
SUSPENSE DATES

    a.  OSD Suspense Time Table.  OSD Correspondence and Directives (C&D) establishes a suspense date upon receipt of incoming correspondence addressed to the SECDEF and DEPSECDEF The “clock” for the suspense date of the assigned action begins the first working day after the date of the time-stamp placed on the document by OSD C&D.  Unless special instructions for preparation of a sooner/later response are indicated, suspense requirements for final replies to the types of correspondence listed in the table below will apply:

Table 1

OSD Suspense Timetable

	TYPE Of CORRESPONDENCE
	SUSPENSE DATE

	From the President or White House Chief of Staff

	24 Hours

	From a Cabinet Head, Member of Congress, State Governor, or Senior White House Staff
	Four (4) working days

	For Replies Prepared for SECDEF or DEPSECDEF  Signature PRS/PRD)
	Four (4) working days

	For Comments and Recommendations (C&R)
	Five (5) working days

	For SECDEF and DEPSECDEF Priority Action items (SDPA/DSPA)
	Five (5) working days

	Replies to White House Referrals


	Six (6) working days

	From Foreign Ministers of Defense (MOD)

	Nine (9) calendar days

	For actions assigned as a Reply Direct (RD), Reply Direct by Component Head (RDC), or For Appropriate Action (FAA)
	Nine (9) working days


    b.  HQDA Suspense Time Table.  The ECC establishes a suspense date upon receipt of incoming correspondence addressed to the Senior Army Leadership (SA, USA, CSA, or VCSA).  The “clock” for the suspense date of the assigned action begins the first working day after the date ECC officially tasks the case to an agency.  Unless special instructions for preparation of a sooner/later response are indicated, suspense requirements for final replies to the types of correspondence listed in the table below apply:

Table 2

HQDA Suspense Timetable

	TYPE OF CORRESPONDENCE
	SUSPENSE DATE

	Secretary of the Army Inquiries 
	NLT 5 hours (from receipt of mission)

	From a Member of Congress
	Ten (10) working days

	From a 4-Star Flag Officer or Civilian Equivalent



	Five (5) working days (for interim or final reply)

	From a Retired 4-Star Officer or Civilian Equivalent 
	Five (5) working days (for interim or final reply

	Public Correspondence
	Fifteen (15) working days

	Requests for Information under the Freedom of Information Act (FOIA) (in accordance with AR 25-55)
	Ten (10) working days 

	Unified Headquarters Staff Trip Reports
	Ten (10) working days

	General Staff Council (GSC Taskers)
	Four (4) working days


    c.  External HQDA Suspense.  Provide an interim response prior to the suspense date if unable to provide a complete response and request an extension to allow adequate time to prepare a more comprehensive response.   The request for extension will be in writing to include the reasons and number of days needed to complete task.

    d.  Actions controlled by ECC.  A copy of the interim response must accompany the request for extension.  The ECC will notify HQDA agencies of short suspense actions as soon as possible after receipt.  Short-suspense actions will be hand-carried or sent electronically:

        (1)  Cases received from OSD for signature of the SECDEF or DEPSECDEF.  Extension of these type suspense actions is rarely permitted.  If compelling reasons dictate, submit a request for extension on SD Form 391 and coordinate the request with ECC.  The ECC must sign all SD Form 391s to OSD.

        (2)  Cases received from the Under Secretaries of Defense, Assistant Secretaries of Defense, and other OSD offices. Direct contact with the appropriate OSD office is authorized if an extension is required.  Appropriate control points (ECC and/or SACO) will be notified of any extension granted by OSD.

        (3)  Cases received for signature of SECARMY.  If suspense cannot be met, HQDA agencies will notify ECC immediately and furnish an interim response for SA signature.


