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FOREVORD

This DS manual establishes the Department of Defense Dependents School s
(DoDDS) Forns Management Program |t establishes policies and procedures
for preparing Dependents Schools (DS), alternate, and regional forns.

The primary goal of this manual is to help standardize forms and elimnate
unnecessary and duplicative paperwork throughout the DoDDS system
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Ref erence: Departnment of Defense Instruction 5000.21, “Formns

A

Managenent

Program” Decenber

PURPOSES AND OBJECTI VES

1.

5, 1973

Thi s manual establishes policies and procedures governing the
Depart nent of Defense Dependents Schools (DoDDS) Formns

Managenent Program

DoD, National Archives (NARS), an

tion (GSA) poli

cies and guidance.

This programwi || be consistent with

d CGeneral Services Adm nistra-

The objectives of the DoDDS Forns Management Program are to:

a. Assure the generation and use of only those forms which
are necessary for efficient and econonical operation of

DoDDS.
h. Increase the usefulness of forms through proper design
and clear instructions.

¢c. Achieve standardi zation of forms within the DoDDS system

to the nmaxi mum extent

practicabl e.

d. Prevent the proliferation of unnecessary and duplicative

forns.

e. Protect the privacy of individuals covered by DoDDS forms.

APPLI CABI LI TY AND SCOPE

Thi s manual

1.

DEFI NI TI ONS

Dependents School s (DS)

applies to all DoDDS echel

ons.

Form Any standardi zed, nunbered form

used within the DoDDS system which is approved for use through-
out the DoDDS system

Alternate Form
a region for a

A form based u
particul ar purpose.

as on the DS form however, the f
Alternate forns carry the same nunber as the DS formw th an

al pha character

following (e.g.,

pon a DS form but nodified
The sane information appears

ormat and/or size are different.

DS Form 1010-A, 1010-B, etc.).

by



Regional Form A standardi zed, nunbered form devel oped and used by a
particular region for internal use only. [If nore than one region
uses such a form it should be considered for DoDDS-wi de application
and subnitted to headquarters, DoDDS, for conversion to a DS form

POLI CY

1.

Forns Management- Program This programis a continuing one and will
be part of the administrative structure of the DoDDS system

Standardi zati on. The DoDDS Forms Managenent Program contenpl ates
standardi zation of fornms throughout the system whenever feasible.
Thus, if a DS formexists, a region will not devel op or use another
formto acconplish the sane purpose. The only exception to this is
the use of alternate forns which will be approved to accommodate
varying admnistrative procedures; however, all regions and school s
are strongly encouraged, if possible, to amend procedures so that
the standard DS form may be used.

Overprinting. Overprinting of DS forns is perm ssible when the

i nformation added furthers the purpose for which the formwas desi gned
and simplifies its processing, such as the addition of data which wll
remain fixed for relatively long periods of time. (This excludes
“perishable” information such as names and tel ephone nunbers of

i ndi vidual s.)

Printing, Stockage, and Distribution.

a. DS Forms. Initial distribution of DS forms will be made, in nost
cases, by the Records/Information Manager (RIM to regional offices
for distribution to the schools. A 2-year stock will normally
be provided. After initial distribution, regional offices will be
responsible for reprinting and stocking. the form If [ocal
facilities cannot provide the required services, a request should
be made to headquarters, DoDDS, for assistance.

h. Alternate and Regional Forns. Printing, stockage, and distribution
of these forms will be the sole responsibility of the originating
region.

Forms Subject to the Privacy Act of 1974. In the event a formis to
be used to collect personal data fromindividuals concerned, the
applicable provisions of the Privacy Act of 1974 nust be observed,;
that is:

a. |If practicable, the Privacy Act Statenent shall be incorporated
into the body of the forminmediately below the title, in such
manner that the individual is informed of the follow ng four
required points before he or she begins to furnish any of the
“information requested:

(1) The authority (statute or Executive order) which authorizes
its solicitation.

(2) The principal purpose or purposes for which it is to be used.



(3) The routine uses to be made of it and the routine users.

(4) Whether furnishing such information is mandatory or voluntary
and the effect on the individual, in either case of not
supplying it. (The word “nmandatory” in this context inplies
penalties of the law for not furnishing the information. The
nere foregoing of or a reduction in a benefit because of not
furnishing certain information does not nake the request for such
information “mandatory.") Enclosure 2 provides the standard
format for Privacy Act Statements and the standard authority
quot ati on

b. If it is not practicable to incorporate the Privacy Act Statenent
into the body of the form it may be a tear-off sheet attached to the
formor on a separate sheet, bearing the same form nunber to which it
applies. In these cases, it is the requestor’'s responsibility to
ensure that everyone conpleting the formreads the statement. The
responsi bl e Forms Managenent control point shall naintain a copy of
the statement with the master copy of the formand provide a copy to

the RIM DoDDS

E.  RESPONSI BI LI TI ES

1. The Director, DoDDS, is the final approval authority for all DS forms.

2. The Executive Assistant, DoDDS, is the final approval authority for
all alternate forns.

3. The RIM DoDDS, will:

a. Oversee the DoDDS Forms Managenent Program and assure that the
policies set forth by DoD and DoDDS are carried out.

b. Assign identifying nunbers and edition dates to all DS and
alternate forns.

c. Publish periodically the “List of Approved DS and Alternate Forns.”

d. Conduct, with the assistance and cooperation of the regional offices,
such studies” and periodic reviews and take such action as may,
fromtinme-to-tine, be necessary to (1) elimnate duplication in
forms, issuances, and design, (2) discontinue unnecessary forms
and coll ection of unnecessary information and data, (3) inprove
the usefulness of essential forms, and (4) assure the protection
of personal privacy.

4.  The Regional Directors wll:
a. Have final approval authority for all regional forns.

b. Assure that regional forms conformto all DoD and DoDDS gui dance,
particularly the protection of personal privacy



F.

1

Establish a Forms Management control point within their offices
to:

(1) Serve as principal point of contact on forns matters.

(2) Inmplement and oversee the DoDDS Forms Management Program
within their regions.

(3) Review requests for approval of alternate and regional forns
and new or revised forns.

(4) Coordinate Privacy Act Statements with the appropriate |ega
offices. A request can be nmde to headquarters, DoDDS, for
approval of statenents.

(5) Assign identifying form nunbers and edition dates to regional
forms, and provide copies to the RIM headquarters, DoDDS.

(6) Miintain a master |ist of all regional forns.

(7) Assist the RIM headquarters, DoDDS, in studies and periodic
reviews to standardize forms, elimnate duplication in
i ssuances and design, discontinue unnecessary forns, collection
of unnecessary information and data, inprove the useful ness
of essential forms, and assure protection of personal rights.

(8) Provide for printing, stockage, and distribution of DS forns

(after initial distribution by headquarters, DoDDS), alternate,

and regional fornmns.

PROCEDURES

General.  When properly designed and used, fornms are an inval uable
aid to managenent. A good form nmeets the following criteria: It
fulfills a clear, valid need for information or it provides clear,
precise infornation (e.g., DD Forns 1616 and 1617, Transportation
Agreenents); it is designed to record only essential data; and it is
easy to understand and fill out. Originators should, therefore,
carefully consider the following points in order to avoid the nost
common errors in initiating and designing forns:

a. Establish that the information to be obtained is essentia
and that a formis the most efficient device for obtaining
the information.

h. Include only those elenents of information which are absolutely
essential for the purpose for which the formis designed
“Nice-to-know' itenms dilute the value of the essential inforna-
tion and cause considerabl e unnecessary expense by wasting the
time of preparers in recording the information and the recipients
in reviewing and conpiling it. (The inclusion of superfluous
data is probably the nost wi despread defect in design. The
originator must exercise strict discipline to confine the form

to bedrock essentials.) Keep in nmind the broad range of size



and clerical support anmobng the dependents schools; supplying
certain informati on and data may inconveni ence a | arge school,
but burden a small one.

c. Make it easy for respondents to understand. This can be
acconpl i shed through the use of clear self-explanatory
captions only. Wen necessary, sinple instructions (either
next to the caption, on the back of the form or in the
prescribing directive/adnministrative instruction) should be
used.

Adni ni strati ve.

a. DS Fornms. DS Forns are devel oped by headquarters, DoDDS, for
use by all regions. The follow ng procedures should be
followed by originators:

(1) Notify the RRMto see if an existing formwould serve the
the sane purpose.

(2) If a newformis needed, discuss the requirenent with the
RIM and have a number assigned. (See enclosure 1.)

(3) Determine if the Privacy Act is applicable; if so, draft
the statenment, and coordinate with the RIM (who will obtain
appropriate coordination).

(4) Draft the formon a typewiter.

(5) Coordinate the formw th DoDDS divisions and regi ons (and
outside agencies, if required).

(6) Ootain approval of the Director, DoDDS.
(7) Return to the RRMfor edition date (nonth and year approved).

(8) If desired, have graphics design the approved form  (Typed
forns are acceptable.)

(9) Bring final design to the RIMwith requirements, distribution
list, and coordination. Note whether or not |ocal reproduction
is authorized.

(lo) The RIM will have the form printed and distributed.

b. Alternate Forms. \Wen, for specific adnministrative purposes, a
region needs to alter the format or size (not content) of a
DS form the following steps should be taken:

(1) Wen, and if, a DS formis provided for” coordination, note
the preferred nethods for formating the formwth the
rationale. Headquarters, DoDDS, will attenpt to accommopdate
all regional recomendations.

(2) 1f recomendations cannot be incorporated into the DS Form
DoDDS will advise that an alternate form may be required. It
is always preferable, however, that adm nistrative procedures
be adapted-to the standard form
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Encl osure 1
DSM 1050. 1

NUMBERI NG SYSTEM FOR DS FORMG*

Series  Student Record Forns

Series  Executive Services Forns

Series  Education Division Forms

Series Logistics Division Forns

- 5199 Series - Teacher Application/Certification Forns
5999 Series - Personnel Division Forns

Series - Fiscal Division Form

al pha character.

carry the sane nunber of the DS forns followed by an



DoDDS Privacy Act Statenent

For nost forns, the follow ng authority should be given in the Privacy Act
St at enment :

AUTHORI TY: Title V, Sec. 301; Title X, Sec. 133; Title XX
Sees. 921 & 922; EO 9297.

PRI NCI PAL PURPOSES: As deternmined by form
PRI NCI PAL USES: As deternmined by form

MANDATORY/ VOLUNTARY DI SCLOSURE/ EFPECT OF NON- DI SCLOSURE: Vol unt ary
Failure to provide information may result in




