[image: image1.wmf]        PREPARING AFSC/JMC PUBS      [image: image2.wmf]
(AFSC Pam 25-2, Jul 04)

The Pubs Control Officer (PCO) is located in the G-6, Deputy Chief of Staff for Information Management, AMSFS-IMP, x2884, browns6.

NOTE:

1.  The AFSC Chief of Staff will approve/sign all AFSC and JMC pubs.  The PCO maintains the signed hardcopy and creates an electronic version or link thereto (non-sensitive only) on the Pubs Web page.
2.  Draft and final versions of pubs containing sensitive information will not be placed on the web, will be staffed/issued only in hardcopy media, and will reflect a Distribution Restriction Statement

3.  Proponents will ensure pubs are coordinated with all affected organizations and that they do not conflict with information or instructions in HQ directives.  Proponents also need to ensure their pubs are in the correct format; that they are free of grammatical, punctuation, and spelling errors; the table of contents matches paragraph/chapter/appendix titles; and that the content is factually correct.

4.  Sample formats of pubs can be found on the Publications Webpage .   HYPERLINK "http://www.osc.army.mil/im/rcdsmgt/pubs.htm" 

5.  Description of command administrative pubs:

    a.  MEMORANDUM - contains policies/responsibilities/procedures; applies only to organizations at the proponent's geographical location.     

    b.  PAMPHLET - contains informational/reference/procedural material; can applies to specific organizations or command as identified by proponent. 

    c.  REGULATION - contains policies/responsibilities/procedures; can applies to specific organizations or command as identified by proponent; regulations are the ONLY type of pubs that may be supplemented by subordinate installations. 

    d.  SUPPLEMENT - contains policies/responsibilities/procedures; can applies to specific organizations or command as identified by proponent; see restrictions for supplementing on the contents page of the basic AMC or Army reg.

    e.  CHANGE –  contains instructions to permanently and officially alter the original pub with pen-and-ink changes, page replacements, or combination of both.   

    f.  POSTER - contains pictorial presentations, placards, or notices that emphasize or attract attention to a specific subject; only published when essential to support a prescribed DA or command program.

    g.  BULLETIN (command/functional/service) - directive, informational, or advisory; official and unofficial informational (see DA Pam 25-40, para 18-14).

    h.  SOP - information or guidance; material of a continuing nature; administrative SOPs are handled by each individual organiza-tion; additional information on SOPs can be found at  

SOP Guidance.

    i.  CG POLICY MEMOs – contains statements of policy only; no procedural guidance; instructions for use, completion, and submission can be found in AFSC Reg 25-3.
6.  HQ-use forms (AMSFS and SFSJM FORM #s) and Command forms (AFSC and JMC FORM #s) will be prescribed by a local directive/pub except when the form is used only by the proponent's directorate.  The pub number will be reflected on forms so users know which pub contains guidance for filling out and submitting the form.  Forms will be revised (if needed) at the same time the prescribing pub is revised.  If a pub is cancelled, all forms prescribed by that pub are automatically cancelled.  Guidance on issuing forms is at AFSC/JMC Forms Guidance.
DRAFTING AND SUBMITTING YOUR PUB

7.  Click on the AFSC or JMC Sample regulation in the table at 

http://www.afsc.army.mil/im/rcdsmgt/pubs.htm, click File, Save As, and save it to your hard drive.  Close out the Web and open the saved file. Leave the page setup, fonts, header etc., as is).

8.  Go to Table H-1, DA Pam 25-40 and select your pub series number

and title http://docs.usapa.belvoir.army.mil/jw2/xmldemo/p25_40/main.asp#tabH-1 (when pub opens, wait a moment and Table H-1 will come up).   

9. At top right margin of your pub, type an asterisk (*), the pub type (e.g., Regulation, Pamphlet, etc), and the series number you selected (e.g., 25 for info mgt, 715 for procurement, etc.) followed by -XX.  AFTER staffing is completed and pub is close to being finalized, contact the PCO for assignment of the sequential portion of the pub number (will replace the XX on your pub).  (Please do not request a pub number before staffing because there have been many cases where the pubs were never finalized/authenticated).   

10.  Type a meaningful title for your pub that accurately describes the contents.

11.  Applicability.  Be specific.  All AFSC organizations means command-wide; HQ AFSC/JMC means only the headquarters directorates/ staff offices; etc...

12.  Supplementation.  Only include this statement on page 1 when your pub is a regulation.  You may completely prohibit subordinates from further supplementing your reg; you may prohibit it unless prior approval of proponent is obtained; you may just authorize it; and you may authorize it and require they furnish proponent a copy.   

13.  Proponent.  Identify directorate level as the proponent, however, a division/office may be shown as the contact for submitting any comments/recommendations.

14.  Distribution.  If no restrictions (see para 2), the following standard statement will be used:  This publication is approved for electronic distribution from http://www.afsc.army.mil/im/rcdsmgt/pubs.htm.
Otherwise, the title will show Distribution Restriction. and specific directions will be shown (review Chapter 17, DA Pam 25-40 at:

http://docs.usapa.belvoir.army.mil/jw2/xmldemo/p25_40/main.asp#ch17).
15.  Supersessions.  If pub is brand new, type *None. If pub supersedes another pub/previous version, type *Old Pub Number, Old Pub Date. 

16.  Signature Block.  The AFSC Chief of Staff will sign both AFSC and JMC pubs until futher notice. 

17.  Table of Contents.  Pubs may be prepared in paragraph style or chapter style which are just two different ways of organizing your information.  Generally, pubs covering several sub-topics are prepared in chapter style.  Regardless of the style, number the pages 1, 2, 3, etc., rather than 1-1, 1-2, 1-3, etc., and include a Paragraph and Page number column.  Pubs may contain as many paragraphs as necessary to properly present the subject.  Place the following paragraphs in the table of contents and within the body:

     a.  PURPOSE - for directive pubs, prescribe the responsibilities, policies, and procedures for the subject.  For informational pubs, explain the subject or the procedures needed to implement the policy on a subject.

     b.  REFERENCES - include this paragraph for all pubs/other published items, forms, and numbered reports referred to.  List up to  ten references here; otherwise, refer the audience to the appendix where the references can be found.  Validate currency of all references you cite.

     c.  ABBREVIATIONS AND TERMS - include this paragraph for any uncommon abbreviations and/or terms used.  List 5 or fewer of each, or combination thereof, otherwise, refer the audience to the glossary which will be the very last page when used.  

     d.  POLICIES - general courses of action to be taken, not procedural guidance.

     e.  RESPONSIBILITIES - identify the people who must carry out the policies and procedures prescribed and identify the specific functions each person must perform.  Explain details of functions and/or how to perform them in a Procedures paragraph.

     f.  PROCEDURES - orderly series of specific actions taken to carry out a policy; step-by-step instructions.

     g.  Use additional paragraphs, appendixes, figures, tables, 

etc., to present info not included in one of the paragraphs above.

NOTE:  You can insert charts, tables, flowcharts, images, links, etc., within your Word document.  Label charts/tables/etc., with Figure/Table 1., 2, etc., the title, and present them in the order they are numbered and mentioned.  You can show them on the same page mentioned or you can group them all together at the end of Chapters or at the end of the pub.  Include all Figures/Tables in the Table of Contents.

SOME DETAILS FOR PREPARING PUBS

18.  Use HQ AFSC (no comma in between) to indicate organizations of this headquarters; use just AFSC to indicate this command as a whole.  The same applies when using HQ JMC/JMC, HQ AMC/AMC and others.  Use 

consistently.

19.  Subdivide paragraphs no more than 5 times.  Use < > to identify 4th & 5th suparagraphs.  (See structure below).

      PUBS PREPARED IN PARAGRAPH STYLE

      Paragraph        =  1.  XXXXXXX  (at left margin)

         1st subparagraph =    a.  XXXXXXX  (begins on 5th space in)

            2nd subparagraph =     (1)  XXXXXXX  (begins on 9th space in)

            3rd subparagraph =     (a)  XXXXXXX           "

            4th subparagraph =     <1>  XXXXXXX           "

            5th subparagraph =     <a>  XXXXXXX           "

      PUBS PREPARED IN CHAPTER STYLE

      Paragraph        =  1-1.  XXXXXXX  (at left margin)

        1st subparagraph  =    a.  XXXXXXX  (begins on 5th space in)

        2nd subparagraph  =        (1)  XXXXXXX  (begins on 9th space in)

        3rd subparagraph  =        (a)  XXXXXXX           "

        4th subparagraph  =        <1>  XXXXXXX           "

        5th subparagraph  =        <a>  XXXXXXX           "

For clarification, if pub is being prepared in paragraph style and you want to reference the 5th subparagraph within the text, type it as 1a(1)(a)<1><a>.  If pub is prepared in chapter style, type it as

1-1a(1)(a)<1>.

20.  One space follows a comma (,) and semi-colon (;) and two spaces follow a period (.) and colon (:).  Refer to the GPO Style Manual for additional guidance on punctuation.

21.  For hyphenated words, leave at least three letters on each line.  Try not to place two hyphenated words in a row.  Two words separated by a slash (/) may be on two separate lines (place the / on the top line).

22.  Emphasize words by placing them in ALL CAPS or by underlining them.  However, use underlining sparingly.

23.  Use simple words rather than uncommon words.  Use clear, consise sentences (bottom line first); limit/eliminate jargon.  When composing your pub, consider your purpose, who your audience is, what & how much they need to know, what will make it easy for them to understand, etc.

24.  Spell out all "uncommon" acronyms and terms the first time used followed by the acronym in parenthesis, then use only the acronym thereafter.  Place ALL uncommon acronyms and terms in a glossary.  Sentences may begin with acronyms that were previously spelled out (this applies to pubs only; NOT to official correspondence governed by AR 25-50).  Consider your audience when choosing not to spell out acronyms and terms; what may be common to you may not be to others. 

25.  Use numbers when referring to time (e.g., 2 weeks, 9-hour-shifts).

26.  When referring to official publications, forms, and report 

control symbol (RCS) reporting requirements, type the number and 

title the first time used, then only refer to the number thereafter. Include all pubs, forms, and RCS reports referred to in a reference paragraph (or appendix if there are many).  If an RCS report is exempt from control IAW AR 335-15, chapter 5, include the exemption citation within the text. 

NOTE:  Do not reference administrative SOPs in command publications.  as they are basically desk procedures, are not available to other installations, and apply only to the issuing organization.   

27.  For clarity in AFSC/JMC pubs, we’ve adopted these guidelines:  the word "will" is directive and does not permit a choice; the words "can" and "may" permit a choice and express a guideline; the words "should" and "shall" are advisory and indicate a desirable procedure, however, they still permit a choice.  Therefore, choose your wording carefully to ensure intended results. 

28.  Use the word "ensure" or "assure" rather than "insure".   

29.  Be consistent.  If you refer to something one way, refer to 

it the EXACT same way throughout the pub; otherwise, this often indicates to the reader that they are two separate things, places, etc. 

30.  When referring to an organization, spell out the directorate/ staff office name first, then spell out the division name within the center followed by the office symbol in parentheses (e.g., LOGCAP Directorate (AMSFS-SL).  Use only the office symbol thereafter. 

31.  When referring to appendixes, figures, and tables, ensure they are mentioned, numbered, and placed in numerical order; refer to Figure 1 before referring to Figure 2.  Include a title at the bottom of every table/figure; e.g.:

           Figure 1.  Organizational Structure

           Figure 1.  Organizational Structure (cont)

32.  Place Chapter and Appendix headers at left margin or centered on page.                        

33.  Coordinating/Staffing Pubs.   

    a.  When your draft is finalized, it must be thoroughly staffed with all organizations and installations if they are assigned specific responsibilities, directly impacted (operations or workload), etc.  Some other required staffing is as follows:

IF PUB APPLIES/RELATES TO:            MUST BE STAFFED WITH: 

PROJECT/PRODUCT/PROGRAM MANAGERS      JMC Deputy for Logistics 

CONTRACTOR-OPERATED AMMO PLANTS         (SFSJM-LG)

INACTIVE AMMO PLANTS                  

EMERGENCY PLANNING                    AFSC Deputy for Support  

                                        Operations (AMSFS-SP)

PERSONNEL POLICIES AND WORKING        AFGE15 Union & Rock Island 

CONDITIONS                            Arsenal Personnel (AMSTA-RI-PC)

    b.  When staffing, proponents should request addressees return any recommendations/comments via e-mail or DA Form 2028.

    c.  Proponents are responsible for addressing all comments and ensuring recommended changes are incorporated or resolved with the reviewer.  Disagreements that cannot be resolved should be elevated through management channels.   

    d.  If initial staffing results in significant changes that affect responsibilities/operations/workload/funding, restaff the pub with the significant changes highlighted/noted/outlined.

    e.  If the pub is a supplement, approval must be obtained from the AMC/HQDA proponent as stated on the cover page of the basic AMC/AR.  For HQDA approval, send THRU: your AMC counterpart office TO: the HQDA proponent office.  Ensure a copy of the approval document is included as an enclosure to the 1-2 signature package.

34.  After all staffing has been completed, and comments/recommenda-tions have been incorporated or resolved, the pub is ready to be sent through channels for review by the PCO and signature by the AFSC Chief of Staff. E-mail the filename.doc pub file and any associated files to the PCO.

35.  When the pub is e-mailed to the PCO, or prior to, set up a hardcopy folder as follows, and send via on-post mail to AMSFS-IMP/S. Brown (or carry to 350, 3d fl, middle, post C15):

    a.  LEFT INSIDE FOLDER - (attach using clamclips not staples):

        (1)  Staffing concurrences/recommendations in order as you list them on the AFSC Form 1-2 (see para 36 below).

        (2)  Any related background correspondence between your office and the command group.

        (3)  Approval document from higher HQ (if supplementing a higher HQ reg such as an AMCR or AR and the reg states that prior approval is required).        

    b.  RIGHT INSIDE OF FOLDER - a hardcopy of the pub.

    c.  FRONT OF FOLDER - AFSC Form 1-2 (Coordination, Control and Information Sheet) completed as follows:

36.  AFSC Form 1-2:
    a.  DATE - Self-explanatory.

    b.  SUBJECT - Final Draft AFSC/JMC Reg ##-#, Title (X FOR SIGNATURE  
block).

    c.  PURPOSE - Issue updated policy/procedures on....etc..

    d.  RECOMMENDATION - Chief of Staff sign enclosed final draft publication.

    e.  DISCUSSION - Provide any pertinent background, risks if the                   pub is/is not signed, analysis, conclusions, address nonconcurrences, etc.  If applicable, state that the edition of your pub did not require staffing as there were only minor administrative changes (identify them), that current policy and/or procedures are not affected, and that there was no impact on operations or workload, etc.

    f.  COORDINATION - List the office symbols of organizations that reviewed the draft so Chief of Staff can see at a glance where it went –OR- annotate NO STAFFING REQUIRED (if applicable per DISCUSSION block).

    g.  APPROVAL (FOR BOTH AFSC & JMC PUBS)-
AMSFS-IMP/Pubs  

AFSC/JMC DCS              

AFSC/JMC CS 

AMSFS-IMP/Pubs  
    h.  FROM - Deputy/Director/Staff Chief signature; do not type //signed//.  Also, no "signing for"--hold package until the Deputy/Director/Staff Office Chief can personally sign.  

37.  Upon receipt of final draft, the PCO will thoroughly review to ensure it contains required documents, format is correct, references are identified and properly prescribed, and overall compliance with guidance herein.  If okay, the PCO will forward thru approval channels.  If the command group returns the pub to you for correction and resubmission, ensure the corrected .doc file is e-mailed to the PCO.  

NOTE:  The PCO will retain all documentation provided in the folder so proponents should keep a copy of everything for future reference.  The documents retained by the PCO (i.e., background, coordination comments/recommendations, approvals, distribution lists, etc.), are designated as "permanent" records per AR 25-400-2 (ARIMS), file number 25-30q1, and are eventually offered to the National Archives and Records Administration.  Proponents should maintain their copy under their organization's GENERAL CORRESPONDENCE file number.

38.  When the PCO receives the approved/signed pub from the Chief of Staff, the date will be added, the e-version will be copied to the Pubs Web page, and proponent will be notified so they can inform their audience of the pubs' availability on the Web.   

