Guidelines for Exception Requests, Clearance Process 

Publications

· Submit requests to Monica Woods via email

· All submissions must include:

> Soft copy of publication

> Publication Request Details: 

    -- What it is

    -- Purpose

    -- Impact/Implication

    -- Bad news story if not 

        approved 

    --Deadline date for approval

                   (Provide justification for deadline and    

                  minimum 7 business days to process)
· Monica sends consolidated lists of submitted requests to the Office of the Deputy Secretary for review and clearance two times each month on the 15th & 30th.

· Upon approval from Dept. of Sec. requests fwdd. to Public Affairs for editing

· Publications include: brochures, inserts, guides, training materials

· Not considered Publications for these purposes: forms, announcement letters on IFAP
Policy Guidance & Contracts


(and Forms Clearance)

· Submit requests to Matthew Boggs at workstation 113H2.

· Requests should be in Memo Format, addressed TO: Secretary Paige, through the Executive Secretariat, FROM: Greg Woods

· Request package must include:

>Correspondence Summary Sheet- 

   see Matthew Boggs for a copy

       >  Soft copy of request

 > Applicable attachments

 >  Detailed request for approval 

     (body of memo):

     -- What it is

     -- Purpose

     -- Impact/Implication

     -- Deadline date for approval (Provide justification for deadline and minimum 7 business days to process)
· Please submit requests in a red folder
Personnel
· Submit requests to Matthew Boggs at workstation 113H2.
· Request package must include:
>Correspondence Summary Sheet- see Matthew Boggs for a copy 

>Detailed request for approval (body of memo):

    -- What it is

    -- Purpose

    -- Impact/Implication

    -- Deadline date for approval

(Provide justification of deadline and minimum 7 business days to process)
     -- Provide position description for 

   
Grades 13+ and Consultants

     -- Proposed length of contract term  

         and current and proposed projects     

         (consultants only)

· FTE must be within SFA’s allocation for the current fiscal year.

· Resume

· Please submit requests in a red folder
Clearance process may take up to 2 months—Plan Accordingly

Monica will provide notice of decisions

