PUBLIC WORKS CORRESPONDENCE GUIDELINES
	Letter Style
	
Modified Semi-Block   Date, Complimentary Closing and Signature Block are positioned at center of letterhead, and there are no paragraph indentions – refer to attached sample letter.

Date:
                                       March 25, 2012   (then 4 blank lines)
Complimentary Closing:
Sincerely,
    (then 4 blank lines, or no less than 3)

Signature Block:
            David Sykes




                        Director of Public Works



	Memo Style
	Use the same format guidelines as for Council Memos.  

	Type
	TIMES NEW ROMAN, 12 font size, with Microsoft Word



	Date
	Be sure to use the CURRENT DATE – a good procedure to follow is to date your routine reports a day ahead to allow “review and signature” time.  

· For memos, use the numeric style for the date (Example:  03-25-12) 

· For letters, spell out the month (Example:  March 25, 2012)



	Address & Salutation
	Whenever possible, address the letter directly to an individual in the organization, either by name or by title

EX:
Mr. John Doe


COMPANY NAME


Street Address


City, State Zip Code


Dear Mr. Doe:



	Subject Line
	· For memos, type the subject in all capital letters in BOLD print

· If the subject is more than three (3) lines, type “SEE BELOW” and type the subject line below the header.   

· For letters, the subject line should appear between the salutation and the body of the letter with one (1) blank line above and below, and typed in all capital letters but not in bold print.



	Contact Info
	A CONTACT PERSON and PHONE NUMBER should be included on all correspondence so that the recipient may call if he/she has questions.

	Reference Initials
	Reference initials should be limited to the initials of the originating Division Manager, the author, and the typist.   Please do not list the Director's initials unless it is requested.  The Director's initials are listed only on reports that he/she composes.

· DM & Author initials should be in all caps with the typist in lower case, i.e., MO/CM/aa



	Document File Identification
	Document file identification may be used to help you locate your document on the system.  Using a document identifier is optional and should be typed on the last line of the document below the reference initials in font size 8.  

Example:          H: dirofcproc/corresguidelines



	Enclosures vs

Attachments
	Enclosure(s) are items that will be included in the envelope with the letter.  It is optional, but not required, to identify the enclosure.  

Example:        Enclosure    or    Enclosure:  2012 Budget Report

Attachment(s) are items that will be stapled or attached to a memo.  On the actual document, type the word ATTACHMENT in the upper right corner (include A, B, C or 1, 2, 3 if you have multiple attachments).  

Example:         ATTACHMENT A  

	Page Header
	The second page of the document should contain a page header typed in font size 10 as follows:



NAME OF ADDRESSEE (ALL CAPS)
Subject (bold, lower case)

Date (numeric format 3-25-12)

Page x
Note:  in Word under Page Set Up ( Layout, check the box titled, "Different First Page".  This will 


	Aesthetics
	Check to see if your report is centered and balanced on the page.  If your letter/memo is short, you should change your margins so your report is attractive and “pleasing to the eye” --- UNLESS IT’S A CITY COUNCIL MEMO, THEN YOU NEED TO USE THE COUNCIL MEMO FORMAT.
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