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1.  Purpose.  This regulation prescribes policies and responsibilities for the preparation, coordination, approval, authentication, and distribution of .....  Specific, detailed guidance for the operation and management of the XXX Program is also addressed.  Adherence to requirements herein will ensure consistent and uniform action throughout the command.  

2.  References.  If five or fewer pubs/other published items, forms, numbered reports are referred to within your pub, list here, otherwise, omit this paragraph title.  If more than five, refer the audience to an Appendix.

    a.  AR 25-30, The Army Publishing Program.

    b.  DA Pam 25-40, Army Publishing:  Action Officers Guide.

3.  Abbreviations and Terms.  See the Glossary.  –or-  Terms are listed below and abbeviations are in the Glossary.  –or- if five or fewer of each, list as shown below.  

    a.  Abbreviations.

        MSC.....Major Subordinate Command

        LOGSA...Logistics Support Activity

        OMA.....Operation and Maintenance, Army

        PPBES...Planning, Programming, Budgeting, and Execution 

                  System

        RDT&E...Research, Development, Test, and Evaluation 

    b.  Terms.

        (1)  Acronym.  A word formed from the initial letters of a name or parts of a series of words.  For example, ARIMS means Army Records Information Management System.

        (2)  Brevity Code.  A shortened form of a frequently used unclassified phrase, sentence, or group of sentence.  For example, COMSEC means Communications Security.

4.  Policies.  List statement(s) of policy here, not procedural guidance.  If there are no policies for your type of pub, omit this paragraph title. 

5.  Responsibilities.  List who and what they are responsible for if appropriate for your type of pub, otherwise, omit this paragraph title. 

    a.  The AFSC Chief of Staff (CofS) approves and authenti-cates AFSC and JMC command publications.

    b.  The G-6, Deputy Chief of Staff for Information Mangement (AMSFS-IM) has policy, management, and overall responsibility for matters pertaining to...

        (1)  The Programs and Policy Division (AMSFS-IMP)

manages the XXX Web site, making available electronic...

        (2)  The Integrated Systems Division (AMSFS-IMI) provides oversight of the XXX Program.  

6.  Procedures.  List the specific actions taken to carry out a policy; step-by-step instructions. 

________________________________________________________________

Appendix A 

TITLE

If there is enough room on a page, go ahead & add a line & start a new Chapter or Appendix below it, otherwise, begin on next page.  When continuing Chapters & Appendixes, show header as Chapter 1 (cont) or Appendix a (cont).

________________________________________________________________

If there is enough room on a page, go ahead & add a line & start a Figure below it, otherwise, begin on next page.

	 
	JAN
	FEB
	MAR
	TOTAL

	EAST
	1 
	9 
	12 
	22

	WEST
	45 
	65 
	456
	566

	TOTAL
	46
	74
	468
	588


Table 1.  XXX Totals
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Figure 1.  ACQ XXX Chart

GLOSSARY

1.  Abbreviations.

ARIMS

Army Records Information Management System

MSC

Major Subordinate Command

LOGSA

Logistics Support Activity

OMA

Operation and Maintenance, Army

PPBES

Planning, Programming, Budgeting, and Execution System

RDT&E

Research, Development, Test, and Evaluation 

USPS

United States Postal Service

2.  Terms. 

Acronym

A word formed from the initial letters of a name or parts of a series of words.  For example, ARIMS means Army Records Information Management System.

Brevity Code

A shortened form of a frequently used unclassified phrase, sentence, or group of sentence.  For example, COMSEC means Communications Security.

DA Memorandum                                                   A permanent directive with limited distribution. It applies only to the HQDA or HQDA and its field operating agencies. DA memorandums are effective until superseded or rescinded. 

Doctrinal, training, and organizational publications Publications that contain the doctrine, organization, tactics, techniques, and procedures adopted for use in training individ- uals and units of the Army and that provide guidance for units operating in the field. 
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