PREPARING OPERATING INSTRUCTIONS

The following guidance comes from AFI 33-360, Volume 1, Air Force Content Management Program-Publications (30 Jan 04), and AETC’s holdover supplement (14 Mar 03) to the same.

AFI 33-360, Volume 1, Air Force Content Management Program-Publications:

2.2.8.  Operating Instructions (OI).  OIs assign responsibilities, direct actions, and prescribe procedures.  OIs follow the same format as departmental-level publications; use AFI 33-360, Volume 1, as the sample.

2.2.8.1.  (N/A)

2.2.8.2.  A branch--as a branch operating instruction (BOI).  Organizational elements, such as a headquarters staff office, flight, detachment, squadron, department, division, or similar units; e.g., a functional area, maintenance OIs, etc.  NOTE:  Consider subject matter and purpose when deciding whether to use an OI or an instruction; e.g., publish installation traffic rules in an instruction; however, a squadron or group can establish procedures for selecting a noncommissioned officer of the quarter in an OI.  If the subject matter requires careful review of written procedures and a historical record, use an instruction.  BOIs are not listed in the Air Force master catalog nor are they posted on the Air Force Publishing web site.
The AETC Supplement to AFI 33-360, Volume 1:

2.2.8.2.  Guidance contained in an operating instruction (OI) applies only to that organizational element; that is, guidance cannot cross functional lines.  For example, if a branch publishes an OI, the guidance contained in that OI applies only to personnel in that branch.  Designate OIs with the office symbol (DPOI 36-1), abbreviated organization level (DOI 36-1), or title of organization (Personnel OI 36-1).  For OIs, select the appropriate series and assign a control number.  Start control numbers with the Arabic number 1 for each series.  The OPR determines the title of the OI based on the overall content.  Format OIs in the same manner as an instruction. The chief of the organizational element signs the OI.  Use the AF Form 673 to coordinate OIs. Maintain record sets for OIs according to Attachment 2 of the basic instruction, as applicable. See Figure 2.2 (Added)(AETC) and Figure 2.3 (Added)(AETC) for examples of OI title page headings.

Figure 2.2. (Added)(AETC) Example Title Page Heading for a Directorate Operating Instruction.

COMMUNICATIONS AND INFORMATION DIRECTORATE 
 SCOI 31-1

AIR EDUCATION AND TRAINING COMMAND 
31 OCTOBER 2002

RANDOLPH AFB TX 78150-4545

Security

DIRECTORATE INFORMATION SECURITY PROGRAM

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY
Figure 2.3. (Added)(AETC) Example Title Page Heading for a Branch Operating Instruction.

MULTIMEDIA AND PUBLISHING BRANCH
BOI 33-3

AIR EDUCATION AND TRAINING COMMAND 
31 OCTOBER 2002

RANDOLPH AFB TX 78150-4545

Communications and Information

BRANCH PUBLISHING PROCEDURES

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY
A4.5.  A summary of revisions is optional for OIs.
