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EFFICIENCY REVIEW REPORT FORMAT

1.  The ER format should include:

     a.  Executive summary.

     b.  Organization chart; current and proposed.

     c.
 Table of Contents

          (1) Mission.

          (2) ER summary-resource implications display.

          (3) Implementation plan.

          (4) MEC justification.

          (5) ER impact summary.

          (6) Departmental Studies with:

               (a) PWS.

               (b) PIs.

               (c) Findings.

               (d) Discussion.

               (e) MEO.

2.  Format sections as follows:

     a.  Cover and Back. Cardboard if possible. Should contain title, command or activity, month and year, organization emblem as appropriate.

     b.
 Title and Approval Page. Contains study title, organization performing study, dates of study, names of team members and necessary approving persons.

     c.
 Executive Summary. Provide the command with a summary of the entire report. Should serve as a stand—alone document, and provides overall picture of activity ER study.

     d.
 Organization Chart. Approved and proposed (as applicable).
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     e.
 Table of Contents. Chapter names, major headings, subheadings, appendices by title, with the page number for each.

     f.
 Mission. The ER activity’s approved mission and functions.

     g.
 ER Summary. This describes the report and includes resource implications display (reference (i)). As an example:

          (1) The results of this study are summarized on the ER impact summaries, page ____, which project changes in the cost of operations at the activity when recommendations are implemented. Additionally, the man-year and dollar costs of conducting the ER study are stated.

          (2) The PWS, PIs, and individual findings are found on pages ____ of this report. All supporting workload data are on file at (activity).

          (3) Resource implications display.

     h.
 Implementation Plan. Lists or describes how the command should implement the recommendations made. Cites recommendations for staffing, etc. As an example:

          (1) Military Changes

               (a) Action. The MEO changes are effected by the submission of a Manpower Authorization Change Request, via TFMMS, as part of the ERR submission.

               (b) Action Officer.

               (c) Completion Date.

          (2) Civilian Changes. Same as above.

          (3) Staffing Standards. List authority for all staffing standards. As an example: JHMET approved standards, OPNAVINST 1306. ____ , etc.

     i.  Justification for MECs. MEC5 for all billet requirements are as follows:

Name of Activity Primary Unit Identification Code (PUIC) Officer Billets


MEC
Justification
Requirement

Enlisted Billets


MEC
Justification
Requirement
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     j.  ER Impact Summaries. All summary sheets.

     k.
Individual Departments Studied. Each department is defined as a chapter. Should include PWS, PIs, statement of condition (as applicable, i.e., clinic is open from 0800-1200, etc.), findings, discussions, and summary of current authorized, current onboard, MEO, delta, savings. As an example:



Chapter 6.  Command Group



Chapter 7.  Director for Administration
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