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TREASURY DIRECTIVE


DATE:


Sunset Review: (Two years from above)

Expiration Date: (Three years from above)
SUBJECT: (Title should not exceed one line if possible)

PURPOSE: (The opening paragraph shall contain a statement of the purpose of the Directive.  The purpose statement shall explain concisely why the Directive is needed.)


POLICY:  (Statements of policy contain clear, important, Departmentwide direction which guides the Department's decisions.  For example, "It is the policy of the Department to destroy records that have reached their scheduled expiration date without additional authorization."  Policy should address the most important things organizations are doing, and there should be only a minimum number of such policies.)


RESPONSIBILITIES:  (The authorities and the responsibilities of heads of bureaus and key officials in the Department should be clearly identified.  Appropriate management levels should be empowered to do their jobs right the first time.)


DEFINITIONS:  (This paragraph explains or defines abbreviations, acronyms, or terms used in the Directive.  If there are more than ten definitions, they should not be inserted in the text but included as an attachment.)


AUTHORITIES:  (The title and date of the authorizing document(s), i.e., public laws, Federal regulations, Treasury Orders, etc., are to be identified.)


REFERENCES:  (Where specific policies do stand alone but are interrelated with other policies, standards, instructions, and publications, the source documents for those related policies, standards, and publications should be referenced.)


CANCELLATION.  (A Directive may be canceled or superseded by another Directive.)
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EXPIRATION DATE.  (A Directive shall expire three years from the date of issuance unless superseded or cancelled prior to that date.)

OFFICE OF PRIMARY INTEREST.  (The originating organization.)


(The signature element will be that of the Secretarial Officer issuing the Directive.)

Secretarial Officer

Title

OPI:  (Originating office or bureau)
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