XX-XXX-XXX


[image: image2.png]



Department of Defense Education Activity
DIRECTIVE-TYPE MEMORANDUM
NUMBER


                                                                                                       DATE
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DIVISION
SUBJECT:
[Enter subject.]  

References:
(a)
List other DoD/DoDEA issuances this one amends or cancels [if applicable].

(b)
List six or fewer references here, in the order they appear in the text.  Use of more than six is discouraged.  However, if your Directive-Type Memorandum requires more, move all to the first attachment.  



Purpose.  [REQUIRED FIRST PARAGRAPH.]  Indent paragraphs at .5 inch.  For subparagraphs, use the bullet structure provided on the MS Word Standard Toolbar. [Begin with this statement:]  This Directive-Type Memorandum:
· State concisely why the Directive-Type Memorandum is being published.  
· Identify any DoD/DoDEA issuances it amends or cancels.  


Applicability.  [REQUIRED SECOND PARAGRAPH.]  Use this paragraph and modify as appropriate:  This Directive-Type Memorandum 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.


Definitions.  [Use if establishing new terms.]  See DoDEA Regulation Standards for format guidance.  If more than half a page, move all terms to the Glossary at end of the Directive-Type Memorandum; in that case, this line would read:  See Glossary.    


Policy.  [REQUIRED.  Begin with the following statement: ]  It is DoDEA policy that (or to):


Responsibilities.  [Optional.]  Keep main Directive-Type Memorandum (above the signature) to two or three pages.  If responsibilities exceed half a page, place in an attachment.  [Do not number if there is only one attachment.]



Procedures.  [Optional.]  If procedures exceed half a page, place the material in an attachment.  
End with one of these two statements:
· This Directive-Type Memorandum is effective immediately and shall be incorporated into [insert existing DoDEA issuance] within 1year.
· This Directive-Type Memorandum is effective immediately and shall be converted to a new DoDEA [Regulation, Administrative Instruction, or Manual] within 1 year.













     Marilee Fitzgerald












     Director
Attachments:

As stated

ATTACHMENT 1

TITLE

1.  SECTION TITLE.  Use the section and paragraph numbering format provided.


a.  Paragraph Heading.  To have a paragraph “a,” you must have a paragraph “b.”  



(1)  Subparagraph Heading.  If paragraph has a heading, all paragraphs on the same level must have headings.




(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.  

ATTACHMENT 2

TITLE

1.  SECTION TITLE

a.  Paragraph Heading  



(1)  Subparagraph Heading    




(a)  




(b)  





1.  






a.  






b.  





2.  



(2)  Subparagraph Heading

b.  Paragraph Heading  


c.  Paragraph Heading  

2.  SECTION TITLE


a.  


b.  


c. 

GLOSSARY

PART I.  ABBREVIATIONS AND ACRONYMS

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." 

	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”
	

	
	

	BEGINS WITH “S”
	


PART II.  DEFINITIONS

See the Directive-Type Memorandum Standards for guidance in defining terms, using caveat statements.

ACRONYM.  Use acronyms already established:  do not write term out or reestablish acronym.  Alphabetize according to the acronym.

term is not a proper noun.  Do not capitalize common nouns.    

Proper Noun.  Underline terms and leave one blank space between them.  

term.  If a definition requires subparagraphs, leave one blank line between them and indent them in paragraph style.


Subparagraph.


Subparagraph.
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