	Instructions for MIL-STD-961E Template

1. SCOPE
1.1. Scope. This template provides the required structure and text to create a requirements document which conforms to MIL-STD-961E (Department of Defense Standard Practice: Defense and Program-Unique Specifications Format and Content). It also includes inline instructions and placeholders to guide you in filling in your template.
2. INSTRUCTIONS
2.1. Download MIL-STD-961E. Users of this template should download MIL-STD-961E. You can do so at http://quicksearch.dla.mil/. Most paragraphs in the template include online instructions which reference MIL-STD-961E, so you can easily find the full set of requirements that govern a specific part of the template and your specification.
2.2. Make a copy of the template. To begin your requirements document, make a copy of this template and rename it with a document name appropriate for your program. Having a source copy not only leaves you prepared for your creating your next specification. It also provides a reference containing required text and inline instructions, should you need to add previously deleted template material when you revise your specification.
2.3. Inline instructions. The template contains inline instructions which can be deleted from your specification as you fill in the template with your requirements. These inline instructions are indicated in [red text enclosed in square brackets]. In many cases, these instructions indicate the conditions under which certain paragraphs prescribed by the standard are to be used. In most cases, a reference to the corresponding paragraph in MIL-STD-961E is included (e.g. [See ¶ 5.6.3.1]). In all cases, you can simply delete these inline instructions when you no longer need them.
2.4. Inline data placeholders. The template also includes inline placeholders for material that needs to be filled into the template when creating your specification. These place holders are indicated with [black text enclosed in square brackets]. Where you find these placeholders in the template text, simply delete them and then fill in the applicable data.
2.5. [bookmark: _Hlk480794714]Inline cross-reference placeholders. Some of the specification text required by MIL-STD-961E includes cross-references to other paragraphs of the specification. As the numbering of these cross-referenced paragraphs will not be determined until the specification is filled in, placeholders for the cross-referenced paragraph numbers have been indicated using [blue text enclosed in square brackets]. Simply replace these instances of blue bracketed text with the corresponding paragraph references as they become known. It is suggested that you insert a hyperlink to the cross-referenced paragraph (using MS Word’s cross-reference feature) rather than simple text, so that changes to paragraph numbering due to insertions or deletions of other paragraphs won’t affect the cross-reference.
2.6. Paragraph structure. The template includes the nested-hierarchical paragraph structure common to most U.S. Department of Defense specifications. Subparagraphs are nested under their parent paragraph by adding an additional sequence number to the number of the parent paragraph. For example, ¶3.5.2.1 is a subparagraph of ¶3.5.2, which is a ¶ subparagraph of ¶3.5, etc. You will need to add many such paragraphs, beyond the boilerplate text provide, to create your specification, especially in Section 3 – Requirements and Section 4 – Verification. To add paragraphs, simply hit the ENTER key to create a new paragraph following the present one, and use the INCREASE INDENT or DECREASE INDENT commands on the MS Word “Home” toolbar to raise or lower the paragraph level, as needed.
2.7. [bookmark: _Hlk481054446]Table of Contents. 
The template contains a table of contents built using the MS Word TOC feature. Unfortunately, that feature is somewhat incompatible with the paragraph formatting requirements and examples of MIL-STD-961E, which do not foresee subsection headings, but rather inline paragraph titles which lead the paragraph contents. Thus, when a table of contents is created or updated, the entire text of the numbered paragraph appears in the TOC. 
We see two ways to deal with this problem. If you are required to conform to the prescribed MIL-STD-961E paragraph formatting, we suggest you wait until you have completed your draft requirements document and are ready to submit it for review before updating the TOC. You will then need to strip out the unwanted paragraph content from the TOC, leaving only the paragraph titles. Later, if you need to update the TOC following a change, but you have not added or deleted any first, second or third level paragraphs, we suggest you update only the page numbering.
If, on the other hand, you are using this template for a document which is not contractually required to conform to MIL-STD-961E, or if your customer will allow you to tailor its formatting, you may wish to put only the paragraph title in (level 1, 2 and 3) numbered paragraphs, and to put the contents of the paragraph in continuation paragraphs, as shown in this section (2.7) of these instructions.
2.8. [bookmark: _Hlk481159120]Appendices and Indexes. The template includes paragraph structures, place holders and boilerplate text for appendices and an index. See MIL-STD-961E, ¶ 5.13 for direction on preparing an appendix and ¶ 5.14 for direction on preparing an index.
2.9. Supplements and Specification Sheets. This template does not include material for Supplements for Specification Sheets, as these are separate documents separate from the requirements specification. See MIL-STD-961E, ¶ 5.15 and ¶ 5.16 for direction on how and when to prepare supplements and specification sheets, respectively, for requirement specifications.
2.10. [bookmark: _GoBack]Revisions and Amendments. The template does not include material for preparing revisions or amendments to requirements specification, as these constitute updates to baseline requirements specifications. See MIL-STD-961E, ¶ 5.17 and ¶ 5.18 for direction on how and when to prepare either a revision or an amendment to a requirement specification.

Suggestions welcome.	Please send any suggestions or comments you may have on how we might improve this template to:	trevor@qracorp.com.
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