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Preface
[bookmark: Text7]The preface serves as the introduction to the publication, typically stating its subject, scope or aims.  It is generally short, being no more than a few paragraphs.
[bookmark: _Toc432142136]Overview 
[bookmark: Text8]The overview summarizes the publication.  Although they sound similar, the preface and overview serve two different purposes.  

[bookmark: Text9][bookmark: _Toc432142137]Major Header (repeated for each major subject in the pamphlet)

[bookmark: Text10]Subject content (repeated for each subsequent paragraph)
[bookmark: _Toc432142138]Note on Specialty Track Training Guides
This text box is provided for information only and should be deleted when developing the pamphlet.

Although Specialty Track Training Guides are nondirective publications (pamphlets), there is value in consistency of structure.  This consistency adds predictability for members learning a new skill or advancing in an existing skill.  As a matter of practice, the following make up the consistent structure found in Specialty Track Training Guides:

a. Training Objectives and Requirements.  In other words, what’s the desired outcome should a member satisfactorily complete the training and what are the requirements to obtain the targeted skill?
b. Guidance for OJT Supervisors and Unit Commanders.  This section guides the member’s instruction, providing their instructor tips for managing the upgrade training.
c. Achieving the Technician Rating.  The technician rating is the first level in obtaining a skill.  This section outlines the learning objectives, the position description, the readings/lessons that must be successfully mastered, and the training and performance requirements to be met.
d. Technician Level Training Checklist.  This is a step-by-step checklist that must be completed to obtain the technician rating.
e. Achieving the Senior Rating.  Same as item c. above, but at a more advanced level.
f. Senior Level Training Checklist.  Same as item d. above, but at a more advanced level.
g. Achieving the Master Rating.  Same as item e. above, but at a more advanced level.
h. Master Level Training Checklist.  Same as item f. above, but at a more advanced level.




[bookmark: Text11][bookmark: _Toc432142139]Additional Content
[bookmark: Text12]Any additional content provided should follow the same format as presented above.

[bookmark: Text13][bookmark: _Toc432142140]Closure
[bookmark: Text14]Authors are encouraged to add a closing statement to wrap up the basic publication.  Oftentimes this is phrased as “Conclusion,” “Final Words” or something along those lines.

[bookmark: Text15][bookmark: _Toc432142141]Supplemental Information
[bookmark: Text18]Supplemental information supports the publication.  Examples of supplemental information include addendums, appendices, attachments and exhibits.
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