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CHAPTER 2

ORGANIZATIONAL GUIDELINES
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Special Programs

1.  Short Titles and Abbreviations.  The following short titles or abbreviations are prescribed for use other than in naval messages:



                                    Command



                        Commander   (Total)  Headquarters

Naval Sea Systems Command   COMNAVSEA    NAVSEA 
NAVSEA HQ

2.  Organizational Levels and Titles.  The organizational titles in Figure 2-1 are prescribed for the various levels of the NAVSEA Headquarters organization (exceptions require approval by SEA 00, SEA 09 or SEA 00B).

3.  Guidelines for Code Designators

a.  To the extent possible, coding will conform to standard coding practices used throughout the Navy.  In this regard, the code for all Headquarters organizations, except for Program Management Offices (PMSs), will include "SEA" as a prefix.  The prefix will be followed by a space and then the organization's alpha/numeric code.  Numbers will normally be used for "line", and capital letters for "staff", organizational codes.  For example, a staff office reporting to the Commander, the Vice Commander, a Deputy Commander, the Director of a Command Staff Office, or a Program Manager will use a letter code such as SEA 00D or SEA 01K. Line organizations, normally divisions and branches, will use numerical codes such as SEA 026 or SEA 014.

The following codes are specifically reserved:  "00" for COMNAVSEA only; "09" for the Vice Commander only; "AO" for Administrative Officers at the first three levels; "B" for Executive Directors and Deputies; "F" for financial management organizations; and "S" for secretaries.

	Organizational Titles and Levels

	Level
	Element
	Title of Head
	Title of Supervisory Assistant

	1
	NAVSEA HQ
	Commander
	Vice Commander (Military)

Executive Director (Civilian)

	2
	Directorate

Office      (Staff to SEA 00/09/00B)
	Deputy Commander

Director a/
	Executive Director

Deputy Director

	Existing Exception

2-1
	Group b/
	Assistant Deputy Commander
	(as approved by SEA 09/00B)

	3
	Division

Program Management Office

Office (Staff to Directorate Head)
	Director

Program Manager

Director
	None b/

Deputy          Program Manager

None b/

	4
	Branch

Team
	Head

Team Leader
	None b/

	5
	Section

Team
	Head

Team Leader
	None b/

	6
	Unit
	Head
	None b/


Figure 2-1
NOTES:


a/  Where appropriate, titling exceptions are authorized for special mission offices.  This applies to Command Staff Offices, e.g., Counsel and Inspector General; and Directorate Staff Offices, e.g., Executive and Special Assistants.


b/  Exceptions only as approved by SEA 09/00B.


b.  Codes for designated programs



(1) The following blocks of numbers are prescribed for designated programs:




Chartered by
Prefix
Numbers



 COMSPAWAR
 PDW
100-199




 COMNAVAIR
 PMA
200-299




 COMNAVSEA
 PMS
300-499




 COMNAVSUP
 PML
500-599




 COMNAVFAC
 PMF
600-699



(2) The NAVSEA Headquarters Corporate Operations Office (SEA 09B1) will provide the code numbers for new program offices. See Chapter 4, paragraph 6.a., of this instruction for guidance on establishing new program offices.



(3) Special one-time permission was obtained from NAVSUP to use the numbers 500-530 as PMS numbers for PEO Surface Strike (PEO S).  This authority does not apply to any other NAVSEA or PEO program management offices.



(4) The numerical code for NAVSEA designated program management offices is preceded by "PMS" without a space or hyphen, such as PMS325.  Internal coding of program management offices will follow the rules of the preceding paragraph (III.A.).

4.  Designation of NAVSEA Focal Points for Special Programs

a.  High priority and special interest programs occasionally require the establishment of "Focal Points" and "Program Coordinators" at the Command's Headquarters.  An individual so designated may exercise responsibility and authority over a broad spectrum of activity as appropriate to the program.  It is expected that the official so designated will utilize the matrix management concept whenever practicable rather than attempt to staff internally for such assignments.  The following definitions apply:


(1) NAVSEA Focal Point.  In this capacity, the designee serves as a two-way communications medium for incoming and outgoing information.  The prime function performed is to serve as a visible single address through which external inquiries and interest are directed, and a single internal spokesperson through which NAVSEA speaks with one voice.


(2) NAVSEA Program Coordinator.  In this capacity, the designee maintains an awareness of all major actions being taken or needed, serves as a central source of contact and information,

evaluates overall performance, and advises NAVSEA management when

any phase appears to be out of balance with other related efforts or with general policies and plans.  The designee exercises initiative and leadership in determining the action needed and in ensuring that the action is completed.  The designee consults with other officials concerning aspects for which they have been assigned responsibility.  The designee may take action based on a consensus of the offices involved or may refer the action to a higher echelon for decision.


b.  The designation of all NAVSEA focal points and program coordinators will be made by means of a NAVSEA instruction or notice, as appropriate.  The need to designate a NAVSEA focal point may be imposed by a higher echelon or recognized internally.  SEA 09B will be advised of all such designations.  As a minimum, such documents will adhere to the following rules:


(1) The designating document will cite the subject as "NAVSEA Focal Point (or Program Coordinator) for...," and the text will include a discussion of the specific structure or responsibility and authority assigned within the framework of this section.


(2) Documents designating NAVSEA Focal Points or Program Coordinators will be signed by SEA 00, SEA 09 or SEA 00B only.


(3) All components of NAVSEA will provide requisite support to designated NAVSEA focal points or program coordinators.


c.  All matters relating to naval nuclear propulsion will continue to be referred to SEA 08.
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