

          NAMTRAGRUINST 5213.3M



   Code 031



   19 Jan 96

NAMTRAGRU INSTRUCTION 5213.3M

Subj:  FORMS MANAGEMENT

Ref:   (a)SECNAVINST 5213.10d

Encl:  (1)Request for New or Revised Form, OPNAV 5213/19                                      

          (Rev 7-81)

1.  Purpose.  To publish procedures for the forms Management Program per reference (a) and describe procedures for procuring forms stocked at NAMTRAGRU Headquarters.

2.  Cancellation.  NAMTRAGRUINST 5213.3L.  Since this is a major revision, changes are not indicated throughout. 

3.  Definition.  The term “form” is defined as any printed or duplicated material, regardless of the method of reproduction, which contains predetermined blank spaces for the insertion of information by hand, typewriter or other business machine.  Forms are identified by a unique number composed of the Standard Subject Identification Code (SSIC), a slash, a sequential number and date.  Reports use a similar numbering system with a dash instead of a slash.

4.  Background.  We have too many forms, both within NAMTRAGRU and throughout the Navy.  The Forms Management Program was originated to stop the explosive increase of forms, which in most cases are duplicative and unnecessary.  Since all NAMTRAGRU activities are involved in essentially the same business, detachment level forms are discouraged.  If NAMTRAGRU or higher level forms do not meet local needs, submitting change requests to the issuing activity is preferable to creating local forms.

5.  Objectives of Forms Management
    a.  To make sure all locally developed forms are designed for efficient operations.  All locally developed forms must:
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        (1)  Facilitate valid report, control or record requirements.

        (2) Have a governing directive that approves a unique form number and gives instructions for obtaining, preparing and using the form.  If you create a local form to facilitate compliance with a higher directive, you do not have to create a local directive, rather cite the higher directive on your forms control paperwork.

        (3) Contain only the minimum required information and all elements of the filled in form must be used.

    b.  To eliminate unnecessary or duplicated forms and to 

consolidated forms serving similar functions.  A local form may not be developed or used if there is a higher level form that serves the same or nearly the same purpose.

    c.  To print and distribute forms efficiently.

6.  Responsibilities  

    a.  The Administrative Services Division Officer (Code 031) is the NAMTRAGRU Forms Control Manager (FMC) who approves new or revised forms developed at headquarters and monitors forms developed at detachments.

     b.  NAMTRAGRUDET OINCs must designate a detachment FCM and make sure only the most effective forms are used within their organization.  Detachment FCMs will work with the headquarters FCM and use reference (a) to maintain an efficient Forms Management Program.

7.  Action 

    a.  New or Revised Forms.  When you need to create a new form or revise a present one, submit a proposed draft with a Request for New or Revised Form (OPNAV 5213/19), enclosure (1), to your FCM.  The FCM will review the proposed form for compliance with reference (a) and send approved forms to the Supply Division for reproduction and 
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distribution.  Headquarters and detachments must use Forms Register (OPNAV 5213/18 (Rev. 12-81)) as the only means for keeping a list of locally approved forms.  Annually, by 15 January or as directed by the headquarters FCM, each detachment with local forms will send a copy of their filled-in forms register to the headquarters FCM.

    b.  Test and One-Time Forms.  Forms intended for testing or a one-time use and/or are temporary in nature need not be controlled under this program.  Such forms may be reproduced and used locally.

    c.  Instructions and Notices.  All directives that require the use of specific forms must have a separate “Forms” paragraph that gives a full description (including complete title, form number and stock number) and describes how to order them.  

8.  Procurement of Existing Forms
    a.  NAMTRAGRU Notice 5213 has a complete list of NAMTRAGRU forms, indicating which are stocked at headquarters.  Use a Routine Reply, Endorsement, Transmittal or Information Sheet (OPNAV 5216/158) or letter to request these forms from the Supply Division (Code 11).

    b.  Use the following schedule when requesting forms from the Headquarters:

QTR             FORMS             REQUEST BEFORE

(Fiscal Year)

1st        1540/2 thru 1540/12     1 AUG

2ND        1540/18 thru 4440/7     1 NOV

3rd        4570/1 thru 1351        1 FEB

4th        1070/1 thru 1540/1      1 MAY

           (1) Request a 1-year supply based on projected usage.  Requests will normally be filled by midquarter.

           (2)  If additional forms are required outside the normal ordering cycle, order the amount you will need until the next ordering cycle plus a 1-year supply.
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    c.  Order forms stocked in the Navy Supply Systems per local local supply directives.  Order CNET forms by submitting a DOD Single Line Requisition System Document (DD Form 1348) to the Commanding Officer, Naval Supply Center (Code 101.3), NAS Pensacola FL 32508-6200

    d.  FCMs must promptly notify their administrative and supply/support divisions when a form is cancelled or revised.

9.  Forms.  The following forms may be ordered through normal supply procedures:

     a.  Forms Register, OPNAV 5213/18 (REV.12-81), S/N 0107-LF-052-1390.

     b.  Request for New or Revised Form, OPNAV 5213/19 (REV 7-81), S/N 0107-LF-052-1397 (REV. 7-78).

     c.  Routine Reply, Endorsement, Transmittal or Information Sheet, OPNAV 5216/158 (Rev. 7-78), S/N 0107-LF-052-1691.

      d.  DOD Single Line Requisition Systems Document, (DD Form 1348), (Rev. 6-86), S/N 0102-LF-001-3487.  

B. L. HAWK

  By direction
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