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500
INTRODUCTION TO THE CORRESPONDENCE MANAGEMENT PROGRAM
501
Purpose.  To state the objectives of the Correspondence Management Program for the Department of Labor (DOL) and establish responsibility for its administration.

502
Scope.   This chapter is used as a guide throughout the Department.   This Chapter applies to all DOL Agencies, Regions and Field Offices.  Agency supplements will be issued to cover those areas that deal with individual Agency requirements that are not covered in the departmental issuance.

503
Objectives. The objectives of the Correspondence Management Program are to:


A.
Ensure the quality of correspondence.


B.
Develop correspondence in the most economical, accurate, efficient, and timely manner.


C.
Document policy and procedures as required by the statutes stated in Paragraph 511.


All levels of management should aid in attaining these departmental objectives. Officials are expected to limit correspondence to essential needs, to be sure that it is of high quality from the standpoint of effectiveness and readability, and to expedite its preparation and processing.

504
Definition. The word "Correspondence" refers to formal letters, information memoranda, summary sheets, routing slips, e-mail messages, faxed documents, and form letters.

505
Reference Material. For more detailed information concerning style and grammar, refer to the U. S. Government Printing Office (GPO) Style Manual (2000).  Use the Word Division Supplement to the GPO Style Manual (2000) for quick reference regarding spelling and word division; for words not contained in that supplement, use a dictionary.   

510
AUTHORITY, POLICY AND RESPONSIBILITIES 

511
Authority. This chapter implements the Federal Records Act of 1950 (Public Law 81-754, Title V) and the Federal Management Regulations (41 CFR 102-193, 102-194, 102-195), successor regulation to the Federal Property Management Regulations (41 CFR 101-11).

512
Policy. The Department will continue to manage its correspondence effectively and efficiently in keeping with the guidance outlined below.  It is the policy of the Department that all DOL organizational components maintain convenient, uniform, attractive and clear stationery formats consistent with cost effectiveness.

513
Responsibilities.

A.
The Office of the Assistant Secretary for Administration and Management (OASAM) provides departmental policy in coordination with the Executive Secretariat for the management and preparation of correspondence.  OASAM is responsible for issuing policy designed to ensure uniform stationery formats consistent with cost effectiveness and modern technology.  

B.
The Office of Acquisition and Management Support Services (OAMSS), Business Operations Center (BOC), OASAM is responsible for the administration of the Correspondence Management Program.  OAMSS will:



(1)
Encourage the appropriate use of preprinted form letters and assist in their 




development to ensure uniform stationery formats.



(2)
Develop and implement policy on stationery to be used within the Department.

  

(3)
Provide guidance to the DOL agencies and review proposed stationery designs 




to ensure they conform with DOL policy.



(4)
Assist DOL agency personnel in implementing correspondence management.

(5) Serve as the departmental liaison with the General Services Administration 


(GSA) or other Government agencies in the area of correspondence.

C.
The Executive Secretariat will:



(1)
Standardize correspondence style according to Federal regulations, as specified in the GPO Style Manual and the U. S. Government Correspondence Manual.



(2)
Promote departmental training in techniques to manage and prepare correspondence. 



(3)
Conduct reviews and evaluations of DOL agency implementation of departmental correspondence procedures and recommend improvements where necessary.

(4) Provide guidance to DOL agencies in the development of their correspondence and establish control procedures to deal with correspondence to and from the Secretary, Deputy Secretary, and Chief of Staff.

(5) Review all correspondence addressed to the Secretary, Deputy Secretary, and Chief of Staff; enter it into the Secretary’s Information Management System (SIMS); and transmit it to the appropriate DOL agency for a timely response.

(6) Review all correspondence prepared for signature by the Secretary, Deputy Secretary, and Chief of Staff, and clear the correspondence through appropriate DOL offices to ensure that policy guidelines and quality standards are fully met in a timely manner.

D.
DOL Agency Heads will:



(1)
Implement the DOL Correspondence Management Program within their respective organizations, in the national office and regional offices.



(2)
Designate an individual to serve as the Agency Correspondence Management Officer and notify the OAMSS and the Executive Secretariat of the name, title, location, and telephone number of the designee, and of any subsequent changes.



(3)
Issue Agency supplements to this chapter, as needed. 

E.
DOL Agency Correspondence Management Officers will:



(1)
Serve as agency liaison with the OAMSS and the Executive Secretariat on correspondence management activities.



(2)
Perform managerial duties required for the implementation and operation of an effective Correspondence Management Program, meeting prescribed departmental and NARA standards as outlined in the GPO Style Manual, U.S. Government Correspondence Manual, and the DLMS.



(3)
Provide advice and assistance to managers within their respective agencies in the area of correspondence.



(4)
Establish intra-agency procedures and provide technical assistance to their respective DOL agency regional offices on correspondence management activities.

F.
Regional DOL agency heads will be responsible for correspondence management functions as delegated by their respective national office DOL agency heads.

G.
Office of Public Affairs (OPA) will design stationery for all DOL agencies that is of a uniform format and style consistent with the Graphic Communication Standards Manual.  

H.
All employees will be responsible for properly routing correspondence to ensure prompt delivery and reduced costs to the Government.

520
STATIONERY POLICY
521
Purpose.  This Chapter establishes policy and provides guidelines on the Department of Labor’s (DOL) stationery. 

522
Types of Stationery
A.  
Letterhead.  Letterhead stationery must be used for all DOL correspondence addressed to the Secretary, the Deputy Secretary, the Chief of Staff, all parties outside of DOL, and to other addressees within DOL when conveying formal directives and legal opinions.  Letterhead stationery may be used for other types of correspondence within DOL.  If a Web site address, electronic address, room number, telephone number and/or fax number are essential, they may be entered within the body of the letter.  Blue ink is the standard color used on all DOL letterhead stationery, except that the Secretary’s letterhead will be printed in black ink.  Agencies wanting letterhead changes to reflect newly established organizations will send requisitions for appropriate artwork to the Office of the Assistant Secretary for Administration and Management (OASAM), Business Operations Center.  If approved, BOC forwards the request (along with USDL Form 1-111, Audio-Visual/Graphics Requisition, completed by the agency) to the Director of Audiovisual Communication Services (DAC), OPA, for final design.  Simple changes, such as an organizational name change, need not be submitted for review by BOC as long as the organization adheres to the guidelines of this policy.  The Bureau of Labor Statistics (BLS) may execute direct procurements with contract printers for stationery.  BLS graphic designers will prepare the artwork for the BLS letterhead and envelopes following the DOL policy guidance and requirements.
(1)  
Office of the Secretary.  There is appropriate letterhead stationery for the immediate Office of the Secretary and Deputy Secretary, as well as for boards, committees, and other organizations within the Office of the Secretary.

(2)
National Office.  Each DOL agency may have two styles of full-size (8-1/2" x 11") letterhead stationery: one style for the signature of the Agency Head (e.g., Assistant Secretary, Deputy Under Secretary, Solicitor, Commissioner) and another style for the use by the remainder of the Agency. (See Appendix A-525.)  The Agency Head is authorized to have exclusive use of letterhead note-paper (7" x 9") (see Appendix B-525) and note-cards (3 ½” x 9”) (see Appendix C-525) for personal notes.

(3)
Field Offices.  Each regional DOL Agency is encouraged to have one, single, common-use, full-size (8 ½ " x 11"), letterhead stationery per Regional Headquarters Office.  Agencies that wish to combine sister regional addresses on a single agency letterhead may do so.  This stationery identifies the Department, the Agency, and the address.  (See Appendix D-525.)  In addition, there is one letterhead style for field offices other than the Regional Headquarters Office (e.g., area office, district offices, and field stations) that identifies only the name of the Department and the Agency.  If the street address, Web site address, electronic address, room number, telephone and/or fax number is essential, it may be entered within the body of the letter.  (See Appendix E-525.)

B.  
Non-letterhead Stationery.  

(1)
Plain White Paper.  Except as noted in paragraph A., in the interest of cost savings, non-letterhead, full-size (8-1/2 x 11"), standard, plain white paper is encouraged for all internal DOL memoranda not addressed to, or initiated by, the Secretary or the Deputy Secretary, and not addressed to the Chief of Staff.  Formal internal correspondence (memoranda) may be prepared on official agency letterhead to convey the official nature of the document.
Appropriate and clearly distinguishing acronyms should be typed on the “TO”: and “FROM”: lines to assure identification of the originator and the addressee.  Regional Headquarters Office and other Field Office locations should be clearly identified as part of these acronyms.

(2)
Note-pads.  Agency Heads and Agency offices located in the Regional Headquarters are authorized to use note-pads (5”x 8”).  (See Appendix F-525). Note-pads will not contain the official seal, since the note-pads are used for writing notes that are not sanctioned by the Department of Labor.
C.  Envelopes.

(1)
General Guidance.

a.  
Several DOL Agencies Sharing a Building.  When several DOL Agencies share a building, those agencies use a “common-use” envelope.  This envelope identifies the Department and the street address, but will not identify a specific DOL agency.  Space is provided for stamping the Agency name on the envelope when necessary.  (See Appendix G-525 for an envelope sample for the Frances Perkins Building.  See Appendix H-525 for an envelope sample for a regional office.) 

b.  
Single DOL Agency in a Building.  When one DOL Agency is in a building, the envelope will include the identification of the DOL Agency.  Agencies desiring letterhead modifications to reflect organizational name changes, and newly established organizations, forward requisitions for appropriate artwork to the BOC, OASAM. If approved, BOC forwards the request to the Director of Audiovisual Communications Services (DAC), OPA for final design.

c.  
Field Offices.  Agency offices located at Regional Headquarters will follow the general guidance described above.  Field Offices, other than at Regional Headquarters, will enter the address in the provided space on a “common-use” envelope which does not have a preprinted address.  (See Appendix I-525)

d.
Envelopes for Note-paper and Note-cards.  Appropriate sized (7 3/8” x 4 ¼”) envelopes are available for note-paper and note-cards.  (See Appendix J-525)

(2)  
Specific Guidance.

a.  
Office of the Secretary.  There are appropriately identified envelopes for the immediate Office of the Secretary and Deputy Secretary, as well as for boards, committees, and other organizations within the Office of the Secretary.

D.
Official Business Cards.


(1)
General Guidance.



a.
Business cards may, under certain conditions, be validly chargeable 



to general (i.e.; Salaries and Expenses) appropriations.  Before business cards are charged to general appropriations, agency heads must make the determination that DOL employees who will be using business cards will be furthering the agency’s statutory mission through the use of the cards.  The business cards must be used primarily as a means of facilitating necessary agency-related communications between DOL and those with whom it deals, both inside and outside of government.  It is critical that the business cards only be used in connection with official DOL operational activities if they are charged to general appropriations.  For example, DOL employees may give business cards to representatives of commercial or governmental entities with whom DOL does business or conducts operations to facilitate mission-related communications between those entities and DOL.  Business cards are not chargeable to general appropriations if the use of such cards is merely to conform to social or business custom.



b.
Each agency will determine for which positions they intend to procure




business cards.



c.
Agency heads should exercise judgment in ensuring that both the quantity of 



cards requested and the cards’ printing costs are reasonable.  For instance, cards may be printed on a DOL network or desktop printer using electronic media when it is more economical to do so because of limited use.



d.
Business cards will be purchased through the National Industries for 



the Blind, which is the exclusive source for Federal government agency business cards.


(2)
Design.  To ensure that business card designs conform with DOL policy and 


are consistent throughout the Department, agencies will adhere to the following guidelines:

Business cards will be designed as reflected in Appendix K-525.  Text and Logo will be in black ink.  The Department of Labor Seal will be displayed in the upper left corner.  The card will identify the Department and Agency to the right of the DOL Seal in upper case letters, followed by a horizontal half-point hairline rule.  Underneath that, the individual’s name, title, and office will be identified.  In the lower left corner, the Office and address will be displayed.  In the lower right corner, the telephone number, cell phone number, fax number and e-mail address will be identified.  These will be displayed in upper and lower case letters, except that all e-mail addresses will be in lowercase.
Exemptions to the DOL Official Business Card Design policy may be granted by the Assistant Secretary for Administration and Management based on demonstrated agency mission need on a case by case basis.
(3)
Requests for Business Cards.  Before business cards are charged to general appropriations, agency heads must make the determination that DOL employees who will be using business cards will be furthering the agency’s statutory mission through the use of the cards.  Agency heads should exercise judgment in ensuring that both the total quantity of cards requested and the cards’ printing costs are reasonable.  Once approved, agencies may procure business cards directly through the National Industries for the Blind (telephone number 1-800-799-0402).
E.
Personal Business Cards.

(1)
General Guidance.  The Department of Labor business card may be obtained on an individual basis through commercial printers.  Government funds can not be used when the business cards are purchased through commercial printers.  

(2)
Design.  The design of business cards utilized by DOL personnel while representing the Department, shall adhere to the DOL business card design policy and standards provided in this Chapter regardless of the source of funding. 

523
Replenishing Stationery Supplies.
A.  
National Office.  All art work for letterhead and envelope stationery should be sent to the BOC, Office of Administrative Services, Division of Printing and Supply Management, for ordering new stock.

B.  
Field Offices.  All artwork for letterhead and envelope stationery should be sent to the OASAM - Regional Administrator (RA) to facilitate local procurement of stationery.  The OASAM - RA is responsible for acquiring all printed materials by processing Agency printing requisitions, assuring Agency appropriations are charged, as applicable, and either stocking the materials or directing shipment to the using activity, whichever is most cost-effective.  Agencies will place orders for standard bond paper directly with the GSA Customer Supply Center (CSC), or use other approved requisition procedures.

524
Requests for Exceptions.  Requests for an exception to the standard stationery policy must be authorized by agency head and presented in writing to the OASAM/BOC, Attention: Stationery Policy.  All requests must include justification and supporting data for the exception.  (Example of an exception is: adding a tag line, or logo, indicating 25 years or greater celebrated anniversary of an Agency or Agency program to the bottom of the letterhead).  Use of special stationery usually is limited from 6 to 12 months.  The standard exemption to this policy is the Secretary of Labor’s stationery, which has an unlimited time frame.

If exemption requests involving the format of letterhead stationery are approved, OASAM/BOC will forward the request to the Director of Audiovisual Communications Services, Office of Public Affairs, to create the artwork design.
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