Preparing and Publishing OHR Manual Chapters
This internal OHR guide explains how to prepare and publish human resource manual chapters. The guide includes tips for writing chapters so they can be posted on the Web. 

The guide and a template for writing chapters are located at http://www1.od.nih.gov/ohrm/issuances/
Use this guide as a supplement to the NIH requirements found in Manual Chapter 1710 at http://www1.od.nih.gov/oma/manualchapters/management/1710/
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When you begin writing a new chapter or revising an existing one, please contact:

· The NIH Directives Officer in the Office of Management Assessment (OMA) at manuals@od.nih.gov or 301-496-2706 to discuss the chapter number and title.

· The OHR Manual Chapter Contact, Sarah Hochuli at 301-496-0377 so she can assist you in following these procedures.

If you are revising an existing chapter, ask the Directives Officer for a copy of the latest version. Use that version to make the revisions to assure continuity. Also, ask for advice on the best way to update the chapter. Minor changes don’t always require complete review and approval. The Directives Officer may suggest ways to speed up and simplify the process.
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Procedures for Preparing HR Manual Chapters

A. Contents
B. Format
C. Review
D. Approval
E. Publication
Appendix 1 – Records Retention and Disposal

Appendix 2 – Management Controls

Appendix 3 – Format for Paragraphs
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Plain Language: How easy is this guide to understand and use? Please call or email suggestions for improvement to Sarah Hochuli at 301-496-0377, or email them to ohrmweb@od.nih.gov.

A. Contents
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Each chapter should include the following components. Other components, such as additional sections or appendices, may be added as needed.

1. Transmittal Sheet – separate page

2. Main body of chapter should include sections such as these:

· Table of Contents (if chapter is longer than 10 pages)

· Purpose (recommended)

· Background

· Policy

· References (recommended)

· Definitions

· Responsibilities (recommended)

· Procedures

· Records Retention and Disposal – Required – See Appendix 1
· Management Controls – Required – See Appendix 2
3. Appendix (depending on content of chapter)

B. Format
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First, see NIH Chapter 1710 for basic format requirements at http://www1.od.nih.gov/oma/manualchapters/management/1710/.

A ready-to-use Word template is available as a separate document that includes most of these format features. Save the template with a new filename. If preferred, convert the Word version to WordPerfect. Then open the new file and begin inserting the content of your new chapter. Be sure to delete all traces of the template version as you go.

Please use the President’s Initiative on Plain Language in writing your chapter. See the NIH guidelines at http://www1.od.nih.gov/execsec/guidelines.htm.

All margins should be one inch wide – top, bottom, left, and right.

The Arial font is recommended because it is the font most readable on the Web by the largest combination of browsers and monitors.

A font pitch (size) of 11 or 12 is recommended.

Emphasizing Text:

· To emphasize text, use bolded fonts.

· Avoid underlining text if possible. Since readers are becoming accustomed to Web formatting, they often expect underlined text to be a link to another document. If text needs to be emphasized, use bolding instead. 

· Avoid italics if possible. Italics are sometimes difficult to read on some combinations of monitors and Web browsers. Again, if emphasis is needed, use bolding.

· Avoid using all capital letters in titles, headings, or other text. All caps in Web documents can be troublesome for blind readers as they listen to their automated screen readers. Again, if emphasis is needed, use bolding.

· Avoid referring to text by color. Do not require readers to refer to text by color, such as “See the requirements in red.” Blind readers or readers who are color-blind cannot follow such instructions. You may use color to emphasize text or help color-sighted readers distinguish different passages more easily. But do not mention in any way that you have used color.

Format chapters with word processing styles to make the chapters appear correctly when they are posted on the Web.

· Label text as follows:

· The title of the chapter as Title;

· Section headings as Heading 1, Heading 2, etc.;

· Paragraphs as Normal or Body Text;

· Web page addresses as Hyperlink; and 

· Other parts of the chapter as appropriate styles.

· Insert letters, numbers, and bullets for paragraphs from the Word or WordPerfect menus or toolbars. Do not manually insert those characters because they may not format correctly when converted to Web pages.

· For hyperlinks, spell out Web addresses completely, including the prefix “http://”. OMA needs the full address to create the hyperlink in the Web version of the chapter. For example, this is the full address for NIH: http://www.nih.gov
· Optional: Insert bookmarks to help readers quickly jump to other parts of the chapter. Bookmarks work the same way as hyperlinks (links) in Web pages. The reader clicks on the underlined text to go to the part of the chapter that the underlined text refers to. The bookmarks will probably work also in the Web version (and maybe in the PDF version) when OMA posts the chapter on their Web site.

Use the header feature in Word or WordPerfect to create an automatic header at the top of every page, showing the chapter title, date, issuing office, phone number, and page number (see the template).

· Please do not manually enter headers at the top of every page. When the chapter is converted to a Web document, each manually entered header would have to be manually deleted, because there are no individual pages in a Web document. A PDF version of the chapter will also be posted on the Web. But PDF versions capture automatic headers and show them exactly as they appear in Word or WordPerfect.

A table of contents (TOC) is recommended, if the chapter is more than 10 pages long. In the TOC, list appendices that are longer than one page by numbering each page of the appendix beginning with page 1.

· If possible, create an “automatic” TOC. If the TOC is entered manually, it must be deleted manually when the chapter is converted to a Web document. The latest versions of Word and WordPerfect will create automatic TOCs.

· A PDF version of the chapter will also be posted on the Web. PDF captures TOCs and shows them exactly as they appear in Word or WordPerfect.

Appendices are optional, and may show examples of documents or filled forms. Make each example a separate appendix.

· Create a new automatic header for each appendix. The header for each appendix should be the same as the header for the chapter, except the appendix title should replace the chapter title.

· Number the appendices – e.g., Appendix 1, Appendix 2, etc. For appendices longer than one page, number the pages. The appendix number and the page number should be justified right (flush with the right margin), with the page number on the second line. For example: 

Appendix 1
Page 1

C. Review
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1. Carefully proofread your first draft of the chapter for complete content and correct grammar, spelling, and format.

2. Submit the draft to your office Director for initial review and make changes that s/he requests.

3. Email the revised draft to the NIH Directives Officer in OMA, Joan Casey, at manuals@od.nih.gov for review. She will review it to assure that it contains the required types of content and that it is formatted properly.

· Each time you send email to the Directives Officer about the chapter, send a courtesy copy to the OHRM Manual Chapter Contact, Kiddy Liggins, so she can follow the progress of the chapter.
· At any time during the review process, alert the Directives Officer and OHRM Contact to special needs regarding the chapter – such as unforeseen problems, unusual length, special formatting, short deadlines, etc.
4. At the same time, send copies of the chapter to other OHRM and NIH offices that should review it. If you mention an NIH organization or officer in the chapter, you must ask that unit or person to review all or selected parts of the chapter.

Attach a copy of NIH Form 414-6, the NIH Manual Chapter Review Record. Each reviewing office must use that form to document their comments. Use the latest version of the form by completing it online and printing it from the NIH Web site at http://forms.cit.nih.gov/adobe/misc/NH414_6.PDF.

· Enter the chapter number and title in the upper right corner of the form.

· Follow the instructions in Section A.

· See Section C on the reverse side for guidelines on which offices should review the chapter.

You must file the written comments that you receive as official records of the chapter’s review.

5. Prepare the chapter in final for the approval process.
· Incorporate the changes requested by reviewing offices.

· Email the revised draft to your office Director, the NIH Directives Officer, and the OHRM Contact for their final review.

· Make any final changes that they request.

D. Approval
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Submit the chapter in final for approval and attach NIH Form 414-7 for signatures. Use the latest version of the form by completing it online and printing it from the Web site at http://forms.cit.nih.gov/adobe/misc/nh414_7.pdf.

· In Section A, enter your name, organization, building, room and phone as the Issuing Office Contact.

· In Section B, list the other offices that reviewed the chapter, including OMA.

· In Section C:

· On the 1st line, sign your name as Issuing Office Contact;

· On the 2nd line, obtain the signature of the OHRM Manual System Contact;

· On the 3rd line in Section C, obtain the signatures of:

· The NIH Deputy Director for Management and

· Other concurring officials as needed;

· On the 4th line, obtain the signature of the Head of the Issuing Office, which is probably your immediate Director or supervisor; and

· On the 5th line, obtain the signature of the NIH Director of Human Resources.

E. Publication
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1. When you have all required signatures on the approval form, NIH 414-7:

· Send the following items to the address below:

· two (2) printed copies of the complete chapter (including the transmittal, table of contents, main body, and appendices) and

· the original signed approval form, NIH 414‑7

NIH Directives Officer
DMS/OMA
6011 Executive Blvd.
Room 601-G
MSC 6779

· Email a digital copy of the complete chapter to the Directives Officer at manuals@od.nih.gov for posting on the OMA Web; and

· Send the OHRM Contact a copy of the signed approval form, NIH 414-7, and a printed copy of the complete chapter for OHRM’s records.

2. The Directives Officer will notify you and the OHRM Contact when the Web version is ready for review.

3. Email any needed corrections, or approval to publish on the Web, to the Directives Officer with a courtesy copy to the OHRM Contact.

4. The Directives Officer will email confirmation to you and the OHRM Contact that the chapter is live on the OMA Web site and include the Web address.

5. Email your customers at NIH that the chapter is live on the OMA Web site and include its Web address. 
· Advise your customers that they can receive future notices about the status of manual chapters by subscribing to OMA’s email notification ListServ at http://www1.od.nih.gov/oma/manualchapters/email. On that Web page, they should click on “Email Notification. On the next page, click on “Join or leave the list, or update options”.

6. Customers who want printed copies of the chapter can print their own from the PDF version of the chapter on OMA’s Web site.
7. The OHRM Contact will ask the OHRM Webmaster to set a link to the live chapter on OHRM’s Web list of chapters at http://www1.od.nih.gov/ohrm/Issuances.

Appendix 1 – Records Retention and Disposal
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This section of your chapter should describe how long official records related to the chapter will be kept, and what will be done with them at the end of that prescribed time. Be sure to include the required standard statement found in NIH Chapter 1710 at http://www1.od.nih.gov/oma/manualchapters/management/1710
The NIH Records Control Schedule (RCS) specifies the length of time different types of records must be kept and what must be done with them after the required time. The RCS is legally binding and is in Appendix 1 of NIH Manual Chapter 1743, at http://www1.od.nih.gov/oma/manualchapters/management/1743/.

Section 2300 (Personnel) of the RCS provides guidelines for disposing of human resource management records. Subsections in Section 2300 are organized in the same order used in the former Federal Personnel Manual. For example, to find guidance on disposing of merit promotion records, look in Subsection 355, Promotion and Internal Placement.

Select an appropriate schedule for records disposal by following these steps:

· Go to http://www1.od.nih.gov/oma/manualchapters/management/1743/


· On the left side, scroll down the table of contents and click on “2300 Personnel”.

· In “Section 2300 Personnel” click on the subsection that is closest to the topic of your manual chapter.

· For example, for a new or revised chapter on security clearances, click on “2300-730 Suitability, Security and Conduct”.

· Individual paragraphs will appear under that topic. Each paragraph has a breakout number (-1, -2, -3, etc.) and a description of what it covers. Find the paragraph most closely related to the topic of the chapter. Insert that number as the item number in the first paragraph of your chapter’s section on Records Retention and Disposal. For example, for a chapter on security clearances, find and enter as many specific item numbers as applicable, such as: 2300-730-2 and 2300-730-4.

For an example of a records retention and disposal statement, see:

· Section G. of NIH Manual Chapter 6035, Broad Agency Announcements at http://www1.od.nih.gov/oma/manualchapters/contracts/6035/
· Section I. of NIH Manual Chapter 1710, NIH Manual System at http://www1.od.nih.gov/oma/manualchapters/management/1710
If you are unable to identify an appropriate schedule, contact your IC Records Management Officer at http://oma.od.nih.gov/about/contact/browse.asp?fa_id=2. In the window for ”Functional Area” select “Records Management Officers”.

Appendix 2 - Management Controls
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This section of your chapter describes procedures for conducting management control reviews of the chapter. Be sure to include the required standard statement – see the sample in NIH Chapter 1710.

This section must specify:

· The office(s) responsible for coordinating reviews of management controls related to the chapter;

· How frequently the chapter will be reviewed;

· The method of review; and

· The official to whom reports of each review will be sent.

For examples of management control statements, see:

· Section K. of NIH Manual Chapter 1750, NIH Management Control Program at http://www3.od.nih.gov/oma/manualchapters/management/1750
· Section H. of NIH Manual Chapter 6035, Broad Agency Announcements at http://www1.od.nih.gov/oma/manualchapters/contracts/6035/



· Section J. of NIH Manual Chapter 1710, NIH Manual System at http://www1.od.nih.gov/oma/manualchapters/management/1710
Appendix 3 – Format for Paragraphs
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These are only suggested guidelines for heading, numbering and indenting paragraphs. Neither OHRM nor OMA requires these styles. You may modify them as needed, but please be consistent.

A. First Level Paragraphs

Assign headings to the main sections of a chapter and “number” them with capital letters (as above). Style the heading with Heading 1, font size 16, and bolding.
Start the first paragraph on a new line. If you begin text on the same line as the heading, it may appear as part of the heading when converted to a Web page.

Indent paragraphs so they are flush with the first word in the heading above.

1. Second Level Paragraphs

Second level paragraphs contain information that is subordinate to the first level. For example, if you introduce a program policy in the first level, you could list actions that the policy requires in the second level. Style the heading with Heading 2, font size 14 and bolding.

List second level headings with numbers (as above). Indent the number of each heading so it is flush with first level paragraphs.
a. Third level paragraphs contain information that is subordinate to the second level. For example, you could explain one of the required or prohibited actions in the second level above in more detail by listing conditions. 
b. Headings are optional, but may be useful if the subject is complex or there are numerous paragraphs in the same level. Style the heading with Heading 3, font size 12, and bolding.

c. List third level paragraphs with lower case letters. Indent the letters so they line up under the second level paragraphs. Bold the letters for consistency.

(1) Fourth level paragraphs contain information that is subordinate to third levels. For example, you could explain one of the conditions in the third level above in more detail.

(2) List fourth level paragraphs with numbers in parentheses. Indent the opening parenthesis so it lines up under the third level paragraphs. Bold the numbers and parentheses.

(a) Use fifth level paragraphs only rarely. Too many levels become confusing. Instead, try to reorganize the information into four levels.

(b) If you must use a fifth level, list the paragraphs with lower case letters in parentheses. Indent the opening parenthesis so it lines up under the fourth level paragraphs. Bold the letters and parentheses. 

