DEPARTMENT OF THE ARMY PODR 25-1-1
Pacific Ocean Division, Corps of Engineers

CEPOD-IM Fort Shafter, Hawaii 96858-5440
Regulation 31 August 1990
No. 25-1-1

Information Management

PACIFIC OCEAN DIVISION PUBLICATIONS SYSTEM

1. PURPOSE. To prescribe policies, procedures arnd responsibilities for the
preparation, review and distribution of publications.

2. APPLICABILITY. This regulation applies to all elements of the Pacific Ocean
Division (POD).

3. REFERENCES.
a. AR 25-30, The Army Integrated Publishing and Printing Program.
b. AR 310-10, Military Orders.

4. POLICY.

a. POD publications listed in para 5, herein, will be kept to the minimm
cammensurate with operational requirements.

b. Division publications (i.e., regulations, supplements and circulars) will
include quidance for all field offices by incorporating special paragraphs to cover
particular local needs.

5. AUTHORIZED PUBLICATIONS.

a. Pepmanent Orders are issued for organizational changes (e.g., establishment,
discontinuance or reorganization of an organizational entity), and for military
awards.

b. Orders are issued for travel, pramotion, separations and certain personnel
actions. Permanent Orders are required for awards and organizational changes.

c. Supplements to ARs and ERs are used, whenever feasible, to supplement higher
headquarters quidance and clarify procedures in accordance with the actual
conditions within the POD area of responsibility.

d. POD Requlations (PODR) are used when supplements to ARs and ERs are not
practical. They prescribe policies, authorities, responsibilities and procedures
unique to the POD area of responsibility.

e. POD Circulars (PODC) are of a one-time or transitory nature and contain
instructions which require camand approval and information of general interest.
Each circular will bear an expiration date not later than one year from date of
issue. Shorter expiration dates, e.g., last day of a calendar quarter, should be
used when feasible.

This regulation supersedes POIR 25-1-1, 8 Sep 89.
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f. The Pacific Connection is an internal information tool used to disseminate
news of Division-wide interest to all personnel. Pacific Update news bulletin may
be used to supplement the monthly Pacific Connection when timeliness warrants.

g. A memorandum is used to designate key assigmments (e.g., directors, office
chiefs, special assistants, Resident and Area Engineers), appoint a board, camittee
or council, assumption of command and announce a duty appointment or duty
assigrment. Amendments/rescissions to these assigmments are also announced using a
memorandum.

h. Pamphlets are permanent instructional or informational publications. A
standard pamphlet is organized and printed in the same format as a regulation. An
information pamphlet has no set organization or format. Examples are
tips/quidance/information on travel actions of a general nature concerning
personnel

i. Mamuals are informational and reference material relative to a specific
subject.

j. Bulletins include official and unofficial items of an advisory, informative,
or directive nature. Normally, items published in a bulletin are temporary or will
be published in a more permanent medium at a later date.

6. AUTHORITY AND RESPONSIBILITY.

a. i rs and Offi iefs. Determine the need for and prepare in correct
format and correct verbiage, drafts of new or changes to regulations, circulars and
memoranduns for assigmments, or appointments of their staff members. Ensure the
accuracy of references, indicate subject/action, applicable basic regulation number
and desired distribution; furnish original copies of any enclosures for
publication. Type in final form.

b. Executive Office. Initiate and authenticate memorandums for assumption of
cammand. POD orders and permanent orders will be authenticated by the Deputy
Cammander/Chief of Staff or the Honolulu Engineer Distrigct (HED) Commander.

c. Directorate of Resource Management (Management Analysis Division). Initiate
and coordinate POD permanent orders announcing approved changes to organizational
structure and titles.

d. Directorate of Personnel (Mjlitary Persomnel). Initiate POD orders and
permanent orders, or memorandums for duty appointments or duty assigmments and other
military personnel actions for which an order is not reguired for military
personnel. Responsible for the assigmment of numbers for orders. Maintain the
record set consisting of centralized instruction background files of all permanent
orders.

e. Directorate of Information Management (DIM). Authenticate all publications,
except those listed in para 6b, herein. Control the mmbering of publications.
Furnish series mumber according to classification of subject matter and sub-nmumbers
to distinguish between other directives on the same basic subject. Maintain the
record ard reference sets of regulations, circulars, pamphlets, and manuals and
assumption of cammand memorandums. All coordination drafts and background paperwork
of the above are also maintained with record copies.
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f. Directorate of Iogistics Management. Authenticate travel orders. The Chief
of Staff will authenticate travel orders in the absence of the Director, Logistics
Management. The Deputy Commander, HED, will authenticate travel orders in the
absence of the Chief of Staff.

g. Directorate of Contracting. Ensure any contractual reproduction service
requests for publication are approved by DIM.

7. PROCEDURES.

a. New Publications: Initiator will abtain and enter series rmumber from
CEPOD-IM-CA before preparing double-spaced drafts on the computer, identify all
enclosures/attachments that are not on camputer and forward to concerned staff
offices for coordination. Date, print out and furnish hard copy, marked-up draft
and diskette for the publication to CEPOD-IM-CA. DIM will authenticate and submit
reproduction request. Non-adherence to these procedures may delay publishing dates.

b. Changes or Revisions. Print out regulation in double space, post changes in
red so that proposed changes are readily apparent to the reviewer, attaching
supplemental sheets as necessary. If changes to the publication are 50% or more,
prepare a new double-spaced draft. Forward for coordination and when approved,
process as "New'" Publication.

c. Form and Style. Use two separate titles in all regulations and circulars
(as in this publication). Use 58 lines per page, including POIR number and mumber

page(s) on line 60. Type text on the second line below the PODR mumber. Identify
AmerdmmflrstpageonlysnnepagemmbermgreﬂectsAppeJﬁJxLetter
Even-numbered pages of basic regulation will have page numbers on the bottam left
ard odd-mmbered pages, on the bottam right, as in this regulation. NOTE: Page
mmbers are always placed on the same side as the PODR number, e.g., PODR mmber on
the top right will have the page mumber on the bottam right, and PODR mumber on the
top left will have the page number on the bottom left.

d. Numbering. Numbering for regulations is as shown in reference 3a. Ensure
camplete series mumber is entered on drafts of all new publications.

e. Distribution List. Determine on a need-to-know basis and indicate by using
the applicable letters of the alphabet and mubers, when appropriate. Appendix A is
the current distribution list for POD publications.

f. Printing of Publications. All p.:bllcatlons will be printed head-to-head.
Regulations, circulars and pamphlets, prior to distribution, will be punched to fit
3-ring binders.

8. OOORDINATION AND APPROVAL.

a. General. Type last name of author and each reviewer in routing order in the
right margin of the draft. Reviewers will indicate coordination and concurrence or
other comment by dating and initialing above their names. Route draft in the
following order to:
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(1) All concerned/affected staff directorates/offices for their camments
and/or concurrence. When a publication affects the Districts, a copy will be sent
for their caments and/or concurrence.

(2) Information for release to the public must be coordinated with the
Public Affairs Office.

(3) Directorate of Resource Management (Management Analysis Division) to
assure compliance with approved organizational structure and functional aligrments.

(4) Directorate of Information Management for (a) management information
requirements and reports control, (b) approval for essentiality, campliance with
policy and proper coordination and (c) for determining the printing source (in-house
or contract) and making the necessary printing and distrilbution arrangements.

(5) Deputy Commander/Chief of Staff for review and approval.

(6) Proponent office for final typing, date, printout and forwarding of
corrected, final publication and diskette on which publication resides.

(7) Directorate of Information Management for authentication before
preparation for reproduction, distribution and file.

b. Military Personnel Matters. Include Directorate of Personnel on all drafts
of publications or directives pertaining to responsibilities and/or assigrment of
military personnel.

9. DISTRICT CCMMANDERS, FAR EAST AND JAPAN.

a. Issue regulations and/or supplements to POIR's, if necessary, for local
guidance on subjects not covered by PODRs. Furnish two copies of each to Cammander,
US Army Engineer Division, Pacific Ocean, Attn: CEPOD-IM-CA, Ft Shafter, Hawaii
96858-5440, for information. (CEPOD-IM-CA will route one copy to the
Director/Office Chief who has primary responsibility for the subject matter of the
regulation, and one copy to the POD library reference files.)

b. Issue memorandums for assumption of cammand, assigrnments, appointments,
boards, councils, etc., for military and civilian personnel.

c. Issue orders for personnel actions (e.g., Administrative Absence, Emergency
leave and Appointment of Acting NQO).

d. Issue amendments to POD reassigmment orders pertaining to military
personnel .

e. Endorse reassigmment orders issued by other headquarters in accordance with
reference 3b.

f. If required, make changes to a PODR posted in red and forward to the
proponent POD staff office with a request to incorporate the changes imto the PODR.

g. Publish internal information newsletters.
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10. REVIEW OF PUBLICATIONS. All mumbered publications will be reviewed for
contlrmedneedaniforwrrencyorupdatmgat least once each 18 months.
Directorate of Information Management will monitor this review by using ENG Form
4391.

11. INDEX OF PUBLICATIONS. Appe!ﬂ.lelsawnentuxiexofmmberedpabllcatlons
The index will be updated semiannually.

FOR THE COMMANDER:

n/rlaf D - U

2 Appendixes ARIOF D.
App A - Distribution List 90-1 Director, Informatlon Management
App B ~ Index of Numbered Publications

DISTRIBUTION: (List 90-1)
B, Cand G
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