


 (Note:  A letter may be used to provide more formality than an email but less than a memorandum.  It is more flexible in context and format.  Section headers will NOT be shown on final.)

[image: ]NATIONAL WILDFIRE COORDINATING GROUP
Letter No. 15-014
20 July 2015
	Pertinent Individual and/or Entity
Address
City, State & Zip Code

	
	Re:  State the subject and use to direct business of letter.  Use font provided in template (Tw Cen MT 12 point throughout issuance).  Don’t exceed two lines.

	Salutation:  Capitalize first letter of first word as well as surname such as “Dear . . .” followed by a colon.  If addressed to a group of individuals, refer by name and omit prior salutation reference (i.e. “Dear”).



Body:  Be concise, organized and to the point.  Use active voice and standard English sentence order (subject-verb-object).
· Specific techniques to incorporate:
· Use short words.
· Keep sentences and paragraphs short.  
· Avoid jargon.
· Use “I”, “you”, and “we” as subject of sentences vs. “this office” “all individuals”, and so forth.
· Keep to one-page in length.

Complimentary Close:  Use referenecs such as “Sincerely”, “Thank You”, etc… followed by a comma.

[bookmark: _GoBack]Signature Line:  Chair, NWCG Executive Board  Signer’s name followed by functional title .

Enclosure Line:  Number and describe briefly.



image1.tiff
" N

@%@

e
%RpNATING r-l“éw




