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8-05-00 PURPOSE

This chapter sets forth Department policy and procedure to ensure completed
staff action on documents submitted to the Secretary for approval or other
action., (See General Administration Manual, Chapter 8-60 for submitting
requests for organization changes.)

h:

8-05-10 POLICY

A.

h:

Every document submitted to the Secretary for approval should represent
completed staff action. Such document should clearly identify the
problem(s) and present one or more solutions in a finished form, so
that the Secretary can approve or disapprove as a completed action.

To accomplish the foregoing, each document submission should:

1. Include proper background material on the basis of which a
decision can be made;

2. Be submitted sufficiently in advance of any time limitations to
allow for adequate review by the Secretary and his staff; and

3. Contain all approvals appropriately annotated, and full explanations
of any unresolved differences. ’

8-05-20 AGENCY RESPONSIBILITY

A.

Principal operating components, staff offices of the Office of the
Secretary, or other offices which originate documents are responsible

for assuring that the Secretary has adequate information upon which

to base a decision. In general, the scope and contents of such documents
are matters within the discretion of originating offices.

Such information may include:

1. The nature of the submission and the legal requirements or other
reasons giving rise to the necessity of its issuance or promul-
gation. This should include a statement of the legal authority
(including statutory citations and any executive orders or other

directives) for taking such action.

——
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INTRODUCTION

A. Purpose and Scope

These guidelines set forth instructions on the preparation and

submission of documents to the Secretary. These documents

include those that request the Secretacy to take action, those

that provide the Secretary with iaf:rmarion, and those that
brief the Secretary for meetings.

B. Underlying Policy on Secretarizl Communications
Documents requiring the Sec:vtarv's upproval should represent
completed staff action. Compl~t=d staff action requires that
a document:
1. Clearly identify thwe osvohl.o;

2. Include a concise stacement of rol

3. Be submitted sufficicairly to o ime

J

review by the Secvet:i:: and

o allow for adequate
nostaff;

2vant background material;

TP N
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EXHIBIT h:X8-05-1, GENERAL ADMINISTRATION Page 2

4, tpaxpress the concurrence of ali ¢iiives having a direct
responsibility concerning the issue under consideration;
and

5. State the recommended courses of action and alternatives.

These guidelines are intended to maximize the productive use
of the Secretary's time by ensuring that waterials presented
to him are clearly and concisely focused on an issue of con-
cern to the Secretary and are prop:riy cleared and
coordinated.

As guidelines and not procedures, they should be applied only
to the extent that they provide the clearest, most logical
presentation of the issue to the Secretary. However, the
technical requirements found in Part IIIA should be applied
to all documents submitted to the Secretary.

II. GENERAL RESPONSIBILITIES OF ORIGINATING OFFICE

A, Relationship with the Executive Secretariat

The Executive Secretariat is responsible for determining that
materials submitted to the Secretary represent completed staff
work and are clearly and logically presented. If materials

are not properly coordinated or are not clearly presented, the
Executive Secretariat may return them to the originating office
for further development or redirect them to other appropriate
offices for further coordination. Where materials are redirect-
ed, the Secretariat will notify the originating office.

The originating office should call upon the desk officers,
Deputy Executive Secretaries, and the Correspondence Control
Supervisor for advice and guidance on the preparation and
coordination of communications to the Secretary. |

B. Preliminary Steps in Document Development

The originating office should consult and clear with other :HTT:
offices or individuals whose views should be obtained, including

the Office of General Counsel on any legal aspects, the Office

of Management and Budget on any budgetary aspects, and the Office o
of legislation on any legislative matters. —

Principal Operating Components shauld consult appropriate staff
offices (legal, budget, legislatiom, public information) before
submitting documents to the Secretariat. They should also
indicate what further coordination or clearance with departmental
offices is required when they submit documents to the Secretariat.
(See Part I1IIAS.)

8.1 (4/7/78)
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Staff oiticer veporting directly to the Secretary should
obtain appropriate clearances before submitting documents
to the Secretariat,

ITI. PREPARATION ANI: SUBMISSION OF ACTION DOCUMENTS

A. Technices Reancrements

All action «ocuments, usually prepared as action memoranda,
submitted to the Secretary should comply with the following
reqpirerent::

1.

The memcrandum should indicate in capital letters after
the subioct that it is an "ACTION" memorandum. This means
that the Secretary is required to take some action such as
a decisicu among alternatives, or indicate approval.

Example:
Subject: Proposed Regulation on Tea Safety--ACTION

A memorandum should be dated and signed or initialed by
the head of the initiating office or by the individual to
whom the authority to sign for the head has been delega-
ted. The memorandum should be addressed through
appropriate line superiors and through the Executive
Secretariat and the Under Secretary which may be indicated
by the initials ES and US. A line should be provided for
the head of each line office to indicate approval.

Example:

Through: U
ES
H

At the end of the memorandum the name of the individual
who prepared the memorandum should! be stated. 1In addition,
the date of preparation and th: r~lephone pumber and office
of the individual who prepar«d the merorandum should be
stated. Where the memorandum is revised by an office out-
side the originating office, the date oi revision and the
name, telephone number and office of the revisor also
should be stated. 1In additicn te stating who propared the

memorandum, the agency may lisr th noow .1 telephone
number of a contact person {= whoo fuiihe s inguiries from
the Office of the Secvvevury may oo divected.

Example:

Prepared by:OMS:DLSMITH: 2/1% ¥i hdea.

Revised by:OGC:RTJONF<;2/14 7¥
Contact:0MS: CBBROWN: 245801

weinl 1 (477/78)
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4. Where the action recommended includes an outgoing letter
or document tc b signed by the Secretary, the actic:

memorandum should be placed on top of the letter or docu-
ment. A tab (z2iwsys designated Tab A) should be inseriod
to indicate ihe document to be signed, and a signature

tab should be < ' ;:ped to the page in front of the page the

Secretary should sign.

5. Where an action wemorandum submitted to the Secretary
requires a decision to be noted by the Secretary on the
document itself, the document should show the initials of
each office with which the decision paper should be
coordinated or cleared. After the office initials, the
words ''concur', ''nonconcur", "see Tab ", and ''date" . —
should follow. The head of each office should express
concurrence by signing his/her surname and indicating the
date. Any office head who does not concur in the recom-
mendations of the action memorandum should so indicate fwﬂm,
after the word "nonconcur." A statement of the reasons St
for the nonconcurrence may be tabbed and included as an
attachment. Persons who do not have to clear the memo-
randum but to whom copies were supplied should be
indicated at the bottom of the last page of the memorandum.

Example: -
i
CONCURRENCES 11[5 it
.
GC Concur Nonconcur Date S
See Tab '
MB Concur Nonconcur Date it
See Tab SRR

Note: This requirement does not apply to an outgoing
letter or document prepared for the Secretary's signature,
because the file copy for the letter or document will con-
tain appropriate concurrences.

6. All action memoranda and all documents forwarded with them
(including any incoming letter but excluding lengthy reports
and similar items) should be submitted to the Executive
Secretariat with one original and eight copies., The Exec-—
utive Secretariat will distribute the copies as appropriate. R

7. Where additional information is attached, it should be
lettered and tabbed. A listing of the attachments should
appear at the end of the memorandum or on a separate page.

HEW TN h-78.1 (4/7/78)
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Where a memorandum i1s in response to the Secretary's request,

begin the meworandum as follows: "This responds to your
request ot (date) for action on (subject)." Include at an

appropriate Tab the note or memorandum from the Secretaryv or
Exocuiive Scrretariat in which the action was requested.

B. Format for Aciior Memorandum

1.

The guidelines set forth in Paragraph 2 of this Section B
state tho factors which the initiating office should con-
sider when preparing action memoranda for the Secretary.
These guidelines should be applied flexibly. Specific
subject headings should be used only when appropriate.
Addition:l or aiternative subject headings should be used
when they wore clearly present the issue.

Most aciion memoranda submitted to the Secretary should be

expressed completely and clearly in less than three pages.

Such action memoranda should usually include the following:

a. Subject. A title descriptive of the matter being
presented,

b. Statement of the Problem or Issue. Concise statement
of the issue, preferably one sentence.

¢. PFacts. Pertinent information regarding the origin,
background and implications of the problem, and
qualitative information demonstrating the importance
of the problem.

d. Discussion. Underlying assumptions, arguments in favor
of, and problems with the recommended course of action.
Anticipated consequence of proposed course of action.

e. Recommendation. Where the recommended action requires
the Secretary's signatvre on 2 letter, memorandum, or
document, the concludi~i sratement should be as follows:
"That the Secretary sipn the attached document/letter/
memorandum.' If the actinn dces not require the

to the recommended alternatiwves under '[zoisions.”

f£f. Concurrences. Those offices ¢lear:ng the memorandum

should indicate their concurrenc: ¢ aonconcurrence.

g. Decision. (Ten spacus Lelow lisr line of "Concur-
rences.") Alternstive woeio s <o be contained in
numbered paragraphs ard ;v o 5o o ohey constitute
a decision when approve i, (i k-off blocks should be

as specific as possitle for the Seovetav: to {ndicate

WL (L17778)
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his wisnes. Usually these should include Approved
Disapproved __Cther Date , but they should be
altered .«¢ '~ :s precise as possible as to th. - i.n
required.

3. The formatr for action memoranda is shown on Faues 7 and 8.

IV. PREPARATION AND 5UBMISSION OF INFORMATIONAL DOCUMENTS

A. Documents subrltted to the Secretary for his information should
indicate that they are for information by stating INFORMATION
after the =ul 'oct and should include:

1. The subjeci of the information being transmitted,
2. Purpose--the reasons for submitting the information.

3. Recommended uses of information (if appropriate).
P

4. The text of the information. (A synopsis of lengthy : ”H
documents is sometimes useful. Key statements and para- ; :
|

graphs can be marked or tabbed for ready reference.) B

i

5. The signature or initials of the head of the submitting
office or his- designee.

6. The names of persons to whom copies have been distributed.
7. The name of the person who prepared the informationm.
B. Information memoranda should be concise and pertinent.

C. Where a memorandum is in response to a request by the Secretary
or Executive Secretariat, begin the first sentence with "This
responds to your request of (date) for information on (subject).’
Include at an appropriate Tab the note or memorandum from the
Secretary or Executive Secretariat in which the information was
requested.

t

V. SUBMISSION OF BRIEFING MEMORANDA FOR MEETINGS

Guidelines for briefing memoranda are set forth in this section,
They should be applied flexibly, and particular subject headings
should be used only to the extent that they present the material
concisely and clearly. .

See pages 9 and 10 for format and coantent of briefing memoranda
for the Secretary's meetings with HEW officials and visitors.

Briefing memoranda (an original and three) are to be submittaed to
the Executive Secretariat no later than the close of business two

working days prior to the meeting.

HEW TN h-78.1 (4/7/78)
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FORMAT 'R ACTION MEMORANDUM
DFPARTMENT OF HEALTH, EDUCATION, AND \WELFARE
4 T ’ ]
MEMORANDI“ 1\/1 OFFICE OF THE SECRETARY
10 The Secretary DATE:
Through: US__
ES ~
H—.m
FROM Title and Office of Official
Who Signs Mewmorandum
SUBJECT: Format for Section III, Part B---ACTION
ISSUE
FACTS
:6.6.0.6.6.0.00.0.06:060.0.00.0.0.0.05:0000.90060:0600.6.6600.666600000060.6606600606000000.6900900.4
ggfup )0.0.6.0.0.6:0.6:0.60:0.06.6.0.60.000:6.6.09.600.6.6.6.0.000660060000006000000000690000.¢0066606000¢
{i{, . ) 0.0.6.0666.00.668:0.00.00066000606600.060600666066.0000000.60000060000060060996000000¢
)9.0.6.0:00.0.00.0.00:6.06.0.0.0.66.0660.66.06.6.60.000006660666:6.6.666666660,606.008600000660900.4
DISCUSSION
) $70:0.0.0.0.09:0.0.6:0.66.0.6.6.0.0100.6.0.0.600.0.00.00660600000.60000006066000000000500900000904
).0.6.6.0.6,0.0:0.0.0.:6.0.0.0.00.6.0.0.00.0960.0.000069006000900006966000600000065000.609.0606006.904
) €.0.6,0.00.00.0.0.0.6.09.0.0.6.0.6.0.0.000.05.0060.66006.0.0069090.66000.0060060500000600.0.56,0.00.6,0.9
) 9.6:6.0.6.0.0.0.6,6.0.6.0.06.00.0.6.6006.0.00.0.00.6.0.0.60.0000600600000¢0085005000.06.9.0.0.9.9.0.9.4 X
).0.09.9.00.0.00.0.6,09.6.6.6.6.6.09.0.05.0.0.9.00000606609009000,00.00.69.9.0.4 N
16.6.0.0.0996.0.0.0.09.00.0.0.090.0.0.0.000.09.0.0969.99.000900.6009!
19.0.0.6.68.6.0.0.00.06.0.0.606.6.0.06.06666.00606600060669000000%
RECOMMENDATION
; 1.0.6.6.6.0,5.9.0.6.6.0.0.0.0.0.0.00.0.0.6.9.0.0.0.9.0.06.060606.0000000050 00NN 1
! 110.0.0.6:6.:0.0.6.6,6.6.0.0.0.0.6.6.9.0.0.0.6.6.6.66.600.6.9.0000900060005 050 KAWL SRLDAES
Signature of Head of ©0i. natfng 2ffice
|
: ) o ]
B Do (2 17778)
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FOW-4 v Pk ACTION MEMORANDUM (Continicd}

GC

L

1.

cc:

Page 2 - The Lecierary

CONCURRNCES

Concur___~ ~ Nonconcur Date
Sec tab

Concur___ Nonconcur Date
See tab

DECISION (Alterunatives)

0,0.0.0.0.0.0.0.009.9:0.0.9.0.6.9.90.0.0.0.6.0.0.0:0.0:0.0.0.0.66.0.0.0.9,0.0,0.0.0.0.0.0 $.00.0.6.3:0.0.0.0.9.0.9.6.6.0 &9 ¢
10.9.0.0.0.0.0.9.0.0.0.9.4.0.99.$9.0.0.0.0000.0 0.

Approved Disapproved . Date

Other

10:9.0.9,0.6.0,6,0.0.0.9.0.6:6.0.0.6.09.9.00.0.0,0.0.0.00.0,00.6,6.5:0,0.00.0.0.0.0.0.9.6:0.9.090.:0.0.0.0.0.0.0.0.9.9.0.0
$6.0.0.0.0.0.6.0.0.0.08.0.0.0.0.0.0.0.0.0.0.0.0.8:0.0.0.0.6.6.0.¢,606686.60.60.00.0.9.0.09.89.086.0.9 60,096,604
XXXXXXXXXXZOXXXX,

Approved Disapproved Date

Other

0,0.0.,0,0.0,0.0.0.0.0.6,0.0.0:0.0.00.0.0.0.9.0.6,0.0.0.9.0.0. 600 $.6.6.0:0.90.0.9°0.6.0.0.0.6.0:09.5.0:0:8.9.0.0.0.9.0.8:¢ 4
D.6.0.0.0:4.:0.0.0.9.0.00.00.0.:0.6.0.0,0.0.00.0.9.60.06.09 00006 0. 8

Approved Disapproved ___ Date

Other

ASL, Harrison

Prepared by:MP:JReynolds:2/7/78:245-6793

HEW TN h-78.1 (4/7/78)
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FORMAY FOR BRIEFING MEMORANDUM

MEMORANDUA/[ DEPARTMENT OF HEALTH, EDUCATION, AND WELFARL

OFFICE OF THE SECRETARY

TO : The Secretary DATE:
s Through: ES

FROM : Title and Office of Cfficial Who Signs Merorandum

.

SUBJECT: BRIEFING
Meeting with (name of individual or group requesting the meeting)

March 16, 1978 (Date of meeting)
10 a.m.--20 minutes (Time meeting starts and duration of the

Secretary's par:icipation)

I. PURPOSE

This section should state (preferably in one sentence) the

é@{ . purpose of the meeting and indicate who requested the meeting.
i 1I. PARTICIPANTS

; This section should state who is participating in the meeting.

! If outside organizations are involved, include a brief discussion
of their relationship with HEW, their interests, and their
particular strengths.

i [1I. AGENDA FOR DISCUSSION

This section should state the major points of discussion during
the meeting. It is important to identify the issues that are
likely to be raised by participants. “theretore, if -ou fecl that
the Secretary requires a more in-derpth brieri on i backyround
or on the substance pertaining tc any pax ! { of discus-
- sion, this information should be included 2% .un ui.achaent and
B referred to as such in the text of the memcrandur

™

IV, TALKING POINTS

This section should identify issues or ~ouos. i fecretary
should raise, recommended responscs [ : thn “eorotery %o use,
and topics to avoid or on which the & E : Le non-com-
mittal.

o e g (Af;/78)
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i, ¥

FoRMAT FOR BRIEFING MEMORANDUM (Coniirnued?

Page 2 - The¢ vy iary

V. ACTION Ok ' ¢ ISTUN REQUESTED

This section should specify what action or decisions wili he
requestcd of the Secretary. If there are decisions to be nade

on several issues, each issue should be stated in one paragraph.
Where an acticn memorandum accompanies this briefing to the
Secretary, reference can be made in this section tv that memoran-
dum for a statement of the issues under consideratioa.

,m;m?,
! t
Signature of Head of Originating Office o

H

|

\ A

cc: E
HRA, Sessons " i i}

Prepared by:BER:MThomas:3/20/78:245-7912

S

L
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VI.

SUBS7TANL.# AND STYLE OF SECRETARIAL LETTERS

The Secvetary likes his letters crisp, to the point, cleac, and
responsive to incoming letters. HEW personnel whe prepare or
review Secretarial letters should find these guidelines helpful
in reaching this goal.

A. sabstance

L. Be responsive. If the incoming letter asks a series of
four questions, the Secretary's response shou!! respoend
to each question. If necessary, number the answers to

correspond to the incoming question.

2. Take a position. If the incoming letter asks what the
Department's policy is in a particular area, the Secre-
tary's letter should state our policy forthrightly and
clearly. If formulation of a reply requires several
offices to convene to make or to clarify policy, the
lead office charged with drafting the response should
work rapidly with other offices to establish the needed
policy. 1If for reasons of complexity, timing, or poli-
tics, policy cannot be formulated immediately in

response to the incoming letter, the Secretary's response

should say clearly that he is not answering the incoming

inquiry, explain why he is not doing so, and outline what

steps he is taking to provide a full answer in the near
future. (If such clarity is not appropriate for such

letters, you should provide a cover note explaining why.

3. Be brief, but not peremptory. Long-winded backgrounds
that provide knowledgeable Congressmen with a lengthy
history of a subject ar: almost always unnecessary, and
should not be sent forward.

4. Avoid technical detail. 1If the response involves
substantial technical inforu.ation, prepare it as an
enclosure with a brisi{ <over letter from the Secretary.

5. Never say that cegulaiions do not permit the Department
to take an actiocu. Aluavs zxplain why the Department's

regulations adopted ik pulicy al issue,

6. Never say "Thank yo © - -, interest." It is almost
always condescending. e people that the Secretary is
writing to usual!, i fmeovtant responsibilities with
respect to HIW pr vy © o0 ai. committed to working to

change HEW's policy.

)

e TN h-78.1 (4/7/78)
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B. Style

1. Avoid !viy sentences and long paragrapi:- ‘i A para-
graptv ~r sentence must list three or iour or five
psrxllel items, put them in bullets.

2. Use b ootive voice.

WL L1 MU LY AYUAY PLUNLTIND Ll LUS AUt ULCe

These suggestions do not provide an exhaustive guide to preparing
letters for the Secretary's signature. If additional help is sy
needed, direct your inquiry to your Executive Secretariat. ’

o
E

| ‘
o

hu:.lt“
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