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Subj: COORDINATION AND CONTROL OF PERSCNRX 'EL SURVEYS
ReZ: (a) DoD Directive 8910.1 of 1. Zun 93, Manzgement and Control of
Information Reguirements 'NOTAL
(p) DoD Instruction 1100.13 of 2.1 Nov 96, Surveys of DOD Personnel
(NOTAL)
(c) SECNAVINST 5214.28, DJeparthent of Navy (Co Information
Requirements (Regorts) Ma
(d) SECNAVINST 3900.398, Prot
(e) SECNAVINST 5720.42E Depar Freedom of
Information Act (FOIR) Pr
(f) SECNAVINST 5211.35, Cepar v Act (PA)
Program
Encl: (1) Procedures for Regquesting cersonnel Survey Approval
(2) Sample Survey Endorsement -erzar; Sample Cover Letter for a
Survey Approval Reguest; Sample Letter Authorizing Access to

Survey Respondents
(3) OPNAV 5214/10 (Rev. 9-81), Report Analysis Dat

€ e
ntrol of Navy military and c1v1llan surveys, in ampllflcatlon of references
, (b), and (c). This instruction has been substantially revised and should
be read in its entirety.

lineate policy and procedures for the management and

2. Cancellation. OPNAVINST 5300.8A.

3. Objective. To ensure that Navy personnel Surveys provide maximum b 1efits
to the widest number of Navy users at rhe lowest possible cost and with the
least disruption to the operational tempo (OPT MPO) of the fleet.

4. BApolicability. This instruction applies to all surveys cf Department of
the Navy (DoN) military members and their families and Navy civilian
perscnnel. Marine Corps surveys are administered under authority of the

Commandant, United States Marine Corps. Surveys which include active duty or
civilian members of other Department of Defense (DoD) components are approved
througn Washington Headguarters Services (reference (a)). Federal government

surveys of retirees’ dependents, government contractors, and members of the

general public require Office of Management and Budgef (OMB) approval.

Likewise, surveys of retirees, and spouses and dependents of active duty

personnel that do not relate to existing federal programs for military

‘-m1¢ies or the need for new military family programs also require OMB

La
approval.
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5. Background. Navy personnel surveys are a valuable means of collecting
information from Navy military and civilian personnel about various aspects of
naval service and civilian employment. They provide data which enable Navy
managers to make informed decisions. Coordination and control of surveys is
required in order to maintain gquality contrel, minimize the impact of survey
administration on Navy OPTEMPO, and provide for the life-cycle management of
Navy surveys.

Navy resource
which can impact policy dec151ons

members® willingness to coop
headguarters of important in

a
o]
rveys may produce meaningless results,
nappropriately. They can also influence

in future surveys, thereby depriving
ion. This directive establishes review
y technically sound surveys are supported and

aca Ll S

i
mechanlsms to ensure that on
approved.

b. Re
manpower expenditure and sometimes are accompllshed at the expense of other
efforts. Further, regulation avoids duplication of effort, ensures the
cost-effective application of survey data, and enables wide access to Navy
survey information. Finally, regulation emphasizes long-range programmatic
efforts over repetitive, one-time surveys.

cY=> LEepPrleselll

6. Definitions

a. A “survey” or “personnel survey” is a systematic data collection,
using personal or telephonic interviews, or self-administered questionnaires,
from a sample of 10 or more persons as individuals or representatives of
agencies. The queaLLOﬁnaleS or interview HLULuuulo contain identical
questions that elicit attitudes, opinions, behavior, and related demographic,
social and economic data to be used for statistical compilations for research
and/or policy assessment purposes Surveys may be conducted via mail, group
or individual interviews, telephone inguiries, or computer {e.g., e-mail,
bulletin boards, interactive programs, voice-mail).

(1) “Attitude,” “opinion,” “belief,” and “fact-finding” surveys are
personnel surveys that request self-reported information relevant to specific
organizational missions, policies, or procedures. These surveys typically
address such topics as organizational/command climate, job satisfaction,
career development, diversity issues, health issues, program needs assessment,
and program evaluation. Also included in this category for purposes of this
instruction are vocational interest inventories.

(2) “Occupational task” surveys are personnel surveys that inquire
about discrete, technical, job-related tasks within a specified officer,
enlisted or civilian nnmmnn1fu These types of surveys address such factors

a1 ClULUGa YE°< aQQdress SUCll LaClOrla

as task duration, frequency and importance. The amount of training, skill
level, or experience required to perform job-related tasks are also often
found on these surveys.

(3) “Recurring” surveys are personnel surveys that collect
information from individuals on a continuing basis at specified intervals or
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completion of training, etc. The survey instrument must remain unchanged
throughout the Report Control Symbol (RCS) expiration date to retain its
definition as “recurring,” otherwise it would be viewed as a separate survey
effort.

(4) “Interviews” are defined as face-to-face discussions with
individuals or groups to obtain self-reported information that may be used to

R I

draw conclusions or arrive at generalizations about groups of individuals.

b. A “pretest” or “pilot zest” 1s a test of survey procedures with a
draft of items of the data ccllection instrument to determine their
appropriateness. A pretest is conducted with a small number of people

(usually from 10 to 50). Revisions of the planned procedures and data

collection instrument are basec on the findings of the pretest. Several
pretests may be required.

4L

c. A Report Control Symbc. (RCS) is the number assigned to a survey after
it has been reviewed and apprcved for administration. RCS numbers have
associated expiration dates and are never authorized for longer than three
years. Revalidation of an RCE is outlined in paragraph (D) of Part II,
enclosure (1), reference (c¢).

d. A “survey sponsor” is any Navy agency that may benefit from or has a
direct interest in the survey *esults. Sponsors may not necessarily fund
,,,,,,, e e b Thee

survey projects but they are always responsible for survey content. Fundi
includes, when applicable, the cost of survey design, development, executio

LiiCiuluc s, WiiTi QppaaLloaT OSSO SUL dca 101,

(including postage and telephone costs), analy51s and reporting.
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A “performing activity” is
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he organization that designs, d
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es nd reports on vy personnel survey. Navy
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organizations, selected headquar
are examples of performing ac_*v
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f. An “executing activity” is the organization or contractor tasked by a
Navy sponsor to coordinate the assembly, printing, mailing, data collection,
and data base construction for an approved Navy personnel survey when
development and/or analyses are to be performed by another activity. The

O o I R T =211 ayra + I avarsiit activity

performing activity may also serve as the executing activity.

g. A “survey recipient” is a command or organization whose members are
the participants.

7. Exclusions

a. Excluded from all provisions of this instruction are Navy Occupational
Task Analysis Program (NOTAP; NAVMAC) surveys, Navy Training Importance
Surveys (TIS; NAVMAC), and surveys conducted by commands in Echelon 4 or lower
when executed entirely within the command (e.g., command managed equal
opportunity (CMEO) surveys). However, references (a) and (b) require all Navy
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commands to assess the cost/benefit of t om all
provisions of this instruction are focus groups and interviews for the purpcse
of development and pretest of survey questionnaires or for clarification of
survey results.

heir surveys. Alsc excluded fr
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8. Responsibilities

a. The Chief of Naval Personnel (CHNAVPERS) (Pers-00H) will:

or for the Navy Survey Resource Center
\
7

(2) Provide control and coordination of all personnel surveys
conducted within the Navy bty ensuring that Navy activities:

(a) Wherever possible, analyze existing data bases rather than
conduct new personnel surveys.

(b\ Use recur--ng person urveys to the maximum ex

-1 Prpey
neLr Su
rather than employ one-time survey efforts

(c) Include items that have been successfully employed in past
surveys with Navy populations, if possible, both to improve questionnaire
validity and to enable the analysis of trends affecting specific areas of
concern.

(d) Include standard items, such as demographic information for
gender, race/ethnic status, paygrade, etc., if relevant and necessary to allow
comparative data analysis between surveys.

(3) Coordinate and process all requests for Navy members to assist In
survey projects sponsored by another government department or agency.

(4) Approve or disapprove reguests to conduct personnel surveys
within the Navy under reference (a); obtain Office of the Chief of Naval
Operations (OPNAV) RCSs for approved surveys; and execute the responsibilities

of surveys control manager under references (a) and (c).

b. Survey recipients will ensure that only authorized surveys are
completed while on—duty Upon dlscovery of an unauthorized survey, addressees
will notify CHNAVPERS (Pers- 00H) . A decision of appropriate action will be
made on a case-by-case basis.

(1) Naval personnel will be neither encouraged nor discouraged from
responding to surveys addressed to them as indi v1dua s while off-duty.

(2) Replies to personnel surveys that involve disclosure of
classified information are prohibited under any circumstances. Replies to
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surveys without RCS numbers that request information derived from performance
of 0ff1c1al duties when that information is not generally made available to

c. The Navy Personnel Research and Cente
San Diego, California will establish and maintain the Navy Survey Resource
Center (NSRC) The NSRC integrates survey expertise and a survey information
management system to serve the following functions:

elopment Center (NAVPERSRANDCEN) in

(1) Maintain a personnel survey data base and reference archive Ior
approved personnel surveys. The data base will include: {a) an item pcol
(item wording and scale composition), and (b} survey administration
information, including copies of the approved guestionnaire/int
reports based on personnel survey data.

epOILlo Ddol LI Pl oillislL 2

)
protocol, and copies of final

(2) Help survey sponsors identify existing data bases and archives
that might make conducting a Navy personnel survey unnecessary.

(3)

(4)

Coordinating Committee.

directed by
(5)
analysis of
(6)
approval of

Identify for performing activities items from the NSRC item pool.

Provide Navy representation on the Inter-Service Survey
This committee monitors attitude and opinion surveys

the DoD.
Provide detailed assistance in the design, execution, and/or
a personnel survey when authorized and funded.

Provide technical review and make recommendations to Pers-00H for
survey.

{7) Request h:rd surveys and final reports.

y by considering alte t

Y rn
ting data bases and arc
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(1) V ativ
sources of in chiva

sources.

(2) Analyze the cost/benefit of the survey, weighing not only the
cost to collect the data, but also the impact on the OPTEMPO of the fleet.
Because of the cost burden of completing surveys, those intended solely for

use by students to complete an educational requirement (e.g., Master’s Degree
thesis for graduate program) will not typically be approved without

sponsorship by a Navy organization.
(3) Approve the item content of the sponsored surveys.

(4) Provide endorsement to CHNAVPERS to conduct the survey, as
outlined in enclosure (1).
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e. Performing or executing activities are responsible for the technical

quality of survey design, administration, and analysis of survey results.
’T‘hnu will:

(1) Contact NSRC per subparagraph 9a prior to survey development.
(2) Obtain the required data bases when possible.

(3) Obtain existing questions for use in the survey, when possible.

members of the representative population.

AN

\ 2

(5) Develop cost-effective analysis, sampling, and administration
plans.

(6) Submit to CHNAVPERS (Pers-00H) a request for survey approval per
enclosure (2), completed OPNAV 5214/10 (a sample is provided in enclosure
(3)), sponsor letter(s) of endorsement (an example is provided in enclosure
{(2)), and final draft survey package in final form prior to reproduction for
administration

(7) Provide the final report of the survey results to NSRC at
NAVPERSRANDCEN.

(8) Ensure that all requests for release of survey data are
coordinated through the survey sponsor. News media requests for survey
information should be coordinated through the sponsor and the sponsor’s Public
Affairs Office.

f. Requests for participation of Navy personnel or assistance in survey
projects from nongovernmental sources will be subject to the provisions of
this paragraph. Official sanction for conducting or assisting in surveys
requested by other than governmental sponsors is only to be given to surveys
approved under paragraph 9. Approval will be based on:

(2) The protection of Navy personnel from unwarranted invasions of
privacy.

(3) The propriety of extending recognition, special assistance, or
privileges benefiting an individual or commercial interest.

(4) Compatibility with the provisions of paragraph 9.
Cee_—--_—— .- -~ - I i - == - P it = &t -7

(5) Confirmation that administering the survey will not interfere
with the missions of the Navy activities involved.

9. Actions for Obta:ning Survey Approval. Only sponsored surveys will be
approved.

a. Upon consideration of data requirements and prior to survey
development, survey sponsors/performing or executing activities will contact
NAVPERSRANDCEN NSRC to:
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(1) Determine if NSRC archival data and/or survey questicns exist
that may be used to fill the current need;

{Z) Request previously used survey items from the data bank.

b. Upon completion of survey design and development, performing or
xecuting activities will submit two copies of material described in enclosure
) to the CHNAVPERS Surveys Control Manager (Pers-00H), via the survey

1
e
c. CHNAVPERS will review the request for approval relative to the

criteria described in enclosures (1) and (2) and determine if sponsor
the proposed survey. Prior to approval,
survey approval to NSRC for technicsal
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technical
will:

(1) Review and coordinate information wi
ast,; present, and planned survey efforts which
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be combined with the proposed survey.
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(2) Determine that a survey is required, and if so, recommend to the
sponsor any changes to the proposed survey content, design, and/or execution
plan before responding to CHNAVPERS.

(3) Forward to CHNAVPERS (Pers-00H) the proposed survey, comments on
the likelihood that sponsor information requirements can be met by the survey,
and recommendations on ways survey content and techniques can be improved to
meet professional and Navy standards.

e. Upon approval of the survey, Pers-00H will obtain from the
SECNAV/OPNAV Reports Control Office an OPNAV RCS as provided for in reference
(c), and described in enclosure (1) and provide this symbol to the survey
sponsor. Pers-00H will forward to NSRC a copy of the approved package to

PR el =S-% =S
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archive for each approved survey.

10. Individual Rights and Safeguards

T s
L

a. Voluntary Participation Navy personnel surveys are never mandatory.
Refusal to participate in a personnel survey shall not result in adverse
impact on any member. All approved surveys will include a statement regarding

the rights of individual respondents to refuse participation. See enclosure

(1).

b. Anonymity Guaranteed. Whenever personal descriptive information is
requested in a survey (e.g., rank, social security number, billet),
respondents compromise their anonymity. The survey sponsor is ultimately
responsible for safeguarding individual rights to personal privacy and
anonymity. When surveys request identifying data and disclosure of the
responses outside the research community could reasonably place the subjects
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at risk of criminal or civil liability or be damaging to the subjects'
financial standing, employability, or reputation, or could cause psychological
harm, the request will be referred for review and approval under authority of
reference (d).

c. Freedom of Information Act (FOIA). Personnel surveys usually involve
personal attitudes, perceptions, and beliefs. Divulging an individual's
survey responses could cause harm or embarrassment to the individual.

Therefore, if a FOIA reguest is received for an individual member's responses
to an approved Navy survey, exemption (b) (6) described in paragraph 6 of
enclosure (2) to reference (e) (5 U.S.C. 522(b}(6)) should be considered as it

may constitute a clearly unwarranted invasion of personal privacy.

d. Privacy Act Statement. Survey SpPONsSors and performing activities have
joint responsibility to comply with reference {(f) in protecting the right to
privacy of individual Navy personnel. A Privacy Act Statement (see enclosure
(1)) will be displayed prominently on all Navy personnel surveys without
exception. The statement will identify the authority for survey
administration (including OPNAV RCS), advise respondents of the purpose and
routine uses of the survey, indicate that the survey is voluntary, explain the
intended use(s) of the data, and describe measures used to safeguard
confidentiality.

e. Reporting

(1) Individuals: No written or oral reports or summaries shall
present data that would identify the responses of any individual. Summaries
should always aggregate individuals into groups sufficiently large (usually 10
or more) to protect the anonymity of individual survey respondents.

(2) Groups: When all members of an identifiable group provide highly
similar responses to a variable or set of variables, reporting can compromise
individual anonymity. Protect group anonymlty either by not reporting group

results on the affected variable(s) or by combining groups.

11. Form. OPNAV 5214/10, (Rev. 9-81), Report Analysis Data, S/N
0107-LF-052-1451, is available in the Naval Inventory Control Point using
n

requisitioning procedures contained in CD=RCM NAVSUP PUB 600 (NLL}, Navy Stock
List of Publications and Forms.

LEE F. GUNN
Distribution: (See next page.) §fff‘ﬁdmiral: U.S. Navy
. Lviiaer 01 NEV&¢ ?”“scnnel
Acting
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Distribution:
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Chief of Naval Operations

(NO9B34)

2000 Navy Pentagon

Washington DC 20350-2000 (150 Copies)

SECNAV/OPNAV Directives Control Office
Washington Navy Yard Bldg 200

901 M Street SE

Washington DC 20374-5074 (60 Copies)

Order from:

Naval Inventcry Control Point
Cog "I” Material

700 Robbins Avenue
Philadelphia PA 19111-5098

Stocked: 200 copies
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PROCEDURES FOR REQUESTING PERSONNEL SURVEY APPROVAL

1. Letter Reguestin v Approval. Performing activities submit requests
for survey approval to the CHNAVPERS (Pers-00H), via the survey sponsor and
NAVPERSANDCEN ({NSRC). Reguests should cutline the survey execution plan by
addressing briefly (maximum three pages) the following information:

a. Purpose: Explain why the survey is required. Specify pending
decisions and actions to be affected by survey results. Indicate to what
population results will be generalized.

gathering information some otner way. Mention any alternativ 3 to a
questionnaire/interview that were considered

c. Participation: Identify the sampling method (random, stratified,
etc.) and the number of individuals needed for the survey sample. Provide a
breakdown of key subgroups of interest, desired confidence level for results

-Ccanuuii Gilupe UL Ll lite ce

and the rationale for subgroup comparisons. For recurring surveys, indicate
the number of people to be surveyed for each administration. Indicate the
date after which the survey will no longer be administered and responses to it

b —-aAndAaA
ILU J.UAIHC— LITTUT WU .
d. Techni Dev m

(1) Provide the initial date of contact with NSRC NAVPERSRANDCEN and
Survey Administration Management System (SAMS) number assigned.

(2) Identify the activity responsible for survey design,
distribution, data collection, data analysis, and reporting. Identify the
qualifications and organizational affiliation of the individual responsible
for technical oversight of the survey (i.e., principal investigator, technical

director). Test no fewer than 10 members who are typical of target

respondents. Describe the size and composition of the sample on which the
survey was field-tested. Describe the administration method and indicate the

average time to complete the survey as reported in the OPNAV 5214/10, Report
Analysis Data, enclosed with the survey approval request package.

e. Sponsor Point of Contact: If rqui ed, identify by command, code,
name, commercial and DSN telephone number FAX number, and e-mail address the
sponsor point of contact.

£. Performing Activity Point of Contact: Identify by command, code.
name, commercial and DSN telephone numbers, FAX number, and e-mail address the
performing activity point of contact responsible for the survey.

2. Final Draft Survey. This package should contain the following:

a. Cover letter(s) or instructions to accompany the survey when it is
administered.

b. The survey itself, with the Privacy Act Statement prominently
displayed. This statement describes the authority, purpose, and routine

confidentiality of the survey data. It provides assurance that participation
is entirely voluntary and must, without exception, appear prominentlv on all

approved guestionnaires regardless of whether personal identifiers are

Enclosure (1)
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requested. Position the statement in such a manner that individuals from whom
the information is being collected will be informed about the act before
furnishing any information. In cases involving interviews or computer-based

surveys, provide the Privacy Act Statement orally or in writing prior to
asking for any information. A suggested Privacy Act Statement follows:

PRIVACY ACT STATEMENT
Authority to reguest this information is granted under 10 U.S.C.
5031 and 5032, and 5 U.S.C. 301 (If SSN is requested add:

Executive Order $397). License to administer this survey is
granted per OPNAVINST 5300.8B under OPNAV Report Control Symbol:
which expires __/__/__ . Personal identifiers will be used to

(explain uses, e.g., conduct follow-on research, to track data
trends over time, etc.)

PURPOSE: The purpose of this gquestionnaire is (state purpose for
which the data are being collected, e.g., to collect data to
evaluate existing and proposed Navy personnel policies, procedures,
and programs.)

R E USES: The information provided in this questionnaire will
be analyzed by (name of command). (If a contractor is executing
the survey, name the Navy command to which the contractor is
responsible). The data files will be maintained by (Navy Survey

Resource Center at NAVPERSRANDCEN) where they may be used for
determining changing trends in the Navy.

ANONYMITY: All responses will be held in confidence by the (name
of command). Information you provide will be statistically

summarized with the responses of others, and will not be

PR PRY

attributable to any single individual.

PAR p N: Completion of this questionnaire is entirely
voluntary. Failure to respond to any of the questions will NOT
result in any penalties except possible lack of representation of
your views in the final results and outcomes.

3. OPNAV 5214/10, Report Analysis Data

a. OPNAV 5214/10 estimates the cost to have members complete the survey.
OPNAV 5214/10 is required by reference (c) and is provided in enclosure (3).

,,,,, 1T iade -

b. Estimate hourly rates for military personnel using data published
annually in a Defense Finance and Accounting Service (DFAS) Cleveland Center
memorandum for distribution, available from the financial management office of
manpower claimants (e.g., BUPERS, BUMED, CNET, CINCLANTFLT, CINCPACFLT). An

P | L oem o e

’
acceptable alternative estimate of hourly rates can be derived from monthly
military pay tables such as those published in Navy Times. Using current
fiscal year dollars for each pay grade to be surveyed, estimate the hourly

wage using the formula: (.0l) times the highest monthly base pay for that
specific grade.

c. Estimate the time to complete a survey using the average field test
time. Time estimates should be indicative of the amount of lost time from
work or other activities (including off-duty time) due to questionnaire
completion. If surveys are to be completed in group settings, include the

Enclosure (1) 2
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assemble members, provide instruction, hand out, and retrieve survey
=3

4. Letter(s) of Endorsement/Transmjittal

a. In addition to survey sponsor endorsement, forward letters of
transmittal aoorov1nq access to command personnel Approval to administer
List (SNDL), Part 1, should come from Fleet Commanders in Chief. Approval to
administer all other surveys should come from the highest echelon commander(s)
exercising administrative authority over units to be surveyed, unless this is
the sponsor.

b. To ensure that cognizant commanders have made awar
i urvey endorsement on their OPTEMPO, each endorsement

completed copy of OPNAV 5214/10 w
1

nformation derived, or

(2) Include the following language using man-hours and cost data

from the OPNAV 5214/10: "This survey will reguire (total number) man-hours at
an approximate cost to the Navy of (cost).”

5. Computer-readable Survey Content Summary. On 3 3 or 5 % inch floppy disk
(any density), list all questionnaire/interview items clustered by scale
and/or topic area. When using previously published scales, identify the

source of the 1tems. Pers- OOH will forward this information to the NSRC

item responses over time.

3 Enclosure (1)
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SAMPLE SURVEY ENDORSEMENT LETTER
DEPARTMENT OF THE NAVY
Bureau of Naval Personnel
Washington, D.C. 20370
5214
Ser 23E/xx
Date
From: Assistant Chief of Naval Personnel for Policy and Career Development
(Pers-2)
To: Chief of Naval Personnel (Pers-00H)

Subj: FIRST ENDORSEMENT ON NAVPERSRANDCEN LTR 3900 SER 12/%x OF DATE

1. Pers-2 and Commander Navy Recruiting Command require\§3(y;m ion qQn the
effectiveness of Navy recruiting initiatives. The survey Rripgsed by MNavy
Perscnnel Research and Development Center is an effective ;éa QtV' atherin
this information. I strongly urge approval of t proposed §§(33§/6r new
recruits Qﬁ?\\

2 T understand that this survey will requjre ¥, O\&\}nan-bﬁs per year, at

aﬁ approximate cost to the N;;y‘of 5314-E;8;;§Hq\\th\v>X/jZ/con51der this to

be a necessary and cost-effective 1nves§f3?tv:zfjﬁe Nav\ & future.

(g}qned\\\
AN

N\
Copy to: hd
CHNAVPERS <\ \\\\\\
CNET AN
COMNAVCRUITCOM \W\ ;

NAVPERSRANDCEN o W
o>
—_ \v

Enclosure (2)



SAMPLE COVER LETTER FOR A SURVEY APPROVAL REQUEST

DEPARTMENT QF THE NAVY

Navy Personnel Research and Development Center
San Diego, CA 92152

5214

Ser 12/xx
Date

From: Commanding Officer, Navy Personnel Research and Development Center

To: Chief of Naval Personnel (Pers-00H)

Via: Assistant Chief of Naval Personnel for Policy and Career Development
(Pers-2)

e,
Subj: REQUEST FOR APPROVAL OF NAVY PERSONNEL SURVEY //C:;////C>
Ref: (a) OPNAVINST 5300.8B \\f\v/c// A

CNRC ltr 3900 Ser 01/QU022222 of 30 May 90 \<\///

~—

poiP 9 L O T

) OPNAV 5214/10 Report Analysis Data

) Final Draft Naval Enlistee Survey <:>\\
4 )

\

I

CNET l1ltr 3500 Ser 52G/5555 of 10 Jun yO~\\§\m AA(>
Computer-readable Survey Item and-ToN er Shmmar

LOUMPULCSLTI0alaolT Scul Ve y 2Luod /. \ |9 w/

1. Per reference (a), request approval cond a pedsghnel survey of Navy
recruits.

a. Purpose. The Assistant Chlé?\bf N;§af<9ersonnel For Policy and Career
Development (Pers-2) needs a means term g the effectiveness of

accession policies and Commander, Na ultrng Command (COMNAVCRUITCOM)
marketing program, enclosure e i11 modify policy to maximize
attainment of Navy accession UITCOM will modify Navy's

advertising and marketlng stra upon recruit reports of what was most
influential in affectl/g\gnllstm k\?éug§hons

b. re n xisting data bases that can provide
required 1nformatlon es ires, routinely administered, are the most

U’\-b w N =

cost-effective means fo _}d&ng\atcession policy. Interviews are too
manpower intensivesand pq¥‘;4 too few respondents on which to base policy and
marketing re (Yo da g:a1lnr decisions. Enclosure (2) estimates the cost to

complete thifs{sury thousand per year. That is less than 1 percent
of the annua vy acce551on advertlslng and incentive programs.

Enclosure (L)‘*S’LUMTQ@VKULLLUM S endorsement of the reguesceqa survey.

c. 2;;;191g§£§§§4’ The survey, enclosure (3), will be administered to all

incoming recruits in group sessions at the Great Lakes Recruit Training Center
during their first week of basic training (approximately 80,000/year). Chief
of Naval Education and Training has authorized access to the recruits for
survey purposes at enclosure (4). Data will be summarized by month and broken
down by region of accession, race, sex, education, and mental group to examine
the demographic mix of incumbents. Specialized incentives and advertising
will focus on subgroups where appropriate.

d. gghn;ga] ngglggmgg;. Navy Personnel Research and Development Center
(NAVPERSRANDCEN) is serving as performing activity. The executing activity

Enclosure (2) 2



[ A BE T}
for survey administration and data base development will be Navy Manpower
N mVonmd =~ Y oo b e IRIRAITRAN N ~ - - o b mrsemee s . - T T
Alldlyosdld Lrelllol \NAVIFIAC ) .« Lllc PLJ.AIL'.LPGJ. J.AAVCDL.LBGLUL J.UJ. Lllc SUuLvey 1o J. J.

Jones, head of NAVPERSRANDCEN Personnel Systems. Dr. Jones has a Ph.D. in the
behavioral sciences and 15 years experience in the field of personnel policy
analysis and questionnaire development. Survey items were developed, when
possible, using established items contained in the item bank of the Navy
Personnel Survey System at NAVPERSRANDCEN. The survey has undergone field
testing on 220 enlistees from three intact recruit companies over a 3-month
period, and items were revised after each survey administration. Because
items would not potentially place the individual at risk, human subjects
protection review was not performed. Enclosure (5) is a disk containing the
content of the final survey in Word Perfect 5.1 format for NSRC archiving.

e. Analvyses

(1) NAVPERSRANDCEN will analyze data using the Stagigtical Package
for the Social Sciences (SPSS) and data will be maintain ;f;hlved in
SPSS systems files at NAVPERSRANDCEN. Overall accession\Q3*v9Z/éffec s will

ha +ac+ad 1iadma Srmdaviy e ad S rimne amaluenes hacad 11nmeA + kA
oe Testeda uo.l.ug .Lu\_ca..Luy\.cu ClME S€rlies anaiyses C0asel UPOK AQLAuj wie

implementation of new enlistment programs/policies. Subgro omp, sons on

accession inducements will be conducted using mulsivariate an §e/ of
variance and multivariate discriminant analyses rketing ef s will be

examined u.:.Lug time series auc.Lya;: k,umya.LJ.u av \\ug .Ln.atl'v'es to
subsequent enlistments.

(2) Scoring will consist primarij of a e aglng\gzéms that measure
each factor. Responses will employ 5-po Ll eYt-type scales with some
dichotomous items. Demographics r*nnt:«nn data and are not scored.

Because this survey breaks new grou d, cont w1ll require regular validation
and revision.

f. Snonsor Point of Contade Ch A Naval Personnel PQOC for this
survey is CDR S. S. Smith (POCSNCISL. WCke‘bé) be reached at (703) 614-4444/DSN
224-4144.

2. POC for this requedt™~&s Dr. J. Jones (NAVPERSRANDCEN-12), DSN 555-2222.

N~ .
\ >

X

cer O NT))
COMNAVCRUITCOM . //9/

s
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SAMPLE LETTER AUTHORIZING ACCESS TO SUR

/2]

DEPARTMENT OF THE NAVY

Chief of Naval Education and Training
Pensacola, FL 32508

5223
Ser N651/xxx
Date
From Chief of Naval Education and Training
To: Commanding Officer, Navy Perso nnel Research and Development Center
Subj: APPROVAL TO SURVEY NAVY PERSONNEL WITHIN CNET COMMA D§/>
Ref: (a) Your ltr 3900 Ser 12/555 of 14 May 1990

7
Encl: (1) OPNAV 5214/10, Report Analysis Data \\Q\\/<;;;>

to conduct a recurring s;}vék oﬁ/f//

1 Your reguest in reference (a)
approximately 80 000 Navy recruits each year is gpgroved I bejzﬁat the

information derived from-these surveys will bene both Navy's\wécruiting

efforts and the effectiveness of our basic tralnlng\si\gxdﬁ/<>

e (1) and cons(éé/\x\is f\\>h/g/@orthwhlle
<))

Copy to: R \\\\ N
CmmvcROITCOM (N
\\\N\\>

Enclosure (2) 4



OPNAVINST 5300.8B

2 3 AR
ArH 1997
RCS OPNAV 5214-1

RFPORT ANAI YSIC DATA 1. SSIC NUMBER 2. REPORT CONTROL SYMBO!

REPORIT ANALYSIS DATA ONTROL SYMBOL
3. TITLE OF REPORT
4. PURPOSE OF REPORT

S

2

5. REQUIRING DIRECTIVE(S) (List all that apply)

6. FREQUENCY OF REPORT \\/‘( /)
O DAILY O QUARTERLY NE TIME

OWEEKLY O SEMI-ANNUALLY G SRUATIONAC
O MONTHLY /Q ANNUALLY O\ v /
7. REPORT FORMAT 8.iS REPORT ByadsCT 7O MiNivize? N\~
OLETTER O FORM (Aach copy) 0 Yes N R NO [] NOT APPLICABLE

10. ISREPORT ENTERED WTO AN ADRAYSTEM?

Yo “”"(W/” o

<O,
N4

IF COMPLETED BY OPERATING FORCES, ARE FLEET CINCS

12. THIS REPORT IS COMPLETED BY O OPERATING FORCES (SNPLI Part 1) O‘R
TS ATT,

STABLISHMENT (SNDL Part 2)
O YES 0 NO

—\ N\ ngnAnNG\f\oksgs

SHORE ESTABLISHMENT
(SNDL Part 2)

\SNDL Pan\q

A. LIST RESPONDING COMMANDS BY A )]
COLLECTIVE TERM OR BY NAME (FO. N
EXAMPLE: FLTCINCS, TYCOMS, NAVAL

’ADC AII IECERCNKE RIIITCTAC ARE A4
ALl LLUGLRSUT T, LWV viAs, Ancda

COORDINATORS, ALL OPER AVIATION
SQUADRONS, ALL SUBMARINES., ALL SSN,
ALL SURFACE SHIPS, MAJOR ANTS,

ALL SHOREACTS W/BEQ/BRQ

W/DENTISTS, ALL 545 W/}m N
SYSCOMS, COMDS WIGEN MES\ALL SES~_ >,

ALL COMDS LS ALAoXs 7/ T~/
COMDS, ALL_ ECHEILON 2 COM. <

13. RESPONDENTS
s ™N

~

-

\\\\\\\
AN
AN

8. TOTAL NUMBER OF RESPONDENTS m

(2}

~ TATAI AAAT TA DNEAADE AMN OtiOAAL
L. TVIAL LU 11U FRCFARE ANV OUDIWI

THIS REPORT (from reverse)

1o
(24

A. NAME, RANK/RATE/GRADE AND TITLE

[ B. ACTIVITY NAME AND ADDRESS (include room no.)
o

=+

o

2

[=]

5

< C. SIGNATURE D. DATE E. PHONE NO.
<

-

OPNAYV 5214/10 (REV. 9-81) S/N 0107-LF-052-1451




OPNAVINST 5300.8B
23 APR 1997

it this repo rt. Compute two costs—one for operating foices

Use this worksheet for estimating the totai cost to prepare and submit this report
and one for shore establishments. The hourly rate may be taken from any current pay chart.

OPERATING FORCES COSTS TO PREPARE SUB
paY GRADE | NO.Houms | X HOURLY RATE = PERSONNEL + 25% OVERHEAD = TOTAL COSTS BY
SPENT COSTS PAY/@DE
NG
Total Cost to Prepare and &ubmit One Repon:\A\//
X ol ands Required to it = $
\ \§ Repg\ns per Year | $
N N\ 7 >
Wﬁnd Submit | * $
S ) Enter thi i
< /\ /l /, \, /" Enter this figure in column 13(c}(1)
SHORE ESTABLISHMENT COSTS TO PREPARE AND S}B"\hﬁ/&
PAY GRADE | NO.HOURS | X HOURLY RATE = 9Ea\f¥-=?\ b 2}‘}’\‘/&'}"'55".5&9 = TOTAL COSTS BY
RN N kel

otal Cost to Prepare and Submit One Report: $

\/ X Commands Required to Submit = $
N \ /Q - X Reports per Year | $
I// 7 N\ r r

Total Cost to Prepare and Submit | ** $

**Enter this figure in column 13(c)(2)

SAMPLE COMPU'@O/ (SALARIES ARE NOT ACCURATE)

PAY GRADE NO. HOURS X HOURLY RATE = PERSONNEL + 25% OVERHEAD = TOTAL COSTS BY
SPENT COSTS PAY GRADE
0-2 (Note 1) .25 7.45 1.86 0.47 2.33
E-8 (Note 2) 3 7.45 22.35 5.59 27.94
GS-4 (Note 3) 1 4.77 477 1.19 5.96

Total Cost to Prepare and Submit One Report: $36.23
X 4 Commands Required to Submit

X 4 Reports per Year

Total Caost to Prepare and Submit

Note 1: Reviews and signs report.
Note 2: Collects required information; prepares chart; writes report.

Note 3: Types and mails report.

OPNAV 5214/10 (REV. 9-81) (BACK)

Enclosure (
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