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ISSUANCE COORDINATION RECORD
(Please read instructions before completing form.)
8. SPECIAL CONSIDERATIONS (Complete the Special Considerations Checklist prior to answering questions below.)
List all forms prescribed by form number and title in Item 7 above. Forms must be coordinated with the DLA Forms Manager. 
Coordinate any records management/disposition with the DLA Records Manager or with field activity records management office as appropriate.
Coordinate with the DLA Environmental Office or with field activity environmental office as appropriate.
9. ACTION OFFICER
10. COORDINATING OFFICIAL
Coordinate with the DLA Safety Office or with field activity safety office as appropriate.
11. ISSUING AUTHORITY
INSTRUCTIONS FOR COMPLETING DLA FORM 96. FOR DETAILS SEE DLAI 5025.01
ITEM 1. COORDINATION START DATEEnter the date the coordination phase begins.
ITEM 2. ISSUANCE CLASSIFICATIONUse the dropdown box to select the appropriate security classification of the issuance in coordination.ITEM 3. ISSUANCE TYPEUse the dropdown box to select the appropriate type of issuance in coordination.ITEM 4. ACTION TYPEUse the dropdown box to identify the appropriate action for which this coordination is being conducted.ITEM 5. ISSUANCE NUMBERFor a new issuance, enter the 4-digit number of the major subject group. (For details, see the DLA Issuance Numbering System document.) For a revision, change, or cancellation, enter the existing number on the issuance.ITEM 6. ISSUANCE TITLEEnter the full issuance title by capitalizing each word except prepositions.  ITEM 7. PURPOSE AND REMARKSEnter the purpose for the action and any supplemental or background information to support it.ITEM 8. SPECIAL CONSIDERATIONS8a.  RELEASABILITY STATEMENTUse the dropdown box to select the appropriate type of releasability.
Unlimited: Unclassified issuance approved for public release.Restricted: This issuance is approved for restricted release.  It is available to users with Common Access Card authorization from the DLA Issuances Intranet Website at https://hq.dla.mil/Issuances/Pages/default.aspx.  Not Releasable: An issuance that shall not be released on the Internet.  Release shall be approved and accomplished by the originating DLA action officer and issuing authority.8b.  REPORTING REQUIREMENTSSelect Office of Management and Budget (OMB) when collecting information from the public. Select Report Control Symbol (RCS) when collecting information from other DoD Component employees and/or other Federal agency employees. Select Internal Control Report Number (ICRN) when collecting information from DLA and DoD employees. If an OMB, or RCS, or ICRN report is required, contract the DLA/J6 information management collection officer to acquire a reporting number. Select “None” if there are no reporting requirements. (See DLAI 5303.)
 
8c. POST ISSUANCE TO THE FEDERAL REGISTER?Use the dropdown box to indicate "Yes" or "No". Any issuance that levies requirements on the public, Federal or Government employees outside DLA, or that has public or political interest, should be considered for publication in the Federal Registry.
 
8d.   FORMS PRESCRIBED?Use the dropdown box to indicate "Yes" or "No". If forms are prescribed in the issuance, cite the form number and title in Item 7 of this form.  If forms are prescribed, include the DLA forms manager or the field agencies forms manager as one of the "primary" coordinators described in Item 10 below.  Review prescribed forms with the forms manager to ensure it is sufficient for current requirements and validate as essential to the missions accomplishment, or coordinate cancellation if no longer required.
8e.   PRIVACY REQUIREMENTS?Use the dropdown box to indicate "Yes" or "No". Privacy requirement apply to any issuance that addresses the collection, maintenance, use or dissemination of personal information regarding U.S. citizens or aliens admitted for permanent residence. (See DoDD 5400.11 and DoD 5400.11R.)8f.   CONTAINS RECORDS MANAGEMENT /DISPOSITION?Does the issuance contain records management or disposition instructions? Use the dropdown box to indicate "Yes" or "No". If yes, submit the issuance to the DLA records manager or the field activities records manager as applicable for compliance with DLAI 5304.8g.   REVIEWED FOR ENVIRONMENTAL CONSEQUENCES?Use the dropdown box to indicate "Yes" or "No". If the issuance sets policy, procedures, or responsibilities regarding the resolution of environmental issues affecting DLA property and employees, it must be coordinated with DLAHQ DS-E or the applicable field activities environmental office to determine the environmental consequences.8h.   CONTAINS COPYRIGHTED MATERIAL?Does the issuance contain copy right information? Use the dropdown box to indicate "Yes" or "No".
8i.   REVIEWED FOR SAFETY CONSEQUENCES?Use the dropdown box to indicate "Yes" or "No". If the issuance sets policy, procedures, or responsibilities regarding safety issues affecting DLA property and employees, it must be coordinated with DLAHQ DS-O or the applicable field activities safety office to determine the safety consequences.
 ITEM 9. ACTION OFFICEREnter the appropriate action officer’s information. This is the person who is tasked to write and coordinate the issuance.ITEM 10. COORDINATING OFFICIAL
Name:  Enter the name of the coordinating official.Type of Coordinator:
 
 
 
 
 
  
 
Position Title: Enter the position title of the coordinating official.
Organization and Office Symbol: Identify the organization and office symbol of the coordinating official.
Result of Coordination: Use the dropdown box to select the appropriate result of coordination.
SIGNATURE AND DATE:  Policy representatives may sign off as the coordination official for all DLA Issuances that contains administrative changes or no change.  All other actions require the DLA HQ or PLFA Director/Commander to sign off as the coordinating official. 
DTMs: Shall be coordinated with the mandatory coordinators, at a minimum.DTMs that establish policy or implement policy shall be coordinated at the same level as a policy DLAI.
 
ITEM 11. ISSUING AUTHORITY
The DLA HQ or PLFA Director/Commander responsible for approving and authenticating DLA issuances IAW their missions and functions. Enter the name and position title of the issuing authority. Position title types:
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Mandatory: Indicates a mandatory coordinator.Primary: Indicates a coordinator (a DLA stakeholder) has a vested interest in the issuance and coordination is expected.Collateral: Indicates a coordinator has no apparent vested interest in an issuance, but is being provided an informational copy and may comment if desired. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DLAIs and DLARs:  Director, Strategic Plans and Policy
DTMs and DLAMs:  DLA HQ or PLFA Director/Commander
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