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OPNAV INSTRUCTION SSIC.XX (Refer to SECNAVINST 5215.1D and OPNAVINST 5215.17 for the DON Directives Issuance System policies, procedures and responsibilities.  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 SECNAV/OPNAV Directives Control Office, DNS-52, for the point number.)
From:  Chief of Naval Operations
Subj:  TITLE OF INSTRUCTION IN ALL CAPS (DO NOT USE ACRONYMS IN
       SUBJECT LINE)

Ref:   (a) Any applicable references are inserted here
       (b) References must be current and listed alphabetically
           In order as they are cited in the text
       (c) Keep references to a minimum
Encl:  (1) All enclosures must be identified here exactly as
           the title appears on the actual enclosure
       (2) They must be listed numerically as they appear in the
           text
       (3) All enclosures must be legible and reproducible
1.  Purpose
    a.  The first paragraph of an instruction must state the purpose of the instruction, which tells why the instruction is being issued.  It is used to indicate the issuance of policies, guidelines, procedures, and responsibilities.
    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) which made 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.  Action (or Responsibilities).  All titles/groups/

organizations having action or responsibility are identified in this paragraph.  There cannot be an “Action” and a “Responsibilities” paragraph in the same instruction.  The highest order of responsibility is usually listed first.
    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

4.  Records Management.  This paragraph is a new CNO requirement, and will indicate the following:  “Records created as a result of this instruction, regardless of media and format, shall be managed per SECNAV Manual 5210.1 of November 2007.”

5.  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.
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