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BASE ORDER 5213.7
From:
Commanding General

To:
Distribution List

Subj:
FORMS MANAGEMENT PROGRAM

    Ref: 
(a)
MCO 5210.11D



(b)
MCO P5213.7C



(c)
MCO P5600.31G

Encl:
(1) Guidance in establishing Local Forms Management Programs

(2) Electronic and Computer Generated Forms

(3) Critical Elements for Getting Started

(4) Sample Appointment Letters

1.  Purpose.  To establish a continuing Forms Management Program ;n accordance with the references.

2.  Background.  A properly constructed Forms Management Program is involved in both manual and mechanized aspects of an activity's operations.  It must encompass and include in its inventory and functional file not only forms developed at the local level, but those required for use by that activity from higher authority, including other government agency forms.  Forms management is one of the essential means of controlling the creation and accumulation of paperwork, eliminating nonessential forms and ensuring forms are not maintained after their need ceases to exist.  Forms management ensures that additional forms, and the appropriate type forms, are provided where non existed.  As conditions or needs change, forms management provides form improvement and control of forms to ensure minimum burden and maximum effectiveness is obtained.

3. Scope.  Forms are the principal means of collecting, organizing, recording and transmitting information for both management and operations.  Forms must provide for clarity, accuracy, speed and ease of use.  To do the job properly, forms must facilitate the procedures they service with minimum effort and cost.  While paper and printing costs are important> the real cost is hidden in collecting, completing, processing, and maintaining the information contained therein.

4. Objectives.  The objectives of the Forms Management Program is to reduce paperwork and personnel-hours, improve operations and procedures and effect economy through:
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a. Utilizing standard and departmental. 

b. Developing the most effective forms related procedures.
c. Eliminating useless forms, simplifying, consolidating and standardizing necessary forms.
d. Expediting the uniform process of data.
e. Reducing printing, stocking and distribution cost.
f. Ensure the forms are cost effective
g. Increasing awareness of the need to coordinate related information, resources, management policies and programs.
5.
Program Functions.  Application of the following functions are essential to achieving the program objectives:

a.
Analyzing and developing forms, related procedures and automated systems involving forms.

b.
Maintaining a central control point for the management of all forms originated and sponsored within an organization.

c.
Conducting periodic reviews of forms to ensure continued usefulness of the forms.

d.
Coordinating forms management with other records management programs such as (reports, directives, records disposal and Privacy Act issues) ensuring that the proposed or established forms do not conflict with the policies in other records management areas.

6.
Procedures
a.
Submit requirements for new or revised forms to the Forms Management Officer for review and approval.  Submit requirements on OPNAV 5213/19 (Request for New or Revised Form).  Forms may be obtained from the FMO.  Explain fully why no existing standard or departmental forms, i.e. (SF, DD, NAVMC, NAVCOMPT, OPNAV) form will serve the purpose, and why no standard form can be overprinted to serve the purpose. Indicate which indexes were researched in an effort to find an existing standard or departmental form which would adequately serve the purpose.

b.
Provide a rough draft of the form.  The FMO is responsible for forms design.  If you have specific design requirements, see the FMO. Form numbers will be assigned by the FMO.

c.
Local forms (MCBH Forms) will remain valid for a period of three years from date of approval or latest revision.  Local forms over three years old will be canceled and/or re-justified by the requiring squadron, department, or office, if continuation is warranted.
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7.  Responsibilities
        a. The Forms Management Officer is assigned the responsibility of administering the Marine Corps Base Hawaii Forms Management Program.  The MCBH Adjutant will serve in this capacity, and as such will:


(1)  Issue policies, procedures, and guidance for managing forms 

   aboard Marine Corps Base Hawaii.  

(2)  Control and approve forms for use by squadrons, departments and

   offices.  The FMO will provide assistance in the development of                       

 new or revised forms and related procedures.

 (3)  Review all requests for new forms, reprints or revisions of existing forms.

 (4)  Maintain a historical case file for each controlled form.  This file includes information on the purpose, development, use, clearance, costing, publication and disposition of each form approved for use by the Marine Corps.

(5)  Maintain an inventory of all current forms approved for use in the Marine Corps.

(6) Coordinate the testing of Automated Data Processing (ADP) forms.

(7) Serve as liaison with headquarters and other government agencies

    matters relating to forms management.

       (8)  Provides guidance to field activities in establishing forms management programs.

       (9)  Conduct periodic reviews aimed at improving forms procedures and reducing forms inventory.

       (10) Submit recommendations for improvement in the Forms Management Program to the Commandant of the Marine Corps (ARDP).

   b.  Form Designers
(1) Coordinate the design of new forms for departments, squadrons and  

Offices with the Forms Manager.

   (2)  Acquire a copy of the HQMC form design specifications from the Forms Manager.

BaseO 5213.7

03 MAR 1998


(3)
Ensure that newly developed forms have been approved by the FMO and assigned a control number.

(4)
Design forms that are not only easy to use, but one that serves its intended purpose.

(5)
Be able to effectively use the forms designer software.

(6)
Maintain liaison with the FMO regarding updates and changes in form design specifications or design procedures.

c.
Assistant Form Designer.  Perform the duties relating to forms design in the absence of the primary forms designer.

d.
End Users.  Use the current version of Form Filler software when filling out electronic forms.

(1)
Coordinate efforts with the forms designer in creating a uniform automation process.

(2)
Make suggestions via the forms designers to the FMO for the creation and development of new forms.

e.
AC/S G-6 shall:

(1)
Provide Form Filler training to end users in conjunction with the FMO.

(2)
Install Forms Management Software and provide support for end users.

(3)
Develop/review pr6ceduresfor routing electronic forms.

(4)
Work in conjunction with the FMO and HQMC Forms Manager in application design; training alternate designers, lending technical support and utilizing systems already in place at HQMC.

R. J. INGOLD




               Deputy Commander

DISTRIBUTION:
A
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GUIDANCE IN ESTABLISHING LOCAL FORMS PROGRAMS

1.
Definitions
a.  Forms Management.  Forms Management consists of two elements:

       (1)
Forms Analysis - the development or improvement of data elements and forms design on proposed or existing forms.

       (2)
Forms Control - the review and coordination of forms to ensure efficient response to management requirements.

    b.  Forms Manager.  An individual assigned the responsibility for forms management at the local level.  The manager maintains liaison with the Headquarters Marine Corps Forms Management Officer.

   c.  Sponsors/Originator   An individual or officer assuming responsibility for initiating a form.  The sponsor/originator will decide what items to include on the form and the estimated annual usage.  This information will be submitted to the forms manager for approval.

  d.  Forms.  Any document including letters1 postcards, memorandums or certificates, printed or otherwise reproduced. with space for inserting data.

(1) Report Form.  Forms that request information from departments, offices or squadrons are considered reports.

(2) Bootleg Form.  An internal form not having a control number and issued without coordination with the FMO.  Bootleg forms are unauthorized.

(3) Electronic Form.  A form created, transmitted, filled-in, filed and destroyed electronically.

(4) Computer Generated Form.  A form designed on a pin-feed paper to be used in various computer systems.

(5) One Time Form.  A form developed for use with a specific project which has an established termination date.  One time forms must be approved; assigned a control number and a destruction date by the FMO.

(6) Test Form.  A form developed to test a system or procedure prior to it permanent adoption.  Test forms should not be used more than 1 year.  The form must be authorized by the FMO and assigned a document number and a destruction date.

ENCLOSURE(1)
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(7)
Optical Character Recognition (OCR) Form.  An OCR Form is designed for compatibility with OCR equipment which enables a machine to read characters by optical means.  Specifications for the design and composition of most OCR forms are peculiar to specific to equipment models.  Since OCR forms design is so closely related to proprietary specifications and systems requirements, FMO'S should consult OCR equipment manufacturer for assistance.

e.
Format.  An arrangement of simple data items in a prescribed sequence where the number and frequency of responses is limited. Format may be used where the space required for response varies widely, or where transmittal and reply by message is required due to operational necessity.  Formats should not be used in the place of standardized form or in the belief that a format will expedite a project.  Formats often place an unnecessary burden on the respondent and can even fail to provide the needed data.

f.
Form Title.  A title assigned and approved by the FMO after evaluation of the contents of the form.  The standard subject identification code (SSIC) is shown in parentheses following the title.

g.
Form Number.  A symbol of identification given to a form and approved by the FMO.  The form number is composed of a prefix consisting of an abbreviation of the activity/agency designation, a sequential number, and an edition date.

h.
Forms used by the Marine Corps are categorized as follows:

(1)
Internal.  Forms created by and used within the Marine Corps such as NAVMC and NAVMC EQ forms.

(2)
Interagency.  Forms used to collect information from one or more Federal agencies.  Examples are Department of Defense (DD) Optional Forms (OF), and Navy Comptroller (NAVCOMPT) forms.

(3)
Public Use.  Forms used to collect information from 10 or more members of the public.  Examples include: NAVMC 109843 MCJROTC Unit Strength Report.

(4)
Standard.  Forms prescribed by a Federal agency and approved by the General Service Administration (GSA) for mandatory use throughout the Federal Government.

(5)
Optional.  Forms developed for use in two or more agencies and approved by GSA for non-mandatory use.

ENCLOSURE (1)
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i.  Forms Management. is one of the record creation aspects of the Records Management Program.  Analysis and control are integral parts of the management program.

j. The Forms Manager must:

(1)  Construct forms to obtain all needed information. Ensure that instructions for completing the form, when needed, are clear to avoid misinterpretation.

(2)  Ensure that each item on the form will satisfy a current or know requirement.  Do not create a form to meet some future need.  Ensure that all information requested will be used by the recipient of the completed form.

(3)  Determine the need of a form by analyzing the answers to the following questions:

(a) Is the information required under cognizance of the sponsor/originating office?

(b) Is there a need for the information requested?

(c) How will the information be used?

(d) Can the information be obtained from another source?

(e) Can the information be misinterpreted?

(f) Can the information be more simply stated?

    (4)  Arrange each data item in a logical format for easy completion by preparing organization and for efficient use by the receiving organization.    

    (5)  Distribute completed forms on a “need to act” or “need to know” basis; do not distribute courtesy copies.

      (a) Control is the review and coordination of forms to ensure efficient response to management requirements.  The three major areas of forms control are:  Assigning a form number and SSIC, establishing design requirements, maintaining and updated forms inventory.


      (b) Form Numbers and SSIC’s.   Form numbers and SSIC’s are assigned sequentially to file the form and all related material.   SSIC’s are selected from SECNAVINST 5210.11.  The SSIC can be used to construct a master computer file.  This file can assist in the review process and bring all related subjects together. This enables the forms manager to consolidate like forms, and reject proposed forms when identical or similar forms are already in the system.
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2. Establishing the Program

   a.  Design the forms management program to make processing of paperwork and information easier and more economical. To properly manage the program, controls are needed in designing, printing, stocking, ordering, and distributing forms.

   b.  Implement standard procedures for handling requests for new forms and revisions.

   c.  Coordinate four areas when setting up procedures for forms management, design, routing, printing, and inventory control.

   d.  The printing manager and the forms manager must coordinate procedures to assure that all request for forms are reviewed by the forms manager prior to printing.

   e.  Designate a local forms control officer/manager and publish a local directive for the forms management program.



3. Forms Managers.  

a.  Develop the Forms Library, using a single historical file arranged by form type and number with the master computer file arranged by (SSIC).  The historical file is usually filed by form number and consists of a folder for each form with a complete history of the form from its development to current status.  Each historical file folder should contain the following:


b.  Two copies of the current edition of the form and one of each previous edition.  Two copies of the current edition are retained so that one will remain intact for historical file purposes, and the other will be used as a working copy of subsequent changes.

      c.  Rough drafts and/or working papers showing significant stages of development; and pertinent correspondence are also maintained.


d.  Identification of the regulation or other insurance authorizing the use or purpose of the forms.

5.  Filing a directive.   It is discouraged to file directives inside the files since the master directives are usually maintained as a separate activity and contain:


a.  The original request for approval for the form and any request for revision.

      b.  Documentation for final approval for printing or reproduction and issuance of the form.

c. Negatives and/or camera ready copy of last printed edition only.


      d.  Specifications for printing of the form including the number of copies printed.


e.  A functional file and system file should be maintained if necessary.
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6.  Functional File  Identifies and collates forms that functionally accomplish the same tasks; provides quick location of all the forms relating to the same subject; prevents the development of new forms when one already exists; assists in the location of forms when the number and title are unknown; finally, affords easy review and audit of the forms management program.


a.  The system file, when required, is based on a primary sort of information by the functions or operations of the organization.  The system file includes all forms that are part of the major function.


b.  The forms manager will conduct the following when reviewing proposed new forms or revisions to existing forms.




c.  For new forms, assign a form number and SSIC.  Select the SSIC from SECNAVINST 5210.11.  Maintain a log of all numbers assigned.


d.  Review the requiring directive to ensure that all necessary information is included; coordinate same with the reports and records manager to ensure that all records and reporting requirement (if any) are met.


e.  Ensure that the title of the form corresponds with the subject matter.

f. Ensure that the form does not violate the Privacy Act of 1974.


g.  The FMO must ensure that any sponsor/originator submitting a request for approval or a proposed new or revised form:


   (1) Initiate the request early in the forms development phase to allow sufficient time for forms analysis, composition, design, and printing.



   (2) Draft a copy of the form, listing the data elements in a logical order.  If needed, included simple instructions for completing the required information.



   (3) Prepare a directive/order to inform users of the existence of the form.  For all new forms, include an “availability” paragraph in the directive/order identifying the source, supply, stock number, and unit of issue for requisitioning purposes.





ENCLOSURE (1)
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ELECTRONIC AND COMPUTER GENERATE FORMS

Electronic and computer generated forms do not change the definition of the form.  All possible improvements of both the form and the procedures through analysis; and all standard techniques of effective forms design apply to electronic forms.

1. Electronic forms may be created by:

a. Designing a form using a computer software program of forms generation utility.  This form template may then be displayed on a Cathode Ray Tube (CRT) or created electronically and printed on blank paper with or without variable data.

b. Photographing an existing form and mounting the film negative on a forms slide in an electronic printer.  The printer receives data from a computer and relocates the data into the proper blocks on the form created with a laser beam.

c. Storing forms in personal computers and word processors; then entering variable data from another program.  The keyboard is the primary input device.

d. Printing out data created or accumulated in a computer on a printout that has blank spaces for additional information.

2. Sponsors/Originators shall:

a. Refrain from purchasing software packages without obtaining approval for the Forms Manager.

b. Designate an individual as the focal point for electronic and computer generated forms.  Individuals designated must be familiar 
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with the capabilities and limitations of electronic hardware and software in their organization.  Provide the forms manager with the name and telephone number of the designated individual.  Coordinate the request to electronically generate a forms with and obtain approval in writing from the sponsor/originator of the blank official form.

c. Ensure that the electronic form is a “mirror” image of the blank official version, unaltered in any way.

d. Ensure that the prescribed software and hardware are accessible to all users.  When the output product requires Form Filler Software, provide all users with either copies from the Local Area Network (LAN), or purchase copies of the copies of the software with operating instructions.

e. Assume complete responsibility of producing, reproducing, storing and distribution of the output product, i.e. completed forms.

f. Promptly advise the Forms Manager to forms requiring revision or becoming obsolete.

3. Factors to be considered when evaluating proposed electronic and computer generated forms:

a. Does the preparation method lower the cost?

b. Does the preparation method increase productivity?

c. Will the new form/forms require expensive or additional training?

d. Will usefulness be lost with the reassignment of personnel?

e. Does the new form require software maintenance?

f. Will the data be shared?  If so, do all users have compatible software, hardware and adequate training?

g. Will the new form require expensive or additional hardware?
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CRITICAL ELEMENTS FOR GETTING STARTED

1. To effectively achieve the objective of the Forms Management Program, each squadron’s department’s of office’s program should include:

a. Assigning a Forms Management Officer (FMO), Forms Designer, and an Assistant Forms Designer, as outlined in enclosure (4).

b. Implementation of security procedures to ensure the integrity of the Software Licensing Agreement is not violated.  The duplication, reproduction or unauthorized distribution of copyrighted software is illegal.

c. Establishing the local procedures necessary to conduct forms inventory.

d. Establishing local procedures in accordance with HQMC form design specification.

e. Eliminating unnecessary forms by conducting periodic review of forms inventory.

ENCLOSURE (3)

SAMPLE APPOINTMENT LETTERS
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                                                    5500

                                                    Unit

                                                    Date

From:  Department Head

To:    Marine or Civilian Title/Name

SUBJ:  APPOINTMENT AS DEPARTMENT FORMS MANAGMENT OFFICER

Ref:   (a)  MCO 5210.11D

(b) MCO 5213.7C

(c) MCO 5600.31G

1. In accordance with references (a) through (c) you are hereby appointed as the Forms Management Officer for (Unit/Department).  You are directed to familiarize yourself with the references and applicable directives which apply to this additional duty.

2. Current copies of references (a) through (c) can be found at the Base Adjutant, Bldg. 216.

​​​​​​​​​​​​​​​​​​​​​​​​​Signature Block

                                                                         5500

                                                                         Unit

                                                                         Date

FIRST ENDORESMENT

From:  Marine or Civilian Title/Name

To:    Department Head

1. I have read and understand references (a) through (c) and have assumed all duties in conjunction with my appointment as the Forms Management Officer.

Signature Block

ENCLOSURE (4)

                                                    5500

                                                    Unit

                                                    Date

From:  Department Head

To:    Marine or Civilian Title/Name

SUBJ:  APPOINTMENT AS DEPARTMENT ASSISTANT FORMS DESIGNER

Ref:   (a)  MCO 5210.11D

(b) MCO 5213.7C

(c) MCO P5600.31G  

1.  In accordance with references (a) through (c) you are hereby appointed as the Forms Designer for (Unit/Department).  You are directed to familiarize yourself with the references and applicable directives which apply to this additional duty.

2.  Current copies of references (a) through (c) can be found at the Base Adjutant, Bldg. 216.

​​​​​​​​​​​​​​​​​​​​​​​​​Signature Block

                                                                         5500

                                                                         Unit

                                                                         Date

FIRST ENDORESMENT

From:  Marine or Civilian Title/Name

To:    Department Head

1.  I have read and understand references (a) through (c) and have assumed all duties in conjunction with my appointment as the Assistant Forms Designer.

Signature Block

ENCLOSURE (4)

                                                    5500

                                                    Unit

                                                    Date

From:  Department Head

To:    Marine or Civilian Title/Name

SUBJ:  APPOINTMENT AS DEPARTMENT ASSISTANT FORMS DESIGNER

Ref:   (a)  MCO 5210.11D

(d) MCO 5213.7C

(e) MCO P5600.31G  

1.  In accordance with references (a) through (c) you are hereby appointed as the Forms Designer for (Unit/Department).  You are directed to familiarize yourself with the references and applicable directives which apply to this additional duty.

2.  Current copies of references (a) through (c) can be found at the Base Adjutant, Bldg. 216.

​​​​​​​​​​​​​​​​​​​​​​​​​Signature Block

                                                                         5500

                                                                         Unit

                                                                         Date

FIRST ENDORESMENT

From:  Marine or Civilian Title/Name

To:    Department Head

1.  I have read and understand references (a) through (c) and have assumed all duties in conjunction with my appointment as the Assistant Forms Designer.

Signature Block

ENCLOSURE (4)
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