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This publication implements Air Force Policy Directive (AFPD}33nformation Management

It provides guidance and procedures on creating, managing, and disseminating directive and
nondirective publications and forms throughout the Air Force (AF). It applies to individuals at all
levels who prepare, manage, review, certify, approve, disstamama/or use official Air Force
publications and forms, including Air Force Reserve and Air National Guard (ANG) units,
except where noted otherwise. This AFlI may be supplemented at any level, but all supplements
that directly implement this Instructionust be routed to SAF/AAX for coordination prior to
certification and approval. Refer recommended changes and questions about this publication to
the Office of Primary Responsibility (OPR) using the AF Form 8&&commendation for
Change of Publicationroue AF Form 847s from the field through Major Command
(MAJCOM) publications/forms managers. Ensure that all records created as a result of processes
prescribed in this publication are maintained in accordance with Air Force Manual (AFMAN)
33-363, Managementof Records and disposed of in accordance with Air Force Records
Information Management System (AFRIMS) Records Disposition Schedule (RDS) located at
https://www.my.af.mil/gcssaf6la/afrims/afrims/. The use of the name or mark of any specific
manufacturer, commercial product, commodity, or service in this publication does not imply
endorsement by the Air Force.
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SUMMARY OF CHANGES

This publication is updated to reflect changes in guidance and procedures dealing with the AF
Publications/Forms Program. The major changes include the addition of SAF/AAX as a
mandatory coordinator for all AF Supplements to DoD issuances (Directivesistnactions);
clarification of procedures for issuing AF Policy and Guidance Memorandums; update of
responsibilities for publication managers; and updates to clarify general program processes. A
margin bar (|) indicates newly revised material.

Chapter 10 AIR FORCE PUBLICATIONS AND FORMS MANAGEMENT 6
1.1, OVEIVIEW. oiiiiiiiiiieeiit et eeet ettt ame et e e et e e et e et e e 6
1.2. Roles and ReSpONSIDIlIIES. ........coooiiiiiiiiiie e 6

Table 1.1. Publications/[Formsdnager s ® Res.p.a.ns..bi.lii.t.ies. 11

Chapter 20 PUBLICATIONS 16
Section 24 Research and Applicability 16
2.1.  Planning and RESEAICK..............oviiiiiiiie et 16
2.2.  Validity of @ PUDICALION. .....ccoiiiiiiiiiiiiee e 16
2.3.  Conflicting PUBbIiCatioNS. ........coooiiiiiiiiieeeeeen e 16

2.4.  Applicability of Publications to Air Force Reserve Command (AFRC) Units. 16
2.5.  Applicability of Departmental and Field Publications to the Air National Guard

(ANG): oottt eeeee ettt ettt et enaee ettt e et et ettt eeeee ettt en e, 18
2.6.  Applicability of Departmental and MAJCOM Publications to the Civil Air Patrol

(7 A = TR PR SSTS 18

2.7. Types Of PUDICALIONS. ........uviiieiiiiiii e ereee e e 19

Table 2.1. Publications Types and DesCriptioNnsS.............oocuuriiiiiiieeeieeee e 19

Section 2B Developing a Publication 39

2.8.  Content Limitations and ReSEHONS. .........coocuriieiiiiiiii e 39

2.9, SUPPIEMENTS.... ...ttt e e e nens e e e e e e e e reennr e 40

2.10. Select @ SUDJECE SEIES........coiiiiiiiiieeeee et 42

2. 11, SElECE A T .oeeeiiieeeeeeeee e 44

2.12. FOrmat the Drafl...........cooooiiiiiiii e 44

2.13.  CiliNg REIEIENCES. .. ...t 49

2.14. USING HTUSTFALIONS. .....vvviiiieeeeeeiiiiititeeeit e e e e e e enense e e e e e e e e e s s nnbeee e s 50

215, TADIES. e 50

Figure 2.1.  Elements of @ PUDIICALION............cooiiiiiiiiiii e 51



AFI133-360 18 MAY 2006 3

2.16. DOCLNNE DOCUMENES......cciiiiiiiieiiiiiie et reeet et enme e 52
Section 2@ LegalRequirements 52
2.17. Specific Legal REQUIrEMENTS.........oviiiiiiiiiiiiiiii et 53
Section 2[¥ Coordination 56
2.18.  COOMAINAIDN. ..eiiiiiiiiiiiieiiiii it e e ee et enmme s e et e e s s ener e s 56
Table 2.2.  Mandatory COOrdiNatION............uuiiiiiieeiiiiiiceme e re e e e 61
2.19. Technical/Functional CoordiNatioN..............cceiiiiiiieiiiemiee e 62
Table 2.3.  Technical/Functional CoOrdiNAtOrS...........ccouiiiiiriiiiiieeeee e 62
Section 2B Publishing Finalized Publications 67
2.20. Posting on the-@ublishing Website.............ccoooiiiiiiiiieee e 67
2.21. Processing Physical Products for Printing...........ccccccciiiccneecieeecceeceeeeeeeee, 68
Section 2B Updating Publications 69
2.22. Suggesting Updates to Publications..............c.ceevviiiiiiecce e 69
2.23. Requesting a WaIVET ...t e e 70
2.24. Revising @ PUBICAtION...........ooiiiiiiiiiiee e 71
2.25. Interim Changes (IC).....coooii i mnmr e e e e 72
Figure 2.2.  Sample INterim ChaNGE...........uuiiiiiiiiiiiieeeeie e eere e e e 74
2.26. Administrative ChangeS (AC).....cuueii it eeeete e 74
Figure 2.3.  Sample Administrative Change.............ccooooe i reccc e 75
2.27. PUbDliCAtioN REWIITES.......cii ittt rmmne e e e e 75
2.28. Unauthorized Changes to Publications...................o oo, 76
Section 2@ Rescinding Publications 76
2.29. ODbsolete PUBICALIONS........ccccoiiiiiiiiiiiii e 76
Section 2K Special Publication Systems 77
2.30. Basis for Setting up a Special Publications System.............ccccvvvvvieeeeeeeeennn. 77
Section 28 Records Management 77
2.31. Managing ReCOIS......ccooiiiiii oo 77
Section 23 Establishing a Functional Publications Library (FPL) 79
2.32. DefiNtION. oo ————————————— 79
2.33. Availability of FPL Pubications. ..........ccooiiiiiiiiiiicrceeen e eevvmemee e 79
2.34. ODbtaining PUBICAtiONS. ...t 79

2.35. Maintaining an FPL. ... e sreer s e e e e e e e e e e e eeens 79



4 AFI33-360 18 MAY 2006

Chapter 30 FORMS MANAGE MENT 81
Section 34 Overview 81
L. GENEIAL ..t aner e e e e 81
Section 3B Types of Forms 81
3.2, TYPES Of FOIMS...coiiiiiiiiiiiiiiiit e e eree s 81
Table 3.1. Types and DescCriptions Of FOIMIS..........cccuiiiiiiiiiiiiie e 82
3.3. Items Not Managed as Forms (per guidance in DODI 7750.07).................... 83
Section 3@ Form Development 83
3.4.  Official FOrm REPOSITOrY........coooiiiiiiiii e 84
3.5, Prescribing @ FOMM.......cooiiiiiiiii et 84
G T T O 1= 1] o = T o] 1 P 84
3.7, AdOPLNG 8 FOMM. ..ottt eemr e e e e e e e eman 86
3.8. Licensing a Report Control Symbol (RCS)......cccoeeeiiiiiiiiiii i 86
3.9, FOrm SOftWare LICENSES......cciiiiiiiiiieite et eme ettt ammme e 86
Section 3@ Legal and Security Requirements 87
3.10. Requirements and ConSIAerations.............cevvuviriiiiieseeie e eee e e e e e e e e eeeeennns 87
Section 3B Coordination Requirements 88
0 5 R @7 o To ] (o |10 F- 1[0 PRSPPSO PP PP PP 88
Table 3.2.  Mandatory Coordination for FOIMS.........cccuuiiiiiiiiiiiiie e 89
Section 3B Keeping Forms Current 89
3.12.  FOIM REVISION. ...ciiiiiiiiiiee ittt eeet et emmme e s s eeeme s 89
3.13. ReSCINAING @ FOIMa.iiiiiiiiiiiie et 89
Section 3@ Records Management 90
T I T = L= ToTo o Fo R 1Y/ T g T= To [T 1= o | O 90
Section 3l Prescribed and Adopted Forms 91
3.15.  PrescriDed FOMMIS:..... ..o err e e 92

3.16. AdoptedFormsé e ééééeeeéééeeceéééeeceééeeecceé. 92



AFI133-360 18 MAY 2006 5

Attachment 18 GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 93
Attachment 20 SAMPLE FORMATS AND CITATIONS USED IN PUBLICAT IONS 101

Attachment 39 AIR FORCE SPECIALTY CODE -RELATED SERIES NUMBER, TITLE,
AND DESCRIPTION 104

Attachment 40 AIR FORCE POLICY MEMORANDUM AND GUIDANCE MEMORANDUM
TEMPLATES 119



6 AFI33-360 18 MAY 2006

Chapter 1
AIR FORCE PUBLICATIO NS AND FORMS MANAGEM ENT

1.1. Overview. This instruction establishesguidance and procedures for Air Forcewide
publicationsand formsmanagementio include the pulishing process.Air Force units at all
levels mustensurepublications and forms are complete, accurateeaty and accasble to Air
Force users.

1.1.1. Official Air Force publications (those listed Trable 2.1.and processed in accordance
with this Instruction) are the only approved vehicles for issuing official Air Force policy
and/or guidance. Air Force publications are either directive ordireative in nature.
Official Air Force publications communicate Iy, issue guidance and procedures, or
simply serve to inform; those processed by AFDPO are accessible througPubéshing
website fwww.e-publishing.af.mil). The ePublishing website is open to the public, so only
the unclassified titles of classified and restricted access products will be provided along with
instructions on how to obtain copies from the OPR.

1.1.2. Formsprovideanexpandecdapability to managehe collection,storageretrieval,and
display of data Official Air Forae forms, with the exceptiomn of ANG forms ard thos
gereratad below thewing/basdevel, areprocessednddisseminatedh accordancevith this
publication;prescribedorms areavailablefor downloadingor orderingon the e-Publishing
website.Official Air Forceform types are defined isection3B.

1.1.3. The publishing process includes formatting, posting, and storing electronic products;
printing procurement for muktolor and unique physical products; the design of Air Force
approved forms; and processing, storing, and disseminating physical prodtiotsitely,
publishing operations are designed to provide customers Air fa0deeaccess to electronic

and physical products via thePaiblishing website (via direct download or direct order). The
website serves as the official repository for departmemtdlfield publications and forms (at

the wing/base level and above) and for ordering of physical products down to the wing/base
level that are processed by AFDPO. The National Guard Publications Management Center
(NGB-DMJ-P)  (http://www.ngbpdc.ngb.army.mil/publications.htm) is the official
repository for all ANG products; headquarters ANG publications will also be available on the
e-Publishing website.

1.1.3.1. The publication datesithe effective date; Air Force publications, to include AF
Policy Memorandums and Guidance Memorandums, are not considered effective until
they are released to users in accordance with this Instruction. The publishing activity
(AFDPO, Publication Manageor OPR in rare instances when local websites are used)
adds the date to the publication to reflect the day the publication is actually released to
users (placed on formal website). The date the approving official signs the AF Form 673,
Air Force Publicaion/Form Action Requestmay not be the effective date of the
publication.
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1.2. Roles and ResponsibilitiesNote: Only civilian employees (including directhire
foreign national employees, but not including contractors or indirecthire foreign national
employees) and/ or military members of the Air Force are authorized to serve as the POC
for, provide coordination on, certify, and /or approve official Air Force publications and
forms, including interservice publications where the Air Force serves as the lead service.

1.2.1. Secretary of the Air Force Chief for Warfighting Integration and Chief
Informatio n Officer (SAF/XC): Servesasthe Air Forcefocal point on al mattersrelating

to information managenert policy in accordane with Departmen of Defen® Directive
(DODD) 8000.1 Management of DOD Information Resources and Information Technology
SAF/XC is responsiblgor generatingpolicy governingAir Forceinformaion management
andinformationtechnolog, which includespublications, forms, and the publishing function.

1.2.1.1. Air Force Communications Agency (AFCA), a Field Operating Agency
(FOA) reporting directly to SAF/XC, reviewsall departmentapublicationsfor reports
control purposesgensuing tha OPRs follow guidan@ on creating maintaining and
disposiry of repors accordimg to AFI 33-324, Thelnformation Collectionsand Reports
ManagementProgram: Contolling Internal, Public, and Interagency AifForce
Information Collections

1.2.2. The Administrative Assistant to the Secretary of the Air Force (SAF/AA):Im
plements thepolicy providedby the SAF/XC and establshesthe publicationsand forms
guidanceand procedures throudh the Air Forae Policy, Plars and Resource Directorae
(SAF/AAX). The Air Force Departmental Publishing fice (AFDPO) is responsible for
executing the publishing function.

1.2.2.1. SAF/AAX is responsible for:

1.2.2.1.1.Establishing guidance and procedures for creating and processing
publicationsand forms;

1.2.2.1.2.The contents andcord set of AFI 33360;

1.2.2.1.3.Servirg as the approvad authorily for waiver requess for this instructian
(waiverrequestdor supplementso this Instructionmustbe submittedto the OPRfor
thesupplement);

1.2.2.1.4.Serving as a mandatory coordinator on all Air Force Policy Directives
(AFPDs), Air Force Policy Memorandums (AFPMs), and any Supplements to DoD
Directives or Instructions;

1.2.2.1.5.Co-chairing with AFDPO appropriate boards andetiregs;
1.2.2.1.6.Conducting field visits to publishing programs as required; and,

1.2.2.1.7.Maintaining an updated listing of all publications/forms managers,
disseminatings required to AFDPO and SAF/XC.

1.2.2.2. Air Force Departmental Publishing Office (AFDPO):

1.2.2.2.1.1s responsiblefor determiningthe necessaryfunding requirements for
maintaining and updating theRablishing system.
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1.2.2.2.1.1.Serves as the HAF publications/forns manager responsibilities
detailed in Table 1.1.

1.2.2.2.1.1.1.Formally alerts SAF/AAX, Publications Manager, and OPR if a
Policy or Guidance Memorandum on theéPeblishing website reaches its
expiration date (180 days) and then removes the expired Policy or Guidance
Memorandum from the-Bublishing website (sqearagraph 2.8.5).

1.2.2.2.2.Servesas the Air Force-wide e-Publishinglead; the e-Publishingsystem
manager; the=-Publishingservice provider; and the physical productsdistribution
service provider for the HAF, Major Commands(MAJCOMs), Field Operating
Agencies(FOAs), Direct Reporting Units (DRUS).

1.2.2.2.2.1.Ensurs the e-Publishing site meet Departnent of Defen®
(DOD), Joint Chiefs of Staff (JCS),and Air Forceinteroperabiliy, integration,
configuration,andstandardization requirements.

1.2.2.2.2.2.0perates and maintains thePablishing website, electronic and
physical repositories, and #ime ordering system in support of the HAF,
MAJCOMSs, FOAs, and DRUSs, including basend wing-level publications and
forms except ANG wings or stimits. AFDPO does not stock base wing-level
physical products in the Publishing Distribution Center (PDC).

1.2.2.2.2.2.1.Provides custome suppot on publishing services for
customes at all levels processig and postirg suppot is only availabk for
HAF, MAJCOM, FOA, DRU, base/wing customers and ANG customers
(excluding wings/swuunits).

1.2.2.2.2.2.2 Post produd announcemerst to the e-Pulishing websie
and alertsOPRs ard field publications/forns manages via emal of the
availability of new, revised, or rescinded publishing products.

1.2.2.2.2.2.3.Informs OPRs and publications/forns managers of any policy
and/orguidancechangein electronicpublishingmethals asit relatesto form
versionupdates.

1.2.2.2.2.2.4Devebps and maintairs a contingeng plan to ensue
accessibiliy of publications and forms posted on thé&wbdlishing website
when the site is down.

1.2.2.2.2.3.Manages and distributecenses for Air Force forms software.
Provides software updates, comptitased training CBT) and troubleshooting
assistance.

1.2.2.2.2.4.Creates submits and advocats for planning programming and
budgeting for development, acquisition, installation, teding, training, and
maintenancéor e-Publishing system components.

1.2.2.2.2.5.In conjunctionwith SAF/XC and SAF/AAX, cortinually assesses
the health of the d’ublishing system, resolving dakncies and making changes,
as appropriate.
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1.2.2.2.3.Servesas the Air Force focal point for all mattersrelating to the AF
PublishingProgramin dealingwith the Office of the Secretaryof Defense(OSD),
other military departments, General Services Administration (GSA), or other
government agencies.

1.2.2.2.4.Provides or arrange for publishig suppot for headgarers of
Combetant Commandsandthe US Element,North American Air Defense Command

as statedin DOD Directive 5100.3 Support of the Headquarters of Combatant and
Subordinate Joint Commands

1.2.2.2.5.Ensuresthe e-Publishing websiteand productscontaired therein are in
compliance with AFI 33129, Web Management and Internet Use

1.2.2.3. Headquarters Air Forée Information Management (HAF/IM).

1.2.2.3.1. Supportsthe portatbasedForm Application Developmentfrogram,andis
resposible for building applicatiors to autormate formsbasel processes in
partnershp with functional communities.Managesthe development,deployment,
andmaintenancef theAir Force Publishing Managesmt Tool (PMT).

1.2.2.3.2.Serves as the publishing manager for Headquarters Operating Instructions
(HOIs), HAF Pamphlets (HPAMs), and HAF Handbooks generated and applicable to
the HAF (Secretariat or Air Staff) and establishes requirements for them in HOI 33
13, Headquarters Air Foce Operating Instructions, Pamphlets, and Handbooks
Management Program HAF HOIs are available digitally on the Air Force Portal
(https://iwww.my.af.mil) :: Org AZ :: HAF :: HAF - Headquarters Air Force (under
Front and Center/Popular Links) :: HOIs.

1.2.2.3.3.Coordinateswith operatingcommandsto identify systemssupport(use,
operato, and maintenance)initial and sustainedraining requirrments,and training
programg(including costs) for planning purposes.

1.2.3. MAJCOM/FOA/DRU/Wing/Base Senior Communications and Information
Manager. Designatesan individual as the publications/formsmanagerto administerthe
organizatioiis official publicationsandforms programin accordancevith this publication.
Note: Dependingon the structureof the organization,the publicationsand forms managers
may be separatgostions. Smalleractivities may not have the resources to support a full
time publications/forms managésome FOAs, in partidar). Sud activities shoul be
supportel by highe headquartey publicdions/forrs managemen{thus eliminating the
need for a local publications/forms manager) if that activity/organization agrees.
Additionally, if a tenanton a base,the activity should, wheneverpossble, enter into a
support agreement with the local publicatisffiorms manager (see AFlI 201, Support
Agreements Pcedues).

1.2.3.1. MAJCOM, FOA, and DRU organizations send the designe& name,
organizationaldesgnation office symbol e-mai addressand telephom® numbe to the
SAF/AAX workflow box (safaax.workflow@pentagon.af.mi), with a courtey copy to
AFDPO (e-publishing@pentagon.af.mi) and all subordinate publishing functions.
Forward a copy of theupportagreemenor confirmationfrom a higher headquaers
activity insteadof a designe& name,if applicable.Other aganizations submit this
information to the appropriatdAJCOM publishing manage
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1.2.3.2.In conjunction with the publications/formsmanager(s)determineswho will
maintainthe dficial record sets for therganizatioi@s publishing products.

1.2.4. Publications/Forms Manager. Publications/formananagersat al levels are those
designated akBavingoverallresponsibilityfor publicationsandforms within their Air Force
organizationListed in the table below are thanttions hey perform at each level.

1.2.4.1.1f the publications/formsmanagerfunction is contacted out or filled by an
indirecthire foreignnational,the termsof that contractor employmentagreenent must
be reviewedfor legal andoperationalsecuritysoundnessPublications/formsnanagers
haveaccesgo puldicationsgeneratedvithin their activitiesandin otheractivities,so all
legal and operational security concernsmug be addresse before this function is
performel by a cortracta or an indirecthire foreignnational.
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Tablel.1.Publ i cati ons/ Forms Managerso® Responsibil:i
Wing
Functions HAF | MAJCOM | FOA |DRU |/Base
1 Implement procedures and guidance in AH 3
360 and, if applicable, additional field guidanc| X X X X X
implementing AFI 33360.
Process publications and forms actions. X X X X X
3 Review subordinate ui
33-360 if requested by the publications/forms | X X X X
manager.

4 Visit field offices as needed to monitor operati
methods and procedures.

5 Track/conduct followup on publishing products
after submitting for processing/posting.

6 Review applicable publications to ensure
structure and format are correct before
publishing. (ANG sends FOfevel publications | X X X X X
to NGB-DMJ-P (ang.pubs@me.army.ngb.mil)
who will forward to AFDPO.)

7 Assign control numbers. X X X X X
8 thlfy OPRs yvhen a publication or form is X X X X X
officially published.
9 Initiate a product review every two years on th
original publication date using an AF Form 67
Note: If the OPR has given publication status | X X X X X

a special review within the past year, postpon
the review until the next cycle.

10 | Respond to questions from subordinate units
about publications and/or forms and the
publishing process. (Managers at each level | X X X X X
respond to questions generated within their
organization.)

11 | Manage computebased training on forms for
subordinate activitied\Note: AFDPO is X X X X X
responsible for providing the actual training;
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Wing

Functions HAF | MAJCOM FOA DRU |/ Base

publications/forms managers at all levels are
responsible for overseeing the training and
responding to questions.

12

In conjunction with the senior communications
and information manager, establish who will
maintain the official record sets for the
organi zationods publ i

13

Collect, review, and forward applicable AF
Form 847 to OPRs for higher headquarters X X X X
publicatiorr or form-related issues.

14

Manages all matters pertaining to forms
management, including proper analysis; desig
form software licensing; and numbering forms X X X X X
according to standards established by AFDP(
the appropriate MAJCOM or FOA.

15

Send AFDPO formand publicatiorrelated
information for inventory control and placeme
in the product announcement and the product X X X X
index. (ANG will send to NGEDMJ-P
(ang.pubs@mearmy.ngb.mil).)

16

Obtain feedback from users and evaluate
program to ensure objectives are achiey X X X X X
Initiates corrective actions as necessary.

17

Establish mandatory coordination for activity
and subordinate activities in supplementary X X X
guidance.

18

Alert OPRs when aware of changes in higher
headquarters publications, using the AF Form
399,Request for Action on Implementation of
Higher Headquarters Publications,desired.

1.2.5. Office of Primary Responsibility (OPR): OPRs are solely responsiblefor the
accurag, curreng, and integrity of the contents and for compliance with their publications
and forms:

1.2.5.1. The OPR designatesan individual within the office to serve as the Point of
Contact (POC) for ead publication and form. Tha individud will med all OPR
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responsibilitiesalthoud the organizationretainsultimaterespasibility. The POC must
be an Air Forcecivilian empbyee or a military member(including directhire foreign
nationalsbut notindirecthire foreign nationalsor cantractors).

1.2.5.2. The POC consultswith their publicationsand forms maragementoffice before
developinga publicationand/orform and at any point during the publishingprocesdor
guidance/advice. Adheres to publishing gumarand requirements contained in this
Instruction.

1.2.5.3.The POC stdfs publishing product with the appropriate coordinating
organizationgseeSection2D).

1.2.5.3.1.The POCresolveall critical commentsdeforethe publicationor form may
be submitted for final processing and publishing.

1.2.5.3.2.1f the AF Form 673 or the AF IMT 1768, Staff Summary Sheet (SSS)
containscoorination more than one yea old and no significant changs to the
draft contens hawe beenmade POGs mug stae in blodk 32 of the AF Form 673
that no recoordinatia is necessarypefore the certifying and approva officials sign
the form. If significart changs have been made the POC must reaccomplish
coordination.

1.2.5.4.Based on the guidance in AFl 31-401, Information Security Program
Managementthe POCrecommaeds a level of accesmility for the publication: post on
the e-Publihing website(a publicsite), or restrict access Departmentaklassifiedand
FOUO publications will be automatically scheduledfor printing; discussproduction
alternativeswith the publications/formsmanagerif a printed produd is not ideal
Unclassifi@ titles for departmenta and field-generatd FOUO and classified
publicationsmustbeincludedin the Productindexandin the publicationdisting on the e
Publishing website.

1.2.5.5. The POC keepsexisting publications and prescribedforms current. Submits
cancellation requestto the publications/formsmanageron the AF Form 673 after
obtainingcertificationand approval.

1.2.5.6. The POC informs designatecpublicatons/forms managansing AF Form 673,
Air Force Publication/Form Action Requesivhen transferrirg responsibiliy for a
publicatian or form to another oganization (see paragragt2.4).

1.2.5.7. HAF OPRskeepofficial recordsetsfor publicaionsandforms (seeparagraph
2.31.4.1).

1.2.5.8.The POC ensures the proposed publication does conflict with or
unnecessarilguplicate higher headquarters policies or procedures.

1.2.5.9. The PCC fields questiors related to the publication or form, and evaluats
proposecthanges to the publication or form.

1.2.5.10. The POC receives,evaluaes, and stdfs waiver requestsglevatingwithin the
organization for reviewrad approval asecessary.
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1.2.6. Certifying Officials. The certifying official is a minimum of one organizationa
leve abovethe OPR (as opposé to the POQ ard certifies the neal for the publication to
include curreny of information, applicability to the Air Force,and propriety of contentby
signing the AF Fomrm 673 at block 19. If the certifier one level abovethe OPR is the
approval authority, the director/headof the PO organization should serve as the
certifying official. Note: Before signing the AF Form 673, it is the responsibilityof the
certifying official to make sure the publication is not less restrictive than the higher
headquarters publication. If ras=l, it can be more restrictive.

1.2.6.1. Departnentd publications authore by a field unit (e.g, a MAJCOM, FOA,
or DRU) mustbe certified by anindividual at the HAF andapprovedby the approprate
HAF two-letter. AF Policy Directives (AFPDs) AF Policy Memorandurs (AFPMs),
arnd AF Supplemergto DOD Directives(DODDs) muste approved by the SEGA

1.2.7. Approving Officials.

1.2.7.1. Approving officials are senior leaders responsible for policies and
guidance/procedures pertaining to their functional area, specialty series, or command. At
Headquarters Air Force (HAF) and MAJCOMs these are heads of functional two
letter/digit offices,acting heads of twdetter/digit offices, or deputy heads if the two
letter/digit is unable to provide approvaException. MAJCOM Commanders may
move approval authority up to their level through a Supplement to this Instruction. Below
the HAF and MAJOM level, these are commanders/directors (acting
commanders/directors, or deputy commanders/directors, if the commander/director is
unable to provide approval) that are responsible for guidance/procedures pertaining to
activities under their command/direwt. Note: Establishing Air Forcevide policy is an
authority that rests solely with the Secretary of the Air Force (SECAF), who will review,
authenticate, approve, and rescind all AFPDs, AFPMs, and AF Supplements to DoDDs
and DoDls containing policy. Apoval officials at all levels will:

1.2.7.1.1.Enforce proceduresand guidancecontainedin publicaions within their
functional area(s).

1.2.7.1.2. Approve publications within their functional area, specialty series, or
command (those Air Force Specialty Codes (AFSC) associated with their
organizations) by signing the AF Form 673 at block 22, which verifies information in

the publication and identifseepublication restrictions. In signing the AF Form 673, the
approval authority is also confirming that the information therein is by order of the
SECAF or Commander / Director, as approp
authentication (signature block (nagjisature): name, rank, and title) appears on the

last page of the publication (including AFPMs and GMs) before the attachments. The
SECAF will always be the approval authority on AFPDs, AFPMs, and AF
supplements to DoDDs and DoDls containing policy.

1.2.7.1.3. Approve, as the Kk Force original classification #writy (OCA), all
security clasification guidan@ containel in a publication The OCA ensurs the
classification guidance complies with AFI 31-401. Depatmental classified and
FOUO publicationswill be automaticallyscheduledor printing; discussproduction
alternativeswith the publications/formsnanager if a printed product is not ideal.
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1.2.7.1.4.Determine the need to delegate authority to sign as the approving authority
on the AF Form 673 and provide functional coordination for revisions to existing
publications. The approval authority shall not be delegated outside of the issuing
organization/unit/activity (e.g., HAF, MAJCOM, Center, NAF, Wing, Group,
Squadron). Approad authority for new publications may not be delegated. When
approval authority is delegated for revised publications, the signature
block/authentication will remain that of the approving official as defined in
paragraph 1.2.7.1.that delegated the authority (e.g., SECAF for Air Force policy
publications, HAF tweetter/digit for departmental guidance publications, MAJCOM
two-letter/digit for MAJCOM Publications, Wing Commander for Wing publications,
etc.)."

1.2.71.4.1. Ensurethe delegationof approval authoriy, whether for a sinde
publicationor a blankd reques for severa publications is in writing, signed
ard dated and either accompanieshe AF Form 673 and the reviseddraft or
remainson file with the publications/forms manage

1.2.8. Mandatory and Technical/Functional Coordinators.

1.2.8.1. Mandatoryand technical/functionakoordinatorsare responsiblefor reviewing
and providing coordination on publications and forms from thmrticular functional
perspective or area ekpertisebasedon therulesestablishedn the coordinationtables(
Table2.2, Table2.3, andTable 3.2).

1.2.8.2. Publicatiors and forms will be submittel to two-letter organizations unles
otherwisedirectedin the coordinationtables.Two-letters are responsible for ensuring
the correct offices within the organization review and coordinate on the publication
and/or form and for providing a consolidated response. The consolidated response
does not necessarily have to carry a twiketter level signature; the tweletter may
designate a lowetlevel office within the organization to provide the response and
sign off on the coordination form provided (i.e., the AF Form 673 or the AF IMT
1768, Staff Summary Sheet).

1.2.8.3.If a mandatoryor technical/functionalorgarization is not able to meet the
suspenseéate for coordination, a request for an extension must be submitted to the OPR.

1.2.8.4. Coordination may be provided on the AF Form 673, the AF IMT 1768
providedby the OPR,or via email. Use a continuaticheet, if necssary.

1.2.8.4.1.In providing concurrence,reviewers agree to the cortents within a
publication/form froma functional perspectiveAdditionally, reviewersare agreeing
to the releasabilityof the publicationasstatedby the OPRin the publication.If the
contentsor purposeof a publication/ formare in conflict with existing policy or
guidance,or if the releasabilityas statedin the publicationis not in keepingwith
guidancen AFI 31-401,reviewersmustprovidefeedbacko the OPR accordingl
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Chapter 2
PUBLICATIONS
Section 24 Research and Applicability

2.1. Planning and Research.lnadequateresearchon new publicationsor revisions could
result in issuing more than one publication on the samesubject, conflicting instructions,or
publishinga nonessential or incomplete puaition. Check the-@ublishing website to find out
if any other publication has a similasubject. If there is a related publication, consider
corsolidation. Obtain inputs from subordinateactivities during the drafting proces and add
all suitabk information to redue the neal for additional implementing publications.
Regularly review publications for administrative changes(such as changein organization
symbols, office redignmern, OPR, etc.). Carefuly review this Instrudion for guidane on
selectingthe right pullication/form type, formating standardscoordinationrequirementsand
maintainingthe publicationor form.

2.2. Validity of a Publication. Official Air Forcepublications(thoselisted in Table 2.1. and
processed inaccordancewith this instructior) are the only approve vehides for issuing
official Air Forcepolicy and/orguidanceThe e-Publishingwebsiteis the official repositoryfor
Air Forcepublicationsand forms atthe wing/baselevel and abovefor activities supportedoby
AFDPO; unlesscited as an exceptionin this AFI thosenot listed on the e-Publishing website
down to the wing/baselevel are not corsidered official policy or guidance NGB-DMJ-P
(http://www.ngbpdc.ngb.army.mil/publications.htm) is the official repository for ANG
products.POCs,certifying officials and approving officials for Air Forcee publicaions mustbe
either military menbers or civilian employees(including directhire foreign nationals,but not
including contractorsor indirecthire foreign nationals) Whenan approvingofficial vacateshis
or her position publicatiors showirg the individual® signatue elemen reman in effect
until rescindel or rewritten When a unit reorganizes current publicatiors remain valid and in
effect until supersedg or rescinded.

2.3. Conflicting Publications. Whenguidancein a publicationissuedby a field unit conflicts
with theguidance issued by a higHevel unit, thehighe-level publication takes precedence.

2.3.1. Whena unit issuesa publicaton that conflicts with one of its own publications,the
activity noting the discrepang should subomit an AF Fom 847 to both OPRs
highlighting the corflict and requestinga resolution. OPRsare responsiblefor working
with eachotherto deconflict andissuethe correct publication(s).

2.3.2. If a field activity notices a discrepang betwea higha-headquarter publications
submt an AF IMT 847 to both OPRs,following the chainof commandasappopriate.AF
IMT 847ssubmitted for HAF publications must be sent through the appropuattionaés
chain of command.

2.4. Applicability of Publications to Air Force Reserve Command (AFRC) Units.

2.4.1. Applicability of Departmental Publications to AFRC Units. All departmenta
publicationsrequiring mandatorycoordinationmust be reviewedfor applicabilityto AFRC
Units. Electronic coordinationmay be obtainedby submitting the draft publicationto the
AF/RE workflow inbox. The primary POC within AF/RE is respomible for obtaining
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coordinationfrom otherinterestedstdf offices within AF/RE. The OPR of the publication
mustinclude a statemenbf applicability in the openingparagraplof the draft. AF/RE will
either concurwith the OPR® cho®n statementof applicbility or syply a new statement.
Note: As the Air Force movescloser to total force functioning, publications shouldoe
written to supportthe functioning of all typesof Air Forceemployees/memberscluding
Resere forces Howeve, when AF/RE takes exceptimm to specifc portiors of a
publication due to dissimilarities with the way the Reserne communiy operatesthe OPR
will not publish it until all exceptionsare resolved.OPRswill require justification from
AF/RE when exception is taken. Send unresolvedssuesto the appropriateSecretariator
Air Staff office for resoluton, in accordancewith AFI 10-301, Responsibilities of Air
Reserve Component (ARC) ForcBstement®f applicability are as follows:

2.4.1.1. When the entire publication applies, include the following statement:i T h i s
publication aplies to Air Foce Resave Command (AFRCYnits. 0

2.4.1.2. When only specific portions apply, include a statementsuchasi Ch a fot e r
paragrap® include specific number§)] of this publication apply to Air Force Reserve
Commard (AFRC)Uni t s. 0O

2.4.1.3. When only specific portions do not apply include a statementsuchasA T hi s
publication aplies to Air ForceReserveCommandunits, with the exceptionof [list the
portionsthatdon ot appl y] . 0O

2.4.1.4.1f the entire publicationdoesnot apply, includethe following statementii T h i s
publication does not apply to Air Foreee s er ve Command ( AFRC) Uni

2.4.2. Applicability of MAJCOM Publications to AFRC Units. All new and rewritten

MAJCOM publicatiors mug be reviewed for applicability to AFRC Units. Electronc
coordinatiom may be obt ai ned by clicking o n licatioh e i Ga
Coordinationo | i nk | omepagead hitgs:AwwivrileafrcAIFMR.C s e c u
Gotothefi He a d q ubation,fad tisked Ga i €ammand and RE Coord® and requed

coordination from the apprgriate functional The primary POC within AFRC is
responsibldor obtainingcoadinationfrom otherstdf offices within AFRC as appropriate.

The OPRof thepublicaion mustincludea staementof applicabilty in the openingparagraph

of the draft. AFRC will either concurwith the OPR® chosenstatementof applicability
(selectedfrom statemerd provided in 2.4.1.112.4.1.4) or suppl a new statementNote:

As the Air Forcemovescloserto total force functioning, publicationsshouldbe written to

supportthe functioning of all types of Air Force employees/metrers, including Reseve

forces Howeve, when the AFRC takesexception to specific portions af publication due

to dssmilarities with the way AFRCopertes, the OPRwill not publish it until all
exceptionsare resolved. OPRswill require justification from AFRC when exceptionis
taken.Sendunre®lved issuesto the appropriateSecretariaor Air Staff office for resolution,

in accordancavith AFI 10-301,Responsibilities of Air Reserve Component (ARC) Forces

2.4.3. If changesto the publication are made during coordination that may affect the
applicability to reserveunits, the OPR must re-coordinatewith AF/RE for departmental
publicationsand AFRC for MAJCOM publications.

2.4.4.1f changs to the applicablity publication occu after releag (from an interim
change or a rewrite), AF/RE or AFRC must submitan AF IMT 847 to the OPR of the
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publicationif the changesaffect the applicability statis of the publication OPRs receivirg
an AF/RE or an AFRC request to change the applicability statemenithin a publication
must compy.

2.5. Applicability of Departmental and Field Publications to the Air National Guard
(ANG):

2.5.1. All new and rewritten depatmentaland MAJCOM publicationsmust be sentto the
ANG for review. If alower-level field publication affectsthe ANG, the publicationmustbe
routedto ANG for review as part of the technic#/functional review. The National Guad
Bureau (NGB) authorizedthe ANG to review and approve ANG publications without
additional NGB review. Exception: The NGB will reviev and approw all Interservie
Publications howeve, the proces for Air Foree OPRs remairs the same All
publications will be submittel to ang.pubs@me.ngb.army.mil ANG will ensure Air
Force and Interservicepublicationsare disseminatedo the appropria¢ reviewes within
ANG/NGB.

2.5.1.1. The ANG determineswhethera publication applies, not the authoring OPR.
Note: As the Air Foree moves close to tota force functioning publications shout be
written to suppot the functioning of all types of Air Force employees/members,
including ANG forces.Howeve, when theANG takesexceptionto specifc portionsof a
publication due to dissimilaritieswith the way ANG operatesthe ANG will provide
applicability or exceptionstatements$o the OPR of the pulication for inclusion in the
openirg paragraph OPRs will require justification from the ANG when exceptionis
taken.Examplesf openingparagraplstatementare:fi T hpubdicationappliesto the Air
Nationd Guad (ANG),0 i T igublication does nat apply to the Air Nationd Guard
( ANGDpr,A0T hpulsication appliesto the Air National Guard (ANG) only upon
mobilization. 0O

2.5.1.2.When an existig ANG and an applicabé departmenta or MAJCOM
publicatian corflict, the ANG publicaton governsuntil the OPR and appropriateANG
Chiefresolvethe conflict. Resolveconflicts atthe MAJCOM:-level by including eitheran
ANG-specificchapteror publishing a replacement ANG publication.

2.5.1.3.If there are numerous exceptions, additions, or inclusions to a proposed
publication, ANG will publish a separatepublication. ANG will publish supplements
identifiedasANG supplementso both departmentaand MAJCOM publications using
the same numerica designatio as the parent publication.

2.5.1.4. Only the publicationdisted by seriesanddatein the ANG MasterCatdog apply
to ANG (online at https://airguard.ang.af.mil/angpubs). The ANG OPR notifies the
NGB publications manage through the Director of the Air @rd (NGB/CF), of
revisions to publications.

2.6. Applicability of Departmental and MAJCOM Publications to the Civil Air Patrol
(CAP). The CAP is the valnteer civilian auxilary of the Urited States Air Force. In this
capaciy, the CAP performs AiForcemissionsasapprovedn the AFPD 10-27, Civil Air Patrol,
and AFI 10-2701, Organization and Function of the Civil Air PatrolCoordination of
publicationsrelating to noncombatmissionsis highly encouragedApproval of pdlicies and
procaduresaffectingthe auxliary mustfollow the normalchainof command.
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2.7. Types of Publications

Table 2.1. Publications Types and Descriptions.

19

Directive publications are necessary to meet the requirements of law, safety, security, or othe
where common direction and standardization benefit the Air Force. Air Force personnel must
comply with these pubdations. All publications in this category must carry the following staten]
in the publication

Note: The ePublishing website does not post products below wing/base level, although unles
otherwig noted in this table all products must be listed in tRealdishing website product index.

header :

AnCOMPLI ANCE WI

Iltem | Publication
Name

Applicability

Issued By

Description

1 Air Force
Policy
Directive
(AFPD)

Departmental

HAF (Secretariat
and Air Staff)

AFPDs are orders of the
Secretary of the Air Force and
contain directive policy
statements to initiate, govern,
and/or regulate actions within
specified areas of responsibility
by Air Force activities. AFPD 90
1, Policy Formulation describes
the policy deelopment process.
The SECAF is the only approva
authority/ authenticator for
AFPDs. An AFPD cannot be
supplemented. AFDPO assigns
AFPD control numbers; AFPDs
are posted on theRublishing
website.

2 Air Force
Policy

Memorandumsg
(AFPM)

Departmental

HAF

AFPMs are issued by the SECA
as interim policy, to address
critical issues such as national
security, safety of flight, statute
change, etc., when there is
insufficient time to process and
distribute a new or revised polic
publication (AFPD or AF
Supplement to a DoDD or Policy,
DoDI). AFPMs expire 180 days
after the effective date or when
superseded by a policy
publication, whichever is earlier.
OPRs must process and distribu
a new or revised policy
publication before the AFPM
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Iltem

Publication
Name

Applicability

Issued By

Description

expires. AFDPO wilremove
expired AFPMs from the-e
Publishing website and notify th
OPR. The SECAF approves the
release of all AFPMs.

Only one AFPM shall be active :
a time. OPRs will consolidate
guidance into a single AFPM
when additional direction must b
providedand a AFPM is already
active.

AFPMs will be posted on the e
Publishing website. OPRs must
contact AFDPO to obtain an
AFPM control number; an AFPM
not revising an existing policy
publication will be numbered
consecutively under the
appropriate subject ses (e.g.,
AFPM 3301). An AFPM
revising an existing publication
will carry the existing
publicationds
the appropriate acronym and
number (e.qg., the first AFPM
revising AFPD 333 would be
numbered AFPD 33 _AFPM1,
the second would be nurated
AFPD 333_AFPM2, etc.) The
date on the AFPM is an effective
date and AFPMare not
considered effective until they a
released to users IAW this
Instruction.

Mission
Directives
(MD)

Departmental

MAJCOM, FOA,
and DRU

AFMDs prescribe the migm,
area of responsibility,
organization, and relationships
MAJCOMs, FOAs, and DRUs
with their respective units. Follo
guidelines in AFI 16101, Format
and Content of Mission
Directives.
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Iltem

Publication
Name

Applicability

Issued By

Description

AF/Al assigns AFMD numbers;
AFMDs are posted on the e
Publishing website.

HAF

HAF

HAF MDs prescribe the mission
organization, responsibilities, an
relationships of HAF two
letter/digit offices. HAF MDs
follow unique formatting,
coordinating, and affing
processes, which are establishe
in HOI 90-1, Headquarters Air
Force Mission Directives:
Delegations of Statutory
Authority and Assignments of
Responsibilities

HAF MD numbers are assigned
by SAF/AAX. HAF MDs are
posted on the-Bublishing
website.

Intra-organization

MAJCOM, FOA,
DRU and below

Organizations may publish MD
that are subordinate to an AFM
prescribing the missior
organization, responsibilities, ar
relationships within a specifi
command. For example: AFM
MD 401, AFRC MD 1101, AMC
MD 701. The format of thes
MDs is the same a&FMDs.

Organizatiorspecific MD
numbers are assigned by the
publications/forms manager and
are posted on theRublishing
website, except for those interng
MDs below wing/base level.

Instruction (1)

Departmental

HAF

AFls are orders of the Secretary
of the Air Force and are certified
and approved at the HAF
(Secretariat or Air Staff) level.
AFls direct action, ensure
compliance, and/or give detailed
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Iltem

Publication
Name

Applicability

Issued By

Description

procedures to standard actions
Air Forcewide. AFIs may be
supplemente at any level below
the HAF, unless otherwise state(
in the publication

AFDPO assigns AFI control
numbers; AFIs are posted on th
e-Publishing website.

Field

MAJCOM, FOA,
DRU and below

Field Instructions issue
organizatiorspecific information
and are used when no
departmental or higher
headquarters guidance (AFI,
AFMAN, AF Supplement to
DoDlIs, MAJCOM Supplement o
Instruction, etc.) is available to
supplement. Once
departmental/higherdadquarters
guidance is published, field
activities must revise or rescind
applicable Instructions and issue
Supplements to the higher
headquarters guidance within 1§
days.

Publications/forms managers wi
assign control numbers; field
Instructions, exqat those
generated below wing/base leve
and at ANG wing/subunit level,
will be posted on the-Bublishing
website.

Instruction
Checklists and
Addenda

Departmental

HAF

Instruction checklists and
addenda are separate supportin
documents referenced in the ba
Instruction. They provide detaile
procedural guidance/steps
necessary to accomplish a
task/operation. These products
are not intended for data
collection; use &orm when data
is required to be collected and
retained. Approving officials




AFI133-360 18 MAY 2006

23

Iltem

Publication
Name

Applicability

Issued By

Description

must be at the-fir level. Each
checklist or addendum must be
submitted for processing,
publishing and/or posting via a
fully coordinated and signed AF
Form 673; with separate
functional statements for each
document. Examples are: AFI-1
2C141V3Cl-1, Combat
Operations Checkligt Cockpit
Crew; AFI 11-2C141V3ClL-2,
Combat Operations Checklist
Loadmasterand AF 111
2C141V3, Addenda AAircraft
Configuration

AFDPO assigns control nuyars;
departmental checklists and
addendum are posted on the e
Publishing website.

Field

MAJCOM, FOA,
DRU and below

Field Instruction Checklists and
Addenda are separate supportin
documents referenced in a basic
field Instruction or supplement.

Publications/forms managers wi
assign control numbers following
the field numbering convention
(e.g., AFSPCCL 337). With the
exception of ANG wing/suoinit
checklists and addenda and tho
generated below wing/base leve
checklists and addenda will be
posted on the-Bublishing
website.

Guidance
Memorandumsg
(GM)

Departmental

HAF

GMs are issued as interim
guidance, to prescribe new
procedures and guidance that
affect many people or to addres
critical issues such as national
security, safety of flight, etc.,
when there is insufficient time to
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Iltem

Publication
Name

Applicability

Issued By

Description

process and distribute a new or
revisedguidance publication
(AFI, AFMAN, or AF
Supplement to a DoDI). GMs
expire 180 days after their
effective date or when supersed
by a guidance publication
whichever is earlier OPRs must
process and distribute a new or
revised guidance publication
befae the GM expires. AFDPO
will remove expired GMs from
the ePublishing website and
notify the OPR.

Only one GMat each levethall
be active at a timfor a
publication OPRs will
consolidate guidance into a sing
GM when additional direction
must beprovided and a GM is
already activeGMs may
prescribe forms; however, OPR;
must also complete requirement
in Chapter 3 of this Instruction if
the action includes a form
revision or issues a new form.

GMs will be posted on the e
Publishing website. OPRsust
contact AFDPO to obtain a GM
control number; GMs not revisin
an existing guidance publication
will be numbered consecutively
under the appropriate subject
series (e.g., AFGM 381). AGM
revising an existing publication
will carry the existing

publicda i onés numb ¢
the appropriate acronym and
number (e.g., the first GM issuin
guidance revising AFI 3360
would be numbered AFI 33
360 _AFGML, the second be
numbered AFI 3860 AFGM2,




AFI133-360 18 MAY 2006

25

Iltem

Publication
Name

Applicability

Issued By

Description

etc.). The date on the GM is an
effective date and GMare rot
considered effective until they a
released to users IAW this
Instruction.

Field

MAJCOM, FOA,
DRU and below

Field GMs issue organizatien
specific information when there
not enough time to process a
publication containing critical
information, when implementing
higherheadquarters GMs, or
when implementing a newly
revised higher headquarters
publication (excepAFPDSs).
Field activities may choose to
follow the higher headquarters
publication instead of issuing a
GM until local guidance is issue
Field GMs must be converted to
or incorporated into a field
publication within 180 days after
the date of the memardum or
the guidance is no longer in
effect. AFDPO will remove
expired GMs and notify the
appropriate publications/forms
manager, who will notify the
OPR.

Only one GM shall be active at ¢
time. OPRs will consolidate
guidance into a single GM when
additioral direction must be
provided and a GM is already
active.

Field publications/forms
managers will assign control
numbers, and all GMs except
those generated below wing/bas
level and by ANG wing/subunits
will be posted on the-Bublishing
website. GMs notevising an
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Iltem

Publication
Name

Applicability

Issued By

Description

existing guidance publication wi
be numbered consecutively und
the appropriate subject series
(e.g., ACCGM 3201). A GM that
revises an existing publication
will carry the existing
publicationods
the appropriate acronym @n
number (e.g., the first GM that
issues guidance revising AF1-33
360 _ACCSUP would be
numbered AFI 33

360 _ACCSUP_ACCGML1, the
second would be numbered AFI
33-360_ACCSUP_ACCGM2,
etc.).

Operating
Instructions
]

Headquarters

Headquarters

HOIs assign responsibilities,
direct actions, and prescribe
procedures within a headquarte
(i.e., HAF, MAJCOM, etc.).
Requirements on HOIs generatg
at the HAF are established in H(
33-13.

HAF/IM is responsible for
assigning HOI control numbers
theHAF; publications/forms
managers assign HOIl numbers
the field. Approved HOIs
generated at the HAF will be
posted by HAF/IM on the Air
Force Portal and will not be liste]
on the ePublishing website.
HOIs generated in the field will
not be processed byE®PO or
posted to the-ublishing
website. HOIs will be made
available on a local website;
contact the publications/forms
manager for accessibility
information.
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Iltem

Publication
Name

Applicability

Issued By

Description

Issuing Unit

Units below
headquarters

Ols assign responsibilities, direc
actions, and prescribe detailed
procedures within a single
subordinate function (i.e., a staff
office/section, a flight/branch, a
squadron/division). Ols will be
formatted the same as AFIs and
will be coordinated just ke other
directive publications as
established in this Instruction. If
necessary, additional formatting
and coordination requirements
will be established in unievel
guidance.

Ol control numbers are directed
in unit-level guidance. Ols will
not be processed by AFDPO or
posted to the-ublishing
website. Ols will be made
available on a local website;
contact the publications/forms
manager for accessibility
information.

Manuals
(MAN)

Departmental

HAF

AFMANSs are usually extensions
of Instructions, providing
additional guidance for
performing standard tasks, or
supporting education and trainin
programs. An AFMAN does not
necessarily have to fall under ar
AFI; an AFMAN maystand in
place of an AFlI, if appropriate.

AFDPO assigns control number
control numbers do not duplicate
a higher level publications contr
number. Manuals are posted on
the ePublishing website.

Field

MAJCOM, FOA,
DRU and below

Field Manuals are usually
extensions of field Instructions,
providing additional guidance fo
performing standard tasks, or
supporting education and trainin
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Iltem

Publication
Name

Applicability

Issued By

Description

programs. Field Manuals do not
implement higheheadquarters
manuals; field activities must us
supplements to implement highe
headquarters publications. Field
Manuals do not necessarily hav
to fall under a field Instruction; &
field Manual may stand in place
of an Instruction, if appropriate.

Publications/forms managers wi
assign control numberand,
except ANG wings/subunits and
manuals generated below
wing/base level, publications wil
be posted on theublishing
website.

Interservice
Publications

(IP)

Departmental

HAF and
MAJCOM

IPs contain mutually agreaghon
procedures the Air Force and or
or more of the military
departments or DoD agencies
(such as the Defense Logistics
Agency (DLA)) need to carry ou
a common mission or function.

When the AF is the lead agent:
The Air Forcepublication
number, command approval, an
accessibility and releasability
statements precede those of the
other Military Departments or
agency. Place an Interservice
Publication Distribution List,
with Air Force information first,
in the header of the doment
(seeSection 2Cfor guidance on
developing a draft). The Air
Force OPR develops and
processes the publication
according to this Instruction.

The OPR sends a draft to each
Military Department or agency
OPR for final approval. In the
memorandum, spdically
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Publication
Name

Applicability

Issued By

Description

request verification of their
publication number, approving
authority, distribution list,
printing requirements, and
shipping instructions (if
applicable).

The OPR then completes HAF
functional and mandatory
coordination. The OPR shows a
coordnation, including those
obtained from other Military
Departments, on the AF Form
673, and sends one electronic
copy of the draft along with a
signed AF Form 673 to AFDPO
for processing.

When the AF isnot the lead
agent: The | ead ag
develops ad formats the
publication according to the lead
agent 6s publis
sends the draft to the Air Force
functional OPR for preliminary
coordination. At this point, the
Air Force OPR obtains the
publication number from
AFDPO. After the preliminar
coordination has been returned
and reviewed by the lead agent,
the updated draft is then returne
to the Air Force OPR for final
coordination.

The Air Force OPR obtains and
shows all coordination on the AF
Form 673; has the approval
authority sign it; and sends the
approved draft, by memorandun
to the lead agent for processing
The Air Force OPR works with
the lead agent to resolve any
differenees identified during
coordination.
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publishing activity sends a
memorandum with a 36alendar
day suspense to the Air Force
OPR requesting verification of
publication number and
approving authority, accessibility
and releasability statement
printing requirements, and
shipping instructions. The lead
agent 6s publis
notifies the OPR when the
publication is released and
provides a link to the published
version. The Air Force OPR mug
send the link, the completed AF
Form 673, andite approved draft
to AFDPO for release on the e
Publishing website.

Air Force OPRs for interservice
publications, whether the Air
Force is the lead agent or not,
must meet the responsibilities a
requirements for OPRs
established in this Instruction.
AFDPO assigns control number
for departmental IPs; the
publishing manager assigns
control numbers for MAJCOM
IPs. Interservice Publications ar
posted on the-Bublishing
website

Joint
Installations/Base

Joint
Installations/Base

Installation/basdevel IPs
contains procedures for
supporting and supported
components on Joint Bases only
The authority must be defined in
the Memorandum of Agreement
(MOA) between the Joint Based
components

When the AF is the Supporting
Component: The Air Force
publication number, command
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approval, and accessibility and
releasability statements precede
those of the other component.
Place an Interservice Publicatiol
Distribution List, with Air Force
information first, in the header o
the document (se®ection 2Cfor
guidance on developing a draft)
The AF OPR develops and
processes the publication
according to this Instruction.

The AF OPR sends a draft to th
supported component for
coordination. The supported
component must provide a
component spéftc publication
number and printing and shippin
instructions (if applicable). The
AF OPR works with the
supported component to resolve
any differences identified during
coordination.

The AF OPR completes
functional and mandatory
coordination, then certdation
and approval. The AF OPR
shows all coordination, including
those obtained from the support
component, on the AF Form 673
and sends one electronic copy G
the draft to AFDPO for
processing and posting onto the
Publishing website. The AF OP
provides the supported
components OPR with a link to
the publication on the-e
Publishing website.

When the AF is the Supported
Component: The supporting
component 6s OP
formats the publication accordin
to their publishing procedures at
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Issued By

Description

sendghe draft to the Air Force
functional OPR for preliminary
coordination. At this point, the
AF OPR obtains a publication
number from their local
publications manager and
provides it along with any
comments to the supporting
components OPR. The AF OPR
workswith the supporting
component to resolve any
differences identified during
coordination. The supporting
componentds pu
notifies the AF OPR when the
publication is released and
provides a link to the published
version. The AF OPR must senc
the link to AFDPO for release or|
the ePublishing website.

AF OPRs for interservice
publications, whether the Air
Force is the supporting
component or not, must meet th
responsibilities and requirement
for OPRs established in this
Instruction.

10

Supplements
(SUP)

Departmental

HAF

Supplements are publications th
extend or add material to
publications issued by higher
headquarters or agencies. See 4
90-101,Implementing
Department of Defense Issuanc
for additional guidance oAir
Force impementation of DoD
IssuancesNote: Supplements to
DoDDs and DoDls that establish
policy carry the same weight as
AFPDs, and are subject to the
same requirements; direct
supplements to DoDls that
implement policy established in
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DoDD carry the same weighs
AFls; and direct supplements to
DoDMs carry the same weight a
AFMANSG all must be processe|
accordingly.

AF Supplements to DoD
Issuances will be identified by
both the DoD Issuance number
and an AF publication number, i
that order. AF Supplements to
DoDDs will be assigned an
AFPD number, AF Supplements
to DoDls will be assigned an AF
number, AF Supplements to Do
Regulations or Manuals will be
assigned an AFMAN number
(e.g., DoDD8000.1_AFPD 33,
DoDM4525.8 AFMAN 33306).
AFDPO assigns the control
number; Supplements are poste
on the ePublishing website unde
the appropriate subject series. /
Supplements to DoD Issuances
will be listed on the €ublishing
website under the AF series
number (e.g.,
DoDD8000.1_AFPD 33 would
be listed on the-@ubishing
website under the 33 series).

Field

All Field Levels

With the exception of AFPDs,
AFPMs, AF supplements to
DoDDs, and DoDls (a direct
supplement to a DoDI carries th
same weight as an AFI; field
activities may supplement the A
supplement to & DoDI), field
activities may directly
supplement any higher
headquarters publication unless
otherwise directed by the OPR.
Field supplements extend or ad(
material to higher headquarters
publications. If there is no highe
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headquarters or departmental
pubication available to
supplement, field activities may
issue Instructions; see the

Al nstructionso
for additional guidanceNote: All
publications must be at least as
restrictive as the higher
headquarters publication they
implement ananust not
contradict the higher headquarte
publication.

Supplements must bear the high
headquarters designator and
number, adding the field acrony
to the end and
AFI33-360_AMCSUP, AFI33
360_AMCSUP_89AWSUP,
AFI33-360_89AWSUP (if no
AMC supplement)).
Publications/forms managers wi
approve number except ANG
wing/subunit supplements and
those generated below wing/bas
level, supplements are posted o
the ePublishing website under
the appropriate subject series.

11

Installation
Publications

Field

Field Installations

Installation commandsrhave the
authority to issue installation
publications (e.g., Scott AFB
Instructions, etc.). Unless limited by
waivers granted under hesnant
agreements (see AFI ZB1),
installation publications apply to all
units assigned or attached to the
installaion. They also apply to off
base and remote site units if the
subject matter covers the support g
services given them by the issuing
installation. With the exception of
ANG wing/subunits, installation
publications will be posted to the e
Publishing wehite.
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For

ce pers

Notee Pubd i cat i

onnel
ons i n

us e

Nondirective publicationsare informational and suggest guidance that you can modify to fit the
circumstances. Complying with publications in this category is expected, but not mandatory. /
powoll guatdieens as

this category follow the
statement is not used in nondirective publications. Do not prescribe forms in nondirective publ

t hese

12

Pamphlet (PAM

Departmental
Field

All Levels

PAMs are inform
publications, which may include
procedures for implementing Air
Force guidance. PAMs may prov
guidance regarding reports, but n
not prescribe reports. They may
reference forms and provide
guidance on completing themytb
may not prescribe them. Field
commands and activities may iss
pamphlets. If you have a special
unique pamphlet, see your
publications/forms manager for
guidance before developing.
Publications/forms managers ass
pamphlet numhbms. If your
pamphlé¢ implements a higher
headquarters publication, your
series and number must mirror th
higherheadquarters series and
control numberWith the exceptior
of ANG wing/subunits and PAMs
generated below wing/base level
PAMs are posted on the e
Publishing webite.

13

Doctrine
Documents (DO
and Tactics,
Techniques and
Procedures
(TTP)

Documents

Departmental

TTPs

Air Force Doctrine
Center for DDs,
designated
organizations for

DDs are statements of officially
sanctioned beliefs and warfightin
principles hat describe and guide
the proper use of air, space, and
cyber forces in military action. DL
guide our personnel as they plan
employ, organize, train, equip, ar
sustain Air Force forces. DDs als
provide the foundation for Air
Force contributions to jat and
combined doctrine development.

DDs are authoritative, but require
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judgment in application. The Air
Force develops doctrine at differg
levels and depths of detail in the
forms of basic, operational, and
tactical doctrine. Each level of
doctrine plgs an important role in
describing and guiding the
preparation (organizing, training,
equipping, and sustaining) and
employment of air and space forc
The Doctrine Center assigns
numbers for DDs and TTPs othel
than 31 and 33 series TTPs;-3
and 33 seies TTP numbers are
assigned by the issuing
organization. DDs and TTPs are
posted on the-Publishing website

14

Directories

Departmental
Field

anAll Levels

Directories are informational
publications. They are usually in
alphabetical or classed order, su
as a listing of addresses, affiliatia
functions, and similar data.
Subordinate commands may issy
directories, which they will
designate with the acronyaf the
command: e.g., ACCDIR (for Air
Combat Command Directory). Ai
Force directory (AFDIR) control
numbers are assigned by AFDP(
Field directory control numbers a
assigned by the respective
publications/forms manager. With
the exception of ANG wingig-
units and those generated below
wing/base level, directories are
posted on the-Bublishing website

15

Handbooks

Departmental
Field

af

All Levels

Handbooks are reference books
particular subject or a compilatiof
of factual data and instructional
material not subject to frequent
revision. Air Force handbook
(AFH) control numbers are

assigned by AFDPO; field
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handbook control numbers are
assignedy the respective
publications/forms manager. With
the exception of ANG wing/sub
units and those generated below
wing/base level, handbooks are
posted on the-Bublishing website

16  |Catalogs

Departmental
Field

all

All Levels

Catalogs are informatnal
publications that describe and/or
a particular collection of
information. Air Force catalog
control numbers are assigned by
AFDPO,; field catalog control
numbers are assigned by the
respective publications/forms
manager. With the exception of
ANG wing/subunits and those
generated below wing/base level
catalogs are posted on the e
Publishing website.

17 Visual Aids
(VAS)

Departmental
Field

af

All Levels

\VAs are posters or graphic
illustrations. OPRs issue them fo
display on walls, bulletin boards,
desks, base facilities, and other
places. OPRs should combine ar
issue VAs at the highest levels,
when possible. There are two kin
Permanent VAs.These exfain or
instruct. An example is a chart
portraying military insignia. Folloy
the same guidance as a publicati
when numbering, dating, and
indexing, including completing an
AF Form 673, and maintaining a
record set. Permanent VAs must
attributable to gidance or
information in a publication; thereg
is no need to list VAs in the relate
publication, but OPRs must indic
the related publication number or
t he VA,; e.-§40(Perii
AFI11-2 1 8 ) AMGVA90301

(Per AFI963 0 1) . ©
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Publications/forms maagers assig
control numbers, which are unde
the same subject series and carr
the same first digit of the control
number as the associated
publication. Permanent VAs at th
wing-level and above are listed o
the ePublishing website Product
Index. Temporary VAs. These
inform or motivate, such as a pos
promoting safe driving. As a rule,
limit display to 18Gcalendar days
or less. Show an expiration date
small type at the bottom of the V4
e.g., AExpires
VA shows the date of arvent, you
may eliminate the expiration date
AFDPO does not support the
development or dissemination of
temporary VAs; OPRs must
develop temporary VAs
independently, in conjunction wit
the local graphics office, the
Document Automation Productiot
Service(DAPS), etc. Temporary
\VAs do not require prescribing
publications, numbers, indexing,
coordination, or maintenance of &
record set, and will not be listex
thee-Publishing websé.

18

Product
Announcement
(PA)

Departmental

HAF

Product announcemtnpublicize
the availability of new, revised, ol
interim changes for Air Force
publications and forms on the e
Publishing website and in the PD
as well as announcing cancellatic
and disseminating items of gene
interest to the publications/forms
community. AFDPO is responsibl
for product announcements.
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Item | Publication Applicability Issued By Description
Name
NOTES:
1. Periodicals are no longer recognized as part of the publishing program. Periodicals are mg
by the authorés functional organization a

commercial enterprise publications are authorized by and subjéet guidance in AFI 3301,
Public Affairs Policies and Procedurdsocal webmasters are responsible for ensuring Section
compliance.

2 . A Pol i,standatdenenmommdgides, and bulletins are not recognized as part of the
publishing programes ar e not considered official gui
| et tswrmrdarddmemorandguides, or bulletins only create conflicts with official guidance.
Commanders/Directors must refrain from issuing these types of documentsiriteaiis to
require implementation or compliance. Official guidance must be established in a publication
described in this Instruction and processed accordingly.

3. Some nofDoD publications issued by an external agency or entity direct actibmwlie Air
Force. Generally, neBoD publications are directed to the Office of the Secretary of Defense &
re-delegated within DoD publications, memorandums, etc. Air Force action maybe directed b
following: Executive Orders (EOs); Public Laws; Eeal Management Regulations; Office of
Management and Budget (OMB) bulletins, circulars, and notices; Federal Acquisition Regulal
(FAR); Environmental Protection Agency (EPA) regulations; Department of Commerce (DOC
circulars, bulletins, and noticeSederal Aviation Administration (FAA) publications; National
Institute of Standards and Technology (NIST) publications; General Accounting Office (GAO
publications; and others.

4. Unless otherwise noted in this table, all publications and forms must bested on the e
Publishing website. Classified and FOUO publications and forms must be listed under an
unclassified title.

Section 2B Developing a Publication

2.8. Content Limitations and Restrictions.

2.8.1. Only civilian employees(including directhire foreign national employees,but not
including contractorsr indirecthire foreign nationalemployeesgand/or military membes of
the Air Forceare authorizedo serveasthe POCfor, providecoordinationon, certify, and/or
approve official Air Force publicationgandforms, includinginterservicepublicationswhere
theAir Forceservesastheleadservice.

2.8.2. AFPDs and AF supplemerg to DODDs may only be directly implemente by
AFls and AFMANs. DOD Issuancesnay only be directly supplementedr implementedoy

a departmentevel publication.Unlessotherwisenotedin the openingparagraphall other
publications may be supplemented.Exception: If no departmentalevel guidance is
provided(e.g.,AFls, AFMANS, etc.),field activitiesmay issuefield instructionsto directly
implementAFPDs and AF supplementdo DODDs. Onee higha headquartey guidane is
published the field activity mud rescird its instruction and issue a supplement to the
higher headquarters guidance.
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2.8.3. A publication apdies only to the issuing h e a d q u ataff teeementéand its
subordinateactivities (i.e. an AFI issuel at the HAF applies Air Forcewide; an AFMCI
applies only to AFMC andunits subordina¢ to AFMC; an AMC supplemenhapplies only
to AMC and units subordina¢ to AMC).

2.8.4. Implementing Technical Orders (T.O.). If authorizedby T.O. managers,process
MAJCOM andbaseleve T.O. supplemerd throudh your supportirg publication function

AFPD 21-3, Technical OrdersandT.O. 00-5-1, Air Force Technical Order Systerontain
specialinstructionsandlimitations on issuing supplements.

2.8.5. Whena higherheadquarterpulication is updated(either by aninterim changeor a
rewrite), implementingublications(suchas supplementsimustbe rewritten, updatedor, if
applicable,certified as current within 180 days (see paragraphs 2.22.3. and 2.24.1. on
certifying a publication as current). Publications/forrs manages may use the AF Form
399 to alett OPRs of changs to higherheadquarterpublications Publishingmanagersvill
fill outthetop half of theform, usingtheil s pe ci al blatkstd tell the QPR lwow ® 0
accessthe publication and to note the type of action taken on the highe headquarter
publicatian (e.g, revised rescinded amendd using a GM, etc.) OPRswill fill out the
bottom half in responseAn AF Form 673 mug accompag ary final requess for action
by the OPR. Implementingpulicationsnot updatedwithin 180 days will be removedfrom
the ePublishing website, and the publications managerwill be notified. Note: If the
implementing publication conflicts with the higher headquarterspubication, the
implementingpublication mustimmeditely be rescindel and removel from the website
OPRs may isste a GM to replae the conflicting publication,or add new guidanceto non
conflicting implementingpublicationswhile the publication isunderrevision. GMs usedto
redace or amendimplementing publicationswill expire when the sugplemert is revised
(mug be within 180 days) Expired GMsd those exceedig 180 day will be removed
from the e-Publishng websiteand the publicationsmanagemill be notified. Note:A Po | i cy
| et tgeides,and bulletins are not recognizedas part of the publishing program;any
guidance or information issued in a policy letter, guide, or bulletin requiring
implementation/compliamce must be established in a publication type described in this
instructon and processed according|

2.8.6. Do not put the following in your publication:

2.8.6.1. Articles intendedonly to encourager obtainthe suppat of personsoutsidethe
Government.

2.8.6.2. Editorials,bookreviews,or articlesthatare political, representinglearattempts
to lobby for or against legislatioor increased appropriations.

2.8.6.3. Partisan political campgn articles or editorials.

2.9. Supplements. In order to minimize the release of conflicting guidarce and duplicate
information, Air Force activities add organization-specifc guidan@ to highe headquarter
publications by issuingsupplementso implementhigherheadquarterpublicatiors, ratherthan
issuing separatepublications (see Table 2.1). Supplementar guidane cannd be less
restrictive than the bast publication but it can be more restrictive. Supplementary guidance
must not contradict the basic publication.
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2.9.1. Supplementing Air Force Publications. Field supplemerd may either be issued as
an integratel publication or as a i s dabomed pulication. The integratel method where
locd conten is insertedinto the higher headquarterpublication, enablesthe userto see
higherheadquarterandnew materiain oneintegratedfiled OPRsare strongly encouraged
to utilize this format, as it is most convenientfor readers.The standéone method only
includessupplementarynaterial; userswill haveto readstandalonesupplementsalongside
the higher headquarterpublication. If an integratedsupplementis produced,that version
will be postedto the e-Publishing website; if no integrated version is produced,the
standaloneversion will be postedto the e-Publishing website. The supplementwill be
submittedhe sameway, regardlessf whatformatthe OPRselectsAFDPOwill integratethe
supplenentay materid with the higha headquartes publication or not, basd on the
OPRS request asstatedon the AF Form 673 (block 32). Note: If the OPRfails to specify a
particularformat, anintegrated version will be produced.

2.9.1.1. AFPDs, AF supplementdo DODDs, and AFPMs may not be supplemented.
DOD Issuancesmay not be directly supplenented in the field, becausea direct
supplementcarriesthe same weightas a departmentalpublication. Unless otherwise
statedin the openingparagraphall other publicationsnay be supplementedexception:
If nodepartmentalevelguidancds provided(e.g. AFIs,AFMANS, etc.),commandsnay
issue commandnstructionsto directly implement AFPDs and AF supplementsto
DODDs. Oncehigherheadquarterguidances published the command must rescind its
instruction and issue a supment to the higher headquarters guidance.

2.9.1.2. Follow guidance starting at paragraphi2.to format your supplement.

2.9.1.2.1.In addition to formathg requirements established 2riL2, the following
applies tosupplementsinset the nane of the activity followed by the word
fisupdemend below the shorttitle of the publication(e.g.,Air ForceSupplementAir
Mobility Command Supplement, 21% Space Wing Supplement) Create the
pubication header, an opering statementand a summaryf changegif applicale)
asmandatedn paragraplt?.12.andplacebeforethe higherheadquartexpublicatiorés
heade Integratel suppemens will also shov the heade for the highe
headquartes publication the heade for the highe headqueaers publication
will reman unchanged including the Sed and the publicaticn date Contad
AFDPO-PPP for a sample formatted supplement.

2.9.1.2.2.OPRsof standalonesupplementanust identify the higher headquarters
publication in the openirg paragrap arnd dired uses to read the standaloe
supplemenh in conjunction with the publication being supplemented OPRs are
responsiblefor ensuringthey are supplementing the current version of the higher
headquarters publication.

2.9.1.3. Supplementsnust bearthe higher headqueers designatorand numbe, adding
the field acronym and A S U P@ the end (e.g., AFI33-360_AMCSWP, AFI33-

360 _AMCSUP_88WSUP, AFI33-360_8RAWSUP (if AMC does not issue a

supplaenent)). Publications/formsnanagerswill approve numbers before gmessing the
final publication.
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2.9.2. Supplementing DoD Publications.See AFI 96101 for more guidance on Air Force
implementation of DoD Issuances.

2.9.2.1. Obtain an electronic file of the DoD material from the OPR or the Washington
Headquarters Services (WHS) websitgd://www.dtic.mil/whs/directives/) and insert

the Air Force supplementary material. Classified publications are located on the WHS
SIPRNet websitehfitp://www.dtic.smil.mil/whs/directives/index.html).

2.9.2.2.Copy the DoD material word for word, without editing and retaining the
paragraph numbering and formatting. Do not integrate added text into the DoD text since
this would be considered editing the DoD text. Added Air Force material must meet
standards inhis Instruction. DoD text should be in regular font, with Air Force text in
bold font; state that DoD text appears in regular font and Air Force text appears in bold

font in the opening paragraph.

2.9.2.3. AF supplementso DOD Issuancesvill beidentified by boththe DOD Issuance
numberand an AF publication numbe, in that orde. AF supplemerd to DODDs will
be assignd an AFPD numbe, AF supplementdo DODIs will be assignd an AFI
numbe, AF supplemerg to DOD Regulationsor Manualswill be assigned an AFMAN
number(e.g. DODD 8000.1_AFPD343l). Show this on the covgeif used, andn the
upper right corner of the title page.

2.9.2.4. Following guidancein paragrapt®.12, insertthe Air Forcepublicationheade,
including theopeningparagraphand the summay of changesjf applicable,beforethe
original DOD material. The DOD materialmustremainunchangedincluding the DOD
front matter (the Seal, title, publicationdate, etc.). Also identify the DOD publication
you aresupplementingn the opening paragraph.

2.9.2.4.1.0PRs for AF supplemerg to DOD issuance mug forma their own

publicationheader(paragraph 2.12) and provide AFDPO, the publishingmanager
for departmentapublicationsgeneratedht the HAF, with a .pdf file of the integraed

supplementfor posting. Contact AFDPO (AEDPO-PPP@pentagon.af.mi for

samplefront metter.

2.9.2.5.0PRsmust placeii ( A d dle Xigefbre supplementarymateral of any type
(paragraphs, chaptersables, attachmentsgetc.), with the exception of front matter
material; e.g., i ( Ad d e dANtHinAHAKF . . . @PRs must include added material
(chaptersmainparagraphsiigures,etc.)in the table of contents, if used.

2.10. Select a Subject SeriesAll Air Force publications are related to an Air Force
specialty code (AFSC), see Attachment 3 for descriptions Note: All directive departmentia
publicatiors tha issueguidance must have an antecedent BFRF supplement to a DODD, or
AFPM.

2.10.1. If the publication is ne, select the sexs that most closelyescribes the function.

2.10.2. If the publicationis a rewrite, it bearsthe sameseriesand control numberas the
superseded publication. If the publication inmpémts an existing AiForce publication, it
caries the same series number as the higher headquarters publication.

2.10.3. If you are consolidatingtwo or more publications,either useone of the publication
numbers anduperseddoth, or requesta new control numberand supersedd®oth. Note: If


http://www.dtic.mil/whs/directives
http://www.dtic.smil.mil/whs/directives/index.html
AFDPO-PPP@pentagon.af.mil
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you areconsolidatingpublications,you mustii o w th@mall or havewritten concurrenceon

the consolidationfrom the owningorganization.Ensurethe statementof concurrencelearly
indicatesthe orgarization that will own the consolidated publication. Also ensure that any
implemening/supplementary publications are updated IC or rewrite) to show the new
publicationnumberif the seriesor numberof the parent publication changes.

2.10.4. Departmental. Onceyou haveidentified your series AFDPOwill createandassign
a unique publicationcontrol numbe. If the publication will becomea physical (printed)
productandhasa separateove, placethe seriesnumler andtitle on the coveraswell ason
thefirst pageof the publication.

2.10.4.1. AFPMs and GMs not revising an existing policy or guidance publication will
be numbered consecutively under the appropriate subject series (e.g., ABPM3A8
AFPM or GM revising an existing publicat:i
number followe by the appropriate acronym and number (e.g., the first AFPM revising
AFPD333 would be numbered AFPD3& AFPMO0L1, the second would be numbered
AFPD333_AFPMO02, etc.). Publication Managers remove expired or superseded AFPMs
and GMs from circulation. AFPMand GMs may be reissued if the policy/guidance has
not been incorporated into an official publication within the timeframe allowed. OPRs
shall recoordinate using an AF Form 673, obtaining certifier and approvers signatures
for the subsequent reissue.eThew AFPM or GM number will be sequenced to reflect
the subsequent reissue. Jaeachment 4 for AFPM and GM examples that issue new
and existing policy/guidance.

2.10.4.2. Publicationsimplemening a particular AFPD or AF supplemento a DoDD
shouldfall in the same numbered series and have a threedigit contrd numbe (e.g AFI
65-701 is the first publication that implements AFPD 65-7). Publications that
follow/supportthe implementingpublicationwill haveconsecutivecontrol numberge.g.
AFI 33-360will further be implementedoy AFMAN 33-361).

2.10.4.3. Air Forcesupplementdo DOD Issuancewill bearthe DOD numberand an
Air Force publication number (e.g. DODD 8000.1_AFPDB13®0ODI 1000.15_AFI 34
223).

2.10.5. Field (MAJCOM/FOA/DRU/Base/Wing). Oncethe serieshasbeenidentified, the
publications/forms manager assigns the control numbe. Field publications will be
numberedconsecutively undethe subjectseriesusing at leasta 3-digit control number
(somepublicationswill havea 4-digit control number).

2.10.5.1.GMs issuing new guidancethat will not be incorporatedinto an existing
publicationwill be number@& consecutivey unde the appropriae subjed series
(e.g, ACCGM33-01, AFMCGMS33-01, etc.). A GM that amends an existing
publication will cary the amendedpublicatiors numberfollowed by the appropriate
acronym and number (e.g., the first GM that issues guidanceamending AFI33-
360_ACCSUPwould be numberedAFI33-360 ACCSUP_ACCGM1the secord to
amerd AFI33- 360 ACCSWP would be numbera AFI33-
360 _ACCSUP_ACCGMzZtc.).

2.10.5.2. Supplementsnustbearthe higherheadquarterdesignatomand numbe, adding
the field acronym to the end and A S U RA@g., AFI33-360_ AMCSWP, AFI33-
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360_AMCSUP_88WSUP, AFI33-360_8RAWSUP (if AMC does not issue a
supplement)).

2.11. Select a Title. When developirg a new publication select a meaningfu) concis title.
Use only commonly known abbreviatios, suchasfi U SDoonot usetermssuch asi p oyl ® ¢
Al nstriugui oadimaa dbiopoakmpohilcatt adgoug a@dd b 0 oekc., i the
title for thattype of publication.If supplementing higherheadquaerspublicationat the HAF
orin thefield, maintainthetitle of the original publication.

2.12. Format the Draft. Drafts are for development and coordination only, not for

implementation or compliance. Drafts may be circulated to inform users of forthcoming changes,
but OPRs may never release draft content with instructions to comply. Users are not required to
comply until content is certified, approved, and posted/released. Each draft must be marked

ADRAFNOT FOR | MPLEMENTATI ON OR COMPLI ANCEDO
Reference, th&GPO Style Manualhttp://www.gpoaccess.gov/stylemanual/index.htjl and
DoDI 5025.01,DOD Directives Programfor additional guidance on writing style, grammar,
formatting, etc. Separagraph 2.25.2.3.for guidance on formatting ICs anmhragraph 2.26.

for guidance on formatting ACs.

2.12.1. Content in publications must be structured in this orgetlication header,
opening paragraph summary of changeqif applicable);table of contents(if applicable

see paragraph 2.12.1.1) ; ovier vi ewo or Abackgrdetaledd 0
responsibilities core content attachments (if the OPR intends to include a list of
references, definitions for abbreviais and acronyms, a glossary, and/or a description of

ac

terms, that information will be placed A&ttachment 1, which wil |l be titl

References and Supporting Informationo).

2.12.1.1.Table of Contents. Tables of contents for electronic publications that are
processed by AFDPO and posted on thRublishing website will be generated by

part of thedraft publication unless the publication will be a physical/printed product.
publications over 20 pages. Include chapter titles, section titlessestion titles as

well as page numbers for all.

2.12.2. Createyour draft using Word® in 12-point TimesNew Romanfont, with oneinch
top, bottom, left, and right nrgins. Includgpage numbers on draft publications.

2.12.3. Embedfigures,tables,andill ustrationswherethey will appearin the final version.
Also provide a separatesourcegraphicfile for eachfigure, table, or illustration not created
in Word®. Place theaumberandtitle of eachfigure, table,illustration, etc.,abovetheitemin

the publication. Limit the useof unnecessargolor and graphicsto help keepthe size of

transmittedand postedfiles down. Work with your publications/forms manager tosare
your graphics are submitted properl

2.12.4. Paragraph Numbering. Numerically number all paragraphs and subparagraphs,

using this publication as a visual sample for paragraph numbering. AF Supplements to DoD
Issuances will follow the numbering format of the supplemented DoD issuance. OPRs must

provide fully integrated amera ready copies of AF Supplements to DoD issuances to

AFDPO for publications that are 20 pages or more; do not submit a table of contents as
OPRs for physical/printed publications should consider adding a table of contents for

desired, titles for figures or tables that appear within chapters, and attachments titles, as
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AFDPO for posting to the-Bublishing website. Do not use the automatic numbering feature
in Word®3 paragraphs must be manually numbered. The formatting software used by the
Air Force cannot processoduments that have been numbered automatichibge: All
paragraphs and subparagraphs should be flush left in the draft. The correct indentation will
be applied when the publication is formatted.

2.12.4.1.Field Supplements.Submit only tle material to be added to the higher
headquarters publication including the paragraph numbers whether creating a standalone
or integrated supplement. AFDPO will insert the new material into the higher
headquarters publication for integrated supplements paovide the OPR a copy of the

final product.

2.12.4.1.1.Whendrafting supplementaryguidance field OPRsmustinsertii a d d e d 0
betweenead new paragraph figure, table attachmeth numbe, etc, and the

contert (e.g, 1 4 . 1 Al d eTthgfarmatting softwareaddsthe appropriatefield

acronym aftei ( A d d HAF)OPRs must inset fi ( Bed)o and i ( AOMEtween

ead new numbe ard the contert (e.g.,A 4 . 1. 1. (Added) (AF) 0) wh
a DOD publication.

2.12.4.1.2.Do nat duplicae paragraph figure, table or attachmeh numbes
alread in the basic publication when adding information in a standaloneor an
integratedsupplementHAF OPRs writing an AF supplemento a DOD issuane@
will stat with the nex numbe, or a subnumberif inserting betweenexisting
content. Field OPRswriting a supplementto a higher Air Force publication will
repeatthe numberof the paragraphbeing supplementecandi ns er t g Added]
specifiedin the previousparagraphWhen the correctacronymis inserting during
processingthewholephrasei 4 . ( Ad d e d ) i®\ceSifieed a uniqueidentifier
even thoughthe numerical digits exactly match the paragraphnumber being
supplementedNumbering mud agree with the format in the basc publication e.g,
publications with chapters:Figure 2.1,Table 3.1, etc.; without chapters: Figure 1,
Table 1, etc.

2.12.4.2.Bullets. Bullets are not authorized in directive type Air Force publications (see
Table 2.1 for list of publications), including interim changes. When updating an old
publication with bulleted information, those items must be substituted with paragraph
numbers (e.g2.14.1.1, 2.14.1.2, etc.).Exception: When part of a numbered paragraph,
bullets may be used for simple lists in ndinective type Air Force publications
(AFPAM, DD, TTP, AFH, VA). Subkbullets are not allowed.

2.12.5. Publication Header. The following information must be included as part of the
publication header (see the first page of this document as an example for content, not
format):

2.12.5.1.The Air Force Seal or corresponding Shield of the MAJCOM/FOA/DRU where

the publi@tion is approved will be inserted during tagginQPRs do not need to include

the Seal or Shield in the draft publication. All departmental publications will display the

Air Force Seal i n the wupper |l eft corner 0
SECRH ARY OF THE AI R FORCEO written above th
use the Air Force Seal, unless issuing an integrated supplement to a departmental
publication. All field publications, except integrated supplements to departmental
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publications, wi display the appropriate MAJCOM/FOA/DRU Shield in the upper left
corner of t he first page, wi t h ABY ORDI
COMMANDER or DI RECTORO wr iNote: MAJCCMs anaye t h e
approve subordinate organizations to use their unidueldson their site specific
publications. However, MAJCOM Publication Managers must ensure an electronic copy

of the approved Shield is provided to AFDPO for the publications they process.

2.12.5.2. Publications not processed by AFDPO musfdrenatted by the OPR to look

like an AFDPO formatted publication (camera ready). OPRs are required to use the
information detailed below to create publications (contact AFDPO to obtain standard
templates of publications). Draft publications (both physacal electronic) that will be
processed by AFDPO must contain the following information at the beginning of the
document in this order, flush left and single spaced:

2.12.5.2.1.BY ORDER OF THE [SEAF/command/base/wing/etc.];

2.12.5.2.2.The publication type and number (e.g Air Force Instruction 33-360,
Air Forcelnstruction 33360 _AMC);

2.12523.Pl ace hol der for dat e (e. g., A[ Dat
(AFDPO, local publication manager, or OPR) will date the publication the same day

it is posted to the website or made available for distribution. The publication date is

the effective die; Air Force publications are not considered effective until they are
released to users IAW this Instruction. Publication dates assigned by AFDPO cannot
exceed seven (7) business days after the publications/forms manager receives
complete and correct mai@s from the OPR. With proper justification publications

at any | evel may be assigned anndBrend f ect i \
circumstances may publications be backdated

2.12.5.2.4. The AFSC series title;
2.12.5.2.5.The publication title;

2.12.5.2.6.The compliane statement A COMP L IEA NMQTH THIS
PUBLICATION ISMANDATORY 0 i f a directive publicati

2.12.5.2.7.An accessibility statement to identify where the publication is located for

di stribution. Exampl es o fACCESSIBHEY 1 bi | i t
Publications and forms are available for downloading or ordering onRPubleshing

website atwww.e-Publishing.af.mildo ; ACBESSIBILITY : This publication is only
available directly from the OPRO; AACCES
for downloading on the SIPRNetwatvw. ######E . af.smil.mib ;

2.12.5.2.8.A releasabiliy statement which shoull specify any limitations on
distribution. Examples of releasability statementsinclude ARELEASABILITY:
There are no releasability restriction®n this p u b | i c ARELEASABILITY:
Accessto this pubication [or form] is restrictedthis publicationmay be releasedo
NATO members n | RRELEASABILITY: Accessto this publication[or form] is
restricted: this publication may not be released to foreign nationals
ARELEASABILITY: Access to this publication [or form] is restricted: this
publication is classified/FOUQO; requests accessibilitymustbe approved by the
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OPR, 0 et thereatd md relesability restrictionson the publication, the
statementmustbepr ef aced wi RELEASABILITYx h Aceesseto tliis
publicationfjor f orm] is restricted?o;

2.125.29.70PR:[off i ce symbol only] 0;

2.12.5.2.10.17Certified By: [insert office symboland, in parenthesis, treertifierds
namethat will appear in blocks 1&dd 19 of the AF Form 673] 0;

2.12.5.2.11.ASupersedes:[include the numberand date of all publications being
superseded, separated by a semicolon]o; a

2.125.212fPages] i nsert page count]o.

2.12.5.2.13.AFPMs and GMs. OPRs writing an AFPM or GM will format their
document usingAttachment 4 as a guide. AFPMs and GMs will indicate in the
subject line whether it is an Air Force Policy Memorandum or Guidance
Memorandum. OPRs request AFGM and GM control numbers from publication
managers and place it above the date slot. The actual date ofrRih dr GM is
inserted at the time of publishing by the publishing authority. If issuing new policy or
guidance, include a releasability statement, applicability statement, the standard
records set statement (sparagraph 2.12.7.2) and any other applicable standard
statements described paragraph 2.12.7.Note: Do not have the principle sign the
actual memorandum; insert an authentication/signature block just like any other
publication The completed AF Form 673 serves as the approval to publish.

2.12.5.2.13.1.f issuingan AFPM or a GM (HAF or field level) thatamendsan
existing publication inset the following standad statemeh as the opening
statenent: A Mis is a [Guidane or Policy] Memorandun immediatdy
implementirg changs to [specify the publication and include a short
description of the policy/guidance being changed]. Compliance with this
memorandumis mandatoy. To the extentits directions are inconsistent with
otherAir Forcepublications,the information hereinprevails,in accordancevith
AFI33-360,Publications and Forms Management

2.12.5.2.13.2AFPMs and all GMs (HAF and field level) will end with the

foll owing statement: AThe directions of
days have elapsed from the date of this memorandum, or upon publication of an
Interim Change or rewrite of the affectgdu b | i cat i on, whi chev:
Note: AFPMs and GMs may be reissued if the policy/guidance has not been
incorporated into an official publication within the timeframe allowed. OPRs

shall recoordinate using an AF Form 673, obtaining certifier apgravers

signatures for the subsequent reissue. The new AFPM or GM number will be
sequenced to reflect the subsequent reissue. The OPR will forward AFPM or GM

and AF Form 673 to AFDPO for dating/posting.

2.12.5.2.14.There are a few exagptions and additions to the above formatting
requirements for certain publication types:

2.12.5.2.14.1. OPRs writing supplemerd shoull refer to paragraph 2.9. for
additionalguidance on formatting supplements.
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2.12.5.2.14.2 List the publicatiortype and numbe a releasakty statement (no
need foran accessibiliy statement)and a supersessioline on permanehVAS;
this informationshouldbe placedat the bottomright of the VA if spaceallows.In
somecasesplacemenbf thisinformationwill beimpossibledueto smallsize of
the VA; OPRsshouldtry to designVAs to includethis information unless doing
So is impractical.

2.12.6. Summary of Changes A summary of changes is mandatory for all ICs and
rewritten publications. The summary of changes cites major changes: content changes; new,
revised, or obsolete forms; new, revised, or rescinded recurring reports; etc. Place the
summary of changes immedit after the opening paragraph. Include one of these
statements as the | ast sentence when making
bar (1) i ndicates newly revised material .o
mat er i al 0 fsdoorDoDSIsspgapcksblatee Dotnot include a summary of changes

for ACs or new publications.

2.12.6.1. Forewords.Only nondiretive publicationsmay havea forewordto provide a
personal messagéom a proponent.Limit the foreword to one unnumbeed page
precedingthe title (first) page.Publicationscontainingforewordsmustinclude a cove.
Signaturesarenotrequiredonforewords.

2.12.7. Opening Paragraph. Write a concise purpose statement for all categories of
publications: explain what the publication covers, who must comply, and cite the antecedent
publication(s). Include additional statements referencing applicability to the ANG and the
Reserved see paragraphs 2.4. and 2.5. for guidance. Do not include policy/guidance
statements in the opening paragraph. If implementing a DoD publication, show the type

i mpl emented after A DrdDDD lhstructgpn) and DdubDe th2inumbert i v e
and title.

2.12.7.1.Legd Requirements If applicable note tha falure to comply with the

publicatian is punishableas a violation of Article 92, Uniform Codeof Military Justice
(UCMJ). Indicateif the publicatian is subjed to the Privacy Act (PA) of 1974 subjed

to Freedon of Information Act (FOIA) requirements contairs copyrighted

information or is subjed to other statutoy requirenents.SeeSection 2C for guidance
on obtainingsamplestatement@and addressindegal issuesin the openingparagraplof

thepublication.Closelycoordinateopeningparagraphsvith yourservicing legal Hice.

2.12.7.2.Include the standard records management statefiddtn sur e t hat al
created as a result of processes prescribed in this publication are maintained in
accordance with Air Force Manual (AFMAN) &63, Management of Recordsnd
disposed of in accordance with Air Force Records Information Management System
(AFRIMS) Records Disposition Schedule (RDS) locateltigts://www.my.af.mil/gcss
af6la/afrims/afrims/ . O itiohally if the publication generates a report(s), alert readers

in a statement and cite all applicable Reports Control Numbers in accordance with AFI
33-324.

2.12.7.2.1.PerAFl 33-324,aninternalreportincludesdataor information collected
by one or more organizationalcomponentsand transmittedto other organiational
compnents for managementpurposes.A public report includes collections of
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information that require responses from the public. See AFI-E&4 for more
thorough definitions.

2.12.7.3.Include a statement for recommending changes, including any necessary
routing instructions. For example, fnARefer
publication to the Office of Primary Responsibility (OPR) using the AF Form 847
Recommendation for Change of Publicatiooute AF Form 847s from the field through

t he appropriate functional ds chain of comm

2.12.7.4.Include a statement in the opening paragraph as to whether or not field
activities must send impleenting or supplementing publications to the higher
headquarters functional OPR for review and coordination before publishing. OPRs are
highly encouraged to review lowtavel supplements for conflicting material, less
restrictive guidance, and for possiblacorporation into the higher headquarters

publicati on. Examples of statements includ
any level, but all direct Supplements must be routed to the OPR of this publication for
coordination prior to certification @ appr oval . 0 or AThi s pub

suppl emented. 0

2.12.7.5.Include a statemenin the openingparagraphf the OPR determineghat no
waiversmay be granted for anyagt of the publication.

2.13. Citing References. Note: See Attachment 2 for sample citation styles and formats.

2.13.1. Limit the use of referenca and ensue all reference are directly applicabé and

listed in Attachment 1 .Do not useindefinite referencessuchasfi i aurrentd i r ect i ves,
Acontiméxiesdti ng instructiionsp,edrtamenfifichlupt é €@
Air Force policy and/or guidance ardssuedin the publicationsdescribedin Table 2.1.
Therefore,do not referencethe following: a draft publication undficial policy and/or

guidane found on websites or classifiad information in anunclassified publication.

2.13.2. When Executive Orders (EOs), Public Laws, or other statuteshave alreadybeen
implemented bya DOD Issuanceusethe DOD Issuanceasthe referencecitation; e.g., use
i D OD®D4 0 Oratedthan fiTitle 5 United States Code Section 5520 Note: fi D
Issuancedinclude Departmeh of DefenseDirectives(DODD), DOD Instructions(DODI),
other DOD publications,and their changes.Howeve, when an Air Force publication
directly implemens a speifi ¢ statute you mug cite it accadingly. Use codified citations
(United States Code) when available and if the provision is not codified, usethe Public
Law citation; e.g.,usePuldic Law 98-191, or Title 41 United StatesCodeSections401-420.
Verify properstatutey authority with the servicinglegal office during coordinationof the
publication.

2.13.2.1.Do not reference a DoD Issuance in an Air Force publication unless there is no
Air Force implementing publication. Use the Issuances, Delegations of Authority, and
Responsibilities (IDAR) Databaseww.idar.hg.af.mil) to cross reference Air Force
publications with DoD Issuances. If no Air Force publication, cite the DoD Issuance
number and include the full reference (designator, number, title, and date) in
Attachment1.

2.13.3. To refer to another Air Force publication and/or form, cite the designator, number,
and include the title in italics at first use (e.g., AFt32, Records Manageme®rogram;
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AF Form 673,Air Force Publication/Form Action RequégsiThereafter, refer only to the
designator and number (e.g., AFI-332 or AF Form 673). Include the full publication
reference (designator, number, title, and datétiachment 1.

2.13.4.OPRs may use fi n odtwatlin a paragrap to explan or highlight information
The word A N o tshouldbe in bold followed by a colon (e.g., Note: [insert additional
text]). Notes associated withiables,figures, or illustrations should be placedimmediately
below thegraphicor, in the caseof a table, in the last vo

2.13.5. Use footnotes or endnots to credt a lengthy legd cite, a copyright owne, the
source of quotad materials or provide a lengthy explandon/expansia on text within a
paragraphEndnotesnust be placed before any attachmenthéopublication.

2.14. Using lllustrations.

2.14.1. Requirement®f Government Printing and Binding Regulaticars as follows: Use
illustrationsonly whenthey relateto Air Forcebusinessaandarein the public interest,relate
directly to the subjectmatte, arein goodtaste,and arethe smallestsizenecessar Limit the
useof color, especially whemlevelopinga publicationthatwill be printed,to controlthe cost.
Useof coloron printedmaterials must be justified on the AF Form 673.

2.14.2. Embed figures, tables not createdin Word®, and illustrations where they will
appearin the final version.Placethe captionabove the graphic.Providea separatesource
graphicfile for eachfigure, table, or illustration not createdin Word® (e.g., .tif, .gif, .jpg,
etc.). Work with your publications/forms manager to ensure your graphics are submitted

properly
2.15. Tables. Usetaldesto claiify procedurespresentata, and/orto explaina choiceof actions
or setof conditions.
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Figure 2.1. Elements of a Publication.

NOTE: The following elements are authorized for use in Air Force publications.

Diivigion Identification

Folumes Number consecutively, using Arabic numemls; eg., Volume 1, Volume 2, etc.

Paris Mumber consecutively, using Arabic numerals; eg., Part 1, Part 2, ete.

Chagiters Muinber consecutively throughout the publication, using Arabic numerals: @ g, Chapter 1, Chapter 2,
ele.

Sections Use capital letters in alphabetical order preceded by & numeral; e.p., Section 14, Section 1B, Section
24, Section 28, etc., throughout the publication or within each chapter.

If formatting publications in sections only, do not precede the section identification with a numeral. In
this case, then simply format as Section A, Section B, Section C, ete.

Paragraphs Number consecutively throughout the publication, using Arabic numerals; e.g., 1, 2, etc. For
publications divided inte chapters, use a two-part Argbic numeral. The first numeral represents the
chapter, the second represents the numerical sequence of the paragraph within the chapter, eg., 1.1, 1.2,
for the first chapter, 2.1, 2.2, for the second chapter, ete. If only in sections, begin with 1 and number
saquentially throughout the body, Do not re-sequence in the naxt saction.

Subyparagraphs Use Argbic numerals in sequence, separated by periods, progressing from the main paragraph number.
MNote: These examples are for a publication in chapters,
I.1.1. for the first subparagraph. 1.1.1.1. for the first paragraph under the first subparagraph. 11111,
for the first paragraph under the first sub-subparagraph, ate.

Fligures Use:
Arabic numergls-Figure 1, Figure 2, Figure 3, etc., consacutively in publications without chapters.
Two-part Arabic numeregls in publications with chapters, the first number identifies the chapter, and the
szoond number identifies the figure sequence number within the chapter, e.g., Figure 1.1, Figure 2.1,
ete.; and for figures within the attachinent; e.g., Figure AL L Figure A1.2, ete., for figures in Attachimant
I:and Figure A2.2, etc., for figures in Attachment 2.

Tables Follow the precedures specified for figures.

Attachments Use Arabic numerals in sequence: Attachment 1, Attachment 2, Attachment 3, etc. Paragraphs in
attachiments will take the first nuimber from the numbee of the attachiment; &g, Attachiment 3 would

have paragraph A3 1, A3.2, ASS, ete. Note: If attachments have sections, wentify them as sactions
AlA AIB, AIC, or AZB, A2C, etc.

2.15.1. A standardableis dataarrangedn columns.Thelisteditemsareorganizedoy some
criterion sud as alphabetich or numericd orde. The format requiremerd for standad
tables are not rigid; many variationsare possible,degending on the kind of material you
wish to placein a table. Regardlesf the variation used, columnsand rows should be
labeled(titles, numbers Jetters, etc.) to facilitate referencirg materid in the table Tables
found in Attachment 2 and Attachment 3 of this publication are examples of standard
tables.

2.15.2. A decisim logic table (DLT) is mog usefu when you neeal to explan a sd of
actiors that dependon a condition or setof condtions; or when a narrativedesciption of
possibleactionswould becomplexor wordy. Therearethreeelementsn DLTs: conditions,
adions, and rules. The conditions (the ifs in the if-then relationship) are the potential
circunstanceghatinfluencedecisions. The actions(the thensin the if-then relationship)are
the specific operationsor tasksthat mustbe performedwhen thevarious conditions occu.
The rules are the combina conditiors and actionsthat make up decsiors (if + then =
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rule). Eath separat condition and action mud hawe its own rule. Table 2.2. andTable 2.3.
in thisinstruction are examplesf DLTSs.

2.15.3. A specifiedaction table (SAT) showsactionsthatareusually takenin a certainorder
butthat donot dependon anycondition.If you justwantto showa seriesof relatedactionsor
proceduresyse a BT. Table 1.1.in this instruction is an example of aAB

2.16. Doctrine Documents. Refer to AFI 101301, Air and Space Doctrinefor guidance on
developing doctrine. Command activities may not issue command doctrine documents, nor may
they supplement AFDDs. The OPR for doctrine is the Curtis E. LeMay Center for Doctrine
Development andeducation (formerly known as AFDC) at Maxwell AFB, Alabama. Contact
LeMay Center regarding the format fordnd 2series doctrine documents. The format is similar

to joint doctrine publications.

2.16.1. Basicdoctrine(AFDD 1, Air Force Basic Dogine) stateshe mostfundamentabnd
enduring beliefghat describeand guide the properuseof air and spacepower in military
operationsBasicdoctrine is the foundationof all air and spacepower doctrine.Becauseof
its fundametal and enduring characte bast doctrine provides broad and continuirg
guidan@ on how forces are preparel andemployed.

2.16.2. Operationaldoctrine (2 seriesdoctrine documets) appliesthe principles of basic
doctrineto operationa actiors by describirg the prope use of air and spa@ powe in the
context of distinct objectives,force capabilities,and operationalenvironments.Operational
doctine descibeshow the Air Foree exeautes its missions, and it anticipates changs and
influences tha may affect military operations, such as technological advances.

2.16.3. Tactical doctrine (Zeries tactics, techniques, and procedures [TTP]) applies basic
and operational doctrine to military actions by describing the proper use of specific weapon
systens or detailed TTPs, to accomplish specific military operations. TTP publications that
are approved for use by the Air Force and at least one other Service are formatted similar to
joint doctrine publications.

2.16.3.1.(DELETED)

2.16.3.2. AFTTPs are Air Forcelevel publicationssubordinateto Air Force doctrine
documents. Thewre certified by AFDC, require mandatory coordination as outlined in
Section2D, arelisted in the Product Index, and posted on #Rblishing website.

2.16.3.2.1.AFTTP 3-1 ard 3-3 seies publicgions are appoved by the
MAJCOM/A3 (e.g.ACC/A3). The numberingis coordinatedandjointly assignedy
HQ ACC/A3TW (Langley ARB, VA) and the USAFWC/DOTW (Nellis AB, NV).

2.16.3.2.2.AFTTPs othe than 3-1 ard 3-3 series publications are approvel by the
issuingorganization.Numberingis coadinatedandjointly assignedvith AFDC and
the issuer. Once finalized AFDC submitsan electroniccopy to AFDPO along with
thefully coordinatedand approved AF Form 673.
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Section 2@ Legal Requirements

2.17. Specific Legal Requirements.

2.17.1. Enforceabiliy of Publications Openirg paragraph mug include as warranted
specific enforceability languagedirecting compliance by military and civilian personnel,
including a description of the consequences of noncompliance.ofbmed opening
statement could read as follows:

i T hDirsctive sets forth policies regarding protestor political activities of Air Force

civilian and military personneljncluding the Air ForceResrve and Air National Guard.

Failureto observeprohibitionsand mandatoryprovisionsof this directivein paragraphg,

17, and 32 by military personnels a violation of Article 92, Uniform Code of Military
Justice(UCMJ). Violationsmay resultin administrative disciplinary action without regard
tootherwsee appl i cable criminal or civil sancti on

2.17.1.1.Nature and Purpog of Punitive Publications A i p uived publicatian is one
tha is enforceableunder Article 92(1) or 92(2) of the UCMJ. Article 92 has three
subsectionsArticle 92(1) addressgviolation of, or failure to obey, any lawful genera
orde or regulation Article 92(2) addressesertain other lawful ordersof which the
individual accusedhas actualknowledge. Article92(3) punishesii d e r e lofidatt © 0 n
The three subsectionscarry different maximum punishments Article 92(1) carries a
maximumpunishmentf a dishonaable dischage, forfeiture of all pay andallowances,
and corfinementfor 2 years.Article 92(2) carriesa maximum punishment ofa bad
conductdischage, forfeiture of all pay and allowancesand confinementfor 6 months.
Article 92(3) carries a maximum pisimentof a bad conductdischage, forfeiture of all
pay and allowancesnd confinemenfor 6 months,if the derelictionof duty was willful.

If the dereliction wasthroughneglector culpableinefficiency, the maximum punishment
is forfeiture of two-thirds payper month for 3 monthsand confinementfor 3 months.
Reducton to E-1 is alsopossiblefor violations of any subsection of Article 92.

2.17.1.1.1.Punitive Versus Nonpuitive Publications.Not all publications, even
though lawful, are i p u n i tei pumshableunder Article 92(1) or (2). To be
A puni &publieatiod mustclearly set forth the specific conductof individual
membes to be regulated, using mardatory language Specific portions of
publications that provide only generd guidane or advice,or that require further
supplementatiorby othersto give them effect, will not be corsidereal punitive for
the purpo® of Article 92(1) prosection. A nonpunitive publication on the other
hand, is one that provides general guidelines or advice in conducting military
functions.Eventhougha nonpunitivepublicationmay not be enforcedunderAtrticle
92(1) or (2), its provisionsmay form the basisfor a duty that canbe enforcedunder
Article 92(3) asderelictionof duty. Note: The nonpunitive nature of a publication
does not mean compliance is optional. Compliance with both punitive and
nonpunitive is mandatory.

2.17.1.1.2.Genera Orde or Regulation To be afl g e h @ade ar regulatioro for
the pumposes of Article 92(1), a publicaticm mug be (1) publisha by the
President Secretay of Defense or Secretay of one of the Services or (2)
issual by an officer having generalcourtmartial conveningauthoriy, a generalor
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flag officer in command,or a commandersuperiorto either of those officers. A
punitive publicationthatis notaf g e naderarlr e g u | @d. iit was idsual by
an authority othe than one of the authorities listed earlie) can be enforced
under Article 92(2) if the individuaccused had actual knowledge of its existence.

2.17.1.1.3.Making a Publication Punitive. In sonmestances, the matter discussed in
a publcation is of suh consequenetha failure to adhee to its proscriptiors or
mandate shouldresut in punitive sanctiors unde Article 92, or othe articles of
the UCMJ. To be lawful, a punitivepublicationmustbereasonablén furtheranceof,
or connectedto, military needs(promotesmorale, discipline, and usefulnas of
command) specificasto time and place,and definite and certan in describirg the
act or thing to do or omit, and not otherwige contray to establishd law.
Mandatoy provisiors place an affirmative duty upon an individud to do a certain
act(e.g.lock a safe,follow a checklist,wearcertainitems,attendcertainformations,
etc.). Prohibitory provisionsrequirethat an individual not do something(e.g.entera
classified areayear prohibited uniform combinations,drive in excessof a stated
speed,etc). Sendall proposed punitive publications to the servicing ledate for
review before issuance.

2.17.1.2. Structureof a Punitive Publication.Generaly, for a publicationto be punitive,
it must placeobligationsonindividuals.The openingparagaphmustspecifywhich parts
of the publication containpunitive provisions;a servicemembershouldbe able to tell
by looking in the introduction of the publicaion that it contairs punitive provisions
Publicatiors containirg punitive provisions often provide nonpunitive information.
Authors must, therefore, identify clearly those portions that are punitive i@ture, or
place punitive provi®ns in a separate publication.

2.17.1.3. Specifyig Punitive Pottions in the Openirg Paragraph The openirgy
paragrap must clearly specify which parts of a publication contan manddory
provisiors and prohibitions enforceableagainstthe individual. While such language
standingalonein the openingparagraph doesot makea publicationpunitive, it becomes
punitive when combined with punitive language inthe body of the publication. The
openingparagrapimuststateclealy to whatcategorie®f peoplethe punitive provisions
apply;for instanceto all servicemembes or to all crewmembersor to all persongriving
automobileson bases.The opening paragraphmust say that failure to observethe
prohibitions and mandatoy provisions in the publicatian is a violation of Article 92 of
the UCMJ, or that noncompliance may result in punishment under Article 92 of the
UCMJ.

2.17.1.4. Punitive Language Most of the recommendedanguageusedin publications
doesnot readily put the reade on notice that the publication is punitive in nature

Use langua@ that expresseshe mandatorynature of the provisions,such asit wi | | , ©
AwindtAsohaiddhabtimMt soi ma sotd etc. Paragaphs containirg
mandatoy provisiors or prohibitions mug statethat a failure to obeyis a violation of

Article 92 of the UCMJ. This staement should accompany eachmandatoryprovisionor
prohibition, or may, if clea, referto a seriesof mandatoryprovisions or prohibitions listed

within a specific paragraph.
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2.17.2. PaperworkReduciton Act of 1995 (DODD 8910.1, Management and Control of
Information Requirementsand DOD 8910.XM, DOD Procedures for Management of
Information RequiremenktsEachAir Forcepublicationthatauthorizescollectinginformation
internal or externalto the Air Force issubjectto the Paprwork ReductionAct of 1995.
Note: Follow guidanceprovidedin AFI 33-324. TheAir Force must license collections
with the proper reports control symbol (RCS). This includes information collection
requiremerg in suppot of managmert functions unles excludal in AFI33-324
information collectead to satisfy statuory, congressonal, and other interagencyimposed

2.17.3. Freedonof InformationAct (FOIA) (DOD 5400.7R, DOD Freedom of Information
Act Progran). Federalstatute,DOD and Air Force policy requiresprompt and accurate
disclosureof informationto the public. Air Forcepublications mustbe reviewedby a FOIA
specialist prior to publication to ensurecompliancewith FOIA requrements.Refer to
DODR 5400.7_AFSUP1,DOD Freedom of Information Act Progranfor additional
guidance and procedures.

2.17.4. PrivacyAct (PA) of 1974(DODD 540011, DOD Privacy Progran EachAir Force
publicationwill containa PA warningstatemenitf it providesfor or requiresthe Air Forceto
collect or maintain personalinformation in a PA systemof recordsthat is retrieved by
personaldentifier. Follow AFI33-332,Privacy Act Program, for furtherprivacy act guidance
and sampleprivacy act statementsPrivacy Act Sydgem Ndices are available online at:
http://www.defensalink. mil/privacy/notices/usd.

2.17.5. Federal Register (DOD 5025.2M). The Air Force must notify the public of
publicationsthat dfect the public, or will require public compliance.Make notification in
the FederalRegisterasprescribed by AFI 3320, Federal Register

2.17.6. Copyrightel materid (AFI 51-303 Intellectual Property: Patents, Patent Related
Matters, Trademarks and Copyrightdo not use copyrightedinformation in Air Force
publicationswithout obtainingpermissionfrom the copyrightholde. The only excepton is
useof very shortpassagesf copyrightal works, ched with your servicirg legal office to
determire if your intendel use falls within this exception.Note: Permissionfor use must
cite any restrictionson releasabiliy. Seeparagraph 2.12.for instructionson formattingand
Section 2E for instructions on processing publications with and without restricted
releasabiliy.

2.17.6.1.To show the presace of copyrightedmaterialin a draft, indicate on the AF
Form6 73 (fAAdditional |l nformationo bl ock) tha

2.17.6.2. At the bottomof thetitle page,centeredbelow all otherinformation, placethe
following statemen in bold capitd letters THIS PUBLICATION CONTAINS
COPYRIGHTED MATERIAL.

2.17.6.3. Footnotecopyrightednformation in thetext andcite the author of thework, the
title, the publishe, and the yea of publication This applies regardles of whethe
permissia from the copyright holder is required.

2.17.7. Trade Names and Trademaks. When using a trade name or mark of a non
Federal/goernmert entity, include the following disclaime as the lag sentene in the
publication® openirg pararaph: i T huwse of the name or mark of any specific
manufacture commercialproduct,commaodiy, or servicein this publicationdoesnot imply
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endorsemenby the Air F o r cAhetrade nameis simply the name of the commercial
enerprise, suchasthe Microsoft® Compaly. Checkthe companys websiteto determineif
the namerequresa i Re g i sdymbol €®y. Mistinguish each use of a trademark by
inserting a trademarksymbol ( E pfter the mark. See AFI 51-303, Intellectual Property:
Patents, Patent Related Matters, Trademarks and CopyrifgintRurther guidance.

2.17.8. Compliancewith Section508 of the Rehabilietion Act. Becausefficial unclassified
AF publicationsare availableon the e-Publishingwebsite publicationsat any level mustbe
Section508 compliant,in accordancevith AFI 33-129, Web Management and Internet Use
AFDPO is responsibleor ensuring all publications posted on th®w@blishing website are
Section 508 compliant.

Section 2[® Coordination

2.18. Coordination. Coordination is a process through which an OPR obtains endorsements to
publish from offices with functional interest/technical expertise, statutory oversight
responsibilities, mandatory (statutory/regulatory) review requirements, and is completed prior to
obtaining certifying and approving officials signatures on the AF Form 673. A completed AF

Form 673 must accompany the draft submitted for publication, although OPRs may obtain
coordination using email, an AF IMT 1768 (SSS), or the AF Form 673 (elecwomierand

ink signatures are acceptable) on draft publications. If signatures are obtained simultaneously

(i .e.., Ashotgunnedo) , transcribe the infor mat
correspondence with signatures in the record set3sdmn 2| for additional information on

record sets). Functional coordination should be completed and accepted, recommended changes
incorporated into the draft before thien Afinal
The OPR cannot release any final drafts for publication with unresolved nonconcurrences or
insufficient coordinationNote: Only civilian employees (includes direlsire foreign national
employees, but not contractors or indirboe foreign natinal employees) and military

members may provide coordination on publications and forms at any level.

2.18.1. Coordination Requirements.

2.18.1.1. Technical/FunctionalLevel  Coordination. Obtain  technical/functional
comments from those offices with relevant expertise or statutory oversight
responsibilities. All publishing actions except administrative changes (ACs) and
responses to twgear or special reviews require technical/functionalrdmation. See
Table 2.3. for technical/functional coordination rules. Segaragraph 1.2.8. for
technical/functional coordinator responsibilities.

2.18.1.1.1.1f the OPR neglects to obtain technical/functional coordination from an
affected office the OPR may be required to do an immediate update if language in the
publication is contested by an office that was not given the opportunity to coordinate.
If resolution cannot be reached at the OPR level, the OPR must grant a waiver to the
affected office absolving them from complying with the contested language until the
issue is resolved. The OPR will involve the servicing legal office and elevate within
the chain ofcommand as necessary to resolve contested guidance. If the contested
language is dictated in a DoD issuance, the Air Force OPR cannot waiver the DoD
requirement. The office contesting the DoD guidance will need to work with the Air
Force OPR for the Dolssuance, see IDAR database for OPR listing, to obtain a
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waiver or change the DoD guidance; send a courtesy copy of all emalil
correspondences between the Air Force OPR and the DoD OPR to the SAF/AAX
workflow box (safaax.workflow@pentagon.af.mi).

2.18.1.1.2.AFPMs and GMs that require immediate release because they address
critical issues only require a legal review, SAF/AAX review (AFPMs only), and the
approval authorityds signature (the SECAI
submitting an AFPM or GM undehese circumstances must provide full justification

on the AF Form 673.

2.18.1.2.Mandatory Coordination. Only new publications and publication rewrites
require mandatory coordination in addition to technical/functional coordination.
Exception: Mandatory coordination is required for all actions taken on AFPDs, AFPMs,
and AF supplements to DoDDs (except the approval of ACs). Tadde 2.2. for
mandatory coordination rules and paragraft?.8. for mandatory coordinator
responsibilities.

2.18.1.3. Supplementd¢o DODDs carry the sameweight as AFPDs, and are subjectto

the samerequirementsthe SECAF will aways be the authenticato on AFPDs ard

AF supplemerd to DODDs. Direct supplementgo DODIs carry the same weight as
AFIs and direct supplementsto DODRs and DODMs carry the same weight as
AFMANSsO all must be coordinated accordiggl

2.18.1.4.Certification and Approval. Once technical/functional and mandatory
coordination is complete, the OPR obtains certification and then approval, in that order.
Use appropriate staffing vehicle to obtain certifying and approving official manual or
digital signatures on the AF Form 673ee Chapter 1 for detailed information on
certifying and approving officialsNote: AFPMs require, in addition to certification and
approval, technical/functional coordination, coordination with SAF/AAX, and a legal
review by SAF/GCA; GMs require tecluail/functional and legal coordination, in order

to expedite processing. Certifying and approval authorities at the HAF for AFPMs and
AFGMs are the same as for AFPDs and AFIs, respectively.

2.18.1.5.Unless otherwise specified in whitvel guidance, HOIs and Ols follow
coordination requirements for directive publications. Requirements for HOIs generated
by the HAF (Air Staff or Secretariat) are established in HOL33Headquarters Air
Force Operating Instructions, Pamphlets, and Handbooks Mamagt Programwhich

is maintained by HAF/IM.

2.18.1.6.Resolving NorConcurrences.

2.18.1.6.1.Critical comments that result in a rooncurrence shall be resolved
between the concerned parties before a publication is approved and published.
Approving officials make final decisions on resolution during impassexe(\When
impasses involve a sulgment and the HHQ guidance being supplemented, the
approving official for the HHQ publication is the resolving authority) The resolution
process is the responsibility of the OPR, including the manner in which conducted.
The process may consist of inforhw formal exchanges by phonepwil, and/or
memo; meetings and working groups. If the OPR is unable to resolve the comments,
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they shall elevate the issues to the certifying official for resolution. Note: The OPR
must stay involved in the process eveelévated to a higher authority.

2.18.1.6.2.Resolution of a noiwoncurrence shall be documented by the coordinating
offices written withdrawal of the neconcurrence, signed at the same or a higher
level as the original coordination, EXCEPTathwhen the comments leading to the
norrconcurrence are accepted in full and incorporated into the publication, no
withdrawal of the norconcurrence is required.

2.18.1.6.3.1f the OPR is unable to resolve a nooncurrence after involving the
certifying official, the impasse shall be addressed in a memorandum, or other written
documentation, to the Approving Official requesting the AF Form 673 be signed.
Both sides of the comments shall be clearly and succinctly addressed in the document

along wth a recommendation for the approving authorijote: The documentation
becomes part of the permanent reesetl of the publication.

2.18.2. Preparingthe AF Form 673. Note: when an OPR submitsan AF Form 673 to
accomplisha publishingaction (new, change,cancellation), block 1 should contan the
publishingmanage® office (e.g.,AFDPO for HAF OPRs);when the publishing office is
initiating a two-year or a specialreview onpublicationsandforms, block 1 shouldcontain
the OPR® contactnameandoffice symbol.OPRs only complete section 3 duringas-year
or special reviw.

2.18.2.1.A A f i lolelectrdnieversian of this form is availabk on the e-Publishirg
website.Completethe AF Form673in its entirely, including specialinformationin block
32,if necessar

2.18.2.1.1.Indicatein block 32 if the draft containscopyrightedmaterial.Indicatein
block 9 if the draft contains Fori@icial Use Only (FOUO) material.

2.18.2.1.2.To avoid the issuanceof unfundedmandatesindicatein block 32 if the
publication drivesthe needfor additionalor different manpowe, funding, cortract
terms,etc. Includedollar amountsor manhourswhen possible;if no dollar amounts
or manhours have beenspecifiedbe sure to include summarystatementsaleting

coordinatorof the areasn the draft that may have resourampli cations.

2.18.2.2.Block 10 ( A P u r pNots thadbnp morethanfive (5) ICs may be madeto a

publication, and no single IC may alter more than 20 percent of the content (see

paragraph 2.25).

2.18.2.3.Blocks 11, 12a, and 12b are designedto captureform-relaed information;
completionof theseblocksis necessaryf you havecreateda form andprescribedts use
in a publication,or if you adoptthe useof anexistingform in a publicaion. Block 15 is
designedo captureinformation aboutemporaryand permanenvisual aids. While it is
not necessaryto explicitly prescribea permanentvisual aid in a publication, it is
necessaryto associatea permanentvisual aid with the puMlication tha provides
justification/reasa for its creation Block 13 ( i S pl P a ii a)t gives @BRs who
hawe creat@ a publication or form tha requires printing (such as a bourd manual,
pamphletsfor display, etc.) a standardplace to alert publicatiodform managersand
providetheir unique specifications.
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2.18.2.4.1f your publication and/or form has releasability restrictions, copy the
releasaility statementrom the front matterof the publication(or the footer of the form)
and pasteinto block 14. Doingso will alert the publicaions/formsmanagerthat your
publication/formmay not be posted to a publickaccessible website and enspreper
distribution ofyour publication/form.

2.18.2.5.All coordinations must be obtained before the cettifying and approval
authoritiesmanuallyor digitally signthe AF Form 673. Coordinatoramay alsosign the

AF Form 673 manuallyor digitally. Note: Applying digital signaturesn the certifier and
approval authority blocks fi | o alk grecedinginformation; once the certifying or
approvalauthority hasdigitally signedthe AF Form673,no changes can be made to any
preceding information without removing one (or both) of the signatures.

2.18.2.6. Obtan the certifying official® signature The certifying official is a minimum
of oneorganizationallevel abovethe OPR and certifiesthe needfor the publication,to
include currency of information, applicability tdv¢ Air Force, and propriety of ctent.
The certifier referenced in the publication must sign block 19.

2.18.2.6.1.Departmental publications authored by a MAJCOM, FOA, DRU, or other
field unit must be certified and approved at the HAF.

2.18.2.7.0bt ai n t he approvi ng pavagraph cli23d.ll. dos sign
description of approving officials. The authority to sign for a new publication may not be
delegated, however the authority to sign block 22 of the AF Form 673 for revisions or
cancellations may be delegated (paeagraphs 1.2.7- 1.2.7.4.1). Note: The signature
block/authentication at the end of the publication remains that of the approving official

even if the authority to sign the AF Form 673 has been delegated.

2.18.2.7.1.The SECAF s the only authenticatorand approvingofficial for AFPDs,
PMs,andAF supplements to DODDs.

2.18.2.8.Represenal functiond and mandatoy coordination in Section Il. If you
use othermeansto collect coordination,type in the requiredinformation on the master
AF Form 673, andkeep the individually signed email AF Form 673 or AF IMT 1763
(SSS) for your recod set. HAF OPRsmust senda fully coordinatedand signed AF
Form 673 along with each  publication  for processig to
AFDPO-PPP@pentagon.af.mil Note: Field OPRs mug send a fully coordnated and
signed AF Form 673 along with each pulication for processig to the publications/
forms managemenbffice. Field publishing maregers are not requiredto submit the
accompanying AF Form 673 to AFDPO, unless the publication is departmental.

2.18.2.9. OPRsshouldallow at leasttwo weeksfor officesto providecoordinationlIf the
publication is particularly ke or omplicated, allow additional time.

2.18.2.9.1.1f coordinatingoffices are unableto meeta suspensalate, requestsor
extensions must be submitted to the OPR.

2.18.2.10.In providing concurrence coordinatos agree to the contens within a
publication or form from a functional perspective. Additionally, coordinators are
agreeingo the releaability of the publication,asstatedby the OPR in the publication.If
the contents or purposeof a publication ora form arein conflict with existing policy or
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guidanceor if thereleasabilityasstatedn thepublicationis notin keepingwith guidance
in AFI 31-401, coordinatorsnmustprovidefeedbacko the OPR accordingl

2.18.2.11.Comment Matrix. OPRs will provide coordinators with a standard comment
matrix for providing feedback. The standard comment matrix will include columns for
the following elements: organization, item number, type of comment (Administrative,
Substantive, or Criticél include a legend at the bottom of the matrix), page number,
paragraph number, line number, comment, and rationale. Regardless of the type of
coordination comment, coordinators must designate a POC to work with the OPR
towards resolution. The POC designated byrtheewer may not be a contractor or an
indirecthire foreign national. Coordinators must specify one of the following types of
comments for each comment provided in a standard comment matrix.

2.18.2.11.1 Administrative commentsddres typogragical, grammatical and
formattingerrors.

2.18.2.11.2.Substantive commentaddiess those portions of a documen tha
appeato beunnecessar incorrect, misleading;onfusing, or inconsistent.

2.18.2.11.3.Critical commentsare majar deficiencies tha will precluce final
approva andpublication (i.e., result in aonconcur). Rationale for criticalbmments
must be provided.

2.18.2.12.0PRs must resolve altiical commentsefore submitting the publication or
form for final processingand publishing.Ensurethatany critical commentssubmittedto
the OPRareclear andhata POCwithin the coordnatingoffice is designatedothe OPR
mayfollow-up. OPRswill work directlywith the POC to resolveanyissues. Resolutiornof
commentsnustbeincludedin the record set for the publication/form.

2.18.2.13.1f the AF Form 673 or the AF IMT 1768 (SSS)containscoordnation more
than one yea old and no significart changs to the draft contens hawe been made
OPRs mug stae in block 32 of the AF Form 673 tha no recoordnation is
necessar before the certifying and approval officials sign the form. If significant
changeshave been made the OPR is responsiblefor reaccomplishing necessary
coordination.
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Table 2.2. Mandatory Coordination.
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All new and rewritten publications must be reviewed/coordinated to address the subject areas ide
in column A of this table. Mandatory coordination is also required for all actions taken on AFPDs
AF supplements to DoDDs, except ACs. Mandatoryrdmator responsibilities are outlined in
paragraph.2.8. Column B provides mandatory coordinator contact information for processing
departmental publications. Field publication managers may supplement this table to provide spe
addresses of localffices for mandatory coordination; otherwise the field publication OPR must loc4
local offices to provide the mandatory coordination listed in column A. FOAs and DRUs that do n
have staff dedicated to publications/forms management will use offieesfield at column B to fulfill

their coordination requirements.

A

B

C

Mandatory Area to be
Addressed and
Coordination Provided:

= m- =

Coordinate

Departmental publications with:

Field Publications with:

1 | Legal implications

AF/JAA:
afjaa.workflow@pentagon.af.mil
NOTE: AF/JAA will forward
publications to AF/JA and
SAF/GCA for coordination as
appropriate on a cad®-case
basis.

Legal office

2 | Manpower, personnel, and | AF/AL: Manpower, personnel, and
labor implications afal.workflow@pentagon.af.mil | labor relations office(s)
3 | Future resource implication| AF/A8: Programs office

afa8.workflow@pentagon.af.mil

Communications and
information management,
including FOIA, Privacy
Act, Federal Register, post
service, and records
management

SAF/XC:

mailto:safxc.workflow@pentagon
af.mil

mailto:af.foia@pentagon.af.mil

mailto:af.records@pentagon.af.m

Communicatiorand
Information office

5 | Applicability to the AF
Reserve

AF/RE:
afre.workflow@ pentagon.af.mil

AF/RE:
afre.workflow@pentagon.af.
mil
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6 | Budget implications SAF/FM: Financial Management office
saffm.workflow@pentagon.af.mil
7 | Applicability to ANG and/or| ANG: ANG:
NGB ang.pubs@me.ngb.army.mil ang.pubs@me.ngb.army.mil
8 | Formatting and compliance| AFDPO: AFDPO- Publication Manager
with AFI33-360. PPP@pentagon.af.mil Form Manager
9 Reports control AFCA: afcaicb@scott.af.mil Local Information Collections
requirements and Reports (ICR) Manager
10 | Terminology review LeMay Center: LeMay Center:
mailto:afddec.cc.workflow@maxv mailto:afddec.cc.workflow@
ell.af.mil maxwell.af.mil
11 | Policy Review. Only if the | SAF/AA: SAF/AA:
publication is a Policy safaax.workflow@pentagon.af.mil | safaax.workflow@pentagon.
Directive, AF supplement tg af.mil (Supplements to
any DoD Issuance, AFPM, Issuances only)

or any other publication
requiring SECAF signature.

NOTES:
1. Contact coordinating offices for instructions on routing sensitive and classified publicationg.

2. All publications going to the SECAF for signature must be routed through the Command
section at the HAF. Refer to HOI & Information Workflow Management and Correspondence
Preparation for guidance on submitting packages for SECAF signature.

3. See paragraph 2.18.1.5. for coordination requirements for HOIs and Ols. OPRs for HAF
HOIs and Ols must refer to HOI 33 for guidance and procedures.

4. Publications and forms will be submitted to detier/digit organizations, unless otherwise

directed in the coordination tables. TAhadters are responsible for ensuring the correct offices
within the organization review and coordinate on the publication and/or form and for providing
consolidated response. The consolidated response does notrigckase to carry a two
letter/digit level signature; the twletter/digit may designate a lowkavel office within the
organization to provide the response and sign off on the coordination form provided.

2.19. Technical/Functional Coordination. Technical/functionalcoordinationis required for
all actions onpublicationsunlessexplicitly exemped in this AFI andis basedon the type of
contentcoveredin the publication.The following tableis not all-inclusive; coordinatewith all
offices having technicalor functiond expertise even if they do not appea in the following
table Technical/functiondc o o r d i respanbiliteesAre outlined in paragrap 1.2.8.Note:
If a publicatian is routed for technical/functionatoordinationit is not necessaryo resubmitthe
publicationto the sameoffice for mandatorycoordination.
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Table 2.3. Technical/Functional Coordinators.
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A

If a publication

Then Coordinate

Departmental publication with:

Field publication with:

SAF/MR coordinationisrequiredon
all departmental-levelpublications
for whichis providespalicy
oversight: mili tary andcivilian
personnel,United States AirForce
Acadeny, medicalreadinessind
heath careprogramsandbenefits,
family readinesandsupportguality
of life, sericesandMWR,
manpaver managemet programs
and tebniques,equalopportunity
and dversty integraion, sexual
assallt prevertion andresponse,
reservecomponentaffairs, and
mobilization planning contingency
and crisignangemen. Air Staff
agencies thdtavea functional
relationship with MR bearprimary
resmnsikility for devebping
proposedpolicy and execuing the
approved polig. Theywill ensure
that SAF/MR coordinationis
obtainedby coordnating the cortent
of their publications. All mardatory
(except AF/AA on AFPDs)and
functional c@rdination mustbe
completedbeforeobtainingSAF/MR
coordination.Thisensureshatall
othershavehadan opportunity to
reviewandcomnent.

saf mr.work flow@pentagon.af. mil

N/A

Plansdesigns,develofs, tests,
acqures,maintains,and dispsesof
weaporsystemsautomated
information systemsoftware
equipmentfacilities, or services

safag.workflow@ pentagon.af.mil

safie.workflow@ pentagon.af.mil

afa47.workflow@pentagon.af.mil

safgc.workflow@pentagon.af.mil
(only for AFPDs, AFPMs,AF
Supplementgo DODDs, AFMDs,
AFls, andAF GMs)

Acquigtions, Installations

Devdopsaudt objedives,policies,
plans, orstendads

safag.workfl ow@pentagon.af.mil

Auditors




A

If a publication

Then Coordinate

Departmental publication with:

Field publication with:

4 Managesealestatefacilities,and | safie.workflow@ pentagon.af.mil Civil Enginee, Facilities
civil eng neerngor pupl_lc work; afa47.workflow@pentagon.af.mil
programsprovidesfacility sewvices
safgc.workflow@ pentagon.af.mil
(only for AFPDs, AFPMs,AF
Supplementdo DODDs, AFMDs,
AFls, andAF GMs)
5 Impadsthe manayjement of budgets, | saffm.work flow@pentagon.af.mil FinancialManagement
accounting andfinancejnternal .
review. andrelatedfinancial safgc.workflow@ pentagon.af.mil
manaémentprogramsdevelqasand (only for AFPDs, AFPMs, AF
i . " Supplementdo DODDs, AFMDs,
directsaccouting and finance
X AFls, andAF GMs)
systems andervicesgevelops,
presets and/or implements bulgets
6 Provideshistoricalaffairs services, |afho.workflow@pentagon.af.mil Historian
including historical writing,
researchstudiesandanalysisand
heraldry
7 Affectsproceduresor paliciesfor the | safpa.workflow@pentagon.af.mil Public Affairs
development ordisseninaion of f Kfl ow@pent £ mil
information for externalor internal | 21<M-WOIKT OWEPDENtAgon.al.mi
audiences. safgc.workflow@pentagon.af.mil
(only for AFPDs, AFPMs, AF
Supplementdo DODDs, AFMDs,
AFls, andAF GMs)
8 Affects mapower andorganizdion |safmr.work flow@pentagon.af. mil Manpower
programsallocateso'r controls afal.workflow@pentagn.af.mil
manpawver resairces;or evduates
manpawver use
9 Manages,provides,or othemise safmr.work flow@pentagon.af. mil Field SurgeonGeneral/Chief
affectsmedicalservices fomilitary . Medical Officer, Manpowe, and
L afsg.workflo w@pentagon.af.mil
and civilians Persanel
afal.workflow@pentagn.af.mil
10 |Devdopsorandyzesstrategc, afa35.workflow@pentagon.af.mil Operatiors, PlansandPrograms,
defensiveandtacticaloperationsto . Communicationsand Informaiton
) ) . afa8.workflow@pentagn.af.mil
includeoperationateadiness,
planning, standardization, sygem safxc.workflow@ pentagon.af.mil
development, evduaton,training,or
command andcortrol
11 Managescivilian or military safmr.work flow@pentagon.af. mil Manpower andPersomnel

peronnelprograms or manges
socialaction programs (suchasequal
opporturity)

afal.workflow@pentamn.af.mil

safgc.workflow@pentagon.af.mil
(only for AFPDs, AFPMs,AF
Supplementdo DODDs, AFMDs,
AFls, andAF GMs)




A

If a publication

Then Coordinate

Departmental publication with:

Field publication with:

12 |Manaesor affectsreligious afhc.workflow@pentagn.af.mil Chaplain
senices, tanclude relatedmorde
ard welfare programs

13 | Manage safay programs,toinclude |afse.workflow@pentagn.af.mil Sdety, Civil Engineer
flight, weapons systemsafety;the , :

Air ForceOccupationaand safie.workflow@ pentagon.af.mil

Environmental Safey, Fire safmr.work flow@pentagon.af. mil

ProtectionandHealth Standards .

(AFOSH): or Ocaupaion Heath and afad7.workflow@pentagon.af. mil

Safety Administraton standards safag.workflow@ pentagon.af. mil

(OSHA) safgc.workflow@pentagon.af.mil
(only for AFPDs, AFPMs, AF
Supplementgo DODDs, AFMDs,
AFls, andAF GMs)

14 |Impadssecuity programs,including | afa35.workflow@pentagon.af. mil SecurityForcesandLocal Security
safegiardng classifiedinformation, safxc.workflow @ pentagon.af.mil Manager
handlingclassified information, . B qonat.
classificatioranddeclassification, |safaa.workflow@pentagon.af.mil
peronnel securif, industrial . .
secuity, installationsecuity, safie.workflow@ pentagon.af.mil
weaponssystemnsecurity, or security | safgc.workflow@pentagon.af.mil
forcesmatters (only for AFPDs, AFPMs, AF

Supplementdo DODDs, AFMDs,
AFls, andAF GMs)

15 |Affects orinvovesinternatonal safia.workflow@pentagon.af.mil Communicationsand Informaiton
affairs, including disclosure of safge.workflow@pertagon.af.mil
information to foreigngovemments (only for AFPDs, AFPMs, AF

Supplementgo DODDs, AFMDs,
AFls, andAF GMs)

16 |Manaesor otherwise #ects safmr.work flow@pentagon.af. mil Training andEducdion
training andeducationprograms, to .
includeeductional research, afal.workflow@pentagn.af.mil
evaluation, curriculum devdopment
and review

17 | Appliesto CAP unitsor members | cap-usaf.cc@maxwell.af.mil cap-usaf.cc@maxwell.af.mil
(seeAFPD 10-27 and AFI 10-2701) .

safgc.workflow@pentagon.af.mil
(only for AFPDs, AFPMs,AF
Supplementdo DODDs, AFMDs,
AFls, andAF GMs)
18 |Impads orotherwise apfes to safmr.work flow@pentagon.af. mil Manpower andlnstallations

morale,welfare,recreationand
services

afa47.workflow@pentagon.af.mil

ServicegA7)
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A B C
If a publication Then Coordinate
Departmental publication with: Field publication with:
19 |Establishes committeecouncil, safaa.workfl ow@pentagon.af.mil CommitteeManagenent Officer
board, advisry group, or similar .
body (asdefnedin DODD 5105.4, safgc.workflow@ pentagon.af.mil
(only for AFPDs, AFPMs,AF
Departmentof Defensd-ederal
i . Supplementdo DODDs, AFMDs,
AdvisoryCommitteeManagement AFIs, andAF GMs)
Program, andDODD 5105.18,DOD '
CommitteeManageamentProgram)
20 |Involvesadivitieswith potertial afja.workf low@ pentagn.af.mil Civil EngineerandSJA
environmental impacts,or involves safie.workflow@ pentagon.af.mil
the production, acquisition, or - D Han.ar
handlingof hazardousnaterials afa47.workflow@pentagon.af.mil
afse.workflow@pentagn.af.mil
safag.workflow@ pentagon.af. mil
safgc.workflow@pentagon.af.mil
(only for AFPDs, AFPMs,AF
Supplementgo DODDs, AFMDs,
AFls, andAF GMs)
21 |Involvesvisual information (V1) safxc.workflow@ pentagon.af.mil Communicationsand Informaiton
mattes. combatcamerasyideo
telemnferencig, baselevel support
(photography andyraphics
presetations);or authorized/I
hardwareor acquring and usingV|
products
22 | Creaesdocumentaion requiraments | afa47.workflow@pentagon.af. mil Directorof Maintenance
on agarizationsthatusecore
auomaed mantenance system
23 |Involvessciatific researh, or afstworkfl ow@pentagon.af.mil Chief Sciertist
requires sciertific input andbr .
evaluation safag.workflow@ pentagon.af. mil
24 | Affectsrelations with Congressor | safll.workfl ow@pentagon.af.mil LegidativeLiaison
;Leaallt(‘asissa requiremelar legislative safgc.workflow@pentagon.af.mil
y (only for AFPDs, AFPMs, AF
Supplementdo DODDs, AFMDs,
AFls,andAF GMs)
25 |Involveslegal policiesor procedures | safgc.workflow@pentagon.af.mil Staff JudgeAdvocate(SJA)
(only for AFPDs, AFPMs,AF
Supplementdo DODDs, AFMDs,
AFls, andAF GMs)
26 |Involvesor affectsANG urits ang.pubs@me.ngb.arng.mil ang.pubs@mengb.army.mil
27 |Involvesor affectsrelaionswith the | safpa.workflow@pentagon.af. mil Public Affairs
general public
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A B C
If a publication Then Coordinate
Departmental publication with: Field publication with:

28 | Affects inspetion policies,plans, or | safig.workfl ow@pentagon.af.mil InspectoiGeneral

standards
29 Directly implementsa DOD safaa.workfl ow@pentagon.af.mil safaa.workflo w@pentagon af.mi |

Directive (DCDD) or DOD

Instruction (DODI)

NOTES:
1. Corntactcoordnatingofficesfor instruuctionson routing senstive andclassified publications.

2. Publications and forms will be sulmitted to two-letter organizations, unless otherwise directedin the coordindion
tades.Two-letters are resporsible for ensuring the correct officeswithin the organization review and coordinate
on the publication and/or form and for providing a consoldated response.The consdidated responsedoesnot
necessarilyhave tocarry atwo-letter level signature; the two-letter may designatea lower-level office within the
organization to provide the respnse andsign off on the coordination form provided.

Section 2B Publishing Finalized Publications

2.20. Posting on the ePublishing Website.

2.20.1. With the exception of ANG wings/subunits,OPRs submit all publications for
releaseon the ePublishingwebsiteto the local publications/formsnanage The publishing
managerfor departmetal publicatiors is AFDPO (AEDPO-PPP@pentagon.af.mj; the
publishirg manage for HOIs, HPAMs, and HAF Handbools gererated at the HAF
(Secretariaor Air Staff) is HAF/IM (hafim.workflow@pentagon.af.mil).

2.20.1.1.Field publications/forms managers submitting directly to AFDPO will submit
files for processing via AFDPOs AF Portal Community of Practice (CoP) website. Field
files should not be sent viameail, although field publications/forms managers should
send nofiication of the submission to the AFDROTO organizational-enail address. If

you lack access to the CoP site, please contact AFDPO for a login and password at
AFDPO-CTO@pentagon.af.mil ANG field publications willbe submitted to the local

wing publications/forms managers, and are not sent to AFDPO for formatting.

2.20.2. After the publication is processed it will be posted to the website. AFDPO will notify
the publications/forms manager viamail or fax when publications are posted to the e
Publishing website. AFDPO posts products to tHeublishing website F business days

after receiving the complete submission from the OPR. If AFDPO requires additional time
the OPR will be notifiedNote: OPRs are encouraged to notify affected staff offices when a
publication is released, revised, or rescinded and posted onrRbblishing website. The

OPR notice should include a statement alerting recipients that related publications and/or
processes maye affected.

2.20.2.1.AFPMs and GMs (HAF and field level) will be posted to th@ublishing
website under the appropriate subject series. If an AFPM or a GM (HAF or field level)
amends an existing publicati onn AFDPRO owi It


AFDPO-PPP@pentagon.af.mil
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publication, so that publication users will view the AFPM or GM at the beginning of the
document.

2.20.3. A subscriptiorbasedelectronicnotification systemis available on the e-Publishing
website. Thisservice will notify subscribes of all new, revised, changed,or rescinded
productspostedto the ePublishing website.

2.20.4. Because a restricted/classtfidepartmental publishing sitenst yet available, field
publishing activities may post electronic classifed and FOUO publicationson the local
headquartersSIPRNET site. All classifid and FOUO publicgions postel on a
headquartexr SIPRNET site mug be listed under an unclassified title in the Product Index
on the ePublishing website.

2.20.5. If a departmentapublication or form is classified,FOUOQO, or the publicationis a
visual aid designedor display, it will be scheduledor printing ratherthanpostedto the e-
Publishing website. Discusgroduction alternatves with the publications/forms manager
(AFDPO) if a printed product is not ideal.

2.21. Processing Physical Products for Printing.

2.21.1. The OPR will submt a completel Governmen Printing Office (GPO Fom 952
Desktop Publishing Disk InformatipPAF Form 673; a clean printout; disk; and any
additionalartwork to the localpublicationsmanage Ask your publications/forms manager
for helpwith filling outformsand/ or identifying graphics requirements, if resagy.

2.21.2. Printing in two or more colors generally increases costs. All publications/forns
managersnust ensurethat multicolor printing projectsare necessay, that minimum color
printing is used,and thatthe extra costis justified. Note: Avoid using excessiveprinting
requirementge.g. coatedpape, embossingdie-cutting, foil stampng, etc.). The OPR must
justify useof multicolor printing and/or additional printing requirementsbtock 38 of the
AF Form 673.

2.21.3.If the OPR deens it is necessay, unrestrictel physicd producs may be sold
publicly. The OPR mustcompleteGPO Form 3868, Notification of Intent to Publishand
provideto thelocal publicationsmanage who will processit throughAFDPO/PPL.Salesto
the public will be handledby the Departmendf CommerceNational Technicallnformation
Services(NTIS), 5285Port Royal Road, SpringfieldVA 221610001.

2.21.4. Physia productsmay be orderedfrom the e-Publishing website or directly from
the local Defen® Automata Printing Sewvice (DAPYS) office. Contad your publicatiors
manage for bulk printing of electronc products Note: Fundirg for printing publishirg
product may be centralizedwithin your local publishing function.

2.21.5. OPRswill receiveacopyof theprintedpublicationor form, which will serveasnotice
thatthe publishingprocessis complete.The OPR may requestadditional copies for OPR
driven disseminatioron the AF Form 673 in block 38. The OPR may alsofurnish a list of
intended recipients on the AF Fomrm 673 for AFDPO-driven dissemination Any
additiona distribution restrictiors shoul beincluded in block 38 of the AF Form 673.
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Section 2 Updating Publications

2.22. Suggesting Updates to PublicationsAny Air Force memberor employee may report
errors,suggestrevisions,and recommendcorrective action by submittingan AF Form 847 to
the OPR, or through theappropriatefunctionats chain of commandfor higher headquarters
publications AF Form 847 is prescribedn AFI 11-215, USAFFlight ManualsProgram (FMP).
Referto thatpublicationfor guidanceonfilling out the form.

2.22.1. Whena unit issuesa publicationthat conflicts with one of its own publications the
activity noting the discrepang shout suomit an AF Form 847 to both OPRs highlighting
the conflict andrequestingaresolution.OPRsareresponsiblefor working with eachotherto
deconflict andissuethe correct publication(s).

2.22.2.If a field activity notices a discrepancy between highesdquarters publications,

submit an AF Form 847 to both OPRs, following the chain of command as appropriate. AF

Form 847s submitted for HAF publications must be sent through the appgiopre f unct i on
chain of command.

2.22.3. Certifying the Currency of Publications. Publications/formsnanagrs Air Force
wide will initiate a review everytwo yearsof publicationsandany forms prescribedtherein
in the anniversary monthof the publication date, using an AF Form 673. AFDPO will

initiate the review of all departmentapublications,even those departmenta publicatiors
tha are authoredin the field (record setsfor departmentapublicatiors auhored in the
field will be kept in accodana with the Air Force RecordsDisposition Schedule(RDS)
and the field publications/formsmanaged instructior). If the OPRhas given publication
statuson an AF Form 673 within the pastyea, postponethe review until the next cycle.
Note: Both the OPRandthe certifying official identifiedin the publicationmustsign theAF
Form673duringthetwo-yearor a specialreview; whencettifying a publicationascurrentor
providing statis outsice a review cycle, the OPR and the certifying official must sign the
673 No additionalcoordinationis requiredif only providing statts; additionalcoordinaton
mayberequiredif providing status and also reqtieg action on a publication/form.

2.22.3.1.If theOPRdetermnesthereareno changeso the publicationthe OPRmustindicate
this on the AF Form 673 and submit it to the publications/formsmanager(see also
paragraphs 2.8.5.and2.24.1.to ensureno changesare necessary)OPRsfor departmental
publications  submit  the completed AF Form 673 directly to
AFDPO-PPP@pentagon.af.mil field publicationsmanagers magendrelevantinformation
to AFDPO via email at AEFEDPO-CTO@pentagon.af.mil (it is not necessarjo includethe
field OPRs AF Form673). AFDPOwiIll addfi C e r tcurrénit[aelddate theAF Form673is
rec e i v endef the publication date and post on the e-Publishing website. For ANG
publications NGB-DMJ-P will add i C e rdt Qurrert gadd dae the AF Fom 673 is
received]underthe publicationdate for ANG FOA-level publications and postto the NGB
publishing sitghttp://www.ngbpdc.ngb.army.mil/publications.htm).

2.22.3.2.If changesnustbe macdk, the OPRmustsubmitan AC, IC, or a rewrite within
180 days of the datke listed on the AF Form 673 See paragraphs 2.25-2.27. for
guidan@ on submittingchanges or reting a publication.

2.22.3.3.If a publicaton is obsokte, required coordination,certification and approva
mud be completedbeforethe OPR returnsthe AF Form 673 to the publications/foms
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