RIA PUBLICATION GUIDANCE

Jun 03

Proponents of RIA publications will ensure all final publications are coordinated/properly staffed, and comply with guidelines herein.  The final publication will be properly formatted, free of grammatical, punctuation, and spelling errors.  The table of contents will match paragraph/chapter/appendix titles and page numbers, and the content will be factually correct.  Proponent’s directorate/office’s Publication Liaison Officer (PLO) is responsible for editing publications for proper format, grammar, etc. and ensuring all corrections are made prior to submitting the publication to the RIA Publications Control Officer (PCO), Ms. Liz Parmentier, SOSRI-ITR, who will review and submit it to RIA Commander for signature.

PART I.

GENERAL:

1.  Descriptions of possible publications used at RIA are as follows:

     a.  Circular:  Contains policies/responsibilities/procedures or informational/transitory/one-time material; expires after 2 years or less; recommend an alternate media be used due to short expiration timeframe.

     b.  Memorandum:  Contains policies/responsibilities/procedures; applies only to the site.

     c.  Pamphlet:  Contains informational/reference/procedural material; applies to specific organizations or command as identified by proponent.

     d.  Regulation:  Contains policies/responsibilities/procedures; applies to specific organizations or command as identified by proponent; regulations are the only type of publication which may be supplemented.

     e.  Supplement:  Contains policies/responsibilities/procedures; applies to specific organizations or command as identified by proponent; see restrictions for supplementing on the contents page of the basic higher headquarters’ regulation.

     f.  Poster/Flyer:  Contains pictorial presentations, placards, or notices to emphasize or attract attention to a specific subject.  Should only be used when essential to support a prescribed DA or Command program.

2.  All publications will be issued using only current required format.

3.  Proponents should coordinate revision of forms at the same time the prescribing directive (publication) is revised/updated or created.  Contact the RIA Forms Management Officer (FMO), Mr. Jason Howell, TDF, extension 2-8062, E-mail:  howellj@ria.army.mil.

4.  The RIA Commander will authorize and sign all RIA publications.

5.  Proponent PLOs will forward the final publication on disk and hard copy along with completed AMC Forms 2419, to the RIA PCO, Ms. Liz Parmentier, SOSRI-ITR, for final review and forwarding to the RIA Commander for signature.  PLOs will contact the RIA PCO, extension 2-8041, E-mail:  parmentierl@ria.army.mil, directly for assignment of all new RIA publication numbers.

6.  Proponents of RIA publications are responsible for establishing and managing distribution requirements, as they deem necessary.  As of 1 Jan 98, all RIA publications are available on the RIA Home Page and hard copy distribution will no longer be required.  Users will be able to print the publication in full or in part if they require a hard copy.

DETAILS:

1.  Proponent PLOs or action officers will prepare all publications on a computer in either paragraph or chapter style.  A backup copy of all drafts should be made to safeguard against any loss of data.  Use Microsoft Word.

2.  Margins will be ¾” to 1” on all sides and pages will be filled up as much as possible.  Font should be Courier New, Bold, and 12 pt/pitch.  Hyphenate words and split paragraphs between pages if necessary to fill lines and pages.  Do not leave large gaps in sentences and do not insert blank pages.

3.  Select the appropriate publication series number/title from DA PAM 25-40, appendix H.  For new publications, the PLO/action officer is to contact the RIA PCO for the next available publication number.  Publication title is determined by proponent and should accurately describe contents.

4.  Place the publication number at the top left of the “header” and place page numbers centered in the “footer” starting on page 2.

5.  See sample formats for style, placement, and capitalization of the heading, series title, publication title, etc.  You must choose either “paragraph” or “chapter” style (not a combination of both) and follow that style throughout the entire publication.

6.  If publication is written in paragraph style, only include a paragraph number column in table of contents.  If publication is written in chapter style, include both paragraph and page number columns in table of contents.

7.  Number pages consecutively beginning with page 2.  Do not put page number on the front page.  Leave at least one blank line between the text and the page number.

8.  Do not date the publication.  The RIA PCO will add the date after the RIA Commander signs the publication.

9.  Paragraphs may be subdivided no more than five times and placement is as follows:

PREPARED IN PARAGRAPH STYLE

Paragraph                   = 1.     XXXXXXX    (at left margin)

1st subparagraph         =   a.       XXXXXXX    (begins on 3rd space)

2nd subparagraph        =            (1)   XXXXXXX    (begins on 7th space)

3rd subparagraph         =            (a)   XXXXXXX              “

4th subparagraph         =            <1> XXXXXXX              “

5th subparagraph         =            <a> XXXXXXX              “

AND

PREPARED IN CHAPTER STYLE

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

1st subparagraph         =      a.    XXXXXXX    (begins on 3rd space)

2nd subparagraph        =            (1)    XXXXXXX    (begins on 7th space)

3rd subparagraph         =            (a)    XXXXXXX                 “

4th subparagraph         =            <1>  XXXXXXX                 “

5th subparagraph         =            <a>  XXXXXXX                 “

For clarification:  When publication is prepared in paragraph style and you want to reference the 4th subparagraph within the text, it would be shown as 1a(1)(a)<1>.  When publication is prepared in chapter style, it would be shown as 1-1a(1)(a)<1>.

10.  One space follows a comma (,) and semi-colon (;).  Two spaces follow a period (.) and colon (:).

11.  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).

12.  Do NOT underline every paragraph and subparagraph title.  You may use all caps to emphasize words.  You may/should underline major paragraph titles only.

13.  Use simple words rather than uncommon words.  Use clear, concise sentences.

14.  Use numbers when referring to time, measurement, or money, e.g., 2 weeks, 24 hours, 8-day-per-month production schedule, 3 feet, $2.00, etc.

15.  Spell out all uncommon acronyms the first time used followed by the acronym in parenthesis, then use only the acronym thereafter.  Place all uncommon acronyms in a glossary, where required.  Sentences may begin with acronyms which were previously spelled out (this applies to publications only, NOT to official correspondence).  Remember to consider your entire audience when choosing not to spell out an acronym.  What may be common to you may not be to others.

16.  When referring to official publications, forms, or requirement control symbol (RCS) reporting requirements, type the number only within publication text; then type the number and complete title in the reference paragraph/appendix.

17.  Do not reference standing operating procedures (SOPs) in Command publications.  SOPs are internal and apply only to the preparing directorate/office.  SOPs are not official publications.  Official command publications will be published in lieu of SOPs if the information applies to other directorates.

18.  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.

19.  Use the word “ensure” rather than “insure” and “assure”.  Avoid filler words such as “that” and “the” if the sentence makes sense without them.

20.  Be consistent.  If you refer to something one way, refer to it the exact same way throughout the publication.

21.  When referring to HQ of a Command, there is no comma (HQ JMC).  Use JMC alone to indicate the command as a whole.

22.  When referring to an office, THE FIRST TIME IT IS USED, spell out the directorate (or division) name first, followed by the office symbol in parentheses; e.g., Information Technology Directorate (SOSRI-IT).  Use only the office symbol thereafter.

23.  Publications may contain as many paragraphs as necessary to properly present the subject.  Place the following paragraphs in the table of contents and the text in the exact order listed here when used:

Purpose – for directive publications, prescribe responsibilities, policies, and procedures for the subject.  For informational publications, explain the subject or the procedures needed to implement the policy.

References – include this paragraph if ANY publications, forms, RCS reports are referred to within the publication.  Up to ten references, list within this paragraph; otherwise, this paragraph will refer the audience to the appropriate appendix.

Abbreviations/Terms – include this paragraph if ANY uncommon abbreviations and/or terms are used.  Up to 5 terms and 15 acronyms, list within this paragraph; otherwise, this paragraph will refer the audience to the glossary.

Responsibilities – identify the people who must carry out the policies and procedures prescribed and identify the specific functions each person must perform.  Do not explain in detail what the functions are or how to do them; these details will be explained elsewhere in the publication.

Policies – general courses of action to be taken.

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

              Use additional paragraphs, appendixes, figures, tables, etc., to cover 

              information not included in one of the above paragraphs.

24.  When referring to appendixes, figures, and tables, ensure they are mentioned, numbered, and placed in numerical order; e.g., do not refer to figure 2 before referring to figure 1.  Include a title with tables and figures; e.g., Figure 1.  Organization Structure.

25.  Regulations are the only type of publications which may be supplemented.  RIA may supplement higher HQ regulations only.

26.  Center chapter and appendix numbers and titles.

27.  Coordination/Staffing Publications:

       a.  Proponents are responsible for staffing publications with the appropriate organizations using AMC Forms 2419.  It is possible the Unions or Legal Office may have to staff the publication for various reasons.

       b.  Address draft publications to directorate levels when sent for staffing to help ensure suspense dates are met.  Request addressees return concurrences on AMC Form 2419-R (directorate-level signature in block 13).  Comments/recommended changes may be returned via correspondence, E-mail, or DA Form 2028.  E-mail responses should be allowed to the maximum extent.  In cases where a publication is being revised from last edition and the revisions are only administrative in nature, staffing is not required.  The proponent must state this in block 13 of AMC Form 2419-R where concurrences are normally recorded.

       c.  Proponents are responsible for addressing all comments and ensuring recommended changes are incorporated or resolved with the reviewer.  Disagreements not resolved should be directed to the next higher-level supervisor for action.  When PCO sends the final publication for signature, the original AMC Forms 2419 and any associated comments are included in the package.  This documentation may not be returned; therefore, proponents should retain a copy for their files.

       d.  If initial staffing results in significant changes, publications must be restaffed and the changes highlighted.

       e.  If the publication is a supplement, approval must be obtained from higher HQ proponent.

28.  Submission of Finalized Publication:  After all staffing is completed and comments and recommendations are resolved or incorporated, proponent sends the final hard copy, the disk, and all completed AMC Forms 2419 to the RIA PCO who will obtain RIA CO’s signature, place the publication on the RIA Web site and return the signed and dated hard copy to the proponent for filing (FN 25-30q).

PART II

FOLLOWING ARE SAMPLE FORMATS FOR RIA PUBLICATIONS:  Use all the lines as indicated.  Pay attention to upper and lower case as indicated.

SAMPLE PAGE FOR PARAGRAPH STYLE PUBLICATION:

Department of the Army                                  


*RIAR XXX-XX

Rock Island Arsenal

1 Rock Island Arsenal

Rock Island, IL  61299-5000

Series title from DA PAM 25-40, appendix H (centered and lower case)

TITLE BY PROPONENT (CENTERED AND IN ALL CAPS)

Applicability.  This regulation applies to..names of specific offices/directorates/tenants or all RIA, HQ JMC, TACOM-RI…or……RIA and all serviced tenant organizations.

Suggested improvements.  The proponent of this regulation is Rock Island Arsenal,

 . . . . . title of your directorate/office, SOSRI-??.  Users are invited to send comments and suggested improvements to SOSRI-??, Rock Island Arsenal, 1 Rock Island Arsenal, Rock Island, IL  61299-5000, E-mail sosri-??@ria.army.mil.

Distribution.  Publication is available electronically on the RIA Home Page and users are authorized to print publication as required.  Distribution will not be made by proponent organization.

OR

Distribution of this regulation is made IAW requirements submitted by user organizations to proponent and issued by proponent.

Supersession notice.  *This regulation/pamphlet supersedes RIAR XXX-XX, old date.  Put * to left of pub number at top right of front page only if this paragraph is used.  Note:  The paragraph is NOT used on a brand new publication.

(Allow 5 blank lines down for signature)








MIKE G. MULLINS

                                                                    
Colonel, OD








Commanding

____________________________________________________________________

Contents                                   





Paragraph

Purpose--------------------------------------------------------------------------          1

References----------------------------------------------------------------------          2

Acronyms/Terms--------------------------------------------------------------          3

Responsibilities----------------------------------------------------------------          4

Policies--------------------------------------------------------------------------          5

Procedures----------------------------------------------------------------------          6

Appendix A.  References

Appendix B.  …………title………….

Glossary

Contents may continue to page 2 depending on length, or text could begin on page 2.  Begin paragraph 1 immediately following the last item of the contents section allowing one blank line between.  If this is the bottom of front page and only one or two lines can be stated, begin paragraph on page 2.

SAMPLE CONTENTS PAGE FOR CHAPTER STYLE PUB:

Department of the Army






RIAP XXX-X

Rock Island Arsenal

1 Rock Island Arsenal

Rock Island, IL  61299-5000

Series title from DA PAM 25-40, appendix H (centered and lower case)

TITLE BY PROPONENT (CENTERED AND IN ALL CAPS)

Applicability.  This pamphlet applies to …………

Suggested improvements.  The proponent of this pamphlet is Rock Island Arsenal,..title of proponent’s directorate/office.  Users are invited to send comments and suggested improvements to SOSRI-??, Rock Island Arsenal, 1 Rock Island Arsenal, Rock Island, IL  61299-5000, E-mail sosri-??@ria.army.mil.

Distribution.  Publication is available on the RIA Home Page and users are authorized to print publication as required.  Distribution will not be made by proponent organization.

OR

Distribution of this regulation is made IAW requirements submitted by user organizations to proponent and issued by proponent.

(Allow 5 blank lines down for signature)







MIKE G. MULLINS







Colonel, OD







Commanding

Contents                                                                    Paragraph                  Page

Chapter 1.  INTRODUCTION

                       Purpose  ---------------------------------      1-1                         2

                       References  -----------------------------       1-2                         2

                       Abbreviations/Terms  -----------------       1-3                         2

                       Responsibilities  -----------------------       1-4                         2

                       Policies  ---------------------------------       1-5                         3

Chapter 2.  YOUR TITLE

                            Title of paragraph  -----------------       2-1                         3

Contents                                                                    Paragraph                  Page

                       Title of next paragraph  ---------------        2-2                       3

                        Etc.  -------------------------------------        2-3                       4

Appendix A.  References  -----------------------------

Appendix B.  List of Action Officers  ---------------

Glossary

SAMPLE APPENDIX PAGE/ CHAPTER STYLE PUBLICATION:

RIAP XXX-X

Appendix A

REFERENCES

A-1.  Publications.


  a.  AR 25-30, The Army Integrated Publishing and Printing Program, 3 Sep 02

        b.  DODD 7750.5, Management and Control of Information Requirements, 

Feb 91.

A-2.  Forms.

        a.  DA 4150-R, Visual Information Production Utilization, Jun 99.

        b.  DA 5697-R, Visual Information Activity Authorization Record, Apr 98.

A-3.  Reports.

        a.  RCS CSGPO-344, Visual Information Systems Program.

        b.  RCS DD-PA(A)1438, Visual Information Annual Activity Report.

33

(normal page number at bottom of page)

SAMPLE APPENDIX PAGE/PARAGRAPH STYLE PUB:

RIAR XXX-?

Appendix A

PREPARING RIA PUBLICATIONS

1.  Publications will be prepared on the computer using MS Word.

2.  Publications will be thoroughly staffed and all comments incorporated or resolved prior to submitting to RIA PCO.

3.  Etc……… .
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(normal page number at bottom of page)

PART III

Various Other Guidance Needed

1.  If proponent wishes to duplicate and distribute hard copies to users, correspondence/E-mail should be sent requesting distribution information from all organizations.  Publications will be online under the RIA Home Page as of 1 Jan 98 and users may view or print in full or in sections, as they deem necessary.  Hard copy distribution will be entirely the decision of and the responsibility of the proponent organization.  Sample of an E-mail message is as follows:

********** PLEASE ENSURE WIDEST DISSEMINATION **********

The following new/revised RIA publication will be issued soon in hard copy format and distribution requirements need to be established.  All personnel requiring this publication must notify their Directorate Publications Liaison Officer/Admin Officer NLT (enter 1-week date).  All Publication Liaison Officers must then submit the total number of copies needed to proponent, E-mail:  (address), NLT (a couple days after personnel suspense).

          PUB NUMBER:  RIAX XX-XX

          PUB TITLE:        XXXXXXX…….

          PROPONENT:   Office Symbol

          PURPOSE:          The purpose of this regulation/pamphlet/etc, is…….

          BRIEF DESCRIPTION:  ………….

2.  NOTE:  Proponents of all RIA publications will ensure maintenance of publication file under MARKS file number 25-30q, Decentralized Instruction Background Files (Disposition d).

3.  It is NOT necessary to assign control numbers to flyers and one-time posters, only permanent posters.  One-time posters are not controlled; permanent posters are.

    a.  Definitions:

            (1) Flyers – pictorial presentations or notices which emphasize or attract attention to events or items that are not prescribed by Department of the Army (DA) or command program; i.e., sporting events, luncheons, seminars, holiday parties, etc.  Flyers are not assigned a control number.

           (2) Permanent Posters – consist of the same media as flyers but the subject is of a continuing nature.  They are used only when essential to support a prescribed DA or command program; e.g., safety program, suggestion program, sick leave, etc.  Additionally, permanent posters are prepared at the highest command level to reduce the need for similar posters at lower levels.  Permanent posters are assigned a control number.

    b.  Processing Posters:  In lieu of creating new posters, proponent offices should investigate to determine if a similar DA poster exists and, if so, 200 copies of DA poster should be ordered through normal supply source.  Organizations order the poster under their publications/forms accounts.

PAGE  
10

