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xxx.1 

OVERVIEW



Effective Date: xx/xx/xxxx
In this section, give a brief summary of what this chapter will entail.  This can be as short as a paragraph.
For example: This chapter contains the policy directives and required procedures for creating, clearing, distributing, posting, and accessing Agency Notices.
xxx.2 

PRIMARY RESPONSIBILITIES



Effective Date: xx/xx/xxxx
In this section, list the Bureaus/Independent Offices who have primary responsibilities for specific policy directives and required procedures within this chapter.  Do not go into great detail regarding the responsibilities in this section.  These details should be addressed in the next section.
For example: The Bureau for Management, Office of Management Policy, Budget, and Performance, Division of Policy (M/MPBP/POL) has management oversight for Agency Notices. M/MPBP/POL trains Agency employees on the Notice system and serves as record keeper for Policy Notice information.
xxx.3 

POLICY DIRECTIVES AND REQUIRED PROCEDURES



Effective Date: xx/xx/xxxx
In this section, list an overview statement or paragraph of the policy and procedures that will be covered in the sections below.  

For example: Agency Notices are the Agency’s official method of disseminating official, unclassified information of significant but in most cases, temporary interest. All Notices become part of the Agency’s record, but only Policy Notices become part of the ADS.
xxx.3.1 
Main Policy Section 



Effective Date: xx/xx/xxxx
Use the main sections to separate each policy and procedure.
For example: The header of this main section could be: Agency Notices.  
xxx.3.1.1 
Sub-section


Effective Date: xx/xx/xxxx
Use the sub-sections to drill down from the main sections.
For example: The main header above was: Agency Notices.  Therefore, the sub-section could be: Notice Categories.
xxx.4 

MANDATORY REFERENCES 
This section is broken down into external and internal mandatory references as seen below.  You do not need to insert any text or references under this heading.  Please provide the specific section of a mandatory reference where possible.  For example, instead of just listing 22 CFR, list 22 CFR Part 228.
xxx.4.1 
External Mandatory References



Effective Date: xx/xx/xxxx
In this section, list mandatory references that are not created by USAID.
For example: References to Executive Orders, CFRs, U.S. Code, and any other public laws.
xxx.4.2 
Internal Mandatory References



Effective Date: xx/xx/xxxx
In this section, list mandatory references that are created internally by USAID.
In addition to listing references that are created internally by the Agency, you can also list other ADS chapters that relate to the policy in this chapter.
xxx.5 

ADDITIONAL HELP 



Effective Date: xx/xx/xxxx
In this section, list any documents are not mandatory; yet would be helpful to employees reading this chapter.

For example: Sample Agency Notice
More examples would be templates, optional forms, etc…

xxx.6 

DEFINITIONS 



Effective Date: xx/xx/xxxx
In this section, list any key terms that are mentioned in this chapter that need to be defined. 

For example: 
Agency Notice
The Agency’s official method of disseminating official, unclassified information of significant but temporary interest. Agency Notices are not for material that is to be retained for any length of time, with the exception of Policy Notices. Verdana 10 pt. font is the official and mandatory font for Executive Messages and Agency Notices. (Chapter 504)
For more examples, please see the ADS Glossary on the ADS Intranet Homepage.
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