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[bookmark: _Toc390336705][bookmark: _Toc390340295][bookmark: _Toc173394104]Section 1:  General Issuance Information
[bookmark: _Toc173394105]1.1.  Applicability.
[Option 1: Standard Applicability Statement] This issuance applies to OSD, the Military Departments, the Office of the Chairman of the Joint Chiefs of Staff and the Joint Staff, the Combatant Commands, the Office of Inspector General of the Department of Defense, the Defense Agencies, the DoD Field Activities, and all other organizational entities within the DoD (referred to collectively in this issuance as the “DoD Components”).
[bookmark: _Toc173394106]1.1.  Applicability.
[Option 2: Standard Applicability Statement All-inclusive USCG] This issuance applies to OSD, the Military Departments (including the Coast Guard at all times, including when it is a Service in the Department of Homeland Security by agreement with that Department), the Office of the Chairman of the Joint Chiefs of Staff and the Joint Staff, the Combatant Commands, the Office of Inspector General of the Department of Defense, the Defense Agencies, the DoD Field Activities, and all other organizational entities within the DoD (referred to collectively in this issuance as the “DoD Components”).
[bookmark: _Toc173394107]1.1.  Applicability.
[Option 3: Standard Administrative Instruction Applicability Statement] This issuance applies to OSD, the Office of the Chairman of the Joint Chiefs of Staff and the Joint Staff, the Office of Inspector General of the Department of Defense, the Defense Agencies, and the DoD Field Activities that are serviced by Washington Headquarters Services (WHS) (referred to collectively in this issuance as the “WHS-serviced Components”).
[bookmark: _Toc173394108]1.2.  Policy.
a.  This is an example of an “a” level paragraph.
b.  This is an example of an “b” level paragraph.
[bookmark: _Toc173394109]1.3.  Forms. [Optional]
[bookmark: _Hlk173915875][bookmark: _Hlk173755001][Used only if your issuance prescribes the use of multiple DoD (e.g., DD, SD, WHS) or DoD-sponsored forms (e.g., SF, OF).]  This issuance refers to forms managed or sponsored by the DoD.  Unless otherwise mentioned in their citation, these forms are available at https://www.esd.whs.mil/Directives/forms/.
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[bookmark: _Toc390336709][bookmark: _Toc390340299][bookmark: _Toc173394110]Section 2:  Responsibilities
[bookmark: _Toc390336710][bookmark: _Toc390340300][bookmark: _Toc173394111]2.1.  Title of Official (And Acronym if Not Established Earlier).
The [official]:
a.  [A paragraph “a” must have a paragraph “b,” etc.]
b.  
[bookmark: _Toc390336711][bookmark: _Toc390340301][bookmark: _Toc173394112]2.2.  Acronym of Official (If Established Earlier).
The [acronym of official]:
a.  
b.  
(1)  [A paragraph “(1)” must have a paragraph “(2),” etc.]
(2)  
(a)  [A paragraph “(a)” must have a paragraph “(b),” etc.]
(b)  
(3)  
c.  
[bookmark: _Toc173394113]2.3.  Acronym of Official (If Established Earlier).
The [acronym of official]:
a.  
b.  
[bookmark: _Toc173394114]2.4.  Acronym of Official (If Established Earlier).
The [acronym of official]:
a.  
b.  
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[bookmark: _Toc390336712][bookmark: _Toc390340302][bookmark: _Toc173394115]Section 3:  Section Title
[bookmark: _Toc390336713][bookmark: _Toc390340303][bookmark: _Toc173394116]3.1.  Paragraph Title.
[bookmark: _Toc390336714][bookmark: _Toc390340304][bookmark: _Toc173394117]a.  Heading.
[This is what paragraph level “a” looks like if it has a heading.  These headings may be added to the table of contents, but they are not required.  If one level “a” paragraph has a heading, all on this level must have a heading.]
b.  [This is what paragraph level “a” looks like if it does not have a heading.]
(1)  Heading.
[This is what paragraph level “(1)” looks like if it has a heading.] 
(2)  [This is what paragraph level “(1)” looks like if it doesn’t have a heading.]
(a)  
(b)  
1.  [You must manually add the underline at this level.]
a.  [You must manually add the underline at this level.  Do not subordinate paragraphs beyond this level.]
b.  
2.  
[bookmark: _Toc390336717][bookmark: _Toc390340307][bookmark: _Toc173394118]3.2.  Paragraph Title.
[bookmark: _Toc390336718][bookmark: _Toc390340308][bookmark: _Toc173394119]3.3.  Paragraph Title.
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[bookmark: _Toc390336719][bookmark: _Toc390340309][bookmark: _Toc173394120]Section 4:  Section Title
[bookmark: _Toc390336720][bookmark: _Toc390340310][bookmark: _Toc173394121]4.1.  Paragraph Title.
[bookmark: _Toc390336721][bookmark: _Toc390340311][bookmark: _Toc173394122]a.  Heading.
[bookmark: _Toc173394123]b.  Heading.
(1)  
(2)  
(a)  
(b)  
1.  
a.  
b.  
2.  
[bookmark: _Toc390336723][bookmark: _Toc390340313][bookmark: _Toc173394124]c.  Heading.
[bookmark: _Toc390336724][bookmark: _Toc390340314][bookmark: _Toc173394125]4.2.  Paragraph Title.
[bookmark: _Toc390336725][bookmark: _Toc390340315][bookmark: _Toc173394126]4.3.  Paragraph Title.
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[bookmark: _Toc390336726][bookmark: _Toc390340316][bookmark: _Toc173394127]Glossary
[bookmark: _Toc390336727][bookmark: _Toc390340317][bookmark: _Toc173394128]G.1.  Acronyms.
[bookmark: _Hlk125373481][A listing of acronyms is mandatory for issuances over two pages using acronyms other than “DoD,” “OSD,” or “U.S.”  Use the table in this template to alphabetically list all acronyms used in the issuance, with a separate row for each identified term.  Add more rows as necessary.]

	ACRONYM
	MEANING


	ABBREVIATION 
	use lower case when term is a common noun

	ACRONYM

	Use Title Case When Term is a Proper Noun
Use a hard return in the cell of the last acronym in a letter group


	BEGINS WITH “B”
	

	BEGINS WITH “B”

	

	BEGINS WITH “S”
	



[bookmark: _Toc390336728][bookmark: _Toc390340318][bookmark: _Toc173394129]G.2.  Definitions.
Unless otherwise noted, these terms and their definitions are for the purpose of this issuance.  [Remove “unless otherwise noted” if not applicable.]

	TERM
	DEFINITION


	TERMS
	Use the table in this template to alphabetically list terms used in the issuance with a row for each identified term.  Add more rows as necessary.


	term
	Use lower case when term is a common noun


	ACRONYM
	Use acronyms already established; do not write term out or reestablish acronyms.  Acronyms are ordered alphabetically in the definitions section by the acronym, not the term as it would be spelled out.


	Term
	Use Title Case When Term is a Proper Noun
Use a hard return in the cell of each definition to separate it from the next term.
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[bookmark: _Toc390336729][bookmark: _Toc390340319][bookmark: _Toc173394130]References
[List references in alphabetical (and then numeric, if applicable) order.  The reference listed is an example.  If your issuance doesn’t include the example issuance, remove the reference.]

DoD Manual 8910.01, Volume 1, “DoD Information Collections Manual: Procedures for DoD Internal Information Collections,” June 30, 2014
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