
'·"' 

UNITED STATES MARINE CORPS 
MARINE CORPS AIR STATION 

BEAUFORT, SOUTH CAROLINA 29904-5001 

AIR STATION ORDER 5214.1C 

From: 
To: 

Commanding Officer 
Distribution List 

Subj: INFORMATION REQUIREMENTS (REPORTS) MANAGEMENT PROGRAM 

Ref: 

Encl: 

(a) SECNAVINST 5210.16 
(b) SECNAV M-5214.1 
(c) SECNAV M-5210.1 
(d) MCO 5214.2F 
(e) MCIEAST-MCB CAMLEJO 5214.1 

(1} Report Analysis Data Form (OPNAV 5214/10) 

Reports Required: I. Periodic Review of Approved Reports 
(Reports Control Symbol DN-5214-01) 

II. Request for Approval of a Marine Corps 
Reporting Requirement (NAVMC 11216) 
(Report Control Symbol DN-5214.02) 

ASO 5214.1C 
ADJ 

3 0 APR 2014 

III. Summary for Estimates of Reporting Hours 
(NAVMC 11217) (Report Control Symbol EXEMPT) 

1. Situation. The Information Requirements (Reports) Management Program 
ensures reports and reporting systems provide necessary information 
effectively, efficiently, and economically. With any changes that may arise, 
the information requirements (reports) management program must provide 
control of reporting requirements to ensure minimum burden is expended and 
maximum effectiveness obtained. 

2. Mission. To implement policy, outline responsibilities, and set forth 
guidance for the management and control of the information requirements 
(reports) management program per the references (a} through (d) within Marine 
Corps Air Station (MCAS) Beaufort. 

3. Cancellation. ASO 5214.1B. 

4. Execution 

a. Commander's Intent and Concept of Operations 

(1} Commander's Intent. This program is implemented to provide 
policy and procedures for report sponsors on developing the necessary 
documentation to obtain approval for establishment, revision or cancellation 
of information requirements (reports) management program. 

(2} Concept of Operations. This program is to ensure management 
control and decision making needs are met and that the information 
requirements imposed are fulfilled in an effective, efficient, and economical 
manner. This program shall: 

(a) Conduct a collection of reporting requirements throughout the 
command to establish a reports inventory. 
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(b) Ensure activities are collecting, transmitting, processing, 
and storing information through the most economical and efficient use of 
personnel, funds, and equipment. 

(c) Challenge reporting requirements if considered unnecessary or 
duplicative of existing reports and eliminate reports that are not cost 
effective through control, standardization, and consolidation. 

(d) Coordinate reports management with related information 
resource management programs (directives control point, forms, records, 
privacy, and information systems). 

(e) Assign a Report Control Symbol (RCS) to all internal reports 
as a standard means of identification and indicate the report is approved. 

(f) Authorize reporting requirements for no longer than three 
years from the date of the implementing directive. 

(g) Forward recommendations pertaining to improvements and 
challenges via the chain of command in accordance with reference (c) . 

b. Commanding Officer, MCAS Beaufort 

(1} Appoint in writing an Information Requirements (Reports) 
Management Program Officerr and Coordinator. Submit a copy of the appointment 
letter to the MCAS Beaufort Reports Manager. 

(2} Ensure information is collected, transmitted, processed, and 
stored through the most economical and efficient use of personnel, funds and 
equipment. 

c. Adjutant, MCAS Beaufort. The Adjutant will be assigned as the 
Information Requirements (Reports) Management Program Officer and the 
Adjutant Chief is assigned as the Information Requirements (Reports) Program 
Coordinator for MCAS Beaufort and is tasked specifically to: 

(1} Develop and publish changes to policy to ensure the effective 
management and control of reporting requirements in accordance with reference 
(d). 

(2} Maintain and publish a listing of reporting requirements 
according to the Periodic Review of Approved Reports (Reports Control Symbol 
DN-5214-01) in accordance with reference (d). 

(3) Conduct a triennial validation and review of reporting 
requirements under your cognizance in accordance with reference (d) . 

(4} Analyze and approve new and revised reports e~suring no 
redundancy in content. 

(5) Assign a RCS to all MCAS Beaufort internal reports as a standard 
means of identification and to indicate the report is approved. 

(6} Maintain a historical file that contains a copy of documentation 
to include estimated cost using the Summary for Estimates of Reporting Hours 
(NAVMC 11217) with emphasis on man hours expended and the Request for 
Approval of a Marine Corps Reporting Requirement (NAVMC 11216) (Report 
Control Symbol DN-5214.0). 
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(7) Challenge reporting requirements if considered unnecessary or 
duplicative of existing reports and eliminate reports that are not cost 
effective through control, standardization and consolidation. 

(8) Coordinate reports management with related information resource 
management programs (directives control point, forms, records, privacy and 
information systems) . 

(9) Authorize MCAS Beaufort reporting requirements for no longer than 
three years from the date of the implementing directive. 

(10) Review all MCAS Beaufort orders and directives for reporting 
requirements. 

(11) Conduct annual self-inspections of your program per reference 
(b) . Conduct internal inspections as needed. 

4. Administration and Logistics 

a. Records Disposition. When a report is discontinued, program managers 
and sponsors will place it in an inactive file and destroy it two years after 
the report is superseded, cancelled or discontinued per reference (c) . 

b. Forms. NAVMC 11216 (1-92), Request for Approval of Marine Corps 
Reporting Requirements; NAVMC 11217 (5-97), Summary for Estimates of 
Reporting Hours; NAVMC HQ 940 (03/06) Reports Evaluation Checklist; and OMB 
83-I (10/95) Paperwork Reduction Act Submission are in the Marine Corps 
Electronics Forms System (MCEFS) at: 
http://navalforms.daps.dla.mil/web/public/home. 

c. Distribute OPNAV 5214/10 to all sections within the command for 
reports type, details, and cost upon submission of each new report. 

5. Command and Signal 

a. Command. This Order is applicable to MCAS Beaufort. 

b. Signal. This Order is 

P. D. BUCK 

DISTRIBUTION: A 
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REPORT ANALYSIS DATA 
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REPORT 

(1t 

(2) c. (1) 
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A. 
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u .. this worklhMt ror •llmatng the tDtll 001t to PNPft enctsubmlt 1111 report. compute two CDIIJ.one far op11111ng fDrc8t and 
one for lhont llfllblllhmenta. The hcuty rail may be tllkln tram any cunant pay chart. 

OPERAnNG FORCES COSTS TO PREPARE AND SUBMIT 

PAY GRADE NO. HOURS X HOURLY RA1E =PERSONNEL 
fo 2ft OVERtfEM) = TOTALCOSlS 

SPEN1' COSTS fJI/PAYGRADE 

0 0 

0 0 

0 0 
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SHORE ESTABLISHMENT COSTS TO PREPMI! AND SUBMIT 
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SAMPLE COMPUTA110N (SALARIES ARE NOT ACCURATE) 
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