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Memorandum  

 

To:   U.S. Fish and Wildlife Service Directorate 

 

From: Director 

 

Subject:   Process for Review and Approval of Certain Memoranda of Understanding and 

Memoranda of Agreement 

 

Purpose. The purpose of this memorandum is to provide guidance and a standard process for 

obtaining internal review and approval of certain Memoranda of Understanding (MOU) and 

Memoranda of Agreement (MOA) that will be signed by the Director and/or implemented 

nationally within the U.S. Fish and Wildlife Service (FWS).  This guidance is issued to assist 

with FWS compliance with the mandatory Department of the Interior (DOI) MOU/MOA review 

and approval process described in DOI guidance, Secretarial Correspondence Bulletin SCU-

SCB-22-002, which was issued on August 16, 2022.  This guidance is intended to provide clarity 

and consistency regarding the MOU/MOA approval process, including appropriate routing 

within the FWS and the DOI and ensure appropriate FWS offices are informed prior to final 

execution of these agreements.  This guidance replaces the Director’s memorandum issued on 

March 31, 2023. 

 

Approval Requirement. All FWS programs, regions and offices are required to submit to the 

Director’s Office for review and approval all MOU/MOA that will be signed by the Director 

and/or implemented nationally by the FWS. 

 

Points of Contact. For questions or information pertaining to the review process or the guidance 

described below, please contact the Division of Partners and Intergovernmental Affairs (AOC-

DPIA) within the Headquarters Office of the FWS. For questions or information regarding the 

use of the Data Tracking System (DTS) related to this guidance, please contact the FWS Chief of 

the Central Correspondence Unit (CCU). For questions regarding the status of clearance of an 

MOU/MOA through the Director’s Office and other DOI offices, please contact the FWS 

headquarters Chief of Staff.  

  

 

 



 

 

Approval Process. The process for obtaining approval of MOU/MOA is as follows: 

 

1.  Program, region, and office staff will use DTS to obtain and record all necessary surnames 

and other information prior to submitting to headquarters. Surname of an Assistant 

Director or Regional Director (or their designated acting) is required prior to submitting to 

headquarters. Specifically, use the DTS surnaming tool to ensure that all surnames can be 

printed on a DTS surnames report. 

 

2.  Program, region, and office staff will prepare the DOI-required information memo using the 

template provided in Secretarial Correspondence Bulletin SCU-SCB-22-002 (attachment 1). 

The memo and other required information should be routed through DTS to AOC-DPIA with 

the assigned task of Review/Comment (5).  After completing the initial review, the package 

will be routed to CCU. 

 

3.  CCU will manage the routing of the package through the Director’s office.  Following 

Director’s office approval, CCU will forward the DTS package for review and approval 

through the Assistant Secretary for Fish and Wildlife and Parks and other DOI offices, to 

include a Solicitor’s Office review, as applicable. This will ensure appropriate routing and 

compliance with Department guidance. 

 

4.  Once approved by DOI in accordance with this guidance, the MOU/MOA point of contact 

will be notified.  If a signing event is proposed, AOC-DPIA will contact the MOU/MOA 

point of contact to discuss logistics for the signing of the approved MOU/MOA. 

 

Information Memo Content Guidance. The submitted review/approval memorandum should 

include all information requested in Secretarial Correspondence Bulletin SCU-SCB-22-002 

(Attachment 1). 

 

Additional Information. In addition to the information required per DOI guidance, please also 

provide the following information in the Note to Reviewers.  

 

• MOU Signing Event: Is a specific event/location scheduled or being considered for the 

MOU/MOA signing? If so, provide a short description of the event, including the proposed 

date and location. 

 

• MOU Implementation: Who is/are the primary FWS Executive(s) responsible for MOU/MOA 

implementation? 

  

• Contact: Who is the primary regional/program MOU/MOA point of contact? 

 

The guidance contained in this memorandum is effective immediately and will remain in effect 

until modified or rescinded. 
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