Title 120 —Directives Management Handbook

Decision Chart for Choosing the Appropriate Type of Directive

Is the information temporary?
That is, will users need this
information for less than 1 year?

Yes

A 4

Prepare a national bulletin.

lNo

Is there an existing NRCS Yes Is there time and is it practical No

A 4
A 4

Issue a circular.

subject? existing directive?
No iYes
No Does the existing directive Y€ | f the existing directive
reach the audience who should "| originated in your

vy have access to the information? organizational level,
Avre there existing materials issued amend the directive. Ifit
by USDA or other Federal Yes . originated at a higher
agencies that NRCS could use or p| Issue asanon-NRCS directive organizational level,
use with supplementation rather with supolementation. supplement the directive.

than issuing a separate directive?

¢No

Is the material needed at all Yes

A\ 4

Issue in the general manual.

offices?
l No

Is the material intended for NHQ Yes
or State offices, but not for field

Issue a national instruction.

A 4

offices?
¢ No

Is most of the material general Yes
policies and procedures that are
needed by a particular program
activity or by a particular group of

Issue a manual.

A 4

employees?
¢ No

Yes

Does the material consist largely
of technical procedures that will
be used primarily by specialist?

Issue a handbook.

A 4
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