DLI'S Instruction 5000.1

DLI S-RA

Novenber 8, 2000

RECORDS/ VI SUAL | NFORVATI OV PUBLI CATI ONS/
FORMS PROCEDURES

A. REFERENCES
1. DLAI 5015.1, DLA Records Managenent Procedures and Records Schedul e.

2. DLAD 5330.1, Procurenment and Managenment of Printing, Duplicating, Publications,
Forms, M cropublishing, Ofice Copying, and Autonmated | nformation.

3. DLAI 5330.1, Procurenment and Managenment of Printing, Duplicating, Publications,
Forms, M cropublishing, Ofice Copying, and Autonmated | nformation.

4., DLAM 5025. 1, Publications and Forms Distribution Manual
5. DLAR 5025.29, DLA Visual Information (VI) Activities.

6. DLSC Instruction 5000.1, Records/Visual Information/Publications/Forns
Procedures, Decenber 19, 1997, (hereby superseded).

B. PURPOSE. This instruction provides procedures for the follow ng prograns:
1. Records Managenent
2. Visual Information
3. Witing/Revising Publications
4. Ordering Publications/Establishing Initial Distribution
5. Fornms
C. APPLICABILITY AND SCOPE. This instruction is applicable to Defense Logistics
I nformation Service (DLIS); HQ Defense Reutilization and Marketing Service (HQ DRMS) ;
DRMS field activities; and all other activities receiving Records/Visual |Information/

Publ i cati ons/ Forns support.

D. DEFINITIONS. Enclosures 1 thru 5 contain specific definitions/acronyns for Records
Managenent / Vi sual | nformati on/ Publications/Forns prograns.

E. PROCEDURES. Enclosures 1 thru 5 outline specific procedures for Records
Managenent / Vi sual | nformati on/ Publications/Forns prograns.

F. RESPONSIBILITIES. Enclosures 1 thru 5 outline specific responsibilities for
Records Managenent/ Vi sual | nformation/Publications/Forns prograns.
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G EFFECTI VE DATE AND | MPLEMENTATI ON. This instruction is effective upon signature of
the DLI'S Deputy.

H. I NFORMATI ON REQUI REMENTS. (Reserved for future use.)

BY ORDER OF THE COMMANDER

/sl
Rl CHARD B. MAI SON
Deputy

5 Encl
1. Records Managenent
Vi sual I nformation
Witing/Revising Directives/lInstructions
Ordering Publications/Establishing Initial
Di stribution Requirenents
5. Forns

Pown
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RECORDS MANAGEMENT

REFERENCES. DLAI 5015.1, DLA Records Managenent Procedures And Records Schedul e.

PURPOSE. To affirm policy and assign responsibilities and procedures for the
preservation of official Government docunentation.

SCOPE. These policies and procedures are applicable to the Defense Logistics
Information Service (DLIS), HQ Defense Reutilization and Marketing Service (HQ DRMS),
and all other activities receiving Records Managenent support.

DEFI NI TI ONS/ ACRONYMS:

ARMO Assi stant Records Managenent O ficer

DO Directorate/Office

FRC Federal Records Center

NARA Nat i onal Archives and Records Adm ni stration
RMO Records Managenent O ficer

VWNRC Washi ngton National Records Center

FORMS:

DLA 1689 Files Qutline

DLA 1690 Fil e Nunber Recomendati on

SF 135 Records Transmittal and Recei pt

OF 11 Ref erence Request - Federal Records Center

SEE ATTACHED SAMPLES

SCAN AND M CROFI LM | NFORVATI ON:

DLI S-R Cannon Scanner And KAR System Admi ni strator
DLI S-R M crofil m Operat or

PO NT OF CONTACT:

RMO DSN 932-4891; FTS 552-4891 or conmmercial (616) 961-4891
ADDRESS Def ense Logistics Information Service

ATTN. DLIS-RA

74 Washi ngton Ave N

Battle Creek M  49017- 3084
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RESPONSI BI LI TI ES

VWHOSE ACTI ON ACTI ON
DLI S COVIVANDER 1. Designates a Records Managenment O ficer.

RMO 2. Provides classroomtraining for files custodians annually or as
needed. Provides guidance, one-on-one, as needed.

3. Prepares training package for printing, arranges for classroom
notifies all ARM>s and files custodians in each supported
activity.

4. Reviews files outlines annually, as received from D/ O ARMO.

5. Surveys and evaluates records in all D/Os in each supported
activity, annually or as deened necessary.

6. Conducts studi es/anal yses of operational requirenments and program
actions/initiatives necessary for program nmanagenent, to assess
adequacy of records disposition or initiate recommendati ons.

7. Acts as System Administrator for the Cannon Scan and KAR System
a PC-LAN-based automated retrieval program Manages daily
operations of the canera operator/index clerk.

8. Represents serviced activities on all program matters, serving
as liaison with the NARA, WNRC, FRC and HQ DLA.

9. Initiates/ mai ntains/reviews/revises directives as needed.

10. Processes and submits DLA Form 1690, File Nunmber Recommendati on,
to HQ DLA for categories of files not yet identified.

ARMO 1. Reviews directives for a general know edge of records and
mai ntains files accordingly.

2. Acts as liaison between RMO and files custodians within D/ O

3. Attends training as requested. Notifies RMO of training needs
for custodians within D/ O

4. Ensures files outlines for D/O are prepared correctly and in a
timely manner.

5. Prepares survey schedule for entire D/O and forwards to RMO when
requested. Also provides assistance during the survey period.

6. Initiates the DLA Form 1690 for any needs within the DO not net
in the files instruction and sends to the RMO who will process.

7. Reviews records and transmttal formas received fromfiles
custodians within the D)O. Notifies RMOwho will visit
office to approve, then schedul es scanning/transfer.



WHOSE ACTI ON

FI LES
CUSTODI AN

FI LES
CUSTODI AN

8.

9.

10.

Prepares and sets-up new files annually. Purges old files.

Notifies the RMO of all personnel changes affecting
files custodians.
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RESPONSI BI LI TIES cont'd
ACTI ON
Mai nt ai ns a general know edge of the Cannon Scan and KAR System
and its operating procedures in order to retrieve

docunments as needed.

Revi ews directives for a general know edge of records and
mai ntains files accordingly.

Attends training as requested. Notifies ARMO of specific needs.

Prepares files outline annually in duplicate, in a tinely manner
and forwards to the ARMO. Prepares for records survey/appraisal

Provi des information to the ARMO for initiating file nunber
recomendati ons.

Prepares and sets-up new files annually. Purges old files.

Manages the use of files supplies and equi prment efficiently
within DO

Noti fies ARMO of all personnel changes affecting files
cust odi ans.

Mai nt ai ns a general know edge of the Cannon Scan and KAR System
and the operating procedures in order to make retrievals as
needed.

FI LES OUTLI NES

Conpl etes the DLA Form 1689, Files Qutline, annually; subnmts to
ARMO in a tinmely manner. Cal endar year outlines are due to the
RMO by Jan. 15 and fiscal year outlines by Oct. 15.

I ncorporates all records fromthe office including working/
program fil es mai ntai ned by enpl oyees.

Lists all record titles. The contents of the file drawers nust
coincide with the outline. Additions/deletions may be done
t hroughout the year with pen/pencil changes.



RMO 1.
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WHOSE ACTI ON

ARMY FI LES 1.
CUSTODI AN

Mai ntai ns original outline in designated folder

RECORDS SURVEYS

Surveys/ apprai ses records in each DO annual ly or as deened
necessary to ensure conpliance with directives. A survey will be
schedul ed by the RMO or may be requested by the ARMO or files
cust odi an.

Revi ews records for structure, consistency and ensures docunents
are mui ntai ned and di sposed of according to directives.

Prepares an e-nmuil of findings and recommended actions for the
D/ O overall, and sends to the ARMO and director

Conducts followup surveys if there are mmjor problem areas of
m suse.

DOCUMENT RETENTI ON PREPARATI ON
CANNON SCAN SYSTEM - KAR SYSTEM

ACTI ON

Purges docunents annually according to disposition instructions.
Destroys docunents (recycle) or prepares for scanning as

follows: (If docunents are not to be destroyed, provide a witten
justification fromthe originating office to the RMO before
scanni ng begins.)

a. Renoves all routing slips, post-in notes, hand drafted
papers, etc.

b. Rempoves all staples, binder clips, paper clips, fasteners,
hard bi nders.

c. Purges docunments and destroys papers which are duplicates
or unnecessary. |f docunents are torn/poor quality, tape or
copy before filmng.

d. Organi zes docunents within each folder. |If the quantity is
too much for one folder, |eave the folder on top of the
docunents and use a rubber band.

e. Labels all folders with atitle and file nunber and any
other identifying information, i.e., tine period, geographica
| ocati on.

f. Places files neatly in a standard records hol di ng box.
Each box nust have the accessi on nunber and box nunber witten



RMO

in heavy bl ack nmarker on the box end. Fol d box top in, do not
t ape.

Prepares an SF 135, Records Transmittal and Receipt; calls the
RMO for an accession nunber and submits formthrough the ARMO to
t he RMO

Visits office to check the records and signs/approves the SF 135.
Mai nt ai ns one copy and returns original to ARMO Fil es Custodi an

Pl aces original SF 135 in box nunber one. Holds records (if
scanning roomis full) until scheduled tine for scanning.

Arranges to have the boxes picked up if there are nore than two;
Delivers two or |less boxes to the originating office.

Ensures that hard copies are destroyed after all docunments have
been scanned, processed, and quality checked.

Provi des copy of scan disk to the ARMO (for nmintenance) upon
request. Requesting office provides disk; others will not
receive the disk but will use the centralized systems when a
retrieval is necessary (call the Cannon Scan KAR System

Admi ni strator).



WHOSE ACTI ON

RMO

ARMY FI LES
CUSTODI AN

RMO

FRC/ WNRC

RMO

ARMY FI LES
CUSTODI AN

RMO

FRC/ WNRC

RMO
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SHI PMENTS
FEDERAL RECORDS CENTER
WASHI NGTON NATI ONAL RECORDS CENTER

ACTI ON

1. Ships only permanent records to WNRC (i.e., publications records
sets). Oher records not being scanned (i.e., hazardous
contracts) will be sent to the FRC

2. Prepares docunments in the sane way as if they would be
scanned except there is no need to renove staples, clips,
fasteners. The retiring office nmust ensure that files in the box
match those listed. This nust not include files dated after the
established cutoff date stated; the records centers will not
accept these records.

3. Forwards the SF 135 to the RMO who will approve, sign, and
provi de | ocal accession nunber.

1. Prepares an abbreviated SF 135 which will include only the
primary title and one file nunber per form

2. Forwards the original SF 135 and one copy to FRC. Wen being
sent to WNRC, calls HQ DLA RMO for accessi on nunber, then
forwards to WNRC.

Conpl etes paperwork and returns the SF 135 to the RMO

Forwards a copy of the SF 135 to ARMJ Fil es Custodian to place
in box one prior to shipment. This SF 135 will also contain the
FRC/ WNRC accessi on nunber. Wite FRC/WNRC accessi on nunber on
boxes.

Pl aces a copy of the SF 135 in box one, tapes all box tops, uses
heavy bl ack marker to place FRC/ WNRC accessi on nunber and box
nunber on each box end. Holds until contractor picks up to

mai | / shi p.

1. Prepares and forwards a request for services (DLIS Form 1783) to
have boxes picked up and delivered to the back dock to be
ski dded, shrink wrapped and held until shipnent.

2. Boxes will be mailed by the mailroomor transportation
of ficer, whichever is nore cost effective.

Sends a copy of the SF 135 back to the RMO when boxes are
recei ved.

Logs the FRC/ WNRC accessi on nunber, |ocation, and dates of
shi prment .
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DLI'S Instruction 5000.1

WHOSE ACTI ON

ARMY FI LES
CUSTODI AN

RMO

BACK DOCK/
MAI LROOM

ARMY FI LES
CUSTODI AN

WHOSE ACTI ON

ARMY FI LES
CUSTODI AN

RMO

RETRI EVALS
FEDERAL RECORDS CENTER
WASHI NGTON NATI ONAL RECORDS CENTER

ACTI ON

Contacts the RMO, via e-nmail or tel ephone, with the accession
nunber, box nunmber and date needed.

Verifies FRC/WNRC accession nunber in the log. Retrieves
records/ boxes using the Centers Information Processing System
(CIPS). Wen boxes are needed overni ght, phone or fax the
request and provide our Federal Express account number.

Recei ves boxes. Calls the RMO for room and | ocation
verification. Delivers boxes.

Noti fies RMO of boxes received. Notifies RMO when ready to
return boxes.

Pl aces a mailing | abel on boxes when they are ready for return
to FRC/WNRC. Asks the mailroomto pick up and nail. \Wen the
vol une of boxes is large (10+), contacts the RMO about shi pping
t he boxes.

ELECTRONI C FI LI NG/ MAI NTENANCE
ACTI ON

Provi des each enployee in their DO a list of file nunbers to be
used (including a brief description of records and di sposition
instructions) for all records in their possession (program
working files).

I ncl udes on the annual files outline all records nmintained
by each enpl oyee

Label s each disk with file nunber and title. Uses one disk for
adm nistrative files and a separate di sk for m ssion-function
programfiles. Store in jackets and storage containers that are
not vul nerable to light/dust.

Cross references all correspondence, as needed; both hard copy
and el ectronic, by adding a note to each file.

Purges files at least annually (sane as for hard copy files).
Downl oads to a disk those files on the hard drive which nust be
mai nt ai ned nore than 1 year.

Contacts Information Technol ogy Hel p Desk as needed
for assistance.

Surveys/ apprai ses electronic files throughout D/ O as deened
appropriate or necessary.
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SELF- | NSPECTI ON CHECKLI ST

Conpl ete the DLA Form 1689, Files Qutline, in a tinmely manner: FY outline is due 15
Oct; CY outline is due 15 Jan.

Does the files outline reflect working and program project files being naintained by
enpl oyees? Update the outline routinely with pen/ink changes.

Check all file nunmbers and disposition dates nmaki ng sure they are correct.

Identify file cabinet drawers with [ abels showing file nunber, title and year of at
| east the first itemin the drawer.

Use guide cards. Label in the first position with a white |abel that identifies the
nunber, title and full disposition standard.

Are all labels in the proper position? The first of each new five-digit series should
be in center position, others within that sanme nunber will be in right position.

Break down subject files sufficiently for easy reference.

Label all file folders.

Bring ongoing files forward to current year files.

Destroy files in a tinmely manner, when eligible.

Transfer files for electronic scanning in a tinmely manner (annually at least). |Is the
acconpanyi ng SF 135, Records Transnittal and Receipt, properly conpleted, reviewed and

approved?

Purge the docunments and pack boxes with a copy of the SF 135 enclosed in box nunber one
of each group.

Properly | abel floppy, CD-ROM other disks. Mintain the disks in a protective jacket
and case.

Mai ntai n common office files on a separate disk from m ssion/function files.

Do ARMO Fi |l es Cust odi ans/ enpl oyees have a know edge of their responsibilities in
adhering to HQ DLA/I ocal filing requirenents?

Do you need training/assistance? Notify the ARMORMO if there is a need
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VI SUAL | NFORMVATI ON
( PHOTO! GRAPHI CS)

REFERENCE. DLAR 5025.29, DLA Visual Information (VI) Activities.

PURPOSE. To affirm policy and assign responsibilities and procedures for ordering
phot o/ gr aphi cs services through the contractor

SCOPE. These policies and procedures are applicable to the Defense Logistics
Information Service (DLIS), HQ Defense Reutilization and Marketing Service (HQ DRMS),
and all other activities receiving VI support.

DEFI NI TI ONS/ ACRONYMS:

D/ O Directorate/ O fice

VI CO Vi sual Information Control Officer

COR Contracting Officer's Representative

FORMS:

DLI'S 25 Request for Visual Aids (G aphics)

DLI S 525 Request for Audi ovi sual / Phot ographi ¢ Servi ces (Photo)
DD 1995 Request for Video Production

DD 2054 Vi sual Information Annual Activity Report

PO NT OF CONTACT:

VI CO DSN 932-4891; FTS 552-4891 or commercial (616) 961-4891
Def ense Logistics Information Service
ATTN. DLIS-RA
74 Washi ngton Ave N
Battle Creek M  49017- 3084
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WHOSE ACTI ON
DLI' S COMVANDER

VI CO

D/ O

RESPONSI BI LI TI ES
ACTI ON
Desi gnates a Visual Information Control O ficer (VICO.

Serves as the focal point on all VI matters; attends al
sem nars/training regarding VI.

Prepares annual report. Meets with photo/graphics departnent
heads for required statistics.

Reviews VI requests for essentiality and to ensure conpliance
with the contract as well as |ocal procedures. Ensures requests
are signed and approved by an authorized individual in
originating D/ O

Mai nt ai ns signhature cards and a |ist of all authorized users;
updates list with any changes received. Distributes |list and al
changes to the COR and phot o/ graphi cs departnment heads.

Revi ews and approves/di sapproves requests for new productions.
Conducts a search of the Defense Autonated Visual |nformation
System (DAVIS) for the requested production, inquiring if the

producti on may be avail abl e through anot her source.

Provides title and other requested information to HQ DLA upon
conpl eti on of new production.

Conducts training and provi des assi stance as needed.

Desi gnat es personnel to review approve/sign requests for Vi
servi ces.

Forwards a DD Form 577, Signature Card, to the VICO

Conpl etes the required forns for photo/graphics services and
forwards/ handcarries the original plus four copies to the VICO

or alternate VICO for approval. Fornms may be sent electronically

via the VICO mail box.

Deliver the approved request to the photo/graphics departnent.



5. Communicates with provider regarding services. Picks up itens
when notified of job conpletion.

6. Conpletes a DD Form 1995 for a new video production. Forwards to
the VICO with an attached photo request.

7. Notifies VICO when video production is conpl eted/received.

8. Requests assistance/training fromVICO as needed.
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VRI TI NG/ REVI SI NG DI RECTI VES/ | NSTRUCTI ONS

REFERENCES. DLAD 5330. 1, Procurenent and Managenment of Printing, Duplicating,
Publ i cati ons, Forns, M cropublishing, Ofice Copying, and Automated |nformation.
DLAI 5330.1, Procurenent and Managenment of Printing, Duplicating, Publications,
Forms, M cropublishing, Ofice Copying, and Automated | nfornmation.

PURPOSE. To establish responsibilities and procedures for witing/revising
directives/instructions.

SCOPE. These procedures and responsibilities are applicable to the Defense Logistics
Information Service (DLIS); HQ Defense Reutilization and Marketing Service (HQ DRMS);
and all other activities receiving publications support.

DEFI NI TI ONS/ ACRONYMS:

D/ Cs Directorates/ O fices

DLI'S Def ense Logistics Information Service

DLI S-RA Admi nistrative Services Division, Directorate of Planning
and Resource Managenent

DRMOs Defense Reutilization and Marketing O fices

HQ DRMS HQ Def ense Reutilization and Marketing Service

OoPI Ofice of Primary Interest

FORMS:

DLA Form 96 Request for Approval of Publication (SAMPLE ATTACHED)

DLA Form 978 Conments on Publication

| NDEX. DLI'S Instruction 5025.4, Index of DLIS/ DRMS Publications.

PO NT OF CONTACT:




DI RECTI VES DSN 932-4951; FTS 552-4951 or commercial (616) 961-4951
MANAGER Def ense Logistics Information Service

ATTN. DLIS-RA

74 Washi ngton Ave N

Battle Creek M  49017- 3084
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WHOSE
ACTI ON

HEADS OF
DLI S/ DRMS DJ Gs

HEADS OF DLI S/
HQ DRMS D/ Os/
DRMOs

PUBLI CATI ONS
MANAGER

RESPONSI BI LI TI ES

ACTI ON

1

Initiates directives/instructions (including inplenenting
publications) on subject matters within their functional area
of responsibility.

Recommends four-digit series number for new directives/
i nstructions.

Ensures that supersession information appears in REFERENCES
paragraph in directives/instructions.

Prepares DLA Form 96 for obtaining coordination.

Coordi nates publication with each DO having functional interest
in content.

Sends draft of proposed directive/instruction to Directives
Manager, DLIS-RA, for editing during coordination cycle.

Resol ves coordinating officials' comments and nonconcurrences
prior to submitting camera ready copy to DLIS-RA

Mai ntains their D/O publications in a current status and revi ews
t hem bi enni al | y.

Reviews all proposed directives/instructions initiated within
their functional area of responsibility.

Certifies by signing DLA Form 96 that proposed directives/
i nstructions are m ssion essenti al

I ndi cates their concurrence by signing the appropriate bl ock
of DLA Form 96.

Prepares coments on DLA Form 978.

Revi ews and edits proposed directives/instructions.

Reviews four-digit series nunmber (recomrended by OPlI) of each
proposed publication and assigns the deci nmal point sequencing

number .

Returns edited directive/instruction to DLIS/DRMS OPI within 7
wor ki ng days of receipt.

Resol ves coordinating officials' comments and nonconcurrences.
Makes necessary changes. Prepares canmera copy.

Ensures incorporation of conments and concurrences
properly recorded. Ensures resolution of nonconcurrences.



PUBLI CATI ONS
MANAGER

WHOSE
ACTI ON

PUBLI CATI ONS
MANAGER (cont’ d)

Forwards final camera copy, DLA Forn(s) 96 and Executive
Summary (if required) to Directives Manager, DLIS-RA

1. Reviews all canera copies of directives/instructions. Ensures
OPI made all editorial changes.
2
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RESPONSI BI LI TIES cont'd

ACTI ON

2 Hand-carries canera copy and all coordination to appropriate
command (DLI S- DD/ DRMS- DX) for signature.

3. Receives signed canera copy and coordi nation from appropriate
conmand.

4. Loads copy of signed directive/instruction on DLIS public
folders. Forwards a copy to DLI S/ DRMS webraster (as appropriate)
for inclusion in the DLIS/DRMS publications web page.

5. Maintains official file for camera copy and DLA Fornms 96 for al
DLI'S and DRMS directives/instructions.

6. Maintains a master reference file on all regulatory publications.

7. Ensures/conducts a biennial review of DLIS and DRMS publi cati ons.

8. Issues update to DLIS Instruction 5025.4, |ndex of

DLI S/ DRMS Publications, as needed.
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ORDERI NG PUBLI CATI ONS/ ESTABLI SHI NG | NI Tl AL
DI STRI BUTI ON REQUI REMENTS

REFERENCE. DLAM 5025.1, Publications and Forns Di stribution Manual .

PURPOSE. To establish responsibilities and procedures for ordering
publications/establishing initial distribution requirenents.

SCOPE. These procedures and responsibilities are applicable to the Defense Logistics
Information Service (DLIS); HQ Defense Reutilization and Marketing Service (HQ DRMS);
Def ense Reutilization And Marketing Offices (DRMOs); and all other activities receiving
publ i cati on ordering support.

DEFI NI TI ONS/ ACRONYMS:

D/ Cs Directorates/ O fices

DLI'S Def ense Logistics Information Service

DLI S-RA Admi nistrative Services Division, Directorate of Planning
and Resource Managenent

DRMOs Defense Reutilization and Marketing O fices

HQ DRMS HQ Def ense Reutilization and Marketing Service

OoPI Ofice of Primary Interest

ORC Organi zati onal Requirenents Clerk

PAN Publ i cati on Account Number

PRM Publ i cati ons Requi renments Manager

FORMS:

DLA Form 173 Publ i cati on/ Form Requi rement ( SAMPLE ATTACHED)

DLA Form 699 Request for |ssue From Stock (SAMPLE ATTACHED)

DLA Form 118 St ock Record Card

| NDEXES:

DLI S-1 5025.4 I ndex of DLIS/DRMS Publications

DLAI 5025.1 DLA | ndex of Publications

DoD 5025.1-1 DoD Directives System Annual | ndex

PO NT OF CONTACT:

Publ i cati ons Requirenents DSN 932-4951; FTS 552-4951 or comrercial (616) 961-4951
Manager Def ense Logistics Information Service

ATTN. DLIS-RA

74 Washi ngton Ave N

Battle Creek M  49017- 3084
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WHOSE ACTI ON

DLI S
COVIVANDER

HEADS OF DLI S/
HQ DRVS D/ Os

PRM

RESPONSI BI LI TI ES
ACTI ON

Designates a primary and alternate Publications Requirenents
Manager (PRM .

Fur ni shes nanes, office synbols and tel ephone numbers of
designated primary and alternate PRMto HQ DLA.

Appoints a primary Organi zational Requirements Clerk (ORC)
and two alternate ORCs.

Forwards nanes, office synbols and tel ephone nunbers of
appointed ORCs to the PRM ATTN:. DLI S-RA.

Notifies the DLIS PRM of approved organi zati onal changes.
Provides the DLIS PRMwith a copy of all General Orders issued.
Mai ntai ns current index of DLIS, DRMS and DLA publications.
Attends ORC training.

Resol ves distribution problens.

Mai ntains listing of primary/alternate ORCs.

Provi des changes to authorized ORCs to publication distribution
per sonnel .

Est abl i shes Publications Account Numbers (PANs) for supported
activities.

Resol ves di screpancies with ORCs.

Provi des ORC training.
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SUBM TTI NG | D REQUI REMENTS USI NG DLA FORM 173
WHOSE ACTI ON ACTI ON
ORC 1. Receives ID requirenents and changes from D) O personnel
2. Consolidates DO activity ID requirenents.

3. Subnmits witten justification for requests for nore than four
copi es of a publication.

4. Prepares DLA Fornm(s) 173 (original and two copies) listing
D) activity requirenents.

5. Signs and retains one copy of DLA Form 173.

6. Forwards DLA Form 173 (original plus one copy) to PRM ATTN:
DLI S- RA.

7. Receives publication(s) and a coded copy of DLA Form 173.

8. Pulls and discards suspense copy of DLA Form 173.

9. Forwards publication(s) to requestor

10. Maintains their DO activity publications requirenents |ist.

PRM 1. Receives/reviews all DLA Form(s) 173, submitted for conpletion
and approval / di sapproval .

2. Approves/di sapproves all requests for nmore than four copies of
a publication per DDQactivity on ID quantities.

3. Ensures requirements are necessary for mssion/responsibilities
and that quantities are adequate but not excessive.

4. Resol ves questions or discrepancies with ORC and adj usts
entries on DLA Form 173, accordingly.

5. Forwards approved DLA Form 173 to publications and
forms distribution personnel

CONTRACTOR, 1. Receives approved DLA Form 173 from PRM
PUBLI CATI ONS
AND FORMS 2. Pulls DLA Form 118 for each publication |listed on DLA Form 173.

3. Posts ID requirenents on DLA Form 118 by PAN

4. Fills orders for quantity listed in block 6a of the DLA Form
173 (i f any).

5. Signs block 14b of the DLA Form 173 indicating ID requirenents
have been post ed.

6. Forwards quantity of publications listed in block 6a and a copy
of the signed DLA Form 173 to requesting activity.



Encl 4
DLI'S Instruction 5000.1

SUBM TTI NG | NI TI AL DI STRI BUTI ON REQUI REMENTS/
ORDERI NG PUBLI CATI ONS
USI NG E- MAI L
Request or/ ORC prepares request in the following format (when using e-mail):

WORK ORDER NO.
1. REQUESTI NG ACTIVITY AND PAN #:
2. DATE REQUI RED:
3. DATE OF REQUEST:
4. REQUESTED BY/ AUTHORI ZED ORC:

5. JUSTIFICATION (if requesting nore than 3 copies of any one
publ i cati on)

qQry CHANGES
FUTURE  COVPLETE REQUI RED REQUI RED
| TEM qQry DESCRI PTI ON NOwW "X

Forward e-mai|l request to: pubs@lis.dla. ml






Encl 4
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ORDERI NG PUBLI CATI ONS USI NG DLA FORM 699

WHOSE
ACTI ON ACTI ON
ORC 1. Receives DLA Form 699 for extra copies of publication(s)
(including wal k-thru requests) fromD/ O activity personnel
2. Checks applicable index for currency of publication(s)
request ed.
3. Notifies requestor if required publication(s) have been
cancel | ed/ super seded.
4. Limts nunmber of extra copies to absolute M N MUM nunber
required for m ssion acconplishment.
5. Justifies requests for nore than two extra copies of any
publication (including walk-thru requests).
6. Approves/di sapproves request. |f disapproved, note reason
for disapproval and return to requestor
7. Signs and forwards DLA Form 699 to publications and forns
di stribution personnel (if approved).
8. Makes distribution of publications received to divisions/
branches/sections within their D)O activity.
CONTRACTOR, 1. Receives order
PUBLI CATI ONS
AND FORMS 2. Pulls publication(s) requested.
3. Annotates quantity filled and/or on back order on DLA
For m 699.
4. Initials and dates DLA Form 699.
5. Forwards publications ordered and an initialed copy of DLA
Form 699 to D) activity ORC.
MAI LI NG AND FAXI NG PUBLI CATI ONS ORDERS
ORC 1. Fills out a DLA Form 699 or DLA Form 173 for publications
order.
2. Sends order to DLIS-RA, 74 Washington Ave N
Battle Creek, M 49017-3084 or FAX to:
DSN 932-4088 or (616) 961-4088.
DLSC- RA 1. Receives order. Forwards order to Contractor, Publications
and Forns for filling.
CONTRACTOR, 1. Receives DLA Form 173/699 to fill order.

PUBLI CATI ONS



AND FORMS



Encl 5

DLI'S Instruction 5000.1

FORMS

REFERENCES. DLAM 5025.1, Publications and Forns Distribution Manual .

DLAD 5330.1, Procurenent and Managenent of Printing, Duplicating, Publications, Forns,
O fice Copying, and Automated | nformation.
DLAI 5330.1, Procurenent and Managenent of Printing, Duplicating, Publications, Forns,
O fice Copying, and Automated | nformation.

M cropubl i shi ng,

M cropubl i shi ng,

PURPOSE. To establish responsibilities and procedures for devel opi ng new forns,
changi ng existing fornms and ordering forns.

SCOPE. These procedures and responsibilities are applicable to the Defense Logistics
HQ Def ense Reutilization and Marketing Service (HQ DRMS);
Def ense Reutilization And Marketing Offices (DRMOs); and all other activities receiving

I nformation Service (DLIS);

publ i cati on ordering support.

DEFI NI TI ONS/ ACRONYMS:

D/ Cs
DLI S
DLI S- RA

DLI S- RW

DRMOs
DSl O
FLO

FMO

HQ DRVS
oPI

PAN

FORMS:

DLA Form 173
DLA Form 699
DLA Form 1303
DLA Form 1562
DD Form 67

PO NT OF CONTACT:

For ms Managenent
O ficer

Directorates/ O fices

Def ense Logistics Information Service

Admi nistrative Services Division, Directorate of Planning
and Resource Managenent

Facilities Division, Directorate of Planning and Resource
Managenent

Defense Reutilization and Marketing O fices

DLA Systens Integration Ofice

Forms Liaison Oficer

Forms Managenment O ficer

Headquarters Defense Reutilization and Marketing Service

Ofice of Primary Interest

Publ i cati on Account Number

Publ i cati on/ For m Requi r ement

Request for |ssue from Stock

| ssue/ Recei pt Docunent

Printing/ Reproduction -GSA Charge Account Request
Form Processi ng Acti on Request

DSN 932-4952; FTS 552-4952 or commercial (616) 961-4952
Def ense Logistics Information Service

ATTN. DLIS-RA

74 Washi ngton Ave N

Battle Creek M  49017- 3084
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DLI'S Instruction 5000.1

WHOSE ACTI ON

DLI' S COMVANDER

HEADS OF DLI S/
HQ DRVS D/ Os/
DRMOs/ DSI O- J

FMO

FLO

10.

11.

RESPONSI BI LI TI ES
ACTI ON

Designates a primary and alternate Forns Managenent
Oficer (FMO.

Fur ni shes nanes, office synbols and tel ephone numbers of
designated primary and alternate FMO to HQ DLA.

Appoints a primary and two alternate Forns Liaison
Oficers (FLGs).

Forwards nanes, office synbols and tel ephone nunbers of
appointed FLOs to the FMO, ATTN. DLI S-RA.

Notifies the DLIS FMO of approved organi zati onal changes.

Directs and exercises technical supervision over the
DLI S/ DRMS/ DSI O DRMO For ms Managenent Program

Revi ews proposed DLI S/ DRMS/ DSI O fornms, together with applicable
prescribing directives, and approves or di sapproves such forns.

Provi des anal ysis, design, and canmera copy service in the
devel opnent of fornms.

Formul ates policies and devel ops prograns to ensure effective
control and managenent of paper and automated forns used by DLIS,
DRMS and DSI O J.

Mai nt ai ns separate central nunbering system for al
DLI S/ DRMS/ DSI O-J forns.

Conducts forms standardi zation, sinplification, and elim nation
studies at DLIS, all organizational elenents of DRMS, and DSI O J
on a continuing basis.

Coordi nates with printing, reproduction, and publications
officials to assure econony and effectiveness in the procurenent
and supplying of blank forns for DLI S/ DRMS/ DSI O J.

Mai nt ai ns i ndexes for DLIS and DRMS forns.

Designs and creates forns with Form Fl ow usi ng DLA standards and
polici es.

Provi des FLO training.
Resol ves problens with FLGs.
Serves as contact point between DO and DLI S FMO

Assists the DLIS FMO in forns standardi zation, sinplification,
and elinmination studies as required.



3. Reviews requests generated by their D/O for proposed new revised
forms to ensure submittal of properly conpleted request.

4. Oders all fornms for their D/ QO
DLI S- RW 1. Processes forns orders.

2. Controls and reorders shelf stock of forns.



WHOSE ACTI ON

CONTRACTOR,
PUBLI CATI ONS
AND FORMS

WHOSE ACTI ON

FLO

DLI S- RW

CONTRACTOR,
PUBLI CATI ONS
AND FORMS

Encl 5
DLI'S Instruction 5000.1
RESPONSI BI LI TIES cont'd

ACTI ON

Fills orders from DLA Form 1303' s.
Sends back order notices.

Fills out print order request from DLA Form 1562's.

ORDERI NG A FORM USI NG E- MAI L

ACTI ON

Orders forms by e-mail addressed to fornmsodr@ilis.dla.ml.
E-mai| orders should contain the follow ng information:

REQUESTI NG ACTI VI TY AND PAN #:
DATE OF REQUEST:

REQUESTED BY/ AUTHORI ZED FLO.
FORM NUMBER

TI TLE

UNI T OF | SSUE

QUANTI TY

Q 0O Qo 0 oD

Ret ai ns a suspense copy of e-mail order.
Recei ves form(s) ordered.

Forwards forms to requestor.

Del et es suspense copy of e-mmil order.
Recei ves e-mail order in formsodr nail box.
I nputs into BOSS system

Recei ves a DLA Form 1303 to either fill the order
or send notice of a back order.
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WHOSE ACTI ON

FLO

DLI S- RW

CONTRACTOR
PUBLI CATI ONS
AND FORMS

FLO

DLI S- RW

CONTRACTOR
PUBLI CATI ONS
AND FORMS

ORDERI NG EMERGENCY FORMS BY PHONE

ACTI ON

Call in order
you have your
quantity.

Recei ves order

at DSN:
PAN #,

932- 4636 or
f orm nunber,

by phone.

(616) 961- 4636.

title,

I nputs into BOSS system and checks for

Recei ves a DLA Form 1303 to fil

order.

MAI LI NG AND FAXI NG FORMS ORDERS

Fills out a DLA Form 699 for

unit of

back order.

fornms order.

Sends order to DLIS-RW 74 Washi ngton Ave N

Battle Creek M 49017-3084 or
932- 4598

DSN:

Recei ves order

Recei ves a DLA

FAX

or (616) 961-4598.

to:

and inputs into BOSS system

Form 1303 to either
send notice of a back order.

fill

t he order

or

Make sure

i ssue and






WHOSE ACTI ON

FLO

FMO

OPI

FMO

DLI S- RW
CONTRACTOR,
PUBLI CATI ONS
AND FORMS

Encl 5
DLI'S Instruction 5000.1
ADDI NG OR REVI SI NG A FORM
ACTI ON
The originating office will submt a DD Form 67 (original only)
with a draft of the new form or proposed revision of an
existing formto FMO.
Checks to make sure 30 days are allowed for conpletion.
Signs DD Form 67 in block 17.

Eval uat es, designs and nakes changes to form

Contacts OPlI of the form for approval.

CANCELLI NG A FORM
Notifies the FMO by e-mail or on a survey.
Deletes in fornms register, pulls card (DLA Form 93), cancels in
dat abase (index), pulls history file, notifies DLIS-RW
and contractor.

Files in cancelled forns file.

Cancel s out of BOSS and notifies installation services
contractor.

Pulls fromshelf and recycl es/ di sposes of stock.

Creates history file.






Readability Statistics

Counts:
Words
Characters
Paragraphs
Sentences

Awverages:
Sentences per Paragraph
YWords per Sentence
Characters per Word

Readability:
Passive Sentences
Flesch Reading Ease
Flesch-Kincaid Grade Level
Coleman-Liau Grade Level
Bormuth Grade Level

Heln
ord - Man__.

4,988
29,720
FiliTi
301

0.4
16.6
b6

0%
49.5
7.9
66.4
11.1




