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CHAPTER 26.  REPORTS MANAGEMENT



1.	GENERAL--PURPOSE AND SCOPE



The VA is subject to the provisions of Title 44, United States Code and implementing policies and regulations issued by the Office of Management and Budget and the General Services Administration.  As such the purpose of this chapter is to provide policy, guidance and standards for the VA program of reports management.  Procedures for specific types of reporting requirements will be found in subsequent chapters or appendixes of MP-1, part II.



2.	DEFINITIONS



	a.	Report--Data or information, generally summarized, transmitted for use in determining policy, planning, controlling and evaluating operations and performance; making administrative determinations; or preparing other reports.  The data or information may be in narrative, statistical, graphic, magnetic tape, or other form.



	b.	Reporting--The process by which data or information for a report is collected, organized, transmitted, and retained.



	c.	Report Plan--A report plan is the whole process of requiring, compiling, classifying, analyzing, interpreting and using related information on a subject or activity, with one or more reports or report forms being employed.



	d.	Report Identifier--A number or symbol or combination of numbers, symbols or abbreviations assigned to identify a specific report.



3.	TYPES OF REPORTING



	a.	Public Reporting--Any reporting or record keeping required from any non-Federal Government, business, institution, group, or individual, which is subject to the provisions of title 44 United States Code, chapter 35 and title 5 Code of Federal Regulations, Part 1320.  Reports from Federal agencies, instrumentalities, and employees are also included if they call for information which is to be used for statistical compilations of general public interest (see ch. 27).



	b.	Interagency Reporting--Any reporting requirement which involves reports to a Federal department or agency from one or more other Federal departments and agencies covered by title 44 United States Code, chapters 29 and 31, and FPMR 101-11.11 (see ch. 28).



	c.	External Reporting--Any other reporting requirements initiated outside the VA and imposed within its organizational boundaries, including those departments, commissions or units of the Federal Government which are excepted under title 44 United States Code, chapter 35 and FPMR subpart 101-11.11, and Reports to Congress.



	d.	Internal Reporting--Any reporting requirement imposed and used only within the VA.



4.	TYPES OR REPORT IDENTIFIERS
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	a.	Internal Report Identifiers



	(1)	RCS (Reports Control Symbol) numbers are assigned to internal reports which require the input of manual or machine-readable data for the purpose of producing those reports.  Reports produced from existing operational data will not be identified by an RCS (see par. 4a(2)).



	(a)	Effective with the date of this issuance:



	1.	On recurring reports the RCS number assigned will consist of the prefix of the requiring office and a unique number.  If the report is canceled, the unique number will not be reassigned to any subsequent reports except in the case of the reactivation of the same report to which it was originally assigned.  If a change in organization or function results in a change in the requiring office, the prefix will be changed to reflect the change but the unique number assigned will remain the same.



For example:



Originally Assigned Identifiers	Same Report--Change in Requiring Office

	

	RCS 23-1	RCS 21-1

	RCS 13-2	RCS 11-2

	RCS 60-3	RCS 004-3



	2.	On nonrecurring reports the RCS number assigned will consist of the prefix of the requiring office, the calendar year, and a sequentially assigned number within the year for each office.



	For example:	RCS 23-82-1

    			RCS 13-82-1



	(b)	Prior to the date of this issuance, this identifier consisted of a prefix which indicated the mail routing symbol of the office within the VA which required the report and a sequentially assigned number.  An "S" suffix was added to the RCS assigned to nonrecurring reports.
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	(2)	COINS's (Computer Output Identification Numbers) are assigned to the ADP output reports which meet the definitions of a report as provided in paragraph 2a.  When specific input is not required and operational data are used for generation of an ADP output report, only a COIN is assigned; such as reports generated from BIRLS (Beneficiary Identification Records Locator Subsystem) and PAID (Personnel and Accounting Integrated Data).  When specific input is required for generation of an ADP report from systems, such as AMIS (Automated Management Information System) and PTF (Patient Treatment File), the input required for the report will be assigned an RCS and the output will be assigned a COIN (see par. 8a(2)).



	b.	Other Report Identifiers
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	(1)	IRCN's (Interagency Reports Control Numbers) are assigned by GSA (General Services Administration) to those reports which are required by an agency from one or more other agencies covered by title 44 United States Code chapters 29 and 31, and FPMR 101-11.11 (see ch. 28).  This identifier is composed of a four digit number, an abbreviation for the requiring agency, and an abbreviation denoting the frequency.  An IRCN with an "XX" frequency indicates multiple frequencies; i.e., monthly and quarterly.



	For example:  1234-GSA-AN



	(2)	OMB Approval Numbers are assigned to all public use reports and forms when final clearance is granted by OMB.  All OMB approval numbers assigned to clearance requests from VA consist of the four-digit number "2900" and a second four-digit number.  An RCS number is no longer assigned.



	For example:  2900-1234



	(3)	Accession Numbers are assigned by GAO (General Accounting Office) to Reports to Congress.  This is a nine-character identifier.  The first character of the identifier is "R" followed by an eight-digit number which is separated after the first five numbers with a dash.  The first three digits indicate the agency (065 for VA).  The next two digits indicate the department, staff office, etc. within the agency which is responsible for the report.  The last three digits comprise a unique sequentially assigned number for a specific report.



	For example:  RO6501-001



NOTE:  The accession numbers assigned by GAO for Reports to Congress are not to be confused with accession numbers assigned by the GSA (General Services Administration) to identify agency records shipped to and stored at Federal Archives and Records Centers.



5.	REPORTS CLEARANCE CRITERIA AND EXCLUSIONS



	a.	Reports Criteria--All reports within the definition provided in paragraph 2a, except those excluded in subparagraph b below, which meet one or more of the following criteria will be subject to reports control clearance before they are authorized for use if:



	(1)	Requested by Central Office and prepared by two or more field facilities.



	(2)	Requested by a department or staff office and prepared by another department or staff office.



	(3)	Requested by a field facility and prepared by another field facility.



	(4)	Requested by an agency, organization, or individual outside the VA and prepared by an element of the VA, including interagency reports.



	(5)	Requested by an element of the VA and prepared by an agency, organization, or individual outside the VA, including interagency reports.
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	(6)	Requested by any element of the VA for information from the public.



	b.	Reports Exclusions--The following reports and documents do not meet the definition of a report in the concept of reports management; therefore, they are not subject to reports control clearance:



	(1)	Individual documents which are part of standard operating procedures, such as requisitions; vouchers; authorizations; personnel actions; accounting, budgeting and fiscal auditing records and reports; legal briefs and veteran's applications.



NOTE:  Forms, cards, etc., which are forwarded in lieu of a report, or are primarily for summarizing purposes are not excluded.



	(2)	Public releases, such as news releases, broadcast scripts, magazine articles, speeches and pictures.  This does not include any data collection requested to provide information for public release.



	(3)	Reports of inspections, investigations, surveys, audits, inquiries and observation or conditions prepared by personnel functioning as inspectors, investigators, auditors, evaluators and survey specialists.  This does not include any data collection requested as a part of the 
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auditing, evaluating, etc., processes which meet the criteria in subparagraph a above.



	(4)	Reports on a particular situation which directly and immediately involve and affect the public relations of the VA.



	(5)	Ad hoc reports or studies prepared by individuals or task groups to whom a special project has been assigned.  This does not include any data collection requested as a part of the process to complete the ad hoc report or study which meets the criteria in subparagraph a above.



	(6)	Nonrecurring reports to Congress, the Office of Management and Budget, or other executive departments and agencies including any nonrecurring data collection requested as a part of the process to prepare such reports.  This does not include nonrecurring reports to Congress included in legislation.



	(7)	Nonrecurring reports when department heads or staff office directors determine that time constraints and purpose are such that control and clearance by the Reporting Policy and Review Service would interfere with their responsibilities.  Department and staff offices must provide, within 10 workdays, copies of any documentation related to reports excluded by this subparagraph and subparagraph (6) above to the Reporting Policy and Review Service (72).



NOTE:  Exemptions to reports clearance of any report meeting the definition of a "Report" in paragraph 2a cannot be applied by the originating office.  Exemptions can only be granted by the Reporting Policy and Review Service.
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6.	RESPONSIBILITIES



	a.	Office of Reports and Statistics



	(1)	Reporting Policy and Review Service is responsible for:



	(a)	The development and implementation of agency-wide policy for the VA reports management program including advising departments and staff offices of all Federal statutes relative to reports;



	(b)	The clearance and control of all VA reporting requirements including any request for a new or revised, recurring or nonrecurring, manual or ADP report; any request for manual compilation of reported data by that office; or any notice of discontinuance of a reporting requirement;



	(c)	Conduct of the Annual Review of Reports (to be published in app. B), Total Information Reviews (see ch. 29), special reviews such as those requested by OMB, GSA, GAO or others;



	(d)	Preparation of reports upon approved request (see par. 9b);



	(e)	Advising the Reports Coordinators on all reporting matters within a particular department or staff office;



	(f)	Preparation and maintenance of the Approved Recurring Reports Bulletin 12 Series.



	(2)	Statistical Policy and Research Service is responsible for reviewing and providing assistance on proposed statistical surveys to assure that the survey proposal, procedures and instrument meet the standards for statistical validity and accuracy.



	b.	Department Heads and Staff Office Directors are responsible for:



	(1)	The designation of an individual who will serve as Reports Coordinator on all reporting matters and requirements of the department or staff office.



NOTE:  Notice of the redisignation of a Reports Coordinator in any staff office or department will be submitted to Reporting Policy and Review Service (72) within 10 workdays of the effective date of the change.



	(2)	Approval and concurrence in any request for a new or revised, recurring or nonrecurring, manual or ADP report; any request for manual compilation of reported data by the Reporting Policy and Review Service; and any notice of discontinuance of a reporting requirement prior to submission to the Office of Reports and Statistics for clearance.



	(3)	Gathering and submitting information required by agencies, organizations, or individual outside the VA for the programs for which that department or staff office is responsible.  This includes reviewing, approving and dispatching statistical and/or narrative reports which have been 
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approved through the established clearance process, including those compiled by the Office of Reports and Statistics.



	c.	Department or Staff Office Reports Coordinators are responsible for:



	(1)	Reviewing and coordinating all matters concerning reporting requirements within their respective department or staff office;



End of Page 26-3



	(2)	Possessing a knowledge of all policies, regulations and instructions relating to reports management;



	(3)	Assuring all reporting requirements originated by their respective department or staff office are consistent with good reporting principles;



	(4)	Providing assistance to program officials and personnel of the Reporting Policy and Review Service during the conduct of Total Information Reviews;



	(5)	Assuring that the Annual Review of Reports and reporting costs are consolidated and submitted for their respective departments or staff offices.



	d.	Field Facilities



	(1)	Field Facility Management is responsible for:



	(a)	The designation of an individual who will serve as the Facility's Reports Officer;



	(b)	Encouraging field facility personnel to recommend improvement to reduce the burden of reporting requirements through their designated Reports Officer.



	(2)	Field Facility Reports Officers are responsible for:



	(a)	Coordinating and controlling all reporting requirements imposed on the field facility.  VA Forms 70-4225, Recurring Report Control Record, should be used by the Reports Officer for this purpose;



	(b)	Advising the Office of Reports and Statistics (72) through their respective regional directors of any reporting requirement imposed on a field facility which:



	1.	Does not have a report identifier or exemption statement,



	2.	Requests data that are duplicated in another reporting requirement or are of questionable validity, or



	3.	Involves a cumbersome reporting procedure;
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	(c)	Submitting to the Office of Reports and Statistics (72) through their respective regional director any field facility suggestions or recommendations for improvement of a reporting requirement.



NOTE:  No VA field facility is required to respond to a reporting requirement imposed on them unless there is evidence of report clearance; that is, a report identifier has been assigned or an exemption statement is provided.



7.	REPORTING PRINCIPLES



Certain policies, practices and principles have been identified and established as beneficial and economical to the VA's reports management program.  The following standards should be applied to reporting requirements when they are initiated, promulgated, responded to or reviewed:



	a.	Reporting Need--Reports will be instituted or continued only as a means of obtaining essential data as distinguished from that which is merely interesting or informative.  This applies to informational copies as well as primary copies.



	b.	Reporting Directive--All reporting requirements will be prescribed in an official written directive and will include:



	(1)	The name of the person or office cognizant of the report to which inquiries may be made;

  

	(2)	The report identifier assigned to the report;



	(3)	Clear and concise specifications of the information to be reported and the process or source to be used in obtaining the data;



	(4)	When appropriate, the form (title and form number) or format to be used for reporting.  Any form or format prescribed will include the report identifier.  Prescribing the format to be employed as an alternative to supplying a printed report form may be appropriate, particularly when the reports are to be made infrequently; e.g., annually;



	(5)	Who is to report;



	(6)	Due dates ad "as of" or period-ending dates;



	(7)	The period of time or event to be covered in the report.  Reporting requirements should be issued in advance of the period of time or event covered in the report;



	(8)	Reporting frequency;

 

	(9)	The number of copies of the report that are to be prepared and submitted;
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	(10)	Name and/or title of office, mail routing symbol and address to whom the report is to be submitted.  When appropriate, the same information for any additional copies that must be submitted to other addresses;



	(11)	The standard classifications required for use in any Federal program when racial and ethnicity data are requested (see app. A);

  

	(12)	When appropriate, a statement as to whether or not negative reports are required (see par. g(2)).



NOTE:  Reporting requirements are automatically canceled upon the expiration or rescission of the written directive.



	c.	Due Dates--Due dates and "as of" or period ending dates for reports will be realistic and established to allow ample time for preparation and submission, and will be consistent with the use to be made of the report.  To the extent possible, due dates will be established for the day reports are "to reach" their destination on a designated workday, not a Saturday, Sunday, or holiday.  For recurring reports, the due date is to be specified in terms of workdays, not calendar days.  Due dates for manual reports will be set with sufficient lead time for any manual processing or compilation of data.  The need for a new or revised report to be computer-generated must be anticipated and the due dates set with sufficient lead time for necessary programming, testing and debugging.  When possible, the time span to be covered by a report or the due date should not be set for known periods of peak workload such as the end of fiscal year.  Computer-generated reports of data obtained as a by-product of operational processing will be geared to processing cycles.



	d.	Report Titles--Report titles should be concise and should reflect the data to be found therein.  The frequency of the report should not normally be made part of the title since a change of frequency would then require a title change to all related forms, directives, Recurring Reports Bulletin, etc.



	e.	Reporting Frequency--Reports should be required only as frequently as the use to be made of the data and the rate of change in the activity being reported dictates.  Data used to evaluate and control current operations normally will be required at more frequent intervals than data used for planning and historical purposes.



	f.	Race and Ethnic Data--Appendix A of this chapter contains Directive No. 15, Race and Ethnic Standards for Federal Statistics and Administrative Reporting, administered by the Office of Management and Budget.  Directive No. 15 provides standard classifications for record keeping, collection, and presentation of data on race and ethnicity in Federal program administrative reporting and statistical activities.  Each department and staff office is responsible for complying with Directive No. 15 when race and ethnic data is to be included in any reporting requirement.



	g.	Effective Reporting Responses

  

	(1)	Reporting by exception should be employed when possible; i.e., establishing normal or expected limits of performance and requiring only exceptions therefrom to be reported.
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	(2)	"Negative" reporting requirements should be avoided when possible; i.e., to report that something did not occur, or to report that there is nothing to report or no change since a previous report.  The requiring directive should explicitly state whether or not negative reports are required.



	(3)	When current data is required from the same respondents, furnish previous data reported for verification, correction, update and return.



	(4)	Where possible coding and collection of data for a report should be integrated into operating procedures rather than requiring a separate action.



	(5)	The report form or format should be designed to facilitate compilation, classification and analysis.  The report form should provide adequate spacing for the entry of each item required.  When appropriate, the report form should be designed with "To" and "From" to assure proper mail routing and to eliminate the need for a transmittal, or designed for window envelope return mail.



	(6)	Reports reflecting the opinions of the respondent should, in general, be structured by such means as multiple choice questions, to be answered by check mark, or in a similar manner that will be conducive to coding and tabulating the responses.  Unstructured narrative reports should be employed only when few respondents are involved (e.g., a small number of field facilities), the subject matter area is limited, and adequate provision is made in the report plan for summarizing the responses.



	(7)	Statistical sampling should be employed whenever possible when identical data are required from a large number of respondents.



	h.	Alternate Reporting Techniques



	(1)	Source data automation (capturing information in machine-usable form) should be employed at the earliest 



End of Page 26-5



possible time when reported information is to be machine processed.



	(2)	ADP (automatic data processing) techniques will be used for the generation of regularly recurring reports of numerical data whenever practicable as determined by the Office of Reports and Statistics (72) in consultation with the appropriate ADP staff and/or the Office of Data Management and Telecommunications.  Report originators should continually strive to reduce manual input to ADP systems by investigating means of acquiring data elements from other ongoing VA ADP systems via data interchange (linkage).  Specifications for new or revised reports or reporting systems will be revised by the developing organizational element to ensure that whenever feasible, data which can be obtained by interchange from other VA ADP systems are not manually input to the new or revised system under development.  The institution of a new report as a manual submission directly to Central Office from field facilities may be determined to be appropriate, pending or in lieu of a computer application.
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	(3)	Duplicate reporting of data in the same or slightly altered form generally will be avoided.  Data already available in computer printout, manual, tab card or other form will be used as extensively as practicable in preference to imposing an additional reporting burden on other departments or staff offices or on field facilities.  A report will not be required merely as a device to verify the accuracy of another report.



8.	REPORTS CLEARANCE PROCESSING



	a.	Submission for Reports Clearance--All requests for new or revised, recurring or nonrecurring, manual or ADP reports which meet the definition of a report as outlined in paragraph 2a will be submitted to the Reporting policy and Review Service (72) for reports clearance.  Exemption to reports clearance can only be granted by the Reporting Policy and Review Service (72).



	(1)	Manual Reporting--An original and a duplicate copy of the reporting directive, proposed report form or format, any justification or summary sheet, and other supporting documents will be submitted to the Reporting Policy and Review Service (72).  After approval and assignment of a report identifier, the original will be returned to the originating office and the copy will be retained by the Reports Review and Control Section (723B) for the Report History File.  The originating office should assure that the distribution for any printed reporting directive provides a copy for (723B).  



	(2)	ADP Reports--An original and a duplicate copy of VA Form 70-3440, Notice of ADP Report and Computer Output Identification Number (COIN), signed by the Director of Data Management and Telecommunications will be submitted to the 



Reporting Policy and Review Service (72) for reports clearance and assignment of a COIN.  After approval and assignment of a COIN, the original will be returned to the originating office and the copy will be retained by the Reports Review and Control Section (723B).  Those programs authorized to assign their own COIN's should complete (with the assigned COIN) and submit an original VA Form 70-3440, when any new or revised report is developed.



	(3)	When the reporting requirement is submitted to (72) for clearance, the report identifier (RCS, COIN, IRCN, etc.) of any related report, superseded report, or information concerning any related reporting requirement that is planned must be provided to Reporting Policy and Review Service.



	b.	Preliminary Clearance



	(1)	Preliminary clearance is encouraged for all reporting requirements which are extensive or complex, or to assure that prompt reports clearance will be authorized upon final concurrence by the department or staff office approving official.



	(2)	Statistical surveys for new or revised reports should be submitted for a preliminary clearance at an early stage of planning.  This preliminary clearance will allow for correct decisions as to population to be surveyed, the sample size and structure and the survey instructions (questionnaire, worksheet or interview schedule).
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	c.	Cancellation of Reports



A notice will be provided to the Reporting Policy and Review Service (72) when a report is canceled.  The notice of cancellation should provide the title of the report, report identifier, any related report identifier (RCS, COIN, IRCN, etc.), and a copy of the document which notified respondents of the cancellation or rescission of the reporting directive (see NOTE in par. 7b).



9.	REPORT SUBMISSION, PREPARATION AND DISSEMINATION



	a.	Report Submission--Respondents to a reporting requirement should assure that any report submitted:



	(1)	Is addressed and directed to the receiving office specified in the requiring directive.  If a receiving office is not specified in the requiring directive, all reports to be submitted to Central Office, recurring or nonrecurring, 
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computer-generated or manual should be addressed to the Office of Reports and Statistics (722A); except fiscal reports should be addressed to the Office of Budget and Finance (047B1).



	(2)	Reflects the report identifier assigned to the reporting directive;



	(3)	Contains all the data requested and is prepared on the form or in the format described by the reporting directive; and



	(4)	Is forwarded in adequate time to reach the receiving office by the due date.



	b.	Reports Preparation--The Reports Preparation Division (722) of the Office of Reports and Statistics upon the request of the requiring office, will provide reports preparation service.  That office will check incoming reports for completeness and accuracy; initiate action to correct deficiencies and assure receipt of all reports; tabulate, summarize and process the data to provide the requested information.  The requiring office should contact Reports Preparation Division during the preliminary planning of the reporting requirement to arrange for such service.  The Reports Preparation Division will also review and concur in the requiring directive during the reports clearance process.  The requiring directive will include instructions that the report be submitted by respondents to the Office of Reports and Statistics (722A) if reports preparation services are requested.



	c.	Dissemination of Published Reports--Dissemination of reported data in published form will be made by the Office of Reports and Statistics in consultation with the office(s) having the prime interest in the data, except that reports based on statistical surveys may, by special agreement, be released by the office which originally requested the data.



10.	APPROVED RECURRING REPORTS BULLETIN 12 SERIES
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	a.	This bulletin provides a listing of all recurring reports with the exception of those to which only a COIN is assigned and is updated as of April 1 and October 1 each year to reflect new, changed or discontinued recurring reports.



	b.	The bulletin is published by the Office of Reports and Statistics and is distributed under (RPC) Recurring Publications Code 0400 by the VA Forms and Publications Depot.



	c.	To assist the Office of Reports and Statistics in maintaining the accuracy and currency of the bulletin, all departments and staff offices are encouraged to report any changed or discrepancies in the listing of reports under their jurisdiction to the Reporters Review and Control Section (723B).
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