Salutations


	Position
	Envelope
	Salutation
	Notes

	Forms of Address for Executive Branch, U.S. Government

	The President of the United States
	The President

The White House

Washington, D.C.  20500
	Dear Mr. President
	The first name (or initials) of the President and his wife are never used at any time.

	The Vice President of the United States
	The Vice President

United States Senate

Washington, D.C. 20510
	Dear Mr. Vice President
	

	Cabinet Member (man)
	The Honorable

  John Joseph Smith

    Secretary of State

        Washington, D.C.  20520
	Dear Mr. Secretary
	The heads of all federal departments, except the Attorney General, use the title of Secretary

	Cabinet Member (woman)
	The Honorable

  Mary Smith

    Secretary of Health, Education

        and Welfare

            Washington, D.C.  20520
	Dear Madam Secretary
	The heads of all federal departments, except the Attorney General, use the title of Secretary

	Director of Office of Management and Budget
	The Honorable

    John Smith

        Director of Office      

        Management and Budget
	Dear Mr. Smith
	

	Counselor/Assistant to the President
	The Honorable

  Mary Smith

    Counselor/Assistant to the

        President

            The White House
	Dear Mrs. Smith
	

	Acting Secretary of a Federal Government
	The Honorable

  John Smith

    Acting Secretary of Commerce
	Dear Mr. Smith
	

	Cabinet Member ad interim (when the office of Secretary is vacant)
	The Honorable

  John Smith

    Secretary of Energy ad interim
	Dear Mr. Smith
	

	Deputy Secretary/Deputy                                                                                                                                              Attorney General
	The Honorable

  John Smith

    Deputy Secretary of Energy

    or Deputy Attorney General
	Dear Mr. Smith
	

	Under Secretary
	The Honorable

  John Smith

      Under Secretary of Labor

          Department of Labor
	Dear Mr. Smith
	Number two man in Federal Government.  Currently there are five departments with Deputy Secretaries – State, Treasury, Defense, Justice and Transportation.  The number two man in each of the other departments has the title of “Under Secretary.”

	Solicitor General
	The Honorable

  John Smith

      Solicitor General
	Dear Mr. Solicitor General
	

	Under Secretary for specific area
	The Honorable

  John Smith

      Under Secretary for Monetary 

      Affairs

          Department of the Treasury
	Dear Mr. Smith
	

	Secretaries of the Armed Services
	The Honorable

  John Thomas Smith

      Secretary of the Army (Navy, Air Force)
	Dear Mr. Secretary
	Although the Secretaries of the Armed Services are not members of the Cabinet, they are custom addressed in the same manner as Cabinet officers.

	Under Secretaries of the Armed Services (Army, Navy, Air Force)
	The Honorable

  John Thomas Smith

      Under Secretary of the Navy (Army, Air Force)
	Dear Mr. Smith
	

	Assistant Secretary, Counselor, Legal Advisor
	The Honorable

    John Smith

       Assistant Secretary of the

       Interior

           Department of the Interior
	Dear Mr. Smith
	

	Forms of Address for Judiciary Branch, U.S. Government

	The Chief Justice of the United States Supreme Court
	The Chief Justice

  The Supreme Court
	Dear Chief Justice or Dear Chief Justice Smith
	

	Retired Chief Justice of the United States Supreme Court
	Chief Justice Smith*

   The Supreme Court of the United

   States

      Washington, D.C.  20543
	Dear Chief Justice Smith
	*Use the following for a formal listing:  The Honorable John Smith, Chief Justice of the United States Supreme Court

	Chief Judge of a United States Lower Court
	The Honorable

  John Smith

     Chief Judge

          United States Court of (name

             of court)

              (city, state, zip)
	Dear Judge Smith
	

	Judge of a Lower Court
	The Honorable

  John Smith

     United States Court of (name

        of court)

           (city, state, zip)
	Dear Sir or Dear Judge Smith
	

	A Presiding Judge
	The Honorable

  John Smith

     Presiding Justice

        Appellate Division

           Supreme Court

             (city, state, zip)
	Dear Sir or Dear Mr. Justice
	

	Forms of Address for Legislative Branch, U.S. Government

	United States Senator (man)
	The Honorable*

  John Smith

    United States Senate

        Washington, D.C.  20510
	Dear Senator Smith
	*If away from Washington:  

    The Honorable

         John Smith

             United States Senator

	United States Senator (woman)
	The Honorable*

  Mary Adams Smith

    United States Senate

      Washington, D.C. 20510
	Dear Senator Smith
	*If away from Washington:  

    The Honorable

         Mary Adams Smith

             United States Senator

	Committee Chairman
	The Honorable

   John Smith

      Chairman, Committee on 

      (name)*

          United States Senate
	Dear Mr. Chairman
	*Use this title only when writing on committee business

	Subcommittee Chairman
	The Honorable

   John Smith

      Chairman, Subcommittee on 

      (name)*

          (name of parent committee)

              United States Senate
	Dear Mr. Chairman
	*Use this title only when writing on committee business

	Speaker of the House
	The Honorable

   John Smith

      Speaker of the House of

      Representatives

          Washington, D.C.  20515
	Dear Mr. Speaker
	

	United States Representative
	The Honorable

   John Smith

      House of Representatives*

          Washington, D.C.  20515
	Dear Mr. Smith
	If away from Washington:

  The Honorable James Smith

      (address)

	Committee Chairman
	The Honorable

  John Smith

    Chairman, Committee on 

    (name)*

         House of Representatives
	Dear Mr. Chairman
	*Use this title only when writing on committee business

	Subcommittee Chairman
	The Honorable

   John Smith

      Chairman, Subcommittee on 

      (name)*

          (name of parent committee)

              House of Representatives
	Dear Mr. Smith
	*Use this title only when writing on committee business

	Comptroller General of the United States (Head of the General Accounting Office)
	The Honorable

   John Smith

      Comptroller General of the 

      United States

           General Accounting Office

               Washington, D.C.  20548
	Dear Mr. Smith
	

	Forms of Addresses for State and Local Governments

	Governor of a State
	The Honorable

   John Thomas Smith

     Governor of California

         (city, state)
	Dear Governor Smith
	

	Acting Governor of a State
	The Honorable

   John Smith

     Acting Governor of Idaho

         (city, state)
	Dear Mr. Smith
	

	Lieutenant Governor
	The Honorable

  John Smith

    Lieutenant Governor of Georgia

         (city, state)
	Dear Mr. Smith
	

	Chief Justice of a State
	The Honorable

  John Smith

    Chief Justice

        Supreme Court of the State of 

        (name)
	Dear Mr. Chief Justice
	

	President of the Senate of the State
	The Honorable

  John Smith

     President of the Senate of the 

     State of Arkansas

         (city, state)
	Dear Mr. Smith
	

	State Senator
	The Honorable

  John Smith

    Massachusetts Senate (or Senate 

     of Massachusetts)

        (city, state)
	Dear Mr. Smith
	

	Mayor (man)
	The Honorable

  John Joseph Smith

    Mayor of San Francisco

       (state, zip)
	Dear Mayor Smith
	

	Mayor (woman)
	The Honorable

  Mary Elizabeth Smith

    Mayor of Atlanta

       (state, zip)
	Dear Mayor Smith or Dear Mrs. (Miss) Smith
	

	Secretary of State of a State
	The Honorable

  John Smith

     Secretary of State of Illinois

        (city, state)
	Dear Mr. Secretary
	

	Treasurer, Comptroller, or Auditor of a State
	The Honorable

  John Smith

    Treasurer (Comptroller)

     (Auditor) of New Jersey

         (city, state)
	Dear Mr. Smith
	

	Attorney General of a State
	The Honorable

  John Smith

    Treasurer (Comptroller)

     (Auditor) of New Jersey

         (city, state)
	
	

	American Ambassador (man)
	The Honorable

  John Smith

    American Ambassador*

        (city, country)
	Sir,

Dear Mr. Ambassador, or (if the Ambassador holds military rank) Dear (Admiral) Smith
	*Or the “Ambassador of the United States of America” which is the preferred usage for Chiefs of Mission assigned to posts in the Western Hemisphere.

	American Ambassador (woman)
	The Honorable

  Mary Smith

    American Ambassador*

        (city, country)
	Madam, Dear Madam Ambassador, or Dear Mrs. (or Miss) Smith
	*Or the “Ambassador of the United States of America” which is the preferred usage for Chiefs of Mission assigned to posts in the Western Hemisphere.

	Foreign Ambassador in the United States 
	His Excellency

  John Joseph Smith

    Ambassador of (full name of 

    country)*
	Excellency (formal)

Dear Mr. Ambassador (informal)
	Career Ambassadors continue to be addressed as “Ambassador” after retirement.

*At the present time there are six countries where the name of the country precedes the title “Ambassador”:  Brazil, China, Great Britain, Nepal, Malawi, and Sweden; thus the form of address for Ambassadors of these countries would be:  His Excellency, The (Brazilian) Ambassador

	Forms of Address for Independent Agencies, U.S. Government

	Head of a Federal Agency, Authority, or Board
	The Honorable

  John Richard Smith

    (title)

       (name of agency)

          Washington, D.C. (zip)
	Dear Mr. (Dr.) Smith
	

	Postmaster General (head of U.S. Postal Service)
	The Honorable

  John Smith

     Postmaster General

        Washington, D.C. 20260
	Dear Mr. Postmaster General
	

	Forms of Address for Private Citizens

	A Doctor of Medicine (M.D.), a Doctor of Dental Surgery (D.D.S.), or Doctor of Veterinary Medicine (D.V.M.)
	John J. Smith, M.D. (or D.D.S. or D.V.M.)

   (local address)
	Dear. Dr. Smith
	

	President (or Chancellor) of University or College
	Dr. (or Mr.) John J. Smith

  President (or Chancellor)

     (name of institution)

        (local address)
	Dear Dr. (or Mr.) Smith
	The initials of professional degree(s) are frequently placed after the name instead of the title “Dr.” when listed in a college publication, thus:

  John J. Smith, LL.D., Ph.D.

     President, (name of institution)

	Dean of a College, Dean of a Faculty
	Dr. (or Mr.) John J. Smith

  Dean, (name of department or

    school)

      (name of institution)

          (city, state, zip)
	Dear Dr. (or Mr.) Smith
	The initials of professional degree(s) are frequently placed after the name instead of the title “Dr.” when listed in a college publication, thus:

  John J. Smith, LL. M., Jur.Sc.D.

	Professor, Associate Professor
	Dr. John J. Smith (with doctoral degree) or

Professor John J. Smith (w/o doctoral degree)

  (name of department, or school)

     (name of college or university)

         (local address)
	Dear Dr. * Smith
	*if applicable

	Lawyer
	Mr. John Smith

  Attorney at Law
	Dear Mr. (Mrs., Miss) Smith
	Esquire.  This title, written in full, may be used in addressing a lawyer, Clerk of the United States Supreme Court, officer of other courts, and male Foreign Service officer below the grade of Career Minister.  When “Esquire” is used, the individual’s personal title (Mr., Dr., etc.) is omitted.

	Ecclesiastical titles
	
	
	A clergyman may be called “Dr.” if he has an academic doctoral degree that is earned (Ph.D.) or honorary (D.D. or LL.D).  He may be addressed as “The Reverend” in writing but his full name should always follow this title and “Reverend” must always be preceded by “The.”  It is incorrect to address him as “Reverend Jones” or in writing as “Dear Reverend.”  Depending on the sect or denomination he represents and the position he fills, a clergyman may also be addressed as “The Right Reverend” (if a bishop), “Bishop,” “Cardinal,” “Father,” “Pastor,” “Rabbi,” or “Cantor.”

	Service Officer Grade Abbreviations

	Admiral (Navy)
	Admiral John Smith
	Dear ADM Smith
	Rank O-10

	General (Army)
	General John Smith
	Dear GEN Smith
	Rank O-10

	General (Air Force)
	General John Smith
	Dear Gen Smith
	Rank O-10

	General (Marine Corps)
	General John Smith
	Dear Gen Smith
	Rank O-10

	Vice Admiral (Navy)
	Vice Admiral John Smith
	Dear VADM Smith
	Rank O-9

	Lieutenant General (Army)
	Lieutenant General John Smith
	Dear LTG Smith
	Rank O-9

	Lieutenant General (Air Force)
	Lieutenant General John Smith
	Dear Lt Gen Smith
	Rank O-9

	Lieutenant General (Marine Corps)
	Lieutenant General John Smith
	Dear Lt Gen Smith
	Rank O-9

	Rear Admiral (Navy)
	Rear Admiral John Smith
	Dear RADM Smith
	Rank O-8

	Major General (Army)
	Major General John Smith
	Dear MG Smith
	Rank O-8

	Major General (Air Force)
	Major General John Smith
	Dear Maj Gen Smith
	Rank O-8

	Major General (Marine Corps)
	Major General John Smith
	Dear Maj Gen Smith
	Rank O-8

	Rear Admiral (Navy)
	Rear Admiral John Smith
	Dear RADM Smith
	Rank O-7

	Brigadier General (Army)
	Brigadier General John Smith
	Dear BG Smith
	Rank O-7

	Brigadier General (Air Force)
	Brigadier General John Smith
	Dear Brig Gen Smith
	Rank O-7

	Brigadier General (Marine Corps)
	Brigadier General John Smith
	Dear Brig Gen Smith
	Rank O-7

	Captain (Navy)
	Captain John Smith
	Dear CAPT Smith
	Rank O-6

	Colonel (Army)
	Colonel John Smith
	Dear COL Smith
	Rank O-6

	Colonel (Air Force)
	Colonel John Smith
	Dear Col Smith
	Rank O-6

	Colonel (Marine Corps)
	Colonel John Smith
	Dear Col Smith
	Rank O-6

	Commander (Navy)
	Commander John Smith
	Dear CDR Smith
	Rank O-5

	Lieutenant Colonel (Army)
	Lieutenant Colonel John Smith
	Dear LTC Smith
	Rank O-5

	Lieutenant Colonel (Air Force)
	Lieutenant Colonel John Smith
	Dear Lt Col Smith
	Rank O-5

	Lieutenant Colonel (Marine Corps)
	Lieutenant Colonel John Smith
	Dear Lt Col Smith
	Rank O-5

	Lieutenant Commander (Navy)
	Lieutenant Commander John Smith
	Dear LCDR Smith
	Rank O-4

	Major (Army)
	Major John Smith
	Dear MAJ Smith
	Rank O-4

	Major (Air Force)
	Major John Smith
	Dear Maj Smith
	Rank O-4

	Major (Marine Corps)
	Major John Smith
	Dear Maj Smith
	Rank O-4

	Lieutenant (Navy)
	Lieutenant John Smith
	Dear LT Smith
	Rank O-3

	Captain (Army)
	Captain John Smith
	Dear CPT Smith
	Rank O-3

	Captain (Air Force)
	Captain John Smith
	Dear Capt Smith
	Rank O-3

	Captain (Marine Corps)
	Captain John Smith
	Dear Capt Smith
	Rank O-3

	Lieutenant Junior Grade (Navy)
	Lieutenant Junior Grade John Smith
	Dear  LTJG Smith
	Rank O-2

	First Lieutenant (Army)
	First Lieutenant John Smith
	Dear 1LT Smith
	Rank O-2

	First Lieutenant (Air Force)
	First Lieutenant John Smith
	Dear 1st Lt Smith
	Rank O-2

	First Lieutenant (Marine Corps)
	First Lieutenant John Smith
	Dear 1stLt Smith
	Rank O-2

	Ensign (Navy)
	Ensign John Smith
	Dear ENS Smith
	Rank O-1

	Second Lieutenant (Army)
	Second Lieutenant John Smith
	Dear 2LT Smith
	Rank O-1

	Second Lieutenant (Air Force)
	Second Lieutenant John Smith
	Dear 2d Lt Smith
	Rank O-1

	Second Lieutenant (Marine Corps)
	Second Lieutenant John Smith
	Dear 2ndLt Smith
	Rank O-1

	Chief Warrant Officer (Navy)
	Chief Warrant Officer John Smith
	Dear CWO4 Smith
	

	Chief Warrant Officer (Army)
	Chief Warrant Officer John Smith
	Dear CW4 Smith
	

	Chief Warrant Officer (Marine Corps)
	Chief Warrant Officer John Smith
	Dear CWO Smith
	

	Chief Warrant Officer (Navy)
	Chief Warrant Officer John Smith
	Dear CWO3 Smith
	

	Chief Warrant Officer (Army)
	Chief Warrant Officer John Smith
	Dear CW3 Smith
	

	Chief Warrant Officer (Marine Corps)
	Chief Warrant Officer John Smith
	Dear CWO Smith
	

	Warrant Officer (Navy)
	Warrant Officer John Smith
	Dear WO Smith
	

	Warrant Officer (Army)
	Warrant Officer John Smith
	Dear WO1 Smith
	

	Warrant Officer (Marine Corps)
	Warrant Officer John Smith
	Dear WO1 Smith
	


Information above was compiled using “Protocol:  The Complete Handbook of Diplomatic, Official and Social Usage” by Mary Jane McCaffree and Pauline Innis.  Devon Publishing Company, Inc., Washington, D.C.  1985.
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