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SUMMARY of CHANGE

DAPAM 25-31
Forms Management, Analysis, and Design

This publication--

o

o

Incorporates forms managementinformation from AR 25-30, chapter 3 (chap 1).

Significantlyexpands subjectclassificationseriesnumbersforformsfiling
and includes a breakdown for the 25-series information management
classification (para 2-4, table 2-1).

Expandsandchangessomeactionclassificationnumbersforformsfiling (para
2-4 and table 2-2).

Requires SF 335 (Summary Worksheet for Estimating Forms Costs) forcompiling
cost information on public use and interagency report forms (para 3-4 and
table 3-1).

Requires an Agency Disclosure Notice for public reporting(public use) forms
(para 3-20).

Updates design and construction standards for forms according to General
Services Administration and Department of Defense guidance (chap 3).
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Chapter 1 (4) Designing forms, when required, and preparing a copy for

Forms Management printing or duplicating.
(5) Ensuring data elements in forms comply with the DOD Data
Section | Elements and Data Codes Standardization Program (DODD
General 5000.11) and the Army Data Management and Standards Program
(AR 25-9).
1-1. Purpose (6) Ensuring that forms have a prescribing publication.

This pamphlet implements the guidance contained in DoD(7) Reviewing all requests for approval of new or revised forms
7750.7-M, and was created to assist Army personnel who create angind requests for reprints of existing forms to determine if the forms
manage forms including deputy chiefs of staff for information man- gre essential.

agement (DCSIMs), directors of information management (DOIMs),  (8) Following the procedures in paragraph 1-9 for forms ap-
information management officers (IMOs), proponents, and action proval processing and the procedures in section Il of this chapter
officers. To this end, chapter 1 of this pamphlet defines a form, for specific forms requirements, such as those subject to the Privacy
explains the types and uses of forms, and covers procedures foact and other reporting requirements.

prescribing a form and obtaining approval. Chapter 2 explains how (9) Preparing printing specifications for forms and determining
to manage and control forms, including the maintenance of recordspoints of stockage and initial quantities.

and numerical (history) and functional files. In chapter 3, forms  (10) Reviewing all forms periodically (at least annually or when
analysis, design, and construction techniques and standards are dig- reprint action is initiated) for possible revision, rescission, or

cussed in detail and clarified with samples. consolidation. For this review, you will need the analysis techniques
and questions covered in chapter 3, section I, and the following

1-2. References information:
Required and related publications and prescribed and referenced (3) Revision.A form is revised when there is a change in for-
forms are listed in appendix A. mat(arrangement) or content (data elements).

. o (b) RescissionA form is rescinded when it becomes obsolete or
1-3. Explanation of abbreviations and terms _ Js no longer required.
Abbreviations and special terms used in this pamphlet are explaine (c) Consolidation.Two or more similar forms are consolidated

in the glossary. when they are combined into one form. When similar forms are
biecti df . used in different parts of an organization for the same purpose, they
%Ei rﬁgrzggemgﬂ?%?n;ﬁn,&r?n Jef(c:ﬂ\rﬁss ignessgggg(lmsorms must meetshould be standardized and consolidated. When several forms are
) - used to cover related tasks, those forms may need to be combined.
. . L : i rhesponsible personnel need to coordinate, agree on the data ele-
number consistent with mission requirements; and they must bements needed, decide on the design and construction of the new

analyzed, designed, and controlled for maximum efficiency and costt, ) “and designate an action officer to monitor the form. Filling in

effectiveness. Forms management is the systematic process of iNjata at one time and in one place can save time and money.
creasing productivity and reducing errors in information capture, _(11) Reviewing all publications for forms implications.

transmission, storage, and retrieval. Thorough forms analysisy >y maintaining the forms control files and records as described
professional design techniques, and organized and complete contrq chapter 2.

files and recc_m_ig_are essgntial parts of the process. (See AR 25-3 c. Technology currently on the market can be used for almost
for responsibilities assigned by the Army Forms Managemetlly of your command or local forms management and operations

Program.) _ L functions. Of course, costs and individual needs have to be evalu-
a. Forms management ensures that the following objectives areateq. For example, work stations that are good for small organiza-

achieved: ) tions may not be cost effective or appropriate for large organizations
(1) Paperwork and reporting burdens are reduced as much aghat process many forms. On the other hand, large-scale efficient
possible. and expensive automated forms systems may merit justification for
(2) Only necessary forms are created. large organizations but not for small ones that process only a few
(3) Forms that duplicate the function of a higher echelon form forms. You should check with your DCSIM, DOIM, or IMO con-
are not created. cerning questions and automation equipment. DCSIMs, DOIMs, or
(4) New forms are reviewed and, if approved, prescribed at theIMOs, or their designated functional managers should also check
highest proper echelon with a prescribing publication. with Commander, USAPPC, ATTN: ASQZ-PDP, 2461 Eisenhower
(5) Forms are consolidated and standardized. Avenue, Alexandria, VA 22331-0302, by phone or in writing, to see

(6) Costs related to filling in, using, and filing forms are reduced. if equipment will be compatible with the Army’'s forms design
(7) Costs related to printing, duplicating, storing, and distributing system.

forms are reduced. d. In general, existing technology can be used to—

(8) Electronic generation of forms is encouraged when appropri- (1) Design forms.
ate. (See para 1-20 on electronic generation.) (2) Produce camera-ready copy.

(9) Data elements in forms are standardized to facilitate the flow (3) Control and analyze forms for duplication and redundancy.
of data between information systems. (4) Create and maintain forms inventories and files.

b. The functions of DCSIMs, DOIMs, and IMOs or their desig-  (5) Produce forms catalogs and management reports.

nated functional managers are listed in (1) through (12) below- (6) Electronically store, print, and distribute forms.
.Within small organizations, some of these functions may not be )

required or may be part—time responsibilities. For example, in someSection II )

organizations, forms design may be done by only the originating TyPes of Forms, General Requirements, and Approval
office. The originating office, however, will be required to follow Process

the design techniques established in this pamphlet. Forms managel_s' What is a form?

ment fu_nctl(_)ns are as follows: . A form is a fixed arrangement of captioned spaces designed for
(1) Dlrectlng the forms management program using the proce'entering and extracting prescribed information, regardless of media.

dures and gu@ance contained in ”“? _pamphlet and AR 25-30. This definition includes certificates and scoring keys for tests. Prin-
(2) Developing programs for training forms personnel, WheQy jtems such as labels, stickers, tags, test booklets, instructions,

required. _ _ . and file cover sheets do not require insertion of information; howev-
(3) Providing technical assistance to originators of forms. er, you may consider them as forms if they meet the standards for

DA PAM 25-31 ¢ 31 July 1995 1



size, item sequence, wording, design, and construction given in thighe approval process and para 3—-21 for design, content, and place-
pamphlet. These are “nonform items” that need to be identified andment of the Privacy Act statement.)
controlled for reference, printing, stocking, distributing, and use b. The forms ina above may have the following construction:
with other forms. Some uses for forms (printed and electronic) are (1) Multiple—part forms.These forms are procured in sets of two
as follows: or more copies, interleaved with carbon sheets or on carbonless,
a. Forms are important management tools used to collect, organ-chemically treated paper. The sets are attached to a stub or similar
ize, transmit, and record information. They can save or waste workdevice to facilitate the insertion of information on the required
and time depending on how well they are analyzed, developed,number of copies in one operation.
designed, managed, and integrated into the system. (2) Specialty forms.These forms are constructed with special
b. Forms promote efficiency, cost effectiveness, and accuracy byfeatures such as continuous (pinfeed) construction for use on auto-
standardizing tasks and procedures and will often guide the flow ofmatic data processing (ADP) equipment or optical character reader

work through an office or entire organization. (OCR) and mark scanning. (See the glossary for definitions.) Spe-
cialty forms include tabulating cards, offset masters, stencil masters,
1-6. Types of forms and construction and tags.Chapter 3 provides more details on pinfeed construction,

a. The types of forms and those with specific requirements are cards, and tags.
listed in (1) through (10) below. The paragraphs that give more
details and the approval process are also noted below. 1-7. Stocked forms and locally reproducible forms
(1) Department of the Army (DA) form$hese forms are ap- a. Stocked forms.
proved by the U.S. Army Publications and Printing Command (1) Army-wide formsStocked forms (used Army-wide) are
(USAPPC) for use throughout the Army. This category includes any stored and distributed by the Baltimore or St. Louis U.S. Army

form that is used by more than one Army command or agency. (Sed’ublications Distribution Center (USAPDC). The St. Louis
para 1-9 for the approval process.) USAPDC stores and distributes sensitive and accountable forms,

(2) Department of Defense (DD) form3hese forms are ap- and the Baltimore USAPDC stores and distributes the other stocked

proved by the Director for Information Operations and Reports, forms. Stocked forms have high usage(100,000 or more forms used
Office of the Assistant Secretary of Defense(Comptrollefyfmy-wide in a 1-year period). However, specialty forms are also
(OASD(C)). (See para 1-14 for the adoption and prescribifpcked when their construction precludes procurement at Army
process.) printing and duplicating facilities. .

(3) U.S. Government Standard Forms (SFEhese forms are (2) Command, agency, and local formEhese forms are main-
approved by the General Services Administration (GSA) and aretained at a stockroo_m or centralized location for access by all users.
designed and prescribed for mandatory use by two or more Govern- D- Stocked and issued forms.

(4) U.S. Government Optional Forms (OFghese forms are _rnad'e avall_a_ble_by the_ form_ proponent. _The name an'd address of the
developed for use by two or more Federal agencies and approved b{psuing activity is provided in the prescribing publication and shown
GSA for nonmandatory use throughout the Government. The Armyn DA Pam 25-30.
sometimes requires that OFs be used. (See para 1-12 for special (2) Command, agency, and local fornf$iese forms are stocked
requests.) by the forms management offlc‘t‘er(FMO) or"form proponent and are

(5) Other Government agency forniEhese forms are approved Usually issued to users on an“as needed” basis.
by other Government agencies such as the Treasury Department, the C: Locally reproducible forms.

Office of Personnel Management(OPM), and the Department of (1) Army—wide formsThese forms are not stocked by the
Veterans Affairs. They may be required for use by the Army in USAPDC§. Unlejss. otherwise p(oylded, rgprqduuble copies are usu-
matters related to the functions of these agencies. (See para 1—13 f@_}lly contained within the prescribing publication for local reproduc-

availability.) tion by the user.

(6) Command and agency formghese forms originate at the _ (2) Command, agency, and local fornmihese forms are con-

headquarters of a command or agency. They are prescribed for usiined within command, agency, or local publications for local re-
at that headquarters and at subordinate echelons within that comproduction or are usually provided to the user by the local FMO or
mand or agency. Examples are“TRADOC Form XXXX” and“AMC  form proponent.
Form XXXX.” Command and agency forms cannot be prescribed in
DA publications. These forms may not be referenced in DA publica-
tions unless approved by Commander, USAPPC, ATTNgi
ASQZ-PD, Alexandria, VA 22331-0302. (See para 1-9 for the
approval process.)

(7) Local forms.These forms are prescribed for use only within a
particular headquarters such as an installation or activity headquarp
ters.Examples are “Fort Lee Form XXXX™ and“Redstone Arsenal
Form XXXX.” Local forms cannot be prescribed in DA publica-
tions. These forms may not be referenced in DA publications unl_ess d. To cancel an existing DA form, the proponent must submit a
approved by Commander, USAPPC, ATTN:ASQZ-PD, Alexandria, ¢ompleted DD Form 67 or correspondence to Commander, USAP-
VA 22331-0302. (See para 1-9 for the approval process.)  pc ATTN:ASQZ-PDT, Alexandria, VA 22331-0302. To cancel an
_ (8) Reporting forms.These forms are prescribed for collecting - eyisting agency, command, or local form, submit the DD Form 67
internal information (within the Federal Government) or external correspondence to the DCSIM, DOIM, or IMO having jurisdic-

information(outside the Federal Government). (See para 1-15 for &g gver the form. Cancellation procedures for DD forms, SFs, and
description and para 3-18 for design and placement of controlors are covered in section Il of this chapter.

numbers.)
(9) Forms requiring the General Accounting Office (GAO) ap- 1-9. Approval of new and revised forms
proval. Forms relating to fiscal operations may require GAO ap- a. Requesting approval of forms.
proval before publication and use. (See para 1-16 for the approval (1) DA forms.DA forms are developed for use by more than one
process and para 3-19 for design and placement of contb® agency or command. To request the approval and design of a
numbers.) new or revised DA form, prepare DD Form 67 stating how the
(10) Forms subject to the Privacy Act of 197hese forms are proposed form will be used. See figure 1-1 for a sample of a
used to collect personal data from an individual. (See para 1-17 focompleted DD Form 67.(DD Form 67 is available through normal

1-8. Developing new forms and cancelling existing forms

a. A form that duplicates the function of a higher echelon form
Il not be created.

b. A new form will be reviewed and, if approved, prescribed at
the highest proper echelon.

c. The use of a form will be prescribed by sending a completed
D Form 67 (Form Processing Action Request) to the next higher
organizational level for approval. (Include a copy of the form and
the prescribing publication.)

2 DA PAM 25-31 « 31 July 1995



publications supply channels. It is also authorized for electronic electronic product. (See para 1-20 for more information on “—E”
generation. The electronic version must replicate the contents (wordforms.)
ing), format(layout), and sequence (arrangement) of the existing (4) If the form is designated for both local reproduction and
approved form.)Send the original DD Form 67, a draft of the pro- electronic generation, put “~-R-E.”
posed form or a list of the data elements required on the form, b. All forms must show the title and edition date of the form.
together with an original and two copies of the manuscript of the c¢. A supersession notice will be included when the form replaces
prescribing publication b( below). Also send the completed DA another form or an earlier edition of the same form.(Indicate
Form 260(Request for Printing of Publication) to Commandeghether the previous edition is obsolete or may be used until exist-
USAPPC, ATTN:ASQZ-PDT, Alexandria, VA 22331-0302, when ing stock is exhausted.)
the text or forms instructions in the prescribing publication will d. All DA forms, including forms authorized for local reproduc-
change or when the publication has an illustrated copy of the form.tion, will show the number of the prescribing publication in the title
(2) Other Army—wide formsWhen requesting approval of other area of the form.
Army-wide forms (such as SFs and OFs), submit one copy of the e. The proponent of each DA form must be shown on the
form, an original completed DD Form 67, and one copy of the form.When the proponent for an Army-wide form changes, the
prescribing publication to Commander, USAPPC, ATTNHQDA agency or command responsible will report the change (in
ASQZ-PDT, Alexandria, VA 22331-0302. See figure 1-1 for a writing) to Commander, USAPPC, ATTN: ASQZ-PDT, Alexandria,
sample of a completed DD Form 67. VA 22331-0302. The proponent of an agency, command, or local
(3) Agency, command, and local formé/hen requesting ap-  form may be shown on the form at the discretion of the DCSIM or
proval of an agency, command, or local form, submit one copy of DOIM.
the proposed form, a completed DD Form 67, and one copy of the f. Only standard and authorized brevity codes, abbreviations, and
prescribing publication, if necessary, to the DCSIM, DOIM, or IMO data elements authorized by AR 310-50 and AR 25-9 will be used
having jurisdiction over the form. See figure 1-2 for a sample of a on forms.
completed DD Form 67.
b. Prescribing publications. Section Il
(1) Army-wide forms or agency or command forms will not be Specific Forms Requirements
approved for printing, reproduction, or issue unless authorized in a
publication (usually a DA, agency, or command publication)prescri- 1-11. U.S. Government Standard Forms
bing the form’s use. This requirement includes forms issued by @a. General.SFs are approved by the GSA and are designed and
other Government agencies, SFs, OFs, and DD forms. If a prescribprescribed for mandatory use by two or more Government agencies.
ing publication is rescinded, the forms prescribed by the publication (Use SFs according to the forms’ DA prescribing publications and
must also be rescinded or placed in another current publication. Théhe construction furnished by the GSA.)

publication must— b. ExceptionsExceptions to the content or construction of an SF
(a) Give the form number, title, preparation instructions (when must be approved by GSA; this is accomplished by submitting an

necessary), and source of supply. SF 152(Request for Clearance or Cancellation of a Standard or
(b) Be coordinated with the DCSIM, DOIM, or IMO before it is Optional Form or Exception). (Note: This requirement does not

issued. apply to SFs and OFs prescribed by the Federal Acquisition Regula-

(2) A local form may be required for use by two or more ele- tion per DOD 7750.7-M.) Do not send this form directly to GSA;
ments of an installation or activity. If so, a prescribing publication is forward an original and four copies of the SF 152 and attachments
required. If a form is used by only one organizational element, suchtoc Commander, USAPPC, ATTN: ASQZ-PDT, Alexandria, VA
as an office, a prescribing publication is not required. 22331-0302, for Army approval and processing through DOD chan-

(3) Quantities of Army—wide forms may be affected by a pro- nels. (This form is avallable_ throug_h normal_ publications supply
posed revision of or change to the prescribing publication. If so, thechannels. See para 1-22 for instructions and fig 1-3 for a sample of
proponent of the DA prescribing publication will immediately infor- & completed SF 152.) In addition, submit the SF 152 with the
m(in writing) the Commander, USAPPC, ATTN: ASQz-PDTMmaterials indicated below:

Alexandria, VA 22331-0302. (1) A separate justification that includes the reasons for the re-

(4) A form or instructions for completing its entries may be duest with a statement as to why the SF cannot be used as pre-
complex. In these cases, a sample of a completed form may bécribed in the existing format or construction; the cost benefits
illustrated in the prescribing publication to ensure understanding andderived from the exception; the distribution of each copy requested
accuracy. Samples of completed forms may also be illustrated toln the exception; and the locations Where the exception will be used
eliminate or reduce lengthy narrative instructions. The illustration of and the usage levels for each location. o
a blank form (without sample entries) is prohibited. (See para 1-19 (2) A copy of one of the following printing requisitions as
for requirements for camera—ready copy of blank forms to be usedappropriate:

for local reproduction purposes.) (&) A GPO Form 1026a (Specifications for Marginally Punched
Continuous Forms) if the exception is for a marginally punched

1-10. Required form elements continuous construction. (GPO Form 1026a is available through

Placement and design of required form elements are covered imormal publications supply channels.)

chapter 3. General requirements are as follows: (b) An SF 1 (Printing and Binding Requisition) for the printing

a. All DA local, agency, command, and departmental forms must specifications is required. (SF 1 is available through normal publica-
be numbered, regardless of the method of reproduction. Forms ard¢ions supply channels.)
numbered consecutively. (Use a symbol to identify the approving (3) Exceptions that are approved must include the
authority, followed by the word “Form” and the form number; for statement‘DOD Exception to (form number) approved by GSA/
example, “DA FORM 9999.” ) IRMS(month/year)” on the first page of the form, below or near the
(1) USAPPC assigns numbers to DA forms. form number. Exceptions will become void upon cancellation or
(2) If the DA, local, agency, or command form is designated for revision of the form or when a usable construction becomes availa-
local reproduction, put “~R” at the end of the form number. Depart- ble through GSA.
ment of Defense (DD) forms, Standard and Optional forms (SFs and c. CancellationsOnly a form’s proponent can request that GSA
OFs), and other Government agency forms do not bear the “~R”cancel a DOD sponsored SF or an OF by submitting an SF 152 to
designation. the address i above. Items 28 through 31 of SF 152 (disposition
(3) If the DA, local, agency, or command form is designated for of existing stock) must be completed and a justification for the
electronic generation, put “—E” at the end of the form number on the cancellation provided.
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d. Health—care—related standard formSSA requires that Fed-  Budget,” printed with the OMB number and its expiration date in
eral agencies coordinate all matters concerning health—care—relatethe upper right corner of the form inside the border. Paragraph 3-18
standard forms with the Interagency Committee on Medical Recordscovers placement and design. (See AR 335-15, chap 4, for more
(ICMR). Army proponents should achieve this coordination through information on collecting data from the public.)

their medical commands. (2) Contractors are considered to be members of the public;co-
nsequently, forms associated with Data Item Descriptions to be
1-12. U.S. Government Optional Forms completed by contractors are subject to the requirements of

The GSA develops OFs for optional use by two or more Federal(1)above.
agencies. The use of OFs within the Army is encouraged, and the (3) Requests for new or revised forms are sent through channels
Army sometimes requires them. If an OF needs to be modified,to HQDA (SAIS-IDT), 107 Army Pentagon, WASH DC
altered, or cancelled, follow the instructions in paragraph i-11 20310-0107, when initiating or sponsoring public reporting forms
that are subject to the Paperwork Reduction Act of 1980.
1-13. Other Government agency forms ) b. Interagency reporting form&orms used to collect data from
These are forms approved by other Government agencies such asther Federal agencies require clearance and assignment of an ap-
the Treasury Department, the OPM, and the Department of Veterangroved interagency report control number (IRCN) by GSA. Re-
Affairs. They may be required for use by the Army in matters quests for IRCNs should not be sent directly to GSA but to the
related to the functions of these agencies. The designation of thénformation management control officer(IMCO) having jurisdiction
responsible agency is shown on the form. It is the responsibility of gver the form for forwarding to DOD.Requests should include a
the Army proponent to make the other agency forms available completed Standard Form 360 (Request to Approve an Interagency

through normal publications supply channels. Reporting Requirement) and an Optional Form 101 (Summary
Worksheet for Estimating Reporting Costs). (Show IRCN approval
1-14. Department of Defense forms by placing the number and its expiration date directly below the

a. DD forms are either adopted or prescribed. Adopted forms are oMB number on the form.) Paragraph 3-18 covers placement and
approved by the Director for Information Operations and Reports, design. (See AR 335-15, chap 3, for more information on inter-
Office of the Assistant Secretary of Defense (Comptrobgency management requirements.)
ler)(OASD(C)). Prescribed forms are approved by the Secretary of ¢ |nternal reporting formsForms used for collecting data within
Defense(SECDEF). DOD require clearance and assignment of an approved requirement

(1) Adopted.These are forms that are not mandatory but have control symbol (RCS)number by the IMCO having jurisdiction over
been adopted for use by two or more military departments or De-the form. (Show the RCS approval in the upper right corner, be-
partment of Defense (DOD) agencies. Their use is prescribed by seath the OMB and IRCN numbers as applicable, by inserting the
publication issued by each military department or DOD agency words “Requirement Control Symbol,” followed by the symbol and
using the form. number. The RCS number should be inseatidr DOD approval

(2) Prescribed.These forms are approved and prescribed fobut before printing. Paragraph 3-18 covers placement and design.
mandatory use by the military departments and other DOD agencies(See AR 335-15 for more information.)

Their use is mandated by a DOD issuance, military standard, or d. New or revised reporting form$he IMCO with jurisdiction
Public Law. DOD publications that are applicable to the Army, but must complete and sign the IMCO portion (block 14d) before sub-
do not require further Army implementation, are stocked and mademitting DD Form 67.

available to Army users by the proponent. If Army—unique guidance ) ]

is needed to implement the DOD policy, an Army publication is 1-16. Forms requiring General Accounting Office(GAO)
developed and the form is prescribed in the Army document. approval ) . .

b. The Army is the executive agent for some DD forms. For Forms re!atlng to fls_cal operations are prescribed by the proponent
these forms, the Army proponent prepares— _havmg primary functlonal responsibility f_or the form. Th_e proponent

(1) A publication prescribing the form. operations are consistent with the princiles, standards, and require
wil(la A DD Form 67. (See fig 1-4 for a sample.) The DD Form 67 ments of 31 USC 3511. These forms require GAO approval before

(a) Show that the form was coordinated with the other military publication and use. Paragraph 3-19 covers the design and place-

departments. Provide the names, organizations, and telephone nurﬁ(:?xear::1 OI];”LP} Zp%?%al rgoﬁ?r?h Thgzt(a)fc;rms;o?/;el riireDl,E tggrrﬁrn;&én
bers of the concurring officials. P 9 9 PP

(b) State how the form will apply within DOD (Military Pay Voucher Summary and Certification Sheet).

. a. When initiating or sponsoring these forms, send requests for
c. The Army uses some DD forms even though the Army is not their approval through channels to Commander, USAPPC, AT-

the executive agent. For these forms, DOD provides Army a copy ofr\:-Aso7_pDT. Al ia. VA 22331-0302. for f ding t
the DD Form 67 that was prepared by the sponsor of the form. (Se‘bA.SS(%). , Alexandria, 33 + for forwarding fo

fig 1-5 for a sample.) The Army proponent prepares the items listed b. When sending request packages. include five copies of the
in (1) and (2) below. (Send these items to Commander, USAPPC gt e 9 fequest packages, P

ATTN: ASQZ-PDT, Alexandria, VA 22331-0302.) (1) Completed DD Form 67, prepared according to paragraph
(1) A publication prescribing the form for Army use. 1-%(1).
(2) A completed DD Form 67 (with Army—unique requirements)  (2) proposed new or revised form.

for funding, printing, and indexing the form. (See fig 1-6 for a  (3) Existing prescribing publication.

sample.)
d. Only a form’s proponent can initiate cancellation of a form by 1-17. Forms subject to the Privacy Act

forwarding a completed DD Form 67 to USAPPC. If you will use a form to collect personal data from an individual,
follow the requirements of the Privacy Act of 1974.
1-15. Reporting forms a. New or revised forms.
a. Public reporting forms. (1) Develop a Privacy Act statement for a form used to collect

(1) These forms are prescribed for collecting information qgersonal data (AR 340-21), including forms that may be used in
identical items from 10 or more persons outside the Federal Governcomputer matching programs such as those used to apply for bene-
ment. Under the Paperwork Reduction Act of 1980, these formsfits or entitiements or for payroll or personnel actions. The propo-
require clearance from and assignment of an approved number byent should consult the organization’s legal counsel, as needed, to
the Office of Management and Budget (OMB). OMB approval is ensure that the statement meets the requirements of the law-
shown by the legend “Form Approved, Office, Management and .Paragraph 3-21 covers placement and design.
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(2) Complete the Privacy Act portion of DD Form 67 (block or to produce an image of the form on a computer screen.New and
14a)before submitting DD Form 67 to the DCSIM, DOIM, or IMO. existing forms may be authorized for total electronic generation only
The DCSIM, DOIM, or IMO will not accept this form unless that if users have the equipment capable of performing this function.

portion is checked and initialed by the Privacy Act official. (This guidance does not apply to requests for printed forms in a

(3) Send the items listed below to the appropriate privacy official continuous (pinfeed) construction for automation purposes. You
for approval if forms are subject to the Privacy Act. must submit those requests according to paragraph 1-23.)

(a) DD Form 67. a. Criteria for electronic formsThe purpose, use, and construc-

(b) A draft copy of the proposed form (which will include the tion of a form determines its applicability as an electronic form. The
Privacy Act statement). following criteria apply to forms that should lend themselves to

(c) A draft copy of the prescribing publication. electronic generation and dissemination:

(4) Integrate the Privacy Act statement and the form using one of (1) Use.Forms designed for typewriter completion, or forms de-
the methods below. (This integration is done by the form designersigned for handwritten completion that are usually prepared in an
or IMO.) office environment.

(a) Include the Privacy Act statement in the body of the form, (2) Construction.Forms that do not require special papers, inks,
preferably below the title and positioned so that it can be easily seerfonstruction, or applications. .
before the person begins to fill out the form. (3) Sensitivity.Forms that do not require controls to prevent for-

(b) Print the statement on the back of the form only wg@ris gery or use for fraudulent purposes. _
impossible. In this instance, place a note on the front of the form, b- Content requirementall electronic forms (Army-wide, com-
below the title, stating where the Privacy Act information is located. Mand, agency, and local) must—

b. New or revised records systerfisliow AR 340-21, chapter (1) Replicate the content (wording), format (layout), and se-
4 when— ' guence (arrangement) of the approved edition of the printed

(1) Developing a new or revised form that is a part of a new forms.Any deviation must receive prior approval from the form
records system proponent and forms manager.
. ot (2) Conform to the requirements of this chapter and the data
(2) Changing an existing records system. element requirements of AR 25-9.
1-18. Temporary, test, or one—time forms c. Prescribing electronic generation authdfigysonal com-

If you need forms for temporary, test, or one—time use, you mustPuters have brought the capability to utilize electronic forms soft-

assign a number and include the proper designation. Following theVaré systems to Army users at every level.Proponents should

form number and date, insert the wording “Temporary,” “Test,” or consider Qlectronic e}pplicati.ons for forms wher! .developing
“One-Time.” An example is “TRADOC Form 000, AUG g7 recordkeeping or reporting requirements. When prescribing forms,
(TEST).” ' ’ proponents must include authorization for electronic versions of

a. A temporary form will be printed for a limited time(normally forms in the_ prescrib_ing publication. _The publication must contain
not more than 1 year) to serve a specific requirement. The form will any instructions pertinent to generation of the form.
become obsolete when its purpose has been served. d. Electronic forms_ design and fill-in softwar@ersonal com-

b. A test form will be printed for use only during a testing period puter-based electronic forms software packages have design and
that is specified in the prescribing instructions. The form will be- fill-in capabilities. These software packages provide the capability

come obsolete after the test is completed. To continue use after th (r)iednedsllgni:t)gn‘xgzt ﬁgﬁﬁ:cﬁoh'gztgfnaglty d'?,;%eass:gd SL%V'(éeleléffgmc
test, convert the form to a permanent form. y ’ ’

c. A one-time form will be printed to meet a one—time require- routing.

b . (1) Design.Only functional managers responsible for designing
ment, such as a report made only once. When the requirement Yorms are “authorized to design official versions of forms.
complete, the form will become obsolete.

(&) Army—wide formsUSAPPC will design official Army—wide

forms. Exceptions to design of these forms are discussebdetow.

(b) Command, agency, and local forfAerms functional manag-

rs may use a forms software package to design their official inter-
nal forms.

(2) Fill-in. Forms users are authorized to use only form fill-in
software capabilities. However, forms purchased with software
packages are for vendor demonstration purposes only and are not
authorized for use as official forms.

e. Exceptions to electronic forms design of Army—wide forms.
(1) Requests for authorization to use departmental forms in vari-
ous software packages, other than those USAPPC provides, will be
coordinated with the local functional process owner to ensure com-
pliance with local business processes and will be submitted to the
local information manager who will—

1-19. Forms authorized for local reproduction
Forms will be authorized for local reproduction when printing,
stockage, and distribution are not cost justified. Forms stocked an
distributed by the U.S. Army Publications Distribution Centers are
high usage (100,000 or more forms used Army—wide in a 1-year
period) or specialty forms whose construction precludes procure-
ment at Army printing and duplicating facilities.

a. The prescribing publication will include a camera—ready copy
of the form (unless reproducible copies are furnished separately to
users), authority to use the form, and reproduction instructions.
Forms are rarely furnished separately. The camera-ready copy “R’
forms are placed at the very back of the publication.

b. DCSIMs, DOIMs, or IMOs will assign numbers to local forms

as they do with other local forms, but local reproduction form ( :
; . a) Check DA Pamphlet 25-30 (Consolidated Index of Army
numbers will be followed by a dash and the letter “R.” Requests for Publications and Blank Forms) to ensure the form is current.

reprqduction of q.uan.tities of.these forms through the local field (b) Check the electronic forms library bulletin board (EFLBBS)to
printing and duplicating facility must be approved by the local see if an approved electronic form currently exists for the desired

DCSIM, DOIM, or IMO. h h
! i, . L software package. If an electronic form does exist that meets the
c. USAPPC will determine whether local reproduction is appro- sers needs, it may be downloaded for immediate use; if not, the

priate for Army-wide forms and will assign the form numbers.The j.¢ormation manager mav reguest anproval for a locally developed
DCSIM, DOIM, or IMO will determine whether the local reproduc-  4jactronic form. 9 y req PP y P

tion is appropriate for command and local forms based on the most (2) The DOIM will—

cost-effective method. (a) Complete DD Form 67. The DD Form 67 will list the
software(and version number) and compatible hardware used to gen-
erate the electronic form. A technical point of contact will also be
'listed who can answer detailed automation questions about the use
of the electronic form for the Army—wide community.

(b) Prepare one blank and one sample filled, printed paper copy

1-20. Electronic forms

An electronic form is a form whose image is stored in a magnetic
optical, video or other type of file (for example, CD-ROM, floppy
disk, etc.) and can be retrieved electronically to print the form and/
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of the electronic form with enough blank space on the bottom right with a copy of the electronically generated form, to the DCSIM,
margin to be used for a USAPPC assigned approval number (im-DOIM, or IMO for forwarding to USAPPC(ASQZ-PDT).

print line). USAPPC will advise the DOIM of the number to be (b) Command, agency, and local forn#pproval will be ob-
placed on the form. (See (4) below for more information on the tained from the DCSIM, DOIM, or IMO in the local area. Approved

imprint line.) electronically generated forms will be assigned numbers as de-
(c) Forward the request package to the major Army Conscribed in(a) above, using the command, agency, or local designa-

mand(MACOM) headquarters. tion; for example, TRADOC Form 0000-E, date, TRADOC Form
(3) The MACOM headquarters will— 0000-R-E, date.

(@) Review the request to ensure the electronic form does not (c) DD, SF, OF, and other Government agency forAudivities
conflict with other MACOM information management initiatives.  requesting electronic generation of these forms will submit their
(b) Forward the request to Commander, USAPPC, ATrequests to the Army proponent of the form.Requesters will provide
TN:ASQZ-PDP, Alexandria, VA 22331-0302. the proponent a copy of the generated form for review. Proponents
(4) USAPPC will— will send a completed DD Form 67, together with the copy of the
(a) Ensure the electronic form meets the administrative require- generated form, through DCSIM, DOIM, or IMO channels to the
ments of GSA and DOD and conversion criteria relating to con- Commander, USAPPC, ATTN: ASQZ-PDT, Alexandria, VA

struction, color, special inks, size, etc. _ 22331-0302, for forwarding to the proper approval authority. Re-
(b) Ensure the output image is a near duplicate of the currentqyests for electronic generation of SFs and OFs must be accompa-
paper edition of the form. _ _ nied by a completed SF 152 and a separate justification. If
(c) Coordinate with, and obtain approval from, the functional approved, the respective approval authority will provide electronic
proponent of the form. generation instructions.

(d) Coordinate with the appropriate data administrator to ensure
compliance with AR 25-9.

(e) Assign a control number to be imprinted on the electronic
form. USAPPC will notify the local DOIM of the approval and
advise of the requirement to add the approval number (imprint line)
to the bottom right margin of the form.

(f) Publish approved electronic versions of forms on the EFLBBS
for Army-wide use, together with pertinent information such as
nomenclature; paper edition date; electronic form file; USAPPC
approval number; and the name, address, and telephone number

g. Distribution mediaElectronic forms may be issued on floppy
disks or compact disk-read only memory (CD—-ROM). Online sys-
tems such as electronic bulletin boards may also be used as a
distribution medium.

(1) Floppy disks.Forms will be listed on disks in numerical
sequence. Since disks will contain a compilation of forms, the disks
will describe the content of the disk, include the edition date of the
disk, and show any applicable supersession notice. If more than one
dﬂ'sk is issued at a time, the disks will be distributed in sets. The set,
) . %nd each disk within the set, will be numbered consecutively; that is
the technical point of contact.

. . . et (number), Disk (number). Each set will include a numerical
f. Electronic forms developed with wordprocessing software: - e L o
Similar to the typewriter, Worr?processing softevare mayg used to ! _dex of the forms contained within the set, indicating the specific
design a form. However, capability in producing complex forms dIS|; tt&as (I:R?Stl\’(;lunlis the for_lrln.b listed disks | ical
design artwork is somewhat limited. Because of the inability to (@) - -Forms will be lIsted on dISkS in numerical se-

roduce varying type styles and sizes, the form image produceddY€nce. not by functional category. The storage capacity of a
Parely Iooksy IigkeyFa)L pri);lted form. A sample of agwopr)dprocesc-_D_R.ONI will _accommodatt_a a large |nventory_of forr_ns. Since the
sing—designed form is provided at figure 1-7. disk will contain a compilation of forms, the disks will be labeled

(1) New forms generated solely by electronic means. and numbered for management purposes. The label will describe the

(a) DA FormsProponents must submit a completed DD Form 67 content qf the disk, incIuc:[e the e.dition.date qf the disk, and show
through DCSIM, DOIM, or IMO channels to the Commande@Y appllcable supersession ngtlce. .DISkS will be numbered.con-
USAPPC, ATTNASQZ—PDT, Alexandria, VA 22331-0302. The SeCUthelY. Each disk will contain an index of the forms contained
DD Form 67 must be accompanied by a statement indicating that alP" the disk.. . )
users of the form have the capability to comply with the electronic N RestrictionsControlled and sensitive forms and specialty con-
requirement, a copy of the electronically generated form for review, Structions(except multipart forms that have all copies alike) will not
and a copy of the prescribing publication. The publication must b€ approved for electronic generation. Forms that require color (ei-
contain a completed sample illustration of the electronically gener-ther in paper or ink) will not be approved for electronic generation
ated form.A “—E” will be added to the form when the number is if additional expense is required.
placed on the generated form, for example, DA Form 0000-E, date; ! Rescissions.

DA Form 0000-R-E, date. (1) Paper editions of formsProponents of departmental forms
(b) Command, agency, and local forn®oponents must estab-  will notify Commander, USAPPC, ATTN: ASQZ-PDT, Alexandria,
lish the electronic form requirements and obtain approval from the VA 22331-0302, when a form has been totally automated and the
DCSIM, DOIM, or IMO in the local area. paper copy is no longer required. Proponents of command, agency,
(2) Existing stocked or locally reproducible forms. and local forms will provide notification to the DCSIM, DOIM, or

(a) DA forms.Approval will be obtained from the proponent of IMO in the local area.
the form.Requesters must provide the proponent a copy of the gen- (2) Electronic forms.Proponents of departmental forms will no-
erated form for review. At a minimum, the generated image musttify USAPPC(ASQZ-PDT) when approved electronic versions of
contain the form title, form number and date, reference to the pre-forms are no longer required. Proponents of command, agency, and
scribing publication, the Privacy Act statement (if applicable), and local forms will notify the local DCSIM, DOIM, or IMO.
the RCS, OMB, and/or GAO approval numbers (if required). If the
requester anticipates above average costs for generating a form, the-21. Department of Defense Form 67 (Form Processing
requester will obtain the proponent’s approval before starting the Action Request)
work. This coordination will eliminate expenditure of funds for a Use DD Form 67 to request the approval and design of a new or
form that may later be disapproved. Proponents must comply withrevised DA form. This form is also used to request permission to
the restriction irh below before approving requests. When granting reprint a form that is stocked and issued at a point other than the
approval, the proponent will direct that a “—E” be added to the Baltimore or the St. Louis U.S. Army Publications Distribution
existing form number when the number is placed on the generatedCenters. When the Army is the executive agent (initiator) of a DD
form; for example, DA Form 0000-E, date; DA Form 0000-R-E, form, the proponent also prepares this form (para 1-14). DD Form
date. The date shown will be the same as the date on the printe@7 is available through normal publications supply channels.
form. Proponents will provide a completed DD Form 67, together
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1-22. Standard Form 152 (Request for Clearance or local reproduction will be procured in the construction most eco-
Cancellation of a Standard or Optional Form or Exception) nomical for the using activity, as determined by the DCSIM, DOIM,
Use SF 152 to request exceptions to the content or construction obr IMO. Guidance for local reproduction of other forms is as
standard or optional forms or to request their cancellation. This formfollows:

is available through normal publications supply channels. (See fig a. Do not locally print or purchase Army-wide forms unless
1-3 for a sample of a completed SF 152.) Additional clarification authorized by Commander, USAPPC, ATTN: ASQZ-PD,

for some of the blocks is as follows: Alexandria, VA 22331-0302.
a. Block 1.The requesting department or agency is “Department  pg not reproduce local, agency, or command forms unless
of Defense” since DOD submits the SF 152 to GSA. authorized by the DCSIM, DOIM, or IMO.
b. Block 2.The requesting bureau or office is Department of the
Army plus the proponent office. _ o ) 1-25. Forms or labels designed to be self-mailing
c. Blocks 14 through 14BUSAPPC inserts this information. Forms or labels designed to be self-mailing will not be approved by
d. Blocks 15 through 15IDOD inserts this information. the DCSIM, DOIM, or IMO unless authorized by the official mail
e. Additional processing information. control officer; the initials of the official mail control officer must
(1) New formsComplete blocks 1 through 13, blocks 32 through appear on the DD Form 67 (block 14b). For DD and DA forms, the
37, and blocks 41 through 46. block will be initialed by HQDA (SAIS—IDP).Any mail piece (ex-
(2) Revised formsComplete blocks 1 through 13, blocks 22 cept parcels) that does not have an outer cover, wrapping, or enve-
through 37, and blocks 41 through 46. lope in addition to the paper or material on which the majority of
(3) ExceptionsComplete blocks 1 through 13, blocks 38 through the printing, drawing, or writing being transmitted is placed, is
42, and block 46. considered to be self-mailing per AR 25-51.
(4) Cancellations.Complete blocks 1 through 13 and blocks 22
through 31. 1-26. Overprinting of forms

a. Overprinting a form with fixed data having a wide applicabil-
ity is allowed if the form is not altered. Using available stock for
overprinting is not required (except pethroughg below) if forms
can be procured more economically by other local means. The

Army—wide forms will not be altered or modified in any way unless PCSIM. DOIM, or IMO will determine whether local production is

the deviation has been approved through the proper channels.WheHGSt' o ] ) ) )
requesting deviation from the format, content, or construction of an P- Overprinting will be with data that will be the same each time
established form, follow the proceduresathroughd below. Send a  the form is completed. (Insert this data in the preprinted block.) To
request for deviation to the approval authority of the form. avoid waste, limit the quantity overprinted. (Do not overprint with

a. When the form is an established local, agency, or commanddata subject to frequent change, such as a person’s name, telephone
form, send the request to the proponent. If the request is approvedpumber, and office symbol.)
the proponent will send it to the DCSIM, DOIM, or IMO for final c. GSA must approve overprinting of information in the*"-
approval. Remarks” section of an SF or OF or the overprinting of information

b. When the request is for deviations to the content or format of inappropriate to a captioned area of an SF or OF.
an established Army—wide form, send the request to the proponent.If d. DD Form 67 will be used to request overprinting approval
the request is approved, the proponent will send it to the DCSIM, from the DCSIM, DOIM, or IMO. If the request is approved, a
DOIM, or IMO. If the DCSIM, DOIM, or IMO approves the re- control number will be assigned. DCSIMs, DOIMs, or IMOs are not
quest, he or she will send it to Commander, USAPPC, ATTN: authorized to approve SF and OF overprinting requests. They will
ASQZ-PDT, Alexandria, VA 22331-0302, for final approval and send these requests with justification to Commander, USAPPC, AT-
assignment of a case number. TN:ASQZ-PD, Alexandria, VA 22331-0302.

c. When the form is a public reporting form or a form requiring a e, A security classification and downgrading information may be
Privacy Act statement, obtain approvals according to paragrai@rprinted on a form if the form's quantities are small and the
1-15 or 1-17, respectively. classification conforms with AR 380-5. The DCSIM, DOIM, or

d. When the request is for deviation to the construction of an |MO will approve this type of overprinting only if authorized by the
approved Army-wide form available through normal supply chan- agency or command security officer. (For more information on clas-
nels, local reproduction or procurement of construction variations sified forms, see para 1-27.)
must have prior approval of the DCSIM or DOIM having jurisdic- ¢ Forms used by service schools for instructional purposes will

tion over the form. Send requests through channels to Commandely, gyverori ; “ o
] h printed or stamped with the word “SAMPLE” in large let-
USAPPC, ATTN:ASQZ-PDT, Alexandria, VA 22331-0302, for re- fers. They will use forms procured from available stocks.

view, approval, and assignment of a case number. This approva g. Forms procured through normal publications supply channels

requirement applies to initial procurement or reproduction only. . -
Some additional considerations for requesting construction varia-:’(\;'(l:lall“l);f)usGd to overprint SFs or OFs. (Do not procure the forms

tions are provided below:

(1) Requests for carbon—interleaved constructions will incluge
justification, number of sets required annually, and distribution of =~
each copy of the set.

Section IV
Deviations and Restrictions

1-23. Deviations

27. Classified forms
a. Forms securityforms containing classified information
(2) Other construction variations must be fully justified. should be safeguarded according to the procedures provided in AR

e. When the forms are covered @nthroughc above, deviations 380-5.Note thgt most blank _fprm_s a_re uncl_assmed. )
will not be approved for more than 2 years. At the end of the b- Downgrading or declassification instructiorisowngrading or
approval period, submit a new request through the approval chandeclassification instructions usually will not be preprinted on forms.
nels described i throughc above. However, if a form is revised A change in security regulations could make preprinted instructions
during the 2—year period, the deviation approval no longer applies,0bsolete. Therefore, when applying instructions, use a rubber stamp

and you must submit a new request for the revised form. or other suitable means. However, preprinted classification instruc-
tions showing the status of the form standing alone (that is, when
1-24. Prohibited reproduction of forms classified enclosures are removed) is permitted. An example of the

R—forms are authorized for local reproduction. Forms authorized for instructions would be“This form may be downgraded to (enter clas-
sification) when classified enclosures are removed.”
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FORM PROCESSING

1.

TYPE SUBMISSION (x one)

2. FORM DESIGNATION 3. DATE OF FORM

complete mailing address)

HQ ATCOM
ATTN: AMSAT-I-BPP

4300 Goodfellow Boulevard
St, Jouis, MO 63120-1798

AND NUMBER (icave (Complete only when
ACTION REQU EST NEW ]—OTHER(Spe(Afy) biank if 3 new form) cancelling a form)
(Read Instructions in DoD 7750.7-M X[ REVISION
bafore completing this form) TANCELLATION DA FORM 9999
4. FROM (DaD Component OPR Organizatian and 5. THRU (DoD Component FMO Organization and complete 6. TO (Orgamzation and complete mailing address)

mailing address)

HQDA (DALO-ZXA-A)

500 Army Pentagon
Washington, DC 20310-0500

Commander, USAPPC

ATTN: ASQZ-PDT

Hoffman Building I
Alexandria, vA 22331-0302

7. FORM TITLE

Uncorrected Fault Record

8. SUPERSEDED FORMS (i appiicable)

a.

FORM NUMBER

¢ DISPOSITION (X one)
b. EDITION DATE

(1) use | (2} boNOT USE
9. PRESCRIBING DQCUMENT NUMBER 10. FUNCTIONAL 11. TYPE OF FORM 'C -
(ttoch copy) CODE (reave xore) DA FORM 9999-1 Sep 84 X
DA PAM 738-750 blank if 2 new form) PRESCRIBED
6004 ADOPTED
12. DESIGN CONSIDERATIONS
a SUGGESTED SIZE | b SPECIAL CONSTRUCTIGN REQUIRED? | ¢. IS FORM CLASSIFIED? (X as d. 1S FORM CONTROLLED? (Xas e. 15 FORM AUTHORIZED FOR
(Width} | (Length) oane) applicable) applicable) ELECTRONIC GENERATION? (X one)
X | YES f Yes, attach printing WHEN BLANK? [ X ] ND SAFEGUARD | X J NO X |ves ] wo
specifications)
83 11 NO WHEN FILLED IN? SERIALLY NUMBERED WITH STIPULATIONS

13. PURPOSE AND DESCRIPTION OF USE (attach additionai sheet, if necessary)

This form provides a record of uncorrected and deferred faults on Army aircraft, aviation
associated equipment, mission related equipment aboard aircraft.

14. INTERNAL COORDINATION AND CONCURREN

CE

‘.| (1) COORDINATOR

{2} APPLICABLE [(3) REMARKS (Enter Reports Control

. S NAME s prT———— },,E-,t P;QOB‘SE,./'/\‘HM,BE&de) (Yes or No) gr;r;:'e’_(rﬁ)ﬂ:gd expiration date(s),
3 PRWACY ACT John Smith SAIS-IDP 637-3456
. POSTAL John Smith SAIS-IDP 697-3456
pata tLEMENTS | Joe Jones SAIS-ADO 697-5678
4 REPORTS Er iR i
INTERAGENCY Jane Doe )ﬂl SAIS-IDT 614-7899
acs Jane Doe "€, [SAIS-IDT 614-5678
ovs Jane Doe E;H SAIS-IDT 614-1234
15. EXTERNAL COORDINATION AND CONCURRENCE (not required for SD, DoD Component, or Command forms)

0noo b. COQRDINATOR

COMPONENT NAME

ELEPH:

INITIALS TEkern

OFFICE SYMBOL

ONE NUNBER {nclude
rea Cogex a

< ESTIMATED d. IF REVISION,
ANNUAL QY EXISTING
USAGE FORMS ON HAND

| hereby certify that

CERTIFICATION OF DOD COMPONENT OPR AND/OR ACTION OFFICER, APPROVING OFFICIAL, AND FMO
all of the above coordinations have been completed as indicated.

. DOD COMPONENT OPR AND/OR ACTION OFF

ICER

. TYPED NAME

LTC Barry Hurman

o B

b. SGNATU%W%W/

¢. TELEPHONE NO

693-7425

17. DOD_COMPONENT APPROVING OFFICIAL

18. DOD COMPONENT AND/OR COMMAND FORMS MANAGEMENT OFFICER

a SIGN 3
co ﬁamon Avery : :

b. DATE SIGNED

16 Aug 94

b. DATE SIGNED

4 Sep 94

9. APPROVING FORMS MAN

EMENT OFFICER -

a,)ZNA‘_UREd
oris A. Capper

4 TYPEDNAME

DD Form 67, SEP 91

PREVIOUS EDITIONS ARE OBSOLETE

REPLAGES DA FORM 1167, SEP 87, WHICH MAY BE USED UNTIL EXHAUSTED

Figure 1-1. Sample of a completed DD Form 67 for DA, SF, OF, and other Government agency forms
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20. CLASS OF FORM 21. RELATED FORMS 22. CONSTRUCTION
DA | DD | EGA | LRA F F | OTH OMM | LOCAL . Cs MULTI-PAGE TAG LABEL
bl c DA FORM 888R-1
SET SET CONT PAD OTHER
4
23. DESIGN CONSIDERATIONS 24. DISTRIBUTION OR DELIVERY (inc/ude complete address for Stock and Issue (S&i})
a HOW WILL FORM BE b TYPE FILE
FILLED IN? (x all that apply) {x all that apply)
MANUALLY BINDER
X | TYPEWRITER FASTENER (Xl APDC.BALTIMORE [ APDC,ST.LOUIS [] EGA [] LRA  [] sai
AUTOMATED EQUIP CARD
{Describe in ftem 13) 25 REIMBURSABLE ORDER NO
X VISIBLE
26 Il this 1s a revision to an existing lorm, does 1l require a change to the 27 This lorm comphes with the neulral kanguage requirement?
prescribing directive? {Attach copy) YES E] NOC [:] YES @ NO D NA D
28. FOR USE BY FORMS APPROVING AGENCY (Must correspond with iem 22.)
a. PAPER b. PRINT
BASIS COLOR FACE
GCOPY NO WEIGHT TYPE COLOR INK ONLY (3) HEAD TO
() 2 () 4 m (2 weap | roor | err | miger
¢ SIZE (width-length) d. UNIT OF ISSUE e NO OF t ASSEMBLING g. BINDING
(cut sheet, pad. ORIGINALS
(1) OVERALL {2) FOLDED 1ag {1) SHEETS IN (2) SHEETS IN {1) TYPE {2) POSITION
elc) SETS PADS
X X
h PUNCHING i. PRENUMBERING - MARGINS
Y
(1) NO HOLES | (2) DIAMETER | (3 CTOC {4) KIND (5} POSITION (1) FROM (and (2} TO (and /// (1) FRONT | (2) BACK
including) including)
(a) TOP
(b) LEFT
29 ADDITIONAL SPECIFICATIONS
30. FORMS APPROVING AGENCY 31 FORMS REGISTER NUMBER
a. SIGNATURE b DATE

INSTRUCTIONS FOR COMPLETION OF SIGNATURE BLOCKS

BLOCK 16 -- Enter the name ot
of the Army FMO.

publication for the form

DD Form 67 is to be usad for processin
for use of the signature blocks at the different Army echelons.

the proponent or an indi

Standard, Optional, other Govemnmaent A

il h [t

BLOCK 17 -- This individual must be at \he division/directorate level or abov
BLOCK 18 -- For DD forms, Standard Forms, and Optional Forms, this block will
signed by the proponent organization FMO. Leave blank for command, agency.

BLOCK 19 -- Leave blank on all DD forms processing requests For DA
forms, the respective FMO serves as the approving authority

who can p

and local forms

BLOCK 30 - For Standard, Optional, and DD forms, this block 1s used by USAPPC for approving printing specitications.

gency, DD, DA, and command/iocal forms. The tollowing is guidance
about the purpose and use of the form, do NOT enter the name

@ 1or DD or DA farms and is normally the approving official tor the respective prescribing

be signed at USAPPC  For DA and other Government Agency lorms, this block will be

and other Government Agency lorms, this block will be signed at USAPPC. For command

REVERSE OF DD FORM

67, SEP 91

OVERPRINT OF DD FORM 67, AFPROVED BY USAPPC, SEP 91

‘uUs

Printing O a1

Figure 1-1. Sample of a completed DD Form 67 for DA, SF, OF, and other Government agency forms—Continued
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Legend for Figure 1-1;
Instructions for Completing DD Form 67 for Approval of DA, SF, OF, and Other
Government Agency Forms

BLOCK 1. Type submission. Indicate whether the request is for the creation,
revision, or cancellation of a form. Use the “other” box to indicate whether the
request is for a test, one—time, overprint, reprint, or electronically generated
form.

BLOCK 2. Form designation and number. For revised or obsolete forms,
enter the prefix“DA”, “SF”, or “OF"and the number of the existing form. Leave
blank if the request is for a new form.

BLOCK 3. Date of form. Complete only when cancelling a form; otherwise,
leave blank. The forms management officer (FMO) completes block for all re-
quests for new or revised forms. Enter edition date of the form for reprints,
overprints, cancellations, and electronic forms.

BLOCK 4. From. Enter the complete mailing address, including the nine digit
zip code, of the Army proponent. Authorized abbreviations may be used.

BLOCK 5. THRU. Enter the complete mailing address of the proponent agency
FMO.

BLOCK 6. To. Commander, USAPPC, ATTN: ASQZ-PDT, Alexandria, VA
22331-0302.

BLOCK 7. Form Title. Enter the title of the form exactly as it should appear
on the form. Do not use an abbreviation unless it must appear in the title of the
form.

BLOCK 8. Superseded form. Enter the number and edition date of all existing
forms that will be replaced by the proposed form. If the proposed form is a
revision or consolidation of forms, indicate whether existing stock may be used.

BLOCK 9. Prescribing document number. Enter the number, and attach a
copy (either draft in final coordination process or published copy) of the
publication(s)that prescribe(s) the use of the proposed form.

BLOCK 10. Functional code. Enter the functional code from the listing in
tables 2-1 and 2-2 of this pamphlet.

BLOCK 11. Leave blank.

BL@C8Budgestextsiga. Emeid@yatignsl inches for standard—size forms, and 10 by
8 inches for certificates. (Provide written justification with the DD Form 67 for
forms larger than 8% by 11 inches.)

b. Special construction required. If special construction is required, attach a
copy of the mandatory printing specifications. Information provided must corre-
spond with block 22.

c. Classified forms.If “when blank” is checked, the requester and the user of
the form are responsible for ensuring the form contains the required security
markings.

d. Controlled (accountable)forms. Check the applicable boxes. A check in
either of these boxes indicates that the unauthorized use of the form could
jeopardize security or result in fraudulent financial gain or claims against the
Government. Most controlled forms are printed with serial numbers so each form
can be accounted for during printing, shipping, issuing, etc. Prenumbering a form
does not always make it a controlled form; the form may be numbered to identify
an item;such as, baggage, dry cleaning, etc.

e. Forms authorized for electronic generation.

(1) Yes. Indicates that the proponent has approved the form for electronic
generation.The electronic version of the form must replicate exactly the contents

(wording), format (layout), and sequence(arrangement) of the existing approved
form. Any alteration in the content, format, or sequencing must be approved by
the proponent.

(2) No. Indicates the proponent has not approved the form for electronic
generation.Requests for exception to electronically generate the form must be
submitted through the proponent to USAPPC (ASQZ-PDT).

(3) With stipulations. Indicates that the proponent will consider approving the
form for electronic generation with specific stipulations or conditions. Procedures
to obtain approval to electronically generate this form are the same as for (2)
above. The prescribing publication must state the stipulations or conditions.

BLOCK 13. Purpose and description of use.  Address the need and manner
in which the form is to be used to accomplish the purpose identified in the
prescribing publication. If the request is to cancel a form, state the reason for the
cancellation.

BLOCK 14. Internal coordination and concurrence. Enter the names, ini-
tials, office symbols, and telephone numbers of the applicable program manag-
ers in this block. (Refer to paras a through d below.) If coordination is obtained
telephonically, the proponent must enter his or her own initials to certify that the
coordination was accomplished. All new and revised forms require completed
coordination for Privacy Act, data elements, and reports (blocks 14a, c, and d).

a. Privacy Act. If an individual's social security number, home address, home
phone number, or other personal information is requested on the form, the
requirements for the Privacy Act apply. If not applicable, enter'no” in block
14a(2). If applicable, enter‘yes”in that block, and enter the system of records
number obtained from the Privacy Act officer in block 14a(3). (See para 1-17.)

b. Postal. If the form is used as any type mailer, postal requirements apply. If
not applicable, enter “no” in block 14b(3). (See para 1-25.)

c. Data elements.All requests for new or revised forms require coordination by
the Army data elements officer in compliance with AR 25-9 and para 1-4b(5)
and 1-10f of this pamphlet. Therefore, except for cancellations, enter‘yes”in
block 14c(2); always leave item 14c(3) blank. (See para 1-4b(5).)

d. Reports. Refer to paragraph 1-15 of this pamphlet for program applicabili-
ty. If not applicable, enter “no” in block 14d(2). If applicable, enter “yes” in block
14d(2) and the information cited below.

(1) Interagency. If a previous GSA approval has been obtained, use pencil to
enter the appropriate RCS control number and expiration date from the previous
approval notice in block 14d(3). If not previously approved, leave block 14d(3)
blank. (See para 1-15b .)

(2) RCS. If applicable, enter the RCS number in block 14d(3). (See para
1-15c¢)

(3) OMB. If a previous approval has been obtained, use pencil to enter the
appropriate Office of Management and Budget (OMB) control number and expi-
ration date from the OMB Approval Notice in item 14d(3). If not previously
approved, leave block 14d(3) blank. (See para 1-15a.)

BLOCK 15. External coordination and concurrence.
any functional points of contact.

(Optional.) Complete for

BLOCK 16. DOD component office of primary responsibility (OPR) and/or
action officer. Enter the name of the proponent or an individual who can
provide technical information about the purpose and use of the form, do NOT
enter the name of the FMO.

BLOCK 17. DOD component approving official. This individual must be at
the division director level or above and is normally the approving official for the
respective prescribing publication for the form.

BLOCK 18. DOD component and/or command forms management officer.
This block will be signed by the proponent agency FMO.

BLOCK 19. Approving forms management officer.
at USAPPC.

This block will be signed

BLOCK 20. Class of form. Leave blank.

10 DA PAM 25-31 « 31 July 1995



BLOCK 21. Related forms. Enter any forms that have a related purpose and BLOCK 25. Reimbursable Order No. To be completed by the proponent
function. agency FMO.

BLOCK 22. Construction. Check as appropriate. For Set, Set Continuous, and BLOCK 26. Change to prescribing publication.  Self-explanatory.
Pad, enter the number to be contained in the set or pad.
BLOCK 27. Neutral language. Self—explanatory.
BLOCK 23. Design considerations.  Self—-explanatory.
BLOCK 28 thru 30. To be completed at USAPPC.
BLOCK 24. Distribution or delivery.  Self-explanatory. Figure 1-1. Sample of a completed DD Form Form 67 for DA, SF,
OF, and other Government agency forms

DA PAM 25-31 « 31 July 1995 11



FORM PROCESSING

1. TYPE SUBMISSION (xane)

ACTION REQUEST

NEW

(Read Instructions in DoD 7750.7-M X

REVISION

before completing this form)

CANCELLATION

[ otHeR (specify)

2. FORM DESIGNATION
AND NUMBER (ieave

blank if a new form)

USAPPC Form 123

3. DATE OF FORM
{Complete only when
cancelling a form)

4. FROM (DoD Companent OPR Organization and
complete mailing address)

5. THRU (DoD Component FMO Organization and complete
mailing address)

USAPPC USAPPC
ASQZ-PL ASQZ-IM
7. FORM TITLE

6. TO (Organization and complete mailing address)

Trouble Calls

8. SUPERSEDED FORMS (i sppiicatie)

a.

FORM NUMBER

b. EDITION DATE

<. DISPOSITION (X one)

(N USE (2) DO NOT USE
9. PRESCRIBING DOCUMENT NUMBER 10. FUNCTIONAL 11. TYPE OF FORM "
(Attach copy) CODE (teove X one) LISAPPC 123 Qct 94 X
9 blank if a new form) PRESCRIBED
USAPPC Reg 25-6 3433 ADOPTED
12. DESIGN CONSIDERATIONS
2 SUGGESTED SIZE | b SPECIAL CONSTRUCTION REQUIRED? | ¢ IS FORM CLASSIFIED? (X as d. 5 FORM CONTROLLED? (X as e |5 FORM AUTHORIZED FOR
(Width) { (Length) (X one) applicabie; applicable) ELECTRONIC GENERATION? (X one)
YES Uf es, attach printing wrensLane | X | no sarecuars | X |wo X YES ND
spetifications)
8% 11 X | no WHEN FILLED IN? SERIALLY NUMBERED WITH STIPULATIONS

Command .

13. PURPOSE AND DESCRIPTION OF USE (Attach additional sheet, if necessary)

Form is used to track trouble calls (computer problems) from each division within the

15 INTERNAL COORDINATION AND CONCURRENCE
; -] (1) COORDINATOR

(2) APPLICABLE

(3) REMARKS (Enter Reports Control
N

.. g orrict svmsoL s e IR o
o rmvacv s | Flizabeth Doe T+ | asaz-1m 695-4135 No
o POSTAL Joseph Stamp ASQZ-PL 695-1234 No
< oataciements | i11ian Byre ASQZ-TM 695-4567 Yes
d. REPORTS £ bl : : : B
INTERAGENCY Py NO
Res Elizabeth Doe eV asqz-1 695-4155 Yes RCS_APC-100
ome No
15. EXTERNAL COORDINATION AND CONCURRENCE (Not required for 5D, DoD Component, or Command forms)
a DoD b. COORUINATOR <. ESTIMATED d. IF REVISION,
COMPONENT NAME INTIA.S | OFFICE SYymBOL Dby PHGNE NYMIBER (include v PO N HAND

CERTIFICATION OF DOD COMPONENT OPR AND/OR ACTION OFFICER, APPROVING OFFICIAL, AND FMO
| hereby certify that all of the above coordinations have been completed as indicated.

16. DOD COMPONENT OPR AND/OR ACTION OFFICER

a. TYPED NAME

LTC Castor, ASQZ-PL

b SIGNA TURQ %/{—/

C

TELEPHONE NO.

325-1234

17. DOD COMPONENJ APPROVING BFFICIAL

l 18. DOD COMPONENT AND/CR COMMAND FORMS MANAGEMENT OFFICER

a szGNATURW «

COL David Jones

b. DATE SI ED

a. SIGNATURE

b. DATE SIGNED

19 APPROVING FORMS M AG&MEN‘I OFFICER

DD Form 67, SEP 91

PREVIOUS EDITIONS ARE OBSOLETE
REPLACES DA FORM 1167, SEP 87, WHICH MAY BE USED UNTIL EXHAUSTED

7

Figure 1-2. Sample of a completed DD Form 67 for approval of command, agency, and local forms
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20. CLASS OF FORM 21. RELATED FORMS 22. CONSTRUCTION
DA ] DD | EGA | LRA | SF | OF | OTH | COMM | LOCAL USAPPC 124 Ccs MULTI-PAGE TAG LABEL
X
SET SET CONT PAD OTHER
23. DESIGN CONSIDERATIONS 24. DISTRIBUTION OR DELIVERY (include complete address for Stock and Issue (S&/))
a HOW WILL FORM BE b TYPE FILE USAPPC
ILLED IN? (x af! that apply) (x all that apply)
ASQZ-PL
x | MaNUALLY X | BINDER Hoffman Bldg I, Room 101
Alex, VA 22331-0302
X | TYPEWRITER FASTENER [] APDC.BALTIMORE [] APDC,ST.Louis (] EGA [] LRa (X} sal
AUTOMATED EQUIP CARD
(Describe in ttem 13) X 25 REIMBURSABLE ORDER NO
: VISIBLE
26 1t this 1S a revision 1o an exishng torm, does it require a change (o the 27. This torm complies with the neutral language requirement?
prescribing directive? (Attach copy} YES m NO D YES E] NO D NA D
28. FOR USE BY FORMS APPROVING AGENCY (Must correspond with item 22.}
a. PAPER b. PRINT
BASIS COLOR FAGE
COPY NO WEIGHT TYPE COLOR INK ONLY (3) HEAD TO
n 2 @ “) kY (2 wEaD | Foor | LeFT | RiGHT
¢ SIZE (width-length) d. UNIT OF ISSUE e NO OF f. ASSEMBLING 9. BINDING
(cut sheet, pad. ORIGINALS
(1) OVERALL (2) FOLDED tag, (1) SHEETS IN (2) SHEETS iN (1) TYPE (2) POSITION
elc) SETS PADS
x X
h. PUNCHING 1. PRENUMBERING 1. MARGINS
(1) NO. HOLES | (2) DIAMETER | (3)CTOC | (4) KIND (5) POSITION (1) FROM (and (2) TO (and W (1) FRONT | (2 BACK
including) including)
(a) TOP
(b) LEFT
29 ADDITIONAL SPECIFKCATIONS
30. FORMS APPROVING AGENCY 31. FORMS REGISTER NUMBER
a. SIGNATURE b. DATE

INSTRUCTIONS FOR COMPLETION OF SIGNATURE BLOCKS

DD Form 67 is to be used for processing Standard, Optional, other Govermment Agency, DD, DA, and command/ocal forms. The following is guidance
for use of the signature blocks at the different Army echelons.

BLOCK 16 -- Entor the name of the proponent or an individual who can provide techrucal information about the purpose and use of the torm, do NOT enter the name
of the Army FMO

BLOCK 17 -- This individual must be at the division/directorate level or above for DD or DA forms and is normaily the approving official for the respective prescribing
pubkcation for the form

BLOCK 18 -- For DO torms, Standaird Forms, and Oplional Forms, this block will be siyned at USAPPG  Far DA and other Government Agency forms, this block will be
signed by the proponent organization FMQ. Leave biank for command, agency, and kxal 1ofrms

BLOCK 19 -- Leave biank on all DD forms procassing requests For DA and other Government Agency torms, this biock will be signed al USAPPC  For command
torms, the respective FMO serves as the approving authonty

BLOCK 30 - For Standard, Optionai, and DD forms, this block 1s used by USAPPC lor approving printing specifications

REVERSE OF DD FORM 67, SEP 91 OVERPRINT OF DD FORM 67, APPROVED BY USAPPC, SEP 91

" U.S Government Printing Office1992- 311-830/60241

Figure 1-2. Sample of a completed DD Form 67 for approval of command, agency, and local forms—Continued

DA PAM 25-31 « 31 July 1995
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Legend for Figure 1-2;
Instructions for Completing DD Form 67 for Approval of Command, Agency, and
Local Forms

BLOCK 1. Type submission. Indicate whether the request is for the creation,
revision, or cancellation of a form. Use the “other” box to indicate whether the
request is for a test, one-time, overprint, or electronically generated form.

BLOCK 2. Form designation and number.  Enter the prefix (“AMC,™USAP-
PC,"DCSLOG,” etc.) and the number of the existing form. Leave blank if the
request is for a new form.

BLOCK 3. Date of form. Complete only when cancelling a form; otherwise,
leave blank. (The forms management officer (FMO) completes this block for all
requests for new or revised forms.

BLOCK 4. From. Enter the address of the proponent. Authorized abbreviations
may be used.

BLOCK 5. Thru. Leave blank.

BLOCK 6. To. Enter the address of the DCSIM, DOIM, or IMO.

BLOCK 7. Form Title. Enter the title of the form exactly as it should appear
on the form. Do not use an abbreviation unless it must appear in the title of the
form.

BLOCK 8. Superseded forms. Enter the number and edition date of all exist-
ing forms that will be replaced by the proposed form. If the proposed form is a
revision or consolidation of forms, indicate whether existing stock may be used.

BLOCK 9. Prescribing document number. Enter the number, and attach a
copy (either draft in final coordination process or published copy) of the
publications(s)that prescribe(s) the use of the proposed form.

BLOCK 10. Functional code. Enter the functional code from the listing in
tables 2-1 and 2-2 of this pamphlet.

BLOCK 11. Type of form. Leave blank.

BLOCK 12. Design considerations.

a. Suggested size.Enter 8%2 by 11 inches for standard-size forms and 10 by 8
inches for certificates. (Provide written justification with the DD Form 67 for
forms larger than 8% by 11 inches.)

b. Special construction required. If special construction is required, attach a
copy of the mandatory printing specifications.

c. Classified forms.If “when blank” is checked, the requester and the user of
the form are responsible for ensuring the form contains the required security
markings.

d. Controlled (accountable)forms. Check the applicable boxes. A check in
either of these boxes indicates that the unauthorized use of the form could
jeopardize security or result in fraudulent financial gain or claims against the
Government. Most controlled forms are printed with serial numbers so each form
can be accounted for during printing, shipping, issuing, etc. Prenumbering a form
does not always make it a controlled form; the form may be numbered to control
an item; such as, baggage, dry cleaning, etc.

e. Forms authorized for electronic generation.

(1) Yes. Indicates that the proponent has approved the form for electronic
generation.The electronic version of the form must replicate exactly the contents
(wording), format (layout), and sequence (arrangement) of the existing approved
form. Any alteration in the content, format, or sequencing must be approved by
the proponent.

(2) No. Indicates the proponent has not approved the form for electronic

generation.Requests for exception to electronically generate the form must be
submitted through the proponent to the DCSIM, DOIM, or IMO.

(3) With stipulations. Indicates that the proponent will consider approving the
form for electronic generation with specific stipulations or conditions. The pre-
scribing publication must state the stipulations or conditions.

BLOCK 13. Purpose and description of use.  Address the need and manner
in which the form is to be used to accomplish the purposes identified in the
prescribing publication. If the request is to cancel a form, state the reason for the
cancellation.

BLOCK 14. Internal coordination and concurrence. Enter the names, ini-
tials, office symbols, and telephone numbers of the applicable program manag-
ers in this block. (Refer to paras a through d below.) If coordination is obtained
telephonically, the proponent must enter his or her own initials to certify that the
coordination was accomplished. All new and revised forms require completed
coordination for Privacy Act, data elements, and reports (blocks 14a, c, and d).

a. Privacy Act. If an individual's social security number, home address, home
phone number, or other personal information is requested on the form, the
requirements for the Privacy Act apply. If not applicable, enter‘no” in block
14a(2). If applicable, enter‘yes”in that block, and enter the system of records
number obtained from the Privacy Act officer in block 14a(3).

b. Postal. If the form is used as any type mailer, postal requirements apply. If
not applicable, enter “no” in block 14b(2). If applicable, enter “yes” in that block,
and enter the type of mailer being used (business reply, postcard, etc) in block
14b(3).

c. Data elements.All requests for new or revised forms require coordination by
the data elements officer in compliance with AR 25-9 and paragraphs 1-4b(5)
and 1-10f of this pamphlet. Therefore, except for cancellations, enter “yes” in
block 14c(2); always leave item 14c(3) blank.

d. Reports. Refer to paragraph 1-15 of this pamphlet for program applicabili-
ty. If not applicable, enter “no” in block 14d(2). If applicable, enter “yes” in block
14d(2) and the information cited below.

(1) Interagency. If a previous GSA approval has been obtained, use pencil to
enter the appropriate RCS control number and expiration date from the previous
approval notice in block 14d(3). If not previously approved, leave block 14d(3)
blank.

(2) RCS. If applicable, enter the RCS number in block 14d(3).

(3) OMB. If a previous approval has been obtained, use pencil to enter the
appropriate Office of Management and Budget (OMB) control number and expi-
ration date from the OMB Approval Notice in item (14d(3). If not previously
approved, leave block 14d(3) blank.

BLOCK 15. External coordination and concurrence.
functional points of contact.

(Optional.) Enter any

BLOCK 16. DOD component office of primary responsibility (OPR) and/or
action officer. Enter the name of the proponent or an individual who can
provide technical information about the purpose and use of the form, do NOT
enter the name of the FMO.

BLOCK 17. DOD component approving official. This individual must be at
the division level or above and is normally the approving official for the respec-
tive prescribing publication for the form.

BLOCK 18. DOD component and/or command forms management officer.
Leave blank.

BLOCK 19. Approving forms management officer. The FMO serves as the

approving authority and signs this block.

BLOCK 20. Class of form. Leave blank.

BLOCK 21. Related forms. Enter any forms that have a related purpose or
function.

14 DA PAM 25-31 « 31 July 1995



BLOCK 22. Construction. Check appropriate box. For set, set continuous, and BLOCK 25. Reimbursable Order No. To be completed by the FMO.
Pad, enter the number to be contained in the set or pad.
BLOCK 26. Change to prescribing publication.  Self-explanatory.

BLOCK 23. Design considerations. Self—-explanatory.
BLOCK 27. Neutral language. Self-explanatory.

BLOCK 24. Distribution or delivery.  Self— explanatory. BLOCK 28. thru 30. To be completed by the FMO
Figure 1-2. Sample of a completed DD Form 67 for approval of
command, agency, and local forms
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REQUEST FOR CLEARANCE OR CANCELLATION OF A
STANDARD OR OPTIONAL FORM OR EXCEPTION

FOR GSA USE ONLY

INSTRUCTIONS:

@ For new and revised Standard and Optional forms, complete items 1
through 15b and 22 through 46. For exceptions to Standard and
Optianal forms, complete items 1 through 15b, plus items 38 through
40b, Forward the original and two copies of this form aiong with three
copies of the items listed below to:

General Services Administration (KMAO)
Washington, D.C. 20405

1. Supporting statement describing the situation or problem which
makes the initiation, revision, cancellation, or deviation from this
form necessary and desirable. (For exceptions, explain why
agency cannot use form as promulgated or printed.) List names,
tiles and organizations of persons outside the promulgat-
ing/sponsoring agency with whom this material was discussed or
coordinated. Include concurrences as well as major problems on
which agreement could not be reached. Also, include an
assessment of the effect on the process which the form supports
and the anticipated increase or decrease in the cost of that
process.

2. Dratt of form for all requests except cancellations.

3. List of potential user agencies and their projected annual
usage.

4. Proposed implementing or canceling regulation/directive (for
standard forms) or availability announcement (for optional
forms).

5. Printing specifications on Standard Form 1, Standard Form 1C,
GPO Form 1026e, or GPC Form 2511, as appropriate.

6. Other appropriate documentation,

® If form is to be used for public reporting (5 CFR 1320), include
three copies of Standard Form 83 and supporting documentation. if
form is an interagancy report, include two copies of Standard Form
360 and one set of supporting documents,

SPECIAL INSTRUCTIONS:

® Complete and submit a separate set of clearance documents for
each form for which clearance is requested (i.e., if one form is
being canceled and replaced with another form, submit two sets of
documents; one set to cancel the old form and ancther set to
establish the new form). However, if a form is being revised and
the old stock disposed of under the same National Stock Number,
submit only one set of clearance documents.

1. REQUESTING DEFARTMENT OR AGENCY

Department of Defense

2. REQUESTING BUREAU OR OFFICE
Department of the Army
U.S. Army Corps of Engineers

3. DATE REQUEST
INITIATED

21 June 1994

4. TYPE OF ACTION (X as applicable)
D NEW

[ revision

&1 exceprion

[ canceLLaTion

O otHER (Specity)

5. TYPE OF FORM (X one)
STANDARD (SF)

[J oprionac (or)

6. PROPOSED FORM TITLE
Public Voucher for Purchases and Services

7. PRESENT EDITION 8. PROPOSED EDITION 9. PRESENT SF CR OF
DATE DATE NUMBER

Other Than Personal October 1987 N/A SF 1034/1034A
{7 7TLE REVISED (X it applicable)
10a. PROMULGATING REGULATION OR DIRECTIVE 10b. DATE OF 11. OTHER CLEARANCES (X only it applicabls)
{Required for Standard Forms ONLY} REGULATION
4-2000 N/A O ome numaeR

EXPIRATION DATE.
INTERAGENCY RPT. NO.
EXPIRATION DATE.

12. HOW ~EDERAL INFORMATION PROCESSING STANDARDS (FIPS) APPLY TO
FORM (Automated forms only) (X one)

D DEVIATION APPROVED
(See attachment)

m NOT APPLICABLE
TO FIPS

D CONFCRMS
TO FIPS

13. RELATED STANDARD OR OPTIONAL FORMS

N/A

14. OFFICIAL SUBMITTING REQ

(Nameftifle and signature)

1i th Johns
U.S. Army Publications and Printing Command

(ASQZ-PGS)

15. AGENCY STANDARD AND JONAL FORMS LIAISON REPRESENTATIVE

e 4N ajure)

illiam Jones
DOD SF/OF Liaison Officer

14b. DATE SIGNED

25 July 1994

14a. TELEPHONE NUP:ABER {Include Area Code)

(202) 325-6277/97

15b. DATE SIGNED

11 August 1994

15a. TELEPHONE NUMBER (Include Area Code)

(202) 746-0932

CLEARANCE ACTION

16. APPROVED| 17a. SIGNATURE OF RECOMMENDING OFFICIAL IN PROMULGATING/SPONSOR:NG AGENCY (For Exceptions Only)

YES NC

17b. DATE SIGNED

18a SIGNATURE OF GLEARANGE OFFICIAL (INFORMATION RESOURCES MANAGEMENT SERVICE/GSA)

18b. DATE SIGNED

19. FORM NUMBER
ASSIGNED

20. EDITION DATE
FORM:
EXCEPTION TO

21a. FOLLOWING EXCEPTION APPROVAL
STATEMENT MUST APPEAR ON EXCEPTED

APPROVED BY GSA/IRMS

21b. SEND THREE COPIES OF PRINTED
EXCEPTION TO:

GENERAL SERVICES ADMIN.
KMAQ
WASHINGTON, DC 20405

NSN 7540-00-935-4084
PREVIOUS EDITION NOT USABLE

152-104

STANDARD FORM 152 (REV. 1-87)
Prascribed by GSA
FIRMR (41 GFR} 201455

Figure 1-3. Sample of a completed SF 152 for exception
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»STOCK EVALUATION (Complete for old stock of form revised on this request.)

(Obtain this information from GSA's Office of Federal Supply and Services (FSS) (472-2018) and evaluate against importance
EXISTING STOCK of revision in blocks 28-31b and 46. Note that units are EA (Each), HD (Hundred), BX (Box), and PG (Package).

24. MONTHS OF STOCK

22. QUANTITY (OF UNITS) | 23. MONTHLY DEMAND 25. COST PER UNIT
RATE

26. ESTIMATED VALUE 27. DATE INFORMATION

ON HAND AND DUE IN {22+ 23) OF STOCK (22 x 25) OBTAINED
s
STOCK DISPOSITION (Compilete for revised or canceled forms.)
28. FORM NUMBER 29. EDITION DATE 30. NATIONAL STOCK NUMBER OF FORM TO 31. DISPOSITION ACTION
BE PHASED OUT OR MADE OBSOLETE 2 CODE* b, EFFECTIVE DATE

*DISPOSITION CODES

1 — Discontinue form immediately and
dispose of existing stock.

2 — Discontinue form on date indicated 4 — Deplete existing forms before
and dispose of stock at that time. issuing revised or medified edition.

3 — Continue to issue existing stocks,
but do not reprint.

5 — Order new edition immediately; dispose
of existing forms upon receipt of revised
item.

6 — Other (Explain)

»PROCUREMENT AND STOCKING OF NEW OR REVISED FORM

32 g:_’riEDATORY USE 33. NATIONAL STOCK NUMBER (If assigned) 34. UNIT OF ISSUE

35. ESTIMATED GOVT-WIDE USAGE (No. forms)
a. FIRST YEAR b. SUCCEEDING YEARS

36. USAGE TYPE (X one) | 37. STOCKING INSTRUCTIONS (X applicable)

[J constant STOCK IN GSA SUPPLY NO COST DISTRIBUTION LOCAL REPRODUCTION.
DISTRIBUTION FACILITIES (Give address in itam 46) Fult size illustration of form available in: (Specify)
[ vAriaBLE [[] sTOCK IN GSA CUSTOMER [[] ACCOUNTABLE ITEM, RECORD
(Specify in item SUPPLY CENTERS ALL ISSUES OR SALES
46.
) FOR SALE TO THE PUBLIC BY [ QR
SUPERINTENDENT OF DOCUMENTS (Explain in item 46)

»-EXCEPITON USAGE

38. MANDATORY USE 39. AGENCY FORM NUMBER(S) (If applicable)
DATE (i applicable)

40. ESTIMATED ANNUAL USAGE (No. forms)

a. FIRST YEAR b. SUCCEEDING YEARS
N/A N/A 100,000 100,000
p-ATTACHMENTS AND DESCRIPTION (X as applicable)
41. PRINTING SPECIFICATIONS: {Description of construction for which form used) 42, ARTWORK AND GUIDES ATTACHED
[ sr 1 (Pad or Gut Shesty GPO 2511 (Any construction—only for sstablished | K] SET:‘EF% - O bummy

GPOQ Printing Program)
D SF 1C (Unit Set)

(X PO 10268 (Merginally Punchod) B otheR (spectyy Justification

D CAMERA COPY D SAMPLE

D OTHER
{Specify)

p-PROOFS SAMPLES (Enter this information on printing req. Lines b and ¢ are for Agency use.)
43. NUMBER OF 44, NUMBER OF DAYS 45. SEND SPECIFIED NUMBER OF PRINTED FORM SAMPLES TO:
PROOFS (X one) PROOFS WILL BE
D NONE (Cai HELD General Services Administration (KMAQ)
mera 10 i
furnished) a Washington, D.C. 20405
5 b.
0 e

48, ADDITIONAL REMARKS:

STANDARD FORM 152 (REV. 1-87) BACK
Y7 U8, GUVERNMENT PRINTING OFFICE: 1987 - 193-259-69316

Figure 1-3. Sample of a completed SF 152 for exception—Continued
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FORM PROCESSING
ACTION REQUEST X

(Read Instructions in DoD 7750.7-M
before completing this form)

1. TYPE SUBMISSION (xone)
NEW | orwer (speaity)

REVISION

2. FORM DESIGNATION
AND NUMBER (Leave

blank if a new form)

3. DATE OF FORM
{Complete only when
cancelling a form)

7. FORM TITLE

Washington, DC 20310-0300

Alexandria, VA 22331-0302

CANCELLATION
4q, f:’rgme(zg”f;r:dp:;c:; OPR Organization and S. ;::‘rg (D:::;} FMO Org and compl 6. TO (Organization and complete mailing address)
Commander, USAPPC WHS/DIOR/ICD
HQDA ATTN: ASQZ-PDT 1215 Jefferson Davis Hwy
ATTN: DAPE-ZXL-SP 2461 Eisenhower Ave. Suite 1204

Arlington, VA 22202-4302

8. SUPERSEDED FORMS (i applicable)
{ DISPOSITION (X
Personnel Information o FORM NUMBER b, epmion pare 1 ION (X one)
(HUSE | (2DONOT USE
9. PRESCRIBING DOCUMENT NUMBER [ 10. FUNCTIONAL | 11. TYPE OF FORM DD Form 8888 Aug 92 X
(attachcopy) AR 12-3 CODE (Leave {X one)
blank if 2 new form) X | PRESCRIBED
DODD 1234.5 ADOPTED
12. DESIGN CONSIDERATIONS
3. SUGGESTED SIZE | b. SPECIAL CONSTRUCTION REQUIRED? { ¢. IS FORM CLASSIFIED? (X as d. 1S FORM CONTROLLED? (X as e. IS FORM AUTHORIZEC FOR
(Width) | (Length) one, ) ble) applicabie) ELECTRONIC GENERATION? (X ane)
X | YES (f ves attach printing waensLank? | X ] NO SAFEGUARD I X |no X | ves NO
spec
8% ]' l NO WHEN FILLED IN7 SERIALLY NUMBERED X WITH STIPULATIONS
13. PURPOSE AND DESCRIPTION OF USE (attach additional sheet. if necessary)

To gather information on personnel issues.

ERNAL COORDINATION AND CONCURRENCE
i (1) COORDINATOR

(2) APPLICABLE [{3) REMARKS. (Enter Reports Control
NAME INITIALS | OFFICE SYMBOL Tty Y ares Code) {Yes oro) #‘32’3&’?&:25’" expiration datels)
2 emvacy acr_ | Bill Bear 5 STAS-IDP 703-123-4567 | Yes
b POSTAL Bill Bear SAIS~-1IDP 703-123-4567 | Yes
paratements | Bruce Byte SAIS-ADO 703-012-3456 | Yes
d. REPORTS
INTERAGENCY Sandra_ Spice SATS-ADO 703-013-4567 | No
RCS Sandra Spice SAIS-ADO 703-013-4567 | Yes RCS - ABC - 123
oms Sandra Spice SAIS-ADO 703-013-4567 | No
15. EXTERNAL COORDINATION AND CONCURREN

CE (Not reguired for SU, Do Companent, or Command forms)

a DOD b. COORDINATOR ¢ ESTIMATED d. IF REVISION,
COMPONENT NAME I OFFICE SYMBOL L@‘ﬁfﬁg’:%ﬁyxan linclude ﬁ?ﬁé’?L Sg:nflilcs)w:&wo

Army LTC John March DAPE-XXX 703-123-4000 120,000

Navy James Sails A USN-XXX 703-123-5000 100,000

Air Force LT Don Flvyer USAF-XXX 703-123-6000 90,000

DLA Charles Speaks 7 7| DLA-XXX 703-123-7000 50,000

| hereby certify that

CERTIFICATION OF DOD COMPONENT OPR AND/OR ACTION OFFICER, APPROVING OFFICIAL, AND FMO
all of the above coordinations have been completed as indicated.

16. DOD COMPONENT OPR AND/OR ACTION OFFICER

a. TYPED NAME

JAY

JOHN J. JONES

¢. TELEPHONE NO.

703-123-3456

17. DOD COMPONENL APPROYING OFFICI

a. SIGNATURBZp

b. SQTURE ( |
/ ~

78. BOD CPMPONENTAND/OR COMMAND Fp)(ﬁj MANAGEMENT OFFICER

ROBERT IT

b. DATE SIGNED VSIGNATUREWM
20 Nov 92 VIVIAN A. LACY

19, ARPROVING FO

b. DATE SIGNED

Doe 72

DD Form 67, SEP 91

PREVIOUS EDITKONS ARE OBSOLETE

REPLACES DA FORM 1167, SEP 87, WHICH MAY BE USED UNTIL EXHAUSTED

Figure 1-4. Sample of completed DD Form 67 for approval of DD forms for which Army is the Executive Agent

18

DA PAM 25-31 « 31 July 1995



20. CLASS OF FORM 21. RELATED FORMS 22. CONSTRUCTION
DA | DD [EGA | LRA | sF [ OF | OTH | comm | Loca | pp 9999-1 CS | MULTI-PAGE TAG LABEL
DA 7777-1
SET SET GONT PAD OTHER
5

23. DESIGN CONSIDERATIONS 24. DISTRIBUTION OR DELIVERY (include compiete address for Stock and Issue (S&1)}
a HOW WILL FORM BE h. TYPE FILE
FILLED IN? (x al/ that apply) (x all thal apply)

MANUALLY BINDER

TYPEWRITER FASTENER [X] APDC.BALTIMORE [ | APDC,ST.LOuUlS [ EGA [] LRA  [] s&

AUTOMATED EQUIP CARD

(Describe in liem 13) 25 REIMBURSABLE ORDER NO
X VISIBLE
26 H this is a revision 1o an existing form, does il require a change o the 27 Trus torm comphes with the neulral language requirement?

prescribing directive? (Attach copy)  YES [X] No [ ves ] Nno [] ma

28. FOR USE BY FORMS APPROVING AGENCY (Must correspond with rtem 22.)
a. PAPER b. PRINT
BASIS COLOR FACE

COPY NO WEIGHT TYPE COLOR INK ONLY (3) HEAD TO

)] 12) (3 (4} (1 (2)

HEAD FOOT LEFT RIGHT

c SIZE (width-length) . UNIT OF ISSUE e NO OF f. ASSEMBLING Q. BINDING
{cut sheet, pad, ORIGINALS
(1) OVERALL (2) FOLDED tag. (1} SHEETS IN (2) SHEETS IN (1) TYPE (2) POSITION
elc.) SETS PADS
x X
h. PUNCHING i. PRENUMBERING | MARGINS
(1) NO. HOLES | (2) AMETER |(3)CTOC (4) KIND (5) POSITION (1) FROM (and (2) TO (and / (1) FRONT | {2} BACK
including) nciuding) 77
(a) TOP
{b) LEFT
29 ADDITIONAL SPECIFICATIONS
30. FORMS APPROVING AGENCY 31. FORMS REGISTER NUMBER
a. SIGNATURE b. DATE

INSTRUCTIONS FOR COMPLETION OF SIGNATURE BLOCKS

DD Form 67 is 10 be used for processing Standard, Optional, other Governmaent Agency, DD, DA, and command/iocal forms. The following is guidance
for use of the signature blocks at the different Army echelons.

BLOCK 16 - Enter the name of the proponent or an individual who can provide technical information about the purpase and use ot the torm, do NOT enter the name
of the Army FMO

BLOCK 17 -- This individual must be at the division/directorate level or above tor DD or DA forms and is normally the approving official fos the respective prescribing
pubhication for the form

BLOCK 18 -- Fur DD torms, Standard Fasms, and Optional Forms, This block will be signed at USAPPC Fur DA and other Government Agency forms, this block will be
signed by the proponent organmization FMO  Leave blank for command, agency. and kocal torms

BLOCK 19 -- Leave biank on all DD torms processing requests Far DA and other Government Agency torms. this block will be signed at USAPPC  For command
forms, the respective FMO serves as the approving authornty

BLOCK 30 — For Standard. Ophional. and DD forms, this block 1s used by USAPPC tor approving printing specilications

REVERSE OF DD FORM 67, SEP 91 OVERPRINT OF DD FORM 67, APPROVED BY USAPPC. SEFP 91

* U.S Government Printing Office1902- 311-B30/60241

Figure 1-4. Sample of completed DD Form 67 for approval of DD forms for which Army is the Executive Agent—Continued
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Construction Requirements (See block 12b):

To be printed as a 5—part continuous set on carbonless paper.

Legend for Figure 1-4;
Instructions for Completing DD Form 67 for Approval of DD forms for which
Army is the Executive Agent

BLOCK 1. Type submission. Indicate whether the request is for the creation,
revision, or cancellation of a form. Use the “other” box to indicate whether the
request is for a test, one—time, overprint, or electronically generated form.

BLOCK 2. Form designation and number.  Leave blank if the request is for a
new form. For revised forms, enter the prefix “DD” and the number of the
existing form.

BLOCK 3. Date of form. Complete only when cancelling a form; otherwise,
leave blank. (The DOD forms management officer (FMO) completes this block
for all requests for new or revised forms.)

BLOCK 4. From. Enter the complete mailing address, including the nine—digit
zip code, of the Army proponent. Authorized abbreviations may be used.

BLOCK 5. Thru. Enter the complete mailing address, including the nine—digit
zip code, of the Army FMO: Commander, USAPPC, ATTN: ASQZ-PDT,
Alexandria, VA 22331-0302.

BLOCK 6. To. Enter"WHS/DIOR/ICD, 1215 Jefferson Davis Highway, Suite
1204, Arlington, VA 22202-4302."

BLOCK 7. Form Title. Enter the title of the form exactly as it should appear
on the form. Do not use an abbreviation unless it must appear in the title of the
form.

BLOCK 8. Superseded forms. Enter the number and edition date of all exist-
ing forms that will be replaced by the proposed form. If the proposed form is a
revision or consolidation of forms, indicate whether existing stock may be used.

BLOCK 9. Prescribing document number.  Enter the publication number, and
attach a copy of each component’s prescribing publication.

BLOCK 10. Functional code. The DOD forms management officer will assign
a four—digit code for each new form.

BLOCK 11. Type of form. Indicate whether the form is “prescribed” or“adop-
ted.” (See para 1-14 of this pamphlet for more information on prescribed and
adopted forms.)

BLOCK 12. Design considerations.

a. Suggested size.Enter 8%2 by 11 inches for standard—size forms. (Provide
written justification with the DD Form 67 for forms larger than 8%z by 11 inches.)

b. Special construction required. If special construction is required, attach a
copy of the mandatory printing specifications.

c. Classified forms.If “when blank” is checked, the requester and the user of
the form are responsible for ensuring the form contains the required security
markings.

d. Controlled (accountable)forms. Check the applicable boxes. A check in
either of these boxes indicates that the unauthorized use of the form could
jeopardize security or result in fraudulent financial gain or claims against the
Government. Most controlled forms are printed with serial numbers so each form
can be accounted for during printing, shipping, issuing, etc. Prenumbering a form
does not always make it a controlled form; the form may be numbered to identify
an item;such as, baggage, dry cleaning, etc.

e. Forms authorized for electronic generation.

(1) Yes. Indicates that the proponent has approved the form for electronic
generation.The electronic version of the form must replicate exactly the contents
(wording), format (layout), and sequence (arrangement) of the existing approved
form. Any alteration in the content, format, or sequencing must be approved by
the proponent.

(2) No. Indicates the proponent has not approved the form for electronic
generation.Requests for exception to electronically generate the form must be
submitted through the proponent to USAPPC (ASQZ-PD).

(3) With stipulations. Indicates that the proponent will consider approving the
form for electronic generation with specific stipulations or conditions. The pre-
scribing publication must state the stipulations or conditions.

BLOCK 13. Purpose and description of use.  Address the need and manner
in which the form is to be used to accomplish the purposes identified in the
prescribing publication. If the request is to cancel a form, state the reason for the
cancellation.

BLOCK 14. Internal coordination and concurrence. Enter the names, ini-
tials, office symbols, and telephone numbers of the applicable program manag-
ers in this block. (Refer to paras a through d below.) If coordination is obtained
telephonically, the proponent must enter his or her own initials to certify that the
coordination was accomplished.

a. Privacy Act. If an individual's social security number, home address, home
phone number, or other personal information is requested on the form, the
requirements for the Privacy Act apply. If not applicable, enterno” in block
14a(2). If applicable, enter‘yes”in that block, and enter the system of records
number obtained from the Privacy Act officer in block 14a(3). (See para 1-17.)

b. Postal. If the form is used as any type mailer, postal requirements apply. If
not applicable, enter “no” in block 14b(2). If applicable, enter “yes” in that block,
and enter the type of mailer being used (business reply, postcard, etc) in block
14b(3). (See para 1-25.)

c. Data elements.All requests for new or revised forms require coordination by
the data elements officer in compliance with AR 25-9 and paragraphs 1-4b(5)
and 1-10f of this pamphlet. Therefore, except for cancellations, enter “yes” in
block 14c(2); always leave item 14c(3) blank. (See para 1-4b(5).)

d. Reports. Refer to paragraph 1-15 of this pamphlet for program applicabili-
ty. If not applicable, enter “no” in block 14d(2). If applicable, enter “yes” in block
14d(2) and the information cited below.

(1) Interagency. If a previous GSA approval has been obtained, use pencil to
enter the appropriate RCS control number and expiration date from the previous
approval notice in block 14d(3). If not previously approved, leave block 14d(3)
blank. (See para 1-15b .)

(2) RCS. If applicable, enter the RCS number in block 14d(3). (See para
1-15¢.)

(3) OMB. If a previous approval has been obtained, use pencil to enter the
appropriate Office of Management and Budget (OMB) control number and expi-
ration date from the OMB Approval Notice in item 14d(3). If not previously
approved, leave block 14d(3) blank. (See para 1-15a.)

BLOCK 15. External coordination and concurrence. Obtain the coordination
of each DOD component expected to use the proposed form or currently using
the existing form. Coordination is to be obtained directly from the individual who
has “functional” responsibility of the form, not the component forms management
officer. Component project officers should complete items 15a and b. Compo-
nent FMOs can provide assistance in estimating annual usage for item 15c and
can provide the quantity of existing forms stock for item 15d.

BLOCK 16. DOD component office of primary responsibility (OPR) and/or
action officer. Enter the name of the proponent or an individual who can
provide technical information about the purpose and use of the form, do NOT
enter the name of the FMO.

BLOCK 17. DOD component approving official. This individual must be at
the division level or above and is normally the approving official for the respec-
tive prescribing publication for the form.
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BLOCK 18. DOD component and/or command forms management officer.

The proponent agency FMO will sign in this block, leaving space for the DA
FMO to also sign here.

BLOCK 19. Approving forms management officer. Leave blank.

BLOCK 20. Class of form. Leave blank.

BLOCK 21. Related forms. Enter any forms that have a related purpose or
function.

BLOCK 22. Construction. Check appropriate box. For set, set continuous, and
Pad, enter the number to be contained in the set or pad.

BLOCK 23. Design considerations.  Self-explanatory.

BLOCK 24. Distribution or delivery.  Self-explanatory.

BLOCK 25. Reimbursable Order No. To be completed by the FMO.
BLOCK 26. Change to prescribing publication.  Self-explanatory.
BLOCK 27. Neutral language. Self—explanatory.

BLOCK 28 thru 30. To be completed by USAPPC.
Figure 1-4. Sample of completed DD Form 67 for approval of DD
forms for which Army is the Executive Agent
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FORM PROCESSING 1. TYPE SUBMISSION (xone)
ACTION REQUEST X | new | orHeR (specify)

(Read Instructions in DoD 7750.7-M REVISION
before completing this form)

CANCELLATION

2. FORM DESIGNATION

AND NUMBER (teave

blank if a new form)

DD Form 9500

3. DATE OF FORM

(Complete only when
cancelling a form)

Feb 93

—
A, FROM (DoD Component OPR Organization and
complete mailing address) |

HQDLA, DCMC-QF
Cameron Station
Alexandria, VA 22304-6100

5. THRU (Dob C
mailing address}

DLA-XPM
Cameron Station
Alexandria, VA 22304-6100

FMQ O fzation and comp

8. TO (Organization and compiete mailing address)

WHS/DIOR/ICD

1215 Jefferson Davis Hwy

Suite 1204

Arlington, VA 22202-4302

7. FORM TITLE

8. SUPERSEDED FORMS (if applicable)

Request for Approval of Contractor Flight Crew Member |

FORM NUMBER

b. EDITION DATE

¢ DISPOSITION (X one)

(1) USE | (2)D0 NOT USE
9. PRESCRIBING DOCUMENT NUMBER 10. FUNCTIONAL 11. TYPE OF FORM
(Attach capy) CODE (teave (X ane) IDD Form 9000 Mar 90 X
DLAM 8210.1 AFR 55-22V1 blank it a new form) PRESCRIBED
AR 95-20 NAVATRINST 3716.1 1025 X_| aooeteD
12. DESIGN CONSIDERATIONS
3. SUGGESTED SIZE b. SPECIAL CONSTRUCTION REQUIRED? | ¢. 1S fORM_CLASﬂFlED" {X as d. 15 FORM CONTROLLED? (X as e IS FORM AUTHORIZED FOR
(Width) | (Length) i - applicable) applicabie) ELECTRONIC GENERATION? (X one}
YES 0 Yes attoch printing whznatank? [ X | wo sarccuaro | X |wo | X | ves no
83" 11" NO WHEN FILLED IN? SERIALLY NUMBERED WITH STIPULATIONS

13. PURPOSE AND DESCRIPTION OF USE (attach additional sheet, if necessary)
The Defense Logistics Agency (DLA)

Government aircraft/helicopters.
their aircrew specialties until receipt of Government approval.

satisfactorily completed an annual flight evaluation.
Government Flight Representative for approval.

and the Military Services will use this form to receive
information on a contractor aircrew member in order to approve that crewmember to operate
The contractor will not allow aircrew members to fly in
The contractor must verify
the crewmember is qualified in a particular type of aircraft and certify the crewmember has
The information is forwarded to the

14. INTERNAL COORDINATION AND CONCURRENCE

(1) COORDINATOR

(Yesor No)

(2) APPLICABLE [(3}) REMARKS (Enter Reports Control
Number(s) and expiration date(s),

NAME N OFFICE SYMBOL B e e if applicable)
2. PRIVACY ACT Susan Miles DLA-XAM 274-6213 Yes
b POSTAL Susan Miles DLA-XAM 274-6213 No

DATA ELEMENTS

DLA-ZIB 274

Y

Andy Jones

4. REPORTS i : : i
INTERAGENCY Jane Williams DLA-ZR 274-7532 No
RCS Jane Williams DLA-ZR 274-7532 No
oms lane Williams DLA-ZR 274-7532 Yes 07040347; 96/01/31

15. EXTERNAL COORDINATION AND CONCURREN

(Not required for 5D, DoD Component, or Command forms)

a DOO b. COORDINATOR ¢ ESTIMATED | d. IF REVISION,
COMPONENT NAME ngpgs | orrice symsou DR PHONE NYMBER (include v FIAS 1 AN
| Army CW4 Francis Johnson DALO-AV bsN 227-0402 111,000
Air Force |Mr, Lee Willy 4| AFSG/TEO (513) 257-6254 14,000
Navy CDR Jeff Brown 40.5 AIR-0Q9F (703) 692-1200 111,000

CERTIFICATION OF DOD COMPONENT OPR AND/OR ACTION OFFICER, APPROVING OFFICIAL, AND FMO
| hereby certify that all of the above coordinations have been completed as indicated.

16. DOD COMPONENT OPR AND/OR ACTION OFFICER

a. TYPEDNAME b. SIGNATURE

ROBERT M. KING, LtCol, USAF

AT PN

¢. TELEPHONE NO.

17. DOD COMPONENT APPROVNG OFJICIAL

18. DOD COMPONENT AND/OR COMMAND FORMS MANAGEMENT OFFICER

a. SIGNATURE

b. DATE SIGNED

Col, USAF
AN - QERCE

0D Form 67, SEP 91 PREVIOUS EDITIONS ARE OBSOLETE

REPLACES DA FORM 1167 SEP 87, WHICH MAY BE USED UNTIL EXHAUSTED

Figure 1-5. Sample of a completed DD Form 67 originating from DOD
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FORM PROCESSING
ACTION REQUEST

(Read Instréctions in DoD 7750.7-M
before completing this form)

1. TYPE SUBMISSION (x one)

2. FORM DESIGNATION

X NEW

REVISION

CANCELLATION

| oTHER (specify)

AND NUMBER (Lcave

blank if a new form)

DD Form 9500

3. DATE OF FORM
{Complete only when
cancelling a form)

Feb 93

Washington, DC 20310-0580

Washington, DC 20310-0580

4. FROM (DoD Component OPR Organization and 5. THRU (poD C FMO Org and 6. TO (Organization and compiete mailing address)
complete mailing address) mailing address) Commander
HGDA (DALO-PLZ-X) HQDA (DATO-7XA-A) | .
R 2€567, Pentagon Room 2B476, Pentagon USAPEC
oom » Pentago ’ & ATTN: ASQZ-PDT

Alexandria, VA 22331-0302

7. FORM TITLE 8. SUPERSEDED FORMS (if appiicable)
. DISPOSITION (X one)
. 3 FORM NUMBER b. EDITION DATE
Request for Approval of Contractor Flight Crew Member (muse | ()ponoTuse
9. PRESCRIBING DOCUMENT NUMBER 10. FUNCTIONAL 11. TYPE OF FORM
(Attoch o) CODE (Leave AL DD _Form 9000 Mar 90 X
biank if a new form) PRESCRIBED DD Form 9998 May 92 X
AR 95-20 1025 X | aooeren
12. DESIGN CONSIDERATIONS
a. SUGGESTED SIZE [ b. SPECIAL CONSTRUCTION REQUIRED? | ¢ 1S FORM CLASSIFIED? (X a5 d. IS FORM CONTROLLED? (X as e. 15 FORM AUTHORIZED FOR
(Width) | (Length) (X one) applicabie) applicable) ELECTRONIC GENERATION? (X one)
YES (f ves, attach printing WHEN BLANK? ] no SAFEGUARD ] no YES NO
specifications)
NO WHEN FILLED IN? SERIALLY NUMBERED WITH STIPULATIONS

13. PURPOSE AND DESCRIPTION OF USE (Attach additional sheet, if necessary)

14. INTERNAL COORDINATION AND CONCURRENCE

{1) COORDINATOR (2) APPLICABLE |(3) REMARKS (Enter Reports Control
(Yesor No) Number(s) and expiration date(s),

if applicable)

TELEPHONE NUMBER
(Include DSN ! Area Code)

il NAME INITIALS OFFICE 5YMBOL

a. PRIVACY ACT

b PDSTAL

¢ DATA ELEMENTS

d. REPORTS
INTERAGENCY
RCS
OMB
15. EXTERNAL COORDINATION AND CONCURRENCE (not required for 50, DoD Component, or Command forms)
2 DOD b COORDINATOR ¢ ESTIMATED [d. IF REVISION,
COMPONENT NAME INITIALS | OFFICE $YMBOL TEiFPHONE NUNWBER {Include fiivva P05 On HanD

CERTIFICATION OF DOD COMPONENT OPR AND/OR ACTION OFFICER, APPROVING OFFICIAL, AND FMO
| hereby certify that all of the above coordinations have been completed as indicated.

16. DOD COMPONENT OPR AND/OR ACTION OFFICER

a. TYPED NAME b. SIGNATURE . TELEPHONE NO

J/x/Q% M T 728

18. DOD COMPONENT AND/OR COMMAND FORMS MANAGEMENT OFFICER
TE SIGNED a. SIGNARURE b.\DATE SIGNED

3/ Jay, £3

BILLY W. COLA, LtCol, USA
17. DOD COMPONENT APPROVING OFFICIAL
a. SIGNATURE b

el

JOHN TILSON Jr.,
19. APPROVING FORMS W
& TYPE ’

Col, USA
NAGEMENY O

» 1857
DD Form 67, SEP 91

PREVIOUS EDITIONS ARE OBSOLETE
REPLACES DA FORM 1167, SEP 87. WHICH MAY BE USED UNTIL EXHAUSTED

Figure 1-6. Sample of a completed DD Form 67 for Army requirements of a DD form (Army user)
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20. CLASS OF FORM 21. RELATED FORMS 22. CONSTRUCTION

DA | DD |EGA |LRA | SF | OF | OTH | COMM | LOCAL cs MULTI-PAGE TAG LABEL
SET SET CONT PAD OTHER

23. DESIGN CONSIDERATIONS 24. DISTRIBUTION OR DELIVERY (Include complete address for Stock and Issue (S&l))

a HOW WiLL FORM BE h 1YPE FILE

FILLED IN? (x all that apply) (x ali that apply)

X MANUALLY BINDER
X _| TYPEWRITER X | PASTENER [X] APDC.BALTIMORE [] APDC,ST LOulS [K] EGA [] LRa [ sl
AUTOMATED EQUIP CARD
(Describe in liem 13) 25 REIMBURSABLE ORDER NO
VISIBLE DALO 7700009503.01
26 It this 15 a revision 10 an existing torm, does W requite a change to the 27 This torm complies with the neutral language requirement?
prescribing directive? (Attach copy)  YES D NO m YES NO D NA D
28. FOR USE BY FORMS APPROVING AGENCY (Must correspond with item 22.)
a. PAPER b. PRINT
BASIS GOLOR FACE
COPY NO WEIGHT TYPE COLOR INK ONLY (3) HEAD TO
W] 12) (3 ) " 2 HeaD | Foor | LeFT | miGHT
c SIZE (widih-lengih) d. UNIT OF ISSUE e NO OF t. ASSEMBLING g. BINDING
(cut sheet, pad, ORIGINALS
(1) OVERALL (2) FOLDED ag. (1) SHEETS IN (2) SHEETS IN (1) TYPE (2) POSITION
ste) SETS PADS
X X
h PUNCHING 1. PRENUMBERING . MARGINS
7
(1) NO. HOLES | (2) DIAMETER | (3)CTOC {4) KIND (5) POSITION (1) FROM (and (2) TO (and / //// (1) FRONT | (2) BACK
mcluding) including)
(a) TOP
{b) LEFT
29. ADDITIONAL SPECIFICATIONS
30. FORMS APPROVING AGENCY 31. FORMS REGISTER NUMBER
a. SIGNATURE b. DATE

INSTRUCTIONS FOR COMPLETION OF SIGNATURE BLOCKS

DD Form 67 is to be used for processing Standard, Optional, other Government Agency, DD, DA, and commandiocal forms. The following is guidance
for use of the signature blocks at the different Army echelons.

BLOCK 16 -- Enter the name af the proponent or an individual who ran provide techmical information about the purpose and use ot the form, do NOT enter the name
ot the Army FMO

BLOCK 17 -- This individual must be al the division/directorate level or above for DD ar DA torms and is normally the appraving official for the respective prescribing
pubhication for the form

BLOCK 18 -- For DD torms, Standard Forms, and Optiwnal Furms, this block will be signed ot GSAPPC For DA and other Government Agency forms, this biock will be
signed by the proponent organization FMG  Leave biank lor command, agency, and kx.al forms

BLOCK 19 -- Leave blank on all DD forms processing requests  For DA and other Government Agency torms, this block will be signed at USAPPC  For command
torms, the respective FMO serves as the approving authonty

BLOCK 30 - For Standard, Optional. and DD forms, this block 1s used by USAPPC tor approving printing specitications

REVERSE OF DD FORM 67, SEP 91 OVERPRINT OF DD FORM 67, APPROVED BY USAPPC, SEP 41

* U.S Government Printing Office1982- 311-630/60241

Figure 1-6. Sample of a completed DD Form 67 for Army requirements of a DD form (Army user)—Continued
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Legend for Figure 1-6;
Instructions for Completing DD Form 67 for Army Requirements of DD Form
(Army User)

BLOCK 1. Type submission. Complete same as originating DD Form 67.

BLOCK 2. Form designation and number.  Complete same as originating DD
Form 67.

BLOCK 3. Date of form. Complete same as originating DD Form 67.

BLOCK 4. From. Enter the complete mailing address, including the nine—digit
zip code, of the Army proponent. Authorized abbreviations may be used.

BLOCK 5. Thru. Enter the complete mailing address, including the nine—digit
zip code, of the proponent agency FMO.

BLOCK 6. To. Enter the complete mailing address, including the nine—digit zip
code, of the Army FMO: Commander, USAPPC, ATTN: ASQZ-PDT, Alexandria,
VA 22331-0302.

BLOCK 7. Form Title. Complete same as originating DD Form 67.

BLOCK 8. Superseded forms. Complete same as originating DD Form 67.
Add any other forms unique to Army, if appropriate.

BLOCK 9. Prescribing document number.
document.

Enter only the Army prescribing

BLOCK 10. Functional code. Complete same as originating DD Form 67.

BLOCK 11. Type of form. Complete same as originating DD Form 67.

BLOCK 12. Design considerations. Leave blocks 12a—d blank. Complete
block 12e with the same entry as provided on the originating DD Form 67.

BLOCK 13. Purpose and description of use.
information is necessary.

Complete only if additional

BLOCK 14. Internal coordination and concurrence. Leave blank.

BLOCK 15. External coordination and concurrence. Leave blank.

BLOCK 16. DOD component OPR and/or action officer. Enter the name of
the proponent or an individual who can provide technical information about the
purpose and use of the form, do NOT enter the name of the Army FMO.

BLOCK 17. DOD component approving official. This individual must be at
the division director level or above and is normally the approving official for the
respective prescribing publication for the form.

BLOCK 18. DOD component and/or command forms management officer.
The proponent agency FMO will sign in this block.

BLOCK 19. Approving forms management officer.
this block.

USAPPC will complete

BLOCK 20. Class of form. Leave blank.

BLOCK 21. Related forms. Enter any forms that have a related purpose and
function.

BLOCK 22. Construction. Check as appropriate. For set, set continuous, and
Pad, enter the number to be contained in the set or pad.

BLOCK 23. Design considerations.  Self—explanatory.
BLOCK 24. Distribution or delivery.  Self-explanatory.

BLOCK 25. Reimbursable Order No. The proponent agency FMO will com-
plete this block.

BLOCK 26. Change to prescribing publication.  Self-explanatory.

BLOCK 27. Neutral language. Self—explanatory.

BLOCK 28-31. To be completed at USAPPC.
Figure 1-6. Sample of a completed DD Form 67 for Army require-
ments of a DD form(Army user)
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FINANCING NAF MAJOR CONSTRUCTION
FIVE YEAR CASH PROJECTION {(DETAILED)

3. Work Cap

7. Other
(Explain in detail in a footnote)

8. Less: ARM Trust Deposits
(MACOM)

10. Less: FASF Transfers
{Cash Budget,Total Col, Line 27)

13. Add: FASF Transfers
(Same as Line 10 above)

14. Other
{Explain in Detail in a Footnote)

lé6. Less: Capital Purchases
(not assoc with NAFMC)

DA FORM 5911-1-E. JUN 95

Figure 1-7. Sample of an electronically generated form

Chapter 2
Forms Control Files

2-1. General
a. Forms management personnel cannot control forms unless they |, Forms review and analysis are impossible unless you keep

26

know what forms are used within their area of jurisdiction, how and
when they are used, and the quantity of each. DCSIMs, DOIMs, and
IMOs or their designated functional managers will review all forms
periodically (at least annually or when a reprint action is initiated).
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both a numerical (current history file and obsolete history file (if covering the form’s use. If the publication is not available, identify

applicable)) and a functional file (subject, purpose, use, action).(Seethe directive or instructions as shown on the DD Form 67.

paras 2-3 and 2—-4 for details on numerical and functional files.) (d) A permanent record copy of the current edition of the form,
one copy of each previous edition, and five additional copies of the

2-2. Collection of copies and basic information _ current edition (for reprint or other purposes). (To ensure that all
Numerical and functional files cannot be established until you haVeapproved changes have been incorporated into the form, you must
the following required copies and information: always check this file before approving a reprint of a form.)

a. Two copies of every form used within your jurisdiction(inclu-  (e) A copy of the results of forms analyses including considera-

ding forms used Army-wide and command, agency, and l0GJn of the usefulness of each form, design techniques, and possible
forms). Copies of forms will be needed regardless of the type of combining of related forms.
usage or method of reproduction. After you complete the sort de- (4) Disposition instructionsThe numerical history file remains

scribed in paragraph 2éAyou may need extra copies of some of active as long as the form is current. When the file becomes obso-
the forms. Forms submitted from activities should be annotated with|ete it is transferred to the obsolete historical file as explained in

the name of the using office, the approximate monthly usage, andgpelow.

the purpose of the form. Total monthly usage and the number and |, Opsolete numerical history fil@his file will include a sepa-

location of the users should be noted when the form is used by morgate folder for each obsolete form that has been rescinded (dropped).

than one office or activity. . The obsolete numerical history file gives you an excellent tracking
b. Adequate filing cabinets or shelf files and a supply odystem. Moreover, proponents sometimes decide to reinstate an ob-

guidecards and folders. (See para ®4@r details on using these  splete form as it is or with some changes. This file will save time

cards and folders for setting up numerical and functional files; and reduce costs.Obsolete departmental forms can only be reinstated
before you review the sorting and general filing procedures, studyyithin 3 years of obsolescence.

the numerical and functional files description and purpose in para-

graphs 2-3 and 2-4.) 2—4. Functional files
) ) ] Functional files are groups of forms classified by subject and func-
2-3. Numerical history files tion (purpose, use, action). Offices that have the capability may

The numerical history file consists of a current or an obsolete (if capture the functional data elements and maintain this information
applicable) history file for each form. Your files will include all on an automated system. Major action and specific classification
forms within your jurisdiction, including forms used Army-wide purpose, content, sorting and filing, and disposition instructions for
and command, agency, and local forms. These numerical files confunctional files are explained below:

tain information such as the form number, title, description, justifi- 5. Major action classificationThe subject of the form is “what
cation, specifications, and routing information.Information for this the form is about.” Table 2—1 shows the functional codes on the
file is obtained from the DD Form 67 that is submitted to request major action classification for forms filing. Subject classifications
approval of the form. Current and obsolete history files are de- gre listed such as “Manpower, Reserve Affairs (1000),”Military
scribed as follows: S Personnel (1300),” and“Civilian Personnel (1400).”

a. Current numerical history fileThis file will include a separate b. Specific classificationThe action (function, purpose, use) of
folder for each form that is currently being used within your juris- the form is“what the form will accomplish.” Table 2—2 provides the
diction. General filing instructions, purpose, and file content are specific classification subjects and filing code numbers. Specific
described as follows: subject classifications are listed such as “Activity or Progress

(1) General filing instructions. Reports (02),” “Address, Location, and Telephone Numbers (03),”

(@) Until files are organized, you may want to label guidecards and “Assignment and Detail(07).”
and folders with pencil. Forms will be grouped first by category . Purpose.The functional file—
such as DA; DD; OF; SF; and command, agency, and local forms. (1) Is a valuable tool for forms management, analysis, and

(b) Make a separate guidecard for each grouping such as DA,design.

DD, and so forth and label each one. (2) Serves as a cross—reference with the numerical files. This

(c) Make a separate folder for each form and label it with the functional file is a ready—reference of all existing forms by function;
number of the form. it will help you locate forms when the form number and title are

(2) Purpose.The current numerical history file— unknown.

(a) Gives a complete history of the form. (3) Brings together all forms pertaining to a given function to

(b) Is a valuable tool for forms management, analysis, amdevent development of duplicate forms for similar functions or for
design. those already prescribed at a higher level.

(c) Ensures that all approved changes have been incorporated (4) Brings together like or similar forms that may be combined
when a reprint is approved and processed. into one form.

(d) Serves as a cross—reference with the functional files described (5) Reveals duplication of records or reporting in the same or
in paragraph 2-4. different organizations and units.

(e) Ensures that a proposed new form does not duplicate or is not (6) Provides a way to review existing forms for ideas on design,
similar to an existing form. construction, and filing.

(f) Provides a way to review existing forms for ideas on design, (7) Saves time and reduces the costs of paper, design, construc-
construction, and filing. tion, printing, and duplication.

(g) Allows for verification of the form number or title when new d. Functional file content, sorting, and filingrile content and
stock must be requisitioned. details on sorting and filing are as follows:

(h) Saves time and reduces the costs of paper, design, construc- (1) Functional file contentThe functional file will consist of—
tion, printing, and duplicating. (a) A separate guidecard for each subject (major action classifi-

(3) Current numerical file contenEach file folder will include cation) per table 2-1. The guidecard will be labeled to show the
the following: subject filing code number and the subject. (See fig 2-1 for a

(&) The DD Form 67 for each new form (including rough drafts sample functional file drawer.)
of forms) and for each revision or reprint. This form will give you (b) A separate folder for each action (function, purpose,
information such as form description, justification, routing, amnse)specific classification per table 2—2. The folder will be labeled
specifications. to show the action filing code number and the action.

(b) All correspondence pertaining to the form. (2) Functional file sorting and filingThe procedures for sorting

(c) A copy of the current prescribing publication or instructions and filing by major action and specific classifications are as follows:
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(a) Be sure you have adequate filing cabinets or shelf files, 2-5. Department of the Army Form 642 (Forms

guidecards, and file folders. Information Record)
(b) Sort forms and determine subject (major action classifica- DA Form 642 is used to control form numbers. This form is availa-
tions) per figure 2-1. ble through normal publications channels. Since this form is used

(c) Begin by labeling guidecards and folders in pencil with sub- for only internal recordkeeping, offices that have the capability may
ject classifications. Then, you can make changes as you continue théapture the data elements of DA Form 642 and maintain them on an

sort. automated information system. The following procedures explain
(d) Add and eliminate folders as needed until you determine your "OW to use DA Form 642 to control form numbers:
subject classifications. a. Numerical card filesNumerical card files are used as follows:

(e) Study the form carefully if the title does not clearly indicate (1) Type the assigned form number in the appropriate box on the
the correct functional subject grouping. card.
() Set up a “miscellaneous” folder for the initial stages of sorting
for the few forms that do not fit into a grouping. As you continue
your sort, you may determine the grouping by comparing the ques-
tionable forms with other forms. If you still have questions, you
may need to contact the proponent or users of the form to determin

the category.

(g9) Look for forms that perform more than one function. If you
have sufficient reason to file the form under more than one subject, ) ) ; )
make additional copies of the form and file under the related sj,ub- b. Alphabetical card fileAlphabetical card files (completed after
jects. If you are filing the form under more than one subject classifi- approval of the _form) are used as— L
cation, be sure to make cross—file notations on the folders.Thorough (1) A current file of all the forms approved by your organization.
analysis should keep cross—file references to a minimum. (2) A cross-reference to the numerical card file.

(h) File all forms with the same subject classification in the same (3) A source of data for progress reports on forms control
folder, regardless of origin of the form. activities. _ _ _

(i) Begin your specific classification sorting after you have fin- c. Index.NumencaI_ and alpha_betlcal c_ard files may be used by_
ished the major action classification sort. Again, you may want to Fom"?af‘ds or_agencies to pUb“Sh the index of forms under their
label folders and guides with pencil until you have finished the sort. Jurisdiction. AR 25-30, requires that DCSIMs, DOIMSs, and IMOs
A “Manpower, Reserve Affairs and Personnel’form (“1000” per maintain an inventory and index of issued forms and update them at

“p ~piv g  (ueom least once a year.
table 2-1) used for“Activity or Progress Reports” (“02" per table . ) . .
2-2) is cl)assified as “100%/,, for fiIir?g.A “Mar?power(, Resgrve Af- (1) Use the numerical card file to develop the numerical portion

fairs and Personnel” form used for “Address, Location, and Tele- of the index. . . .
phone Numbers’is classified as “1003" for filing. A*Military (2) Use the alphabetical card file to develop the alphabetical

Personnel” form(“1300” per table 2—1) used for “Address, Location, portion of the index, when applicable. .
and Telephone Numbers” (“03" per table 2-2) is classified gs(3) Flag newly approved forms so they can be included whenever
“1303" for filing. ﬁ]e index is changed or revised.

() Put a filing code number at the top of each form to show the d. Other uses of DA Form 64BA Form 642 is also used to—
subject and action classification as describedi)inabove. When (1) Count forms inventory. . i
people remove the copy for review, they will know where to refile ~ (2) Cross—reference the forms functional files.
it. If a form in the major action classification of “Manpower, Re-  (3) ldentify forms’ originators. o
serve Affairs and Personnel(1000) is used for two actions such as (4) Suspense the supersession or rescission of forms. When you
“Activity or Progress Reports” and “Assignment and Detail,” make eceive notice that the supersession or rescission has been published

a cross—reference notation on both copies. (File one copy of then @ publication or an index, withdraw the card from the file and
form in the “1002” folder and the other in the “1007” folder.) post the supersession or rescission date on the card. The card should

Thorough analysis should keep cross—file references to a minimum€n be placed in the obsolete file.

(k) Be careful not to break down too much. Further breakdowns
beyond the “1002,” “1003,” and“1007” types discussedi)irand (j) R
above are rarely needed. You want to be able to compare forms that)
fall into similar groupings. However, if the number of forms in one
specific classification folder becomes difficult to handle, you may
further break down and set up additional folders. You know your

forms; you are the one who will have to find, reference, update, i5in the information on an automated information system. (DA Form
analyze, and control your forms and files. , 4815-R will be locally reproduced or¥s8 by 11-inch paper. A

() Try to return forms to their files as soon as possible after use.copy for reproduction purposes is located at the back of this
If other people are using your files, consider asking people who arepamphlet.)

not forms specialists to return the form to you for refiling. If forms

are filed in the wrong place, your time will have been wasted, and2—7. Review of proposed publications

your files will not serve their purpose. An important element of a successful forms management program is
(m) Use your functional files (and your numerical history files) the prepublication review of all publications for forms implications.

whenever you analyze a proposed new form. Also, these files will This review will ensure that—

be critical when you do your annual forms review. These files will a. Each form referenced in the publication is correctly cited by

help you answer the detailed analysis questions covered in chaptenumber and title and that it is current and available to users.

3. b. Each form prescribed by a publication has been approved and
e. Disposition instructionsForms are removed from the func- provisions for supply to users have been made. Supply may be by

tional file when the form is superseded or rescinded (dropped). Iflocal reproduction, stock and issue, or by requisition through normal

the form has been replaced by another, the new form goes in thigublications supply channels.

file. c. The need for a new form has not been overlooked. Proponents

do not always recognize that their prescribed procedures could be

(2) File the card numerically.

(3) Remove the card from the numerical file when the new form
has been approved and complete the remaining items on the
form.These items include the title of the form; date; originating
é)ffice;type of construction (cut sheet, card, set, and so forth);
monthly usage; purpose; and prescribing publication.

(4) File the completed card alphabetically (by form title) with the
other completed cards. This file is the alphabetical card file.

2-6. Department of the Army Form 4815-R(Forms Control

egister)

CSIMs, DOIMs, and IMOs or their designated functional manag-
ers will maintain records of all forms control actions using DA

Form 4815-R (Forms Control Register). Since this form is used for
only internal recordkeeping, offices with the capability may main-
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accomplished more efficiently with a well-designed form. The pro- Table 2-2
ponent and the forms manager should work together to design &pecific Classification for Functional Files
form to fit the procedures.

d. A new form being prescribed does not duplicate an existing

Code

Subject category

form or a form already prescribed at a higher level. The possibility 5
of combining forms should also be considered.

e. Proponents realize when control or approval of other agencies4

is required. Early recognition of the need for approvals and control

numbers will eliminate delays in publishing.

f. Forms are numbered correctly and the supersession of forms |ss
shown on the form and in the publication’s supersession notice. 9

g. Proponents are alerted early to the possibility of electronic 19

generation. The prescribing publication must state that electronic

3

generation is authorized, give signature requirements, and provide; 3
information such as whether all data elements must remain the same4
or flexibility is allowed. If the directive does not state the require- 15

ments and flexibility, users and proponents will be continually bur- 16

dened with requests for approval of electronic generation.

Table

2-1

Major Action Classification for Functional Files

Code

Subject category

1000
1100
1200
1300
1400
2000
2100
3000

3100
3200
3300
3400
3500
4000
4100
4200
4400
4500
4600
4700
5000
5100
5200
5300
5400
5500
6000
6100
6200
6300
6400
7000
7100
7200
7300
7400
7500
7600
7700
7800
7900

Manpower, Reserve Affairs, and Personnel

Manpower

Reserve Forces

Military Personnel

Civilian Personnel

International Programs and Security Assistance

Mutual Grant and Reimbursable Aid

Planning, Research and Development, Intelligence, and Com-
puter Technology

Military Planning and Readiness

Research and Development

Intelligence

Computer Technology

Space Systems and Programs

Logistics, Acquisition, and Resources Management

Maintenance, Property, and Supply Management

Requirements, Production, and Acquisition

Priorities and Allocations

Transportation

Communications

Natural Resources

General Administration

Organization and Functions

Security

Office and Administrative Services

Public Information

Legal and Legislative

Safety, Health, and Medical

Physical Fitness

General (Preventive Medicine)

General Medicine

Special Fields

Comptrollership

Budgeting

Appropriations Accounting and Control

Disbursements and Receipts

Revolving Funds

Property Accouting

Auditing

Information Resources Management

Contract Financing

Automatic Data Processing

Accounts and Audits
Activity or Progress Reports

Address, Location, Telephone numbers, Name change, etc.

Admissions and Treatments
Allotments and Insurance
Appointments and Commissions
Assignment and Detail

Attendance, Leave, Overtime
Authorizations

Bills of Lading, Dray Tickets and Manifests
Casualty, Death, Missing, Injury
Certifications

Charge—out and Filing Devices
Claims

Classification and Qualification

Code Sheets

Contracts and Agreements

Control Devices, Records

Courier and Messenger Service
Decorations and Awards

Distribution, Delivery and Disposition
Duty Status

Education and Training

Efficiency

Employee Relations, Housing and other Personnel Matters
Envelopes, Letterheads, Labels, and Tags
Examinations

Histories and Personal Data
Identification

Inspections and Tests

Inventories

Investigations, Studies, etc.
Maintenance and Repairs
Notifications

Orders

Ordnance and Ammunition

Passes and Permits

Payrolls and Time Records

Prisoners and Discipline

Proceedings

Production Reports

Purchase

Radar and Radio

Real Estate

Receiving and Receipts

Recruitment, Enlistments and Induction
Registers and Logs

Registration

Requirements

Requisitions, Requests and Work Orders
Retirement and Pensions

Rosters and Strength Reports
Routing, Memo, Transmittal and Action Slips
Salvage and Destruction

Schedules

Separations and Discharges

Shipping

Specifications

Storage and Issue

Subsistence (Laundry, Clothing, Food)
Transfers, Status Changes

Trails

Vouchers

Work Sheets, Graphs, Charts, etc.
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5149 Requirements

5100 Organizations & Functions 5130 Inspections & Tests
(General)

4631 Inventories

4600 Communications 4615 Classification & Quaiification
(General)

4121 Distribution, Delivery & Disposition

4117 Contracts & Agreements

4102 Activity or Progress Reports

4100 Maintenance, Property, and 4101 Accounts & Audits
Supply Management
(General)
1417 Contracts & Agreements
1407 Assignment & Detail
1400 Civilian Personnel 1403 Address, Location, Telephone Numbers,
(General) Name Change, etc.
1317 Contracts & Agreements
1307 Assignment & Detail
1300 Military Personnel 1303 Address, Location, Telephone Numbers,
(General) Name Change, etc.

1007 Assignment & Detail

1003 Address, Location, Telephone Numbers,
Name Change, etc.

1000 Manpower, Reserve Affairs 1002 Activity or Progress Reports
and Personnel (General)

/V/I/l/Vl/L/l/l/l/l/VW

|/I/I/I/I/L/I/I/I/I/\/I/I/I/

Figure 2-1. Sample Functional File Drawer
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Chapter 3 (3) Do not create a form that duplicates the function of a higher

Forms Analysis, Design, and Construction echelon form.
Techniques and Standards (4) Limit the number of copies required to the minimum.
(5) Do not consider designing a specialty form when a simple
Section | construction meets the need.
Forms Analysis (6) Reduce the administrative workload by considering simplify-
ing the design, construction, and preparation instructions.
3-1. Forms analysis objectives (7) Conserve printing and duplicating funds.

Forms analysis is the systematic and creative process used to estab-

lish the necessity, purpose, use, design, and cost of a form. Before 8-3. Initial planning

form can be effectively designed, it must be thoroughly analyzed. Once you have considered the questions and requirements described
Initial analysis may even reveal that a form is not necessary; per-in paragraph 3-2, you are ready to plan your form as follows:
haps an existing form with minor revisions will meet the need. The a. Initial steps and question®uring the early stages, do the

objectives of forms analysis are to ensure that— following: - _ o _
a. Productivity is increased in forms preparation, use, filing, and (1) Decide what information is to be transmitted or recorded.
retrieval. (2) List the required and related data elements with the required
b. The number of forms is kept to a minimum. procedures. _
c. Data element relationships are readily apparent through consis- (3) Determine the routing for the completed form.
tency and adherence to standards. (4) Determine whether a single—copy (cut sheet) or multiple—part

d. The effectiveness of the Army and the forms system is im- form is required. If a multiple—part form is required, its construction
will depend on how it is to be filled in, how many copies must be

proved by the form. d i dh ¢ filled in dailv b
e. The form communicates and meets the needs of the originator,.ma. e at one time, and how many forms are filled in daily by one
processor, and user. individual. At this point, careful planning can eliminate the printing

f The form is cost effective. of unnecessary copies and the reproduction of additional copies.

g. The form meets the objectives of forms management discusse \;(;uthcrizg%eggr?glfwthe appropriate design by answering questions
in paragraph 1-4. (a) Who needs the information?

(b) When will they need it?

(c) How many people need the information (in turn or
simultaneously)?

(d) Who will fill in the form?

(e) How often will the form be used?

(f) Is the form for record purposes only?

b. Correlation of forms with proceduredfter making the deci-
sions ina above, determine how the information on the form will be
used in connection with procedures, office machines, and informa-
tion systems.

(1) The sequence of entries on the form should parallel the se-
guence on the chart when data obtained from the form will be

3-2. The proponent’s role

a. The originator (publication proponent or action officer) is re-
sponsible for initiating a form and its prescribing publication.Forms
that do not have a prescribing publication will not be put into the
Army system. (See para b-fr details on prescribing
publications.)

b. The originator must decide if the form is essential and con-
sider the following questions before prescribing a form:

(1) Is the form really necessary?

(2) Will the form fit the present or anticipated procedure?

(3) Will the form improve operations?

(4) Will the form be economical to use? compiled on a statistical summary chart.

(5) How many copies of the form are needed? (2) The proper grouping of related data is helpful when informa-

(6) At what level will the information be entered, processed, and tjon is posted from one form to several other forms or records. For
used? example, you might divide a form requiring personal history data

(7) Should the form be electronically generated? (See para 1-20.)nto three groups: the first for personal data, the second for military
c. The originator must consider the needs of the responders(thoseistory, and the third for medical history.

who fill out the form), the processors (those who process the form), ¢. Recurring informationAfter reviewing the standard items of

and the users (those who need the information). information, such as legal clauses, certificates, statements, or affir-
(1) Responders need a form that— mations to be entered by the person filling out the form, decide how
(@) Will be easy to complete. to make them permanent parts of the form.
(b) Has enough space for entering required data. ) ) )
(c) Has data elements that are understandable. 3-4. Costs involved in forms development, production,
(d) Has clear, concise completion instructions. and processing

(2) Processors take some action after a form has been filled in_Forms costs should be qompiled on Standard Form (.SF). 335(Su-
Processors need a form that— mmary Worksheet for Estimating Forms Costs) and maintained as a
. . routine part of forms analysis. SF 335 is stocked and issued at
a) Has an orderly arrangement of the information (for example, . -
sesql}encing and aliéj/ning o% the data elements) ( P .U.SAPPC’ ATTN; ASQZ-PM, AI(_exandrla, VA 223.31_0302'Add.'
(b) Has a design that is uniform and com atibie with anv related itionally, SF 335 may be elgctronlcally .gene.rated wnhout exception
9 P y approval by General Services Administration, provided the elec-

forms. . tronic form matches, as closely as possible, the official printed
(3) Users may or may not be originators. Users need a forMegition of the form, including all data elements, instructions, and

that— ) . ) identifying information. The form number will not be altered to
(@) Collects timely and accurate information. show ““R” or “—E”. The date of the form will be the same as the
(b) Collects information efficiently and economically. current edition of the printed form. For instance, administrative

d. The originator must look at the total picture. The prescribing costs(recurring costs based on the fil-in and typing time) can be
publication; the needs of responders, processors, and users; and thamatically reduced by effective analysis and layout (redesign).The
form (its design, construction, and the number of copies required)example in table 3-1 shows savings as a result of redesigning a
are all important parts of analysis. Some analysis guidelines are asorm; the savings in this example are 583 workdays and$46,670.
follows: Such data are extremely useful in determining whether a form

(1) Do not create a form if there is no need for it. should be revised or if two or more forms should be consolidated.

(2) Do not perpetuate obsolete or redundant forms.
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Section |l (b) The dimensions of forms are determined by the amount of
Forms Design and Construction information to be included. The sizes must conform to standard
Office of the Secretary of Defense (OSD) designs all DD and DOD dimensions for printing, packaging, storing, and filing; fit standard
sponsored forms. These design standards apply to DA, commandoffice machines for fill-in; and fit standard size envelopes.

agency, and local forms. b. Card forms.
_ o (1) Guidecards.These cards are used according to chapter 2 for
3-5. Forms design objectives your control files. They are available in—

a. Forms design is the systematic and creative process used to (a) 8% inches by 11 inches.
develop high quality forms that efficiently and economically serve  (b) 8% inches by 14 inches.
their purpose. Well-designed forms meet the needs of originators, (2) Vertical filecards.These cards are used for some forms. (See
responders, processors, and users. Placement of required form elgig 3—-1 for samples and margin requirements.) They are available
ments; spacing; arrangement; grouping, aligning, and sequencing ofn—
data elements; layout (such as box design or columnar and tabular (a) 5 inches by 3 inches.
arrangements); kind, grade, and weight of paper; style and size of (b) 6 inches by 4 inches.
type; shading; and clear instructions are used to ensure that forms (c) 8 inches by 5 inches.
meet the objectives below: (3) Visible index cardsOn visible index cards, the image extends
(1) Comply with legal and regulatory requirements. to the horizontal perforation between the form and the stub. The
(2) Include all required elements such as title; command stub size may vary, but it must be at Ieasinch. (Do not print on
agency designator and form number (including “R” for locally re- this stub, and remember that these cards do not have a bottom stub;
producible forms and “E” for electronically generated forms); date; see fig 3—1 for samples and margin requirements.) You need the
proponent and prescribing publication; Privacy Act, clearance state-stub to hold the card securely in the machine while the last line is
ments, and RCS and OMB numbers, when applicable; supersessiobeing typed. When the card is filed, the stub is removed or it is

notices; and signature blocks. turned under if information is to be entered later on the last line.
(3) Provide for easy fill-in of data. They are available in—
(4) Meet editing and consistency standards. (@) 5 inches by 3 inches plus the-inch stub.
(5) Are cost effective and increase productivity. (b) 6 inches by 4 inches plus tle-inch stub.
(6) Are professional looking and do not create image problems (c) 8 inches by 5 inches plus the-inch stub.
for the Army. (4) Postcards.These cards are defined by the Postal Service

b. For technical assistance in forms design including selecting Manual.Postcards cannot be larger thah idches by 6 inches or
paper and developing printer's specifications, contact your DCSIM, smaller than % inches by 5 inches.

DOIM, or IMO. (5) Shipping tagsThese tags are available in a number of sizes
and colors.Some are available in paper, cloth, or both. Cloths come
3-6. Standard sizes of paper and card forms in grades 2 and 3. There are also different types of ties such as wire

Before you design your forms, you need to consider sizes.To makeand twine. Cuts vary; some are laminated; and still others are perfo-
things easier for you and to reduce costs, sizes have been standarcated or have reinforced holes. If you have questions or problems
ized. The argument for standard sizes does not rest on reduced paperith shipping tags, contact Commander, USAPPC, AT-
costs alone. The greatest savings are in the areas of machineIN:ASQZ-PM, Alexandria, VA 22331-0302. In general, the fol-
equipment, and supplies; the Government and the Army are alsdowing sizes are available for shipping tags:
trying to standardize these. When a nonstandard size form forces (a) 2% inches by % inches.
use of other nonstandard items, the costs rapidly increase.Use of (b) 3% inches by ¥s inches.
information technology may require that you deviate from estab- (c) 3% inches by % inches.
lished size standards for forms that must be compatible with various (d) 4% inches by 2z inches.
processing machines. Forms should be designed no larger’than 8 (e) 4% inches by 2s inches.
by 11 inches, whenever possible. (Any Army—wide fdanger than (f) 5% inches by 2 inches.
872 by 11 inches must be justified, in writing, to the Commander, (g) 5% inches by 2s inches.
USAPPC, ATTN:ASQZ-PM, Alexandria, VA 22331-0302.) Sizes (h) 6%4 inches by 3s inches.
for paper forms, card forms, and shipping tags are as follows: )
a. Paper forms. 3-7. Margins ) ) ,
(1) Finished form sizes from jumbo sheStisets of paper The margin of a form is the space outside the body of the printed

(based on multiples off8by 11 inches) are cut into equal divisions Matter. With the exception of certificates, tags, and labels, the entire
to provide finished forms. (Be sure to check the margin require- Pody of @ form should be enclosed in a lined border. Margins vary

ments in para 3—7; after you have finished your design, see paradith. and are determined by, the method of reproduction, fill-in,
3-10 and 3-11 for details on the grade and weight of paper.) A 17— inding, and filing requirements.Reproduction equipment requires

by 22—inch sheet can be cut into the following finished form sizes; Margins as working space for mechanically gripping the paper dur-

(a) 4% inches by % inches equals 16 cuts ing the printing and trimming processes. Margins for forms are as

. . follows:
?3 gi’:: :::::R:: l?))}: ;zli::ﬂ;is ez%l;?és 88 CEI:;S' a. Paper stockUnless the form has special construction or print-

(d) 8% inches by 11 inches equals 4 cuts ing specificatio_ns, use a top ar_1d bottom margin of &frac36; inch;
(2) Letter and legal sizeThe standard sizes for paper forms are and side margins of &frac510; inch. (See fig 3-1 for a sample.)M-

872 inches by 11 inches (letter size) anid $ches by 14 inches %rgéziggrrgggpsmthbeglésﬁu|re hole punching or binding are specified

(legal size). The Judicial Conference of the United States haﬁl Card stockWhen you use card stock, provide at Igastnch
adopted letter—size paper as the standard of use throughout thfenargin on the top, bottom, and both sidés. On visible index cards

Federal court system. Thereforé-8by 11-inch paper is the only the image extends to the horizontal perforation between the form

sizg ac.ceptable. for forms involved with the Federal court System- 54 the stub. The stub size may vary, but it will never be les%than
.This size requirement, however, does not apply to trial exhibits. inch. (See fig 3-1 for samples.)

(@) A form may be designed with either the small dimension or = " gleeding.When you must extend the image of a form to the
the large dimension as the reading width. You will always refer to edge of the paper, this is called “bleeding.” Bleeding should be

the width first and then the length. For example, letter siz&/4s 8 4, giged. Bleeding may result in wasted paper and trimming charges.
inches by 11 inches. However, if you turn the paper sideways and . Mmachine fill-in.When you design forms that will be filled in

type in that position, you refer to it as 11 inches By ifiches. by machine, provide a minimum bottom margin ¥finch; this
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margin will keep the paper from moving out of line or slipping out basic size of 17 by 22 inches weighs 16 pounds; 500 sheets of the
of the feed rollers. same size of “substance 20” would weigh 20 pounds.

e. Binding and filingWhen you design forms that will be bound b. Index paper is also based on the weight of a ream of 500
and filed, only the binding edge will be affected. The binding sheets, but the basic size is¥2%y 30 inches.
margin must be wide enough so that punching or binding will not o
obscure any of the information on the form. Figure 3-2 illustrates 3—12. Identification _ o
the following binding requirements: All forms must have a title and form number for identification and

(1) Ring binder.The binding margin is increased according to the control. This identificatic_)n .Si”?p“ﬁes refgrence to_forr_ns and facili-
binding ring size. A 1-inch ring binder requires a 1—inch margin. tates the printing, requisitioning, stocking, and issuing of forms.

(2) Post binder.The binding margin depends on the capacity of 3 ;3 Development of the title
the binder.The standard 2-inch size binder requitésinehl  The title of the form should be brief but complete enough to cover

margin. ] the form’s function and subject. The following guidelines will be
(3) Prong-type fasteneForms may be fastened in a folder at the ysed when developing titles:
top or side. The binding marginsinch to 1 inch from the binding a. Build titles around a key word which indicates the function of
edge to the body of the form. the form.
) b. Avoid the use of key words such as “card,”form,” “sheet,”
3-8. Paper selection and “blank”; these words refer to the physical character of the form,

In addition to specifying paper size and margins in forms design andpot its function.

construction, you must select the type, grade, and weight of the ¢ gelect a good key noun and then include a complete and
paper, taking into consideration special requirements for two-sidedgescriptive group of adjectives.

forms, continuous (pinfeed) construction, and window envelopes (1) Taple 3-2 gives a list of suggested key words for titles.
(see sec Ill). Paper selection is discussed in paragraphs 3-9 through (2) Examples of complete versus incomplete titles are as follows:
3-11, for additional guidance consult your DCSIM, DOIM, or IMO. (a) “Excess Personal Property Report” rather than “Property

Report.”
3-9. Paper types (b) “Reproduction and Printing List” rather than“Work List
The kinds of paper most commonly used for forms reproduced bySheet.”
letterpress or offset printing are ertlng, offset, bond, manifold, (c) “Personal Services Fund Estimate” rather than “Funds
ledger, and index. Paper for forms is selected based on the followgii14te

ing general factors: (d) “Office Supplies Inventory Notice” rather than “Inventory

a. Method used in making entries. Notice.”
b. Printing and duplicating process involved. ~ (e) “Weekly Backup Summary” rather than“Weekly Slip.”
c. Safety (protection against alteration of entries made on certain
forms). 3-14. Placement of the title on the form
d. Visual efficiency (appropriate degree of opaqueness to prevent a. General purpose fornCenter the title at the top or place it at
showthrough of two-sided printed forms). the top left corner, inside the lined border. (Set the title in 10—point
e. Appearance (the effect on the preparers and users of the form)bold type whenever possible, using capital letters.) (See figs 3-3 and
f. Thickness or weight of paper practical for the— 3-4 for design standards.) _
(1) Number of carbon copies to be made in one writing. b. Ledger formCenter the title at the top or place it at the left of
(2) Method of form fill-in such as pencil, pen, typewriter, or filing and indexing data.

machine. c. Vertical filecard.Center the title at the bottom. This placement
(3) Mailing purposes. uses the space necessary to hold the card in the typewriter and
(4) Filing method and available filing space. places filing information at the top for maximum visibility. (Set the
g. Retention period of the filled—in forms. (See para 3-10 for title in 8—point bold type, whenever possible, using capital letters.)
details on ‘rag content.’) (Sge \?i%itﬁgsirrg;xacglgﬁlrgfg tthséjl rrt1iﬂ|ee .)near the top and put the
h._Economy (the least expensive paper available and adequate fofiling information at the bottom. (Set the title in 10—point bold type,
the job). whenever possible, using capital letters.) (See fig 3-5 for a place-

3-10. Paper grades ment sample.)

The grade of paper to be used for your form depends on how longz_15 Form number and issue date

the form will be retained and how often and how much the form 5 Each form is assigned an identification number which consists
W|“ be handled. Cost IS, Of course, a|SO a faCtOI’. A Sat[sfactory of a basic number (assigned in numerical Sequence) and a date of
grade should be selected but should not exceed the retention periogsye (the date of original issue or latest revision). If a form consists

and durability required for your form. of separate sheets, the form number and date of issue will be printed
a. The most common materials in paper are rag, chemical wood-on each sheet.
(sulphite) pulp, or a mixture. b. Occasionally, it may be helpful to use suffixes for a series of

b. Paper made of a rag and chemical wood pulp mixture is“rag closely related forms that need to be identified in their sequential
content” paper. The “rag content” is expressed as a percentage; fouse relationship. For example, a series of forms, used in predeter-
example, 25 or 50 percent rag. “Rag content” increases the retentiomined sequence and involving the same subject or issue, could be
period and durability of the paper; the more rag you have the betterdistinguished by numerical suffixes (DA Form 9999-1,9999-2,
the grade of paper. A paper of 25 percent “rag content’is recom-9999-3). When the numerical suffix is used, the first or basic form
mended for moderate handling and a 15— to 30—year required retenin the series will not carry the suffix designation. Only the second

tion period. and sequential forms will be assigned a suffix. In general, avoid
using alphabetical suffixes because some letters denote specific des-
3-11. Paper weights ignations; examples are “E” for electronic generation, and “R” for

Paper is ordered based on weight (substance) and tkdeal reproduction.

ckness.Substance is expressed as weight in pounds of a ream of 500¢. The location of the identification number on the form varies

sheets of basic size paper. because of filing and binding requirements. The prescribed form
a. For example, “Substance 16" for a sulphite paper (writing, number locations are as follows:

bond, manifold, and ledger) means that a ream of 500 sheets in the (1) Internal Army formsThe form number and the date of issue
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(for example,"DA FORM 1234, AUG 94”) are printed in the lower (1) Only principal HQDA officials (Secretariat and Army Staf-
left margin, outside the lined border. (Set the form number and datef)will be the proponents of Army regulations, DA circulars, DA
in 10—point bold type, whenever possible, using capital letters. Seememorandums, numbered HQDA letters, and DA general orders.
fig 3—4 for a sample.) When the form is continued on the reverse,These are publications that promulgate policy.

the same identification information will also appear in a like posi- (2) Field operating agencies and MACOMs may be the propo-
tion on the back of the form; for example, “DA FORM 1234, AUG nents for administrative publications other than those listed in (1)
94 (Back).” (Set this form number and date in 8—point italic when- above when the preparation responsibility is assigned to them by a
ever possible. Use upper and lower case letters for the word “Ba-principal HQDA official.

ck.”) When a form is more than two pages, the form number and b. Paragraph 149gives details on prescribing publications. Re-
date will be placed in the lower left margin, outside the lined quirements for preparing the prescribing publication and proponent
border, beginning with page 2; for example, “DA FORM 1234, line are as follows:

AUG 94.” (Set this form number and date in 8-point italic when- (1) Enter the number of the prescribing publication and the pro-
ever possible.) The page designation will be placed in the lowerponent agency in the title box directly below and centered under the
right margin, outside the lined border; for example, “Page title. (Set the prescribing publication and proponent line in 8—point
of__." (Set the page designation in 8—point italic, using upper and type, whenever possible; capitalize only the initial letter of the first
lower case letters.) The page numbers will be filled in as each pagevord and any words that would always be capitalized such as Army,
is designed. Placing the form number and date of issue in the lowewNirginia, MACOM. See fig 3—-4 for a sample.)

left margin has the following advantages: (2) Place the prescribing publication and the proponent agency as
(a) Serves as an aid in printing, stocking, and requisitioning close as possible to the title when the title must be placed other than
forms. centered at the top. (See fig 3-3 for a placement sample.)
(b) Permits the form number to be seen readily when bound at
the top. 3-18. Requirement control symbol, Office of Management

(c) Prevents tearing into or obliterating the number and date ofand Budget, and interagency report control numbers
issue when the form is stapled in the upper left or right margin. All forms used by the Army must be cleared with the DCSIM,
(d) Uses the space needed as gripper to hold the form in theDOIM, or IMO or the designated forms functional manager. Some
typewriter. forms, however, must also be cleared with other offices. These are

(2) Vertical filecard. The form number and the date of issue are forms that will collect information that is subject to the Privacy
printed in the lower left margin. (Set the form number and date in Act(para 3-21), those covered under requirement and reports con-
8—point bold type, whenever possible, using capital letters. See ﬁgtrol, those subJect to OMB review because they (;ollect information
3-5 for a placement sample.) from the public, and those subject to GSA review because they

(3) Visible index cardThe form number and the date of issue are collect information from other Federal agencies. (See para 1-15 for
printed above the filing data area, preferably near the top. Thisfequired processing for internal and external reporting forms.) Gen-
exception is necessary because of the visible record equipment i@l requirements for RCS (internal), OMB(public reporting), and
which the form is filed. (Set the form number and date in 8—point interagency report control numbers are listed thmoughc
bold type, whenever possible, using capital letters. See fig 3-5 for abelow.Instructions for forms requiring GAO approval are covered in

placement sample.) paragraph 3-19. S
a. Internal reporting formsThe IMCO having jurisdiction over
3-16. Supersession notice the form will assign RCS numbers to forms requiring them. An RCS

Revised forms or new forms that replace existing forms will contain is used to identify cleared reports, both recurring and one-time
an appropriate supersession notice in the center of the bottom marrequirements. (See para 1-15 for more information.) Requirements
gin to the right of the form number. (Set the supersession notice infor preparing RCS numbers are as follows:
8—point type, whenever possible, using capital letters.See fig 3—4 for (1) Insert the RCS number in the block reserved for it in the
a sample.) Requirements for preparing the supersession notice are apper right corner of the form inside the border. (Set in 8—point
follows: bold italic type, whenever possible. See fig 3-6 for a sample and
a. When the revised form will have the same number as the instructions.)
previous form, an example of a supersession notice is:"PREVIOUS (2) Be sure the RCS number appears on each printed copy of the
EDITIONS ARE OBSOLETE.” If the previous edition of a form form.
may be used until stock is exhausted, an example of a supersession b. Public reporting formsForms that are subject to the Paper-
notice is: “PREVIOUS EDITION MAY BE USED” or “EDITION work Reduction Act of 1980 must be cleared by OMB and assigned
OF (date) IS USEABLE UNTIL STOCKS ARE EXHAUSTED.” an OMB control number.These are forms that collect information on
b. When the form will have a new number (often when the forms identical items from 10 or more people outside the Federal Govern-
have been consolidated, an example of a supersession notieat. (See para 1-15 for information on processing and 3-20 for
is:"REPLACES DA FORM 2113, DEC 88, WHICH IS the Agency Disclosure Notice.) Place the statement “Form Ap-

OBSOLETE.” proved” and the OMB control number and expiration date in the
c. If a form number has been rescinded, that number will not be upper right corner of the form inside the border. (Set the OMB
assigned to a new form. control number and expiration date in 8—point bold italic type,

d. If an obsolete form is reinstated within a 4-year period, the whenever possible. See fig 3-6 for a sample.)
same form number may be reassigned; however, a new issue date c. Interagency reporting form$orms used to collect data from
will be used. In general, a new number is preferred to eliminate other Federal agencies must be assigned an IRCN by GSA. (See

potential confusion. para 1-15 for more information.) IRCNs will be placed in the upper
o o _ right corner of the form inside the border. (Set the IRCN and
3-17. Proponent and prescribing publication line expiration date in 8—point bold italic in the manner of the OMB

a. The proponent for a DA administrative publication will be the example in fig 3-6.)
Headquarters, Department of the Army (HQDA), or the major Army  d. Placement of control numbefEhe order of control numbers is
command (MACOM) that has primary interest in the subject of the as follows, when more than one type is present. The OMB control
publication. When it is not clear who the proponent for a publication number and the expiration date goes first in the upper right corner
should be, the Office of the Secretary of the Army (OSA)and the of the form with the IRCN directly below it, followed by the RCS
Office of the Chief of Staff, Army (OCSA) will determine the directly below the IRCN. Each number should appear in a separate

responsibility for the publication. Specifics on proponent are as block. Forms that require all three numbers are rare.
follows:
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3-19. General Accounting Office approval social security number and date, allow at least 11 and 12 spaces,
Show GAO approval by inserting the words “Form Approved by respectively.

Comptroller General, U.S.” followed by the date of approval in the )

lower right margin, outside the border. (Set in 8—point type, when- 3-23. Instructions

ever possible. See fig 3-6 for a sample.) Clear instructions can help preparers and processors interpret a form
and answer it accurately or process it efficiently.The needs of each
3-20. Agency Disclosure Notice form will determine whether the instructions will be printed on the

Public reporting (public use) forms, subject to the Paperwork Re- form or in the prescribing publication. Identical instructions should
duction Act of 1980, are those that collect information on identical NOt be printed on the form and also incorporated in the prescribing
items from 10 or more people outside the Federal Government.Publication. However, it is often helpful or necessary to print a
These forms require OMB approval and an OMB control number agportion of the instructions on the form and incorporate the remain-
described in paragraph 3-H.8A further requirement for these forms N9 instructions into the directive; many people filling in the form
is an Agency Disclosure Notice.This notice must include the time will not have the dlrectlve_handy._ The following guidelines will be
required for completion of the form and the address where com-Used when you prepare instructions: .

ments concerning the burden estimate or any other aspect of the & Brief general instructions?lace brief instructions at the top of
collection of information can be sent.Figure 3-6 shows the requiredth€ form below or near the title so the preparer will see certain
format, placement, and wording for Department of Defense and themformatlon before completing the form. Examples of these instruc-
Army. (Substitute the response time applicable to your form, but uset'onlS ﬂe_ . ired

the same wording and the addresses on the sample.) This figure also (1) How many copies are required.

: : . (2) Who should submit the form.
gr—]g\gi?]ttkt];pges\'/:/%lr?é?/g?ap:gzsiE)?ee; the Agency Disclosure Notice in (3) Where, when, and to whom copies should be sent.

b. Lengthy instruction®lace lengthy instructions in the prescrib-
ing publication;however, if you cannot do this effectively, then
place these instructions as shown in (1) and (2) below. The text of
lengthy instructions should be set in two or more columns depend-
b1ng on the width of the form. The space between each column will
ﬁ)g Yainch. Text set in columns is easier to read. Place form
instructions—

(1) On the front of the form if there is sufficient space for both
—in data and instructions. Whenever possible, all fill-in spaces on
wo-sided forms should be on the front. This placement eliminates
iring the form over to fill in and process.

(2) On the back of the form if there is not enough space on the
front. If detailed instructions are printed on the back or elsewhere on
; ; . the form, refer to the instructions on the front of the form at the top,
Privacy Act statement and the form using one of the methods in (1)yejw or near the title. This way preparers will see the instructions
and (2) below. before they fill in the form.

(1) If at all possible, include the Privacy Act statement in the ¢ Explanatory instructionsPlace instructions concerning a spe-
body of the form, preferably below the ftitle. Position the statement .ific item of the form with or near that item. (See fig 3-7 for

so it can be seelmeforethe preparer begi_ns to fil! out the form. (Set examples of explanatory instructions.)
in 8—point type, whenever possible, with captions for each break-
down in bold type. Put breakdowns, authority, disclosure, and so3-24. Numbering, grouping, and aligning data elements
forth on individual lines for clarity. See fig 3—7 for a sample.) for continuous fill-in arrangement

(2) Print the statement on the back of the form only when (1)is a. Data standardizatiomhe Data Standardization Program
impossible. If you print the statement on the back, put a note on thespecifies the need for standardizing data elements and codes used to
front of the form, below the title, stating where the Privacy Act capture a variety of information.

3-21. Privacy Act statement

If a form is to be used to collect personal data from an individual,
you must follow the requirements of the Privacy Act of 1974.
Paragraph 1-17 covers important required processing for forms su
ject to the Privacy Act. When designing these forms, do t
following:

a. New or revised formd&Jse AR 340-21 and develop a Privacy fill
Act statement for a form used to collect personal data. Consult Iegalt
counsel, as needed, to ensure that the statement meets the requir,
ments of the law. Be sure to complete the Privacy Act portion of the
form (block 14a) before submitting DD Form 67 to the DCSIM,
DOIM, or IMO. The DCSIM, DOIM, or IMO will integrate the

information is located. b. ArrangementForm arrangement provides for continuous
b. New or revised records systenifsyou have these systems, fill-in without searching or backtracking, encouraging preparer and

follow AR 340-21, chapter 4, when you— processor cooperation, reducing mistakes, and increasing the quality
(1) Develop a new or revised form that is a part of a new records@"d guantity of information.

system. c. Labeling data elementdlumber or letter data elements on a

form for easier and faster reference as describédbielow. Insert a
period after the numbers or letters except for letters under column
3-22. Spacing headings. (See fig 3—4, items 7 and 13, for examples of this excep-

Horizontal and vertical space requirements are determined by thdion.) Do not use numbers for column headings if those columns

method used to fill in the form and the amount of space required byWill not be used for information fill-in. (See the top of fig 3-8 for
the entry. an example of this exception.)

a. Hand fill-in d. Establishing levels of data elemerit®st forms contain three
’ - ’ . levels of headings: primary, secondary, and tertiary (1., a., and (1)).
(1) Horizontal. 10 characters per inch. M gs- p y : Y y .
. L o . ore complex forms may contain further breakdowns; for example,
(2) Vertical. &frac16; inch to &frac26; inch between horizontal SECTION I, Part A, 1., a.,(1), (a), Part B, 1., a., (1), (a). Of course,
ruIes.Wheneyer pos§|ble, use at least &frac26; inch. you will rarely need all of these breakdowns on one form. When
b. Typewriter fill-in. _ you have “SECTIONS” without “Parts,” align data elements using
(2) Horlzontz_;ll. 10 characters per inch. (Add an extra space 10 the preakdown style of “SECTION |, 1., a., (1), (a)."Figures 37
prevent crowding.) _ _ _ and 3-8 show samples of a variety of breakdowns.
(2) Vertical. &frac16; inch or its multiple. e. Grouping data element$Group data elements according to
¢. Optional hand or typewriter fill-inf the form can be filled in sequence and relation to each other as follows:
by either hand or typewriter, the horizontal space is determined by (1) Group data elements to be filled in according to the sequence
hand-fill requirements; the vertical space is determined by type-of the processing steps. This grouping will eliminate backtracking
writer requirements (but not less than &frac26; inch). and also make it easy to transcribe information from the form when
d. Social security number and daWhen designing for fill-in of necessary. The sequence of entries on the form should parallel the

(2) Change an existing records system.
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sequence on the chart when data obtained from the form will bethe bottom of a one—sided form or at the end of the fill-in area on

compiled on a statistical summary chart. the back of a two-sided form. The space for the signature needs to
(2) Group related data elements or kinds of material if the form be at least 3 inches in width a#ginch in depth.Occasionally, two

is to be used as a source document to collect data on different kindsr more signatures are required; they may be arranged side—by—side

of material. or stacked, one below the other. (See fig 3-9 for a sample of
(a) Identify each major group or division with Roman numerals signature boxes.)

and label it “SECTION.” Examples are“SECTION |,” “SECTION (b) Do not print or overprint facsimile signatures on forms unless

II,” and“SECTION IIl.” Each “SECTION” needs a title.(Set in they are authorized. Rubber signature stamps, signature writing ma-
8—point bold type, whenever possible, using capital letters.See figchines, or similar devices may be used if the expense is justified by
3—7 for a sample of “SECTIONS” and their titles.) the volume of material to be signed. Position titles that are not

(b) Identify each subordinate group or division and label it‘Part.” subject to change may be printed to save typing.
Examples are “Part A,”™Part B,” and “Part C.” Each“Part” needs a b. Ballot boxesThese boxes are used when a limited humber of
title. (Set in 8—point bold type, whenever possible; capitalize the definite preselected optional answers can be preprinted on the form.
first letter of the first word and other words or acronyms that are They are also used for questions that can be answered with “yes” or
always capitalized. See fig 3—7 for a sample of “Parts” and their “no.” (See fig 3—4 (data element 2a) and fig 3—7 (data elements 10,
titles.)“Parts” are not used alone on a form; they are used only asll, and 12) for samples of ballot boxes.) The checklist method for a

subordinate groups of “SECTIONS.” group of six or more questions is covered dnbelow. Design
f. Aligning data elementsAlign data elements so the flow of instructions for ballot boxes are as follows:
writing is continuous and easy as follows: (1) Place a ballot box to the left of each multiple choice caption

(1) Align data elements from left to right and from top to bottom. so that an “X” can be entered in the correct box. (Make the box
This straight—line flow concept will correspond to reading habits, large enough so that the “X” can be entered without hand position-
encourage cooperation, and save time. (See figs 3—4 and 3-7 foing the form in the typewriter.)This placement and spacing will
examples of this alignment.) reduce writing and typing necessary to fill in the form and ensure a

(2) Align data elements vertically for a minimum of tabular and definite answer; it will also save time required to interpret, compare,
margin stops and an uncluttered form. (See figs 3—4 and 3-7 fortabulate, and process the information.

examples of vertical alignment.) (2) Use a minimum amount of space between the ballot box and
) _ ) ) the preprinted data element so they will be closely associated with
3-25. Horizontal, ballot, checklist, and routing box design each other. On the other hand, sufficient space is needed between

Box design is practical for forms that are filled in by hand or the data element and the next ballot box so the preparer, processor,
typewriter and also for those that are electronically generated. (Ifand user will know exactly which ballot box applies to which data
you have several entries of the same type to list under one headlr'lgmement, (See fig 34 (data element 2a) and fig 3—7(data elements
also see para 3-26 on columnar and tabular arrangement.) Designo and 12) for samples of spacing.)
instructions for horizontal, ballot, checklist, and routing boxes are (3) Align the ballot boxes whenever possible with other ballot
explained ina through d below. boxes and entry spaces on the form. This alignment will reduce
a. Horizontal boxesThis design conserves space and segregatesrequired tabular stops. (See fig 3—4 (data element 2a) and fig 3—7
clearly each data element. It also makes typewriter fill-in easier (data elements 10, 11, and 12) for samples of ballot box alignment.)
because the data elements are always visible when the form is in the (4) Use the arrangement of horizontally aligning the ballot box
typewriter.Design instructions for horizontal boxes are as follows: with the data element whenever possible. The vertical arrangement
(1) Place each data element in a horizontal box; insert verticalshould be avoided when carbon copies of the form are prepared.
rules so that each data element is enclosed in a box. Thus, you wilithe“X” entry on the carbon copies is not always lined up with its
eliminate any confusion as to which box applies to which element. data element; the confusion can cause misinterpretation of the fil-
Vertical rules will be placed so that— led—in information.
_(a) A realistic amount of space is allowed for data ¢ Checklist boxesThese boxes, rather than ballot boxes, are
fill-in.Everyone has experienced those dreadful forms that give yourecommended when you have a group of six or more questions.
an inch of space to fill in a lengthy explanation. Just to begin the Space can also be allowed for fill-in; for example, the preparer
form sometimes requires that a preparer have a name like “Doe,” anight check “Other’ and write the specifics or fill in a code.
residence without a street or apartment number, and a city without a g Routing boxesThese boxes, when needed, eliminate the use of
state or ZIP code. The data from such forms will be incomplete andmemo/routing slips or letters of transmittal; thus, routing boxes save
Inaccurate. ) ) time and paper for some forms. Routing boxes can also be helpful
~ (b) There is a common left margin and vertical rules and result- when filing the form. The following design instructions apply to
ing boxes are aligned whenever possible. This alignment will reducerouting boxes:
tabular stops and provide for easy and fast fill-in. It will also (1) Place these boxes immediately above the body of the form, as
eliminate the cluttered appearance that is common with unplannedhear the top as possible.
forms. (See figs 3—4 and 3-7 for samples of horizontal boxes with (2) Place “TO” and “FROM” boxes on one line. Routing infor-
vertical rules that are aligned whenever possible.) . mation may also be printed if the information will remain constant.
(2) Set data elements for these horizontal boxes in 7—-point type\when a form requires routing through channels, place a
whenever possible, using capital letters. Place the data element iInTHROUGH” box in between the “TO” and “FROM” boxes. (See
the upper left corner of the box. This placement leaves the entireﬁg 3-3 and the top of fig 3-7 for a sample of routing boxes.)
writing line free for fill-in of data. Explanatory parentheticals are parenthetical explanations are not required but should be used when
set in 6—point italic; the first word is capitalized. (See figs 3-4 and peeded. (Set “TO,” “THRU,"and “FROM” in 8—point bold type; set

3-7 for samples of data element placement.) _ parentheticals, when used, in 6—point italic.)
(3) Number each data element for easy reference; put a period (3) Print the destination and copy identification (if desired)in the
after each number. bottom right margin of each copy of multiple—copy forms. If you

(4) Make separate horizontal boxes for each data element such agyst use this area for other material, then try centering the routing
“Typed name,” “Grade,” and“Date.” These boxes will be near the jnformation.

signature boxes.
(a) Place signature boxes immediately after items such as certifi-3—26. Columnar or tabular arrangement including totals
cations, claims, or penalty clauses. When a signature box is re-and sideheadings
quired, place it immediately below the information to which it The columnar or tabular arrangement is used instead of the box
relates. If a signature is related to all entries on your form, put it atdesign when several entries of the same type are to be listed under
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one heading. This arrangement eliminates the repetition of descrip-3—29. Preprinted information
tive items for each type of information and thus saves space.Use#reprinted information on forms should be avoided whenever the
and design instructions for columnar or tabular arrangement are asnformation is subject to frequent change. A change in the informa-
follows: tion can cause an entire stock of forms to become obsolete.Additio-
a. Vertical column headings and subheadings(data elements). nal costs and time will be required to revise and print the form. (See
(1) Make headings clear and concise. If necessary, words may b&ara 1-26 for overprinting of forms.)
divided. A standard dictionary or the GPO booklet on subdividing
words will be used for hyphenating words. Abbreviations and con-
tractions of words may be used if they will be clear to preparers,
users, and processors. (Be sure you are consistent with word divi
sions, acronyms, abbreviations, and capitalization.)
(2) Determine the width of a column by the amount and method
of fill-in. If a column heading takes up more space than required for
data fill-in, the heading may be placed on two or more lines. The

column should be wider than the minimum fill-in spac y ¥~—inch high. Numbering heads generally contain six digits. The
requwement. . . . . proponent decides if these numbers are required but does not enter
_(3) Print writing rules or lines if the column entries are t0 be hem The printer will enter if you request and specify that these
filled in by machine. If entries are filled in by hand, writing rules ,umpers be entered. They aré not part of the form number:these

are optional. (See fig 3-10 for samples of rules.) _ numbers are frequently entered at the top right of the form.
(4) Identify column headings and writing lines alphabetically or

numerically depending on the sequence. This identification will 3—-31. Footnotes
make it easy to reference specific columns. It will also heRpotnotes should be avoided whenever possible. When they are
preparers complete the form from accompanying instructions thatnecessary, make them short explanatory statements. As you will see
have been keyed to columns (for example, section A, line 5, columnbelow, footnote style for forms differs from publications to accom-
(a))and enable users and processors to reference the columns whenodate the smaller amount of available space:
tabulating data and writing reports or correspondence. a. Use an asterisk (*) to designate one footnote. (See fig 3-9 for
(5) General headings describing the purpose of more than onea sample of a single footnote.)
column should span the columns. (Set general headings in 8—point b. Use consecutive superscript numbers for more than one foot-
type, whenever possible, using capital letters. See figs 3—4 and 3-&ote. (A series of asterisks are difficult to read, do not look neat,
for a sample.) and frequently cause errors and confusion.) Superscript numbers are
(6) Place parenthetical explanations of column heads sudaced after the items to which they apply and before the correspon-
as“specify kind,” “col. (e) + (k),”"initials,” and “include ZIP ding footnotes. To save space, notes may be written from left to
code’under the column head. (Set in 6—point italic; initial cap the right. Footnotes are usually placed at the bottom of the page, but
first word and other words that are always capped. See figs 3—4 andhere are times when it is more appropriate to place them elsewhere.
3-8 for a sample.)
b. SideheadingdJse horizontal and vertical sideheadings to help
locate specific groups, to conserve horizontal spacing, and to give
more graphic presentation of the overall grouping. Sideheadings

may be divided into primary, secondary, and tertiary headin 0 make filing and locating easier, the data elements are placed

When vertical sideheadings are used with horizontal sideheadings : .
the vertical sideheadings are usually the primary heading; the secVhere they can be readily seen. The location of the data elements on

ondary and tertiary headings are usually horizontal headings. (Sefmhgr:f”ggfri?rshgeﬁ?ﬁesit ;ige;ﬁgmiggdfgy élg?atyglirg{emisngseg#izs
sideheadings in 8—point bold; capitalize the first word and other used. f=in Sp W u

L . _ “name,” “social security number,” and “date” is explained in para-
ggéizag;g;sa)re always capitalized. See fig 3-8 for samples g@gph 3-22. (See fig 3-11 for samples of filing and reference data

. . elements.
c. Totals.Present totals per the requirements, design, and needs )

of the form. (Fig 3-10 shows several types of presentations ofSection I
totals.) Arrows are optional design tools for totals. In addition,
shading out entry blocks can alert the preparer not to fill in certain
spaces. 3-33. Designing continuous (pinfeed)construction forms

d. Checklist entriesUse the columnar arrangement when the Design and layout requirements for forms used with ADP equip-
question or data elements are consistently long and the answers ahent are similar to requirements for other forms. However, the size,
fill-ins are consistently short. The multiple choice answers becomepaper, and margins for forms used with ADP equipment are influ-

3-30. Prenumbering (serially numbered, accountable or
controlled forms)

Prenumbering accountable (controlled) forms with serial numbers is
sometimes necessary. An example of an accountable form with
these numbers is DD Form 1805 (United States District Court:Viol-
ation Notice). When specified, these numbers require additional
space for the mechanical numbering device used in the printing
rocess. For these numbers, allow a space at l&ashdhes wide

3-32. Filing and reference data

ffiling and reference data elements on a form usually consist of a

name, social security number, location, date, form, or publication
mber. This information is used for filing and locating the form.

Specialty Forms

the column headings. enced by the features and limitations (including programming)of the
) ) equipment. In addition, the printout operation may require a contin-
3-27. Figures or balance carried forward uous construction with pinfeed marginal punching holes, making it

Forms with figures, totals, or balances that must be carried to theeasier to feed and align the forms through the machine. When
back of the form or to a second sheet need space and titles at the taflesigning continuous construction forms, the capabilities of the

of the continuing sheet to show the action. (See fig 3-11 for aprinter will determine the maximum numbers of copies permissible

sample of a balance brought forward.) in the forms set based on predetermined paper weights. When
) developing printer’'s specifications, you must specify single or multi-
3-28. Shading part sets.

Shading is used to block out fill-in spaces that do not require an

entry. Patterns (such as diagonal lines) are preferred instead of doB—34. Designing two-sided forms

pattern shading. This method will make reproduction clearer andForms printed on both sides of a sheet of paper have certain advan-

eliminate dark areas on the form. (See fig 3—4 for a sample oftages. For example, a nonstandard size or additional sheets of a

pattern shading.) Shading is also used to highlight information onform may be eliminated. How the reverse of the form will be

forms. printed in relation to the front of the form depends on the use of the
form and the method of filing and binding. When you design
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two—sided forms, you must tell the printer which option you are mailing in a window envelope must conform to postal regulations as
requesting for front and back printing. These options are describednoted below:

in a throughd below and samples are shown in figure 3-12. (1) The address window must be parallel with the length of the
a. Head to headThe front and back are printed so that the head envelope.
of the form is in the same position on both sides. (2) The address window must be in the lower portion of the

b. Head to footThe front and back are printed so that the head address side.
of the form on one side corresponds to the foot of the reverse side. (3) The name, address, and any key number used by the mailer
c. Head to leftThe front and back are printed at right angles to aré the only items that appear through the address window.
each other. This arrangement is used if one side of the form requires (4) The return address should appear in the upper left corner.If
more vertical space and the other requires more horizontal spacelhere is no return address and the delivery address does not show
d. Head to rightThe front and back are printed at right angles to through the window, the piece will be handled as dead mail.
each other. This arrangement is used if one side of the form requires (°) The address shown through the window must be on white or
more vertical space and the other requires more horizontal spa(:e"?1 very l'ght col_or paper. . o .

c. Design guidelinesA form designed for mailing in a window
envelope must have the address area on the form aligned with the
window when the form is folded and put in the envelope. Before
; : designing this form, you must decide what envelope will be used,
should be designed for a window envelope. (See AR 25-30, chap 3the window position, and the method of addressing. Of course, you

for policy guidance on the use of window envelopes.) The advan'should make every effort to design the form to fit existing standard
tages Of W|_ndow envelopes, pqstal regulation requirements, and de\'/vindow envelopes. The most commonly used general purpose win-
sign guidelines are as follows:

- . dow envelope is for8— by 11-inch stationery. The window i¥s1
a. AdvantagesWindow envelopes cost slightly more than regular i, ches by Zinches and is locatet inch from the left and inch

envelopes, but their use will— from the bottom of the envelope. Standard size forms that fit the
(1) Eliminate the addressing of envelopes. 9% by 4%s—inch envelope are—

(2) Prevent mailing an addressed form in the wrong envelope. (1) 8% inches by % inches (not folded).
(3) Preclude the possibility of errors in transcribing names and (2) 8% inches by s inches (folded oncez3 inches from the %

3-35. Designing forms for window envelopes
Whenever practical, a form to be sent by mail (excluding bulk mail)

addresses from forms to envelopes. inch top edge of the form).
b. Conformance with postal regulation8. form designed for (3) 82 inches by 11 inches (folded twiceZiBches and %
inches from the B—inch top edge of the form).
Table 3-1
Example of savings from redesigning a form 1
Completion Workdays Annual
Administrative cost time per year 2 cost 3
Present form 15 minutes 1,250 $100,000
Redesigned form 8 minutes 667 $53,330

Notes:
1. This example assumes an annual usage of 40,000 forms per year completed by administrative personnel earning $10.00 per hour.

2. Calculated by multiplying annual usage by completion time in minutes and converting to 8-hour days (e.g., 40,000 multiplied by 15 equals 600,
000 minutes; 600,000 divided by 60 equals 10,000 hours; and 10,000 divided by 8 equals 1,250 or the number of workdays per year).

3. Calculated by multiplying staff hours per year (10,000 and 5,333) by the assumed hourly rate of $10.00, the resulting figures show an annual cost
savings of $46,670 or 47.7 percent.

Annual use Completion time
Present form 40,000 15 minutes
Redesign 40,000 8 minutes
Total minutes Staff hours
Present form 600,000 10,000
Redesign 320,000 5,333
Table 3-2
Key words used in titling forms
Keyword Purpose of form
Abstract To make a summary of
Account To record debit and credit
Acknowledgment To document the receipt of
Affidavit To attest the truth of
Agreement To offer and accept in writing
Allotment To distribute in parts
Appeal To request review of decision
Application To request something
Appointment To constitute
Assignment To specify
Authorization To permit an action
Award To bestow
Bid To offer for a price

38 DA PAM 25-31 « 31 July 1995



Table 3-2

Key words used in titing forms—Continued

Keyword Purpose of form

Bill To itemize

Bond To issue interest—bearing certificates
Cancellation To revoke

Certificate To verify the truth of

Claim To ask as due

Commission To grant powers

Communication To interchange information

Complaint To formally allege

Contract To agree to provide for a price

Designation To indicate or identify

Diary To record daily

Digest To classify and condense

Document To furnish information

Endorsement To write; to assign

Estimate To calculate completely

Followup To seek completion of an action
Identification To name

Index To list

Inquiry To seek to know

Instruction To furnish with direction

Inventory To itemize

Invoice To bill or charge for

Itinerary To record a trip

Journal To record daily transactions and status
Ledger To record fiscal amounts

List To catalog, enroll, or register

Manifest To list cargo

Memorandum To record informally

Message To communicate

Note To assist the memory; to acknowlege a debt
Notice To announce information or directions sent
Notification To send information by printed written document
Order To command

Pass To permit to come and go

Permit To authorize a specific act

Petition To request formally

Questionnaire To ask questions to obtain data

Receipt To acknowledge delivery of payment
Recommendation To advise on course of action

Record To retain an account of facts or events
Register To list events or actions in sequence
Release To set free

Report To make an account of action or status
Request To ask for

Requisition To apply for formally

Return To report on income and expenditures

Roll To register events

Roster To register events

Routing To direct from one office or individual to another
Schedule To catalog recurring events

Sequence To put in order

Specification To state requirements in detail

Statement To communicate a declaration or report
Summary To contain the substance of a fuller account
Survey To inspect; to examine and report on condition of
Tabulation To arrange in systematic outline; usually columns
Telegram To convey a written message by telegraph
Ticket To attach to goods, giving information on specific items
Transmittal To send out an attachment

Transcript To provide a written copy

Voucher To bear witness; a receipt of payment
Warrant To guarantee anything; attest genuineness of
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Title and proponency line centered at the top

REQUEST FOR NEW OR REVISED FORM
For use of this form, see AR 25-30; the proponent agency is ODISC4

D

1. TO (Organization and mailing
address)

2. THRU (Organization's forms functional
manager and mailing address)

3. FROM (Organization and mailing
address)

4. FORM TITLE

J/l/l/l/l/l/l/l/l/l/l/l/l/l/l/

LTitle and proponency line placed to the left of filing and indexing data I

S

REQUEST FOR NEW OR REVISED FORM
For use of this form, see AR 25-30; the proponent agency is ODISC4

1. DATE OF REQUEST

2. To (Organization and mailing
address)

3. THRU (Organization's forms functional
manager and mailing address)

4. FROM (QOrganization and mailing
address)

5. FORM TITLE

1111111111111 —1L—

Figure 3-3. Title, proponency line, and routing placement for general purpose forms
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STANDARDS DEVELOPMENT REPORT

I Requirement Control Symbol

Set form number and
date in 10-pt. boid
caps; set supersession
notice in 8-pt. caps

Align columns to

for typing.

decrease the amount of
tab settings necessary

CS-123
For usae of this form, see AR 25-100; the proponent agency is ODISC4 Set title in 10-pt. bold b
caps; set proponency line
1. Unit (include major command) 2a. TEAM/MACOM IDENTI1 P et Y ™| sTupY UNIT
[0 Lead learn
O Input learn >
3. DI:\TE PREPARED 4. REQUIREMENTS AFFECTED 5. WORK CENTERS
-
6. WORK CENTERS TITLES/CODES 7. Study cost computations
GRADE WORKHOURSE SALARY FACTOR PERSONNEL COSTS
Set box heads in 8-pt. a b c d
Helvetica caps; set
parentheticals in 6-pt. A
Helvetica italics. Set subheadings
in 8-pt. bold.
Set column headings in
8-pt. caps; set
8. TOTAL WORK- 9. TOTAL PERSONNEL parentheticals and column
HOURS COSTS identifications in 6-pt.
Helvetica italics.
$ $
10. TEMPORARY DUTY] 11. TOTAL STUDY o
(TDY) COSTS COSTS
$ $
12. Savings and costs -
a. TOTAL SAVINGS
b. IMPLEMENTATION COSTS
¢. NET SAVINGS
d. STUDY COSTS
@. NET SAVINGS TO COST RATIO (12¢ + d)
13. Standards development study Y
STUDY MEASUREMENT/DATA ANALYSIS INITIAL TOTAL COST COST REQUIREMENT
DEVELOPMENT COLLECTION COMPUTATIONS APPLICATION (13a+b+c+d) (13e + item 11)
a b -] d e f
14. REMARKS
Use pattern shading

rather than a dot screen
shading for legibility.

DA FORM 8886-R, SEP 89

DA FORM 8886-R, JUN 88, AND DA FORM 8886-1-R ARE OBSOLETE

Figure 3-4. Design standards for title;proponency line; box, sub, and column headings; and form number, date, and supersession

shown on “R” form dimensions

notice
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Vertical filecard Flling data area

\ Y

1. NAME (Last, first, Mi) 2. DOB

y

3. OFFICE OF ORIGIN

4. POSITION 5. OUTY POST

A

DA FORM 8887, SEP 89 INSPECTION MASTER INDEX For use of this form, see AR 12:34;

the proponent agency is ODCSLOG

l Title centered at the bottom I

Vislble index card

Title placed near the top

DA FORM 8887-1, SEP 89 For use of this

MASTER INSPECTION RECORD
torm, see AR 12-34; the proponent agency Is ODCSLOG

1. DATE 2, ORDERING OFFICE 3. REQUISITION NO.

I 4. ISSUED 5. BALANCE

Balance brought forward

6. TITLE

7. FORM OR PUBLICATION NO.

ok

——[ Filing data area

]—__

Figure 3-5. Title and proponency line placement for vertical filecards and visible index cards
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I Set in 8-pt.

bold italic. ]

pressas, binding, and related
equipment)

INVENTORY OF STORED PRINTING, DUPLICATING, Requirement Control Symbol -
AND RELATED EQUIPMENT DD-COMP (AR)1467
For use of this form, see AR 25-30; the proponent agency is ODISC4
1. MACOM/FOA 2. COMPLETE FACILITY ADRESS 3. FAC/D NO. 4. FORFY
5. DESCRIPTION
(Group and identity by type of 6 7 s 9 10 " 12
machinery in the following order: . : " : y . .
Composing, platemaking, printing AUT:g.HITY AGE D(I:'ggN CSEESQT SENFgf\L SizE Mag'ﬂ'

11—

/‘/

11

Public reporting burden for this collection of information is estimated to average 11 minutes per response, Including the time for reviewing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.
Send comments regarding this burden estimate or any other aspect of this collection of information, including suggestions for reducing the burden, to
Washington Headquarters Services, Directorate for Information, Operations and Reports, 1215 Jefferson Davis Highway, Suite 1204, Arlington, VA 22202-
4302, and to the Office of Information and Regulatory Affairs, Office of Management and Budget, Washington, D.C.

20503.

1. RECEIVING ACTIVITY

2. ORIGINATING ACTIVITY

a. NAME

NAME

L —1T 11111 —1—

16. Totals disbursed and collected

17. Net amount paid

18. TOTALS

DA FORM 8888, OCT 89

PREVIOUS EDITION IS OBSOLETE

Form Approved by Computer General,U.S.

10 March 1986
A

Set in 8-pt. i [ setinapt bold italic. |
/ /
UNSATIS TORY MATERIAL REPORT (Subsistence) Form Approved -
instructions on reverse before completion.) OMB No. 0704-0188
Expires 10-31-92

Figure 3-6. Samples of Requirement Control Symbol; Office of Management and Budget approval and Agency Disclosure Notice; and

Set in 8-pt.

in lower right margin outside the botton rule on form.

|

General Accounting Office approval

DA PAM 25-31 « 31 July 1995
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REASSIGNMENT PROCESSING
For use of this form, see AR 612-10, the proponent agency is ODCSPER

DATA REQUIRED BY THE PRIVACY ACT OF 1974

Authority 10 USC 3012, 8012, and 5031
Principal Purpose For personnel service suppport.
Routine Uses To request family member travel to overseas commands and family housing. Al
commmand information on which to base an assignment decision and provide Set in 8pt with captions for each breakdown
disapprove family travel. in bold. Put the breakdowns on individual
Disclosure Disclosure of this information is voluntary. However, failure to provide the requi lines for clarity.

soldiers request for housing of family members being disapproved.

SECTION | - PERSONNEL AND ASSIGNMENT MANAGEMENT DATA (To be completed by soldier.)

Part A - Personnel data

1. TO 2. FROM

The major group or

" division is a section.
3a. NAME (Last, First, M1} Center on line in 8pt bold 3b. SSN 3¢c. GRADE 3d. PRIMARY MOS

caps. A secondary

heading is a part. Center
4. CURRENT UNIT/STATION on line in 8pt bold. 5. TELEPHONE NO. (Include area code)}

Part B - Assii it M. t Data

6. REASSIGNED TO (Unit, UIC, APO, country) 7. REPORT DATE

SECTION Il - HOUSING AND FAMILY TRAVEL DATA

10. FAMILY MEMBER DEPLOYMENT SGREENING COMPLETED 10e. SIGNATURE 10f. DATE
[ a. Enrollment warranted [J c. Enroliment not warranted
[ b. Enroliment validate [J d. Documentation attached

11. CHECK ONLY IF APPLICABLE | 12. APPLICATION FOR FAMILY MEMBER TRAVEL OVERSEAS COMMAND (Check only one)

[ | am a sole parent. [0 1 desire concurrent travel and will accept economy quarters if government quarters are not availabie.
A [ I desire concurrent travel but will not accept economy quarters.

13. Hamily members who will travel to fext permanent duty station

a. NAME (Last, First, MI) b. RELATIONSHIP c. DATE OF BIRTH | d. CITIZENSHIP
Align check
boxes for easier Do not group similar data in one block area. {i.e., name,
tab setting and relationship, and address of realative). Break the items
fill-in. apart with blocks for each to allow space for fill-in.

] | |

14. Any relative in gaining overseas aref wherg family members|may reside pending availabil*y of housing at or near duty station %
ELEPONE NO.

a. NAME (Last, First, Mi) b. RELAYIONSHIP| c. ADDRESS ¥ dT
({Include area code)

15a. ADDRESS WHERE MY FAMILY IS QURRENTLY [15b. TELEPHONE NO. [16a. ADDRESS WHERE MY FAMILY MAY BE|} 16b. TELEPHONE NO.
LOCATED (Include area code) CONTACTED WHILE | AM ON LEAVE {Include area code)

17. The soldier is administratively qualifd and available for assignment. DA Pam 600-8-10 checklists have been completed. A request for

deletion or deferment: 5 Is anticipated [ !s not anticipated.
18a. SOLDIER'S SIGNATURE 18b. DATE 19a. PCS OFFICIAL'S SIGNATURE 19b. DATE
DA FORM 8889, SEP 89 DA FORM 8889, JUN 87, AND DA FORM 8889-1, JUN 88, ARE OBSOLETE

Figure 3-7. Design standards for Privacy Act statements; parts and sections; parentheticals; ballot boxes;and grouping shown on
form dimensions

stock
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|Set in 8 pt bold. I

—3> Part A - Informal conferences
ITEM 1. FIELD 2. IN-HOUSE 3. TOTAL

a. On Hand - Beginning af period L Set in 8-pt. ]

b. L-89, L-70, or L-72 issued

¢. All Others

d. Conferences held on L-71's

8. Contested cases (line b. +c. « d.)

{a) Coordinator and staff
§ {b) Group supervisora
2
o | &1 () Alothers
e
F=
8 {d) Total [(line (1)(a) = (b) + (c)]
s
g
g (a) Coordinator and staft
8
- o
E {b) Group supervisors
A
2
2 (c) Senior agents
,t (d) Total [fine (2)(a) + (b} + (c)

\
A S— N

Vertical secondary headings Set writing lines for machine fill-in;
Set in 8-pt. bold. they are optional for hand fili-in.

Secondary column heading (with
explanation of column heads in
italic) - Set in 6-pt. italic.

Part B - Formal conferences
2. TOTAL 3. PENDING (End of month) <
3 INCREASE DECREASE INCREASE DECREASE
d 8 f g
~J
Column headings identitied by letters.

Set in 6-pt.; set Jetters and parenthesis

[Tertiary column headings| in 6-pt italic.

Figure 3-8. Design standards for column and sideheadings; parentheticals, and columnar or tabular arrangement
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J At least 3 inches
\ 4 ™

20a. TYPED NAME OF RELEASING OFFICIAL 21a. TYPED NAME OF VERIFIER
—>»

20b. SIGNATURE 20C. DATE |21a. SIGNATURE 21C. DATE

A A
~ | Important: Mailing address must be supplied below by releasing official.

~N I~

——| Two signatures side by side I——

Footnote reference (*) FOLLOWS Be sure to seperate information into
item to which it applies separate boxes to simplify fill-in.

i AN BN B N Y

Approval of the Commission is secured injadvance and may be terminated on writterivngtice.
20a. APPLICANT (Signature) / 20b. TYPED NAME $ APPLICANT zbt\D:TE
A
Y
v
21a. AUTHORIZING OFFIC!AL (Signature)* 21¢c. TITLE 21d. DATE
«€

21b. TYPED NAME OF AUTHORIZING OFFICIAL

22a. RELEASING OFFICIAL (Signature) 22c. TITLE 22d. DATE

A

22b. TYPED NAME OF RELEASING OFFICIAL

Inciudes all principal HQDA officiaisyMACOM commanders
DA FORM 9990, SEP 89

Footnote reference (*) Three signatures stacked

PRECEDES the explanation. one above the other.

Figure 3-9. Samples of signatures and footnotes
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e B e e B N Y N N Y N N

4. COPER/DUPLICATOR MODEL 5. COPY SPEED
6. RENTAL/LEASE 7. PURCHASE
';?:mﬂ’ PER TOTAL NC LESS NET
RENT/LEASE COPY (Doltars) EQUIPMENT MONTHS COSsT CREDIT COsT
a. ADD a. COPIER
Coples @ | $ $ 5 $ 3
b. b. ACCESSORIES
Copies @
C. C.
Copies @
o ACCESSORIES d.
(-]
8. e
-]
f. f
@
g9 [*]
@
h. Total manthly —_ —_ 5
rent/lease $ h. _Total equipment cost $
i. Par copy cost i._Monthly maintenance
(1) NO.COPIES
(1) Paper 3 $
(2} ADD
{2) Toner Copies @ $
{3) Other (3) Copies @ $
(4) Copies @ 3
{8} Accessaries
{§8) NO. COPIES {a) Total Monthly Maintenance $
Q@ s $ {b) Depreciation $
{c) Supplies $
(6) Total monthly cost $ Pe
(d) Total monthly cost 3
i- Rental/purchase monthly copy cost j. Break-even/pay-back period computation
computation (Total monthly cost +
monthly copy volurme) {1) MONTHLY RENT/LEASE I(E) MAINTENANCE {3) SAVINGS
$ -$ =
RENT/ PURCHASE {4) PURCHASE PRICE I(S) SAVINGS (6) MONTHS TO
LEASE BREAK EVEN/
{1} Tetal mo. PAY BACK
cost $ $ $ +$ =8
(2) Mo. copy (7) PURCHASE PRICE ‘ I (8) MO DEPRECIATION
volume + +
(3) Cost 80 MONTHS
per copy $ $ -8 +3 = §
k. Recommandad k. Computed by (Name)

\\N\I\I\[\\J\I\N\I\]\]\J\\

Figure 3-10. Samples of totals and numerical and alphabetical breakdown style
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—{ Be sure to allow at least 11 spaces |

T~

(e e N

12. NAME 13. SSN 14. LOCATION 15. DATE
A A A A
| VISIBLE filing (card packet type) |
7. FORM NO.
DATE 13. ORDERING OFFICE 14. REQUISITION NO. 18. ISSUED 16. BALANCE

BALANCE BROUGHT FORWARD

F\J\\l\ ~ " \H\\f T~

Wy

17. PUBLICATION NO.

VERTICAL
and
VISIBLE
combination

Figure 3-11. Samples of filing or reference data elements and “balance brought forward”
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3§ BE
Fl M=
H | [

HEAD OF FRONT TO LEFT OF BACK HEAD OF FRONT TO RIGHT OF BACK

Figure 3-12. Variations in format when printing a form on both sides of the paper
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Appendix A '

References U.S. Government Printing Office Style Manual, 1984. (Available
through the Army by “special distribution”; otherwise, sold by the

Section | Superintendent of Documents, U.S. Government Printing Office,

Required Publications Washington, DC 20402;stock numbers 021-000-00120-1 (paper)
and 021-000-00121-0 (buckram or hard cover).)

AR 25-9

Army Data Management and Standards Program. (Cited in parasSection Il

1-4 and 1-10)) Prescribed Forms

AR 25-30 DA Form 642

The Army Integrated Publishing and Printing Program. (Cited in Forms Information Record.(Prescribed in para 2-5.)
paras 1-4, 2-4, and 2-5.)

SF 335
AR 310-50 Summary Worksheet for Estimating Forms Costs. (Prescribed in
Authorized Abbreviations, Brevity Codes, and Acronyms. (Cited in Para 3-4.)
para 1-10.) .
Section IV
AR 335-15 Referenced Forms

Management Information Control System. (Cited in para 1-15.) DA Eorm 260

AR 340-21 Request for Printing of Publication

The Army Privacy Program. (Cited in paras 1-17 and 3-21.) DA Form 2028

Recommended Changes to Publications and Blank Forms

AR 380-5

Department of the Army Security Program. (Cited in paras 1-26 andpa Form 2140

1-27) Military Pay Voucher Summary and Certification Sheet
31 USC 3511 DA Form 4815-R

Prescribing Accounting Requirements and Developing Accounting Forms Control Register
Systems. (Cited in para 1-16. Available for reference at local
installation staff judge advocate offices.) DD Form 67
Form Processing Action Request.

Section |l
Related Publications DD Form 1805
U.S. District Court: Violation Notice
AR 25-51
Official Mail and Distribution Management GPO Form 1026a .
Specifications for Marginally Punched Continuous Forms
AR 25-400-2
The Modern Army Recordkeeping System (MARKS) SF_ 1 o o
Printing and Binding Requisition
DA Pam 25-30 SF 152
li | f A Publicati Blank F . .
Consolidated Index of Army Publications and Blank Forms Request for Clearance or Cancellation of a Standard or Optional
DOD 5000.11 Form or Exception.
Data Elements and Data Codes Standardization Program SE 360

Request to Approve an Interagency Reporting Requirement

DOD 7750.7-L
Listing of Approved Department of Defense (DD) Forms OF 101
DOD 7750.7—M Summary Worksheet for Estimating Reporting Costs

DOD Forms Management Program Procedures Manual. May be
requisitioned from the National Technical Information Service, U.S.
Department of Commerce, 5285 Port Royal Road, Springfield, VA
22161; telephone: (703) 487-4684.)

GSA Records and Information Management Handbook: Forms
Analysis and Design, 1980. (May be requisitioned from Federal
Supply Service, General Services Administration,3FNI-CO, Room
405, Crystal Mall 4, Washington, DC 20406; stock number
7610-00-753-4771.)

)

GSA Information Resources Management Handbook: Forms
Management, 1985. (May be requisitioned from the address above;
stock number 7610-00-142-9363.)
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Glossary

Section |
Abbreviations

ADP
automatic data processing

CFR
Code of Federal Regulations

DA
Department of the Army

DCSIM

OASD

forms are not usually classified because of

Office of the Assistant Secretary of Defenselata entry.Forms are more commonly han-

OASD(C)

dled as “accountable” or“sensitive.” (Also re-
fer to “accountable form” and “sensitive

Office of the Assistant Secretary of Defensg@orm” in this list of terms.)

(Comptroller)

OCR
optical character reader

OCSA
Office of the Chief of Staff, U.S. Army

OF
optional form

deputy chief of staff for information
OMB

management

DD
Department of Defense (forms)

DOD
Department of Defense

DOIM
director of information management

EFLBBS
electronic forms library bulletin board

EGA
electronic generation authorized

FARC
Federal Archives and Records Center

FMO
forms management officer

GAO
General Accounting Office

GPO
Government Printing Office

GSA
General Services Administration

HQDA
Headquarters, Department of the Army

ICMR

Office of Management and Budget

OPM
Office of Personnel Management

OPR
office of primary responsibility

OSA
Office of the Secretary of the Army

RCS
requirement control symbol

RHA
records holding area

SECDEF
Secretary of Defense

SF
standard form

USAISC

Code of Federal Regulations

A codification of the general and permanent
rules published in the Federal Register by the
Executive departments and agencies of the
Federal Government. The Code is divided
into 50 titles representing broad areas subject
to Federal regulation. Each title is divided
into chapters, which usually bear the name of
the issuing agency. Each chapter is further
subdivided into parts covering specific
regulatory areas. A reference such as 32 CFR
49.1 means section 1, part 49, title 32, Code
of Federal Regulations.

Command and agency forms

Forms originating at the headquarters of a
command or agency. They are prescribed for
use at that headquarters and at subordinate
echelons within that command or agency.
These forms cannot be prescribed in Depart-
ment of the Army publications without prior
approval by USAPPC.

Consolidation
The process of combining two or more forms
into one form.

Continuous (pinfeed) construction
Continuous forms in a single set or multipart
sets with pinfeed marginal punching holes.
This construction makes it easier to feed and
align the forms through the machine.

Department of the Army form

U.S. Army Information Systems CommandA form used throughout the Army; DA forms

USAPDC

include any form that is used by more than
one Army command or agency. They are ap-

U.S. Army Publications Distribution Center proved by the U.S. Army Publications and

USAPPC

Printing Command.

U.S. Army Publications and Printingepartment of Defense form

Command

WNRC
Washington National Records Center

Interagency Committee on Medical Record%ection "

IMCO
information management control officer

IMO
information management officer

LRA
local reproduction authorized

MACOM
major Army command

MARKS
Modern Army Recordkeeping System

NCR
National Capital Region

Terms

Accountable form

A form used by two or more Defense depart-
ments or agencies.DD forms are approved by
the Director for Information Operations and
Reports, Office of the Assistant Secretary of
Defense (Comptroller).

Departmental
Used Army-wide regardless of place of
origin.

A form that could be used or misused for
monetary gain or inappropriate or adverse apOD component

tion. Examples are identification cards ang\n element of the DOD that collectively in-
traffic violation notices. These forms agRides the following:

serially numbered at the time of printing for

a. Office of the Secretary of Defense

accountability of the receiver, use, and loca- b. Chairman of the Joint Chiefs of Staff
tion of each individual form. Moreover, ac-and Joint Staff
countable forms are usually distributed and c. Military Departments

controlled from a central office or field unit.

Also referred to as a “controlled” form.

Classified form

d. Inspector General of the Department of
Defense

e. Defense Agencies

f. DOD Field Activities

A form with classified data entered on the
form. The Army has only one form that isElectronic form
classified without any data entry.MoreoverA form whose image is stored in magnetic,
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optical, video, or other type of file (for exam-Optical character recognition or reader materials such as test booklets and their an-
ple, CD—-ROM, floppy disk, etc.) and can beComputer—driven equipment that scans typeswer scoring keys.

retrieved electronically to print the form andiwritten sheets, producing a tape or other form

or to produce an image of the form on af input that drives a typesetting device or &tandard form

computer screen. word processor. An OCR scanner cannot co form designed and prescribed for manda-

rectly read broken or faint letters. tory use by two or more Government agen-
Electronic preparation cies. SFs are approved by the General
The process of filling in forms with elec- Optional form Services Administration.

tronic equipment.Electronic preparation is noA form used by two or more Federal agen-
the same as electronic generation(generatimies and approved by the General Serviceatocked form o .
both the form image and the fill-in data at\dministration for nonmandatory ug® form stored and distributed by the Balti-
the same time). Forms that are electronicallihroughout the Government. more or St. Louis U.S. Army Publications
prepared often must have marginal holes for Distribution Centers. These forms have high
continuous (pinfeed) construction. Other Government agency form usage (100,000 or more forms used Ar-
A form approved by another Governmehy—Wide in a 1-year period).Specialty—type
Form agency such as the Treasury Department afgfms are also stocked when their construc-
A fixed arrangement of captioned spaces dehe Office of Management and Budget. ThesHon precludes procurement at Army printing
signed for entering and extracting prescribetbrms may be required for use by the Armyand duplicating facilities.(The St. Louis Cen-
information, regardless of media.(This definiin matters related to a function of tho%¥ Stores and distributes sensitive and ac-
tion includes certificates and scoring keys foagencies. countable forms; the Baltimore Center stores
tests.Printed items such as labels, stickers, and distributes other stocked forms.)
tags, test booklets, instructions, and file cove®verprinting )
sheets do not require insertion of informainserting fixed information on a blank form Supersession ) _
tion; they may, however, be considered agnd having the form reprinted or reproduced N€ process of replacing a form with another
forms if they meet the standards for sizewith that information. Examples of fixed in- 1orm. Often, the form number remains the

item sequence, wording, design, afamation are command name and addres§2Me, but the form has changed and has a
construction.) new date. There are times, however, when a

Point form with a new number will supersede one

Joint Committee on Printing A unit of printer's measure. A point is ap-Of more forms.
A committee that is established by the U.Sproximately .72 inch. It is used to expres ;
Congress. This committee consists of menmeasurements such as type size or the thic gmporary form

bers of the U.S. House of Representativesess of leads and rules. A form printed for a limited time (normally
and the U.S. Senate. not more than 1 year) to serve a specific

requirement. The form becomes obsolete

Privacy Act form . .
y then it has served its purpose.

Local form A form used to collect personal data from a
A form prescribed for use only within a par-individual.These forms are subject to the Pri.-l_est form
t|CltJ_Ia_1r hsadguarters sucrl]w as ?n installation [;macy Act of 1974. A form printed for use during a testing pe-
activity headquarters. These forms cannot be : riod that is specified in the prescribing publi-
prescribed in Department of the Arnfyeporting form cation. The form becomes obsolete after
publications. A form prescribed for collecting internal in- I-t' f the test. Conti d
formation(within the Federal Government) orcOmpletion ot the test. Lontinued use re-
Locally reproducible forms external or public information(outside tfjyires conversion to a permanent form.
Forms not centrally stocked and distributedrederal Government). Internal reporti
to users.Reproducible copies are usually cofierms are controlled by requirement contro
tained within prescribing publications for lo-symbol (RCS) numbers; external or publi(:r

%Ction 1
pecial Abbreviations and Terms
his section contains no entries.

cal reproduction. reporting forms that collect information on
identical items from 10 or more people out-
Mark scanning side the Federal Government are controlled

Automatic optical sensing of marks usuallyby the Office of Management and Budget.
recorded manually on a data medium. An
example is a paper that gives a choice dReprint
options to be answered by filling in an ovalA second or later printing of the current edi-
with a certain pencil. When the paper is pagion of a publication or blank form to replen-
sed under a reader, the system will sense thgh stock levels.
most graphite (the pencil mark) and read it.
Rescission
Numerical history files The process of rescinding (dropping a form
One of the forms control files that consists ofrom the system)because it is obsolete or no
a current and obsolete (if applicable) historyonger required.
file. These files include the form number,
title, description, justification, specifications, Revision
and routing information. The other controlThe process of revising a form because there
files are called functional files. is a change in format or content (data
elements).
One—time form
A form printed to meet a one-time requireSensitive form
ment such as a one—-time report. The forrA form that must be protected because re-
becomes obsolete after completion of thgse of the information to unauthorized
requirement. sources could result in compromise or ad-
verse consequences. Examples are testing
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Index

Functional files, 2—4

This index is organized alphabetically byinteragency approval, 1-15, 3-18
topic and subtopic. Topics and subtopics are Management objectives, 1-4

identified by paragraph number.

Analysis, 3-1
Objectives, 3-1
Approvals, 1-9, 1-21
Interagency, 1-15

Classified forms, 1&#038;-27
Construction

Deviations, 1-23

Paper sizes, 3-6

Paper types, 3-9

Specialty, 3-33, 3-34
Content deviations, 1-23

Data elements, 3-24
Department of Army forms (DA)
Approval, 1-9
Cancellation, 1-8
Definition, 1-6
Department of Defense forms (DD)
Approval, 1-9
Criteria, 1-14
Definition, 1-6
Design
Box, 3-25
Columnar, 3-26
Continuous construction, 3—-33
Data elements, 3-24
Footnotes, 3-31
Form date, 3-15
Form numbers, 3-15
Forms instructions, 3-23
Layout, 3-5, 3-24
Margins, 3-7
Objectives, 3-5
OMB approval, 3-18
Pinfeed construction, 3-33
Prenumbering, 3-30
Prescribing publication line, 3-17
Privacy Act statement, 3-21
RCS number, 3-18

Margins, 3-7
Numerical files, 2-3
One-time, 1-18
Numbering, 1-10, 1-18,3-15
Optional forms
Cancellation, 1-22
Criteria, 1-12
Definition, 1-6
Exceptions, 1-22
Overprinting, 1-26
Prescribing, 1-9
Privacy Act statement, 1-17,3-21
Reporting requirements, 1-15,3-18
Reproduction
Local, 1-7, 1-19,1-24
Prohibitions, 1-24
Safeguarding, 1-27
Spacing, 3-22
Standard forms
Approval, 1-9
Cancellation, 1-22
Criteria, 1-11
Definition, 1-6
Exceptions, 1-22
Stocked, 1-7
Supersession notice, 3-16
Temporary, 1-18
Test, 1-18
Titles, 3-13

Forms control, 2-1, 2-3,2-4, 2-5, 2-6

Forms files, 2-3, 2-4

Forms management, 2—7
Objectives, 1-4

Functional classification, 2—4

Functional files, 2—4

General Accounting Office (GAO) approv-

al, 1-16, 3-19
Government agency forms, 1-13
Approval, 1-9

Required elements, 1-10, 3-14,3-15, 3—14teragency approval, 1-15

3-17
Reporting requirements, 3-18
Self-mailing, 1-25
Serial numbering, 3-30
Shading, 3-28
Supersession notice, 3-16
Two-sided forms, 3-34
Window envelopes, 3-35

Electronic forms, 1-20

Footnotes, 3-31

Format deviations, 1-23

Forms
Analysis, 3-1, 3-3, 3-4
Approval, 1-9, 1-21
Classified, 1-27
Construction deviation, 1-23
Content deviation, 1-23
Control, 2-1, 2-3, 2-4,2-5, 2-6
Definitions, 1-5, 1-6
Department of Army forms, 1-6

Department of Defense forms 1-14

Electronic, 1-20
Files, 2-3, 24
Footnotes, 3-31
Format deviation, 1-23

Local reproduction 1-7, 1-19,1-24,

Management objectives, 1-4
Margins, 3-7

Numbering forms, 1-10, 1-18
Numerical files, 2-3

Office Management and Budget (OMB)

approval, 1-15, 3-18
One-time forms, 1-18
Optional forms (OF)

Approval, 1-9

Cancellation, 1-11, 1-12

Criteria, 1-12

Definition, 1-6

Exceptions, 1-22
Overprinting, 1-26

Approval, 1-21

Paper

Sizes, 3-6

Types, 3-9
Prescribing forms, 1-9

Privacy Act requirements, 1-17,3-21

Publication review, 2-7

Reporting requirements
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Office Management and Budget (OMB),

1-15, 3-18
Requirement Control Symbol (RCS), 1-15,
3-18
Reproduction
Local, 1-7, 1-19, 1-24
Prohibitions, 1-24
Requirement Control Symbol (RCS), 1-15,
3-18

Safeguarding forms, 1-27
Serial numbering, 3—-30
Standard forms (SF)
Approval, 1-9
Cancellation, 1-11
Criteria, 1-11
Definition, 1-6
Exceptions, 1-22
Supersession notice, 3-16

Temporary forms, 1-18
Test forms, 1-18
Titles, 3-13, 3-14

Window envelopes, 3-35
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