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DEPARTMENT OF THE NAVY 
NAVAL LEGAL SERVICE COMMAND 
WASHINGTON NAVY YARD BLDG 33 

1322 PATTERSON AVENUE SE SUITE 3000 
WASHINGTON, DC 20374-,088 

COMNAVLEGSVCCOMINST 5800.3C 

COMNAVLEGSVCCOMINST 5800.3C 
OJAG 63 
5 November 1999 

Subj: NAVAL LEGAL SERVICE COMMAND (NAVLEGSVCCOM) QUARTERLY (R 
SITUATION REPORT (SITREP) 

Encl: (1) SITREP Cover Letter 
(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 5800.38. 

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 Command (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 
(1). 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. 
Depending 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 1st 
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 commanding 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 consoL~aa~e the reports. Reports for the 
detachments and branch offices must be submitted as separate 
enclosures. 
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From: 
To: 

Subj: 

Ref: 
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• 0 • -

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

SITUATION REPORT (SITREP) FOR _ QUARTER FISCAL YEAR 

(a) COMNAVLEGSVCCOMINST 5800.3C 

Encl: (1) (Activity) Workload Metrics 
(2) (Activity) DET, (DET Name) workload Metrics 
(3) (Activity) BROFF, (BROFF Name) Workload Metrics 

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

2. Notable command achievements and 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 and procedures that have proven beneficial to your 
command. These will be considered for NLSC policy development 
or shared with other NLSC commands for their consideration and 
potential use. l 

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

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

5. Critical issues and challenges. 

a. (Briefly describe and prioritize those issues and 
challenges facing the command and 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 and 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 NLSC-wide or solely related to your command. 
Do not repeat issues in this paragraph and paragraph 5.) 

Is/ 
(COMMANDING OFFICER) 

SA'WLB :OOVJSR ~Li5"rrl5R 
. • ~. -"'!..·-
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LIMDlf 
FOREIGN 
HIRE~ 

1 Record the on-board count of personnel in each of the categories for each 
by counting all permanent personnel who were attached to the command 

more during the quarter and all reservists conducting AT or ADSW 
quarter. Do not count reserves performing monthly drill, summer 

or to NJS . 
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1 Record the extent to which each of your personnel performed work in the listed 

0 

functional categories during the quarter. Report each person as •one whole• persOll 
(1.0 person utili&ed). Permanent personnel utilized for less than 30 days due to 
transfer/reporting on board, convalescent leave, or other absence should not be 
reported at all. Do not eliminate utilization numbers because an individual is on 

All other leave or TAD unless they were on board less than 30 days. permanent 

r:
ersonnel must be reported, regardless of availability. EXtended absences may be 1 
eflected in the commanding officer's cover letter. Individuals who performed wor 
~ more than one functional area, such as an attorney who is both defense counsel 
and legal assistance attorney, should be reported in increments of no lower than 

25 in each cateaorv. An individual's time mav onlv be ri!DOr~M in r.hA fnllnwinn • ------ - ----- -· ----· -- --..------ --- --- -------1111' 
increments: .25, .SO, .75 or LO. Divide each individual's time independently, do 
not combine individuals to achieve .25 in one category. 

z Personnel who are absent from their regularly assigned duties for at least 25 
percent of their time for training should have this time marked in 
"administration• . 

' Utilization for reservists conducting AT/ADSW should be reported. Report 
utilization for all assigned personnel except reservists conducting monthly drills, 

,summer interns and JAG Corps officers awaiting bar resuits or orders to NJS. 1 
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l Count every whole day spent by personnel away from home or office either in traveling 
to or from Te:mporary Add! tional Duty (TAD I locations. as well as whole days spent at 
TAD loc.ationD. In order to qualify for reporting aD TAD in t.hia report. travel must 
qualify for funded TAD ordaro. i.e. • to a deat.in.ation oucaide of the local cmc:::ut.ing 
area. In the event that a regional or NLSC-wide conference is hosted locally. all 
local personnel att.ending should have t.heir att.endance days spent away from che office 
counted as travel/TAD days. 

1 Report personnel vboae prL=ary utilization is defense. perarep, trial, or co::mand 
services in the 'Military JUstice• section, legal assistance in the •Legal Assistance• 
aec::tion, and ad:nin, etc . in the •other• section. 

3 Report travel to •commander • a Conference •. PCO/PXO Indoctrination. OIC Conferences. 
or corm site visits as ·command visit•. 
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CCliiJW<DI 

Gal BPOl Bal lUrr 32 .... _. 
mru. caas 'niDD' 0 0 0 0 

GUD.ft ...... N/A 

CUI&&l&D N/A 

"""' caas N/A 
••• c:&BZ8 N/A 

c:asa IMIOi'»&D/Aft 32 Dn'KD" 

c:asa ~ o' 
'l'O'DZ. .,.,..,., 'f'DD' 
.. _ l'llllall8mQ nD' 

t caas Ill ••:a to Da.J'II n :.:-•aactU 'I'Dm 

t caas I Mj UO D&%'8 l'llllall8mQ ftlm 

'lVDL ..,.... or mo I I 

1 A court-martial case or Article 3Z iaveDtigation that io roopened will not be counted again. 
It is underacood that t.hia will caUDa a diocrepancy in the report.od lllmlbera. This dioc:repancy 
should be """lained bv tho officer in the ~-t cover letter • 

• , ·NeW caaes· - Report the a.umba.r of ea.aea vh.ere cbarveu have been preferred and were received at 
the repor'ting activity for action as ot the final day of the quarc.er. SOls (IP<= ...... 011171 will 
only be tracked vheD a defense counsel act.ually represenea G.D accused at the SO!. (SC!Is will be 
counted by the TSOD in the Ccmpnand SuviceD oection when an attorneY oervu aa the SO! officar.) 

J A case baD been •tried• for purpoa:u of thio aection vbeD all on-the-record sessions have been 
~cS i.e .• tor court.o. WeD fi.ndingu and aente:nc:e Cit any) have been entered, an4 all Article 
39!&1 oesoicma have been held. For an Article 32 • .men tho heAring has been <=:>leted . 

.a ·eases Otopped• are CADeD that are dropped or diapoaod of through alte.mative meenu. Report 
Article 32o -ivad in tile Article 32 col\111111. ID o quarter it you have o GO! that is c1roppec1 and 
re-referred eo • SPat that tfOU.ld be count.ed u a GO! ilnd a new SPa!. 

• ·cuea to a· - - 01117 - The number of COGes by type .m.ich have proceeded through trial !or 
c:o::ll)leticm of an Article 32 inve!ltigadon, aud all poat-triol proc:eaninv aD4 were forwarded to 
tile CA. 

• •Total COurt Tt.me· io an approx.i..lration of caul ti..IDG court io i.n aeaoicm t.bD.t quarter by caae 
tYDe (in hourol. 

~ "Average Proceooing Time" - ftiO• 0D17 - For c:ouru. it io tho average proceuoi.ng t.ime from. t.he 

• c!ate of preferral to t.be 4ate Rar to CA tor c:uea tbat were torvarded to the CA during the 
quarc.er. For Article 32'• it io fran cSate of proferra.l to tho c!ate report GUbl:dttocS to CA, for 
those Article 32 • a actually forwarded to the 0. during tho quarte>r. 'l'hio is dey for dey time, 
reponed in whole deyo. Time for doloyo, etc. io not deducted.. 

a 'T<>tel IIUcber Of IRO Hearings• • IIIAIO• 01117 - RGport the total IIUIIlbor of IRO Hearings in .m.l.ch 
c:ounael regresented clients clurina the auerter. 
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1 Referrals are not services. although they may be the logical conclusion to a consultation. Do not 
count a referral separately from the appointment. Services can be performed by an attorney or non­
attorney. Non-attorney assistance such as performing notarizations, or answering basic legal 
questions under the supervision of an attorney will be counted under the appropriate service 
category. Scheduling appointments, taking messages, banding out tax forms and other clerical 
assistance will not be counted. Telephone calls do not count as services unless they are approved 
incidents of telephonic legal assistance to remote clients. 

l Consumer protection law includes assistance with respect to a broad range of matters, such as 
personal contracts, debtor-creditor matters, bankruptcy, automobile repairs, and other consumer 
protection/law matters. 
J Domestic relations includes divorce, separation, child custody, nonsupport, marital advice, and 
paternity matters. 

4 Immigration includes naturalization and citizenship matters, residency permits, visas, employment 
eligibility, and other immigration-related matters. 

s Military rights and benefits includes issues not falling under personal representation such as 
SSCRA and USERRA. 

5 Powers of Attorney includes generals, specials, and durable health care. 

7 Tax includes tax advice, attorney preparation of tax returns outside of 
assistance with other tax matters, such as state tax residency disputes. 
that are reported through the normal Legal Assistance Tax Program Report. 

the VITA/ELF·proqram and 
Do not include ~TA/ELF 

a •other services" include all legal assistance which does not fit into one of the delineated 
categories. 

9 A service member/family member/retiree is listed only once as a •new client" per fiscal year by a 
particular legal assistance office. Once an individual is seen by a legal assistance office that 
fiscal year, when that individual returns for future services they will be listed as a •repeat 
client visit•. •Repeat Client Visits• are only clients that come in for a scheduled appointment or 
to receive a listed service. The •service• category captures services provided to •new clients• and 
•repeat client visits•. Remember, when a client comes back for a repeat visit and receives 3 
services during that appoinbDent they are only counted as one •repeat client visit• and their 
services are counted in accordance with the •services" section criteria. Each category of service 
provided to a client is counted separately. Thus if a client comes in for a POA, a will and divorce 
advice, count three services.· However, for each client visit only one service may be counted in 
each "serJice category• Thus a visit for a livL~g will ~nd a will counts as only one service with 
2 documents prepared. 

10 "Documents Prepared" are final, smooth documents. Do not count drafts (of wills, POAs, etc.), 
copies, or internal documents (dual rep letters) as "documents preparedR. Do not count tax returns 
done as part of the ELF/VITA Program. 

11 For each will prepared, there will be either one or two services counted. The first to encompass 
the entire process of the preparation of the will (intake to smooth will). The second service would 
be counted, iL the legal assistance office executes the will. On the rare occasion when a will is 
prepared and executed by the LA Office on the same day, count one of the services in •wills/estate 
planning" and the execution service in "other service". 

u Preventative Law Briefs include general information presentations to educate personnel on personal 
legal affairs· such as squadron or shiD visits, Dredf:!p~ovment briefs, etc. 

- - -- - ~ ~ .. _ .. _. ____ _ 
Ill Preventative Law PUJ)S 1.nc.1uae art.l.C.les ana news.1e~~ers. 
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1 The nd services aection ia uaod t.O document oervicu perforce4 for units aDd activities aa opposed 
to i.ndividua.la. Onwlually cc:::q,lex and c.i=e-c:onaumi.Dg l.na:tancu of o:ervice iD each category, GUCb aa a 
review and ertdoraeamc of a aingla JAG Manual i.nveDtigation which requ.ireu many work dayu of effort, or 
review of a leng c:ourc-mardal, ohould be noted and deDcribed in t.he otaciatiCDl report cover letter. 

2 Thia section io concerned vitb the number ot timeD 411oiota.Dco ia provided to a CO"""M"d, rather than the 
lmc:>ller of gpocit'ic cues. Therefore. a c:cmrn•M aervice call that covero aauiatanee in tvo diatiDc:t 
categoriu llbcNld bo recorded u two uoiota. Pour vioita to the """"' priooner in e foreiiiD jail aboul<l 

counted a.a four •inst.anees• of eor:rnand c. 

J ·General CQ:n:MncS Wee· - Report the cumber of in.otaneeo advice on military jWJtice. NJP, ad:niD boards. 
lll'Ca. 138/1150 c:a::;>lainta. sexual baraa.....,t. athico. mental health ewluationo and the I'OIA/Privocy Act 

c!ed •• 

• "Article 33 vno· - Report the c=bor of times during the quarter for which the reporting activity 
turniahed ummel to aerve &D Arciele J2 Pre-tria.l InVeati t Officera. 

s •Federal 15a.giatrace eourc Proaecut.iODD· - Report the numbe.r of timeB during the quarter the reportincJ 
actiVit furn.iahed connel to ae.rve AD a ecutor in a Pederal ecution. 

• "Recorder/Legal C:OWU.el• - Report the c=bor or times during the quarter tor which the reporting activit 
furnished e1 to Dervt!l as recordera/1 al cou:nael for AdmJ.n Boa.rda and 804rdD of 
' •SOJ Officer• - Report. the number of t:lcesl during the quarter for which the report.ing activity tu:cuiabed 

BOimel to aerve u sat Officera. 

e Sheet Scree:nin t the number of timeD a e Dheet. ia ae:ree:ned for a unit. 

t •Invacigatio:n Review• - Report the nu:::ba:r of timeD an inveutigation Ce.g. a~. sexual barasame:nt, 
or other t or invuti atiaD) ia review far a unit. 

10 "Post Trial Review• - RepOrt the c=bor or times poot trial ravievio conducted tor a CODv1!ning 
tborit . 

u •Other• - Report the nuc!)e:r of times 4urin.g the quarter advice/services that do not fall into one of the 
Hated cat ies were 4od, e. . , other services includeD FCJ/Pria:cmer via ita . 

u Trai..n..ing SesaiODD - Report the cot.al ~ of atruc:curod training aeswicma ccmducted for client 
CO"'T'Wnd". Wit.icmall the total nu:=ber of uonnol trained. 
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carrier 
PeriiGDDel aac:o-ry ftCA llilitAr7 roreicrn IICIIJo I'CC& 

If -=u_--., wz;D- .'• _.,. __ . . . . .. 
T I I 1 I T 1 ... . 0 . . ··. < • I • AI iM s tiCSQIIZD . • . .-. . 

llliiiiiD 

• Ulllllft 'D/A 'D/A 'D/A 'D/A 'D/A 

fi"·mzmz> .. ... ..n.. .. . ·•fA •n 
I I ·r I I I It . . :,..v: 

. - . . 
.· . t ,...,_. 0. . . 0 - -

I I I I I 
• o .. . -. 0 .. .. . :_¥ • 

. . -. .. ... . . 
IIIIIIIID 'D/A 'D/A 'D/A 'D/A 

• _._ 'D/A 'D/A 'D/A 'D/A 

t ".:r--.:.;;:. -·~ .. ·--. . . . .. . .. 
• 

I I I -I T I 
ID-~ •f.& .· -.f.& ~- V.& ., .... ;_··;.,t;:•n ... 

~ CI.UMS JI.VImAnR PROClrS.S:tmi %:rMRS 

I liZ DID 

Received - Perfected' 

Perfected - Claim Adiudicated 

Adjudicated - Voucher Sianed 

~ noc:a&IIDG nD 1'11011 I!DnC'nOII 'rO Q'"" RD" 8%GID:D 

1 •• Received• is the number of claims in each category actually received by che reporting activity 
duriog the quarter. !NUmber ot claims chat come in the door. I A claim Chat is received for 
reconsidera~ion is considered a new claim received. 

' •• Ponra~ad· is the number of claims forwa~ad out aide your immediate cOZ!llllll%1d tor payment 
authorization. settlement. adjudication. setoff. or ocher consideration. If a detachment fonra~ a 
claim to a maio NLSO, thac is a •fonra~ad· claim. It a claims examiner •passes/forwards• a claim co 
the Claims Officer in tho same office. that ia not a •forwa~ad· claim. 
J •aecoveriea• - Report the number 
and acc...,tad durin.,~ the =•rear. 

of claims and total dollar amount for which paymenc ia received 

I •• Pendiog• is cho number of •open claims files• in each category actually on hoa~ the reporting 
activity as of the end of the quarter for which further action by che reporting activity is required. 
Par personnel claims. t.he number pending is the number of perfected claims wllich acill require action 
~~the reporting activity. For •pending• carrier recovery claims include all cu-rier recoveries 

ere an action is reauired reaardless of whether a de:naJul letter has l>een sent. 

• A PC.\ claim is """rtectec!' when all r"""irad information luis been BUI>Oli ad bv the clai1:Ymt. 

Enclosure (2) 



• 

• 

• 

ADVXCB (!10 BOARD) 
1 

PERSREP SVCS 

JI!"Mnl BOARD AVG PROCESSINO Tnm• 

COMNAVLEGSVCCOMINST 5800.3C 
5 NOV 1!!99 

1st QTR 2nd QTR lrd QTR 4th QTR 

s section includes such services as ADB advice, ADB representation, NJP/SCM 
or representation, DFC/BCNR assistance, or Art. 138 assistance. Multiple 

of advice to a member concerning a single proceeding or matter will 
as one •case• or •service•. Advice or services to the same client on two 

matters, such as an administrative proceeding and an 

"Boards Completed" - Report the number of boards completed where respondent was 
at the hear 

3 "ADSEP Advice• - Report the number of instances in which advice or other 
~~~~~~tance (short of representation at a hearing) is provided to an individual 

considered for administrative separation. Do not count a service in both 
and Advice. 

"Admin Board Average Processing Time• - Report the average processing time for 
completed during the quarter (in total days). Processing time is from 

date of the request for counsel to the date the admin board hearing is 
ted. Do not subtract out reason. 
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