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United States Department of the Interior 

OFFICE OF THE SECRETARY 
Washington, DC  20240 

 
MAY 01 2023 

 
Secretarial Correspondence Bulletin 
SCU-SCB-23-001 
 
To:  Bureau/Office Correspondence Managers 
 
From:  Preston S. Heard 
  Deputy Director – Secretarial Correspondence Management 
  Office of the Executive Secretariat and Regulatory Affairs 
 
Subject: Process for Approval of Memoranda of Understanding (MOU) and  

Memoranda of Agreement (MOA) 
 
The purpose of this bulletin is to revise guidance and streamline process requirements for 
Bureaus/Offices to obtain Department of the Interior senior leadership approval—through the Office 
of the Executive Secretariat and Regulatory Affairs (OES)—of certain MOUs and MOAs prior to 
execution.  
 
Effect  
This bulletin is intended to consolidate prior guidance documents regarding the process requirements 
for obtaining approval.  

 This bulletin replaces/supersedes the memorandum from the OES Director dated September 
24, 2020, entitled “Process for Approval of Memoranda of Understanding (MOU) and 
Memoranda of Agreement (MOA).”  

 This bulletin supersedes the portion pertaining to MOUs/MOAs, namely section 2, of the 
memorandum from the OES Director dated April 13, 2021, entitled “Review and Clearance 
of Decision Memoranda, Memoranda of Understanding/Agreement, Annual Tribal 
Governance Reports, and Certain Federal Register Notices and Other Documents.”  

 This memorandum replaces/supersedes SCU-SCB-22-002 dated August 16, 2022, entitled 
“Information Memos Accompanying Memoranda of Understanding/Memoranda of 
Agreement…” 

 
 
 
 
 

Preston S. Heard Digitally signed by Preston S. Heard 
Date: 2023.05.01 16:31:29 -04'00'
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Approval Requirement  
Bureaus/Offices are required to submit to OES, for advance approval by the DOI Chief of Staff, all 
MOUs/MOAs that will be entered into by and between either  

(1) a Bureau/Office head or  
(2) an Assistant Secretary  
 
and 
 
(1) another Federal agency;  
(2) a State or local government;  
(3) a foreign government or any subcomponent of a foreign government; or  
(4) a private entity, including a nonprofit or nongovernmental organization.  

 
*Note: If a Bureau/Office head or Assistant Secretary will not be signing the MOU or MOA but 
determines that it should be submitted for approval, the Bureau/Office should follow the guidance set 
forth in this bulletin.  
 
Approval Process  
The process for obtaining approval of the MOU/MOA is as follows: 

1. Bureau/Office staff will use the Department’s Data Tracking System (DTS) to obtain and 
record all necessary surnames, including from the Bureau/Office head, appropriate 
Assistant Secretary, Solicitor or Deputy Solicitor, and others, as outlined in the Surname 
Guidance section below. 

 
2. Bureau/Office staff will prepare an information memo addressed to “DOI Chief of Staff” 

and signed by the Bureau/Office head. (The appropriate Assistant Secretary need sign the 
information memo only if no Bureau/Office head has signed the information memo or if 
the Assistant Secretary is the proposed signer of the MOU/MOA.) The information 
memo should contain the information outlined in the Information Memo Template 
section below. 

 
3. Bureau/Office staff will use DTS to route the record, including (1) the MOU/MOA, (2) 

the signed information memo, and (3) the record of all surnames obtained, to SIO-OES 
with the assigned task of 5-Review/Comment. 
 If the MOU/MOA updates, revises, or supersedes an existing MOU/MOA, 

Bureau/Office staff will upload the existing MOU/MOA to the DTS record. 
 

4. OES staff will ensure that the required surnames and signature(s) have been obtained by 
the Bureau/Office and will provide the DTS record to the DOI Chief of Staff for review 
and approval. OES will not review, edit, or format the MOU/MOA or the information 
memo. 
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5. If the DOI Chief of Staff has questions or concerns during review, they may 
communicate directly with the Bureau/Office head or Assistant Secretary, as appropriate. 

 
6. Upon approval by the DOI Chief of Staff, OES will use DTS to route the record back to 

the Bureau/Office with a task of 10-Finalize. If disapproved, OES will route the record 
with a task of 8-See Comments and a route comment indicating the disapproval. 

 
7. Proposed signer will proceed with signing the MOU/MOA. 

 
*Note: For MOUs/MOAs to be signed by the Secretary, Deputy Secretary, or Associate Deputy 
Secretary, the Lead Action Office will continue to follow the longstanding, current process of routing 
the DTS record to OES with the assigned task of 4-Signature and awaiting the return of the signed 
document. 
 
Approval Timeline  
To enable a thorough review, Bureaus/Offices are required to route the MOU/MOA record to OES 
for approval at least 5 business days prior to the proposed date of signature.  
 
Surname Guidance  
The Bureau/Office is responsible for obtaining and recording all necessary surnames prior to routing 
the MOU/MOA record to OES. Please adhere to the following: 
 

 Use DTS to obtain and record all necessary surnames, including the following: 
o Bureau/Office head. 
o Appropriate Assistant Secretary. 
o Solicitor or a Deputy Solicitor.  
o Office of Intergovernmental and External Affairs (OIEA), if signatories include 

another Federal agency; a State or local government; or a private entity, including a 
nonprofit or nongovernmental organization. 

o Office of Assistant Secretary – Insular and International Affairs, if signatories include 
a foreign government or any subcomponent of a foreign government.  

 
 Specifically, use the DTS surnaming tool to ensure that all surnames can be printed on a DTS 

surname report. 
 
If the Solicitor or Deputy Solicitor delegates surname authority to another individual in the 
Solicitor’s Office, Bureau/Office staff must include in the DTS record some documentation 
indicating such delegation, including the name of the person identified to surname on behalf of 
Solicitor/Deputy Solicitor. 
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Information Memo Template 
 

INFORMATION MEMO FOR MEMORANDUM OR AGREEMENT OR 
MEMORANDUM OF UNDERSTANDING 

 
To:  DOI Chief of Staff 
 
From: [Bureau/Office head who will sign MOU/MOA or the appropriate Assistant 

Secretary] 
 
Date:  [insert date if not included in digital signature] 
 
Subject: [insert subject of the MOU/MOA] 
 
Authorities: [Under what authority is the MOU/MOA being signed (e.g., statutory authority, 
delegated Secretarial authority, or other authority)?] 
 
Goals and Objectives: [What is the MOU/MOA intended to accomplish?] 
 
Relevance: [Why is the MOU/MOA important?] 
 
Prior MOU/MOA: [Does the MOU/MOA update or supersede a previous MOU/MOA?] 
 
Controversy: [To what extent is the MOU/MOA controversial?] 
 
Stakeholders: [Who are the affected stakeholders?  How and why are they affected?] 
 
Internal Coordination: [Has there been coordination with the Department’s Office of 
Communications, Office of Intergovernmental and External Affairs (if appropriate), and/or 
Office of Assistant Secretary – Insular and International Affairs (if appropriate)? If 
coordination has occurred, identify the involved staff members.  If no coordination has 
occurred, explain why.] 
 
Media/Communications: [What is the plan for media and communications? Will a news 
release be issued?] 
 
Timing: [Identify the extent to which the MOU/MOA is time sensitive. If applicable, include 
(1) target date by which the Bureau/Office requests approval, (2) date of any planned signing 
event, (3) any pertinent information driving the timing, and (4) implications if the target date 
is missed. 
 
Point of Contact: [Identify the best point of contact to field questions within the 
Bureau/Office.] 
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Conclusion 
Please share this bulletin with your respective correspondence staff members, chiefs of staff, and 
others within your Bureau/Office who have responsibilities for seeking MOU/MOA approval.  
 
The guidance contained in this memorandum is effective immediately and will remain in effect until 
modified or rescinded. 
 
Cc:  Bureau/Office Chiefs of Staff 
 OES Director 

OES Chief of Staff  


