Notice Date:
January 24, 2002

Subject:
Decision Memorandum

Effective immediately, please use the template as provided by Sue Garman, Code A, to prepare a Decision Memorandum.  (See Below, Internal Documents:  Decision Memorandum)

Your attention is directed to the third paragraph of the guidance instructions.  For now, disregard assigning an Executive Secretariat Control Number.  Since concurrences are required to be at the bottom of the Decision Memorandum, only fill out the bottom portion of the Action Document Summary, Form 117.  Prepare the package as stated, place in a purple folder, and submit the package to your Code CIC designated Correspondence Analyst for review.  Code CIC will assign a HATS number and submit the package to Code A.  

If you have any questions, please contact your Analyst.   

Internal Documents:  Decision Memorandum

A Decision Memorandum is the decision-making tool used to obtain the Administrator’s determination on an Agency recommendation.  A Decision Memorandum should not exceed five pages; if additional information or a lengthy discussion of issues is required, a more extensive background paper can be attached.

The Decision Memorandum should:

· Provide background information 

· Be brief and concise

· State pertinent facts and assumptions 

· Clearly state why the Administrator is involved 

· Identify concerns and sensitivities, if appropriate, as expressed by the public, interested private entities, and other Government agencies, as well as those internal to NASA

· Be specific

· Indicate if there is congressional interest, media interest, etc. 

· Indicate if a communications plan is needed

· Discuss courses of action 

· If there are several possible courses of action, number and describe them

· List the specific pros and cons of each, presenting alternatives where appropriate

· State hidden issues

· Identify issues deliberately not addressed and explain why

· Include a justification for why the recommended action should be taken

· Note if the recommended action alters established Agency policy

· Recommend action

· Provide an Approved or Disapproved block for the Administrator to indicate the option chosen

An Executive Secretariat control number should be at top of the memo, along with the name, title, and phone number of the preparer.  The package should be properly coordinated, and concurring offices (with names and dates) should be at the bottom of the memo.  

The original Decision Memorandum and two copies should be submitted to the Executive Secretariat, along with relevant attachments, concurrences, and background information.

The following page contains a template for a Decision Memorandum.

Date___________

ES-__(number)__

TO:
Administrator

FROM:
Name of Preparing Official



Title of Preparing Official



Phone Number of Preparing Official


(Signature of Preparing Official)    _

SUBJECT:
ACTION:  State the action requested of the Administrator.

CONTENTS:
If appropriate, include a table of contents (this is usually only necessary where a lengthy discussion or numerous attachments are included)

ISSUE:
Be brief and concise; Decision Memorandum should not exceed five pages (excluding attachments).  State pertinent facts and assumptions.  Clearly state why the Administrator is involved.  State hidden issues.  Identify issues deliberately not addressed and explain why. 

BACKGROUND:
Discuss the circumstances leading to the Decision Memorandum.  Do not restate an incoming letter or response.  Include relevant background information.

DISCUSSION:
Discuss courses of action, a justification for why the action should be taken, and the consequences of not taking the action.  If there are several possible courses of action, number and describe them.  List the specific pros and cons of each, presenting alternatives where appropriate. 

SENSITIVITIES:
Identify concerns and sensitivities, if appropriate, as expressed by the public, interested private entities, and other Government agencies, as well as those internal to NASA. Indicate if there is congressional interest, media interest, etc.  Be specific.  Indicate if a communications plan is needed.  
POLICY IMPACT: 
Note if the recommended action alters established Agency policy.

RECOMMENDATION: 
State the recommended action.  Include an approved or disapproved block for the Administrator to sign.

Approved: __________________   Disapproved:_________________

CONCURRENCES:
Name_________________
Signature_ ______       ___
Date_   _

______________________
__________ ___________     ________



______________________
__________ ___________     ________



______________________
__________ ___________     ________



Obtain necessary concurrences before submission.

ATTACHMENTS:
List any attachments to the Decision Memorandum. 

Notice Date:
August 9, 2001

Subject:
Office of the Administrator Daily Reading Files

Reference Mr. Stadd's memo to Officials-in-Charge of Headquarters Offices, dated 

July 26, 2001, re Weekly Activity Reports and Daily Reading Files. 

Please be advised that Code CIC has a "box" in the Code CIC suite for you to place appropriate copies of communications.  The box is identified as "Inputs for Daily Reading File."

Remember, per Enclosure 3, Section 4., we must have 2 copies of such communications, and they must be received by Code CIC no later than noon the next business day following the signature of the communications.

Please disseminate this information within your organization, as appropriate.

Thanks for your cooperation.

Notice Date:
August 10, 2001

Subject:
Condolence Letters

Reference NPG 1450.10C, Chapter 3.9 Condolence Letters

Please be reminded that the Office of the Administrator requests that letters be completed and mailed within 3 business days after receipt of notification of the death.

Per 3.9.4, the office is responsible for preparing the letter to the next of kin for the Administrator's signature.

Please be sure to advise members in your organization, as appropriate.  If you have any questions, contact your respective Correspondence Analyst.

Notice Date:
May 18, 2002

Subject:
Gregg Reference Manual

I understand that some of you have expressed an interest in purchasing copies of The Gregg Reference Manual, Eighth Edition to complement the NPG 1450.10C, and have already submitted an NHQ Form 81 to Code CO/Sharon Fontana.  

Please be advised that your request for purchase MUST be made by your respective Code's Subscription Contact.  Code CO will not purchase the manual, and Ms. Fontana will return the NHQ Form 81 to you with this notation.

Notice Date:
May 23, 2000

Subject:
Information re the Purchase of Gregg Reference Manuals

Effective FY 1998, all funding for subscriptions/ publications was taken from Code CO's budget.  The funding was redistributed to the ROS-funded offices.  R&D program offices (EU, FE, M, Q, R, S, U, Y, W) are responsible for using their respective R&D program funds to cover their requirements. 

Each code identified a "subscription point of contact" at that time.  The code "subscription point of contact" should use their credit card to purchase the Gregg Reference Manual using their code funding. 

There are currently two identified sources for this manual: 

www.amazon.com - $27.28 + shipping, etc. 

www.bookstore.mcgraw-hill.com - $27.50 + shipping, etc. 

Notice Date:
October 2, 2001

Subject:
Congressional Correspondence

NPG 1450.4F, "Handling Congressional Correspondence and Information Concerning Congressional Activities," provides instructions for the management of correspondence from the Congress. 

Please check with your Code L Liaison to be sure that Code L is aware of any proposed drafts that your office is preparing to the Congress, including any correspondence that your office proposes to sign and send to the Congress.  Also, if your correspondence is not addressed to the Congress, but the cc lists someone in the Congress, you need to coordinate the cc listing with Code L.

Code CIC is responsible for keeping Code L abreast of all correspondence addressed to NASA that is cc'd to the Congress.

If you have any questions, please contact your Code CIC Correspondence Analyst.

Thank you for your cooperation.

Notice Date:
July 25, 2001

Subject:
Administrator’s Letterhead

It has come to my attention that some of the Codes have been going to Code A requesting Administrator's letterhead. 

On June 8, 2001, you received an e-mail from Bridget Fenner with the stock numbers and procedures for ordering the new letterhead from GSFC (the Supply Center).  Remember, Bridget must sign the GSFC Form 20-7. 

Do not go to the Administrator's Office for letterhead and envelopes. 

If you have an emergency requirement, please contact your Correspondence Analyst, and they will try to meet your need. 

Please distribute this e-mail to all staff members within your organization to ensure that everyone is aware of this policy. 

Thanks for your cooperation. 

Notice Date:
July 25, 2001

Subject:
Ordering Process for Office of Administrator Letterhead and Envelopes

Fill out GSFC Form 20-7 and have Bridget Fenner approve.  The stock number for the "old" Administrator's letterhead did not change; see your Supply Book or call Rhonda (358-0148) in the Supply Center.

GSFC has issued new stock numbers as follows:

Office of the Administrator notepaper - 000000-GPO-0227 (for use of the "A"

Codes only)

Office of the Administrator envelopes - 000000-GPO-0228

Office of the Administrator blank sheets (for page 2, 3, etc.) 000000-0229

Note: GSFC will not issue a supplemental page to your Supply Book, so please note these numbers in your current book or put this e-mail in your book.  These new stock numbers will be in the next published Supply Book.

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.

Notice Date:
January 30, 2002

Subject:
Recap of Changes Re Correspondence Standards

Code CIC has received several telephone calls and e-mails regarding the recent changes affecting correspondence standards.  Below is a recap, along with applicable clarification, of the changes to date:

1.  All changes are applicable Agencywide for both letters and memos, regardless of the signing official.

2.  Use Times New Roman 12.  Originally prepared documents/enclosures must be prepared using Times New Roman 12.

3.  Printed Date versus a Stamped Date.  Center the Printed Date on the Stationery.  Correspondence must reflect a Printed Date before it is signed. 

a.  Office of the Administrator Letterhead:  

Place the Printed Date three blank lines below the NASA Insignia/last line of the imprinted return address.  Place the first line of the address information three blank lines below the line on which the Printed Date will appear.

b.  HQ and Center Letterhead:  

Place the Printed Date three blank lines below the NASA Insignia/last line of the imprinted return address.

4.  Use bond paper to print the final signature package for review, concurrence, and approval.  

a.  Office of the Administrator Signature Packages:  

Code CIC will contact the originating office (typist) to print the correspondence on Office of the Administrator Letterhead with the Printed Date as advised by Code CIC.  Originating office must hand carry the correspondence to Code CIC ASAP.

b.  HQ and Center Signature Packages:  

Each HQ and Center Directors Offices must establish an internal business process that accommodates this requirement.

6.  Use Cordially versus Sincerely.  (Letters)

7.  HQ and Center Directors Offices must establish an internal business process that accommodates all of the changes issued to date.

If you have any questions, please contact your designated Code CIC Analyst.  

Notice Date:
January 31, 2002

Subject:
Title Changes

Effective immediately, please ensure that all correspondence reflects the titles listed below for the following Headquarters Offices.

Assistant Administrator

Codes E, F, H, I, J, K, L, P, and X

Director

Code C

Associate Administrator

Codes M, Q, R, S, U, and Y

Note:

Titles for the Principals of the Office of the Administrator, Codes B, G, and W, and the Centers remain unchanged.

Notice Date:
February 27, 2002

Subject:
Reminder – Title Changes

You are reminded to ensure that all correspondence signed by your official reflects the change in title, as applicable.  Correspondence signed and dated as recent as February 21, 2002, is being distributed with incorrect titles.  (See below.)

Thanks for your cooperation.

Regards…Teresa

Assistant Administrator

Codes E, F, H, I, J, K, L, P, and X

Director

Code C

Associate Administrator

Codes M, Q, R, S, U, and Y

Note:

Titles for the Principals of the Office of the Administrator, Codes B, G, and W, and the Centers remain unchanged.

Notice Date:
October 14, 1999

Subject:
Terminology/References to HQ Offices

Please review the following and apply the appropriate terminology in reviewing and preparing correspondence that contains references to the HQ Offices.  

The following references are effective immediately and must be used in preparing and reviewing correspondence.  Please be sure to advise your office and staff.

1.  Program Office(s)

Codes M, R, S, U, and Y

2.  Institutional Program Office(s) (IPO - IPO's)

Use this term when referring to a Program Office that has official management or oversight responsibility for one or more Centers.  The IPO offices are Codes M, R, S, and Y.

3.  Enterprise Office, Enterprise Offices, Enterprise, Enterprises

Enterprise for Human Exploration and Development of Space, Codes M and U; Enterprise for Aerospace Technology, Code R; Enterprise for Space Science, Code S; Enterprise for Earth Science, Code Y.  Only use the reference "Enterprises" when referring to all Enterprise Offices; otherwise, use the specific Enterprise name or names when referring to only one or two.  

4.  Functional Office

Per Code AI/General Dailey, the term Functional Off ice will be used instead of the term Staff Office.  The Functional Offices are the "A" Codes (Codes AB, AE, AF, AJ, AO) and Codes B, C, E, F, G, H, I, J, K, L, P, Q, and Z.

5.  The term Staff Office will no longer be used or acceptable in correspondence.

Notice Date:
February 10, 2000

Subject:
Inclusion of Code U as an Enterprise Office in Correspondence

Please be sure to include Code U as a "cc" when preparing, reviewing, and distributing correspondence addressed to the Enterprise Offices.

Also, see e-mail dated October 14, 1999, re Terminology/References to HQ Offices (for preparing and reviewing correspondence).

Notice Date:
February 24, 2003

Subject:
New Cutoff Time for Closing Actions/Requests for Extensions

1.  New Cutoff Time for Closing Actions in HATS on Fridays

Please be advised that effective this Friday, February 28, 2003, Code CIC analysts must have the completed/closed actions by 11 a.m.  This is necessary to permit processing time, data entry into HATS, and for producing the Open/Overdue Status Report that Code CIC provides to the Office of the Administrator and Senior Staff at the 9 a.m., Monday meetings.  (If you do not meet the 11 a.m. cutoff time, your closeout will not be processed until the next business day.)

2.  Requests for Extensions

Per the Administration and by direction of Administrator O'Keefe, all due dates must be met.  White House due dates cannot be extended.  Other requests for extensions should be rare, and the Action Office must specifically justify the reason for its requests.

For more information, see NPG 1450.10C, NASA Correspondence Management and Communications Standards and Style, Chapter 1, Managing and Controlling Mail and Communications, 1.6, Extensions of Due Dates.

Your cooperation is appreciated.

Notice Date:
February 27, 2003

Subject:
Italicizing the Names of Orbiters

This is being sent for clarification and consistency regarding the issue as to whether or not to italicize Columbia.  Kindly disseminate the following message within your respective organizations.

Please be advised that a determination has been made for continuing NASA's precedent NOT to italicize any of the names of the orbiters in written communications.  

If you have any questions, or require further clarification, please do not hesitate to contact your respective Analyst.

Thank you for your cooperation.

Notice Date:
October 2, 2002

Subject:
Code A Signature Packages – Additional Concurrence Requirement

As requested by the Office of the Administrator, effective immediately, please add Code AD-1 for Ms. Suzanne Hilding's concurrence on the Action Document Summary, NHQ Form 117.

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. 

Notice Date:
May 18, 1998

Subject:
Correspondence Management Issues

Please be advised of the following:

1.  Barbara Shields resigned from NASA HQ on Friday, May 15. Effective immediately and until further notice:

a.  Submit all closeouts to the assigned/cognizant code Analyst.

b.  For assistance regarding action items, including requests for copies or research should be directed to the assigned/cognizant code Analyst.

2.  Process/Procedures for Requests for Administrator Letterhead (Please note that Administrative Letterhead is a restricted item.)  

a.  With the demise of the onsite HQ Supply Service Center, Code CIC (Teresa Grimes/Bridget Fenner) has been identified to serve as the OPR (Office of Primary Responsibility/Owner) for the ordering of stock and issuance of Administrative Letterhead that will be supported by the GSFC Warehouse.  

b.  Each single letter code is requested to submit the name of a Primary and Alternative for requesting a supply of Administrative Letterhead to Code CIC/Fenner no later than Friday, May 22.  (CIC/Fenner will maintain the list and will also monitor the amount of letterhead being requested for check and balance purposes.)

c.  Codes requesting a supply of Administrative Letterhead must complete a GSFC Form 20-7 and submit it to CIC/Fenner for approval.  Upon approval, CIC/Fenner will return the request to the Code for forwarding to GSFC.

d.  Codes submitting a request (GSFC Form 20-7) directly to GSFC without obtaining CIC approval, will not be filled and will be returned by GSFC reminding the requestor that the form must be approved by CIC/Fenner.

Thanks for your cooperation.  

