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DIVISION
SUBJECT:
See the DoDEA ADMINISTRATIVE INSTRUCTION (AI) STANDARDS for complete instructions on using this template including sample wording for each section.
For the REFERENCE LIST and PURPOSE statement, structure depends on type of AI being issued.  Select an option from the samples in the AI Standards, Enclosure 3.
References:
(a)


(b)


(c)


(d)


(e)
Tabs are set at .92” and 1.25.”  Hanging indent is set at 1.25.”

(f)
If there are more than six references, move all to Enclosure 1.
1.  PURPOSE.  This Administrative Instruction . . .  
2.  APPLICABILITY.  This Administrative Instruction applies to the Office of the Director, DoDEA; the Director, Domestic Dependent Elementary and Secondary Schools, and Department of Defense Dependents Schools, Cuba (DDESS/DoDDS-Cuba); the Director, Department of Defense Dependents Schools, Europe (DoDDS-E); the Director, Department of Defense Dependents Schools, Pacific, and Domestic Dependent Elementary and Secondary Schools, Guam (DoDDS-P/DDESS-Guam), (hereafter collectively referred to as “DoDEA Area Directors”); and all DoDEA Area and District Superintendents, School Administrators, Teachers, and Support Staff.

3.  DEFINITIONS  

Place in alpha order.  Capitalize proper nouns only.  If more than half a page, move all to glossary at end of the AI.


a.  ACRONYM.  Use acronyms already established:  do not write term out or reestablish acronym.

b.  phrase is not a proper noun.  A paragraph “a” must have a paragraph “b.”  

c.  Proper Noun.  Tabs are set at .25.  Space twice after the section/paragraph number/letter.  

d.  term.
4.  POLICY.  It is DoD policy [“that” or “to”] . . .   
5.  RESPONSIBILITIES 

If responsibilities exceed half a page, move all to Enclosure 2 (or to Enclosure 1 if there is no reference enclosure). 


a.  Title of Official (and acronym if not established earlier).  The [official] shall:



(1)  A paragraph “(1)” must have a paragraph “(2),” etc.



(2)  


(3)


b.  Acronym of Official (if established earlier).  The [acronym of official] shall:



(1)  



(2)  




(a)  




(b)  



(3)  



(4)  

6.  PROCEDURES  
Introduce procedures here and place them in Enclosure 3 – or – delete section and enclosure if not applicable to this AI.         
9.  EFFECTIVE DATE.  This Administrative Instruction is effective immediately.













     Marilee Fitzgerald












     Acting Director
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TABLE OF CONTENTS
REFERENCES


RESPONSIBILITIES


PROCEDURES



SECTION TITLE



SECTION TITLE




Paragraph Title




Paragraph Title






Paragraph Title



SECTION TITLE



Paragraph Title




Paragraph Title
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TITLE OF ADDITIONAL ENCLOSURE IF APPLICABLE

GLOSSARY



ABBREVIATIONS AND ACRONYMS



DEFINITIONS


TABLES

1.  Table Title


2.  Table Title

FIGURES

1.  Figure Title



2.  Figure Title



3.  Figure Title


ENCLOSURE 1

REFERENCES
(a)
Tab and hanging indent are set at .36.”

(b)


(c)


(d)


(e)


(f)

(g)


ENCLOSURE 2
RESPONSIBILITIES

1.  TITLE OF OFFICIAL (and acronym if not established earlier).  The [acronym of official] shall:


a.   


b.  


c.  

2.  ACRONYM OF OFFICIAL (if established earlier).  The [acronym of official] shall:

a.  



(1)  



(a)  




(b)  





1.  






a.  Do not subordinate paragraphs beyond this level.






b.  





2.  



(2)


b.  


c.  

ENCLOSURE 3
PROCEDURES

1.  SECTION TITLE

a.  Paragraph Heading.  If paragraph “a” has a heading, paragraph “b” (and “c,” etc.) must have a heading.



(1)  Subparagraph Heading    




(a)  



(b)  





1.  






a.  Do not subordinate paragraphs beyond this level.






b.  




2.  



(2)  Subparagraph Heading

b.  Paragraph Heading  


c.  Paragraph Heading  

2.  SECTION TITLE


a.  


b.  


c.  

GLOSSARY

PART I.  ABBREVIATIONS AND ACRONYMS

	ACRONYM
	use lower case when term is a common noun

	ABBREVIATION 
	Use Title Case When Term is a Proper Noun

	
	Leave a space between acronyms beginning with a different letter.

	BEGINS WITH “B”
	

	BEGINS WITH “B”
	

	
	

	STARTS WITH “S”
	


PART II.  DEFINITIONS

· ACRONYM.  Use acronyms already established:  do not write term out or reestablish acronym.  (As of November 19, 2010 - In compliance with DepSecDef direction, a listing of acronyms and abbreviations in the Glossary is MANDATORY for all DoD issuances using acronyms other than "DoD," "OSD," and "U.S.") 

item.   Place terms in alpha order.  Capitalize proper nouns only.   
 

phrase is not a proper noun.  When a definition has paragraphs:


Indent the subordinate paragraphs.


Do not number them.

Proper Noun.

term.  

�NEW! Please include an acronym list in the Glossary.  In compliance with DepSecDef direction, a listing of acronyms and abbreviations in the Glossary is MANDATORY for all DoD issuances using acronyms other than "DoD," "OSD," and "U.S."
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