
[ Office of the Director Letterhead (see Figure A-13) ] 
 
 
 
 
In Reply Refer To: 
Mail Stop xxx                  
#2001xxxx 
 
 
CERTIFIED MAIL –  
RETURN RECEIPT REQUESTED 
 
Mr. H. A. Wells  Ms. Patricia Brown 
President  Vice President for Management 
AMOCO Production Company  AMOCO Production Company 
19901 Southland Road  19901 Southland Road 
Lafayette, Louisiana  70505  Lafayette, Louisiana  70505   
 
Dear Mr. Wells and Ms. Brown: 
 
This is an example of a multiple-addressee letter.  An original is sent to each addressee.  When 
replying to a letter signed by individuals from different organizations, each individual gets a 
separate letter and mention is made in the body of each one that an identical letter has been 
sent to the other individual(s). 
 

      Sincerely, 
 
 
 
 
       (name) 
       Director 
  
Enclosure 
   Map of Reston 
 
(Type on file copies only) 
 
cc: Director’s File - MS 114 (White letterhead - xerox with copy of incoming and enclosure) 
 Director’s Chron - MS 114 (White letterhead - xerox w/o incoming and enclosure) 
 Official File - MS xxx (Letterhead - xerox with copy of incoming and enclosure) 
 Other File Copies (as appropriate) 
 
USGS:Geography:KTSmith:cls:8/12/2xxx:(703)648-xxxx:ACCN#2001xxx:file name 
 
(This format is not to be followed for congressional correspondence.  See Figure A-18) 
           

 
 

FIGURE A-7 
LETTER WITH MULTIPLE ADDRESSEES AND SPECIAL MAILING INSTRUCTIONS 

 
 
 

 


