CORRESPONDENCE GUIDELINES

FOR BUSINESS LETTERS

LETTER GUIDELINES:

· Use PW specialty letterhead for all correspondence. DO NOT USE white paper with the Department Logo. 
· 1” margins top and bottom. 1.25” right and left.
· Block Format (type every line flush with the left margin.)
· Justified Right. (all lines should end equally on the right margin.)
· Font Size is Times New Roman, Size 11 or 12. 
· All typing begins six (6) spaces below the letterhead.

· The date of the letter goes on line 6.  SAMPLE: (Month, date, year) 

· Double space and type the person’s complete name, preceded by Mr./Ms./Mrs. Followed by a comma their title, (the title can also be typed after the persons name preceded by a comma; company name and address of the recipient. The State is a two (2) letter abbreviation followed by one (1) space and then the zip code. Please use the 9-digit zip code if you know it.
· Double space and type in Bold and Initial caps Re: followed by a colon. The type the subject matter in Bold face type.

· Double space and type the salutation such as; Dear Ms. Mr. etc.,followed by a colon :  Exception: a personal letter, addressed as (use the persons first name), which would be followed by a comma.
· Double space and type the body of the letter. The body is single-spaced. Double space between paragraphs. Do not indent the first line of the paragraph.

· Double space and type the closing. The closing is always “Sincerely” followed by a comma.
· Skip four (4) single lines after the closing and type your name.
· Skip one (1) line and type your title.

· Sign your name in the space above your typed name. Use black or blue ink only.
· Double space and type Enclosure or Enclosures. If you use the plural, you have the option of stating the number of enclosures in parenthesis. SAMPLE: Enclosures (2). If you list your enclosures, the word enclosure(s) should be followed by a colon. Set your tab for two (2) spaces past the colon. 
· Skip one (1) line for Reference Initials:  ALL CAPS, followed by a (/) with the initials of the person who typed the letter in lower case.

· Single space for copies. Lower case “c” followed by a colon. Set your tab for two (2) spaces and type the name of the person who is receiving the copy(s). If you do not want the recipient of the copy(s) to receive the enclosure, you can type the persons name and type w/o enclosure(s).
· 2ND Page Header: The name of the person to whom the letter is addressed should appear at the top left of the second page. Skip one (1) line and type the date, skip one (1) line and type the page number. 
· The 2nd page must contain at least two (2) lines of text. Does not include the closing.
· Type the path where your document can be found as footer in 7 pt or 8 pt font in the bottom left corner of your document. Place all letters in: M:\pworks\projects\project #.
· Project numbers are located in M:\pworks\central filing.

· Turn around time: Allow 24 hours for letters to be processed.
PLEASE NOTE: IF YOU ARE TYPING A LETTER FOR CHUCK’S SIGNATURE, HIS CORRECT SIGNATURE, AND TITLE IS: 






Charles E. Owsley, P.E.  






Director of Public Works

