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h:
21-92-00 GENERAL

A . Scope. The procedures prescribed in this chapter are appli-
cable to requests for legislative reports from Congressional
committees, from the Office of Management and Budget and
from other Government agencies.

B. The objectives of these procedures are:

1. To expedite the processing of reports on Federal legislation.

2. To assure time for adequate consideration of reports by
all concerned.

3. To make reports more effective in presenting the
Department's position.

h:
21-92-10 REQUESTS FOR REPORTS

A . Letters to Individual Congressmen on Proposed Legislation.- -
OMB Circular A-19 (Exhibit h:21-02-l)
provides that letters to individual members of Congress which
constitute recommenda:ions or reports on proposed or pending
legislation shall follow the same procedure as reports to
Congressional committees. When an inquiry from a member of
Congress, calling for such a recommendation or report, is
received by an officer of the Department other than the
Secretary, a reply for the Secretary's signature, or comments,
shall be prepared
tion.'

and routed through the Division of Legis-

B. Annual or Special- Reports Containing Legislative
Recommendations. Section 5(c) of Office of Management and
Budget Circular A-19 requires that any recommendation in an
annual or special report for new or amendatory legislation
shall first be submitted to the Office of Management
and Budget. Any report containing such recommendations,
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h:
21-92-20

A.

B.

C.

therefore, ~"~11 be prepared by the principal operating
component (i ..7)  or other office concerned and cleared with
the Division of Legislation in the manner provided for
reports on proposed legislation.

ROUTING OF LEGISLATIVE MATERIALS-

Routing of Requests.- The Immediate Office of the Secretary
will receive from the Mail Room all requests addressed to
the Secretary from Congressional committees, the Office of
Management and Budget, and other Government agencies for
legislative reports. Immediately upon receipt, the requests
will be transmitted directly to the Division of Legislation
of the General Counsel's Office. Any such requests
addressed to or received by a POC will also be transmitted
immediately to the Division of Legislation.

Acknowledgment of Requests.- The Division of Legislation
shall prepare an acknowledgment of all requests from
Congressional committees and Government agencies, other
than the Office of Management and Budget. (Requests from
the Office of Management and Budget will not be routinely
acknowledged.) Routine acknowledgments shall be signed by
the Assistant General Counsel. Special acknowledgments
shall be prepared by the Division of Legislation for the
signature of the Assistant Secretary (for Legislation) or,
if the special nature of the request indicates, the Secretary.

Referral of Requests.-_ Generally, the Division of Legislation
will, within two working days, refer the request to the
head of the POC or other officer of the Department primarily
or most directly concerned or familiar with the subject
matter of the bill, for preparation of a proposed report on
the bill. (There will be attached to each referral an
instruction sheet and Guidelines for preparation of the
report.) When a significant request is received which may
involve policy, the Division will inform the appropriate
Assistant Secretary of the receipt of such request. When
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D. Routing of Completed Report. The POC responsible for pre-
paration of the proposed report shall submit it in final
form, with requisite copies, to the Division of
Legislation. If typed on MAG II, MAG II cards should be
forwarded with the proposed report. This Division is
responsible for transmittal of the report, through the
General Counsel, to other officers concerned in the Office
of the Secretary for clearance and final signature.

h:
21-92-30 SCHEDULES AND CONTROLS

A. Time Schedules

two or more POCs are affected by or interested in the
subject matter of the bill, the Division of Legislation
will either (1) refer the request to the POC most concerned
and ask that POC to consult with, and clear the report
with, the other POC interested or affected, or (2) prepare
the report in the first instance after obtaining comment
from each POC concerned. The report may also be prepared
in the first instance by the Legislation Division in other
situations when, in the judgment of that Division, this is
more efficient or required by time limits. For enrolled
bills see Chapter h:21-94.

A copy of each referral memorandum will be sent by the
Division to the POCs (other than the one to which it is
addressed) affected by or interested in the report and the
appropriate Assistant General Counsel.

1. To the extent not established by this Manual or the
Division of Legislation, time schedules for submission
of legislative reports to the Division of Legislation
shall be established,by the POC or other office charged
with preparation of the report with a view to per-
mitting so far as possible, completion of review by the
Division of Legislation, and by others, in the line of
review in the Office of the Secretary, in time to assure
that there is opportunity for obtaining Office of Management
and Budget clearance and that all requests are met
by deadline dates set by the Committee or other
requester of the report or, if none, within a
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reasonable time, and that within the total time available
adequate time is given each unit or official for his
part in the preparation or review of the report. It is
realized that, where specific time schedules have been
set, some reports can and should be processed ahead
of schedule while others, in the light of their
individual complexity or other special reasons, or
their relative nonpriority in peak workload periods,
may not be completed within the time schedules orig-
inally set.

2. Where no specific time limit has been set by this
Manual, by the Division of Legislation, or by the
Committee or other requester of the report and the
timing of submission of the report to the Division of
Legislation is thus left in the first instance to the
POC or office to which the matter has been referred
(see l., above), that agency or office should in that
connection, to the extent practicable, keep informed
(and inform the Division of Legislation) of
circumstances with respect to the prospect of hearings
or other Committee action bearing on the timing of the
report, so that the report will be developed and sub-
mitted in time to allow adequate review by the Division
and others in the Office of the Secretary. If others,
in the Office of the Secretary, and especially the
Congressional Liaison Office, receive information of
this nature, they should likewise advise the Division
of Legislation, which will record the information and
make sure that the POC or office concerned has this
information. Moreover, when the Division of Leg-
islation receives information indicating that priority
or greater priority than previously indicated must be
given an item already referred to a POC, it will arrange
with the POC for such advances in any due dates
previously established as may be necessary to meet the
new deadline date.
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