HQDA PROPONENT DETAILED ORGANIZATION AND OPERATIONS

(O & O) TRANSFORMATION INSTALLATION MANAGEMENT

VERSION DATE: September 2003

I.

Major service activity name: The Administrative Assistant to the Secretary of the Army, Army Publishing Directorate



1-1.
Service function name/title and SBC number: Administrative services/document management (a17)


1-2.
Service/program/mission: Management of publications and forms. Policy, management, and execution of Army Publishing Program (which includes publications and forms management) reside with the Army functional proponent—the Administrative Assistant to the Secretary of the Army (AASA). The management and operation of the program resides with the Director, Army Publishing Directorate (APD), U.S. Army Services and Operations Agency, Office of the Administrative Assistant to the Secretary of the Army. All publishing assets (PCO, FMO, Webmasters supporting publishing mission, accounts management, publications and forms stockrooms, and distribution systems, reproduction equipment) have been transferred from the current Director of Information Management (DOIM) channels to the region The Adjutant General (TAG).


1-3.
Headquarters, Department of the Army (HQDA) proponent: 



a. HQDA (Office of the Administrative Assistant to the Secretary of the Army (AASA)): Ms. Jane Gregory, Jane.Gregory@us.army.mil, 703-602-2685.



b. Installation Management Agency (IMA): Gordon Call, Gordan.Call@us.army.mil, 703-602-7341.


1-4.
Program management: The Army Publishing Program is an Army-wide program that provides centralized control and management of the Army’s departmental publishing and distribution system for electronic and hardcopy publications and forms. The program consists of several subprograms providing a means of managing and executing established laws, regulations, and directives governing publishing to include web publishing, publications, printing, and forms. The Army Publishing Program—




a. Provides support for creating, preparing, coordinating, printing, distributing, and managing publications and forms at all levels.



b. Provides support for maximizing the use of electronic publishing and electronic forms at all levels and maintenance of an online repository.


1-5.
Publishing and forms programs



a. The Army Publications Management Program. This program enforces standards for preparation and publishing of Army publications and forms; manages the numbering system for DA publications; provides guidance for managing agency and command publications and forms programs; and provides publishing planning guidance and advice to Army proponents to ensure their publications comply with approved Army standards.



b. The Army Printing Program. The Army Printing Program consists of the Departmental Printing and the Field Printing programs. These programs prescribe requirements for printing, distributing, and storing DA publications, products, and blank forms; promote efficiency and economy in Army departmental printing and electronic publishing; provide staff supervision over field printing and its facilities; and provide controls for the acquisition, use, and disposition of printing and related equipment.



c. The DA Forms Management Program. This program ensures efficiency and economy in the development, production, distribution, and use of forms and provides life-cycle management of departmental forms.



d. The Readability Program. This program provides guidance on readability, exercising DA supervision over the readability of DA publications.



e. The Reduction in Unit Publications Program. This program provides a mechanism to reduce administrative publications, forms, and reports at all levels, but especially at company and battalion levels.



f. The Electronic Publishing Program. This program manages the Army-wide electronic publications database; develops and publishes standards for electronic departmental publishing and forms applications; and establishes, operates, and maintains the Army SGML/XML Registry and Library.


1-6. Publications and forms review: The HQDA proponent will initiate an effort to review all departmental, regional, command, agency, and installation-level publications and forms that deal with Base Operations (BASEOPS) to eliminate duplication. All elements will—



a. Review all affected publications to eliminate unnecessary publications as well as duplicated and unnecessary policies and procedures.



b. Review all supplements to ensure they are complying with policy on supplementation in AR 25-30, The Army Publishing Program. This review will include publications developed as supplements to departmental and command publications that do not comply with supplementation policy in AR 25-30. 



c. Review all forms to eliminate unnecessary forms at all levels below departmental; ensure that departmental forms are revised to include fields necessary to accommodate regional, command, agency, and installation level requirements, where applicable; and ensure that affected forms at lower levels are rescinded appropriately thereafter. 

II.

Region-level functions:


2-1.
Regional publications and forms staff will provide publishing support across the region and support resident agencies and commands;  perform the publishing and printing functions of The Army Publishing Program; process departmental publications and forms, as well as agency and command forms; and provide departmental and regional publishing support to installations.


2-2.
Staff will process publications and forms from installations (see2-1 above), to HQDA APD and AASA for review, authentication, publishing, distribution, and storage/archiving; provide forms design support for supported elements; process agency and command publications and forms with the appropriate official for review, authentication, publishing, distribution, and storage/archiving; and ensure that all publishing and printing requirements have been met.  


2-3.
Staff will perform the publications and forms functions for publications control, printing and reproduction control, forms management, self-service copier management, and publications stockroom management.



a. Publications control. Commanders or designated functional managers will—



(1) Review and comment on draft manuscripts publications when coordination or approval is required. Their review will ensure that proposed policies and procedures do not conflict with the policies and procedures in their areas of responsibility or with higher-level policy. The review will be conducted to ensure policy, procedures, and forms will be implemented at the highest level possible, preferably using departmental regulation or guidance whenever possible. Especially when minor modifications to the departmental medium would preclude the necessity of creating and maintaining an agency or command medium, coordination should be effected with the IMA departmental proponent to ensure the highest efficiency in publications control. Maximum use of electronic media should be encouraged when it is consistent with mission. LAN or Web-based publications and forms should be developed and used, where practical.



(2) Ensure that publications are edited to make them clear, understandable, and readable in accordance with the Army Readability Program.



(3) Ensure coordination is complete before submitting publications for publishing.



(4) Maintain an index of all publications and forms for which the region is the proponent.



(5) Conduct a periodic review every 18 months of all DA and region publications for which they are responsible. In conducting this review, commanders or designated functional managers will ensure that—




(a) Present editions are adequate.




(b) Redundancies, conflicts, and required changes are identified.




(c) Obsolete publications are scheduled for revision or nominated for rescission.



(6) Conduct periodic reviews of the region’s publications control program to ensure compliance with established policy and procedures.



(7) Ensure timely response to reprint requests from APD or supported customers.



(8) Administer the region’s publications and forms distribution system for printed publications and forms, according to guidance in (9), below. 



(9) Provide guidance to supported activities on establishing and managing publications accounts and preparing initial distribution requirements for all levels of publications and forms. The region will maintain indexes for supported agencies and commands. 



(10) Review all requests from supported activities to establish new accounts, classified accounts, and blank forms accounts. 



(11) Verify that the security officer of record is still identified correctly for any classified publications accounts.



(12) Advise APD and/or higher headquarters of any mission requirements or operational changes that will affect publications support to the region.



(13) Provide training for stockroom and publications account maintenance personnel. The region will maintain a master account, subaccounts, and distribution system information.



(14) Review DA Pam 25-40, Army Publishing: Action Officer’s Guide, DA Pam 25–30, The Army Publishing Program and agency, command, or region indexes, and update the information as required



(15) Region level: Commanders or designated functional managers must—proactively manage the Reduction in Unit Publications Program and eliminate redundancies in forms wherever possible.



(16) Solicit and review all command, agency, and installation publications to consolidate policies and procedures in departmental publications. Add appendixes to departmental publications to support functions at MACOMs unique in the region.



b. Printing and reproduction control. Commanders or designated functional managers will—



(1) Proactively manage printing to the highest-level efficiency in regions of printing, especially in printing departmental media when electronic publications and forms are available. For example, when paper copies of departmental publications and forms are mission-essential, only the minimum requirement will be printed or copied. Local reproduction authority for departmental media, to include CD-ROM/DVD products that are not EMO, will only be approved by APD. Only reproduction of essential tasks of training and technical materials will be reproduced for work packages and similar functions. Local reproduction of CD-ROM products containing non-departmental publications can be procured using contracts established at APD for quantities exceeding 500. 


(2) Supervise the procurement and production activities relating to all regional printing and reproduction. Ensure that all printing and duplicating assets are transferred to the adjutant general, except for topographic (TOPO) and psychological operations (PSYOPS).



(3) Develop and establish printing procurement contracts through the appropriate Document Automation and Production Service (DAPS) and/or the Government Printing Office support office. Previously owned Army printing equipment should stay in place in the post-DAPS environment, reverting to the adjutant general. Supported commands must have the first right of refusal for remaining equipment.



(3) Ensure that all regional requirements for printing and self-service copying equipment and facilities are essential; act as review authority for all printing, publishing, reproduction, and self-service copying equipment; and ensure that assets required for copier management (as provided for in AR 25-30, paragraphs 7-28 and 7-29) are transferred in total to the adjutant general.



(4) Ensure that new or renewal contracts for copiers are processed through and signed by the adjutant general. (Contracting officer’s technical representative’s functions (specific and generic printing and duplicating consisting of man-years of 75 percent or more) will be transferred to the adjutant general together with copier assets.



(5) Ensure that units requiring topographic support (for training or deployment) receive maps from the National Imagery and Mapping Agency.



(6) Review annual funding requirements for printing within their regions to ensure maximum efficiency in management of printing funds.



(7) Initiate the action to request printing resources, personnel, equipment, and funds initiative for the requirements statement (in accordance with AR 25-30, chapter 7-2).



(8) Provide planning guidance for preparing printing estimates and controlling printing funds.



(9) Act as a review authority for work to be produced in field printing and reproduction facilities or requisitioned through DAPS.



(10) Assist subordinate, tenant, and satellite activities in the development and preparation of—



 

(a) Specifications for in-house and commercial procurement.




(b) Justifications for printing and reproduction equipment.



(11) Conduct periodic inspections and assistance visits to Army-controlled field printing and reproduction facilities to ensure compliance with established policy and procedures.



(12) Recommend the establishment, relocation, consolidation, or disestablishment of field printing and reproduction facilities, when justified, and process requests for acquiring and disposing of all printing, reproduction, and related equipment (in accordance with AR 25-30, chapter 7, section IV). 



(13) Maintain cost and production data on reproduction copier equipment and review, program, and budget for equipment requirements.



(14) Review printing and reproduction reports before submission to the next higher level, ensuring that the data are accurate and complete.



(15) Prepare an annual printing budget.



(16) Minimize cost of printing by providing a technical review of printing requests to ensure that only the minimal number of copies are produced and the least expensive materials, construction, and production processes are used to achieve the intended purpose of the product. (See 2-3b, above, on minimizing local reproduction of departmental media.)



c. Forms management. Commanders or designated functional managers will manage and operate their forms management programs. They will— 



(1) Review departmental and regional forms to ensure that policy, procedures, and forms will be implemented at the highest level possible, preferably using departmental regulation or guidance, whenever possible. Especially where minor modifications to the Departmental form would preclude the necessity of creating and maintaining an agency or command form, coordination should be effected with the IMA departmental proponent to ensure the highest efficiency in forms management and control. Maximum use of electronic media should be encouraged when it is consistent with mission.



(2) Manage the maintenance of forms functional and numerical files or electronic forms databases.



(3) Analyze all new and revised forms submitted for approval to ensure that they are essential and that each request is fully justified and meets with forms review criteria stated above.



(4) Ensure that the use of each form is required by two or more organizational elements of an installation and activity has a prescribing directive for each form.



(5) Ensure that higher echelon forms are used as much as possible in lieu of creating local forms.



(6) Solicit and review all command, agency, and installation forms to consolidate with higher-level forms, preferably departmental forms. Add fields to higher-level forms to eliminate duplicated forms at lower levels.



(7) Maintain an inventory and index of regional and lower-level forms used in the region, including accountable and sensitive forms; issue and update annually the inventory and index.



(8) Reduce the number of forms in use by—




(a) Eliminating nonessential or duplicate forms.




(b) Combining similar or related forms, especially when one higher echelon form can replace two or more lower echelon forms. Where possible, consistent with policy, departmental forms should be used.




(c) Utilizing LAN or Web-based forms where practical.



(9) Maintain records on the use of forms, including accountable and sensitive forms, to avoid procuring excessive stocks of printed forms, to ensure that forms ordered are consistent with expected usage, and to ensure accountability of accountable and sensitive forms. Ensure that proper safeguards are in place for storage and management of accountable and sensitive blank forms and that these safeguards are revised annually.



(10) Minimize the requirements for paper-based and centrally stocked forms by promoting the use of electronic forms.



(11) Review each request for form exceptions, deviations, or overprinting, and approve or disapprove.



(12) Ensure that each form subject to a Congressional act has been coordinated and approved by the proper authority. (Examples of such acts are the Privacy Act of 1974 and the Paperwork Reduction Act of 1980.)



(13) Develop a training program for forms management personnel.



d. Self-service copier management. Commanders or designated functional managers will—



(1) Establish and maintain agency or command policy and management controls to ensure efficient and effective procurement, operation, and accountability of self-service copiers.



(2) Supervise the overall agency or command copier management program to include—




(a) Providing advice on copier management policies.




(b) Assisting tenant and satellite activities as needed in relocating and justifying self-service copiers and related equipment.




(c) Maintaining a current inventory of all self-service copiers and related equipment to include annual costs and production statistics.



e. Publications stockroom management. Commanders or designated functional managers will—



(1) Establish, maintain, and operate a publications and/or forms stockroom, as necessary, when paper copies are required to support sustaining base and mobilization contingency requirements.



(2) Control the storage and issue of classified and accountable publications, including accountable forms, as required by each item’s security classification, this regulation, and AR 380–5, Department of the Army Information Security Program.



(3) Provide guidance on the operation and management of their publication accounts in accordance with AR 25-30 and DA Pam 25–33, Users Guide for Army Publications and Forms.



(4) Assist unit commanders in completing needed actions when units are alerted for permanent change of station.



(5) Supply needed publications and blank forms in the available medium to U.S. Army Reserve and Reserve Officers’ Training Corps units located in their geographic areas of responsibility. Departmental Army Publications are no longer stocked but are located on the Army Publication Directorate website.



(6) Conduct a complete inventory of the stockroom each year and account for all classified publications, accountable blank forms, and sensitive forms, ensuring that inventory records are accurate.


2-4.
Once JCALS is fully operational in the region, users should use JCALS indexing and publications and forms management functions.

III.

Installation-level functions


3-1.
Installations will provide the adjutant general with baseline services. 


3-2.
Publications and forms prepared at the installation level will conform to Army-wide policy and procedures in AR 25-30 and DA Pam 25-40. Forms will be reviewed at the MACOM and regional levels to ensure no forms duplication will exist when publishing the new form. No new BASEOPS-related policy or procedures will be initiated at the installation. Policy and procedure will be in departmental publications (when revised).


3-3.
Using Army-wide policy and procedures, publications and forms prepared at the installation level will receive support from their local regional office. 



a. The U.S. Army Training Support Center (ATSC) will provide publications and forms support to the U.S. Army Training and Doctrine Command (TRADOC) schools preparing doctrinal and training publications and forms.



b. The USAMC Logistics Support Activity will provide publications and forms support to:



(1) U.S. Army Materiel Command (AMC) major subordinate commands (MSCs) preparing doctrinal and training publications and forms.



(2) AMC MSCs preparing technical and equipment publications and forms.



c. U.S. Army Corps of Engineers will provide publications and forms support to its districts and other MSCs.



d. U.S. Army Medical Command will provide publications and forms support to its MSCs.



c. Regional publications and forms offices will provide support to other departmental, command, and installation publications and forms being prepared at the installation level.

IV.

Agency and command level


4-1.
Agency and command publications and forms resources will reside at the regional level.

4-2. To facilitate standardization, efficiencies, and electronic publishing, proponents of agency and command publications will utilize the Administrative Publication Proponent and Editor Interface Product (APPIP) to prepare their publications. If proponents/editors choose to use the APPIP interface for developing publications at departmental levels, MACOM levels, and down to the lowest publication levels, an additional cost of $150,000.00 to $250, 000.00 would be needed to provide software and training


4-3.
When it becomes available, proponents of agency and command publications will utilize the Joint Computer-Aided Acquisition and Logistics Support (JCALS) system to develop, index, and publish their publications.


4-4. Webmaster responsibilities and resources will fall under AG if the primary mission is publishing and under IT if the primary mission is other than publishing.

V.

Headquarters IMA


5-1.
Functions performed by the headquarters (HQ) IMA/staff: When possible, HQ, IMA/staff will ensure that publications and forms are implemented at the highest level practical, in the departmental media area to avoid duplication of effort and costs within regions. When departmental publications and forms can be modified cost-effectively to accommodate and satisfy regional needs, this will done.

5-2. Service functions required by the HQ IMA: 


5-3.
Provider of services to the HQ IMA: 


5-4.
What and how many manpower spaces are needed? Where do the spaces come from? Requires no additional manpower. Existing manpower within DOIM organizations, including PCOs and FMOs, will be transferred to region assets.

5-5. HQ, IMA will fund APD development costs to expand APPIP functionality to accommodate agency, command, and region publications. This will standardize lower-level publications, facilitate their interaction and management, make them available for efficient electronic distribution, and make it possible to link them automatically to higher level and departmental publications to ensure maximum efficiency in publications management and currency.  APD will provide technical and management support and resolving policy issues that may arise in implementing the regional concept.
VI.

Proponent FOAs: Not applicable.

VII.

Proponent ARSTAF:

6-1.
Division name: G-1


6-2.
Functions performed: Will coordinate to ensure regional policy and procedure are raised to departmental level periodically.

VIII.

Proponent secretariat: Will review regional and departmental forms and publications for duplication and consolidation. 

7-1.
Division name: 


7-2.
Functions performed: Policy development and funding guidance.

IX.

Other offices/agencies: Not applicable.

X. 

MACOM HQ: MACOM HQ functions are the same as Installation Level, [see III, above]. 

9-1.
Functions performed by the MACOM HQ/staff:


9-2.
Service functions required by the MACOM HQ:


9-3.
Provider of services to the MACOM HQ:


9-4.
What and how many manpower spaces are needed? 

XI. 

Special Instructions: Forms and publications at regional level will review guidance. AR 25-1, Army Information Management, AR 25-30, The Army Publishing Program, DA PAM 25-31, Forms Management, Analysis, and Design, and 



DA Pam 25-400-2, The Army Records Information Management System (ARIMS).
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