(As of May 1, 2003)

CORRESPONDENCE PREPARATION CHECKLIST

WRITING STANDARDS

Does the document reflect plain language?

Does the document reflect positive writing versus negative writing?

Does the document reflect correct grammar, punctuation, sentence structure? 

Does the document reflect active voice, if applicable?

Does the document reflect those preferences of the Office of the Administrator? 

CONTENT

Does the response adequately convey NASA’s message to the intended audience?

Have facts, figures, dates, and goals been verified?  

Have the facts and figures been explained?  (State what they mean.  Explain how they are relative.)

Does the message directly relate to the President’s Management Agenda and the NASA Strategic Plan?

Have the ideas been fully developed?  Are the benefits and value to NASA and/or others expressed and explained?  

EXECUTIVE SUMMARY


Is the purpose of the communication clearly defined and explained in detail?


Are unusual issues and circumstances addressed and explained?

Is the impact of a decision or policy discussed?  

Are pertinent legal, regulatory, or public relations matters; mission, program, and/or service implications discussed?


Are options, pros and cons, explained?

Is the recommended course of action or response chosen explained?

If internally initiated, are the reasons for the requested signature level explained?

CORRESPONDENCE FORMAT


Is the correct stationery used?

Have you used the proper font and point size? (Times New Roman font, 12 point)

Have you used the proper format for placing the correspondence on the page?


(e.g., letter, memo, decision memo)


Has the signature block been properly placed?  (Not in the center of the page.)

Is the correspondence dated?  (Date Printed and Centered)

If the correspondence is a draft, does the word “DRAFT” appear in the signature block?

Are multiple-page documents numbered properly? (in the upper right-hand corner)?

QUALITY 

Have you reviewed the document against the standards of NPG 1450.10C?

If a directive, have you also reviewed the document against the standards of NPD 1400 and NPG 1400?

Have you proofread the document?

Have all names, titles, and addresses been verified?

Are the sentences clear, concise, and complete?

Is the final package neat and clean?

If applicable, is the Distribution List the most current?

ACTION DOCUMENT SUMMARY


Have all concurrences been noted in Block #1?

Has the QCL initialed/dated in Block #3 and noted their phone number in Block #3a?

Has the telephone number of the Action Officer been noted in Block #2?

Does Block #7 read “See Executive Summary”?

Have any special instructions regarding urgency or short turnaround timeframes and any special dispatch requirements been shown in Block #8?

PACKAGING

Is the document in purple folder?

Have you removed extra copies of the proposed response that do not need to be included in the purple package?

Have you included a signature tab for multiple-page correspondence?

Have you included other necessary tabs: “Enclosure/s, “Background”?

Are all tabs facing outward instead of inward?

Have you placed the plastic “Executive Correspondence” covers in their proper places?  (On the top of the ADS and over the proposed response.)

CONCURRENCES

Have concurrences from all cognizant Headquarters organizations been obtained and noted on the ADS?

