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ADDRESSING PROCEDURES

NATIONAL

President:

The Honorable (full name)
President of the United States
The White House

1600 Pennsylvania Avenue, NW
Washington, D.C. 20500

Dear Mr. President:
Speaking: “Mr. President”
“President (last name)”

Vice President:

The Honorable (full name)

Vice President of the United States
Old Executive Office Building
17th & Pennsylvania Avenue
Washington, D.C. 20501

Dear Mr. Vice President:
Speaking: “Mr. Vice President”

“Vice President (last name)”
Closing: Very respectfully yours,

Cabinet Member:
The Honorable (full name)

Secretary of (cabinet post)
Washington, D.C. 20520

Dear Mr./Madam Secretary:
Speaking: “Mr./Madam Secretary”
“Secretary (last name)”

Attorney General:
The Honorable (full name)
Attorney General

Dear Attorney General (lastname):
Speaking: “General (lastname)”

U.S. Senator:

The Honorable (full name)
United States Senate
Washington, D.C. 20510

Dear Senator (last name):
Speaking: “‘Senator (last name)”

Speaker of the House of Representatives:

The Honorable (full name)
Speaker of the House

U.S. House of Representatives
Washington, D.C. 20515

Dear Mr. Speaker:
Speaking: “Mr./Madam Speaker”

U.S. Representative:

The Honorable (full name)

U. S. House of Representatives
Washington, D.C. 20515

Dear Mr./Mrs. (last name):
Speaking: “Representative (last name)”
“Mr./Ms. (last name)”

STATE OFFICIALS

Governor:

The Honorable (full name)
Governor of Texas

State Capitol

P.O. Box 12428

Austin, TX 78711

Dear Governor (last name):
Speaking: “Governor (last name)”

Lieutenant Governor:
The Honorable (full name)
Lt. Governor of Texas
P.O. Box 12068

Austin, TX 78711-2068

Dear Governor (last name):
Speaking: “Governor (last name)”

Speaker of the House:

The Honorable (full name)
Texas House of Representatives
P.O. Box 2910

Austin, TX 78768-2910

Dear Mr./Ms. (last name):
Speaking: “Mr./Madam Speaker”

State Senator:

The Honorable (full name)
Texas Senate

P.O. Box 12068

Austin, TX 78711-2068

Dear Senator (last name):
Speaking: “Senator (last name)”

State Representative:

The Honorable (full name)
Texas House of Representatives
P.O. Box 2910

Austin, TX 78768-2910

Dear Mr./Ms. (last name):
Speaking: “Representative (last name)”
“Mr./Ms. (last name)”
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CITY AND COUNTY OFFICIALS

Mayor:

The Honorable (full name)
Mayor

City of (city)

City Hall

Address, if known

City, State and zip code

Dear Mayor (last name):
Speaking: ‘“Mayor (last name)”

City Council:

The Honorable (full name)
Council Member

City Council

City of (city)

City Hall (and address, if known)
City, State and zip code

Dear Councilman/Councilwoman (last name):
Speaking: “‘Councilman/Councilwoman (last

name)”

County Judge:

The Honorable (full name)
County Judge

County Courthouse
Address, if known

City, State and zip code

Dear Judge (last name):
Speaking: “Judge (last name)”

County Commissioner:

The Honorable (full name)

County Commissioner

Precinct Number

County Courthouse (and address, if known)
City, State and zip code

Dear Commissioner (last name):
Speaking: “Commissioner (last name)”

Note: The correct closing for all the above letters
is: Sincerely yours,

CAPITOL UPDATE

CAPITOL UPDATE is a bi-weekly newsletter full of informa-
tion on the newsmakers of Texas politics. We tell you of their cur-
rent actions . . . and their future plans. Through our service, you
can stay on top of the latest happenings in Austin.

CAPITOL UPDATE provides information on:
*Governor’s appointments
eInformation on associations and lobby groups
*Updates on prospective candidates for office, those
who have filed, and voter sentiment in key races
*News of interest on Texas officeholders
«Staff changes for major officeholders in the Capitol
complex
eLegislative information . . . committee actions
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