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8. SPECIAL CONSIDERATIONS (Complete the Special Considerations Checklist prior to answering questions below.)
Coordinate with the DLA Environmental Office or with field activity environmental office as appropriate.
Coordinate with the DLA Safety Office or with field activity safety office as appropriate.
9. ACTION OFFICER
10. COORDINATING OFFICIAL
11. ISSUING AUTHORITY
INSTRUCTIONS FOR COMPLETING DLA FORM 96. FOR DETAILS SEE DLAI 5025.01
ITEM 1. COORDINATION START DATE
Enter the date the coordination begins.
 
ITEM 2. CLASSIFICATION
Select the appropriate security classification of the issuance in coordination.
 
ITEM 3. TYPE
Select the appropriate type of issuance in coordination. 
DTM = Directive Type MemorandumDLAI = DLA InstructionDLAR = DLA RegulationDLAM = DLA ManualDLA eSOP = DLA Enterprise Standard Operating ProcedureDLA SOP = DLA Office-level SOPJS DLAR = Joint Service DLARDODI = DOD InstructionDODM = DOD ManualOther 
ITEM 4. ACTION TYPE
Select the appropriate type of action for which this coordination.
 
ITEM 5. NUMBER
Enter the issuance number, for example, 5025.01. If you are unsure in assigning an issuance number, see the DLA Issuance Numbering System document for instructions.
 
ITEM 6. SUBJECT
Enter the full issuance subject by capitalizing each word except prepositions, for example, Management of Policy and Procedures.
 
ITEM 7. PURPOSE AND REMARKS
Enter the purpose for the action and any supplemental or background information to support it.
 
ITEM 8. SPECIAL CONSIDERATIONS
 
8a.  RELEASABILITY STATEMENT
The action officer selects the appropriate type of releasability.
Unlimited, Public Access: You approve the issuance for public release.Restricted, DLA Only: You approve the issuance for restricted release via a valid Common Access Card.  Restricted, All DOD: You approve the issuance for restricted release via a valid Common Access Card.  Not Releasable, Need to Know: You determine the issuance is not releasable on either the Internet or the DLA Intranet.  Those who have a need to know must contact the action officer for access.  
 
8b. POST ISSUANCE TO THE FEDERAL REGISTER?
If the issuance must be posted to the Federal Registry, select "Yes" otherwise, select "No." If unsure, contact Policy Management staff at (703) 767-1272 or see DLAM 5025.01, Policy and Procedures Manual. 
 
8c.   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 DLA records management policy. This action is accomplished during Stage 3: Formal Coordination.
 
8d.   REVIEWED FOR ENVIRONMENTAL CONSEQUENCES?
Use the dropdown box to indicate "Yes" or "No." If you select “Yes,” then the issuance sets policy, procedures, or responsibilities regarding the resolution of environmental issues affecting DLA property and employees.  YOU MUST coordinate this issuance with Headquarters DLA Environmental staff or the applicable field activities environmental office to determine the environmental consequences. This action is accomplished during Stage 3: Formal Coordination.
 
8d1. ENVIRONMENT SPECIALIST’S SIGNATURE
The environmental specialist validates the environmental issues and solutions addressed in the issuance are adequate. 
 
8e.   REVIEWED FOR SAFETY CONSEQUENCES?
Use the dropdown box to indicate "Yes" or "No". If you select “Yes,” then the issuance sets policy, procedures, or responsibilities regarding safety issues affecting DLA property and employees. YOU MUST coordinate this issuance with Headquarters DLA Occupational Safety staff or the applicable field activities safety office to determine the safety consequences. This action is accomplished during Stage 3: Formal Coordination.
 
8e1. SAFETY COORDINATOR’S SIGNATURE
The safety coordinator validates the safety issues and solutions addressed in the issuance are adequate. 
 
ITEM 9. ACTION OFFICER
Enter the appropriate action officer’s contact information. This is the person tasked with writing the issuance.
 
ITEM 10. COORDINATING OFFICIAL
Enter the name of the coordinating official’s contact information, type of coordinator, and result of coordination.  The coordinating official is the organizational Director/Commander (or designative representative).  
 
NOTE: If the issuance is a DTM, DLAM, or eSOP, the organizational director/commander (or designative representative) is both the approving authority and the issuing authority. 
 
ITEM 11. ISSUING AUTHORITY
Enter the name and position title of the issuing authority. The issuing authority is typically the Director, Strategic Plans and Policy unless the NOTE in Item 10 applies. 
 
http://www.dla.mil/officialforms/files1/dl0096.pdf
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