
 
       
 

  
 

  

 

 
  

 
  

   

 
 

 

MANAGEMENT ANALYSIS AND SERVICES OFFICE 
(CAJG) 

Plans, coordinates, and provides CDC-wide management and information services in the 
following areas: policy development, management and consultation; management  studies and 
surveys; internal controls program; delegations of authorities; organizations and functions; 
Federal Advisory Committee management; records management; most efficient organization 
implementation; printing procurement; electronic forms design and management; mail center 
services and operations; information quality; competitive sourcing; and, office automation 
services and support. (Approved 11/5/2007) 

Office of the Director (CAJG1) 

Plans, directs, develops, implements, supports, and coordinates activities of the Management 
Analysis and Services Office (MASO).  (1) Plans, develops, and implements strategic plans, 
goals and objectives, performance measurement plans; customer service management; and 
provides leadership, policy and procedural formulation and guidance in program planning and 
development; (2) prepares, reviews, and coordinates budgetary, informational, and programmatic 
resources; (3) plans, directs, and coordinates requirements of OMB Circular A-76 to conduct 
competitive sourcing activities, management review and FAIR Act activities and to determine 
whether certain agency functions might be more appropriately carried out through or by 
commercial sources; (4) provides electronic forms management services, including development, 
coordination of clearances, and inventory management; and (5) determines, collaborates, and 
manages appropriate technology architecture and methodology for MASO’s applications, 
databases, and systems. (Approved 1/20/2006) 

Management Analysis and Policy Branch (CAJGB) 

(1) Provides management and oversight of CDC Federal Advisory Committees that provide 
advice to the CDC Director and the Secretary of Health and Human Services. Facilitate logistics 
and general committee support of scientific and programmatic peer review of research, 
applications and cooperative agreements for grant support and contracts; (2) provides 
consultation and assistance to CDC program officials on the establishment, modification, or 
abolishment of organizational structures and functions; reviews and analyzes organizational 
changes; and develops documents for approval by appropriate CDC or HHS officials;  
(3) manages the internal controls program for CDC in consultation with the Financial 
Management Office (FMO). Includes creating, maintaining and diffusing internal controls 
guidance, co-chairing and administering the CDC senior assessment team (and serving as the 
team’s interface with executive management), serving as the CDC focal point for assessing risk, 
facilitating and overseeing CDC’s scheduling, testing and review of internal controls, reporting 
on the control environment, and overseeing CDC compliance with OMB Circular A-123 and the 
management and internal controls guidance within the Federal Managers Financial Integrity Act. 
With FMO, co-manages the process for developing and finalizing the components of the Annual 
Assurance Statement signed by the Director, CDC; (4) conducts management studies for CDC to 
improve the effectiveness and efficiency of management and administrative processes; (5) serves 



 

 
  

 
  

 
 

  

 
 

 
 

as the CDC office of record for delegations of authority.  Interprets, analyzes, and makes 
recommendations concerning delegations and redelegations of program and administrative 
authorities, and develops appropriate delegating documents; (6) manages the CDC policy 
program, including the policy issuance system, policy development, dissemination, and policy 
advisory services; interprets HHS and other federal directives and assesses their impact on CDC 
policy. Maintains the official CDC library of administrative management policy and procedures 
manuals; (7) addresses policy gaps though periodic comprehensive administrative policy reviews 
and benchmarking; (8) manages the CDC records program, which includes providing technical 
assistance in developing new records schedules, transferring records, storing records, and 
administering electronic records. Serves as the agency liaison to the National Archives and 
Records Administration; and (9) provides advice and consultation in implementing most efficient 
organizations resulting from competitive sourcing decisions.  (Approved 1/20/2006) 

Management and Information Services Branch (CAJGC) 

(1) Plans and conducts a printing management program supporting all of CDC; (2) maintains 
liaison with contract suppliers, HHS, the Government Printing Office and other agencies on 
matters pertaining to printing, copy preparation, reproduction, and procurement of printing;  
(3) plans, directs, coordinates, and implements CDC-wide information distribution services and 
mail and messenger services, including the establishment and maintenance of mailing lists and 
CDC announcements; (4) serves as the focal point for recommending policies and establishing 
procedures for matters pertaining to the white office paper recycling; (5) manages the CDC-wide 
subject matter database that serves as an agency resource supporting call management services 
and hotlines within the CDC; (6) manages the food service facilities at the Roybal and Chamblee 
campuses as well as future planned food service facilities; and (7) manages the receipt and 
response to complaints by the public questioning the accuracy of any scientific information 
disseminated by CDC; implements established government guidelines contained in Public Law 
106-554, Section 515, for ensuring the Quality of Information disseminated to the public by 
government agencies. (Approved 11/5/2007) 

Office Automation Service Activity (CAJGC2) 

(1) Plans, coordinates, and administers office automation (OA) services; (2) administers office 
automation services in accordance with the OA Performance Work Statement; (3) provides and 
performs clerical support, file management, meeting logistics, conference and workshop support, 
scientific and technical assistance; and (4) maintains liaison with appropriate offices on matters 
pertaining to the oversight, performance, and contractual requirements of the Office Automation 
Service Activity. (Approved 1/20/2006) 


