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ALL SECNAV INSTRUCTION SHALL BE NO MORE THAN 5 PAGES (NOT INCLUDING ENCLOSURES)
SECNAV INSTRUCTION SSIC.XX (The SSIC number should reflect the most important subject covered in the instruction – refer to SECNAV M-5210.2.  If this is a new instruction, contact the DON/AA Directives and Records Management Division (DRMD), for the point number.)
From:  Secretary of the Navy
Subj:  TITLE OF INSTRUCTION IN ALL CAPS (DO NOT USE ACRONYMS IN
       SUBJECT LINE)

Ref:   (a) All references must be cited in the instruction

       (b) References must be listed in the order in which they
           are cited in the text
       (c) References may be moved to enclosure (1) in order
           to keep to 5 page maximum or if the list of
           references pushes the purpose paragraph off the first
           page of the instruction
Encl:  (1) All enclosures must be identified here exactly as
           the title appears on the actual enclosure
       (2) All enclosures must be cited in the instruction

       (3) Enclosures must be listed in order in which they are
           cited in text (i.e. if necessary, references would be
           enclosure (1), definitions could potentially be
           enclosure (2), and so forth).
1.  Purpose  [REQUIRED]
    a.  In the purpose section, state concisely why the instruction is being published.  Policy is either “established” or “implemented;” be very clear which is the case and do not use verbs such as “sets forth,” “updates,” “describes,” etc., when discussing policy.  Include a reference to the chartering SECNAVINST or other instrument that provides the Head of your DON Component the authority to develop and approve the instruction
    b.  The first portion of the purpose paragraph of a revised instruction states the purpose of the series, and not of the particular revision.  Where practicable, provide a separate paragraph, or a subparagraph, summarizing the change(s) made by the revision.  Only major changes to policy, procedures, responsibility assignments, reporting requirements, and like matters of substance are to be summarized.  Changes made to improve readability, update background information, and the like, which do not affect the substance of the instruction, need not be summarized.
2.  Cancellation.  The second paragraph shall contain the statement(s) of cancellation or supersession when the instruction cancels/supersedes another directive (s) or other document (s), where applicable.  When the instruction cancels another directive or document which requires a report or form, the report symbol of the cancelled report and the form number of the cancelled form must be indicated in the cancellation.
3.  Definitions.  [OPTIONAL] If necessary, definitions may be moved to an enclosure in order to keep to the 5 page maximum

4.  Applicability.  [REQUIRED]  This instruction applies to the Office of the Secretary of the Navy (SECNAV), the Chief of Naval Operations (CNO), the Commandant of the Marine Corps (CMC), and all U.S. Navy, U.S. Marine Corps installations, commands, activities, field offices, and all other organizational entities within the DON.

5.  Policy  [REQUIRED]

    a.  State briefly but precisely the activity governed by the instruction, the requirements it sets forth, and the reason for them.

    b.  Do NOT include responsibilities or procedures.  A common result of an imprecise policy section is the improper embedding of responsibilities.  As a result, critical responsibilities are not clearly assigned.

    c. For SECNAV instructions that implement policy and are only summarizing DON policy established in another issuance, keep the policy section to 1 or 2 paragraphs.  Cite the DON 
issuance or issuances that establish the policy.  For SECNAV instructions that establish policy, the section may need to be longer to ensure new policies are clearly articulated.

6.  Responsibilities.  [REQUIRED] Responsibilities may be moved to enclosures in order to keep to the 5 page maximum.
    a.  Identify the key officials who will carry out the policy in the instruction and list the overarching duties and obligations of each.  Always assign responsibilities to officials, NOT to their offices or organizations.

    b.  In assigning responsibilities, be specific but succinct. Do NOT include procedures. State what the official is responsible for doing, not how the official should do it.  By clearly aligning the responsibility with the official, the intent of the instruction can be better accomplished.

    c.  SECNAV instructions assign responsibilities, as applicable, to the Chief of Naval Operations, Commandant of the Marine Corps, Deputy Under Secretaries and Assistant Secretaries of the Navy, Heads of the Secretariat Staff Offices, and Heads of DON Field Activities.

    d.  List the officials being assigned responsibilities in this order:

        (1) The Head of the originating DON Component.

        (2) Other key officials within the originating DON Component according to their levels.

        (3) Other key officials within the DON.

7.  Formatting

    a.  The only authorized font for Navy directives is Courier New, 12 pitch.  The following is the correct formatting for sub-paragraphs.  In an instruction, 2 spaces ALWAYS follow a period, “.”, and a colon, “:”, and 1 space ALWAYS follows end parenthesis, “)” and a semi-colon, “;”.  Never have a paragraph “1” unless there is a paragraph “2” and never have a subparagraph “a” unless there is also a subparagraph “b”.

    b.  Sub-paragraph 2

        (1) Sub-paragraph 1

        (2) Sub-paragraph 2

            (a) Sub-paragraph 1

            (b) Sub-paragraph 2

                1.  Sub-paragraph 1

                2.  Sub-paragraph 2

                    a.  Sub-paragraph 1

                    b.  Sub-paragraph 2

                        (1) Sub-paragraph 1

                        (2) Sub-paragraph 2

                            (a) Sub-paragraph 1

                            (b) Sub-paragraph 2

8.  Records Management.  Records created as a result of this instruction, regardless of media and format, shall be managed per SECNAV Manual 5210.1.

9.  Forms and Reports.  When an instruction requires a report or the use of a form, the report symbol, form number and title of the report or form shall be identified in the last paragraph.  Also state where the forms may be obtained and how information should be submitted.
                                RAY MABUS
Distribution:
Electronic only, via Department of the Navy Issuances Web site
http://doni.documentservices.dla.mil/

REFERENCES

References will be moved to enclosure (1), if necessary

3
2

