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1. Explanation of Material Transmitted: 
This chapter (complete the paragraph).

2. Filing Instructions: 

Remove: NIH Manual Chapter xxxx, dated xx/xx/xx
(If this chapter is new, enter “N/A” above.)

Insert: NIH Manual Chapter xxxx, dated: xx/xx/xx 

PLEASE NOTE: 
To sign up for email notification of future changes, please go to the NIH Manual Chapters LISTSERV Web page at http://list.nih.gov/archives/nih-manual-chapters.html. 

Header Note – Read and Delete:
The information at the top of this page is a header that appears automatically on every page. Open the header and enter the required information. Also complete the automatic headers for the appendix (if your chapter has one), which are different from the chapter’s header. Then delete this note.

TOC Note – Read and Delete:
Enter a table of contents on the page after the transmittal sheet, if the chapter is longer than 10 pages. See the sample TOC below.

If you decide to enter a TOC for your chapter, first delete the sample TOC below by highlighting it with your mouse or cursor keys and pressing the Delete key.

Please do not enter the table of contents manually. Instead, use the automatic TOC feature in Word or WordPerfect. An automatic TOC is needed to make the chapter convert properly to the HTML (Web) and PDF versions that will be posted on OMA’s Web site. To enable the automatic TOC, write the chapter first. Label each section heading with the style of “Heading 3”. Then create your TOC below. Finally, delete this TOC note.

(Enter automatic – not manual – table of contents here.)
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A. Purpose

The purpose of this policy is to (complete as one or more paragraphs).

B. Background

(Explain the events and needs that led to the development or revision of this chapter.)

C. Policy

(Describe the policy of the chapter.)

1. (Use numbered subparagraphs if needed.)

2. (subparagraph)

D. References

(List references, such as related NIH chapters, HHS regulations, public laws, etc.)

E. Definitions

(Define key terms that are essential to the chapter, or common terms that have special meaning in the context of the chapter.)

F. Responsibilities

(Fully describe the responsibilities of all officials who have duties related to the chapter.)

G. Procedures

(Outline the steps necessary to carry out the actions required by the chapter.)

Records Retention And Disposal

Each chapter must contain a standard statement about records, which serves two purposes.

First, it informs NIH staff and contractors who maintain records related to the chapter about the requirements for keeping and disposing of those records. Second, the statement reminds employees that e-mail messages that are evidence of NIH activities or have informational value are considered Federal records and must be appropriately maintained as official records. 

Include the three-paragraph standard statement below in your manual chapter. In the first paragraph, insert the appropriate item number at the end of the sentence by locating the number in the NIH Records Control Schedule in NIH Manual 1743, Appendix 1, Section 2300, or by checking with your IC Records Officer, listed in the yellow pages of the NIH Telephone Directory.

Be sure to delete this entire box from your draft chapter.

All records (e-mail and non-e-mail) pertaining to this chapter must be retained and disposed of under the authority of NIH Manual 1743,"Keeping and Destroying Records, Appendix 1, "NIH Records Control Schedule," Section 2300, Item (insert appropriate number).

NIH e-mail messages (messages, including attachments, that are created on NIH computer systems or transmitted over NIH networks) that are evidence of the activities of the agency or have informational value are considered Federal records. These records must be maintained in accordance with current NIH Records Management guidelines. Contact your IC Records Officer for additional information. 

All e-mail messages are considered Government property, and, if requested for a legitimate Government purpose, must be provided to the requester. Employees' supervisors, NIH staff conducting official reviews or investigations, and the Office of Inspector General may request access to or copies of the e-mail messages.  E-mail messages must also be provided to Congressional oversight committees if requested and are subject to Freedom of Information Act requests. Since most e-mail systems have back-up files that are retained for significant periods of time, e-mail messages and attachments are likely to be retrievable from a back-up file after they have been deleted from an individual's computer. The back-up files are subject to the same requests as the original messages.

Management Controls

You must include a management controls section at the end of your chapter unless the Division of Quality Management (DQM), OMA, determines that it is unnecessary. This section is required by NIH Chapter 1750 at http://www3.od.nih.gov/oma/manualchapters/management/1750/.

This section must include the standard statement outlined below. For more information about management controls, see DQM’s Web site at http://oma.od.nih.gov/ma/controls/, or call DQM on 301- 496-2461. 

Delete this entire box when you complete this section.

The purpose of this manual chapter is to (describe purpose). 

1. Office Responsible for Reviewing Management Controls Relative to this Chapter:

(List the issuing office and any other offices that will share responsibility for coordinating the review procedure to ensure appropriate management controls are in place for this chapter. If an office outside of the issuing office is given responsibility for reviewing management controls, the issuing office must have documentation of concurrence by the outside office.) 

2. Frequency of Review (in years):

(State how often the review will be required. This will depend on the level of risk posed if the chapter were not accurately followed. The issuing office should confer with the Director, Division of Management Support, OMA, 402-6350 in developing the review schedule.)

3. Method of Review:

(Choose one of the types of review below that applies most appropriately. For example, if a Management Control Review has recently been completed and it covers the same areas for which the manual chapter provides guidance, choose the first option below.)  

· Management Control Review: (List MCR number assigned to the chapter for areas that will be reviewed as part of a scheduled NIH MCR.)

· Alternative Review:   (If conducted by outside source, describe who will/did conduct the review and how it will/did relate to the management controls of this chapter. This would include reviews by outside organizations, e.g., AAALAC, GAO, NRC, DHHS, or possibly reviews by other NIH officess. Issuing offices should confer with OMA for additional guidance.) 

· Other Review:  (This would include reviews not included in either of the above categories. For example, an issuing offices may decide to initiate an internal Risk Assessment. If the findings of the assessment were low risk, no additional review would be required. However, if the findings indicate a medium or high risk, a 1-3 year follow-up review would be appropriate. Some areas may not lend themselves to the Risk Assessment format. For example, in areas where the chapter covers a low inherent risk - i.e., even without the chapter's guidelines, there is little risk of waste, loss, unauthorized use, misappropriation of funds, or risk to human life - the issuing offices may wish to have a users workgroup do a short review of the area, resulting in a one-page summary of the findings. Issuing officess should confer with OMA for additional guidance.)

4. Review Reports are sent to:   

(Reports are sent to the NIH senior official responsible for the area covered by the manual:

· Deputy Director for Management (DDM) for management/general administration,

· Deputy Director for Extramural Research (DDER) for extramural research, or

· Deputy Director for Intramural Research (DDIR) for intramural research.

A copy of all review reports must also be forwarded to the DDM and to the Director of Human Resources. If a chapter review covers more than one of these areas, send a copy of the report to the Deputy Director of each area.)

Appendix 1 – (title of appendix)
(Enter text of appendix. If the appendix is longer than one page, do not continue typing at the bottom of this page. Instead, resume entering the text at the top of page 2 that follows this one. 

· Center the title of the appendix outside and below the box that contains the header on this page only. On all following pages of the appendix, locate the title inside the header box.

· The title must be labeled on the first page of the appendix with a heading such as “Heading 3” so it will appear automatically in the chapter’s table of contents. 

· But titles located inside the header box cannot be labeled with styles such as headings in Word, and therefore will not appear in the table of contents.)

(Continue appendix. Center the appendix title on this and all following pages inside the header box above, as opposed to the first page of the appendix.)

