
Test Your Knowledge

Please answer the following questions True or False to the best of your ability.

1. Use “Justified” margins in ‘ARS’ correspondence.   _____  


2. Do not use two titles (Dr. J. B. Smith, President) on the same address line.   _____


3. A letter of one paragraph with 10 lines or less should be double spaced.   _____


4. Never use an acronym without first spelling out.   _____


5. State is capitalized when referring to States in the United States.   _____


6. Date all correspondence prepared for signature, whether inside or outside your office.   _____


7. Always include a legend line on file copies.   _____


8. An attachment should be listed as an “Attachment” on the respondent copy.   _____


9. To find rules and regulations of ARS Correspondence, consult the dictionary.   _____


10.  Agency is capitalized when referring to our Agency (ARS).   _____
