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MOORANDUM FOR: Chief, Records Integration Division, DD/P
Pirector of Personnel
HMrector of Loglstics
Pirector of Training

BUBJECT 2 Oeneral Services Administratiom Handbook,
‘ *Plain Letters®

le 7The General Services Administration has published
the attached handbook, "Plain Letters," which is now availe
abls to 311 Government agencies, As the title suggests,
. %Plain Letiers? deals with improving the quality of Govern-
! st letters by writing them in simple, warkaday English,
| It contains the basic rules for writing letiers that are easy
‘ to wnderstand, and provides numerous examples of the prac-
tieal art of letterwriting.

2¢ This excellent handbock could be aptly emtitled
*Plain Writing," for although directed to letterwriters it
sovers the fundamentals of everydsy writing, It is a dowm
%o earth treatment of the subject, without reference to out-
moded readabilily scales.,

3. What ls yowr opinien of "Plain Letters" as a training
ald and desk reference? Would there be a sufficient demand
for coples to Jusiify stocking them in Bullding Supply Rooms?
If so, how many coples would fulfill your needs?

L, Agency personnel have already expressed much interest
in this handhook, I would therefore appreciazte an early reply
' se that arrangements can be made as soon as possible for pro-

suring an adequate supply of coples, The expense of filling
‘ Bumerous separate orders for the handbook will thus be avoided,

Chinl'l, ¥ansgement Staflf
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