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200
INTRODUCTION TO THE FORMS MANAGEMENT PROGRAM
201
Purpose. To prescribe policy, assign responsibility, and establish procedures for the management of forms in the Department of Labor (DOL) consistent with the Federal Records Act of 1950(44 U.S.C. 396(b)), 41 CFR 101-11.102, 


41 CFR 101-11.208, Government Paperwork Elimination Act (GPEA)(44 U.S.C. 3504), the Privacy Act of 1974 (5 U.S.C. 552a), the Paperwork Reduction Act of 1995(P.L. 104-13) and Federal Management Regulations.

202
Objectives. The objectives of the forms management program are to:

a.
Design new forms and revise existing forms to promote efficient external and internal operations and to provide improved customer support.


b.
Promote the conversion of paper to electronic forms. 


c.
Promote the most advantageous and economical method of distributing, storing, and replenishing forms.


d.
Eliminate unnecessary and duplicate forms and to combine or delete those forms that serve similar functions.


e.
Prevent the use of unauthorized forms.

203
Definitions

a.
Form. A form is defined as any document, including letters, post cards, and any memorandum, printed or otherwise reproduced with space for insertion of information, descriptive material, or addresses. Certain printed items without fill-in space, such as contract provisions, instruction sheets, notices, tags, labels, and posters, may be considered as forms when their identity and control will facilitate the 



reference, printing, stocking, and distribution of such items.


b.
Electronic Form.  An electronic representation or facsimile of a prescribed form that resides in an electronic medium with integration capability into a computerized information system and that can be managed and processed electronically.


c.
Standard Form. A standard form is any form prescribed by a Federal Agency, pursuant to its authority, and approved by the General Services Administration (GSA) for mandatory use throughout the Federal Government. The use of such a form is generally set forth in regulations issued by the promulgating agency.


d.
Optional Form. An optional form is a form developed for use in two or more Federal agencies and approved by GSA for non-mandatory use. The availability of such forms is normally announced by the developing agency.

e.
Departmental Form. A departmental form is a form approved by the Office of the Assistant Secretary for Administration and Management (OASAM) for use by two or more DOL agencies.

f. 
Agency Form. Agency forms are developed by and used        


within a DOL agency.

g. 
Regional Form. Regional forms are developed and used     


by one or more field activities within a region.

h.   Temporary Form. Temporary forms are printed for one-      


time use during a designated period of time, usually         less than one year. The letter “T” always follows the form identification number.

i. Specialty Form. A specialty form is any form produced by special manufacturing processes beyond the capability of ordinary printing equipment and processes used to print cut sheet forms. Some of the more common specialty forms are: chemical 

transfer paper snaps out sets; scanable forms; labels; tags; and continuous marginally punched sets.

j.  
Form Letter. A form letter is a form containing a           

    
preprinted message in letter format.

k.
Maximum Order Quantity (MOQ). The MOQ is the greatest amount of stock available at the National Office Warehouse (six months supply), or regional supply rooms (three to six months supply) for a given line item at any time.  MOQs for each line item shall be established in accordance with the formula in paragraph 231a., below.

l. Reorder Time (RT).  The RT is the time required for the printing and delivery of a specific form according to its complexity or special features.  A table showing the RT for specific form types is in paragraph 231b., below.


m.
Interim Review Point (IRP).  The IRP is the inventory level of a given line item at which point the DOL Agency under whose purview the form is used shall be given notice by the Chief, Branch of Warehouse Operation, to replenish stock.  The formula for determining the IRP is in paragraph 231c., below.

210
AUTHORITY, POLICY, AND RESPONSIBILITIES
211
Authority. The policy and procedures included in this Chapter are implemented under the authority of the Federal Records Act of 1950 (44 U.S.C. 396 (b)), 41 CFR 101-11.102, 41 CFR 101-11.208, the Government Paperwork Elimination Act of 1998 (44 U.S.C. 3504), the Privacy Act of 1974 (5 U.S.C. 552a), the Paperwork Reduction Act of 1995 (P.L. 104-13), and Federal Management Regulations.

212 
Policy. 

a.
The forms management program will be employed as an integral part of the continuing effort to efficiently manage the Department’s records and to facilitate the business processes of the Department in compliance with the Federal Records Act, the Privacy Act, the Paperwork Reduction Act, and Federal Management Regulations.  The forms management program will also serve as an instrument to implement the objectives of GPEA, requiring agencies to provide: (1) for the option of the electronic maintenance, submission, or disclosure of information, when practicable, as a substitute for paper; and (2) for the use and acceptance of electronic signatures, when practicable and approved.


b.
It is the policy of DOL to use, as sources of forms and publications supply (depending on the amount and specific item required), the National Office Warehouse, OASAM Regional Supply Rooms, or where appropriate, on demand printing, in lieu of agency office space for the bulk storage and distribution of forms and publications.  For space economy, no more than a six-month supply of any form shall be stocked.  End users shall limit maximum stocks to a 60-day supply, taking into consideration turnaround time for filling requisitions for restocking.

213
Responsibilities. OASAM directs the overall DOL Forms Management Program.  DOL agencies are responsible for implementing an effective Forms Management Program within their respective organizations, subject to the guidelines and standards detailed in this chapter. OASAM has delegated the responsibility of developing and managing the Department’s Forms Management Program to the OASAM Business Operations Center. Specific responsibilities for managing the program are as follows:

a.
OASAM, BOC, Office of Acquisition and Management Support Services (OAMSS) is responsible for:

(1) Designating an individual to serve as the Departmental Forms Management Officer.

(2) Promoting techniques to improve the effectiveness of forms management throughout the Department.



(3)
Establishing and publishing departmental forms management policies and procedures.



(4)
Maintaining liaison with the National Archives and Records Administration (NARA), and GSA on forms management activities.


b.
The Departmental Forms Management Officer is responsible for:

(1)
Administering the Departmental Forms Management Program according to the Objectives (paragraph 202) and Policy (paragraph 212) outlined in this Chapter.

(2)
Providing standards and guidelines, compatible with those prescribed by General Accounting Office, GSA, and Federal statutes (41 CFR 101-208) for the creation and use of forms.

(3)
Providing advice and assistance to DOL Agency Forms Officers in establishing and administering the agency’s Forms Management Program.



(4)
Establishing and implementing clearance processes and procedures necessary to ensure effective management of the Agency Forms Management Program.



(5)
Establishing and maintaining an inventory of all forms used in the Department.

(6) Establishing a numeric history file of each Department of Labor (DL) active form from development to current status. 

(7) Promoting the conversion of paper forms to electronic forms.

(8) Reviewing and approving all new, revised, and eliminated DL forms; and coordinating assignments of form numbering with BOC’s Branch of Warehouse Operation.

(9) Maintaining a current copy of the Department of Labor Forms and Publications Catalog provided by the BOC, Division of Printing and Supply Management, Branch of Warehouse Operation.

(10) Also see paragraphs 224, 226, 228, and 229.


c.
The Director, Division of Printing and Supply Management, Office of Administrative Services (OAS), BOC, OASAM is responsible for the overall management of the storage and distribution of forms and publications in the DOL, and shall:

(1) Establish departmental policy and procedures for the efficient storage and distribution of forms and publications.

(2) Formulate overall goals and targets for establishing MOQs and IRPs.

(3) Resolve any disagreements between DOL Agency Forms Management Officers, the Regional Administrators, OASAM, and the Chief, Branch of Warehouse Operation, concerning the quantities stored, MOQs and IRPs.


d.
OASAM, BOC, OAS, Division of Printing and Supply Management, Branch of Warehouse Operation is responsible for:

(1) Controlling inventory and warehousing all forms stocked in the Department’s Distribution Warehouse.

(2) Establishing MOQs for all form and publication line items in accordance with the formula in paragraph 231a.

(3) Establishing IRPs for all existing form and publication line items with a historical usage of three months or more in accordance with the formula in paragraph 231c., below.

(4) Directing the disposal of excess and obsolete forms and publications by coordination with the Departmental and DOL Agency Forms Management Officers.

(5) Providing quarterly forms and publications catalogues and Unused Forms Status Reports to Agency Forms Management Officers and Regional Administrators-OASAM.

(6) Identifying line items that have been inactive for periods of six months or longer, and providing written notice of the intent for their disposal within 30 days from the issuance of Unused Forms Status Reports to the Departmental and DOL Agency Forms Management Officers and Regional Administrators-OASAM, unless justification for retention is received.  Paragraph 248, below, describes justification for retention of inactive stock.

(7) Approving or disapproving DOL Agency requests for retention of inactive line items.

(8) Approving or disapproving stock requests received on Form DL 1-286, Warehouse Stock Request unless full justification is provided. Form DL 1-286 will be disapproved if not in compliance with established MOQs.

(9) Issuing warehouse stock numbers for all new forms and publications to be stocked in the National Office Warehouse.  For Department of Labor (DL) Forms, this procedure shall be coordinated with the Departmental Forms Management Officer.

(10) Issuing disposition notices of low inventory line items to the DOL Agency Forms Management Officers.

e. OASAM, BOC, OAS, Division of Printing and Supply Management, Publishing Services Center is responsible for providing drafting and printing assistance to Departmental personnel in the design and preparation of final forms approved for reproduction.


f.
OASAM, Information Technology Center, Office of Software Development is responsible for posting all approved revised and new DL forms on the LaborNet.

g.
DOL Agency Heads are responsible for:

(1) Issuing a directive establishing an Agency Forms Management Program according to the Objectives outlined in paragraph 202 of this Chapter.

(2)
Designating an individual to serve as the Agency Forms Management Officer and notifying the Departmental Forms Officer, in writing, of the name, title, location, and telephone number of the designee.  This individual will also serve as liaison to the Departmental Forms Management Officer.


(3)
Promoting the conversion of paper forms to electronic forms.



(4)
Identifying and implementing the most advantageous and economical method of distributing, storing and replenishing agency forms. 

(5) Providing essential management information concerning the number, types, and costs of reproducing and stocking the agency’s forms.


h.
The Agency Forms Management Officer is responsible for:

(1) Administering the Agency Forms Management Program according to the Objectives (paragraph 202) and Policy (paragraph 212) outlined in this Chapter.

(2) Maintaining liaison with the Departmental Forms Management Officer on forms management activities 

and participating in Departmental forms activities, as required.

(3) Establishing clearance processes and procedures for the development of new and revised agency forms.

(4) Establishing and maintaining an inventory of all forms used in the agency.

(5) Working with the Solicitor's Office to ensure that forms collecting personal information are in compliance with the Privacy Act.

(6) Developing a functional classification system for the Agency Forms Management Program (paragraph 222).

(7) Establishing and maintaining a numeric history file of each of the agency’s active forms from development to current status (see paragraph 222e).  

(8) Promoting the conversion of paper forms to electronic forms.

(9) Informing the Chief, Branch of Warehouse Operation, of all planned or anticipated program changes or other influencing factors within their agencies that may affect usage levels of forms and publications.

(10) Promptly informing the Chief, Branch of Warehouse Operation, and the Departmental Forms Management Officer when a given line item becomes obsolete.

(11) When a new form is issued, establishing an initial estimated monthly usage level, subject to adjustment by the Chief, Branch of Warehouse Operation.

(12) Clear with the Departmental Forms Management Officer all requisitions for new or revised forms prior to submission to the Division of Printing and Supply Management.

(13) Forwarding requests from National Office and Regional Offices for stock replenishment (DL 1-286) to the Chief, Branch of Warehouse Operation, ensuring that stock levels are in compliance with established MOQs.

(14) Providing written justification to the Chief, Branch of Warehouse Operation for the retention of inactive forms and publications.

(15) Responding to disposition notices requesting action to be taken with regard to low inventory and out of stock items within 10 working days of receipt.

(16) Also see paragraphs 229 and 230.


i.
Regional Administrators/Agency Administrators (RA’s-OASAM and Agency) are responsible for:



(1)
Coordinating and ensuring that only those forms cleared for use through the proper agency channels are produced, stocked and used for Departmental and Regional activities.



(2)
Promoting the conversion of paper forms to electronic agency or regional forms.



(3)
Assisting agency personnel in procuring printing or reproduction services for forms used within the region, which are not available through Departmental distribution channels (such as forms used only by a specific field office in the region).



(4)
Assuring that care is taken to prevent duplicating existing forms and reproducing excessive quantities of forms.

(5) Maintaining a consolidated regional supply room facility for stocking, distributing and replenishing forms required to support regional activities, and shall:

(a) Maintain no more than a three to six months supply of any given line item in the regional supply rooms.

(b) Maintain historical usage records on new forms.

(c)
Coordinate with the appropriate DOL Agency Forms Management Officers in the National Office concerning justifications for exceptions to the three to six months storage level criteria or;



(6)
Coordinate and facilitate end user “retail ordering/distributions” of forms and publications from published sources.

220
STANDARDS, PROCEDURES AND PROCESSES

221
Form Title, Number and Edition Dates, Privacy Notices

a.
Title. The title of the form should be concise and should include the function of the form and the subject with which it deals. Avoid using words that refer to the physical character of the form; e.g., card, sheet, or blank.


b.
Number and Edition Date. Form numbers and edition dates will be assigned to each form.  Numbers from obsolete forms shall not be assigned to new forms. Revised forms shall retain the same form number, but shall be assigned a new edition date. The form number shall be located in the lower right corner of the form (below the bottom border line if one is used).  The edition date should either follow or appear directly below the form number.  Each DOL agency shall assign form numbers to each of its forms.  Numbers for forms developed for Departmental use (DL forms) will be obtained from the Departmental Forms Management Officer.  The following is a sample agency number and edition date format that meets acceptable forms standards.



(1)
New Form:





ETA 2-105 (10-00)




Explanation:

ETA   = Originating Office





2-105 = Form Number 

10-00 = Edition Date



(2)
Revised Form:
ETA 2-105 (Rev. 11-01)




Explanation:





Rev. = A revision to existing form





11-01= Revision month and year



(3)
Temporary Form:
BLS-816 T (10-73)




Explanation:


T = Temporary form 



(4)
Regional Form (developed by and used in one region):

OSHA (Chi) 17 (10-73) 




Explanation:

Chi = Originating regional office





 17 = Form Number




    10-73= Edition Date   


c.
Form Identification Number. The following standards apply to the development of DOL agency forms numbering systems:

(1) Continuation sheets used with basic forms are assigned the number of the basic form followed by a capital suffix (for example, MSHA 30A).

(2)
Page continuations required for a complete form, when stocked and issued separately, are assigned the form letter suffixes.  Otherwise, when the 

continuation pages are stocked and issued for use in sets or pads, each carries a page number and is assigned the same form number as the first page, without a letter suffix. 



(3)
Multi-part forms stocked, issued, and used as sets or pads are not assigned a form number for each part.


d.
Form Page Numbers. Page numbers shall appear at the lower center of the page or in the lower right corner of the form as part of the form number, as appropriate. Example: ETA 2-105 PAGE 2 (10-73)


e.
Office of Management and Budget (OMB) Approval Number. An OMB number is assigned to identify public use



forms approved by OMB for information collection. The OMB approval number shall be placed in the upper right 



corner of the form with the assigned expiration date (unless waived by OMB).  (See also paragraph 228a).


f.
Privacy Act Statement and Federal Register Publication

(1)
In compliance with the Privacy Act, if a proposed form collects information that is retrieved by an agency by an individual’s name or other personal identifier, then the form must prominently display a Privacy Act Statement that informs the individual supplying the information of the authority authorizing the solicitation of the information, the principal purpose or purposes for which the information is intended to be used, the routine uses which may be made of the information, and the effects on the individual, if any, of not providing all or any part of the requested information.  This statement must be cleared by the Solicitor's Office. 

(2)
Each agency that maintains records from which information is retrieved by personal identifier must work with the Solicitor's Office to publish in the Federal Register a Privacy Act System Notice required by the Act.

g.
Privacy Notice for Online Collection
If the agency collects personal information electronically but does not intend to retrieve the information collected by personal identifier, then the form must include a notice that generally states why the information is being collected and how the information will be used by the agency.  This statement must be cleared by the Solicitor's Office. 

222  
Functional Classification System

a.
Purpose. The Functional Classification System is designed to:



(1)
Identify forms that serve the same or similar functions so that they can be analyzed, consolidated, and standardized.



(2)
Facilitate the rapid location and identification of individual forms for requisitioning and use purposes, and to prevent the unnecessary duplication of forms.


b.
Responsibilities. Each Agency Forms Management Officer will develop a functional classification system for the Agency Forms Management Program. Under the system, each form will be classified and indexed according to the function of the form.

c.    Departmental Functional Classification Codes. Codes have been assigned to nine (9) major functional groups and subgroups as shown in Appendix A. These functional group codes will be used universally in all Agency Functional Classification Indexes. Agencies desiring to add to the major functions shown in Appendix A should request additions or changes in writing to the Departmental Forms Management Officer, OASAM, BOC, OAMSS, who will assign a numeric code if the addition to the system is justified. Functional Group will be expanded by Agency Forms Management Officers to include all functional groups they consider appropriate for their agency. The agency will, within the specific numeric, further assign a numeric to the right of the decimal (for example, 9.50, 9.51, etc.) The first numeric, 9.50, identifies the functional group; the second numeric, 9.51, indicates a sub-function, etc. It is anticipated that three positions to the right of the decimal will be sufficient to accommodate all agency forms functional groups.


d.
Form Files. A forms management program relies heavily on its numeric history files and on the functional classification system established for program control. Each DOL Agency Forms Management Officer must establish and maintain these important management elements.

e.

Numeric History File. The Numeric History File is a set of folders arranged in a numbered sequence that provides a complete history of each active form from development to current status. Folders for discontinued or obsolete forms must be promptly withdrawn and held in a separate discontinued file for that period of time prescribed by the DOL agency's records retention schedule or the General Records Schedule (See DLMS 1, Chapter 400, Records Management.  DLMS CHAPTER) Each folder should contain:




(1)
Request for New or Revised Form, DL Form 1-86, requesting approval for creation of or revision to the form.

(2)
A copy of the current edition of the form and          copies of all previous editions.  (The current edition of the form should be on top.)


(3)
Documentation of completed forms analysis and   design studies and cost information.



(4)
A copy of printing specifications for the current edition of the form.



(5)
Copies of any clearance documents (i.e., OMB and/or GSA clearance).

223
Forms Design. The following instructions should be followed when designing a form:


a.
Design Preparation. Before designing a form, the analyst should collect all pertinent information that includes the following:



(1)
Purpose and intended use of the form and the prescribing directive authorizing the form’s use.

(2) Procedures and processes involved with the use of the form. 

(3) Information to be provided/collected with the form.

(4) Filing, indexing, and retention period for the form.


b.
Develop the Draft. The following factors should be considered when developing the draft:

(1) Where practicable forms should be developed for electronic use.



(2)
Arrange items and copies in a logical se​quence.



(3)
Prepare the draft form in horizontal sequence, using as few lines as possible. Captions should preferably be printed in the upper left corner to facilitate maximum machine fill-in action, use of the form's full width, and improved reference.



(4)
Provide adequate space in lines and column for maximum entry.



(5)
Use acceptable abbreviations, codes, keys, etc., where appropriate.



(6)
Avoid repetitive captions.



(7)
Use ballot (check) boxes to the left of printed captions when choice selections are used.



(8)
Secure final approval, as appropriate, before producing and distributing form.

224
Clearance Procedures
225
General. All new forms and revisions of current forms originating within the Department must be cleared and approved by the Departmental or the appropriate Forms Management Officer to ensure that the form adheres to the 

     guidelines outlined in this Chapter.

226
Clearance Procedure for DL Forms. The Departmental Forms Management Officer is responsible for approving all of the Department’s DL Forms.  The following steps will be 


followed in approving and implementing new or revised DL Forms:


a.
Originator:

Forwards the following documentation to the Departmental Forms Management Officer for review:

(1) Two copies of DL Form 1-86.








(2) Two copies of the proposed form or revision

(electronically, where applicable).

(3) One copy of the prescribing directive that 


details the form’s intended purpose and use.


b.
Departmental Forms Management Officer:

Reviews prescribing directive for the form and the proposed quantity to be printed and compares the proposed or revised form against the current DL forms to prevent duplication. After review, provides approval by signing the DL 1-86.  The Departmental Forms Management Officer retains the original DL 1-86 for inclusion into the forms history file and forwards a complete approved package to ITC for posting on the LaborNet.

c.
Originator:

When the Departmental Forms Management Officer has approved the DL 1-86 form, if appropriate, the originator prepares a printing requisition (DL 1-72) (with the artwork, negatives, camera copy, etc.) to the Division of Printing and Supply Manage​ment for reproduction.  When the form has been reproduced, the

originator shall forward a copy to the BOC, Branch of Warehouse Operation, to stock the form.

227 
Clearance Procedure for Agency Forms
Each Agency Forms Management Officer will establish clearance procedures for the agency in accordance with policy and objectives set forth in this Chapter.

228
Forms Subject to Clearance by Other Executive Agencies


a.
Public Use Forms. Forms used to gather

information from the public (ten or more persons) must be coordinated with the Departmental Clearance Officer and approved by OMB. Procedures for requesting approval of public use forms are outlined in DLMS-1, Chapter 300, Information Collection Management Program (paragraph 330).  DLMS In addition, the following information should be displayed on the form.

(1) Legal significance of the collection/the reason the information is being collected.

(2) How the information will be used.

(3) Obligation to response (i.e., voluntary, mandatory, or required to receive/obtain a benefit).

(4) Estimate of the average response time (i.e., how long it takes to complete the form).

(5) The nature and extent of confidentiality.

(6) OMB number and expiration date (unless waived by OMB).

(7) Where to send comments regarding the burden estimate.


b.
Standard and Optional Forms. Proposals for new,


revised, or discontinued use of a standard or optional form must be approved by GSA. The Departmental Forms Management Officer shall be contacted for assistance in preparing and submitting such requests.


c.
Exceptions to Standard Forms. Forms proposed by the Department for use in place of GSA approved standard forms, or forms to be used in making substantive changes in the content and printing specification of a GSA approved standard form, must be approved by both GSA and the Federal Agency promulgating the standard form. The Departmental Forms Management Officer should be contacted for assistance in preparing and submitting such requests.

229 
Revisions and Elimination of Forms
a.
Whenever an agency form is revised or eliminated, the Agency Forms Management Officer will notify the appropriate agency program activities in order to maintain current forms information. Whenever a Departmental form is recommended for revision or elimination, the Agency Forms Management Officer will notify the Departmental Forms Management Officer, who will, if appropriate, coordinate DOL program and Branch of Warehouse Operation notification.

b.
Public use forms that have been assigned an OMB number shall not be substantively or materially revised without being submitted for OMB approval.  (Refer to DLMS-1, Chapter 300, Information Collection Management Program.)  DLMS If agencies wish to eliminate an OMB approved form, the Agencies should work with the Agency Clearance Officer, who will notify the Departmental Clearance Officer.

230
Distribution, Initial Stocking, and Replenishment

a.   Initial Quantities. The originating office, with the assistance of the Agency Forms Management Officer and the National Office Warehouse, will determine the initial quantities of forms to be printed, stocked, and distributed.  
b. Replenishment. Agencies are responsible for establishing replenishment levels for their agency’s 

forms. When established replenishment levels       have been reached, a Notice of Low Inventory for Reorder, issued by the Branch of Warehouse Operation, notifies the appropriate Forms Management Officer.

Preparation of the printing requisition for stock replenishment is the responsibility of the promulgating agency/office.

c. Processing Notice of Low Inventory for Reorder. Upon receipt, the Agency Forms Management Officer will, if appropriate, take the necessary action by returning the properly annotated Notice directly to the Branch of Warehouse Operation or submit a forms revision package.


d.
Warehouse Stock Authorization. Requests to place stocks of Agency forms in the Publications and Distribution Warehouse will be made by submitting two copies of DL 286, “Warehouse Stock Request,” and a printing requisition to the Division of Printing and Supply Management. Generally, any DL form used throughout the Department will be stocked in the Warehouse.

231
Formulae


a.
Maximum Order Quantity (MOQ):


MOQ = Average Monthly Usage x 6 (National Office)



                      
   X 3 to 6 (Regions)







  
   X 2 (end user offices)

b. Reorder Time (RT):
Form Type R.T.:
Flat Sheet In-House:  3 to 5 days; limit 60,000 units

GPO:  2 to 4 weeks; over 60,000 units

Carbon Snap – out Sets 2 to 4 weeks

No Carbon Required (NCR) Sets 2 to 4 weeks

Marginally Punched Continuous Forms Custom:  2 to 4 weeks

c. Interim Review Point (IRP):

IRP – Average Monthly Usage x Reorder Time

232
Justification for Retention of Inactive Stock.  Inactive stock (no usage for six months or more) may be retained at the National Office Warehouse if one or more of the following justification criteria apply:

a. Historical usage shows a need for the form or publication based on:

(1) Emergency use basis

(2) Cyclical or seasonal use

(3) Peak period use

b. Shifting program emphasis could create a sudden demand for the form or publication.

c. A presentation of data clearly demonstrates that an exemption is in the best interest of the Department.

233
Procedures for Requesting Warehouse Services

a.
Department of Labor (DL) Forms.  To request a supply of DL Forms, a properly completed DL 1-1 (Requisition for Equipment, Supplies, or Services) must be forwarded directly to the National Office Warehouse for action.


b.
Agency Forms
(1) To request a supply of agency forms the OASAM regional supply staff must forward the DL 1-1 (Requisition for Equipment, Supplies or Services) to the appropriate DOL Agency Forms Management Officer for approval and control purposes prior to submission to the Warehouse for action.

(2) In those regions using “retail ordering/ distributions”, end user offices shall order directly from the published source (except for OSHA forms/publications, which must be ordered through the OSHA Forms Management Officer).


(3)
To request the storage of new or revised forms and publications at the National Office Warehouse a properly completed Form DL 1-286, along with Form DL 1-72 (Printing/Reproduction Requisition) shall be forwarded to the Division of Office of Acquisition and Management Support Services, BOC, OASAM for review prior to forwarding to the National Office Warehouse.  When the DL 1-286 is approved by the National Office Warehouse, the DL 1-72 shall be forwarded to the Division of Printing and Supply Management, OAS, for action.

234
Program Evaluations and Reporting. Each DOL agency is


responsible for annually evaluating its Forms Management Program. The evaluation will assess the effectiveness and 


efficiency of the program and identify areas for subsequent improvements. Continuing emphasis throughout the Department must be placed upon the reduction of internal administra-tive and management forms and the conversion from paper to electronic forms. All personnel involved with the management and use of forms should be encouraged to participate in an effective forms reduction campaign. The



evaluation must be documented and retained by the Agency Forms Management Officer.


a.
Tangible Benefits. Some benefits attributable to effective forms management are measurable in terms of less paper used, savings in equipment and printing costs, and reductions in space requirements. Benefits in this area can be significant with the conversion from paper forms to electronic forms.  It is recommended that such benefits be identified during the forms analysis process and an estimate of dollar savings computed and recorded on a form-by-form basis for subsequent reporting to management as tangible evidence of program accomplishments.

b. Intangible Benefits. Effective forms management can also result in non-tangible benefits. Examples include improved public relations, convenience of use, and better employee morale. Such benefits, identified and recorded in a narrative fashion on a form-by-form basis, are valuable when reporting to management in the annual program plans.

240
REGIONAL FORMS MANAGEMENT PROGRAM
241
Purpose.  To establish policy and assign responsibilities for the efficient management of forms stocked at the Regional Offices.

242
Policy. The Regional Administrators (OASAM and Agency) are hereby authorized to establish internal operation procedures for local reproduction and storage of DOL forms 


necessary to support all of the Department’s Regional activities, subject to the following conditions:

a.
The Regional/Agency Administrators are not authorized to have any form printed through direct procurement 

from a commercial printing establishment, in accordance with the Production and Procurement of Printing and Binding Chapter of the United States Code (44 U.S.C., 501).


b.
Where available, local reproduction facilities operated by the General Services Administration may be used for up to 5,000 copies (25,000 single units).


c.
Facilities of the Government Printing Office in the regions may be used if an emergency exists for the reproduction of a specialty form that is not available from the BOC, OAS, Division of Printing and Supply Management, Branch of Warehouse Operation.


d. 
No form shall be reproduced, duplicated, or stocked unless there is an established requirement for the form. Appropriate Regional/Agency Administrators shall consider program requirements in determining the forms to be stocked by the regions based upon the usage of the form.


e.
It is expected that considerable savings in mailing and shipping costs, requisition processing, and record-keeping will be realized by the regions in determining the appropriate forms stored at in the region. In addition, Regional/Agency Administrators will be able to better control shelf stocks and reduce emergency restocking.

243
Responsibilities. Each Regional/Agency Administrator will be responsible for compliance with the provisions of this section, but will have the final determination of the extent of participation by the Regional Offices.  All or 

part of this program may be adopted at the discretion of the Regional/Agency Administrator.

244
Bulk Stocks and Specialty Forms. The Branch of Warehouse Operation, Washington, D.C., will continue to stock and issue forms as in the past and as indicated in the DOL 


Forms and Publications catalog. Large bulk quantities of forms, which might be otherwise reproduced at the regional level, may be ordered from the Warehouse.

245
Controlled Forms. Certain forms are stocked and controlled by the Agency or office that promulgated the form. Such forms are not stocked in the Departmental Publications and Distribution Warehouse. Reproduction of these forms shall be in accordance with the Departmental and agencies forms management policies.

246
Public-Use Forms. Extreme care must be exercised in stocking and reproducing forms used in conjunction with public reporting requirements that require OMB clearance. Public-use forms which do not have a current valid OMB number shall not be used. (See paragraph 228a. of this Chapter and DLMS-1, Chapter 300, Information Collection Management Program.) DLMS  Also, public-use forms, which have reached their expiration date as detailed on the form, cannot be used unless reinstated and approved by OMB.











Appendix A

CODE



FUNCTIONAL GROUP

1.00


RECORDS MANAGEMENT



1.00
Records Reports, Directives Management



1.20
Forms Management



1.30
Correspondence Management and Control



1.40
Public Information



1.50
Freedom of Information Act and Privacy Act

2.00


ADMINISTRATION



2.0
Procurement and Contracting



2.20
Supply Management



2.21
Property Management



2.22
Vehicles



2.30
Miscellaneous Services



2.40
Printing and Reproduction



2.60
Mail Management



2.70
Telecommunications



2.80
Space Management

3.00


MANAGEMENT OPERATIONS



3.10
Research and Evaluation



3.20
Budget and Programs



3.30
Management Improvement Programs

4.00


PERONNEL MANAGEMENT



4.10
Employee Benefits



4.20
Employee Safety – Injuries, Accidents



4.30
Employment – Promotion, Performance Evaluation



4.40
Position Management – Classification, Pay 



4.50
Training



4.60
Incentive Programs – Suggestions and Awards



4.70
Personnel Data and Systems Design



4.80
Security – Discipline and Conduct



4.90
Equal Employment Opportunity (EEO)

5.00


INFORMATION



5.10
Hearings



5.20
Appeals and Decisions

6.00


FINANCIAL MANAGEMENT



6.10
Appropriations and Funds Control



6.20
Accounting



6.30
Budget



6.40
Obligations



6.50
Payroll, Time, and Attendance

7.00


TRAVEL AND TRANSPORTATION



7.10
Personal Travel



7.20
Household and Cargo

8.00


AUDIT AND INVESTIGATIONS

9.00


INFORMATION TECHNOLOGY


9.10
Hardware Operations



9.11
Software



9.20
Network Operations



9.30
IT Services



9.40
Security
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