ODA MEMO HELPFUL HINTS

Included in all Official Duty Activity (ODA) memos is a section that asks for a statement
on how the activity benefits the Government.

This statement, while it should be brief, should be meaningful and substantive. A well
written benefit to the government statement:

e Draws upon sources such as the National Cancer Act, Public Health Act, the
mission of NCI, mission of the employee’s office division; and shows a
correlation between these sources and the activity.

¢ Displays a true benefit to the Government.

® Does not state only a benefit to the outside organization.

® Does not focus on what the benefit is to the individual performing the Official
Duty Activity or to the sponsor of the event-and/or travel.

® Does not re-state the nature of activity statement

The following examples of well and poorly written benefit to the Government statements
are drawn from actual Official Duty Activity requests. Identifiable information has either
been edited or left out of each statement.

Well Written Statements

Example 1:

This activity falls within the mandate of the X office, and hence under the duties and
responsibilities of its staff to disseminate research information...regarding the long-term
and late effects of cancer, and interventions/resources to address these, and to work with
non-governmental cancer advocacy and community service programs to promote
attention to...issues...Such a collaboration has the potential to affect the lives of literally
hundreds...across the U.S., including those often harder to reach...

Example 2:

This meeting has important public health considerations, since there are a number of
patients at risk, and it is important to understand the factors leading to this increased
incidence of this rare lymphoma subtype.

Example 3:

In carrying out the National Cancer Program, the National Cancer Act mandates that the
Director “...Utilize personnel of the National Institutes of Health for accelerated
exploration of opportunities in areas of special promise...and mandates that he coordinate
as appropriate, the activities of the institute with similar programs of other public and
private entities.” (Activity was giving a seminar.)



Example 4:

Participation in these meetings will allow for a global exchange of ideas, criteria and
limitations in information that revolve around the importance of individual foods and
health including that related to cancer prevention...The information gained will assist in
discovery, development, and delivery of strategies needed to reduce cancer burden and/or
modify tumor behavior.

Poorly Written Statements

Example 1:

Dr. X is one of the original proponents and organizers (of) this very successful and
important conference. NCI has benefited greatly from Dr. X’s participation at these
meetings...

Example 2:
This is a PO1 grant to facilitate the translation of targeted therapies in lymphoma.

Example 3:
Contribution to the peer review process

Example 4:
To further the dissemination of information and promote the conduct of quality research

Example 5:

Provide training to one of (NCI’s)...specifically their nurses and clinical research
associates...establish professional working relationships with the research community
and represent the.:.in public forum as expert in the field of...

Example 6:

Dr. X is a tenure track candidate and is evaluated based on his science, but also on his
professional recognition within the scientific community. Participation in peer review
activities and international recognition are a requirement of tenure track evaluation. By
participation on this committee, Dr. X will meet this objective and will...offer him and
the NCI the opportunity in providing and obtaining information on important advances in
cancer research.



