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;iAR F-'.)C,D _'..J)'.:lnSTfbTION 
nrn:.;;cTOR OF EXTENSION HGRK 

7lashinr;ton 2 5, D. C. 

July li, 194'! 

~TElJSIO'.T SERVICE MEt.,OP.ANDUI.~ NO. A-139 

Subject: Preparation of Circular Letters 

In order to facilitate the identification and appropriate handling by 
the rGcipient of correspondence originating here, tne follovri::-ig pro
cedure is established for the prepuration of all circulur l etters. 

All circular letters prepared in the Extension Servic6 shall have a 
concise .identifying subject recorded illlJ:lediately below the salutation 
of the letter. In addition a.n indication of the acti on desireci from 
the recipient shall be carried to the right and above the salutation. 
Uniform indications of action desired shall be: 

(a) For your information 

(b) Reply requested 

(c) Other appropriate action (indicute specific action desir ed) 

EXAHPLE: 

For your information 

TO ST.\TE ~TElrnrcn ERECTORS: 

Subject: ~ppointr.ient of Federal Extension Clothinr; Specialist 

The 11Reply reque:ited" indication should be used only when absolutely 
essential and specific ini'onnation is required here. 

Director of Extension Work 

828-44 
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