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Summary. This regulation prescribes policy, standards, procedures, and responsibilities for the preparation, production, and processing of publications in the U.S. Army Training and Doctrine Command (TRADOC) portion of the Armywide Doctrinal and Training Literature Program (ADTLP). It also defines the roles and responsibilities of the individuals responsible for preparing ADTLP publications.





Applicability. This regulation governs agencies that prepare and produce publications included in the TRADOC portion of the ADTLP. It also governs TRADOC agencies in the preparation of multiservice doctrinal and training publications.





Supplementation. Supplementation of this regulation is prohibited without prior approved from Commander, U.S. Army Training Support Center, ATTN:  ATIC-ETL-E, Fort Eustis, VA 23604-5168.





Changes. Changes to this regulation are not official unless they are authenticated by Deputy Chief of Staff for Information Management, HQ TRADOC.





Forms. Reproducible (-R) forms at the back of this regulation are for local reproduction. Have them printed through your forms management officer (FMO).





Suggested improvements Send comments and suggested improvements on DA Form 2028 directly to Commander, U.S. Army Training Support Center, ATTN: ATIC-ETL-E, Fort Eustis, VA 23604-5168.








Notes:





1. Do not confuse the requirements for doctrinal and training publications described here with the style for administrative publications that had to be applied in the preparation of this regulation. In some ways those requirements differ. For example, abbreviations authorized for use in administrative publications may appear in doctrinal and training publications only in specific cases.





2. In this publication, the terms readers, target, audience, and users are synonymous. This is also true of subject-matter expert (SME) and writer; graphics and illustrations; headings and titles.





3. Although this regulation addresses the SME, it has equal application to the editor, the visual information specialist (VIS), the illustrator, and anyone else responsible for preparing, producing, and processing publications that make up the TRADOC portion of the ADTLP.





*This regulation supersedes TRADOC PAM 310-6, 1 February 1985
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Part One


Introduction





Chapter 1


Administrative Information





1-1. Purpose.





    a. This regulation details step-by-step procedures


for initiating, changing, or revising a doctrinal or train-


ing publication. It defines the roles and responsibilities


of the key people involved in preparation and produc-


tion: the SME, the editor, and the VIS. It sets forth


procedures for preparing a publication for optimum


quality and timelines and the process for producing,


printing, and distributing a publication. It establishes


the editorial style requirements for ADTL and other


ADTLP-related products (see b below). Its purpose is


to assist preparing agencies in producing the highest


quality publications in a minimum amount of time and


to achieve standardization among ADTL. Publications


covered by this regulation are-





       (1) Field manuals (FMs).





       (2) Training circulars (TCs).





       (3) Army Training and Evaluation Program pub-


lications (ARTEPPs).





           (a) Mission training plans (MTPs).





           (b) Drills.





       (4) Soldier training publications (STPs).





           (a) Soldier's manuals (SMs).





           (b) Trainer's guides (TGs).





           (c) Job books (JBs).





           (d) Military qualification standards (MQS)


manuals.





    b. This regulation also establishes the editorial style


requirements for multiservice doctrinal and training pub-


lications prepared by the Army, Army correspondence


courses, skill qualification tests, training support pack-


ages, graphic training aids (GTAs), and programs of


instruction closely associated with the TRADOC portion


of the ADTLP.





    c. This regulation establishes the format require-


ments for publications produced as camera-ready copy


(CRC).





1-2. References. Table 1-1 lists all references


applicable to developing, preparing, coordinating,


producing, printing, and distributing doctrinal and


training publications. Appendix A is a list of references


used in developing this publication.





Table 1-1


References applicable to the development, prepara-


tion, and production of ADTL





                                                           Publications


                                                           to Which


                                                           Reference


Reference                 Title                   Applies





AR 25-30     The Army Integrated         ALL


                     Publishing and Printing


                     Program





AR 34-1       US Army Participation       FM, STP


                     in Internal Military


                     Rationalization,


                     Standardization, and


                     Interoperability (RSI)


                     Programs





AR 335-15    Management Information    All that require


                     Control System                   data collection





AR 380-5      Department of the Army      All classified


                     Information Security            publications


                     Program





AR 611-101   Personnel Selection and      MQS STP


                      Classification, Commiss-


                      ioned Officer


                     Classification System





AR 611-112   Personnel Selection and     MQS STP


                      Classification, Manual of


                      Warrant Officer


                      Military Occupational


                      Specialties





AR 611-201   Enlisted Career Manage-    SM, TG, JB STP


                      ment Fields and Military


                      Occupational Specialties





DA Pam 25-36 Design and Production of    All


                        Instructional Publications





DA Pam          Forms Management and        All


310-15            Standardization





TRADOC       TRADOC Doctrinal and        All


Reg 11-7        Training Literature


                       Programs





TRADOC       Preparation, Production,        All


Reg 25-30      and Processing of Army -


                     wide Doctrinal and Training


                     Literature (ADTL)





TRADOC     Design, Development,            ARTEPP


Reg 310-2    Preparation, and Manage-


                    ment of ARTEP Documents


                   (Mission Training Plans


                   (MTPs) and Drill Books)





TRADOC     Support of Training in            All


Reg 351-6    Units





TRADOC      Soldier Training                    SM ,TG, JB STP


Reg 351-11    Publications (STP) Policy


                      and Procedures





TRADOC       Military Qualification          MQS STP


Reg 351-12     Standards System


                       Products, Policy,


                       and Procedures





TRADOC       Threat Management           All


Reg 381-1





1-3. Explanation of abbreviations and terms. Refer


to the glossary or to the index to locate abbreviations and


terms used in this regulation.





1-4. Responsibilities.





    a. Commanding General, TRADOC-





       (1) Through TRADOC Reg 11-7, establishes


policy for developing ADTL.





       (2) Acts as the proponent for all doctrinal and


training literature prepared within TRADOC.





       (3) Assigns responsibility for specific publications.





       (4) Reviews and approves selected publications.





       (5) Approves all operational concepts (see


TRADOC Reg 11-16).





       (6) Ensures that ADTL written, staffed, reviewed,


or approved at HQ TRADOC is consistent with Joint


Chiefs of Staff (JCS ) publications.





    b. Commander, U.S. Army Training Support Center


(USATSC)-





       (1) Manages the TRADOC portion of the ADTLP.





       (2) Maintains the 5-year ADTL schedule, updates


the annual schedule based on changes provided by the


ADTL product managers, and coordinates ADTL publica-


tions and replenishment actions for prescribed forms.





       (3) Serves as proponent for common-task STPs.





       (4) Establishes editorial and design policies,


standards, and procedures for preparing doctrinal and


training literature.





       (5) Provides training and assistance in manage-


ment functions; in the writing, editing, and design of


publications; and in the preparation of CRC and camera-


ready mechanicals (CRMs).





       (6) Edits selected publications, designs them, and


produces the CRC or CRMs.





       (7) Monitors the readability of ADTL for HQ


Department of the Army (DA).





       (8) Ensures compliance with the requirements


for printing.





       (9) Verifies proposed distribution.





      (10) Computes print quantities for STPs.





      (11) Secures TRADOC-funded print orders.





      (12) Processes ADTL for print through the


Government Printing Office (GPO) regional printing


procurement offices or as designated by DA.





      (13) Administers the Army Extension Training


Information System (AETIS).





      (14) Is the proponent for chapter 5 of AR 25-30,


DA Pam 25-36, TRADOC Reg 351-11, TRADOC


Reg 351-12, this regulation, and the ADTLP bulletin


Pen Point.





      (15) Manages the DA nonjournalistic writer-editor


(1082) intern program.





    c. Commanders, integrating centers (U.S. Army


Combined Arms Center, U.S. Army Soldier Support Cen-


ter, and U.S. Army Logistics Center)-





       (1) Act as proponents for international stand-


ardization agreement (ISAs), with responsibility for


ensuring that each ISA has been correctly implemented


in appropriate publications.





       (2) Assist the schools in managing their portion of


the ADTLP.





       (3) Develop and coordinate the doctrinal litera-


ture portion of the installation contract.





       (4) Review and/or approve selected publications


prepared by associated schools.





       (5) Prepare publications when subject matter


crosses functional areas.





       (6) Ensure standardization of doctrinal and train-


ing products that cross proponent functional lines;


integration of doctrine, tactics, techniques, and proce-


dures; standardization of terminology in doctrinal and


training products; and compliance with applicable regula-


tions.





       (7) Ensure that ADTL that is written, staffed,


reviewed, or approved at the integrating centers is consis-


tent with JCS publications.





    d. Commanders, preparing agencies





       (1) Prepare timely and accurate publications, to


include writing, editing, designing, producing CRC or


CRMs, and staffing, in compliance with DA Pam 25-36,


TRADOC Reg 11-7, this regulation, and other applicable


TRADOC policies and standards.





        (2) When necessary, change or revise publica-


tions for which they are responsible.





       (3) Incorporate into ADTL the salient points of


ISAs: U.S. ratified North Atlantic Treaty Organization


(NATO) standardization agreement (STANAGs);


American, British, Canadian, and Australian (ABCA)


quadripartite standardization agreement (QSTAGs);


and Air Standardization Coordinating Committee


(ASCC) Air Standards.





       (4) Ensure quality control.





       (5) Recommend distribution.





       (6) Submit approved publications to USATSC to


process for print.





       (7) Review all proponent publications in the DA


inventory every 18 months; nominate for rescission those


that do not meet the criteria outlined in AR 25-30.





       (8) Identify the need for and recommend new


publications.





       (9) Enter approved requirements on the 5-year


ADTL schedule.





Chapter 2


Bookmaking





2-1. Functions. Bookmaking comprises the following


functions: writing, editing, designing, producing,


printing, binding, and distributing.





    a. Writing, or development, is the conception, plan-


ning, and preparation of the contents of a book by the


SME.





    b. Editing is the analysis, organization, and presen-


tation of the contents in cooperation with the SME.





    c. Designing is the conception, planning, and


specifying of the physical and visual aspects of a book in


cooperation with the editor and the SME.





    d. Producing is the execution of the CRC or CRMs.





    e. Printing, binding, and distributing complete the


process.





2-2. Roles and responsibilities. To create a book that


meets the reader's requirements, as well as one that


satisfies publishing standards, requires the efforts of a


number of people. Those primarily responsible for


preparing and producing a publication are the writer,


the editor, and the VIS.





    a. Writers. Preparing agencies assign SMEs to


write publications because of their special skills,


experience, and knowledge in military subjects. How-


ever, writing an effective and useful publication can be


one of the most difficult jobs that an SME will ever have.


It is a complex and exacting task that can be tedious and


exasperating. It demands patience, dedication, and a


great deal of planning. To write effectively and to be


reasonably sure that readers will be receptive to their


ideas, SMEs must identify their readers and have an


intelligent and sympathetic understanding of the


readers' needs. SMEs must also write with confidence


and authority, conducting all necessary research and


keeping abreast of important events in their field of


expertise. Whether or not they have writing experience,


SMEs are responsible for preparing technically accurate,


relevant, and properly coordinated manuscripts. The


information should not unnecessarily duplicate material


from other Army publications, and it must not violate


copyright, libel, or privacy act laws. SMEs are respon-


sible for-





       (1) Maintaining a file of all historical information


(see para 3-4 b).





       (2) Confirming the requirement for the publica-


tion and writing its purpose.





       (3) Planning and complying with project mile-


stones.





       (4) Cooperating closely and continually with the


editor and the VIS from initial meeting through comple-


tion of the CRC or CRMs.





       (5) Designating the overall classification of the


book, each classified portion of the book, and the


downgrading instructions.





       (6) Determining the reading grade level (RGL) of


the target audience and providing that information to


the editor.





       (7) Conducting appropriate research to provide


the most complete, accurate, and up-to-date information.





       (8) Reviewing other DA publications, including


drafts, that may impact on the subject.





       (9) Coordinating with writers of other publica-


tions in progress to standardize content and minimize


duplication.





      (10) Preparing an outline and coordinating it with


the editor; obtaining necessary approval prior to


preparing the preliminary draft (see para 4-lb(3)).





      (11) Coordinating with combat developers to


ensure that the approved operational concepts and those


under development are considered during development


of the publication.





      (12) Incorporating applicable international


standardization agreements (see AR 34-l).





      (13) Coordinating with proponents of all required


references to ensure that the most current information


is considered and to avoid inconsistencies.





      (14) Complying with all requirements for


inclusion of forms.





      (15) Complying with all requirements for data


collection.





      (16) Obtaining proper release of copyrighted


material used (see chap 3) and identifying the material


in the text.





      (17) Verifying and categorizing references for the


consolidated list of references.





      (18) Coordinating with the agency threat


manager for review and approval of threat content.





     (19) Staffing the publication at all necessary


stages.





      (20) Evaluating and incorporating comments


resulting from coordination and resolving disputes.





      (21) Briefing superiors on progress of the


publication and reasons for including or not including


field comments.





      (22) Providing definitions for the glossary and


identifying terms for the index.





      (23) Identifying source for illustrations,


especially technical illustrations.





      (24) Adhering to publication standards and


requirements prescribed in this regulation.





      (25) Complying with all pertinent regulations.





    b. Editors. Editors have two major functions:


ensuring that the information in the book is presented


clearly, logically, and accurately and assisting the SME


throughout the publication process. Working closely


with the SME, an editor will review the material for


syntax, vocabulary, style, logic, consistency, continuity,


and clarity. Editors look for duplicated and overlapping


coverage, conflict with prescribed policy, and ques-


tionable or controversial statements. The editor will


assist the SME in reorganizing, revising, rearranging, or


reworking the publication to meet required publication


standards. The editor will also review the final designed


or formatted publication to ensure all applicable require-


ment have been met. Specifically, editors are


responsible for-





       (1) Maintaining a file of all approved editorial


changes and other relevant information.





       (2) Providing continuity to a project during a


turnover of writers.


  


       (3) Acting as liaison between the SME and VIS.





       (4) Reviewing the SME's outline for logical,


coherent, balanced, and consistent organization (see


para 4-lb(2)) and adjusting it where necessary.





       (5) Comparing the manuscript with the outline


and making or recommending necessary adjustments.





       (6) Acting as test reader.





       (7) Assessing the text and revising it as necessary


to ensure that it meets RGL requirements.





       (8) Minimizing wordiness and redundancy.





       (9) Ensuring adherence to prescribed format.





      (10) Ensuring that titles are accurate, succinct,


and parallel.





      (11) Ensuring that contents conform with the


rules of grammar and prescribed ADTLP style (see


chap 7).





      (12) Ensuring consistency of writing style,


especially when different writers contribute to the


publication.





      (13) Ensuring that all applicable required


elements (see chap 6) are included and ensuring that the


wording of all necessary statements is accurate.





      (14) Verifying the table of contents and the


currency of forms and references, compiling the glossary,


and preparing the index.





      (15) Ensuring that the publication meets


copyright, libel, and proprietary requirement.





      (16) Providing the VIS with a logically organized,


properly formatted, and grammatically accurate final


approved draft (FAD), including an outline showing all


titles and subtitles.





      (17) Recommending to the VIS portions of text


that may better function as graphics.





      (18) Reviewing the page proofs or comprehensive


dummy prior to production of the CRC or CRMs and


preparing a joint errata with the SME.





      (19) Reviewing the CRC or CRMs to ensure


corrections have been made.





      (20) Complying with pertinent regulations.





    c. Visual information specialists. Print-media VISs


are designers or, more specifically, graphic communi-


cators. VISs convert final approved drafts into


publications that present the information in an interest-


ing and comprehensible manner. Such publications


increase retention and recall of the material. VISs pro-


vide advice and assistance on such matters as basic


design concepts, effective use of graphics, integration of


written and visual material, and technical and reproduc-


tion processes in the various stages of manuscript


development. They have creative control of the projects


during production of both the comprehensive dummy


and the CRMs. Additional details regarding the duties


and responsibilities of VISs, illustrators, and


phototypesetters are in DA Pam 25-36. VISs are specifi-


cally responsible for-





       (1) Ensuring that the overall design format of


the publication meets appropriate specifications.





       (2) Ensuring that typography and layout are


consistent.





       (3) Ensuring that all graphics are essential and


functional.





       (4) Determining illustration technique and photo


treatment.





       (5) Determining the functional use of color.





       (6) Creating and producing page-by-page layout


for the comprehensive dummy or CRC.





       (7) Producing a comprehensive dummy when


required.





       (8) Supervising production of the CRMs.





       (9) Reviewing the CRMs for adherence to the


approved comprehensive dummy or page proofs.





      (10) Complying with pertinent regulations.





    d. USATSC Literature Division. The USATSC


editorial and design staffs are available to support you.


USATSC management personnel, editors, and VISs offer


assistance by answering telephone queries; by reviewing


drafts, CRC page proofs, and comprehensive dummies;


by conducting workshops; and by making assistance


visits wherever required or desired.





2-3. The team concept. Writing, editing, and


producing a publication require a dedicated commitment


in time, effort, and cost. That commitment is justified


only if the publication does its intended job. To ensure


that it does requires maximum cooperation and


interaction among those responsible for preparing and


producing it. Assigning an editor and a VIS to the


project at the same time as the writer will maximize


their individual skills. Because of their knowledge of the


production process, the editor and the VIS can make


valuable and time-saving suggestions at the outset.


These suggestions will help to anticipate and thus avert


preparation and production problems and to avoid


bottlenecks. When given adequate time and authority to


apply their skills, the team will work together to produce


quality publications in the most reasonable time possible.





2-4. Methods of production.





    a. The traditional method of producing a book is to


present a final approved draft to a VIS who marks it for


phototypesetting and designs a comprehensive dummy.


When the comprehensive dummy is approved, an


illustrator prepares artwork and CRMs using the com-


prehensive dummy as a guide.





    b. With the introduction of automation, books may


be prepared using electronic equipment. Books may be


input, reviewed, edited, corrected, formatted, typeset,


and illustrated using a computer. The results of this


computer-generated copy or copy produced on a


typewriter are referred to as CRC.





    c. CRC differs from CRMs in that it does not


require a comprehensive dummy and it normally is not


mounted on boards. See chapters 8 and 9 for detailed


information on the two methods of production.





    d. The director of training and doctrine (DOTD) will


decide, based on the following considerations, whether a


book will be produced as CRC, as CRMs, or as a combina-


tion of the two. He or she should discuss both methods


of production with the editor and the VIS before making


this critical decision.





       (1) Capability to produce CRC. Although CRC


may be typewritten, printing costs are greatly reduced


when copy is typeset. Therefore, do not produce


typewritten copy if desktop or more sophisticated


publishing capability is available. Costs saved in


production may be lost in printing.





       (2) Time available. CRMs require an average


of 6 months per 200 pages to produce; CRC requires


considerably less.





       (3) Cost. Indications are that a page of CRC


averages one-third the cost of a page of traditional


CRMs, even lees when the page contains no illustrations.





       (4) Priority of the publication. If priority is a con-


sideration, select the most efficient and effective means


of producing the final copy.





       (5) Desired quality of the printed page. The


quality of copy produced by automated means depends


on the quality and resolution of the output device. The


highest quality copy is produced by photographic typeset-


ting at a resolution of 1200 to 2400 dots per inch (DPI).





       (6) Average time between changes and stability of


contents. The longer the information is expected to be


valid, the greater is the justification for spending time


and money to produce a higher quality publication.





       (7) The amount of detail required or desired in


the illustrations. Computer-generated graphics may not


contain the detail obtainable in hand-drawn illustrations.





Part Two


Writing and Editing





Chapter 3


Getting Started





3-1. Planning. The purpose of planning is to anticipate


what you need to do, how you're going to do it, and how


much time you will need. But first, you must confirm


the requirement.





    a. The 5-year ADTL schedule lists projected publica-


tions. If a publication does not appear on the schedule,


that publication must receive approval and funding


before it will be printed and distributed. For information


regarding the schedule, contact the publication division


or your agency's program management office. The


schedule contains the following information:





       (1) Publication number.





       (2) Actual or proposed title.





       (3) Type of action ( new publication, change,


revision, or consolidation).





       (4) Approval authority.





       (5) Estimated number of pages.





       (6) Fiscal year ( FY) and quarter to be forwarded


for DA print action.





    b. Once you have confirmed the requirement, you


must understand what type of action you are about to


undertake. The requirements for each type of action fol-


low:





       (1) Revision. A revision is a rewritten version of


an existing publication. When issued, it supersedes the


previous edition. Guidelines for revisions follow:





      (a) Revise a bound publication when


proposed content changes would alter 25 percent of its


printed pages; alter half of its main paragraphs; or add,


change, or delete material in a publication of no more


than eight printed pages.





      (b) Revise a loose-leaf publication when


proposed content changes would replace half the pages of


a publication having no more than 32 printed pages or


replace three-fourths of the pages of a publication having


over 32 printed pages.





      (2) Change. A change is an official alteration of


a publication, issued in numbered sequence, that is,


change 1, change 2. It may delete portions of, add to,


modify, or correct the publication. A change remains in


effect so long as the publication does or until superses-


sion of the change.





      (a) Issue a change to-





          -- Add new doctrine or training proce-


dures to a publication.





               --Update the doctrine or training tasks


in a publication.





                --Update a publication to reflect chan-


ges in relevant source documents.





               --Incorporate a recently approved ISA


(STANAG, QSTAG, or Air Standard). When the United


States ratifies an ISA it incurs an obligation to imple-


ment the agreement. Existing publications that do not


agree with the intent of the ISA must be changed. Nor-


mally, the ISA will be incorporated into a revised publica-


tion during the normal publication cycle. However, if


the cycle does not permit a permanent change within 1


year of ratification, you must send an interim change


notice to all users of the affected document.





               --Correct a serious error in either the


publication or an earlier change. (A serious error is a fac-


tual error, an error that alters the meaning, or an error


that causes erroneous procedures.)





       (b) Restrictions on the use of changes follow:





                --Do not authorize or issue changes to a


publication unless your agency is the proponent.





                --Do not issue changes to publications


of eight or fewer printed pages.





                --Unless such an error alters meaning,


do not use changes to make simple editorial or typo-


graphical corrections or to update references or terminol-


ogy.





       (c) The two methods for making permanent


changes are page changes and write-in changes. The


former are for changing loose-leaf publications and the


latter for changing bound publications.





                --Page changes include instructions for


removing and/or inserting pages. Page inserts must be


the same size and style as the pages in the original docu-


ment. Use bars, asterisks, or a combination of the two to


show passages that comprise a change. Figure 3-1 is an


example of the type of instructions you would prepare for


a page change.





                --Write-in changes consist of changes to


be posted to the publication and instructions for posting


them. Because they can be time-consuming to enter,


reserve write-in changes for critical doctrinal require-


ments. Figure 3-2 is an example of instructions you


would prepare for write-in changes.





       (d) Include with all changes a distribution


restriction statement and a destruction notice in accord-


ance with AR 25-30. Also include an updated authentica-


tion and the proper distribution.





       (3) Consolidation. TRADOC encourages con-


solidation of publications. Since you may consolidate


during the revision cycle, closely investigate the pos-


sibility during your research and your 18-month review.


You may consolidate publications for which you and


another agency are responsible if the publications cover


the same content and target the same audience. You


may also consolidate when one of you has publications


which duplicate information published by the other.


However, your integrating centers have final approval.


The agency initiating consolidation will-





       (a) Identify in the TRADOC ADTL System


Quarterly Report (RCS ATTG- 11) the publications to be


consolidated.





       (b) Incorporate valid doctrine into the con-


solidated publication.





       (c) Include the supersession notice on DA


Form 260 (Request for Printing of Publication) and on


the CRC or CRMs.





       (4) Use or adaptation of commercial texts. You


may consider the possibility of using or adapting commer-


cial texts if the costs and procurement time are more


beneficial to the government than in-house or contractor


development. For guidance on using or adapting equip-


ment publications, see AR 25-30; for nonequipment


publications, contact USATSC, ATTN: ATIC-ETL-M.





       (5) New publication. The type of publication you


must write will dictate how much time to allocate to the


project and what type of research is necessary. Other


requirements include editing and possibly design,


typeset, and preparation of CRMs.





    c. A critical decision is how your book will be


produced, because it will determine how much time you


will need. If you possess the capability and the profici-


ency to produce automated copy, you will undoubtedly


save time; however, you may do so at the expense of a


higher quality product. Your publication may not


project the quality of professionally prepared CRMs.


Considerations for making this decision are outlined in


paragraph 2-4. Details regarding each method of produc-


tion are in chapters 8 and 9. Discuss both options with


the editor and the VIS and consult the DOTD for his or


her decision on the method of producing your book.





    d. However the DOTD decides to produce the book,


you must project milestones to meet your agency's con-


tract delivery date. Both the editor and the VIS will


contribute to the milestones. The school commandant


will ensure that milestones are adhered to in order that


each phase receives adequate time to be completed


properly. Ensure that the editor and the VIS contribute


to and receive copies of the approved milestone schedule.





       (1) Figure 3-3 is a sample TRADOC Form 151-R


which lists the project's major production steps and sub-


steps and the individuals involved. [A blank reproducible


copy is provided in the back of this regulation for your


use.] To establish a milestone schedule, begin by enter-


ing the installation contract delivery date. Then plan


backward, entering the time required for each applicable


step and substep. Convert the number of working days


to calendar days to calculate when you must begin.





       (2) Provide adequate time for each phase:


development, editing, and production of CRC or design


and production of a comprehensive dummy and CRMs.


Remember that substeps may vary from project to


project and that some may occur concurrently. Some


substeps, such as proofreading, may require additional


personnel. Be sure to account for time spent on


requirement outside the immediate activity such as


field review, reports and forms approval, and printing.


When projecting milestones, also consider other projects


in production. Time for editing and design will vary


with each project depending on the condition of the


manuscript and the number of pages involved. Use


table 5-2 as a guide for estimating staffing time.





    e. Other considerations during planning are


whether your publication will be bound or loose-leaf,


whether it needs to be other than a standard size, and


whether or not you need color- matters that you should


discuss with the VIS if you are preparing a new publica-


tion.





       (1) Binding. Binding alternatives are perfect,


saddle-stitch, and side-stitch. In perfect binding, flexible


adhesives hold the pages together and affix them to the


cover. In saddle-stitching, staples through the fold at the


center hold the pages together. In side-stitching, staples


placed parallel to the gutter edge and inserted from front


to back covers bind the pages together. Side-stitching or


side-stapling often serves as a temporary binding for


loose-leaf publications, holding the pages together during


shipment. In loose-leaf binding, the pages are separate


and drilled so that users can update frequently changed


publications by replacing pages. Figures 3-4 and 3-5


illustrate bound and loose-leaf configurations; table 3-1


lists the references for determining the binding for


ADTL publications.





Table 3-1


References for determining publication


configuration





Publication                    Reference


FM, TC                       Chap 9, this reg


SM, TG, JB STP         TRADOC Reg 351-11; chap 9,


                                    this reg


MQS STP                    TRADOC Reg 351-12; chap 9,


                                    this reg


ARTEPP                      TRADOC Reg 310-2; chap 9,


                                     this reg





       (2) Size. Table 3-2 shows sizes authorized for


doctrinal and training publications, The standard CRC


size of 8 l/2 by 11 inches (see chap 8) or CRM size of 8 3/8


by 10 7/8 inches will meet most ADTL user needs. How-


ever, pocket size is appropriate for publications that


soldiers must take into the field and refer to often.


When considering any size smaller than standard,


remember that reducing the size increases the thickness,


possibly to the point that the publication becomes


useless. Remember also that photographic reduction of


existing CRMS will decrease the size of both type and


graphics, possibly to the point of being illegible. Figure


3-6 illustrates how size affects thickness. Figure 3-7


illustrates how photographic reduction can affect


legibility. When considering other than a standard size     -


publication, take into account its intended use, as well as


the subject matter, primary audience, anticipated num-


ber of pages, and format requirements.





       (3) Color.





             (a) No more than two flat colors (black and


one other) are authorized for an entire publication,


excluding the cover (see chap 6). The second color must


be essential and functional. It will not be used solely for


cosmetic purposes. Changes must conform to the colors


of the basic publication.





             (b) If more than two colors are required,


send a request for exception to Commander, USATSC,


ATTN: ATIC-ETL-D, Fort Eustis, VA 23604-5168.


Fully explain the situation and the reasons why the


additional color or colors are justified.





3-2. Research. Research will help you avoid using


obsolete material and erroneous or conflicting


information.  It will keep you from using rescinded or


superseded publications as references or from excluding


applicable references.  It will also help you to avoid


unnecessarily duplicating material contained in other


publications.  When writing a publication for Armywide


use, conduct complete and unbiased research to present


material that will have Armywide meaning.  Begin by


gathering a list of possible sources covering the entire


range of the subject matter.  Make sure that you are


aware of the latest changes in military doctrine,


organization, and procedures.  Include all ISAs which


might impact on your publication.





    a. Sources.  Table 3-3 suggests possible sources of


information; appendix B contains additional guidance.


Functional experts at the preparing agency or at HQ


TRADOC (see table 3-4) are also excellent sources. In


addition to providing information, they will advise or


assist in preparing, or obtaining approval of, a publica-


tion.  In many instances they must review and approve


publications before printing.  However, do not wait until


the last minute to contact them.  Seeking advice early


can avert problems later.





Table 3-3


Suggested sources of information





Commander's guidance                  Existing doctrine





Other subject-matter experts          Regulations





Current battle field development    Pamphlets


plan





Mission area analyses                    Bulletins





Operational concepts                    Field circulars





Publications being revised or         Memos


superseded





Related publications                     Lesson plans





Tables or organization and            Periodicals


equipment





Studies                                         Correspondence





Lessons learned                           Guides





Evaluation reports                       Indexes





SME reports/observations           ISAs





Technical manuals (TMs)            School libraries





Scientific and technological        Classroom material


reports





Bibliographies                           After-action reports





Table 3-4


Publication contacts at HQ TRADOC





                                            Office              Subject


    Office                              Symbol             Area


TRADOC ODCSDOC        ATDO-M         TRADOC Reg 11-7


(Office, Deputy Chief


of Staff for Doctrine)           ATDO-J            ISAs





TRADOC ODCST              ATTG-I            Individual training


(Office, Deputy Chief                                  (basic and noncom-


of Staff for Training)                                   missioned officer)





                                          ATTG-U          Unit training;


                                                                  TRADOC Reg 310-2;


                                                                  ARTEPPs





                                          ATTG-            Warrant officer


                                          OWO               training





                                          ATTG-O         Officer training





TRADOC ODCSCD          ATCD-P         TRADOC Reg 11-16;


(Officer, Deputy Chief                               operational concepts;


of Staff for Combat                                    tables of organization


Developments)                                           and equipment (TOES)





TRADOC ODCSPAL         ATPL-B        Guidance and infor-


(Office, Deputy Chief                                mation for determining


of Staff for Personnel,                               the target audience


Administration, and Logistics)                   RGL





TRADOC ODCSINT         ATIS-TS        TRADOC Reg 381-1


(Office, Deputy Chief


of Staff for Intelligence)





USATSC


Army Extension                  ATIC-            AR 25-30, chap 5;


Training (AET)                  ETL-M           5-year ADTL schedule;


Directorate,                                              distribution; inclusion


Literature Division                                   of forms; changes;


                                                                rescissions; publication


                                                                numbering


                                         ATIC-            This regulation;


                                         ETL-E            editorial policy and


                                                                procedures; editorial


                                                                reviews; RGLs; the


                                                               GS-1082 writer-


                                                               editor intern program;


                                                               ADTLP bulletin


                                                               Pen Point





                                      ATIC-               DA Pam 25-36; design


                                      ETL-D              policy and procedures;


                                                               design and printability


                                                                reviews; and CRM


                                                                specifications





Individual Training       ATIC-IT              TRADOC Regs 351-11


Evaluation Directorate                              and 351-12; STPs


(ITED)





Devices Management    ATIC-DMT          GTAs


Directorate (DMD)





    b. Methods. Any writing project that requires


numerous references also requires a formal research


procedure. Suggestions for identifying references and


recording applicable data appear below.





       (1) First examine the date of each potential


reference for its relevance. For nonmilitary sources,


determine whether the author is qualified to write as


an authority on the subject. Check the table of contents


and the index for applicable material. Quickly glance


over the contents of the document, paying particular


attention to headings and topic sentences. Do not try to


read every passage.





       (2) Complete an index card for each reference as


you consider it. Record where you found the reference so


you can refer to it again. Although you may eventually


discard some references, record each one accurately and


completely the first time to save time and avoid incon-


venience later.





3-3. Restrictions. As you conduct your research and


gather information from which to write, be aware that


certain restrictions apply.





    a. Cartoons. Although simple cartoons may be use-


ful to illustrate a point or to aid retention, you must


select them with care. What may appeal to some may be


offensive to others.





    b. Citations.





       (1) Do not cite or list as a reference coordinating


drafts of projected manuals. Such drafts may change


drastically during the review process, and funding con-


straints may delay printing for months.


  


       (2) You may cite in your publication and list


under sources used command level publications such as


field circulars (FCs), multiservice publications carrying


TRADOC pamphlet numbers, and TRADOC 525-series


pamphlets. Do not list these references under documents


needed.





    c. Color. Color is limited to one color in addition to


black (see para 3-if(3)).





    d. Copyrighted material.





       (1) You must assume that copyright law protects


all material published in nongovernment publications.


Refer to AR 25-30 for information on the use of


copyrighted material.





       (2) You are responsible for obtaining permission


to use copyrighted material. The DA Form 260 request-


ing that your publication be printed must include a copy


of the copyright release. Initiate requests as soon as prac-


ticable so that waiting for necessary releases does not


delay publication. Follow the guidance below when


preparing your request:





             (a) Ask to use only what you actually need.





             (b) Fully identify the material you wish to use.





             (c) Indicate where you will place the acknow-


ledgment (see chap 6) if acknowledgment is desired.





             (d) If acknowledgment is desired, request


that the owner or agent specify the exact wording.





             (e) Prepare a permission statement that


specifies the exact material being (desired to be) released


and include a signature line. Enclose duplicate copies


with your request so that the owner or agent need only


sign and return one copy when granting permission.





             (f) Include a postage-paid, self-addressed


envelope.





       (3) If you obtain permission to use copyrighted


material, you must provide credit lines and biblio-


graphical citations, as well as footnotes, endnotes, or


in-text notes. See chapter 6 for format requirements.





    e. Credits. You may not include the names of the


writer, the illustrator, or anyone else involved in prepara-


tion or any manufacturer's symbol or trademark in


doctrinal or training publications.





    f. Definitions. Avoid placing definitions, especially


JCS definitions, in the body of your text. JCS definitions


conform to the style requirements of the originating


service and rarely are consistent with the style


prescribed in this regulation. Therefore, confine them


and as many other definitions as possible to the glossary.





    g. Forms. Restrictions on the inclusion of forms in


your publication follow. For guidance on developing


forms, contact your agency FMO or Commander,


USAPPC, ATTN: ASQZ-PGF, Alexandria, VA 22331-


0302.





       (1) You may not include blank copies of stocked


forms in DA publications. Nor may you include com-


mand and agency forms. However, you must include a


sample of a completed DA-approved, locally reproducible


(-R) form and a blank copy in the publication prescribing


that form. State in the text that the form can be locally


reproduced and specify the size. For example, Locally


reproduce DA Form XXXX-R on 8 1/2- by 11-inch paper.





       (2) You must be cautious when developing


graphics, such as checklists or work sheets, that may


have forms implications. When in doubt, check with


your FMO.





       (3) You must avoid illustrations of completed


forms when the forms are available through publications


supply channels, are simple in design, and have clear


requirements. However, if a form or the instructions are


complex, include an illustration with sample entries.


Always include illustrations of sample completed forms


when the illustration will reduce detailed narrative


instructions.





       (4) If a form requires the user to submit personal


information, you must add a Privacy Act statement (see


AR 340-21) to it.





    h. Government-published material. Nothing


prepared by employees of the U.S. Government as part


of their official duties is protected by copyright. By law,


such products are in the public domain. If they are


unclassified, they may be reproduced, distributed,


extracted, repeated, or displayed. When using


government-published material, however, be alert for


copyrighted material that it may include. If copyrighted


material is part of government-published material you


wish to use, you must review the terms of the original


release before using it. Ordinarily you will have to


obtain a separate permission from the copyright owner


to use the material in any but the publication specified in


the original release. Also be aware of classification


restrictions on government material.





    i. Humor. Humor rarely has a place in ADTL.


These publications are a serious and important part


of soldiers' training. Treating them as such does not


preclude the use of an amusing anecdote to illustrate


a point, but you must avoid humor for humor's sake.





    j. ISAs. You may not append an entire ISA to your


publication, and you must keep extracts to the minimum


necessary to convey your information. Therefore, if your


book will implement an ISA you must determine some


other appropriate way to include all salient portions of


the agreement.





    k. Multiservice publications. Because these publica-


tions are ratified by the other participating services, they


must also satisfy certain requirements of those services.


Among these are signatures, distribution restrictions,


and authorizations. Refer to chapter 6 for guidance on


format and be sure you have reached an understanding


with the participating services before you proceed.





    l. Multivolume publications Be prepared to justify


the use of volumes. You must coordinate with USATSC


Literature Division before proceeding with development





    m. Notes. Do not use notes to alert readers to the


danger of death or permanent injury, to warn them of


immediate personal injury or damage to equipment, or to


caution them about similar possibilities. TRADOC-


approved formats for such notices are at chapter 6.





    n. Reports You must obtain DA approval to


request reports from other commands. Standard data


elements must be used for all data collections. To ensure


you have approval in time for publication, initiate your


request for approval early.





    o. Trade or brand names. Whenever possible, you


must use a generic term when referring to a product.


For example, use copier instead of Xerox, facial tissue


instead of Kleenex, and adhesive bandage instead of


Band-Aid. You may use commonly accepted names


when necessary for clarity and comprehension such as


lucite instead of an acrylic resin consisting primarily


of... Do not use product names in any way that may


indicate an endorsement of the product. When in doubt,


consult the local Judge Advocate General's (JAG) office


for guidance.





3-4. Guidelines. How you approach your writing


assignment will depend on your experience with and


knowledge of publications requirements. For best


results, start your project using the following guidelines.





    a. As the SME, you are responsible for the contents


of your publication. However, you will need the assis-


tance of an editor and a VIS who are responsible for


preparing and producing the publication according to


prescribed policies and standards. Editing done concur-


rently with writing, rewriting, and revising will


considerably reduce the time required to prepare each


draft. To free yourself to concentrate on the substance


of the publication, rely on the editor for the myriad of


technical details outlined in the chapters that follow.





    b. One of your most important responsibilities is to


maintain an historical file on the project. Doing so will


ensure continuity should another SME have to complete


or revise the publication. At a minimum, the file should


include-





       (1) Verification of the requirement for the new


publication, change, revision, or consolidation.





       (2) All approvals and coordination.





       (3) A list of references and sources.





       (4) A list of points of contact (POCs).





       (5) Data relating to the target audience.





    c. To communicate successfully with your readers,


find out who they are. They may be a definitive group:


commanders, commanders and their staffs, unit leaders,


trainers, soldiers being trained, soldiers responsible for a


single task, technical experts, or people with virtually no


technical knowledge at all. They maybe a combination


of such groups. To target your publication effectively,


identify its readers by branch, specialty, and grade (see


table 3-5). Knowing your readers will-





       (1) Influence the approach you take. How will


the readers use the publication? To what organizational


or operational level(s) are they assigned? Is their


knowledge general or are they specialists in the field?





       (2) Influence what and how much information to


include, Are the users new recruits with a limited


knowledge of the subject or are they career soldiers? Are


they inexperienced in Army methods or have they been


around long enough to write the books themselves? An


audience well-versed in a subject needs less detail, back-


ground, and even illustrations than one that is just


beginning, Write the publication for those in your


audience who have the least knowledge, training, and


background.





       (3) Influence how you address them. Are the


users members of a specific audience that you can ad-


dress directly, that is, in second person, or is the


publication for different audiences? If it is for two or


more audiences, specify which the text addressee. If the


publication has multiple audiences, consider writing in


third person to communicate effectively.





       (4) Dictate the RGL of the publication. How well


do the users read? How well do they understand the ter-


minology used? Each year, HQ TRADOC provides


preparing agencies with mean general technical (GT)


scores and conversion charts that will help them deter-


mine the RGLs of soldiers in each military occupational


specialty (MOS) and skill level. See appendix D for


guidance on calculating the RGL of a publication.





Table 3-5


Target audience for each type publication





Publication                  Users


FM, TC                       Various users, depending on subject matter





ARTEPP


  MTP        Unit commanders and trainers, battalion


                  and below





  Drill         Squad and platoon





STP


  TG          Unit commanders and trainees





  SM         Trainers and soldiers in each skill level





  JB           First-line supervisors, skill levels 1 and 2





  MQS      Officers





    d. Before you begin writing, be sure that you under-


stand your subject thoroughly. If you don't understand


what you're writing about, neither will your readers.





    e. Avoid the temptation to do a cut-and-paste job.


Cutting and pasting is nothing more than compiling dis-


jointed pieces written by diverse authors for a variety of


readers and purposes. No matter how cleverly you string


together passages clipped from other publications, the


result will usually be marked by repetition, contradic-


tion, and disorganization. Instead of cutting and


pasting-





         --Study the information gleaned from research,





         --Evaluate ideas in light of your own experience,





         --Select the pertinent points,





         --Add what you know, and





         --Express ideas in your own words.





    f. Consider borrowed statements with caution. Bor-


rowed statements are those you pick up during research


and pass on to your readers with little or no analysis.


They often result from cut-and-paste efforts. On the sur-


face, borrowed statements are altogether reasonable, but


on critical examination they may be ambiguous or make


no real sense at all. Once incorporated, such statements


are difficult to remove unless you know what they mean.


Therefore, before including them, be absolutely sure of


their meaning and worth. If borrowed statements con-


tain something worth saying, be sure they say it simply,


clearly, and accurately; if not, discard them. Remember


that no statement is valid simply because it is in print.





    g. Use extracts judiciously.





       (1) Extracts can detract from your book if you


use them carelessly. They can break up the continuity if


their tone, format, or purpose does not match your publi-


cation's. They can break up the continuity, too, if they


are long, complicated, or numerous.





       (2) Your alternative to extracting are to refer-


ence the information or to paraphrase it. Refer to other


sources to help streamline your publication; paraphrase


to help the source material better fit the purpose and


tone of the new publication. Another alternative is to lo-


cate extracts in appendixes or format them as special


segments so they don't compete with the text. Valid


reasons for extracting information are-





             (a) To ensure that readers will see the


material.





             (b) To increase credibility by citing a recog-


nized authority.





             (c) To provide a point of departure or founda-


tion on which to build new ideas.





             (d) To cite the exact material that the text is


analyzing.





             (e) To capture the voice of the original and


to communicate its point of view for the sake of authen-


ticity.





             (f) To preserve the exact words or data from


the original because they are so well expressed or con-


veniently formatted.





    h. Be wary of jargon. Jargon is another potential


pitfall. As your technical knowledge in a particular field


increases, you naturally become familiar with the


vocabulary peculiar to that field. Be careful, however,


how you use technical terms and expressions in your


writing. Often, understanding hinges on the meaning of


a single technical word. To avert misunderstanding, ex-


plain in detail every term that might not be clear to the


users.





    i. Do not use dictionaries casually. You will


probably consult the dictionary as frequently as any


other source. But you must understand something


about them. Dictionaries differ from one another in


matters as basic as spelling and pronunciation. Some


dictionaries do not distinguish between what is accept-


able in colloquial speech and what is standard for


written text. Dictionaries list meanings differently-by


chronological appearance in English, by frequency of use,


and by preference. And few dictionaries explain the


shades of meaning among synonyms. Thus, in tracking


down spelling, hyphenation, usage, and meaning, you


must approach dictionary information with care. Refer


to paragraph 7-48 for preferred spellings before consult-


ing the dictionary.





    j. Finally, classify correctly. If your publication is


classified, check with your security officer for instruc-


tions on marking and handling. Refer to AR 340-17 and


AR 380-5 for guidance.








Chapter 4


Preparing the Preliminary Draft





4-1. Outlining. The outline is the foundation of a


successful publication. It shows the proposed contents,


sequence of presentation, and extent of subjects covered.


The outline will assist in assessing the proposed


organization and promote logicality. A sound outline will


guide you through your writing and ensure that the


publication is moving in the right direction. Develop


your outline as follows:





    a. Prepare a preliminary outline.





       (1) Topics for the publication will emerge from


your discussions, your research, and your knowledge and


experience. Write each one on a separate card. Prepar-


ing topic cards will help you to organize by giving focus


to otherwise vague concepts, creating an inventory of


your ideas, and providing a practical way to manipulate


them.





       (2) Arrange the cards according to relation and


logic, deleting unwanted ideas and adding new ones


whenever necessary. Use the topic cards to prepare the


preliminary outline. Ensure that your main topics are of


equal importance (see para 4-2c). Expand your outline


by determining the scope of each topic. (Including per-


tinent references will be useful when you begin writing


and later when you prepare your list of references. ) See


figure 4-1.





    b. Work your outline.





       (1) When you begin writing in earnest, the


preliminary outline becomes a working outline. As writ-


ing progresses, new ideas and facts will emerge to change


what you have already written, as well as what you


planned to write. When changes occur, adjust the out-


line, ensuring that it remains logical and consistent.





       (2) As you develop the working outline, ask the


editor to assess it for logic, consistency, parallelism, and


coherence and to suggest necessary adjustments. Doing


so will save time as the publication progresses. The


editor will ensure that the outline is clear and logical,


that it flows naturally from one idea to the next, and


that it covers related information in the same organiza-


tional units.





    c. Staff your outline. Agencies determine internal


staffing for the working outlines of their doctrinal publi-


cations. (Internal staffing will include editorial review.)


In addition, the integrating centers and HQ TRADOC


must approve the outlines of certain publications (see


TRADOC Reg 11-7). They will comment on, approve, or


disapprove your outline and return it to you. When sub-


mitting the outline of a change or revision to TRADOC,


include a fact sheet detailing the major changes to the


publication.





    d. Finalize the outline. After editing the publica-


tion, the editor will prepare a final outline to ensure that


the organization is accurate, parallel, consistent, and


complete (see para 5-2b(4)). The editor will provide a


copy of the final outline to the VIS to assist in designing


or formatting the publication.





4-2. Organizing. Organizing involves the logical,


coherent, balanced, and consistent arrangement and


presentation of information. Organization derives from


the subject matter and is reflected in the titles and


subtitles used in the publication. Properly organized


text is essential to comprehension. An organizational


checklist appears in paragraph 5-2b(4).





    a. Logic. You may organize the text using parts,


chapters, sections, numbered or unnumbered para-


graphs, subparagraphs to the third division, and laundry


lists. The logic of the organization must evolve from the


publication title. The headings of each component used


will reflect that logic.





       (1) Publication title. The title of the publication


will clearly specify its contents. It will be broad enough


to cover every major topic, and it will tell the readers


whether the publication contains information they need.


If the title falls short of this requirement, rewrite it or


add a subtitle. A title may be changed up to the time the


DA Form 260 is forwarded to DA. The following


examples show what is expected in a publication based


on its title:





BRIDGE CONSTRUCTION: Detailed Guidance on


                                            Construction of a


                                           Drawbridge





                                         or





CONSTRUCTION OF A DRAWBRIDGE





[Publication should focus on how a drawbridge is


constructed.] 


 


                                         or





THE DESIGN AND CONSTRUCTION OF BRIDGES





                                         or





                    BRIDGE CONSTRUCTION





[Publication should include information on basic bridge


construction or the construction of several types of


bridges.]





       (2) Component titles. Component titles must


proceed logically from the title of the publication down


through each level of organization--from parts through


paragraphs. Following is an example of the logical emer-


gence of organization from a publication's title:





  FM XX-X - CONSTRUCTION OF A DRAWBRIDGE





            Chapter 1 Developing Plans


           Chapter 2 Preparing the Site


          Chapter 3 Assembling Materials





                            or





      FM XX-X - BRIDGE CONSTRUCTION





            Part One - TRUSS BRIDGES


           Chapter 1 Simple Truss Bridge


          Chapter 2 Continuous Truss Bridge


         Part Two - SUSPENSION BRIDGES





[Publication may discuss anything of a general nature or


a combination of topics pertaining to bridges, or it may


simply list or show different types of bridges.]





       (a) Parts. Whether you use parts will


depend on whether your discussion of each main topic


comprises chapters or only paragraphs. A publication


may divide into parts when it is clear that the chapters


should logically appear under collective headings. If you


use parts, do not include chapters in your book that can-


not be encompassed in a part. Each part heading must


be a logical subdivision of the publication title, and each


part should include at least two chapters. For example,


if your publication title were TRANSPORTATION, you


might have the following parts: Part One LAND


TRANSPORTATION, Part Two AIR TRANSPORTA-


TION, and Part Three WATER TRANSPORTATION.


Part One would include chapter headings such as Rail-


roads, Trucks, and Automobiles.





       (b) Chapters. Books usually divide into chap-


ters, but occasionally they will not (see (c) and (d) below).


Chapters will contain two or more main paragraphs If


your publication were titled URBAN TRANSPORTA-


TION, it might contain chapters headed Subways,


Buses, and Automobiles.





       (c) Sections. Books may divide into sections


when chapters are not warranted. At least two sections


are required. Chapters will divide into sections when


two or more main paragraphs within the chapter should


logically appear under a collective heading. If, for


example, the chapter heading or book title is PUBLIC


TRANSPORTATION, you might have the following


sections Section I. Air; Section II, Land; Section III,


Water. Each of these sections would include at least two


main paragraphs. Do not use sections if the publication


would be equally effective using main and subordinate


paragraphs. Special considerations for sections appear


below.





             --Section I must begin at the start of the


chapter. Under no circumstances may any information


other than a brief untitled and unnumbered introduc-


tory paragraph precede section I. Otherwise, sections


would be subordinate to the information preceding sec-


tion 1.





             --One chapter may divide into sections


while others do not. Assess each chapter individually.


However, beginning each chapter with an untitled intro-


ductory paragraph will ensure consistency among chap-


ters that have sections and those that do not. When


every chapter divides into sections, section I of each may


contain the introductory, or general, information.





       (d) Paragraphs. When information is not


sufficient for chapters or sections, a publication may sub-


divide immediately into main paragraphs. For example,


a brochure on transportation in and around a particular


city might discuss each type of transportation in a single


paragraph. Main paragraphs and subparagraphs may


also divide. If any paragraph divides, it must divide


into at least two paragraphs at the next lower level of


subordination. Do not subordinate beyond the third sub-


paragraph; if appropriate, use laundry lists.





    b. Coherence. Coherence is the orderly development


and smooth transition among and within the com-


ponents of a publication--from parts down to sentences.


Coherent writing clearly indicates the relationships


among ideas. It sticks to the subject and to the purpose


of the publication and presents ideas in logical sequence.


Sentences should flow easily from one to the other,


bound together in an orderly, coherent fashion.


Strengthen coherence with transitional words and


phrases, parallelism, and judicious repetition. Eliminate


duplication.





       (1) Transition. Use transition to relate what has


been said with what will be said. Transition keeps


thoughts flowing smoothly from paragraph to paragraph.





       (2) Parallelism. Titles at the same organization-


al level require the same structural units--for example,


phrases or single words. They also require the same


grammatical form--for example, nouns, verbs, or adjec-


tives. Following are examples of parallel construction:





Example 1:





Equipment


Control


Maintenance


Setup


Operations





                             or





Controlling Equipment


Maintaining Equipment


Setting Up Equipment


Operating Equipment





                          but not





Equipment Control


Maintenance


Setting Up


Operations





Example 2:





When ordering a dismount, consider-


    Crew fatigue


    Loss of protection


    Loss of mobility





Example 3:





Principal Requirements


    The first requirement is. . . .


    The second requirement is. . .





Example 4:





To store ammunition


    Clear a 50-foot firebreak.


    Provide fire extinguishers.


    Formulate a fire plan.








       (3) Repetition. Repeat titles only when present-


ing like information on different topics or if a title can


subdivide into its primary elements. Examples follow:





Example 1:





Part One ADMINISTRATIVE PUBLICATIONS


Chapter 1 Development


Chapter 2 Preparation


Chapter 3 Printing





Part Two EQUIPMENT PUBLICATIONS


Chapter 4 Development


Chapter 5 Preparation


Chapter 6 Printing





Example 2:





Chapter 2- Soviet Surface-to-Air Defenses





2-1. SA-2 Guidelines SAM        2-2. SA-3 GOA SAM


  a. Type of warhead.                   a. Type of warhead.


  b. Maximum effective range.     b. Maximum effective


  c. Associated radars.                   range.


                                                  c. Associated radars.





Example 3:





FM XX-X - INSURGENCY AND


                  COUNTERINSURGENCY





  Part One INSURGENCY


  Part Two COUNTERINSURGENCY





       (4) Duplication. Chapter titles will not duplicate


the book title, and no title within a chapter will duplicate


the chapter title. Remember that they are subdivisions


of the next higher element. One frequent error is includ-


ing a paragraph titled Background in a chapter titled


Background. Other examples follow:





Example 1:





Incorrect Duplication





TITLE:             ADMINISTRATIVE, EQUIPMENT, AND


                       TRAINING PUBLICATIONS





Chapter 1       Administrative, Equipment, and


                      Training Publications


Chapter 2      Print Requirements for Training


                     Publications


Chapter 3     Distribution Requirements





A Correct Solution





TITLE:        ADMINISTRATIVE, EQUIPMENT, AND


                   TRAINING PUBLICATIONS





Part One     ADMINISTRATIVE PUBLICATIONS


Part Two    EQUIPMENT PUBLICATIONS


Part Three TRAINING PUBLICATIONS





Example 2:





Incorrect Duplication





Part One      ADMINISTRATIVE PUBLICATIONS


Chapter 1    Administrative Publications


Chapter 2    Development and Preparation of


                   Administrative Publications





A Correct Solution





Part One  ADMINISTRATIVE PUBLICATIONS





Chapter 1    Development


Chapter 2    Preparation





Example 3:





Incorrect Duplication





Chapter 1      Responsibilities


             1-1. Responsibilities


            1-2. DA


           1-3. TRADOC





A Correct Solution





Chapter 1     Responsibilities


            1-1. DA


           1-2. MACOMs


           1-3. Preparing Agencies





    c. Balance. A publication must also convey a sense


of balance among and within its components. If the title


and purpose indicate that the publication will address


public and private transportation, then the weight given


each of these topics should be equal. The tone and


emphasis given to the text and illustrations must also be


balanced.





    d. Consistency. Parts, chapters, and sections within


a chapter must all begin and end alike. For example, if


one chapter includes introductory material, all chapters


must; if one section includes a summary, all sections


must. These beginning and concluding elements will


follow the same format, have the same headings, and be


essentially the same length in each instance. Achieving a


consistent appearance throughout the publication is dif-


ficult if one introduction or summary consists of only a


few sentences while others cover several paragraphs.





4-3. Putting words on paper. Whether or not you are


an experienced writer, putting words on paper can be the


hardest part of your job. However, if you proceed


carefully from this point and continue to work closely


with your editor, your job will be easier.





    a. Developing the draft. Your objective in the


preliminary draft is to discuss every topic and subtopic.


Using the outline as your guide, make the draft suffi-


ciently complete to provide an overall view of the


information to be covered and the objective to be


achieved. Follow the format prescribed for the type


of publication you are writing.





       (1) Writing the preface. A good preface orients


readers to the publication so they can quickly determine


if the publication contains information they are seeking.





       (a) Identify the audience and the purpose


and briefly describe what the publication is about. You


may include instructions for using the publication effec-


tively and information such as the relationship of the


publication to others in a series. If the publication you


are writing implements one or more ISAs, identify them


here (also see chap 6). Some sample prefaces follow:





Example 1:





This manual is one of a series of training manuals for


commanders and staffs at major Army commands


(MACOMs), training bases, and units. It provides


training doctrine for mobilization and war that applies to


all elements of the Army. It outlines the mobilization


process, the training requirements for the Total Army


force facing mobilization, the necessary institutional and


unit training, and the training support that will be


available. Other manuals in this series are FM 25-1,


FM 25-2, FM 25-3, and FM 25-4.





Example 2:





This manual-





     -- Identifies a leader's role and responsibilities.





     -- Explains procedures for teaching, couching, and


counseling subordinates.





     -- Helps develop cohesive, disciplined, well-trained


units that can win under the stress of battle.





Example 3:





This circular provides Army planners and managers


with information on how to handle both current and


developing weapons on their ranges while dealing with


scarce resources. It gives guidance on the


standardization and consolidation of range and


mobilization requirements, architectural and engineering


support, and safety standards.





        (b) Ensure that you cover the entire scope of


the book and that the information is presented in the


book in the same general order that you present it in the


preface. Also ensure that your outline covers every topic


mentioned in the preface.





       (2) Writing the introduction. An introduction is


optional. Unlike the preface which is about the publica-


tion, the introduction focuses on the publication's


contents. It sets the stage, provides background, or


presents information about the subject that will help the


users better understand what they are about to read. It


often contains historical background.





      (3) Writing the body.





             (a) To structure the body of your book


properly, be familiar with the four types of paragraphs:


introductory, topical, transitional, and concluding.





                 -- Introductory paragraphs simply intro-


duce material. Each part, chapter, section, or main para-


graph may begin with introductory remarks. Ensure


that subsequent material discusses all points covered in


the introductory remarks. Whether developing a con-


cept, describing a new procedure, or explaining how


equipment operates, do not raise the reader's expecta-


tions and then fail to meet them. Know what you intend


to do, state what it is, and follow through.





             -- Topical paragraphs develop informat-


ion about the subject and its component ideas, The core


of such paragraphs is the topic sentence. This sentence


states the theme or controlling idea. Each paragraph


has only one topic sentence, usually placed at the begin-


ning. Succeeding sentences add supplementary informa-


tion which should relate directly to that sentence The


paragraph should not contain extraneous or irrelevant


ideas or facts.





             -- Transitional paragraphs, however brief,


signal a major change to an idea.





             -- Concluding paragraphs summarize


main points, present conclusions, or evaluate preceding


information. Complex or lengthy material may require


a summary. However, adding summaries to short and


direct material not only wastes time but may even annoy


readers.





       (b) Give paragraphs direction. The direction


may be chronological or sequential. It may move from


the specific to the general or from the general to the


specific. It may stress reasons or motives, or it may


concentrate on effect. It may be categorical and place


items in a class, or it may be analytical and divide the


class into its components.





       (c) Vary paragraph lengths according to type


and to information discussed. Paragraphs should have


at least two sentences. An average for doctrinal and


training publications is five to seven sentences. Para-


graphs may reasonably expand as the level and


complexity of information demands.





       (d) Use laundry lists to present information


more clearly. One effective idea is to list topics before dis-


cussing them. An example follows:





             The four general categories are-


               -- Understanding the problem,


               -- Unifying the effort,


               -- Sustaining the effort, and


               -- Executing the mission.





       (e) Strive for a positive, professional tone.


An indifferent attitude about the subject or feelings of


anger or frustration about writing can have a subtle, yet


debilitating, influence on the tone, Tone will also be af-


fected if you project a sense of superiority to, or intimacy


with, the audience.





       (f) Develop an effective writing style. Style


reflects tone and involves the words you select and the


ways you use them, Style can be as informal as a thank


you note or as formal as a letter for the President's signa-


ture. Effective doctrinal and training publications avoid


both of these extremes. Based on your regard for the


users and your respect for the subject, aim for objectivity


and precision. To develop an effective style, adhere to


the following principles:





             -- Never talk down to the reader.





             -- Use familiar words, relevant examples,


and available references.





             -- Avoid trite expressions and slang.





             -- Avoid using big or unusual words.





             -- Avoid overwriting for a literary effect.





             -- Avoid sounding folksy.





             -- Vary the length and structure of sen-


tences for greater interest.





             -- Present ideas adequately, logically, and


factually.





             -- To establish a relationship with the


readers and to make them respond personally to the


publication, use the second person pronoun you when


suitable.





       (g) Be specific. Readers draw on their own


knowledge and experience to interpret the meaning of


words. To avoid misunderstanding, use concrete words


whenever possible. Concrete words represent objects the


reader can see, hear, touch, taste, or smell They make


the meaning of your writing more specific. The following


list illustrates the subtle differences in terms that


change concrete words to abstract ones. As each term


becomes less specific, it also becomes subject to different


interpretations.





             Rifles


             Guns


             Firearms


             Weapons





       (h) Choose words carefully. To communicate


effectively, use simple, direct words. For example, staff


car is almost always better than administrative vehicle


and M16 better than individual weapon. Do not use


phrases such as passage of messages when passing mes-


sages will do. Use jargon and alternate word forms only


when readers know them as well as or better than the


terms they represent (see chap 7). Otherwise, jargon will


hinder communication.





       (i) Use personal pronouns whenever possible.


When writing to a specific audience, as in a trainer's


guide, use the second person pronoun you. In such a con-


text, readers will have no doubt about the referent. In a


publication with a broader audience, specify the user:


the commander, the platoon sergeant, the soldier, for ex-


ample, Use the third person pronouns, he, she, it, they;


him, her, it, them; his, hers, its, theirs, only when their


antecedents are absolutely clear. When applicable, in-


clude the neutral language statement (see chap 6).





       (j) Use neutral language. Write Soldiers


complete their training rather than The soldier completes


his or her training. Words such as the and a are also


helpful. See AR 25-30 for other examples of avoiding


sexually specific language





       (k) Be clear. Avoid sentences like the follow-


ing which, even when reread, may not be clear:





The fewer the number of weak links and the less the


weakness of any one link, the longer is a unit able to


function usefully (with, at least, some effectiveness).





Knowledge of support- level partial and complete


operations by using units expedites setting up the


facility and enables more effective decontamination


of personnel and equipment.





          (1) Be consistent. Style must remain consis-


tent from chapter to chapter. Throughout a publication,


always use the same word to represent the same thing


unless you explain the change. For example, do not refer


to a gun as the weapon in one place and the weapon sys-


tem in another. These subtle changes in terminology


may confuse your readers. Once you choose a term, stick


to it. Repeating key words and phrases helps to main-


tain continuity. Also avoid unnecessary or confusing


shifts of subject, number, tense, voice, point of view, or


pronoun references. Do not address your users personally


in some instances and talk about them in others. Discus-


sions can switch from second to third person, but they


must do so clearly and correctly. Nothing confuses


readers more than inconsistency.





          (m) Be concise. Review the draft for unneces-


sary explanation and verbiage. Do not qualify statements


by repeating the conditions over and over again. Such


repetition may give you a sense of security, but it loses


readers. To be concise, present the facts logically. The


better organized you are, the fewer words you will need.


Tell your readers only what they need to know and avoid


surrounding the facts with unnecessary information. For


instance, if one or two examples are not sufficient to make


a point, rewrite them to do a better job. Finally, elimi-


nate every word that does not contribute to understanding.


Following are examples of unnecessary explanation:





Example 1: This trainer's guide has been developed to


                    assist you, the trainer, in planning,


                   preparing, and conducting training in your


                  unit.





                 Examine the sentence for such phrases


                 as--





               -- has been developed. The readers


               already know the guide has been developed;


               after all, they are reading it.





               -- to assist. Why use the two-syllable


               assist when a syllable can be saved by


               substituting help?





               -- you, the trainer. The trainer is not


               required. The readers already know that


               you refers to the trainer since they are, in


               this instance, reading a trainer's guide.





               -- in planning, preparing, and


................conducting. Changing to plan, prepare, and


               conduct eliminates one word and three


              syllables.





               -- training in your unit. Saying unit


              training eliminates two unnecessary words


              without any change in meaning.





Rewritten, the sentence is concise, to the point, and only


half as long: This guide will help you to plan, prepare,


and conduct unit training.





Example 2:    When a commander has elected to use


              deception, there must be a means of


              conveying his or her concept to those in his


              or her command who will carry the story to


              the enemy. This is done by directing the


              subordinate units, be they battalions of a


              brigade or brigades of a division, to carry


              out deception tasks of the various types


              discussed below. Those so tasked convey


              the deception story to the enemy using


              various methods to provide the enemy


              surveillance with false evidence; these are


              known as deception measures.





              This paragraph might be rewritten as


..............follows: When commanders elect to deceive


              the enemy, they direct subordinates to carry


              out the deception measures discussed below.





             (n) Be accurate. Correct grammar, spelling,


and punctuation aid clarity and understanding.


Misused, they can distort meaning, confuse the reader,


and sometimes cause major problems. The following


example illustrates how incorrect punctuation can make


a significant, and sometimes costly, difference. A care-


less clerk inserted a comma in the sentence Foreign fruit


plants are free from duty causing it to read Foreign fruit,


plants are free from duty. Instead of exempting only fruit


plants, the sentence with the added comma made all


fruit and plants duty-free. Reportedly, the government


lost $2 million before the misplaced comma was removed.


Rules of grammar are thoroughly covered in various


style manuals; use them together with chapter 7 to write


accurately.





             (o) Emphasize the active voice. Nothing


improves readability more than the use of active voice.


In the active voice, the subject acts In the passive voice,


the subject is acted upon. Excessive use of the passive


voice slows down writing, requires additional words, and


leads to awkward shifts in structure. The active voice is


generally more effective. For example, The evacuation


mechanism for unit proficiency is provided by the Army


training and evaluation program is obviously less


readable than the active: The Army training and evalua-


tion program measures unit proficiency. The passive


voice is appropriate when the receiver is more important


than the actor, when we do not know who performed the


action, or if naming the actor is irrelevant, such as in the


following examples:





       The soldier was commended for bravery,


       The hill must be taken.


       Paragraphs were numbered for easy reference.





             (p) Use tables. Whenever possible, simplify


and clarify information by presenting it in tables. Tables


systematically arrange comparative data in columns and


rows for easy reference and comprehension. Plan tables


carefully and consult a VIS for the most effective ways to


present them. See appendix C for guidance.


