CHAPTER |
OFFICIAL CORRESPONDENCE

INTRODUCT 1 ON

;f th:h;s chapter deals with the arrangements for handling the written work
be'ten ep:rtment of Energy. It describes procedures which should normally
owed in the conduct of business but does not preclude the use of

special arrangements within divisions where the nature of thelr work
makes this necessary,

STYLE

Fhemselves clearly on paper. The ability to write clear and simple prose
IS not easily cultivated, but there are some hints which should be helpful.

3 It is a good practice, when writing at length, to list, and then to
arrange in logical order, all the points that are to be included. If you
know exactly what YOu want to say, it will generally be much easier to
select suitable words that will both express your thoughts clearly and be
readily understood by the reader.

& Sir Ernest Gowers's book '"The Complete Plain Words' deals with the use
of the English Language by officials and contains much sound advice. Three
useful rules which Gowers suggests are:-

"Use no more words than are necessary to express your meaning,
for if you use more you are likely to obscure it and to tire
your reader. In particular do not use superfluous adjectives
and adverbs and do not use roundabout phrases where single

words will suffice,

Use familiar words rather than the far-fetched, if they express
your meaning equally well; for the familiar are more likely to

be readily understood.

Use words with a precise meaning rather than those that are
vague, for they will obviously serve better to make your
meaning clear; and In particular prefer concrete words to
abstract, for they are more likely to have a precise meaning'.

INCOMING CORRESPONDENCE

5 The first action on an Incoming paper after it has been placed on

the relevant registered file (instructions on how to file papers are given
in Chapter 2) and, where appropriate, acknowledged (see paragraphs 6-7)

is to note the points on which answers are required., Next, any earlier
papers in the registered file should be read through so far as Is neces?ary
to illuminate any points In the Incoming paper which were not lmmgdiate y
apparent. The incoming paper should then be studied agaln, and an

answer prepared. Finally, consideration should be given to the :
advisability of copying all or part of the corresponde?ce to any oi er
branch of the Department having an interest in the subject matter (see

paragraphs 31 and 32).




ACKNOWLEDGEMENTS

g items must be acknowledged immediately by the first

6  The followin . r
person or branch receiving the document, either direct

recipient (ie the
or from the registry):

! registered mail and mail containing valuable documents
(eg securities, deeds); and

I which is accompanied by a form of

2 classified materia
receipt.
7% Letters from other Government Departments need not be acknowledged

unless they are urgent or particularly important, or for some othef ;
reason it seems desirable to send either an acknowledgement or an interim

reply. In genera] all other letters coming into the Department should be
acknowledged on receipt. When an officer receives a letter which has not

been acknowledged, it is his responsibility to send an acknowledgement at

once if the circumstances require it. Acknowledgement cards are available :
for this PUrpose, but these should only be used when letters are <ﬂ’
acknowledged within two days of arrival; after this time, an interim

reply or short letter will be appropriate.

8 The officer sending the acknow]edgement should note the correspondence
to show that this has been done.

INTERIM REPLY

? When it is clear that a ful] reply to the letter will be delayed,

It may be advisable to send an interim reply even if an acknowl edgement
h?s already been sent. Action on the original letter Must not be delayed
simply because an interim reply has been despatched.

MINUTES

10 Correspondence within the Department |s normally conducted in the
form of minutes, A minute, which should be laid out in the manner

described in Paragraphs 12-15, is a Written Message conveying information
or instructions, or seeking advice, or Suggesting the line of action to ég’

be taken.

11 Minutes are used to conduct business between branches and sections
of the Department in the following ways:

1 as part of the relevant registered file; or
2 placed on a temporary Jacket, (see Chapter 2); or
3 by themselves (known as loose minutes) .

The method best suited to the requirement should be adopted. |f only one
branch is to be consulted, a minute written in manuscript on the file will
usually be appropriate. If several branches are to be consulted, replies
will normally be receijved more quickly if loose minutes are sent to

each branch, instead of circulating the file to each in turn (see
paragraph 16 below). A loose minute Oor a minute on a temporary jacket



LAYOUT oF MINUTES

12 Minutes should be written on official minute sheets, and bear the

reference number of the r ;
elevant re i
should be numbereg consecutively, gistered file. Hinutes on files

ggdregs:;:?te ;gould begin with the official title of the addressee (or

oFfleaie . en a minute is sent for the attention of a specific

officer'w 0 cannot be adequately identified in this way, then the

< S name should be added immediately following the short title of
Is branch or section, Paragraphs should be numbered.

ad?ress block against the left hand margin at the foot of the minute.
Thos_block shou!d show the originator's official title, his branch or
section, his building and telephone extension and the date,

15 .Officers of the rank of Under Secretary (or equivalent) and above

M3y tnitial their minutes. But they should also further identify themselves
by means of their name undertyped in capitals, their appointment and a
telephone extension for enquiries.

POINTS ABOUT MINUTES

the file. Recipients should retain the original minute on their own
registered file (see also Chapter 2) and should normally reply to loose
minutes quoting the originator's and their own reference.

17 It is not normally desirable to burden the staff of one branch

with the detailed internal discussion of another, and where advice is
sought on a registered file, the minute conveying the required information
should be the only one written on the file by the replying unit. Internal
discussion leading up to this reply should not be conducted on the
registered file belonging to another division but on an internal related
file in which copies of the original minute and the reply will also be
held. Where it is necessary to pass the file containing internal
discussion to another division or branch, the final minute should contain
a summary of the relevant preceding discussion in addition to the
information which the minute seeks to convey, to save the recipient of the
file the need to read a great deal of the irrelevant matter.

SUBMISS IONS

18 When matters for decision are referred to senior officers, they
require an exposition of the yroblem, the relevant facts (including any
rules etc that are applicable) and often something of the past history.
The submission should end wherever possible by recommending the line
of action to be taken. It is ideal that, if the senior officer agrees

the course of action proposed, he has only to endorse the minute.






