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November 24, 2014

INSPECTOR GENERAL INSTRUCTION 5025.3

DEPARTMENT OF DEFENSE POLICY COORDINATION PROGRAM

FOREWORD

This Instruction provides policy and procedures for the Department of Defense Office of
Inspector General Policy Coordination Program. It provides the basic procedures for
coordination, preparation, and approval of responses to requests for coordination of all
Department of Defense draft issuances.
The office of primary responsibility for this Instruction is the Office of the Deputy
Inspector General for Policy and Oversight. This Instruction is effective immediately.
FOR THE INSPECTOR GENERAL:
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CHAPTER 1
GENERAL

A. Purpose. This Instruction establishes policies and procedures and assigns responsibilities
within the Department of Defense Office of Inspector General (DoD OIG) relating to the
coordination of draft DoD issuances.
B. Cancellation. This Instruction cancels IG Instruction 5025.3, DoD Policy Coordination,
July 19, 2012.
C. Summary of Changes. This Instruction is substantially revised and should be completely
reviewed. Some of the changes implement revisions of DoD Instruction (DoDI) 5025.01, DoD
Issuances Program (reference (a)). Major changes include designation of the OIG focal point,
processing changes to DoD issuances for which the OIG has primary responsibility, calculation
of information collection costs, and processing of changes to the OIG Chartering Directive, DoD
Directive, 5106.01, Inspector General of the Department of Defense (IG DoD).
D.

Applicability. This Instruction applies to the Office of Inspector General.

E.

References. (Appendix A.)

F.

Definitions. (Appendix B.)

G.

Acronyms and Abbreviations. (Appendix C.)

H.

Background.

1. This Instruction provides OIG policy for centrally managing the coordination of draft
DoD policy and procedural issuances (e.g., DoD directives, instructions, manuals, directive-type
memorandums (DTMs), memorandums, and other DoD issuances).
2. Most requests for coordination of draft DoD issuances are received through the
Washington Headquarters Services (WHS) web-based DoD Directives Program Portal, hereafter
referred to as the “portal.” Other requests may arrive at the OIG by e-mail or hard copy to
individuals or Components that are not the appropriate source for coordinating the official OIG
response. Clarification is needed to identify and formalize the procedures for coordinating and
processing draft DoD issuances.
3. All correspondence received in the OIG pertaining to draft DoD issuances or pertaining
to draft DoD policy and/or procedures will be forwarded to the Office of the Deputy Inspector
General Policy and Oversight (ODIG P&O). The ODIG P&O has the central management role
for coordinating this type of correspondence.
4. The DoD issuances (except policy-type memorandums) are coordinated using
SD Form 106, DoD Directives Program Coordination Record, Appendix G.
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5. There are two exceptions to this process:
a. When an OIG employee is working on a Process Action Team (PAT), or other
similar situation, and is asked to comment unofficially on a working draft of a DoD issuance,
report, or memorandum before formal DoD coordination. In such cases the OIG employee
should advise their supervisor that unofficial comments were made and obtain Component Head
approval.
b. When the draft issuance being coordinated is a chapter of the DoD 7000.14-R,
Department of Defense Financial Management Regulations (FMR), (reference (b)), chapters are
coordinated in accordance with (IAW) the procedures outlined in Chapter 2, paragraph C.
I.

Policy.

1. It is mandatory that all draft DoD issuances be coordinated with the DoD General
Counsel, the OIG, and the Office of the Secretary of Defense (OSD), Director, Administration
and Management (DA&M) IAW reference (a).
2. In compliance with this guidance, OIG policy is established as follows:
a. The ODIG P&O will coordinate all formal DoD requests for coordination and
review of draft DoD issuances, including draft DoD directives, instructions, manuals, DTMs,
policy memorandums, regulations, etc. This applies regardless of how the request is received at
the OIG.
b. Draft DoD issuances will be coordinated within the OIG through e-mail. When not
practical through e-mail, such as for classified material, draft issuances will be provided in hard
copy for coordination.
c. The ODIG Auditing (AUD) and the OIG Office of General Counsel (OGC) will
formally review and staff all DoD issuances received for coordination.
d. The Report Follow-up Branch and IPO will receive a copy of all draft DoD
issuances and will review and comment, as appropriate.
e. Other Components will review and coordinate draft DoD issuances received. The
OIG focal point will use the “key words” at Appendix D to identify draft issuances for
coordination by the individual Component.
f. Only the DoD Inspector General or designee may approve OIG positions on, or
comments to, draft DoD issuances.
g. Component Heads will ensure that all responses to requests for coordination/
comment to draft DoD issuances are appropriately reviewed, approved, and suspense dates
established by P&O receive meaningful consideration.
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h. All draft DoD issuances that the OIG is the office of primary responsibility will be
staffed internally before formal external coordination commences. (See Chapter 2, paragraph B,
for further details.)
J.

Responsibilities.

1. The IG or Designee will be the approving official for all OIG positions on, or
comments to, draft DoD issuances, except as indicated by the exception in Chapter 1, paragraph
H.5.b.
2. The DIG P&O has been designated by the IG to approve all OIG positions on, or
comments to, proposed DoD issuances and will have the central management role for ensuring
formal coordination and preparation of all OIG responses pertaining to draft DoD issuances. The
DIG P&O will keep the IG informed of issues regarding issuances of high level interest.
3. The ODIG P&O will:
a. Establish internal controls to ensure policies and procedures are developed and
coordinated IAW DoD policy.
b. Be the official liaison and OIG point of contact with the WHS, Directives Division
(DD).
c. Designate in writing a Primary OIG focal point and at least one alternate with the
responsibility of ensuring that the processes described in reference (a) are followed. The primary
focal point must be a senior level leader in the grade of O-7, Senior Executive Service (SES),
Senior Level, or equivalent, and above, therefore the DIG P&O will normally be designated as
the Primary OIG focal point. The DIG P&O will provide written documentation of the focal
point appointments and any changes in those appointments to the DA&M.
d. Receive, coordinate, staff, and prepare the final package for approval of the OIG
position on draft DoD issuances.
e. Ensure compliance with reference (a) in matters related to DoD issuances.
f. Provide advice on matters related to DoD issuances.
4. The OIG focal point or alternate will:
a. Act as the OIG point of contact with the WHS DD on matters related to draft DoD
issuances.
b. Receive all draft DoD issuances for coordination.
c. Process all draft issuances IAW the procedures outlined in Chapter 2.
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d. Ensure compliance with reference (a) in matters related to DoD issuances.
e. Coordinate all draft DoD issuances that the OIG is the office of primary
responsibility IAW reference (a) for formal external coordination and before final approval of
the draft issuance by the IG designee.
5. The DIG AUD will review and staff all draft DoD issuances received for coordination,
in part, for determining if the results of audit reports are considered in the draft DoD issuance.
6.

The Component Heads will:
a. Ensure employees are aware of the policy and procedures in this Instruction.

b. Appoint a Component Point of Contact (CPOC) to manage the coordination of draft
DoD issuances received within his or her Component. (CPOC training is available through
WHS and may be scheduled through the OIG focal point. The location of the training is
normally at the Pentagon or the Mark Center.)
c. Be responsible for immediately forwarding all incoming correspondence or e-mails
requiring formal coordination of draft DoD issuances to the OIG focal point.
d. Ensure the review and, if applicable, comment on draft DoD policy documents
within the established suspense date.
e. Follow prescribed guidance in reference (a) and this Instruction when preparing and
staffing a draft DoD issuance that the OIG is the DoD issuance office of primary responsibility.
f. Ensure all coordination responses are properly reviewed, approved, and inform the
OIG focal point accordingly.
g. Coordinate all draft DoD issuances that the OIG is the office of primary
responsibility with the OIG focal point before formal external coordination and final approval of
the draft issuance by the IG or designee.
h. Designate an action officer (AO) for each draft issuance that the Component is the
office of primary responsibility.
7. The CPOCs will:
a. Manage the coordination of draft DoD issuances received within his or her
Component.
b. Coordinate with the OIG focal point to resolve any conflicts concerning
coordination of draft issuances.
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8. The Component AOs will:
a. Perform all actions required by Chapter 2 for draft issuances that the OIG is the
office of primary responsibility.
b. Coordinate with the OIG focal point to resolve any conflicts concerning
coordination of draft issuances.
9. The OGC will review and staff all draft DoD issuances received for coordination and
review for significant proposed OIG comments to draft issuances.
10. The Employees will:
a. Comply with the policy and procedures in this Instruction and with the references
listed herein.
b. Immediately forward all incoming correspondence pertaining to a formal request to
review draft DoD issuances to the OIG focal point for appropriate coordination.
c. When requested to review a draft issuance, forward to the CPOC their
recommendation for approval (no comment, concur without comment, concur with comment, or
nonconcur with comment). Refer to Chapter 2, paragraph A.3.c.(2) for more information
regarding the four types of responses to draft DoD issuances.
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CHAPTER 2
PROCEDURES

A.

Processing Department of Defense Issuances.
1. Receiving Coordination Requests.
a. All draft issuances requiring coordination will be delivered to the OIG focal point.

b. The standard method for receiving draft DoD issuances for coordination is by
e-mail from the portal. E-mails are received from the portal including the draft issuance,
SD Form 106, DoD Directives Program Coordination Record, and SD Form 818, Comments
Matrix for DoD Issuances.
c. Draft issuances requiring coordination may also be received from other sources and
by other methods (mail, etc.). In these instances, their distribution will be made by the most
economic means.
d. Classified issuances (CONFIDENTIAL and SECRET) will be delivered through the
Secret Internet Protocol Router Network (SIPRNet) e-mail or by hand, if necessary.
2. Preparing for Coordination.
a. Once unclassified issuances are received for coordination, the OIG focal point will
create an electronic file on a shared drive. The electronic file will include the issuance, SD Form
106, SD Form 818, the DoD Draft Publications Review and Analysis Status Log/Work Sheet,
produced by the OIG focal point, Appendix E, and all messages received relating to the draft
issuance.
b. The OIG focal point will also produce a hard copy file of all documents included in
the electronic file. Hard copy files will be maintained IAW IG Instruction 5012.2, Records
Management Program, November 7, 2007 (reference (c)).
c. The OIG focal point will annotate the Publications Database on the S-drive at
S:/PO-FO/db1.mdb with the required information concerning the draft issuance.
d. The OIG focal point will conduct a search of the draft issuance for key words
indicated in Appendix D, and use the results of that search to determine which Components
should receive the draft issuance for coordination. The OIG focal point may highlight key
words, including “Inspector General” and applicable synonyms to assist the reviewer with the
draft issuance review. The OIG focal point will save a copy of the highlighted draft issuance in
the electronic file.
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e. The OIG focal point will send a copy of the highlighted draft issuance to the
appropriate CPOC by e-mail, requesting review and coordination of the draft issuance and
indicating an appropriate suspense date for completion of the review and response to the OIG
focal point.
f. If a Component is a courtesy copy (CC) recipient, a response is not required unless
the Component believes comments are warranted. If a CC Component plans to comment, the
recipient should notify the OIG focal point as soon as possible, since sometimes the OIG official
response is prepared and completed before the established suspense date.
3. Reviewing and Coordinating.
a. The Component Head will designate a primary and alternate CPOC to receive all
coordination requests. The primary CPOC will receive the draft issuance for action and the
alternate CPOC will receive an information copy.
b. After a coordination request is received, the CPOC will process the request IAW
the Components’ requirements and ensure completion by the established suspense date.
c. Response Formats and Types.
(1) The Component Head or designee may respond to the OIG focal point by
e-mail or memorandum. If a Component response is forwarded by a memorandum, a copy of the
response should be provided to the OIG focal point by e-mail.
(2) One of the four review responses will be provided by the Component to the OIG
focal Point, IAW reference (a):
(a) No Comment. Indicates the reviewing Component has reviewed the draft,
but does not concur, nonconcur, or have any comments. This response signifies the reviewer
reviewed the draft issuance and does not have an equity interest in it.
(b) Concur Without Comment. Indicates the reviewing Component has no
comments to the draft issuance and accepts the draft issuance “as is.”
(c) Concur With Comment. Comments are substantive and consist of changes
meant to improve the clarity and correctness of a draft issuance.
(d) Nonconcur With Comment. The draft DoD issuance is unacceptable to
the reviewing Component and unless changed, the draft issuance will be in error or significantly
faulty. Critical comments are the primary reason for a nonconcur response. Critical comments
are those comments that identify the:
1 violations of the law or contradictions of Executive Branch policy or of
policy established in DoD Directives (DoDDs) or DoD Instructions,
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2 unnecessary risks to safety, life, limb, or DoD materiel,
3 waste or abuse of DoD appropriations, or
4 imposition of an unreasonable burden on a Component’s resources.
(3) Responses containing comments should be submitted using SD Form 818, or
providing the same information in the e-mail, (i.e., POC name, phone number, e-mail, page
number, paragraph number, comment, and rationale).
4. Providing the Response.
a. Once all responses are received by the OIG focal point, the comments will be
reviewed. The OIG focal point will prepare them for review and approval by the IG or designee.
If significant changes are made to the comments before sending the comments to the IG or
designee for approval, the OIG focal point will provide the applicable CPOC the draft response
for final review and comment. One workday is given for OIG Components to review the
comments.
b. If there are no comments, the IG or designee will sign the SD Form 106 and the “no
comment” box will be checked.
c. Administrative comments should be provided by e-mail and not in SD Form 818.
d. If significant comments exist, the comments will be provided to the OIG OGC for
review prior to submission for signature. If the OIG OGC makes significant changes to the
comments, the OIG focal point will provide the applicable CPOC the draft response for final
review with instructions that, if the CPOC does not agree with the OIG OGC position, direct
contact between the CPOC and OIG OGC Associate General Counsel should be made to resolve
this issue.
e. Once the OGC approves the comments, the OIG focal point will develop an action
memorandum and a memorandum to the issuance DoD AO with the attached SD Form 818 for
the IG or designee signature.
f. The action memorandum package will include:
(1) TAB A – the item requiring signature,
(2) TAB B – a copy of the draft issuance with appropriate key words highlighted
and, if appropriate,
(3) TAB C – copies of all coordination responses, and
(4) TAB D – OGC approval of the comments.
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g. Once the IG or designee approves the response, the OIG focal point will submit the
response to the draft issuance DoD AO through the portal at https://dps.whs.mil.
h. A copy of the portal document showing the response will be maintained for the
record copy file.
i. If the OIG nonconcurs with the draft issuance, the hard copy coordination file will
be placed in suspense until resolution of the nonconcur comment(s).
j. Resolution of nonconcur comments.
(1) The draft issuance DoD AO will provide adjudication of nonconcur comments
to the OIG focal point. The OIG focal point will provide the proposed adjudication to the CPOC
that submitted the critical comment(s) for concurrence or nonconcurrence.
(2) If the Component still nonconcurs, the OIG focal point will inform the draft
issuance DoD AO of the continuing nonconcurrence to allow additional negotiation/adjudication.
(3) If the Component concurs with the adjudication, the OIG focal point will
prepare an action memorandum for the DIG P&O signature indicating the nonconcurrence
withdrawal.
(4) The action memorandum package will include:
(a) TAB A – memorandum requiring signature, Appendix H,
(b) TAB B – copy of the draft issuance with the highlighted changes made as a
result of the OIG comment(s),
(c) TAB C – copy of the original draft issuance,
(d) TAB D – copy of the Component Head response agreeing to the
adjudication, and
(e) TAB E – OGC final approval of the comments.
k. After the DIG P&O approves/signs the memorandum withdrawing the
nonconcurrence, the OIG focal point edits the response accordingly in the portal and posts the
memorandum as an additional attachment. A copy of the updated response will be maintained
for the record copy file.
B. Issuances that the Office of Inspector General is the Office of Primary Responsibility.
Appendix K contains a complete list.
1. Stage 1 – Development.
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a. Issuance Numbers.
(1) For new issuances the first step is to assign a number to the draft. Revised
issuances will keep the same number. However, if the existing number ends in a decimal plus
one digit, WHS will change the number to two digits after the decimal.
(2) The AO will select the basic 4-digit number (the digits to the left of the
decimal).
(3) The number of an issuance is determined by its subject. Review the DoD
Issuance Numbering System at http://www.dtic.mil/whs/directives/ and identify which subject
group applies to the draft issuance.
b. Issuance Type. For new issuances, review the definition of the five types
of DoD issuances in Chapter 3 and determine which type best suits the topic.
Select the corresponding TEMPLATE and STANDARD from the website located at
http://www.dtic.mil/whs/directives/ and save to the writer’s personal files. Use of the
template is mandatory. Do not write over a prior version of the issuance.
c. New and revised issuances.
(1) Print out the Writing Style Guide, Issuance Process Checklist, and Special
Considerations Checklist from http://www.dtic.mil/whs/directives/ or save them to the writer’s
personal files.
(2) Draft the issuance, coordinate within the OIG, and adjudicate any comments
received.
(3) Refer to the resources available on the Writing DoD Issuances Supporting
Documents page at http://www.dtic.mil/whs/directives/ for more information.
(4) The OIG focal point is available to assist during all stages of the process.
d. Changes to issuances. Changes to an issuance may be made at any time during the
life of the issuance. The procedures for development of the proposed change include:
(1) Draft the proposed change, coordinate within the OIG, and adjudicate any
comments received.
(2) Refer to the resources available on the Writing DoD Issuances Supporting
Documents page at http://www.dtic.mil/whs/directives/ for more information.
(3) The OIG focal point is available to assist during all stages of the process.
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e. External Coordination Requirements. Block 16 of SD Form 106, (Appendix G),
indicates mandatory, primary, and collateral external coordinators. Appendix C contains a
definition of each type of coordinator.
f.
Prepare the current version of SD Form 106. Use the instructions on the back of
the form and do not obtain a signature on the form at this stage.
g.
The focal point will prepare the Modified DoD Draft Publications Review and
Analysis Status Log/Work Sheet, Appendix E.
2. Stage 2 – Precoordination.
a. Internal Coordination. Prior to submission of the draft issuance for a precoordination edit, the AO will provide the draft issuance to the appropriate OIG Components for
review, comment, and coordination. At a minimum, Auditing and the OGC will be asked for
review and comment. After adjudication of the comments received from the Components, the
draft issuance is then ready for a precoordination edit.
b. Precoordination Edit.
(1) The AO will complete and e-mail the unsigned SD Form 106 and a clean
Microsoft (MS) Word copy of the draft issuance to the OIG focal point for review and
forwarding to the WHS DD for editorial review. If the issuance contains a requirement for
information collection, block 8 of the SD 106 may need to be completed. The OIG focal point
can provide guidance for completion of this step. Additional information is available at
http://www.dtic.mil/whs/directives/corres/intinfocollections/iic_home.html.
(2) The WHS precoordination edit includes a subjective review, a technical review,
and an SD Form 106 review.
(3) DTMs, because of their urgency, will be edited and returned to the AO within
2 business days.
(4) Draft issuances are e-mailed to one of the following WHS addresses:
(a) Unclassified issuances: DoDDirectives@whs.mil
(b) Classified issuances: DoDDirectives@whs.smil.mil
c. WHS DD Editorial comments.
(1) Upon receipt of the precoordination edit, the AO will revise the draft issuance,
accepting or rejecting WHS changes and recommendations, as appropriate.
(2) Delete all comments and remove all editorial markings from the draft.
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(3) If rejecting changes or recommendations, coordinate with the assigned WHS
DD editor with the justification for the rejection.
d. Legal Objectionable Review (LOR). The LOR is an optional step that may be
required when questions exist regarding the legality of a portion of the issuance or when a new
issuance is under development. The OIG focal point will advise the AO if an LOR is required.
When a LOR is required, the AO will submit a clean copy of the draft issuance and an unsigned
SD Form 106 to the OIG OGC for review. Following OGC’s review, the AO will submit a clean
copy of the draft issuance and an unsigned SD Form 106 to the OIG focal point for the LOR.
The OIG focal point will submit a clean copy of the draft issuance and an unsigned SD Form 106
to the DoD OGC via the portal for a legal objectionable review. The assigned WHS DD editor
will review the draft issuance before it is released to the DoD OGC and will work with the AO to
resolve any outstanding issues.
e. DoD OGC. The DoD OGC will identify the draft issuance as “not legally
objectionable” or “legally objectionable.” If the issuance is legally objectionable, the DoD OGC
will provide instructions to bring it into compliance with law. Reference (a) contains complete
instructions regarding the legal objectionable review.
f. SD Form 106 Signature. After adjudicating the DoD OGC recommendations,
the AO will submit to the OIG focal point a clean copy of the draft issuance, an unsigned
SD Form 106, and a copy of the SD Form 818. The OIG focal point will develop an
action memorandum package, (see Appendix I), for the DIG P&O requesting signature in
block 15 of SD Form 106. Do not make any changes to the draft DoD issuance other than those
requested by the DoD OGC. The DIG P&O may request a briefing concerning the draft issuance
prior to approval.
3. Stage 3 – Formal Coordination.
a. Initiate Formal Coordination Through the Portal. The OIG focal point will submit
the signed SD Form 106, a clean Microsoft (MS) Word copy of the issuance, and SD Form 818
to the portal for formal external coordination. If assistance is needed the OIG focal point may
contact the WHS Portal Manager at DoDDirectives@whs.mil.
(1) WHS DD Editor. The assigned WHS DD editor will review the draft issuance
and the SD Form 106 before officially posting to the portal to ensure any changes required by the
DoD OGC are made.
(2) Advise AO. Upon release of the task for coordination, the portal automatically
sends an e-mail to the AO and OIG focal point advising that the task has been posted.
b. Coordinators Without Access to the Portal. If coordinators were entered on
SD Form 106 that do not have access to the portal, including other federal agencies, the AO is
responsible for sending the draft issuance, SD Form 106, and SD Form 818 to them and
obtaining their responses.
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c. Revisions and Adjudications.
(1) Suspense Reminders. Throughout the coordination period, the portal will send
an e-mail to the AO and OIG focal point each time a coordination response is received, and
e-mail reminders of upcoming and overdue suspenses to those Components that have not yet
posted their coordination to the portal. Only coordinators with access to the portal will receive
reminders.
(2) Responses. The AO will review and adjudicate the responses, confirming the
coordination is signed at the appropriate level IAW the List of Signature Authorities located at
http://www.dtic.mil/whs/directives/. The AO will document coordination comments and
resolution on the SD Form 818. If there are conflicts, the AO will make every effort to resolve
them at the lowest level and involve the OIG focal point in reconciling differences if required.
The AO will address unresolved nonconcurrences in the action memorandum discussed in
Chapter 2, paragraph 3.d.(1).
(3) DoD OGC Review. If comments indicate a legal issue for which DoD OGC
input may be appropriate, the AO will contact the OIG OGC for consideration. If the OIG OGC
associate disagrees with the DoD OGC position, the OIG OGC associate may initiate contact by
e-mail with the DoD Associate Deputy General Counsel (DGC) who provided the legal
objectionable review in Stage 2 or seek the assistance of the OIG focal point for this task. The
DoD Associate OGC may reply with advice and assistance specific to legal issues or to other
issues specifically identified by the OIG.
(4) Revisions. The AO will revise the draft issuance consistent with comment
adjudication and the DoD OGC comment reviews.
d. Presignature. Documents required for presignature include:
(1) An Action Memorandum Package. Examples of action memorandums with
separate MS Word attachments are located at http://www.dtic.mil/whs/directives/. The AO
will prepare the appropriate action memorandum according to the issuance type and requested
action. Action memorandums will address unresolved issues (nonconcurrence, no response from
a primary coordinator, or late coordination) and justify signature of the draft issuance despite
these issues. The action memorandum package will include:
(a) TAB A – final draft of the new, revised, or changed issuance,
(b) TAB B – SD Form 818,
(c) TAB C – legal sufficiency review, and
(d) TAB D – list of coordinating officials.
(2) Coordination and Comments. For coordination and comments from
coordinators without portal access, the AO is responsible for obtaining these materials and
16
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providing electronic copies of their coordination, including comments, with the materials for
presignature. The critical and substantive comments will be included on SD Form 818 along
with the comments obtained from the portal.
4. Stage 4 – Presignature.
a. Presignature Reviews. The AO will e-mail the documents for presignature as
described in Stage 3 to the OIG focal point for review. The OIG focal point will then forward
them to the WHS DD for review. The WHS DD editor will contact the AO to provide an
estimated review completion date. The presignature review includes:
(1) subjective review and a technical review of the issuance,
(2) list of coordinating officials,
(3) action memorandum, and
(4) review of the coordination and the manner in which any comments received
were addressed in the draft issuance.
(5) e-mail addresses are:
(a) unclassified issuances: DoDDirectives@whs.mil
(b) classified issuances: DoDDirectives@whs.smil.mil
b. Final Package (action memorandum and attachments). The AO will revise the
edited draft issuance and other final package contents according to the presignature review. If
rejecting changes or recommendations, coordinate with the WHS DD editor or request assistance
from the OIG focal point for this task.
c. Legal Sufficiency Review. The AO will submit a clean copy of the final package,
through the OIG OGC and OIG focal point for review and forwarding to the DoD OGC via the
portal for a legal sufficiency review. The DoD General Counsel, DoD Principal Deputy, or
Deputy General Counsel will perform this review. The DoD OGC will identify the draft
issuance as “Legally Sufficient” or “Not Legally Sufficient.” If the draft issuance is not legally
sufficient, DoD OGC will provide instructions to bring it into compliance with law. The AO will
provide the issuance to the OIG OGC for review to ensure that the OIG OGC agrees with the
DoD OGC’s position. Disagreements will be adjudicated between the DoD OGC and the OIG
OGC. Reference (a) contains complete instructions regarding the legal sufficiency review.
d. Security Review. For issuances with unlimited release, upon incorporating changes
from DoD OGC, the AO will e-mail a clean copy of the draft issuance and a completed, signed
DD Form 1910, Clearance Request for Public Release of Department of Defense Information,
(Appendix J), to WHS, Office of Security Review (OSR) via e-mail to: secrev1@whs.mil for
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approval to publish the issuance on the unclassified DoD Issuances website. The OSR approval
is mandatory for issuance release on the unclassified DoD Issuances website.
e. Final Package Preparation. The AO will revise the issuance and other final package
documents, as needed by the OSR review. The OIG focal point may assist with resolution of any
outstanding issues. The AO will assemble the final package as described in Stage 3 for
signature. If the OSR review required changes or if substantive changes are made after the LSR,
the DoD OGC LSR is invalid and must be reviewed again. No substantive changes should be
made to the documents other than those required by the DoD OGC and/or the OSR.
5. Stage 5 – Signature and Posting. Changes made to the draft issuance at this point may
invalidate DoD OGC’s legal sufficiency review and require an additional LSR, and possibly
additional formal coordination.
a. Posting Review. DoD draft issuances are processed differently in Stage 5,
depending on who is signing the draft issuance.
(1) Signed by the Secretary or Deputy Secretary of Defense. The AO will submit
the final package to the OIG focal point to forward to the IG for approval and signature on the
action memorandum. After signature, the OIG focal point will submit the original hard copy
final package to the Secretary or Deputy Secretary of Defense. The OIG focal point will e-mail
to the WHS DD:
(a) MS Word version of the draft issuance sent for signature,
(b) SD Form 818,
(c) list of coordinating officials, and
(d) OSR approval, if applicable.
(e) e-mail addresses are:
1

unclassified issuances: DoDDirectives@whs.mil

2

classified issuances: DoDDirectives@whs.smil.mil

(2) IG signature. The AO will submit the final package to the OIG OGC for a final
legal review prior to submitting the package to the OIG focal point to forward to the IG for
approval and signature. After signature, the OIG focal point will e-mail the WHS DD a signed
MS Word version and the OSR approval, if applicable. The original hard copy final package
will be sent to the WHS DD by the OSD mailroom or by courier. (Do not send via the U.S.
Postal Service.)
b. Distribution. WHS DD will post the releasable issuances to the Non-classified
Internet Protocol Router Network (NIPRNet) DoD Issuances website and notify the AO and the
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OIG focal point of the posting. Approved classified, releasable issuances will be posted to the
SIPRNet. For issuances not placed on the DoD Issuances website, the WHS DD e-mails a
signed copy to the AO for final distribution.
C.

Coordination of Department of Defense 7000.14-R.
1. Preparing for Coordination.

a. After the FMR chapter is downloaded for coordination, the OIG focal point will
create an electronic file on a shared drive (e.g., “S” or “U”). The file will include the FMR
chapter, the DoD Draft Publications Review and Analysis Status Log/Worksheet, (Appendix E),
(produced by the OIG focal point), and all related messages.
b. The OIG focal point will also produce a hard copy file of all documents included in
the electronic file.
c. The OIG focal point will annotate the publications database located on the
S-drive at S:\PO-FO\db1.mdb with the required draft issuance information.
d. The FMRs receive limited distribution within the OIG.
e. The OIG focal point will conduct a search of the chapter for key words (see
Appendix D) and use the results to determine which Components should receive the FMR
chapter for coordination. The OIG focal point may highlight key words, such as “Inspector
General” and applicable synonyms to assist the reviewer. The OIG focal point will save a copy
of the highlighted FMR chapter in the electronic file.
f. The DIG AUD, the Comptroller, and the OIG OGC will designate a primary and
alternate CPOC to receive all requests for FMR chapter coordination. For other Components, the
CPOCs designated for receipt of draft issuances will be used for FMR chapters.
2. Coordination.
a. The OIG focal point will receive notification from the FMR website/notification
system by e-mail that a specific chapter is ready for coordination. The website is located at:
https://fmcoord.ousdc.osd.mil.
b. After notification is received by the OIG focal point, they will go to the link
provided with the e-mail and download the FMR chapter being coordinated. The first page
provides a list of the sections being changed.
c. Coordination will be completed 30 calendar days after the e-mail notification is
sent.
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3. Reviewing and Coordination.
a. All FMR chapters will be provided to Auditing, the Comptroller, and OGC for
review.
b. FMR chapters may be provided to other OIG Components if deemed appropriate
based on chapter content.
c. Once a request for coordination is received, the CPOC will process the request IAW
the Component’s requirements and ensure completion by the established suspense date.
d. The Component Head will ensure all comments are appropriately reviewed and
approved.
e. The CPOC will provide the approved response by e-mail and the response will take
the form of concur without comment; concur with comment, or nonconcur with comment.
Comments may be provided in the text of the e-mail or as a separate MS Word attachment and
should include:
(1) page number,
(2) paragraph number, (e.g., B.2.a.)
(3) comment (include specifically what is recommended for modification), and
(4) rationale/justification.
4. Provide OIG Response.
a. The OIG focal point will submit the Component responses to FMR coordination
requests. The Component Heads will ensure comments are appropriately adjudicated.
b. After receipt of reviews and comments that have been provided by the Component,
the OIG focal point will determine if OIG OGC review is required for substantive comments and
will submit the comments to OIG OGC for the issuance, as appropriate.
c. The OIG OGC will coordinate with the CPOC on any questions concerning
Component comments. After OIG OGC approval of the comments, the OIG focal point will post
the responses on the FMR website located at https://fmcoord.ousdc.osd.mil.
d. The OIG focal point will post responses individually according to the section to
which the comment refers.
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D. Changes to Department of Defense Directive 5106.01.
1. Reference (d) is the DoD OIG chartering directive and, as such, establishes the OIG
responsibilities. All DoD charter directives are the primary responsibility of the DoD Director,
Administration and Management.
2. Changes may be proposed to reference (d) at any time during the life of the directive.
Changes should be considered before a routine revision when the OIG mission and or
responsibilities change substantially and failure to update reference (d) could adversely affect
OIG ability to perform its mission. If a change to reference (d) is being considered, the
following procedures will be followed:
a. Draft the proposed change, coordinate it within the OIG, and adjudicate any internal
comments received.
b. Refer to the resources available on the Writing DoD Issuances Supporting
Documents page at http://www.dtic.mil/whs/directives/ for more information.
c. The OIG focal point may assist during all stages of the process.
d. Submit the proposed change to the OIG focal point for DIG P&O approval and
submission to the DoD Director, A&M for consideration and formal coordination.
e. The DoD A&M Action Officer will initiate the formal coordination process IAW
reference (a). The OIG will receive the proposed change for formal coordination. The proposed
change will be formally processed with all OIG Components IAW the procedures listed in
Chapter 2, paragraph A.
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CHAPTER 3
DEPARTMENT OF DEFENSE ISSUANCES

A. Administrative Instruction. In accordance with reference (a), an Administrative
Instruction (AI) is a DoD issuance, no more than 50 pages in length, that provides general
procedures for implementing policy for the administration of the DoD Components in the
National Capital Region serviced by WHS. AIs implement policy established in DoDDs or
DoDIs. AIs will be signed by the DA&M or the Director, WHS.
B. Department of Defense Directive. In accordance with reference (a), a DoDD is an
issuance exclusively establishing policy, assigning responsibility, and delegating authority to the
DoD Components. DoDDs will not contain procedures. There are two issuance types:
1. Direct Oversight DoDD. A DoDD issuance is no more than ten pages in length,
including enclosures. A DoDD is reserved for subjects requiring direct oversight by the
Secretary or Deputy Secretary of Defense. A DoDD is approved and signed only by the
Secretary or Deputy Secretary of Defense, and consisting only of one or more of these types of
information:
a. Responsibilities assigned to the Secretary or Deputy Secretary of Defense not
allowed to be delegated.
b. Assignment of functions and resources between or among the DoD Component
Heads and/or OSD Component Heads. More specifically, this is when the fundamental
responsibilities, functions, or authorities of the Component Head are being defined or redefined.
These major assignments should not be confused with the collateral functions routinely
mentioned in an issuance in which the OSD Component Head assigns a responsibility to (and
coordinates with) another Component Head to perform a task within an assigned functional area.
c. Executive Agent (EA) assignments, which consist of the designation of an EA and
the assignment of related responsibilities and authorities.
2. Matters of Special Interest to the Secretary or Deputy Secretary of Defense. Issuances
such as advisory boards or urgent global war on terrorism matters. They may be items selected
by the Secretary or Deputy Secretary or recommended by an OSD Component Head.
C. Department of Defense Instruction. A DoDI will be no more than 50 pages in length,
including enclosures. DoDIs exceeding 50 pages in length will be separated into two or more
volumes. DoDIs will only be signed by the OSD Component Head, Acting OSD Component
Head, or designee. There are two types of DoDIs:
1. Policy. Policy DoDIs will include the Component’s chartering DoDD as a reference.
In accordance with reference (a), a policy DoDI may:
a. Establish policy;
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b. Implement policy established in a DoDD or a policy DoDI by providing general,
overarching procedures for carrying out that policy; and/or
c. Provide general procedures for implementing policy.
2. Non-policy. Non-policy DoDIs will be signed by the OSD Component Heads,
Principal Deputies, or the OSD presidentially appointed, Senate-confirmed (PAS) officials, as
authorized by their chartering DoDDs.
D. Department of Defense Manual. In accordance with reference (a), a Department of
Defense Manual (DoDM) is an issuance providing detailed procedures for implementing policy
established in DoDDs and policy DoDIs. DoDMs will include the specific procedural
information formerly published as DoD publications. All DoD publications that are not DoDMs
(i.e., catalogs, compendiums, directories, handbooks, indexes, inventories, lists, modules,
pamphlets, plans, series, standards, supplements, and regulations) will be converted into DoDMs
at their next reissuance. DoDMs will be signed by the OSD Component Heads, Principal
Deputies, or the OSD PAS officials as authorized by their chartering DoDDs. DoDMs exceeding
100 pages in length will be separated into two or more volumes.
E. Department of Defense Directive-Type Memorandum. In accordance with
reference (a), a DTM is issued only for time-sensitive actions affecting current issuances or those
that will become DoD issuances, and only when time constraints prevent publishing a new
issuance or a change to an existing issuance. Time-sensitive actions are mandated by Executive
Order; directed by the Secretary or Deputy Secretary of Defense; a matter of urgent national
security; required by recent (less than 90 days); change in law or statute; or necessary to prevent
loss of life or limb. DTMs establish DoD policy and assign responsibilities or implement
policies and responsibilities established in existing DoD issuances, DoDDs, or policy DoDIs. A
DTM may be no more than 20 pages in length.
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APPENDIX A
REFERENCES

a.

DoD Instruction 5025.01, DoD Issuances Program, June 6, 2014

b. Under Secretary of Defense (Comptroller), DoD Financial Management
Regulation 7000.14-R, Web-based Coordination Procedure Steps, October 2007, (available
from the OIG focal point)
c. IG Instruction 5015.2, Records Management Program, November 7, 2007
d. DoD Directive 5106.01, Inspector General of the Department of Defense (IG DoD),
April 20, 2012, as amended August 19, 2014
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APPENDIX B
DEFINITIONS

1. action officer. The OIG staff officer within the Component of primary responsibility,
designated by the OIG Component Head to develop and process a new issuance or a revision to
an existing issuance.
2. administrative comments. Nonsubstantive aspects of the draft issuance, such as reference
dates, organizational symbols, format, and grammar.
3. collateral coordinator. An optional reviewer of an issuance. A “C” on the SD Form 106
indicates a Component has no apparent equity in an issuance, but is provided an informational copy
and may comment if desired.
4. Component point of contact. The OIG CPOC appointed by the Component Head to
manage coordinating draft DoD issuances received within their Component.
5. critical comments. Critical comments identify violations of the law or contradictions of
Executive Branch policy or policy established in DoDDs or DoDIs; unnecessary risks to safety,
life, limb, or DoD materiel; waste or abuse of DoD appropriations; or imposition of an
unreasonable burden on a Component’s resources.
6. chartering directive. A DoDD that establishes the mission, responsibilities, functions,
relationships, and delegated authorities of an OSD Component head or other OSD PAS official, a
Defense Agency or DoD field activity director, or other major DoD or OSD Component head, as
required.
7. DoD issuances. The DoD publishes six issuance types: DoDD, DoDI, DoDM, DTM, AI,
and DoD publication. The term “DoD publication” will be discontinued on reissuance of all
DoD publications as DoDMs.
8. legal objectionable review. A legal review of the draft DoD issuance and the SD Form 106
conducted by the DoD OGC after incorporating pre-coordination editorial comments.
9. legal sufficiency review. A legal review of the draft DoD issuance, the SD Form 106, and
the adjudicated SD Form 818, that is conducted after the pre-signature review, but before
signature.
10. mandatory coordinator. Coordination is required from the IG and the DA&M for all DoD
issuances. (Mandatory coordinators are pre-filled with an “M” on the SD Form 106.)
11. OIG focal point. The appointed point of contact in P&O responsible for working with the
WHS DD on DoD issuances and coordinating DoD issuances within the OIG.
12. primary coordinator. A “P” on the SD Form 106 indicates that a Component is a “primary”
coordinator and has equity in the issuance; their coordination is expected.
25

IGDINST 5025.3
APPENDIX B (continued)

13. substantive comments. Substantive comments are made when a section in the issuance
appears to be, or is potentially, unnecessary, incorrect, misleading, confusing, or inconsistent
with other sections, or when a Component disagrees with the proposed responsibilities,
requirements, and/or procedures. A substantive comment is usually not sufficient justification
for a Component to nonconcur on the issuance. Several substantive comments, when taken
together, may be grounds for a nonconcurrence.
14. WHS, Directives Division. The WHS DD is the DoD office managing all DoD issuances.
The WHS program is referred to as the “DoD Directives Program,” which provides the orderly
processing, approval, publication, distribution, internal review, and records management of
DoDDs, DoDIs, and DoD Publications. The DoD Issuances website is
www.dtic.mil/whs/directives/. All current unclassified DoD issuances may be located at this
website. The WHS DD no longer publishes hard copy issuances.
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APPENDIX C
ACRONYMS AND ABBREVIATIONS

A&M

Administration and Management

AI

administrative instruction

AO

action officer

APO

Audit Policy and Oversight

AUD

Auditing

CC

courtesy copy

CPOC

Component point of contact

DD

Directives Division (WHS)

DGC

Deputy General Counsel (DoD)

DoD

Department of Defense

DoDD

Department of Defense Directive

DoDI

Department of Defense Instruction

DoDM

Department of Defense Manual

DTM

directive-type memorandum

EA

executive agent

EEO

Equal Employment Opportunity

FMR

Financial Management Regulations

IG

Inspector General

IGDINST

Inspector General Defense Instruction

IPO

Investigative Policy and Oversight

ISPA

Intelligence and Special Program Assessments

LOR

legal objectionable review

LSR

legal sufficiency review

NIPRNet

Non-classified Internet Protocol Router Network

OCCL

Office of Communications and Congressional Liaison

ODIG-P&O

Office of the Deputy Inspector General for Policy and Oversight

OGC

Office of General Counsel

OIG

Office of Inspector General
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APPENDIX C (continued)

OSD

Office of the Secretary of Defense

OSR

Office of Security Review (WHS)

PAS

presidentially appointed Senate-confirmed

PAT

process action team

POC

point of contact

Portal

DoD Directives Program Portal

SIPRNet

Secret Internet Protocol Router Network

WHS

Washington Headquarters Services
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APPENDIX D
OFFICE OF INSPECTOR GENERAL COMPONENT AREAS OF INTEREST

1.
Office of the Deputy Inspector General for Auditing. Reviews all draft DoD issuances
and FMRs.
2.
Audit Policy and Oversight. Reviews draft DoD issuances related to audit policy,
contract audit oversight, single audit, and non-appropriated funds.
3.
Audit Report Follow-up Branch. Receives a copy of all draft DoD issuances and FMRs
to determine if the draft policy/issuance relates to an OIG report recommendation.
4.

Office of General Counsel. Reviews all draft DoD issuances and FMRs.

5.
Investigative Policy and Oversight. Reviews draft DoD issuances related to DoD policy
and procedures for criminal investigation, and law enforcement. (key words: investigation,
investigate, law enforcement, crime/criminal, forensics, domestic, death)
6.
Office of the Deputy Inspector General for Investigations/Defense Criminal
Investigative Service. Reviews draft DoD issuances related to DoD policy and procedures for
criminal investigations. (key words: investigation, investigate, law enforcement, crime,
criminal)
7.
Senior Military Officer. Reviews draft DoD issuances related to military operations.
(key words: military operations, military benefits, military forces, etc.)
8.
Office of the Deputy Inspector General for Intelligence and Special Program
Assessments. Reviews draft DoD issuances related to DoD policy and procedures for
intelligence and nuclear weapons. (key words: intelligence, information assurance, nuclear,
classification, classified)
9.
Office of the Comptroller. Reviews draft DoD issuances and FMRs related to DoD
policy and procedures for comptroller and budget issues. Reviews draft issuances related to
DoD policy and procedures for travel issues.
10. Office of the Assistant Inspector General for Administration and Management.
Reviews draft DoD issuances related to DoD policy and procedures for administration, facilities,
logistics and training. (key words: administration, logistics, supplies, training, education,
facilities/facility)
11. Corporate Learning Office. Reviews draft DoD issuances related to DoD policy and
procedures for education or learning orientated policy coordination. (key words: training,
education)
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APPENDIX D (continued)

12. Information Systems Directorate. Reviews draft DoD issuances and FMRs related to
DoD policy and procedures for information technology and network issues. (key words:
information technology, network, automation, computer system)
13. Office of the Deputy Assistant Inspector General for Human Capital Management.
Reviews draft DoD issuances related to DoD policy and procedures for all human resource
issues. (key words: personnel, benefits, pay, human resources)
14. Equal Employment Opportunity Office. Reviews DoD issuances related to DoD policy
and procedures for Equal Employment Opportunity issues.
15. Office of Communications and Congressional Liaison. Reviews draft DoD issuances
related to DoD policy and procedures for internet issues, hotline, whistleblower issues, reprisal
issues, Freedom of Information Act, Privacy Act, congressional affairs, media and public affairs,
social media, and the Government Accountability Office.
16. Office of the Deputy Inspector General for Special Plans and Operations. Reviews
draft DoD issuances related to DoD policy and procedures for oversees contingency operations,
operations planning, environmental issues, national vulnerabilities, homeland defense, cyber
warfare, energy issues, health affairs, and intelligence.
17. Office of the Deputy Inspector General for Administrative Investigations. Reviews
draft DoD issuances related to DoD policy and procedures for complaints, investigations,
whistleblower issues, reprisal issues, mental health issues, and senior officials.
18. Technical Assessment Directorate. Reviews draft DoD issuances related to DoD policy
and procedures for technical issues/information and technical/information assurance.
19. Office of Security. Reviews draft DoD issuances related to DoD policy and procedures for
Personnel Security and Personnel Security Investigations; Information Security; Sensitive
Compartmented Information; Physical Security; Industrial Security; Operations Security;
Communications Security; Antiterrorism; and Counterintelligence.
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APPENDIX E
DEPARTMENT OF DEFENSE DRAFT PUBLICATIONS REVIEW AND ANALYSIS
STATUS LOG/WORKSHEET
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APPENDIX F
STANDARD FORM 818, COMMENTS MATRIX FOR
DEPARTMENT OF DEFENSE ISSUANCES
For the most current version of the SD Form 818 see
http://www.dtic.mil/whs/directives/infomgt/forms/sdforms.htm
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APPENDIX F (continued)
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APPENDIX G
STANDARD FORM 106, DEPARTMENT OF DEFENSE
DIRECTIVES PROGRAM COORDINATION RECORD
For the most current version of SD Form 106, see
http://www.dtic.mil/whs/directives/infomgt/forms/sdforms.htm
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APPENDIX G (continued)
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APPENDIX H
WITHDRAWAL OF INSPECTOR GENERAL
NONCONCUR RESPONSE TO COORDINATION MEMORANDUM

IGDINST 5025.3
APPENDIX I
ACTION MEMORANDUM – COORDINATION OF
DEPARTMENT OF DEFENSE ISSUANCE
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APPENDIX J
DEPARTMENT OF DEFENSE FORM 1910, CLEARANCE REQUEST FOR
PUBLIC RELEASE OF DEPARTMENT OF DEFENSE INFORMATION
For the most current DD Form 1910, see
http://www.dtic.mil/whs/directives/infomgt/forms/dd/ddforms1500-1999.htm
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APPENDIX J (continued)
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APPENDIX K
DEPARTMENT OF DEFENSE ISSUANCES THAT THE OFFICE OF
INSPECTOR GENERAL IS THE OFFICE OF PRIMARY RESPONSIBILITY
Issuance Number
DoDD 1401.03
DoDD 5505.06
DoDD 7050.4
DoDD 7050.06
DoDD 7650.3
DoDI 5100.86
DoDI 5106.05
DoDI 5505.02
DoDI 5505.03
DoDI 5505.07
DoDI 5505.08
DoDI 5505.09
DoDI 5505.10
DoDI 5505.11
DoDI 5505.14
DoDI 5505.15
DoDI 5505.16
DoDI 5505.17
DoDI 5505.18
DoDI 5525.12
DoDI 7050.01
DoDI 7050.03
DoDI 7050.05
DoDI 7600.02
DoDI 7600.06
DoDI 7600.10
DoDI 7640.02
DoDI 7650.02
DoDI 7750.6
DoD 7600.07-M

Issuance Title

OIG Component

DoD Directives
DoD Nonappropriated Fund Instrumentality (NAFI) Employee
Whistleblower Protection
Investigations of Allegations Against Senior DoD Officials
Awards for Cost Savings Resulting from the Disclosure of Fraud, Waste,
or Mismanagement
Military Whistleblower Program
Follow-up on General Accounting Office (GAO) Department of Defense
(DoD IG), and Internal Audit Reports
DoD Instructions
DoD Forensic Science Committee
Combatant Command Inspectors General – Implementing Procedures
Criminal Investigation of Fraud Offenses
Initiation of Investigations by Defense Criminal Investigative
Organizations
Titling and Indexing Subjects of Criminal Investigations in DoD
Military Criminal Investigative Organizations (MCIO) and Other DoD
Law Enforcement Organizations Investigations of Adult, Private,
Consensual Sexual Misconduct
Interception of Wire, Electronic, and Oral
Communications for Law Enforcement
Criminal Investigations of Noncombat Deaths
Fingerprint Card and Final Disposition Report Submission Requirements
Deoxyribonucleic Acid (DNA) Collection Requirements for Criminal
Investigations
DoD Contractor Disclosure Program
Criminal Investigations by Personnel Who Are Not Assigned to a
Defense Criminal Investigative Organization
Collection, Maintenance, Use, and Dissemination of Personally
Identifiable Information and Law Enforcement Information by DoD
Law Enforcement Activities
Investigation of Adult Sexual Assault in the Department of Defense
Implementation of the Amended Law Enforcement Officers Safety Act
of 2004 (LEOSA)
Defense Hotline Program
Office of the Inspector General of the Department of Defense Access to
Records and Information
Coordination of Remedies for Fraud and Corruption Related to
Procurement Activities
Audit Policies
Audit of Nonappropriated Fund Instrumentalities (NAFI) and Related
Activities
Audits of States, Local Governments, and Non-Profit Organizations
Policy for Follow-up on Contract Audit Reports
Government Accountability Office (GAO) Reviews and Reports
Information Requirements for Semiannual Report to the Congress
DoD Manuals
DoD Audit Manual
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AI/OCCL
AI
OCCL
AI/OCCL
AUD
P&O/IPO
P&O/APO
P&O/IPO
P&O/IPO
P&O/IPO
P&O/IPO
P&O/IPO
P&O/IPO
P&O/IPO
P&O/IPO
P&O/IPO
P&O/IPO
P&O/IPO
P&O/IPO
P&O/IPO
AI/Hotline
P&O/IPO
P&O/IPO
P&O/APO
P&O/APO
P&O/APO
P&O/APO
OCCL
OCCL
P&O/APO

