ACOE Format Requirements

1.  Applications must be submitted for a complete Army installation, starting with the installation commander endorsement letter and the BASOPS arena.  Tenant organizations may be included in the nomination packet.  

2.  The installation commander’s endorsement must accompany the nomination packet when it is sent to HQ IMA through their respective region.  The endorsement should address the following special entry prerequisites: 
a.
Have viable master planning capability and/or a master planner and real property

planning components maintained in accordance with AR 210-20, Master Planning for Army Installations, 30 July 1993;


a. Have all “open” environmental Notices of Violation (NOV) under investigation for

corrective action;
b. Have real property management controls in place consistent with AR 405-45,

Real Property Inventory Management; and

d. Unless otherwise exempt, validate Activity Based Costing (ABC) for full
implementation in FY04.  (ARNG JFHCs and USAR RRCs are exempt from this requirement.)

The Activity Based Costing (ABC) requirement must be addressed in the response to Category 4, Item 4.1 a (2) of the APIC Appendix D.
3.  Page Limits and Exclusions: 


a.  The Organizational Overview for the application report is limited to five single-sided pages.  If the Organizational Overview exceeds the five‑page limit, the excess pages will count as of criteria items response section.


b.  The packet response addressing the criteria items is limited to 50 single‑sided pages, including pictures, graphs, figures, tables, and appendices.  Applications exceeding the 50-page limit will be returned to the installation’s regional headquarters without action.


c.  Covers, dividers, tab separators, title pages, table of contents, organization chart(s), and glossary of terms and abbreviations will not be counted as part of the page limit.  However, if these pages contain any additional material, e.g., text, quotes, graphs, figures, data tables, or pictures, they will be considered part of the response addressing the criteria items and be counted as part of the total page count.  
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ACOE Format Requirements (cont)

4.  Format Requirements:


a.  Paper size - Standard 8-1/2 by 11 inches.


b.  The response must contain the same category and item numerical designations as the 2004 APIC (item 1.1 (p. 14) through item 7.6 (p. 52)).  Applicants are to denote the Areas to Address with the letter a, b, c, etc., corresponding to each area.  Applicants are to denote responses to areas by underlining the Item/Area (e.g., 4.2a).


c.  Font Size - 12-pitch.  


d.  Line Spacing ‑ Equivalent of two points of lead between lines.  One point of lead equals 1/72, or 0.0138 inch.


e.  Font Style – Any 12-pitch font style used for official correspondence is authorized.  Type used in picture captions, graphs, figures, data tables, and appendices must also meet the requirements for font size and line spacing.  If the table or graph is reduced from its original size for inclusion, the font requirements apply to the reduced chart or graph.  


f.  The number of lines per page must not exceed 60, including the page heading and page number.  


g.  A margin of at least 3/4 inch on the side of the page that is bound or fastened and at least 1/2 inch on the opposite side of the page is preferred.


h.  Pages set up in a two-column format are preferred; however, not required.


i.  The pages of the application report must be numbered consecutively from start to finish (e.g., 1 thru 50).


j.  Sections of the report should be separated using labeled section tabs or dividers. Tab pages should contain only the title of the section (not counted as part of the 50-page limit).


k.  Use of color for charts is permissible (color charts will not be given special attention).  Since the applications may also be copied in black and white, the graphic lines used should be distinguishable.  
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ACOE Format Requirements (cont)

5.  Assembly Requirements:


a.  All components of the ACOE submission must be securely fastened to prevent separation during handling.  A binder is to be used to allow the report to lie flat, facilitating the review of the submission.  


b.  The assembly of the nomination packet should be in the following order:



Cover/Title Page



Information Page



Table of Contents



Organization Chart



Organization Overview



Criteria Response



Glossary of Terms


c.  The information page must include the name of the installation, highest-ranking official with command group contact information, and the ACOE official point of contact.   At a minimum, the contact information should include mailing address (both APO and street addresses for OCONUS locations), phone/fax numbers, and email addresses.


d.  The use of bulky binders or similar heavy covers is discouraged.  Copies of video or audiotape or other information aids are not authorized. 

6.  Nomination Packet Electronic Version:  Participating installations shall create an electronic version of the nomination packet as a single ADOBE Acrobat (.pdf) file and save the .pdf file on compact disk (CD).  The electronic version of the installation’s nomination packet must comply with the formatting instructions above when printed.
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