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(1) Ensure form is needed, information requested is essential, and does not duplicate any
existing form.

(2) Submit their requirements for new or revised locally originated forms to the Forms
Manager using enclosure (1) and attaching a draft of the required form for approval prior to
implementation.

(3) Beresponsible for reproduction and stocking of all approved local forms used by
their department.

6. Forms. Enclosure (1) may be obtained by accessing the NAVSUPPACT Naples Admin web
site at: http://www.esd.whs.mil/Portals/54/Documents/DD/forms/dd/dd0067.pdf

7. Records Management. Records created as a result of this instruction, regardless of media and
format, must be managed per Secretary of the Navy Manual 5210.1 of January 2012.

8. Review and Effective Date. Per OPNAVINST 5215.17A, NAVSUPPACT Naples will
review this instruction annually on the anniversary of its effective date to ensure applicability,
currency, and consistency with Federal, Department of Defense, Secretary of the Navy, and
Navy policy and statutory authority using OPNAV 5215/40 Review of Instruction. This
instruction will automatically expire 5 years after effective date unless reissued or canceled prior
to the 5-year anniversary date, or an extension has been granted.
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