PROCESSING AN INTERIM CHANGE (IC)

(Ref:  AFI 33-360, Vol 1, Air Force Content Management Program-Publications, para 3.54)

(As of 30 Jan 04)

NOTE:  If any of this guidance conflicts with the AFI, follow the AFI.

DEFINITION:

An IC is a vehicle to add or delete information from a current publication.  The main difference between an IC and a revision (rewrite) is an IC cannot result in renumbering any paragraphs in the current publication.  An IC can replace, add, or delete a paragraph, but it cannot result in renumbering any existing paragraphs.  If the change results in any paragraph renumbering, you must do a revision.  (Ref:  paragraph 3.54.6)

PROCESS:

1.  Prepare the IC in MS Word.  Indicate the appropriate section of the publication being changed and use a star (() to identify each change in the IC.  Number the IC using the current year, a dash, and then number sequentially (i.e., IC 2003-1, IC 2003-2, etc.).  Include a Summary of Revisions. (See the example below)

2.  Prepare an IC notification message to alert all users of the publication of the change.  The publication’s approval authority must sign the message.  The message can be sent via e-mail.  DO NOT deliver the message until the Publications Management Office notifies you to do so.  The purpose of the message is to alert users that a change has been issued and where to find it; do not include the changes in the message.  After obtaining the approval authority’s signature, e-mail (msd.sshpp@maxwell.af.mil) or fax (3-3118) a copy of the message and the IC to the Publications Management Office.  The Publications Management Office will notify you when you may release the message.

3.  The Publications Management Office will post the change to the electronic publications page and take appropriate actions as dictated in AFI 33-360, Vol 1.  They will contact you to release the notification message after they complete the process.

EXAMPLE IC:

IC 2003-1 TO MAXWELL AFB INSTRUCTION XX-XXX, Constructing an Interim Change (IC)
[Date]

(SUMMARY OF REVISIONS
This change transfers OPRship to 42 ABW/XX; replaces paragraph 1.3; adds paragraph 2.3.1, and deletes paragraph 4.2.  A star (() indicates a revision from the previous edition.

(1.3.  You must rewrite entire paragraphs, even if only changing one word.  You cannot only replace or remove select words or sentences within paragraphs; you must rewrite the entire paragraph.

(2.3.1.  You can add or delete paragraphs as long as you don’t renumber any paragraphs.  For example, you can add paragraph 2.3.1 between paragraphs 2.3 and 2.4.  To delete a paragraph, simply state, “DELETED” after the appropriate number without changing any paragraph numbers.  See paragraph 4.2 below.

(4.2.  DELETED

