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INSTRUCTIONS FOR USE OF THE TRANSMITTAL OF CORRESPONDENCE R

The Governor's Office initiates Std. Form 100A as a route slip to Agencies and an instructioft sheet_for responding to
incoming correspondence. The multicolored form provides color coding felated to each office for maintaining records
concerning the disposition of correspondence, and to serve as a tickler system The various colors are assocxated thh
different files as follows: .

Goldenrod ~ This is the top copy of the muiticopy form and will stay with the original incoming letter until returned to
the Governor's Office. When action has been completed the goldenrod will be returned attached to a
suggested reply, copy of a direct reply, or a notice of other action.

Pink - Is the Agency's copy.
Biue - is the Department’s copy.

Al transmittal forms are routed to the appropriate Agency before being sent to the specified -department, except in those
cases where there is no supervising Agency.

« The Agency will check instructions to the designated depariment as appropriaie and will utilize the pink copy for mail
control purposes. The blue copy of the transmittal form is used by the department for record keeping.

* The instructions to Agencies and departments are explained as follows:

- “TAKE WHATEVER ACTION YOU CONSIDER APPROPRIATE" instructs the depariment. board, commission. etc.,’
to determine the disposition of the correspondence. Options include preparing a suggested reply, direct reply,
responding by telephone, or no response necessary.

- “REPLY DIRECT" instructs the department, board, commission, etc., to respond to the correspondent on behalf
of the Governor, The goldenrod and a copy of the response are then returned to the Governor's Office via the Agency
with any copies of the response as required by the Agency. The original correspondence shouid be filed in the
department. board. commission, etc., where it was handied.

- "PREPARE SUGGESTED REPLY AND RETURN WITH THE ATTACHED” instructs the department, board. commission,
etc,, to prepare a draft response to be returned to the Governor's Office with the goldenrod and the original corre-
spondence. Suggested replies should be double-spaced and any enclosures should be provided. All suggested
replies must be routed through the Agency for approval before forwarding to the Governor's Office utilizing.the
goldenrod and the correspondence cover sheet. Copies of the final response are returned by the Governor's Office
to the Agency. department, board. or commission, that prepared the original suggested response.

Under certain birc'umsta’hces, an Agency Secretary or Department official will request a suggested reply for their
signature. In those instances, suggested replies shouid be prepared according to instructions established by the
individual Agency.

- "PREPARE SUGGESTED REPLY TO BE USED AS FORM RESPONSE" indicates that the Governor's Office is holding
other letters to be answered by the suggested reply,
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e Unless noted otherwxse normal due dates anow ten working days for suggested fephes and 15 workmg days for
direct replies. —_ _
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. Correspondence may be responded to by telephone when appropnate. A buef memo to that eﬁect may be retumed
to the Governor’s thce along with the ‘goidenrod via-the Agency in lieu of a direct reply copy. . ™~ e

* {f correspondence has been incorrectly routed, it shouid be_referred to_the Agency for retum to the Govemors
— .~ Dffice with-suggestions for correctrovling- . . . ' Tl e e e —— - —

». Questions or suggestions concérning the handling of individual ¢orreSpondence shouid be releired to the Agency,
the Director of Constituent Aftairs, or Correspondence Supervisor in the Governor’s Office as apprppriate.
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