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.  

