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Correanmndanrae

Letters submitted for FRW's signature should be:

° to the point - responsive to the issues(s) raised
in the original correspondence

° factually correct

° succinct - usually not more than two pages

° grammatically correct

° properly addressed - correct title of addressee, etc.
° typed in fin ° form, free of typographical e .

° conv nf letter attached

w






INSTRUCTIONS

Issue(s) Summary (no more than two-three pages)

° An itemized list of the important issues likely to
be raised in the meeting, with a succinct paragraph
exp. ining each, i« 1tifying the various perspect-
ives of the key people present, and suggesting an
appropriate response by FRW (issues should be raised
in descending order of priority).

Background Profile on Event (no more than two pages)

° Briefly summarize the purpose of the event, the
key 1 ' ' ipants and the number of people who will
be attending.

° A format/schedule for the entire event should }
included indicating specifically what FRW is
expected to do and when.

Personal Profile (no more than one page)

° One paragraph sumary of the key points about the
individual's career and interests.

° 1Indicate probable topics individual will raise with
FRW and/or sugc :zed respc s.

Organizational Profile (no more than one page plus
attached list)

° Name, purpose, mbership composition and size
° Principal individuals to be present and the '
offices in the orga ' :ation. (A separate list

of | r officers and staff may be attached).

° 1Indicate isst = of particular concern d/or
suggested response.

Cormunity Profile (no more than two pages)
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° Major issues in State/region/city as indicated.
Talking Points (no more than two pages)

° Suggest specific remarks for FPW to make. Put points
in descending order of priority.



. 7. Questicns and Answers

° Frame the questions that FRW is likely to be asked.

° Suggest brief answers or responses to each.



ISSUE:

RESPONSE:

BRIEFING INFORMATION FOR W

TQAQATTRQ QAINMMADV

(name of office)

Brief statement of issue.

Succinct paragraph describing program issue likely
to be of conc” n to groups with which FRW is meeting,
or to states peing visited. For both trips and
meetings in Washington, include backg: nd on the
particular perspectives of key individuals.

Action taken thus far by OPL in response to issue,
if any. Recammended response for FRW.






PERSONAIL, PROF.™ ™

NAME ¢

BIOGRAPHICAL SKETCH: One paragraph summary of the key points

about the individug! i~~ludine-

° Title and relationship with organization
which FRW is addressing.

° Present occupation

Q

Career history

° Interests (If appropriate, include probable
tcpics individual will raise with FRW and
suggested response.

° Other pertinent matters.






- COMMUNITY PROFILE

MNA T
SUMMARY: ~ def sumr - of the key characteristics of the
commnitv s ] g:
° Community leaders
° Population description
° Characteristics of the cammu;nity
o

Major issues of concern to community















consult with the Office of « lecial Presidential Messages or
the Office of White House Correspondence -- whichever is
applicable -- on the question. If not satisfied, he should
pursue his inquiry through appropriate Senior Staff channels.

distant points without sufficient notice. When in doubt
about timing, please consult the appropriate office.

SUGGESTI""S: The Office of Special Presidential Messages

and the urfice of White House Corresponder & welcome back-

ground i “or tion and/or suggestions on the content and
tone of messz~7s when staff members have particular insights
or information on the subject.



