PAGE  
Page 2 of 2

Policy 0101


	
[image: image1.png]


 
	OFFICE OF MARINE AND AVIATION OPERATIONS
National Oceanic and Atmospheric Administration
	POLICY

  0101                         
	VERSION
  2.0

	
	
	EFFECTIVE DATE

   7/19/2010

	
	AUTHORIZED BY:

                     /s/ Rear Admiral Jonathan W. Bailey, NOAA
                    __________________________________________

                    RADM Jonathan W. Bailey, NOAA
                      Director, Office of Marine and Aviation Operations
	REVIEW DATE

    7/19/2013

	
	
	RESPONSIBLE POSITION
Chief, Fleet Standardization Office


DOCUMENT MANAGEMENT SYSTEM
1.  
PURPOSE
1.1
This policy prescribes the Office of Marine and Aviation Operations (OMAO) Document Management System (DMS). 

1.2
This revision:
1.2.1
Provides that the Commissioned Personnel Center (CPC) shall continue to issue specific documents in the current format; Section 3.2.
1.2.2
Changes “policy documents” to “policy and procedures documents” to the type of documents being approved and rescinded by the Director, OMAO, and the Director, Marine and Aviation Operations Centers (MAOC); Section 3.6.

1.2.3
Adds the authority for Acting Director, OMAO, and Acting Director, MAOC, to approve or rescined documents; Section 3.6.

1.2.4
Adds the requirement that OMAO documents must not conflict with Department of Commerce (DOC) or National Oceanic and Atmospheric Admininistration (NOAA) documents, and must follow the hierarchy of DOC, NOAA, and OMAO documents; Section 3.7.

1.2.5
Provides that current documents shall remain in effect until further action is taken; Section 3.8.

2.  
SCOPE
2.1
This policy applies to OMAO managers, supervisors, and employees preparing OMAO documents.
3.
POLICY
3.1
All OMAO policies, procedures, instructions, and bulletins shall be developed, processed, and disseminated within the DMS; including those developed for OMAO Headquarters, MAOC, and CPC.
3.2
The CPC shall continue to maintain the National Oceanic and Atmospheric Administration (NOAA) Corps Directives, CPC Instructions, and/or other documents in their current format.  
3.3
The Director of OMAO, through assigned staff, is responsible for managing the DMS.  This includes setting standards and governing the preparation, clearance, and distribution of directives; except those directives delegated to the Director of MAOC.
3.4
All internal certifications, audits, inspection documents, sailing orders and other specified documents are to be maintained within the DMS.
3.5
Documents or any information subject to the Privacy Act are not to be included in the DMS.
3.6
The Director of OMAO has final approval and rescission authority for all policies and procedures;  with one exception; the Director of MAOC may approve or rescind policies and procedures specific to MAOC.  In the absence of either Director, the person acting in their capacity is authorized to approve or rescind a document.
3.7
The DOC Organization Orders and Administrative Orders, and the NOAA Administrative Orders shall be considered part of the DMS.  OMAO documents shall not be in conflict with DOC or NOAA documents, and shall follow the hierarchy of DOC, NOAA, and OMAO documents.
3.8
Existing documents shall remain in effect until revised, superseded, or revoked.

4.
GUIDANCE
Associated policies and procedures will provide guidance.

5.
RESPONSIBILITIES
No responsibilities associated with this policy.
6.  
DEFINITIONS
No definitions required for this policy.
7.
REFERENCES
No references associated with this policy.
8.
AUTHORITY
Department of Commerce Organization Order (DOO) 25-5, 
http://dms.osec.doc.gov/cgi-bin/doit.cgi?218:112:1:1 
9.  
NOTES
Effect on Other Documents:  Supersedes OMAO Policy 0101, Document Management System, Version 1.0,        dated May 6, 2009
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