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Do Not Circumvent Code CIC




Action Document Summary, NHQ Form 117 Requirements




Executive Summary Requirements

Per Code A, the following requirements must be completed.  Code CIC will return Code A Signature Packages, including directives, that do not sufficiently address the following requirements.  

Do Not Circumvent Code CIC

All Code A Signature Packages must be processed through Code CIC.  Do not hand carry packages directly to Code A.  This only delays the processing of your package, as it will be forwarded to Code CIC by Code A.

Action Document Summary (ADS), NHQ Form 117

Item 7 Summary  
See Executive Summary

Item 8 Special Instructions
Use this section to clearly state the justification to support urgent or short turnaround times and any special dispatch requirements.  This also includes offices responding to those actions that originated directly from Code A.  For such actions that were transmitted via paper, assemble the copy as the Incoming.   

Executive Summary

The Executive Summary must clearly define and explain in detail the purpose of the communication, any unusual issues and circumstances regarding the communication, discuss the content of the communication, and the impact of any decision or policy stated in the communication.  Include in the discussion, for example, pertinent legal, regulatory, or public relations matters; mission, program, and/or service implications; options considered, if any, plus pros and cons; and recommended course of action/response chosen.  Connect to the President’s Management Agenda and the NASA Strategic Plan

