DEPARTMENT OF THE NAVY

NAVAL AIR STATION OCEANA
1750 TOMCAT BOULEVARD
VIRGINIA BEACH, VIRGINIA 23460-2191 IN REPLY REFER TO:
NASOCEANAINST 5214.1L
11

26 FEB 2002
NAS OCEANA INSTRUCTION 5214.1L

Subij: RECURRING REPORTS

Encl: (1) List of Recurring Reports

1. Purpose. To establish procedures for an effective reports
management program and promulgate a consolidated list of

recurring reports.

2. Cancellation. NASOCEANAINST 5214.1K.

3. Background. Enclosure (1) contains a listing of recurring
reports to be submitted by Naval Air Station Oceana. Reports are
listed in the following format:

a. Report Symbol. Standard Subject Identification Code
(SSIC) assigned by the originator.

b. Title/Remarks. Report title and any remarks that pertain
to the report, i.e. the report is due bi-annually on odd numbered
years or monthly on the fifth working day.

c. Department Code. Department/office responsible for
submitting the report.

d. Format. Format for report submission, i.e. letter,
message, form, etc.

e. Reference. List the reference(s) that direct the report
be submitted.

f. Freqg. Frequency for submitting the report:

A - Annually BA - Biennially
Q - Quarterly SA - Semiannually
TA - Triennially

g. Due Date. Day and month report is due to the originator
as directed in the reference.

h. POC/Phone. Name of point of contact (POC) and telephone
number for the report.

4. Action

a. The Administrative Officer will appoint a Command
Recurring Reports Coordinator who shall:
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(1) Administer the command's Recurring Reports Program.

(2) Maintain an up-to-date master computer database,
enclosure (1), that lists all reports applicable to the command.

(3) At least annually, provide all department heads with
an updated listing of reports under their cognizance.

(4) Issue a monthly consolidated recurring reports
tickler for reports that will be due during the upcoming month.

(35) When notified by the cognizant department that
reports have been completed, enter date and method of report
completion on master tickler. When all reports for the month
have been completed, ensure the master tickler report is retained
in a Recurring Reports (SSIC Symbol 5214) file.

b. Department Heads shall:

(l)‘Ensure an effective reports management program is
developed and maintained within their department.

(2) Review reports under their cognizance, as outlined in
enclosure (1), and ensure the Command Recurring Reports
Coordinator is notified of any changes, additions, deletions or
errors as they become known. An accurate listing of recurring
reports can be maintained only with the assistance of those who
actually prepare the reports.

(3) Maintain a departmental recurring reports tickler to
track status of recurring reports within the department. The
tickler should normally be located in the administrative
component of the department. This arrangement will permit
one-location access and enhance the department's ability to
maintain an overall status view of the entire department's
recurring reports.

(4) Maintain a recurring report file folder for each
report under the department's cognizance. The folder should be
labeled with the report symbol number and contain all required
reference material and a copy of reports that were submitted.

(5) Ensure the Command Recurring Reports Coordinator is
immediately notified of the date and method by which reports were

completed.
Distribution:
NASOCEANAINST 5216.1W
List I
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