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This chapter sets forth the minimum standards and specifications for structuring and formatting directives in the electronic environment and in paper.  These instructions are intended for authors and word processors who prepare draft directives and for directive production personnel who are responsible for producing the final issuance.
30.2 - Objectives

The objectives of standardizing directive format and structure in a uniform presentation are to promote efficiency, economy, ease of use, and employee recognition of official direction. 
30.3 - Policy

Except for supplements that must conform to external directives or unique situations approved by the Service-wide Directive Manager (FSM 1104), all directives must conform to the format standards and specifications of this chapter.
30.4 - Responsibility
30.41 - Directive Managers

It is the responsibility of the Directive Manager at each organizational level to ensure, prior to issuance, that directives conform to the standards of this chapter.
30.42 - Authors

It is the responsibility of authors, or their word processors, to prepare directives using the specifications of this chapter.
31 - DOCUMENT STRUCTURE

For the Manual and any Handbook distributed electronically, the basic unit of amendment is a document, not a single page.  For Handbooks issued only in paper form, the basic unit of amendment generally is a page, and amended or new pages are interleaved with existing pages.  For some Handbooks issued only in paper form, the basic unit of amendment may be a section or chapter, instead of a page.  Refer to the transmittal pages for the Handbook amendment or supplement for specific instructions on posting.
31.1 - Issuance Identifier Convention

After a directive has been approved and signed by the line officer, the Directive Manager shall assign an amendment, supplement, or interim directive identifier as specified in this section.  The issuance identifier indicates the type of issuance, the title code and the number of the issuance.  See section 34.12 for instructions on assigning names for displaying and listing directives on web pages or in file directories.

1.  Amendment and Supplement.  Directive Managers must number amendments and supplements in sequential order within each FSM series zero code or title code or within each Handbook.  Display the issuance number in the following order:  amendments and supplements by unit abbreviation; issuance type (amendment or supplement); directive code; calendar year in which it is issued; and sequential number of the issuance:

a.  Assign numbers sequentially for the calendar year in which the directive is issued, without regard to the effective date.  

For directives issued prior to January 1, 2000, two digits indicate the year in the issuance identifier; for example:  WO AMENDMENT 1200-98-1; WO AMENDMENT 1200-99-2; and R4 SUPPLEMENT 1200-99-1.  The first amendment to FSH 1109.12 issued in 1998 is numbered WO AMENDMENT 1109.12-98-1; the second amendment to FSH 1109.12, issued December 31, 1998, is numbered WO AMENDMENT 1109.12-98-2, even though the effective date is in January 1999.   

For directives issued on or after January 1, 2000, four digits indicate the year in the issuance identifier; for example, WO AMENDMENT 1109.12-2000-1; 
FSM 2700-2002-2; and FSH 2709.11-2002-1.  The first amendment to FSH 1109.12 issued in 2002 is numbered WO AMENDMENT 1109.12-2002-1.

b.  Display an amendment or supplement identifier, along with the effective date, on page 1 of the transmittal and as a header in the upper left-hand corner of each subsequent text page of a directive document when printed.  See exhibits in section 34.12 for examples. 

2.  Interim Directive (ID).  Directive Managers must assign the ID number, which consists of the Handbook code or FSM chapter code, year of issuance, and number; assign numbers sequentially for the calendar year in which the ID is issued, without regard to effective date.  Note that for ID's issued prior to January 1, 2000, two digits indicate the year in the issuance identifier; for example, WO Interim Directive 2700-98-1 or ID 2709.11-99-2.  For ID's issued on or after January 1, 2000, four digits indicate the year in the issuance identifier; for example: WO Interim Directive 2400-2001-3 or WO Interim Directive 2709.11-2002-1. 

The ID issuing unit must appear on page 1 of the transmittal page and as a header in the upper left-hand corner of each subsequent text page when printed, along with the effective date and expiration date.  See section 34.12, exhibits 01 and 04, for examples.

31.2 - Electronic Document Naming Convention

The bulk of directives are issued electronically by posting new issuances to the directive web sites and mailing weekly issuance reports.  The naming conventions for electronically issued directives vary by whether they are issued to the Manual or to a Handbook and by type of issuance.  Directive Managers must assign directive document names as specified in sections 31.21-31.25.  See section 31.7 for instructions for formatting handbooks not available electronically.
31.21 - Naming Manual Documents

31.21a - Amendments and Supplements

Where an entire Manual chapter is in a single document, the chapter code is the document name; for example:  2400_zero_code; 2410.  Do not use capital letters in the document name. 

Create documents in Microsoft Word (MSWord) using the appropriate directive template.  These templates are available on the Service-wide Directives Home Page (FSWeb/Intranet) in the User Aids section under the heading "Directive Forms and Formats" at the following address:

http://fsweb.wo.fs.fed.us/directives/html/user_aids.html

Convert existing documents that were created in another document type to MSWord.  Multiple documents within a single Manual chapter should be combined into one document unless the total number of pages for that chapter exceeds 100 pages (sec. 31.4).    

Following is an example of a header for a Manual amendment that displays the document name on the upper right:

	WO amendment 2400-2002-1 

EFFECTIVE DATE:  01/31/2002


DURATION:  This amendment is effective until superseded or removed. 
	2440

Page 2 of 18

	FSm 2400 - timber management

chapter 2440 - designating, cruising, scaling, and accountability


For those chapters that exceed 100 pages, divide the chapter into logical sections using the broadest codes within the document.

31.21b - Interim Directives

Name interim directive documents beginning with the lowercase letters id, the Manual title code, the 4-digit calendar year in which the ID is issued, and the sequential number assigned based on the number of IDs issued to that Manual title in that calendar year; for example, the document name for an ID issued to the FSM 2400 zero code chapter is id_2400-2001-3.  

See the following example of the second-page header showing the document name for this ID on the upper right:

	WO Interim Directive 

EFFECTIVE DATE:  07/27/2001


DURATION:  This interim directive expires on 01/27/2003.
	id_2400-2001-3

Page 2 of 3

	FSM 2400 - timber management

chapter - zero code 


Do not use capital letters and/or commas in the document name.

31.22 - Naming Handbook Documents

31.22a - Amendments and Supplements

Where an entire Handbook chapter is in a single document, the Handbook number and the chapter code, divided by an underscore, constitute the document name; for example, the document name for chapter 60 of FSH 2709.11 would be:  2709.11_60.  Do not use uppercase letters and/or commas in the document name.
Convert existing documents that were created in another document type to MSWord.  Multiple documents within a single Handbook chapter should be combined into one document unless the total number of pages for that chapter exceeds 100 pages (sec. 31.4).  

See the following example of a header for a Handbook amendment showing the document name on the upper right:

	WO amendment 1509.11-2001-1
EFFECTIVE DATE:  06/13/2001


DURATION:  This amendment is effective until superseded or removed.
	1509.11_30

Page 2 of 6

	FSH 1509.11 - GRANTS, COOPERATIVE AGREEMENTS, AND OTHER AGREEMENTS HANDBOOK 

CHAPTER 30 - COLLECTION AGREEMENTS


For those chapters that exceed 100 pages, divide the chapter into logical sections using the broadest codes within the document. 

31.22b - Interim Directives 

Name interim directive documents beginning with the lowercase letters id, the Handbook code, the 4-digit calendar year in which the ID is issued, and the sequential number assigned based on 

the number of IDs issued to that Handbook in that calendar year.  See the following example of the second-page header of an ID issued to FSH 1509.11, chapter 30, showing the document name on the upper right:

	WO Interim Directive 

EFFECTIVE DATE:  06/13/2001


DURATION:  This interim directive expires on 12/13/2002.
	id_1509.11-2001-1

Page 2 of 2

	FSH 1509.11 - GRANTS, COOPERATIVE AGREEMENTS, AND OTHER AGREEMENTS HANDBOOK 

CHAPTER 30 - COLLECTION AGREEMENTS


Do not use capital letters and/or commas in the document name.

31.23 - Naming Table of Contents Documents

1.  Manual.  For Manual titles, name the table of contents for the entire title as follows: 1100_contents.  Do not use uppercase letters and/or commas in the document name.  In most cases, chapter tables of contents are no longer separate documents and must be incorporated into the text of each chapter.  
2.  Handbooks.  For Handbook issuances, name the table of contents for the entire Handbook as follows: 1109.12_contents.  Do not use uppercase letters and/or commas in the document name.  In most cases, chapter tables of contents are no longer separate documents and must be incorporated into the text of each chapter.  
31.24 - Naming Separate Exhibits

To the degree possible, incorporate exhibits into text documents.  However, where a special exhibit must be separated from directive text (sec. 31.7) in a separate document, name the document by section code and 2-digit exhibit number.  Enter this information in the document header in the upper right-hand corner.  Do not use uppercase letters and/or commas in the document name.  Spell out the word "exhibit."

1.  Example of a header for a separate exhibit to a Manual section showing the document name on the upper right:

	WO AMENDMENT 6100-1990-1

EFFECTIVE DATE:  06/11/1990


DURATION:  This amendment is effective until superseded or removed.
	6152.1_exhibit_01

Page 1 of 3

	FSM 6100 - PERSONNEL MANAGEMENT

CHAPTER 6150 - CLASSIFICATION, PAY, UNIFORMS 


2.  Example of a header for a separate exhibit to a Handbook section showing the document name on the upper right:

	WO AMENDMENT 2409.14-1992-18

EFFECTIVE DATE:  11/03/1992


DURATION:  This amendment is effective until superseded or removed.
	2409.14_91.3_exhibit_01

Page 1 of 9 

	FSH 2409.14 - TIMBER MANAGEMENT INFORMATION SYSTEM HANDBOOK
CHAPTER 90 - TIMBER REPORTS


31.3 - Effective Dates

Effective dates are typed on the first page of all documents after the heading “Effective Date” and must be displayed on each subsequent page of the directive in the header.  See exhibits 01 - 05 in section 34.12 for samples of how to display effective dates on the various types of pages within a directive document.

31.4 - Length

Directive documents may be up to 100 pages in length but may never contain more than one chapter of the Manual or a Handbook.
31.5 - Page Sequence and Numbering

Use hard page breaks only in those instances where a logical break is needed for exhibits, tables, or printing requirements.
31.51 - Page Sequence

Amendments and supplements created, stored, and issued electronically consist of the following:
1.  Transmittal, page 1 (sec. 32), 

2.  Table of contents (sec. 33), and

3.  Text pages.

31.52 - Page Numbering

Beginning with the transmittal, each page in a directive (amendment, supplement, or interim directive) displays the document name and page number as a header in the upper right-hand corner as follows:
1.  Page 1.  The page numbers are calculated automatically.  Do not vary from the format shown at the top of page 1 of this document.  

2.  Page 2 and Subsequent Pages.  The page numbers are calculated automatically.  Do not vary from the format shown in the header on page 2 and subsequent pages of this document.   

31.6 - Special Document Requirements for Exhibits 
See section 34.9 for direction on exhibit format standards.

1.  Exhibit as a separate document.  Exhibits that require printing in landscape may be interspersed with directive text.  A separate document is no longer required.  Therefore, whenever possible, intersperse exhibits, forms, and tables within the parent document even if they require printing in landscape or have other special printing specifications; otherwise, create a separate document.  In the coded directive text, where the exhibit is referenced, type in a centered notation, in all uppercase and boldface, that the exhibit is a separate document; for example:

31.6 - EXHIBIT 01 IS A SEPARATE DOCUMENT.

2.  Exhibit of one page or less.  When exhibits are one page or less, enter the section number, the word “Exhibit,” and the number of the exhibit on one line in initial capital letters and boldface.  Insert a blank line.  On the next line, enter the title of the exhibit (in initial capital letters and boldface) as follows: 

1113.2 - Exhibit 01

Color Scheme for Supplements Issued in Paper

Exhibits that are one page or less may be boxed to help distinguish the exhibit from the surrounding text.  See FSM 1113.2, exhibit 01, for an example.

3.  Exhibit exceeding one page.  When an exhibit exceeds one page, enter the section number, the word “Exhibit,” the number of the exhibit, and the word “Continued” on one line.  The title of the exhibit does not have to be entered on continuing pages. 

1120.1 - Exhibit 01--Continued

4.  Multiple exhibits consolidated in a separate section.  If several exhibits within a chapter must be separated from the directive text, place them in a single document if the exhibits all appear at the same code and have similar printing specifications.  Consolidation of exhibits into one coded section helps avoid having multiple documents containing only one exhibit (sec. 15.2).

5.  Exhibit available only in paper form.  If an exhibit is available only in paper in the master set of the Manual and Handbooks, include a sentence in the coded text, in a centered notation in all uppercase and boldface, with two blank lines above and below the sentence, as follows:
a.  Manual:
SEE THE PAPER COPY OF THE MASTER SET
FOR 6141.11 - EXHIBIT 01.
b.  Handbooks:  
SEE THE PAPER COPY OF THE MASTER SET
FOR SECTION 11.1 - EXHIBIT 02.
31.7 - Requirements for Handbooks Not Available Electronically

Some Handbooks have a special size or special illustrations that have required the Handbook to be issued in paper form.  Until they are converted to electronic documents, these Handbooks are amended on a page-by-page basis, with revised pages interleaved into existing text pages.  Amendments and supplements to these Handbooks must be consistent with the format and structure of the existing parent text.  
1.  Amendments/Supplements.  Prepare amendments and supplements to Handbooks available only in paper form on a page-by-page basis.  Use the same issuance identifier convention as for electronic documents (sec. 31.3).

2.  Effective Dates.  For amendments or supplements to existing "paper-only" Handbooks, follow the convention of the existing text.

3.  Page Numbering.  For amendments or supplements to existing "paper-only" Handbooks, follow the page numbering convention of existing text.  Consult the Directive Manager for instructions on numbering pages in a new specialized Handbook that must be issued in paper only.
The unit Directive Manager shall provide authors and word processors with such other instructions as may be needed for special Handbooks issued only in paper.
4.  Index of Documents.  Directive Managers must include entries for Handbooks issued only in paper in the document index on the Forest Service Web (FSWeb/Intranet) or the World Wide Web (WWW/Internet).  In the text of these electronic documents, include a short statement concerning the availability of paper-only Handbooks as follows:

	Paper-Only Handbooks

This Handbook is available in paper form only; however, any current interim directives to this Handbook are available electronically.  Copies of the paper master set are maintained by the Washington, Region, Station, Area, Institute, and Forest offices, as well as some District offices.


32 - TRANSMITTAL

All amendments, supplements, and interim directives are issued with a transmittal.  The transmittal is the first page(s) of any document distributed electronically (sec. 36, ex. 02) and contains the amendment, supplement, or interim directive number, effective date, posting instructions, and the digest of changes.  For Handbooks issued only in paper form, transmittals are filed at the front of the Handbook, not within each chapter.

Directive Managers shall make transmittal formats available on the unit's home page on the intranet (FSWeb/Intranet).

Transmittals for issuing new or revised parent text of external Handbooks are numbered consecutively by calendar year.  For directives issued prior to January 1, 2000, two digits indicate the year in the issuance identifier; for example, FSH 6509.33, Transmittal No. 99-2.  

For directives issued on or after January 1, 2000, four digits indicate the year in the issuance identifier; for example, FSH 5109.34, Transmittal No. 2000-1.  Parent text of external Handbooks (for example, the Federal Travel Regulation, FSH 6509.33) is issued or removed by transmittal only and does not carry a supplement number.

33 - TABLE OF CONTENTS

There are two distinct types of table of contents in the Directive System:    

1.  Manual Title or Handbook.  The Manual title or Handbook table of contents lists the chapter codes and captions.  This type of table of contents is a separate document; therefore, assign an amendment or supplement number when revisions are made to codes or captions.
2.  Manual or Handbook Chapter.  The table of contents for a chapter lists all coded sections and captions within a specific chapter.   The table of contents is generated from the directive text based on the styles used for the coded sections and captions (HEADING 1, Heading 2, or Heading 3, sec. 34.12, ex. 06).

a.  Chapters of 100 pages or less.  For chapters that are 100 pages or less, the table of contents is part of the chapter document and is no longer created and maintained as a separate document in the electronic environment or in paper master sets.  

b.  Chapters exceeding 100 pages.  For chapters that exceed 100 pages, the table of contents is created as part of each document within a chapter.  In this situation, do not create a consolidated table of contents for an entire chapter.  

See section 31.23 for direction on naming table of contents documents.

33.1 - Placement of Tables of Contents

1.  Amendments and Supplements.  The chapter table of contents should appear after the transmittal page and prior to the text of the chapter.  For most amendments and supplements, the table of contents begins as page 2 of the directive.

2.  Interim Directives.  Interim directives (IDs) do not have a table of contents, unless codes and captions are established in the ID.  In this latter case, the table of contents appears after the transmittal page and before the directive text.

33.2 - Master Set

As defined at FSM 1105, the term "master set" refers to paper and electronic directives.

1.  Tables of contents are separate documents.  Only the table of contents for an entire Manual (FSM) title or Handbook (FSH) is a separate document.  Post it at the beginning of the FSM title or FSH.  See exhibit. 01.
2.  Tables of contents are part of the chapter.  When a table of contents is part of the chapter, the table of contents appears after the transmittal page and prior to the text of the chapter.  Print and post as one document.

33.2 - Exhibit 01
Table of Contents for FSM Title
Contents

ZERO CODE

CHAPTER

7710
TRANSPORTATION ATLAS, RECORDS, AND ANALYSIS

7720
DEVELOPMENT

7730
OPERATION AND MAINTENANCE

7740
FEDERAL LANDS HIGHWAY PROGRAMS

33.3 - Creating an Automated Table of Contents

After formatting the directive, create a table of contents on the first blank page following the transmittal page and prior to the text of the chapter.  In most cases, this will be page 2.  See exhibit 01 for direction on creating an automated table of contents.  See exhibit 02 for direction on updating an automated table of contents.

33.3 - Exhibit 01

Creating an Automated Table of Contents

	Step
	Action

	1. 
	At the end of the transmittal page, insert a page break.

a.  Select INSERT from the Menu Bar.  Select Break.  
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The following appears:
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b.   Make sure that PAGE BREAK is selected.  Click OK. 


33.3 - Exhibit 01--Continued

	Step
	Action

	2. 
	Label the page with the phrase “Table of Contents.” 

a.  Type “Table of Contents.”

b.  Select the phrase.  (Shift while highlighting with the mouse.)

c.  Apply the Categories style. 

d.  Center the phrase. 


[image: image4.png]



e.  Press the Enter key twice.  The following appears:

Table of Contents



	3. 
	Create the Table of Contents.

a.  Select INSERT from the Menu Bar.  Select Index and Tables….  
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33.3 - Exhibit 01--Continued

	Step
	Action

	3 cont.
	The following appears:



[image: image6.png]dex and Tables

i85 el o Cortorts | Tobl f Eures | Tableof Authorte |

Print Preyien

[Aristotle, 2 i‘ Type: & Ingented € Rupin
|Asteroid belt. See Jupiter O =
Atmosphere

Earth Language:  [Englsh (U.5.) E

exosphere, 4
ionosphere, 3

™ Right aign page numbers

Formats:  [From template 7

Mark Entry. AdtoMark. Modify.
et








33.3 - Exhibit 01--Continued

	Step
	Action

	3 cont.
	b.  Click on the Table of Contents tab.  The following appears: 
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Click OK.

The Table of Contents will generate automatically.


33.3 - Exhibit 02

Updating a Table of Contents

If the Table of Contents needs to be updated for any reason, it does not have to be regenerated completely.  

	Step
	Action

	1.
	Highlight the existing Table of Contents.

	2.
	Click the right button on your mouse.  The following appears:  
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	3.
	Choose Update Field.  
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33.3 - Exhibit 02--Continued

	Step
	Action

	3 cont.
	The following appears: 
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	4.
	Choose Update entire table if you have added anything with styles Heading 1, Heading 2, or Heading 3; otherwise, choose Update page numbers only.  

	5.
	Click OK.  The Table of Contents will update itself.  


34 - FORMAT SPECIFICATIONS

Except for Handbooks issued in paper form, directives posted to the Forest Service Web (FSWeb/Intranet) must be prepared as or converted to Microsoft Word (MSWord) documents, and directives posted to the World Web (WWW/Internet) must be converted to MSWord, HTML, ASCII (.txt), or other compatible WWW format.  Type directives in running text; that is, do not use double columns for text except for tables or playscripts (sec. 15.3).  Type final text pages according to direction in sections 34.1 through 34.92.
34.1 - Mandatory Format Specifications

Directive formats may be set either manually (sec. 34.11) or by using style templates 
(sec. 34.12).
34.11 - Formatting Documents Manually

Authors and word processors may manually keyboard the text of directives according to the format and style set out in exhibit 06, section 34.12.  For example, for first-level headings users would enter the text according to the “Heading 1” style with the font Arial, 12 point, bold, blue, and all capital letters.  
34.12 - Using Style Templates To Format Documents

1.  Using a document template.  Each template has styles included to use when formatting the document.  Go to the Service-wide Directives Home Page on the Forest Service Web (FSWeb/Intranet) to obtain directive formats and templates.  See exhibits 01-05 for examples of directive transmittal pages formatted with the template styles for the following:

a.  FSH Amendment Transmittal Page.  See page 1 of this document for an example.

b.  FSH Interim Directive Transmittal Page (ex. 01),

c.  FSH Supplement Transmittal Page to an External Handbook (ex. 02),

d.  FSM Amendment Transmittal Page (ex. 03), 

e.  FSM Interim Directive Transmittal Page (ex. 04), and 

f.  FSM Supplement Transmittal Page (ex. 05).

2.  Listing of styles available for FSM and FSH amendments, supplements, and interim directives.  See exhibit 06 for the styles that may be used when creating or modifying an amendment or supplement or creating an interim directive to either the Forest Service Manual or a Forest Service Handbook.  The styles are in the sequence they appear in the menu and include the name of the style, specifications, and examples.

34.12 - Exhibit 01
Example of FSH Interim Directive Transmittal Page
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	Forest Service Handbook

national headquarters (wo)

Washington, DC


FSH 1509.11 - GRANTS, COOPERATIVE AGREEMENTS, AND OTHER AGREEMENTS HANDBOOK 

CHAPTER 30 - COLLECTION AGREEMENTS

Interim Directive No.:  1509.11-2001-1

Effective Date:  June 13, 2001

Duration:  This interim directive expires on December 13, 2002. 
	Approved:  clyde thompson

          Deputy Chief for Business Operations
	Date Approved:  05/25/2001


Posting Instructions:  Interim directives are numbered consecutively by Handbook number and calendar year.  Post by document at the end of the chapter.  Retain this transmittal as the first page(s) of this document.  The last interim directive was 1509.11-2000-2 to chapter 70.

	New Document


	id_1509.11-2001-1
	2 Pages

	Superseded Document(s) (Interim Directive Number and Effective Date)
	ID 1509.11-2000-1, 03/08/2000
	2 Pages


Digest:  

30 - Reissues, without change, the direction formerly issued in ID 1509.11-2000-1.  This ID sets forth the revised requirements of Title 36, Code of Federal Regulations, Part 211, which implements amendments to the Act of June 30, 1914 (Cooperative Funds).

34.12 - Exhibit 02
Example of FSH Supplement Transmittal Page to External Handbook
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	Forest Service Handbook

national headquarters (wo)

Washington, DC


FSH 6309.32 - FEDERAL ACQUISITION REGULATION

part 4G13 - simplified acquisition procedures

Supplement No.:  6309.32-2001-1

Effective Date:  June 28, 2001

Duration:  This supplement is effective until superseded or removed.
	Approved:  clyde thompson

          Deputy Chief for Business Operations
	Date Approved:  06/14/2001


Posting Instructions:  Supplements are numbered consecutively by Handbook number and calendar year.  Post by document; remove the entire document and replace it with this supplement.  Retain this transmittal as the first page(s) of this document.  The last supplement to this Handbook was 6309.32-2000-1.

	New Document


	6309.32_4G13
	33 Pages

	Superseded Document(s) by Issuance Number and Effective Date
	6309.32,4G13 (Supplement 6309.32-2000-1, 02/11/2000)

ID 6309.32-2000-1, 05/01/2000


	18 Pages

 2 Pages


Digest:  

4G13.001-70 - Revises Exhibit 13-1 by (1) adding the purchase of telephone calling cards to the Restricted Items list; (2) adding Evidence to the list of Distinctive Items; (3) adding a reference to Information and Evidence; (4) revising the reference for Meeting or Conference Room Rental (4G13.301-71(h)); (5) clarifying the policy on Printing and Binding; (6) adding direction on providing light refreshments at an official conference; and (7) revising direction on recreation equipment. 

34.12 - Exhibit 03
Example of FSM Transmittal to Chapter Zero Code
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	Forest Service Manual

national headquarters (wo)

Washington, DC


fsM 1100 - directive system 

chapteR - zero code

Amendment No.:  1100-2001-2

Effective Date:  June 4, 2001

Duration:  This amendment is effective until superseded or removed.
	Approved:  clyde thompson

          Deputy Chief for Business Operations
	Date Approved:  05/29/2001


Posting Instructions:  Amendments are numbered consecutively by title and calendar year.  Post by document; remove the entire document and replace it with this amendment.  Retain this transmittal as the first page(s) of this document.  The last amendment to this title was 

1100-2001-1 to FSM 1110.

	New Document


	1100_zero_code
	17 Pages

	Superseded Document(s) by Issuance Number and Effective Date 
	1100 Zero Code Contents (Amendment 1100-95-3, 5/16/95)

1100 Zero Code (Amendment 1100-95-4, 5/16/95)
	2 Pages

13 Pages


Digest:  

1100 Zero Code -  Fillin “Enter the code for each section that has significant changes or new direction.   Example: 1130”\o \* MERGEFORMAT Throughout the chapter, updates Washington Office staff names; adds the International Institute of Tropical Forestry (shortened form is "the Institute") to Responsibility and other sections; revises cross-references; and makes other technical and editorial changes.

34.12 - Exhibit 04
Example of FSM Interim Directive Transmittal
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	Forest Service Manual

national headquarters (wo)

Washington, DC


fsM 7700 - TRANSPORTATION SYSTEM 

chapteR 7710 - TRANSPORTATION ATLAS, RECORDS, AND ANALYSIS

Interim Directive No.:  7710-2001-1

Effective Date:  May 31, 2001

Duration:  This interim directive expires on November 30, 2002.
	Approved:  dALE N. bOSWORTH

          Chief
	Date Approved:  5/25/2001


Posting Instructions:  Interim directives are numbered consecutively by title and calendar year.  Post by document at the end of the chapter.  Retain this transmittal as the first page(s) of this document.  The last interim directive was 7710-99-2 to FSM 7710.

	New Document


	id_7710-2001-1
	2 Pages

	Superseded Document(s) (Interim Directive Number and Effective Date) 
	None
	


Digest:  

7710.42 - Delegates to the Regional Forester the responsibility previously reserved to the Chief to approve a Forest Supervisor request for additional time to complete forest-scale roads analysis (para. 6).

34.12 - Exhibit 05
Example of Regional FSM Supplement to FSM 2400
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	Forest Service Manual

Southwestern Region (R3)

albuquerque, new mexico




fsM 2400 - timber management 

chapteR - zero code

Supplement No.:  2400-99-1
Effective Date:  February 19, 1999

Duration:  This supplement is effective until superseded or removed.
	Approved:  ELEANOR S. TOWNS

          Regional Forester
	Date Approved:  02/19/1999


Posting Instructions:  Supplements are numbered consecutively by title and calendar year.  Post by document; remove the entire document and replace it with this supplement.  Retain this transmittal as the first page(s) of this document.  The last supplement to this title was Supplement 2400-98-1 to FSM 2430.

	New Document


	2404.15_exhibit 01
	5 Pages

	Superseded Document(s) by Issuance Number and Effective Date
	None
	


Digest: 

2404.15, Exhibit 01 - Establishes current timber management delegations, which is unchanged from those issued in expired interim directive R3 2400-97-1.

34.12 - Exhibit 06
Listing of Styles Available for FSM and FSH Directives

	Name of Style
	Description of Style

	Caption
	Style used when a caption is inserted.  MS Word uses automatically; do not use manually.

	Categories
	Amendment/Supplement/Interim Directive, Dates, Approval Information, Posting, Digest: 

Arial, 12 pt, Bold, Blue

	Default Paragraph Font
	

	Exhibit
	Exhibit heading text: 

Times New Roman, 12 pt, Centered, Underlined

	Footer
	

	Header
	Header (p.1), top part of header on other pages: 

Arial, 8 pt

	Header2
	Second part of header on all pages after 1: 

Arial, 10 pt, centered

	HEADING 1
	Main (first-level) section code and caption in the text (whole number with no decimal places):  

Arial, 12 pt, Bold, Blue, All Caps: 

Manual example: 6511 

Handbook example: 31

	Heading 2
	Second-level section code and caption in the body of the text (with one numeric decimal place): 

Arial, 12 pt, Bold, Blue  

Manual example: 6511.4 

Handbook example:  31.2

	Heading 3
	Third-level and alphanumeric section codes and captions in the body of the text (with two numeric decimal places): 

Arial, 12 pt, Bold, Blue  

Manual example: 6511.41, 6511.41a

Handbook example:  31.21, 31.21a

	Normal
	Default Body Text: 

Times New Roman, 12 pt

	            Number List 1,2,3
	First-level Enumerated Paragraph:  First line indented

	                  Number List a,(1),(a)
	Second-level, third-level, and fourth-level Enumerated Paragraphs:  All lines indented


34.12 - Exhibit 06--Continued

Listing of Styles Available for FSM and FSH Directives

	Quotation
	For use on long quotes: 

Times New Roman, 12 pt, Bold, Indented

	title_chapter, or part
	Title, Chapter, and Part (when needed): 

Arial, 12 pt, Bold, Blue, Centered, All Caps

	TOC 1
	Style used when a Table of Contents is inserted.  

MS Word uses automatically; do not use manually.

	TOC 2
	Style used when a Table of Contents is inserted.  

MS Word uses automatically; do not use manually.

	TOC 3
	Style used when a Table of Contents is inserted.  

MS Word uses automatically; do not use manually.


34.2 - Introductory Statement

An introductory statement may be useful in providing an overview at the beginning of a Manual title or chapter or a Handbook.  This statement appears on the first page of directive text following the table of contents.
34.3 - Codes and Captions

Type section codes and their captions flush with the left margin.  The code and caption must appear on a separate line.  Do not underline the code and caption and do not enter a period after the caption.  Use all capital letters for the caption, if the code is a whole number (for example: 2442 or 02).  Use initial capital letters for the captions for all other codes; that is, those with decimals (for example: 2442.11 or 34.3).  See exhibit 01 for examples.  

Codes and captions in the parent text and supplements must match those in the tables of contents.

34.3 - Exhibit 01

Sample Codes and Captions for Forest Service Manual/Handbooks

	Manual

Use all capital letters for the caption if the code is a whole number.  Use initial capital letters for captions to all other (lower level) codes.

2443 - SCALING TIMBER SALE PRODUCTS AFTER FELLING

2443.04 - Responsibility 

2443.04a - Deputy Chief for National Forest System

2443.1 - Scaling Procedures and Methods



	Handbook

Use all capital letters for a caption if the code is a whole number.  Use initial capital letters for captions to all other (lower level) codes.

1-Digit Handbook Codes and Captions
3 - DOCUMENT 

3.1 - Document Structure

3.12 - Electronic Document Naming Convention

3.12a - Naming Manual Documents 

2-Digit Handbook Codes and Captions

35 - DIRECTIVE FORMATS 

35.2 - Supplements

35.21 - Transmittal Page

32.21a - Headers
3-Digit Handbook Codes and Captions
112 - SYSTEM DESIGN
112.1 - Data Stored and Retrieved

112.11 - Stored Data

112.11a - Format of Stored Data


34.4 - Paragraphs

Except for enumerated paragraphs, type paragraphs flush with the left margin.  Separate paragraphs with a carriage return.
Most directive text is typed in unenumerated paragraphs that run flush with the left margin.  For emphasis or ease of reading, text may be arranged as: 
1.  Enumerated topic paragraphs with underlined headings, or
2.  Enumerated paragraphs with or without underlined headings.
34.5 - Enumeration Schemes

The levels of enumeration available for paragraphs within directive text are as follows:
1.  (first level);
a.  (second level);
(1)  (third level); and
(a)  (fourth level).
The text of any coded section may be expanded by using one or more levels of subordinate enumeration as shown in the following examples:

2.  First level.  Use the style “Number List 1, 2, 3” or begin the first line of a first-level enumerated paragraph one-half inch (0.5) from the left margin.  Type any remaining lines of such a paragraph flush with the left margin.  

                  a.  Second level.  For second-, third-, and fourth-level enumerated paragraphs, use 

                  the style “Number List a, (1), (a)” and indent all lines three-quarters of an inch (0.75) 

                  from the left margin.

34.6 - Spacing

Authors must submit double-spaced paper copies of directives to the Directive Manager, unless the unit Directive Manager directs otherwise.  Final directives must be single-spaced within paragraphs, with double-spaces between paragraphs. 
34.7 - Quoted Text

1.  In general, use quotation marks to set off special terms and phrases within text 
(sec. 14.3).  

2.  Set off quoted sentences and paragraphs from regular text for emphasis.  Use the style “Quotation” or indent three-quarters of an inch (0.75) from both the left and right margins; use boldface; and do not use quotation marks.  See the following example and refer to section 14 of this Handbook for additional guidance on the use of boldface.
Quotation marks are not needed when enclosing parts of a document that are block indented and boldfaced.   
3.  Show the omission of text in quoted material by three spaced periods (ellipsis) as follows:
a.  Three spaced periods indicate missing words or sentences:

The order included 25 Handbooks, 11 sections . . . and 18 Manual titles.
b.  Retain the closing period of a sentence before the three periods of an ellipsis:
This sentence is complete. . . .  This sentence is not . . .
34.8 - Text Attributes

Text attributes include underline, boldface, color, italic, or other special treatment of type.
1.  Underline.  In general, only paragraph or column headings are underlined in directives.  Do not underline words or phrases in the text.  However, underlining may be used for exhibit headings and within exhibits or tables.  Use only single underlining for headings. 
2.  Double and Decorative underline.  Double underlining may be used only in exhibits and only below the heading.  Use double underlining sparingly.  Do not use other decorative underline styles.
3.  Boldface.  Use boldface only as follows:
a.  In exhibits, 
b.  When setting out quotations or exact text of authorities which are being integrated into directive text, or 
c.  Within directive text to show that an exhibit is a separate document because it requires distinctive printing specifications (sec. 31.6).
4.  Color.  Limit the use of additional colors to the approved styles for directives (sec. 34.12, ex. 06) and to exhibits.  The use of color should enhance and not detract from an exhibit.  Color is visible on electronic copies.  Paper copy master sets may be printed in black ink only.  However, commercial color printing of large quantities of paper directives in more than one color requires approval from the Publications Control Officer, Office of Communication, Washington Office (FSM 6133.13).
5.  Footnotes.  Footnotes may be used if necessary in exhibits, but coded directive text may not contain footnotes.
6.  Strikethrough.  Limit the use of the strikethrough feature to exhibits only.  Do not use the double strikethrough.

34.9 - Exhibit Format Standards  
34.91 - Exhibits Interspersed Within Directive Text

Exhibits of less than one-third page in length may be interspersed in text.  Such exhibits must appear in their entirety on one page and may be boxed to make the direction clearer or easier to read.  See examples throughout chapters 10 and 30 of this Handbook.
34.92 - Longer or Wider Exhibits

Exhibits longer than one-third page must be displayed on a separate page (sec. 31.6).  Exhibits that require printing in landscape or in a font size other than 12 may be a separate document; however, try to intersperse these exhibits on separate pages within text whenever possible.
35 - DIRECTIVE FORMATS

35.1 - Amendments

The amendment format set out in sections 35.1 through 35.13 is the standard for Service-wide use.  For examples of a Manual and Handbook transmittal page for an amendment, see section 34.12, exhibit 03, and page 1 of this directive.  Directive Managers shall make formats for typing FSM and FSH amendments available on the unit's Forest Service Web  (FSWeb/Intranet) directives home page as user aids.  
35.11 - Transmittal Page 

35.11a - Headers

1.  Page 1.

a.  Document Name.  The amendment header includes the document name in the upper right-hand corner. 

b.  Number of Pages.  The amendment header includes the number of pages (current page and total number of pages) in the upper right-hand corner, below the document name. 

2.  Page 2 or more.  Follow examples in sections 31.21a and 31.21b. 

35.11b - Directive System Component Identity and Location

Page 1 of each directive displays a template consisting of a boxed Forest Service shield on the left and the Forest Service Manual or Handbook, name of the issuing unit, and location of the issuing unit centered in the box to the right of the shield.

1.  Washington Office.  Enter “National Headquarters” followed by “WO” within parentheses.
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	Forest Service Manual

national headquarters (wo)

Washington, DC


2.  Regional Office.  Enter the name of the Region followed by the Region and number within parentheses.
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	Forest Service Manual

Northern Region (Region 1)

missoula, mt


3.  Forests.  Enter the Forest name followed by the Region and number within parentheses.
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	Forest Service Manual

Ashley National Forest (Region 4)

vernal, ut


35.11c - Code and Caption

The Manual or Handbook code and caption to which the amendment is being issued appears immediately after the boxed Manual or Handbook banner.  For example:
1.  FSM Code and Caption.

FSM 1100 – DIRECTIVE SYSTEM

2.  Handbook Code and Caption.

fsH 1109.12 – DIRECTIVE SYSTEM HANDBOOK 

35.11d - Chapter Code and Caption

1.  Title Zero Code.  For material in a title zero code, type the term "ZERO CODE," the series code, and caption in all capital letters and apply the style “Title, Chapter, or Part.”  For example:
ZERO CODE:  4000 - RESEARCH
2.  Manual Chapters.  For material in an FSM chapter, designate the amendment by chapter code and caption, except for a zero code chapter.  Type the chapter code and caption in all uppercase capital letters and apply the style “Title, Chapter, or Part.”  For example:

a.  Manual Zero Code Chapter.

CHAPTER – ZERO CODE

b.  Other Manual Chapters.

CHAPTER 1130 - DIRECTIVE DISTRIBUTION, MAINTENANCE, AND ACCESS

3.  Handbook Chapters.  For material in a Handbook chapter, designate the amendment by chapter code and caption, except for a zero code chapter.  Type the chapter code and caption in all capital letters and apply the style “Title, Chapter, or Part.”  For example:

a.  Handbook Zero Code Chapter.

CHAPTER – ZERO CODE

b.  Other Handbook Chapters.

CHAPTER 10 – standards for timber sale accounting

35.11e - Amendment Number

Only the Directive Manager completes this field.  See section 31.1 for instructions.

35.11f - Effective Date

The effective date of a directive is the date on which Forest Service employees are expected to comply with or implement new direction (FSM 1113.4 through 1113.42 and sec. 31.4 of this Handbook).  The Directive Manager completes this field.  Note:  The effective date is 15 calendar days after line officer signature unless a special date is needed.
35.11g - Duration

Amendments remain in effect until superseded or removed, regardless of whether the issuing official is or is not still in the issuing unit.  

35.11h - Approving Official and Date

Enter the name and title of the approving official in the field “Approved.”  Enter the date (month/day/year) the approving official signed the directive in the field “Date Approved.”  See exhibit 01 for examples:

35.11h - Exhibit 01

Approved Official and Date Format

1.  The Chief Is the Approving Official.  

2.  A Regional Forester Is the Approving Official.

35.11i - Posting Information

When new directives are issued or previous directives expire or are superseded, the Directive Manager or holder must post the changes to the paper master set.  The transmittal for any directive includes information needed for posting.

1.   Posting Instructions.  These instructions help the holder post the document and determine if all previous amendments posted in that series, title, or Handbook have been received.  Directive Managers enter the chapter (or zero code) where the last amendment is located as follows:

a.  Example of posting instructions for an amendment issued to a Manual chapter.

Posting Instructions:  Amendments are numbered consecutively by title and calendar year.  Post by document; remove the entire document and replace it with this amendment.  Retain this transmittal as the first page(s) of this document.  The last amendment to this title was 1100-2001-1 to FSM 1110.

b.  Example of posting instructions for an amendment issued to a Handbook chapter.

Posting Instructions:  Amendments are numbered consecutively by Handbook code and calendar year.  Post by document; remove the entire document and replace it with this amendment.  Retain this transmittal as the first page(s) of this document.  The last amendment to this Handbook was 1109.12-2001-2 to 1109.12_50.

2.  New Document.  Enter the name of the new document in column 2 of the table and the number of new pages in column 3.  For example:

	New Document


	1109.12_30
	xx Pages


3.  Superseded Document(s).  Enter the superseded document name(s) followed by the issuance number and effective date within parentheses in column 2 of the table and the number of superseded pages in column 3.  For example:

	Superseded Document(s) by Issuance Number and Effective Date 
	1109.12_30 (Amendment 1109.12-98-2, 4/17/98)
	xx Pages


35.11j - Digest

In order by code, summarize the main additions, revisions, or removal of direction incorporated in the amendment.   See standards for drafting digests in chapter 10.
35.12 - Text of Amendment

The text of the amendment begins on a new page immediately following the table of contents.  In most cases, this is the third page of the document and is typed in the format of the Manual or the Handbook to which it applies.  See section 31.1 for placement of the required issuance identifier and dates.  

35.2 - Supplements

1.  Supplements may be issued to higher-level directives as follows:

a.  Service-wide supplements may be issued by the Chief or Deputy Chiefs or their acting's, to external directives incorporated as part of the Directive System, such as FSH 6309.32, Federal Acquisition Regulation.

b.  The Washington Office, Regions, Stations, the Area, and the Institute may issue supplements to external directives incorporated as part of the Directive System and to Service-wide direction, except Regions may not issued supplements to FSM 5300, Law Enforcement, and FSH 5309.11, Law Enforcement Handbook.  

c.  Forests may issue supplements to external directives incorporated as part of the Directive System and to Regional and Service-wide direction, except to FSM 5300 and FSH 5309.11 

2.  The supplement format set out in sections 35.2 through 35.23 is the standard for Service-wide use.  For examples, see section 34.12, exhibits 02 and 05.  Directive Managers shall make formats for typing FSM and FSH supplements available on the unit's Forest Service Web  (FSWeb/Intranet) directives home page as user aids.  
35.21 - Transmittal Page 

35.21a - Headers

1.  Page 1.

a.  Document Name.  The supplement header includes the document name in the upper right-hand corner.

b.  Number of Pages.  The supplement header includes the number of pages (current page and total number of pages) in the upper right-hand corner, below the document name. 

2.  Page 2 or more.  Follow examples in sections 31.21a and 31.21b. 

35.21b - Directive System Component Identity and Location

Page 1 of each directive displays a template consisting of a boxed Forest Service shield on the left and the Forest Service Manual or Handbook, name of the issuing unit, and location of the issuing unit centered in the box to the right of the shield.

1.  Washington Office.  Enter “National Headquarters” followed by “WO” within parentheses.
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	Forest Service Manual

national headquarters (wo)

Washington, DC


2.  Regional Office.  Enter the name of the Region followed by the Region and number within parentheses.
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	Forest Service Manual

Northern Region (Region 1)

missoula, mt


3.  Forests.  Enter the Forest name followed by the Region and number within parentheses.
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	Forest Service Manual

Ashley National Forest (Region 4)

vernal, ut


35.21c - Code and Caption

The Manual or Handbook code and caption to which the supplement is being issued appears immediately after the boxed Manual or Handbook banner.  For example:
1.  FSM Code and Caption.

FSM 1100 – DIRECTIVE SYSTEM

2.  Handbook Code and Caption.

fsH 6309.32 – federal acquisition regulations (gsa) 

35.21d - Chapter Code and Caption

1.  Manual Title Zero Code.  For material in an FSM title zero code, type the term "ZERO CODE," the series code, and caption in all capital letters and apply the style “Title, Chapter, or Part.”  For example:
ZERO CODE:  4000 - RESEARCH
2.  Manual Chapters.  For material in an FSM chapter, designate the supplement by chapter code and caption, except for a zero code chapter.  Type the chapter code and caption in all capital letters and apply the style “Title, Chapter, or Part.”  For example:

a.  Manual Zero Code Chapter.

CHAPTER – ZERO CODE

b.  Other Manual Chapters.
CHAPTER 1130 - DIRECTIVE DISTRIBUTION, MAINTENANCE, AND ACCESS

3.  Handbook Chapters.  For material in a Handbook chapter, designate the supplement by chapter code and caption, except for a zero code chapter.  Type the chapter code and caption in all capital letters and apply the style “Title, Chapter, or Part.”  For example:

a.  Handbook Zero Code Chapter.

CHAPTER – ZERO CODE

b.  Other Handbook Chapters.

CHAPTER 10 – standards for timber sale accounting

35.21e - Supplement Number

Only the Directive Manager completes this field.  See section 31.1 for instructions.

35.21f - Effective Date

The effective date of a directive is the date on which Forest Service employees are expected to comply with or implement new direction (FSM 1113.4 through 1113.42 and sec. 31.4 of this Handbook).  The Directive Manager completes this field.  Note:  The effective date is 15 calendar days after line officer signature unless a special date is needed.
35.21g - Duration

Supplements remain in effect until superseded or removed, regardless of whether the issuing official is or is not still in the issuing unit.  

35.21h - Approving Official and Date

Enter the name and title of the approving official in the field “Approved.”  Enter the date (month/day/year) the approving official signs the directive in the field “Date Approved.”  See exhibit 01 for examples:

35.21h - Exhibit 01

Approved Official and Date Format

1.  The Chief Is the Approving Official.  

2.  A Regional Forester Is the Approving Official.

35.21i - Posting Information 

When new directives are issued or previous directives expire or are superseded, the Directive Manager or holder must post the changes to the paper master set.  The transmittal for any directive includes information needed for posting.

1.   Posting Instructions.  These instructions help the holder post the document and determine if all previous supplements posted in that series, title, or Handbook have been received.  Directive Managers enter the chapter (or zero code) where the last supplement is located as follows:

a.  Example of posting instructions for a supplement issued to a Manual chapter.

Posting Instructions:  Supplements are numbered consecutively by title and calendar year.  Post by document; remove the entire document and replace it with this supplement.  Retain this transmittal as the first page(s) of this document.  The last supplement to this title was 2400-98-1 to FSM 2430.

b.  Example of posting instructions for a supplement issued to a Handbook chapter.

Posting Instructions:  Supplements are numbered consecutively by Handbook code and calendar year.  Post by document; remove the entire document and replace it with this supplement.  Retain this transmittal as the first page(s) of this document.  The last supplement to this Handbook was 6309.32-2000-1 to 4G13.

2.  New Document.  Enter the name of the new document in column 2 of the table and the number of new pages in column 3.  For example:

	New Document


	6309.32_4G13
	xx Pages


3.  Superseded Document(s).  Enter the superseded document name(s) followed by the issuance number and effective date within parentheses in column 2 of the table and the number of superseded pages in column 3.  For example:

	Superseded Document(s) by Issuance Number and Effective Date 
	6309.32_4G13 (Supplement 6309.32-2000-1, 2/11/2000)
	xx Pages


35.21j - Digest

In order by code, summarize the main additions, or revisions, or removal of direction incorporated in the supplement.  See standards for drafting digests in chapter 10.
35.22 - Text of Supplement

The text of the supplement begins on a new page immediately following the table of contents.  In most cases, this is the third page of the document and is typed in the format of the Manual or the Handbook to which it applies.  See section 31.1 for placement of the required issuance identifier and dates.  

35.3 - Interim Directives

The interim directive (ID) format set out in sections 35.3 through 35.32 is the standard for Service-wide use.  For examples, see section 34.12, exhibits 01 and 04.  Directive Managers shall make formats for typing FSM and FSH interim directives available on the unit's Forest Service Web (FSWeb/Intranet) directives home page as user aids.  
Authors and word processors must consult the unit Directive Manager for any special instructions on preparing ID's for non-standard size Handbooks that are available only in paper.
35.31 - Transmittal Page 

35.31a - Headers

1.  Page 1.  

a.  Document Name.  The interim directive (ID) heading includes the document name in the upper right-hand corner.

b.  Number of Pages.  The ID heading includes the number of pages (current page and total number of pages) in the upper right-hand corner, below the document name. 

2.  Page 2 or more.  Follow examples in sections 31.21a and 31.21b. 

35.31b - Directive System Component Identity and Location

Page 1 of each directive displays a template consisting of a boxed Forest Service shield on the left and the Forest Service Manual or Handbook, name of the issuing unit, and location of the issuing unit centered in the box to the right of the shield.

1.  Washington Office.  Enter “National Headquarters” followed by “WO” within parentheses.

	
[image: image22.wmf] 



	Forest Service Manual

national headquarters (wo)

Washington, DC


2.  Regional Office.  Enter the name of the Region followed by the Region and number within parentheses.
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	Forest Service Manual

Northern Region (Region 1)

missoula, mt


3.  Forests.  Enter the Forest name followed by the Region and number within parentheses.
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	Forest Service Manual

Ashley National Forest (Region 4)

vernal, ut


35.31c - Code and Caption

The Manual or Handbook code and caption to which the interim directive is being issued appears immediately after the boxed Manual or Handbook banner.  For example:
1.  FSM Code and Caption.

FSM 1100 – DIRECTIVE SYSTEM

2.  Handbook Code and Caption.

fsH 1109.12 – DIRECTIVE SYSTEM HANDBOOK 

35.31d - Chapter Code and Caption

1.  Title Zero Code.  For material in a title zero code, type the term "ZERO CODE," the series code, and caption in all capital letters and apply the style “Title, Chapter, or Part.”  For example:
ZERO CODE:  4000 - RESEARCH
2.  Manual Chapters.  For material in an FSM chapter, designate the interim directive by chapter code and caption, except for a zero code chapter.  Type the chapter code and caption in all capital letters and apply the style “Title, Chapter, or Part.”  For example:

a.  Manual Zero Code Chapter.

CHAPTER – ZERO CODE

b.  Other Manual Chapters.
CHAPTER 1130 - DIRECTIVE DISTRIBUTION, MAINTENANCE, AND ACCESS

3.  Handbook Chapters.  For material in a Handbook chapter, designate the interim directive by chapter code and caption, except for a zero code chapter.  Type the chapter code and caption in all capital letters and apply the style “Title, Chapter, or Part.”  For example:

a.  Handbook Zero Code Chapter.

CHAPTER – ZERO CODE

b.  Other Handbook Chapters.

CHAPTER 10 – standards for timber sale accounting

35.31e - Interim Directive Number

Only the Directive Manager completes this field.  See section 31.1 for instructions.

35.31f - Effective Date

The effective date of a directive is the date on which Forest Service employees are expected to comply with or implement new direction (FSM 1113.4 through 1113.42 and sec. 31.4 of the Handbook).  The Directive Manager completes this field.
35.31g - Duration

Interim directives (ID) have a duration of 18 months.  Unless an ID is assigned a shorter duration by the approving line officer, the Directive Manager computes the expiration date 18 calendar months from the effective date.  Calculations are made by whole months and not by calendar or business days; for example, if the effective date were September 15, 1997, the expiration date would be March 15, 1999 (FSM 1113.32).

35.31h - Approving Official and Date

Enter the name and title of the approving official in the field “Approved.”  Enter the date (month/day/year) the approving official signed the directive in the field “Date Approved.”  See exhibit 01 for examples:

35.31h - Exhibit 01

Approved Official and Date Format

1.  The Chief Is the Approving Official.  

2.  A Regional Forester Is the Approving Official.

35.31i - Posting Information

When new directives are issued or previous directives expire or are superseded, the Directive Manager or holder must post the changes to the paper master set.  The transmittal for any directive includes information needed for posting.

1.  Posting Instructions.  These instructions help the holder determine if all previous interim directives (ID's) since the last one posted in that series or title have been received.  Directive Managers enter the chapter (or zero code) where the last ID is located as follows:

a.  Example of posting instructions for an ID issued to a Manual chapter.

Posting Instructions:  Interim directives are numbered consecutively by title and calendar year.  Post by document at the end of the chapter.  Retain this transmittal as the first page(s) of this document.  The last interim directive was 1390-99-1 to FSM 1390.

b.  Example of posting instructions for an ID issued to a Handbook chapter.

Posting Instructions:  Interim directives are numbered consecutively by title and calendar year.  Post by document at the end of the chapter.  Retain this transmittal as the first page(s) of this document.  The last interim directive was 1509.11-2000-1 to chapter 90.

2.  New Document.  Enter the name of the new document in column 2 of the table and the number of new pages in column 3.  For example:

	New Document


	id_1109.12_2001-1
	xx Pages


3.   Superseded Document(s).  When no new ID is issued, enter the word “None” in column 2 and the number zero ("0") for the number of superseded pages in column 3 or leave blank.  For example:

	Superseded Document(s) (Interim Directive Number and Effective Date) 
	None
	0 Pages


4.  ID Reissued Without Change.  When ID's are reissued without change, instructions to remove superseded ID's must be included in the transmittal (unless the superseded ID has expired).  Enter the superseded ID document name followed by the effective date in column 2 of the table and the number of superseded pages in column 3.  For example:

	Superseded Document(s) (Interim Directive Number and Effective Date) 
	id_1580-2001-1, 06/13/2001
	4 Pages


35.31j - Digest

In order by code, authors summarize the main additions or revisions of direction in the interim directive (ID).  The digest of an ID may begin with an introductory, general statement on the need for the directive and what material is affected and how.  The digest should be brief but precise.  An ID cannot remove parent text.  
35.32 - Text of Interim Directive

The text of the interim directive (ID) begins on a new page immediately following the transmittal page or the table of contents if a new code and caption have been established within the ID.  In most cases, this is the third page of the document and it is typed in the format of the Manual or the Handbook to which it applies.  See section 31.1 for placement of the required issuance identifier and dates.  New direction may be broadly coded (FSM 1113.3) to expedite issuance of an interim directive.  Clear new codes with the Directive Manager before drafting the directive (FSM 1110.7).

Insert





Break





OK Button





Page Break Selected





Center Button





Index and Tables…





Insert





Table of Contents Tab





OK Button





Table of Contents Tab














Approved:  dale N. bosworth


	          Chief�
Date Approved:  06/01/2001�
�









OK Button














Approved:  eleanor s. towns


	          Regional Forester�
Date Approved:  06/30/2001�
�






Update Field




















Approved:  eleanor s. towns


	          Regional Forester�
Date Approved:  06/30/2001�
�















Approved:  dale N. bosworth


	          Chief�
Date Approved:  06/01/2001�
�















Approved:  dale N. bosworth


	          Chief�
Date Approved:  06/01/2001�
�















Approved:  eleanor s. towns


	          Regional Forester�
Date Approved:  06/30/2001�
�









_1053427550.doc
[image: image1.png]UAS







_1077972034.doc
[image: image1.png]dex and Tables [21x]

ks (TR CoaS ]| el of s | Tobl ofashontes |

it preyisw web review
Heading 1.. ) j Heading 1 j
Heading 2 3 Heading 2
Heading 3 5 Heading 3

¥ show page numbers
[ Right align page numbers

Tab leader: g

General

Formats:  [From template =] Showlevel: [5 El
Options, Moy








_1051011499.doc
[image: image1.png]UAS







_1019647627.doc
[image: image1.png]UAS







