S A M P L E IPA COVER MEMO




DATE
TO:

033/Head, Office of Human Capital Management
FROM: 
xxx/Director, Office of xxx
SUBJECT:
Request for Approval of Intergovernmental Personnel Act 

                        Agreement, Employee Name, IPA Site Name
The enclosed IPA for John Doe, of the ​​__________________ (institution/organization), for the period _________________________, is forwarded for your approval.  Mr. Doe will develop ______________ (short duty statement).  NASA will fund the salary and relevant travel at a cost of $$_________, (and/or/if applicable _______ will be paid to the institution).  A copy of the purchase request is attached (or there is no commitment of funds).
/signed/
Director of Organizational Unit
Enclosure:




Concur:  ____________________

IPA Agreement (OF69)


   Kenneth Goetzke, Office of Chief Counsel







Concur:  ____________________

cc:






Kenneth J. Winter, CFO
030/OCC





022/OCFO




Concur: _____________________
033/B. Ketcham




David A. LeDoux, Director, OHCM
##/(Requesting Org)





  
Approved:   ____________________








David E. Bowles, Chief of Staff
