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DATE: March 12, 1996

REPLACES:

ISSUING OFFICE:  OAM, EO

NIH MANUAL CHAPTERS

TOPIC:

Processing and Clearance of NIH Manual Chapterstc \l2 "Processing and Clearance of NIH Manual Chapters
PURPOSE:

To assure proper formatting, processing and review of NIH Manual Chapters issued by ORS staff prior to submission to the Office of Management Assessment (OMA).  

REFERENCE:
NIH Manual Chapter 1710, "NIH Manual System"

POLICY:

Prior to issuance, NIH Manual Chapters originating from ORS must be reviewed and concurred upon by the issuing office's Division Director or Executive Officer, as appropriate, and the Associate Director for Research Services (ADRS).  The Senior Management Analyst, OAM, will review the package for compliance with the policies and procedures in NIH Manual Chapter 1710 and forward to OMA for processing.

PROCEDURES: 


(
All NIH Manual Chapters issued by ORS staff shall be developed following the format and procedures outlined in  NIH Manual Chapter 1710, "NIH Manual System."  

(
Once the chapter has been drafted, the sequence of steps for issuing an NIH Manual Chapter identified in Appendix 5 of NIH Manual Chapter 1710 (attached) should be followed with one exception:  Prior to routing the final NIH Manual Chapter package to the Approving Official, the Manual System Contact (see list on next page) will submit the entire package, complete with copies, diskette, and applicable forms as outlined in Section E.1.g. of NIH Manual Chapter 1710, to the Management Analysis Staff, OAM, in Building 31, Room 3C34.  The package will be reviewed for compliance with the policies and procedures in NIH Manual Chapter 1710 and forwarded to the ADRS for final approval prior to forwarding to OMA for processing.

The offices listed in Appendix 5 of NIH Manual Chapter 1710 are defined as follows for ORS:

Issuing Office:  The office responsible for writing new chapters, revising existing chapters, or rescinding chapters which are no longer needed.

Reviewing Office:  Any office that is mentioned in the chapter or impacted by the proposed policy should review the chapter.  A copy of the package should be sent to the ADRS at this stage for review and concurrence.

Concurring Office:  The Issuing Office's Division Director.  For the OAM, the Concurring Office is the Executive Officer.

Manual System Contacts:

Division
Name of Contact
Phone#/Address/FAX
OAM
Tim Wheeles
2-1661
31/3C34

FAX 2-2204

DES
Marlyn Harrison
6-6391
13/2E47

FAX 2-0481

DS
Rosalind Davis
6-2801
31/1C02

FAX 2-0316

DPS
Sandra Miller
6-6893
31/B3B12

FAX 2-0394

DSS
Belinda Cowling
6-6121
NSA 100

FAX 2-1364

DSFM
Jacquie Mitchell-Wms.
6-0248
EPS/211

FAX 2-6083

Approving Official:  The Associate Director for Research Services.

All previous ORS policies inconsistent with the provisions of this ORS policy are superseded.
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