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INSTRUC I''ONS
Use routing symbols w 1enever possible.

SENDER (Originator o message):
Use brief, informal inguage.
Conserve space.

Forward original an | one copy.

FOLD—

Subject:
. RECEIVER (Replier to message):
Sumez Units Reply below the n essage, keep one
o ® copy, return one copy.
DATE OF MESSAGE ROUTING SYMBOL
Té; *  Jim wilson 11/17/80
Forester, Craig SIGNATURE OF ORIGINATOF
TITLE OF ORIGINATOR
Wildlife Fiologist
) -
INITIAL MESSAGE
Hi Jim. .
Sumez units in the Santa Cruz area need the following fisheries work:
Units 156 and 132 V-notches need to 'be flagged B/W
Unit 119 - ithi i i iti
& /ﬂ"%‘.r‘}a‘ggiﬁlg}m the unit reguires additional
Unit 131 Regui%es a fish stream survey and possibly
—_—— ome traversing. 0
oriX compﬁﬂrﬁ% werk  of n/n - \\]&‘{
Report %or%cominfi .
-
REPLY MESSAGE
DATE OF REPLY ROUTING SYMBOL
Py ®
Erom Kathy Lucich SIGNATURE OF REPLIER

Wildlife, NPOW

’

TITLE OF REPLIER

NOYIF LAY ENDIL 37 (Daas 7.7
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G’”SES TO SIMPLIFIED INF

“The typical Government letter has been conservatively estimated io cost $2.00, not including the cost of filit g and ultimate

disposition. _Inforinal .communication, resuiting from the use of
subsianhully '

prafhcesf : L. i

e F oo

~ The bu!k of ;or‘respondenc; is conJucfed within the governme'vml famlly Hself——between ofhces wh( fe'v"doy-td-d'ay'f-m .
relahonshxps could-permit sample informal written commumcohon e MR TR :

OR

FAAL CORRESPORDENCE 277 %)

Optional Form 27, 2-WAY MEMO, can re :Iuce this cost’

Persons expenenced in- thn fmd of I»ﬂerwrmng have made the following observations about Government « orrespondence

. B

fome e ™ t .
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Many wnHen communications a.e for lmmedxaie action, are rouhne in na!ure, such as requests for informad on or services,

cmd do not requvre copnes for distribution.

Mony written gqmmunncot|ons are less than o dozen lines in length.

+

PR!NC{ LES INVOLVED

1. In actual experience, where agencies have issued instroc: i
fions encouraging the use of memerandums and informal
correspondence witlin the ogency, there hos been @ notice-
able drop in the communications effort ond in the time
required to respond to a request, as weil as o reduction of
useless copies in-file. An examination of the two types of

" correspondence indicates thot formm correspondence has
certein drawbacks: ' :

a. Formal! correspondence is usually more wordy because of
salviotions, iniroduciory paragraphs, complimentary ‘clos-
ings, ete, It becomes a difficult wiiiing chore because of
continual polishing ond-editimg. -~

b. Formal correspondence typically calis for more reviews,
resuliing in many rewrites, and for excessive time-in-shop.

¢. Formal correspondence goes through stricter clearance
.channels, and frequently makes communication between
“opposite numbers" very difficult.

2. In many cases, the best reply is an informal endorsement
on on incoming letter. Optional Form 27, 2-WAY MEMO,
takes advantage of this principle.

" ~stomp

P

“PRACTICAL PURPOSES SERVED BY 2-WA / MEMO e

e

‘1. The mes-séxr'ée‘dvnd the re})-!y are pfoc:e\"!hbnv he same page -

in brief, informal language. This simplifies wr'ting, handling,

+-.storing, and disposing of short communicatio: s

2. The inessage may be prepared by typeweri er or by hond;

the reply moy be b) ty,Jewmer, by hcmd or by rubber

3. Wi is possible to ochieve o greater delega ion of signing

" authority w:?h fhe 2-WAY MEMO because »f its informal

nature,

4. The QWAY -MFN\C‘ may be designated for specic!

may be used for classified material if it is m trked with the
proper security clussification. <

5. The “TO" line and the “FROM" line are 0 ploced thot
the 22-WAY MEMO may be sent in a window envelope and

returned in a window envelope if desired. y

6. The 2-WAY MEMO is porticularly well sui od for commu-

. nication between “opposite numbers' within one agency or
+ in different agencies.

OPTIONAL FORNM 27 BACK (Rev. 7-77)
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;.hunm ing 1t may-ba mecked-URGENTf excef tonal speed is- -~
Arequured It may be stomped for special mai ng services. It
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