2–1. Organizing publications
Three principles govern the organization of publications:

a. Organize the material by subject, identifying the individual topics to be covered.

b. Organize the publication in a logical manner. Material may appear in chronological order, in general-to-specific order, or in order of importance if the reader needs to know something about subject A in order to understand subject B.

c. Organize the amount of text placed into the divisions of the publication. Once the material has been organized by subject and is in logical order, break up long blocks of information into divisions (such as chapters, sections, paragraphs, or subparagraphs). When subdividing an element, at least two of the same subdivision must be used, as explained below.

(1) If sections are used, each must have two or more paragraphs.

(2) If a paragraph has a subparagraph a, it must also have a subparagraph b; a subparagraph a(1) must have a subparagraph  a(2).

d. All parts, chapters, sections, and paragraphs must have a title. Subparagraphs may or may not be titled. However, if one subparagraph has a title, all subparagraphs within that paragraph must have titles. Use of titles at the subparagraph level helps users navigate digital publications, because those subtitles will be listed in a linked table of contents. They also aid navigation of page-oriented publications.

2–2. Preparing well-written publications
a. Definition. A well-written publication has all of its required parts, fully meets the prescribed format standards, and complies with the basic principles of good writing. Good writing includes: writing the publication in active voice (when possible), being grammatically correct, and writing to a reading grade level (RGL) appropriate to the audience (but not exceeding RGL 12). Other elements of good writing include the following:

(1) Use simple words and phrases instead of unnecessarily complicated and wordy ones.

(2) Use reader-oriented writing. Write for your customers.

(3) Use short sentences.

(4) Identify your audience.

(5) Write to one person, not a group.

(6) Make your paragraph titles informative.

(7) Use lists, tables, and figures as frequently as possible. They are usually easier to understand than lengthy narratives.
2–4. Formal versus informal style
Official publications must be concise, clear, factually accurate, and pertinent. Make the style of a publication appropriate for the user and for the purpose intended. Styles of writing depend on whether the information being presented is directive or informational. The differences are discussed below.

a. Mood, tense, and voice.

(1) The imperative mood (“do”), the future tense (“will”), and the word “must” are the language of command. Since they indicate no choice of action, use them in publications that are directive and those that prescribe procedures.

(2) “Can” and “may” are used to permit a choice and express a guideline.

(3) “Should” is advisory and indicates a desirable procedure.

(4) The present tense (“does” and “is”) is descriptive rather than directive. Use it to explain standard practice.

(5) Use the active voice when possible.

b. The use of personal pronouns. The use of personal pronouns is limited in both directive and informational publications. Use personal pronouns as follows:

(1) The words I and we are not to be used in either directive or informational publications.

(2) The word you may be used in informational publications but not in directive ones. However, imperative sentences, which contain an understood you, may be used in directive publications. For example, “Mail two copies of the form.”

(3) He, she, and they are the most commonly used pronouns in both directive and informational publications. However, when using he and she, observe neutral language requirements (para 2–5).

c. The use of command language. Directive publications are more formal because their sentences state mostly commands. Informational publications are informal because their sentences are mostly descriptive. The reader interprets a statement as a command, recommendation, suggestion, or description, depending on the verb forms used.

(1) To command an action, use—

(a) A verb in the imperative mood (do). Verbs in the imperative mood are often used in procedures. For example, “Set up a printer.”

(b) The verb will. The word will, as used in statements of command, is generally restricted to statements of responsibility. For example, “Battery commanders will set up a perimeter defense.”

(c) The verb must. For example, “Battery commanders must set up a perimeter defense.”

(2) To recommend or suggest an action rather than command it, use—

(a) The verb should. This verb strongly recommends an action. For example, “Battery commanders should include automatic weapons in the perimeter defense.”

(b) The verbs may and can. These verbs suggest an action, leaving the choice to the reader. For example, “The chief of a firing battery may assign section chiefs to set up perimeter defenses for their areas.”

(3) To merely describe a standard practice, use a verb in its present tense, indicative mood (as in is or does). For example, “Battery commanders assign perimeter defense responsibilities to the chief of firing battery.”

2–5. Neutral language

Most publications apply to both men and women in the Army. They must be written in neutral language to reflect this fact and to prevent the possibility of sex discrimination through misinterpretation. To write in neutral language, use sexually neutral terms rather than sexually specific ones.

a. Do not specify gender unless it is necessary. When the publication applies to both men and women, avoid using

terms or phrases that apply to only one sex. For example, do not write “officers and their wives,” neglecting the fact that there are female officers. Instead, write “officers and their spouses.” At times the writer must use gender specific wording. For example, if writing about uniforms for female soldiers, use sexually specific feminine pronouns.

b. Reword sentences to remove sexually specific pronouns as in the following examples:

(1) Sexually specific. The commander may not direct that an evaluation be changed. He may not use command influence to alter an honest evaluation.

(2) Neutral. Commanders may not direct that an evaluation be changed. They may not use command influence to alter an honest evaluation.

c. Use variations of he or she when a singular pronoun is needed to refer to both sexes as in the following examples:

(1) Sexually specific. The rated officer will perform each assigned or implied duty to the best of his or her ability.

2–6. Army word usage and jargon

Jargon is a special vocabulary used in a particular art or profession.

a. The Army has its own jargon, and use of this jargon is often unavoidable. If all soldiers can understand a term or it describes a function that no other term describes as well, its use in a publication is usually acceptable. In general, limit the use of jargon as much as possible when writing an Army publication.

b. Avoid using corruptions of language, which usually result when writers try to make their publications “sound like regulations.” The following phrases are examples of corruptions of language: “in accordance with the appropriate provisions of”; “the aforesaid recommendation constitutes affirmation and/or concurrence of”; or “optimal organizational flexibility within established parameters.”

c. Do not use the terms “service member” or “additional duty” in Army publications. Use the term “soldier” when referring to all uniformed personnel in the Army. Do not use the term “rank.” Use the term “grade.” Do not use the term “Active component.” It has been replaced by “Active Army.”

2–7. Using abbreviations, brevity codes, acronyms, and terms

a. Abbreviations, brevity codes, and acronyms. Abbreviations, brevity codes, and acronyms may be used in publications.

Of the three, acronyms and brevity codes are the most commonly used in publications.

(1) An abbreviation is a shortened form of a word. For example, MAJ for Major or PA for Pennsylvania.

(2) Brevity codes are shortened forms of frequently used phrases, sentences, or a group of sentences normally consisting entirely of upper case letters; for example: COMSEC for Communication Security.

(3) An acronym is a word formed from the initial letters of a name or parts of a series of words, for example, ACTS for Army Criteria Tracking Systems or ARIMS for Army Records Information Management System.

b. Use. Guidelines for using abbreviations follow:

(1) An abbreviation may be used in publications regardless of whether it is listed in an authorized dictionary of military abbreviations. An authorized abbreviation may also be given a new meaning that is not included in a military dictionary. If an abbreviation is used that is not listed in a dictionary or if one is given a new meaning, contact the proponent of the dictionary in which the abbreviation or new meaning should be listed and request that it be included.

(2) Limit the use of abbreviations. Excessive use of abbreviations impairs the readability of a publication. When there are many abbreviations, the user has trouble remembering all their meanings. Avoid including the abbreviation of a term just because it is listed in an authorized dictionary. Use the abbreviation only if the term is used throughout the publication and the user must know its abbreviation.

(3) In narrative, shortened forms of words should not be used. For example, do not use thru, ASAP, or avn in a narrative—spell out through, as soon as possible, and aviation. Such abbreviations may be used in figures and tables, however, and they must be explained in a note or legend directly beneath the table or figure.

(4) The first time an abbreviation or acronym is used in text, define it. Spell out the term and follow it with the abbreviation in parentheses. For example, “The publications stockroom manager (PSM) will manage the installation stockroom.” Once the abbreviation has been defined, it can be used alone throughout the rest of the publication.

(5) List and define all abbreviations, brevity codes, acronyms, and special terms used in the publication in a glossary. All publications, except job books, contain a glossary of all acronyms, brevity codes, and abbreviations, and possibly unique terms appearing in the publication, listed alphabetically. Place all acronyms, brevity codes, and abbreviations in section I of the glossary and terms in section II. (For administrative publications, also see para 10–28.)

(6) Do not use an acronym, brevity code, or abbreviation to represent more than one term in a single publication.

c. Terms. Define terms in Section II. Avoid including terms that are already defined in AR 310–25, Joint Chiefs of Staff Publication 1–02, FM 1-02, or a standard dictionary unless the term is given a new special meaning. (If a term with a new meaning is included, contact the proponent of the military dictionary in which the term is defined and have

the new meaning added.)

(1) Avoid placing definitions, especially Joint Chiefs of Staff (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 for Army publications. Therefore, confine them and as many other definitions as possible to the glossary.

(2) Be guided by dictionary labels that identify words as obsolete, dialectal, substandard, and slang. To reach the widest audience, avoid regional or archaic words, jargon, and verbiage that is either too pretentious or too colloquial for its subject and audience. To select words appropriate for their contexts, use your knowledge of denotation and connotation and exercise judgment.

(3) Newly coined words, jargon borrowed from other specialized fields, and parts of speech used abnormally can interrupt the flow of information by forcing readers to pause to consider the meaning. (For example, avoid using remote and weather vane as verbs.)

(4) Be cautious about transferring words such as proactive, a term from the field of psychology, to Army training where their intended meanings are wholly different.

 (5) Ensure all words used can be found in a standard dictionary or are clearly defined in a glossary.

2–42. Required parts of publications

Each component contains required and optional elements (statements, paragraphs, or other components of the publication). The body of a publication must have at least two paragraphs. If sections are used, each section must contain two paragraphs. 
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SOP DEFINITIONS

Acquire – tv - 1: to get as one's own: a: to come into possession or control of often by unspecified means b: to come to have as a new or added characteristic, trait, or ability (as by sustained effort or natural selection) <acquire fluency in French> <bacteria that acquire tolerance to antibiotics> 2: to locate and hold (a desired object) in a detector <acquire a target by radar>

Administer - tv - 1: to manage or supervise the execution, use, or conduct of <administer a trust fund> 2 a: to mete out : dispense <administer punishment> b: to give ritually <administer the last rites> c: to give remedially <administer a dose of medicine>

Analyze –tv - 1 : to study or determine the nature and relationship of the parts of by analysis 2 : to subject to scientific or grammatical analysis
Assign – tv/n - 1: to transfer (property) to another especially in trust or for the benefit of creditors 2 a: to appoint to a post or duty <assigned them to light duty> <assigned me two clerks> b: to appoint as a duty or task <assigns 20 pages for homework>3: to fix or specify in correspondence or relationship <assign counsel to the defendant> <assign a value to the variable>4 a: to ascribe as a motive, reason, or cause especially after deliberation b: to consider to belong to (a specified period of time)

Assist - v - 1 : to give support or aid <assisted at the stove> <another surgeon assisted on the operation> 2 : to be present as a spectator <the ideal figures assisting at Italian holy scenes >

Conduct – n/v - 1obsolete : escort , guide 2: the act, manner, or process of carrying on : management <praised for his conduct of the campaign>3: a mode or standard of personal behavior especially as based on moral principles <questionable conduct>

Contribute – v - 1: to give or supply in common with others <contribute money to a cause> 2: to supply (as an article) for a publication
Coordinate – v - 1 : to put in the same order or rank  2 : to bring into a common action, movement, or condition : harmonize <we need to coordinate our schedules> 3 : to attach so as to form a coordination complex

Determine – v - 1 a: to fix conclusively or authoritatively <determine national policy> b: to decide by judicial sentence <determine a plea> c: to settle or decide by choice of alternatives or possibilities <trying to determine the best time to go> d: resolve <she determineed to do better>2 a: to fix the form, position, or character of beforehand : ordain <two points determine a straight line> b: to bring about as a result : regulate <demand determines the price>3 a: to fix the boundaries of b: to limit in extent or scope c: to put or set an end to : terminate <determine an estate>4: to find out or come to a decision about by investigation, reasoning, or calculation <determine the answer to the problem> <determine a position at sea>5: to bring about the determination of <determine the fate of a cell>
Develop – v - 1 a: to set forth or make clear by degrees or in detail : expound <develop a thesis> b: to make visible or manifest c: to treat (as in dyeing) with an agent to cause the appearance of color d: to subject (exposed photograph material) especially to chemicals in order to produce a visible image <develop film> ; also : to make visible by such a method <develop pictures> e: to elaborate (a musical idea) by the working out of rhythmic and harmonic changes in the theme2 a: to work out the possibilities of <develop an idea> b: to create or produce especially by deliberate effort over time <develop new ways of doing business> <develop software>3 a: to make active or promote the growth of <developed his muscles> b (1): to make available or usable <develop natural resources> (2): to make suitable for commercial or residential purposes <develop land> c: to move (as a chess piece) from the original position to one providing more opportunity for effective use4 a: to cause to unfold gradually <developed his argument> b: to expand by a process of growth <working to develop the company further> c: to cause to grow and differentiate along lines natural to its kind <rain and sun develop the grain> d: to become infected or affected by <developed pneumonia>5: to acquire gradually <develop an appreciation for ballet>
Maintain – tv - 1: to keep in an existing state (as of repair, efficiency, or validity) : preserve from failure or decline <maintain machinery> 2: to sustain against opposition or danger : uphold and defend <maintain a position>3: to continue or persevere in : carry on , keep up <couldn't maintain his composure>4 a: to support or provide for <has a family to maintain> b: sustain <enough food to maintain life>5: to affirm in or as if in argument : assert <maintained that the earth is flat>

Manage – v - 1: to handle or direct with a degree of skill: as a: to make and keep compliant <can't manage their child> b: to treat with care : husband <managed his resources carefully> c: to exercise executive, administrative, and supervisory direction of <manage a business> <manage a bond issue> <manage a baseball team> 2: to work upon or try to alter for a purpose <manage the press> <manage stress>3: to succeed in accomplishing : contrive <managed to escape from prison>4: to direct the professional career of <an agency that manages entertainers>

Monitor – n -1: to watch and check a situation carefully for a period of time in order to discover something about it 
Operate – v - 1: to perform a function : exert power or influence <factors operating against our success> 2: to produce an appropriate effect <the drug operated quickly>3 a: to perform an operation or a series of operations b: to perform surgery c: to carry on a military or naval action or mission 4: to follow a course of conduct that is often irregular <crooked gamblers operating in the club>
Oversee – tv - 1: survey , watch2 a: inspect , examine b: supervise
Participate – v - 1: to possess some of the attributes of a person, thing, or quality 2 a: to take part <always participates in class discussions> b: to have a part or share in something
Perform – v - 1: to adhere to the terms of : fulfill <perform a contract> 2: carry out , do3 a: to do in a formal manner or according to prescribed ritual b: to give a rendition of : present
Prepare – v - 1 a: to make ready beforehand for some purpose, use, or activity <prepare food for dinner>  b: to put in a proper state of mind <is prepared to listen> 2: to work out the details of : plan in advance <preparing a campaign strategy> 3 a: to put together : compound <prepare a prescription> b: to put into written form <prepare a report>
Process – n/tv/adj -  1 a: to make ready beforehand for some purpose, use, or activity <prepare food for dinner>  b: to put in a proper state of mind <is prepared to listen> 2: to work out the details of : plan in advance <preparing a campaign strategy> 3 a: to put together : compound <prepare a prescription> b: to put into written form <prepare a report>
Provide – v - 1: to take precautionary measures <provide for the common defense — United States Constitution> 2: to make a proviso or stipulation <the Constitution…provides for an elected two-chamber legislature — Current Biography> 3: to make preparation to meet a need <provide for entertainment> ; especially : to supply something for sustenance or support <provides for the poor>
Review – n/v - 1 a: a formal military inspection  b: a military ceremony honoring a person or an event2: revision 1a3: a general survey (as of the events of a period) 4: an act or the process of reviewing 5: judicial reexamination (as of the proceedings of a lower tribunal by a higher) 6 a: a critical evaluation (as of a book or play) b: a magazine devoted chiefly to reviews and essays 7 a: a retrospective view or survey (b) (1): renewed study of material previously studied (2): an exercise facilitating such study 8: revue
Responsible – adj - 1 a: liable to be called on to answer b (1): liable to be called to account as the primary cause, motive, or agent <a committee responsible for the job> (2): being the cause or explanation <mechanical defects were responsible for the accident> c: liable to legal review or in case of fault to penalties2 a: able to answer for one's conduct and obligations : trustworthy b: able to choose for oneself between right and wrong 3: marked by or involving responsibility or accountability <responsible financial policies> <a responsible job> 4: politically answerable ; especially : required to submit to the electorate if defeated by the legislature —used especially of the British cabinet

Supervise – v – 1: to direct the performance or operation of (an activity or a process) 

2: to watch over (people) so as to ensure appropriate behavior 

Synchronize – v - 1 : to represent or arrange (events) to indicate coincidence or coexistence 2 : to make synchronous in operation 3 : to make (motion-picture sound) exactly simultaneous with the action 

Track – n - 1 a: detectable evidence (as the wake of a ship, a line of footprints, or a wheel rut) that something has passed b: a path made by or as if by repeated footfalls : trail c: a course laid out especially for racing d: the parallel rails of a railroad e (1): one of a series of parallel or concentric paths along which material (as music or information) is recorded (as on a phonograph record or magnetic tape) (2): a group of grooves on a phonograph record containing recorded sound (3): material recorded especially on or as if on a track <a laugh track> <instrumental tracks> <a bonus commentary track on a DVD> f: a usually metal way (as a groove) serving as a guide (as for a movable lighting fixture)2: a footprint whether recent or fossil <the huge track of a dinosaur> 3 a: the course along which something moves or progresses b: a way of life, conduct, or action c: one of several curricula of study to which students are assigned according to their needs or levels of ability d: the projection on the earth's surface of the path along which something (as a missile or an airplane) has flown 4 a: a sequence of events : a train of ideas : succession b: an awareness of a fact, progression, or condition <keep track of the costs> <lose track of the time> 5 a: the width of a wheeled vehicle from wheel to wheel and usually from the outside of the rims b: the tread of an automobile tire c: either of two endless belts on which a tracklaying vehicle travels6: track-and-field sports ; especially : those performed on a running track
Validate – tv - 1 a: to make legally valid : ratify b: to grant official sanction to by marking <validated her passport> c: to confirm the validity of (an election) ; also : to declare (a person) elected 2 a: to support or corroborate on a sound or authoritative basis <experiments designed to validate the hypothesis> b: to recognize, establish, or illustrate the worthiness or legitimacy of
