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MIL-HDBK-1221
1.  SCOPE

1.1 Scope. This handbook provides criteria for evaluating manuals for
acceptance. It provides guidance for preparing supplenental data to nanuals.
In this handbook, the term "manual" nmeans the sane as COTS or COTS manual
Thi s handbook is for guidance only. This handbook cannot be cited as a
requirenent. |If it is, the contractor does not have to conply

1.2 Application. Thi s handbook applies to nanuals that support:
1) equi pnent desi gned and manufactured for conmercial use, and 2) conmercia
equi pnent used in a comrercial or nmilitary environnment.

2. APPL| CABLE DOCUMENTS.
2.1 General. The docunents listed bel ow are not necessarily
all the docunents referenced herein, but are the ones that are needed in

order to fully understand the information provided by this handbook

2.2 Covernnent docunents.

2.2.1 Specifications, standards, and handbooks. The foll ow ng
specifications forma part of this docunent to the extent specified herein
and is referenced for guidance only. Unless otherw se specified, the issues
of the docunents below will be those listed in, and supplenent to, the
Department of Defense |Index of Specifications and Standards (DODISS).

M LI TARY SPECI FI CATI ON

M L- STD- 38784 Standard Practice for Mnual s,
Techni cal : General Style and
Format Requi renents

M L- PRF- 87268 Manual s, Interactive Electronic
Techni cal : General Content, Style,
Format, and User-Interaction
Requi renent s

(Unl ess otherw se indicated, copies of the above docunents are avail abl e
fromthe Standardi zati on Docunent Order Desk, Bldg. 4D, 700 Robbi ns Avenue,
Phi | adel phia, PA 19111-5094.)

2.3 Oder of precedence. In the event of a conflict between

the text of this docunment and the references cited herein, the text of this
docunent takes precedence. Nothing in this docunent, however, supersedes
applicable Iaws and regul ati ons unl ess a specific exenption has been obtai ned.

SUPERSEDES PAGE 1 OF M L-HDBK-1221
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M L- HDBK- 1221
3. ACRONYMS AND DEFI NI TI ONS

3.1 Acronyns used in this handbook. The acronyms used in this handbook are
defined as follows:

a. COTS -- Conmmercial off-the-shelf manual s

b. DODISS -- Departnment of Defense |Index of Specifications
and St andards

c. FAR -- Federal Acquisition Regulation

d. IPR -- In-Process Review

e. NSN -- National stock nunber

f. OSHA -- Cccupational Safety and Health Act

g. PN -- Part nunber

h. TMDE -- Test, neasurenent, and di agnostic equi pnent
. TMQA -- Technical mamnual quality assurance

3.2 Definitions. The definitions of terns bel ow apply as they are used in
t hi s handbook.

3.3 CAUTION: Highlights an essential operating or nmintenance procedure,
practice, condition, statenent, etc.,that, if not strictly observed, could
result in danmage to, or destruction of, equipnment or |oss of m ssion

ef fecti veness.

3.4 Commercial off-the-shelf (COTS) manuals. Manuals avail able off-the-shelf
froma commercial source which include operation, naintenance, and other

i nstructions for conmercial equi pnment. Conmercial nmanuals are prepared to
support the equiprment in the comercial market.

3.5 Conprehensibility. A measurement of the conpleteness with which a user
representative understands the text or text-graphics conbination

3.6 Contracting activity An elenent of an agency designhated by the agency
head and del egated broad authority regardi ng acquisition functions.

3.7 NOTE: Hi ghlights an essential operating or nmintenance procedure,
condition, or statenent.
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3.8 Supplenental data. Any data that augnments or conplenents a commerci al
of f-the-shel f manual whet her by change, correction, or addition to nake the
manual acceptable for use by the Departnent of Defense.

3.9 WARNING Highlights an essential operating or nmaintenance procedure
practice, condition, statenent, etc., that, if not strictly observed, could
result in long-terminjury or death to personnel.

3.10 Weapon systens. Itens that can be used directly by the Arned Forces to
carry out comnbat m ssions.

4. EVALUATI ON CRI TERI A

4.1 Style and fornat.

4.1.1 Conprehensibility/readability/leqgibility. The manual should be witten
for the target audience in a | anguage free of vague and anbi guous terns, using
t he sinplest words and phrases that will convey the intended neaning. The
type should be an easy-to-read size (i.e., no smaller than 6 points for

pocket -size manual s and no smaller than 8 points for all other size manuals).

4.1.2 Arrangenent. The overall arrangenent of content, even though vendor
uni que, should be organized in a fashion that is easy for the user to foll ow

4.1.3 Size. Manual size should range fromno smaller than 4 by 5 1/2 inches
to no larger than 17 by 11 inches as directed by the contracting activity.

4.1.4 Safety. The manual should include safety information that is
consistent with the Qccupational Safety and Health Act (OSHA) standards.

4.1.5 MWarnings, cautions, and notes. The manual should contain appropriate
war ni ngs, cautions, and notes. Refer to ML-STD 38784 for additional
gui dance.

4.1.6 Federal environnental protection standards. Information on using,
transporting, handling, storing or disposing of fuel, toxic or hazardous
substances, chem cals, ordnance, and nunitions should be consistent with
Federal Environnmental Standards and be clearly stated.

4.1.7 |1llustrations. The manual should contain illustrations to support the
text. The illustrations should be integrated with the text or placed in a
specific location and referenced in the text.

SUPERSEDES PAGE 3 OF M L- HDBK-1221
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4.1.8 Mintenance. The manual should accurately reflect the maintenance
phi | osophy of the hardware. The manual should contain informtion concerning
the | evel at which nai ntenance will be perforned.

4.1.9 Copyright release/rights in data. The manual should include the
appropriate copyright release or rights in data statenments) in accordance with
the FAR (and its applicable suppl ements) and as established by the contract.

4.2 Content requirenents. Unless otherw se specified by the contracting
activity, acceptable manuals should contain, but not be limted to, the
fol |l owi ng dat a:

a. Front matter: Cover or title page, table of contents, and safety
precauti ons.

b. I nt roducti on.

C. Preparation for use and installation.

d. Principl es of operation.

e. Operating instructions.

f. Mai nt enance and servicing instructions (preventive and

corrective).

g. Repr ogr anm ng.

h. Preparation for shipnent.

i St or age.

j- Parts |ist.

k. Qperational and mai ntenance illustrations.
1. Overhaul instructions (as applicable).

4.2.1 Front matter.

4.2.1.1 Cover. The nmanual should have a cover, title page, or first page
showi ng the date the manual was issued, revision designator (if applicable),
the manufacturer's identification name and address, the equi pnment nane, the
manuf acturer's nodel designation, and serial or identification nunbers for the
equi pnment cover ed.

4.2.1.2 Table of contents. A manual should contain a table of contents.
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Exanpl e:
Fi gure and Part Name (Nomencl ature
I ndex No. Part No. or Description)
2-4 Commerci al NUT, Hex head, plain
steel, 1/4-20 UNC- 3B
2-5 Commercial WRE, Electrical
copper, tin plated,
No. 14 AWG, 19 strand
of No. 27 AWG 0. 250
in. dia.
4.2.11 Operational and maintenance illustrations. WMnuals should contain

illustrations (line draw ngs, photographs or halftones) for |ocating and
identifying all conponents significant to operation and mai ntenance and to
show configuration and parts relationship for renpoval and di sassenbly
procedures. Photographs (prescreened) should be detailed and sharp, free of
heavy shadows, distorted objects, and cluttered foregrounds or backgrounds,
and shoul d give good contrast fromwhite, mddle tones, and bl ack. Freehand
sket ches shoul d not be acceptabl e.

4.2.11.1 Diagrans. As applicable, the follow ng diagrans should be included
in the manual :

a. Sinmplified functional bl ock.
b. Locat or.

C. Pi pi ng.

d. Pl unbi ng.

e. Hydraul i c.

f. Schemat i c.
g. El ectrical.
h. Logi c.

l. O her, as necessary.
4.2.11.2 Synbols. Synbols used on illustrations and di agrans shoul d be

standard or common to the trade or comodity. Were nonstandard synbols are
used, explanations should be provided.

REPRI NTED W THOUT CHANGE
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4.2.12 Overhaul instructions. Wen applicable, the manual should include
overhaul instructions to return the equi pment to m ssion-capable condition.
As a mininmum the instructions should include the follow ng:

a. Li st of support equi pnment, special tools, and facilities required.
b. Li st of nandatory parts.

C. Preshop anal ysis, as applicable.

d St ep- by-step procedures for performng all functions

includ{ng di sassenbl y, renoving, replacing, diagnosing, installing, repairing,
assenbly, in-process testing, adjusting, and inspecting.

e. Final tests to assure satisfactory performance of the equipnent or
syst em over haul ed.

4.2.13 |Interactive Electronic Technical Mnuals (IETM. The conmmon
requirenments for digital formIETM S, designed for interactive display, can be
found in ML-PRF-87268, Manuals, |Interactive Electronic Technical: General l
Content, Style, Format, and User-Interaction Requirenents.

5. SUPPLEMENTAL DATA

5.1 GCeneral. |If after evaluation, it is determ ned the manua
requi res suppl enmental data, the supplenental data should be prepared using the
fol | owi ng gui dance.

5.1.1 |Identifying Technical Publication Sheet. The contracting activity may
require the contractor to prepare an ldentifying Technical Publication Sheet.
An exanple is shown in Figure 1. The ldentifying Technical Publication Sheet
should be tailored to reflect only information applicable to the acquisition.
M L- STD- 38784 provi des guidelines for the appropriate distribution statenent,
di scl osure notice, destruction notice, and authority notice. O her

pertinent data should be inserted by the contractor as provided by the

Gover nnment .

5.1.2 Style, format, and form Unless otherw se specified, general style and
format of supplenmental data should be in accordance with M L-STD- 38784. |

5.2 Content/format selection sunmary. The content of the supplenmental data
shoul d be as specified on the Content/Format Sel ection Summary Sheet (Appendi x
C) . The supplenental data should be presented in the foll ow ng order:

SUPERSEDES PAGE 10 OF M L- HDBK-1221
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a. Cover and title page (see 5.6 and 5.7).

b. Li st of effective pages (Navy and Marine Corps only)

C. Saf ety summary/warni ng page(s) (see M L-STD 38784).
d. Approval and procurenent record page (Fig. 3).

e. Tabl e of contents (M L-STD- 38784).

f. Reporting of errors statenment (M L-STD 38784).
g. Mai nt enance forns and records.
h. Adm ni strative storage.

l. Destruction of mlitary material to prevent eneny use.

J - Lubri cation order/instructions.

K. Preventive M ntenance Checks and Services (PMCS)

1. Mai nt enance Al l ocation Chart (MAC).

m Components of End Item (CCElI) and Basic Issue Itens
(BI'l) list.

n. Addi ti onal authorization list (ALL).

0. Expendabl e supplies and materials list.

p. Repair Parts and Special Tools List (RPSTL) (5.10).

g. Recomrended changes, activity coment sheet, or manual

deficiency report applicable to the particular service, as provided by the
contracting activity.

r. O her requirenents as specified. (Wen using nmanual s eval uation
checklist as a guide, other required data may be indicated thereon.)

5.3 Warranty information. |If applicable, the COTS manual s suppl emental data
shall contain warranty information pertinent to the equi pnment covered. It
shal | include data such as duration of warranty and serial nunbers of

equi prrent covered. |If warranty is covered separately, or in another docunent,

reference shall be made to that document.

5.4 Advertising. Except for the identity of the manufacturer or contractor,
suppl emental data shall not contain adverti sing.

SUPERSEDES PAGE 11 OF M L-HDBK-1221
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5.5 Equi pnent/nodel coverage. Only equi pnent/nodel s, accessories, and
conponents specified in the contract shall be covered in the suppl enental
dat a.

5.6 End itemidentification. Unless otherw se specified, the federal item
nanme, national stock number (NSN), part nunber (PN), nodel nunber, and
appl i cabl e contractor nunber shall be overprinted on the cover or the title
page of the manual

5.7 Publication nunber and date. The publication nunber, provided by the
contracting activity, and date shall be overprinted on the cover and first
page of the supplenental data, in accordance with M L-STD 38784, or as
specified by the contracting activity.

5.8 List of effective pages. Unless specified, a list of effective pages
that will include the basic manual and the supplenental data shall be prepared
in accordance with M L-STD 38784.

5.9 Lubrication instructions. |If required, lubrication charts or
instructions shall be included in the supplemental data or prepared
separately, as specified by the contracting activity. Al lubricants, fluids,
and associ ated products identified in the manual, supplenental data, or
separate lubrication chart nmust have a CGovernnent identifier (mlitary

speci fication nunber, NSN, etc.) that identifies the product beyond the
product name and provides the user with requisitioning information.

5.10 Sparel/repair parts. Mnuals shall be supplenented with applicable
spare/repair parts breakdown information in accordance with applicable service
parts list, Illustrated Parts Breakdown (I1PB),and Repair Parts and Specia
Tool s List (RPSTL) specifications.

5.11 Copyright release/rights in data. The supplenental data shall include
the appropriate copyright release or rights in data statenents) in accordance
with the FAR (and its applicabl e suppl enents) and as established by the
contract.

6. NOTES
6.1 |Intended use. This handbook serves as a tool to evaluate COTS Manual s
for acceptability. It provides evaluation criteria and worksheets to use in
t he eval uation process. It also provides a selection sheet for use in

sel ecti ng suppl enent al dat a.
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