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| 15 August 1957
TO: Assistant to DD/I (Planning)

SUBJECT: Informal Correspondence in the DD/T 07fices

I. PROBLEM:

The problem is to determine what practiecal action esn be taken
to jmprove the writing of informal correspondence in DD/I Officas.
II. ASSUYFTIONS:

1. Gleasr writing ie vitslly inportant to saving reading time
for senior exccutives and enalysts, Agency employees spend an average
of sbout 4 howrs each day reading,

2. FPoor writing may result firom several ceuses: (a) inadequate
knewledge of the subjeet, (b) vague understanding of the purpose for
writing, or {e) carelssa choice of words and failure 4o organize idees,
We will focus on the flawsg caused by careless cholce of words anc
Fallore to organize ideas,

3. M1 of the DR/T Offices except one have editorial staffe thet
eontrol tha production of formal reporta. We assumed, therefore, thst
we should focus on the Informal correspondence such as mewos, letters,
and notes that are circulated within the offices or sent upward to the
DD/E, PD/CY, and DCY. We are not dirsctly concerned with formal
publicstions such as the NIB'e, NIS's, and the OCI Bulletin.

L. We svssumed that we should judge the quality of writing in
the DD/T Offiess by the standards of excellence we desirs for the
DD/Y Offieen, not in cormarisen with other governrmoent ageneles,

The steps other government agencies have teken to improve their
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%, We assumed that writing style, orpanigation, and format
should be aprropriate to the subject, purpcse, and length of the
correspendence, 1o select the most sultable action, we rust know what
ihe most corron purposes, subjects, snd lengths of correspondence
written in the DD/I Offices ave. Therefors, we asked each Office to
engwar 8 queostions about the quantlly, current guides, purposes,
a:e:i%sjeﬁﬁs » audienees, snd quality of thelr informel correspondence.
fnmex 4 containg the questions, :

©. We ssaumed that the writers in the DD/I Offices are literste,
Trereiore, we should snalyze samples of thelr writing to discover
flaws, rather than recommend general training or puides that would not
s6d to the Information writers already have. We asked eech office for
typiezl sarples of thelr curvent informal correspondence. We anslyzed
the serples for 3 aspects of readability: style of expression,
sygeni zation, and format. %o help eveluaie style of expression, ws
uoad s cuentitatlvas formle celled the Fog Tadex. We also applied
geveral genorally aceepted eriteris for clear styls, organization,
ond format. Annex B contains z detailed deseription of the Fog Index
and ths other erllieria.
fIX, FACTS BEARING ON THE PROHLEM:

i, We estimate that about 80.000 wemos are wriiien in the DD/I
OfTiens vearly.

Z. The Offises wary as To the number of memos they write, and
“n the predeuninent purposss and subjeets of their meros. Short msmon
about administretlve supvort rattere, with the purposes 1o supply
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", Within every DD/I Cffice, the readebility of the informal

serpespondence veries from easy to difficult. Furthermore, some

Lffieces conslstently produce nore readable memos than others.
The stilted ard wordy sentence structure of Federalese hes

sined a foothold in 5 of the DD/T Offices.
There are some prevalent organizational flaws in the inforrsl

£
)

SUrraspondenes .,
Migeslligoeous noticon and verbal ifnstructions are the only
Handbook

wsorrent galdes te wrilting styie in informal correspondence,
&2-100-1, Correspondence Stvle and Procedires s 1s vsed throughond
whe DI/ to puide the rmechaniesl aspeets of format,

Wiriting mamals ard twerining facilitles are avnileble that

W w

ore suitable to help the DB/I in a carpalpn to improve writing,

T, DIBGISSION:
Gumatity and type of ecorrespondenes

¥y snavar the survay guections, all of the 0ffices gxcapt OSI
somphed the meros weitten in s time period remging from 1 week %o 3
wonthe, 0807 editorlal steff pusssed the yesrly wolume for 787,
Sinre the suryey showed that the quantity and type of corres
pondense variss osongiderably frem Office to Office. we enalyzed the
inforpation from each Offien separately. Amnex © contains the
dohallod enaiysis for ench of the Offices,

The egtirmated mmber of remos Tor each Offles isz:

Widee of the DI/ end 3taffs ,
e
1z
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The Offices write for a verlety of purposes, and about diverse
subJects. Howewer, OCR, 00, ORR, and 0SI all write significant pro-
portions of thelr meros about administrative suprort, to supply
inforration or to request services, 0CI, ONE, and OBI write more long,

) smbstantim,‘ analytieal remos, Of the few remcs thet are written ia
OCI and ONE, vrelatively larpe proportions are addrecsed to the DD/I,
ID/CI, or PCI. OCR writes the shortest meros — 99% are one pare or
less in length,

2. Quality of weiting In sample memos

Beveral of the Office representatives with whom we discussed the
problem hesitated to answer question 8, which requests an opinion,
Those vho did answer question 8 sald that style of expression could
be Improved most frequently, and that organization could sometimes
be Improved.,

‘n evaluating style of expression, we fomd that some samples from
every office had a Fog Indsx teo hipgh to perrmit a college graduate %o
mnderstand the lanpuspe. The fop resulied fronm different causes in
diffevent Offlces. In OSI, OCR, ORR, 00, and OBI, the high Fog Index
rosulied fron the excess words and stereotyped phrases of Federalese.

Some oxamples of phrases frem the somple remos ares

Threage Suprested Improverent:
isaistance in connection with Halp

grsuant to your request As you agked
This office has noted the follouing We note that
e are in spreenment therewith We agree
Inasmch as Baceuse
‘fransritted herewlth sve Attached are
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_ 1 00T and ONS, the leng subatantive memos had extremely high
Fog Indewes, but the style was not stereotyped. The high Fog Indexe:
vars the result of cornlex sentences and academic words.

The vrpanigational snapgs thet occwrred were similer in the
gifferont offices. The most corron wers leng or inaccurate titles,
fallurs to sepsrate rub-topies, snd the inclusion of too meny detallsz,

Ta formab, nost of the sample memoa were acespteble, but the
4hermolax coples provided by sons offices were almost 1llegible,
¥ the poor conies are an isolated cirevmstence of this study, this
in not o serious problem, We believe, however, that rany cnelysts mest
wgad illegible ecoples,

3, COwreent pguldes and procedures

| Ths Offlces have no orpaniged pelicies about the writing style of
Informal correspondence. The miscellancous instructions bty the AD's
and the DCI's dirvectives on organization sre helpful guides, but they
ara not thorouph snough to schieve consistent clarity in all writing.
“he aditorial staffs have no control over informel correspondence,
<ome weiting style mammls have been distributed in some DD/X
Wrlees, but there are no procedures for ensuring that wrlters apply
“he prineipiss. Tn fect, the representatives of sore Offices expressed
the cpinion that preseribing metters of style would lower the quality
of writiang by stifling originality,
Wo believe that the wide rarges in readability of the memos
wrltten within eseh Office reflect uncevtainties on the psrt of
she writers as to what style is preferred in DB/Y writing,
Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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4. Treinipe facilitles

The Offiea of Training offers 2 writing courses to improve pereral
Cwriting skill. Both of the eourses cover points that would correct
the flews we found in the informsl correspondence, but both ave more
corprehensive than would be necessary to correct those flaws alone.
Stnce Avgust 1054, 157 DD/1 emrloyees have corpleted the 2 courses.
The General Services Administration, Nationsl Archives, offere
¢ 16-howr course erphasizing simplicity in informel correspendence,
Any povernrent sgency may obbtain the instructional meteriels for the
courss. However, the exarmles sre of a more routine type of corres-
pondence than that written in the DD/I Offices.
Y. COFCLUSI(NS
1. %here are sneeific and widespresd flawe in the memos written
in the DD/I Offises. One corron flaw 1s over-formal and vordy stylsag
another flaw is poor organization, The DD/T should initiaste a campaign
to elimlnate thess flaws.
<. Some leng substantive merios are hard 4o read. We need to
take specific sctlion to rake these memos easier to read, becsuse thev
are hard to read for different reasons then are the administrative
memos, and they are read by senior officlels who are extrerely busy.
#. 'The diversity of %ypes of memos precludes establishing rigid
Tormat and organizational rules, but writers need more unified guides
than those that exist. A brief zulde to writers in establishing
veganizntional and formet featuras should be prepared.
+s the flaus 1n informal ecorrespondence can be correctad by
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and their audiences, rathar thantfron 11literacy or the part of tie
writsrs. ‘Training should be snecifically adapted to the needs of
sore Uffices, as recorrended in the Office reports,

%. Baceuse the corresrcndence situstion 3s different in
diffarant Off1ges, we must recorrend sore action specifically to
asch Cffice.

VI, RECCIT ENLATIONS:

A. General

To 1rmrove writing style, we recorrend that the DD/I

1. #{ddreas a cony of Alr Force Vanual 11-3 to every Intelligence
Of 4 2er in the DD/I Offices, with a énvering note celling particular
attention to.Chanters Z and 5. Amnex D contains a draft covering note,

2. Instruet all writers to prepare & summary and place 1t at
the seginring of any substantive remo more thean 3 pages long.

To vnify and clarify ratters of orrenization and formet,

1. The DD/T sheuld publish & brief guide incorporating the
11sealleneous directives on format snd organization, with sidcitfonsl
agugpastions ag to the best crpanization end format for speeifie types
of memos, The muide should be Adistributed to beth writers and
asecrataries,

. Snecific to Dffices

1, The AD/CR, AD/RR, AD/BI, and AD/SI shculd ‘nstruct all
Bivision, Brenen or Secticn Chiaefs to edit mll corresnondence writtean
in the Divizien, Br-nzh, or Section for & period of 1 week. The
Chiefls should 3zlsct remos that are psriiculerly well-uritten or
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%, ‘The "D/CI and the AD/NE shculd emphasize the DT/I's
instruetions tc rlece a sumrary at the beginning of all substaniive
rerasg over 3 pares long, as particularly enplicable to their Offices.

4., In addition, the following seticn should be teken by the
Individusl AD's:

AD/CRs s. A1l OCR nersonnel who write memos should he

‘notructed to read "Flain Letters®,

. b, The Library, Grerhies Rerister,and Docurents

TMvision should econtinue to use form letters. They should

v1ir-inate duplicete form letters. They should also atudy

#11 form letters and revise some of them tc improve simplicity

A

rnd elarity of style.

¢. The AD/CR should ennounce & pcliey to cut down
the amount of informal correspordence, by conducting ‘ntra-
branch and Secticn business orally vhenever possible.
D/M0: &, 00 should continue to keep its informel corres-
rondence as informal es weecsible, using the diary, note and
Jetier forms now in use.

., 00 should condense and publisgh some of the
rrinciplas of clear writing style in the puides for formal
reports, stressing their spplicetion to informal writing in
a1l Divisions of CO.

¢, The AD/00 shculd relterste these nrireirles,

snd the rrineiples of inforrality, as & policy, comruriesting

the nolicy to £ll levels where informal writing is done.
Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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AD/MR:  a. The sections of "The Writing of Reports” that
desl with style ané organization should be called to the
attention of 1l writers in ORR, They are applicable to
informel eorrespcndence as well es to formal reports.
*n/BI: =&, OBT shculd devise form reros for correction
racuests.

b. OBI shculd inform £ll of *ts writers that the
fop level 1s hiph in some remos end that they shculd econorize
o words,
#D/SIs  &. The AD/SI shouwld instruct writers and reviewera
of writing to use an informel style for informal correspondence,

. OTR should tailor az brief writing seminar for
senior pergonnel of 0SI, stressing sirplicity of style.

<. The senior offieials of 0ST should consider
roducing the number of coples on distribution lists for
informal oorrespondence.

i, DST shculd instruet typists to vse only the first

sarbon for 'Chermofax reproduction.
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Santent

Femorerda Survey Questions

Griteria for Readabiiity

Repats on Corrasporvience situation in Separate DD/I Cffices
i, (ftice of the DD/I and Staffs

2. (tfice of Central Reference

2, (fiees of Upsrations

4., Uifiee of Research and Reports

n,

3., ldfiece of Basie Intelligenecs

&, Uffice of Seientific Intellipence

7. CUffiee of Hational Batinmates

8. Office of Current. Intelligence

Braft Covering Rote foyr DD/T o Send AF Menual 13-3

3 all Intelligence Officors.
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STAT

ABNEE A
14 Desenber 1956

¥emorands Surey

i, ¥kalt vegulations, guides, and editing procedures are currently appilied?
. How many memoranda does each Division (Branch) write per week?

3. What proportion is writton for a goneral avdience {wide dissemination),
and what propertion is written for a spscific audience?

L. YWhere do the memorande 20%

&, within the office

b, to DCI, DDCI, VDI
¢, to other DDI offices
d. ¢ther,

- Bow long are they?

a. one page or loss
b, 2 %0 3 pages
2,  more than 3 peges,

&, Whalt 1s their content?

4. osubstantive explanation
b, substantive facts

i, administrative suppord
d.  plenning recommerndetions.

7. Why ave they weitten?

in response to a siEnding requlremsnt
C oo peport activities
= Pog a subatantive publication
B, %o i1l & non-routine noed
+ ho supply informetion
- bo revuest services
= o recosmend action.

3., Vhich attributes could be improved most in the memorends written in your
offies?

7, orgenization

0, 8izle of exproszlon sard presentation
2, format (errangement snd typing)

id. ocontent selection

&, other,
A?oproved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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The Teg irndox is oms of the simpler readability formules now belvg uscd.

it takes sccounh of two elvmento im style, The £irst is the number of ifeas
The yeadey mast desl with In ome wait, and the second is the 4ifficuldy of the
- iYeas, YWe obbain the number of ideas psr sentence by sounting the aumber of
wopds per sontencs, and the diriiculbty by counbing the numker oi“' werds moxye
zhan 3 wyllables jeng, since lopg words avc uswally diffieuld words,

T san derive a fog Index o Followss B

aetA s d

(A1

¥
1

saeh word that cun be prowounced in ous or two sounds a valvs of I,

v_
o

[uBs
ey

2., Give szch word that is rwonouaced in more than two sounde a walue of 3,

3., Uouat the muwber of eleweunbs for euch sentence sepovately, Take any
ecwpiots statemont of thouwghd as & semteresy conpider a semi-golon or & colon
@y 5 pericd when making a LDog eoumi,

4. Pouxb only L elemwut for progsr pines, place names, dates, mumbers ami
sbbroviations gven though fhey sre pronsaneed in more than I sounds,

5. Gompube ths average fog count psr sentence.

G, If the gvevage fog coums is 20 or nore, divide by 2 to get the feg
dudex,. which iz the grade level of readine difficulty. For example, 17 the
aravage fog comt is 24, the fop Ludew is 12, anf the reading levsl is 12th grade.

Y. 1P the sverage fog cowmb iz less tham 20, subtrect 2 and then divide
sy 2 for the fog index,

& Pop indoz higher thae 16 fudicaiss difficult reading for 8 college
geathate . Haroerp's Magasipe ant the Atlaniic Mopthly newsr permlit the Tog

jox for their artieles ¢ erxeccsd b
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oo edventags of the fog Imdsr ie the: 1t 1s objective. Some other con

ralicns, although they are gemerally nccepted as criteria for good wpiting,
zie subjeet o more exrove of judgwernt thun the fog index,
Li. Other Style Considevations
in svalusidng style, ws comsider the following factors in addition to
whe fog index:
1. lLangungs should ba as divect and simple as possible, with no
WHBEGSYATY worda,
2, Active verbs should be vreferred to passive vorbs,
3o senlencos should very im lensth,
TiE,  Oroandzetion and Formad
Tha organizntion ard formed, as wall an the etyle. shovld be adapted to
sho aubjeet, length and pwrpose of each paviiculer mswmeo.
Foe pood oppanization end vfcrm&'?; "
1. The titie or staterent of the subiest ghenld te brief, completc, and

tweeurate, The title shonld deseribe €1l of the contont of the memo as specife.

Zeniily o8 possible,
2, Faclts ard arguments should be sewarged in a logical order, with clear

sutisitles in long memes,

3o Favographe shonid vary ia lsmgih. but they shesld be neitier too Jiong
FET S ';;oc} sghowt,,

VL Tranaitioral ewes should vrovide contimaliv betusen Aifferent paragrapis
i voections,

5. In forsat, indenfaition shonld be consistent and shouid be besed om

crgznization,

Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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fr, Format avrangement should be similar for simiier types of memos, so
thst the yeader c¢an depend upon finding the identifylng information about the
iy in the sams pilace.

7. Liste or serles of mmbexc; should be presentsd in tebular form,

&. Margins should not be less ihan ore inech,
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InTormal Corressponience AINEX C-1
DD/I's Immediate Offies and Staffs

1. Suvonmesy
The Di/I's immsdiate office and the Staffs write a reagonable
aunbar of vemor, mostly to readers cutslde the DD/T srea., lMost of the
zewos ave 1 pape or less In length, ligh Fog Indexes were found fex
v of the longer memons,
II, Quentity
1. Botimsted Volume
The Office of the DD/I sstimates that 1% wrote 39 memos during the
aonth of Jammary, 1957, Assuning that thet month is typleal of the memo
aoduotion, 1% 1s estinatod thab the Offics of the DD/ writes sbout 468
memna each year,
The percentages of mamos wrltien by the various rerts of the DD/Ivz
Imediate office and Steffa in the pariod auvrveyed are:
Dil/T Tmmediste OFfioe
ald Coordinatimm Staf?
Auglgtant to DD/L (Admin)

Honior Researeh Staff
ALE othor

GHEWLA

2. Pwrposs, subject, Jength and readers

Thwes-Lfourths of the memes sre sbout adninistrative aupport nmatiers,
walnly written to supply inforcation er te request serviees., Ninety-#iwe
poroent eve weitten to £113 a non-reutine need, and 5% in responge to
rsanddng vequirenent,

The Offies of the DD/Y writes 92% of ite memes to a sdngle addresssa.
Soventy-four percent ~f the memos ere 1 rag: of leas in length,

oot of the wesders are ocutalde the D5/T are n
Anggoyed For Release 2003/06/26 - CIA- RDP80301673R53’33”8?308§*5‘
e effiece, B4 ave vend by the DG, ID/CT snd the DD/T, 15% by other
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The sdministrative support memos we Inspected were easy to read, wellw
sopaniged, and with reasorable Fog Indices.
The longer, more complex memos had extremely high Fog Indlees. These

vomos wore siniler to the substantive megse weltten in 00T and ONE,

{7, Current Guides and Procedures

The Dffice of the DD/Y uses no speeific wpitten guides or editing procedures,
“hey comply with the peneral Agency procedures, which are covered in various
suprespondence mamals.
¥. Conelusions

1. The types of informl correspondsnce written in the DD/I's immediate

«ities and the Staffs are similar to the types written in other DD/I offices,

T

75, PEoeommzndations

7., ¥o separato actisn is recomended for the DD/I's immediate offices and

Staffs.  The roconmondatlons in the $taff Study spply,

)
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Inforsel Corpeppondence
Office of Cerbrai Referenes

OCR writes a very large volums of informal corresporid-
ence, chislly to reguest scvrices or to supply infommiion.
The Library, the Craphics Register, and ths Document Iivision
write slmst 75% of OCRYs mews. They usc mony form letiers
for routine requests.

Moat of OCHYa nmemos are aboul sdministrailve support or
substantive facts, Those that are shout subotestive faets are
trapsritials rather thea angligses of the facis. The memos ars
shovt, usually less thax one yege loag, ard s larges percentage
is addressed to readers outuide OCH.

The titles of ths mexos are psnerally clser, and the
fact thal the memss are so chort mirimises other organisstion
problams. In forsat, the memvs arc sceeptable, except that the
thaerrofax copies ure herd to read. In style, the mamos wvary
fyom axcossively short sentences to excescively lomg ones, and
the sarpies show soverzl «xamples of gobhledagocke.

(R¥g corremt procudursa and policy on writing atyle
conmist in complying with the AD's well-kuowa jreference for
ginple, direct amd clear writing.
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1T QUANTITY
1, Estimated Volume

OCR estimater that it wrote Y12 Informal memns duriug
oiie week in January 1957, Assuming that the week surveyed is
typical for OCR's nemo production, it is smiimnted that OCR
wirites about 47,42k mews each year.

Form memos are ured for o large prapartiza of this cor-
rospondence, For ezample, it is estimated that sbout 75% of the
CIA Library?s ecorrespondance is conducted by foram lstters o
neEo s,

The peareentages of the tetal CCR memc production written
in each divieion are as follows:

Office of the &D
CIA Idbrapry
Liajecn Oiviedion
Docwsent, Division
Indastrial Register
Biograzhic Reglieter
Uraphi~s Reglster

Specisl Roglistor
Enchine Divislon

wwg‘w\n gﬁﬁu

2o PurpdEs

¥ost of OCRYs memos are witten to request services or
o sopply information. Those wrlittenm to recnest services neet
standing, rontine requiremats.

‘ihe parcentegos of memos each divisicn writes for different
mrposes are shoun on following vage.

3
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Ofrics of _' (it
Syrpege , 4D LY 1D DD TN ER GR S MWD Jelal

To revort activities 19 3 X 17T 10 33 1 9 10 7
For & substantive »
peblieation “ e e e e e M w o 3
To recuest vervices 10 ¢ 30 66 10 I ¢ 36 10 L1
Hon-routines

Po guppdy inforzation 50 20 30 17 80 5075 45 20 i3
To recomreand action 30 « 30 e « =« 2 o &0 A

The “able wiows that the large proportion of meros wrilten by ths
Library and Documsats Division to reguest servicez accounts for the
importancs of this rurpsse in OCR?s tota). The Industrial Regloter
and the Graphics Register wirite mainly to supply informstion. ‘“he
Biographic Reglater eppsers to do much writing o report activiilse,
tut it shoulsd be repembered thet it wiites & vary sanil masber of
MO
3. Subjeciy

Fore of OCRYs memos are thont substaptive facts or cxplana.ion
than edpdnistrative oupport.

The parcantepe; of meros sach division writes oa 4 subjects are

as folioums

Offioa of 7
aublost AD_LY 1B Db SR BR G SR MD ‘Mgl
Sbsteantive Txplenation 0 3 4 B3 M0 - - - =
Substertivo Facke w5 50 13 40 83 99 VT - 40
Adwinistrative Support 50 92 16 3 20 1Y & 13 9 37
Playming rocommerdations 30 « = o« = e = e 4 K

wt
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GOt ofPun Troo D oBiuolleo T omhicas

Although the civisioas appesr to vary widely as t¢ the moet
frequent subject matter of thelr memos, ths saxples we have exandned
suggest that they are very simiiar. The discrepancies In the talle
probably reflact differences in interpretation of "subutantive®
rather than trus differences in the naturs of the corrospoivience.

Yor example, the Biographic Regloter, the Graphics Register, and ths
Docuinent Division report thet most of thelr mamss conedet of sobutan.
tive reports. The senples from these divisicas are about substantize
matters, but they are primarily sdministrative transmittals of sube
stzntive dqcmumts or films. The sampies from these 3 divisions are
quite similer %o those from the Library, which rsports that 92% of
its maros gre administrztive support.

bo Lengih

Dusing tha psriod surveysd, 99% of OCRYa memos were 1 page or
lese in length, snd 1§ were betwssn 2 and 3 pages lopg. No memos
wers movs than 3 pages long. These percentages vary only slightiy
in the differeat divisions.

5. Resders

Hinety six per cont cf the meeos have only ore addressee, and
LS vave more than one addrossed. ‘fhe Industriazl Registar snd the
Special Rogister are the only divisicns that write memds 1o mors than
one sddressas.

A wery large percentcge of OCRYs weawos po cubtsids CCR, elthw
to other DDSI officez, DD/P offices. or ocutside agenclse,

Approved For Release 2003/06/26 -*€IA-RDP80B01676R004300180037-8
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The percantages addressed Lo various places by eah division

e e follows:

CfTies 8 A
To Whew Addrepsed . of AD Jv 1D DD (R HR GR SR HD Fotel
Within OCR 5 - X 3 20 17 3 9 80 7
I, DD/CI, ODfI X7 - 5 13 o = = = o= 4
Other DDSY Offices 20 47 50 17 20 3% &7 -~ 10 238
Uoher 5 &3 3% 67 50 50 SO 91 10 &7

The only division that writes most of its memmos iy stay witivin
OCR is the Macains Division, and it wmrites 2 very small mmmber of
MERD8e

Iir QUALITY

1. The Ssmples

There are 46 sanple memos, including 7 fors letters. Thevre arc
7 semples from the Library; & fron Ducunerts Divisiop, ineluding 2
form letters; 2 from the Cffics of the AD, incinding 1 form lettwr;
& from the Blegraphic Register: 19 from the - . oraphics Registor, lim-
cinding 4 form letterz, exd & fron the Incustrisl Register. Thers
am: no samples from Liaisen Division, the Epeelal Register, or taz
Heching Division.
2o OQrpanismtion

Since mort of OCEYs pemoa ars werry short, the main organmizatloual
congiderations are whethor the Title iz descriptive ard the purpose
of the maw s stated clenrly.

the vitles ars clear, brief, and informetive in elmost all ol
ths mercs. A small ramber of the samples from the Library and fmn

Approved For Release 2003/06/26 :-CIA-RDP80B01676R004300180037-8
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sy the pewos wers seriltben.
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the Blographios Reghisbor rapdre re-peading more than onee to iesrn
fhere newes susk o persmnde the

roader thet specific couwsas ol aetion shinmud be follored, withoud

dazerdbing the proposed anpss of sebion sowriys

Ay
ST

Tos mevengeeant of the gt e generatly aceeptahie ba OCRYE

mones, sbdiongh the slde waing shonld be wider in somo mamots

Many of the thermofsy souies are heed o rend, buu el of thea

ore legible with soms offopt by the reader.

e Jurde of Rpreegion
Tho siyle and the fog dndex vy vontlderpioly Qron nams Lo noms.
O the &b senles, 27 wive Jog indenes below the dauger lins

of 1. Tan of the sawples have Top dndeses Mhat are 1é or higha,

and b of Yhe swaslies conslat of listings or of only sae sembenee,

At apgouppiste for detersiving the fog devel. The siamien with

g Foy devele daciude 1 fyem the Giliew o2 the AD, 2 rom

Testnwtriel Regicter, 2 from the ldbracy, 2 froa Uraphics Hegistus,

a3 fron Blogramhic Registar.
Fost of the saeples rom The Libvary eud Jrowm the Graphics

Lo aps notable for vhelr low Yoy lewal. Meny reme have g

RETEE Sl

Indemes of O or leoss. This oan secves pepding eoss 85 mch 8w &

Wik for lavel, becanme wifowmely shord (hoyny sontencoen giwe a
£ 2 2 2 ;

Al morpsicdsod effash.

;\5
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fhe samples from every civieion ghow some stilter pPirgess and
sueees worde. MNost of the fauits result from use of the thivd
poreon and prssive vexbs. IHwen in the suples with very low log
indares, the lsngewegs is nfien midomrd. These feults are evident
jo the form letters, whdoh chould not have besen written hastisy.

tome axepgpiles of stiiied yhrases and mggsutod reeyrites arol

Fhpnge
%‘ia mﬂgamimmm belleri . Ha peliovs
st o the reguast »f FEFC A ST/ reguested
samemdbhed herewith da saoioss
E}é; g regugsted Plesss
Your sssighines in ouy behe il Toenie ‘pesy forr your help

s mach appreciaved
Their contized reseipt is
vaguesied Vlraps el us more
The Graphics Reglster sumples incinds bt differant Porm lotbers
for requeating filns, Oas of the lethers i3 elear and dlrect txn
vrle, aad the other is madly witteny Thay centain alwost idenbical
snfovsmbion, Coples of e two sanplies see shiached to Agpendin I
Gacreteries Gn OOR vee tho Correrpondenco Heodbook as & gaids
to Pormie Sovassl style psmaals bave bean circulstad widely in
(0R, wat there is no ope ofiisind guide for writing style in =
Foxmnl. fzscsm'@mmdmc@;
Tha ADSCR profers s brief, conclae spd direct writing stylx.
AL GOR woiters inow his proferonce, and ccuply with it wienerw
e gons the writing.
Sewaral divisions of OUd uee Forn letters to cui corrasponience

Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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ROIGLTSIONS

1, OCRYs large volums of shert mwmos thed sre sindler In pure
wose ‘ustifiss additionel ateps to improve writing siyles '

2. ‘fhe large 3iffercnces in style swong mowns iandicele thal ino
wo moet ofestive, additisnald scbion should ba initiated ab ths
hranah Jewel or sectlon leval.

3e KRve wide use of form letters culs correspeadence woais.

e To iz possikle thet some of OCRYe wemos could De eliminited
Wy perecnnl or telerhone eombacks
%o ARl OCH perconned o write meos thould be Instructed o

road "Flaie Letlere®.

. e e

9. PEach braanch end seotion ehief shionld inftiste a campdgy
e feprove writiag, by ofiting all corvaspondance writbem In his

trgncl oF scetion Tor ope wedk. He ghowld sslect memos that ars
sarbiceiarly well vrdtton ar goorly writter as emamples to inforn
the writers how thoy should write.

3o The Libravy,. Grephies Beglster, snd Docements Divielon
Foula aontipue to uee forn Lstbers. They ghovld eliminste dupli-
nbe Fomn lotters. Thay shunld eise gtndy all form letbers and

papise some of then o ingrove simpliedty end clarity of siyie,

B o The ADJ/CH should anmounce 2 policy to euk dowm the svcant. of
inforvel correspondoncs, bty conduveting intra Branch and Sestica

wuslnees orally wheuevs: possibles

, i
Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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AURNEY G2
»Z, 3t ’;ng\:sn?m\rewﬁm iEﬂm}gv.m‘tg R xa«zaq{% pg,:gd,

ATTACANANE I - Graphies Rozister Form Letter Noo 1

SIBSELST ¢ Prosurement of YWollon Pletuee Film

1. Tt is roguested thet the followinz 1émm rodticn picture
il (s} be Wamu?eﬂ oh & basis

2. Sourcs from vlsh the above may be obtained im:

3. Costs imeurved in pursuerncs of this voquast mey be
sharped to Graghies Repleter fonde,

Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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ATTHIDEST X, Graphisa Regleter Yom hefher Hoo 2

oo el e bt

- R Ref. F

TO H

SRGM ¢

Flenso scerenge to obbtain the following ©iim (&) on 2

ha ey

e above is svallable frome

Approved For Releasée-5biBiielzé~—RiA-RpPE0#01676R004300180037-8
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ANNEX Ce3
Informal Correspopdence
Office of Operations

Tho volume of O0%a informel correspondence is large, both o
its own field offices and to other Agency components. More than
half of ite informal corvespondence is writien Lo supply or to reé-
quest information. Most of the correspondence 1s one page or less
in length, and addrfe,%ed o only ome des%inaﬁiono

The organlestion, format end style are good in about 2/3 of
the serple mexmos. Soms Improvements in style or organigation
conld be made in the remining ssrples.

‘17 QUANTISY

L. Estimated voluno

The Office of Oporations estimates that it wrole 24l memes in
he werk =18 Jamunry 1957, Assmding that the we¢': is a repra-
sentative index of 00?8 mewo production, it is estiqated thet 00
writes nhout 12,532 memos each yeur. Howsver, 28% of 00%s total

STAT

20 Burnone ,
The table below shows the parcentage of nemos written for
qifferant vurposes in sasch Division of the Office of Opsrations.

Approved For Releage(200.3
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Purpoge

For Standing Requirement

Te supply information

To request information or
services

Te recommend action

oB $¥5 I#
5

The purposes "to supply information™, "to requast information
or services™, and “io recommend action” are 2ll defined as routine,
recurring correspondence. The table ahowa that every Division

writes more than half of its memos to supply information. The Office

of the AD and the Sowvmat Staff write a larger proportion of memos
to recomnend sction than the Divisions.
3« Subject

The table below shows the pereantages of mamos writtem about
different subjecﬁa in each Division of 00,

14.¢)
Subject Total
Substantive Explanstion 30
Substantive Facts 48
Admin. Support 19
Planning Recommendations 4

all of the D:lviaiqna write more than half of
their memos about mibstantive subjects, |ar1tea a larger pro~
portion of mamos about administrative SUPPoTt.’
be Length

For the Office of Operations as a whole, 84% of the Memos are

one page oxr less in length, 13% are from 2 to 3 pbages long, end 3%
ars rore than 3 pages long. These proportions ars similar within
Approved For Release 2003/06/26 : CFA-RDP80B01676R004300180037-8
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ench division, except thatmnpwts a slightly higher proportion
(92%) of memos that are one page or less in length. The Office of
the AD and Sovmat Staff write slightly longer memos - they report
that 62% ars ones page or less, 33% are from 2 to 3 pages long, and

5% sre more than 3 pages leng. The wariatioms in length sre related

1o the differences in subject matter; 1.e., it would be expscted
that memos sbout administrative suppert would be shorier than memos
about sobstantive matters.
%o Readers

It is estimated thet 90% of 00%s memos have only one adireasee,
while 10F have mors tham ono addreases. Whers the maws ars

sddressad is shovm in the %eble balow, in p@cmﬁag@s for oach

diviaione

Addragane Total 25X1
Within theo office 51

To DCY, DDCI, DRI 3

To othes DDI officas 13

(ther (DDS & DDP) 36

More than half of the mamos written within the divisions -
stay within 00 More of CO%s memon are o the DD/S and DD/P than
2o DD/I offices.

SUALITY
1 Ihe semplos
| There are 26 samples; 1 written in the Office of the AD, 4

25X1

%
Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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About half of the ssuples ave substantive in conient and
half ars administrative. .In length, 17 of the samplss are 1 page
or less; 9 are 2 or more pages longe
2. Orpanimation and Format

#Hoel of the sample mwmog are walleorgenized, wita descriptive
titles and 2 clear sequence of ideas, Of the 26 sawples, 5 are
sn@=1in® memos, too shorti for analyzing organization in the
aroadar senge. OSix of the remsining 23 samplaes could be improved
in orzsmization by <larifying the title or re-.arransing the cone
tent, Two of the memos that could be improved wero written in

I 25X1

The chisf organisetionnl defect in theso 6 mewos is incomplete
o7 mialsading titles.

The format of all of the memoe i seceptable. Indentation
snd listings are genarvusly used to aid ras.cmoiliwm '
3o Sivle.of Epmwession

Ton of the mmples are written in wmsually lueid and direct
siyle. Of the remsining 16 memos, 8 have a fog lovel of 16 or
éﬁmwg beyond the danger line for comprehaneibility.

The Office of Oparstions is sgainst memcs, particularly
stilted ones, and there is ne consistently used gnics for informal
sorrecpondence. Writers uss vhatever format and organization
suen apmeopriate. Of courss, fur correspondence guing ocutslds
the 0ffice, 00 conforms {0 readers? arpressed preferences whan

they ere known.
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Secvetaries sometimes refer to the Corresprmdence Hendbook,
but the Divisions of 00 vary as to procedures end ueage.

25X1

GOCLOSTONS

1. 00%s infermal correszpondenca is germinely inlo s &nd
the informality iz good corvespondencs m@ti@@, glace it pere
ults adeptation of style, format end orsanisation %o perticalar
situatione within each Division.

2c  The large volwss of the infovaal eorrespondanee Justifien
some additienel action %o inprove the organization =id style of
writing, Steps dhould be taken $o apply wrifornly e princinles
of clavity set forth im the roports manuales.

3. Tesuing pardodic reminders to writers probehly achicves

botter welting,

Approved For Releass.Q003M20-F=A-RIIF]0H01676R004300180037-8
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1. 00 should eontibme to keep its informal cwreépomimw
ag informal as possible, using the diary, pote and letier forme
neW in use.

2+ AL the same tims, it mmﬂﬁ eondense and mwblish sone
of the prineiples of clear writing style in the guides for
formal veports, streesing their spplication to informsd writing
Ia all Divisions of 00,

Jo The Office of the AD should reiterste these principles,
znd the principles of infermality, ss a poliey, conmmdcatiag
the policy to all levels where informel writing is done.

LSO BN T £ 0 S L 2
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AINEX Cedy

INFORMAL COLEESPONDENGE
OFFICE OF FSENGCH AND HEPORTS

I. SUMMARY

| OiR writes a large volume of informal coxrrespondence
although the mmber of memoe witten by most of the individual
divisions and staffs is smsll, lost of the correspordence for
the perlod surveyed is ronroutine in purpose; written to sopply
information or to request services. The Office of “he AD and
the Staffs write mainly about administrative suppor? while the
Gecgraphic and Economlc Research Aress write substantial
proportions of their mamos about substantive metters. ORR's

meros are predominantly one page or less in length. Almost
half of the memos are addressed to readers within OIRj about
half are to other DD/I Offices, ID/P Offices, or ou:side
‘Agencies; while ! per cent go to the DCI, DD/CI, or DD/I.

The quality of the writing, both in style and :n organize=
tion, is good in wany of the sewmple ms. However. some memos
are poorly organized, and some are too wordy.

I, QUANTITY |

1, Estimated Volums

Uk wrols ZI1 informal memos during the period of
18-22 Harch 1957, Assuming that thie pericd is
repregentative of OBR's memo volume, it is estimated

Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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that OFR writes about 10,972 memos each yeers OBR
. fep(u'ta that this is an underestimate 6f the actual
volume sime the survey eomed‘ 4 week in the middls of
- the month and the volume ie usually higher m»lng the
first and last weeks of & month,.

The add’tional correspondence during tye first and
laet weeks of the month, not covared by the survey,
includes monthly i:rogress reports and other rapaﬂ;s
prepared on & tima-period b&aiso Thie shoulﬁ be
remembered in analysing the tebles below showing purpoee,
mbject, and content of thsmoranda _’-'mﬂa’mdo . The
true proportion of mevios mtmfmstammg re@_ﬁ.m«-
meats 18 probebly greater then the tables saow, Ve
will not specvlste as to the subject, lengt:x, contant, :

- or dia‘hribution of the additional MEMmOS s
The mmber of memos wwritten in one wee.?z‘atxl
percentages of the total productioh for the three
broad erganizational units of ORR are as follows:

Undt Nwbey Par Cont
Office of the LD and Staffs -y T3
Geographic Ressarch Area : - 582 25
Econcnie Research Area by ga l

Fity~four par cenb of ORR*& memos are written in
the AD's immedieto office or in the five stuffs directly
under the AD. The Imtelligence Information Staff

Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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- 3o

roducss 20 per cent of OlR's total meme outputy and
the Admina Staff produces 15 per cent,

Within the Ceographic and Economic fesesrch Areas,
the wlume of informel correspordence mitﬁem by each
DMwizion ar Staff is small, The Photo. Intelligence
Division of the Oeographic Rossarch Ares nroduced 2h
momos in the week surveyed, more then any of the othsr
Divistone. The Hap Library wrote 18 memos during the
waek, or 9 per cent of the total ORR memo produstion.
Smi_c@s Division is third smong the Diviaions in

| wolume of memo produetion--it wrote. 16 news in the
wealk ‘gvrveyed, or 8 per cent of ORE's totil memo
production., Fach of the remaining Divisions in
Geogréphic snd Eponomic Research Areas wrote a mm.
wer of FemoBo

In the aralysis which follém of the purposes,
subjects, readers, and lergth of the memos, deteiled

. breakdovms of percsntages £or pach division and staff
are not shon becanse the diviaiam withina the areas
ghow slwllex patterns aod the nuvber of mamos written
by each division is emall., Excoptions to tho »pa?;%rm>
are noted in the text,

2, Purpees
| The m&. surveyed were written for seversl
~ Approved ForRepedes 200516 Leraern mopeuBureT cRdddgon f500 313
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nomroutine purposes to supply information and %o
request services. The table below showe the percertages

written for each purpose in each of the thres iAreas of

ORRo

Ceographiic Economie
Office of Iesesrch Research ORR
AD & Staffe Aren Araa Total

'n%s
0 mpo % % % 6 3

Por asu:bsmmt‘ive xmblinaticm

Horpoutino:

0 _ 5

- oo

To supply information 37 L2 I 37
To request scrwices 29 35 13 28
To recommernd setion 22 17 27 22

The pattern that can bs observed in tie table of

_pmp@binns of memos written for each of the five

parpoges reflects %o a gs:»eé.t axtent the paiterne for
the divisions as to purpose. There is ome exeeption
to the patterns The Admindistrative Staff writes 72
per cent of its memos to mpply information, 16 pey
cent o recquest services, and 12 per cent 4o recommand
action. All of the Administzative Staff's memos are
writien Yo £ill nomroutine neads; none are writiten in
rosponse to standing mquestaa
Subjects -

Ag would be e'xpacted, more of the memns written
mthm the Economie apd Geogwraphic Lesearch Amw deal.
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with substantive facts or explanation than hose written
in the Office of the AD and the Staffs, Th: Office ef
the AD and the Staffs write primarily about adminiedrs-
- tive support.
The percentages of memos each .of the Argas writes

for four twosd subjecte are shoun as followss
Geographic Eeomnide

0ffice of Research Regez »eh ORR

Subject - AD & Staffe  Apea drey Total
Substantive explanation 7 17 C1 11
Svbstantive facts 8 3n 20 i5
Admindistrative support 79 50 52 66
Planning recosmendations 8 2 1b 8

Two Divielons that weite my@w thw others,
Servicet Division of the Econamic~3emmf@h Ares and
“he Mep Lilwery of the Gecgraphic Hessearch lves, write
mainly about admindstrative wsﬁpp@rt matters,

b Length

OBR'8 memos are predominantly one page or less in
length, The percewmbages of memoe of diffsr mt lengths
are a.a. followae for sach of the thres Areaf_sz

Goographie  Ecomoni:

Office of Heseapeh Researc ORE

Lomgth AD & Steffes Apea Area Total
1 page or less ' Bo 86 &L - 78
2«3 pages 16 10 25 16
Hore than 3 pages i 2 KHY 6

The Economic Resezrch Aves tends to write longer
manos than the other Amaq. The survey staiistice
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indiecate that Sexvices Division, the Currnt Suppord
Staff, and the Plaming & Review Staff write the
lovgest memos, -
5. Readers

A large proportion, 85 psr cont, of URK's memos
are addvessed to one person while 15 per ent have
wore than ong addressse, The mmber of c¢rpies on the
distribution liste rangee from two to eigit, depending
uponr the content of ths memos,

Whare the monos are read issiovn belywr, in
: pareentages fer ecach aven:

Geographic Beone dle

Offien of Ressareh Begesn ~gh ORR
To vhon addresssd AD & Staffs Araa Awex Yeotal
Within ORR 39 27 ¥ kh
2CI, Db/Y, ID/X ’ 5 B o L
Dthenr DD/T Offices 28 15 s 20
Qthow - 28 5h 18 32

The Eeoncudc Ressareh Ares writes moit of ite
w08 for readers within ORil, About half of the
Goographie lesearch Aree memos go to othe: agencles op
to DD/P offices. There are more differenies among the
three Areas in resdersidip than in subject, purpose, or
length,

1, Samples
There arve 3L samples: 7 from the Geographic

Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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15 from the Office of the AD and the Staffs, It is
unfortunate that we have no samples from the Map Libraxy
and only one sample from the Photo. Intelligence Division
since both these Divisions contributed relatively lerge
numbers of memos to ORR's total during th3 period of

the survey.

There are sapples from all the Divisions of the
Economic Researcﬁ Area, and théy seem to e well chosen
2s typical eince they are consistent with the survey
data,

There 18 a generous number of sample: from the
Office of the AD and the Staffs. We have no samples

25X1

2, Organization

A1l ofr.thg_ 3l samples except six are clearly
organized. 1"1'}1;organization could be imp-oved in one
memo, written in the Offg,ce of the AD and a3igned by the
DD/I, to the DD/S concerning the recruitmomnt of
profegsional economic personmel. The recommendations
in this memo should be separated from the supporting
details,

A memo of appreciation written in the Materials

Division could be improved in tone and clarity by
Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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atating the purpose of the meno in the first sentence .
rather than at the beginning of the second paragraph.,
Iwo memos written in the Industrial Division, one

be

with details. The detalls may be essential, but they
should be grouped in a more orderly fashion.
The over-all organization of the sample memo from

Photo. Intelligence Division about & source of current

items of information within paragraphs could be arranged
in a more orderly fashion,
Ons memo from the Geography Divisiong inviting
partic¢ipation in technicsl discussions on Gravimetry
and Geology elaborates details for a compliete page
before the reader learns its purpose. The purpose in
this memo should be stated first, then eléboratéd upone
The sample memos have generally legivle formats
although several would be easier %o read if the mergins
were wider.

Style of Expression

Some samplee from every division and gtaff are

written in a direct and lucid style, Some samples from

Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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avery division and staff show traces of gonbledegook.

0f the 35 samples, 15 have a fog index higher than the

danger line of 16, ‘Phrases such as "transaitted here-

with" and "this office interposes no objection" recur

to increase the verbiage without improving the meaning.
IV. CURRENT GUIDES AND PROCEDURES

The only guide for writing informal correspondence in
ORR is‘ the Correspondence Handbook, used by sezretaries to
mrepara format,

The Economic Research Area’s Publications Staff edits
all of ORR's formal publications. The Publicaiions Staff
wrote a research aid entitied "The Writing of leports,"
dated 31 August 1956, to guide writers of formil reports
in research methods, organization, and style o expression.
The writing style in formal reports has improvad since the
research aild was published. Writers know that the
Publications Staff edits according to its prin:iples.

As another step to improve writing, the Caief of the
Publications Staff recently tanght a course in report
writing for ORR analysts.

The Publications Staff does not directly :ontrol ORR's
informal correspondence. Three kinds of inforial corres-
pordence originate in ORR: the Internal Proje:t, the

Miscellaneous Project, and administrative support memoranda.
Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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w10 =

Neither Internsl Projects nor Miscellaneous Projects were

included in the samples for this study.

¥. CONCLUSIONS

L R T SN TR

1o

ORR's large volume of informal correspordence is
generally well written, but the writing in some cases
could be improved,

The correspondence produced by the different Stgffs and
Divisions does not vary greatly as to purpose, subject,
length, and readers. Therefore, the same guides for
crganization and style could be applied in different

divisions of CRR. .

VI, RECOMMENDATIONS

2o

A11 Division amd Branch Chiefs should initiate é
campaign to improve informal writing by personally
editing all informal correspondence for a period of one
week. They should select good and poor eramples of
writing for cﬁ:cu.’;.ation within their stafis,.

The sections cf "The Writing of Reports" ihat de2l with
otyle and orgenization should be called t¢ the attention
of all writers in ORR. They are applicable to inforwmsl

correspondence as well as to formal reports.

Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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ANNEX C-5

INFORMAL CORRESPONDENCE
OFFICE OF BASIC mmmﬁc}a

I. SUMMARY

OBIl's Editorial and Publications Divisions write marny
memos. The other divisions of OBI write few memos., OBI's
memos very in purpose, but thelr subject is most often
substantive NIS materisl. Between 1/2 and 1/3 of the memos
are more then one page lonpg, and OBI's memos are read
mainly by limited audiences either within OBY or in IAC
agencies contributing to the NIS.

OBIlis memos are generally well organized. Their
format is adequate for readability except for some memos

such as itemized correction requests, where tabulations

should be marginated and arranged more neatly. Their style
of expression could be improved by using shorter words and
sentences in some cases.

IT. QUANTITY

L. DBstimated Volume

OBI estimates that 1,392 informal memos were
written betwesn 1 July 1956 and 30 September 1956,
Assuming that this estimate is an index of a year's
production of memos, OBI writes about 5,568 memos each

year.

Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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R

0f tne total memos written, Publications Division
vwrites L46 per cent, the Editorial Division writes L1
per cent, the Regional Division writes 10 per cent, ard
the Office of the AD/BI writes 3 per cent.
Pupose

The table below shows the percentage of memos
written for each of five different purposes by each
division of OBIL.

Gffice of Pub, Reg. Edit. 0BI

Purpoge AD/BI  Div,  Div, Div, Total

Standing Requirement:

To report activities 13 1 100 L 13
For a substantive publication - 23 - 82 Ll
Romroutine:

To supply informetion 51 17 - 7 12
Te request services - 53 - 2 28
To recommend action 36 - - 5 3

The table shows that OBI as a whole writes about
equal. proportions ol memos to meet standing requirements
ancl to meet nonroutine needs. However, the divisions
dirfer oonsiderably in the purposes for which they write
nemos. The Publications Division writes for both stand-
ing requirements and nonroutine needs while the Regiocnal
Division writeas only to report activities, and the
Editorial Division writes a large proportion of its

menos for the WIS,
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| ‘The table below shows the porcentages of memes each
division writes on esch of threo lroad subjects,
Offles of Pub, Reg, FEait, OBI

Subject AD/Bl  _Div, Div, _ PBiv, Total
Subabentive fucts or explanation 91 9a a4 a2 87
sdminiateative support 2 4 14 14 9
launing recoxmendations 7 5 3 4 &

Voat of the memos written in all divisions of OBI
dsal with substantive subjects. Thet is, most of the informal
sorrespondence is about NIS schedulss, meetings, contributions,
and eorrections although it conasists of deseription rather
then substantive analysls,
b, lenpth
The rercontoge of memns ef different lengths each division

writes s shown balevw,
fffice of Pub, Reg, Bdit, OBI

Length AD/PI  Div,  Div, _ Div, Zotal
1 page or Jese 64, 63 0 48 55
2 - 3 pagss 33 35 37 35 35
3 pages or more & 2 i3 17 9

Abent one-half %o onswthird of the memps weitien in
s11 OBI divisfons ave %vo pages long op lenger. in

visw of the AD's expressed preforsnoe for menws he

Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8
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Qddggs_sge

Singie
Multiple

.z Lj =4

agigns to be one psge long or lesg, this i3 a rather
high proportion. The memos sigred by othix people may
be longer than the AD would like them to he because
mary of them deal with NIS problems that <annot be
stated as briefly as simple administrative support
natters could be stated.

Readers

Most of the memos are addressed to one specific

unit or person. The percentages are show:i below.

Gffice of Pub., Reg. Ed t. OBI
AD/BI Diva Div. Dive Total
96 98 96 7. 87
kL P I . 13

Where the memos are read is shown be..ow, in

percentages for each division,

To whom addressed

Within OBI 36 3 96 73 il
Te DCI, DDCI, DDI 2z - “ - 1
To other DDI Offices 22 i7 - 3 10
Other 20 80 L 25 L8

The divisions vary greatly regarding to whom their
nemos are written. While the Regional an' Editorial
Divisions write memos mainly to be read w:thin OBI, the
bulk of the Publications Diwvision's corre:porndence is to
other Agency cffices or to other IAC apencies., The
Fublications Division., of course, must correspond with

NIS comtribubors.
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I,

SUALITY

TR, W ST

g

o 12

sample

The sampiesz inelude four from the Of fica of the

AB/BT,. £ivs from the Regionsl Division, feven from the

Publications Divieion, and none from tho Editordal

Division, Since the Bditorlal Division writes akout

K1 per senbt of the mewos in OBI » ﬁhs sanrle does not
cempletely cover UBIis memo production. Howeveér s 73
pex cent ol the Editorial Division®s wescs st avf within
ORI 8o tha’ only OB oewsomnsl mush resd them, |

bix of the 16 sanples exe sbouth admd ulstrabive
wetterd, and 10 have substantive subjecte. ae; sanples
very considerably in wurpose, hence in format apnd
vrgardzation,

’fzrgas um Llnn

“be titles of the memos are a1l eless, ascurate,
and brief. The ideas ave organized in scre Mgﬁtccﬂ
ssquence or order although an Office Netize on Time and
Atterdance Reports is quite differently - “ganiféd Trom
the mioutes of a _wﬂ.anning -conference for an NIES:,

Iha wemo writers in GBI show awarens sz of .:thea

Jowrnallistic approach, stating clearly wis, what, where,

when, caad why.
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3. Format

Mam;emenﬁ on the page and general legibility
range from poor to excellent in the sample memos.

The format is good or excellent in all the textual
memos, Three Publications Division memos requesting
series of corrections for graphics materisl are difficuls
to read because the margins are very narrow, and the
spacing awd indentation are uneven, A Regi_gnal Division
Review of HIS-12 is also badly arranged. These tabu-
lated reports, of course, are harder to type than

straightforward text.

4o Style of Fupression
The style. var:}.es considerably from msmo tq memo ,

depending partly on the subject and lengta of the memo.
The fog index ranged from 12.8 in a request for a
Frintone Litheoplate to 31.0 in a survey of conbined
Chapters ViI, The fog index was higher tihan 16 in five
of the nine semples. The five samples coald have been
aritten more simply by cubting out some parases,
shortening sentences, and using simpler words.

IV. CURRENT GUIDES AND PROCEDURES

The Correspondence Handboolr wad DCI directivés govern

the preparation of memoranda, In writing te other IAC
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agencies, OBI ofien uses the formst preferred by the
addresses. The GPO Style Mamual and the NIS Instructions
#zuide the preparation of NISts,
Informal wmemoranda 4o or through the AD/BI are Limited
o one page, according to the AD's wish, Scme senior
cfficials request completed staff work so that style or
phrasing changes by peopie other then the original writer
ara kept to a minimum,
7. DOMCLUSIONS
1o The largs voiuwe of memos written in Publications
Division ard Repional Division could be weduced by
uging form memos for some svbjects.
2. vome reading time could be saved if wriisrs would use

anorter arnd Iewer words.

Wi.  HECOMMENDATIONS

T L RS A R T e

1. O8I should devise form memos for correction remuests.
«o UBI should irform all of its writers tha’s the fop lavel
is high in some memos cid that they should econormize on

PGS o
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ANNEX C=6

JRFORMAL._CO-IRESPONDENCE
OFFICE OF SCIENTIFI0 INTELLICENCE

To SUMMARY

0SI writef 2 substastial amount of informal -corres-
aondence, cil;iefly for adnmindstrative, roncoutine purposes.
“fost of the correspondence is less thar ore page in length.,
Yost of its reesders are sutside DD/I offices.

051's informal corraspondence hes a reather wniform
vbyie of expression--gobiliedegcok, Organization is also
“requently pocr. The available copies are virtually
:Ylegible, which soggests that ths reproduction prrocessas
sed in 0SI are inedegvase,. The distribution lisis of from
seven to nine C8I unite for mery memes indicate that conies
£ each memo are yead by severel people within 0SI.

If. QUANTITY
*s Estimated Volume
O0SI estimates that it writes rouwghly 3,000
informal memeranda aie letters each year. The Funda-
mental Sciences Division apparvently writes a considaretle
proportion of 0SI1's informzl correspondence.
A1l of the figpwres in this report are rough

sstimates and are no' based on actual counts for a

specified period of fiime. OS5I does not have readily

E ilablie is for aeh ¢ s N ’
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whe samples iaclude five from the AD/SZ; two from
the Socerctary of the Scientific kstimates Cormittee;
six from 35, five frem JPS, and ten from the Fundamenbal
Sgidences Jivision. The quantitative estimaies as to
purpose, subject, Lergth, and readers are bused entirely
on 20 samoles and a0t o ectusl counts for wry peried
of time.
Parpose a1 Subject

LDevenbvenine ser cent of 051's memces ave written
for administrative. norxousine purposes, either Lo
sapply information or o request services, Fourieer
par nent are weitten in response to & standing require-
ment, and the remaizdng 7 per cent are writien to
recommens action., Jdbout hudf the memos deal. with
administrative subijects: the other half are about
gubstantive matiters or clanning recommerdations.
Lengith

¥ost of the maws sre one page or less in length,
Saventy~one per ceal are one page or less, <1 per cent
ave betwesn two and three pages long, and 7 per cert are
ovar thrze peges long.
Readers

113 of C3I%s memds are addressed to & single

gddressee, Three ner cép& are addressed to readers
%
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within 081, 7 per ceat %o the ICI, DB/CI, or DD/I, 29

-

per cemt touther DD/I offices, and 61 per cent ave

%

i
addressed to other addressees. "Other" probsbly

consiste maii_nly o correspondence between 05T and iis
contractors, o DD/F offices and other IAC agencles,

The distribuiion list for copies includes betwser

soven ancd nire units for most of the samle memos.

Tharefore, mayy veopie within 0ST read euch memo evan

though it has ondy one addressee,
ITT. OQUALIYY

vince the quantitative estimates above are based
nbirely on the 28

samples ond not on an achbusl count,

hars

is no ¢lue as Lo 29w representative the samples are.
258

o s v a1

Qf ihe 28 samplas, eight are well organized

maoughn that only minor improvements can be suggested.
in 11 of the sempies. the organisation is poor encush
to require rereading for the reader to undersband them.

Two {recuent orsarizaticonsl dsfects handicap the
, ? P

reader's speed and 2omprehension. (ne organizaticnal

snag in several of thie samples is poorly stated subjects.

aume subZect titvles are too long and involved to help

the reader. Others contain virtuselly no information.

Por example, the suoject of one memo is "Approval in
Approved Fpr; Release 2003/06/26;,CIA-RDP80B01676R004300180037-8
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Enother orgeersational sngg is Lailure to stats

-,

wopurpoge cooar 'y at bhe begloning of he memo, Ofien

whe readsr mast rloven bhrough several parsgraphs of

cuammenss nefore be learns the aublect.

The samole conies ave almost illepible.  IT 00T

alyets mast resd coples o poorly reproduced as

afe, b Would be econorical to spend several thnsand
dodlarsg o Iwwoeve peprodaction precesses. The saving
In oveading el Holemey wooald amount to several thousand
CEllars sacn vesr .

Mosb of “he sepple asmos show a diswribwution lish
2 Ppom seven Lo rple covies within 051, This suzreshs
what fhe reprocuciion olther by carbon copies or oy

s osher poovesa 38 aportant toe ssveral readers.

> saunples have fog indexes lower

ian the dangsr Iine of 16, This supgesss that long

aiensns ant words are not oprevalent. Howvewer, the

i fog index reflects the use of shord senbtences snd

st GCOOOMY D @XOTESHLOL.  1n Yacw, the memnos ars

ted with the ciacsin phrases of gobbledepgook. FHers

o sens examiss ard suppester briefer statements:
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L,
3 .vugrgeu gted Kevision
a:“mﬂttﬁ Cherewidth ere Here ars, attached zre

Thic offiss has poted the follovine We note that

BHOUS Persc nnel Hatives

tenes in connscticn with Help
Pursaant o wvour requert LZs you asked
Provide an 07'1’00'““@11'12'1.{';;! Help, encourage, let
We see in sgreewent therewith Ve agree
Trasmoeh aq since

GHY memo wriiters also use parenthetical exproIsions

Trealy. For ewamclar VA direstiop-finding actividy,
rither {rom & singls point in Slobovia or {more efficient

3

crd eifective) fron a peint in South Slobovia . o .
iz senple sentencs demands at least one rereading to
traon whal the writer recommerds.

depetitive vhpases also zppoear. Feor example, "o

aroret 2T pive meaning Lot is clesriv radundang

=inaz Yinternrety mearns Yto esplain or tell the neaning

g
ing stotements can sound downright
Fueuliing. Une writer states: Yihe repori gives an

cocucate acoount in the w@rene it purperts o cover.®

% does he mean ov the phrase "purports to cover'?

A

47, GURT'NT GUIDES AND FROCEDURSS

Trhere is & peneral disdain for memoranda in OS5I
For informel corresvocisnce,. the enly guides used are the
Correspondence Eandbock and the 0TR Stenogrephers® Handbook.
f !

A smail editoriel ataff ed:itz formal 05X publications, and

ApprovegdiForRetease 2003/06/26> &IARDPBORANEIGRA04:200130034-8 ,
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1., OS5I needs a firmer policy to encourage an informal
wirlting style for informal correspordencs.

2. Readsrs within OSI prebably loss nuch reading efficiency
Locause of 1llegibly reproduvced copnles.

1. The AD/SI should iastruct writere and reviewers cf
wiriting to us2 an informal style for informal
coriaspondencs.

2., OCIR should teilor 2 brief writing semirar for serdor
roersonuel of O5I. sitreszsing simplicity of style.

3. ‘the senior persornnii. who participate in the writing
workshop should then review all informal writing in
their divisions or branches for one week, selecting
rartleularly clear ywiting as examples to :Lnférm the
writers what style is desirable,

. OS5I should instruct typists to use orly the first
sarbon for Thermefa: reproduction.

5. Divisiop andé Branca Chiefs should consider reducing the
wmber of coples on distribution iists for inforpal

12MO08 .
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ANHEX Gerf

TNFURMAL SORRES 0! mmcE
OFFICE OF NAT

A TR SR VB 8.5

SUMMRY
L= A ]

ONE weites Few irzformsl memos. Samples of its
substantive informal nemos are well orgarized, and their
Forpet is legible. The style of expression i® highly
esademic, with many long éordrzs ant Sers:tencarsn 'I'hey, ira
@1ftioult to road,

QIANIITL

1, Estimated Vol

T T WA A 6 A R

the Gstimates otafly ‘c)i‘ OBE estimates it wrote 30
informal. momos oetween L Jamuary and 1 Feoruwy 1957
sasuming that Janvery was & typleal month with ragexc
to memo prodwsticr, it is egtimated that CNE wriles

chout 360 mewos ezen yewo. This is & very small
voume of dgormel sorresponderce comparsc Lo the
volome of other LL/L ofilces.

2. Purpose, Subject, Longh. and Fesders

oS A e e S L i

e

Aport haldf of the m,mes writiten Ly tre Estiraten
Ciaff ave subahauntize in content and purpese. lhey
include Flibile NISts," orepublication papers to te
:ﬁ‘ncsoxipora?‘nc‘i into the formal Hifis. The other helf

the Eptimabas Staffts correspordience is eboub

.<.

N g ort maty writien to supply
Approved F or eleas 0’3/%@ : CIA- RDPSUBO167"6R0043001%%037 8

snformation or to request services.




Approved For Release 2003/06/26 : CIA-RDP80B01676R004300180037-8

4%

In length, 67 per cent of the memos are one page
long or less, 17 par cent are from two to three pages
Jong, ard L7 per cont are more than thres pages long.

The DOTL, DDCI, and DDI read 27 per cent of ONlits
memos, Audiereces sutside the DDI offices read L6 per
cent of the memos, and readers within ONE read 27 per
cent of ths mewos. Aboub 60 per cent ave addressed to
more than ons person, ard 4O per cent are addressad to
one reader,

IIT. QUALTEY |

The sumples are three "little NIE's" addressed to the
/L amd UGIO A1l are wove than three pages long.

they are well organized, buﬁ:jﬂmy ars long enough and
complex enough to provde difficult reading. Thelr formatb
in legible. L :

The three samplé nemos. gre written 1n a consis:ben’i;ly
academie style., Their fog indexes are at grade levels
213, 22,2, and 21,0. These are woll above the danger line
of 16,0 for incomprebensibility. It should be noted that
+he high fog livel in +he memos is due to the use of long,
academic words and semrences describing complex situation
avaluations, The problem is not govbledsgooks=it is
complexity of subject natiter combined with excessive
scholarliness,
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TV. CURREGT GUIDES AN FROCEDURES
O8N dees not use wrld

ten guides or regulations
CE course it conforme to the expressed wishas

readers regarding format ard organization.

e stelf chiefs demaw good wriking and return zmy

“per that i not perfect to be rewrittern. Since writiag

o majoxr part of ONB's asldvity. the abilitv to write is

R

k'3 memos are hard to read

since the styie is complsx,
[

ubjects ard parposes of the memos.

iike the 3 Providing a
apesule version ot long wmemcs would i

improve the reader?s
“acierah

tanding of OUNBIs analyvses.

UAN abheuld ipstruch writers to place a summary at the

2pinning of any substaative memo more than three pages
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ANNEX C.8

INFORMAL_CORRES PONDENCE
OFFICE OF GUIGANT INTRL.L IGENCE

I. OSUMMAR

vmann

0CI writes very few informal memos. Those written are
well organized, and the format is good. The style of some
o»f the substantive memo3s could be improved by shortening
sentences and words.
IT. QUANTITY

1, Estimated Volume

0CI writes very few informal memos. The Area
Divisions wrote 15 substantive memos in the six-weck
period beginuning 2 January and ending 13 February 1957,
The Administrative Branch reports that 33 administrative
memos were written in 1956, Combining the two categories,
it is estimated that OCI writes about 16L informal memos
in a year.

2o Purpose, subjects, length, readers

a, Substantive
411 of the substantive memorands were
written for a general audience, i.e., members
of the intelligence community. None were
prepared for dissemination within OCI alone.

Six went to the DCI, DD/CI and the DD/I only,
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Iv.

V.

The style of expression of the administrative memos is
clear and direct, with a fog index between 10 and 15. The
substantive memos have a complex and somewhat academic
style except for one sample. The fog index ranges from
15;9 to 24,1 for the fcur substantive samples, Three of the

four samples are above the danger line of 16.

CURRENT GUIDES AND PROCEIURES

The Editorial Division is responsible for all of OCI's
formal substantive writing. It prescribes the style for
the OCI daily end weekly publications and edits them. It
has published a brief guide for the met:h:mical aspects
(such as capitelizatior) of these publications. However, it
does not always edit tre informal substantive memos.

The Correspondence Handbook guides the preparation of
0CI's informal correspcrdence. Aside from the Handbock,
there is very little iriterest in how the memoranda are
written., The AD and everyone elss in OCI is primarily

concernad about the substantive publications.

CONGLUSIONS

1. OCI has no major problems concerned with the readability
of memos.
2. Some informal substantive memos are hard to read

because the sentences are long and the subjects complex.
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i

However, the fact that one of the substantive memos is
written in a much zimpler style than the others shows
that the verbiage can be reduced,

V. RECOMMENDATIONS

0CI sheould require writers to place sumeries at the

beginning of subsitantive memos over three pages long.
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QUALITY

be

while nine also went to other DD/I offices and
ten to other components of the Agency, to the
White House; State Department, etc. One
memorandvm was one page, nine ran two pages,
and five wefe over three page.s Jong.

The mcar:ao:canda. were written to £ill a
nonroutine need and to supply information,
usually at the initiative of the responsible
areg analyat butb sométimes at the request of
the DD/I or a requester outside CIA.

The r;ast cf 0CI's memos are about
administrative suppert matters, and they are
written in response to standing requirements,
to supply':i.nfonuation.. ‘They consist of such
items as aamnouncements of assigrments to key
positions and holidasys. They are distributed

to more than one addressee. The majority are

less than one page long.

t

The samples ianclude five administrative memos and four

substantive memos. One of the gubstantive memos 18 a form

memo for preparation of election forecasts.

All of the samoles ere well organized, and their
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ANWEX D

DEAFT COVERING NOTE FOIl SENDING AF Marual 113
T0 ALY, INTELLIGENCE OFFICERS

in a recent study of the writing in owr informal correspondence ,
several examples of the overformel. stereotyped style of Federalese
wura discovered,

We should keep our wemos, notes, and letters hrief and informel..
I recommend that you read the attached Air Force Manual for sugpestions
on clear writing. Chapters L and £ are varticularly pertinent to our

informal writing,

Hobert Amory
Depnty Director/Intelligence
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