
Paperwork Clearance Package Checklist

This checklist has been designed to assist analysts in properly preparing a paperwork package for submittal to the Office of Management and Budget (OMB).  The checklist can serve as a handy reference of those items that make up a completed paperwork package.

A checklist should be prepared for each paperwork package to ensure that it contains the required documents necessary for processing.  Failure to include the items applicable to a particular request could result in delays to the approval process.   

When completing the checklist, please place a check (beside each item that is included in the paperwork package.  If an item is not required for the package, please annotate AN/A@ on the line beside that item.

OMB Approval Number:                      _   (N/A if new collection)

          
Form OMB-83-1

          
Federal Register Certification (completed by OS/PRA staff)

          
Published Federal Register Notice (completed by OS/PRA staff)

          
Draft Copy of 30-day Federal Notice (completed by OS/PRA staff)

          
Supporting Statement
          
Considered and noted any program changes or adjustments to burden in supporting

 Statement (#15)

          
Copy of the Statute requiring the Collection of the Information

          
Copy of the Regulations requiring the Collection of the Information

            Instrument and Instructions (including Disclosure Statement)

          
Summary of Public Comments prepared by Affected Component (if applicable)

          
Copy of Public Comments (if applicable)

          
Copy of  last OMB Approval Notice, if applicable (completed by OS/PRA staff)

          
Conditions addressed in Justification or on a Separate Attachment

PRA Analyst:                                                            
Date:                                                  _
