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SPAWAR | NSTRUCTI ON 5000. 18A

From Conmander, Space and Naval Warfare Systens Comand

Subj: RELI EF AND CHANGE OF COMVAND PROCEDURES FOR CODE HEAD
DI RECTORATE/ PROGRAM MANAGERS AND MAJOR SYSTEMS MANAGERS

Ref : (a) U S. Navy Regul ations 1990
(b) OPNAVI NST 3120.32C, Standard Organi zation and
Regul ations of the U S. Navy

1. Purpose. Provides policy and procedures for docunenting
accountability and reporting program status upon the relief of
Space and Naval Warfare Systens Command ( SPAWAR) and/or relief
of Code Heads, Directorates, Program Managers (PMA$) and Maj or
Systenms Managers.

2. Cancellation. SPAWARI NST 1500. 18

3. Background. Reference (a) outlines Change of Conmand
procedures for Commanders and Commandi ng Officers. Reference
(b) provides further details extending to the departnent head

| evel . For the purpose of this instruction, departnent head
responsibilities outlined in reference (b) are extended to

i ncl ude SPAWAR Code Heads, Directorates, Program Managers (PM\)
and Maj or Systens Managers.

4. Policy. The Conmmander, Space and Naval Warfare Systens
Command designates Staff Code Heads, Directorate Heads, PMAs and
maj or systens nanagers to nmanage system acqui sitions requiring

i ntensi fied managenment because of dollar thresholds or other
factors of special interest. In order to fix responsibility and
accountability at the time of transition, the status of each
desi gned program shall be docunented and reported at the tine a
change of nmanager occurs.

5. Procedures. Prior to a SPAWAR change of command or turnover
of responsibilities in conjunction with relief, an incunbent
being relieved will acconplish the follow ng actions before the
transfer of responsibility occurs:
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a. Docunent and point out any defects or peculiarities of
the office, particularly noting critical factors and/or
deficiencies in programreadi ness, fiscal integrity, program
performance or safety.

b. Deliver all unexecuted orders, all regulations and
orders in force, and all official correspondence and infornmation
concerning the program and personnel that may be of service to
the relief. The incunbent will not renove the original records
of official correspondence, original letters, docunents, or
papers concerning the programor its personnel. The incunbent
may, however, retain authenticated copies consistent with
applicable laws, rules, regulations and/or instructions,

i ncluding those relating to personal privacy, acquisition
sensitivity and national security.

c. Deliver all docunents required by regulations either to
be kept or supervi sed.

d. Submt input material for officer fitness reports and
sign all |ogbooks, journals and other docunents requiring the
i ncunbent's signature up to the date of relief.

6. Turnover. At the time of turning over, the officer or
manager being relieved will assenble all avail abl e personnel,
read the orders of detachnent and turn over the programto the
relieving officer, who will read the assunpti on orders and
assune | eadershi p.

7. Turnover Report. The Code Head, Directorate, PMNor System
Manager being relieved will prepare a turnover report
identifying any conditions within the program having the
potential to adversely affect safety, well -being, readiness,
fiscal integrity or program performance and specifying a
proposed plan to correct them The relieving nmanager will
endorse this report. [If the relieving manager does not concur,
he shall specify where the report is inaccurate or inconplete
and will provide the nmanager being relieved the opportunity to
comment. The relieving manager will report the actual
assunption of responsibility as part of the endorsenent. The
report will be addressed to COMSPAWAR, via the internal chain of
command. A copy will be retained by each individual between
whom the transfer of responsibilities takes place.
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8. Reports. The reporting requirenent contained in paragraph 6
above is exenpt fromreports control by OPNAV Instruction
5214.7.

9. Action. Al addressees will conply with the provisions of
this instruction.
/sl
K. D. SLAGHT

Di stribution:
SPAWAR List 4



