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U s-'BEPARTMENT OF THE INTERIOR] *:bect b,
OFFICE OF SURFACE MINING

RECLAMATION AND ENFORCEMENT | fouemiral Number:

DIRECT[VES SYSTEM Date: 1) /06,86

Subject! pyrpms Management Program

Approval: ﬁ { “i.::‘nzii'm I“l‘iﬂn: Director

l. Pu ge. To aestakblish overall pelicies, responaibilities, and
pracedures for the Forms Managament Program of the Office of
Surface Mining Reclanation and Enforcement [(OSMRE). This directive
inplements and supplements the Departmant of the Interior Manual on
Paperwork Management, 432 DM 1 and 2.

2., Definitions. As used in this directive, the following
definiticne apply:

a. Form. A form is a fixed arrangement of captioned apaces
designed for entering prescribed information. The definition
includeg forme craatad or generated from equipment or devices
employing memory storage, magnetic tape, cards, brogrammed formats,
or the uge of any intermadiate device used to create forms intended
for use on vigual digplay aquipment, microfilm or othar such medila.

. Forn Letter. A preprinted or reproduced form designed to
appear as a letter containing fixed rapatitive data which do not
meet the requirements for cost-effective preparation on existing
word processing equipment.

¢. Standard fForm. A form prescribed by a despartment or agency
and approved by the Ganeral Services Administraticon for mandatory
use by other agencies, or preacribed by the Comptroller General for
use in financial transactions which are uniformly handled
throwghout the Government. .

d. uJpticnal Form. A form used by one agency and approved by
the General Sarvices Administration for optional use by other
agenciea, in lieu of an individual agency form.

e. Public Use Form. Any type of written inquiry developed for
the collection of information on identical itema for 10 or mors
perscns outside the Feaderal Governmnent. The Office of lanagement
and Budget (OMB) approves OSMBEE's public use forms.

f. Agency Form. A form numbered in the internal series of a
central agency which is prescribed or provided by that agency for
use by other agencies {e.9., Treasury, GSA, OPHM forms).

g. Internal Form. Forms limited to the buaineas conducted by
OSHRE .




3. Policy/Proceduras.

It is the policy of the Office of Surface Hining Reclamation
and Enforcemant to standardize, simplify, and control the use of
forms consistent with program reeponaibilities and management
requirements.

a. EBReaponsibilitias

{1) Aaaiastant Directors, Field Office Directors,
Dizeoctor's Sta [§] ceg shall:

ia) Designate an individual to serve as Forms
Liajison Repregentative to adminigter and coordinate the forms
managemant program in their reaspactive areas, and notify tha
Division of Management Services (DMS)} in writing, of the nane,
title, location, and telephone number of the designee.

(b} Submit to DMS a draft of any proposed form and a
Raguest for a New or Revised Form, 0SM-24, {attachment 1} which
includas the following information: statement justifving its need,
use, conatruction, distribution, and eatimated yearly usage.

{c} Prepare a directive or inatructions prescribing
the use of the form. When writing instructiona, use the following
guide, .

1l Write active sentences;

2 Limit sentence to one thought, and then list
in a,bk, © order.

3 Eliminate useless words and information:

4 Use simple words, acticon varbs, and concrete

nounas;

5 Specify the kind of information you want
{i.e., if you use the word "other" give examples of vhat "other"
neans); and

6 Key the inatructiona tc each item on the form.

o {(d) For public ume fornsz, prepare the juatification
neceasary tc obtain OMB approval. ({See Information Collection
Request Directive, REG-6.}
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divisions or offices.

(£) Review, at least annually, existing forma for
plicate forms, and

improvement, elimination of unnecessary or du
gimplification through consclidation and gtandardization.

{g) Haintain the files of approved forms.
{h) Publish a Forms Catalog.

(i} Serve as a central s £ i
forme; advise 3 . ource o information on
of fOrms. and aasist offices in planning, development, and use

{3} The Branch of General Serwvices shall:

{a) Prepare all printing apecificaticns.
(k) Coordinate all printing and distribution.
(¢} Store all forms prefixed with OSM,

b. Procedures.
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, (b) oOfficlal Case File. A case file, by form
number. The contents and requirements of this cage file are o
contained in 432 Dil 2. gt/

(o} Functional File. A file that containa forma
grouped by functional area.

{d) Master Co or degative File. A file containing
the camera copy or negative used to reproduce torms. This fila is

maintained by form number and only the latest editions are retained.

(e) Forma Catalog. A listing of all forms used by
OSMRE., Documentation includes ierm title, numb?r,.editlen date,
unit of isaue, construction, prescribing directive, a Federal Stock
Humber for standard and opticnal forma, and the originating office

for sach form.

(4) Printing and Distribution. Forms are.printed hy the
Department of the Tntericr, Government Printing Office, or
commerclal printer, as required.

- (a) Stock Level Designation. A atac$ level figure
for each form is astablished by the orIgInating div}nion or afféﬁe,
to assure against interruption of operations requiring forma. Ed
jevel astablished is governed by monthly rate of use, time require
for radesign, when applicable, andllead time reguired foif . tre
printing. The originating cffice 18 responeible far.natd ying t
Branch of General Services of the gtock level established aa We

as any significant changes in stock raequirementa.
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{a) Reprints. The Divisions and offices ordering
reprints of forme will:

1l Attach a copy of the lateat printed form to a
memorandum stating the number of copies deaired.

2 Send the memorandum and attachment through
the i8S to Branch of General Servicaa.

(5} Annual Forms Review{Inventur¥. In order to assist
divisions and offices in purging obaclete forms from the aupply and
control aystem and maXing neaeded revisions and improvements to
existing forma, the DM5S will send in June of sach year to the Formg
Liaison Repregentativesa a list of forms for review and for
determination as to whether they are currant, chacleta, or nead

revision, This information is to update all records, including the
forme catalog.

4. Reporting Requirements. Annual report to the Genaral Services
Administration on the status of OSMRE's Forms Management Program.

5. feferences.

a. The Departmeant of Interior Manual, Part 432, Chapters
1l and 2.

b. Privacy Act, P.L. 93-579
€. Government Printing and Binding Requlaticns

d. Federal Property Management Regqulaticons om Forma (FPMR 41
CFR 101-11.208)

a. Federal Property Management Regulations on the Standard and
Optional Fforms Program (FPMR 41 CFR 101-11.8)

f. 0Office of Surface Hining Reclamation and Enforcement's
Information Collection Request (REG~-6, Transmittal Humber 108)

g. Federal Information Procesaing Standarde (FIPS}

h. GSA Records Management Handbook entitled, “Form and Suide
Lettera" (FSN 7610-00-117-87777)

6. Effectg on Other Documants. Supersedea Directive ADS=3,
Transmittal Number 180, dated June 20, 1983,

7. Lffective Date. Upon isauance

8. Contact, Divigion of Management Services (202) 343-5447.



