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BY ORDER OF THE COMMANDER
MAXWELL AFB INSTRUCTION 12-3456
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[DATE]

Communications and Information

FORMAT FOR AN INSTRUCTION

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY

NOTICE:  This publication is available digitally on the Maxwell AFB Electronic Publications web page at:  http://www.maxwell.af.mil/msd/pubs/index.htm.  If you lack access, contact the Publications Management Office.

OPR:  42 MSS/MSSM
Certified by:  42 MSS/MSS

(MSgt Stacy Q. Jones) 
(Capt Mark P. Johnson)

Supersedes MAFBI 12-3456, 10 October 2001
Pages:  *


Distribution:  F

This instruction implements AFPD 12-34, Instructions.  It provides an example format for drafting instructions.  Ensure all records created as a result of processes prescribed in this publication are maintained in accordance with AFMAN 37-123, Management of Records, and disposed of in accordance with the Air Force Records Disposition Schedule (RDS) (available at https://webrims.amc.af.mil).  This instruction does not apply to AFRC or ANG organizations. [Purpose Statement]

SUMMARY OF REVISIONS

This revision:  adds guidance on Purpose Statements (paragraph 4), references to Information Management Tools (IMT) (paragraphs 6 and 8.1), [continue listing changes from previous version].  A star (() indicates changed information from the previous version.  
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1.  Preparing a Draft.  Prepare the draft in Microsoft Word.  Do not enter a date or the number of pages (see above); the Publications Management Office will enter these once the publication is finalized and ready for publishing.  Enter “DRAFT—NOT FOR IMPLEMENTATION OR COMPLIANCE” in bold, capital letters at the top of each page (see above).  If you’re drafting a new publication, contact the Publications Management Office for assistance in obtaining the publication number.

2.  Numbering Paragraphs.  Number paragraphs sequentially, starting with number 1.

2.1.  Number subparagraphs by adding a “.1”, “.2”, etc. to the parent paragraph number.

2.1.1.  Indent each subparagraph 1/4” from its parent paragraph.

3.  Supporting Information.  Include a list of references, abbreviations and acronyms, and terms used in your publication.  When listing references, list the short title first, then the long title in italics the first time the reference is mentioned (i.e., AFI 36-2903, Dress and Personal Appearance of Military Personnel); use either the short or long title from then on.  If you have more than 10 terms, abbreviations and acronyms, list them in Attachment 1 to your publication and include your references in the attachment.  See the example below.

4.  Purpose Statement.  All instructions must have a purpose statement immediately below the OPR information section (see above).  List any Air Force Policy Directives the publication implements or the title of the parent publication if a supplement.  Indicate the general purpose of the publication, include the records maintenance and disposition instructions, and to whom the publication does or does not apply.  If the publication directs the collection of Privacy Act information, include the authority for doing so in the Purpose Statement.

5.  Summary of Revisions.  If you are revising a publication, you must include a Summary of Revisions below the Purpose Statement.  If you’re substantially revising the publication, use the statement in bold letters as the first sentence in the Summary of Revisions, “This document is substantially revised and must be completely reviewed.”  You must still list all the changes to the document if you use this statement.  Use a star (() before the paragraph, section, or part number to indicate it was changed from the previous version.  If you’re substantially revising your publication, place a star before the title of the publication as well.  New publications do not have a Summary of Revisions.

(6.  IMTs/Forms.  If your instruction prescribes a local IMT/form or requires the use of another IMT/form, give the reader instructions on when and how to use them.  Include a completed example (using fictitious names and XXX-XX-XXXX for SSNs) as either a figure or an attachment.  When listing an IMT/form, list the short title followed by the long title in bold font the first time it is mentioned (i.e., AF Form 988, Leave Request/Authorization), then use either the short or long title from then on.

6.1.  List prescribed and adopted IMTs/forms as the last paragraph before the first attachment and in the table of contents, if applicable.  See example below (paragraph 8.1.).

7.  Table of Contents.  If your publication has 20 or more pages, you must include a table of contents (see above).

8.  Attachments.  Include attachments after the last page of the publication.  Number attachments sequentially.  If you have a Glossary of References and Supporting Information, it will always be Attachment 1.

(8.1.  IMTs/Forms:

(8.1.1.  Prescribed:  MAFB IMT XXX, Long Title.

(8.1.2.  Adopted:  DD Form XXX, Long Title; AF IMT XXX, Long Title; AU IMT XXX, Long Title.

SUSAN P. GENRIGHT

Colonel, USAF

Commander, 42d Air Base Wing

Attachment 1

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION

References [list numerically by higher headquarters]

DoDD 1234.5, Title in Italics
AFI 33-360, Volume 1, Publications Management Program

Abbreviations and Acronyms [list alphabetically]

IMT – Information Management Tool, formerly Form

TDY – Temporary Duty

Terms [list alphabetically]

Publication – Instructions, supplements, pamphlets, handbooks, visual aids, etc.  Does not include Operating Instructions and Plans.

Temporary Duty – Duty performed on orders away from assigned station







