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UNITED STATES DEPARTMENT OF COMMERCE
| The Under Secretary of Commerce

| for Oceans and Atmosphere

| Washington, D.C. 20230

Standard Letter Format ‘

The Honorable (Name)
House of Representatives
Washington, DC 20515-6210

Dear Representative (last name):
Begin the first paragraph of each letter with “Th:

description of the subject of the incoming letter. (b)(5)

(b)(5) (0)(5)

(b)(5)

Double space between paragraphs. Only the first and last paragraphs may contain one sentence.
All other paragraphs must be more than one sentence.

All letters are to be centered on the page using a standard 1” margin. Do not justify the right
margin. Times New Roman font with 12-pitch print style is recommended on all correspondence.

(b)(5)

Sincerely,

Name
Title, if not imprinted on letterhead

Enclosure

THE ADMINISTRATOR

@ Printed on Recycled Paper



