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 To explain the uniform standards and practices of the Navy Directives 
Management Program.

 To understand responsibilities and administrative procedures to 
include record retention standards.

 To review different types of directives, processes, formatting, and 
approving authorities.
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Responsibilities

 Chief of Naval Operations:  Exercises overall management of the 
Navy Directives Management Program and provides for the 
implementation and administration of the program within the Navy.

 Issuing Authorities:  Establish and implement a directives 
management program to organize and improve effectiveness and 
quality and prevent duplication of directives. 

 Directives Control Point:  
a.  Reviews proposed directives prior to signature for 

compliance with established formatting standards; 
b.  Assigns consecutive point numbers; 
c.  Assists originators with annual reviews; and 
d.  Maintains original signed directives.
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Criteria

 Directives are formal written guidance that informs and instructs 
Navy personnel by communicating policy and procedures used in the 
performance of duties.

 Two Types of Directives in Terms of Policy: Internal and External

 Criteria in Terms of Directives

Instructions:  Establishes, implements, or revises policy; 
delegates authority or assigns responsibility or action; assigns a 
mission, function, or task. (Long term) 

Notices:  Meets criteria of instruction but are of a short-term 
nature. (1 year or less)
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Instruction Age Requirement, Cancellations, and 
Revisions

 Lifetime of an Instruction:  Five years from the date of issuance, an 
instruction that has not been revised requires a revision or 
cancellation.  If not revised or cancelled by the 5-year anniversary 
date, the instruction will be automatically cancelled. Utilize OPNAV 
5215/40 Review of Instructions to annually review of instructions.

 Exceptions to Instruction 5-Year Age Requirement

 Joint Inter-Service Instructions:  If Navy is the lead Service and the joint 
instruction has not been revised or cancelled by its 10-year anniversary 
date, it will be automatically cancelled.  If Navy is not the lead Service, 
the instruction will follow the lead Service’s age requirements.

 Manual-Type Instructions:  If not revised or cancelled by the 10-year 
anniversary date, the instruction will be automatically cancelled.
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Instruction Format
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Instruction Format
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Change Transmittals

 Change Transmittals:  Used to issue minor changes to instructions (less 
than 25% of total pages affected).  Must consist of a cover letter 
forwarding changed or additional pages to an instruction as an 
enclosure(s).

 First line of Identification Symbol of Cover Letter: OPNAVINST 5215.17A CH-1

 Designation Line of Cover Letter:  
OPNAV INSTRUCTION 5215.17A CHANGE TRANSMITTAL 1

 First Page Changed Signature Page Changed Other Page Changed
CH-1 of 31 Jan 2019 CH-1 of 31 Jan 2019 OPNAVINST 5215.17A CH-1

31 Jan 2019
OPNAVINST 5215.17A OPNAVINST 5215.17A 
N72 20 Nov 2018
20 Nov 2018
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Manual-Type Instructions

 An instruction whose size and content is best suited to a format used 
for instructions consisting of parts, chapters, or sections.  It has the 
same authority as a letter-type instruction, only different in format.

 Format:  Manual-type instructions consists of a cover, cover letter  
(1-2 pages in the format of a letter-type instruction with required 
paragraphs), table of contents, and body. Appendices and Indexes 
are optional.

 Page Numbers (centered in the footer of each page):
Cover Letter: Only second page will have a page number, if applicable.
Table of Contents:  Number with small roman numerals. Example:  i, ii, iii, iv.
Body:  All pages are numbered, consecutively or may indicate part, section 
or chapter.  Example:  1, 2, 3, 4, 5; or 1-1, 1-2, 1-3, 2-1, 2-2, 2-3.
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Joint Directives

 Joint directives are directives issued jointly by two or more Navy or 
DoD authorities. Two types: Intra-Navy and Inter-Service.

 Intra-Navy:  A directive issued by two or three components of the Navy.  
Navy components must be at the same echelon level.

 Inter-Service:  A directive issues jointly by the Navy and one or more of 
the other Military Services.

 Format:  Intra-Navy directives will follow Navy format.  Inter-Service 
directives will follow the sponsoring or lead Service’s format.

 Signatures:  First co-signer and highest authority signature is flushed 
with the right margin.  Second co-signer signature begins at the left 
margin. Third co-signer signature or lowest authority signature is at 
the center.
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Interim Message Changes

 Interim message changes must be coordinated with the directives 
control point to ensure that the case file and master set of 
instructions are updated.

 Changes must be followed by an official change transmittal or 
revision to the basic instruction within 90 days of the message.

 Required information for interim message changes are the first 
paragraph (purpose), the body, cancellation paragraph, and 
“released by” paragraph.
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Technical Standards and Practices

 Date Format:  
Identification Block:  31 Jan 2019
Within Text:  31 January 2019

Versions:  For revisions or reissuances of instructions use the next 
available alphabetical suffix. DO NOT us “I” or “O;” instead, skip 
them and use “J” and “P.”

 Required Paragraphs: Purpose, Cancellation, Scope and 
Applicability, Policy, Records Management, Review and Effective 
Date, and Forms or Information Management Control (if applicable).

 Optional Paragraphs:  Background, Discussion, Definitions, 
Procedures, Responsibilities, and Action.
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Technical Standards and Practices

 Navy directions must be written in the third person, for example, “him 
or her,” “it,” “they,” “their,” “Sailor,” “Marine,” Service Member.”

 Do not use “In accordance with” and “promulgate.”

 Do not use “shall.”

 For additional writing style for Navy directives , you can use the    
U.S. Government Printing Office (GPO) Style Manual.
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Thank you/Questions?
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