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DEPARTMENT OF THE NAVY
NAVAL LEGAL SERVICE COML4AN0
WASHINGTON NAVY YARO BLOC+33

1322PATTERSON AVENUE SE SUITE 3000 ,“,,%,R*,Um
WASHINGTON. DC 20374-5066

COMNAVLEGSVCCOMINST 5800.3C

Subj : NAVAL LEGAL SERVICE COMMAND
SITUATION REPORT (SITREP)

Encl: (1) SITREP Cover Letter

COMNAVLEGSVCCOMINST 5800.3C
OJAG 63
5 November1999

(NAVLEGSVCCOM) QUARTERLY (R

(2) EXCEL Worksheets for Quarterly Workload Metrics

1. Purpose. To establish quarterly reporting requirements and
procedures for NLSC Commanding Officers. This instruction is a
complete revision and should be reviewed in its entirety.

2. Cancellation. COMNAVLEGSVCCOMINST 5800.39.

3. Policy. Current and concise information regarding mission
accomplishment, command issues, significant events, and workload
metrics is necessary to provide the Commander, Naval Legal
Service Cormnand (COMNAVLEGSVCCOM) with information that can be
used for trend identification, resource allocation, long range
planning, and analysis of the Navy’s legal service requirements.
It is imperative that each commanding officer take personal
responsibility to ensure that the data provided is both accurate
and timely.

4. Action. All NAVLEGSVCCOM activities shall submit a
quarterly SITREP following the format contained in enclosure
(l). Information is to be concise and current. The SITREP is
not the appropriate vehicle for extended discussion of issues or
listing the meritorious accomplishments of individual personnel.
These subjects should be addressed through separate
correspondence as they arise. All NAVLEGSVCCOM activities,
except the Naval Justice School, shall also prepare and submit
workload metrics for each quarter of the fiscal year using the
worksheet provided in enclosure (2). The requirement to submit
quarterly metrics to COMNAVLEGSVCCOM does not prevent commanding
officers from requiring monthly reports for internal use.
Oepending on the size of the activity and the typical workload,
a monthly review may be appropriate at the local command level.
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a. SITREPs must be submitted by January 15th for the I’t
quarter, April 15th for the 2nd quarter, July 15th for the 3rd
quarter, and October 15th for the 4th quarter. The SITREP will be
submitted by email to OJAG, Code 63 and will contain a cover
letter signed by the coxmnanding officer with any additional
information the commanding officer deems necessary. The email
copy will indicate that it has been signed by the commanding
officer and the original hard copy will be delivered by regular
mail.

b. Each NLSO and TSO will submit a complete report with
each of their detachment and branch office reports as a separate
enclosure. Do not consolidate the reports. Reports for the
detachments and branch offices must be submitted as separate
enclosures.

Distribution:
JAG Special List 41
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From:
To:

Subj :

Ref:

Encl :

Commanding Officer, (Activity)
Commander, Naval Legal Service Command (Code 63)

SITUATION REPORT (SITREP) FOR _ QUARTER FISCAL = _

(a)

(1)
(2)
(3)

COMNAVLEGSVCCOMINST 5800.3C

(Activity) Workload Metrics
(Activity) DET, (DET Name) Workload Metrics
(Activity) BROFF, (BROFF Name) Workload Metrics

1. This report is forwarded in compliance with reference (a)

2. Notable ccumnandachievements end significant events.

a. (Briefly describe those significant events and
achievements that have occurred during the quarter.)

3. Initiatives and improvements.

a. (Briefly describe those initiatives or improvements in
processes end procedures that have proven beneficial to your
commend . These will be considered for NLSC policy development
or shared with other NLSC commends for their consideration end
potential use.)

4. Quarterly workload metrics are provided in enclosures (1)
through (?).

a. (Briefly list any additional information that you deem
necessary to help clarify the information contained in the
enclosures. Situations requiring your commend to provide
unusual, complex, or time-consuming legal services should be
described in this paragraph. )

5. Critical issues and challenges.

a. (Briefly describe end prioritize those issues and
challenges facing the command end their impact, if any on
readiness, mission accomplishment, or morale.)

1 Enclosure (1)
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6. Items pending or requiring action by NLSC/OJAG.

a. (Briefly describe end prioritize those items that NLSC
or OJAG has been made aware of and needs to take action on or
new items that warrant attention by the NLSC or OJAG staff.
These issues can be NISC-wide or solely related to your command.
Do not repeat issues in this paragraph and paragraph 5.)

Enclosure (1)

/s/

(COMMANDING OFFICER)

.-——————. .——
~~ :~-:-

—-- —..-—2 .———

●

I

2



.

●

●

a

COMNAVLEGSVCCOMINST 5800.3C

5“NOV S99

.. . . .. . .. .. . . . . . . . . . ,, ..: .. . . ..“;..$;.”2,;.:..,<,:,.... >.:>,: “,:..
. .... . ,:. .. ..;.. .. ,. .:--:*-.....,=.,;,. .-. ........,.’.:.-7. : .A&id&:!-““”..:.i:@~:-:;! ,.-”:...,, ‘, .- ~~ .

. . . . . - --,-+. ,+ W--.F >---

.- . . . . ..’ -.,.. .., . . . ,“@iwi@k~b “:””’””.-:.:-’””.’’::”,.:’-”.:-”.”
Com4AED:

I i I I I I I

OTHEFt FOREIGN

NAVV SERVICE LIMDI? CIVNJAN HIRE# RESERW$

0=1= Judgeedvosates

ma 6 otherofficers
.- ..matai:,.’: . 0 ..0 u “. :Nla WA . .4

=ISTEO E5-E9

131-E4

lYx411. .’ ‘o .’0 o N/a l!liA “,o

clwm.zbs ~tt~

Ot&rs

‘“i”:’Ttiti:”:,”?’’;,::“ . ‘“ :’“ R/ii “:. N.i’A” Wi ;. : m“ “ : “WA “, .tvA

~XIflN

nrsxs at torsaym

clerical

Otbz
:,-.,,...:...,~................. .:. ,. , N,%,. .. WA “’”’WA‘. ,Iul”: ..;.;,> , . **a

i Record the on-beard count of personnel in each of the categories for each
quarter by counting all permanent personnel who were attached to the commend foz
30 days or more during the quarter end all reservistsconductingAT or A33SW
during the quarter. 330not count resenes performing monthly drill, summer
interns, or JAGC officers awaiting bar result or orders to NJS.

z For purposes of this report,include Marine Corps personnel in the “other
service” column. LINDUS ehell be entered in the ‘LIMOU” column only.

3 Count resenes perfonuing AT or ADSW. Do not count reserves performingmonthly

4 “ForeignHires” - List only those personnel attached to en oversees reperting
activity who were hired locally.

Enclosure (2)
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Recordthe extentto whicheachof yourpersonnelperformedwork in the listed
mctionalcategoriesduringthe quarter. Semrt each*arm as “onetile” x-o
,.0persm Utilixad). Permanentpersonnelutilizedfor less then30 daysdue to
,ansfer/reportiagon hoard,convalescentleave,or otherabsenceshouldnot be
portedat all. 00 not eliminateutilizationnumbersbecauseen individualis on
!aveor TAO unlasstheywere on hoardless than 30 days. All otharpermanent
msonnelmust be reported,regardlessof availability.Sxtendedehsencesmay he
,flectedin tha commandingofficar’scover letter. Individualwho perfonncd wor
Imnre thenone functionalares,suchas en attorneywho is hnth dafensecounsel
d legalassiatenceattorney,shouldhe reportedin incrementsof no lowarthan
5 in eachcategory. h individual,s timaMY onlyha reportedin the following
.crcments:.25, .50, .75or 1.0. Divideeach individualos time independently,do
t combineindividualsto achieva.25in one category.

Persomalwho are absentfrnmtheirregularlyasaigneddutiesfor at least25
rccntof thairtima for trainingshouldhave thistimemarkedin
dminiatration..

utilizationfor resanlst.qconductingAT/ADSWshouldhe reported. Rcpnrt
ilizationfor all assignedparsonnelexceptresaniats conductingmonthlydrills,
mar internsand JAG Corps officersawaitingher resultsor ordersto MS.

Enclosure (2)
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1counteverywholedaysuentbypersonnelawayfromhomeorofficeeitherin traveling
co or fromTqrary MditionalEUCY (TAD)locations.anwallanwholedayaSPZOCat
TADlocctiona.Inordarcoamlify forreportinganTAD in thisreport.travelmst
aualifyfor fundedTAD orders.i.e., co a descinacionoucnidaofthelocalc-tins
area. M theeventthata regionalorNLSC-wideconference is hosted locally,all
localpersonnelaztendinoshouldhavetheirascendancedayas-c away frnm the office
countedas uavelITADddya.

,~rc D=s=el *SE Pr~ utilizationisdefense.c.ersr~.trial,orcm=.aml
servicesin the -militaryJustice.section,legala.ssiscancein the .LeualAssistance.
section,and shin. ccc. in cha .Othsr.mcthn.

3 Rewm travelto“camander.a ConfErenca.. FCOIPXOIndoctrination.OICConferaues.
orCO/30siteviaiwan.CaumandVinic..
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Mcida 32s=Ji4 inchaticicle32ml=. IZIa auartarif you haw a - that is &owed ad
re-refarmdena SFQ!that-d M cauncedan a IlmppOdantuldaaemsml.

1 -Tc.alCMuC *. illM aumuxbationof mtal tiamcourtin in Cemian thatglllutazby COse
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●
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rqort ad in wholeday a.Tim formaw, etc.isnor.deducted.

1 $TatalNllmberof mm IfOarirgs- - =3dosQlaT-RGVOrcthOcOcnlramb= Ofrmm?arinmlinmhicb
counselrepresalcedclientsduringLlwqu4rter.
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I Referralsare not services,although they may be the logicalconclusion to a consultation. on not
count a referralseparatelyfrom the appointment. Servicescan be performedby an attorney or non-
attorney. Non-attorneyassistancesuch as performingnotarizations,or answertigbasic legal
questionsunder the supervisionof an attorneywill be countedunder the appropriateservice
category. Schedulingappointments,takingmessages,handing out tax forms and other clerical
assistancewill not be counted. Telephonecalls do not count as servicesunless they are approved
incidentsof telephoniclegal assistanceto remote clients.

2 Consumerprotection law includesassistancewith respect to a broad range of matters, such as
personalcontracts,debtor-creditormattere,bankmptcy, automobilerepair8, and other consumer
protectionflawmatters.
1 Domesticrelationsincludesdivorce, separation,child custody,nonsupport,marital advice, and
paternitymatters.

4 Immigrationinclude8naturalizationand citizenshipmatters,residencypermits, visas, employment
eligibility,and other immigration-relatedmatters.

s MilitAryrights and benefits includesissues not fallingunder personal representationsuch as
SSCRA and USERRA.

6 Powers of Attorney includesgenerals,specials,and durable health care.

7 Tax includestax advice, attorneypreparationof tax retu~S !2Waide of the VITA/ELF.prcqramand
assistancewith other tax matters, such as state tax residencydisputes. Do not includeVITAISLF
that are reportedthrough the normal Legal AssistanceTax Prcgram Report.

a .Otherservices” includeall legal assistancewhich does not fit into one of the delineated
categories.

s A servicemember/familymemberlretireeis listedonly once as a ‘new client- per fiscal year by a
particularlegal assistanceoffice. Once an individualis seen by a legal assistanceoffice that
fiscal year, when that individualreturns for future servicesthey will be listed as a ‘repeat
client visit-. ‘RepeatClient Vieits- are only clients that come in for a scheduledappointmentor
to receive a listed service. The ‘service”categorycapturessenices provided to ‘new clients.am
-repeatclient visits-. Remember,when a client comes back for a repeat visit and receives 3
servicesduring that appointmentthey are only countedas one ‘repeat client visit- and their
services are counted in accordancewith the ‘services”section criteria. Each categoryof service
provided to a client is counted separately. l%us ifa client comes in for a WA, a will and divorct
advice, count three services. However, for each client visit only one servicemay be counted in
each “servicecategory-. ‘rhusa visit for a livingwill and a will counts as only one servicewith
2 documentsprepared.

10 ‘OacvmentsPrepared-are final,-oth documents. 00 not count drafts (ofwills, X3AS, etc.),
copies, or internaldocuments (dualrep letters)as ‘documentsprepared” CQ not count tax returns
done aB part of the ELF/vlTAprogram.

IIFor each will prepared,there will be either one or two services counted. The first to encompass
the entire process of the preparationof the will (intaketo smooth will). The Becond serviceWOU1,
be counted,if the legal assistanceoffice executesthe will. dn the rare occasionwhen a will is
prepared and executedby the LA Office on the same day, count one of the Bervices in .willslestate
planning-and the executionservice in ‘otherservice”.

u PreventativeLaw Briefs includegeneral informationpresentationsto educate personnelon persone
legal affairs such as squadronor ship visits, predeploymentbriefs, etc.

n PreventativeLaw PUIM includearticlesand newsletters.

Enclosure (2)
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Received- Perfected’
Perfected- ClaimAdjudicated
Mjudicatsd- voucherSioned
-~m- —ml m ~ ax-

I .# Received.is the numberof claims in IMCh category accuallyreceivedhy the reporting activity
duringtheauarcar. (fdIUberof claimschatCC6LE10 thedoor.J A claimchat is receivedfor
recomi&racian is considereda new claimreceived.

I .6 Porwarded.la the numbmxof claimsfomarded Ouceide ymur immediatecommand for D8Y7JIUIC
authorization,settlement,adjudication.setoff. or ocherconsidaracion.If a detachment forwards a
claimto a mafm NLSO,chat is a .fonmrdetl.claim. If a clainse.xsminar.passeslforwards.a clainto
LheClainmofficerin the SC.IMoffice, that is not a .forwmded. claim.
I .Recovaries.- Report the numlmrof claimsand totaldollar—c forwhichoa~c 1.9received
and acceptedduringthe auartar.

6 .* PendiIIs.is cha numberof men claimsfiles.in each cacwoay actuallyon lwardche reporxina
activityas of the end of the!IUAICEIfor whichfurtheractionhy thereportingactivityierwuireA.
Poruarson!telclaims.the numhe=Oendingis thenu.mherof perfectedclaimsvhichstillrwuire action
by che rwortiw accivity. For .~ing. carrierrecoveryclaimsincludeall carrierrecoveries
where an accicmis requiredrqardless of whethera derandletterhas been sent.

●
s A PcA claimis %3 rfecced.when .311rwu lradinformationhas been SUC@ied hY the claimant.
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~ BOARD AVO PROCSSSINO TIl!184

l’hissection includes such se~ices as ADB advice, ADB representation,tiJP/SU4
dvice or representation,DFC/~ assistance,or Art. 138 assistance. Multiple
nstances of advice to a member concerninga single proceeding or matter will
ount as one “case” or “seNice” . Advice or services to the same client on two
.ifferentmatters, such as en administrativeseparationproceeding and an
rticle 138 complaint,will count as two “services”provided.

“BoardsCompleted” - Report the number of boards completed where respondentwas
epresentedat the hearing.

‘ADSEPAdvice” - Report the number of instances in which advice or other
ssistance (shortof representationat a hearing) ia provided to en individual
eing considered for administrativeseparation. Do not count a service in both
oarda Completed end Adeep Advice.

‘A&&n Board Average ProcessingTime” - Report the average processing time for
oarde completed during the quarter (in total deYs). Processing time is from
he date of the request for counsel to the date the admin board hearing is
ompleted. Do not subtract out any days for any raason.
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