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[bookmark: _Toc390336705][bookmark: _Toc390340295][bookmark: _Toc534895563]Section 1:  General Issuance Information
[bookmark: _Toc390336706][bookmark: _Toc390340296][bookmark: _Toc534895564]1.1.  Applicability.
  
[bookmark: _GoBack]a.  This Issuance applies to the DoDEA Headquarters Organization, the DoDEA Americas Region, the DoDEA Europe Region, the DoDEA Pacific Region, and to include all schools under the DoDEA authority, and when applicable, volunteers, students, support personnel, student teachers, contractors, and sponsors, parents, and legal guardians.
b.  Does not apply to…(Use if needed)
[bookmark: _Toc390336707][bookmark: _Toc390340297][bookmark: _Toc534895565]1.2.  Policy.
  
a.  An issuance can have a POLICY paragraph or an AUTHORITY paragraph but not both.
b.  Delete the paragraph 1.2 that is not being used.
[bookmark: _Toc480214367][bookmark: _Toc534895566]1.2.  Authority.
  
a.  Use the POLICY paragraph for a regulation and administrative instruction.
b.  Use the AUTHORITY paragraph for a manual.
[bookmark: _Toc480214368][bookmark: _Toc534895567]1.3.  Information Collection.
  This Issuance may result in the collection of information due to its policy and procedures.  Any collection of information must follow all applicable Federal, DoD, and DoDEA regulations, policies, and guidance.
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[bookmark: _Toc390336709][bookmark: _Toc390340299][bookmark: _Toc398711477][bookmark: _Toc534895568]Section 2:  Responsibilities
[bookmark: _Toc390336710][bookmark: _Toc390340300][bookmark: _Toc398711478][bookmark: _Toc534895569]2.1.  DoDEA Director.
  The DoDEA Director will:
a.  A paragraph “a” must have a paragraph “b,” etc.
b.  
[bookmark: _Toc390336711][bookmark: _Toc390340301][bookmark: _Toc398711479][bookmark: _Toc534895570]2.2.  Position Title of Official (do not use acronym).
  The (position title of official) [use or established the acronym of official here] will:
a.  
b.  
(1)  
(2)  
(a)  
(b)  
(3)  
c.  
[bookmark: _Toc398711480][bookmark: _Toc534895571]2.3.  Position Title of Official (do not use acronym).
  The (position title of official) [use or established the acronym of official here] will:
a.  
b.  
[bookmark: _Toc398711481][bookmark: _Toc534895572]2.4.  Position Title of Official (do not use acronym).
  The (position title of official) [use or established the acronym of official here] will:
a.  
b.  
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[bookmark: _Toc390336712][bookmark: _Toc390340302][bookmark: _Toc398711482][bookmark: _Toc534895573]Section 3:  Section Title
[bookmark: _Toc390336713][bookmark: _Toc390340303][bookmark: _Toc398711483][bookmark: _Toc534895574]3.1.  Paragraph Title.
  
[bookmark: _Toc390336714][bookmark: _Toc390340304][bookmark: _Toc398711484][bookmark: _Toc534895575]a.  Header Paragraph.
  This is what the paragraph level “a” looks like if it is a header paragraph.  If a header paragraph is used at this level, it will be listed in the table of contents.  If the paragraph level “a” is a header paragraph, all paragraphs on this level must be a header paragraph.
a.  This is what the paragraph level “a” looks like if it is not a header paragraph.
[bookmark: _Toc390336715][bookmark: _Toc390340305][bookmark: _Toc398711485][bookmark: _Toc534895576]b.  Header Paragraph.
  
[(1)  Header Paragraph.
  This is what the paragraph level “(1)” looks like if it is a header paragraph.  If a header paragraph is used at this level, it will be listed in the table of contents.  If the paragraph level “(1)” is a header paragraph, all paragraphs on this level must be a header paragraph.  NOTE:  You must manually add the underline to the header paragraph title on this level.]
(1)  This is what the paragraph level “(1)” looks like if it is not a header paragraph.
(2)  
(a)  
(b)  
1.  Manually add the underline to the Numbers at this level.  Do not underline the period.
a.  Manually add the underline to the Letters at this level.  Do not underline the period.
b.  Do not subordinate paragraphs beyond this level.
2.  
[bookmark: _Toc390336716][bookmark: _Toc390340306][bookmark: _Toc398711486][bookmark: _Toc534895577]c.  Header Paragraph.
[bookmark: _Toc390336717][bookmark: _Toc390340307][bookmark: _Toc398711487]  If there is a paragraph “3.1.” there must be a paragraph “3.2.”; if there is a subparagraph “a.” there must be a subparagraph “b.”; if there is a subparagraph “(1)” there must be a subparagraph “(2)”.  This requirement carries throughout the issuance.
[bookmark: _Toc534895578]3.2.  Paragraph Title.
  
[bookmark: _Toc390336718][bookmark: _Toc390340308][bookmark: _Toc398711488][bookmark: _Toc534895579]3.3.  Paragraph Title.
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[bookmark: _Toc390336719][bookmark: _Toc390340309][bookmark: _Toc398711489][bookmark: _Toc534895580]Section 4:  Section Title
[bookmark: _Toc390336720][bookmark: _Toc390340310][bookmark: _Toc398711490][bookmark: _Toc534895581]4.1.  Paragraph Title.
  
[bookmark: _Toc390336721][bookmark: _Toc390340311][bookmark: _Toc398711491][bookmark: _Toc534895582]a.  Header Paragraph.
  
[bookmark: _Toc398711492][bookmark: _Toc534895583]b.  Header Paragraph.
  
(1)  
(2)  
(a)  
(b)  
1.  
a.  
b.  
2.  
[bookmark: _Toc390336723][bookmark: _Toc390340313][bookmark: _Toc398711493][bookmark: _Toc534895584]c.  Header Paragraph.
  
[bookmark: _Toc390336724][bookmark: _Toc390340314][bookmark: _Toc398711494][bookmark: _Toc534895585]4.2.  Paragraph Title.
  
[bookmark: _Toc390336725][bookmark: _Toc390340315][bookmark: _Toc398711495][bookmark: _Toc534895586]4.3.  Paragraph Title.
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[bookmark: _Toc390336726][bookmark: _Toc390340316][bookmark: _Toc398711496][bookmark: _Toc534895587]Glossary
[bookmark: _Toc390336727][bookmark: _Toc390340317][bookmark: _Toc398711497][bookmark: _Toc534895588]G.1.  Acronyms.
1.  An acronym list is mandatory if using acronyms; if an acronym is used more than three times, it must be spelled out when used the first time in the issuance.
2.  Common acronyms such as “DoD,” “OSD,” "DoDEA", and “U.S.” must be spelled out the first time used but will not be included in the acronym list.
3.  CONUS = contiguous United States; OCONUS = overseas contiguous United States.
[Action Officer:  Delete red typeface]

	
	1.  Use a table to list all acronyms in the issuance.
2.  Acronyms will be listed alphabetically with a separate row for each identified term.  Add additional table rows as necessary.
3.  Hide the table lines before sending for review.
[Action Officer:  Delete red typeface]

	ABBREVIATION
	Use lower case when term is a common noun

	ACRONYM
	Use Title Case When Term is a Proper Noun

	
	Insert a table line between acronyms beginning with a different letter

	BEGINS WITH “B”
	

	BEGINS WITH “B”
	1st column dimensions:  0.19” height and 1.7” width

	
	2nd column dimensions:  0.19” height and 4.95” width

	STARTS WITH “C”
	


[bookmark: _Toc390336728][bookmark: _Toc390340318][bookmark: _Toc398711498][bookmark: _Toc534895589]G.2.  Definitions.
  Unless otherwise noted, these terms and their definitions are for the purpose of this Issuance only. [Statement is mandatory; Action Officer:  Delete red typeface]
ACRONYM.  Use acronyms already established earlier in the issuance; do not spell out the term again, reestablish an acronym, or establish a new acronym.  Acronyms are ordered alphabetically in the Definitions section by the acronym, not the term as it is spelled out.

Proper Noun.  Place terms in alphabetical order.  Capitalize proper nouns only.

term.  term is not a proper noun.  Only BOLD the term and the following period.

Paragraphing.  When a definition has paragraphs:

	Indent the subordinate paragraphs at .25”.

	Only one indent permitted for a definition.

	Do not number the indented paragraphs.

	Use Definition term Microsoft Office Style.  This will bold all of the text so you must unbold the definition and keep the term bolded like the above example.
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[bookmark: _Toc390336729][bookmark: _Toc390340319][bookmark: _Toc398711499][bookmark: _Toc534895590]References
List references in alpha-numeric order.


EXAMPLE OF A REFERENCE LIST
DoD Instruction 1342.12, “Provision of Early Intervention and Special Education Services to Eligible DoD Dependents,” April 11, 2005
DoDEA Administrative Instruction 2500.14, “Nondiscrimination and 504 Accommodation on the Basis of Disability in DoDEA Conducted Education Programs and Activities,” April 29, 2009
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[bookmark: _Toc480214392][bookmark: _Toc534895591]Appendix
[bookmark: _Toc534895592]Appendix 1:  Internal Controls Evaluation Checklist
The only items that will be listed in the Appendix section are the following:

· Appendix 1 will always be your issuances Internal Controls Evaluation Checklist.
· Appendix 2 will always be a Summary of Change for your Issuance if it is one of the following circumstances”
· Change # to the Issuance
· Reissuance
· Other Appendices (tables or figures) will be only determined by OPLP and AO that it is needed at end of Issuance rather than at the end of the section.
· Forms and Templates will not be included in Issuances.  They are only referred to by the Type Number, “Title.”

Each appendix Section should be "Appendix X" (where X is the chronological number of the appendix) using the "Section Title" Style.

Each appendix name/title should have the style of "1.1. Heading" Style; then center the text.

Using the Style formats above will allow each appendix to be listed and identified separately in the table of contents.

NOTE:  Tables and figures will be listed in the document (see reference document for instructions to insert tables and figures).
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[bookmark: _Toc534895593]Appendix 2:  Summary of Change or [Title]
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