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Instructions for Electronic Clearance

of Administrative Issuances
Use the following links to view the appropriate instructions for electronic approval.

· Office of Primary Interest (OPI) Approval
(For authors and clearance officials from the originating division)

· Agencywide Clearance
(For deputy and assistant administrators, designated clearance review officials,

division directors, and others)

· Final Approval
(For the Director, LERD, and the Deputy Administrator, OM)

Section 1 - Office of Primary Interest (OPI) Approval

1.
Making Changes.
· Adjust the electronic draft using the highlight, underline, tracking, or comment
 features, or change the text color to identify adjustments.

· Save changes to the draft by clicking “File”, then “Save”, then forward the Email with the revised draft to the Directives Management Section (DMS) global address in Outlook for adjustments.

2.
Approving the Draft.
· In Section 1 on FSIS Form 2610-1, indicate whether the issuance should be included in the FSIS E-FOIA Reading Room.

· Enter initials and date in Section 1 on FSIS Form 2610-1.

· Forward the Email with the electronic draft and FSIS Form 2610-1 to the next listed clearance official in the division.  (NOTE:  The last clearance official forwards the Email to the Directives Management Section.)

Tips
Section 2 - Agencywide Clearance

· Adjust the electronic draft using the highlight, underline, tracking, or comment
 features, or change the text color to identify adjustments.  Save changes to the draft by clicking “File”, then “Save”, OR Enter comments in Section 2, Remarks, on FSIS Form 2610-1.

· Enter initials and date in Section 2 on FSIS Form 2610-1.

· Forward the Email with the electronic draft and FSIS Form 2610-1 to the Directives Management Section for adjustments.

· NOTE TO LERD:  The Director, LERD, does not enter clearance in Section 3 during Agencywide Clearance.

Tips
Section 3 - Final Approval

· Adjust the electronic draft using the highlight, underline, tracking, or comment
 features, or change the text color to identify adjustments.  Save changes to the draft by clicking “File”, then “Save”, OR Enter comments in Section 2, Remarks, on FSIS Form 2610-1.

· Enter initials and date in Section 3 on FSIS Form 2610-1.

· Forward the Email with the electronic draft and FSIS Form 2610-1 to the Directives Management Section for adjustments.

Tips
Tips for Clearance Review

1. Be sure to FORWARD the Email with the draft and FSIS Form 2610-1.  Do not REPLY to the Email because the attachments will not be sent to the recipient.


2. You can save the Email attachments onto your hard drive to save space in Outlook.  While viewing the Email, click “File”, “Save Attachments” on the Outlook toolbar, then highlight the attachments you want to save and click “OK”.
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