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FOREWORD

This manual inplenents the policy set forth in Secretary
of the Navy Instruction (SECNAVI NST) 5210. 16, Depart nent
of the Navy (DON) Forns Managenent and | nformation

Requi renents (Reports) Managenent Progranms, 31 Decenber
2005 regarding information collections (reports) and is
i ssued under the authority of SECNAVI NST 5430. 7N

Assi gnnent of Responsibilities and Authorities in the

O fice of the Secretary of the Navy, 9 June 2005.

SECNAVI NST 5214. 2B, Departnent of the Navy (DON)

| nformati on requirenents (Reports) Managenent Program 6
Decenber 1988 was cancel |l ed by separate adm nistrative
action.

Thi s Manual provides gui dance to program nmanagers and
action officers who need to obtain information fromthe
public, other Federal agencies, and within the DON and
provides themw th the procedures necessary to |license
their information requirenments. It also provides gui dance
to assist informati on managenent control nmanagers on the
operation of their information collection prograns.

This Manual is effective immediately; it is mandatory and
applicable to the Ofices of the Secretary of the Navy,
The Chi ef of Naval Operations (CNO, the Conmandant of the
Marine Corps (CMC), and all Navy and Marine Corps
activities, installations, and comands.

This manual nmay be accessed through the Departnment of the
Navy, Navy Electronic Directives System website:
http://neds.daps.dla.m /. For further assistance or to
of fer comrents and reconmmrendati on concerning this manual,
contact the offices delineated bel ow
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Ofice of the Secretary
and Navy | nformation
Managenent Control O ficer
(CNQ' DNS- 5)

720 Kennon St. SE

Bl dg 36 Roon03

Washi ngt on DC 20374

Commer ci al : (202) 433- 2835
DSN: 288- 2835
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Marine Corps Information
Managenent Contr ol

O ficer ( ARDB)

HQVC

2 Navy Annex

Washi ngt on DC 20380-1775

Conmer ci al : (703) 614- 2311
DSN: 224-2311

M Wennergren

Départrrent of the Navy
Chief Information Oficer
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PART |
| NTRODUCTI ON

1. Purpose. The purpose of this manual is to identify and
provi de procedures for the areas that conprise the DON

| nformati on Requi renents (Reports) Program Separate chapters
cover internal information collections, public information
coll ections, and interagency information collections.

2. Background. Information is vital to the success of any
organi zati on and provi des the basis for managenent deci sions.
Specific types of data are needed to neet particul ar
requirenents. Information collections are the major neans for
providing this data. Information collections managenent
enconpasses the devel opnent of collections and information
systens. As conditions or needs change, information managenent
nmust provide for inprovenment of collections or systems; it must
al so provide for the control of information requirenents to
ensure mnimum col |l ection burden is expended and naxi mum

ef fecti veness obt ai ned.

3. Phil osophy And Scope

~a. Leaders and managers require and expect organizations to
furnish information necessary for effective performance of their
m ssi on.

b. Information collections managenent consists of:

o (1) Information Control: The review and control of
i ndividual information collections to ensure efficient response
to nmanagenment requirenents.

(2) Information Collection Analysis: The devel opnent
or inprovenent of collections and information systens.

C. I ncreasingly, information collection is acconplished
el ectronically. In particular, web based collections often
provi de a rapid, secure, and conveni ent neans of collecting
I nf ormat i on.

4. Definitions

a. Admnistrative |Issuances. All instructions, notices, and
change transmttals; adm nistrative publications and manual s;
general nessages; and nmessages and correspondence contai ni ng
material of a directive nature.

b. Agency. Any executive departnent, MIlitary Departnent,
Government corporation, Governnent controlled corporation, or

8
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ot her establishnment in the executive branch of the Governnent

(it ncluding the Executive O fice of the President), or any

i ndependent regul atory agency, but does not include the CGeneral
Accounting O fice, Federal Election Comm ssion, the governnents
of the District of Colunbia and of the territories and
possessions of the United States, and their various
subdi vi si ons, or Governnent-owned contractor—eperated facilities
i ncludi ng | aboratories engaged in national defense research and
production activities.

c. As Required Report. Information collected, stored,
retrieved, and subm tted when requested.

d. Burden. The tinme, effort, or financial resources
expended by persons to provide information to a Federal agency.

e. Collection of Information. Cbtaining or soliciting facts
or by witten report forns, application fornms, schedul es,
guestionnaires, reporting or recordkeeping requirenments, or
other simlar nethods calling for either:

(1) Answers to identical questions posed to, or
identical reporting or recordkeeping requirenents inposed upon,
ten or nore persons, other than agencies, instrunentalities, or
enpl oyees of the United States.

(2) Answers to questions posed to agenci es,
instrunmentalities, or enployees of the United States, which are
to be used for general statistical purposes.

f. Conputer Generated Reports. Reports generated by
processing data residing in a conputerized dat abase.

g. Exenpt Information Collections. Information collections
that are exenpt fromthe procedures in this nanual

h. Information Collection (Report). Data or informtion
collected for use in determning policy; planning; controlling
and eval uati ng operations and perfornmance; nmaki ng adm nistrative
determ nations; or preparing other reports. The data or
information may be 1 n narrative, statistical, graphic, or any
ot her formand may be di spl ayed on paper, nagnetic tape, or
ot her nedi a.

i. Information Collection Request. A witten report form
application form schedule, questionnaire, reporting or record—
keepi ng requirenent, or other simlar nmethod calling for the
coll ection of information.

J. Information Requirenent. The functional area expression
of need for data or information to carry out specified and
aut hori zed functions or managenment purposes that require the
establi shment of maintenance of forns or formats, or information
managenent coll ection or record keeping systens, nmanual or
aut onat ed.
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k. Interagency Information Collection (Reporting)
Requi renment. Any requirenent 1nvolving subm ssion of an
information collection to an agency fromone or nore other
agenci es.

. Internal Information Collection. An information
coll ection that remains W thin one organi zational structure for
its own use.

m Licensed Information Collection. An information
col l ection that has been requested and justified by an action
of ficer, reviewed and approved by the Command | nfornmation
Managenent Control Manager, and assigned a Report Control Synbol
or an exenption authority.

n. One-Tine Information Collection. An information
col |l ection prepared only once. One-tinme collections will be
assigned a Report Control Synbol per SSIC code using “OI” as
suf fi x nunber.

0. Operating Forces. The activities conprising the
operating forces of the Navy and the operating forces of the
Marine Corps are listed in SNDL Part 1.

p. Recurring Information Collection. An information
col l ection that conveys essentially the sane type of information
at prescribed intervals.

g. Report Control Synbol (RCS). An organi zation abbrevia-
tion conbined with a Standard Subject Identification Code (SSIC)
(see SECNAV Manual M 5210.2) and a nuneric suffix, which
signifies that an information collection has been approved.

r. Revised Information Requirenent. An established
i nformation requirenent that changes. The Infornmati on Managenent
Control Manager nust approve such revisions.

s. Shore Establishnent. The activities conprising the shore
activities of the Navy and the Marine Corps are listed in SNDL
Part 2.

t. Situation Information Collection. An information
col l ection which is prepared upon occurrence of a specified
event.

u. Status Information Collection. An interiminformation
col l ection explaining the anmount of work conpleted or to be
conpl eted on an established information collection.

v. Survey O Personnel Survey. An organized effort to
obtain information from persons about thenselves, their
attitudes, perceptions, beliefs, opinions, or interests where
the acquisition of such information is not a nornal
adm nistrative requirenment internal to the conmand.

10
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w. Person. An individual, partnership, association, corpo-
ration, business trust, or |egal representative, an organized
group of individuals, a State, territorial, or |ocal governnent
or branch, or a political subdivision of a State, territorial,
or local governnment or a branch of a political subdivision.

X. Unlicensed Information Collection. An information
col l ection that has not been sufficiently justified by the
action officer, reviewed and approved by the Information Control
Manager, and not assigned a Report Control Synbol or an
exenption authority.

11
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PART |1
| NFORMATI ON COLLECTI ONS CONTRCL

1. Responsibilities. Command | nformation Managenent Contro
Manager s:

a. Review information collections for conformance with
reporting standards.

b. Approve information collections by assigning report
control synmbols (RCS) or citing an appropriate exenption
authority.

c. Review individual information collections at |east every
three years.

~d.  Mintain nanagenent data on information collections
required by the organization (i.e., RCS, title of collection,
pur pose, cost, respondents, etc).

2. (Cl earance Procedures

a. The action officer (originator of a proposed information

collection) will submt all information concerning the
i nformation requirenent to the Command | nformati on Managenent
Control Manager for approval. Information collections wll be

approved only when they conply with the procedures contained in
t hi s nanual

b. The Conmmand I nformati on Managenent Control Manager
shoul d provi de any assi stance necessary to the action officer
with the information requirenent. This assistance i s nost
effective when provided during the initial establishnment of the
information collection.

3. Follow Up Procedures. Information collections will be
reviewed to determine if they continue to neet requirenents
efficiently. The action officer will review the collection 180
days prior to the expiration of the information collection.

| nfformation coll ecti ons not approved for extension are

AUTOVATI CALLY CANCELLED on the date of expiration and wll be
omtted fromany subsequent effective collections listing.

Col l ections without expiration dates are automatically cancelled
after three years from date of approval

4. Information Requirenent Revalidation/ Cancellation Procedures

a. If an information requirenment should be cancell ed,
prepare a change transmttal to the existing directive canceling
the requirenent. Submt a justification for the cancellation to
t he I nformati on Managenent Control Manager

12
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b. If the information requirenent remains valid, submt a
revised directive or change transmttal, within 60 days of the
expiration date, explaining the revalidation and extending the
approval period for a maxi mum period of an additional three
years (see Figure 1). Also, prepare and submt a new Reports
Anal ysis Data Form (see Figures 2 and 3).

13
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PART |11
| NFORMATI ON COLLECTI ONS ANALYSI S

1. Ceneral Criteria. Information collections nust provide a
basi s for neasuring performance, making decisions, creating or
revising policy, or carrying out operations and executing the
m ssion of the organization establishing the information

requi renment.

a. Detailed Analysis

(1) Information collection itens nust be constructed
to obtain all information needed concisely, economcally, and
effectively. Adm nistrative issuances containing information
requi renents should be sufficiently clear to avoid
m sinterpretation.

(2) Each itemmust satisfy a current need or known
future requirement. The collection of infornmation to neet a
potential future need requires justification. The recipient of
the information collection nmust use each reported item of
i nformati on.

(3) The validity of an information item can be
determ ned by anal yzi ng answers to the foll owi ng questions:

(a) |Is the requested information under the
cogni zance of the requiring office?

(b) Is the requested information necessary for
an established objective?

(c) Howis the information used?

(d) Could the information be obtained from sone
ot her source?

(e) |Is the information capabl e of
msinterpretation? Could it be nore sinply stated?

(f) Can the information be used for purposes
ot her than the established objective? Are there other potenti al
users of the information?

(4) Negative response for information requirenents
and col |l ections should only be required when they serve an
est abl i shed objecti ve.

b. Arrangenent of |nformation Managenent Coll ection Itens.
Arrange collection data itens in a logical format for easy
conpl etion by the preparing organi zation and for efficient use
by the receiving organi zati on. The organi zational |nformation

17
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Managenent Control Manager will assist in devel oping the nost
effective forns design

c. Source of Information For Information Collection Itens.
Det erm ne the organi zation that can furnish precise, usable
information in the easiest way. Reassignnent of responsibility
for preparation of information collections may avoid the
establ i shment of unnecessary or duplicate source records,
unnecessary workfl ow, or other uneconom cal processes.

d. Controlling Copy D stribution. D stribution of conpleted
i nformati on managenent collTections is based on a “need-to-act”
or “need-to—know basis. Distribution of courtesy copies is
prohi bi t ed.

e. Timng Subm ssions. Strive to mnimze the collection
burden by considering the timng and frequency of reporting.
Take into account the follow ng factors when considering tim ng:

(1) M ninmum Frequency. Establish the maxi numtine
possi bl e between colTections.

(2) As Required Information Collections. Establish
t hese collections wth the understanding that information wl|
be avail abl e and furnished on request.

~ (3) Situation Information Collections. These
collections are required upon the occurrence of an event or
situation or change in condition.

(4) Realistic Due Dates. Allow sufficient time for
adequat e conpi |l ati on between the end of the period covered and
t he due date.

(5) Peak Loads. Stagger information collection
subm ssion dates to avoid conventional peak |oads (e.g. end of
the nmonth and end of the quarter).

2. Costi ng

a. Need for costing. Consider the cost of establishing new
information requi renents and of inproving existing ones. Conpare
i nvest ment of work-hours and other costs to the val ue received
fromthe information collection. |Inproved operations and
ef fective decision-maki ng processes, in sonme cases, justify
costly collections and informati on systens.

b. Methods of estinmating costs. Base estinates on the
actual situation. Estimate work hours and machine tinme fromthe
approximate tine spent by activity personnel to prepare and
process the information. Cbtain costs of any machine tine,
printing, special equipnent, or other materials fromthe command
requiring the information.

18
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PART |V
| NTERNAL | NFORMATI ON COLLECTI ONS

1. Definitions. See Part |, Section 3.

2. Establishing An Information Requirenent

a. Action officers establishing information requirenents
shal | :

(1) Prepare a Report Analysis Data Form ( OPNAV
5214/ 10) for each information requirenment contained in the
adm ni strative issuance establishing the information collection.
(See Figure 2)

(2) Ensure all requests fromshore establishnments for
i nformation requirenents involving the operating forces are
reviewed by the appropriate Fl eet Commanders and that their
comments are provided to the Informati on Managenent Contr ol
Manager .

(3) Ensure information requirenents are not
aut horized for longer than three years fromthe date of the
adm ni strative issuance establishing the information collection.
A sentence nmust be included in the information collection
par agraph stating that the information collection has been
approved. Recurring information collections of |ess than three
years will include the expiration date of the information
collection in the information coll ections paragraph. One-tine
i nformation collections, those submtted only one tine, are not
subnmitted or approved for three years.

(4) Ensure justification of exenption is included as
part of the information collection background material for
exenpt information collections. Include the identification of
t he exenption in the information collections paragraph (e.g.,
“The requirenent contained in paragraph is exenpt from
i nformation collection control by SECNAVI NST 5213. 10E and
requires no Report Control Synbol.")

(5) Establish nmessage information requirenments when
there is a clear operational requirenent or tinme sensitive need
only. |If applicable, during periods of MN M ZE (see paragraph
5.9.), ensure that the use of telecomunications to fulfill
information requirenments will be used by adding the words (M N:
CONSI DERED) after the Report Control Synbol.

(6) Ensure respondents have sufficient tinme to
coll ect, prepare, and transnmit required information.

b. After the above informati on has been conpiled, the
i nformation coll ection sponsor will provide the foll ow ng
docunents to the Informati on Managenent Control Manager for
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revi ew and approval of the information collection:

(1) The proposed admi nistrative issuance requiring
the information collection.

(2) Al references, enclosures, and cancelled
docunents, if any.

(3) Al approved fornms or formats.

(4) Al necessary coordination and fl eet commanders
in chief cooments, if applicable.

(5) Docunentation exenpting the information
managemnent collection fromthe control process, if applicable.

(6) Conpleted Report Anal ysis Data Form ( OPNAV
5214/ 10). See figures 2 and 3.

c. The Information Managenent Control Manager will review
t he docunmentati on and decide if the informati on coll ection

shoul d be approved. The action officer will be notified of
approval / di sapproval. If the information collection was
di sapproved, an explanation will be provided.

3. Filing Information Collection Materi al

a. Case Folders. Case folders will be maintained on al
information collTections established by the Command. Maintaining
case folders on information collections prepared by the command
for other activities are optional and at the discretion of the
| nf or mati on Managenent Control Manager.

b. Information Collection Case Folder. Muintain case
fol ders on each established infornmation coll ection and i ncl ude:

(1) A conpleted Report Analysis Data form (for non-
exenpt reports).

(2) A copy of the report form format or a copy of
the information coll ection.

(3) A copy of the docunent requiring the information
col l ecti on.

c. Arrangenent of Case Fol ders. Arrange fol ders
chronol ogicalTy by Report Control Synbol.

4. Information Collection (Reports) Control Inventory. An
accurate inventory of information collections (reports) is
essential for effective operation and wll be maintained by the
| nf ormati on Managenent Control Manager. Activities wll maintain
case folders on those information collections over which they
have cogni zance. The Reports Record Card (OPNAV 5214/5) (see
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Figure 3) is available to assist Information Managenment Control
Managers in establishing an inventory system The purpose of the
inventory is to provide:

a. Acentral reference point for all infornation
collections required by the activity.

_ b. A source of information for conparison or background use
in the review of new information collections and revisions to
exi sting information coll ections.

c. A source of information to avoid duplication of existing
i nformati on requirenents.

5. Report Control Synbols. A Report Control Synbol is assigned
by the conmmand I nformation Managenent Control Manager. SECNAV
and OPNAV Report Control Synbols are assigned by OPNAV (DNS-51).
USMC report Control Synbols are assigned by HQVC ( ARDB)

a. Necessity of Report Control Synbols. A Report Contro
Synbol indicates that the information collection has been
revi ewed and approved as a valid requirenent and the respondents
have the responsibility of providing the requested information.

b. Use of Higher Authority Report Control Synbols. The
synbol of the highest authority will appear on the information
collection. For exanple, if a DD synbol is assigned to an
information collection, all responding commands will use the DD
synbol, expiration dates as assigned by the Ofice of the
Secretary of Defense (OSD) and associ ated information collection
title. Informati on Managenent Control Managers cannot substitute
their command synbol to an information collection having a
hi gher -1 evel synbol .

c. Unlicensed Reports. Organizations are not required to
respond to unlicensed or expired reports.

d. Conposition of a Navy Report Control Synbol. The
| nf or mati on Managenent Control Manager assigns the synbols. An
exanple is OPNAV 5214/5 (See Figure 4).

(1) The letters OPNAV indicate the authorized
abbrevi ation of the bureau, office, shore activity or fleet
command requiring the information collection (OPNAV is the
abbreviation for the Ofice of the Chief of Naval Operations).

(2) The four or five digits together, 5213, indicate
the DON Standard Subject Identification Codes (SSIC) nunber
which identifies the subject of the report (5213 is Information
Requi rements (Reports) Managenent). Use SECNAV Manual M 5210. 2
to find the appropriate SSIC nunbers and their associ ated
narrative subjects.

(3) The last digit, separated by a dash, is the next
consecutive nunber in that SSIC series. In the exanple, OPNAV
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5213-1 is the first OPNAV synbolized information collection in
t he 5213 series.

(4) Consecutive nunbers assigned in a Report Control
Symbol cannot be reused even if the information collection is
subsequent |y cancell ed or expired.

e. Conposition of A Departnment of Defense (DOD) Report
Control Synbol. These synbols are assigned by the WAshington
Headquarters Services, Directorate for Information Operations
and Reports (WHS/DIOR). An exanple of a DOD synbolized recurring
information collection is DD COVP(SA) 725- - Rei nbur sabl e
Transacti ons.

(1) The letters DD indicate that this is a Departnent
of Defense information collection.

(2) The abbreviation before the parenthesis is the
office within DOD requiring the information collection (COW is
the office of the Conptroller).

(3) The letters in parenthesis indicate the frequency
of the report (SAis sem -annual).

(4) The digits indicate the next consecutive nunber
assi gned by the DOD Informati on Managenent Control O ficer for
the overall system (725 is the next consecutive nunber assigned
for all DOD reports; not the next consecutive nunber for COW
reports).

(5) The DON Information Managenent Control Manager
assi gns an appropriate SSIC nunber in parenthesis after the DOD
synbol . For Navy purposes the Report Control Synbol DD COW
(SA) 725(7010) represents a DD information collection with the
SSIC 7010 to designate an information collection on non-
appropriated funds. The entire nunber is witten w thout spaces.

(6) A one—tine DOD Report Control Synbol is witten
as DD—OwP (0Or)8836(7010). This I1s the sane as the recurring
Report Control Synbol except OT nmeans the information collection
will only he submtted one tinme. The first two digits, 88,

i ndi cate the cal endar year the information collection was
established and the next two digits, 36, reflect the next
consecutive nunber for one time reports controlled for that
year. The figure 8836 in the above exanple neans that this is
the 36th one-tinme report assigned in cal endar year 1988.

f. Location of The Report Control Synbol In Docunents

(1) When an administrative issuance establishes an
information collection, cite the Report Control Synbol, title,
par agr aph establishing the requirenment or the exenption
authority in the last paragraph (above the signature) of the
docunent inposing the 1 nformation collection.
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Figure 4. Report Record Card (OPNAV 5214/5)
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(2) Wen a docunent references an information
coll ection that has been established by prior issuance, cite the
Report Control Synbol in the sane paragraph that nentions the
i nformation coll ection.

g. MNMZE

(1) Wen an actual or sinulated energency occurs, a
reducti on of tel ecomunications use nmay be necessary. This
action is required to facilitate pronpt transm ssion of
essential traffic. Essential traffic 1s that which nust be
transmtted to avoid serious detrinental inpact on m ssion
acconpl i shnent or safety of life. Conmanders have the authority
to inpose MNIM ZE within their conmand or area of command
responsi bility unless specifically denied.

(2) The information collection sponsor nust determ ne
if the information required is inportant enough to be received
during M N M ZE condi tions.

(3) Wen an information collection is to be
transmtted during M N MZE conditions, the words
(M N: CONSI DERED) are witten in parenthesis after the Report
Control Synbol; for exanple, OPNAV 1000-1 (M N:. CONSI DERED)

(4) Geater effort is required to enforce MN M ZE.
Therefore, all nessages rel eased during MNIMZE wi || include as
the | ast sentence “Rel eased by” followed by the rank/grade and
name of the rel easer

6. Publishing Lists of Information Collections. Each

organi zati on should periodically publish a list of its current
information collections (reports). Include the follow ng for
current information collections (reports):

a. Report Control Synbol.

b. Title of the information collection.

c. Form nunber or format.

d. Frequency of subm ssion.

e. Docunent requiring the information collection.

f. The organi zation code sponsoring the information
col l ecti on.

g. Oganizations that nust respond to the information
collection (collective terns preferred).

7. Exenptions. The follow ng subject matters are exenpt from
reports control:
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a Conmmuni cati ons acti ons on decl arati on of war.
b. Establishment or cancellation of MN M ZE.
c. Conprom ses of classified infornmation.

d. Status changes for Communi cations Security Materi al
System (CMS) itens and cryptographic keying material.

e. Information concerning inmmnent danger to life, health,
or property arising fromdangerous or defective material.

~f. Issuances establishing defense conditions or alerts of a
servi ce—w de nature.

. Reports of events or special incidents that may attract
national and/or high U'S. Navy interest.

h. Operational reports flowing within the Navy Comrand and
Control System (NCCS) to support commanders in planning, direct-
ing, and controlling operations of assigned forces by assigned
m ssions. Reports contained in conmunications tactical publica-
tions.

i. Substantive intelligence reporting.

j. Operating docunents and information or docunentation
processed and/or transmtted within an operational system
Exanpl es are application forms, purchase orders, bills of
| adi ng, personnel actions, payrolls and tinesheets, and reports
of inspections.

k. Report of findings, recomrendations, or actions prepared
by an official cormittee, board, study group, or task force.

|. Comrents or concurrences which are part of the routine
cl earance of proposed actions or publications and recomrenda-
tions or evaluations as to existing or proposed plans, policies,
procedures, organizations, mssions, publications, agenda, or
courses of action.

m Public informati on rel eases.

n. Reports of audits, internal reviews, investigation of
charges, conplaints, claimor violation of |aws and regul ati ons.
Reports of internal reviews when inposed by a higher-I|evel
command are not exenpt.

o. Counterintelligence, personnel security, and other
i nvestigative surveys and reports as covered by SECNAVI NST
3820. 2D

p. Reports concerning personnel matters such as savings
bond participation, conflict of interest statenents, financial
statenments, nom nations, and routine nedi cal and dental docu-
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ment s.

g. Routine requests for cost estinates related to a
specific information request.
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PART V
PUBLI C | NFORMATI ON COLLECTI ONS

1. Definitions. See Part |, Section 3.

2. pjectives.

~a. Mnimze the Federal and information collection burden
for individuals, small businesses, state and |ocal governnents,
and ot her persons.

b. Mnimze the cost to the federal governnent of _
col | ecting, maintaining, using, and dissem nating information.

c. Maxim ze the useful ness of information collected by the
f ederal government.

3. Procedures

a. FEach request to collect information fromthe public nust
he approved by the O fice of Managenment and Budget (OVB). To
obtain this approval, the action officer of the request nust
include the report in the Information Collection Budget (1CB)
submtted to OMB in July of each year. The | CB consists of al
exi sting and new public information collections (reports), both
recurring and one-tinme, that m ght be established during the
year. Since requirenents for subm ssion of the ICB frequently
change each year, action officers should notify the DON Forns
Manager and the DON | nformati on Managenent Control Manager (DNS-
51) as soon as possible of any potential new public information
collection in order to obtain guidance for including the
collection in the I1CB

b. Wien a new information collection is to be approved or
an exi sting one extended, the action officer will submt the
foll owi ng conpl eted docunents, via the chain of conmand, to DNS-
51:

(1) Paperwork Reduction Act Subm ssion (OvVvB Form 83-
%). Instructions for conpleting this formare contained in OVB
3-1 | NST.

(2) A supporting statenment follow ng the instructions
provided in the OMB 83-1 INST. The statenment nust clearly state
the information requirenent being requested.

(3) The form survey, questionnaire or collection
form and all privacy act statenents.

(4) Proposed instructions for conpleting the
information collection, if any.

(5 The information to be submtted for publication
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in the Federal Register (a sanple format may be obtai ned from
DNS- 51) .

c. DNS-51 will submt the Information Collection Budget to
t he Washi ngton Headquarters Services Directorate, Information
Managenent Division for review and forwarding to OMB for final
action.

d. The request originator will receive witten notification
of OW's final action. If the information collection is
approved, a Report Control Synbol and expiration date will be
assigned to the information collection. The synmbol nust be used
on all subsequent docunentation concerning the information
collection. If approval is not granted, the informati on nay not
be collected. Collecting information that has not been approved
by OMB is a direct violation of Public Law 96-511.

4. Conposition of A Public Report Control Synbol. These synbol s,
such as 0703-0003, are assigned by OVB.

a. The first four digits represent the nunber assigned to
t he agency requiring the report; for exanple, Air Force is 0701,
Arny is 0702, Navy is 0703, and OSD is 0704.

b. The last three digits represent the next consecutive
nunber assigned to the requiring agency’ s approved public
information collections. In the exanple above, 0003 is the third
public reporting requirenment approved for the Navy.

5. Exenptions. The follow ng types of information collections
fromthe public are exenpt from OVB review

a. Affidavits, oaths, affirmations, certification,
recei pts, changes of address, consents, or acknow edgnents,
provi ded that they entail no burden other than that necessary to
Identify the respondent, the date, the respondent’s address, and
the nature of the instrunent

b. Sanples of products or of any other physical objects

c. Facts or opinions obtained through direct observation by
an enpl oyee or agent of the sponsoring agency or through non-
standardi zed oral comuni cation in connection with such direct
observati ons

d. Facts or opinions submtted in response to genera
solicitations of coments fromthe public, published in the
Federal Register or other publications, provided that no other
person is required to supply specific information pertaining to
the comenter, other than necessary for self—dentification, as
a condition to the agency’s full consideration of the comrent

e. Facts or opinions, obtained initially or in foll owtp
requests, fromindividuals (including individuals in control
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groups) under treatnment or clinical exam nation in connection
with research on, or prophylaxis to prevent, a clinical

di sorder; direct treatnent of that disorder; or in the
interpretation of biological analyses of body fluids, tissues,
or other specinens; or the identification or classification of
such speci nens

f. A request for facts or opinions addressed to a single
person

g. Exam nation designed to test the aptitude, abilities, or
knowl edge of the persons tested and the collection of
information for identification or classification in connection
W th such exam nations

h. Facts or opinions obtained or solicited at or in
connection wth public hearings or neetings

i. Facts or opinions obtained or solicited through non-
standardi zed fol |l ow—dp questions designed to clarify responses
to approved collections of information

j. Like itens so designated by OVB

k. Collections of information fromfederal enployees within
the scope of their enploynment, unless the results are to be used
for general statistical purposes

. Menbers of the Arned Forces serving on active duty,
menbers of their famlies, and retired nenbers of the Arned
Forces when being surveyed within the context of Section 804 of
the FY 1986 Defense Authorization Act

m Collections of information fromfewer than 10 persons

n. Collections of information involving conpul sory process
under the Anti —rust Civil Process Act, or Section 13 of the
Federal Trade Comm ssion | nprovenents Act of 1980

0. Collections of information required during the conduct
of intelligence activities, as defined in Section 4-206 of
Executive Order 12036, issued January 24, 1978, or successor
orders, including Executive Order 12333, issued Decenber 4,
1981; or during the conduct of crypto-logic activities that are
conmuni cations securities activities

p. Public collections of information needed during the
conduct of a federal crimnal investigation or prosecution,
during the disposition of a particular crimnal matter, during
the conduct of a civil action to which the United States or any
official or agency thereof is a party, or during the conduct of
an administrative action or investigation involving an agency
agai nst specific individuals or entities
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PART VI
| NTERAGENCY | NFORVATI ON COLLECTI ONS

1. Definitions. See Part |, Section 3.

2. (bjective. To ensure that Navy interagency infornmation
collections collect only essential information to avoid
duplication and needl ess expenditures.

3. Procedures

a. If a new, revised or extended interagency information
collection is required by a Departnent of Navy (DON)
organi zation, locate the Ofice of Secretary of Defense (OSD)
sponsor. The OSD sponsor will prepare and submt a Request for
Approval of Information Collections (SD Form 455) to the DCOD
I nternal Information Managenent Control Manager for review and
appLovaI. The Navy organi zation will provide the OSD sponsor
wi t h:

(1) Cost estimate of the collection

(2) The collection instrunment and any instructions
pertaining to it

(3) A copy of the authority for collecting the
i nformation

b. If the action officer’s Information Managenent Contro
Manager concurs with the information requirenent, forward the
items |listed above to DNS-51. After review, the information wll
be forwarded to the DOD Internal |nformation Managenent Contro
Oficer for final action and, if approved, the assignnment of an
| nt eragency Report Control Number (I RCN).

c. After final action by DOD Internal Information
Managenent Control Manager, a copy of the SD Form 455 is
returned to the sponsoring OSD activity. An approved interagency
collection will contain the I RCN and expiration date. The | RCN
and nust appear in the DON issuing authority. If the interagency
collection 1s disapproved, the information may not be coll ect ed.

4. Conposition of An Interagency Report Control Synbol. These
synbol s, such as DD P&R (AR)9999-1, are assigned by the DCOD
| nf or mati on Managenent Control O ficer.

a. The first two letters indicate that DOD is collecting
t he information.

b. The letter abbreviation is the OSD activity sponsoring
t he col |l ection.
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c. The remaining letters indicate the frequency of the
subm ssion of the information. AR equates to “As Required”.

d. A sequential nunber will follow the frequency.
e. An “1” will follow the sequential nunber indicating the
information collected fromother federal agencies (i.e.

i nt eragency col |l ection).

f. For DON purposes, an appropriate SSIC nunber is assigned
in parenthesis after the IRCN (i.e., 5212). The IRCN cited above
woul d beconme DD- P&R( AR) 9999-1(5212) and is witten wi thout
spaces.
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PART VI |

SELF | NSPECTI ON GUI DE FOR | NFORVATI ON MANAGEMENT CONTRCL
MANAGERS

1. Objective. This guide is designed to assist Information
Managenment Control Managers in evaluating overall information
col l ecti on managenent policies, standards, organizational
structure, staffing, and procedures.

2. Procedures. Self-inspection ensures proper infornmation

col | ecti on managenent throughout an organi zation. The answers
to the follow ng questions should assist in evaluating program
ef fecti veness:

a. Program Pl acenent and Responsibilities

(1) Is the overall responsibility for information
col l ections assigned at the executive |evel?

(2) Is information collections managenent part of the
overall records and information nmanagenent progranf?

(3) Does placenent of the program all ow for
coordi nati on anong ot her Records Managers?

~(4) Have information collections nanagenent
responsibilities been clearly delegated in witing?

b. Program Docunent ati on

_ (1) Is there a current directive outlining
i nformation coll ecti ons managenent policy, objectives, and
responsibilities?

(2) Are there witten procedures for performng
i nformation coll ecti ons managenent functions?

_ _ (3) Does the information collections managenent
directive include procedures for internal, interagency, and
public reports?

_ (4) Are there witten procedures for ensuring
conpliance wth the Privacy Act?

_ ~ (5) Are there witten procedures for coordinating
information requirenments with ADP activities, and forns,
directives, and other related el ements?

(6) Are information collections required to be
anal yzed for duplication and redundancy, and are there witten
procedures for doing so?

32
UNCLASSIFIED



UNCLASSIFIED SECNAV M-5214.1
DECEMBER 2005

_ ~(7) Is there a requirenent for cost analysis of
i nformati on col |l ecti ons?

(8 Is there a stipulation that respondents wll not
conply with an information requirenent unless the Report Control
Synmbol or exenption authority is provided?

(9) Are information collections required to be
checked for conpliance with applicable |aws, regul ati ons and
policies?

(10) Are automated information collections subject to
the sane reviews and controls as non—automated col | ections?

c. Program Records

(1) Does the office responsible for information
col | ecti ons nmanagenent naintain a history (case) file with
background i nformati on on each proposed and approved information
col I ection?

(2) Does the history file contain information on the
pur pose of the information collection, justification,
originating office or official, inplenmenting directive, rel ated
forms, and costing?

(3) Does the information collections nmanagenent
office maintain a conplete set of directives, rules,
regul ations, and internal procedural docunents governing
i nformation collections?

(4) Is alisting of effective information collections
(reports)issued on at | east an annual basis?

(5 |Is the listing of effective information
col l ections current?

(6) Are the information collections in the listing
grouped by function, report synbol, or subject to avoid
dupl 1 cation?

d. Program Qperations

(1) Does the information collections nmanagenent staff
provide training to sponsors on the need for information
col | ecti ons nmanagenent and the sponsor’s responsibilities?

(2) Does the Information Collections Control Manager
provide training and technical assistance in analyzing and
determ ning information needs and system desi gn?

(3) Are procedures for information collections
managenent available to be followed by persons who require,
prepare, process, and use information collections?
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(4) Have practices that bypass the clearance process
been elimnated (avoid unlicensed reports)?

(5) Are waivers and exceptions to the clearance
process properly docunented and | egitinmate?

(6) Do action officers coordinate proposed
information collections with those who will be affected by then?

(7) |s senior nmanagenent aware of the number, types
and costs of information collections and systens required by
or gani zati on conponents?

(8) Have directives outlining information
requi renents been distributed to respondi ng organi zations on a
tinmely basis?
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PART VI I 1
| NFORVATI ON COLLECTI ONS ( REPORTS) EVALUATI ON GUI DE

1. Objective. This guide is designed to inprove the eval uation
of individual information collections (reports).

2. Procedures. The follow ng questions should assist Information
Managenment Control Managers in evaluating information
col |l ecti ons:

a. Need and Use

. (1) |Is there a specified purpose for the information
col l ection?

o (2) Is the information collection used to nmake a
deci sion or take a specific action?

(3) Wuld the performance of any function be inpaired
wi t hout the Information collection?

(4) Are all itens on the information collection used?

(5) Have all itens falling into the “nice to know
category been elim nated?

(6) Are all copies of the information collection
used?

(7) Are there any copies used strictly for
i nformational purposes? If so, are they really necessary?

b. Adequacy and Suitability

(1) |Is all data accurate and conpl ete?

(2) Does the data match the specific need of each
user?

I (3) Is the information being reported valid and
timely?

(4) Has a one—tine situation report been substituted
for a periodic report when that woul d serve the purpose?

(5) |Is the data sumari zed whenever possible?

(6) Does the information collection contain
conpari sons of data? (Collections that include conparative data
are usually nore useful than raw data or statistics.)

(7) Have production or performance goals been set and
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used to conpare data?

(8) Are neaningful conparative bases used, such as
establ i shed standards, past performance, financial or production
goal s, and correlations wth other schedul es, prograns, or
event s?

(9) Are graphics, such as illustrations, charts,
graphs, etc., used to good advantage?

(10) Is the information collection style suitable for
intended users (i.e., executives, technicians, the general
public)?

(11) Is the tone, or the presence or absence of
detailed statistics, appropriate to the users’ |evel of
responsibility and know edge?

(12) If statistics are used, are they neaningful ?

(13) Does the conplete information collection provide
maxi mum sinplicity and utility for the intended respondents and
users?

c. Distribution of the Informati on Col | ecti on

(1) |Is the nmethod for distributing the information
col | ecti on adequate?

(2) Has the accuracy of the distribution been
verified in the |last year?

(3) Is a copy of the information collection forwarded
to everyone who needs and uses the information?

(4) Has consideration been given to broader
distribution of the information collection instead of preparing
summary reports?

d. Relationship to functions

(1) Is the information collection related to the
user’s functions?

(2) If the user’s functions and responsibilities have
recently changed, has the change been reflected in the
i nformation coll ection?

(3) Could another action elimnate an information
col l ection?

e. Sources

(1) Is the information in the information collection
obtai ned fromthe best source?
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_ - (2) Has consideration been given to using the
information available in a different formor from another
organi zation (such as a conputer printout)?

(3) Are files or other sources maintained so that
data can be easily extracted?

f. Cost

(1) Has a cost analysis been perforned on the
i nformation coll ection?

(2) Has costing information been docunent ed?

(3) |Is data being obtained and processed in the | east
costly manner?

g. Timng

(1) Are information collection periods clearly stated
in the inplenenting directive?

(2) Is the information collection needed for a
specific period of tine only, and has it been assigned an
expiration date consistent with that need?

(3) Is the due date clearly stated?

(4) |Is the frequency (nmonthly, quarterly, annually)
of the information collection specified?

(5) |Is the information collection frequency
consistent wth the users’ needs?

(6) Are deadlines realistic?

(7) Have the heaviest workl oad periods, such as the
end of a nmonth or a quarter, been avoided if possible? Try to
use 15th of the nonth and tri-annual information collection
periods rather than peak peri ods.

h. Sanpli ng

(1) |Is conplete coverage, rather than a sanpl e,
essenti al ?

(2) |If sanpling is used, is it representative enough
to provide accurate data?

i . Conbination

(1) Have all possibilities for conbining the
information collection wth other reports been consi dered?
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(2) |If automated, has the data been integrated with
ot her systens or databases where possible?

(3) Have the data needs of other offices been
coor di nat ed?

j. Instructions

(1) Are the information collection instructions
sufficiently detailed and cl ear?

(2) Do the instructions provide for standardized
i nformation collection?

k. Report Control Synbol

(1) |Is the report appropriately |icensed?

(2) |Is the Report Control Synbol shown on forns and
records associated with the information collection to tie
together the related forns and directives?

|. Authentication

(1) Are the signatures of verifying and approving
officials required only when necessary?

(2) Are the signatures at the appropriate |evel of
authority?

m  For mat
(1) |Is the information collection format prescribed?
(2) Do all preparing offices use the sane fornat?
(3) Has a form been used where appropriate?

(4) Has a formthat already exists been used for
collecting required i nformati on where appropri ate?

n. Design

(1) Is the text of fill—n information collection
forms arranged to permt easy fill-in and use?

(2) |Is there adequate space for each itenf

(3) Are items in proper sequence according to the
user’s needs, especially when data is transferred from an
information collection to an automated fornf?

(4) Are recurring itens, such as the recipient’s
address, preprinted on the information collection formwhenever
possi bl e?
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(5 Are the instructions adequate and are they pl aced
where they are readily seen; are they clear and descriptive; do
t he boxes, lines, type, etc, enphasize the captions?

- (6) If multiple copies of a formare required, is the
formavailable electronically, or in sets using interleaved
carbons or carbonl ess paper?

(7) |Is the size of the form adequate, practical, and
easy to read; will it fit in standard files or binders?
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