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Lean Six Sigma Project - Directive Approval Process – For use by Correspondence Control Officers
Standard Operating Procedures (SOP) for receiving and sending Directive Package electronically (via email) for each agency
1. Receive directive package- Directive(as a word document), AD-116-(as an Adobe document), and any other supporting documents, via email
2. Print the directive, the AD-116 and supporting documents , if any
3. Print “Date” on AD-116. This date should be the date you opened the email. This will go in the “Date in” section of AD-116 for your agency
4. Take the entire printed package to the reviewer for review 
5. The agency’s internal review process to be followed at this time
6. Receive and review for comments and sign-off on the AD-116 (after all reviews have been completed)
7. If there are comments, open the directive file using Microsoft Word
8. Click on  “Track Change” tab to turn it on (see screenshot below) , input comments 
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9. To input the comments, use the agency’s 3 to 5 character abbreviation on each comment. For example OGC: xxxxxx
10. Save the directive using your agency's 3 to 5 character abbreviation, type of directive and the number. For example, "OGC-DR or DM or DN or SM-Number". If it is a DM, the saved file name would be  "OGC-DM-0100" as an example.
11. If a number is not available, use a short title of the document (for example, 'OGC-DR-Display and Use of Flag")
12. Clearly print “Date” on AD-116 (the date you received the commented directive back)
13.  Scan the AD-116 after you have printed the date. Save the AD-116 with the same format identified in step 10 and 11 and add AD-116 immediately after the agency abbreviation.  For example, "OGC-AD-116-DM-0100" or "OGC-AD-116-DM-Display and Use of Flag"
14. Send email to the next agency, as clearly identified in the email that you received in step 1. Send a copy (CC:) of the email to Departmental Directive Manager
15. When sending the email, make sure you attach the commented directive word file, scanned copy of AD-116 and supporting documents, if any
16. Send the hard copy of the AD-116 to OCIO Directives Manager unless marked for secretarial signature 
17. If marked for secretarial signature, send the hard copy of the AD-116 to OES


Note: If you are unsure of any step in this SOP, please contact Matthew Patrick (Departmental Directives Manager) at matthew.patrick@ocio.usda.gov or at 202-690-0042
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