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DIRECTOR, NAVY STAFF


N09B

Mission:  To advise and assist VCNO in executing organizational, resource, management and administrative responsibilities in support of the Office of the Chief of Naval Operations (OPNAV), OPNAV Support Activity (OPNAVSUPPACT), and Operating Forces and shore activities under the command of CNO as assigned.

Functions:

1.  Serves additional duty as Commander, OPNAVSUPPACT.

2.  Serves as CNO Committee Management Officer for Federal Advisory Committees and other committees sponsored by OPNAV.

3.  Administers OPNAV and OPNAVSUPPACT civilian personnel programs including the CNO Civilian Drug Free Workplace Program and civilian training matters.

4.  Administers CNO responsibilities for Senior Executive Service personnel within OPNAV and the CNO claimancy including professional development training.

5.  Serves as Acquisition Training Representative for the CNO Defense Acquisition Workforce Program.

6.  Serves as Equal Employment Opportunity Officer for OPNAV and assigned shore activities.  

7.  Is responsible for the military Equal Opportunity and Drug and Alcohol Programs for OPNAV and assigned shore activities
.  

8.  Oversees the assigned responsibilities of the Director, Field Support Activity in the management of resources (funds, manpower and facilities) in support of activities comprising the N09B Resource Sponsorship.  

9.  Serves as Resource Sponsor for Naval Education and Administration which includes military and civilian manpower management as well as long range fiscal programming.

10.  Executes OPNAV/OPNAVSUPPACT fiscal budgets, and manages military and civilian personnel assets assigned to the two activities.

11.  Oversees the assigned responsibilities of the Director, Naval Historical Center, including the management and administration of the Naval Historical Program, the Navy Art Program, and Navy museums and libraries.

12.  Provides support to CNO, VCNO, and OPNAV staff in legal, legislative, disciplinary and ethics matters.

13.  Provides Command Career Counseling and Retention services to OPNAV personnel.

14.  Coordinates and schedules special mission airlift in support of eligible executive personnel.

15.  Provides senior command advisor to OPNAV enlisted personnel and their dependents.

16.  Provides military personnel support and travel services to OPNAV personnel.

17.  Allocates quotas for and schedules mandatory OPNAV officer orientation training, including the OPNAV Action Officers Course, OPNAV Requirements Officer Course, and ADP Orientation.  Schedules and conducts other required orientation and refresher training, including Security, Equal Employment Opportunity, Navy Rights and Responsibilities, General Military Training, and other Enlisted Indoctrination training.

18.  Develops, implements and administers programs and services for the organization and management of OPNAV and subordinate CNO commands and activities, including:


a.  Management Control Program


b.  Command Evaluation Program


c.  Audit Liaison and Follow up


d.  Hotline Referral Program


e.  Management Headquarters Program


f.  OPNAV Conferences and Committees


g.  OPNAV Organization Manual and Charts


h.  OPNAV Administrative Manual


i.  Standard Organization and Regulations of the U.S. Navy Manual (SORM
)


j.  Project Handclasp

19.  Develops policy and documents command relationships governing the establishment, disestablishment and modifications of the Operating Forces of the Navy and the Naval Shore Establishment.

20.  Provides OPNAV-wide support services including:


a.  Central Mail Room


b.  Printing Services

21.  Develops and administers the OPNAV Physical, Personnel, Industrial, and Information Security Programs.

22.  Manages and directs the DON Freedom of Information and Privacy Act Programs.

23.  Develops DON Records Management Program policy and executes the records management program within the Office of the Secretary of the Navy, the Office of the Chief of Naval Operations, and the operating forces and shore establishment of the Navy.

24.  Coordinates and implements DON action on military awards, decorations, citations and commendations.

25.  Serves as OPNAV Chief Information Officer (CIO
).  

26.  Serves as President, Navy Uniform Board
.  

27.  Serves as OPNAV CAO for COMNAVDIST, Washington; Director, NAVHISTCEN; and Director, FLDSUPPACT.  
.
-- 0 --

OPNAV CHIEF INFORMATION OFFICER

N09BC

Mission:  To provide leadership, guidance and support of Information Management (IM)/Information Technology (IT) to the OPNAV staff and to ensure implementation of IM/IT practices that support goals and objectives of the DON.

Functions:

1.  Provides the OPNAV staff with access to information and related tools they need to more effectively perform their tasks.

2.  Supports the OPNAV staff in designing and implementing a streamlined and more efficient processes that take full advantage of IM/IT capabilities.

3.  Support the rapid evolution to a shared infrastructure that address OPNAV and DON interoperability requirements in a cost-effective manner.

4.  Ensures an OPNAV-wide competency to plan, manage and use IM/IT applications, tools and information services.

5.  Applies IM/IT to enhance job enrichment, skills development and quality of life.

6.  Provides a fast, effective means to procure and deliver IM/IT equipment, software and services.

7.  Develops, manages and functions as the content editor for two specific senior officer level websites.

8.  Ensures coordination between the OPNAV staff and the DON CIO, on all IM/IT capabilities.

-- 0 --

ASSISTANT FOR CIVILIAN PERSONNEL AND SES POLICY

N09BD

Mission:  To advise and assist N09B and N09 in the administration and oversight of civilian personnel matters, including the Senior Executive Service (SES) within OPNAV and the CNO claimancy
.

Functions:

1.  Advises on civilian personnel policies issued by Office of Personnel Management, SECDEF, SECNAV, and DASN (CP/EEO), and serves as N09B authority for review of any application of new civilian personnel policy.

2.  Reviews and makes recommendations on civilian personnel matters submitted by activities comprising the CNO claimancy for N09B, VCNO and SECNAV resolution.

3.  Advises and assists in civilian personnel matters as required by activities comprising the CNO claimancy.

4.  Administers OPNAV civilian personnel matters:


a.  Acts as originator and liaison with HRO and HRSC on all OPNAV civilian person​nel matters.


b.  Coordinates and identifies OPNAV civilian personnel training requirements in response to HRSC training program needs.  Approves DD1556s and forwards them to Field Support Activity (FLDSUPPACT) for payment.


c.  Coordinates with FLDSUPPACT on all new OPNAV staffing requirements.


d.  Advises, administers and oversees civilian personnel honorary awards, and serves as Executive Secretary to the OPNAV Employee Appraisal and Awards Board
. 


e.  Serves as Executive Secretary to the DNS Awards Board and monitors all OPNAV cash award expenditures.


f.  Serves on the OPNAV Civilian Leadership Council.


g.  Administers the Executive and Management Development Programs.


h.  Serves as OPNAV time and attendance administrator.

5.  Administers the SES program for CNO and designated Echelon 2 commands:


a.  Advises on SES matters, and assists OPNAV Principal Officials and designated Echelon 2 commands having SES members.


b.  Coordinates all SES position establishment/disestablishment, recruitments, reassignments, promotions, and awards within CNO and designated Echelon 2 commands.


c.  Coordinates with N09BX the New Flag and SES Conference and the All Flag Conference.

6.  Serves as Executive Secretary of the CNO Executive Resources Board
, chaired by the VCNO; provides staff support to the DON Executive Resources Board, chaired by the Under Secretary of the Navy and the CNO Performance Review Boards, composed of flag and SES members.

7.  Administers the CNO Civilian Drug Free Workplace Program.  Serves as OPNAV Civilian Drug Program Coordinator.

8.  Administers the OPNAV Leave Share Program.

9.  Serves as the CNO point of contact on civilian/military acquisition workforce issues.  Responsible for the allocation of mandatory training quotas and education funds.

-- 0 
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ASSISTANT FOR EQUAL EMPLOYMENT OPPORTUNITY AND EQUAL OPPORTUNITY

N09BE

Mission:  To serve as principal advisor and assistant to N09B in the management of OPNAV Equal Employment Opportunity (EEO)/Equal Opportunity (EO) Programs and development of command-wide program policies and plans for those activities comprising the CNO (N09B) claimancy; to formulate and implement policies concerning interpersonal relations, morale, job satisfaction, discipline, utilization, and training of command personnel in order to promote traditional standards of good order and discipline for those activities comprising the CNO (N09B) claimancy.

Functions:

1.  Serves as Deputy Equal Employment Opportunity Officer (DEEOO) for civilians and as Equal Opportunity Advisor (EOA) for the military in OPNAV.

2.  Serves as Command Deputy Equal Employment Opportunity Officer (CDEEOO) and EOA for activities comprising the CNO (N09B) claimancy, providing direction, guidance, and assistance in EEO and EO matters.

3.  Participates with line and staff managers in developing and reviewing current and proposed EEO/EO policies, programs, and decisions affecting civilian and military personnel administration to ensure consistency and compliance with DON policy.

4.  Develops methods for reviewing EEO activity policies, procedures, actions, achievements, and problems concerning improvement of the status of minorities and women.  Initiates actions to assist activities in overcoming impediments.

5.  Advises activity heads on formulation and implementation of changes in policies pertaining to EEO/EO and diversity issues in the CNO (N09B) claimancy.

6.  Provides guidance to activity EEO and EO officials 
in developing and carrying out effective EEO/EO programs and in processing and resolving complaints of discrimination.

7.  Manages and administers Alternate Dispute Resolution Program for OPNAV and CNO (N09B) claimancy.

8.  Conducts command EEO/EO surveys and assist visits to ensure and promote program compliance.

9.  Prepares OPNAV Affirmative Employment Program Plan (AEPP) for minorities and women, and an AEPP for the disabled.  Prepares consolidated AEPPs for those activities comprising the CNO (N09B) claimancy.

10.  Advises the OPNAV Equal Employment Opportunity/EO Officer on all matters pertaining to EEO/EO complaints of discrimination and sexual harassment, and the cognizant OPNAV Principal Official 
on the same matters which are elevated by Echelon 2 activities to CNO for processing or resolution.

11.  Serves as N09B's representative for EEO/EO matters, for consultation with activity officials, command civilian personnel managers, other headquarters EEO/EO officials, and the staff of the DON Director of Equal Employment Opportunity.

12.  Administers the EEO Program (Civilian) and EO Program (Military) for OPNAV and activities comprising the CNO (N09B) claimancy.

13.  Administers the military Family Advocacy Program (FAP) for OPNAV and acts as the command representative for OPNAV.

14.  Manages/oversees the Military Drug and Alcohol Abuse Prevention Program for OPNAV and CNO (N09B) claimancy as the Alcohol and Drug Control Officer (ADCO).

15.  Monitors the military Affirmative Action Plans for those activities comprising the CNO (N09B) claimancy.

16.  Serves as OPNAV's Command Financial Specialist.
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ASSISTANT FOR FIELD SUPPORT

N09BF

Mission:  To serve as principal advisor to N09B in the management of resources (funds, manpower and facilities) in support of OPNAV Activity Budget, and the programs and claimants comprising the N09B Resource Sponsorship
.

Functions:

1.  N09BF is additional duty for the Director, Field Support Activity.

2.  Interprets legislation, regulations and directives to deter​mine their resource management implications.

3.  Reviews ASN (FM&C) decisions and those of other authorities (OSD, OMB, Congress); advises N09B of the impact of those decisions on the OPNAV Activity Budget, and the programs and claimants comprising the N09B Resource Sponsorship.

4.  Assists N09B during the Resource Sponsor Program Objective Memorandum for Administration and Support process.

5.  Represents N09B in dealing with other Navy activities, DOD and non-DOD agencies on fiscal matters; maintains liaison with those agencies and activities; attends fiscal management conferences, committees, study groups and panels.

6.  Advises N09B (the designated OPNAV CAO) on matters related to the management of the Field Support Activity
.
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DIRECTOR OF NAVAL HISTORY

N09BH

Mission:  To advise N09B on historical matters and to plan for, direct and maintain oversight of the conduct of historical programs of the Navy.

Functions:

1.  N09BH is additional duty for the Director, Naval Historical Center.

2.  Develops Navy-wide policy on historical matters, including maintaining a Command History Program to ensure that operations of the Navy are properly documented.

3.  Provides policy for collection, organization, declassification, and preservation of significant historical records and material.

4.  Develops requirements for research in and publication of naval histories; promotes the study of naval history within and outside the Navy and encourages the growth of historical awareness among naval professionals.

5.  Advises N09B (the designated OPNAV CAO) on matters related to management of the Naval Historical Center.

6.  Prepares CNO correspondence relating to names and sponsors for ships, facility names, ships' anniversary and commissioning letters, and historical data plaques.

7.  Serves as Curator for the Navy in planning and overseeing programs to acquire, preserve and manage items of historical value held by all naval commands and activities.

8.  Develops policy for the management of historic naval state craft, and acts as administrative permitting agency for archaeological activity affecting them.

9.  Develops policy for and coordinates the activities of Navy museums, and monitors the activities of memorialized ships and nongovernmental naval and maritime museums.

10.  Sets policy for all art owned by the Navy, including acquisition, conservation and display of Navy Art.

11.  Manages Naval Historical Center Fund and is the cognizant official for gifts of personal property for the benefit of the Naval Historical Center.

12.  Maintains liaison and represents N09B in dealings with other Navy activities and DOD and non-DOD agencies on Navy history, museum, art and library program matters; and speaks for N09B at conferences, committees, study groups, panels, etc.
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ASSISTANT FOR LEGAL AND LEGISLATIVE MATTERS

N09BL

Mission:  To advise and assist in legal, legislative, organizational, and disciplinary matters.

Functions:

1.  Serves as counsel to VCNO, DNS, OPNAV Principal Officials, and CNO Echelon 2 commands without an assigned Staff Judge Advocate.

2.  Prepares and coordinates CNO comments on items of legislation (except authorizations and appropriations), Executive Orders and proclamations.

3.  Reviews and coordinates proposed changes to U.S. Navy Regulations for SECNAV approval.

4.  Coordinates changes to manuals of bureaus, commands, and offices submitted to CNO for approval.

5.  Coordinates the review of JAG manual records of investigations (except those dealing with security violations within OPNAV).

6.  Reviews, as required, the legal aspects of proposed organizational changes.

7.  Prepares and reviews VCNO recommended action on disciplinary matters, courts-martial, and complaints of wrong.

8.  Provides legal and administrative services in standards of conduct/conflict of interest matters and acts as principal OPNAV ethics counselor.

9.  Processes gifts to the Navy accepted or endorsed by DNS per CNO delegation.

10.  Provides legal advice and other legal services for the OPNAV staff, as required.

-- 0 --

OPNAV CAREER COUNSELOR

N09BN

Mission:  To advise and assist CNO, VCNO and N09B on all retention related matters and viewpoints for the OPNAV staff; to provide career benefits/Transition Assistance counseling to all enlisted, officers and family members of the OPNAV staff
.

Functions:

1.  Serves as OPNAV Command Career Counselor and member of the OPNAV retention team.

2.  Provides technical assistance to other OPNAV retention team members.

3.  Maintains an awareness of revisions and innovations to the Navy retention program.

-- 0 --

ASSISTANT FOR NAVY UNIFORM MATTERS

N09BU

Mission:  To review matters relating to Navy uniforms and civilian clothing allowances for active duty Navy personnel; to advise N09B on any perceived problems or cases requiring improvements in Navy uniforms and grooming standards of Navy personnel.  

Functions:

1.  Coordinates and monitors implementation of matters pertaining to individual clothing and policy.

2.  Reviews and recommends required changes concerning design, detail, and material of uniform items.

3.  Coordinates and monitors the development, testing, procurement, issue and retail of uniforms to ensure compliance with uniform regulations.

4.  Maintains and interprets U.S. Navy Uniform Regulations directed by CNO.  Works in concert with sister services on uniform matters.

5.  Submits individual clothing allowances for CNO-approved seabag requirements to the Office of the Assistant Secretary of Defense (Personnel and Readiness) for approval.
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COMMAND MASTER CHIEF FOR OPNAV

N09BW

Mission:   To serve as the senior enlisted advisor to CNO, VCNO, and N09B on all matters concerning the needs and viewpoints of OPNAV enlisted men and women and their dependents; to serve as advisor to the Planning Board for Training
.

-- 0 --

STAFF OPERATIONS AND SPECIAL EVENTS

N09BX

Mission:  To manage and execute special actions and events in support of the VCNO/CNO as tasked by the Director, Navy Staff (DNS) and to provide protocol assistance/information throughout the DON.

Functions:

1.  Coordinates designated flag officer active/retired and flag officer selection orientation conferences.  Arranges for all associated logistics.

2.  Coordinates the OPNAV Action Officer Course.

3.  Coordinates with SECDEF, SECNAV, and CJCS Protocol Offices and OLA for special events.

4.  Coordinates with CNO’s Protocol Officer for social events associated with designated special events hosted or attended by the CNO.

6.  Coordinates additional logistical support for other events as directed by DNS:  transportation, lodging, security, audio-visual, etc.  

6.  Maintains/prepares/mails invitation lists for designated special events.

-- 0 --

ORGANIZATION AND MANAGEMENT SERVICES DIVISION

N09B1

Mission:  To carry out N09B responsibilities of administering management and service support programs affecting the Department of the Navy, OPNAV and other headquarters, and shore and fleet activities.  Department of the Navy management programs include Project Handclasp; Privacy Act; Freedom of Information Act; military awards administration; records management and directives control; shore and fleet activity establishment and disestablishment; management control; and command evaluation.  OPNAV service support programs include:  civilian and military personnel support; physical, and industrial security; correspondence control; OPNAV organization administration; hotline complaints; audit liaison; and procurement of supplies and services.  

Functions:

1.  N09B1H serves additional duty as Director, Project Handclasp, a Navy program to promote international goodwill and improved relations through humanitarian assistance to overseas countries. (N09B1H)

2.  Exercises primary responsibility for effective management of Project Handclasp operations under administrative and resource sponsorship of N09B.  (N09B1H)

3.  Executes policy guidance provided by N3/N5 (specifically N52) as program sponsor for Navy overseas development assistance programs.  (N09B1H)

4.  Manages the Privacy Act (PA) and Freedom of Information Act (FOIA) programs for the DON.  (N09B10
)


a.  Interprets federal legislation and DOD policies and incorporates them into DON directives.  


b.  Processes PA and FOIA requests.  


c.  Approves and maintains the Navy’s inventory of PA systems of records.  


d.  Authors and manages the DON websites on PA and FOIA.  


e.  Inspects PA and FOIA programs of DON field activities.  


f.  Approves and conducts DON-wide training in PA and FOIA.  


g.  Represents DON on appropriate boards and committees.  


h.  Prepares the Annual FOIA Report to the Department of Justice.  (N09B10)

5
.  Develops and administers the OPNAV Physical, Personnel, Industrial, and Information Security Programs.  (N09B11)

6.  Coordinates action on the OPNAV ADP and TEMPEST SECURITY Programs.  (N09B11)

7.  Controls Pentagon parking permits allocated to OPNAV and issues NDW Decals for naval personnel assigned.  (N09B11)

8.  Administers the issuance of passes to OPNAV personnel for DOD Building Passes, ANMCC and the Joint Emergency Evacuation Plan (JEEP).  (N09B11)

9.  Develops and maintains an OPNAV Loss Prevention Program and Plan for safeguarding OPNAV property.  (N09B11)

10.  Controls and maintains accountability records for Top Secret and all NATO material received in OPNAV.  Provides for the Top Secret Control Officer for OPNAV.  (N09B11)

11.  Develops and administers the Command Urinalysis Testing Pro​gram for naval personnel assigned.  (N09B11)

12.  Provides for assignment and replacement of enlisted personnel within OPNAV and OPNAVSUPPACT.  (N09B12)
 
13.  Coordinates administrative personnel services for military personnel assigned to OPNAV and OPNAVSUPPACT.  (N09B12)
 
14.  Establishes quotas, and assigns newly reporting officer and enlisted personnel to mandatory OPNAV indoctrination and famil​iarization training.  (N09B12)
15.  Processes military personnel change requests, providing validated change data to CHNAVPERS, and maintains OPNAV and OPNAVSUPPACT Military Personnel Authorizations.  (N09B12)
19.  Provides and coordinates action on all recommendations referred to CNO relating to military decoration, medals, commendations, and operation or engagement stars.  Maintains the Awards Information Management System (AIMS) which is the Department of the Navy’s awards database of all personal awards and unit awards.  (N09B13)

20.  Handles and processes awards presented to foreigners from the U.S. Navy and those given to U.S. personnel from foreign governments.  Serves as custodian for all foreign gifts of more than minimal value presented to U.S. Navy personnel or members of their family.  Maintains inventory, secures items turned in, and coordinates sale to recipient or transfer of items to GSA.  (N09B13)

21.  Provides technical advice and guidance regarding awards policy, procedures and processing to BUPERS; DoD; JCS; other services, and Navy commands.  Periodically publishes awards instructions and notices.  (N09B13)

22.  Responds to and provides adjudication to inquiries for both contemporary and old awards from all sources.  Serves as DON action officer for processing, coordination and adjudication of awards and awards policies submitted under Section 526 of Defense Authorization Act (DAA) 96.  (N09B13)

23.  Serves as action officer on JCS actions regarding awards.  Attends and represents CNO at meetings with DoD and other services for all awards matters.  (N09B13)

24.  Manages the operations of the Board of Decorations and Medals (NDBDM), established by the Secretary of the Navy (SECNAV) to provide assistance and advice in all matters of policy, procedures, and administration with regard to decorations and medals in the DON; coordinates and processes all awards and awards policy procedures for the SECNAV (contemporary and old).  Coordinates and conducts the SECNAV Awards Board Meetings.  Oversees, reviews and ensures compliance with SECNAVINST 1650.1F of all delegated authority commands for awards processing.  (N09B13)

25.  Serves as DON action officer for all Congressional and DoD-mandated awards initiatives and special projects.  (N09B13)

25.  Publishes OPNAV-wide guidance on proper correspondence handling, preparation procedures and changes.  Is responsible for the tracking and completion of general correspondence, Congressional correspondence and Reports to Congress in the time allotted by the SECNAV Writing Guide.  Monitors overdue taskers and requests for extensions from Action Officers within OPNAV.  (N09B14)

27
.  Serves on various Working Groups (N09B, SECNAV’S REACT, and input to the PAPA) relating to updating the current correspondence tracking system used by SECNAV or OPNAV.  (N09B14)

28.  Attends weekly SECNAV GAFCI meeting with counterpart offices e.g., OGC, ASN (M&RA), ASN (RDA), ASN (FM), CMC and BUPERS that discuss procedures, overdue items and refinements in tracking systems.  (N09B14)

29.  Coordinates with the various Congressional Staffers and OPNAV Action Officers on matters that relate to congressional taskers.  Provides telephonic assistance to OPNAV organizations, public and other government agencies regarding correspondence and archival matters.  (N09B14)
30.  Approves and conducts semi-annual correspondence workshops for OPNAV personnel and visits the secretariats to assist in correspondence issues.  Ensures OPNAV secretariats are trained in proper records preparation and disposal techniques, and in proper correspondence preparation and extension procedures.  (N09B14)
31.  Controls and maintains Hot List items and short-fused correspondence addressed to the Secretary of the Navy, Office of Secretary of Defense or Chief of Naval Operations.  (N09B14)
32.  Maintains various mediums of classified (up to Secret) and unclassified CNO master files (paper, microfiche and CD-ROM dated back to 1948.  Maintains in-house tracking system for collecting data and keeping track of correspondence processed.  (N09B14)

33.  Prepares records for retirement to the Federal Records Center.  Retrieves records from National Archives and Federal Records Center for dissemination of information to public/government personnel.  Performs quality control checks on records that are stored in-house and at the Federal Records Center.  (N09B14)

34. Provides correspondence delivery service for Navy activities in the Pentagon and Washington Navy Yard.  (N09B14)

35.  Administers the issuance of annual serial numbers for all OPNAV and N09B N-codes. (N09B14)

26.  As the Department of the Navy (DON) Records Manager, is designated as the official responsible for managing the DON’s records management program per 36 CFR Chapter XII.  Develops program policy and implementing procedures for the creation, use, maintenance, and disposition of DON records per U.S. Statutes, Public Laws, Federal Regulations, Executive Orders, Department of Defense Directives, and other authorities.  Prepares records management policy directives for the signature of the Secretary of the Navy and Chief of Naval Operations.  (N09B15)

27.  Provides records management guidance to the immediate offices of the Secretary of the Navy, the Chief of Naval Operations, and their staff offices (Federal Records Groups 428 and 038).  (N09B15)

28.  Directs and issues procedures for managing records of the immediate offices of the Secretary of the Navy and the Chief of Naval Operations (Federal Records Groups 428 and 038).  (N09B15)

29.  Is the DON’s designated single point of contact and liaison with the National Archives and Records Administration for Department of the Navy records management policy issues and for development and approval of new records management disposition regulations and guidelines.  (N09B15)

30.  Develops DON policy for:  correspondence management; the Department of the Navy’s Standard Subject Identification Code (SSIC) filing system; directives management; reports management; forms management; and vital records.  (N09B15)

31.  Manages the Standard (SF), Optional (OF), and Department of Defense (DD) forms programs for the Department of the Navy; manages the SECNAV and OPNAV forms programs for the Office of the Secretary of the Navy and the Chief of Naval Operations; and directs and maintains the Department of the Navy electronic forms program.  (N09B15)

32.  Manages the Public and Interagency Reports programs for the Department of the Navy; manages the SECNAV and OPNAV reports programs for the Office of the Secretary of the Navy and the Chief of Naval Operations; manages the Department of the Navy’s public reporting program including preparation and submission of the annual Information Collection Budget (ICB) report to the OMB via OSD.  (N09B15)

33.  Manages the Secretary of the Navy/Office of the Chief of Naval Operations (SECNAV/OPNAV) Directives Control Office; maintains the master case files of SECNAV/OPNAV directives; and maintains the Department of the Navy’s master files of DOD Directives.  (N09B15)

34.  Manages the Navy Electronics Directives System (NEDS).  (N09B15)

35.  Coordinates organization actions and proposals referred to CNO.  Provides recommendations to N09B concerning organizational changes.  (N09B16)

36.  Serves as primary contact for DON and OPNAV organizational information; maintains official DON and OPNAV organization charts; and provides technical assistance in organization matters as requested.  (N09B16)

37.  Develops Navy-wide policy on convening conferences involving the use of Navy TAD funds, and monitors internal OPNAV compliance.  Recommends to N09B concurrence or non-concurrence on requests to convene OPNAV sponsored conferences that require the use of Navy TAD funds.  (N09B16)

38.  Prepares correspondence to advise OSD of changes to the approved list of Navy management headquarters activities contained in DOD Directive 5100.73.  (N09B16)

39.  Develops OPNAV organization policy and standards, and reviews proposed changes to the OPNAV organization.  Forwards proposals to N09B, recommending concurrence or non-concurrence.  (N09B16)

40.  Administers the Federal Executive Boards (FEB) Program for DON.  (N09B16)

41.  Administers the CNO Committee Management Program.  (N09B16)

42.  Maintains and publishes the following Manuals:  (N09B16)


a.  OPNAVINST 5430.48E, OPNAV Organization Manual;


b.  OPNAVINST 5000.48C, OPNAV Administrative Manual; and 


c.  OPNAVINST 3120.32C, Standard Organization and Regulations of the U.S. Navy Manual (SORM).  

43.  Administers the Command Inspection Program for specified activities for which N09B is designated CAO.  Monitors, tracks, and conducts follow-up on recommen​dations.  (N09B16
)

44.  Maintains the Chain of Command for officially established Navy shore activities and makes it available to Navy community electronically.  (N09B16)

45.  Maintains the Administrative Chain of Command for Navy fleet activities and makes it available to Navy community electronically.  (N09B16)

46.  Manages the Standard Navy Distribution List (SNDL) database, updates on a monthly basis through published monthly serial change, and distributes the SNDL throughout Navy via the Navy Directives website (as OPNAVNOTE 5400), N09B16 computer bulletin board, or in disk form to Navy and public users.  (N09B16)

47.  Coordinates actions to establish or disestablish CNO sponsored shore activities and detachments.  Implements establishment, disestablishment or modification actions by publishing OPNAV 5450 notices and CNO letters.  (N09B16)

48.  Establishes and disestablishes units of the operating forces of the Navy.  Issues administrative assignments of units in the operating forces of the Navy (OPNAVINST 3110.3Q).  Assigns homeports to new construction ships of the Navy operating forces, and approves changes of homeports for ships as requested by the Fleet Commanders in Chief (FLTCINCs) for force planning purposes.  Assigns permanent duty stations to aviation squadrons, construction battalions, and other activities and staffs in the operating forces of the Navy.  (N09B16)

49.  Sponsors and maintains the following additional SECNAV and OPNAV instructions:  (N09B16)


a.  SECNAVINST 5450.4E


b.  OPNAVINST 5450.169D


c.  OPNAVINST 3111.14U


d.  OPNAVINST 5450.24D


e.  OPNAVINST 5450.171C

50.  Develops and implements policy and procedures for managing OPNAV actions on NAVAUDSVC findings, recommendations, visit requests, reporting and on-site verification requirements.  (N09B17)
51.  Serves as OPNAV central control point for NAVAUDSVC and NAVINSGEN requests, taskings, unresolved issues, or finding disagreements.  Tracks assigned actions in CNO, and assists in resolution of issues.  (N09B17)
52.  Maintains liaison with and arranges pre-resolution meetings of OPNAV and NAVAUDSVC representatives with NAVINSGEN (UNSECNAV's designated decision facilitator) for adjudication of unresolved NAVAUDSVC issues or recommendations.  (N09B17)
53.  Manages, coordinates, and reports on Hotline Program referrals directed to OPNAV for appropriate action by NAVINSGEN.  (N09B17)
54.  Implements DOD and DON policy procedures for the Management Control (MC) Program.  Develops and issues MC Program guidance for OPNAV and CNO command subordinates.  (N09B17)
55.  Develops and conducts MC Program training, provides quality assurance assistance, and conducts MC Program assist visits for OPNAV and CNO command subordinates.  (N09B17)
56.  Analyzes reports of MC evaluations or alternative sources (e.g., audits, inspections, investigations, or reports indicating fraud, waste, abuse or mismanagement problems) to determine trends, or identify systemic or Navy-wide material weaknesses.  (N09B17)
57.  Directs and/or monitors corrective action on identified material weaknesses or deficiencies.  Develops and maintains a follow-up system to verify initiation, completion, adequacy or effectiveness of corrective actions.  (N09B17)
58.  Prepares the annual CNO MC Program Certification statement for VCNO signature, based on OPNAV and other CNO command inputs, as well as other periodic MC Program reports required by SECNAV.  (N09B17)
59.  Develops and issues CNO guidance concerning the DON Command Evaluation Program.  (N09B17)
60.  Allocates Official Representation Funds (ORF) to major naval commands.  Monitors use of ORF resources, reviews circumstances when purpose is questionable, and prepares recommendations for CNO or SECNAV approval.  Maintains fiscal records and prepares documentation and justification for ORF budget.  (N09B17)
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�PAGE \# "'Page: '#'�'"  ��This function was separated from the previous function (#6) in order to call attention to the military EO program.


�PAGE \# "'Page: '#'�'"  ��N09B Resource Sponsorship changed from CNO Claimancy.


�PAGE \# "'Page: '#'�'"  ��new addition


�PAGE \# "'Page: '#'�'"  ��new addition


�PAGE \# "'Page: '#'�'"  ��Does N09B still own the mail room?


�PAGE \# "'Page: '#'�'"  ��deleted “c.  Supplies and Equipment; d.  Space and Physical Facilities; e.  Property Management and Inventory Control”


�PAGE \# "'Page: '#'�'"  ��Added.


�PAGE \# "'Page: '#'�'"  ��Is there still a Navy Uniform Board?  It was deleted from the functions of the N09BU.


�PAGE \# "'Page: '#'�'"  ��deleted USNA, NAVPGSCOL and NAVWARCOL.  Added those to N7’s list


�PAGE \# "'Page: '#'�'"  ��No update to mission & functions received due to pending organization change.  Mission & functions reflect latest draft.


�PAGE \# "'Page: '#'�'"  ��Should this include “designated echelon 2 commands having SES members”, per function #5?


�PAGE \# "'Page: '#'�'"  ��N09B16 committee records refer to an OPNAV Incentive Awards Board.  Is function 4d title just a new title?


�PAGE \# "'Page: '#'�'"  ��N09B16 committee records also contain an Ad Hoc Executive Resources Board.  Should that be identified in the functions?


�PAGE \# "'Page: '#'�'"  ��Should there be a function on civilian manpower?


�PAGE \# "'Page: '#'�'"  ��Proposed change submitted added “Command Managed Equal Opportunity (CMEO)”.  Changed this instance to EO (vice CMEO) to agree with previous deletion of “Command Managed”.  If this is incorrect, please advise.


�PAGE \# "'Page: '#'�'"  ��Do you mean the Command Assist Official (CAO) since all echelon 2s technically report to CNO?  If so, should this be identified as one of the duties of the CAO listed in Chapter III of this Manual?


�PAGE \# "'Page: '#'�'"  ��ADDU role is identified as a function to be consistent with the rest of the Manual.


�PAGE \# "'Page: '#'�'"  ��Function retained (was not included in N09BF draft submission).


�PAGE \# "'Page: '#'�'"  ��Update of mission & functions eliminated assignment as Training Coordinator for enlisted training as well as a reference to the Planning Board for Training (PBT).  Does N09BN no longer have a role in this?


�PAGE \# "'Page: '#'�'"  ��No update received; reflects verbiage of OPNAVINST 5430.48D.


�PAGE \# "'Page: '#'�'"  ��Does the Planning Board for Training still exist?


�PAGE \# "'Page: '#'�'"  ��Should a function of N09BX be included in the N09B list of functions?


�PAGE \# "'Page: '#'�'"  ��Identified subfunctions as individual subparagraphs for ease in reading/locating responsibilities.


�PAGE \# "'Page: '#'�'"  ��No update received for N09B11 (functions 5-11).  Please ensure accuracy.


�PAGE \# "'Page: '#'�'"  ��Deleted function on personnel services for N09B14 staff (standard supervisory duties).


�PAGE \# "'Page: '#'�'"  ��Check on current NAVINSGEN policy on “inspections”.
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