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	Distribution Date:
	March 11, 2016

	To:
	Adobe Live Cycle Form owners and HQ POCs

	Subject:
	FY 2016 Biennial Forms Review

	Date/Time:
	March 14 - April 15, 2016

	What’s Happening:
	COMING SOON!!!  FY 2016 Biennial Forms Review 
The NASA Forms Management Office is seeking your help to review NASA Forms for accuracy and continued usefulness. When forms are current, they serve as an excellent tool for collecting information. However, outdated forms often create challenges for those submitting information and those receiving the information.  
In assessing whether NASA is in compliance with applicable governmental statutes and requirements, as well as the NASA Forms Management policy, per NPD 1420.1A, NASA is required to conduct a biennial review of the Agency’s forms.  Every NASA Center is required to conduct a review of all its Center forms biennially.  
To ensure compliance, each form owner is required to determine the following for each form: no change, form is obsolete, form needs changes, or identification of a new form owner is needed.  This review must be completed before April 15, 2016.  
We look forward to your continued support!

	What to Expect:
	You can expect to receive an e-mail on Monday, March 14 with details regarding the biennial review process and instructions on how to proceed.  During this process, form owners should be coordinating closely with their Forms Manager.  In many cases, the Forms Manager will be the one actually reviewing the form and providing feedback to the owner.  However, only the form owner may complete the actual review in the NASA Electronic Forms system.

	Questions:
	Pat Southerland, HQ Forms Manager, 202-358-0621

	This notice was sent by the HQ Information Technology & Communications Division (ITCD).
IT Notice Archives    |     IT Outage Calendar    |    ITCD Products & Services



image1.png
ITCD ;
et ey et 1000101010101 0057070257




