NAII 2800.1
NPD 2800.1
Effective Date: November 20, 2023

NASA Adyvisory Implementing Instructions: NASA Paperwork Reduction Act (PRA)
Compliance Program

Responsible Office: NASA Office of the Chief Information Officer
1. SUMMARY

NASA Office of the Chief Information Officer maintains a NASA Paperwork Reduction Act (PRA)
Compliance Program that ensures information collected by NASA from members of the public satisfies a
programmatic need and minimizes the burden imposed on the public to the greatest extent practicable in
accordance with the PRA of 1995. The PRA identifies members of the public as an individual, partnership,
association, corporation, business trust, or legal representative, an organized group of individuals, a State,
territorial, tribal, or local government or branch thereof, or a political subdivision, and federal contractors.

a. RESPONSIBILITY
a. The NASA Chief Information Officer (CIO):

(1) Serves as the Senior NASA Official for the PRA Compliance Program, establishing the overall strategic
goals and policies to manage and control information collected from members of the public who are
covered by the Paperwork Reduction Act of 1995. This authority includes authorizing the
cancellation/removal of active information collection instruments that are non-compliant with the PRA.

(2) Designates an Agency PRA Clearance Officer to manage the NASA PRA Compliance Program.

b. The NASA PRA Program Clearance Officer:

(D) Provides overall management and control of the PRA Program, including management of the PRA
process.

2) Develops and maintains Agency-wide policy, procedures, and guidance to effectively manage the
NASA PRA Program.

3) Serve as the authorized liaison between NASA and the OMB/Office of Regulatory Affairs (OIRA)
regarding NASA information collections covered by the PRA.

@) Processes NASA information collection requests through OMB/OIRA and certifies, on behalf of the
CIO, that each information collection submitted complies with 5 CFR 1320.9, Agency Certification for
Proposed Collections of Information.

(5) Collaborates with the NASA Federal Register Liaison to publish federal register notices (FRNs) to
enable members of the public review and comment on NASA’s intent to create, revise, extend, and reinstate
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information collections in accordance with NPD 1400.2, Publishing NASA Documents in the Federal
Register and Responding to Regulatory Actions.

(6) Provides guidance regarding NASA information collections covered by the PRA in accordance with
NASA and OMB/OIRA processes.

(7 Teams with the NASA Shared Services Center to establish and maintain a training module to
promote Agency-wide awareness and compliance on PRA.

(®) Reports NASA burden reduction accomplishments, initiatives, and information collection violations
with mitigation strategies to OMB as required.

)] Collaborates with the NASA Privacy Program Officer to ensure a PRA applicability review is
incorporated into the Initial Privacy Threshold Analysis (IPTA) and the Privacy Impact Assessment in
accordance with NPR 1382.1A, NASA Privacy Procedural Requirements.

(10)  Manages PRA related content within the Privacy and Controlled Unclassified Information
Assessment Tool (PCAT).

c. NASA offices conducting or sponsoring information collections subject to the PRA:

(1) Ensure procurement request originators and project managers address the PRA requirements of statutory
and regulatory requirements involving grants, cooperative agreements, contract specifications and statements
of work when NASA:

(a) Requires a contractor, grantee, or cooperative agreement awardee to collect information from
members of the public, on the Agency’s behalf/sponsored by NASA, that trigger the PRA.

(b) Has significant input/control in the design, methodology, and analysis of information collections,
surveys, and evaluations.

(2) Collaborate with the Agency PRA Clearance Officer to prepare documentation for OMB approval to
collect information from members of the public when the PRA is triggered, to include:

(a) drafting the necessary FRNs,
(b) preparing the required OMB supporting statement,

(¢) ensuring the information collection instrument(s) is written in plain, coherent, unambiguous language that
is understandable to respondents per the Plain Writing Act of 2010, P.L. 111-274 and OMB Final
Guidance for the Plain Writing Act of 2010, and

(d) completing the Sponsor Certification (see Attachment D.)

(3) Consider all public comments received in response to published FRNs and effect changes to information
collection strategies and/or instruments, as applicable. Forward dispositioned comments, through the
Center PRA Clearance Coordinator, to the Agency PRA Clearance Officer, who will release the official
NASA response to the original submitter.



(4) Evaluate the applicability of the PRA to NASA information collections per OMB Guidance.

(5) Ensure each OMB approved information collection instrument/form etc., sponsored by NASA, displays
the required PRA statement to include but not limited to the unique OMB control number and the
associated expiration date.

(6) Understand when and how the PRA applies in the context of scientific research as described in the OMB
December 9, 2010 Memorandum, Facilitating Scientific Research by Streamlining the Paperwork
Reduction Act Process.

(7) Effect any change to an active OMB approved information collection instrument to include but not
limited to information collection title changes, affected public scope changes, form/instrument changes,
annual burden hours increases or decreases, changes to the designated point of contact of record, and
plans to renew/reinstate or cancel OMB approved information collections.

(8) Initiate the process to:

(1) Extend an OMB approved information collection no less than eight months before the scheduled
expiration date (See Attachment E.)

(i1) Cancel or discontinue approved information collections no less than two months after they are no
longer needed, and at least two months before the scheduled expiration date.

(c) Use the NASA Generic Clearance Process/OMB Short Form to test new and/or substantially revised
information collection instruments for clarity and comprehensibility in accordance with the 09/09/2012
White House Memorandum, Testing and Simplifying Federal Forms, and collect feedback to improve
existing or future service delivery from customers and stakeholders who trigger the PRA in accordance with
the 05/28/2010 White House Memorandum, Paperwork Reduction Act — Generic Clearances (See
Attachment F.)

(8) Report all active information collection instruments subject to the PRA that do not have OMB approval to
both the Center PRA Clearance Coordinator and the Agency PRA Clearance Officer and take steps to bring
the information collection into compliance with the PRA. If the applicable information collection instrument
and/or form(s) is immediately cancelled by the sponsoring office and is no longer required, report as a
mitigated violation.

f. Web Masters, Web Curators, NASA and Center Forms Manager, Forms Designers, Information System
Owners, Graphics Coordinators, Graphic Designers, and Printing Managers:

(D) Ensure NASA information collection initiators and sponsors present a completed Sponsor
Authorization before deploying/posting/printing information collection instruments (forms/Web forms,
surveys, questionnaires, etc.) that trigger the PRA and document this compliance in the appropriate
compliance validation tool (e.g. System for Tracking and Registering Applications and Web Sites (STRAW)
for web sites, NASA Electronic Forms Systems (NEFS) for forms). (See Attachment G)

2) Ensure forms, surveys, and other instruments used to collect information for NASA through
members of the public covered by the PRA display the authorized PRA statement prior to
release/deployment and document this compliance in the appropriate compliance validation tool (e.g. System
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for Tracking and Registering Applications and Web Sites (STRAW) for web sites, NASA Electronic Forms
Systems (NEFS) for forms)..

3) Remove information collection instruments in accordance with the expiration date noted in the
applicable PRA statement.

1. MEASUREMENTS

1) The Agency PRA Clearance Officer, in collaboration with Center PRA Clearance Coordinator and
designated sponsors of approved information collections (ICs) shall respond to OMB/OIRA data calls
to review ICs for burden reduction initiatives and report PRA violations.

2) The designated point of contact for NASA conducted/sponsored information collections shall notify
the Agency PRA Clearance Officer and the Center PRA Clearance Coordinator of the intent to renew
OMBY/OIRA approved information collections no less than eight (8) months in advance of the
expiration date established by OMB/OIRA, and cancel or discontinue information collections no less
than two months after they are no longer needed.

ATTACHMENT A: Definitions

independent regulatory agency.

The term Agency, does not include:

(D) The General Accounting Office;
2) Federal Election Commission;

3) The governments of the District of Columbia and the territories
and possessions of the United States, and their various subdivisions; or

4) Government-owned contractor-operated facilities, including
laboratories engaged in national defense research and production
activities.

TERM DEFINITION SOURCE
DOCUMENT
Agency Agency means any executive department, military department, 5CFR, Part
Government corporation, Government controlled corporation, or other | 1320.1 as of
establishment in the executive branch of the government, or any 07/02/2015




Burden

Burden means the total time, effort, or financial resources expended by
persons to generate, maintain, retain, or disclose or provide
information to or for a Federal agency, including:

@) Reviewing instructions;
(ii) Developing, acquiring, installing, and utilizing technology and
systems for the purpose of collecting, validating, and verifying

information;

(iii)  Developing, acquiring, installing, and utilizing technology and
systems for the purpose of processing and maintaining information;

(iv) Developing, acquiring, installing, and utilizing technology and
systems for the purpose of disclosing and providing information;

5CFR, Part
1320.1 as of
07/02/2015

) Adjusting the existing ways to comply with any previously
applicable instructions and requirements;

(vi) Training personnel to be able to respond to a collection of
information,;

(vii)  Searching data sources;
(viii)  Completing and reviewing the collection of information; and
(ix) Transmitting, or otherwise disclosing the information.

2) The time, effort, and financial resources necessary to comply
with a collection of information that would be incurred by persons in
the normal course of their activities (e.g., in compiling and maintaining
business records) will be excluded from the “burden” if the agency
demonstrates that the reporting, recordkeeping, or disclosure activities
needed to comply are usual and customary.

3) A collection of information conducted or sponsored by a
Federal agency that is also conducted or sponsored by a unit of State,
local, or tribal government is presumed to impose a Federal burden
except to the extent that the agency shows that such State, local, or
tribal requirement would be imposed even in the absence of a Federal
requirement.




Collection of
Information

The obtaining, causing to be obtained, soliciting, or requiring the
disclosure to an agency, third parties or the public of information by or
for an agency by means of identical questions posed to, or identical
reporting, recordkeeping, or disclosure requirements imposed on, ten
or more persons, whether such collection of information is mandatory,
voluntary, or required to obtain or retain a benefit. “Collection of
information” includes any requirement or request for persons to obtain,
maintain, retain, report, or publicly disclose information. As used in
this Part, “collection of information” refers to the act of collecting or
disclosing information, to the information to be collected or disclosed,
to a plan and/or an instrument calling for the collection or disclosure of
information, or any of these, as appropriate.

(1) A “collection of information” may be in any form or format,
including the use of report forms; application forms; schedules;
questionnaires; surveys; reporting or recordkeeping requirements;

5CFR, Part
1320.1 as of
07/02/2015




contracts; agreements; policy statements; plans; rules or regulations;
planning requirements; circulars; directives; instructions; bulletins;
requests for proposal or other procurement requirements; interview
guides; oral communications; posting, notification, labeling, or similar
disclosure requirements; telegraphic or telephonic requests; automated,
electronic, mechanical, or other technological collection techniques;
standard questionnaires used to monitor compliance with agency
requirements; or any other techniques or technological methods used to
monitor compliance with agency requirements. A “collection of
information” may implicitly or explicitly include related collection of
information requirements.

2) Requirements by an agency for a person to obtain or compile
information for the purpose of disclosure to members of the public or
the public at large, through posting, notification, labeling or similar
disclosure requirements constitute the “collection of information”
whenever the same requirement to obtain or compile information
would be a “collection of information” if the information were directly
provided to the agency. The public disclosure of information originally
supplied by the Federal government to the recipient for the purpose of
disclosure to the public is not included within this definition.

3) “Collection of information” includes questions posed to
agencies, instrumentalities, or employees of the United States, if the
results are to be used for general statistical purposes, that is, if the
results are to be used for statistical compilations of general public
interest, including compilations showing the status or implementation
of Federal activities and programs.

“4) As used in paragraph (c) of this section, “ten or more persons”
refers to the persons to whom a collection of information is addressed
by the agency within any 12-month period, and to any independent
entities to which the initial addressee may reasonably be expected to
transmit the collection of information during that period, including
independent State, territorial, tribal or local entities and separately
incorporated subsidiaries or affiliates. For the purposes of this
definition of “ten or more persons,” “persons” does not include
employees of the respondent acting within the scope of their
employment, contractors engaged by a respondent for the purpose of
complying with the collection of information, or current employees of
the Federal government (including military reservists and members of




TERM

DEFINITION

SOURCE
DOCUMENT

the National Guard while on active duty) when acting within the scope
of their employment, but it does include retired and other former
Federal employees.

(1) Any recordkeeping, reporting, or disclosure requirement
contained in a rule of general applicability is deemed to involve ten or
more persons.

(i1) Any collection of information addressed to all or a substantial
majority of an industry is presumed to involve ten or more persons.

Information” does not generally include items in the following
categories; however, OMB may determine that any specific item
constitutes “information”:

) Affidavits, oaths, affirmations, certifications, receipts, changes
of address, consents, or acknowledgments; provided that they entail no
burden other than that necessary to identify the respondent, the date,
the respondent's address, and the nature of the instrument (by contrast,
a certification would likely involve the collection of “information” if
an agency conducted or sponsored it as a substitute for a collection of
information to collect evidence of, or to monitor, compliance with
regulatory standards, because such a certification would generally
entail burden in addition to that necessary to identify the respondent,
the date, the respondent's address, and the nature of the instrument);

2) Samples of products or of any other physical objects;

3) Facts or opinions obtained through direct observation by an
employee or agent of the sponsoring agency or through
nonstandardized oral communication in connection with such direct
observations;

4) Facts or opinions submitted in response to general solicitations
of comments from the public, published in the FEDERAL REGISTER or
other publications, regardless of the form or format thereof, provided
that no person is required to supply specific information pertaining to




TERM

DEFINITION

SOURCE
DOCUMENT

the commenter, other than that necessary for self-identification, as a
condition of the agency's full consideration of the comment;

(5) Facts or opinions obtained initially or in follow-on requests, from
individuals (including individuals in control groups) under treatment
or clinical examination in connection with research on or prophylaxis
to prevent a clinical disorder, direct treatment of that disorder, or the
interpretation of biological analyses of body fluids, tissues, or other
specimens, or the identification or classification of such specimens; (6)

A request for facts or opinions addressed to a single person;

@) Examinations designed to test the aptitude, abilities, or
knowledge of the persons tested and the collection of information for
identification or classification in connection with such examinations;

() Facts or opinions obtained or solicited at or in connection with
public hearings or meetings;

) Facts or opinions obtained or solicited through non-
standardized follow-up questions designed to clarify responses to

approved collections of information; and

(10)  Like items so designated by OMB.

Conduct or
Sponsor an
Information
Collection

A Federal agency is considered to “conduct or sponsor” a collection of
information if the agency collects the information, causes another
agency to collect the information, contracts or enters into a cooperative
agreement with a person to collect the information, or requires a
person to provide information to another person, or in similar ways
causes another agency, contractor, partner in a cooperative agreement,
or person to obtain, solicit, or require the disclosure to third parties or
the public of information by or for an agency. A collection of
information undertaken by a recipient of a Federal grant is considered
to be “conducted or sponsored” by an agency only if:

(1) The recipient of a grant is conducting the collection of information
at the specific request of the agency; or

5CFR, Part
1320.1 as of
07/02/2015




TERM

DEFINITION

SOURCE
DOCUMENT

(2) The terms and conditions of the grant require specific approval by
the agency of the collection of information or collection procedures.

NOTE: Federally funded investigator-initiated grants are generally not
subject to OMB review under the PRA, as those grantee-conducted
collections have not been specifically requested by the agency and do

(Source for note:
OMB

not require the agency’s specific approval. For example, the National Memorandum
Science Foundation (NSF) has many program areas that support M-11-07,
investigator-initiated basic research on a wide aray of topics. Although December 9,
NSF panels review the proposals and although NSF funds the research, 2010)
NSF does not specifically request the information collection or
approve the collection of the collection procedures. As a result, such
information collections are not subject to the PRA.

Members of the | See the definition for ‘person’ below.

Public

OMB Control | Two four-digit codes separated by a hyphen. The first four digits OMB

Number identify the sponsoring agency and bureau, and the second four digits | Memo April 7,
identify the particular collection. (Approved information collections 2010
with OMB control numbers are available online at "Information
http://www.reginfo.gov ) Collection

Under the PRA

NOTE: OMB assigns the OMB control number. OMB control numbers
always have an expiration date.

(page 2 foot note
#7)
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Person

An individual, partnership, association, corporation (including
operations of government-owned contractor-operated facilities),
business trust, or legal representative, an organized group of
individuals, a State, territorial, tribal, or local government or branch
thereof, or a political subdivision of a State, territory, tribal, or local
government or a branch of a political subdivision;

“Ten or more persons” refers to the persons to whom a collection of
information is addressed by the agency within any 12-month period,
and to any independent entities to which the initial addressee may
reasonably be expected to transmit the collection of information during

5CFR, Part
1320.1 as of

07/02/2015

that period, including independent State, territorial, tribal or local
entities and separately incorporated subsidiaries or affiliates. For the
purposes of this definition of “ten or more persons,” “persons” does
not include employees of the respondent acting within the scope of
their employment, contractors engaged by a respondent for the
purpose of complying with the collection of information, or current
employees of the Federal government (including military reservists
and members of the National Guard while on active duty) when acting
within the scope of their employment, but it does include retired and
other former Federal employees.

44 U.S.C. §3502(10). 6

For the purpose of counting the number of respondents, agencies
should consider the number of respondents within any 12 month
period. If a collection of information is addressed to all or a
substantial

113

OMB 2014
Information
Collection
Budget, Chapter
2

OMB Meme
April 7, 2010
“Information
Collection
Under the PRA
“44U.S.C. 3§
3502(3)(A)@).
(page 2 footnote
#12)
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Paperwork
Reduction Act
Statement

In the case of forms, questionnaires, instructions, and other written
collections of information sent or made available to potential
respondents (other than in an electronic format), place the currently
valid OMB control number with the expiration date on the front page
of the collection of information;

In the case of forms, questionnaires, instructions, and other written
collections of information sent or made available to potential
respondents in an electronic format, to place the currently valid OMB
control number in the instructions, near the title of the electronic
collection instrument, or, for on-line applications, on the first screen
viewed by the respondent;

NOTE: It is also NASA policy to display the NASA PRA Statement on
the information collection instrument unless an exception is requested
through the NASA PRA Clearance Officer and granted via the OMB

Desk Officer assigned to NASA. The NASA PRA Statement is provided

below:

Paperwork Reduction Act Statement - This information
collection meets the requirements of 44 U.S.C. § 3507,
as amended by section 2 of the PaperworkR Reduction Act
of 1995. You do not need to answer these questions
unless we display a valid Office of Management and
Budget control number. The OMB control number for this
information collection is 2700-XXXX and it expires on
mm/dd/yyyy. We estimate that it will take about X
minutes to read the 1instructions, gather the facts,
and answer the questions. You may send comments on our
time estimate above to: (insert an email address or
mailing address) Send only comments relating to our
time estimate to this address.
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Practical
Utility

The actual, not merely the theoretical or potential, usefulness of
information to or for an agency, taking into account its accuracy,
validity, adequacy, and reliability, and the agency's ability to process
the information it collects (or a person's ability to receive and process
that which is disclosed, in the case of a third-party or public disclosure)
in a useful and timely fashion. In determining whether information will
have “practical utility,” OMB will take into account whether the
agency demonstrates actual timely use for the information either to
carry out its functions or make it available to third-parties or the
public, either directly or by means of a third-party or public posting,
notification, labeling, or similar disclosure requirement, for the use of
persons who have an interest in entities or transactions over which the
agency has jurisdiction. In the case of recordkeeping requirements or
general purpose statistics (see §1320.3(c)(3)),

“practical utility” means that actual uses can be demonstrated.

5CFR, Part
1320.1 as of

07/02/2015

Violation

OMB reports two categories of violations of the Paperwork Reduction
Act: (1) collections in use without OMB approval and (2) lapses in

renewal or discontinuation. Violations falling under the first category,
collections in use without OMB approval, occur when the agency fails

OMB 2014
Information
Collection

to submit the information collection request to OMB before it begins to
collect information. Violations falling under the second category, lapses
in renewal or discontinuation, occur when the agency fails to submit its
request to OMB to renew or discontinue its approval for a collection
prior to the expiration date.

Although both categories are violations of the PRA, OMB considers the
number of lapses in renewal or discontinuation to be the better indicator
of effective agency management of PRA. A high number of agency
collections in use without OMB approval could indicate that the agency
is effectively identifying violations and bringing them into compliance.
On the other hand, a high number of lapses in renewal or
discontinuation could indicate that the agency should improve its
process for submitting renewals or discontinuations. Therefore, without
understating the seriousness of collections in use without OMB
approval, OMB uses only violations due to lapses in renewal or
discontinuation as the strongest way to measure individual agency
compliance with the PRA. OMB uses both categories to measure total
violations for the entire Federal government.

Budget, Chapter
2, page 10.
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ATTACHMENT B: Acronvms

CFR Code of Federal Regulations

CIO Chief Information Officer

FRN Federal Register Notice

HQ Headquarters

IC Information Collection

IPTA Initial Privacy Threshold Analysis

JPL Jet Propulsion Laboratory

NASA National Aeronautics and Space Administration

NEFS NASA Electronic Forms Systems

NID NASA Interim Directive

NPD NASA Policy Directive

NPR NASA Procedural Requirement

OIRA OMB Office of Information andRegulatory Affairs

OMB Office of Management and Budget

PCAT Privacy and Controlled Unclassified Information Assessment Tool
PRA Paperwork Reduction Act

SATERN System for Administration, Training, and Educational Resources for NASA
STRAW System for Tracking and Registering Applications and Web Sites
U.S.C. United States Code

ATTACHMENT C: Official PRA Statement Format for NASA Approved
Information Collections.

The OMB authorized NASA PRA statement format is provided below. The PRA Statement is positioned on
the last page of the information collection instrument:

Paperwork Reduction Act Statement

This information collection meets the requirements of 44 U.S.C § 3507 as amended by section 2 of the
Paperwork Reduction Act of 1995. You do not need to answer these questions unless we display a valid
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Office of Management and Budget (OMB) control number. The OMB control number for this collection is
2700-XXXX and this information collection expires on MM/DD/YYYY. We estimate that it will take XX
minutes/hours to read the instructions, gather the facts, and answer the questions. Send only comments
relating to our time estimate to: (insert an electronic response option such as an email address whenever
possible.)

(NOTE: An OMB Control Number is a unique number comprised of two four-digit codes separated by a
hyphen. The first four-digit code identifies the agency and the second four digits identify the unique
information collection number assigned by OMB. The identifying four-digit code for NASA is 2700. The
federal inventory of approved collections, with OMB Control Numbers can be found at www.Reginfo.gov )
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ATTACHMENT D: Process to Establish a New Information Collection (IC),
Extend an Expiring IC, or Reinstate a Cancelled IC (typically 6 months)

Step 6: When approved by OMB, the
information collection sponsor updates the

PRA statement on the information collection
instruments and can proceed to collect the

information. The information collection
sponsor (s) should mark their calendar to

begin the IC renewal process eight (8)
months in advance of the established

expiration date.

(Once approved by OMB, the IC sponsor
must

consult with both the Center PRA Clearance
Coordinator and Agency PRA Clearance
Officer if any changes are planned to the

BEFORE implementing those changes. OMB
review/approval may be required.)

Step 5: (30-days)

OMB begins review agd communicates one
of the following decisiofi§: Approve,

Disapprove, More Information Needed.

-

Step 4: (30 days)

Agency PRA Clearance Officer collaborates
with the NASA FRN Liaison Officer to release

the 30-day FRN, and uploads finals
documents to OMB (published FRNSs,
information collection instruments,
supporting statement.)

Step 1: (30-60 days)

NASA information collection sponsor consults
with the Center PRA Clearance Coordinator and
forwards the final information collection
instrument/screen shot(s), draft supporting
statement, and draft 60-day Federal Register
Notice (FRN) to the Agency PRA Clearance
Officer for review, approval, and processing.
(NOTE: If Center PRA Clearance Coordinator role
is not established or vacant, consult/process
directly through Agency PRA Clearance Officer.)

|

Step 2: (5-10 days)

Agency PRA Clearance Officer collaborates
with the NASA FRN Liaison Officer to publish
the FRN, and notifies both the IC sponsor and
Center PRA Clearance Coordinator when

published.

Step 3: (60 days)

Within this time window, members of the
public may submit comments to the Agency
PRA Clearance Officer regarding the
proposed information collection. The NASA
PRA Clearance Officer forwards comments
received the IC sponsor for disposition.
When necessary, the IC sponsor makes
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changes to the IC instruments/supporting the instrument may increase the time for this
statement and FRN accordingly. Changes to step to over 60 days.

ATTACHMENT E: Generic Clearance/OMB Short Form

This OMB form is used when NASA plans to collect information via the NASA Generic
Clearance/OMB Control Number 2700-0153.

TITLE OF INFORMATION COLLECTION:

PURPOSE:

DESCRIPTION OF RESPONDENTS:

TYPE OF COLLECTION: (Check one)

[ ] Customer Comment Card/Complaint Form [ ] Customer Satisfaction Survey
[ ] Usability Testing (e.g., Website or Software [ ] Small Discussion Group

[ ] Focus Group [ ] Other:

CERTIFICATION:

I certify the following to be true:
1. The collection is voluntary.
2. The collection is low-burden for respondents and low-cost for the Federal Government.

3. The collection is non-controversial and does not raise issues of concern to other federal
agencies.

4. The results are not intended to be disseminated to the public.

5. Information gathered will not be used for the purpose of substantially informing influential
policy decisions.

6. The collection is targeted to the solicitation of opinions from respondents who have experience
with the program or may have experience with the program in the future.

Name:

To assist review, please provide answers to the following question:
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Personally Identifiable Information:

1. Is personally identifiable information (PII) collected? [ ] Yes [ ] No
2. If Yes, will any information that is collected be included in records that are subject to the

Privacy Act of 1974? [ ] Yes[ ] No

3. If Yes, has an up-to-date System of Records Notice (SORN) been published? [ ] Yes [ ] No

Gifts or Payments:

Is an incentive (e.g., money or reimbursement of expenses, token of appreciation) provided to

participants? [ ] Yes[ ] No

BURDEN HOURS
Category of Respondent No. of Participation | Burden
Respondents | Time
Totals

FEDERAL COST: The estimated annual cost to the Federal government is

If you are conducting a focus group, survey, or plan to employ statistical methods, please

provide answers to the following questions:

The selection of your targeted respondents

1. Do you have a customer list or something similar that defines the universe of potential

respondents and do you have a sampling plan for selecting from this universe?

[]Yes[]No

If the answer is yes, please provide a description of both below (or attach the sampling plan)? If
the answer is no, please provide a description of how you plan to identify your potential group of

respondents and how you will select them?

Administration of the Instrument

1. How will you collect the information? (Check all that apply)

[ ] Web-based or other forms of Social Media
[ ] Telephone

[ ] In-person

[ ]Mail

[ ] Other, Explain

2. Will interviewers or facilitators be used? [ ] Yes [ ] No
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Please make sure that all instruments, instructions, and scripts are submitted with the request.
Instructions for completing Request for Approval under the “Generic Clearance
for the Collection of Routine Customer Feedback”

TITLE OF INFORMATION COLLECTION: Provide the name of the collection that is the
subject of the request. (for example: NASA OCIO Customer Satisfaction Survey .................... )
PURPOSE: Provide a brief description of the purpose of this collection and how it will be used. If
this is part of a larger study or effort, please include this in your explanation.

DESCRIPTION OF RESPONDENTS: Provide a brief description of the targeted group or groups
for this collection of information. These groups must have experience with the program.

TYPE OF COLLECTION: Check one box. If you are requesting approval of other instruments
under the generic, you must complete a form for each instrument.

CERTIFICATION: Please read the certification carefully. If you incorrectly certify, the
collection will be returned as improperly submitted or it will be disapproved.

Personally Identifiable Information: Provide answers to the questions. Note: Agencies should
only collect PII to the extent necessary, and they should only retain PII for the period of time that is
necessary to achieve a specific objective.

Gifts or Payments: If you answer yes to the question, please describe the incentive and provide a
justification for the amount.

BURDEN HOURS:

Category of Respondents: Identify who you expect the respondents to be in terms of the following
categories: (1) Individuals or Households; (2) Private Sector; (3) State, local, or tribal governments;
or (4) Federal Government. Only one type of respondent can be selected per row.

No. of Respondents: Provide an estimate of the Number of Respondents.

Participation Time: Provide an estimate of the amount of time (in minutes) required for a
respondent to participate (e.g. fill out a survey or participate in a focus group)

Burden: Provide the Annual burden hours: Multiply the Number of Respondents and the
Participation Time then divide by 60.

FEDERAL COST: Provide an estimate of the annual cost to the Federal government.

If you are conducting a focus group, survey, or plan to employ statistical methods, please
provide answers to the following questions:

19



The selection of your targeted respondents. Please provide a description of how you plan to
identify your potential group of respondents and how you will select them. Ifthe answer is yes, to
the first question, you may provide the sampling plan in an attachment.

Administration of the Instrument: Identify how the information will be collected. More than one
box may be checked. Indicate whether there will be interviewers (e.g. for surveys) or facilitators

(e.g., for focus groups) used.

Submit all instruments, instructions, and scripts are submitted with the request.

ATTACHMENT F: References and Applicable Forms

a. Privacy Act of 1974, 5 U.S.C. § 552a as amended
b. NPD 1382.17, NASA Privacy Policy

End of NID Attachments
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