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Forms & Reports Management Program


	References:
*DoD Instruction 7750.7

*DoD 7750.07-M 
*SECNAVINST 3900.39D

*SECNAV M-5210.2

*SECNAV M-5213.1

*SECNAV M-5214.1

*OPNAVINST 5300.8C

*BUMEDISNT 5210.9B
*BUMEDNOTE 6320
*BUMEDNOTE 5213
DISCLAIMER:  This list of references is not all inclusive and the most recent updates may not be reflected.  Commands are responsible for all instructions and guidance related to a particular program or inspectable area.
	Command/BHC/Detachment:

Date:

Command POC:


                                                                                                                                   Echelon
	Reference
	Standard
	Yes
	No
	2
	3
	4
	5
	Comments/Notes

	BUMEDISNT 5210.9B – Section 4b(1), 4c(1). 
	Is there an appointed Forms and Reports Management Officer?


	
	
	X
	X
	X
	
	

	BUMEDISNT 5210.9B – Enclosure (2)
	What is the process for approving locally developed administrative and medical forms?

Note:  Be prepared to walk the inspector through your process from beginning to end.  This will include command instructions or SOP review.
	
	
	X
	X
	X
	X
	

	BUMEDISNT 5210.9B – Enclosure (12) section 25.
	Has the command established a multidisciplinary forms committee?

Note: The committee should include at a minimum representatives from Patient Administration, Legal, Records Management, Nursing, Surgery, Emergency Department, Medical and Dental.
	
	
	X
	X
	X
	
	

	BUMEDISNT 5210.9B – Section 4b(2)l Enclosure (1) section l, r and v, Enclosure 8 section p, Enclosure (12) section 5.
	Do you maintain a forms index and case files for all activity created forms?

Note:  Provide a copy.
	
	
	X
	X
	X
	
	

	BUMEDISNT 5210.9B –Section 4a(1)h, Section 4b(2)k; Enclosure (12) section 13.
	Does your Command website have hyperlinks to the forms index and higher authority forms sites?


	
	
	X
	X
	X
	
	

	BUMEDISNT 5210.9B – Section 4a(g), 4b(j), 4c2(j); Enclosure (1) section 1q, t, u and x; Enclosure (6); Enclosure (8) section 6k(1,3), 6n(1,3). 
	Have all approved locally developed forms been posted on Naval Forms Online?


	
	
	X
	X
	X
	
	

	BUMEDISNT 5210.9B – Section 4b(2)d,i,l(2); Section 4c(2)d,i,m(2); Enclosure (1) Section 1c,d; Section 2l; Enclosure (4) Section 2, 3; Enclosure (5).
	How do you ensure that locally developed forms do not supersede or are in contradiction to established higher authority forms?


	
	
	X
	X
	X
	X
	

	BUMEDISNT 5210.9B – Enclosure (1) section 1m, section 2p, section3p.
BUMEDNOTE 5213.
	Do locally developed forms have approval from the Command Privacy Act Officer and contain a Privacy Act Statement if the form contains SSN, PHI or PII?

Note:  This if for both administrative and medical forms.
	
	
	X
	X
	X
	X
	

	BUMEDISNT 5210.9B – Enclosure (4) Section 1g, Section 5 and 6; Enclosure (5) Section 5, 6, 7, 8 and 9.
	Does the Command have a process for approval of overprints and exceptions to NAVMED 6000/5 prior to their use for the collection of medical information?

Note: The NAVMED 6000/5 has been developed for the collection of medical and dental treatment information in a template format to be filed in medical and dental records.  
	
	
	X
	X
	X
	X
	

	BUMEDISNT 5210.9B – Enclosure (1) Section 2e, Section 3e; Enclosure (5) Section 2h,.
	How do you ensure that activity overprints on NAVMED 6000/5 meant to replace higher authority forms have an appropriate form number and have approval from BUMED-M09B31?


	
	
	X
	X
	X
	X
	

	
	Has the command eliminated the use of SF600’s overprints for administrative and clinical forms? 

Note:  SF 600’s are to be used for the collection of medical information in a free text format not for clinical templates.  
	
	
	
	
	X
	X
	

	BUMEDISNT 5210.9B – Various examples of responsibilities throughout Enclosure (2) and (5).
	Are all locally developed forms being reviewed by the Command’s Medical Forms Committee?

If not, why?

Note: Be prepared to provide copies of committee meeting minutes.
	
	
	X
	X
	X
	X
	

	BUMEDISNT 5210.9B – Enclosure (1) section 1k, section 2n, section 3o; Enclosure (2) section 2 and 5; Enclosure (11).
BUMEDNOTE 5213.
	Do activity generated forms created/revised after July 2009 which contains a SSN has approval from a flag officer or SES level employee?


	
	
	X
	X
	X
	X
	

	BUMEDISNT 5210.9B – Enclosure (12) section 5.
	Who maintains the case files with copies of the signed DD Form 67 for each locally developed and approved from?  

Note: Be prepared to show examples of case file that contain at least routed and signed DD67, original form/image, front page of all requiring documents.
	
	
	X
	X
	X
	
	

	BUMEDISNT 5210.9B – Enclosure (1) section 1f, h, i, and j; Enclosure (2); Enclosure (5).
	How do you ensure that activity created forms have an associated requiring document, form title, form number, form edition date?

Note: Be prepared to retrieve examples from your local forms management system.
	
	
	X
	X
	X
	X
	

	BUMEDISNT 5210.9B – Section 4b(2)e; 4c(2)e; Enclosure (1) Section 2m, Section 3k, 
	How do you ensure that forms are not filed on the command server or individual computer hard drives? 

Note: Be prepared to show how monitoring and education and training efforts have been made in regard to this.
	
	
	
	X
	X
	X
	

	Additional Comments:
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