Sample Cover Memo for “A” Priority Letter

For the Secretary/Deputy Secretary Signature

Date

MEMORANDUM FOR THE SECRETARY

or

MEMORANDUM FOR THE DEPUTY SECRETARY

FROM: 

Agency Head’s Name

Title

SUBJECT: 

Reply to ....(name of letter writer, if in response to incoming) or

Letter to ....

Attached is a letter to...regarding.... Be concise, but describe content of our response letter.  Package should be accompanied by agency’s clearance sheet and memorandum should be signed.

Recommendation:

I recommend that you sign the attached letter.

Executive Secretariat Clearance:

_________________________________________________

(Name of current Exec Sec)


 Date

Sample “A” Priority Letter

For the Secretary/Deputy Secretary’s Signature

Put on plain paper. Dated final on appropriate stationery will be prepared in Exec Sec.

Mr. John Doe

Title

Company

Street Address

City, State (2 spaces) zip(2 returns to Salutation)

Dear Mr. Doe:

Thank you for your letter regarding...(standard opening sentence).

Indent one-half inch (one standard tab). Margins should be left-justified only. Times New Roman 12-point font is preferred in Word or WordPerfect. Use standard 1-inch to 1-1/2 inch margins, and adjust appropriately for brief letter to fit on one page. Use good placement of letter on the page–not too high or too low. (2 returns)

Sincerely,

(5 returns from comma)

Name of Current Secretary or Deputy Secretary

Enclosure (2 returns after typed name)

************************************************************************

If the letter is more than one page, each additional page should have the following heading:

Mr. John Doe

Page 2 (3 carriage returns)

(begin typing here)
