Standards and Procedures

1.  Font.  Text should be in either Courier New or Times New Roman.

2.  Pitch.  Text will be no smaller than 10 pt. and no bigger than 12 pt. 

3.  Spacing
     a.  Two spaces after all periods.

     b.  One space after closed parenthesis, semi-colons, colons, etc.  

4.  Underlining (and the Use of Periods).  When underlining sentences or text that end with a period, the period will not be underlined (as evidenced here).

5.  Page Numbers.  All page numbers should be in the same format and pitch as the text.

6.  Standard Subject Identification Codes (SSIC).  Appropriate SSICs should be used at all times (e.g. do not use CONGRINT SSIC [5730] for award SSIC [1650]). 

7.  Originator Codes.  Base Order 5216.1B lists all sanctioned Originator Codes.  The use of initials (whether they be the originator’s) will not be used. 

8.  Distribution Codes.  Unless documents are to be promulgated to only “copy to” addressees, use only sanctioned Distribution Codes (A-E).

9.  Signature Blocks.  Signature blocks will be four spaces below the last line of the text.  The beginning of the signature block will be centered and continue to the right. 

10.  Timing.  All “read-aheads” will be provided to the commanding general at least 72 working hours in advance (e.g. if an event that requires a “read-ahead” is due on Tuesday, submit it to the commanding general not later than Thursday, the week prior).
