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CHAPTER IV.  CONTROLLED CORRESPONDENCE 
 
 Standards.  This is correspondence that is controlled to ensure that a timely and complete 
reply is made.  In the Oregon State Office (OSO) and District Offices (DO), letters from outside 
sources (for example Members of Congress, Governors, State Legislators, private individuals or 
organizations) deemed to be of significant importance should be controlled to ensure the 
required 10-day turnaround timeframe from the date of receipt in the OSO/DO Mail Room is 
met.  If deadlines are not realistic, an extension should be requested.  If extensions cannot be 
granted and the deadline cannot be met, an interim reply should be sent to the originator 
explaining the reasons for the delay and an approximate timeframe when a complete response 
can be expected. 
 
 1.  Congressional/Gubernatorial/State Legislator Correspondence.  These are letters from 
members of Congress, Governors, State Senators or State Representatives (see Illustration 2).  
All outgoing congressional correspondence must be routed through the Public Affairs Office for 
surnaming before going to the State Director or District Manager for signature.  Policy is being 
developed for Bureau of Land Management/ Forest Service interagency responses. 
 
  a.  Time Limits.  Congressional/Gubernatorial correspondence should receive proper 
attention, and should be fully processed within 10 working days after receipt in the OSO or the 
DO.  If an answer cannot be dispatched within 10 working days, an interim reply acknowledging 
receipt of the letter must be sent to the Congressional or Governor's Office within 4 working 
days of receipt in OSO/DO Mail Room, indicating when a reply may be expected (be as specific 
as possible).  See Illustration 3. 
 
  b.  Subject codes.  Always use 1781 (Congressional Liaison) plus the subject code for the 
program being addressed, e.g. 1781/2100. 
 
  c.  Copies.  If your response to a member of Congress or a representative is being sent to 
their Washington office, a copy is also sent to their field office.  However, if the response is 
going to the field office, than a copy needs to be sent to their Washington office. All responses 
require the standard yellow, pink, and author copies.  See Illustration 4 for a listing of  the 
members of Congress addresses.  In the cc: area below the signature block, list "cc: Your Field 
Office" if responding to their Washington office.  If responding to their field office, use "cc: 
Your Washington Office."  Whether replying to the Washington office or the field office, always 
include a cc: to the respective BLM District Manager.  If a member of Congress forwards a 
constituent's letter as a basis for a reply, return a copy of the letter unless otherwise instructed.  
Governors, Mayors, and State Legislators also require a copy of the incoming correspondence.  
Do not indicate the constituent's letter as an enclosure on the reply.  Attach the original incoming 
to the yellow file copy to be filed in Central Files.   
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  d.  Salutation.  See Illustration 5 for proper address and salutations. 
 
  e.  Opening and Closing Paragraphs.  Always refer to the name of the constituent, if given, 
and the date of the Member of Congress' letter in the first paragraph of the reply.  If 
correspondence is received from a staff member of a Member of Congress, make reference to the  
 
staff member's letter in the opening paragraph of the reply, but address the letter to the Member 
of Congress.  An attention line in the address field and on the envelope is recommended.  If 
response is in answer to a telephone call, the opening paragraph should include the names of the 
two individuals who had the conversation, the date, and the subject. 
 
If a constituent sends the same letter to several members of Congress, each of whom writes to us 
for response, the same response may be sent to each Member separately, with a notation such as 
"Similar (or identical) letters have also been sent to Senators _______ and __________" shown 
in the last paragraph. 
 
Always close the letter with contact information, e.g., District Manager's or Program Lead's 
name and phone number.  If that is inappropriate, list the State Director and phone number. 
 
  f.  Signatures:  It is important to note that if incoming correspondence from a 
Congressional Office is addressed to a District Manager/Area Manager, they may sign off on the 
final response to the Congressional Office.  However, all responses must be coordinated with the 
State Office.  Specifically, at a minimum, a faxed or electronic copy of the incoming response 
should be referred to OSO Records Services and the OSO Public Affairs Office. 
 
   1.  State Office.  Congressional mail addressed to a member of congress at the 
Washington Office level must be prepared for the signature of the State Director.  The name and 
title of the State Director should be typed in five lines below "Sincerely,".  See Illustration 6 for 
a completed reply. 
 
   2.  District Manager.  All responses must be coordinated with the State Office but can 
be signed at the district level if incoming is addressed to District Manager/Area Manager.  The 
name and title of the District Manager should be typed in five lines below "Sincerely,".  
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 2.  Washington Office Controlled Correspondence.  Controlled correspondence received 
from the BLM Washington Office will be accompanied by a FAX transmission and Controlled 
Correspondence Memorandum (see Illustration 7) with a control number and special instructions 
and due dates which should be strictly adhered to.  This type of correspondence should also be 
initially routed through the Branch of Realty and Records Services to assign a tracking number 
and prepare Form OR-1781-1, Special Congressional/Controlled Correspondence routing sheet 
(see Illustration 8.)  This form indicates the subject file codes to be used, Control Number, who 
the correspondence is from, the name of the constituent, date received, due date for response, 
what division/branch has the action for response, who signed the reply, and date signed.  See 
Illustration 9 for a completed response. 
 
 3.  Assembly and Routing of Controlled Correspondence. 
 
   a.  Assembly of controlled correspondence should comply with requirements for letters 
in general, except for the following: 
    - An interoffice routing slip should be affixed to the front of the folder denoting 
routing sequence (see Illustration 10). 
    - All controlled correspondence should be hand carried.  Affix form  
OR-1781-1 to the front of the signature folder under the routing slip. 
    - All congressional correspondence should be routed through the Public Affairs 
Office. 
 
   b.  Sample Routing: 
    - Originator 
    - Section Chief 
    - Branch Chief 
    - Deputy State Director for pertinent Division 
    - Deputy State Director of any other Division functionally involved with 
      subject of response 
    - Chief, Public Affairs 
    - Associate State Director 
    - State Director 
    - Originating Office (returned for distribution after signature). 
    - Records Administration Team, OR958.2 
 
 4.  Once the reply has been signed and mailed, Form OR-1781-1 must be completed by the 
Staff Assistant and returned to the Records Administration Team, along with the yellow copy of 
the reply, for clearing the Control Number and filing in Central Files. 
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H-1541-1 – CORRESPONDENCE PREPARATION HANDBOOK 

(SAMPLE – Congressional Template) 
 

Illustration 1 
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(SAMPLE – Congressional Template) 

 
Illustration 2 
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(S A M P L E – Interim Reply) 

 
Illustration 3 
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(SAMPLE - Salutations 

 
Illustration 5 

 
Addressing Congressional Correspondence 

 
 

          Addressee      
  

    Address on Letter/Envelope 
 Salutation/ 

    Complimentary Close    

Senator 
 (Washington, D.C. 
   Office) 
 
  (Away from 
    Washington, D.C.) 

 Honorable (full name) 
United States Senate 
(Washington, D.C. address) 
 
Honorable (full name) 
United States Senator 
(local address) 

 Dear Senator (surname): 
   Sincerely, 
 
 
Dear Senator (surname): 
   Sincerely, 

Senator-elect  Honorable (full name) 
Senator-elect 
United States Senate 
(Washington, D.C. address) 

 Dear Mr./Ms. (surname): 
   Sincerely, 

Representative 
 (Washington, D.C. 
     Office) 

 Honorable (full name) 
House of Representatives 
(Washington, D.C. address) 

 Dear Congressman 
   Sincerely, 

 (Away from 
     Washington, D.C.) 

 Honorable (full name) 
Member, United States 
   House of Representatives 
(local address) 

 Dear Congressman 
   Sincerely, 

Mayor  Honorable (full name) 
Mayor of (name of city) 
(City, (State) (zip) 

 Dear Mayor (surname): 
   Sincerely, 

Governor of a State  Honorable (full name) 
Governor of (state) 
(City, (State) (zip) 

 Dear Governor (surname): 
   Sincerely, 
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(S A M P L E – Completed Reply) 

 
Illustration 6 
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H-1541-1 - CORRESPONDENCE PREPARATION HANDBOOK 

(S A M P L E – FAX Transmission from Washington Office) 
 

Illustration 7, Page 1 
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(S A M P L E – FAX Transmission from Washington Office) 
 

Illustration 7, Page 2 
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(S A M P L E – FAX Transmission from Washington Office) 

 
Illustration 7, Page 3 
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H-1541-1 - CORRESPONDENCE PREPARATION HANDBOOK 
(S A M P L E – Pink Routing Slip) 

 
Illustration 8 

 

SPECIAL 
 

CONGRESSIONAL/CONTROLLED 
CORRESPONDENCE 

 
 

Addressed To: Kathleen Clarke Subject Function Code: * 

From: Congressman Brian Baird Control No.: 2002-023 

Date Received: 04/08/2002 

Due Date: 04/12/2002 

Division/Branch Referred to: 950/958 

Who Prepared Reply: 

Who Signed Reply: 

Date Signed: 

Subject:  
 
 
Peggy Britell 
2011012 
 
re: Frank L. Cassidy 
 
NOTE: Draft reply due to WO-615 by 04/12/02 

Return this completed form along with the yellow 
copy of your reply to: Mary O’Leary - OR958.2 

 
Remember:  

*If responding to Congress or Senate, use the subject function code of 1781 plus your 
program subject code (i.e. 1781/1610 or if for personnel it would be similar to 1781/1400-
308). If responding to an individual, just use the appropriate program subject code; 

 - Include a file copy for each subject code listed; 
 - Include a courtesy copy of the response to the district office if applicable; 
 - Include a courtesy copy to WO-615 if requested; 
 - Route through Public Affairs (OR912) prior to the State Director 
 
 
 

OR-1781-1 (November 2001) 
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H-1541-1 - CORRESPONDENCE PREPARATION HANDBOOK 
(S A M P L E – FAX Transmission from Washington Office) 

 
Illustration 9, Page 1 
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H-1541-1 - CORRESPONDENCE PREPARATION HANDBOOK 
(S A M P L E – Reply to FAX Transmission from Washington Office) 

 
Illustration 9, Page 2 
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H-1541-1 - CORRESPONDENCE PREPARATION HANDBOOK 
(S A M P L E – Reply to FAX Transmission from Washington Office) 

 
Illustration 9, Page 3 
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H-1541-1 - CORRESPONDENCE PREPARATION HANDBOOK 
(S A M P L E – Routing Slip) 

 
Illustration 10 

 
 
 

 CONGRESSIONAL/CONTROLLED CORRESPONDENCE 
 ROUTING SLIP 

Name/Office Office Symbol Surname Date 

Pam Chappel 958.1   

Chief, Branch of Realty & Records Services 958   

ADSD, Management Services 950   

Public Affairs 912   

Associate State Director 910.1   

State Director 910   

Staff Assistant 958   

Records Administration Team 
(to clear the Special tag & file the yellow copy) 

958.2   

    

 
Controlled correspondence from Peggy Britell (WO-615), Control No. 2011012 
Re: Congressman Brian Baird's constituent Frank L. Cassidy 
 
 
 
 

FROM: Tiffany 958 Phone Ext.  6432 
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