NEW OIC REPORT FORMAT INSTRUCTIONS

Please note the following regarding the use of the new forms. 

1. Open as read-only (you don't need a password, just click on read-only. This way we can preserve the template) 

2. Use the pull-down menus for detachment number and date on each page. Make sure each page has the detachment and date completed. 

3. Place your cursor on the shaded part of the forms and type in the info. 

4. Be sure to update your GO Team Roster each month. This is an important list and we want to make sure that we have all those, and only those personnel, that want to be included in this important roster. 

5. When you are finished, save the file in your unique file name (whatever name you want to designate). 

6. Send the file electronically to SKCS Wayeshe at Daniel.wayshe@cnet.navy.mil.

