PUBLICATIONS STANDARDIZED PROCESS REVIEW 

Last updated 01/10/01

Process/Identification Number:

Publications Module #5

Process Vision Statement/Capability:  

Eliminate requirement to maintain hard copy publications and changes/updates, to exclude classified and technical manuals.  The sponsor must maintain the order/publication enterprise-wide.  Sponsors will provide orders and publications on the network as a single file, portable enough to download by the end user in publication or chapter form.  Sponsors will effect and announce changes as they occur within the portable file, then post changes on the network.  Any and all Orders, Publications, and correspondence files will be electronically stored within the relational database and archived in a Data Warehouse.  Correspondence received from an outside agency, not in an electronic format, will be scanned and stored as necessary. (Correspondence retention standards will be established in the business rules.)  Commands will issue local directives as policy letters to be maintained on local servers.  Policy letters will be forwarded to Echelon 4 to make appropriate pay entitlement determinations where appropriate.  

5. Echelons of TFA

a. 1st Echelon Individual Marine Self Service.  Individuals will have the capability to

view and download orders and publications.  Capability will also exist for individuals to submit recommendations for changes to the sponsor of the order/publication via electronic media.

b. 2nd Echelon Small Unit Leader Access/Input.  Will have visibility of recommendations

submitted by echelon 1, as well as the capability to download, view, and submit recommendations for changes to orders and publications. 

c. 3rd Echelon Unit Commander Bn/Sqdn and Higher.  Will have visibility 

of recommendations of previous echelons, as well as the capability to download, view, and submit recommendations for changes to orders and publications.  This echelon will also provide access to local policy letters to Echelon 4.

d. 4th Echelon Total Force Administration Center.  Will have visibility of

recommendations of previous echelons, as well as the capability to download, view, and submit recommendations for changes to orders and publications.  Also, this echelon must have access to view and download local command (Echelon 3) policies in order to make proper pay entitlements.

e.  5th Echelon HQMC-level Transaction Reporting.  Will maintain sponsorship of the enterprise-wide publication system and of the individual orders and publications within the system. Sponsors will provide orders and publications on the network as a single file, portable enough to download by the end user in publication or chapter form.  Sponsors will effect and announce changes as they occur within the portable file, then post changes on the network.  

Concerns:

   a.  Deployed or remote commands may not have connectivity to view on-line directives. 
   b.  Visibility and access of other services’ publications.

Governing Directives/Regulations: 

MCO P5215.1G

MCO P5600.31G

NAVMC 2761

SECNAVINST 5216.5

SECNAVINST 5210.11

MCO 5210.11D

MCO 5213.7C

MCO 5216.20

MCO 5271.4A

MCO 5000.21

MCO P5215.12J

MCO 5213.8
Forms required during process:  None.

Recap Narrative of Current “As Is” Process/Subprocesses: 

Publications:  Current Publication process requires the maintaining of minimum technical and operational directives and publications required to accomplish the unit's mission. A "read board" consisting of publications of interest to subordinate units and commanders, but not necessary for them to hold, is established and maintained by the adjutant for the unit commanders to review and initial on a weekly basis.  

Correspondence/Directives: This process requires that command originated correspondence/directives are typed in support of the organizational commander's staff. Correspondence/directives originated in the unit, unless otherwise charged to the organizational central files or legal sections for typing. Guidance in the preparation of Correspondence/Directives is provided in SECNAVINST 5216.5, Department of the Navy Correspondence Manual. Current process requires units to establish and maintain the command's official correspondence file within the Directives Control Point (DCP) in accordance with SECNAVINST 5210.11 and MCO 5210.11. Although staff sections may be authorized to hold copies of command originated correspondence and sign "by direction," the official file copy of all command correspondence is maintained within the DCP. The staff section maintains only a photocopy of such correspondence within their respective staff section. In this manner, correspondence files within staff sections are considered "working files" and not subsidiaries of the command official correspondence file. Staff sections should prepare a copy of all "by direction" correspondence generated and submit  promptly to the organizational adjutant following signature. The adjutant may then assemble copies of "by direction" correspondence (commonly referred to as a "Day File") in a chronological file on a daily basis, and route to the organizational commander for review. This review is conducted to ascertain whether or not the command possesses any activity records that are not covered by the instructions contained in SECNAVINST 5212.5. When records are maintained that are not covered by disposal instructions, an immediate notification is made to CMC (ARAE) to schedule the disposition of the records.
“To Be Process/Subprocesses and Modules effected:  

See Total Force Administration Processes Matrix.
Flow Chart of the Revised “To Be” Process/Subprocesses: 
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Flow Chart Explanation: 
Shape 1.  Start - Marine will sign on at any computer terminal, and link to the Publications Process.

Shape 2.  Enter User ID & Password - Marine will enter their unique User ID and Password/Common Access Card to access the Publications Process.

Shape 3.  User Clicks on-line Pubs Module - User will click on Publications Process and select appropriate Order or Publication.  (All unclassified Publications will be available and maintained (changes will made electronically only) on-line. 

Shape 4.  User Selects Pubs from Listing - User will be allowed various sorting options at a minimum, as follows: All Ord/Pubs Numerically or Alphabetically; by ‘P’ – Publications only or ‘O’ – Orders only; by Key Word; by Standard Subject Identification Code (SSIC); or by sponsor.   Appropriate links to other services, DOD, and DFAS publications will also be displayed.  

Shape 5.  Does member desire to review pubs on-line?   

Shape 6.  Does member desire to down load pubs?

Shape 7.  Does member desire to submit changes to a publication? 

Shape 8.  End Process.

Shape 9.  Pubs or Data Storage – location within the data storage where all publications are stored for view/print.

Shape 10.  Review Pubs on-line – User reviews desired publications from the data store.

Shape 11.  Process Ends.

Shape 12.  Down load Pubs on-line – User down loads desired publications frm the data store.

Shape 13.  Process ends.

Shape 14.  User submits changes to Echelon 5. Echelon 1,2,3,5 will be able to view status of request status and approval/disapproval/comments provided by each determined echelon. 

Shape 15. Review submitted changes and make recommendations. 

Shape 16.  Change approved?  

Shape 17.  Process ends.

Shape 18.  Post and announce change.

Shape 19.  Start – the process where Echelons 2,3, and 4 may start the process to promulgate a policy letter.

Shape 20.  Create Policy Letter – The process where the policy letter is created within the system.

Shape 21.  Policy letter is reviewed – The process where the policy letters are viewed and recommended changes may be made.

Shape 22.  Policy letter is promulgated – The process where the policy letter is posted to the Data Store for viewing.

Shape 23.  Retrieve Template from Data Store – The process where the user selects a template form with the data store to create a policy letter.

Policy Changes Required/Policy Owner: 

MCTFS Changes Required: 
Required Changes to Training Standards: 

Potential Automation/Technologies to Support Process Revision: 

Concept for Test Bed Evaluation/Validation: 

Results of Test Bed Evaluation/Validation: 

Final Action: 

Bulletin Board for Comments and Recommendations: 

Page 5 of 4

