Notice Date:
August 21, 1998

Subject:
Correspondence Management Process Reminders

This is a reminder that it is imperative that all action due dates be met, especially for high-profile responses, e.g., Cabinet-level, CEO's of large corporations. 

To ensure that NASA maintains its outstanding reputation for producing timely and high-quality responses, optimum correspondence management must be a shared goal by all those involved in the process.  It is important that all aspects for managing action requirements be closely monitored and coordinated to ensure all elements are timely satisfied and that the processes operate smoothly, efficiently, and correctly.  

This goal must be particularly embraced by the assigned Code CIC Correspondence Analysts and the Action Office designated Correspondence Control Liaison (CCL) and Quality Control Liaison (QCL).  By working together, planning ahead, and exchanging valuable information, we can make sure this happens! 

The Code CIC staff is here to serve and support you in all facets of correspondence management!  If you have any questions or concerns, or suggestions for improving our business processes, please do not hesitate to contact your assigned Code CIC Correspondence Analyst. 

Thanks for your cooperation. 

