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iiiT# }Iemos and Letters

STEVE SYDORIAK

Los .AIamoa National Laboratory
Group C-2, MS 13253
Los Alarnos, New Mexico .97545

ABSTRACT

Letters and memos at Loa Alamos National Laboratory (LAN L) are formatted in ac-
cordance with ruies eatabiished in the Laboratory’s OfRce Procedures Manual. 14TEXstyle
files were written to let people produce letters and memos without worrying about a comp-
licated set of rules, Macro and template files are distributed through the Laboratory’s
Change Control system for use on VAX/UNIX, VAX/VMS, Sun, Apollo, and IBMPC. A
testbed of aeverai hundred test filaa i~ used to minimize bugs in the distributed versions.

There is a choice of Computer Modern fonts or PostScript fonts. Memos and letters
can be printed in Roman or typewriter typefaces. When called for, classification labels
will be printed on every page, Headera on pagea following the first page are compiled
from info:maticm found on the first page. Lettere can handle multiple addreaaes, Def[mlt
options are provided where applicable, and error memagea warn users about miljsing
information fields,

1. Introduction
In 1984 a Publication Strategy Team waa formed at Loa Alamoa National Laboratory to make

decisions about future directions to be taken in text formatting and publication. One of ttie decisions
reached wea to choose K4T~X,~!(, and troff u the text formatters that would be mpportcd by the
Computing and Communications Division. UTEX waa picked aa the formatter of choice due to its ease
of use and declarative interface. M1’EX,written by Leslie Lamport, ia a document preparation system
baaed on ~,

To encourage people to uae ~fl the Computing and Communications Pivinion embarked OR a
project to provide ~ style file. for the commonly used Laboratory documents, cltch M memos,
letters, and reports, The formata @ftheaa document types are well established at LANL, and have
been formalized in the O&ce Procedurw Manual (OPM),

2. Approach
\f’e ttarted with the memo etyle because it is the mat frequently used document type. \Ve wanted

to provide an eaay to use, well documented utility, that waa capable of producing memos in accordance
with the OPhf. I became the de.ignatgd ~ macro writer, At the time I knew how to use and
install ~, but I had no experience with I@$% or with writing WX macros,

\fy hope woo to be sble to write the ~ style tile using nothing but UT~X commands, I began by
uoing ~’a picture environment to forrrmt the tnemo header and the list environment to format the
opening and closing lists in the memo, When I began to work on the user interface and second-page
headera, however, it becama obviou~ th~t I WM going to have to learn a lot about writing macro. in
~Y UT~X by itself ia not well equipped to handle thu loops, the ifs, and the token manipulation that
is necessary for tvriting a sophisticated macro package To increrum my limited ltnow!mige of ~~~ 1
toOk ‘~[;~’rl CO11rSe9On writing ~ [na~rOO,WEX nlacr(M, and output K)utlnet,

Studying ~f’EX*9 macro tilm was rasentia! in writing the memo macrm, The macro files that [
borrowd from incl,)de Iatex,tex, Ifonte,tex, letter ,doc, l!itlCl~,(iOC, nnd art 10 doc I lwgnn hy copying
over half Of Ietter, (loc, LMIIpOrt’Mletter style lil~, tnto the m~nlo style tile, ‘IIIls wnn useful fur (ldilliu~
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basic elements of the memo such w page layout, paragraphing, and nwny of MEX’s environments.
The article style files providr;.1 the figure, table, and bibliography environments, Code taken direct]y
from the letter and article styles provided over one quarter of the final memo style file,

The latex.tex file is a large collection of macros that define elements of ~~~ that are common to
all liT# etyle.e. Some of Iatex.tex’s macros, such se \Oitorn and \@outputpago, were lacking one or
two features that were needed for memos. In these cases, I copied the macros inta the memo style file,
making and commenting changea to the necessary lines. During debugging stages, faulty interaction
between Iatex,tex and the memo style file WM common. It WM hel~ful to temporarily move selected
latex,tex macros into the memo style file, where \typoout commands could be used to follow execution.

After the memo style file had been distributed to LANL’s ~ community, I began to work on
the letter style file. Moat of the memo style transferred directly to the letter style. New features were
added to the letter style flle where needed.

It took about three person months of work to complete the memo style file, and another month or
two to fiaish ~ letters, A month or w of this time waa devoted to learning ~ inside and out,
There waa perhaps a two week investment in getting familiar with IdT#’s macro files. Several weekrr
were spent working on the testbed for memos and several more weeks on the tcstbed for letters.

In the sections below I will talk about many of the features and some of the programming tricks
used in the memo style file. I will then talk about, some of the featurea unique to the LAJNLletter ~tyle
file.

3. KIM Memos

3.1 Layout of a MT@ file
The format of a memo’s source file ia similar to the general layout of any 14T~.?Cdocument

\documontstylo{momo}

Tho proamblo, commamds 8Udl ●s

\to{.. ,}

\. from{. , ,}

\headorfonts{, . .}
\oncloauros{. , . }

\bogin{documont}
\oponing

Body of memo

\closing
\ond{Focuaait}

TIM \docuaontotylo command ia used by WEX to load in the memo. sty style file. The memosty
file cfeflnea ●ll the commandt used to print a memo. An optional argument azks for elevc;i or twelve
poim mizerather than the defwlt ten point size,

The philosophy of the presmble ia to free the user from having to know anything about the layout
of the opening or the closing of the memo. The preamble containc all the cornmanda that affect the
opening and clozing of the memo. These commands may be entered in any order. The style file ensures
tl]at everything will be printed in the right place, One doesn’t need LOknow, f~x cx~IIIple, wlletl~cr
Ihe d)st ribut ion list comes before or after the Iiat of enclomrss,

All of the preamble commands are optional. When s preamble commnnd irnonlittwl frotu the
i)reamhle, one of three things happerto. one, that part of the memo, such u a list of ~’nclosures, may
not h? required in a memo, m It u simply omitted from the memo. “rwo, there may IM &Alault for
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that command, For example, if no font is given for the body of the memo, the Computer \Iodern fonts
will be used. Three, if the omitted command is required, such as the \t o command, the memo will be
printed with that field Iefl blank. A warning message will be printed in the log file that tells the user
how to fix up his input fiie.

The \opeming command prints the header on the first page of the memo, including the information
that tello who the memo io going to, the sender’s mail stop, and so forth.

The body of the memo cornea after the \opening command. One can use any of the standard
Wfi commands within the body of the memo.

The \clocing command prints the part of the memo that comes after the body of the memo. This
includes the sender’s initials, the distribution list, the list of enclosures, and so on.

3.2 Opening of a Memo
Here is an example of the beginning of a memo file that uses all of the fields that can be printed

in a memo header, Figure 0.1 shows the top of the printed memo from thie example.

\document St ylc{merao}
\to{A. S. Huris, X-7, XS B267}
\fromiS. R, Growm, X-7, M B267}
\thn~iL. S . Stcolo, X-6, MS B567}
\subjact{Intarrnption of Building Schedule>
\rdormcdHamo, )hestaa to Platz, Much 12, 1989, CT-6-88}
\rofor@nco{Subj oct OPII-1-3, Off ico Procoduros IIamual}
\mailatop{B267>
\tolophuuo{7-4666}
\aymbol<X-7}
\s@rialnutabor{l 11}
\headorfonta{po# tmcript>

IkiMIIm
LooAlunoeNallona!Labera

‘vLosAlemoaNewMexlco87S4 memorandum

A. s. Marcia, x-7, MS B257 Mm: June 19, 1989

L. S. St@~lo, X-S, MSB567 MMmamsmsa B257/7-4SSS

9. R, Orovoa, X-7, MS B257 Ow X-7-111

INTERRUPTION Or SUILDINO SCHCDULC

RCTCRZNCCS I 1. MENO, MAESTA# TOPLAT2, MARCH 12, 1989, CT-6-88
2, suwrm om-1.1, orrscc PROCCDURtS MANUAL

A #arlo@ If unforturmto .v@nts hao lntorrupcad tho bulldlng nch@dulo of
ctm RTX Otoloat, C4U01nU U- to rmu.st ● uostoonwmnc of tho work shown

Figure 0,1: Opening and first paragraph of a memo.

,Sotice that the subject line is always printed in uppercaae in this example, two references were
mentioned, When one refvence is given, the word “REFERENCE” is printed ratlwr than “REFEf7-
ENC’ES” (kee Ilm.. e 0 2), The \thru, \aorialnumbor, and \r@foroncc information is optional \Vhen
!l\P \sorialnwoor is not given, the \syrabol will be printd by itself, without the trailing d~ll

\VhPn the \thnt command IS not used, a ditferent ntyle of header is printed f’i#ure 02 shows nn
Pxutni)lc of a memo printed in the “tl]rulms” style, It is worth notirtg that the user doec not hmv~ to

1
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be aware that there are two different styles of memo headers, The style file selects the right header on

the basis of the information given in the preamble.

IbMmim3
LosNamoe National Laboraio

‘1Lo9Alar7WNowMoxlco 87s4 memorandum
rw A. S. Harris, X-7, MS s257 mm. Juna 16, 1989

mew S. R. Grovos, X-7, MS s257 %o~; S257/7-4555

Svaa: X-7-111

-Cr INTERRUPTION OF SUILDING SCHEDULE

RE; ERENCE: MEMO,MAZSTASTO PIATZ, WRCH 12, 1909, CT-6-88

A ssriaa of ,,?fortunato .v.nts has lntorruptod tho buildlng schcdula of
chc RTX ,roj*ct, causing u. co r~quast a postponamsnt cf tho work anown

on Job ordor J07940.

Figure 0.2: Opening of a memo with no THRU.

3.3 Fonts
There are four pomible arguments to the \hoad@rfonts command: tex, postscript, lafonts, and

memopaper, Each doea its best to mimic the preprinted memo paper that secretaries push into a
typewriter. When T’@Cfonts are used, the Computer Modern fonts cbaeat in appearance and size are
used. While this providee only a rough approximation to the correct fonts, t hia opt ion is the default
for th zoadorf oats command. Computer Modern fonta allow printing of a memo with a bar+ bonee
inrntah~,iun of ~fi.

When \haadorf oats {posts ;r ipt } u used, PoetScript fcmts are used to print th~ header. The
!idlow letters used to print “Lea Alarnoe” are created by using a \spQcial command to include
PoetScript code into the dvi file, In order for thie to work, Arbortext’s DVIPS must be used to create
a PostScript file. At be Alamoe we have standardized on DVIPS aa the PoetScript driver, All the
commonly used systems (VAX/ Uh’IX, VAX/VMS, Sun, Apollo, end IBM PC) have mite Iicenees for
DVIPS,

The beet looking fonts for Loe Ahunoa headere come frorm Metafoundry in Dublin, Ohio, Th#
\hoaderfonts{laf ontc} command calln fcr the Metafoundry fonts, We bought a site Iicenee for the=
fcnts so that all our ueera have acceea to them. If a ueer has installed theac fonts, a header that is
indistinguishable from the preprinted memo paper can be printed,

Ueers dxo uae \hoadozfoztta{mesopap,r} to print their memos on preprinted memo paper, In thie
caae a piece of memo paper ie put into the printer, Of course, there is usually a problem when trying
to print o’.tto a preprinted piece of paper. The J@K output will very rarely line up just right with the
“TO: ,“ the “FROM:,” and eo forth, To overcome thu probiem, the user can epec~fy a horizontal and
vertical correction to match any particular combination of printer and preprinted b?ader paper,

3,4 Tho Body of th Mamo
Any command mentioned in the I,amport’c ~ manual can be ueed in the body of a LANL

memo, The first verrrion of the memo ~tyle followed Lamport’s letter style in leaving out the table,
figure, and bibliography environment., Some of the first calls I got were from people aaking why they
could not use the figure and bibliography environment in their memos, So I added them into the
second version.

There are twu styles d’ memos at LA?JL. The commonly used one is ~ingle-space(l with block
KJ8rafjra@S. ‘rh4!rC k 8~Other one for memon Of ten lineo or kM that 18double-spaced With Indented
paragraphs
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For the body of the memo, a user can specify either PostScript or Computer Modern fonts. The
user can aiso chooee between the Roman or typewriter typefaces. Some users feel (strongly) that a
memo that looks like it came out of a typewriter 10CAUJmore professional than one that came out of a

printer. Otherm feel that the typewritten look is humbler and less extravagant looking, therefore better
for obtaining granta and funds. So I provided the typewriter typeface.

One of the more difllcult challenges in writing LAN L’s style files was to accommodate the typewriter
typeface. In regarda to everything from hyphenation to vertical spacing to list formats, TEX and UTEX
are designed with a variable spaced font in mind. To truly emulate a typewriter, it is necessary to have
all the lina spaced evenly down the page and characters spaced evenly acmes the page. Ti~is requires
an if statement and parallel code at nearly every turn.

3.5 Closing of a Memo
Here ie the input that creates a memo with moat of the options that can be printed in the closing

of a rr.wmo. Figure 0.3 chowr the cJoeing of the printed memo from this example. Not shown in this
example are command calla that print “Eric. a/s” and “Attachments a/s.”

\origirtat or{srg}
\typist{jak)
\signaturo{Botty J. Donald-on}
\sigmor{bjd>
\approval{R. J. O’Conmar \\ ST Division Loador)
\cy{T. J. Bantoa, UX-6, MS G780 \\ A. L. Saluu, X-7, M B267}
\cnciGraph, Dan X. Leokc6, TP-3, M B882)
\cnc{Drawing Mo. 3988-R}
\attachmonts{Graph, Fallout v. ● . Imaga Timo, TP-3, MS B881}
\attachaanta{Homo, Uaostas to Platz, Much 12, 1989, CT-6-881
\distribution{K. C. Jordan, C-5, W B77S \\

H, K. ~OIOMOIJ, TP-1 , ?(S B233 \\
A. J. GOnOZ, TP-2, MS B234 }

LaTeX’~ lie~ environment provides an eaay set of toole for formatting the various types of lists used
in the memo macroe, The hat environment doee not keep track of widow and orphan Iinea, however,
MOcode wae added to WEX’s \Oit ●m definition to keep the first two and Iaat two items of a closing
hat together on the same page. There are also page breaking commands that allow the uer to begin
a specified cloeing list on ● new page.

3,6 Classification Labels
At Lou Alamoa some memoe are claaeified secret, confidentid, or unclamitied. When using a

typewriter, paper is rtaed that haa the classification marked on the top and bottom of the page, If
T’Q( fonte are being used in the memo, the font CSSS1Oecaled \magstep6 ia used to approximate the
preprinted claaaiflcation paper, If PoetScript fonta are used, a \apocial command uwe PoetScript code
to simulate the tall, skinny, and bold font used on preprinted classification paper. DVIPS’S overlay
facility is ueed to overlay the cl-ificdion Iabeia on ●ach page. A 29-point Helvetica font is compressed
horizontally and then over-truck to give the desired look.

4. Token Formats
hfany of the Iitts ueed by the memo cornmandl can have rnl~ltiple entries. The list of items can De

specified in one command call with \\o separating items on the list, A list of items can aiso be built
up by multiple calls to the same command, For example,

\cy{ft. T. Smith, C-2, Hs B263 \\ Filas}

nlld

\cy{R, T. Smith, C-2, M B263)
\cy{Files}
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UC w1ll not nogd your smrvlcas unc!i :ha torus has drr:vad and has been

lnstallod by our :achnlcians. Work may than procoad as out:ined in the

original sot of milostonos.

BattyJ. Dolmldson

BJO-SRG: jak

APPROVED BY:
R. J. O’Connor &co
ST Dlvlnion Lcadsr

Enc. 1. Graph, Dan K. Lookcs, TP-3, MS B8@2
2. Drawing No. 3988-R

Attachments:

1. Graph, Fallout v.-. Imags Tima, TP-3, MS B801
2. maso, Maastas to Platz, march 12, 1909, CT-6-88

Dlstrlbutlon:

K. C. Jordsn, C-5, MS B77S
M. K. Solomon, TP-1, MS lz233
A. J. Gonmz, TP-2, !4S 9234

Cy : T. J. Bwiton, W%-S, ?4S G780

A. L. Salazar, X-7, US 82S7

Figure 0.3: Last paragraph and closing of a memo.

are equivalent.
A macro named \Otoksiaput takea care of building up these lists. When a command such as the

\cy above is called, it in turn ieaues a command of the form

\@tokminputicyMR. T. Bmith, C-2, MS B263 \\ ?ilod

\Otokainput then increments a counter that keeps track of how many cy’s there are on the list. The
listitemz are appended to a token variable that haa the form

\@tokacy={R. T. Smith, C-2, W? B263\\Filaa3

5, Parsing Token Variables
The construction of second-page headers will illustrate the parsing of variablea that have embedded

new]ines. Second-page headem mention every b~y’s name that the memo is addressed to. On page
one, the addreanee’s name, group, and mad stop are given, separated by commas. On the second-page
headert however, only the name is listed. For example, if the add:esses are specified by

\to<A. B. Ca=oway, Z-i, MS B234 \\
D, E. Fritz, Y-2, M 8346}

the second-page header appears aa in figure 0.4,
The internal representation of the “TO” field for this example would be the token variable

\@tok8to=<A. S. Curoway, Z-1, M B234\\D . B, Fritz, Y-2, HS B346}

The parsing of this token variable is done by macroa baaed on Knuth’u dirty trick mentioned on
page 375 of “The ~book,” Appendix D: Dirty Tricks. This dirty trick is called \btost. It searches
for a “*’” in a token variable and returns true or false depending on the success of the search.

Two clonee of \btoct are needed to patae \4toksto; one parses for the “\\” token and the other
paraee fol m “,”. Besides reporting the succesu of the search, the macroe store the parts of the token
variable tlid come before and after the search token.

e
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A. B. Carroway -2- :UIIC 15, 1989

0. E. Fritz

Tho recant pcrlod of lnclomant wmthor has dolayad dallvory of th rn.r.al
torus balng trucked in from Brown ●nd Arhibruscor Mocalworks, Inc. , in

Figure O.4: Second .page header,

To parse \Otoksto, a loop ia executed until all the persons’ narnea have been extracted from
\Qtoksto, First the macro \Wonowlinepull iv called (ace below) with \@toksto M its argument.
The tokenz before the “\~ in \@toksto are put into the token variable \Woksboformo~lino and
the tokens after the “\\” are put into \etoksaftornowlinm

\def\@toaewli.nepv,ll# l{\lot \Onlmavo=\\\lat\\ =\relax
\axpandaftor\Otonawlinepullono\the#l\\\@anpty
\if *cwlino\oxpmdaf t@r\Wonowlin@pdlttioo\ thQ#l\6ornpty
\olao\fi\18t\\=\*18 avo>%

\dof\@tonewltiopullono*l\\<\@tokaboforanowlina=<#l>%
\futurclot\aoxt\@tonoulinopulltwoM

\dof\9toaoultio~lltwo#l\eomty{\@tok9aft@nowlho={#l}%
\ifx\@ampty\n*xt\*owlinefalae
\olso\tiowlinotmo\fi}%

\dof\Qtoa*wltiopullt&oo#l'f\{\Otokaboforonowlino=<#l}%
\futurolotboxt\@tonowlin*pullfour}%

\d@f\@tonawltiopulllou# l\@empty{\Woksaftcrn@wliri@={# 1}%
\ifx\aernpty\aaxt\@nawliaefa180
\also\~ewlinetna\fi}%

When

\@tok8to=iA. B. Curoway, Z-i, MS B234\\D. E. Fritz, Y-2, MS B346>

executing \Qtons81inapull\Qtokato wi]l leave

\@toksboforenewlino=<A. B. Carrow2y, Z-1, MS B2341

and

\Wokaaft”rn@wline={D. E. Fritz, Y-2, M B346>

Amacronamed \@tocomnapull (aeebelow)ia then caUedwith \@toksbaforono81ino as its argument.

\dof\@tocommapull#l{\axpandafter\9toccmaapullone\tho#l ,\Qampty]%
\daf\9tocoaa8pUlona#i ,i\@tokmbaforacma=i#l>%

\futurolotboxt\@tocomapulltwo}%
\daf\etocoanapulltwo#l\9empty{\ifx\6empty\naxt \@comzmfalso

\alaa \acomatrue \fi3%

The \@tocommapull macro definitionis abit simpler than \@tonowlinopull, since itisnotnecea-
sary to determine \Otoksaftorcoama, Executing \Otocomzmpull\OtoksbcforoneuLino in the above
example Iebva

\@toksboforocowuaa*{A. B. Carroway>

which is saved into another token variable nwed \Qtokshaad@r, This finishes the first titne through
the Icop. After aaecond time through the loop,

\@tokshaadar=<A. n Carroway\\D. E. Fritz}

7
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which can then be wed to print the second-page’s header.
‘The height of the second-page header is calculated and is used to set the values of \topskip,

\hoadsop, and \toxthoight. These valueB change between the first-page and the second-page, so they
are set to their new valuee after outputting page one in I@jX’s \@outputpago macro.

6. IiU’@ Letters
Wfi letters are quite similar to %X memoe. Moat of the information needed on the first page

header of a letter is entered into the file the same way ae for rnemoe. The closing portion of a letter is
virtuaUy identical to that of a memo,

IdTEXletters do have several featuree that memoe do not offer. For example, it is possible to adjust
the width and height of the body of a letter to give it a balanced look. Two interesting features in
W# Ietl:ers are the ability to print multiple addreeaes and the ability to print mailing labels.

6.1 Multiple Addresses
In letters a single address is specified like this:

\to{Joha Bianingt on, Nanagdl
Technical Information Division\,\
Brookhavan Yational Laboratory\\
Associated Univorsltlos, Inc.\\
Upton, Long Island, KY 11073}

}. single addreea ie printed on the left side of the header, ea shown in figure 0.5. For multiple
addreaees one \to command is ueed for each addrees. If two addreaaes are called for, they will both
be put on the left side of the header. When three or more addreeaea are called for, the addreasee are
split into two colurnrw. Half of the addreawss go in the left column and the other half go in the right
column. If there u an odd number of addreaeea, the extra addreae goes in the left column. Figure 0.6
shows a letter with five addreaaes.

Los Alemoa National Laboretoty
Lo8Alsmo%Naw Meuico87S45

mm. June 15, 19S9
nanv~m. IS-DO-S 2-144

US* P360
~ (505) 667-4355

(FTS) 843-4355

John Binnlmgton, !4anqor
Technical Information Jlvlsion
Brookhavon National Laboratory
Assoclatad Univmrsltiss, Inc.
Upton, Long Island, NY 11973

D.a K Sir:

lie ●ro happy to annuunc, th~ dates for tho third annual Library Managa-
mont Moating, March 23-25, 1%3, The mooting will b. hold hors ●t tha

Figure 0.5: Letter with one addreas.

The user can override a multiple address layout by Usiiig \lcftto and \rightto to specify which
addresaee should go in which column.

6.2 Mailing Labels
The way I do mailing labels is similar to the way Lamport does them. I have added macros so

that the user can print onto labels of any size, so : mg an the Iabela are in a two-column format. If the
following is specified

\labolhcight{lin}
\lab*ltopmargin{, Sin}

8
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lLmNalmcx3OA o mm.: JWM 15, 1989
NMnv arm m :s-30-02-144

LoaAlemee t4aUOMI Laboratory tisr= P360
LooAlamomNowMoxlco@7 a45 ?’a6m= (50S) 66~-4355

(FTS) 843-4355

John Bennington, Manager
Tachnical Information ~ivision
8rookhavon Nationel Laboratory
Assoclat,d Univorsiti@s, Inc.

Upton, Long Island, NY 11973

R. R. Dickison, S4mmgor
:.lbrary Symcan

Oak Rldva W :ional Laboratory
oak t4iduo, TN 37030

Juanita L. Garcia
Library SClonco Spsclalist
Tachnical LlbrAry
Sandia National Laboracorl@s
AlbuquCrqUO, NM 87115

Roy Nielson, Head
Library Dapart!nont
Lawronco Bcrkday Laboratory
University of California
Libr( ry, ‘SldU. 50, Room 134
Bark*lay, CA 94120

wayno Snyder, M4nagcr
Technical Information
Batolla-Northwaat
Pacific Northwmst National

Laboratory
P.O. Boa 999
Richlxnd, WA 993S2

W- ●rm happy to ●nnounce tho dates for tho third ●nnual Library Manago-
monc Woting, March 23-2S, 1903. Tha moating will b. hold hors ●t tha

Figure 0.6: Letter with five addresaes.

the labele will be printed on label paper that hamone inch tall labeb, with the top label being one half
inch from the too of the paper.

The eeaieat way to print labele ia to print them onto a regular piece of paper in a lacer printer.
If you like the way the labels look, you can then copy them onto any label paper that can be used
in a copying machine. Meet letters only have one addreaa and a return addreaa. After Xeroxing and
peeling the two Iabele off, you ran turn the label paper end to end md Xerox one more ad of labeb.
This leaves you with a bunch of unusable labela in the middle of the label paper. To overcome this
problem, there ia anothet command that lets the user specify how many labels have been peeled of hia
sheet of labels. The command

will print the first label on the third label of the smiling label paper.

6.3 When an Inch b Not an InclB
Unfortunately, if you try to print a sheetfull of one inch tall labela on the Apple LaserWriter or

QMS-800 PoetScript pri.ntere that we have around here, the printing at the bottom of the page will
be higher on the page than the bbele. This u becauee these two priutera do not accurately print a
verticai inch, If you ark for 9 inches, these printers will ectuaUy print 8.8 inches To compensate for
this we uae

\labalhoight{l. Olin} X For our QHS-800
\laboltopaargia{. 6in} % For our LVtS-800

The newer printers that we have, ouch aa the Varityper, the Dataproducts, and the NsXT printers
do not need this correction t

6.4 Printing and Parsing Address Tokens
From an internal point of view, the token variable for addreaaea is different than the other token

v~iables. An \@ondZo token is inserted after each addreaa, For example, if the following two addreaaea
arc cailed for,

9
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‘\to{Parscn Ono\\Tom One}
\toiParmcm Two\\Town TWO}

tl~e information is stored in a token variable like this:

\@tok8to{Por80n OaeI\Town Ona\@mrito Par80n Trto\\Torm Tuo\@en&ol

Address tokens are parsed to retrieve individual hnes in the addresses for tworsasons, For one
thing, the second-page’a header uaee, by default, the top iineofeachaddresa. For another, ifa lineof
an addresais toolong tofit on a single line, the remainder will be indentedon the uext line (see figure
0.6). Th!siewcomplished byprinting each line ofanaddrem manitem in LaTeX's lkt environment.

To print the addresaea, sloop within sloop is executed. The outer loop calls a macro named

\@toondtopuli that is quite similar to \@tonoulinopull described above. \@toondtopull stoiea the
next addreas to be printed in a tokea variable named \at oksbcf oromdt o. An inner loop then pulls out
individual lines from \@tokuboforoondto by calling \@tonovlinopull. IVithout going into gruesome
detaila, the general form of this is as follows:

\begln{llst>O<. . ...}
% Coos thru longloop one. por addzoas.
\lon@oop
\if ( thera . anothor addrtss )

. . .
% ●xtract next address
\ita
X Goa thru innorloop once por printed line.
\inn*rloop

. . .
X axtract nmxt lino
. . .
% Print tho next line.
\tho\Otok8beforanawl ino
. . .

\if (thoro ax. moro linoa in this addroaa)
/par

\innorropoat
\longrepaat

\ond{list}

Them&croa \loagloopud \innorloop areclones ofplain.te.c's \loop definition. Thetrick is to
have different names fotallthe macro namea used ~~y\loop, \lon8200p, and\inncxloop.

6.5 Thernlb file
Ordinarily, the aux file would be wed to store the mailing label information for printing at the end

of the job. However, the figure, table, and bibliography environments also use the ●ux file in a way
that is incompatible with mailing labela. So i defined a new file sufllx mlb to indicate the file that is
used for printing mailing labels.

7. UNIX ToohJ
I use the Emac.a editor on a Sun workstation with ArborText’s Preview to write and debug the

style files. Errmca makea it eaay to write editor macros for doing ouch things as commenting out lines
or adding various kinds of \typoout commands.

Sees, UNIX’S source cede control utility, is a grsat help for keeping track of incremetltal anges
in the style files. Sees allows you to recover previous versions of a file. There were several timt when
attempted methods went awry. Scca made it easy to go back to the latest version that worked and to
try a better method,

During development of the sty file, I indent to indicate structure, and I comment as much as
possible, \Vhen distribution time comes around, the sty file is copied to the doc file. I use seal,

10
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UNIX’s stream editor, to automatically strip unwanted indmtation and comments from the sty file.

8. Testing
1 have 240 teat files for the memo style and 350 for the letter style. I try to keep the individual

teate simple, eo there’s not too much to look at in any teat. I print the purpose of each test in four
placea: in a comment at the top of the file. at the top and bottom of the printed output, and in the
log file.

The test directory ie divided into subdirectories to gtoup various kinds of tests. For example, there
are directories for testing headere, page breaks, error measagee, and classification labele. There is a
script that wiU run ~fi on all the test files. Another script collatee all the log files, filtering out
almoeteverything examt filenamee and er:or meaeages. Moat dvi files can be previewed on the Sun,
although some dvi the contain PoetScript code that cannot be previewed on a Sun.

When the style file gets to an almost debugged stage, smd changes are often macie that affect
the output of only a few of the test filee. To avoid having to repreview all the test filee, I wrote a
utility DVIDIFF based on UNIOt’S cliff command that comparee dvi files. The differences are printed
out in clumps of ASCII lines corresponding to places in the dvi file that are ASCII, and lines of hex
corr~ponding to pl~es in the dvi fiIe that are binary. When a difference between two =/i filee ia
found, DVIDIFF shows where to look in the printed output.

9. Version 2.09 # Version 2.09
Using ~ commande in my style files turned out to be a pain in the neck. When 1 upgraded ~

from vereicn 2.09<9 Mar 1987> to version 2.09<4 Aug 1988>, 141’#L’sdefinition of ~arbox changed,
and .’ertical space disappeared from my memo output in eeveral places, 1: waa not ao diflicult to fix
up the problem, but it did point out the vulnerability of ~EX. Many users are not even aware when
their veraicm of ~ changea, and therefore cannot be expected to look around for a new versions of
the memo and letter style fllaa. In future upgrades I will try to incorporate supporting W)# macroe
into my style fllee to make my code impervious to changes in IdTEX. It sure ivould be nice if there were
a tripLaTeX to bring ~’s stability to the world of Idlj$.

10. Documentation and Distribution
At LANL we have a group that writea local documente. They wrote documents that explain how

to uae ~ memoe and lettere. The documents include instructions for usage and installation, a list
of error meaaages, and sample memos and Iettera.

Files are distributed for all the commonly used operating systems, The distributed files are the
sty file, the doe file, a @ample input file that uaee mat of the available commands, and a readme file
that haa installation instructions,

At LANL eoftware changea for the commonly used operating cystema are regulated through the
Change Coutrol system. The Computing and Communications Division distributes a monthly fCA’
Change Mle:in that announcea new utilities and new vereions of existing utilities. Software changes
on mainframes am inetalled on ● given day of the month, System managers of workstation networks
have more flexibility ae to when they want to inetall eofiware,

The Change Control system rnakee it eaay to announce software, since one Bulletin article an-
nouncee s new vordon of th~ etyle file for moat of the major tyetem, The fllee are av~ilable to most
users through our Common File System, which can be acceaaed by most of our computers, The ex-
ception to thim rule u the IBMPCe, Style files for IBMPCt are distributed on diskettes through Ml
organization called PC STORE.

11, Conclusions
~fl rnemoa and letters are useful utilitlee to have in an organization. Almoet everybody writes a

memo or a letter once in a while. MI’EXmemos and letters are welcomed by WEX users and encourage
others to learn f#TEX,

Mf’~Xis a popular document system for many reasons The user works on the content and leaves
the formatting to UI’~; the ueer doesn’t have to continually fuss with fonts an J vertical spacing;
Idr~X macroa are consistent across document typea; tnoat demred document features are there and well
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documented.
Theee strengths were compelling enough to make it worthwhile for us to provide our users with

~ memos and Iettere. UT#’S structure and existing array of commands encourages the macro
writer to go the extra nine yards to write a complete and easy-t~use command set,
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