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(e) Obtain GSA approval for each
new, revised or canceled Standard and
Optional form, 60 days prior to planned
implementation. Certify that the forms
comply with all applicable laws and
regulations. Provide an electronic form
unless exempted by §102-194.40. Revised
forms not approved by GSA will result
in cancellation of the form.

(f) Provide GSA with both an elec-
tronic (unless exempted by §102-194.40)
and paper version of the official image
of the Standard or Optional form prior
to implementation.

(g) Obtain the prescribing agency’s
approval for exceptions to Standard
and Optional forms, including elec-
tronic forms or automated formats
prior to implementation.

(h) Review annually agency pre-
scribed Standard and Optional forms,
including exceptions, for improvement,
consolidation, cancellation, or possible
automation. The review must include
approved electronic versions of the
forms.

(i) Coordinate all health-care related
Standard and Optional forms through
GSA for the approval of the Inter-
agency Committee on Medical Records
(ICMR).

(J) Promote the use of electronic
forms within the agency by following
what the Government Paperwork
Elimination Act (GPEA) prescribes and
all guidance issued by the Office of
Management and Budget and other re-
sponsible agencies. This guidance will
promote the use of electronic trans-
actions and electronic signatures.

(k) Notify GSA of the replacement of
any Standard or Optional form by an
automated format or electronic form,
and its impact on the need to stock the
paper form. GSA’s approval is not nec-
essary for this change, but a one-time
notification should be made.

(I) Follow the specific instructions in
the Standard and Optional Forms Pro-
cedural Handbook.

§102-194.35 Should I create electronic
Standard or Optional forms?

Yes, you should create electronic
Standard or Optional forms, especially
when forms are used to collect infor-
mation from the public. GSA will not
approve a new or revision to a Stand-
ard or Optional form unless an elec-
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tronic form is being made available.
Only forms covered by §102-194.40 are
exempt from this requirement. Fur-
thermore, you should to the extent
possible, use electronic form products
and services that are based on open
standards. However, the use of propri-
etary products is permitted, provided
that the end user is not required to
purchase a specific product or subscrip-
tion to use the electronic Standard or
Optional form.

§102-194.40 For what Standard or Op-
tional forms should an electronic
version not be made available?

All forms should include an elec-
tronic version unless it is not prac-
ticable to do so. Areas where it may
not be practicable include where the
form has construction features for spe-
cialized use (e.g., labels), to prevent un-
authorized use or could otherwise risk
a security violation, (e.g., classifica-
tion cover sheets), or require unusual
production costs (e.g., specialized paper
or envelopes). Such forms can be made
available as an electronic form only if
the originating agency approves an ex-
ception to do so. (See the Standard and
Optional Forms Procedural Handbook
for procedures and a list of these

forms).

§102-194.45 Who should I contact
about Standard and Optional
forms?

For Standard and Optional forms,

you should contact the:

Standard and Optional Forms Management
Office General Services Administration
(Forms-XR)

1800 F Street, NW.; Room 7126

Washington, DC 20405-0002

(202) 501-0581
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§102-195.5 What is the Interagency
Reports Management Program and
what is its purpose?

The Interagency Reports Manage-
ment Program managed by GSA en-
sures that interagency reports and rec-
ordkeeping requirements are nec-
essary, cost-effective, and comply with
applicable laws and regulations.

§102-195.10 What is an interagency re-
port?
An interagency report is a repetitive
reporting requirement imposed by an
agency on one or more other agencies.

§102-195.15 What must an agency do
to implement the Interagency Re-
ports Management Program?

To implement the Interagency Re-
ports Management Program an agency
must:

(@) Annually review all interagency
reporting requirements imposed on
other agencies to assure that they re-
main necessary.

(b) Consistent with law and regula-
tion, seek information that other agen-
cies have already obtained from the
public rather than asking the public to
provide the information again.

(c) Every three years beginning No-
vember 1, 2001, provide the following
information to GSA for each inter-
agency report that will require the re-
sponding agencies as a whole to take
more than 100 hours complying with it:

(1) Title.

(2) Purpose.

(3) Estimate of the reporting costs
for the life of the report or for three
years, whichever is sooner.

(4) An estimate of the time you will
need to collect this information; e.g.,
six months or six years.

(5) The name, telephone number, and
e-mail address for the point of contact
for each interagency report.

§102-195.20

(6) Whether the report can be pro-
vided electronically, and if not, when
such submissions will be allowed.

(d) Provide supporting documenta-
tion for cost estimates for review by
GSA and responding agencies, if re-
quested.

(e) Notify GSA and responding agen-
cies when an interagency report is no
longer needed.

(f) Provide responding agencies an
opportunity to comment on any new or
proposed revision to an interagency re-
porting requirement.

(g) Send information asked for in
paragraphs (c), (d) and (e) of this sec-
tion, along with any unresolved com-
ments from responding agencies con-
cerning an interagency reporting re-
quirement in accordance with para-
graph (f) of this section to:

General Services Administration
Strategic IT Issues Division (MKB)
1800 F Street, NW.

Washington, DC 20405

§102-195.20 Are any interagency re-
ports exempt from this program?

Yes, the following interagency re-
ports are exempt from the Interagency
Reports Management Program:

(a) Legislative branch reports;

(b) Office of Management and Budget
(OMB) and other Executive Office of
the President reports;

(¢) Judicial branch reports required
by court order or decree; and

(d) Reporting requirements for secu-
rity of classified information. However,
interagency reporting requirements for
nonsensitive or unclassified sensitive
information are not exempt, even if the
information is later given a security
classification by the requesting agen-

cy.
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