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DIVISTON ORDER 5214.2D

From: Commanding General
Tos: Distrikbution List

Subj: INFORMATION REQUIREMENTS (REPORTS) MANAGEMENT PROGRAM

Raf: (a) MCO 5214.2D
(b) MCO P5214.1G
(c) Divo: P5000.3F
Encl: (1} Report Evaluation Checklist
{2) Reports Approval Request
(3) Reports Inventory

1. Purpose. To implement policy, assign responsibilties and set
forth guidance for the management and control of information
requirements within the 3d Marine Division.

2. Cancellation. Div0Q 5214.2C.

3. Background

a. Each reporting requirement within the 3d Marine Divisiaon
represents an investment in time and manpower, therefore it is
imperative that all reports raguired by this Command contain only
necessary information, not be duplicative in nature, and require a
minimum of administrative procedures.

b. Reports management is needed to ensure reports and reporting
systems provide necessary information effectively, efficiently, and
economically. Specific types of data are needed to meet particular
requirements. Reports are the major means for providing this data.
Reports management encompasses the development of reports and
reporting systems. As conditions or needs change, reports
management must provide the control of reporting requirements to
ensure minimum burden is expended and maximum effectiveness
obtained.

c. Reference (a) sets forth policy and guidance relative to the
management of reports in the Marine Corps. Referencg (b) sets forth
the proper format for requiring a report on a directlv?. Reference
(c) designates appropriate staff section codes to use 1in deriving
the reports contrel symbol.
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4. Summary of Revision

a. Paragraph 5b(4) requires Division General and Special Staff
Sect%cns to ensure that all reports which fall under their
cognizance are properly and promptly submitted to higher
headguarters,

b. Paragraph 6 changes the format of the Report Control Symbol.
5. Action

a. Division Adjutant. The Division Adjutant is the Reports
Management Officer for this Headguarters and is responsible for:

(1) Ensuring an annual review of information requirements
wWwithin the Division is conducted to ascertain need and/or validity.
A reguirement will not be considered necessary or valid if it is
duplicative in nature or requires marginal information. Reports
that are not considered valid will be referred to the cognizant
staff section for revision or cancellation.

(2) Conducting a detailed report analysis, using enclosure
(1), prior to forwarding a new report to the Chief of Staff for
approval.

(3) Assigning a Division Reports Control Symbol (DRCS) to
all applicable reports as outlined in paragraph 6 below.

(4) Publishing, on an annual basis, a bulletin listing all
current required reports within the Division. The bulletin will in-
clude reports submitted to this Headgquarters as well as these
submitted to higher headguarters.

k. Division General and Special Staff Sections. CGeneral and
Special Staff Sections are responsible for monitoring their
reporting requirements and will ensure that the following is
accomplished:

(1) Prior to establishing a reporting regquirement,
thoroughly evaluate the need for the information and investigate
other options for obtaining it (i.e., reports already in existence).
If a report is reguired,; complete enclosure (2) and submit it to the
Chief of Staff via the Division Adjutant for approval.

{2) At the designated time conduct an annual review of a%l
reporting reguirements utilizing enclosure (3) to evaluate validity
of and continuing need for a report.

(3) When it is determined that a reporting requirement is no
longer valid, publish a change to the requiring directive deleting

the report.
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(4) Ensure that all reports which fall under their
cognizance are forwarded to higher headquarters on time and in the
proper format.

6. Report Control Symbol (RCS)

2. Enclosure (1) to reference (a) lists those types of reports
that are exempt from the Reports Management Program and will not re-
guire an RCS.

b. Each recurring report required by this Headguarters, with
the exception of those discussed in paragraph 6(a) above, will be
assigned a DRCS. If the report is reguired in response to a
requirement from higher headgquarters, a DRCS will not be assigned,
rather, the Diwvision directive requiring the report will make
reference to the higher headguarters' RC5 in the Reports Reguired
Section, per reference (b).

c. DRC's will consist of the staff section code as outlined in
reference (c), followed by a four digit number consisting of the
standard subject identification code (SSIC) of the directive.
Following the 5SIC will be a two digit number identifying the number
of the report. For example, a Division Adjutant recurring report
required by this Order would be identified as Adj-5214-01. Two
additional reports required by the same order would be identified as
Adj-5214-02 and Adj-5214-03.

d. Reports required on a one time basis will be assigned a DRCS
as described above, but the letters OT will follow the SSIC vice a
two digit number. For example a Division Adjutant one time report
required by this Order would be identified as Adj-5214-0T.

e. The Division Adjutant will maintain a record of all assigned
DRC's. Once a reporting requirement is cancelled, the DRCS will not

be used again.

7. Minimize. When minimize is imposed for electronically
t+ransmitted information, reports will be sent via alternative means
unless the information contained in the report will effect the
combat readiness of the Division. -

ief of aff

DISTRIBUTION: A/D ) /
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REFORTS EVALUATION CHECKLIST

REVIEW DATE

REFPURT TITLE

SECTION

1l - DETERMINE THE NEED

IRSTRUCTIONS: Ch
11 guestionable, sha
(al

cithal column (b} ar (c)

ges in colum (d)

QUEST IOk -
ABLE
4-3]

SATISFAC-
TORY
(c)

PROPOSED CHANGES
(Rriach Additional Sheets, i1 Neeged)
(d)

1. THE REPODRT AS A WHOLE.
Who uses 117 How?
what i 1ts purpose?
Should it be continued?

£. USE OF EACH ITEM.
fs every item used?
Efy missing items to be added?

3. USE OF EACH COPY.
Are all copies used to good advantoe?

4. FUNCTIOMAL RELATIDMEHIP.
Is the information with the scope of
the office functions?

B MISAFPLICATION.
Does the repart try to solve a problem
which should be solved by other means?

&, STAND-BY DATA.
15 the data obtained for “just-in-case"
use?

7. AWDTHER AVAILABLE SOURCE.
Is the data available in another report
er office?

B. BY PRODUCT.
Is it possible to get the data by some

other process?

Q. DIRECT USE OF RECORDS.
Could actual records or “last copy" of
record be used instead of & report?

ENCLOSURE (1)
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REPORTS EVAILUATIGN CHECELIST

REVIEW DATE

REPORT TITLE

INSTRUCTION: Check. either colum (b} er (c) QUESTIOK=- SATISFAC- FROPOSED CHAMGES
1¥ guestionable, show changes in column {d} ABLE TORY (Attach Additional Sheet, if Heeded)
(a) 4.3 tch (d)

14. SAMPLING.

would & sampli few offices give

reliabie dat .
b i ENCEPTION REPORTIMG.

Wauid it be appropriate to report

conditions only when other rnonormal?
12. COMBINATION.

Could this repert be c h

another report?
i3, HOKW-RELATED MATERIAL.

Are nan-related subjects incluoded

the same report?
14, ADEGUACY AWD SUITABILITY.

Is scope or content tailored to me

reeds.
15. VALUE V5. COST.

ls the report worth its cost?

SECTION 2 - VE HE TIMING

16. REFORTING PER1DDS.
Are reporting periods properly staped?

17.  FREQUENCY.
1s the present freguency suitable,
excessive or inadsgquate?

1B. PREPARING OFFICE WORKLOAD.
1 the due date spacifically
stated?

19. PREPARING OFFICE WORKLOAD.
Has this been considered?
Can due dates changed to avoid peak
work loads?

ENCLOSURE (1)
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REVIEW DATE

REPORT TITLE

SECTION 3 = L
INSTRUCTIDOKS: Chec colum (B) or {(c} QUESTION- SATISFAC- PROPOSED CHAMGES
If guestionable, s chaMes. in colum (d) ASLE TORY (Aitach Additional Sheets, i Neeged)
(&) (b} {c) {di

20. REPORT TITLE »

I1s it the same as, or listed in the

directive?
21. PURPOSE OF REPORT,

Is it clearly stated?
2. REPORTING INSTPUCTIONS 5

Are reporting instructions clear and

adequate?
23 INTEGRATED REPORTING . ;

Are data needs of other levels inc
24 FEEJER REPDRTS.

Are procedures for feeder reports provided

to assure uniformity and simplicity?
25. REPORTING LNITS .

Are reporting units Shown?

Are there too many, too law?
26, MEGATIVE REPORTS .

Are necative reports reguired? What use is

made to them?

- B

27.  HWUMBER OF COPIES .

Are number of copies specified?
2B. ROUTING.

Are correct mailing addresses given?
29. HARRATIVE OR FORM .

Is the best formal for this report wused?
0. ARRANGEMENT ANMD SI1ZE .

Are items sequenced accarding fo user

ENCLOSURE (1)
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REPORTS EVALUATION CHECKLIST (Page 2)

REVIEW DATE

REFORT TITLE

INSTRUCTIONS: Check either columln ¢b) or (c) QUEETION- SATISFAC- FROSED CHAMGES
1f guestionsble, show changes in columm {d) ABLE TORY {Attach Additional Sheets, 1§ Keeded)
(&) (bl ted {d}
need?  is spact ate?

bre Ttem capfons cLAMr? 1& size adeguate
anc practical?

-} STANDARDIZATION .

Do #ll offices use the samcfiorms
formals

ar

32. SUMMAEY |KFOAMATION .
Would & summary of information ra
than statistics or a narrative be better?

her

33. CUMULATIVE DATA.
Can data be maintained on a cumla bas,
te elminate last-minute workloads?

T COMPARISONS
Are comparisons made against goals, past
performance, or current performance of others?

35. GRAFHILCE .
Are graphics used to good advantage?

36,  AUTHEWTICATION .
Are verifying or approving officials'signatures
uvsed enly when necessary?

37. PaTh SOURLCES .o
&re records form which reports are to be
prepared identified?

38. ARAAMGEMENT OF RECORDE .
thould records be rearranged to simplify
reporting?

3¥.  REPORT SYMBOL .
Is it shown after title of report?

40.  STYLE OF PRESENTATION .
Does the everall report provide clarity
and simplicity?

ENCLOSURE (1)
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REPORTS APPROVAL REQUEST

1. Su3MIT TO 2. REPDRT (Lheck spplicable boxes)
A. LCENTRAL OFF iCEJRFORC A, TYPE E. ACTIOH
T3, PREGION {Epecif INTERAGENLY __ HEW __ REVISE __ EXEWPT
INTERKAL . CANCEL CONT INUE

¢

IKSTRUCTIONS complete and submit an original and tws copies of this form to request the clearance and evaluation of
8ll new orf revised interagency or internal reporting requirements that bre subject to the GSA Eeperts Management
Frogram (Refer to DAD PI1BTZ.2E). ttach & supporting statement that fully justifies the need for the requested
information, 8 listing of respo

agencies for am interagency report or g listing of responding services and
gtatf cifices for internal repo piet of worksheets uvsed in costing the report , a sample of the report form
irective or instructions that would be available to respondents, and copies

in apps., & B thru & F of 0AD P1872.28. THIS FORM WILL

of Yarmat, copies of the presc
of the cost/benefit evaluatio
BE USED FOR THE AWNUAL REVIEW OF REPDRTS.

3, DFFICE SYHBCL OF THE LA, PERSON TO CONTACTED FOR INFORMAT ION LE. CORRIS. L. TELEPHOKE NO.
ORIGINATCR FUSER SYMBOL
S5A&. TITLE OF REPDRT Fa, CLURRENT &FPPORVAL NO.
(23 FREQUENCY OF SUBMIGSSION OF REPORT (Check)
FuuuALLr GUARTERLY WEEKLY OTHER [3pecify)
iEEHIlHHUAL HOKTHLY DAILY

7. LIST CANCELED OR MODIFIED REPORTS OR FORMS

A. TITLE 8. BREPORT APPROVAL ND

B. SUMMARY OF ESTIMATED REF G WORKLOAD

A. HWUMBEER OF RESPONDEKT C(Agencies for interagency/fOffices for internal)

B. MUMSER OF TIMES THIS REPORT SUEMITTED ANNUALLY BY EACH RESFONDENT

r—

=. TOTAL WUHMBER OF REPDRTS SUBMITTED AMMLUALLY (A x B)

ENCLOSURE (2)
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§. GUMMARY OF ESTIMATED REPORTING COSTS (Attach worksheets used in
costing report)

DESCRIPTION DEVELOPHENTAL COSTS ANKURL DFERATIONAL ANNUAL L'SER
COsTS
(al (b} (ch 4=}
A. FREGUIRIMG DFNgEE L 5
B. RESPONDING AGEMCIES/OFFICES 5 s
C. TCTALS 5 5 3

10. MBME AND TITLE OF REQUEST DFF APFPROVING OFFICIAL

194, SIGNATURE OF APPROVING OFFICIAL .h?1ﬁ. GATE 12k, SIGHNATURE OF REPORTS CONTROL 12B. DATE

BELOW FOR UJR OF JLEARANCE AND EVALUATICN OFFICE

13. CLEARAMCE AND EVALUATION RESULTS

KFPRUVED RECOMMEND EXEMPTED CANCELED
[See below) DISAFPROVAL (See attached) (See mrtached)

14. ASSIGNED REPORT TITLE GHED REPORT APPROVAL NO.

EXPEREATION OF APPROVAEL (Date)

17A. SICGWATURE OF AFPROVING OFFICIAL 17E. DATE

ENCLOSURE (2)
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EEPORTS TNVENTORY

repared by Date
REPOR 5 INVENTORY B

rganization
elephone

INSTRUCTIONS

Submit an original angd one copy for each report required or prepared by your office. ALl office: complete Section AL
Comlete Saction 8 if report is reguired by your office. Complete section C if report is prepared by your office.
Attach semple copy of report and s to agency Report Management Office.

N A - IDENTIFICATION DATA

1. EReport Title £. Report Contrel Symbol 3. Form Wo. or Format

(e.g. memo, tabulation,
narrative, etc.)

nCy (Monthly, . Due date
rly, etc.)

1. Purpose snd use of report (ldentify other reports this report is used 85 a feeder repert.)

2. offices reguired to submit report] 3. Scurces of Mnformation 4. Ko, of copies reguired
used by preparing offices
Type KmDar to complete report (Form

Me., repart, file, ete.)

2. Distribution

©. [ate report originated I 7. Wo. of revision since Date or last revision

+ ¥, Estinated cost of developing report 10. Estimated annual cost of using report

11, Current appraisal

I'ff_SIHD } FEE‘_ Ht}l IT£5|NG
8. I1 this report ‘ ‘ h. Is data best fer o. ing with

still needed? the purpose? others?

ENCLOSURE (3)
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YEE [ND TES [ND “YES|T
N b. & every item b |r. Is comarative p. HMaking easier to —l
E still needed? A Data needed? 1 complete? '
E T H
o c. Iz the repor: A |i- Is report clear and P P |g. Using a form if not
nasded as often? easy to use? o I used?
1 L1 1 |
d. Is every copy W k. Are there written 5 W r. Stepping negatiwve
5 instructions? 1 E reports?
T B M
e. Is there ano R L. Are the clear con- L E s. Using summary?
SLUrce? u cise, complete, current?| E N
C T t. Using sampling?
VAL - f. Is it worth its T . Are they issued B
UE probable cost? 1 in & formal directive? u. Reporting by
o Esception?
DATE 7. Dees the due date N k. Are illustrations
give enouth time? needed? v. Chanaing source?
w. Changing sequonce?
SECTION C - FREFARING OFFICE DATA

V. Sources of information for
Compieting report

ol of copies
Frigared

3.

Distribution (original and copies)

4. Estimated anmnual cost of prepare report

Estimated annual cost for cellecting and

maintaining information needed for report

ENCLOSURE (3)

P




