Notice Date:
January 29, 2002

Subject:
Changes in Correspondence Standards and Formats

Effective immediately, the following correspondence standards are required.

Office of the Administrator Correspondence

Printed Date

The printed date on correspondence for the signatures of the Principals of the Office of the Administrator must be centered on Office of the Administrator letterhead.  Place the printed date three blank lines below the NASA Insignia.  Place the first line of the address information three blank lines below the line on which the printed date will appear.

Closing

Use the term Cordially vs. Sincerely.

NASA Correspondence

Effective immediately, all Agency correspondence, regardless of the signing official, must adopt these changes.

Note:  

*All other standards and formats for preparing correspondence remain unchanged.

*These changes will be addressed when the NPG 1450.10C is updated.

If you have any questions, please do not hesitate to contact your designated Code CIC Correspondence Analyst.

Thanks for your cooperation.

