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120.1
PURPOSE  This chapter authorizes the BPA Correspondence Officer to issue a special manual titled the BPA Correspondence Manual which contains correspondence policies and instructions that apply throughout BPA.  This chapter also serves as a reference to this special manual.

120.2
POLICY  BPA's policy is to prepare correspondence in a timely and cost-effective manner, consistent with DOE standards.

120.3
RESPONSIBILITIES
A.  The BPA Correspondence Officer is responsible for

1. Developing and coordinating BPA policy and procedures pertaining to correspondence management;

2. Providing advice and assistance to all BPA organizations on matters relating to correspondence;

3. Publishing, maintaining, and distributing the BPA Correspondence Manual, and

4. Providing training to the users of the BPA Correspondence Manual.

B.  The BPA Executive Correspondence Coordinator is responsible for the development and operations of agency-wide procedures for tracking and controlling executive correspondence and its responses.  Executive correspondence coordination procedures and definitions are contained in the BPA Correspondence Manual.

120.4
PROCEDURES  The BPA Correspondence Manual provides guidance and instructions for routing and controlling incoming correspondence and preparing all outgoing correspondence.  The Manual can be obtained from the BPA Correspondence Officer.

120.5  REFERENCE  DOE Executive Secretariat Style Guide.
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