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OCLL I&L

23 January 2009
Subject:  Congressional Testimony Preparation and Clearance Procedures

1.  Purpose:  To provide guidance on preparing, clearing, submitting statements and providing testimony for Congressional hearings.

2.  Facts:

     a.  Preparing Congressional Hearing Statements.  Congressional Committees inviting Army witnesses to testify typically send an invitation letter outlining the scope of the hearing, identifying any specific topics to address in testimony, and providing administrative guidance.  Prior to preparing a witness statement, Army organizations should closely review the letter consulting with the Office of the Chief, Legislative Liaison (or SAFM-BUL for Appropriation Committee hearings) for additional guidance.  
     Statements prepared for Congressional hearings should be interesting, informative, and inclusive.   The tone should be positive, but candid and content should be consistent with DA, OSD, and Administration views.  Assume that the reader has limited information about the issue, subject, or program.  Spell out acronyms.  Statements should be prepared on plain bond with 1 ½ line spacing in Arial 12 point font and include a cover sheet.  
     If this is the witness’ first hearing before the Committee, consult the OCLL/BUL point of contact for guidance on whether to include a bio for the witness.  It may be acceptable for several Army or DoD witnesses testifying at the same hearing to submit a joint statement for the record.  Committee staff should be consulted prior to the hearing when taking this approach. 
     b.  Clearing the Statement.  Statements by Army witnesses for Congressional hearings must be cleared by DA, OSD, and the Office of Management and Budget (OMB) prior to release to Congress and in advance of providing oral testimony to any Congressional hearing.  The clearance process ensures that testimony reflects DoD and Administration policy and is consistent with the President’s budget and management agenda.  To ensure time is available to complete the clearance process, a final version of the statement should be submitted to OCLL 7 days before the hearing.  Most Congressional committees require the cleared statement be provided to them 3 days (72 hours) prior to the hearing date.  Your submission schedule must accommodate the Congressional deadline and allow sufficient time for review within DA, OSD and OMB.  Please contact OCLL immediately upon learning of a short notice hearing that will require accelerated clearance times.  
     c.  Providing the Statement to the Committee.  The invitation letter from the Committee usually states the number of copies required and the time for submission.  If this is not in the letter, contact the OCLL or SAFM-BUL hearing POC.  Most Committees now require an electronic version of the statement.  Provide the electronic copy and all required hard copies of the testimony to the OCLL/BUL hearing POC for forwarding to the Committee.  Ensure that the version transmitted to Congress is the same as the OMB-cleared version.  

     d.  Testifying Before Congress.  It is customary for witnesses to condense the cleared “record” statement to a version that can be delivered in under 5 minutes.  The oral hearing statement does not have to be separately cleared but must be consistent with the cleared or “record” statement.  The witness should request the Committee Chairman to include the entire cleared statement in the record.  Upon request, OCLL I&L will provide a testimony preparation briefing for any Army witness who has not previously testified.  

     e.  Additional Guidance.  The Congressional Actions Responsibilities Standing Operating Procedures (CARSOP) (Appendix III-H) contains additional information concerning witness statement preparation and clearance.  DoD Directive 5400.4, Provision of Information to Congress, provides additional guidance for securing clearance of Congressional testimony addressing pending legislation.  Contact OCLL I&L Division for any additional guidance at 703-697-2106.

3.  Steps in the Clearance Process: 
· Witness statements should be coordinated with HQDA and OSD offices with oversight responsibilities or a significant interest in the subject matter of the statement.  Coordination should also be made with offices impacted by or mentioned in the statement.  The appropriate level of coordination will vary from hearing to hearing.  If other DA or DoD witnesses will testify at the hearing, ensure that the statements are consistent.  Provide a copy of the statement to the OCLL or SAFM-BUL liaison officer handling the hearing.
· The next step is to submit the fully coordinated statement, in hardcopy, for review by the Office of Security Review, DA Office of the Chief of Public Affairs.  The PA representative is Mr. Jim Hill, Room 1E487, phone 697-4122.  Statements will normally be submitted to OCPA in hardcopy form.  Review and approval by e-mail will be by exception.
· The next step is to obtain clearance from the Office of Security Review (OSR) (formerly the Office of Freedom of Information & Security Review) within ESD/WHS.  This step will normally require 2-3 days to allow for proper staffing and comment by OSD.  
Submit a completed clearance form (DD Form 1790), and provide the OCPA stamped copy of the form and statement with two copies to the OSD mail room 3C843, Attn: OSD Security Review, phone (703) 696-4671 or you may submit the statement directly to OSR electronically via e-mail at secrev1@whs.mil with an info copy to Mr. Dave Riedel at e-mail address david.riedel@whs.mil and Mr. Darrell Walker at e-mail address darrell.walker@whs.mil.  Please ensure that the statement has been determined to be unclassified prior to sending it via e-mail to OSR.

· The final step is to obtain clearance from OMB.  Provide the OSD-cleared, stamped statement to OCLL I&L, Room 1E433, phone 697-2106 or electronically via email to www.OCLLI&LWeb@conus.army.mil with an info copy to Ms. Kenia Bultman at kenia.bultman@conus.army.mil and Ms. Carol Hays at carol.hays@conus.army.mil.  Please include the name and telephone number of the POC responsible for preparing the statement.  OCLL-I&L will send a copy of the written statement to OMB.  OMB requests that statements be provided at least 5 working days before the hearing.  OMB will clear the statement or request changes.  If OMB recommends proposed changes, they will be coordinated with the POC identified.  Upon OMB clearance, provide a copy of the final version electronically to OCLL I&L.  EOH hearings will be submitted to OCLL-CAD, for clearance through OSD/OMB.
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�Not sure the location is the reason, since review can be accomplished by email – but rather that they staff it w/in OSD to ensure consistency w/the Department’s message. 





