness of the subtle human
dynamics of writing. Written by the executive editor of the Harvard Business Review.

Gunning, Robert. The Technique of Clear Writing, 2nd ed. (New York: McGraw-Hill, 1968).
Explains how to use the Gunning Fog Index to increase the readability of what you write.

Hodges, John, and Whitten, Mary. Harbrace College Handbook, 9th ed. (New York: Harcourt
Brace Jovanovich, 1982). A classic reference on grammar rules and composition
principles.

Hooper, Vincent; Gale, Cedric; et al. A Pocket Guide to Correct Grammar, 2nd ed. (New York:
Barron's Educational Series, 1990). A concise, inexpensive, easy-to-use grammar
reference.

Mack, Karin, and Skjei, Eric. Overcoming Writing Blocks (Boston: Houghton Mifflin, 1979)
A practical guide for overcoming most kinds of writing blocks.

Paxson, William. The Business Writing Handbook (New York: Bantam Books, 1981).
A concise paperback guide to writing business letters, memorandums, and reports.

Plain Letters (Washington, D.C.: U.S. Government Printing Office, 1955). The still relevant,
best-selling classic for writers of Government letters. Guides writers in producing letters
that are short, simple, strong, and sincere.
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Sabin, William. The Gregg Reference Manual, 7th ed. (New York: McGraw-Hill, 1992).
Presents rules on grammar, punctuation, and style in business writing. Excellent index.
Easy to understand.

Skillin, Marjorie, and Gay, Robert. Words Into Type, 3rd ed. (Englewood Cliffs, New Jersey:
Prentice-Hall, 1974). A detailed book for editors, covering everything from styling the
manuscript to creating indexes. :

Strunk, William, Jr., and White, E.B. The Elemeﬁts of"‘Sg'. le, 3rd ed. (New York: Macmillam,
1979). The classic book on effective writing that says so much so well in only 85 pages.

Success With Words (Pleasantville, New York: Reader's Digest Association, 1983). A
comprehensive compilation of Standard American English usage.

U.S. Government Printing Office Style Manual (Washington, D.C.: U.S. Government Printing
" Office, 1984). The authoritative style book for writers of Government correspondence,
reports, and periodicals. :
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Abbreviations 31-32, 87, 93, 127, 129
Accountability 6, 107-110
ACTION Memorandum 73-74, 717, 79, 100,

136-140

Address Block 92-93, 127

Adjectives 15, 16, 25, 33, 45

Advise-Inform 59
Affect-Effect 60

. Alaska Natives 68

American Indians 68
Apostrophe 38-39
Appraise-Apprise 60
Area Director 68, 132

Assembly of Folder 89-90, 108- 109

Assignee 108-110

Assistance, Executive Secretariat 111
Assure-Ensure-Insure 60

Asterisks 44
Attachment 102, 135

Band 34, 69
Bibliography 155-156
Body of Letter 74-717, 94

Body of Memorandum 77-79, 100

Both .

.and 65

Brackets 41

BRIEFING Memorandum 6, , 80 100

142-143

Calendar 34, 36

Capitalization 32-35, 69, 100
Calendar Divisions 34

Countries, Domains, and Admunstratlve

Members of Organized Bodies 33

Divisions 33

Organized Bodies 33
Proper Nouns 32

Regions, Localities, and Geographm .

Features 34

Titles of Persons 36
Titles of Publications, Papers, Documents,

Acts, Laws 34

Index

Clearance 83-86, 88-89, 153
Clock Time 36
Closeout 110
Closing 77, 79 See Complzmentary Close
Coherence 17-19
Collective Noun 58
Colon 39-40, 43, 98, 97, 98, 99,100
Comma 41-43, 48, 49
Common Noun 32
Complex ACTION Memorandum 79, 137-138
Complimentary Close 94, 95, 124
Comprise-Compose 60, 6
Conciseness 11-14, 22
Control Slip 89, 108-110, 112-113
Coordinate Conjunctions 40, 42, 49
Copies 85-92, 96, 102, 108-110, 113
Notation 87, 92, 96, 102, 123
Retention 108
Requirements 86
Corrections 39, 84-85
Correspondence
Due Dates 108, 113, 153
Tracking 6, 107-114
Countries 3b, 41
Cover Notes/Memorandum 73-74, 86, 126

Dash 43

Date 21, 82, 36, 41, 43, 51, 74-76, 91, 97, 118,
153 See Correspondence, Due Dates

Distribution 90, 110, 111

Domains 33

Double Words 12

Echo Word 17-18
Effect-Affect 60
Elements in a Series 65
Ellipses 43-44, 63

E-mail 7

Emphasis 49-50
Emphatics, Overuse of 25
Empty Beginnings 11-12
Enclosure 74, 95

Index
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Ensure 60

Envelope 32, 96- 97, 103, 127-129
Exclamation Point 44

Executive Secretariat 4, 6, 84, 98, 108, 146
Exhibits 117-163

Fact Sheet 74, 77, 135

Folder Preparation 89-90, 108-109
Form and Style 31-61

Fractions 37

"FROM:" Caption 99

General Memorandums 77-79, 130-132

GPO Style Manual 31, 32, 38, 39, 44, 45, 51,

. .69, 84, 144, 147
Graminar 55-64
Guidepost 17-19

Hedging 24
Hyphens 44-45°

Imply-Infer 61

Indefinite Pronoun 57

Infinitive, Split 58-59
INFORMATION Memorandum 7 9, 141
Insure 60

 Intensives, Overuse of 2b

Itis 61

Laws, Quoting of 13, 27, 73
Letters
Address Block 92-93, 127
Body 74-77, 94
Closing Paragraph 77
Congressional 67, 96-97, 128 131
Content 73-80
Date 91
Format 83-97, 118-126
Intermediate Paragraphs 76
Length 74
Opening Paragraph 74-76
Purpose 74
Second Page 94, 119, 131
Signature Block 95, 101, 124
Letterhead Stationery 883, 91, 97, 117

Letterwriter's Checklist 27
Lie-Lay 62

Margins 47
Measurement and Time 36-38
Members of Organized Bodies 33
Memorandums 73-74, 77-79, 83-90, 97-103,
117, 130-143
ACTION See ACTION Memorandum
Body 77-79, 100

BRIEFING See BRIEFING Memorandum

Closing Paragraphs 79

Content 77-80

Date 97

INFORMATION See INFORMATION
Memorandum

Intermediate Paragraphs 78

Format 83-90, 97-103, 117, 130-143

General Type 77-79, 130-182

Multiple Addressees 99, 133

Opening Paragraphs 78

Purpose 77

Routing 98-99

Signature Block 101

Special Types 79-80

Stationery 97

‘Modifiers 16-17, 36-37, 45, 59

Money 86-37 . T~
Multiple Addressees 99, 133

Nation 33, 34, 69

Neatness 84

Needless Words See Conciseness
Negative Words See Tone
NOTE TO: 80, 134

Numbers 35-38, 45, 84

Opening Paragraph 74-76, 78, 94, 100
Organized Bodies 33, 39

Page Length 83

Paragraphs 14-15, 19, 27, 7477, 18- 79 83- 84
Paragraphs, omission 44

Parallelism 17, 63

Parentheses 31, 43, 45-46
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Parenthetic Clauses and Words 43

Passive Verbs 20-21, 27, 78

Percentages 36-37

Period 43-44, 46, 48

Possessive Case 38-89, 50, 58

Postal Abbreviations 129

Preferred Words and Phrases 64-67

Prefixes 45

Prepared By Notation 88, 118

Prepositional Phrases, Roundabout 12

Prepositions 12, 55-56, 64, 100

Pronouns 23, 24, 27, 56, 57

Proper Nouns/Names 24, 32-35, 38

Punctuation 32, 38-50, 155-156 See

- Apostrophe, Brackets, Colon, Comma,

Dash, Exclamation Point, Ellipses,
Parentheses, Period, Question Mark,
Quotation, Semicolon

Question Maftk 49
Quotation 39, 41, 42, 46, 47-48

: Regulations, Quoting of 13, 27,73

Related Word Units 50-51

Reports 34, 48, 49, 79, 111, 165, 156
Reports to Congress 79

Revisions 84-85, 88 .

Routing 80, 88-89, 98-99, 108, 109

Salutation 32, 39, 69, 93-94, 124

Semicolon 438, 49

Separate Cover 95, 102

Signature 5-6, 32, 55, 65, 67, 73-74, 75-76, 95,
101, 102, 86-90, 93, 124-125, 153

Sincerity 23-26

Spelling/Grammar Verification 51, 84

Standard ACTION Memorandum 79, 136

‘State Abbreviations 129

Stationery 83, 91, 97, 117

Subject and Verb Agreement 57-58
"SUBJECT:" Caption 94, 100
Subparagraphs 83, 84, 130
Summary Statement 74, 85, 90, 126

Technical Assistance, Executive Secretariat
111
Think-Feel 62

"TO:" Caption 97-99, 101, 182

Tone 26, 85, 155

Tracking Correspondence See
Correspondence, Tracking

Transitions See Coherence

Tribal Leaders 8, 4, 69, 74, 94

Tribe 34, 39

Underlining 49-50, 128
Usage See Word Usage

Verb
Agreement 57-58
Form 13, 58
Passive 20-21, 27, 78
Phrases 59
Tense 58
Troublesome 59-63

Word Preference 64-67
Word Units, Separation 50-51
Word Usage 64-67, 155-156
Wordiness See Conciseness
Writing '

Checklist 27

Composition Skills 11-27

Simplicity 13-19

Sincerity 23-26

Strength 19-23

Purposes, Principles, and Policies 3-7

Index
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