UNCLASSIFIED
ACP 198(K)

INSTRUCTIONS FOR
THE LIFE CYCLE MANAGEMENT OF
ALLIED COMMUNICATIONS
PUBLICATIONS (ACPs)

ACP 198(K)

JUNE 2003

|
Original
UNCLASSIFIED



UNCLASSIFIED
ACP 198(K)
FOREWORD

The Combined Communications- Electronics Board (CCEB) is comprised of the
five member nations, Australia, Canada, New Zedland, United Kingdom and
United States and is the Sponsoring Authority for dl Allied Communications
Publications (ACPs). ACPsareraised and issued under common agreement
between the member nations.

ACP 198(K), INSTRUCTIONS FOR THE LIFE CYCLE MANAGEMENT OF
ALLIED COMMUNICATIONS PUBLICATIONS (ACPs), isan
UNCLASSIFIED CCEB publication.

This publication contains Allied military information for officid purpases only.

This ACPisto be maintained and amended in accordance with the provisions of
this document.
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THE COMBINED COMMUNICATIONS-ELECTRONICS BOARD
LETTER OF PROMULGATION
FOR ACP 198(K)

1. The purpose of this Combined Communications-Electronics Board (CCEB) Letter

of Promulgation isto implement ACP 198(K) within the Armed Forces of the CCEB
Nations. ACP 198(K), INSTRUCTIONS FOR THE LIFE CYCLE MANAGEMENT OF
ALLIED COMMUNICATIONS PUBLICATIONS (ACPs), isan UNCLASSIFIED
publication developed for Allied use under the direction of the CCEB Principas

2. ACP 198(K) is effective upon receipt for CCEB Nations and when directed by the
NATO Military Committee (NAMILCOM) for NATO nations and Strategic Commands.
ACP 198(K) will supersede ACP 198(J), which shal be destroyed in accordance with
nationd regulations.

EFFECTIVE STATUS

Publication Effective for Date Authority

ACP 198(K) CCEB On Recapt LOP

3. All proposed amendments to the publication are to be forwarded to the national
coordinating authorities of the CCEB or NAMILCOM.

For the CCEB Principds

N. CRAM

Squadron Leader
CCEB Permanent Secretary
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CHAPTER 1

GENERAL INSTRUCTIONS

PURPOSE

101. The purpose of thisingtruction isto prescribe policy and procedures for the
preparation and life cycle management of Allied Communications Publications (ACPs).

SCOPE

102. ACPsareissued for the guidance and use of Military Forces, which are
represented on the Combined Communications- Electronics Board (CCEB). ACPsare
appropriate for use in any thester or part of the world and nothing will appear in the basic
publication thet is solely of anationd, local theater, command or geographica
ggnificance.

DEFINITION OF TERMS

103. Thedefinitions of the terms used in this publication are below:

a Annex - An addition to the basic publication that, because of the particular format
of the information contained therein, does not lend itsdf for inclusion in the body of the
text, i.e, charts, diagrams, lists, etc. Anannex isan integrad part of the publication.

b. Appendix - Contains information that supplements and further amplifiesthe
annex.

C. Effective Date - The date the publication becomes effective will be indicated in
the L etter of Promulgation.

d. JAFPUB - Joint Armed Forces Publication (JAFPUB) is a collective message
address used to address signa messages sent by the United States Military
Communications- Electronics Board (USM CEB) to issue direction related to ACPs.

e. Long Title - The descriptive title assgned to a specific documert. Itis
sufficiently descriptive to preclude the need for further purpose. Long titles should be
unclassified.

f. Major Amendment — A sgnificant change to the content, intent of the document,

or to incorporate numerous minor amendmentsinto an ACP. A mgor amendment results
in the creation of anew edition of an ACP being drafted.

1-1
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s} Minor Amendment — A change that includes factud changes and editorid or
wording changes, but does not Sgnificantly change the intent of the ACP.

h. Message Correction - A seridly numbered amendment to an ACPissued asa
message correction to meet an operationd requirement or to effect aminor errata
amendment. Corrections will be incorporated in the next printed change or revision.

I. Revision - A complete publication superseding a previous edition. A revison
should occur when there has been an accumulation of changes that warrant a new edition.
Thisdecison isat the discretion of the Sponsoring Nation, which drafts Minor or Mgor
Amendments as warranted.

J. Short Title - The short title of a pecific Allied Communications Publication
consgts of the letters “ACP" followed by identifying numerds and letters as outlined in
Chapter 4 Paragraph 402.

K. Sponsoring Nation - The nation, which is the author and custodian of the
publication and prepares it for distribution by the CCEB Permanent Secretary (PS).

l. Status - The pag, present, or future effectiveness of a publication.

m. Supplement - A separate publication, related to abasic publication, prepared by a
nation or group of nations for purposes of promulgating additiond informeation or
summaries of particular interest to and used by one or more nations. A supplement may
include extracts from the basic publication. Supplements may have a different

dassfication from that of the basic publication. Supplements are prepared in the same
manner as the basic publication.

ACP FORMATTING
104. Thedetaled ingructions for managing and formatting ACPs are contained in the

following Chapters. However, ACP 198 itsdf provides an example of the format
required for an ACP and may be used as atemplate for the development of new ACPs.
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CHAPTER 2

MANAGEMENT OF ACPS

REQUIREMENT FOR AN ACP

201. AnACPisoriginated to meet aneed of the CCEB nations. The intent of the ACP
isto facilitate interoperability and alow the free-flow of data, information and

knowledge in support of Command, Control, Communications and Computer (C4)
requirements. Each participating nation that ratifies the ACP has accepted the detail s of

the publication and has agreed that they will comply with the contents. Note that
compliance with the ACP dictates the standards and procedures that the nations agree to
if or when they decide to adopt. It does not dictate how the system or procedures are
implemented nationdly. Theintent of the ACP isto facilitate C4 interoperability.

LIFE CYCLE MANAGEMENT OF ACPS

202. Roles, respongbilities and processes governing the various stages of ACP
production and maintenance are stipulated in this ACP. In generd, three types of actions
can be taken depending on the status of the ACP:

a A new ACP can beinitiated based on a requirement that isidentified by any
CCEB nation or organization or as directed by the Principas or the Executive
Group (EG).

b. A mgor amendment to an ACP will result in anew edition of that ACP being
issued. Mgor amendments will occur when directed after a cyclica review, or
after the accumulation of numerous minor changes (see Paragraph 209).

C. A minor amendment or message correction to an exigting edition of an ACP will
be necessary if there are factud, editoria or production errors that need to be
corrected (see Paragraph 209).

ROLESIN MANAGING ACPS

203.  Any organization may raise the requirement for an ACP, however management of
basic ACPsisthe responshbility of the CCEB. This may include advice or input from
other organizations depending on the content. NATO and the Single Service Fora are but
afew examples of other organizations that may have to be consdered or consulted during
the drafting of an ACP. Theroles of the CCEB hierarchy are asfollows:

a Principas ratify dl origind ACPs endorsing their country’ s support and adoption
of the ACP.
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b. The EG will ensure the necessary resources, personnd, funding, travel assistance,
efc are provided to support the initiation of anew ACP or the amending of an
exiging ACP. Additiondly, the EG may identify the requirement for anew ACP
or review and amendment or disposa of an existing ACP.

C. The Nationa ACP Coordinator (NAC) of each nation is responsible for the
gaffing requirements for an ACP or amendments. Each NAC will coordinate the
gaffing of draft ACPs received from the Permanent Secretary (PS). They will
return a consolidated national response to PS outlining areas of non-agreement or
nationa agreement to the draft or proposed amendmentsto an ACP. Upon receipt
of aCombined Agreement (COMAG,) for an approved ACP, NACs will
coordinate the production and distribution of the ACP within both their own
nation and those that they sponsor. The NAC isresponsible for their nation’'s
ability to distribute ACPs to meet the effective date of the publication.

d. The nationa SME isidentified by the NAC or EG member to oversee the drafting
of an ACP or amendment. If required, the EG can direct the formation of aWG
or Task Force of SMEs to address ACP deficiencies. In thisinstance alead SME
will conduct the effort to draft the document or amendment. Meetings amongst
participating nations, make-up, timings, eic will be detailed in the directive set out
by the leed SME as dictated by the EG.

e The PSisrespongble for the maintenance of the officid ACP Webste, ensuring
the latest approved version of ACPs and the amendments are posted by the
effective date.

SPONSORSHIP

204. Each ACP will be sponsored by a CCEB nation. The listing of sponsored ACPsis
detailed in Annex A. The sponsoring Nation is responsible for ensuring the cyclical

reviews of the ACP and any revisions required thereto. The NAC isresponsible for
producing an eectronic copy of the ACP or the amendment in Microsoft Word format,
forwarding a copy to the PS and the WS representative.

205. Any CCEB nation may sponsor any non-CCEB nation to hold a Classified ACP.
Procedures for sponsoring a non-CCEB nation are detailed in Chapter 3.

STAFFING A NEW ACP

206. Any nation can suggest the CCEB raise anew ACP to meet an identified
requirement. The request should be staffed within nations and presented through the
relevant nationd EG member for formd discusson a EG. The processfor developing a
new ACP is described at Annex B.

2-2
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ESCALATION OF APPROVAL PROCESS

207. Intheevent tha problems develop in the drafting and gpprova of anew ACP
which the SME or NAC cannot resolve, the PS will forward the draft, with the noted
comments, to Chairman EG for resolution at elther the EG or the Principals. Resolution
of dl comments will result in afind draft ACP.

RATIFICATION

208. Radtification indicates CCEB nations agree to the content of the document. This
can be done out of session or through formaly sgnature a the annua Principals

meseting. Upon ratification, the new ACP will be digtributed as described in Annex E.
Once the ACP has been ratified, the PSwill draft up and release to dl nationsa
Combined Agreement (COMAG) which will include the effective date of the ACP.
COMAG contents are detailed in CCEB Pub 2. The COMAG, dong with an dectronic
copy of the ACP isforwarded by the CCEB PSto each NAC. The NAC will then
digtribute the ACP within their nation.

AMENDMENT OF ACPS

209. ACPs often require amendment to maintain accuracy and relevancy after issue.
To manage the change process efficiently, there are two categories of amendments. mgjor
and minor.

a Magor Amendments are those changes that significantly affect the intent of the
ACP, that incorporate a Significant number of minor changes or when
considerable changes to the document needs to be undertaken. The issue of anew
editionisaMgor Amendment. The Process for carrying out a Mg or Amendment
isdescribed at Annex C.

b. Minor Amendments are those changes that include factud or editoria changes.
The process for carrying out Minor Changes is described at Annex D.

DISTRIBUTION OF NEW ACPSAND AMENDMENTS

210. Table 2-7 outlinesthe process for the distribution of new ACPs and new editions.
Table 2-5 outlines the process for minor anendments.

CYCLICAL REVIEW OF ACPS

211. ACPsarereviewed for currency in accordance with Table 2-1
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Responsible Office

Responsibility

Maintain a master record and archived copies of al ACPs
and their amendments.

Logs that the publication has been reviewed or that no

(Pcrgr)nanent Secretary changes are required.
P

Advisesthe EG of review results

Promulgates ACP review schedule.

Responsible for ACP review item in Management Plan
\If\ilﬁgton Staif ACP Ensures applicable ACPs are included as a standing agenda

item in the work of CCEB Working Groups and Task Forces.
Nationad ACP Coordinate the cyclica review of their sponsored ACPs
Coordinator
CCEB Working Group / Ensures t.hat AQPS gpplicable to the vyork of the WG/TF are
Task Force Chairpersons included in their agenda for each mesting.

Table 2-1 ACP Cyclical Review - Tasks and Responsibilities

DISPOSAL OF ACPS

212. If any CCEB nation believes that an ACP should be rescinded, arequest is made
through the national EG member. The EG collectively, will decide whether the ACP
should be rescinded. If approved, the PS will ensure that the ACP is annotated along
with the appropriate JAFPUB. Nations will then dispose of the publication in accordance
with their own nationa procedures.
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ANNEX A - ACP NATIONAL SPONSORSHIP AND REVIEW
PERIODS
SPONSORING | REVIEW
TITLE NUMBER | NaTION PERIODS
Allied Cdl Sign and Address Groups ACP 100 Us 3
Cdl Sign Book for Ships ACP 113 AS 5
Allied Routing Indicator Book ACP 117 us 5
Routing Indicators for NCSOs, ACP 117 US 1
REPTOFs and Mercast Controllers SUPP-1
Common Security Protocol ACP 120 US 3
Comms Ingtructions —General ACP 121 UK 3
Comms Ingtructions — Security ACP 122 CA 3
Common Messaging Strategy and ACP 123 US 3
Procedures
Communications Ingtructions -
Radiotelegraph Procedures ACP 124 TBA 3
Communications Ingructions —
Radiotel ephone Procedures ACP125 AS 3
Communications Ingructions —
Teletypewriter Procedures ACP126 TBA 3
Communications Ingructions — Tape
Relay Procedures ACP 127 UK FROZEN
Communications Ingructions —
Proceduresfor Allied Fleet RATT é&gpli? UK 3
Operations
Allied Tdecommunications Record
System (ALTERS) Operations ACP 128 NZ 3
Communications Ingructions — Visud
Signding Procedures ACP130 NZ 5
Communication Ingtructions —
Operaiing Signdls ACP 131 UK 3
Field Generation and OTAD of
COMSEC Key in support of Tactica ACP 132 us 5
Operations and Exercises
Directory Services ACP 133 us
Communications Ingtructions -
Distress and Rescue Procedures ACP135 AS
2-5
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SPONSORING | REVIEW
TITLE NUMBER | naTION PERIODS
P-MUL - A Protocol for reliable
Multicast Messaging in Bandwidth
Congtrained and Delayed ACP 142 NZ 5
Acknowledgement (EMCON)
environments
Gateway-to- Gateway messaging ACP 145 CA TBA
protocols
Recognition and Identification Air,
Land and Sea Forces ACP 150 CA 1
IFF/SIF Operational Procedures ACP 160 UK 1
Operational Brevity Code ACP 165 NZ 3
Glossary of C-E Terms ACP 167 UK 3
Allied Nava and Maritime Air Cls ACP 176 CA 1
Land Fprces Electronic Warfare ACP 177 PS FROZEN
Indructions
Maritime EW Ingructions ACP 178 PS FROZEN
EW Ingtructions for Air Force ACP 179 PS FROZEN
Guide to Frequency Management ACP 190 AS 3
lonospheric Sounder Operations ACP 191 NZ 1
Electronic Warfare Guide ACP 180 AS 3
A Ground Routing Protocol (GRP) for
use with Automatic Link
Establishment (AL E) Capeble HF ACP193 UK >
Radios
TBA ACP 194 AS 3
Ingtructions for the Preparation and
Life Cycle Management of Allied ACP 198 CA 3
Communications Publications (ACPs)
Maritime Tactical Wide Area
Networking ACP 200 NZ 1
VTC Procedures ACP 220 CA 5

Table 2-2 ACP National Sponsorship and Review Periods
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ANNEX B - RAISING A NEW ACP

INITIATING A REQUEST FOR A NEW ACP

The officid request for anew ACP should be saffed to the CCEB EG. If the EG
member agrees to the requirement, the request will be consdered by the EG collectively.
Should the requirement be appropriate and within CCEB capabilities, the EG will
allocate resources to raise the new ACP.

The processfor rasing anew ACPis set out in the following table 2-3 and flowchart in

Annex B.
Step Responsible Office Action
Originator, (WG Provide rationae for ACP and define the requirement
1 TF, agency, Service .
a(?r N?t/i on) Recommend a CCEB sponsor nation
5 Executive Group | Select a sponsoring nation
(EG)
Assess and agree on resource commitments. Resource
issues that must be considered include identifying
EG and Chairman | Participating nations, personnel, travel costs, number of
3 ACP WG meetings, etc.
Confirm support of participating nations.
_ o Identify whether or not an established WG or TFwill
EGinconjunction | address the ACP requirement
4 with the sponsoring
nation Direct the formation of aTF isrequired
Enter Activity in the CCEB Management Plan.
5 Chairman WS (Provide gtaffing guidance throughout the drafting and
approval process)
Identify the subject matter expert (SME)
. Sponsoring Nation Leed the effort to draft the ACP
NAC

Liaise with counterparts in other nations.

Co-ordinate the staff checks for format and compliance

2-7
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Step

Responsible Office Action

with ACP 198.

Forward the draft ACP, in éectronic format (.doc file)
to the PSfor formal review by other nations.

Identify a nationa subject matter expert (SME).

Co-ordinate the nationd review of the draft ACP which
NAC includes the comments received from the Single
Service Fora national representative(s) and SMIEs from
other nations.

When appropriate, saff the ACP draft to the single
Service Fora. Comments from the Single Service Fora
are to be dtaffed through nations. For example, if

WS AUSCANNZUKUS observes an inconsistency, they
areto staff their observations back through their
nationd navies to be resolved within nations.

Upon receipt of draft ACP forward to NACs for formal
PS review.

10

Upon receipt of the draft ACP from the PS, coordinate
andiond review. Note, theintent isto have each
nation review the ACP fully, with more input than just
the technical expertise that may have assgted in the
drafting. The process of affing will beiterative
(repested review steps) until an agreed document is
achieved.

Forward a consolidated national response, or nationa
NACs (dl) ratification (if no changes required), to the PS and copy
the sponsoring nation NAC. The PSwill decideif the
responses warrant content change that requires
resolution or are amply editorid in nature.

Content changes are the respongbility of the
gponsoring nation NAC. |If resolution cannot be
achieved, the escaation of approva processwill be
initiated.
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Step Responsible Office Action

Editoriad changes that are minor in nature are the
respongbility of the PS.
Consolidate responses from al sources and amend the
draft accordingly.

11 Sponsoring Nation

NAC Forward completed ACP in eectronic format (sngle

.doc file) to PS to coordinate ratification
Incorporate changes of aminor or editoria nature.

12 PS Forward to nations for nationa ratification.

13 Prindipdis Endorse and sign off new ACP.

Table 2-3 Initating a Request for a new ACP
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PROPOSED CHANGES
(FROM WITHIN CCEB)

NEW ACP PROCESS

PROPOSED CHANGES
(FROM WITHIN ANY NATION)

!

STAFFED FROM SPONSORING
NATION
(NATIONAL EG MEMBER)

EG ENDORSE
REQUIREMENT?

2

YES

SELECT SPONSOR NATION
ALLOCATE RESOURCES
NOMINATE ACTION OFFICER (AO)
(EG)

!

WS STEERING MEMBER SELECTED

RAISE DIRECTIVE TO PRODUCE ACP
(ws)

DISTRIBUTION
PROCESS

]

DRAFT NEW ACP

(SPONSOR NATION)

!

FORWARD DRAFT TO WS
IN WORD FORMAT
(AO)

!

ENDORSE DRAFT AND
FORWARD TO EG AND
SINGLE SERVICE FORA

ws)

INCORPORATE
NATIONAL
CONCERNS

(SPONSOR NATION)

v

NATIONAL REVIEW
(EG)

!

PROVIDE NATIONAL
COMMENT
(EG)

ACP AGREED?
CO-ORD BY WS)

YES

EDITORIAL CHANGES
INCORPORATED

ws)

}

PRINCIPALS ENDORSE AND
SIGN NEW ACP

K
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ANNEX C - MAJOR AMENDMENT PROCESS

A magor amendment will result in anew edition of an ACP and may result from a
cyclica review, an accumulation of severad minor amendments, or a substantial change
recommended by aWG, aTF, the WS, the EG or as directed by the Principals. Any
nation or group can suggest amagjor amendment. Formal ratification is not required for
the acceptance of anew edition. The steps listed below describe the mgor amendment

process:
Step Responsible Office Action
1 ﬁgy;cﬁ;;/gu\?/i ,'[EI gglrznzmber Propose what changes should be made and forward the
nation informetion to the sponsoring netion viathe EG.
Determine if the proposed changed is a minor or mgor
2 EG amendment. Inform WSif amgor amendment is
necessary.
The WS will agree if mgor, assign anew letter for the
3 WS draft edition and direct the sponsoring nation viathe
EG to produce a draft of that ACP.
If the WS see the amendment as minor, see Annex
4 EG The EG within the sponsoring nation ensures the
drafting of anew edition.
Forward the draft to the PSin eectronic format (.doc
5 EG . S
file) aswel asin printed copy.
6 PS Raise amemo and didtribute to WS for national
comment and review.
Endorse the draft.
Forward the draft ACP to each EG for National staffing
/ WS Steff the draft to the single Service fora
Comments from the single Service fora are to be saffed
through nations.

2-11
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Step

Responsible Office

Action

EG

Co-ordinate the nationd review of the draft ACP which
includes the comments receved from the Single Sarvice
Fora nationa representative(s). Note, theintent isto
have each nation review the ACP full with more input
than just the technica expertise that may have asssted
in the drafting.

Forward a consolidated national response to the WS
within 90 days of the WS review directive.

WS

Co-ordinate comments from nations.

Incorporate changes of aminor or editorid nature.

If necessary forward substantive commerts or technical
comments back to the EG for resolution. If it isready,
however can beratified, if not:

Steps 6-8 to be repeated.

Once stisfied with the draft, the WS rdtifiesit and
forwardsit to the PSfor digtribution.

10

PS

Once the document is agreed upon and ratified, a copy
of the ACP in both eectronic (.pdf.file) and printed
format will be forwarded to WS and then on to the
nations.

Table 2-4 Major Amendment Process
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NATION)

Annex C to ACP 198(K)
MAJOR AMENDMENT PROCESS

PROPOSED CHANGES
(FROM WITHIN ANY NATION)

N

CHANGES TO

ACP NEEDED? YES

DRAFT CHANGES

\ 4

(VIA EG MEMBER)

SEND TO SPONSORING NATION

NO

v

ADVISE PS TO UPDATE
REVIEW REGISTER
(SPONSOR NATION)

A
END )

MAJOR OR
MINOR MINOR CHANGE?
PROCESS MINOR (SPONSOR
NATION)

MAJOR

AGREE TO NE
EDITION?
(Ws)

v

DRAFT NEW EDITION

INCORPORATE
NATIONAL
CONCERNS
(SPONSOR NATION)
3

| (SPONSOR NATION)

'

FORWARD TO PS IN
WORD FORMAT
(SPONSOR NATION)

¥

ENDORSE DRAFT AND

FORWARD TO EG AND

SINGLE SERVICE FORA
(WS)

L2

NATIONAL REVIEW
(EG)

!

PROVIDE NATIONAL
COMMENT
(EG)

ACP AGREED?

NO CO-ORD BY WS
EDITORIAL
DISTRIBUTION CHANGES YES
PROCESS INCORPORATED|[" =
(WS)
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ANNEX D - MINOR AMENDMENT PROCESS

Minor amendments will normaly be of two varigties:

a

Thefird typeisafactud change. For example, thelist of military unitsin agiven
ACP would need to be amended when a unit has been dishanded. To keep the
ACP correct, the reference to the unit would need to be diminated; and

The second type could be awording change that might require different actions
from participating nations, for example a different setting on a piece of

equipment.

Table 2-5 outlines the process for aminor amendment.

Step

Who Will Do It

Action

Any individud either in CCEB
hierarchy or within a member
netion.

Propose what changes should be made and forward the
information to the sponsoring nation via the Nationdl
ACP Coordinator (NAC).

Sponsoring nation

Determineif the proposed changed isaminor or mgjor
amendment. Determineif thereisaneed for an
immediate amendment or wait for amgor amendment

or aggregate the opportunity.

Sponsoring nation

Goes ahead with immediate amendment. If the
sponsoring nation determines the drafted changeisto
be in the form of a print change then this page(s) is
produced and forwarded to the PS who will ensure
digribution. If itisto bein the form of a JAFPUB, the
minor amendment will be forwarded to the MCEB in
the required format as seen at Appendix 1.

MCEB

DraftsaJJAFPUB

PSMCEB

Change Info is placed on website (for unclassified
ACPs only) as JAFPUB released.

Table2-5 Minor Amendment Process
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MINOR AMENDMENT PROCESS

PROPOSED CHANGES
(FROM WITHIN ANY NATION)

|

SEND TO SPONSORING NATION
(VIA National ACP Coordinator)

[

MAJOR
NATION) OR AGGREGATE OPPORTU
Fy
MINOR
REED
MMEDIATE
AMEND?
(SPONSOR
DRAFT AMENDMENT SEND PROPOSED CHANGES TO
US MCEB IN FORM LISTED IN
(SPONSOR NATION) ANNEX D APPENDIX 1
PREPARED CHANGE JAFPUB
SENT TO PS e PRINTED PRINTED US MCEB RAISE AVENDMENT
(SPONSOR NATION) r— < CHANGE OR
JAFPUB?

'

PS CARRIES OUT AMENDMENT ON

MASTER COPY
US MCEB RAISE CREATE WEB
CHANGE VERSIONS
NOTIFICATION PS)
JAFPUB
POST CHANGES TO
RELEASE JAFPUB WEBPAGE
o e
ISSUE JAFPUB AND
UPDATE WEB PAGE

> )«
(US MCEB &PS) \‘-/
END -
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The following is the table format for specific comments to ACPs with examples:

Review of ACP 000
Number | Identification | Exact proposal Rationale Importance | WS Use Only
A|C|N|U
S|A|Z K
Need to C
incorporate
. modern
Redreft the Entire
1 Generd Document technology
and systems
and ddlete out
dated material
Chapter 1 j’he Word_ . E
2 22 lined communicetion IS
par misspdlled
Line 3 delete Terms have S
3 C:rzp;%rfawb “intracservice’” and | changed
P insert “ combined”

Table 2-6 Review of ACP Comments Amendment L ayout

* The importance of the change/amendment is divided into three categories as follows:

Critical (C)- Comments which must be changed or the country will not agree with the

fina product overdl,

Substantive (S)- Changes would significantly improve the document/chapter or is

needed for clarity; and

Editorial (E)- Changesthat are grammatical or related to spelling, congstency, etc.
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ANNEX F - DISTRIBUTION PROCESS

The process for the digtribution of new ACPs and mgjor amendments (resulting in anew
edition) are described in table 2-7. The didribution of minor amendmentsis described in

Table 2-5.

Distribution Process for Mgor Amendments or New ACPs

Responsible Office

Responsibility

Permanent Secretary
(PS)

Raise a COMAG as per CCEB Pub 2. The COMAG must
contain, as a minimum;

Direction to issue aJAFPUB;
Effective date of the ACP, edition or amendment; and

Reguest for nations to inform the WS that digtribution
has been initiated and that the effective date will be met.

Give to each member of the WS a (. pdf) copy, aswell asahard
copy of the ACP.

Forward the COMAG, one electronic copy and one hard copy to
the WS of each CCEB nation aswell as the Chairman of
gpplicable single Service Fora.

WS

Digtribute COMAG and ACP to nations

PS

Post the gpproved version of ACPs and amendments onto the
Web ste (unclassified only) as soon as possible after receiving
the COMAG. Thisverson isto be annotated as not effective
until the JAFPUB s released.

National ACP
Coordinators

Co-ordinate the production and distribution of the ACP amongst
their nation, sponsored nations, and single Service fora

Inform the WS of their nation’ s ability to distribute the
publication by the stated * effective dat€’ or of adelay and the
expected distribution date.

Table 2-7 Digribution Processfor Major Amendmentsor New ACPs
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CHAPTER 3

POLICY FOR THE RELEASE AND MAINTENANCE OF ACPS,
SUPPLEMENTSAND EXTRACTS

GENERAL

301. Thischapter sets out the CCEB policy governing the release and maintenance of
ACPs, Supplements, and extracts from these publications. Throughout this Chapter,
unless stated otherwise, the use of theterm *ACP gpplies to Supplements and Extracts.

RELEASE OF UNCLASSIFIED ACPS

302. Unclassified ACPs may be posted to the CCEB public Web Page. The process
for approving release to the INTERNET is described in Chapter 5. Classified ACPsand
unclassfied ACPs deemed not suitable for unilatera release are to be released and
maintained in accordance with the provisions of this Chapter for CLASSIFIED ACPs.

RELEASE AUTHORITIESFOR CLASSIFIED ACPS

303. Thefollowing table identifies who has the authority to rlease ACPs:

Who Authority Record
CCEB Nations Authorized to release unclassified Inform PS for record
(but not suitable for unilatera keeping purposes.
release) ACPs within nation to

government or civilian organization,
commercid contractor or individua
in kegping with nationa security and
procurement guidelines.

CCEB Authorized to release classfied Sponsoring CCEB Nation
ACPsto anon-CCEB Nation or must maintain arecord of
Regiond Defence Organization only which nation has been
If unanimous agreement of CCEB issued an ACP for future
Nations is obtained. amendments aswell as
cancdlation of ACPs. The
All CCEB Nations must agree. PS maintains a Master

Record of Release (Pub 3).

Table 3-1 Release Authorities of ACPs
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304.  Once asponsoring nation receives arequest to release a Classified ACP, the steps

in the following table:

Step Who Action Remarks

1 Sponsoring Forward request for release to PS for Reguest isto be detailed

CCEB Nation | gaffing. as per paragraph 305.

2 PS Staff requeststo CCEB nations and

contributing Regiond Defence
Organization if necessary.
3 All CCEB Respond to PS with either agreement to
Nations plus release ACP, or detail reason why the
other request cannot be met (See paragraph
contributors 302).

4 PS Coordinates response. If unanimous, sends
authority to requesting
nation to release the
ACP. If not unanimous
agreement, details of
refusa are forwarded to
the requesting CCEB
Nationa WS member

5 Sponsoring Forward either refusal of request or Advise the PS oncethe

CCEB Nation | produce the ACP and forward to the ACP, extract, etc have
requesting nation. been forwarded to
requesting nation,
outlining whet was sent
and to what nation.
6 PS Record which ACPs have been
digtributed to which nation.

Table 3-2 How to Obtain Authorization to Release an ACP
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JUSTIFICATION FOR RELEASE

305. The sponsoring nation is to provide sufficient judtification to support arequest for
release of CLASSIFIED ACPs. Judtification must include a statement thet the rlease is
in support of nationd plans or exercises, or Smilar type of activity. The judtification shdl:

a Egtablish the need-to-know of the intended recipient;
b. |dentify the advantages to either the CCEB or the sponsoring nation;

C. Confirm that the intended recipient can, and has undertaken to, provide the

appropriate security protection required by the classification of the publication or extract.
Thisincludes:

@ certifying the publication in question will only be used by authorized
nationds,

2 acknowledging the requirement to obtain the permission of the CCEB
before rdeasing the publication to a third nation, indugtria, or commercid
contractor;

3 confirming the production of extracts or the classfied portions of
publication will be restricted and such reproductions provided equivaent security
protection.

d. Clearly identify the information required from the publications. This includes:
@ Where possible, time period(s) during which access will be required, and

2 If extracts will be issued, list the parts of the publications that are being
proposed for issue.

REFUSAL OF RELEASE

306. Any member nation of the CCEB has the right to refuse arequest for release.
Reasons for the refusal are to be forwarded to the PS, and any conditions under which
approva may be given should be provided. All refusals are to be recorded by the PS. The
PSwill inform the sponsoring nation of the reason for refusal to release the ACPs. Inturn,
the sponsoring nation must inform the requesting nation that their request has been denied.

If the refusing nation subsequently amendsiits position and release is fill required, anew
request is to be originated.
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STOPPAGE OF RELEASE

307.  Any member nation of the CCEB may impose a stoppage on any release a any
time. Reasons for the soppage must be provided in writing to the PS. The stoppage is
effective from the date of the correspondence is received by the PS. The PS mugt inform
al CCEB nations, upon receipt of a stoppage, that the stoppage is effective immediately.
All stoppages are to be recorded by the PS. Additiondly, the PSwill communicate the
rationde for stoppage to the sponsoring nation for onward transmission to the requesting
nation.

NATIONSRESPONSIBILITY FOR RELEASE

308. ThePSwill forward the concurrence of al contributors to the ACP to the nation
that has requested release of an ACP or an extract. The National ACP Coordinator is
responsible for the production and digtribution of the requested material. The ACP
Coordinator member must inform the PS when the requested materia has been
digributed. In addition, the ACP Coordinator of the requesting nation must ensure dl
future amendments/changes to the ACP are distributed to the nation or organization that
has received the ACP or changes.

RECORD KEEPING RESPONSIBILITY

309. ThePSwill record the request for release of Classified ACPs or extracts, the
reason for refusal, the date of concurrence for release, and which ACPs have been
released to which country. A Record of Release is to be maintained on the CCEB Web
Page and is to specify which ACPs have been released to which nation and the date that
the release was reviewed. Each nation, in turn, isto keep its own records of points of
contact in the nations it is sponsoring.

RECORD REVIEWS

310. The CCEB PSwill review the Record of ACP Releases every two years, on the
anniversary date of the previous Periodic Review. The memo initiating review will invite

nations to confirm that the Record of ACP Releases, for which the nation is the sponsor,
IS correct.

CANCELLATION OF ACPS

311. If an ACPiscanceled, it isthe responghility of nation(s) sponsoring releases to
confirm that nations listed in the Record of ACP Rdeases have been notified and that the
ACP concerned has been withdrawn from use.
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CHAPTER 4

PREPARATION OF ACPSAND SUPPLEMENTS
PRODUCTION OF AN ACP OR AMENDMENT TO AN ACP

401. The sponsoring nation of an ACP is responsible for the eectronic production of
the ACP. The required format for anew ACP or new edition is asfollows:

a. The ACPisto be presented as a Microsoft Word (version 6.0 or higher) formatted
sngle dectronic file (.doc).

b. If the document islonger than 200 printed pages or becomes unwieldy within the
word processor, the file may be split into smdler files that preserve the integrity of the
document.

c. The sponsoring Nation should endeavor to utilize MS-Word's headings, styles,
bookmarks, paragraph numbering, formatting and other automated festures to maintain
the formatting integrity of the ACP.

ASSIGNMENT OF SHORT TITLES

402. Theletters“ACP’ followed by a space and an assigned number will together
condtitute the short title eg. ACP 126. The Permanent Secretary (PS) of the CCEB will
assign these numbers. The following conventions will be used to add information to the
short title to identify the edition or supplement:

a The short titles of successive editions of publications will be identified by using
successive letters of the aphabet in parentheses following the number, eg. will identify:

(1) ACPO000 Origind Edition
2 ACP 000(A) First Updated Edition
3 ACP 000(B) Second Updated Edition

b. When a publication has exhausted the current series of edition letters from (A)to
(2), subsequent editions are to commence in the following series, (AA), (AB) to (AZ)
and then (BA), (BB) to (BZ), etc; and

C. In accordance with their requirements, each nation, group of nations or

organization may prepare one or more numbered supplements for each basic publication.
To avoid confusion both the short and long title of the supplement will indicate the
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nation, group of nations or organization as a prefix to the "SUPP' number eg

()  ACP 000 US SUPP-1 COMMUNICATIONS TRAINING
INSTRUCTIONS (US Supplement No.1)

(2)  ACP000(B) CAN/US SUPP-1 COMMUNICATIONS TRAINING
INSTRUCTIONS (CAN/US Supplement No.1)

(3)  ACP 000 NATO SUPP-1 COMMUNICATIONS TRAINING
INSTRUCTIONS (NATO Supplement No.4)

STANDARD LAYOUT

403. All ACPsaretobe8-1/2" (21.59 cm) by 11" (27.94 cm) in Size or prepared as A4,
the nearest internationd paper 9ze. The soonsoring nation will verify that the version of
Word used is compatible with that used by the PS. Materia will be printed across the

short side of the page.

404. Ligsand figures may be printed on the long dimension when necessary. The Sze
of thefield of actud printing should be 6-1/2" (16.51 cm) by 9" (22. 86 cm). The
header and footer of each pageis to contain the classfication marking formatted in
TIMES NEW ROMAN 14 bold on the Title page and TIMES NEW ROMAN 12
theredfter, centered. One line lower, the ACP number and edition short title, right
justified i.e., ACP 000(A) dsoin TIMES NEW ROMAN 14 bold on the Title page and
TIMES NEW ROMAN 12 theresfter. The footer, one line above the classfication
marking, will incdlude the page number, centered, and "DRAFT Verson' or "Origind" or
Change status as appropriate, right justified.

EXPRESSION OF MEASUREMENTS
405. Measurements are expressed in the units of measurement of the sponsoring
nation. The corresponding metric or non-metric equivalent will be provided in

parentheses, eg. [0 km (6.25 miles). Conventions used by single Service Fora, such as
arcraft dtitude in feet and ship speed in knots, should prevail.
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TYPE SZE, LINE SPACING AND PAGE MARGINS

406. Textisto conform to the following types:

ltem TypeSze
Chapter Number Times New Roman, Bold, 14, centered
Chapter Title Times New Roman, Bold 14, centered

Paragraph Number and Section Heading

Times New Roman, Bold 12, |eft digned,
tabbed for ease of reading

Paragraph Numbering Times New Roman 12

Text Times New Roman, Size 12
Times New Roman 14, Bold, Centered for

Classfication Title page and thereafter TIMES NEW
ROMAN 12 (in header and footer)

Line spacing Normally single spacing (at least 12 pt)
Top and Bottom - 1" (2. 5¢cm)
Leftand Right—1. 25" (3. 1cm)
Header - 0. 7" (1. 5¢cm)

. Footer - 0. 7" (1. 8cm)
Margins

Gutter — 0”
NOTE: The header and footer settings may
require adjustment “round up” to meet

different printer driver requirements.

Table4-1 Type Size, Line Spacing and Page Margins
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407.  Thenumbering scheme will be congstent throughout the publication and will

comply asfollows.

Sequential number s will

be uised to number : by using: SEMES

Pages prior to Chapter 1 Roman numerds L TV
Arabic numerds with the firg

Pages within each Chepter number designating the chapter, 1-1,1-2,1-3,1-4
the second number the page
Continue numbering within , 1-5, 1-6

Annexes Chapter Sequence , 1-8,1-9

. Continue numbering within
Append oy 1-7,1-7
PPEnAIXes Chapter Sequence.

Index Theyvord Index" followed by an Index-1, Index-2,
Arabic numerd.

List of Effective pages Theword LEP followed by an . g

(LEP) Arabic numerd LEP-1 LEP-2,
Theword “ Chapter” followed by CHAPTER 1,

Chapters an Arabic numerd. CHAPTER 2,
Three Arabic numerdsin The ra0nsin
sequence, where the first number oh ?gagv?/ﬁl be

Paragraphs designates the chapter number and nuarﬁber ed 201 202
the last two numberswill run 203, ele T
consecutively from 01 to 99 T
Numbering is optiona but the a
hierarchy must be evident. Lower (1)
order paragraphs may be

Lower order paragraphs identified using 2 combination of @

letters, Arabic numerds, brackets,
or bullets.
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Sequential number s will ey
be used to number: by using SENpE
Figures, Tablesand Two number designations using Figure 2-1isthefirg
Graphics Arabic numerds. Thefirg figure in Chapter 2.

number designates the chapter, or
annex, in which the figure or teble
appears and the second number
will be the sequentid number of
the figure or table in the chapter,
or annex.

Table 2-3isthethird
table in Chapter 2.

Table 4-2 Numbering Scheme
IDENTIFICATION OF THE CLASS FICATION

408.

Portions of classified publications are to be clearly marked to show their

classfication or unclassfied status. Such markings shdl not be abbreviated and shdl be

prominent and placed as indicated in the following table.

Classified Portion L ocation of the classification Example
identification

Pages Centered top and bottom of page | CONFIDENTIAL

Annexes After Annex title List of XYZ frequencies
(©

Appendixes After Appendix title Diagram for XYZ
Network (C)

Paragraphs After paragraph number 202. (9

Lower order paragraphs | After lower order number a (V)

Figures, Tables and Immediately prior to caption Table2-1 (S) Geometric

Graphics Shapes

Table 4-3 I dentification of the Classification
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STANDARD DIVISIONS OF AN ACP AND SUPPLEM ENTS

409. These publicaions will consg, as gpplicable, of the following partsin the order
listed:

Division Requirement

Title Page Mandatory
Foreword Mandatory
Letter of Promulgation Mandatory
Record of Message Corrections Mandatory
Record of Page Checks Mandatory for Classfied ACPs
Table of Contents (Include List of figuresand Mandatory
tables)
Text Mandatory
Annexes As Required
Appendix AsRequired
Index Optiond
List of Effective Pages (LEP) Mandatory

Table 4-4 Standard Divisons of an ACP and Supplements
TITLE PAGE

410. TheTitle Pageisto appear asthefirst page of the publication and be constructed
asfollows

a The short title is to appear in the upper right corner of the page and in the center
of the page below the long title (TIMES NEW ROMAN 20 (TNR) Bold).

b. The classification isto appear centered at the top and bottom of the page (TNR 14
Bold).

C. The long title of the document isto be centered (Times New Roman 26 Bold).
Bdow thelong title will be the short title (TNR 20 Bold).
4-6
Original

UNCLASSIFIED




UNCLASSIFIED
ACP 198(K)

d. Bdow the short title will be the CCEB Crest.

e Below the CCEB Crest will be the implementation dete eg. MARCH 02 (Times
New Roman 16 Bold)

f. ACPs, which contain information thet is classfied RESTRICTED,
CONFIDENTIAL or SECRET by CCEB nations, are to have theword "ALLIED" asa
prefix to the classfication in the header and footer. Classfied supplements developed by
an International Defence Organization (IDO) (i.e. NATO, WEU, PP, etc.) are to bear an
abbreviation of the sponsoring organization as a prefix to the classfication, eg.:

(1) ACPOOO(AD) ALLIED RESTRICTED

(2) ACPOOO NATO SUPP-1  NATO RESTRICTED
FOREWORD
411.  All ACPsand Supplements are to contain a Foreword that:
a includes Short and Long title including classfication, and
b. iISUNCLASSIFED.
LETTER OF PROMULGATION (LOP)

412. All ACPsreleased by the CCEB are to contain the CCEB LOP, which includes
the effective status and the disposition of superseded publications. An example of the
CCEB LOPisat Figure 4-3. Each member nation may replace the CCEB LOP with their
own LOP page as required. However, publicly released documents will contain the
CCEB LOP. The LOPisUNCLASSIFIED.

RECORD OF MESSAGE CORRECTIONS

413. A Record of Message Corrections that lists the message correction number, the
JAFPUB number, the date time group and message correction number is to be included.
(see Figure 4-4). Each message correction is entered on the Record of Message
Corrections sheet. Clearly asanew edition of the ACP is published, a new Record of
Message Correction sheet will beissued. The Record of Message Corrections sheet is
UNCLASSIFIED.

RECORD OF PAGE CHECKS
414. All Classfied ACPs are to contain arecord of page checks. Record of Page
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Checksis UNCLASSIFIED.
TABLE OF CONTENTS

415. TheTable of Contentsisto lig dl the divisons of the publication and the
breakdown of the text by chapter, section, and paragraph (if appropriate). Figures, Tables
and Annexes are to be listed in sequential order at the end of the Table of Contents. The
Table of ContentsisUNCLASSIFIED.

TEXT

416. Thetextisto be presented in such away that the reader can easily find key
information. In writing the text, the author isto use the following conventions.

a Maintain consstent use of terms throughout the publication;
b. Eliminate duplication of information to avoid misinterpretation;
C. Include only relevant informetion;

d. Sdlect the most gppropriate means to present the information e.g. Tables, figures,
process charts, listings, €tc;

e. Sub-divide and organize related information in chapters, sections, paragraphs and
lower order paragraphs as required,

f. Utilize titles that are concise and that assst the reader to quickly locate
information; and

s} Spdl out in full prior to usng any abbreviaion eg. Allied Communications
Publication (ACP).

ANNEXES

417.  Anannex is used when relevant information is ether too lengthy or otherwise
inappropriate to be included in the main body of the text. Annexes will be prepared only
when the content is gpplicable to dl holders of the basic publication. The short titleisto
appear in the upper right corner.  Short titles are to be shown as"Annex A to ACP 000";
"Annex B to ACP 000", etc. When the basic publication is revised, the short titleisto be
"Annex A to ACP 000(A)", etc.
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APPENDIXES

418. An gppendix is used to supplement an annex. Appendixeswill be prepared only
when the content is applicable to al holders of the basic publication. The short titleisto
appear in the upper right corner. Short titles are to be shown as Appendix 1 to Annex A
to ACP 000; Appendix 2 to Annex A to ACP 000, etc. When the basic publication is
revised, the short title is to reflect the new edition, “e.g. Appendix 1 to Annex A to ACP
000(A).

INDEX

419. If thetextud content of an ACP warrants an Index, it should beincluded. An
Index will list subjects in dphabetica order cross-referenced to appropriate paragraphs or
page numbers. The short title of an Index will gppear in the upper right corner and will

be shown as Index to ACP ," e.g, "Index to ACPOQO. '

LIST OF EFFECTIVE PAGES (LEP)
420. ThelLig of Effective Pages condtitutes a pogitive means to establish the
completeness of a publication and itsincluson in dl publicationsis mandetory. It will

contain no information or materia other than that which is actudly required to account
for each page. LEPsare UNCLASSIFIED.
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CHAPTERS5

PROCEDURESFOR POSTING ACPSON THE WORLD WIDEWEB
GENERAL

501. Thischapter explainsthe CCEB policy and procedures for posting of UNCLAS
ACPs on the World Wide Web. The CCEB ACP page can be found at
www.dtic.mil/jcs/j6/coceb/acps.

SCOPE

502. The CCEB iscurrently providing eectronic versons of UNCLAS ACPs and
Supplements on the internet under the CCEB web Site to take advantage of the benefits of
modern web technology and linking capabilities. UNCLAS ACPswill be placed on the
CCEB Public Web page by the PS. Procedures are detailed in CCEB Publication 2 and
are summarized asfollows:

503. During the gaffing of anew UNCLAS publication, the draft verson will not be
posted onto the Web until completion and the issue of an effective date.

504. The WS agpprove release of publications for publication on the Web Page.

505. When publications are posted to the Web, a JAFPUB message isissued to advise
member nations as to when the publication is effective.

PROCEDURES

506. Upon the completion of saffing, the Sponsoring Nation will provide the CCEB
PSwith asingle dectronic filein WORD 6 format or higher (.doc), of the ACP. The
CCEB PS reviews the document for appropriate format and converts the (.doc) fileinto
Portable Document Format (.pdf). The CCEB PS maintains the “Officid Record Copy”
and creates an updated ACP web page. The new page is uploaded to the USDTIC
development server.

507. The CCEB PS and the US ACP Coordinator review the page on the devel opment
server ensuring that dll files are attached. On completion of review the publication is
transferred to the “live’” DTIC server. (See Table 5-1) The CCEB PSwill direct the US
ACP Coordinator to prepare/tranamit a JAFPUB notifying recipients that an ACP has
been posted to the Web and is effective for use. A copy of the JAFPUB will be provided
to the CCEB PS for record purposes.
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Step Responsible Office Action

1 Sponsoring Nation Prepares ACPin .doc
format, forward to PS

2 |CCEBPS Convert .doc fileto pdf,

3 CCEB PS/US ACP Coordinator Reviews .pd file.

4 PS Pogt .pdf file on web
development server.

5 WS Review web page

6 CCEB PS Moves new publication to
“live’ sarver.

, Prepares/Tranamits

7 US ACP Coordinator JAFPUB to inform users of

new publication.

Table 5-1 Posting of ACPson Web
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