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SECNAV INSTRUCTION 5233.1B 

From: 	 S e c r e t a r y  o f  t h e  Navy 

S u b j :  	 D e p a r t m e n t  o f  t h e  Navy A u t o m a t e d  D a t a  S y s t e m s  Docu- 
m e n t a t i o n  S t a n d a r d s  

R e f :  	 ( a )  SECNAVINST 5 2 0 0 . 2 8  
( b )  SECNAVINST 3 5 6 0 . 1  

E n c l :  	 (1) Document  P r e p a r a t i o n  S t a n d a r d s  
( 2 )  DOD I n s t r u c t i o n  7 9 3 5 . 1  o f  1 3  S e p t e m b e r  1 9 7 7  
( 3 )  DOD S t a n d a r d  7935.1-S  o f  1 3  S e p t e m b e r  1 9 7 7  

1. P u r p o s e .  To i m p l e m e n t  e n c l o s u r e s  (1), ( 2 )  a n d  ( 3 )  a n d  
t o  p r o v i d e  n e c e s s a r y  i n s t r u c t i o n s  a n d  p o l  i c y  g u i d a n c e  f o r  
t h e  p r e p a r a t i o n  o f  a u t o m a t e d  d a t a  s y s t e m  (ADS) d o c u m e n t s  
a p p l i c a b l e  t o  t h e  D e p a r t m e n t  o f  t h e  Navy.  

C a n c e l l a t i o n .  SECNAVINST 5233.1A.  

3. D e f i n i t i o n .  The  t e r m  " a u t o m a t e d  d a t a  s y s t e m "  a s  u s e d  i n  
t h i s  i n s t r u c t i o n  is d e f i n e d  a s  a n  a s s e m b l y  o f  p r o c e d u r e s ,  
p r o c e s s e s ,  m e t h o d s ,  r o u t i n e s ,  o r  t e c h n i q u e s  ( i n c l u d  i n g  , b u t  
n o t  l i m i t e d  t o ,  c o m p u t e r  p r o g r a m s )  u n i t e d  by some  f o r m  o f  
r e g u l a t e d  i n t e r a c t i o n  t o  f o r m  a n  o r g a n i z e d  w h o l e ,  s p e c i f i -
c a l l y  d e s i g n e d  t o  make u s e  o f  a u t o m a t i c  d a t a  p r o c e s s i n g  
e q u i p m e n t .  ( D O D I  5 1 0 0 . 4 0  c i t e d  a t  e n c l o s u r e  ( 3 ) ,  p a g e  2-1 ,  ( A  
p a r a  l . l a . )  

4 .  A p p l i c a b i l i t v  a n d  S c o p e  

a .  T h i s  i n s t r u c t i o n  a p p l i e s  t o  a l l  c o m p o n e n t s  o f  t h e  
D e p a r t m e n t  o f  t h e  N a v y ,  i n c l u d i n g  Navy c o n t r a c t o r s .  T h e  
D e p a r t m e n t  o f  t h e  Navy I n f o r m a t i o n  P r o c e s s i n g  S t a n d a r d s  f o r  
C o m p u t e r s  ( I P S C )  p r o g r a m ,  d i s c u s s e d  i n  r e f e r e n c e  ( a )  , 
p r o v i d e s  t h e  f r a m e w o r k  u n d e r  w h i c h  i n s t r u c t i o n s  o f  t h i s  
n a t u r e  a r e  i s s u e d .  I n c l u d e d  w i t h i n  t h e  s c o p e  o f  t h e  IPSC 
p r o g r a m  a r e  t h e  d e v e l o p m e n t  a n d  s p o n s o r s h i p  o f  s t a n d a . r d s  f o r  
s y s t e m s  d o c u m e n t a t i o n  a n d  s o f t w a r e .  

b .  F o r  c o m p u t e r  p r o g r a m s  t h a t  h a v e  b e e n  d e v e l o p e d  
e x c l u s i v e l y  f o r  i n t e r n a l  u s e  a t  t h e  l o c a l  l e v e l ,  s u c h  a s  
t h o s e  p r o g r a m s  d e v e l o p e d  a s  p a r t  o f  a s t u d y  o r  r e s e a r c h  
a c t i v i t y  w h i c h  w i l l  b e  u s e d ,  f o r  e x a m p l e ,  o n  a o n e - t i m e  
b a s i s  o r  f o r  no  l o n g e r  t h a n  t h r e e  m o n t h s  d u r a t i o n  a n d  w h i c h  
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h a v e  no r e a d i l y  i d e n t i f i a b l e  s u b s t a n t i a l  u s e  e l s e w h e r e  i n  

R 	 t h e  g o v e r n m e n t ,  t h e  commanding o f f i c e r  p r o v i d i n g  t h e  
r e s o u r c e s  o r  f u n d s  may e s t a b l i s h  a p p r o p r i a t e  minimum d-ocu- 
m e n t a t i o n  r e q u i r e m e n t s  t h a t  c o n f o r m  t o  t h e  minimum 
d o c u m e n t a t i o n  d i s c u s s e d .  i n  e n c l o s u r e  ( 3 ) , i . e . ,  a U s e r s  
Manual  and  a n n o t a t e d  p r o g r a m  l i s t i n g .  

c .  Un ique  d o c u m e n t a t i o n  r e q u i r e m e n t s  f o r  t a c t i c a l  d a t a  
s y s t e r n s ,  w e a p o n s  s y s t e m s ,  a n d  c o m b a t  s y s t e m s  d i g i t a l  p r o c e s -  
s o r s  a r e  c o v e r e d  by r e f e r e n c e  ( b ) .  

5. D e l e g a t i o n .  The r e s p o n s i b i l i t y  a n d  a u t h o r i t y  f o r  i m p l e -
m e n t a t i o n  o f  t h i s  i n s t r u c t i o n ,  i n c l u d i n g  t h e  p r o c e s s i n g  o f  

A )  	 r e q u e s t s  f o r  w a i v e r s  a n d  recommending a p p r o p r i a t e  r e v i s i o n s  
t o  t h e  s t a n d a r d  p u r s u a n t  t o  p a r a g r a p h  E 2  o f  e n c l o s u r e  ( 2 ) ,  
i s  d e l e g a t e d  a s  f o l l o w s :  

a .  M a r i n e  C o r p s  d o c u m e n t a t i o n  -- Commandant o f  t h e  
M a r i n e  C o r p s .  

b .  O f f i c e  o f  N a v a l  R e s e a r c h  d o c u m e n t a t i o n  -- C h i e f  o f  
N a v a l  R e s e a r c h .  

c .  A l l  o t h e r  Navy a c t i v i t i e s  -- Commander, N a v a l  D a t a  
A u t o m a t i o n  Command (COMNAVDAC) u n d e r  t h e  command o f  t h e  
C h i e f  o f  N a v a l  O p e r a t i o n s .  

6 .  I m p l e m e n t a t i o n  

a .  T h i s  i n s t r u c t i o n  s h a l l  b e  i m p l e m e n t e d  a s  s o o n  a s  
p r a c t i c a b l e  b u t  s h a l l  n o t  b e  c a u s e  f o r  t h e  r e d o c u m e n t i n g  o f  
a n y  s y s t e m  f o r  w h i c h  d o c u m e n t a t i o n  t h a t  c o n f o r m s  t o  t h e  

R )  	 c a n c e l e d  i n s t r u c t i o n  i s  c o m p l e t e d  o r  i n  a n  a d v a n c e d  s t a g e  o f  
d e v e l o p m e n t .  Major  r e v i s i o n s  t o  e x i s t i n g  s y s t e m s  a n d  new 
s y s t e m s  m u s t  b e  d o c u m e n t e d  i n  a c c o r d a n c e  w i t h  t h i s  i n s t r u c -
t i o n .  P a r t  2 o f  e n c l o s u r e  ( 3 )  d i s c u s s e s  t h e  o p t i o n s  t h a t  
a r e  a v a i l a b l e  i n  d e t e r m i n i n g  t h e  e x t e n t  t o  w h i c h  t h i s  
i n s t r u c t i o n  s h a l l  b e  a p p l i e d .  

b .  C o p i e s  o f  t h i s  i n s t r u c t i o n  h a v e  b e e n  p r o v i d e d  t o  t h e  
A )  	 D e f e n s e  A u d i t  S e r v i c e  and  t o  Navy a u d i t o r s  a n d  w i l l  b e  u s e d  

d u r i n g  t h e  r e v i e w  o f  a n y  d a t a  p r o c e s s i n g  s y s t e m s  c o v e r e d  by 
t h i s  i n s t r u c t i o n  t o  e n s u r e  c o m p l i a n c e  w i t h  t h i s  i n s t r u c t i o n .  

7 .  I n q u i r i e s .  I n q u i r i e s  c o n c e r n i n g  p o l i c y  m a t t e r s  and  
t e c h n i c a l  q u e s t i o n s  r e g a r d i n g  t h e  a p p l  i c a t i o n  and  i n t e r -

) 	 p r e t a t i o n  o f  t h i s  i n s t r u c t i o n  s h o u l d  b e  a d d r e s s e d ,  a s  a p p r o -
p r i a t e ,  t o  COMNAVDAC ( C o d e  3 0 )  o r  t o  t h e  Commandant o f  t h e  
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I i la r ine  C o r p s  ( C o d e  C C )  f o r  F a r i n e  C o r p s  a c t i v i t i e s  o r  t o  t h e  
C h i e f  o f  Waval  R e s e a r c h  f o r  O f f i c e  o f  I\Taval R e s e a r c h  a c t i v i -  
t i e s  ( c o p y  t o  COMNAVDAC (Code  3 0 )  ) . 
8 .  R e p o r t i n g  o f  I m p l e m e n t a t i o n  P r o b l e m s .  I n  o r d e r  t h a t  
t h i s - i n s t r u c t i o n  may b e  i m p r o v e d ,  a r e p o r t  o f  i m p l e m e n t a t i o n  
p r o b l e m s  a t  e a c h  o c c u r r e n c e  w i l l  be s u b m i t t e d ,  a s  a p p r o p -
r i a t e ,  t o  COMMAVDAC ( C o d e  3 0 )  o r  t o  t .he Commandant o f  t h e  (R 
M a r i n e  C o r p s  ( C o d e  C C )  f o r  M a r i n e  C o r p s  a c t i v i t i e s  o r  t o  t h e  
C h i e f  o f  N a v a l  R e s e a r c h  f o r  O f f i c e  o f  N a v a l  R e s e a r c h  a c t i v i -  
t i e s  ( c o p y  t o  COMNAVDAC (Code  3 0 ) ) .  I n c l u d e d  m u s t  b e :  

;I. S p e c i f i c  e x a m p l e s  d e p i c t i n g  p r o b l e m s  e n c o u n t e r e d  i n  
t h e  a t t e m p t  t o  u s e  t h e  e n c l o s e d  s t a n d a r d s .  

b .  C o s t  c o m p a r  i s o n s  w h i c h  i n d i c a t e  e c o n o m i c  j u s t i f  i-
c a t i o n  f o r  t h e  d e v i a t i o n  f rom t h e  i n s t r u c t i o n .  

c .  S p e c i f i c  r e c o m m e n d a t i o n s  f o r  n e c e s s a r y  c h a n g e s  t o  
t h i s  i n s t r u c t i o n  f o r  f u l f i l l m e n t  o f  t h e  d o c u m e n t a t i o n  
r e q u i r e m e n t s .  

9 .  W a i v e r  R e q u e s t s  

a .  Kll'nen a p p l i c a t i o n  o f  e n c l o s u r e  ( 3 )  w i l l  r e s u l t  i n  
u n a c c e p t a b l e  d e g r a d a t i o n  o f  p e r f o r m a n c e  o r  s u b s t a n t i a l  
i n c r e a s e  i n  c o s t s ,  a w a i v e r  o f  t h e  p r o v i s i o n s  o f  t h e  
i n s t r u c t i o n  may b e  r e q u e s t e d  o n  a n  i n d i v i d u a l  ADS o r  p r o j e c t  
b a s i s  ( s e e  s e c t i o n  Fl o f  e n c l o s u r e  ( 2 ) ) .  

b .  A r e q u e s t  f o r  a w a i v e r  s h . a l l  b e  f o r w a r d e d  t o  
COMNAVDAC 	 ( C o d e  3 0 )  o r  t o  t h e  Commandant o f  t h e  M a r i n e  C o r p s  
(Code  C C )  f o r  M a r i n e  C o r p s  a c t i v i t i e s  o r  t o  t h e  C h i e f  o f  
N a v a l  R e s e a r c h  f o r  O f f i c e  o f  N a v a l  R e s e a r c h  a c t i v i t i e s  ( c o p y  
t o  COMNAVDAC ( C o d e  3 0 )  ) f o r  c o m p l i a n c e  w i t h  s e c t i o n s  E a n d  F 
o f  e n c l o s u r e  ( 2 ) .  

c .  The j u s t i f i c a t i o n  f o r  s u c h  a  w a i v e r  sT.?all b e  b a s e d  
o n  a l i f e  c y c l e  c o s t  a n d  d e m o n s t r a t e  a n  u n f a v o r a b l e  c o s t -
b e n e f i t  i m p a c t  i f  t h e  i n s t r u c t i o n  i s  u s e d .  I n c l u d e d  w i t h  .. 

t h e  w a i v e r  r e q u e s t  m u s t  b e :  

(1) I d e n t i f i c a t i o n  o f  t h e  ADS o r  p r o j e c t  i n v o l v e d  
a.nd t h e  o r i g i n a t o r  (command,  c o d e ,  name,  p h o n e  number )  a l o n g  
w i t h  a n  i n d i c a t i o i ?  o f  t h e  e x t e n t  o f  t h e  w a i v e r  r e q u e s t .  

( 2 )  S p e c i f i c  e x a m p l e s  d e p i c t i n g  p r o b l . e m s  e n c o u n t e r e d  

i n  t h e  a t t e m p t  t o  u s e  t h e  e n c l o s e d  s t a n d a r d s .  




SECNAVINST 5233.1B 

JAN 2 5 	 1979 
( 3 )  C o m p r e h e n s i v e  d i s c u s s i o n  o f  t h e  a l t e r n a t i v e  

p r o p o s e d  f o r  u s e  i n  p l a c e  o f  t h e  e n c l o s e d  s t a n d a r d s .  

( 4 )  C o s t - b e n e f  i t  i m p a c t  a n a l y s i s  d e m o n s t r a t i n g  t h e  
s a v i n g s  t o  b e  g a i n e d  by n o t  u s i n g  t h e  e n c l o s e d  s t a n d a r d s  
a l o n g  w i t h  a s t a t e m e n t  c o n c e r n i n g  a n y  a s s u m p t i o n  o n  w h i c h  
t h e  c o s t - b e n e f i t  a n a l y s i s  i s  b a s e d .  

( 5 )  S p e c i f i c  r e c o m m e n d a t i o n s  f o r  n e c e s s a r y  c h a n g e s  
t o  t h e  e n c l o s e d  s t a n d a r d s  i n  o r d e r  t o  s a t i s f y  t h e  d e f i c i -  
e n c i e s  n o t e d .  

1 0 .  Change P r o c e d u r e s .  C h a n g e s  recommended f o r  i n c o r p o r -
a t i o n  i n t o  t h e  e n c l o s e d  s t a n d a r d s  s h o u l d  b e  s u b m i t t e d ,  a s  
a p p r o p r i a t e ,  d i r e c t l y  t o  COMNAVDAC ( C o d e  3 0 )  o r  t o  t h e  
Commandant o f  t h e  M a r i n e  C o r p s  ( C o d e  C C )  f o r  M a r i n e  C o r p s  
a c t i v i t i e s  o r  t o  t h e  C h i e f  o f  N a v a l  R e s e a r c h  f o r  O f f i c e  o f  
N a v a l  R e s e a r c h  a c t i v i t i e s  ( c o p y  t o  COMNAVDAC ( C o d e  3 0 ) )  and 
i n c l u d e :  

a .  O r i g i n a t o r  (command, c o d e ,  name,  p h o n e  number )  . 
b .  A d i s c u s s i o n  o f  t h e  s p e c i f i c  r e c o m m e n d a t i o n  f o r  

c h a n g e  ( i d e n t i f y  t h e  d o c u m e n t  t y p e  a n d  p a r a g r a p h  n u m b e r ) .  

c .  U n i v e r s a l i t y  o f  r e q u i r e m e n t  f o r  t h e  c h a n g e ,  i f  
known . 

d .  S p e c i f i c  r e c o m m e n d a t i o n  f o r  t h e  n e c e s s a r y  c h a n g e  i n  
t h e  t e x t .  

11. R e p o r t .  The r e p o r t i n g  r e q u i r e m e n t  c o n t a i n e d  i n  t h i s  
i n s t r u c t i o n  h a s  b e e n  a s s i g n e d  Symbol SECNAV 5233-1.  T h i s  

A )  	 r e p o r t i n g  r e q u i r e m e n t  h a s  b e e n  a p p r o v e d  f o r  two y e a r s  f r o m  
t h e  d a t e  o f  t h i s  instruction. 

Assistant Secretary of the Navy 

(Financial Management) 


D i s t r i b u t i o n :  
( S e e  p a g e  5 )  
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~ i s t r i b u t i o n :  
SNDL A 2 A  ( D e p a r t m e n t  of t h e  N s v y  S t a f f  O f f i c e s )  

NAVCOMP'I' ( l o ) ,  a n d  CNR ( 5 ) ,  o n l y )  
(CNO ( l l ) ,O F - ~ ~ B( I ) , 0p-942 ( 1 0 ) )  
( CHNAVMAT ) 
(BUMED) ( 5 )  
(CBNAVPERS) ( 2 5 0 )  
( C K C  ( C o d e  HQSP-2C))  ( 5 0 0 )  
(XARCORPS L5/L36 l e s s  2 0 2 0 0 0 7 / 7 0 0 0  p l u s  

7 0 0 0 0 6 6  ( 2 5 ) ,  7 0 0 0 0 6 7  ( 2 2 ) ,  2 0 2 0 0 0 7  ( l o ) ,  
700001 .6 ,  0 3 2 ,  0 3 4 ,  0 4 6 ,  0 5 0 ,  0 6 2 ,  0 7 8 ,  
1 4 4  ( 5 1 ,  1 0 2 5 / 7 0 0 0 0 0 7 ,  014  ( 3 ) ,  7 0 0 0 0 7 0  ( 2 ) ,  
7 0 0 0 0 0 3 ,  0 0 6 ,  0 7 9 ,  0 8 0  ( Ie)  

( F l e e t  Commande r s  i n  C h i e f )  
( F l e e t  C o m m a n d e r s )  
( COPiSC) 
( U n i f i e d  Commands)  (CINCPAC a n d  CINCLANT, o n l y )  
(ONR RESREPS) 
(OCEANAV) 
( COi?!NAVS ECGRU ) 
( N a v a l  D i s t r i c t  C o m m a n d a n t s )  
(NAVSAFECEN) 
(NAVOESY) 
(NAVSPASUR) 
(NAVSUPPACT) 
( NAVMMAC ) 
( FLDSUPPACT) 
(USNA) ( 2 )  
( COMNAVTELCOM) 
(COMNAVCRUITCOM) 
( S h o r e  A c t i v i t i e s  u n d e r  t h e  Command o f  t h e  

C h i e f  o f  N a v a l  Mater ia l  a s  d e l e g a t e d  b y  t h e  
C h i e f  o f  N a v a l  O p e r a t i o n s )  ( l e s s  FKR7E) 

(WAVAVNLOGCEN) ( 2 5 )  
( COMNAVDAC ) ( 5  0  ) 
( ADPSO ) 
(NARDAC) (NAVDAF) ( W a s h i n g t o n  ( 7 0 0 ) ,  P e n s a c o l a  ( 2 5 0 ) ,  
J a c k s o n v i l l e  ( 5 0 ) ,  S a n  D i e g o  ( 5 0 ) ,  N o r f o l k  ( 5 0 ) ,  
S a n  F r a n c i s c o  ( 5 0 ) , P e a r l  H a r b o r  ( 5 ) , L o n d o n  ( 5 ) ) 

(NCPC ( 5 ) )  
( CNAVRES ) 
( NAF 1 
(COMNAVINTCOM) 
( CNET) 
(NAVTECHTPACEN) ( T r e a s u r e  I s l a n d ,  o n l y )  

( D i r e c t o r  o f  Navy  L a b o r a t o r i e s )  
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C o p y  t o  ( o n e  copy each u n l e s s  o t h e r w i s e  i n d i c a t e d ) :  
SNDL A 1  ( ~ m m e d i a t e  O f f i c e  of t h e  S e c r e t a r y )  

B 2  ( D C A  ( J T S A ,  o n l y )  
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1.1 D e s c r i p t i o n  o f  C o n t e n t s .  

1.1.1 S c o p e .  T h i s  s t a n d a r d  s p e c i f i e s  t h e  p h y s i c a l  a p p e a r a n c e ,  
s t r u c t u r e ,  a n d  c o m p o n e n t s  o f  t e c h n i c a l  c o m p u t e r  p r o g r a m  a n d  
s y s t e m  d o c u m e n t a t i o n  t h a t  is  p r o d u c e d  d u r i n g  t h e  l i f e  c y c l e  
d e v e l o p m e n t  o f  s u c h  c o m p u t e r  p r o g r a m s  a n d  s y s t e m s .  S p e c i f i c a l l y  
i n c l u d e d  f o r  s u c h  d o c u m e n t s  a r e  s t a n d a r d s  o n  t h e  s u b j e c t s  
d i s c u s s e d  i n  p a r a g r a p h s  1 . 1 . 2  t h r o u g h  1 . 1 . 9 .  T h e  t e x t  o f  
f o o t n o t e s  a p p e a r i n g  h e r e i n  is  c o n t a i n e d  i n  A p p e n d i x  A .  

1 . 1 . 2  Document  C o m p o n e n t s .  S e c t i o n  2  s p e c i f i e s  t h e  s e q u e n c e  o f  
m a n d a t o r y  a n d  o p t i o n a l  c o m p o n e n t s  i n  e a c h  s u c h  d o c u m e n t .  

1 . 1 . 3  Document  T y p o g r a p h y .  S e c t i o n  3  e s t a b l i s h e s  t h e  
c o n v e n t i o n s  f o r  t h e  a r r a n g e m e n t ,  s t y l e ,  a n d  a p p e a r a n c e  o f  s u c h  
d o c u m e n t s ,  i n c l u d i n g  t i t l i n g ,  n a r r a t i v e  d i v i s i o n s ,  f i g u r e s ,  
e q u a t i o n s ,  p a g e  n u m b e r i n g ,  and  f o o t n o t i n g .  

1 . 1 . 4  Documen t  P r o d u c t i o n .  S e c t i o n  4  d e t a i l s  t h e  s t a n d a r d s  f o r  
p a p e r  s t o c k ,  p r i n t i n g ,  a n d  b i n d i n g .  

1 . 1 . 5  Documen t  S e c u r i t y  I d e n t i f i c a t i o n .  S e c t i o n  5  s u m m a r i z e s  
t h e  s e c u r i t y  i d e n t i f i c a t i o n  n o t a t i o n s  a n d  o t h e r  c l a s s i f i c a t i o n  
r e q u i r e m e n t s .  

1 . 1 . 6  Document  N u m b e r i n g .  S e c t i o n  6  p r o v i d e s  f o r  a s t a n d a r d  
n u m b e r i n g  s c h e m e .  

1 . 1 . 7  Docuinent  C h a n q e s .  S e c t i o n  7  e s t a b l i s h e s  t h e  s t a n d a r d s  f o r  
r e v i s i n g  o r  u p d a t i n g  s u c h  d o c u m e n t a t i o n .  

1 . 1 . 8  F l o w c h a r t  S y m b o l s  a n d  G u i d e l i n e s .  S e c t i o n  8 d e s c r i b e s  t h e  
use o f  t h e  s y m b o l s  t o  r e p r e s e n t  d a t a  p r o c e s s i n g  o p e r a t i o n s  o n  
f l o w c h a r t s .  

1 . 1 . 9  C h a r t  T y p e s .  S e c t i o n  9 p r o v i d e s  a s e t  o f  c h a r t  t y p e s  f o r  
u s e  i n  p r o g r a m m i n g  d o c u m e n t a t i o n  a n d  p r o v i d e s  s a m p l e s  o f  e a c h .  

1 . 2  A p p l i c a b l e  D o c u m e n t s .  P o r t i o n s  o f  t h e  f o l l o w i n g  d o c u m e n t s  1 

h a v e  b e e n  u s e d  i n  p r e p a r i n g  t h e s e  s t a n d a r d s :  

a .  U n i t e d  S t a t e s  G o v e r n a e n t  P r i n t i n g  O f f i c e  S t y l e  P l anua l ,  
J a n u a r y  1 3 7 3  

b .  M i l i t a r y  S t a n d a r d  S p e c i f i c a t i o n  P r a c t i c e s  (MIL-S'i.9-490 
o f  30 O c t  1 9 6 8 )  

c .  M i l i t a r y  S p e c i f i c a t i o n ,  G e n e r a l  R e q u i r e m e n t s  f o r  
P r e p a r a t i o n  o f  ' T e c h n i c a l  N a n u a l s  (MIL-M-38784 o f  1 J a n  
1 9 6 8 )  

1 T h e  t e x t  o f  f o o t n o t e s  a p p e a r s  i n  A p p e n d i x  A .  

( R  

( A  

(R 


( A  



d .  	 M i l i t a r y  S p e c i f i c a t i o n ,  G e n e r a l  R e q u i r e m e n t s  f o r  
M a n u s c r i p t s  o f  T e c h n i c a l  N a n u a l s  (MIL-M-63088B(TM) o f  1 
J u l  1 9 6 8 )  

e .  	 SECPJAVINST 5215.1C o f  1 4  Apr 1 9 7 0 ,  The  Navy D i r e c t i v e s  
S y s t e m  

f .  	 DOD 52a8.1-R o f  J u l y  1 9 7 2 ,  I n f o r m a t i o n  S e c u r i t y  P r o g r a m  
K e g u l a t i o n  

g .  	 OPNAVINS'T 5510 .1E  o f  24  J u n e  1 9 7 4 ,  D e p a r t m e n t  o f  t h e  
Navy I n f o r m a t i o n  S e c u r i t y  P r o g r a m  R e g u l a t i o n  

h .  	 NAVSO P-3097,  D e p a r t m e n t  o f  t h e  Navy ADP G l o s s a r y  
i. 	 NAVNATINST 5 2 0 8 . 2 9 ,  D i s t r i b u t i o n  S t a t e m e n t s  o n  

T e c h n i c a l  D o c u m e n t s  
j .  	 F I P S  Pub. 24 ( A m e r i c a n  N a t i o n a l  S t a n d a r d  X3.5-1970,  

F l o w c h a r t  S y m b o l s  a n d  T h e i r  Usage  i n  I n f o r m a t i o n  
P r o c e s s i n g  ( a v a i l a b l e  f r o m  t h e  A m e r i c a n  N a t i o n a l  
S t a n d a r d s  I n s t i t u t e ,  I n c . ,  1 4 3 0  B r o a d w a y ,  N e w  Y o r k ,  
Y . 1 0 0 1 8 ) ) 

1 . 3  H e q - u i r e m e n t s .  T h e s e  s t a n d a r d s  a p p l y  t o  t h e  p r e p a r a t i o n  of  
t h e  d o c u m e n t s  s p e c i f i e d  i n  p a r a g r a p h s  1 . 3 . 1  a n d  1 . 3 . 2 .  

1 . 3 . 1  Cor r~pu te r  P rogramminq  D o c u m e n t a t i o n .  T h e s e  s t a n d a r d s  a p p l y  
t o  t h e  f o l l o w i n g  t y p e s  o f  c o m p u t e r  p r o g r a m m i n g  d o c u m e n t s :  

F u n c t i o n a l  D e s c r i p t i o n s  

D a t a  R e q u i r e m e n t s  D o c u m e n t s  

S y s t e m / S u b s y s t e m  S p e c i f i c a t i o n s  

P r o g r a m  S p e c i f i c a t i o n s  

Data B a s e  S p e c i f i c a t i o n s  

P r o j e c t  N a n u a l s  

Users N a n u a l s  

Compute r  O p e r a t i o n  M a n u a l s  

P r o g r a m  M a i n t e n a n c e  M a n u a l s  

T e s t  P l a n s  

T e s t  A n a l y s i s  R e p o r t s  


1 . 3 . 2  O t h e r  T e c h n i c a l  D o c u m e n t a t i o n .  O t h e r  d o c u m e n t s  t h a t  s h a l l  
be p r e 2 a r e d  i n  a c c o r d a n c e  w i t h  t h e s e  s t a n d a r d s ,  when a p p l i c a b l e ,  

A) i n c l u d e  T e c h n i c a l  R e p o r t s  a n d  T e c h n i c a l  N o t e s .  A ~ e c h n l c a l  
R e p o r t  is a d o c u m e n t  t h a t  r e p o r t s  t h e  r e s u l t s  o f  a c o m p l e t e d  
p r o j e c t ,  b a s i c  r e s e a r c h ,  o r  d e v e l o p m e n t a l  s t u d i e s .  A T e c h n i c a l  
iqote is  a d o c u m e n t  t h a t  p r o v i d e s  p r o c e d u r e s ,  l i s t s  o f  d a t a  o r  
o t h e r  i n f o r m a t i o n  t h a t  d o e s  n o t  l o g i c a l l y  b e l o n g  i n  o t h e r  
docurnen t t y p e s .  

http:5208.29


SECTION 2. DOCUiqEWT COMPONENTS 

2 . 1  P u r p o s e .  T h i s  s e c t i o n  e s t a b l i s h e s  t h e  c o m p o n e n t s  t h a t  a r e  
r e q u i r e d  a n d  t n o s e  t h a t  a r e  o p t i o n a l  w i t h i n  e a c h  d o c u m e n t  (R 
p r o d u c e d  i n  a c c o r d a n c e  w i t h  t h e s e  d o c u m e n t a t i o n  s t a n d a r d s .  

2 .2  G e n e r a l  R e q u i r e m e n t s .  Each  d o c u m e n t  s h a l l  b e  s t r u c t u r e d  
f r o m  t h e  f o l l o w i n g  c o m p o n e n t s  i n  t h e  s e q u e n c e  l i s t e d :  

F r o n t  C o v e r  	 ( M a n d a t o r y )  
T i t l e  P a g e  	 ( M a n d a t o r y )  
S p e c i a l  N o t i c e s  	 ( A s  r e q u i r e d )  
A b s t r a c t  	 ( M a n d a t o r y  i n  FD, U M ,  PM, 

a n d  T R ~ )  
T a b l e  o f  C o n t e n t s  	 ( M a n d a t o r y )  
L i s t  o f  F i g u r e s  	 ( A s  r e q u i r e d )  
R e c o r d  o f  C h a n g e s  	 ( A s  r e q u i r e d )  
L i s t  o f  E f f e c t i v e  P a g e s  ( M a n d a t o r y  i n  c l a s s i f i e d  ( R  

d o c u m e n t s )  
T e x t  	 ( M a n d a t o r y )  
A p p e n d i x e s  	 ( A s  r e q u i r e d )  

(1) Terms  a n d  A b b r e v i a t i o n s  ( A s  r e q u i r e d )  
( 2 )  	 R e f e r e n c e s  ( A s  r e q u i r e d )  
( 3 )  	 B i b l i o g r a p h y  ( A s  r e q u i r e d )  
( 4 )  O t h e r  A p p e n d i x e s  	 ( A s  r e q u i r e d )  

k.  I n d e x  	 ( O p t i o n a l )  
1. D i s t r i b u t i o n  L i s t  	 ( M a n d a t o r y )  
m.  B a c k  Cove r  	 ( M a n d a t o r y )  

2 . 3  	 D e t a i l e d  R e q u i r e m e n t s .  

2 . 3 . 1  F r o n t  C o v e r .  T h e  f r o n t  c o v e r  o f  e a c h  d o c u m e n t  s h a l l  
d i s p l a y  t h e  f o l l o w i n g  i n f o r m a t i o n ,  a s  shown i n  t h e  l a y o u t  i n  
F i g u r e  2-01 a n d  t h e  e x a m p l e  i n  F i g u r e  2-02. 

a. 	 Document  t i t l e  a n d  s u b t i t l e  (may i n c l u d e  s u p e r s e d i n g  
s t a t e m e n t ) .  

b. 	 A c t i v i t y  s h o r t  name.  (A 
c.  	 Document  number  ( s e e  S e c t i o n  6 ) .  
d .  	 Document  t y p e  ( s ee  S e c t i o n  6 ) .  
e .  	 A c t i v i t y  name. 
f .  	 A c t i v i t y  s e a l .  
g .  	 S e c u r i t y  i d e n t i f i c a t i o n  ( i n c l u d i n g  c l a s s i f i c a t i o n  o f  

t h e  d o c u m e n t ,  d o w n g r a d i n g  n o t i c e ,  d i s t r i b u t i o n  n o t i c e ,  
a n d  n a t i o n a l  s e c u r i t y  n o t a t i o n ) ,  i f  c l a s s i f i e d .  ( S e e  
S e c t i o n  5.) 
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2.3.2 'Ti t le  Paqe .  The  t i t l e  p a g e  s h a l l  c o n t a i n  o n l y  t h e  

f o l l o w i n g  i n f o r m a t i o n :  


A c t i v i t y  name. 

Document t i t l e  a n d  s u b t i t l e  (may i n c l u d e  s u p e r s e d i n g  

s t a t e m e n t ) .  

Document t y p e . (see  S e c t i o n  6 ) . 

D a t e .  

A c t i v i t y  s h o r t  name. 

Document number (see S e c t i o n  6 ) .  

Use r  d e s i g n a t o r ,  i f  t h e  d o c u m e n t  is p r e p a r e d  f o r  a 

s p e c i f i c  u s e r .  

C o n t r a c t o r  a n d  c o n t r a c t  number d e s i g n a t i o n ,  i f  t h e  

d o c u m e n t  h a s  b e e n  p r e p a r e d  by a c o n t r a c t o r  u n d e r  t h e  

g u i d a n c e  o f  t h e  a p p r o v i n g  a c t i v i t y .  

S e c u r i t y  i d e n t i f i c a t i o n  ( i n c l u d i n g  c l a s s i f i c a t i o n  o f  

t h e  d o c u m e n t ,  d o w n g r a d i n g  n o t i c e ,  d i s t r i b u t i o n  n o t i c e ,  

a n d  n a t i o n a l  s e c u r i t y  n o t a t i o n ) ,  i f  c l a s s i f i e d .  ( S e e  

S e c t i o n  5) . 

Copy number ,  i f  r e q u i r e d .  


A s a m p l e  l a y o u t  o f  a t i t l e  p a g e  is  shown i n  F i g u r e  2-03 a n d  
a n  e x a m p l e  a p p e a r s  a s  F i g u r e  2-04. The a c t u a l  l a y o u t  o f  t h e  
a b o v e  items may be v a r i e d  when c i r c u m s t a n c e s  r e q u i r e  t h e  u s e  o f  a 
"window" f r o n t  c o v e r  w h i c h  d i s p l a y s  a p o r t i o n  o f  t h e  t i t l e  p a g e  
a s  p a r t  o f  t h e  f r o n t  c o v e r .  

2.3.3 S p e c i a l  N o t i c e s .  S p e c i a l  n o t i c e s  may c o n t a i n  i n f o r m a t i o n  
c o n c e r n i n g  t h e  s t a t u s  o f  a d o c u m e n t ,  i n s t r u c t i o n s  f o r  i t s  
h a n d l i n g ,  l e t t e r s  o f  p r o m u l g a t i o n ,  t h e  s t a t u s  o f  t h e  c o n t e n t s  o f  
t h e  d o c u m e n t ,  t h e  d a t e  t h e  p r o v i s i o n s  o f  t h e  d o c u m e n t  become 
e f f e c t i v e ,  c r e d i t  t o  a n  i n d i v i d u a l  o r  o r g a n i z a t i o n  f o r  t h e  
p r e p a r a t i o n  o f  t h e  d o c u m e n t ,  o r  s u c h  o t h e r  i n f o r m a t i o n  a s  may b e  

A )  	 p e r t i n e n t .  The  t i t l e s  o f  s u c h  s p e c i a l  n o t i c e  p a g e s  s h a l l  
g e n e r a l l y - r e f l e c t  t h e  s u b j e c t  m a t t e r  o f  t h e  i n f o r m a t i o n  p r o v i d e d .  

2.3.4 A b s t r a c t .  The  a b s t r a c t  is  a b r i e f  summary ( n o t  t o  e x c e e d  
250 w o r d s ) ,  p r e f e r a b l y  u n c l a s s i f i e d ,  o f  t h e  f u n c t i o n ,  p u r p o s e ,  
s c o p e ,  a n d  c o n t e n t  o f  t h e  c o m p u t e r  p r o g r a m / s y s t e m  o r  s t u d y  
d e s c r i b e d  i n  t h e  d o c u m e n t .  I n c l u d e d  i n  t h e  a b s t r a c t  o f  c o m p u t e r  
p r o g r a m s / s y s t e m s  m u s t  b e  i n f o r m a t i o n  c o n c e r n i n g  i n p u t s ,  
p r o c e s s i n g ,  and  o u t ? u t s .  An a b s t r a c t  o f  a s t u d y  m u s t  s u m m a r i z e  
e s s e n t i a l  f a c t s ,  f i n d i n g s ,  c o n c l u s i o n s ,  a n d  r e c o m m e n d a t i o n s .  The 
p u r p o s e  o f  t h e  a b s t r a c t  is  t o  a s s i s t  p o t e n t i a l  u s e r s  i n  
d e t e r m i n i n g  t h e  u s e f u l n e s s  o f  t h e  s u b j e c t  m a t t e r  t o  t h e i r  
2 a r t l c u l a r  e n v i r o n m e n t  a n d  t o  s u m m a r i z e  t h e  m o s t  s i g n i f i c a n t  
~ n a t e rl a 1  I n  t h e  d o c u ~ i i e n t  c l e a r l y  a n d  c o n c i s e l y .  dkis t r , i c t':'k,ci 


s h o u l d  be 	 a n d  n o  : .i n  n a r r a t i v e  . t o ~ ~ i ~  i n c l u d e  s p e c i a l  c h a r a c r ~ ~  
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2 . 3 . 5  'Tab le  o f  C o n t e n t s .  The t a b l e  o f  c o n t e n t s  s h a l l  l i s t  t h e  

i d e n t i f i c a t i o n  number  o r  c o d e ,  t i t l e ,  a n d  p a q e  number  - o f  e a c h 
-
s e c t i o n  a n d  n u m b e r e d  p a r a g r a p h  i n  t h e  t e x t  a s  w e l l  a s  e a c h  
a p 2 e n d i x  a n d  n u m b e r e d  2 a r a g r a ~ h  i n  t h e  a p p e n d i x ,  i f  t h e  a p p e n d i x  
c o n t d i n s  s u c h  p a r a g r a g h s .  

T a b u l a t i o n  s h a l l  o r d i n a r i l y  b e  a t  l e a s t  t o  t h e  t h i r d  
o r g a n i z a t i o n a l  l e v e l ;  e . g . ,  3 .11 .1 .  

2 .3 .6  L i s t  o f  F i g u r e s .  The  l i s t  o f  f i g u r e s  s h a l l  a c c o u n t  f o r  
e a c h  f i g u r e  i n c l u d e d  i n  t h e  t e x t  a n d  a p p e n d i x e s  o f  a d o c u m e n t .  
F o r  e a c h  f i g u r e  s h a l l  b e  shown t h e  f i g u r e  n u m b e r ,  t i t l e ,  a n d  a  
b e g i a n i n g  p a g e  n u m b e r .  

2 .3 .7  R e c o r d  o f  C h a n g e s .  A r e c o r d  o f  c h a n g e s  p a g e  t o  b e  u s e d  t o  
r e c o r d  c h a n g e s  made t o  a  d o c u m e n t  s h a l l  b e  i n c l u d e d  when f r e q u e n t  
c h a n g e s  t o  t h e  d o c u m e n t  a r e  e x p e c t e d .  T h i s  p a g e  s h a l l  b e  
a r r a n g e d  i n  c o l u m n a r  f o r m  and  p r o v i d e  s p a c e s  f o r  t h e  c h a n g e  
n u m b e r ,  t h e  d a t e  o f  t h e  c h a n g e ,  t h e  d a t e  t h e  c h a n g e  w a s  e n t e r e d ,  
and  t h e  s i g n a t u r e  o f  t h e  i n d i v i d u a l  m a k i n g  t h e  c h a n g e .  Use o f  
t h i s  p a g e  is  d i s c u s s e d  i n  S e c t i o n  7  a n d  a n  e x a m p l e  is  shown i n  
F i g u r e  2-05. 

2 . 3 . 8  L i s t  o f  E f f e c t i v e  P a g e s .  T h i s  l is t  s h a l l  b e  p r o v i d e d  when 
f r e q u e n t  c h a n g e s  t o  t h e  d o c u m e n t  a r e  e x p e c t e d  o r  when s t r i c t  p a g e  
a c c o u n t a b i l i t y  is d e s i r e d .  E a c h  p a g e  o f  t h e  d o c u m e n t  a n d  i t s  
c h a n g e  number s h a l l  b e  l i s t e d .  irse o f  t h i s  p a g e  is d i s c u s s e d  i n  
S e c t i o n  7  a n d  a n  e x a m p l e  is  shown i n  F i g u r e  2-06 .  

2 .3 .9  T e x t .  The  t e x t  s h a l l  c o n f o r m  t o  t h e  p r e s c r i b e d  c o n t e n t  
f o r  t h e  d o c u m e n t  t y p e  b e i n g  p r e p a r e d .  F i g u r e s  may b e  u s e d  t o  
c l a r i f y  o r  i l l u s t r a t e  t h e  t e c h n i c a l  c o n t e n t .  

2 .3 .18  A p p e n d i x e s .  A p p e n d i x e s  s h a l l  c o n t a i n  m a t e r i a l  w h i c h  
s u p p o r t s ,  b u t  i s  n o t  r e a d i l y  i n c o r p o r a t e d  i n t o ,  t h e  t e x t .  
I n c l u d e d  w i t h i n  a p p e n d i x e s  may b e  n a r r a t i v e  m a t e r i a l  o r  
i l l u s t r a t i o n s .  A p p e n d i x e s  s h a l l  g e n e r a l l y  b e  s e q u e n t i a l l y  
r e f e r e n c e d  i n  t h e  t e x t  a n d  l i s t e d  i n  t h e  same o r d e r  i n  t h e  T a b l e  
o f  C o n t e n t s .  d h e n  c l a s s i f i e d  o r  b u l k y ,  a p ? e n d i x e s  may b e  bound  
s e p a r a t e l y .  

2 .3 .1 l3 .1  T e r m s  a n d  A b b r e v i a t i o n s .  T h i s  a p p e n d i x  s h a l l  p r o v i d e  
definitions o f  a c r o n y m s  a n d  a b b r e v i a t i o n s  u s e d  w i t h i n  t h e  
d o c u m e n t .  A l s o  d e f i n e d  s h a l l  b e  t e r m s  a n d  p h r a s e s  t h a t  c a r r y  
c o n n o t a t i o n s  s i g n i f i c a n t  t o  t h e  s u b j e c t  b e i n g  d o c u m e n t e d .  T h e s e  
d e f i n i t i o n s  s h a l l  b e  c o n c i s e  a n d  u n a m b i g u o u s .  Te rms  a n d  p h r a s e s  
d e f l n e d  i n  dictionaries o r  a c c e p t e d  d a t a  p r o c e s s i n g  v o c a b u l a r i e s ,  
s u c h  a s  NAVSO P-3097 ,  n e e d  n o t  b e  d e f i n e d .  

E x p l a n a t i o n s  of t e r i n s  u n i q u e  t o  s p e c i f i c  c o m p u t e r  p r o g r a m s  
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may b e  p r o v i d e d  b u t  s h a l l  b e  s e p a r a t e d  f r o m  t h e  a b o v e  
d e f i n i t i o n s .  I t e m  n a m e s ,  l o c a t i o n  t a g s ,  s h o r t  p r o g r a m  n a m e s ,  
e t c . ,  may be i n c l u d e d .  F o r  e a c h ,  a c r o s s  r e f e r e n c e  t o  t h e  f u l l  
name o f  t h e  c o m p u t e r  p r o g r a m  t h a t  u s e s  t h e m  s h o u l d  b e  p r o v i d e d .  

2 .3 .10 .2  R e f e r e n c e s .  T h i s  a p p e n d i x  s h a l l  b e  p r o v i d e d  i f  more  
R )  	 t h a n  t s n  s o u r c e s  a r e  c i t e d  i n  t h e  t e x t .  A l l  r e f e r e n c e s  l i s t e d  

m u s t  be r e f e r r e d  t o  i n  t h e  t e x t  a n d  s h a l l  g e n e r a l l y  be p r e s e n t e d  
i n  t h e  same o r d e r  a s  t h e y  a r e  r e f e r e n c e d  i n  t h e  t e x t .  Each  
s o u r c e  l i s t e d  i n  t h e  a p p e n d i x  m u s t  b e  i d e n t i f i e d  by a n  A r a b i c  
n u m e r a l .  T h e  i d e n t i f y i n g  i n f o r m a t i o n  f o r  e a c h  r e f e r e n c e  s h a l l  b e  
p r e s e n t e d  i n  t h e  o r d e r  shown i n  p a r a g r a p h  3 . 8 . 3 . 1 .  

2 . 3 . 1 8 . 3  B i b l i o g r a p h y .  T h i s  a p p e n d i x  s h a l l  p r o v i d e  a l i s t  o f  
i n d i r e c t  r e f e r e n c e s  w h i c h  a r e  w o r t h y  o f  n o t e  bv t h e  r e a d e r .  The  
s o u r c e s  l i s t e d  i n  t h e  b i b l i o g r a p h y  s h a l l  h a v e  no i d e n t i f y i n g  
n u m b e r ,  b u t  m u s t  b e  l i s t e d  i n  a l p h a b e t i c a l  o r d e r  o f  t h e  l a s t  
names  o f  t h e  a u t h o r s .  R e f e r e n c e s  c r e d i t e d  t o  n o  s p e c i f i c  a u t h o r  
s h a l l  be l i s t e d  f i r s t .  T h e  i d e n t i f y i n g  i n f o r m a t i o n  f o r  e a c h  
r e f e r e n c e  s h a l l  b e  p r e s e n t e d  i n  t h e  o r d e r  shown  i n  p a r a g r a p h  
3 . 8 . 3 . 1 .  A s h o r t  summary ,  u s u a l l y  n o t  t o  e x c e e d  f o u r  l i n e s ,  may 
be p r o v i d e d .  

2 . 3 . 1 0 . 4  O t h e r  A p p e n d i x e s .  O t h e r  a p p e n d i x e s  may b e  p r o v i d e d  a s  
r e q u i r e d .  

2 . 3 . 1 1  I n d e x .  The  i n d e x  s h a l l  c o n t a i n  a n  a l p h a b e t i c a l  l i s t  o f  
n a m e s ,  s u b j e c t s ,  e t c . ,  t o g e t h e r  w i t h  t h e i r  p a r a g r a p h  n u m b e r s .  

2 . 3 . 1 2  D i s t r i b u t i o n  L i s t .  T h i s  l i s t  s h a l l  b e  c o m p o s e d  o f  t h e  
names  a n d  c o d e s  o f  commands ,  a c t i v i t i e s ,  a n d  o f f i c e s  ( e x t e r n a l  t o  
t h e  o r i g i n a t i n g  o r g a n i z a t i o n )  w h i c h  a r e  t o  r e c e i v e  c o p i e s  o f  t h e  
d o c u m e n t .  d n e n  wide  d i s t r i b u t i o n  w i l l  b e  made ,  S t a n d a r d  Navy 
D i s t r i b u t i o n  L i s t  (SNDL) c o d e s  s h o u l d  b e  u s e d .  

2 . 3 . 1 3  Back  C o v e r .  T h e  b a c k  c o v e r  s h a l l  b e  b l a n k ,  e x c e p t  f o r  
s e c u r i t y  c l a s s i f i c a t i o n  i f  t h e  d o c u m e n t  is  c l a s s i f i e d .  



S E C T I O N  3. DOCUMENT TYPOGRAPHY 

3 . 1  P u r p o s e .  T h i s  s e c t i o n  e s t a b l i s h e s  c o n v e n t i o n s  f o r  t h e  

a r r a n g e m e n t ,  s t y l e ,  a n d  a p p e a r a n c e  o f  d o c u m e n t s .  


3 . 2  P r e p a r a t i o n .  Documen t s  s h a l l  b e  p r e p a r e d  i n  f i n a l  f o r m  b y  
t y p i n g  on a p p r o p r i a t e  master s t o c k  u s i n g  a s t a n d a r d  t y p e  f a c e .  
The t y p i n g  a r e a  s h a l l  b e  6-1/2 i n c h e s  by 8-1 /2  i n c h e s  l o c a t e d  o n  
a n  8 i n c h  by 10-1/2 i n c h  f i n a l  s h e e t  s i z e  a s  shown i n  F i g u r e  
3-01. The t e x t  s h a l l  e x t e n d  a c r o s s  t h e  e n t i r e  p a g e  b e t w e e n  t h e  
m a r g i n s ;  i . e . ,  no  t e x t  c o l u m n s  s h a l l  b e  u s e d .  F o l d o u t s  s h a l l  be 
10-1/2  i n c h e s  i n  h e i g h t  a n d  o f  s u f f i c i ' e n t  w i d t h  t o  i n c l u d e  t h e  
c o n t e n t s .  

3 . 3  T i t l i n q  o f  C o m p o n e n t s .  S p e c i f i c  i d e n t i f i c a t i o n  o f  c e r t a i n  
c o m p o n e n t s  o f  a d o c u m e n t  m u s t  p r e c e d e  t h e  ma te r i a l  i n c l u d e d  
w i t h i n  t h a t  c o m p o n e n t .  

3 . 3 . 1  T i t l e d  C o m p o n e n t s .  T h o s e  c o m p o n e n t s  o f  a  d o c u m e n t  t h a t  
s h a l l  b e  s p e c i f i c a l l y  i d e n t i f i e d  by t h e i r  r e s p e c t i v e  t i t l e s  i n  
c a p i t a l  l e t t e r s  c e n t e r e d  a t  t h e  t o p  o f  t h e  f i r s t  p a g e  o f  t h a t  
c o m p o n e n t  a r e :  

a .  A b s t r a c t  
b. T a b l e  o f  C o n t e n t s  
c. L i s t  o f  F i g u r e s  
d .  R e c o r d  o f  C h a n g e s  
e.  L i s t  o f  E f f e c t i v e  P a g e s  
f .  I n d e x  
g .  D i s t r i b u t i o n  L i s t  

3 . 3 . 2  T i t l i n q  o f  A p p e n d i x e s .  The  a p p e n d i x e s  o f  a d o c u m e n t  s h a l l  
b e  d e s i g n a t e d  by t h e  t e r m  "APPENDIXn i n  c a p i t a l  l e t t e r s .  The  
t e r m  "APPENDIX" s h a l l  b e  f o l l o w e d  by a c a p i t a l  a l p h a b e t i c  
c h a r a c t e r  w i t h  "A" f o r  t h e  f i r s t  a p p e n d i x ,  " B "  f o r  t h e  s e c o n d ,  
a n d  s o  o n .  Each a p p e n d i x  s h a l l  h a v e  a c a p i t a l i z e d  d e s c r i p t i v e  
t i t l e  f o l l o w i n g  t h e  a p p e n d i x  d e s i g n a t i o n ,  s u c h  a s :  

APPENDIX B 

REFERENCES 


T h i s  i d e n t i f i c a t i o n  may a p p e a r  e i t h e r  a t  t h e  t o p  o f  t h e  
f i r s t  p a g e  o f  t h e  a p p e n d i x  -o r  o n  t h e  p r e c e d i n g  s h e e t .  

3 .4  N a r r a t i v e  D i v i s i o n .  The  t e x t  o f  a d o c u m e n t  s h a l l  u s u a l l y  b e  

d i v i d e d  i n t o  s e c t i o n s  a n d  p a r a g r a p h s .  Each d i v i s i o n  s h a l l  b e  

numbered  a n d  i d e n t i f i e d  by a s e c t i o n  o r  p a r a g r a p h  t i t l e .  

Number ing  s h o u l d  n o t  e x c e e d  t h e  f o u r t h  o r g a n i z a t i o n a l  l e v e l ,  

e . g . ,  3 .2 .11 .1 .  The  c o n t e n t  o f  a l l  numbered  p a r a g r a p h s  a t  a 

g i v e n  l e v e l  s h o u l d  r e l a t e  t o  t h e  n e x t  h i g h e r  d i v i s i o n .  P a r a g r a p h  
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s u b d i v i s i o n s  a t  a g i v e n  l e v e l  s h a l l  n o t  b e  u s e d  u n l e s s  two o r  
more a r e  l o g i c a l l y  r e q u i r e d .  An e x a m p l e  o f  t h i s  n a r r a t i v e  
d i v i s i o n  i s  shown a s  F i g u r e  3-02.  

3 . 4 . 1  S e c t i o n s .  S e c t i o n s  a r e  t h e  p r i m a r y  t e x t  d i v i s i o n s  a n d  
s h a l l  b e  i d e n t i f i e d  by a f u l l y  c a p i t a l i z e d  s u b j e c t  t i t l e .  T h e  
s e c t i o n  d e s i g n a t i o n  a n d  t i t l e  s h a l l  b e  l e f t  j u s t i f i e d  a n d  
o r d i n a r i l y  s t a r t  a new p a g e  o f  a d o c u m e n t .  A s i n g l e  b l a n k  
v e r t i c a l  s p a c e  s h a l l  b e  p r o v i d e d  b e t w e e n  t h e  s e c t i o n  t i t l e  a n d  
t h e  f i r s t  s e c t i o n  p a r a g r a p h ;  i . e . ,  t h e  t e x t  s h a l l  b e g i n  on  t h e  
s e c o n d  l i n e  b e n e a t h  t h e  s e c t i o n  h e a d i n g .  

3 .4.2 P a r a g r a p h s .  The  p a r a g r a p h  number s h a l l  b e g i n  f l u s h  w i t h  
t h e  l e f t  m a r q i n .  Two b l a n k  h o r i z o n t a l  s p a c e s  m u s t  f o l l o w  t h e  
l a s t  d i g i t  o f  t h e  p a r a g r a p h  number a n d  b e  f o l l o w e d  i n  t u r n  by t h e  
p a r a g r a p h  t i t l e .  C l a s s i f i c a t i o n  i n d i c a t o r s ,  s u c h  a s  " ( C ) " ,  
" ( S )", e t c . ,  s h a l l  b e  c o n s i d e r e d  ? a r t  o f  t h e  p a r a g r a 2 h  t i t l e .  
The f i r s t  l e t t e r  o f  e a c h  m a j o r  word o f  t h e  t i t l e  ( b u t  a l w a y s  t h e  
f i r s t  w o r d )  s h a l l  b e  a c a p i t a l .  The  t i t l e  i t s e l f  s h a l l  b e  
i m m e d i a t e l y  f o l l o w e d  by a p e r i o d .  The  number  a n d  t i t l e  may b e  
u n d e r l i n e d .  T h e  p a r a g r a p h  t e x t  s h a l l  b e g i n  o n  t h e  same l i n e  a s  
t h e  ~ a r a g r a p h  t i t l e ,  s e p a r a t e d  f r o m  t h e  t i t l e  " p e r i o d "  by two 
b l a n k  h o r i z o n t a l  s p a c e s .  A l l  r e m a i n i n g  t e x t  l i n e s  i n  t h e  
2 a r a g r a p h  s h a l l  b e g i n  f l u s h  w i t h  t h e  l e f t  m a r g i n .  A s i n g l e  b l a n k  
v e r t i c a l  s p a c e  s h a l l  b e  p r o v i d e d  b e t w e e n  i n d i v i d u a l  p a r a g r a p h s .  

I f  u n n u m b e r e d  p a r a g r a p h s  m u s t  b e  u s e d  w i t h i n  a  n u m b e r e d  
p a r a g r a p h ,  t h e  f i r s t  l i n e  s h a l l  b e  i n d e n t e d  f i v e  h o r i z o n t a l  
s p a c e s  a n d  t h e  r e m a i n i n g  l i n e s  s h a l l  b e g i n  f l u s h  w i t h  t h e  l e f t  
m a r g i n .  

3 . 4 . 3  I t e m i z a t i o n .  I t e ~ n i z a t i o n  o f  e l e m e n t s  w i t h i n  a p a r a g r a p h  
may b e  u s e d  i n  l i e u  o f  p a r a g r a p h  n u m b e r s  f o l l o w i n g  t h e  f o r m a t  
shown i n  F i g u r e  3-132 f o r  t i t l e d  i t e m i z a t i o n .  u n t i t l e d  
i t e m i z a t i o n  s h a l l  n o r m a l l y  b e  r e s t r i c t e d  t o  b r i e f  i tems 
( s t a t e m e n t s ,  p r o c e d u r a l  s t e p s ,  1is ts ,  word  g r o u p s ,  e t c . ) i n  t h e  
f o l l o w i n g  f o r m a t :  

a .  	 T h e s e  items s h a l l  be  i d e n t i f i e d  by l o w e r  c a s e  l e t t e r s  o r  
by A r a b i c  n u m e r a l s  f o l l o w e d  by a p e r i o d .  

b .  	 The  l e t t e r s  o r  n u m e r a l s  s h a l l  b e g i n  f i v e  h o r i z o n t a l  
s p a c e s  f r o m  t h e  l e f t  m a r g i n  o f  t h e  t y p i n g  a r e a .  

c .  	 T h e  item i t s e l f  s h a l l  b e g i n  two h o r i z o n t a l  s p a c e s  a f t e r  
t h e  p e r i o d  a n d  c o n t i n u e  o n  t h e  n e x t  l i n e .  U n t i t l e d  (R 
i t e m i z a t i o n  may b e  f u l l y  l e f t  j u s t i f i e d  o r  may b e  i n  
b l o c k  s t y l e ,  b u t  m u s t  b e  c o n s i s t e n t  t h r o u g h o u t  t h e  
d o c u m e n t .  

d .  	 The  f i r s t  l e t t e r  o f  t h e  i t e m  s h a l l  b e  a c a p i t a l .  
e .  	 A s i n g l e  b l a n k  v e r t i c a l  s p a c e  may b e  u s e d  b e t w e e n  items. 
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SECTION 1. TITLE 

% 
Section text shall begin flush with the left margin, continue to the 

right margin, and be left justified. 

I 
*****Unnumbered paragraphs shall be indented five spaces from the left 

margin; the second and subsequent lines shall be left justified. 

% 
l.l**Title of Paraaraph.**The paragraph text shall begin two spaces from 
the period following the paragraph title. .. 
X 
*****a.**Untitled itemization shall begin two spaces fron the period and 

continue on the next line. Untitled itemization may be fully ieft justi- 

fied or may be in block style, but must be consistent throughout the 

document. 

Z
*****b.**Item... 
B 
1.2**Title of Para~raph.**At least two paragraphs at the same organiza- 
tional level nust be provided . . .  
6 


1.2.1**Title of Paragraph.**Fsr%grnp!;s at the same organizational ievel 
must be logically related . . .  
B 
l.2.:.iY*Tit;e of Paragrap&.**No para~rapi: nmber should exceed the 

fourt:. organizational level.. . 
5 
1.2.1.2**Title of Para~raph.**The following format for progressive itemi- 

zation shall be used: 

% 
*****a. **Item 


b.**Item 

d 

***ri;)**Item 

(2)**1tem 

8 

*****(a)**~tem 

(k !**;tc'r. 

0. 


*****l. **Item 
-
2.**Item 

%-
****a.**Item
-

-b. **Item 
% 
1.2.2**Title of Paragraph.**Paragraph mumhers and titles may be under- 

lined consistently throughout a document. 

2 
*****a.**Title of Item.**If items are titled, those titles shall be 

underlined in order to separate the title from the text. 

% 
*****b.**Title of Item.**The text of a titled item shall be fully left 
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FIGURE 3-02. Example of Narrative Division 




3 . 4 . 4  A p p e n d i x e s .  N a r r a t i v e  m a t e r i a l  p r e p a r e d  f o r  a n  a p p e n d i x  
o f  a d o c u n e n t  s h a l l  b e  d i v i d e d  i n  t h e  same manner  a s  t e x t  
n a r r a t i v e ,  e x c e p t  t h a t  i m m e d i a t e l y  p r e c e d i n g  t h e  number o f  e a c h  
p a r a g r a p h  s h a l l  b e  t h e  a l p h a b e t i c  d e s i g n a t i o n  o f  t h a t  a p p e n d i x ;  
e . g . ,  B 2 . 3  ( p a r a g r a g h  2 . 3  of A p p e n d i x  B ) .  O r i g i n a l  m a t e r i a l  s u c h  
as d o c u m e n t s ,  l e t t e r s ,  e t c . ,  may b e  r e p r o d u c e d  i n  t h e i r  o r i g i n a l  
f o r m  f o r  i n c l u s i o n  i n  a n  a p p e n d i x .  

3 .5  F i g u r e s .  F i g u r e s  r e f e r  t o  t h e  u s e  o f  d i a g r a m m a t i c ,  
g e o m e t r i c ,  p i c t o r i a l ,  o r  t a b u l a r  r e p r e s e n t a t i o n  o f  i n f o r m a t i o n .  
To a v o i d  c o n f u s i o n  i n  d o c u m e n t  p r e p a r a t i o n  a n d  u s e ,  i n f o r m a t i o n  
t h a t  m i g h t  n o r m a l l y  b e  p r e s e n t e d  i n  t a b l e s  s h a l l  be  p r e s e n t e d  i n  
f i g u r e s .  T y p i n g  may b e  u s e d  t o  a n n o t a t e  t h e  l i n e  work i n  l i e u  o f  
l e t t e r i n g  o r  o t h e r  g r a p h i c  t e c h n i q u e s ,  p r o v i d e d  t h a t  a n y  
? h o t o r e d u c t i o n  i n v o l v e d  d o e s  n o t  e x c e e d  2 : l .  F l o w c h a r t s  a r e  n o t  
n e c e s s a r i l y  c o n s i d e r e d  t o  b e  f i g u r e s  i n  t h e  s e n s e  o f  t h i s  
s t a n d a r d  a n d  n e e d  n o t  be numbered  as  s p e c i f i e d  i n  p a r a g r a p h  
3.5.1: An e x a m p l e  o f  a f i g u r e  is  shown i n  F i g u r e  3-03.  

S m a l l  f i g u r e s  a n d  u n t i t l e d ,  u n n u m b e r e d ,  s h o r t  " f r e e  t a b l e s "  
may b e  i n c l u d e d  w i t h i n  a  p a r a g r a p h  when t h e y  a r e  a d e q u a t e l y  
e x p l a i n e d  a n d  when t h e y  d o  n o t  i n t e r r u p t  t h e  n a r r a t i v e .  

3 . 5 . 1  Number ing  a n d  T i t l i n g .  F i g u r e s  s h a l l  b e  numbered  i n  t h e  
f o r m a t  "FIGURE M-NN." w h e r e  "M1' is  t h e  A r a b i c  number  o f  t h e  t e x t  
s e c t i o n  o r  t h e  a l p h a b e t i c  d e s i g n a t o r  o f  t h e  a p p e n d i x  w i t h i n  w h i c h  
t h e  f i g u r e  is f i r s t  r e f e r e n c e d  a n d  "NN" is t h e  c o n s e c u t i v e  c o u n t  
o f  f i g u r e s  w i t h i n  t h a t  s e c t i o n  o r  a p p e n d i x .  

The f i g u r e  i d e n t i f i c a t i o n  s h a l l  i n c l u d e  a t i t l e  t o  s e r v e  a s  
a b r i e f  d e s c r i p t i o n  o f  t h e  f i g u r e  c o n t e n t .  The  t i t l e  s h a l l  b e g i n  
two s p a c e s  f o l l o w i n g  t h e  p e r i o d  a f t e r  t h e  f i g u r e  number .  T h e  
f i r s t  l e t t e r  o f  t h e  f i r s t  word a n d  o f  a l l  o t h e r  p r i n c i p a l  w o r d s  
o f  t h e  t i t l e  s h a l l  b e  c a p i t a l s .  The  f i g u r e  i d e n t i f i c a t i o n  s h a l l  
be  c e n t e r e d  u n d e r  t h e  f i g u r e  a n d  s e p a r a t e d  f r o m  i t  by o n e  b l a n k  
v e r t i c a l  s p a c e .  I n  t h e  e v e n t  t h e  t i t l e  o v e r r u n s  t h e  m a r g i n ,  t h e  
s e c o n d  l i n e  o f  t h e  t i t l e  s h a l l  b e g i n  d i r e c t l y  b e n e a t h  t h e  f i r s t  
c h a r a c t e r  o f  t h e  f i r s t  l i n e  o f  t h e  t i t l e .  

3 . 5 . 1 . 1  O r i e n t a t i o n .  The  i d e n t i f i c a t i o n  s h a l l  be  u n d e r  t h e  
f i g u r e  when t h e  f i g u r e  is h e l d  i n  a p o s i t i o n  t o  b e  r e a d .  

3 . 5 . 1 . 2  C o n t i n u a t i o n .  I n  t h e  e v e n t  t h e  f i g u r e  c o n t i n u e s  f o r  
more t h a n  o n e  ? a g e ,  t h e  f u l l  i d e n t i f i c a t i o n  o f  t h e  f i g u r e  
f o l l o w e d  by " ( P a g e  - o f  ) "  s h a l l  b e  p r o v i d e d  o n  e a c h  p a g e  
i m m e d i a t e l y  f o l l o w i n g  t h e  f i g u r e  t i t l e .  

3 . 5 . 2  P l a c e m e n t .  F i g u r e s  s h a l l  b e  i n c o r p o r a t e d  i n t o  t h e  
d o c u m e n t  w i t h i n  two p a g e s  f o l l o w i n g  t h e  f i r s t  r e f e r e n c e  t o  t h e m  
i n  t h e  t e x t ,  p r e f e r a b l y  o n  t h e  f i r s t  p a g e  f o l l o w i n g  t h e  



SUBPROGRAM TITLE MEMORY ESTIMATES MAXIMUM PROCESSING 
TIME PER SECOND 

MODE CONTROL 2,000 128.0 MS 

COORDINATE 900 256.0 MS 
CONVERSION 

RADAR CONTROL 5,000 196.0 MS 

WEAPON CONTROL 2 $1 00 100.0 MS 

TARGET ENGAGABILITY 
AUTO REQUEST 1,500 5.0 MS 
SWC TARGET 500 5.0 MS 

2,000 10.0 MS 

EQUIPMENT SCHEDULER 
RECOMMEND 1,800 10.0 MS 
EXECUTE 1,200 5.0 MS 

3,000 15.0 MS 

DISPLAY 3,000 30.0 MS 

TRACKING 2,000 150.0 MS 

EXECUTIVE 1,000 80.0 MS 

DATA BASE 2,000 IV/A 

TOTAL 23,000 WORDS 965.0 MS 

FIGURE 3-03. Example of a Figure 



r e f e r e n c e .  When more  t h a n  t e n  p a g e s  o f  f i g u r e s  a r e  n e e d e d  a s  (A 
c o n s e c u t i v e  p a g e s  a n u  t h e i r  i n c l u s i o n  w o u l d  s i g n i f i c a n t l y  
i n t e r r u p t  t h e  f l o w  o f  t h e  t e x t ,  t h e y  may b e  i n c l u d e d  a t  t h e  e n d  
o f  t h e  s e c t i o n  p r o v i d e d  t h a t  a s t a t e m e n t  a s  t o  t h e i r  l o c a t i o n  i s  
i n c l u d e d  i n  t h e  n a r r a t i v e .  S u c h  f i g u r e s  may a l t e r n a t i v e l y  b e  
i n c l u d e d  i n  a n  a p p e n d i x .  

3 .6  E q u a t i o n s .  E q u a t i o n s  i m p o r t a n t  t o  t h e  p r e s e n t a t i o n  i n  t h e  
t e x t  s h a l l  be p l a c e d  o n  s e p a r a t e  l i n e s  f r o m  t h e  t e x t .  A s e r i e s  
o f  equations s h a l l  b e  a l i g n e d  o n  t h e  e q u a l i t y  s i g n s .  A s p a c e  
s h a l l  b e  p r o u ~ z t db e f o r e  ans a l t e r  e a c h  o p e r a t i o n a l  s i g n  ( e . g . ,  
+, -, =, e t c . )  c o n n e c t i n g  t d o  t e r m s  o f  arl e c y a t i o n  e x c e p t  i n  
s u b s c r i p t s  a n d  s u p e r s c r i p t s .  

Each  e q u a t i o n  s h a l l  be  nu inbered  f o r  r e f e r e n c e  as  " (M-NN)" 
w h e r e  " M "  is  t h e  d e s i g n a t i o n  o f  t h e  t e x t  s e c t i o n  o r  t h e  
a l p h a b e t i c  d e s i g n a t o r  o f  t h e  a p p e n d i x  w i t h i n  w h i c h  t h e  e q u a t i o n  
is  f i r s t  s h o w n ,  a n d  " N N "  is t h e  c o n s e c u t i v e  c o u n t  o f  e q u a t i o n s  
w i t h i n  t h a t  s e c t i o n  o r  a p p e n d i x .  T h e  number  s h a l l  b e  p o s i t i o n e d  
t o  t h e  r i g h t  o f  t h e  l a s t  l i n e  o f  t h e  e q u a t i o n  a n d  a l i g n e d  
v e r t i c a l l y  w i t h  a l l  o t h e r  e q u a t i o n  n u m b e r s  w h i c h  a p p e a r  o n  t h e  
P a g e .  

If a n  e q u a t i o n  m u s t  b e  p r e s e n t e d  o n  two or  m o r e  l i n e s ,  i t  
s h a l l  be b r o k e n  b e f o r e  o p e r a t i o n a l  s i g n s .  I n  t h e  n e x t  l i n e  o f  
t h e  p r e s e n t a t i o n ,  t h e  o p e r a t i o n a l  s i g n  s h a l l  a p p e a r  t o  t h e  r i g h t  
o f  t h e  a b o v e  e q u a l  s i g n .  A s i n g l e  b l a n k  l i n e  s h a l l  be p r o v i d e d  
b e t w e e n  e a c h  l i n e  o f  a n  e q u a t i o n .  D e f i n i t i o n s  of e q u a t i o n  
s y m b o l s  s h a l l  b e  c e n t e r e d  i m m e d i a t e l y  b e l o w  t h e  e q u a t i o n .  
C o n n e c t i n g  w o r d s  o f  e x p l a n a t i o n ,  s u c h  as  " h e n c e ,  " " t h e r e f o r e ,  " 
a n d  " s i m i l a r l y , "  may a p p e a r  f o l l o w i n g  o n e  e q u a t i o n  o r  o n  t h e  n e x t  
l i n e .  E x a m p l e s  o f  e q u a t i o n s  'on a p a g e  o f  a d o c u m e n t  a r e  shown 
b e l o w . .  . 

...t h e  e q u a t i o n s :  

f ( x )  = f ( x i )  

n=O 


U ( X )  = x + x 7  + x 8  + 3x9 + 6x10 


p r o v i d e  e x a m p l e s  o f  t h i s  a r r a n g e m e n t .  



3.7 Page  Numbering.  Page numbers  s h a l l  be c e n t e r e d  3/4 i n c h  
f rom t h e  bo t t om o f  t h e  page  when t h e  document  i s  h e l d  i n  t h e  
no rma l  r e a d i n g  p o s i t i o n :  -

When r a c e - t o - f a c e  p r i n t i n g  is u s e d ,  r i g h t - h a n d  p a g e s  s h a l l  
be  odd numbered and  l e f t - h a n d  p a g e s  s h a l l  be  e v e n  numbered.  Any 
b l a n k  p a g e s  i n  f a c e - t o - f a c e  p r i n t i n g  s h a l l  be  assumed t o  b e a r  a 

A )  	 number i n  d e t e r m i n i n g  t h e  n e x t  p a g e  number.  The e x i s t e n c e  o f  
s u c h  b l a n k  p a g e s  s h o u l d  be  i n c l u d e d  on  t h e  p r e c e d i n g  page  by 
i n d i c a t i n g  " ( r e v e r s e  b l a n k ) "  t o  t h e  r i g h t  o f  t h e  page  number 
p r e c e d i n g  t h e  b l a n k  page .  S t a t e m e n t s  on t h e  b l a n k  page  s u c h  a s  
" T h i s  s a g e  i n t e n t i o n a l l y  l e f t  b l a n k "  s h o u l d  n o t  be  u s e d .  

Numbering of  p a g e s  f o r  document  t r a n s m i t t a l s  is  d i s c u s s e d  i n  
p a r a g r a p h  7 .5 .1 .  

3 .7 .1  P r e - t e x t .  P r e - t e x t  p a g e s  s h a l l  be  numbered c o n s e c u t i v e l y  
i n  l ower  c a s e  Roman n u m e r a l s .  The t i t l e  p a g e  s h a l l  be  assumed t o  
c a r r y  t h e  number " i n ;  t h e  page  f o l l o w i n g  t h e  t i t l e  page  s h a l l  be 
numbered " i i " ;  e t c .  

3.7.2 T e x t .  T e x t  p a g e s  s h a l l  be numbered c o n s e c u t i v e l y  i n  
A r a b i c  n u m e r a l s .  P a g e s  c o n t a i n i n g  f i g u r e s  s h a l l  be  numbered a s  
t e x t  p a g e s .  

3 . 7 . 3  Append ixe s .  P a g e s  o f  a 2 p e n d i x e s  s h a l l  be i n d i v i d u a l l y  
numbered w i t h  A r a ~ i c  n u m e r a l s  p r e f i x e d  by t h e  c a p i t a l  a l p h a b e t i c  

A )  	d e s i g n a t o r  f o r  t h e  a p p e n d i x ;  e . g . ,  B - 1 ,  B-2. I f  t h e  a p p e n d i x  
b e g i n s  w i t h  a  s e p a r a t e  t i t l e  p a g e ,  t h e  number o f  t h a t  page  s h a l l  
be assumed t o  be "a-1" (where  "a"  r e p r e s e n t s  t h e  a l p h a b e t i c  
d e s i g n a t o r  f o r  t h e  a p p e n d i x )  b u t  s h a l l  n o t  a p p e a r  on  t h a t  p a g e .  

3.7.4 I n d e x .  An i n d e x ,  i f  i n c l u d e d ,  s h a l l  be  page  numbered 
" Index -1 , "  " Index -2 , "  e t c . 4 

3 .7 .5  D i s t r i b u t i o n  L i s t , .  The d i s t r i b u t i o n  l i s t  s h a l l  n o t  be 
page  numbered.  

3 . 8  F o o t n o t e s .  

3 . t i . l  T e x t  and  Appendix  F o o t n o t e s .  F o o t n o t e s  may be  used  t o  
p r o v i d e  a d d i t i o n a l  i n f o r m a t i o n  on  a s u b j e c t  m e n t i o n e d  i n  t h e  t e x t  
o r  a p p e n d i x ,  o r  t o  p r o v i d e  i d e n t i f i c a t i o n  o f  s o u r c e  m a t e r i a l .  

3 .8 .1 .1  Symbols .  The s y m b o l s  u sed  t o  r e f e r  t o  f o o t n o t e s  s h a l l  
be  c o n s e c u t i v e  ~ ~ r a b i c  b e g i n n i n g  w i t h  "1"  f o rn u m e r a l s  e a c h  manual  
and f o r  e a c h  appendix .5  The symbol  s h a l l  be  p l a c e d  1 / 2  s p a c e  
above  t h e  l i n e  o f  t e x t  and s h a l l  g e n e r a l l y  f o l l o w  t h e  f o o t n o t e d  
m a t e r i a l .  S i n c e  c o n f u s i o n  may r e s u l t  i f  t h e  symbol  f o l l o w s  a 
l e n g t h y  q u o t a t i o n ,  a s e r i e s  o f  i tems, o r  o t h e r  e x t e n s i v e l y  q u o t e d  



or referenced m a t e r i a l ,  the  symbol may be placed immediately 
following the  l a s t  word of the  t e x t  before  t h e  quoted m a t e r i a l .  
I f  t h i s  is done, the  end of the  quoted m a t e r i a l  m u s t  be made 
obvious i n  the  t e x t .  Spec ia l  c h a r a c t e r s ,  such a s  a s t e r i s k s ,  
percen t  s i g n s ,  e t c . ,  may be used when ambiguity may r e s u l t  from 
the use of Arabic numerals. However, s p e c i a l  c h a r a c t e r s  may no t  
be intermixed w i t h  Arabic numerals. 

3.8.1.2 Format. The foo tno te  t e x t  s h a l l  p r e f e r a b l y  appear a t  
t h e  bottom of the  page car ry ing  the  symbol and s h a l l  be s epa ra t ed  
from the  t e x t  by a one and one-half inch h o r i z o n t a l  l i n e  s t a r t i n g  
a t  the  l e f t  margin. There s h a l l  be a t  l e a s t  one blank l i n e  above 
and below t h i s  l i n e .  The foo tno te  s h a l l  be composed of t h e  
foo tno te  symbol, f l u s h  with the  l e f t  margin; two spaces;  and the  
t e x t  of t he  foo tno te .  The t e x t  s h a l l  extend t o  t he  r i g h t  margin 
and the  second and subsequent l i n e s  s h a l l  be i n  block form. The 
t e x t  of the  foo tno te  s h a l l  fo l low t h e  s t y l e  of the  t e x t  
n a r r a t i v e .  Cont inuat ion of a foo tno te  from one page t o  t h e  next 
should be avoided; i f  unavoidable,  t h e  break should not  be made 
a t  the  end o f .  a  paragraph of the  foo tno te .  When equipment used 
t o  p repare  documents does not  have t h e  c a p a b i l i t y  t o  p lace  
f o o t n o t e s  i n  the  prescr ibed  p o s i t i o n  a t  t he  bottoms of pages 
car ry ing  the  symbols, foo tno tes  s h a l l  be numbered and l i s t e d  
s e q u e n t i a l l y  i n  an appendix t i t l e d  "FOOTNOTES". These f o o t n o t e s  
s h a l l  be format ted a s  descr ibed i n  paragraph 3.8.1.2. 

3.8.2 F iqure  Footnotes .  The symbols f o r  foo tno te s  t o  f i g u r e s  
s h a l l  be numbered independently from f o o t n o t e s  t o  the  t e x t .  
Arabic numerals, beginning with "1" f o r  each f i g u r e ,  s h a l l  be 
used fo r  f o o t n o t e  symbols. I f  numerals might l ead  t o  ambigui ty ,  
a s t e r i s k s ,  lower case  a lphabe t i c  c h a r a c t e r s ,  s p e c i a l  c h a r a c t e r s ,  
or o ther  c o n t r a s t i n g  symbols may be used. The symbols w i th in  t h e  
f i g u r e  s h a l l  be arranged consecut ive ly  from l e f t  t o  r i g h t  and 
from top t o  bottom. The symbol and t e x t  of t h e  foo tno te  s h a l l  
a2pear i n  the  f i g u r e  beneath a ru led  l i n e  and above the  bottom 
ru led  l i n e  of t h e  f i g u r e  box. The format s h a l l  fo l low t h e  format  
f o r  t e x t  foo tno te s .  

3.8.3 Reference Footnotes .  Footnotes may be used t o  p re sen t  a 
complete r e f e r e n c e ,  o r  t o  c i t e  a document i n  the  appendix of 
r e f e rences .  I f  l e s s  than ten documents a r e  referenced i n  the  
t e x t ,  they should be i d e n t i f i e d  i n  f o o t n o t e s .  

3.8.3.1 Types of Reference Footnotes .  The format of foo tno te s  
fo r  books and p e r i o d i c a l s  s h a l l  be: 

a .  	 Books - Author ' s  name, name of t h e  book, book 
i d e n t i f i c a t i o n  number ( i f  a n y ) ,  (p l ace  of p u b l i c a t i o n ,  
name of the  pub l i she r ,  d a t e  of e d i t i o n ) ,  and pages 
being c i t e d .  

( R  

(A 

(R 




b. 	 P e r i o d i c a l s  - Author ' s  name, " t i t l e  of the  a r t i c l e , "  
naine of p e r i o d i c a l ,  volume number ( i f  a n y ) ,  d a t e ,  and 
pages being c i t e d .  

3 . 8 . 3 . 2  Previous ly  Ci ted  References.  There a r e  t h r e e  ways t o  
r e f e r  t o  a  p rev ious ly  c i t e d  r e f e r e n c e ,  a s  f o l l o w s :  

a.  I b id .  This  abb rev ia t ion  for  ibidem, meaning " i n  the  
same p l a c e , "  s h a l l  be used when two consecut ive  f o o t n o t e s  r e f e r  
t o  the  same source .  I f  a  d i f f e r e n t  page nuinber i s  r e f e r r e d  t o ,  
i t  m u s t  be s p e c i f i e d ;  e .g . ,  " I b i d ,  pp. 99-102." 

b. Op.  c i t .  T h i s  abb rev ia t ion  f o r  opere c i t a t o ,  meaning 
" in  the work c i t e d , "  s h a l l  be used when r e f e r e n c e s  t o  t he  same 
source  follow i n  c l o s e ,  b u t  not  consecut ive ,  o rde r .  To i d e n t i f y  
the s p e c i i i c  r e f e r e n c e ,  t h e  a u t h o r ' s  name m u s t  u s u a l l y  be shown 
a s  well  a s  t he  s p e c i f i c  page numbers; e . g . ,  " J . D .  Smith, 
c i t . ,  pp. 67-91. ' '  

c .  Loc. c i t .  T h i s  abb rev ia t ion  f o r  loco c i t a t o ,  meaning 
" in  the  p l ace  c i t e d , "  s h a l l  be used when a second but 
non-consecutive r e f e rence  is made t o  t he  exac t  p rev ious ly  given 
m a t e r i a l ,  inc lud ing  volume and page numbers. The a u t h o r ' s  name 
m u s t  be given t o  i d e n t i f y  t he  s p e c i f i c  source;  e . g . ,  " J . D .  Smith, 
l oc .  c i t . "  

3 . 8 . 3 . 3  Footnotes  t o  Refer t o  References i n  an Appendix. A l i s t  
R) 	of r e f e rences  s h a l l  be provided i n  an appendix when more than t e n  

sources  a r e  l i s t e d  i n  the  t e x t .  The f o o t n o t e s  r e f e r r i n g  t o  the  
l i s t  of r e f e r e n c e s  s h a l l  s p e c i f y  t h e  pages of t h e  source  being 
r e f e r r e d  to ;  e .g . ,  " 6  See Appendix B :  r e f e r e n c e  4 ,  pp. 47-51," 
where "6" is  the  number of t he  f o o t n o t e ,  " r e f e r e n c e  4"  is  the  
f o u r t h  r e f e rence  l i s t e d  i n  "Appendix B , "  and t h e  a p p l i c a b l e  pages 
of the  source  a r e  47-51. 



4 . 1  P u r p o s e .  T h i s  s e c t i o n  e s t a b l i s h e s  s t a n d a r d s  f o r  p a p e r  
s t o c k ,  p r i n t i n g ,  a n d  b i n d i n g  o f  d o c u m e n t s .  

4 . 2  P a p e r  S t o c k .  

4 . 2 . 1  C o v e r .  Covers  f o r  a l l  d o c u m e n t s  s h a l l  n o r m a l l y  b e  o f  a 
h e a v i e r  w e i g h t  t h a n  t h e  d o c u m e n t  t e x t  p a g e .  S t o c k  c o l o r  w i l l  b e  
d e t e r m i n e d  by t h e  c l a s s i f i c a t i o n  o f  t h e  d o c u m e n t  i n  a c c o r d a n c e  
w i t h  t h e  f o l l o w i n g  t a b l e :  

C l a s s i f i c a t i o n  	 C o v e r  C o l o r  

U n c l a s s i f i e d  B l u e  o r  w h i t e  

C o n f i d e n t i a l  G r e e n  

S e c r e t  Y e l l o w  

T o p  S e c r e t  P i n k  


4 . 2 . 2  C o n t e n t s .  T h e  p a g e s  o f  a d o c u m e n t  b o u n d  w i t h i n  s t a n d a r d  
c o v e r s  w i l l  be 50  l b .  b o o k  o f f s e t  ( o r  s i m i l a r  s t o c k )  i n  t h e  
f o l l o w i n g  s i z e s :  

I n d i v i d u a l  S h e e t s  	 X id th -Y  i n c h e s ;  

H e i g h t - 1 8  1 / 2  i n c h e s  


F o l d o u t s  W i d t h - a s  d e t e r m i n e d  by f i n a l  
i m a g e  s i z e ;  

H e i g h t - 1 0  1 / 2  i n c h e s  

4 . 3  P r i n t i n q .  

4 . 3 . 1  S i n g l e - F a c e .  S i n g l e - f a c e  p r i n t i n g  s h a l l  n o t  b e  u s e d  
u n l e s s  f o r m a l l y  a p p r o v e d .  

4 . 3 . 2  D o u b l e - F a c e .  D o u b l e - f a c e  p r i n t i n g  s h a l l  b e  t h e  s t a n d a r d  
m e t h o d  u s e d .  R i g h t - h a n d  p a g e  f a c e s  ( a n d ,  c o n s e q u e n t l y ,  o d d  
n u m b e r e d  p a g e s )  s h a l l  b e  u s e d  f o r ,  o r  a t  t h e  s t a r t  o f ,  t h e  
f o l l o w i n g :  

T i t l e  P a g e  

S p e c i a l  N o t i c e s  

T a b l e  o f  C o n t e n t s  

L i s t  o f  F i g u r e s  

R e c o r d  o f  C h a n g e s  

L i s t  o f  E f f e c t i v e  P a g e s  

T e x t  S e c t i o n s  ( o p t i o n a l )  

A p p e n d i x e s  

I n d e x  

D i s t r i b u t i o n  L i s t  




4 . 4  B i n d i n g .  The s e l e c t i o n  of  a b i n d i n g  s h a l l  be  b a s e d  upon t h e  
number of  s h e e t s  i n  t h e  document  and i t s  u l t i m a t e  u s e .  Documents 
s h a l l  g e n e r a l l y  be  s t a p l e  bound and punched f o r  t h r e e - h o l e  
b i n d e r s .  C l a s s i f i e d  documen t s ,  however ,  s h a l l  n o t  be  punched f o r  
i n s e r t i o n  i n t o  a l o o s e - l e a f  b i n d e r  u n l e s s  r e q u i r e d  by t h e  s i z e  of  
t h e  document .  

The head of  a page  is  t h e  t o p  o f  t h e  page  when h e l d  i n  a 
p o s i t i o n  t o  be r e a d .  Those  p a g e s  n o t  bound w i t h  t h e  head  o f  t h e  
page  t o  t h e  t o p  of  t h e  document  s h a l l  be bound w i t h  t h e  head  of  
t h e  page  t o  t h e  l e f t  o f  t h e  document .  I n  b i n d i n g  d o u b l e - f a c e  
p r i n t e d  m a t t e r ,  t h e  r i g h t - h a n d  p a g e s  s h a l l  a l w a y s  be odd numbered 
and t h e  l e f t - h a n d  ? a g e s  s h a l l  be  e v e n  numbered.  

I f  t h e  document  is  t o  be  f r e q u e n t l y  u sed  o r  is of s u f f i c i e n t  
s i z e  o r  c o m p l e x i t y ,  s e c t i o n  d i v i d e r s  o r  c o l o r e d  s h e e t s  may be 
u s e d  b e f o r e  key s e c t i o n s  o r  a p p e n d i x e s  o f  t h e  document  t o  
f a c i l i t a t e  u s e .  

4 . 5  Non- s t anda rd  P r o d u c t i o n .  C e r t a i n  n o n - s t a n d a r d  
d o c u n e n t a t i o n ,  s u c h  a s  compu te r  p r o d u c e d  l i s t i n g s ,  may b e  
r e q u i r e d  i n  q u a n t i t y .  I n  t h i s  i n s t a n c e ,  l e g i b l e  c o p i e s  of  t h e  
o r i g i n a l  m a t e r i a l  may be  made and  bound be tween  h a r d  c o v e r  s t o c k  
f o r  r i g i d i t y .  The f i r s t  s h e e t  of  t h e  document  s h a l l  c o n t a i n  a 
t i t l e  page  s i m i l a r  i n  c o n t e n t  t o  t h e  page shown i n  S e c t i o n  2 .  
F l o w c h a r t s  may be bound i n  t h i s  manner .  

Any prob le lns  i n  p r o d u c i n g  m u l t i p l e  c o p i e s  may be  r e f e r r e d  t o  
t h e  l o c a l  Navy P u b l i c a t i o n s  and  P r i n t i n g  S e r v i c e  D i v i s i o n ,  
O f f i c e ,  o r  Branch  O f f i c e .  



SECTIOrd 5. DOCUIV~ENTSECURI'TY IDENTIFICATION 

5 .1  P u r p o s e .  T h l s  s e c t i o n  s u r n m z ~ i z e s  t h e  s e c u r i t y  
i d e n t i f i c a t i o n  r e q u i r e m e n t s  a p p l i c a b l e  t o  t h e  p r e p a r a t i o n  o f  
d o c u m e n t s .  Fo r  s e c u r i t y  c l a s s i f i c a t i o n  a s s i g n m e n t ,  d o c u m e n t  
h a n d l i n g  a n d  c o n t r o l  p r o c e d u r e s ,  and  more d e t a i l e d  i n f o r m a t i o n ,  
r e f e r  t o  OPNAVINST 5510 .1E ,  I n f o r m a t i o n  S e c u r i t y  P r o g r a m  (R 
R e g u l a t i o n  w h i c h  i n c o r p o r a t e s  t h e  DOD I n f o r m a t i o n  S e c u r i t y  
P r o g r a m  R e g u l a t i o n ,  DOD 5208.1-R,  n e i t h e r  o f  w h i c h  is  a l t e r e d  i n  
a n y  way by t h i s  s t a n d a r d .  S e e  p a r a g r a p h  7 - 3 0 0  o f  OPNAVINST (R 
5510.1E f o r  s p e c i a l  i n s t r u c t i o n s  a p p l i c a b l e  t o  t h e  p r e p a r a t i o n  o f  
TOP SECRET d o c u m e n t s .  F o r  i n f o r m a t i o n  c o n c e r n i n g  d i s t r i b u t i o n  
s t a t e m e n t s  ( o t h e r  t h a n  s e c u r i t y ) ,  r e f e r  t o  NAVMATINST 5 2 0 0 . 2 9 .  

5 .2  C l a s s i f i c a t i o n  R e s p o n s i b i l i t y .  The  a u t h o r i t y  f o r  m a k i n g  
o r i g i n a l  c l a s s i f i c a t i o n  d e t e r m i n a t i o n s  s h a l l  b e  r e s t r i c t e d  s o l e l y  
t o  t h o s e  o f f i c i a l s  s p e c i f i c a l l y  d e s i g n a t e d  i n  w r i t i n g ,  b y  t h e  
S e c r e t a r y  o f  t h e  Navy,  i n c l u d i n g  t h o s e  o f f i c i a l s  who a r e  
s p e c i f i c a l l y  d e s i g n a t e d  i n  w r i t i n g  t o  a c t  d u r i n g  t h e i r  a b s e n c e .  
A u t h o r i t y  f o r  d e r i v a t i v e  c l a s s i f i c a t i o n  s h a l l  b e  a s  s p e c i f i e d  i n  
w r i t i n g  by t h e  Commanding O f f i c e r .  O r i g i n a t o r s  o f  c l a s s i f i e d  
d o c u m e n t s  a r e  r e s p o n s i b l e  f o r  s e c u r i t y  c l a s s i f i c a t i o n  m a r k i n g  o r  
s t a m p i n g  as. s e t  f o r t h  i n  t h e  f o l l o w i n g  p a r a , ~ r a p k ; s .  

5 . 2 . 1  Docu~Tlent C l . , ~ s s i f  i c ~ t i o n .  The o v e r a l l  c l a s s i f  icat!::,:. o f  a 
d o c u m e n t ,  wh ich  r e 2 r e s e n t s  t h e  h i g h e s t  c l a s s i f i c a t i o n  o f  
i n f o r m a t i o n  (TOP SECRET, SECRET, o r  COLJFIDENTIAL) a p p e a r i n g  i n  
t h e  d o c u m e n t ,  s h a l l  b e  c o n s p i c u o u s l y  m a r k e d  o r  s t a m p e d  a t  t h e  t o p  
and  bot toi i i  o n  t h e  o u t s i d e  o f  t h e  f r o n t  a n d  b a c k  c o v e r s  a n d  a t  t h e  
t o p  and  h o t t o i n  o f  t h e  t i t l e  p a g e ,  t h e  f i r s t  p a g e ,  a n d  t h e  back  
p a g e .  Page  c l a s s i f i c a t i o n  is  d e s c r i b e d  i n  5 . 2 . 4 .  The l e t t e r s  o f  ( R  
t h e  c l a s s i f i c a t i o n  s h a l l  b e  c a p i t a l s ,  r e n d e r e d  l a r g e r  a n d  h e a v i e r  
t h a n  t h e  a d j a c e n t  l e t t e r i n g ,  a n d ,  when p r a c t i c a l ,  s h a l l  b e  r e d  i n  
c o l o r .  U n c l a s s i f i e d  d o c u m e n t s  r e q u i r e  n o  m a r k i n g  u n l e s s  i t  is 
e s s e n t i a l  t o  p o i n t  o u t  t h a t  t h e y  h a v e  b e e n  e x a m i n e d  s p e c i f i c a l l y  
w i t h  a v i e w  t o  i m p o s i n g  a s e c u r i t y  c l a s s i f i c a t i o n  and  h a v e  b e e n  
d e t e r m i n e d  t o  r e q u i r e  n o n e .  

Each c l a s s i f i e d  d o c u m e n t  s h a l l ,  i n  a d d i t i o n  t o  o t h e r  
m a r k i n g s ,  show o n  i t s  f a c e  i ts  o v e r a l l  c l a s s i f i c a t i o n  a n d  w h e t h e r  ( R  
i t  is  s u b j e c t  t o  o r  e x e m p t  f rom s c h e d u l e d  d o w n g r a d i n g  a n d  
d e c l a s s i f i c a t i o n  ( see  p a r a g r a p h  5 . 2 . 9 ) .  I t  s h a l l  a l s o  show t h e  ( A  
o f f i c e  o f  o r i g i n ,  t h e  i d e n t i t y  o f  t h e  c l a s s i f i e r ,  t h e  d a t e  o f  
p r e g a r a t i o n  a n d  c l a s s i f i c a t i o n  a n d ,  e x c e p t  a s  p r o v i d e d  h e r e i n ,  b e  
marked a s  t o  i n a i c a t e  w h i c h  p o r t i o n s  a r e  c l a s s i f i e d ,  a t  w h a t  
l e v e l ,  a n d  w h i c h  p o r t i o n s  a r e  n o t  c l a s s i f i e d  i n  o r d e r  t o  
f a c i l i t a t e  e x c e r p t i n g  a n d  o t h e r  use. O t h e r  m a t e r i a l  s h a l l ,  
wheneve r  p r a c t i c a b l e ,  show t h e  f o r e g o i n g  i n f o r m a t i o n  o n  t h e  
m a t e r i a l  i t s e l f  o r  i n  r e l a t e d  o r  a c c o m p a n y i n g  d o c u m e n t a t i o n .  



Unclassified titles for classified documents are encouraged. 
The synibol (U) shall be placed immediately following such a title 
ana shall be considered a part of the title when referenced. If 
the title cannot consist of unclassified information, the 
appropriate classification symbol (TS) , (S), or (C) shall be 
used. hhen appropriate, the symbols (RD), for Restricted Data, 
and (FRD), for Formerly Restricted Data, shall be added. 

5.2.2 Copy and Reproduction Classification. It should be noted 
that office-type copying equipment does not always clearly 
reproduce all colors of ink or marginal images. If the process 
used does not clearly reproduce the security markings appearing 
on the original copy, such markings shall be stamped on all 
copies in the same positions and size required for the original. 

5.2.3 Document Component Classification. In some complex 
documents, major components such as appendixes are likely to be 

used separately. Each such component shall be marked as a 

separate document. 


5.2.4 Page Classification. The classification of a page, which 
represents the highest classification of information appearing on 
the page (TOP SECRET, SECRET, COL~FIDENTIAL, or, when appropriate, 
UaCLASSIFIED), shall be positioned at the top and bottom of the 
page, except that the first and last pages shall indicate overall 
document classification. The letters of the classification shall 
be in ca~itals, rendered larger and heavier than the adjacent 
lettering, and, when practical, shall be red in color. When a 
sheet is printed on both sides and the information is classified 
difierently on each, or is unclassified on one side, the higher 
classification shall appear on both sides. In a classified 
document, those pages which contain only unclassified material on 
both sides of the page must be marked UNCLASSIFIED at the top and 
ootton of both sides. 

In special situations, such as when documents consistinq of 

many paqes are printed by the Government Printing Office or 

similar facility, the overall classification assigned to the 

document may be shown on each paqe provided that the classified 

ana unclassified parts of that page are clearly identified by 

paragraph marking or by other means set forth in the document. 

In such cases, paragraph marking or other means shall take 

precedence over paqe marking. 


A )  5.2.5 List of Effective Pages. A List of Effective Pages shall 
be provided with each classified document and with each change 

that includes revised pages in order to ensure strict page 

accountability. Use oi this page is discussed in paragraphs 

2.3.8 and 7.2. 



5 . 2 . 6  S e c t i o n  a n d  P a r a q r a p h  C l a s s i f i c a t i o n .  E a c h  s e c t i o n ,  
p a r a g r a p h ,  o r  s u b p a r a g r a p h  o f  a c l a s s i f i e d  d o c u m e n t ,  when  i t s  
c l a s s i f i c a t i o n  i s  l o w e r  t h a n  t h e  o v e r a l l  c l a s s i f i c a t i o n  o f  t h e  
p a g e  o n  w h l c h  i t  c o m m e n c e s ,  s h a l l  b e  m a r k e d  i n  a c c o r d a n c e  w i t h  
i t s  c o n t e n t s .  T h e  s y m b o l s  ( T S )  , ( S ) , (C ) , a n d  (U) s h a l l  b e  u s e d .  

When d i f f e r e n t  s e n t e n c e s  o f  a p a r a g r a p h  a r e  o f  d i f f e r e n t  
c l a s s i f i c a t i o n s ,  t h e  h i g h e s t  c l a s s i f i c a t i o n  c o n t a i n e d  w i t h i n  t h e  
p a r a g r a p h  s h a l l  be a p p l i e d  t o  t h e  p a r a g r a p h  a s  a w h o l e .  

E a c h  n u m b e r e d  e l e m e n t  s h a l l  b e  m a r k e d  f o l l o w i n g  i t s  
n u m e r i c a l  d e s i g n a t o r  a n d  i m m e d i a t e l y  t o  t h e  l e f t  o f  t h e  e l e m e n t  
t i t l e ,  a n d  e a c h  u n n u m b e r e d  e l e m e n t  s h a l l  b e  m a r k e d  i m m e d i a t e l y  t o  
t h e  l e f t  o f  t h e  f i r s t  ( i n d e n t e d )  w o r d .  When a p a g e  i s  SECRET, 
f o r  e x a m p l e ,  a CONFIDENTIAL n u m b e r e d  p a r a g r a p h  s h a l l  b e  i n d i c a t e d  
a s  f o l l o w s :  

1 . 7  ( C ) D a t a  B a s e .  T h e  d a t a  f i l e s  k e p t  c u r r e n t  by t h e . .  .. 

a n d  a n  UNCLASSIFIED i l l u s t r a t i o n  o n  t h e  
i n d i c a t e d  t h r o u g h  a c a p t i o n  as f o l l o w s :  

same p a g e  s h a l l  b e  

FIGURE 1 -01 .  ( U )  S y s t e m  I n f o r m a t i o n  F l o w c h a r t  

5 . 2 . 7  ADP L i s t i n g  C l a s s i f i c a t i o n .  C l a s s i f i c a t i o n  m a r k i n g s  o n  
p a g e s  o f  l i s t i n g s  p r o d u c e d  by A D P  e q u i p m e n t  may b e  a p p l i e d  by t h e  
e q u i p m e n t  p r o v i d e d  t h a t  o n  t h e  f a c e  o f  t h e  d o c u m e n t  t h e  m a r k i n g s  
so  a p p l i e d  a r e  made c l e a r l y  d i s t i n g u i s h a b l e  f r o m  a d j a c e n t  p r i n t e d  
t e x t .  T h e  more c o n s p i c u o u s  m a r k i n g s  p r e s c r i b e d  i n  p a r a g r a p h  
5 . 2 . 1  f o r  o r d i n a r y  d o c u m e n t s  s h a l l  a p p e a r ,  a s  a min imum,  o n  t h e  
f i r s t  a n d  l a s t  p a g e  o f  t h e  l i s t i n g  a n d  o n  t h e  f r o n t  a n d  b a c k  
c o v e r s ,  i f  c o v e r s  a r e  p r o v i d e d .  P a r a g r a p h  5 . 2 . 8  o n  N a t i o n a l  
S e c u r i t y  N o t a t i o n ,  p a r a g r a p h  5 . 2 . 9  o n  a u t o m a t i c  d o w n g r a d i n g ,  a n d  
p a r a g r a p h  5 .3  o n  d o c u m e n t  d i s t r i b u t i o n  s t a t e m e n t s  a p p l y  t o  ADP 
l i s t i n g s  a s  we l l  a s  t o  o r d i n a r y  d o c u m e n t s .  

(R 
(R 

5 . 2 . 8  N a t i o n a l  S e c u r i t y  N o t a t i o n .  S i n c e  c l a s s i f i e d  d o c u m e n t s  
a r e  o f t e n  f u r n i s h e d  t o  c o n t r a c t o r  o r  o t h e r  a u t h o r i z e d  p e r s o n s  
o u t s i d e  t h e  E x e c u t i v e  B r a n c h  o f  t h e  U.S. G o v e r n m e n t ,  the  
f o l l o w i n g  n o t a t i o n ,  i n  a d d i t i o n  t o  t h e  c l a s s i f i c a t i o n  m a r k i n g s ,  
s h a l l  b e  p l a c e d  o n  t h e  f r o n t  c o v e r  a n d  t i t l e  p a g e  o f  a l l  
c l a s s i f i e d  d o c u m e n t s  e x c e p t  t h o s e  m a r k e d  RESTRICTED DATA o r  
FORMERLY RESTRICTED DATA: 

NATIONAL SECURITY INFORMATION 
U n a u t h o r i z e d  D i s c l o s u r e  S u b j e c t  t o  C r i m i n a l  S a n c t i o n s  

5 . 2 . 9  A u t o m a t i c  D o w n g r a d i n g .  T h e  a p p r o p r i a t e  d o w n g r a d i n g  
n o t i c e s  o f  a c l a s s i f i e d  d o c u m e n t  s h a l l  a p p e a r  o n  t h e  f r o n t  c o v e r  



and t i t l e  page .  The g r o u p s  t o  be used  a r e  g i v e n  i n  F i g u r e  5-01. 
R) P a r a g r a p h  4-401 o f  OPNAVINST 5 5 1 e . l E  e x p l a i n s  which  o f  t h e  g r o u p s  

i s  a p p r o p r i a t e  t o  a g i v e n  document .  

5 . 3  Document D i s t r i b u t i o n  S t a t e m e n t s .  D i s t r i b u t i o n  s t a t e m e n t s  
a p p e a r i n g  on documents  a r e  t h e  r e s p o n s i b i l i t y  of  t h e  document  
o r i g i n a t o r  and w i l l  b e  a s s i g n e d  i n  a c c o r d a n c e  w i t h  NAVMATINST 
5200.29.  Both c l a s s i f i e d  and u n c l a s s i f i e d  documen t s  may 
o c c a s i o n a l l y  be s u b j e c t  t o  d i s t r i b u t i o n  s t a t e m e n t s .  A s  
s t i p u l a t e d  i n  t h e  c i t e d  NAVMATINST, t h o s e  p a r t s  of  a document  
c a u s i n g  t h e  need f o r  a c o n t r o l l i n g  d i s t r i b u t i o n  s t a t e m e n t  s h o u l d  
be  i d e n t i f i e d ,  whenever  p o s s i b l e .  The s t a n d a r d  d i s t r i b u t i o n  
s t a t e m e n t s  t o  be  used  a r e  g i v e n  i n  F i g u r e  5-02 .  
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S T A T E M E N T  A 	 S T A T E M E N T  B 
(FOR USE W l T H  E I T H E R  C L A S S l F l t D  


( F O R  USE O N L Y  W l T H  U N C L A S S I F I E D  DOCUMENTS)  

O R  U N C L A S S I F I E D  DOCUMENTS)  

APPROVED FOR PUBL IC  RELEASE.  O N L Y ;  ( F I L L  I N  REASON) ;  ( D A T E  S T A T E M E N T  AP-  
D I S T R I B U T I O N  U N L I M I T E D  	 P L I E D ) .  OTHER REQUESTS FOR TH IS  D O C U M E N T  

MUST BE R E F E R R E D  T O  ( INSERT C O N T R O L L I N G  
D O D  O F F I C E ) .  

r 

REASONS 

(FOR USE O N L Y  W l T H  S T A T E M E N T  €3) 

F O R E I G N  I N F O R M A T I O N  	 PRCIPRIETARY I N F O R M A T I O N  

T O  PROTECT I N F O R M A T I O N  N O T  O W N E D  BY  THE 
I N F O R M A T I O N  F U R N I S H E D  B Y  A  F O R E I G N  G O V -  U. S. G O V E R N M E N T  A N D  N O T  PROTECTED BY A  
E R N M E N T  W I T H  THE U N D E R S T A N D I N G  T H A T  IT  CONTRACTOR 'S  " L I M I T E D  RIGHTS' '  S T A T E M E N T  
W I L L  NOT BE T R A N S M I T T E D  OUTSIDE  T H E  U.  S. B U T  RECEIVED W I T H  T H E  U N D E R S T A N D I N G  T H A T  
G O V E R N M E N T .  	 I T  W O U L D  NOT BE T R A N S M I T T E D  O U T S I D E  OF  

T H E  U .  S. G O V E R N M E N T .  

TEST  A N D  E V A L U A T I O N  	 CONTRACTOR P E R F O R M A N C E  E V A L U A T I O N  

M A N A G E M E N T  REVIEWS.  RECORDS OF C O N T R A C T  PER COVERS T H E  TEST A N D  E V A L U A T I O N  OF 
C O M M E R C I A L  PRODUCTS OR M I L I T A R Y  FORMANCE E V A L U A T I O N ,  O R  O T H E R  A D V I S O R Y  DOCU 

H A R D W A R E .  	 MENTS E V A L U A T I N G  PROGRAMS OF CONTRACTORS.  
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SECTIOlV 6 .  DOCUlqEdT NUMBERING 

6 . 1  P u r p o s e .  T h i s  s e c t i o n  d i s c u s s e s  t h e  n u m b e r i n g  s y s t e m  f o r  
d o c u m e n t s .  

6 . 2  D o c u m e n t  N u m b e r i n g .  The  d o c u m e n t  numGer s h a l l  c o n s i s t  o f  
t h e  p r o j e c t  number  u n d e r  w h i c h  t h e  d o c u m e n t  i s  p r o d u c e d ,  f o l l o w e d  (R 
by  a c o n t r o l  n u ~ n b e r  t o  i d e n t i f y  t h e  i n d i v i d u a l  d o c u m e n t .  On b o t h  
t h e  c o v e r  a n d  t i t l e  p a g e ,  t h e  d o c u m e n t  n u m b e r  a p p e a r i n g  b e n e a t h  
t h e  d e s i g n a t o r  o f  t h e  p r e p a r i n g  o r g a n i z a t i o n ,  s h a l l  b e  f o r m a t t e d  
a s  i n  t h e  f o l l o w i n g  e x a m p l e :  

NARDACWASHDC DOCUMENT NO. 
9 8 T 1 0 0 3  

C-PS-B4A 

6 . 2 . 1  P r o j e c t  Number .  The  a l p h a n u m e r i c  p r o j e c t  number  u n i q u e l y  (R 
i d e n t i f i e s  t h e  p r o j e c t  e f f o r t  a n d  a l s o  may b e  u s e d  f o r  b u d g e t i n g  
a n d  f u n d i n g  c o n t r o l .  T h e  f i r s t  a n d  s e c o n d  c h a r a c t e r s  o f  t h e  
p r o j e c t  number  i n d i c a t e  t h e  r e q u e s t i n g  o r g a n i z a t i o n ;  t h e  t h i r d  
c h a r a c t e r  s p e c i f i e s  t h e  f u n c t i o n  o f  t h e  p r o j e c t ;  t h e  f o u r t h  
c h a r a c t e r  i d e n t i f i e s  t h e  o r g a n i z a t i o n  r e s p o n s i b l e  f o r  d e v e l o p m e n t  
o f  t h e  p r o j e c t ;  t h e  f i f t h ,  s i x t h  a n d  s e v e n t h  c h a r a c t e r s  f o r m  a 
s e r i a l  n u m b e r  f o r  a g i v e n  r e q u e s t o r ,  f u n c t i o n a l  a r e a ,  a n d  
o r g a n i z a t i o n  r e s p o n s i b l e  f o r  d e v e l o p m e n t .  

6 . 2 . 2  C o n t r o l  I.jumber. The  c o n t r o l  n u m b e r  s h a l l  c o n s i s t  o f  t h e  
f o l l o w i n g :  

a .  Documen t  C l a s s i f i c a t i o n .  D o c u m e n t  c l a s s i f i c a t i o n  s h a l l  
be shown  by  o n e  o f  t h e  f o l l o w i n g  c o d e s  t o  i d e n t i f y  t h e  s e c u r i t y  
c l a s s i f i c a t i o n  o f  t h e  d o c u m e n t :  

T o p  S e c r e t  'T C o n f i d e n t i a l  C 
S e c r e t  S U n c l a s s i f i e d  ( n o n e )  

b .  U o c u m e n t  T y p e .  The  d o c u m e n t  t y p e  s h a l l  b e  r e p r e s e n t e d  
by  a t w o - l e t t e r '  mnemon ic  i d e n t i f i e r  o f  t h e  name o f  t h e  d o c u m e n t  
type ( s ee  F i g u r e  6 - 0 1 ) .  

c .  D o c u m e n t  T y p e  C o u n t .  The  d o c u m e n t  t y p e  c o u n t  s h a l l  
c o n s i s t  o f  t w o  d i g i t s  a s s i g n e d  f r o m  a c o n s e c u t i v e  c o u n t  o f  t h e  
d o c u m e n t s  o f  t h e  same t y p e  g e n e r a t e d  o n  t h e  p r o j e c t .  T h e  f i r s t  
d o c u m e n t  o f  a t y p e  s h a l l  b e  n u m b e r e d  " 0 1 " .  F o r  a n y  p r o j e c t  w i t h  
o v e r  9 9  d o c u m e n t s  o f  o n e  t y p e ,  a t h i r d  d i g i t  may b e  a d d e d  
s t a r t i n g  w i t h  t h e  n u i n e r a l  " 1 0 0 " .  

d .  Z d e n t i f i c a t i o n  o f  R e v i s e d  D o c u m e n t s .  An a l p h a b e t i c  
c n a r a c t e r ,  f o l l o w i n g  t h e  d o c u m e n t  t y p e  c o u n t ,  s h a l l  b e  u s e d  t o  



DOCUMEIUT T Y P E  NAME MIUEMONIC I D E I U T I F I E R  


FUIVCT IOIUAL D E S C R I P T I O N  F D 

DATA REQUIREMENTS DOCUlYENT R D 

SYSTEM/SUBSYSTEM S P E C I F I C A T I O N  S S 

PROGRAM S P E C I F I C A T I O N  PS 

DATA BASE S P E C I F I C A T I O N  DS 

PROJECT MANUAL PM* 

USERS MANUAL UM 

COMPUTER OPERATION MANUAL OM 

PROGRAM IYA IIUTENAIUCE MANUAL MM 

T E S T  PLAN P T  

T E S T  A N A L Y S I S  REPClRT RT 

TECHNICAL NOTE -rN 

TECHNICAL REPORT -rR 

* PROJECT MANUAL MNEMONIC ASSIGNMENT OCCURS ONLY WHEN T H E  USERS, 
COMPUTER OPERATION,  AND PROGRAM MAINTENANCE MANUALS ARE BOUND A S  
A S I N G L E  DOCllMENT O F  l lNDER 200 PAGES FOR SMALL PROJECTS.  

# 

FIGURE 6-01. Docurnent Types 
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i d e n t i f y  a d o c u m e n t  w h i c h  h a s  b e e n  r e v i s e d .  A new c o n s e c u t i v e  
c h a r a c t e r  s h a l l  b e  u s e d  f o r  e a c h  r e i s s u e  o r  m a j o r  c h a n g e  s t a r t i n g  
w i t h  "A" f o r  t h e  f i r s t  r e v i s i o n .  When s u c h  a c h a r a c t e r  is u s e d ,  
t h e  d o c u m e n t  w i t h  t h e  p r e c e d i n g  c h a r a c t e r  i s  n o r m a l l y  c a n c e l l e d .  

C o n s e q u e n t l y ,  t h e  e x a m p l e  shown i n  p a r a g r a p h  6 . 2  r e f e r s  t o  a 
CONFIDEL4TIAL P r o g r a m  S p e c i f i c a t i o n  p r e p a r e d  by NARDACWASHDC f o r  
p r o j e c t  98T1083.  The  d o c u m e n t  is t h e  f o u r t h  P rogra in  
S p e c i f i c a t i o n  i n  t h e  s e r i e s  a n d  h a s  b e e n  r e v i s e d  o n c e  s i n c e  t h e  
o r i g i n a l  docurnent  was  p r e p a r e d .  

(reverse b l a n k )  



SECTIOii 7 .  DOCUI~ENTCHANGES 

7 . 1  P u r p o s e .  T h i s  s e c t i o n  e s t a b l i s h e s  c o n v e n t i o n s  f o r  c h a n g i n g  
and u p d a t i n g  d o c u m e n t s  s i m i l a r  t o  t h o s e  i n  SECNAVINST 5215 .1C.  

7 . 2  Componen t s .  The c o m p o n e n t s  t o  e f f e c t  a c h a n g e  t o  a documen t  
a r e :  

a .  Change  T r a n s m i t t a l  N o t i c e .  The c h a n g e  t r a n s m i t t a l  
n o t i c e ,  i s s u e d  by t h e  a u t h o r i t y  r e s p o n s i b l e  f o r  t h e  m a i n t e n a n c e  
o f  t h e  d o c u m e n t  b e i n g  c h a n g e d ,  s h a l l  i n c l u d e  a r e f e r e n c e  t o  t h a t  
d o c u r r ~ e n t ;  a  c h a n g e  t r a n s m i t t a l  n o t i c e  number ;  t h e  d a t e  o f  t h e  
c h a n g e ;  a l i s t  o f  t h e  a c t i o n s  t o  b e  t a k e n  t o  e f f e c t  t h e  c h a n g e ;  a 
c a n c e l l a t i o n  n o t i c e ;  a n d ,  i f  a p p r o p r i a t e ,  a n y  o t h e r  i n f o r m a t i o n  (R 
n e c e s s a r y  t o  p r o p e r l y  e f f e c t  t h e  c h a n g e .  

b .  K e v i s e d . T e x t .  The  r e v i s e d  t e x t  o f  t h e  d o c u m e n t  s h a l l  b e  
e i t h e r  a t t a c h e d  t o  t h e  c h a n g e  t r a n s m i t t a l  n o t i c e  a s  p a g e s  t o  be  
i n s e r t e d  i n t o  t h e  d o c u m e n t  o r  s p e c i f i e d  by a l i s t  o f  p e n  c h a n g e s  
i n  t h e  body o f  t h e  n o t i c e .  

c .  R e c o r d  o f  C h a n g e s .  T h i s  p a g e ,  i n c l u d e d  i n  e a c h  documen t  
( o r  i n  t h e  f i r s t  c h a n g e  t o  a d o c u m e n t ) ,  s h a l l  b e  u s e d  t o  n o t e  t h e  
c h a n g e s  t h a t  h a v e  b e e n  made t o  t h e  d o c u m e n t  a s  a r e s u l t  o f  e a c h  
c h a n g e  t r a n s m i t t a l  n o t i c e .  The f o r m a t  o f  t h i s  p a g e  i s  s p e c i f i e d  
i n  p a r a g r a p h  2 .3 .7 .  (R 

d .  L i s t  o f  E f f e c t i v e  P a g e s .  When a l i s t  o f  e f f e c t i v e  p a g e s  
i s  r e q u i r e d  i n  a d o c u m e n t ,  i t  m u s t  b e  u p d a t e d  w i t h  e a c h  c h a n g e  
t r a n s m i t t a l  n o t i c e  t h a t  a d d s  p a g e s  t o  o r  r e p l a c e s  p a g e s  i n  t h e  
d o c u m e n t .  The r e v i s e d  l i s t  s h o u l d  b e  f o r w a r d e d  w i t h  e a c h  c h a n g e  
t r a n s m i t t a l  n o t i c e  u n l e s s  o n l y  p e n  c h a n g e s  a r e  t o  b e  made t o  t h e  
documen t .  Examples  o f  l i s t s  o f  e f f e c t i v e  p a g e s  w i t h  s a m p l e  
e n t r i e s  a r e  shown i n  F i g u r e  7-k31. 

7 . 3  T y p e s  o f  C h a n q e s .  The o n l y  p e r m i s s i b l e  t y p e s  o f  c h a n g e s  a r e  
t h o s e  s p e c i f i e d  i n  t h e  f o l l o w i n g  p a r a g r a p h s .  

7 . 3 . 1  P a g e  C h a n g e s .  P a g e  c h a n g e s  a r e  p r e f e r a b l e  t o  p e n  c h a n g e s  
s i n c e  t h e y  a r e  g e n e r a l l y  m o r e  e c o n o m i c a l ;  p r o v i d e  n e a t e r ,  more  
l e g i b l e  c o p y ;  d e c r e a s e  t h e  c h a n c e  o f  e r r o r s ;  a n d  d e c r e a s e  t h e  
time e x p e n d e d  by r e c i p i e n t s  i n  mak ing  c h a n g e s .  

I . . Pen C h a n g e s .  A l t h o u g n  t h e  u s e  o f  p a g e  c h a n g e s  i s  
e n c ~ : , ~cj"i.:, a l i s t  o f  c h a n g e s  t o  b e  made by s t r l k i n g  o u t ,  
c h a n g i n g ,  o r  a d d i n g  i n f o r m a t i o n  t o  t h e  d o c u m e n t  by p e n  - I Z ~h e  
p r o v i d e d  t o  r e c i p i e n t s  when t h e  time r e q u i r e d  f o r  a s i n g l e  
a d d r e s s e e  t o  e n t e r  a l l  c h a n g e s  o n  a s i n g l e  s h e e t  ( t w o  s i d e s )  o f  
2 a p e r  d o e s  n o t  e x c e e d  t h a t  r e q u i r e d  t o  remove a  s u p e r s e d e d  s h e e t  
ana l n s e r t  a new o n e .  L ' i r e c t i o n s  m u s t  s t a t e  p r e c i s e l y  w h e r e  t h e  
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c h a n g e  occu r s ;  i . e . ,  p a g e  n u n b e r ,  p a r a g r a p h  number ,  l i n e  nuinber ,  
a n d  o t h e r  2 e r t i n e n t  i n f o r m a t i o n .  

7 . 3 . 3  R e p e t i t i v e  Minor  C h a n q e s .  When t h e  same m i n o r  c h a n g e  
occurs  many times t h r o u g h o u t  a d o c u m e n t ,  a s i n g l e  c h a n g e  s h e e t  
may be  i s s u e d ,  p r o v i d e d  t h e  o r i g i n a t i n g  a u t h o r i t y  d e t e r m i n e s  t h a t  
i t  i s  j u s t i f i e d  a n d  s u f f i c i e n t .  S u c h  a s p e c i a l  c h a n g e  s h e e t  is  
j u s t i f i e d  when t h e  u s e  o f  pen  c h a n g e s  wou ld  r e q u i r e  e x c e s s i v e  
e x p e n d i t u r e  o f  p e r s o n n e l  t ime,  o r  t h e  u s e  o f  p a g e  c h a n g e s  wou ld  
b e  t a n t a m o u n t  t o  a c o m p l e t e  r e p r i n t i n g .  The c h a n g e  t r a n s m i t t a l  
n o t i c e  m u s t  s t a t e  t h a t  t h e  c h a n g e  is  a p p l i c a b l e  t h r o u g h o u t  t h e  
d o c u ~ n e n t  a n d  t h a t  i t  is  b e i n g  i s s u e d  i n  l i e u  o f  a l i s t  o f  p e n  
c h a n g e s  o r  r e p r i n t e d  p a g e s .  The s h e e t  s h a l l  be p r e p a r e d  f o r  
i n s e r t i o n  by r e c i p i e n t s  a t  an  a p p r o p r i a t e  p l a c e  a t  t h e  b e g i n n i n g  
o f  t h e  d o c u m e n t  b e i n g  c h a n g e d ,  u s u a l l y  a s  a s p e c i a l  n o t i c e .  The  
c h a n g e  s h a l l  r e m a i n  i n  e f f e c t  u n t i l  a r e v i s i o n  i n c o r p o r a t e s  a l l  
t h e  c h a n g e s  o r  t h e  b a s i c  d o c u m e n t  is c a n c e l l e d .  

7 . 4  F o r m a t  o f  Change  T r a n s m i t t a l  N o t i c e .  An e x a m p l e  o f  a c h a n g e  
t r a n s m i t t a l  n o t i c e  i s  shown i n  F i g u r e  7-02.  

7 . 4 . 1  C h a n g e  T r a n s m i t t a l  N o t i c e  Number. The c h a n g e  t r a n s m i t t a l  
n o t i c e  number s h a l l  be a n  A r a b i c  n u m e r a l  a s s i g n e d  t o  e a c h  c h a n g e  
t r a n s m i t t a l  n o t i c e .  The n u m e r a l  "1"  s h a l l  b e  a s s i g n e d  t o  t h e  
f l r s t  c h a n g e  t r a n s m i t t a l  n o t i c e  p r e p a r e d  o n  a p a r t i c u l a r  
d o c u m e n t ,  t h e  n u m e r a l  " 2 "  t o  t h e  s e c o n d ,  a n d  s o  o n .  

7 . 4 . 2  D e s i g n a t i o n  L i n e .  The d e s i g n a t i o n  l i n e ,  t y p e d  i n  c a p i t a l  
l e t t e r s  a n d  u n d e r l i n e d ,  s h a l l  a p p e a r  f i v e  l i n e s  be low t h e  l a s t  
l l n e  o f  t h e  a d d r e s s  i n  t h e  l e t t e r h e a d  i f  t h e  n o t i c e  i s  
u n c l a s s i f i e d ,  o r  s e v e n  l i n e s  i f  t h e  n o t i c e  is  c l a s s i f i e d .  I t  
s h a l l  b e g i n  a t  t h e  l e f t  m a r g i n  a n d  i n c l u d e  t h e  f o l l o w i n g  
i n f o r m a t i o n :  

a .  D e s i g n a t i o n  o f  i s s u i n g  a u t h o r i t y  
b. Document  number 
c.  Change  t r a n s m i t t a l  n o t i c e  number 

An e x a m p l e  o f  a d e s i g n a t i o n  l i n e  is: 

DON DOCUMENT NUMBER 98TlDB3 TN-O1 CHANGE TRANSXITTAL 1 

7 . 4 . 3  Chanqe  T r a n s m i t t a l  l q o t i c e  S u b j e c t .  The  s u b j e c t  s h a l l  
c o n s i s t  o f  t h e  c o m p l e t e  title o f  t h e  d o c u m e n t  b e i n g  c h a n g e d .  I f  
t h i s  t l t l e  is  c l a s s i f i e d ,  t h e  t i t l e  s h a l l  b e  f o l l o w e d ,  i n  
p a r e n t h e s e s ,  by  t h e  l e t t e r ( s )  n e c e s s a r y  t o  s p e c i f y  t h a t  s e c u r i t y  
c l a s s i f i c a t i o n .  

7 . 4 . 4  C h a n y e  T r a n s m i t t a l  P u r p o s e .  The f i r s t  p a r a g r a g h  s h a l l  
i n d l c a t e  the  2 u r p o s e  o f  t h e  n o t i b e .  
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7 . 4 . 5  Change  T r a n s m i t t a l  N o t i c e  A c t i o n .  The a c t i o n  p a r a g r a p h  of  
t h e  c h a n g e  t r a n s m i t t a l  n o t i c e  s h a l l  p r o v i d e  s p e c i f i c  i n s t r u c t i o n s  
t o  r e c i p i e n t s  a s o u t  t h e  a c t i o n s  t h a t  m u s t  be  t a k e n  t o  e f f e c t  t h e  
c h a n g e s .  

7 . 4 . 5 . 1  Pen  C h a n g e s .  Pen  c h a n g e s  s h a l l  g e n e r a l l y  b e  l i s t e d  
f l c s t  i n  t h e  a c t i o n  p a r a g r a p h  a n d  s h a l l  s p e c i f y  t h e  p a g e  n u m b e r ,  
p a r a g r a p h  number ,  a n d  l i n e  t o  b e  c h a n q e d  a s  w e l l  a s  t h e  w o r d s  t o  
be  i n s e r t e d ,  d e l e t e d ,  o r  c h a n q e d .  

7 . 4 . 5 . 2  P a q e  C h a n g e s .  P a y e  c h a n g e  s p e c i f i c a t i o n s  s h a l l  i n c l u d e  
s p e c i f i c  instructions t o  t h e  r e c i p i e n t  a b o u t  t h e  p a g e s  t o  b e  
r emoved  f r o m  o r  a d d e d  t o  t h e  d o c u m e n t .  T h e s e  c h a n q e s  s h a l l  
q e n e r a l l y  b e  l i s t e d  i n  s e q u e n t i a l  o r d e r  u s i n q  t h e  s t r u c t u r e  o f  
t h e  o r i g i n a l  d o c u m e n t  a s  t h e  g u i d e .  

7 . 5  F o r m a t  o f  T r a n s m i t t e d  T e x t .  

-
1 .  5 . 1  P a q e  Numbering- .  

7 . 5 . 1 . 1  A d d i t i o n a l  P a q e s .  P a g e s  a d d e d  t o  t h e  t e x t  s e c t i o n s  o r  
t o  a n  a p p e n d i x  i m m e d i a t e l y  f o l l o w i n g  t h e  l a s t  p a g e  o f  t h e  t e x t  
s e c t i o n  o r  a p p e n d i x  s h a l l  b e  n u m b e r e d  w i t h  t h e  s e q u e n t i a l  n u m b e r s  
f o l l o w i n g  t h e  l a s t  p a g e  number .  P a g e s  t h a t  a r e  t o  b e  a d d e d  
b e t w e e n  c o n s e c u t i v e l y  n u m b e r e d  p a g e s  o f  a d o c u m e n t  s h a l l  b e  
numbered  w i t h  t h e  number o f  t h e  p r e c e d i n g  p a g e  f o l l o w e d  by a 
l o w e r  c a s e  l e t t e r ;  e . g . ,  i i a ,  1 2 a ,  1 2 b ,  A-14a, e t c .  

-
-/ . 5 . 1 . 2  Replacer r len t  P a q e s .  P a g e s  f o r w a r d e d  t o  r e p l a c e  o b s o l e t e  
p a g e s  o f  a d o c u m e n t  s h a l l  b e  n u ; r ~ b e r e d  w i t h  t h e  same p a g e  number  
a s  t h e  p a g e  b e l n g  r e p l a c e d .  

7 . 5 . 2  Change  iqumber a n d  Date. The  c h a n g e  t r a n s m i t t a l  n o t i c e  
number s h a l l  b e  i n d i c a t e d  i n  ' t h e  u p p e r  o u t s i d e  c o r n e r  o f  e a c h  
p a g e .  The  number s h a l l  b e  f o l l o w e d  o n  t h e  s e c o n d  l i n e  by t h e  
da t e  o f  t h e  c h a n g e  t r a n s m i t t a l  n o t i c e .  Fo r  e x a m p l e :  

Change  2 
2 8  F e b r u a r y  1 9 7 8  

7 . 5 . 2 . 1  S i n q l e - f a c e  P r i n t i n q , .  The  c h a n g e  number a n d  d a t e  o f  a 
c h a n g e  t o  a d o c u m e n t  t h a t  i s  p r i n t e d  o n l y  o n  o n e  s i d e  ( f a c e )  o f  a 
s h e e t  s h a l l  a p p e a r  i n  t h e  u p p e r  r i g h t - h a n d  c o r n e r  o f  t h e  p a g e .  

7 . 5 . 2 . 2  L o u b l e - f a c e  P r i n t i n g .  when d o u b l e - f a c e  p r i n t i n g  h a s  
o e e n  u s e d ,  t h e  c h a n g e  nulnber  a n d  d a t e  s h a l l  a r j p e a r  i n  t h e  u 2 p e r  
r i g h t - h a n d  c o r n e r  o f  o d a  nuiTlsered p a g e s  a n d  t h e  u p p e r  l e f t - h a n d  
c o r n e r  o f  e v e n  nulnbered p a g e s .  Nhen a c h a n g e  i s  b e i n g  made t o  
o n l y  o a e  > a g e  ( o n e  s l a e  o f  a s h e e t ) ,  t h e  r e p l a c e m e n t  p a g e  s h a l l  
show t h e  c h a n g e  t r a n s m i t t a l  nu,xber  a n d  i t s  d a t e  o n l y  o n  t h e  p a g e  



b e i n g  c h a n g e d  e v e n  t h o u g h  t h e  o t h e r  f a c e  m u s t  b e  r e p r i n t e d  o n  t h e  
r e p l a c e m e n t  ? a g e .  

7 . 5 . 3  O t h e r  N a r k i n g s .  

7 . 5 . 3 . 1  E n c l o s u r e  L a b e l i n g .  P a g e s  a t t a c h e d  t o  t h e  c h a n g e  
t r a n s m i t t a l  n o t i c e  , n u s t  b e  r e f e r e n c e d  i n  t h e  t e x t  o f  t h e  n o t i c e  
a s  e n c l o s u r e s ,  b u t  s h a l l  -n o t  b e  l a b e l e d  a s  e n c l o s u r e s .  

7 . 5 . 3 . 2  I d e n t i f y i n q  C h a n q e d  P a r a g r a p h s / L i n e s .  An i n d i c a t i o n  o f  
t h e  g o t t i o n  o f  t h e  p a g e  t h a t  h a s  b e e n  c h a n g e d  s h a l l  b e  p r o v i d e d  
o n  a l l  r e p l a c e n e n t  ? a g e s .  A v e r t i c a l  l i n e  i n  t h e  r i g h t  m a r g i n  
s h a l l  be p r o v i d e d .  I t  s h a l l  b e g i n  w i t h  t h e  f i r s t  l i n e  c h a n g e d  
a n d  e n d  a t  t h e  l a s t  l i n e ,  w i t h o u t  i n t e r s e c t i n g  a n y  t e x t  l i n e s .  
I f  t h e  c h a n g e  a f f e c t s  o n l y  o n e  l i n e ,  o n l y  t h a t  l i n e  s h a l l  be so  
m a r k e d .  S u c h  c h a n g e s  may be i n d i c a t e d  i n  t h e  o u t e r  m a r g i n  b y  " A "  
f o r  " a d d i t i o n , "  "D" f o r  " d e l e t i o n , "  a n d  "R" f o r  " r e v i s i o n  or 
c h a n g e " ,  i n  a c c o r d a n c e  w i t h  SECNAV I n s t r u c t i o n  5 2 1 5 . 1 C .  

I n  t h e  e v e n t  f u l l  p a g e s  a r e  a d d e d  or c h a n g e d ,  t h e  v e r t i c a l  
l i n e  s h o u l d  n o t  D e  u s e d .  

7 . 6  C l a s s i f i c a t i o n  C o n s i d e r a t i o n s .  

7 . 6 . 1  G e n e r a l .  The  c l a s s i f i c a t i o n  o f  t h e  i n f o r n a t i o n  c o n t a i n e d  
i n  a c h a n g e  t o  a c l a s s i f i e d  d o c u m e n t  s h a l l  d e t e r m i n e  t h e  s e c u r i t y  
c l a s s i f i c a t i o n  o f  t h e  c h a n g e  t r a n s m i t t a l .  

7 . 6 . 2  C l a s s i f i e d  T r a n s m i t t a l  t o  U n c l a s s i f i e d  D o c u m e n t .  When a 
c h a n g e  t r a n s m i t t a l  n o t i c e  c o n t a i n s  o r  t r a n s m i t s  i n f o r m a t i o n  o f  a 
h i g n e r  c l a s s i f i c a t i o n  t h a n  t h a t  o f  t h e  b a s i c  d o c u m e n t ,  i t  s h a l l  
i n c l u d e  s p e c i f i c  i n s t r u c t i o n s  f o r  u p d a t i n g  t h e  b a s i c  d o c u m e n t ,  
i n c l u d i n g  p r e t i x i n g  t h e  a p p r o p r i a t e  c o d e  t o  t h e  d o c u m e n t  n u m b e r .  
I n  t h i s  case ,  a new c o v e r ,  new t i t l e  p a g e ,  a n d  a l i s t  o f  
e f f e c t i v e  s a g e s  s h o u l d  b e  p r o v i d e d  w i t h  t h e  n o t i c e .  F o r  
a d d i t i o n a l  i n f o r n a t i o n  s ee  S e c t i o n  5. 

7 . 6 . 3  ' i ' r a n s m i t t a l  o f  Lower  C l a s s i f i c a t i o n  t h a n  C l a s s i f i e d  
O o c u m e n t .  d h e n  t h e  c h a n g e  t r a n s m i t t a l  i s  u n c l a s s i f i e d  o r  g i v e n  a 
l o w e r  c l a s s i f i c a t i o n  t h a n  t h e  d o c u m e n t  i t  m o d i f i e s ,  i t  m u s t  
i n c l u d e  a s g e c i f i c  s t a t e m e n t  c a l l i n g  a t t e n t i o n  t o  t h e  h i g h e r  
c l a s s i f i c a t i o n  o f  t h e  b a s i c  d o c u m e n t  a n d  e x p l a i n i n g  t h a t  t h e  
t r a n s n i i t t a l  h a s  b e e n  g i v e n  a lower c l a s s i f i c a t i o n  b e c a u s e  o f  t h e  
n a t u r e  o f  i ts  own c o n t e n t s .  
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S E C T I O N  8 .  FLOWCHART SYIYBOLS AND G U I D E L I N E S  

8 . 1  P u r p o s e .  T h i s  s e c t i o n  e s t a b l i s h e s  t h o s e  s y m b o l s  w h i c h  a r e  
t o  b e  u s e d  t o  r e p r e s e n t  p r o c e s s i n g  o p e r a t i o n s  o n  c h a r t s  a n d  
g u i d e l i n e s  r e g a r d i n g  t h e i r  u s e .  

8 . 2  	 S p e c i f i c  F l o w c h a r t  S y m b o l s .  The  f l o w c h a r t  s y m b o l s  s p e c i f i e d  
i n  t h e  c u r r e n t  v e r s i o n  o f  t h e  A m e r i c a n  N a t i o n a l  S t a n d a r d  (see 
p a r a g r a p h  1 . 2 )  s h a l l  b e  u t i l i z e d .  

8 . 3  G r a p h i c  S y m b o l s .  The  g r a p h i c  s y m b o l s  shown  i n  F i g u r e  8 - 0 1  
a r e  recommended  f o r  g e n e r a l  u s e  when a p p r o p r i a t e  o n  f l o w c h a r t s  
a n d  i n  o t h e r  d o c u m e n t a t i o n .  

8 .4  	 G e n e r a l  F o r m a t  R e q u i r e m e n t s .  

8 . 4 . 1  P h y s i c a l  D i m e n s i o n s  a n d  L a y o u t .  F l o w c h a r t s  s h a l l  b e  d r a w n  
o n  p l a i n  w h i t e  bond  o r  v e l l u m  d r a w i n g  p a p e r  ( n o t  t o  e x c e e d  1 0  1 /2  
i n c h e s  by  1 6  ~ n c h e s )  o r  o n  c o m p u t e r  p r i n t e r  p a p e r .  The  p a p e r  
s h a l l  b e  p o s i t i o n e d  s u c h  t h a t  t h e  l o n g e r  d i m e n s i o n  is  h o r i z o n t a l .  

The b i n d i n g  m a r g i n  s h a l l  b e  1 i n c h  w i d e .  A l l  o t h e r  m a r g i n s  
s h a l l  be  1 / 2  i n c h  w i d e .  

T h e  a r e a  w i t h i n  t h e  m a r g i n s  s h a l l  c o n t a i n  a l l  s y m b o l s ,  
a n n o t a t i o n s ,  r e m a r k s ,  a n d  l e g e n d s .  

8 . 4 . 2  P l a t e  L a b e l .  E a c h  p a g e  o f  a f l o w c h a r t  r e n d e r e d  by g r a p h i c  
t e c h n i q u e s  is  r e f e r r e d  t o  a s  a p l a t e .  Each  p l a t e  s h a l l  c o n t a i n  a 
r e c t a n g u l a r  l a b e l  i n  t h e  l o w e r  r i g h t - h a n d  p o r t i o n  o f  t h e  a r e a  
d e f i n e d  a b o v e  a n d  s h a l l  c o n t a i n  i n f o r m a t i o n  s u c h  a s  t h e  
f o l l o w i n g :  

a .  	 L a b e l  - t h e  l a b e l  o r  s h o r t  t i t l e  w h i c h  i d e n t i f i e s  t h e  
s y s t e m  o r  p r o g r a m  d e p i c t e d  i n  t h e  f l o w c h a r t .  T h i s  
s h a l l  g e n e r a l l y  b e  t h e  name o f  t h e  p r o g r a m  a s  i t  
a p p e a r s  i n  t h e  s o u r c e  c o d e ;  e . g . ,  SORTIR. 

b .  	 T i t l e  - t h e  f u l l  name o r  f u n c t i o n  o f  t h e  s y s t e m  o r  
p r o g r a m  d e p i c t e d  i n  t h e  f l o w c h a r t ;  e . g . ,  SORT INPUT 
R E C O R D S .  

c .  	 P r o y r a m m e r / d a t e  - t h e  name o f  t h e  a n a l y s t  o r  p rog rammer  
who d r e w  t h e  f l o w c h a r t  a n d  t h e  d a t e  t h e  f l o w c h a r t  was 
c o m p l e t e d .  

d .  	 P r o j e c t  number  - t h e  n u ~ n b e r  o f  t h e  p r o j e c t  f o r  w h i c h  
t h e  f l o w c h a r t  was  d r a g n .  

e .  	 Number - a p l a t e  number w h i c h  i d e n t i f i e s  a p a r t i c u l a r  



+ plus, add 	 -- toe q ~ ~ a l  

- minus, subtract # not equal t o  

x mu1 t i p l y l  # not greater than 

t divide1 # n o t  l ess  than 

+_ plus or minus YES or Y Yes 

> greater than NO or N No 

c less  than TRUE or T True 

-> greater than or equal to FALSE or F Fa1 se 

I l ess  than or equal to  

1 	 Multiplication and division signs may be similar to  those used in 
the programming language, such as "*" for  multiplication and " / "  
for  division. 

FIGURE 8-01. Graphic Symbols 




f lowchar t .  T h i s  number s h a l l  be ass igned by the  
p r o j e c t  l eade r  and i n s e r t e d  a t  time of p l a t e  
p repa ra t ion  or when f i n a l  assembly of a l l  p l a t e s  is  
e f f e c t e d .  I t  may be used t o  c r o s s  r e f e rence  the  p l a t e  
t o  the  next  or t o  any o ther  p l a t e .  

f . Mod - an a l p h a b e t i c  c h a r a c t e r  i n d i c a t i n g  s u c c e s s i v e  
mod i f i ca t ions  of t he  p a r t i c u l a r  f lowchar t .  The 
o r i g i n a l  f lowchar t  modi f ica t ion  des igna to r  may be 
blank,  t he  f i r s t  r e v i s i o n  of i t  " A " ,  t he  second "B", 
e t c .  

g .  	 Page x of n - " x u  is the  i nd iv idua l  page number of the  
t o t a l  number of "n" pages w i th in  t he  s e t  de sc r ib ing  a 
p a r t i c u l a r  program or r o u t i n e .  

8 .5  Automated Flowcharts .  Flowcharts  produced by automated 
f lowchar t ing  programs may be used i n  l i e u  of those  rendered by 
gra2hic  techniques .  

(reverse blank) 




S E C T I O N  9 .  CHART TYPES 

9 . 1  P u r p o s e .  T h i s  s e c t i o n  p r e s e n t s  a n d  d e s c r i b e s  a s e t  o f  c h a r t  
t y p e s  t h a t  may b e  i n c l u d e d ,  a s  a p p r o p r i a t e ,  i n  c o m p u t e r  
p r o g r a a m i n y  d o c u m e n t s .  

9 . 2  C h a r t  T y p e s .  The f i v e  t y p e s  o f  c h a r t s  d e s c r i b e d  i n  t h e  
f o l l o w i n g  p a r a g r a p h s  may b e  u s e d  t o  g r a p h i c a l l y  p r e s e n t  
i n f o r m a t i o n  a b o u t  o n e  s y s t e m  i n  s e v e r a l  d i f f e r e n t  t y p e s  o f  
p r o g r a m m i n g  d o c u m e n t s  a t  t h e  l e v e l  o f  d e t a i l  m o s t  s u i t a b l e  t o  t h e  
r e a d e r s  o f  e a c h  d o c u m e n t .  The  c h a r t  t y p e s  r a n g e  f r o m  a g e n e r a l  
d e s c r i p t i o n  o f  s y s t e m  o r g a n i z a t i o n  i n  t h e  S y s t e m  O r g a n i z a t i o n  
C h a r t  t o  a d e t a i l e d  r e p r e s e n t a t i o n  o f  p r o g r a m  o p e r a t i o n  i n  t h e  
M i c r o  F l o w c h a r t .  A l l  b l o c k s  a n d  s y m b o l s  u s e d  i n  e a c h  c h a r t  m u s t  
b e  f u l l y  l a b e l e d  a n d  i d e n t i f i e d .  

3 . 2 . 1  S y s t e m  O r g a n i z a t i o n  C h a r t .  

a.  	 P u r p o s e :  To p r o v i d e  a n  o v e r a l l  v i e w  o f  t h e  s y s t e m  
o r g a n i z a t i o n  a n d  i n f o r m a t i o n  f l o w  f o r  t h e  o r i e n t a t i o n  
o f  g e n e r a l  management  a n d  s t a f f  r e q u i r i n g  a b a s i c  
u n d e r s t a n d i n g  o f  t h e  s y s t e m .  

b .  	 C o n t e n t :  A b l o c k  d i a g r a m  r e p r e s e n t a t i o n  o f  i d e n t i f i e d  
f u n c t i o n a l  areas/commands/organizations/activities 
r e l a t e d  t o  t h e  s y s t e m  w i t h  i n t e r c o n n e c t i n g  d a t a  
i n f o r i n a t i o n  f l o w l i n e s  b e t w e e n  a p p l i c a b l e  b l o c k s .  An 
e x a m p l e  is  shown i n  F i g u r e  9-01.  

9 . 2 . 2  S y s t e m  I n f o r m a t i o n  F l o w c h a r t .  

a .  	 P u r p o s e :  To p r o v i d e  a c o m p r e h e n s i v e  p r e s e n t a t i o n  o f  
t h e  f l o w  a n d  h a n d l i n g  o f  i n f o r m a t i o n  w i t h i n  t h e  o v e r a l l  
s y s t e m  f o r  management  a n d  s t a f f  p e r s o n n e l .  

b .  	 C o n t e n t :  A b l o c k  a n d  s y m b o l i c  r e p r e s e n t a t i o n  o f  i n p u t ,  
o p e r a t i o n ,  a n d  o u t p u t  i n f o r m a t i o n  i n  t h e  v a r i o u s  
f u n c t i o n a l  a r e a s  o f  t h e  o r g a n i z a t i o n  w i t h  
i n t e r c o n n e c t i n g  f l o w l i n e s .  The  S y s t e m  I n f o r m a t i o n  
F l o w c h a r t  i s  a more  d e t a i l e d  b r e a k d o w n  o f  t h e  
i n f o r m a t i o n  f l o w  t h r o u g h  t h e  s y s t e m  t h a n  i s  p r o v i d e d  by 
t h e  S y s t e m  O r g a n i z a t i o n  C h a r t ,  a n d  i t  may i n c l u d e  
p i c t o r i a l  r e p r e s e n t a t i o n s  o f  e q u i p m e n t s  f o r  a d d i t i o n a l  
c l a r i f i c a t i o n  o f  f l o w  a n d  h a n d l i n g  o f  s y s t e m  
i n f o r m a t i o n .  A n  exa rnp le  is shown i n  ' F i g u r e  9 - E 2 .  

a .  	 P u r p o s e :  1'0; : r e s e n t  a l l  s i g n i f i c a n t  a s p e c t s  o f  d a t a  
f l o w  f o r  u s e  a s  a means  o f  c o m ~ n u n i c a t i o n  o f  s y s t e m  
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FIGURE 9-01. Example of System Organization Chart 






d e s i g n  between u s e r  and sys t em a n a l y s t ,  t o  p r o v i d e  a 
b a s l s  f o r  deve lopment  of d e t a i l e d  s y s t e m  d e s i g n ,  and t o  
p r o v i d e  o p e r a t i n g  p e r s o n n e l  w i t h  a n  i n t e g r a t e d  p i c t u r e  
of sys t em d a t a  p r o c e s s i n g  o p e r a t i o n s .  

b .  	 C o n t e n t :  A comprehens ive  p o r t r a y a l  of d a t a  f l ow 
including d a t a  p r o c e s s i n g  o p e r a t i o n s  and 
interrelationships t h r o u g h o u t  t h e  sys t em d e p i c t e d  w i t h  
s t a n a a r d  f l o w c h a r t  symbols .  An I n t e g r a t e d  ADP 
F lowchar t  is a more d e t a i l e d  breakdown of d a t a  f low and 
d a t a  p r o c e s s i n g  o p e r a t i o n s  t h a n  is  p r e s e n t e d  i n  a 
System I n f o r m a t i o n  F l o w c h a r t .  An example is  shown i n  
F i g u r e  9-03.  

R) 9.2.4 t i igk ie r - leve l  F l o w c h a r t .  

a .  	 Purpose :  To p r o v i d e  a means of communicat ing d e t a i l e d  
s y s t e m  o p e r a t i o n  and prograrn i n t e r r e l a t i o n s h i p s .  

b .  	 C o n t e n t :  The sequence  of p r o c e s s i n g  e v e n t s  i n  ADP 
symbology t o  be per formed by t h e  compu te r .  S e e  F i g u r e  
9-24 f o r  an example.  

9 . 2 . 5  Micro F l o w c h a r t .  

a .  	 Pu rpose :  To p r o v i d e  a d e t a i l e d  d e f i n i t i o n  of t h e  
o r y a n i z a t l o n  and l o g i c  of  e a c h  program o r  s u b r o u t i n e  i n  
t h e  sys t em f o r  d e s i g n ,  debug ,  and t e s t  p u r p o s e s .  

b. 	 C o n t e n t :  The sequence  of l o g i c  p r o c e s s e s  f o r  a program 
described i n  computer  l e v e l  l anguage .  F i g u r e  9-a5  i s  
an example of a  f l o w c h a r t  of a  s u b r o u t i n e  "PRNT" which 
i s  one b lock  on t h e  N i g h e r - l e v e l  F l o w c h a r t  i n  F i g u r e  
9-84. For most s y s t e m s  two l e v e l s  of f l o w c h a r t s  
( H i g h e r - l e v e l  and iblicro) a r e  s u f f i c i e n t .  Micro 
f l o w c h a r t s  of v a r y i n g  l e v e l s  of  d e t a i l  may be p r o d u c e d ,  
h o d e v e r ,  o n l y  i f  a sys t em r e q u i r e s  f l o w c h a r t s  a t  more 
t n a n  two l e v e l s  of  d e t a i l .  



FIGURE 9-03. Example of I n t e g r a t e d  ADP Flowchart 
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SECTIOl i j  10. DATA D E S C R I P T I O I J  LANGUAGES ( D D L )  

1 . 1  P u r p o s e .  T h i s  s e c t i o n  p r e s c r i b e s  a s t a n d a r d  m e t h o d  t o  
d e s c r i b e ,  f o r m a t ,  and  d o c u m e n t  d a t a  i n d e p e n d e n t  o f  a n y  
p rogramming  l a n g u a g e .  

1 8 . 2  B a c k g r o u n d .  

a .  	 D a t a  h a s  t r a d i t i o n a l l y  b e e n  p r o c e s s e d  a n d  s t o r e d  (R 
r e d u n d a n t l y ,  i n  i n d e p e n d e n t  a p p l i c a t i o n - o r i e n t e d  f i l e s  
a s s o c i a t e d  w i t h  o n e  o r  more s p e c i f i c  p r o g r a m s .  A s  
management  i n f o r m a t i o n  s y s t e m s  a r e  f o r m e d  t o  f u n c t i o n  
a s  i n t e g r a t e d  s y s t e m s ,  t h i s  i n d e p e n d e n t  p r o c e s s i - n g  and 
s t o r a g e  o f  d a t a  becomes  u n w i e l d y .  T h i s  h a s  l e d  t o  t h e  
d e v e l o p m e n t  o f  d a t a  b a s e s .  

A a a t a  b a s e  c a n  b e  s a i d  t o  b e  a c o l l e c t i o n  o f  (R 
i n t e r  r e l a t e d  d a t a  t h a t  i s  s t o r e d  i n d e p e n d e n t l y  o f  
p r o g r a m s  t h a t  u s e  t h e  d a t a ,  a n d  o v e r  w h i c h  c e n t r a l i z e d  
c o n t r o l  o f  d a t a  s t o r a g e ,  m o d i f i c a t i o n ,  and  r e t r i e v a l  is 
e x e r c i s e d .  To s u p p o r t  t h e  r e q u i r e m e n t  f o r  c e n t r a l i z e d  
c o n t r o l ,  and  also t o  a l l o w  p r o g r a m s  w r i t t e n  i n  
d i f f e r e n t  p r o g r a m m i n g  l a n g u a g e s  t o  p r o c e s s  t h e  d a t a  i n  
t h e  d a t a  b a s e ,  i t  i s  u s e f u l  f o r  t h e  d e s c r i p t i o n  o f  t h e  
d a t a  b a s e  t o  b e  i n d e p e n d e n t  o f  t h e  c o m p u t e r  s y s t e m  o r  
p rogramming  l a n g u a g e s  u s e d  i n  c o n j u c t i o n  w i t h  t h a t  d a t a  
b a s e .  I n  c o n j u n c t i o n  w i t h  t h i s  s e p a r a t e  d a t a  
d e s c r i p t i o n ,  t h e r e  o f t e n  e x i s t s  a s e p a r a t e  p r o g r a m ,  
c a l l e d  a d a t a  b a s e  management  s y s t e m  (DBMS), w h i c h  
a c c e p t s  t h e  d a t a  d e s c r i p t i o n  a s  i n p u t ,  a n d  w h i c h  
p e r f o r m s  a l l  p r o c e s s i n g  o f  t h e  d a t a  b a s e  i n  r e s p o n s e  t o  
r e q u e s t s  f r o m  i n d i v i d u a l  p r o g r a m s  t h a t  u s e  t h e  d a t a  
b a s e .  

c .  	 The CODASYL D a t a  D e s c r i p t i o n  L a n g u a g e  C o m m i t t e e  journal(^ 
o f  D e v e l o p m e n t  1 9 7 8  w h i c h  r e p l a c e s  t h e  1 9 7 3  J o u r n a l  o f  
D e v e l o p m e n t  ( i s s u e d  as  N a t i o n a l  B u r e a u  o f  S t a n d a r d s  
(NBS) Handbook 1 1 3  (NBS-HS-113)) ,  i n c l u d e s  
s p e c i f i c a t i o n s  f o r  a common d a t a  d e s c r i p t i o n  l a n g u a g e  
( D D L ) ,  i n d e p e n d e n t  o f ,  b u t  common t o ,  many h i g h e r  l e v e l  
p rogramminq  l a n q u a q e s .  Fo r  e x a m p l e ,  p r o g r a m m i n g  
l a n g u a g e  i n t e r f a c e s  f o r  a c c e s s i n g  d a t a  b a s e s  d e s c r i b e d  
i n  t h i s  DDL h a v e  a l r e a d y  b e e n  d e f i n e d  by CODASYL f o r  
t h e  COBOL a n d  FORTRAN l a n q u a g e s .  The  CODASYL DDL 
p r o v i d e s  a common f r amework  w i t h i n  w h i c h  d a t a  f o r  o t h e r  
p royramminq  l a n q u a q e s  a l s o  c a n  be d o c u m e n t e d .  

1 . 3  A p p l i c a t i o n  t o  t h i s  I n s t r u c t i o n .  The  D a t a  R e q u i r e m e n t s  (R 
Document  a n d  D a t a  B a s e  S p e c i f i c a t i o n  shown i n  F i q u r e s  3 - a 2  a n d  
3-85 ,  r e s p e c t i v e l y ,  o f  P a r t  3  o f  t h e  A u t o m a t e d  D a t a  S y s t e m s  



D o c u ~ r ~ e n t a t i o nS t a n d a r d s  a r e  d i r e c t l y  r e l a t e d  t o  a p p l i c a t i o n  of 
Aj t h e  DLIL c o n c e p t .  I n  many c a s e s ,  i t  w i l l  be  manda to ry  t h a t  a d a t a  

d e s c r i p t i o n  b e  i n  a fo rm p e c u l i a r  t o  a p a r t i c u l a r  s y s t e m  o r  
proyraiiirnlng l a n g u a g e .  For e x a m p l e ,  i f  a p a r t i c u l a r  d a t a  b a s e  
inanaqement s y s t e m  (DBMS) i s  i n  u s e  a t  an  i n s t a l l a t i o n ,  t h e n  
a e s c r i p t i o n s  o f  d a t a  bases t o  be  m a i n t a i n e d  unde r  t h a t  DBMS m u s t ,  
u l t i i n a t e l y ,  be e x p r e s s e d  i n  t h e  D D L  a s s o c i a t e d  w i t h  t h a t  DBMS. 
however ,  d a t a  b a s e  d e s i g n s  o r  d a t a  r e q u i r e m e n t s  a n a l y s e s  a r e  
f r e q u e n t l y  p r e p a r e d  i n  a number o f  s t a g e s  i n  o r d e r  t o  r e d u c e  t h e  
c o m p l e x i t y  o f  t h e s e  e f f o r t s .  I n  s u c h  c a s e s ,  t h e  i n t e r i m  s t a g e s  
o i  s u c h  a e s i g n s  o r  a n a l y s e s  m i g h t  b e n e f i t  f rom b e i n g  documented  
i n  a f o rm  i n d e p e n d e n t  o f  p a r t i c u l a r  DBMS's o r  programming 
l a n g u a g e s .  I n  f a c t ,  o f t e n  s u c h  i n t e r i m  s t a g e s  t a k e  p l a c e  p r i o r  
t o  o r  d u r l n g  s e l e c t i o n  o f  p a r t i c u l a r  DBkqS's o r  programming 
l a n g u a g e s .  I n  t h e s e  c i r c u m s t a n c e s ,  u s e  o f  a DDL i n d e p e n d e n t  of  
p a r t i c u l a r  DBNS'S o r  programminq l a n q u a g e s  i s  h i g h l y  d e s i r a b l e .  

R )  	1D.4 I l np l en i en t a t i on  o f  DDL.  A d d r e s s e e s  a r e  e n c o u r a g e d  t o  u s e  
t h e  COUASYL DDL f o r  d o c u m e n t i n g  d a t a  when i t  is  n o t  m a n d a t o r y  
t h a t  t h e  a a t a  d e s c r i p t i o n  be i n  a form p e c u l i a r  t o  a p a r t i c u l a r  
s y s t e m  o r  programminq l a n q u a q e .  

A) 1 0 . 5  O r d e r i n g  CODASYL D D L  Document. C o p i e s  o f  t h e  CODASYL Data  
D e s c r l p t i o n  Language Commit tee  J o u r n a l  o f  Deve lopment  1 9 7 8  may b e  
o b t a i n e d  f o r  $6 .55  ( i n  C a n a d i a n  o r  U n i t e d  S t a t e s  f u n d s )  a copy.  
The r e m i t t a n c e  s h o u l d  be  made p a y a b l e  t o  "The R e c e i v e r  G e n e r a l  
f o r  Canada"  and f o r w a r d e d  t o :  M a t e r i a l  D a t a  Nanageinent C e n t r e ,  
Depa r tmen t  o f  S u p p l y  and  S e r v i c e s ,  4 t h  F l o o r ,  C o r e  B 1 ,  11 L a u r i e r  
S t r e e t ,  t i u l l ,  Q u e b e c ,  Canada K I A  OS5. 



APPENDIX A 


1 	 S e v e r a l  o f  t h e s e  d o c u m e n t s  a r e  l i s t e d  i n  a n d  a v a i l a b l e  
t h r o u g h  t h e  D e p a r t m e n t  o f  D e f e n s e  I n d e x  o f  S p e c i f i c a t i o n s  
a n d  S t a n d a r d s  (DODISS) a s  d o c u m e n t s  u n d e r  " O t h e r  
D e p a r t m e n t a l  D o c u m e n t s "  a n d  Area IPSC ( I n f o r m a t i o n  
P r o c e s s i n g  S t a n d a r d s  f o r  C o m p u t e r s )  . P u r s u a n t  t o  S e c t i o n  
2-601 o f  t h e  D e f e n s e  S t a n d a r d i z a t i o n  Manua l  (DSM) 4120.3-M 
o f  J a n u a r y  1 9 7 2 ,  d i s t r i b u t i o n  is made a u t o m a t i c a l l y  t o  
a c t i v i t i e s  o n  a u t o m a t i c  d i s t r i b u t i o n  f o r  IPSC d o c u m e n t s .  
DSM 4120.3-M, t h e  DODISS, a n d  a l l  i tems e n t e r e d  i n  t h e  
DODISS a re  s t o c k e d  a t  a n d  a v a i l a b l e  f r o m  t h e  DOD S i n g l e  
S t o c k  P o i n t  (DODSSP) f o r  S t a n d a r d i z a t i o n  D o c u m e n t s ,  N a v a l  
P u b l i c a t i o n s  a n d  F o r m s  C e n t e r ,  5 8 0 1  T a b o r  A v e n u e ,  
P h i l a d e l p h i a ,  PA 1 9 1 2 0 .  They  may b e  r e q u e s t e d  u s i n g  DD 
Form OD1425 o r  by  t e l e p h o n e  (AUTOVON 4 4 2 - 3 3 2 1 ) .  

2 	 S e e  S e c t i o n  6 f o r  a d e f i n i t i o n  o f  t h e s e  mnemonics .  

3 	 F l o w c h a r t s  a r e  f u r t h e r  d i s c u s s e d  i n  S e c t i o n  8. 

4 	 When t h e  Users M a n u a l ,  Compute r  O p e r a t i o n  M a n u a l ,  a n d  
P r o g r a m  M a i n t e n a n c e  Manual  a r e  bound  t o g e t h e r  i n  t h e  P r o j e c t  
M a n u a l ,  t h e  p a g e s  s h a l l  b e  numbered  a s  d e s c r i b e d ,  b u t  t h o s e  
i n  t h e  f i r s t  m a n u a l  s h a l l  b e  p r e c e d e d  by  "1-" a n d  t h o s e  i n  
t h e  s e c o n d  m a n u a l  by "2-"  ( e . g . ,  2 -12 ,  2-A-1, 2-Index-l) , 
e t c .  

5 	 When s e v e r a l  m a n u a l s  a r e  bound t o g e t h e r  i n t o  t h e  same  
d o c u m e n t ,  t h e  f o o t n o t e  s y m b o l  "1" s h a l l  b e  u s e d  f o r  t h e  
f i r s t  f o o t n o t e  i n  e a c h  m a n u a l .  
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DATE S e p t e m b e r  1 3 ,  1977 

ASD ( C )  

Depa r tmen t  o f  Defense Instruction 

SUBJECT DoD Automated D a t a  S y s t e m s  D o c u m e n t a t i o n  S t a n d a r d s  

R e f e r e n c e s :  ( a )  DoD I n s t r u c t i o n  4 1 2 0 . 1 7 ,  a b o v e  s u b j e c t ,  
December 2 9 ,  1972  ( h e r e b y  c a n c e l e d )  

( b )  	 DoD D i r e c t i v e  5 1 0 0 . 4 0 ,  " R e s p o n s i b i l i t y  f o r  
A d m i n i s t r a t i o n  o f  t h e  DoD A u t o m a t i c  D a t a  
P r o c e s s i n g  P r o g r a m , "  A u g u s t  1 9 ,  1 9 7 5  

( c )  	 DoD D i r e c t i v e  4 1 0 5 . 5 5 ,  " S e l e c t i o n  a n d  
A c q u i s i t i o n  o f  A u t o m a t i c  D a t a  P r o c e s s i n g  
R e s o u r c e s , "  May 1 9 ,  1 9 7 2  

( d )  	 DoD Manual  4120.3MI " S t a n d a r d i z a t i o n  P o l i c i e s ,  
P r o c e d u r e s ,  a n d  I n s t r u c t i o n , "  J a n u a r y  3 ,  
1 9 7 2  

( e )  	DoD Manual 4120.17MI "Automated  D a t a  
S y s t e m  D o c u m e n t a t i o n  S t a n d a r d s  M a n u a l , "  
December 2 9 ,  1 9 7 2  ( h e r e b y  c a n c e l e d )  

A. REISSUANCE AND PURPOSE 

T h i s  I n s t r u c t i o n  r e i s s u e s  r e f e r e n c e  ( a )  t o  i m p l e m e n t  
p r o v i s i o n s  o f  DoD D i r e c t i v e  5 1 0 0 . 4 0  ( r e f e r e n c e  ( b ) ) ,  
s u p p l e m e n t  DoD D i r e c t i v e  4105 .55  ( r e f e r e n c e  ( c )) ,  and 
a u t h o r i z e  t h e  p u b l i c a t i o n  o f  t h e  DoD Automated D a t a  S y s t e m s  
(ADS) D o c u m e n t a t i o n  S t a n d a r d s  (DoD S t a n d a r d  7 9 3 5 . 1 - S ) .  
R e f e r e n c e s  ( a )  a n d  ( e )  a r e  h e r e b y  s u p e r s e d e d  a n d  c a n c e l e d .  

B .  APPLICABILITY AND SCOPE 

1. The p r o v i s i o n s  o f  t h i s  I n s t r u c t i o n  a p p l y  t o  t h e  
O f f i c e  o f  t h e  S e c r e t a r y  o f  D e f e n s e ,  t h e  M i l i t a r y  D e p a r t m e n t s ,  
t h e  O r g a n i z a t i o n  o f  t h e  J o i n t  C h i e f s  o f  S t a f f ,  t h e  D e f e n s e  
A g e n c i e s ,  a n d  t h e  U n i f i e d  a n d  S p e c i f i e d  Commands, r e f e r r e d  
t o  h e r e a f t e r  a s  "DoD Componen t s . "  

2. I t s  p r o v i s i o n s  c o v e r  t h e  d o c u m e n t a t i o n  o f  a l l  DoD 
ADS a d m i n i s t e r e d  u n d e r  t h e  a u t h o r i t y  o f  r e f e r e n c e s  ( b )  and  
( c ) ,  t h r o u g h o u t  t h e i r  l i f e  c y c l e s ,  w h e t h e r  owned and  
o p e r a t e d  by  DoD o r  b y  c o n t r a c t o r s  f o r  DoD. The s t a n d a r d s  
s e t  f o r t h  i n  DoD 7935.1-S w i l l  g o v e r n  t o  t h e  e x c l u s i o n  o f  
a n y  o t h e r  i s s u a n c e s ,  e . g . ,  F e d e r a l  I n f o r m a t i o n  P r o c e s s i n g  
S t a n d a r d s  P u b l i c a t i o n  3 8 ,  and  DoD Component  i s s u a n c e s .  

C. DEFINITIONS 

Terms u s e d  i n  t h i s  I n s t r u c t i o n  a r e  d e f i n e d  i n  e n c l o s u r e  1 
o f  DoD D i r e c t i v e  5 1 0 0 . 4 0  ( r e f e r e n c e  ( b ) )  a n d  e n c l o s u r e  1 t o  
DoD D i r e c t i v e  4 1 0 5 . 5 5  ( r e f e r e n c e  ( c ) ) .  

E n c l o s u r e  ( 2 )  

http:4120.17
http:5100.40
http:4105.55


D. POLICY 


1. DoD Standard 7935.1-5 will be used as the basis for 

documentation of all ADS projects, DoD-wide, that are 

initiated after the effective date of the Standard. The 

Standard is designed to facilitate continuing improvement 

and timely responsiveness to evolving technology. Amendments 

will be published to accomplish this. 


a. Redocumentation of an existing ADS to meet the 

requirements of DoD Standard 7935.1-S is required when 

major system changes to the ADS are accomplished and the 

cost of such redocumentation (1) is a small percentage of 

the cost of the system change and (2) can reasonably be 

expected to be recovered during the life cycle of the 

system, using the Standard. 


b. DoD Components may issue only such administrative 

instructions as are necessary to implement the provisions 

of this Instruction and distribute the Standard. 


2. Approved waivers to the provisions of the Standard 

will be considered as interim measures and will ultimately 

be brought into compliance with the Standard. 


E. RESPONSIBILITIES 


1. The Deputy Assistant Secretary of Defense (Management 

Systems) shall arrange for publication of the Standard 

and any approved amendments and shall act as approval 

authority for request for waivers from provisions of the 

Standard. 


2. The Senior ADP Policy Official of a DoD Component, 

designated in accordance with DoD Directive 5100.40 

(reference (b)), shall ensure the implementation of this 

Instruction and the Standard within his Component, process 

requests for waivers from its use, and recommend 

appropriate revisions to the Standard. 


3. The Director for Data Automation, Headquarters, 
TJSXF,- designated the DoD Assignee Activity for Information 
Pracessing Standards for Computers in accordance with 
DoD Manual 4120.3-M (reference (dl ) , shall review and 
coordinate all recommendations for changes to DoD Standard 
7935.1-S prior to final approval by the Deputy Assistant 
Secretary of Defense (Management Systems). 
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F. WAIVERS 


1. When application of DoD Standard 7935.1-S will result 

in unacceptable degradation of performance or substantial 

increase in costs, a waiver of the provisions of the Standard 

may be requested on an individual ADS or project basis. 


2. Request for waiver shall be forwarded by the DoD 

Component Senior ADP Policy Official to the DoD Assignee 

Activity shown in paragraph E.3. for assessment and 

recommendation to the Deputy Assistant Secretary of Defense 

(Management Systems). 


3. The justification for such waiver shall be based on 

a life cycle cost and demonstrate an unfavorable cost- 

benefit impact. Recommendation for revision to the Standard 

shall also be proffered to obviate the need for similar 

future waivers. 


F. EFFECTIVE DATE AND IMPLEMENTATION 


The provisions of this Instruction are effective 

immediately. Forward three copies of implementing documents 

to the Assistant Secretary of Defense (Comptroller) within 

90 days. 


Assistant Secretary of Defense (Comptroller) 


aU.S. GOVERNMENT PRINTING OFFICE:l979 Zil-l84~2GI 1-3 


