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Ref. No, 2023- 9
October 16, 2023

MEMORANDUM FROM THE DIRECTOR
TO : ALL CONCERNED BAR DIVISION/SECTION

SUBJECT : REITERATION AND UPDATING OF THE DA-BAR FORMAT AND STYLE
GUIDE FOR ALL OFFICIAL COMMUNICATIONS

To ensure the quality and consistency in all internal and external communications, kindly refer
to the updated standard format for various correspondences indicated below:

A. MEMORANDUM (Annex A)

FORMAT
e Reference No, 2023-_

Kindly note that as per the Records Unit, the numbering of documents is
continuous: hence, there is no need to indicate the number corresponding month

after the year (e.g. 2022-04]
e Date: American Style (Month day, year)

After the reference number, skip one line and then proceed with the date:
Reference No, 2023- =
September 30, 2023

e Heading
- After the date, skip two lines for the heading

Sender

- Shall contain only the designation of the sender, written in uppercase and
boldfaced

e.g. MEMORANDUM FROM THE DIRECTOR
Recipient
- Useof'TO and 'FOR’

“TO? shall be used when the recipient is lower in rank than the sender;
while ‘FOR? shall be used when the recipient is higher in rank than the

sender.
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- The name of the recipient should be in uppercase and boldfaced. The
designation and office should be spelled out and not boldfaced, with the

hepginning letters in uppercase.
.8, 1, MEMORANDUM FOR THE SENIOR UNDERSECRETARY

2.FOR: DOMINGO F, PANGANIBAN
Senior Undersecretary
Department of Agriculture

. Use of '"THRU'/ 'ATTN': If applicable, the name/s should also be in
uppercase and boldfaced.
e Subject

After the heading, skip two lines for the subject. The subject shall indicate an
overview of what the letter is about. [t shall be in uppercase and boldfaced.

e Body

After the subject, one line for the body. A horizontal line shall separate the subject
from the body. The paragraph should be single-spaced, justified with a skipped
line between each paragraph. Keep the sentences short, simple, and direct, with
each sentence limited to between 15 to 20 words or two lines,

e Signalory

After the body, skip three lines far the signatory. On the third line, the name of the
signatory shall be written in uppercase and boldfaced.

e.g JUNEL B. SORIANO, PhD
B. SPECIALORDER {Annex B)
FORMAT
e Special Order number

Special Order
No. =
Series of 2023

e Subject

After the special order number, skip two lines for the subject. The subject shall
indicate an overview of what the order is about. It shall be in uppercase and
boldfaced.

e Body

| After the subject, one line for the body. A horizontal line shall separate the subject

| from the body. The paragraph should be single-spaced, justified with a skipped
line hetween each paragraph, Keep the sentences short, simple, and direct, with
each sentence limited to between 15 to 20 words or twao lines,
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Closing Paragraph
A closing paragraph on the effectivity of the order shall be indicated, as follows:

This Order shall take effect immediately and shall remain in force unless
revoked in writing. All orders, memaoranda, and Issuances inconsistent

herewith are deemed revoleed,
Donethis __ dayof__________ 2023,
Signatory

Alter the body, skip three lines for the signatory, On the third line, the name af the
sipnatory shall be written in uppercase and boldfaced,

e, JUNELB.SORIANO, PhD

C. LETTERS (Annex C)
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FORMAT

00 »

Reference No. 2023-
Date: American Style (Month day, year)
- After the reference number, skip one line and then proceed with the date
Inside Address
- Skip three lines after the date. On the third line, indicate the inside
address. The name of the recipient should be in uppercase znd
boldfaced, while the designation and complete address are not. Only the

initial letters should be in uppercase.

eg. DOMINGO F.PANGANIBAN
Senior Undersecretary
Department of Agriculture

-  THRU/ATTN: if applicable, skip two lines after the recipient’s details, to
indicate to whom the letter is directed. It should be indented and the
name,'s should likewise be in uppercase and boldfaced.

Subject

After the inside address, skip two lines for the subject. The subject shall indicate
an overview of what the letter is about. It shall be in uppercase and boldfaced,

Salutation

lUse title case; only the beginning letters should be in uppercase; designation and
last name should be boldfaced, then a colon after the salutation,

e.g. Dear Undersecretary Panganiban:
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e Body
- After the subject, one line for the body. The paragraph should be
single-spaced, justified with a skipped line between each paragraph. Keep
the sentences short, simple, and direct, with each sentence limited to
between 15 to 20 words or two lines,
e Name of signatory

After the body, skip one line for that complimentary close (e.g Very truly yours).
After which, skip three lines for the name of the sender, written in uppercase and

boldfaced, and his designation.

e.2. Very truly yours,

JUNEL B.SORIANO, PhD
Direclor

D. NOTICE OF MEETING (Annex D)
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FORMAT

e Date: American Style (Month day, vear)
e Heading
- After the date, skip two lines for the heading. it shall be written in

uppercase and boldfaced, aligned at the center.

NOTICE OF MEETING

Recipient
- Useof'TO' and 'FOR'

“TO:" shall be used when the recipient is lower in rank than the sender;
while ‘FOR:’' shall be used when the recipient is higher in rank than the

sender.

- The name of the recipient should be in uppercase and boldfaced. The
designation and office should be spelled out and net boldlfaced, with the
beginning letters in uppercase.

e Subject

After the inside address, skip two lines for the subject. The subject shall indicate
an overview of what the meeting is about. [t shall be in uppercase and boldfaced.

e Body
- After the subject, a horizontal line shall separate the body, The paragraph

should be single-spaced, justified with a skipped line between each
paragraph. Keep the sentences short, simple, and direct, with each
sentence limited to between 15 to 20 words or two lines,
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For

e Name of signatory

After the bady, skip one line for that complimentary close (e Very truly yours).
After which, skip three lines for the name of the sender, written in uppercase and
holdfaced, and his desipnation,

C.B. Very truly yours,

JUNEL B, SORIANO, PhD
Director

OTHER DETAILS
Other pertinent infermation on the formatting of the communication are as follows:

Paper size: A4

Font: Cambria

Font size: 12 (default), may be adjusted up to 10
Margin: 1" per side
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further puidance, an e-copy of the template may be accessed through:
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Rel. No. 2023-
Month Day, Year

MEMORANDUM FROM THE DIRECTOR

TO : ALL CONCERNED BAR DIVISION/SECTION

SUBJECT : LOREM IPSUM

s s — SNNSSSEs ]

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud
exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure
dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariamlr.
Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mallit
anim id est laborum.

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium

doloremgue laudantium, totam rem aperiam, eaque Ipsa guae ab illo inventore
veritatis et quasi architecto beatae vitae dicta sunt explicabo. Nemo enim lpsam

voluptatem quia voluptas sit aspernatur aut odit aut fugit, sed quia consequuntur
magni dolores eos qui ratione voluptatem sequi nesciunt.

Please be guided accordingly.

JUNEL B. SORIANO, PhD
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Rel. No. 2023-
Month Day, Year

MEMORANDUM FROM THE DIRECTOR

TO : ALL CONCERNED BAR DIVISION/SECTION

SUBJECT : LOREM IPSUM

s s — SNNSSSEs ]

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud
exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure
dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariamlr.
Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mallit
anim id est laborum.

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium

doloremgue laudantium, totam rem aperiam, eaque Ipsa guae ab illo inventore
veritatis et quasi architecto beatae vitae dicta sunt explicabo. Nemo enim lpsam

voluptatem quia voluptas sit aspernatur aut odit aut fugit, sed quia consequuntur
magni dolores eos qui ratione voluptatem sequi nesciunt.

Please be guided accordingly.

JUNEL B. SORIANO, PhD
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SPECIAL ORDER
No.

Series of 2023

SUBJECT : LOREM IPSUM

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud
exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure
dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariatur.
Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit
anim id est laborum.

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium
doloremque laudantium, totam rem aperiam, eague ipsa quae ab illo inventore
veritatis et guasi architecto beatae vitae dicta sunt explicabo. Nemo enim ipsam
voluptatem quia voluptas sit aspernatur aut odit aut fugit, sed quia consequuntur
magni dolores eos qui ratione voluptatem sequi nesciunt.

This Order shall take effect immediately and shall remain in force unless revoked in
writing. All orders, memoranda, and issuances inconsistent herewith are deemed

revoked.

Done this day of 2023,

JUNEL B. SORIANO, PhD
Director
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, RECIPIENT
Designation
Agency/Organization

City

Dear Mr:/Ms.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud
exercitation ullamco laboris nisi ut aliguip ex ea commodo consequat. Duis aute irure
dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariatur.
Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit

anim id est laborum,

Sed ut perspiciatis unde omnis iste natus error sit veluptatem accusantium
doloremque laudantium, totam rem aperiam, eaque ipsa quae ab illo inventore
veritatis et quasi architecto beatae vitae dicta sunt explicabo. Nemo enim ipsam
voluptatem quia voluptas sit aspernatur aut odit aut fugit, sed quia consequuntur

magni dolores eos qui ratione voluptatem sequi nesciunt.

Very truly yours,

JUNEL B. SORIANO, PhD
Director
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Month Day, Year

NOTICE OF MEETING

TO - NAME, Designation, Division/5ection
NAME, Designation, Division/Section
NAME, Designation, Division/Section
NAME, Designation, Division/Section

SUBJECT : LOREM IPSUM

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud
exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat, Duis aute irure
dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariatur,
Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit

anim id est laborum.

JUNEL B. SORIANO, PhD
Director
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