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.

