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The purpose of this document is to establish administrative procedures for students in the Field Artillery Captain’s Career Course (FACCC) and to provide tips and guidelines specific to the staff officer.  This document is based upon existing Army regulations and doctrine.  In the instances where a regulation or rule of accepted Army doctrine was unavailable, a reasonably acceptable TTP or civilian style was substituted, for example: Rules for email correspondence.

This document is not intended to replace established military and civilian writing publications, but to augment them by providing a quick reference and ready formats for the most common documents produced by today’s staff officer.  Because this guide is only a quick reference, users are encouraged to utilize the references listed at the end of this guide whenever possible. 
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1. Staff Responsibilities.


a. The Executive Officer (or Chief of Staff)



(1) Is responsible for the administrative control of the headquarters



(2) Acts as the liaison between the command group and action officers concerning plans, administrative procedures, and correspondence.



(3) Assigns actions to appropriate officers and monitors suspenses.



(4) Reviews all plans, actions, and correspondence sent to the command group to ensure administrative completeness and correctness, appropriate coordination, and compliance with established policies and doctrine.



(5) Controls and accounts for all actions that require a response to a higher headquarters.



(6) Monitors correspondence and actions within the command group to ensure timely execution.



(7) Dates all correspondence signed by the command group.

b. Staff principals are responsible for control of plans, actions, correspondence and suspense actions within their representative functional areas.

c. Action officers.


(1) With the guidance fro their staff principal, determine what action is required, what level of approval is required, and who is to sign the action.


(2) Carefully review the final product to ensure use of appropriate letterhead, proper format, and administrative correctness prior to forwarding to the signature authority.


(3) Complete research and coordination of actions prior to forwarding the action.

2. Individual Responsibilities.


a. Pay attention to details.  The staff officer’s job is to manage the organization’s detailed affairs to free up commanders to they can be more effective leaders.


b. Learn to listen.  Communication is not complete until the receiver understands the message.  Develop an effective note-taking system.  Ask questions to understand what you are required to do.


c. Do not be a bureaucrat.  A staff officer’s job is to make life easier for subordinate commands, not more difficult and cumbersome.  Consider the impact of your action on the subordinate units.


d. Do not say “No” to commanders.  You may always recommend “No.”  If in your attempt to support you find an action to be illegal or illogical, tactically say so in your recommendation.


e. Be part of the solution, not part of the problem.  Work to correct problems instead of finding fault, find out what went wrong and correct it.  A good staff officer always proposes a feasible solution to any problem he or she advances up the chain.  A staff officer who does less simple becomes part of the problem.


f. Do not be afraid to tell your boss bad news.  Inform him or her as early as you can gather initial information and propose a feasible solution.


g. Do not make yourself so invaluable that you cannot be replaced.  Train your subordinates to work in your absence.  Develop and update SOPs, contact lists, and continuity files so you can leave a any moment without disruption to your internal operation.


h. Effective staff officers are rarely surprised by change.  Learn to anticipate.  Develop several contingency plans in case something unforeseen blocks your plan of action.


i. Identify those action officers and staff officers in your organization and in other agencies or organizations with whom you will deal with frequently.  Get to know them and the actions they are working.  Maintain an awareness of actions being taken throughout the staff that may impact on your functional area of responsibility.


j. Learn to analyze and synthesize.  More information is not necessarily better.  A good staff officer can identify he essential elements of a complex action and can reduce the action to one or two pages of information without loss of content.  Be clear, be concise, be gone.


k. Concentrate on substance when writing.  One syndrome associated with the staff environment is the tendency to spend excessive amounts for time writing and rewriting papers.  Staff papers must be written clearly and concisely, but do not need to be literary masterpieces.  Substance is the essential element.  While professional writing ability is not a requirement, you will be expected to submit papers using proper grammar, spelling, and administrative procedures.  DA Pam 600-67, Effective Writing for Army Leaders, will give you valuable tips.


l. Every staff action you forward to the command group contributes to or detracts from your reputation.  Don’t send it up unless you are ready to put YOUR name on it.  Autograph your work with excellence.


m. Always follow through.  A staff plan or action is not complete until you have assessed the results of its execution.  The staff officer is responsible for tracking an action until the desired results are obtained.  An action passed IS NOT an action completed.


n. Get things done by not waiting to be told what to do.  Actively seek areas that need attention.

3.  Staff Leadership


a. Develop your subordinates.  Remember – your subordinates will have your job someday.  They will only be as good at the job as you made them today.  Productively employ everyone to gain your sections full capacity.  Underwrite your subordinates’ mistakes, give them the opportunity to grow by delegating tasks to them as you coach and train them.  Allow time for both you and your subordinates in order to develop personally and professionally.  Counsel and mentor your subordinates frequently.


b. Train your section’s Soldiers.  Remember – some are working off the “front line” of their primary MOS.  Staff section SGMs are responsible for the enlisted Soldiers, while staff principals are responsible for the officers.  Establish training management within the section per FM 7-0 and FM 7-1


c. Tell your subordinates when they have done a job well.  Use the award system.  Start reenlisting your good Soldiers on their first day.  Take care of your civilian employees as you would your Soldiers.


d. Check the maintenance of your equipment often to keep it in top condition.  Take an active role in accounting for your section’s property.  Provide time for your people to maintain your equipment.

4.  Time Management.


a. Learn to analyze and solve tomorrow’s problems instead of reacting to yesterday’s.  Time spent solving yesterday’s problems time wasted.  Know the long-range planning calendar as it impacts on your staff area of responsibility.  A good staff officer anticipates requirements and forcasts resources.


b. Plan your schedule so you have time to reflect and to be creative.


c. Understand the requirement before you being.  If you are not sure, return for additional guidance.  To work on the wrong problem is a waste of valuable time.


d. Work smarter, not harder.  Harness technology; however, do not allow information technology to be a chokepoint to your work.  A computer should be the means to an end, not an end to itself.


e. An “OK” staff product that is timely is far better than an “excellent” product that is completed at the last minute or that is late; however, the “OK” mentality is not a license to do marginal work when time is available to produce a better product.


f. Organize your work.  Most staff officers have more work to do than time allows.  Develop a priority and tracking list.  Work on the most important action first; provide interim responses on the other actions.  When you begin and close each day, take stock of where you are headed.


g. Accomplish your work during duty hours.  Do not develop a habit of working late or on weekends.  While night or weekend work may be necessary at times, while in garrison, those times should be relatively few.


h. Accept responsibility for yourself.  You are responsible for your personal well-being.  Keep yourself physically, mentally, and spiritually fit.  Schedule your leave, hand off your actions, and go!  Spend time with your family.  Provide a climate for your subordinates to do the same.

5.  Operations Security (OPSEC)


a. OPSEC is the process of selecting and executing measures that eliminate ro reduce to an acceptable level the vulnerabilities of friendly actions to adversary exploitation.  OPSEC includes the traditional functions of physical security, signal security, information security, and contersurveillance.


b. The staff officer is exposed to highly classified information in an environment of urgency – a combination can cause a lapse of security.  Safeguard classified material properly.  Check security clearances before giving someone classified information; do not assume everyone has the proper clearance or the need to know the material.


c. Consider the telephone and computers security hazards.  Never discuss classified information on an unsecured telephone.  Never install or attach an unclassified storage device to a classified computer.  Never send classified information over an unclassified email server.  Do not “double speak” around classified subjects.  Be aware of classified conversations in your area while using your telephone.

6.  Decentralization.


a. The propose of decentralization is twofold:  First, it makes efficient decision making easier.  Second, it ensures staff members have the greatest opportunity for professional growth.  Decentralization, characterized by delegation of authority, should typify staff operations.


b. Staff principals are delegated authority to take final action for the commander on appropriate subjects within their functional areas of responsibility, but never in an area that will alter or establish a command position.


c. Decentralization aims to give leaders maximum latitude, rather than requiring all decision sto be made at the highest level.

7. Correspondence Guidelines.


a. Prepare all correspondence as prescribed in AR 25-50.


b. Use letters to communicate official business with non-DOD civilian and military members addressed by name; government, state, and local agencies; and civilian organizations.  Letters may also be used for official personal correspondence, letters of welcome, and letters of appreciation or commendation.


c. You may use memorandums to express appreciation and commendation when routed through an individual’s chain of command.


d. Use the basic (or formal) memorandum for correspondence to higher headquarters and other Army activities external to your organization.


e. Use informal memorandums to correspond with subordinate commands and in between units and/or staff elements within your brigade




SECTION 2-A: WRITING EFFECTIVELY:

Hints and Helpful Guidance for the Army Writer - The Army is effective only if information and directions are clearly communicated. In carrying out your military duties, you will write various types of correspondence. This student guide will help you become an effective Army writer.

ARMY WRITING STYLE

General Summary 

Following the components of the Army writing style will lead you to write to Army standard. The Army standard is stated as "transmits a clear message in a single rapid reading and is generally free of errors in grammar, mechanics, and usage." A general summary of the Army writing style is below: 
  

1. Put the recommendation, conclusion or reason for writing -- the bottom line" -- in the first or second paragraph, not at the end. 

2. Use the active voice. 

3. Use short sentences (an average of 15 or fewer words). 

4. Use short words (three syllables or fewer). 

5. Write paragraphs that average 6 to 7 sentences in length. 

6. Use correct spelling, grammar, and punctuation. 

7. Use "I," "you," and "we" as subjects of sentences instead of "this office," "this headquarters," "all individuals," and so forth for most kinds of writing. 

8. Retype correspondence only when pen and ink changes are not allowed, when the changes make the final product look sloppy, or when the correspondence is going outside DA or to the general public. In general, do not retype correspondence to make minor corrections. 
 

Learning to accurately use the various components of the Army writing style correctly will help you learn to write using the Army writing standard 




SECTION 2-B: STEPS IN THE WRITING PROCESS

All writing follows the same basic steps regardless of whether you are writing for the Army or writing a research paper. The following steps will help you develop a well-thought out and well-written product. 

Step 1. RESEARCH 

Step 2. PLAN 

Step 3. PREPARE A DRAFT 

Step 4. REVISE YOUR DRAFT 

Step 5. PROOF 

STEP 1: RESEARCH. Research is the gathering of ideas and information. This is the step where you answer the "who, when, where, what, and how of the issue". Since we gather information in different ways, you must find the system which best suits you and your task. This means that as you gather ideas, you must keep in mind both your purpose and your audience. Gather as many ideas as you can. Use all possible sources. It is easier to throw out ideas that you don’t need than it is to go back and do more research. Once you have the ideas you need, you will continue to the planning stage. 

Suggested Actions 


a. Collect as much information as possible about the subject. 

(1) Record the information you collect about the subject. 

(2) Sources of information include 

(a) The library. 

(b) People who are subject matter experts. 

(c) Regulations, journals, etc.

b. Make detailed notes. 

c. Determine your audience. 

d. Organize your notes into a system that works for you. (color code or number, etc.) 

e. Clarify the purpose of your writing. 

f. Produce a trial controlling idea. 

  

STEP 2: PLAN. The planning step is where you take all the information you’ve gathered and put it into a logical order. Start by placing your ideas into groups. Then order your groups in the way that best supports your task. The product that results is the outline. From this ordering, develop a controlling idea. A controlling idea is a single declarative sentence which presents both your topic and your position about that topic. An example of a controlling idea is presented below: 

This year’s majors
topic
are better prepared than last year’s.
position
Once you have developed the controlling idea, add your supporting paragraphs. What you have is a rough plan or outline. Now you’re ready to write your first draft. 
  
Suggested Actions 

a. Develop your outline 

(1) Develop your controlling idea. 

(2) Develop the major parts/ideas. 

(3) Develop minor parts/ideas. 

(4) Write out an introduction 

(5) Write a draft conclusion

b. Determine the format 

 

STEP 3. DEVELOP A DRAFT. The draft is the bridge between your idea and the expression of it. Write your draft quickly and concentrate only on getting your ideas down on paper. Don’t worry about punctuation and spelling. Use your outline to develop your draft. State your controlling idea (the bottom line) early and follow the order you’ve already developed. When you have the ideas down and you’re satisfied with the sequence, you need to put the product into the correct Army writing format. This may result in your rewriting sections of your draft so that it fits the appropriate Army format. After you complete the formatting of your draft, put it aside. It is a good idea to get away from the paper for a while before you start to revise.

Suggested Actions 

a. Use your outline to write your first draft

b. Put the draft into the correct Army writing format. (You may have to rewrite sections to fit the format.) 

c. Put the paper aside before you begin the revision. 

STEP 4. REVISE THE DRAFT. Revising is looking at the material through the eyes of your audience. Read the paper as if you have never seen it before. Find where you need to put in transitions; look for places that need more evidence. This will help you decide if you need to add enclosures or add information depending on the type of written product you are developing. You now revise your draft making the changes you’ve noted. 

Suggested Actions 

a. Make sure that your material is correct and stated accurately. 

b. Make sure that your paper can be easily understood in a "single rapid reading" and is written in the Army style. (see additional segments in your readings handouts for style and correctness guidance.)

c. Make sure that the paper follows the correct format. 

5. STEP 5. PROOF. Now you are ready to proof your draft. At this point concentrate on the format, grammar, mechanics, and usage. You may want to have someone else read it. Sometimes others can find errors you can’t because you are too close to the product. When you finish, write the final version, making the corrections. Your product is now complete. 
  
Suggested Actions 

a. Make corrections. 

b. Ask another person to proofread it. 

c. Write the final version. 




SECTION 2-C: WRITING SIMPLY

Background
Too much writing doesn't do what it's supposed to communicate. Writers often have other agendas which supersede communicating: they want to impress their readers with their vocabulary, or they believe they must follow some "official" style. WRONG!

THE CLEAR WRITING STANDARD

Good writing transmits a clear message in a single, rapid reading and is generally free of errors in grammar, mechanics, and usage. This is also the Army writing standard. 

If you want to meet this standard, write simply. Adopt a conversational style. 


WRITE THE WAY YOU SPEAK

There are three ways to do this--use personal pronouns, use contractions, and use the active voice.  

1. Personal pronouns make writing personal. Look at the two samples below. 

a. I'm responsible. 

b. The undersigned official assumes responsibility. 

The first version is conversational and communicates rapidly. Do you know anyone who talks like the second version? Neither do we. 

When you're referring to yourself, use "I" or "me." When referring to your group or company, use "we" or "us." Use "you" for the person you're talking to--just like you do in conversation. Also you should use the other personal pronouns such as "my," your," "yours," "they," etc. 

2. Contractions are part of our everyday language. Use them when you write. Don't force them in your writing let them happen naturally. Negative contractions can be especially useful in softening commands and making it harder for the reader to miss your meaning. 

3. Use the active voice when you write rather than the passive.

OTHER WAYS TO SIMPLIFY WRITING

Use jargon, including acronyms, carefully. Jargon and acronyms communicate only to those who understand them. Everyone else is lost. 

If you're in doubt, use everyday words (even if this means using more words), and spell out acronyms on first use. It's better to use more words than confuse your reader. 

Use simpler language. Why say "at this point in time" when you could say "now"? Is "utilize" really better than "use."  Simpler is better.
USE THE HELP AVAILABLE

Ask your co-workers. Show your material to someone who hasn't seen it before. Ask them if the material is easy to understand. Ask them if you left anything out. The danger here is that friends and co-workers are sometimes reluctant to tell you what they really think. They don't want to hurt your feelings.
Search out honest feedback and use it to improve your writing. Don't take offense at what someone tells you because you'll not get honest feedback anymore.
Another way to review your work is to set it aside for a while. Work on something else, and let your brain "cool off" on that subject. You'll break the mindset you've been working with and be able to take a fresh look at the paper 



SECTION 2-D: ACTIVE AND PASSIVE VOICE

DESCRIPTION

Active Voice (GOOD) occurs when the subject of the sentence does the action.
John will load the trailer.
Actor (John) action (will load)
Passive Voice (BAD) occurs when the subject of the sentence receives the action.
The trailer will be loaded by John.
Receiver (trailer) action (will be loaded) actor (John)

PROBLEMS WITH PASSIVE

The style of writing which the Army adopted in 1984, requires writers to use active voice whenever possible. 

1. Passive voice obscures or loses part of the substance (the actor) of a sentence. When you use passive voice, the receiver of the action becomes the subject of the sentence; and the actor appears in a prepositional phrase after the verb.  Worse yet, you can leave the actor out completely and still have a good English sentence. This means you have eliminated part of the substance. 

Calisthenics were conducted by the Coach. (Calisthenics is not the actor.)

subject verb actor
Your pay records were lost. (No actor.)
Subject (records) verb (lost)

2. Passive voice is less conversational than active voice and evades responsibility. Therefore, it is less natural when someone reads it.

Passive: A drink of water is required by me. 
Active: I need a drink of water.
3. Passive voice is less efficient than active voice. Active writing usually requires fewer words to get the same message to your audience. The number of words saved per sentence may seem small, but when you multiply that savings by the number of sentences in a paper, the difference is much more significant. 

Passive: The letter was typed by Cheryl. (6 words)

Active: Cheryl typed the letter. (4 words - a 33 percent reduction)

IDENTIFYING PASSIVE VOICE

You can locate passive voice in your writing in much the same way a computer would. Look for a form of the verb "to be" (am, is, are, was, were, be, being, or been) followed by a past participle verb (a verb ending in ed, en, or t). Passive voice requires BOTH! 

Your leave was approved by the commander.
A "to be" verb by itself is simply an inactive verb (shows no action). A verb ending in ed, en, or t by itself is a past tense verb and not passive voice.
The rifle is loaded.
(No physical action taking place.)

The Eagle landed on the Moon.
(An action in the past.)
DECISION TIME

Once you have found the passive voice in your (or someone else's writing), you have to decide whether you want to change it to active or not.  That's right. There are times when passive voice is appropriate. 

1. Use passive voice when you want to emphasize the receiver of the action. 

Passive: Your mother was taken to the hospital. 
Active: An ambulance took your mother to the hospital.
2. Use passive voice when you don't know who did the action.   

Passive: The rifle was stolen. 
Active: A person or persons stole the rifle.
 

CHANGING PASSIVE VOICE TO ACTIVE VOICE
 

If you decide to change the passive voice to active voice, the process is really quite simple. First, find out who did, is doing, or will do the action--the actor. Next, use the actor as the subject of the sentence. Finally, use the right tense active verb to express the action. BINGO! 
  

	Voice
	Present Tense
	Past Tense

	Active
	John wrecks the car.
	John wrecked the car.

	Passive
	The car is being wrecked by John.
	The car was wrecked by John


Fig 1: A voice/tense matrix

SECTION 2-E: REASONS FOR COMMUNICATIONS SKILLS BY LEADERS


"Our soldiers deserve leaders who think and communicate clearly and concisely.  Anything less wastes time, money, and possibly lives”. 



 


- General Maxwell Thurman 

· Increases likelihood of right decision

· Affects Mission Accomplishment

· Time Often Critical (Be brief and be gone!)

· Convey all the facts (Be bright)

· Lives Could Depend on it  (The only person looking out for your troops is YOU!)

“Good Army writing is concise, organized, and right to the point.”

--AR 25-50, Preparing and Managing Correspondence



SECTION 2-F: MISCONCEPTIONS

Military Writing is different from Civilian writing. Wrong! Sentence structure, subject-verb-predicate, remains the same

I don't have to write until I am a (fill in a Rank). Wrong! If you haven't learned by now, most people are lazy! If you can give your supervisor a package, group of accomplishments, etc. the better off you will be

Each service branch has a different way to write. Wrong! Writing is writing. Each branch may look for a specific structure, but ultimately it follows Action-Impact

TIPS

· If you haven't already, Take a writing class. English Comp will fit the bill.

· Take a creative writing class. It will force effective, vivid writing skills.

· WRITE!!! The more you do it, the better you get.

· Ask for HELP, the only person looking out for #1 is you.

· Use various writing resources like Merriam-Webster Online.

· Use a spell checker.  F7 works real fast in MS Word.



SECTION 2-G: THE SIX-STEP WRITING PROCESS

Step 1 - Understand your writing task and your writing conditions  

Step 2 - Gather and organize your ideas 

Step 3 - Write a complete draft (Seven Rules)

Rule 1 – Put the bottom-line up front (BLUF)

Rule 2 – Write short sentences (About 15-Words on the Average)

Rule 3 – Use short, conversational words (Don’t write to impress, write for clarity)

Rule 4 – Use the active versus the passive voice

Rule 5 – Write short paragraphs (No more than three sentences or six lines of text)

Rule 6 - Write short papers, not theses (One or two pages long)

Rule 7 - Be correct, credible, and complete

Step 4 - Edit your draft ruthlessly 

Step 5 - Fight for feedback 

Step 6 - Go final and proof it



SECTION 3-A: TYPES OF ARMY CORRESPONDENCE

(1) General Guidelines for Army Correspondence – 

(a) AR 25-50, Preparing and Managing Correspondence, establishes the basic formats for standard Army correspondence; the informal memorandum, the formal memorandum, and the letter. 

· The Basic or Formal Memorandum (Letterhead) - Used for correspondence outside your organization and for policy documents.  You may also use the formal memorandum for personal correspondence sent through the chain of command to individuals inside or outside the organization.

· The Informal Memorandum – Used for routine correspondence internal to your organization.

· The Memorandum for Record (Formal or Informal) – Used to record an action, conversation, or event or when the specific audience for the memorandum is unknown.

· The Memorandum of Agreement (or Understanding) (Formal) – Used to record an agreement between two or more parties within or outside the organization; particularly important when dealing in Joint or Multi-National organizations.

· The THRU Memorandum – Used when the final reviewing or approving authority is more than one-level above the originating headquarters.  An example would be a policy letter originating at battery level that must be approved at the brigade only after passing through the battalion.  Typically there are no more than two THRU lines and each THRU recipient is authorized to make pen and ink comments on the original and are to initial next to their name in the heading in order to inform the final reviewing/approving authority that they have in fact seen the document.

· The Letter – Letters are used for official personal communications, for communications outside the Army, but within the Federal Government, and for communications with civilians and state and local government agencies.

(b) Some correspondences regularly produced by staff officers are not specifically outlined in AR 25-50, but for which a standard and accepted format does exist.  These correspondences are:

· EMAIL – Email is not specifically covered in AR 25-50.  Even so, the basic rules for spelling, grammar, punctuation, bottom line up front, one rapid reading, and courtesy of the memorandum apply.

· The Fact Sheet – Fact Sheets are no used for correspondence and are not subject to the guidelines of AR 25-50 and therefore are NOT stand-alone documents, instead, they are enclosures to other documents.  Fact sheets provide a bulletized summary of facts concerning an issue, action, or conference.  A fact sheet (facts only) provides just that, only facts, and should the facts lead to a conclusion, use the fact sheet (interpreted facts) format.  Use a facts sheet when the reader knows the background of the subject, otherwise, use an information paper.
· Facts only Facts Sheet – Does not lead to a conclusion

· Interpreted Facts Facts Sheet – Leads to a conclusion of the facts presented.

· The Information Paper – Information papers are not correspondence subject to the format guidelines of AR 25-50 and, therefore, are not stand-alone documents; they are enclosures to another document.  Information papers provide a summary of facts concerning an issue, action, or conference.  Use an information paper instead of a facts sheet when the reader is not familiar with the subject.  Present the information in complete sentences – DO NOT USE BULLETS.  A facts-only information paper presents facts only.  An Interpreted-facts information paper adds a conclusion to the facts.

· Facts only Information Paper – Presents only facts without a conclusion.

· Interpreted-facts Information Paper – Adds a conclusion to the facts.

· The Executive Summary (EXSUM) – Used to update or provide a brief synopsis to the command group.  EXSUMs are staffing documents internal to the organization and are not correspondence subject to AR 25-50.

(c) The following correspondence, although regularly produced by staff officers, is not specifically outlined in AR 25-50, but instead is covered in FM 5-0, Army Planning and Orders Production, Appendix A, Staff Studies and Decision Papers

· The Staff Study – A means by which a staff officer presents his/her findings in written form after researching and analyzing a problem.  A staff study generally conforms to the seven-step problem-solving model described in FM 5-0, Army Planning and Order Production, Chapter 2, Army Problem Solving: (1) Identify the Problem, (2) Gather Information, (3) Develop Criteria, (4) Generate Possible Solutions, (5) Analyze Possible Solutions, (6) Compare Possible Solutions, and (7) Make and Implement the Decision.

· The Decision Paper – Used as an internal document that a staff officer uses to staff and gain an approval of a recommendation.  The essential elements of a decision paper are the purpose, recommendation, background, and discussion, impacts of the action, and coordination.

(d) The following items are not regular military correspondence, but are regularly assigned in military schools and by leaders for the purpose of professional development.  Although no specific format exists, it is generally accepted that a professional or college-level writing style be followed.  For the purpose of The Field Artillery Staff Officer’s Guide, we will follow the MLA style as outlined in The MLA Handbook for Writers of Research Papers, sixth edition.

· The Book Review

· The Research Paper

(e) The Staff Estimate - FM 5-0: Army Planning and Orders Production, Appendix E, Estimates, outlines the basic format for the Staff Estimate, but the specific format varies widely.  The Field Artillery Staff Officer’s Guide will address each type of Staff Study in Chapter 4 and will do so IAW the appropriate references listed at the end of this text.


(f) The Operations Order (OPORD) - FM 5-0: Army Planning and Orders Production, Appendix G, Plans and Orders, outlines the specific requirements for the OPORD, but an example copy is provided as part of this text in Chapter 4.
(b) The Field Artillery Staff Officer’s Guide does not supplement or modify the basic regulation for use of these formats.  This guide provides examples and guidance regarding the preparation and use of the standard Army formats.

(c) DA Pamphlet 600-67, Effective Writing for Army Leaders, provides specific instructions on effective Army writing that transmits a clear message in a single, rapid reading and is generally free of errors in grammar, mechanics, and usage.

(2) Correspondence Standards – 
(a) The standard for correspondence is Microsoft (MS) Word, Times New Roman font 12, with full left justification.

(b) Different types of correspondence have different margin requirements.  Generally speaking, all margins should be set at 1.0 inch.  Look-up the margin requirements for each type of document in AR 25-50 and adjust the default settings in MS Word as appropriate.

(c) All correspondence should be printed in laser-quality.

(d) Decision makers may make pen and ink changes for minor errors only on internal documents.  Staff officers should never assume that a pen and ink change is acceptable when presenting a document for signature.

(3) Citing References – 
(a) References help the addressee of the correspondence in obtaining additional information.  References also help the writer achieve brevity by referring the addressee to other documents for minute details.  If you use a reference:

· Include a reference paragraph as the document’s first paragraph.

· Include the date of the referenced publication.

· Italicize or underline the titles of all referenced publications.

· Enclose the reference if the addressee cannot readily obtain the document.

(b) Example references – 

· For a publication: AR 25-50, 21NOV88, Preparing and Managing Correspondence.
· For a memorandum: Reference memorandum, HQs 522d ID (M) & Fort Riley, ABCA-CS, 10JUN06, subject: Promotion Lists

· For a telephone conversation or email: Reference telephone conversation between COL Green, this office, and COL White, III Corps, 10JUN06, subject: Promotion Lists

(4) Use office symbols - The office symbol at the top of correspondence and other documents will identify the specific office that prepared, filed the record copy, and has the most detailed knowledge about the subject.  Refer to your post directory for all the office symbols on the installation.

(5) Use of Acronyms and Abbreviations.

(a) Use military and civilian acronyms and abbreviations in correspondence, if appropriate but avoid acronyms or abbreviations that are not found in FM 1-02, Operational Terms and Graphics, AR 310-50, Authorized Abbreviations, Brevity Codes, and Acronyms, JP 1-02, DOD Dictionary of Military and Associated Terms, or a standard dictionary.

(b) Do not use jargon, or service-particular abbreviations or acronyms in correspondence to other services or government agencies. 
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S: Suspense Date

OFFICE SYMBOL
Date of Signature DD MMM YY

MEMORANDUM FOR Addressees’ Duty Position or Name, Organization, City, State, and Zip Code – Note that if text goes to another line it is fully left justified

SUBJECT:  Section 3-B – The Basic or Formal Memorandum

1.__References.

___a.__Type of Publication, Number, Date, Title

___b.__Type of Correspondence, Office Symbol, Date, subj: Title

2.__Purpose.__The paragraph number is left justified.  After the paragraph number, indent for a total of five spaces including the page number.  For ease, set you tab stops at five spaces for the first three tabs.  Also, your margins should be set at 1” and use font Times New Roman 12.

3.__Bottom Line Up Front.__--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

4.__----------.

___a.__----------.

______(1)_------------------------------------------------------------------------------------------------------.

______(2)_----------------------------------------------------------.

______(a)_Note that you may only indent twice.  All subsequent sub-paragraphs are aligned under the preceding sub-paragraph.  Also note that the second line is always left justified.

______(b)_----------------------------------------------------------.

___b.__----------.__--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

5.__----------.

___a.__----------.

______(1)_------------------------------------------------------------------------------------------------------.

______(2)_----------------------------------------------------------.

OFFICE SYMBOL

SUBJECT:  Section 3-B – The Basic or Formal Memorandum 

6.__----------.

___a.__----------.

______(1)_------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

______(2)_----------------------------------------------------------.

7.__The heading for the second page only has the office symbol and the subject line.  This is the same for any memorandum.

8.__The Point of Contact Rank, Name, Position, commercial or DSN telephone number or email address.

AUTHORITY LINE:  (If Needed)

# Encls  (If Needed)
NAME (From Center of Page)

1.__---------------------
RANK, BRANCH

2.__---------------------
Duty Position

DISTRIBUTION:  (If Needed)

Addressee’s Duty Position, Unit

CF:  (Copy Furnished – If Needed)

Duty Position, Unit


S: Suspense Date

OFFICE SYMBOL 
Date of Signature DD MMM YY

MEMORANDUM FOR Addressees’ Duty Position or Name, Organization, City, State, and Zip Code – Note that if text goes to another line it is fully left justified

SUBJECT:  Section 3-C – The Informal Memorandum

1.__References.

___a.__Type of Publication, Number, Date, Title

___b.__Type of Correspondence, Office Symbol, Date, subj: Title

2.__Purpose.__------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

3.__Bottom Line Up Front.__----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

4.__----------.

___a.__----------.

______(1)_------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

______(2)_----------------------------------------------------------.

______(a)_------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

______(b)_----------------------------------------------------------.

___b.__----------.__--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

6.__--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

7.__--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

OFFICE SYMBOL

SUBJECT:  Section 3-C – The Informal Memorandum 

8.__It is important to note that when formatting a piece of formal correspondence, you never leave just the AUTHORITY line or signature line on the second page.  There should always be at least one paragraph on the second page.

9.__The Point of Contact Rank, Name, Position, commercial or DSN telephone number or email address.

AUTHORITY LINE:  (If Needed)

# Encls  (If Needed)
NAME (From Center of Page)

1.__---------------------
RANK, BRANCH

2.__---------------------
Duty Position

DISTRIBUTION:  (If Needed)

Addressee’s Duty Position, Unit

CF:  (Copy Furnished – If Needed)

Duty Position, Unit

OFFICE SYMBOL 
Date of Signature DD MMM YY

MEMORANDUM FOR RECORD

SUBJECT:  Section 3-D – The Memorandum For Record

1.__References.

___a.__Type of Publication, Number, Date, Title

___b.__Type of Correspondence, Office Symbol, Date, subj: Title

2.__Purpose.__------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

3.__Bottom Line Up Front.__----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

4.__----------.

___a.__----------.

______(1)_------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

______(2)_----------------------------------------------------------.

______(a)_------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

______(b)_----------------------------------------------------------.

___b.__----------.__--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

# Encls  (If Needed)
NAME (From Center of Page)

1.__---------------------
RANK, BRANCH

2.__---------------------
Duty Position


MEMORANDUM OF AGREEMENT (or UNDERSTANDING)

BETWEEN

_____________________ AND ____________________

SUBJECT:  Section 3-E – The Memorandum of Agreement (or Understanding)

1.__References.

___a.__Type of Publication, Number, Date, Title

___b.__Type of Correspondence, Office Symbol, Date, subj: Title

2.__Purpose.__------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

3.__Problem.__------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

4.__Scope.__---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------.

5.__Agreements, Understandings, Support, and Resources Needed.__------------------------------------------------------------------------------------------------------------------------.

6.__Effective Date.__----------.

_____NAME (Indented 5-spaces)
NAME (From Center of Page)

_____RANK, BRANCH
RANK, BRANCH

_____Duty Position
Duty Position

_____DATE OF SIGNATURE
DATE OF SIGNATURE

DISTRIBUTION:  (If Needed)

Addressee’s Duty Position, Unit

CF:  (Copy Furnished – If Needed)

Duty Position, Unit



S: Suspense Date (If Any)

OFFICE SYMBOL 
Date of Signature DD MMM YY

MEMORNDUM THRU Addressees’ Duty Position or Name, Organization, City, State, and Zip Code

THRU Addressees’ Duty Position or Name, Organization, City, State, and Zip Code

FOR Addressees’ Duty Position or Name, Organization, City, State, and Zip Code

SUBJECT:  Section 3-F – The THRU Memorandum

1.__References.

___a.__Type of Publication, Number, Date, Title

___b.__Type of Correspondence, Office Symbol, Date, subj: Title

2.__Purpose.__----------------------------------------------------------------------------------------------------------------------.

3.__Bottom Line Up Front.__-----------------------------------------------------------------------------------------------------.

4.__----------.

___a.__----------.

______(1)_------------------------------------------------------------------------------------------------------.

______(2)_----------------------------------------------------------.

______(a)_-----------------------------------------------------------------------------------------------------.

______(b)_----------------------------------------------------------.

___b.__----------.__--------------------------------------------------------------------------------------------.

5.__----------.

___a.__----------.

______(1)_------------------------------------------------------------------------------------------------------.

______(2)_----------------------------------------------------------.

OFFICE SYMBOL

SUBJECT:  Section 3-F – The THRU Memorandum

______(a)_-----------------------------------------------------------------------------------------------------.

______(b)_----------------------------------------------------------.

___b.__----------.__--------------------------------------------------------------------------------------------.

6.__The Point of Contact Rank, Name, Position, commercial or DSN telephone number or email address.

AUTHORITY LINE:  (If Needed)


NAME (From Center of Page)


RANK, BRANCH


Duty Position

DISTRIBUTION:  (If Needed)

Addressee’s Duty Position, Unit

CF:  (Copy Furnished – If Needed)

Duty Position, Unit


Civilian Date

Office Title (Omit if a personal letter)

SUBJECT:  Section 3-G – The Letter (Use a subject line only if necessary)

Name of Addressee

Organization of Addressee

City, State, and Zip Code

Dear Sir or Madam: (title and last name for a formal letter or first name for a personal letter)

____Indent the first line of each paragraph four spaces and begin typing on the fifth.  Use stationary or plain white office paper if not available.  Write only on one side of the paper.  Spell out full Office Title of originating office.

____Capitalize the word “Soldiers” as a formal noun.  If addressing a member of the military, greet them with their rank and last name spelled out.  Greet all lieutenants as “Lieutenant”, All Lieutenant Colonels as “Colonel”, and all General Officers as “General”.

____The first paragraph should clearly state the purpose for the letter.

____Margins should be set at either 1” or 1 ½” on the left and right.  Single space within paragraphs and double space between paragraphs.

____Spell out all acronyms the first time they are used, followed by the acronym in CAPs and parentheses.

____As with the memorandum, number only pages two on and follow the same rules for sub-paragraphs.

____End the letter with a concluding paragraph that sums the entire letter up.


Sincerely (or Very Respectfully)


First Name, Middle Initial, Last Name


Rank (Spelled Out), U.S. Army

Enclosures (If you have any)


July 3, 2006

SUBJECT:  Section 3-H – Letter of Introduction

Colonel James B. Jensen

82nd Field Artillery Brigade
APO AE 09079

Dear Colonel Jensen:


I just received orders assigning me to your battalion and I am writing to introduce myself.


After the introductory paragraph, write a paragraph about your civilian and military education.  Include your source and date of commission and discuss your military experience to date.  If needed, use two or more paragraphs to do this.


Continue with a paragraph about your current duty status.  If in school, give your scheduled graduation date and any follow-on courses you plan to attend.  Discuss your plans for leave and your expected date of arrival at the unit.  Use two or more paragraphs if necessary.


Write a paragraph about your preferences for a duty assignment or state if you have no preference.  State your intent to work hard in whatever position you are assigned.


Write a paragraph about your marital status.  Give the name of your spouse and the names and ages of any children.  Indicate any special personal considerations you think the commander needs to know about.  Mention your need for a sponsor, information, assistance, and the like.  If necessary, make these two or more paragraphs.


In the next to last paragraph, give your current mailing address and telephone number.  Use the following example:



CPT Christopher C. Jones



Apt C-1, 921 Kingswood Ave.



Lawton, OK 73507



Telephone: (580) 555-1212


In your last paragraph, conclude with an enthusiastic statement that says you’re looking forward to joining the unit.  Note: If you have any enclosures, write the term “Enclosures” two 
lines below the signature block.  (Note: Do not allow only the signature block to fall on the second page.  If necessary, insert a page break in order to place at least one sentence on the second page prior to your signature block.)  Number each enclosure in pencil in the bottom right corner of the page.  Example: Encl 1


Sincerely,


Christopher C. Jones


Captain, U.S. Army

Enclosures



SECTION 3-I: EMAIL

The only official rules for email come from AR 25-50, Effective Writing for Army Leaders.  It states the following…

Section II

General Correspondence Guidance

1-7 Methods of communication

a. Personal or telephone contact. Whenever possible and appropriate, conduct official business by personal contact,

local telephone, Defense Switched Network (DSN) or electronic mail (e-mail). A memorandum for record (MFR)

should be used to document any decisions or agreements reached during these communications…  

d. Electronic mail. Electronic mail may be used for unclassified organizational and individual information transfer.

1–10. Quality of writing

Department of the Army writing will be clear, concise, and effective. Army correspondence must aid effective and efficient communication and decision making. Writing that is effective and efficient can be understood in a single rapid reading and is generally free of errors in grammar, mechanics, and usage. Refer to paragraphs 1–43 through 1–46 of chapter 1 and appendix B of this regulation and to DA Pamphlet (Pam) 600–67, Effective Writing for Army Leaders, for more information on effective and efficient Army writing. The standards contained in these references are the mandated Army style.

1–25. Identification of writer

Normally, when writing any type of correspondence, the writer will be identified by military rank or civilian prefix, name, telephone number, and if appropriate, facsimile number and e-mail address. This information is generally placed in the last paragraph of the correspondence.

Email is a powerful too that can convey messages to a wide audience or a single addressee rapidly; however, email cannot replace important face-to-face, voice (telephonic), or hard copy communications.  The best use of email is to augment other channels of communication.

Do not use email as the final transmission of official correspondence (taskers, policy directives, memorandums, etc.).  While you may use email to enclose official correspondence as advance notification, official notification does not occur until the recipient receives a hard copy of the correspondence.

Check your email at least twice a day and answer all your email within 24-hours.

Be brief (no more than 15-20 words per sentence), concise, and forceful in your messages.  If you have a lot to say, pass the message in an attached electronic file information paper or fact sheet.  Work to minimize the message to only the visible space on the computer screen; avoid having the reader to scroll or page down.

Be sure you are not misunderstood.  The message is just words, it cannot convey body language, speech inflection, or actions that provide clues to you mood when you speak face-to-face.  Review your messages carefully before you send them; use edit and spell check before sending.  Use bold face to emphasize or convey strong emotions, but do not over-use.

Watch what you say.  Consider any message you type and send to be in the public domain, unless you specifically tell the recipient not to forward the message to anyone else.  If in doubt about message content, add “DNR” (Do Not Retransmit) to the end of the message to indicate that you do not authorize the recipient to retransmit it.

Be aware that information contained in email messages is information obtainable under the Freedom of Information Act.

Send messages only to those individuals that have a need to know.  Do not clutter the system with junk mail; this ties up network resources and unnecessarily takes time from others as they sort out the junk.

Avoid sending file attachments to more than a few recipients and ensure that the size of the file attached is small.  To share large files and briefing charts, use the network shared drive.  When transmitting correspondence with attachments to email notes, add the words “Signed” , “Signed by…”, or “Signed for…” to the signature block.  If the document has not been signed, indicate that the document is a “DRAFT” at the top and bottom of each page.

Use high priority and response functions sparingly.  Both features are useful, but they use up network resources and can be annoying to the recipient.

Follow the Army Writing Style and use proper spelling, grammar and punctuation.

Use templates for frequently used responses.

Do not overuse the High Priority option and avoid using URGENT and IMPORTANT.

Take care with abbreviations and jargon; the recipient might not be aware of the meanings. If you are not sure whether your recipient knows what an abbreviation or term means, don't use it. 

Be careful with formatting.  Once again, follow the Army Writing Style.

When sending attachments, be aware that the recipient may not have the same software as you.

Do not copy a message or attachment without permission: If you do not ask permission first, you might be infringing on copyright laws.

Do not use email to discuss confidential information.

Use active instead of passive voice.  Army Writing Style.

Don't send or forward emails containing libelous, defamatory, offensive, racist, sexist, or obscene remarks.


OFFICE SYMBOL


Date of Signature DD MMM YY

Facts Sheet
SUBJECT:  Section 3-J – The Facts Sheet (Facts Only)

Purpose.  To inform the (Battalion Commander, Brigade Commander, etc.) of…

Discussion. 

· First bulletized fact

· Second bulletized fact

· Third bulletized fact

· Sub-bulletized fact

· Sub-bulletized fact

Coord:
POC’s rank, last name, office symbol, phone number

Rank, last name, office symbol of coordination personnel
POC’s email address


OFFICE SYMBOL


Date of Signature DD MMM YY

Facts Sheet
SUBJECT:  Section 3-K – The Facts Sheet (Interpreted Facts)

Purpose.  To inform the (Battalion Commander, Brigade Commander, etc.) of…

Discussion. 

· First bulletized fact

· Second bulletized fact

· Third bulletized fact

· Sub-bulletized fact

· Sub-bulletized fact

Conclusion.  Sentence format.

Coord:
POC’s rank, last name, office symbol, phone number

Rank, last name, office symbol of coordination personnel
POC’s email address


OFFICE SYMBOL


Date of Signature DD MMM YY

Information Paper
SUBJECT:  Section 3-L – Information Paper (Facts Only)

1.  Purpose.  To inform the (Battalion Commander, Brigade Commander, etc.) of…

2.  Discussion. 

     a.  Use lettered subparagraphs and full sentences to present each discussion point.  Keep the text in the paragraph short, to the point, and easy to read.  To add supporting information to a lettered subparagraph, use (1), (2), etc., as in the memorandum format.

     b.  Second discussion point.

          (1) First sub-point.

          (2) Second sub-point.

Coord:
POC’s rank, last name, office symbol, phone number

Rank, last name, office symbol of coordination personnel
POC’s email address


OFFICE SYMBOL


Date of Signature DD MMM YY

Information Paper
SUBJECT:  Section 3-M – Information Paper (Interpreted Facts)

1.  Purpose.  To inform the (Battalion Commander, Brigade Commander, etc.) of…

2.  Discussion. 

     a.  Use lettered subparagraphs and full sentences to present each discussion point.  Keep the text in the paragraph short, to the point, and easy to read.  To add supporting information to a lettered subparagraph, use (1), (2), etc., as in the memorandum format.

     b.  Second discussion point.

          (1) First sub-point.

          (2) Second sub-point.

3.  Conclusion.  The only difference between a “Facts Only” Information Paper and an “Interpreted Facts” Information Paper is the exclusion or inclusion of paragraph 3, Conclusion.  The conclusion should sum-up the paper and be in proper sentence format.

Coord:
POC’s rank, last name, office symbol, phone number

Rank, last name, office symbol of coordination personnel
POC’s email address

OFFICE SYMBOL


Date of Signature DD MMM YY

Executive Summary
SUBJECT:  Section 3-N – Executive Summary (EXSUM)
1.  Issue or purpose.  What the larger document is supposed to address or discuss.

2.  Discussion. 

     a.  Use lettered subparagraphs and full sentences to present each discussion point.  Keep the text in the paragraph short, to the point, and easy to read.  To add supporting information to a lettered subparagraph, use (1), (2), etc., as in the memorandum format.

     b.  Second discussion point.  The executive summary is normally included as part of a packet.  It is a summery of all other sections of a larger document and should be no more than a page or two in length.  The format is similar to that of the information paper, except that an executive summary normally includes a recommendation whereas an information paper does not.  The executive summary is a concise document that allows the reader to quickly understand key points and what it is that you’re trying to address.
          (1) First sub-point.

          (2) Second sub-point.

3.  Recommendation.  Here you explain exactly what it is you expect the audience to do and should be no more than three sentences in length.
Coord:
POC’s rank, last name, office symbol, phone number

Rank, last name, office symbol of coordination personnel
POC’s email address

OFFICE SYMBOL 
Date of Signature DD MMM YY

MEMORANDUM FOR Addressees’ Duty Position or Name

SUBJECT:  Section 3-O – The Staff Study

1.  Problem.  Write a concise statement of the problem, stated as a task, in the infinitive (e.g. “To determine…” or “How to…”).  Normally include the who, what, when, and where, if pertinent.

2.  Recommendation.  Recommend a specific course of action (who, what, when, and where).  The recommendation must solve the problem.  If necessary or directed, include an implementing document as TAB A of the staffing packet.

3.  Background.  Provide a lead-in to your study, briefly stating why the problem exists.

4.  Facts.

     a. State the facts that influence the problem or its solution.  You are not limited in the number of facts you present.  Provide all facts relevant to the problem; however, do not include facts that simply support the study.

      b. The data you present must stand-alone; the fact is clearly a fact or it is attributed to a source that asserts its truth.

     c. Make sure you state the facts correctly and attribute them to reliable sources.  Use subparagraphs to attribute your facts in a logical easy-to-understand presentation.

     d. Order the subparagraphs from the most important to the least important s they bear on the problem.

     e. Refer to annexes only as necessary for amplification, reference, mathematical formulas, or tabular data.

     f. Do not include raw data that only pertains to a specific course of action.  Facts must bear on all courses of action considered.

     g. The last facts you cite should be any references (if needed) you used as sources of information (e.g. raw data for criteria or sources of courses of action).  Note that these references are sources of facts bearing on the problem, not the general references concerning the subject that one normally includes in the first paragraph or regular correspondence.

5.  Assumptions.  Identify any assumptions necessary for a logical discussion of the problem.  Assumptions grounded in factual information; therefore, all assumptions must be based on facts previously documented in paragraph 4 above.  Assumptions are statements that may or may not be true; however, available data indicates that they are true or will be true at some time in the future.  Assumptions must be both valid and necessary.  A valid assumption would be a fact if current data could prove it.  If deleting an assumption has no effect on the problem, then the assumption was not necessary.  Necessary assumptions come in two categories, they can support criteria or they can help shape the problem.  As in paragraph 4, use subparagraphs to separate different assumptions.

6.  Courses of Action.  Briefly describe where your COAs came from, and then list all possible or proposed courses of action in subparagraphs.  Avoid identifying COAs by numbers; rather give each a short name or title that will remind the reader of the COA’s full definition.  If a COA is not self-explanatory, include a brief explanation of what the COA consists of to ensure that the reader understands.  If the COA is complex, refer to an enclosure for a complete description.

OFFICE SYMBOL

SUBJECT:  Section 2-N – The Staff Study

7.  Criteria.  List the criteria used to judge the COA

     a. Screening Criteria.  Define the screening criteria that a COA must meet to be suitable, feasible, acceptable, distinguishable, and complete.  Accept or reject a COA solely on these criteria.

     b.  Evaluation Criteria.  These criteria are used to measure, evaluate, and rank order each COA during the analysis and comparison paragraphs.  Your facts and assumptions are also the basis for evaluation criteria.

          (1) Use a subparagraph for each complete evaluation criteria.  Write each evaluation criterion in paragraph form.  Do not use bullets.  Each criterion has the following required elements:

          (a) Short Title.

          (b) Definition and unit of measure.

          (c) Benchmark.  The benchmark always constitutes the minimum threshold for determining an advantage.  An evaluation criterion must rank order COAs IOT be valid.

          (d) Formula.  State in very clear, objective terms what an advantage is and what a disadvantage is in terms of each evaluation criterion benchmark.

          (2) Second evaluation criterion.

          (a) Short Title.

          (b) Definition of unit of measureme.

          (c) Benchmark.

          (d) Formula.

     c.  Weighting of Criteria.  Establish the relative importance of one criterion over the others.  When weighing criterion, consider the desired end state you’re trying to achieve.  Ensure your weighing reflects the commander’s intent and any specific guidance he/she has provided.

8.  Analysis.

     a.  Screened-out COAs.  Describe the results of applying the screening criteria.  In separate subparagraphs, describe each COA that fails each screening criterion in terms of the COA’s raw data.

     b.  Analysis of Surviving COAs.  This paragraph documents the advantages and disadvantages of each remaining COA based on the results of applying the valuation criteria.  For each COA, list the advantages and disadvantages that result from testing the COA against the stated screening and evaluation criteria.  Use numbered subparagraphs for each COA.

          (1) First Analyzed COA

               (a) Advantages

               (b) Disadvantages

OFFICE SYMBOL

SUBJECT:  Section 2-N – The Staff Study

          (2) Second Analyzed COA

               (a) Advantages

               (b) Disadvantages

9.  Comparison of Courses of Action.

     a. Evaluation criteria comparison.  After testing each COA against the stated criteria, compare the COAs to each other.  Determine which COA satisfies each criterion.

     b.  Results of quantitative techniques.  Use quantitative analysis techniques (such as a raw data matrix, decision matrix, or sensitivity analysis) to support your comparisons.  Include any calculations as enclosures.

10.  Conclusion.  Summarize your work by using elements from both your analysis and comparison to convince the decision maker in objective terms to agree with your recommendation.

11.  The Point of Contact Rank, Name, Position, commercial or DSN telephone number or email address.

AUTHORITY LINE:  (If Needed)

# Encls  (If Needed)
NAME (From Center of Page)

1.__---------------------
RANK, BRANCH

2.__---------------------
Duty Position

COORDINATION:

Office/Position

CONCUR/NONCONCUR _____ CMT _____ DATE: _____

Office/Position

CONCUR/NONCONCUR _____ CMT _____ DATE: _____

OFFICE SYMBOL 

MEMORANDUM FOR Addressees’ Duty Position

SUBJECT:  Section 3-P – The Decision Paper

1.  For DECISION.  If the action is time sensitive or has a suspense to a higher headquarters, make the decision maker aware of the time constraint in this paragraph.  Do not suspense the command group.  The difference is a matter of wording and tone.  For routine matters, give the command group at least 5-days to review the issue, ask any further questions, and make the decision.

2.  PURPOSE.  Clearly state the decision you desire in the infinitive form (e.g. “To obtain…” or “To determine the…”).  Keep in mind the five Ws when writing the purpose statement.  Do not include any other extraneous data in this paragraph.

3.  RECOMMENDATION.  State the specific recommendation that you believe solves the problem.  On the second line below the last line of your recommendation, add an approval line.  If the action has more than one recommendation that requires different coordination, add an “S” to “RECOMMENDATION” and give separate recommendations as subparagraphs, each with its own approval line.  For actions that require an implementing document that will leave the organization, use two recommendations, one to approve the action’s recommendation and one to approve and sign the document.  Separating the recommendation allows the decision maker to approve the action, but to edit the implementing document without the action officer having to coordinate the entire packet again.

4.  BACKGROUND AND DISCUSSION.  This paragraph lists any key references, explains the origin of the action, conveys assumptions and facts necessary to understand the recommendation, and lists/assesses the alternatives considered.  Present events chronologically.  Use subparagraphs with headings to present a lengthily background and discussion.  Summarize the key points and present specific details as enclosures.

5.  IMPACT.  Explain the impact(s) of the recommendation as well as the extent of each impact on resources and on organizations.  Us subparagraphs with headings to organize multiple impacts.  If there is no impact, state “No Impact.” State any ways to mitigate any identified impacts.

6.  COORDINATION.  Complete coordination prior to submission for decision.  Each activitie’s POC will line through the “CONCUR” or “NONCUNCUR” as appropriate, and will initial and date.  Include any statements of nonoccurrence as TAB C, however, try to resolve any differences prior to submitting the action for decision.  Indicate on the “CMT” (Comment) line if a statement of concurrence or nonconccurence is included.  If the POC is not the staff principal of the listed activity, indicate on the “CMT” line the name of the person who provided the feedback and who initialed the document.

Office/Position

CONCUR/NONCONCUR _____ CMT _____ DATE: _____

Office/Position

CONCUR/NONCONCUR _____ CMT _____ DATE: _____

5.  The Point of Contact Rank, Name, Position, commercial or DSN telephone number or email address.

AUTHORITY LINE:  (If Needed)

# Encls  (If Needed)
NAME (From Center of Page)

1.__---------------------
RANK, BRANCH

2.__---------------------
Duty Position 

SECTION 4-A: THE STAFF ESTIMATE

BACKGROUND

A staff’s most important function is to support and advise the commander throughout the operations process. The primary staff products are information and analysis. Staffs use information management to extract relevant information from a vast amount of available information. They collect, analysis, and present relevant information to commanders to assists them in achieving situational understanding and to make decisions. A tool used to support this staff function is the staff estimate.

A staff estimate is an assessment of the situation and an analysis of those courses of action a commander is considering that best accomplishes the mission. It includes an evaluation of how factors in a staff section’s functional area influence each COA and includes conclusions and a recommended COA to the commander.
Staff estimates parallel the military decision making process (MDMP). Mission analysis, facts and assumptions, and the analysis of the factors of METT-TC furnish the structure for staff estimates. Estimates consist of significant facts, events, and conclusions based on analyzed data. They recommend how to best use available resources.

The commander is usually not briefed on the entire contents of every staff section’s estimate; however, those estimates form the basis for each staff section’s recommendation during COA approval. Complete estimates contain the information necessary to answer any question the commander poses. Any gaps in a staff estimate are identified as information requirements and submitted to the appropriate agency. Estimates can form the base for staff annexes to orders and plans.

All staff sections, except the intelligence section have a similar perspective: they focus on friendly COAs and their supportability. The intelligence estimate focuses on enemy most likely and dangerous COAs.

The coordinating staff and each staff principal develop facts, assessments, and information that relate to their functional field or battlefield operating system. According to FM 5-0, the types of staff estimates include, but are not limited to—

• Personnel estimate (Annex A to the Logistics and Sustainment Estimate)

• Intelligence Estimate.

• Operations Estimate.

• Logistics and Sustainment Estimate.

• Civil-military Operations Estimate.

• Command, Control, Communications, and Computer Operations estimate.

• Information Operations Estimate (Annex A to Fire Support Estimate)

• Special Staff Estimates

Staff estimates may be written or presented orally. At the tactical level, especially during operations and exercises, estimates are usually delivered orally, supported by charts and other decision support tools. During contingency planning, especially at corps level and above, estimates are usually written. During deliberate planning at joint headquarters, estimates are always written.

Format and Instructions for the Personnel Staff Estimate

_____________

(Classification)

Headquarters

Location

Date, time, and zone

APPENDIX 1 (MANNING) TO LOGISTICS AND SUSTAINMENT ESTIMATE NO _____

References: Maps, charts, or other documents.

Time Zone Used Throughout the Estimate:

1. MISSION. Show the restated mission resulting from mission analysis.

2. SITUATION AND CONSIDERATIONS.

a. Characteristics of the Area of Operations.

(1) Weather. State how the military aspects of weather affect the staff section’s functional area.

(2) Terrain. State how aspects of the terrain affect the staff section’s functional area.

(3) Civil Considerations. State how political, economical, sociological, and psychological factors and infrastructure affect the staff section’s functional area.

b.  Troop preparedness situation. In this subparagraph, the status is shown under appropriate subheadings. In the case of detailed information at higher levels of command, a summary may appear under the subheading with reference to an annex to the estimate. 

(1) Unit strength maintenance.  Indicate authorized, assigned, and attached strengths. Include the effects of deployability, losses (combat/noncombat), critical shortages, projections (gains and losses), and any local situations effecting strength, for example, restrictions on the number of soldiers allowed in an area by treaty. 

(2) Replacements.  Expected time and quantity of replacements

(3) Noncombat matters.  Indicate, as appropriate, personnel other than unit soldiers whose presence affects the unit mission. Included in this paragraph are prisoners of war, third country nationals, augmentees (non-U.S. forces), civilian internees and detainees, Department of the Army civilians, and others depending on local circumstances; indicate availability for labor requirements. 

(4) Soldier personnel readiness.  Report the status of morale, esprit de corps, and any current factors of major significance, which influences the morale of units. 

(a) Indicate factors affecting stability and human potential of individual soldiers, teams, and crews to accomplish the mission. 

(b) Include factors affecting organizational climate, commitment, and cohesion, if appropriate. 

(5) Logistics and sustainment. 

(a) Indicate changes or problem areas in support services to the soldier that affect the combat mission and require new policy or programs to maintain troop preparedness and that affect individual soldier's morale and welfare. 

(b) Report problems in personnel service support which include-- 

· Awards. 

· Assignments/reassignments. 

· Finance services. 

· Health services. 

· Leaves. 

· Legal services. 

_____________

(Classification)

_____________

(Classification)

APPENDIX 1 (MANNING) TO LOGISTICS AND SUSTAINMENT ESTIMATE NO _____

· Morale support activities. 

· Orders. 

· Pay. 

· Personal affairs. 

· Personnel services. 

· Postal services. 

· Promotions. 

· Public affairs services. 

· Records. 

· Religious activities.

Note:  Sub-paragraphs 6-7 can be written by the unit chaplain

(6) Organizational climate.  Indicators affecting personnel readiness. 

(a) Effectiveness of communication within the chain of command. 

(b) Performance and discipline standards. 

(c) Human relations. 

(d) Supervision. 

(e) Physical combat stress. 

(f) Other. 

(7) Commitment.  Indicate the relative strength of the soldier's identification with and involvement in the unit. 

(a) Morale. 

(b) Motivation. 

(c) Confidence. 

(d) Trust. 

(8) Cohesion.  Indicate factors which attract and bind soldiers together to produce commitment to the unit to accomplish the mission. 

(a) Esprit. 

(b) Teamwork. 

c.  Assumptions.  Any assumptions required as a basis for initiating, planning, or preparing the estimate. Assumptions are modified as factual data when specific planning guidance becomes available. 

3. COURSES OF ACTION.

a. List the friendly COAs that were wargamed.

b. List evaluation criteria identified during COA analysis. All staff sections use the same evaluation criteria.

4.  ANALYSIS.  For each course of action, when appropriate, analyze cause, effect, outcome, and relationships, indicating problems and deficiencies. 

3.  RECOMMENDATION AND CONCLUSIONS.
a. Evaluate deficiencies from a personnel standpoint, and list the advantages and disadvantages, if any, with respect to mission accomplishment. 

_____________

(Classification)

_____________

(Classification)

APPENDIX 1 (MANNING) TO LOGISTICS AND SUSTAINMENT ESTIMATE NO _____

b. Discuss the advantages and disadvantages of each course of action under consideration. Include methods of overcoming deficiencies or modifications required in each course of action. 

c. Indicate whether the mission set forth in paragraph 1 above can be supported from the personnel standpoint. 

d. Indicate which course(s) of action can best be supported from the personnel standpoint. 

e. List the major personnel deficiencies that must be brought to the commander's attention.  Include specific recommendations on ways to reduce or eliminate the effect of these deficiencies. 


s/________________


Adjutant – S1

TABS: (as required)

_____________

(Classification)

Format and Instructions for the Intelligence Staff Estimate

_____________

(Classification)

Headquarters

Location

INTELLIGENCE (INTEL) ESTIMATE NO _____

References: Maps, charts, or other documents.

Time Zone Used Throughout the Estimate

1. MISSION. State the assigned task and its purpose. The mission of the command as a whole is taken from the commander’s mission analysis, planning guidance, or other statement.

2. ENEMY SITUATION. State conditions that exist and indicate effects of these conditions on enemy capabilities and the assigned mission. This paragraph describes the area of operations, the enemy military situation, and the effect of these two factors on enemy capabilities.

a. Characteristics of the Area of Operations. Discuss the effect of the physical characteristics of the area of operations on military activities of both combatants. If an analysis of the area has been prepared separately, this paragraph in the intelligence estimate may simply refer to it, then discuss the effects of the existing situation on military operations in the area.

(1) Military Geography

(a) Topography

· Existing Situation. Describe relief and drainage, vegetation, surface materials, cultural features, and other characteristics in terms of their effect on key terrain, observation, fields of fire, obstacles, cover and concealment, avenues of approach, lines of communication, and landing areas and zones.

· Effect on Enemy Capabilities. Discuss the effect of topography on broad enemy capabilities such as attack and defense, describing generally how the topography affects each type of activity. The effect on employment of nuclear and CB weapons; amphibious, airborne, or air landed forces; surveillance devices and systems; communications equipment and systems; electronic warfare; psychological operations, OPSEC, and military deception; logistics support; and other appropriate considerations should be included.

· Effect on Friendly Courses of Action. Discuss the effects of topography on friendly forces’ military operations (attack, defense, etc.) in the same fashion as for enemy capabilities in the preceding subparagraphs.

(b) Hydrography

· Existing Situation. Describe the nature of the coastline; adjacent islands; location, extent, and capacity of landing beaches and their approaches and exits; nature of the offshore approaches, including type of bottom and gradients; natural obstacles; surf, tide, and current conditions.

· Effect on Enemy Capabilities. Discuss the effects of the existing situation on broad enemy capabilities.

· Effect on Friendly Courses of Action. Discuss the effects of the existing situation on broad COAs for friendly forces.

(c) Climate and Weather

· Existing Situation. Describe temperature, cloud cover, visibility, precipitation, light data, and other climate and weather conditions and their general effects on roads, rivers, soil trafficability, and observation.

· Effect on Enemy Capabilities. Discuss the effects of the existing climate and weather situation on broad enemy capabilities.

_____________

(Classification)

_____________

(Classification)

INTELLIGENCE (INTEL) ESTIMATE NO _____

· Effect on Friendly Courses of Action. Discuss the effects of the existing climate and weather situation on broad COAs for friendly forces.

(2) Transportation

(a) Existing Situation. Describe roads, railways, inland waterways, airfields, and other physical characteristics of the transportation system; capabilities of the transportation system in terms of rolling stock, barge capacities, and terminal facilities; and other

pertinent data.

(b) Effect on Enemy Capabilities. Discuss the effects of the existing transportation system and capabilities on broad enemy capabilities.

(c) Effect on Friendly Courses of Action. Discuss the effects of the existing transportation system and capabilities on broad COAs for friendly forces.

(3) Telecommunications

(a) Existing Situation. Describe telecommunications facilities and capabilities in the area.

(b) Effect on Enemy Capabilities. Discuss the effects of the existing telecommunications situation on broad enemy capabilities.

(c) Effect on Friendly Courses of Action. Discuss the effects of the existing telecommunications situation on broad COAs for friendly forces.

(4) Politics

(a) Existing Situation. Describe the organization and operation of civil government in the area of operation.

(b) Effect on Enemy Capabilities. Consider the effects of the political situation on broad enemy capabilities.

(c) Effect on Friendly Courses of Action. Consider the effects of the political situation on broad COAs for friendly forces.

(5) Economics

(a) Existing Situation. Describe industry, public works and utilities, finance, banking, currency, commerce, agriculture, trades and professions, labor force, and other related factors.

(b) Effect on Enemy Capabilities. Discuss the effects of the economic situation on broad enemy capabilities.

(c) Effect on Friendly Courses of Action. Discuss the effects of the economic situation on broad COAs for friendly forces.

(6) Sociology

(a) Existing Situation. Describe language, religion, social institutions and attitudes, minority groups, population distribution, health and sanitation, and other related factors.

(b) Effect on Enemy Capabilities. Discuss the effects of the sociological situation on broad enemy capabilities.

(c) Effect on Friendly Courses of Action. Discuss the effects of the sociological situation on broad COAs for friendly forces.

(7) Science and Technology

(a) Existing Situation. Describe the level of science and technology in the area of operations.

(b) Effect on Enemy Capabilities. Discuss the effects of science and technology on broad enemy capabilities.

(c) Effect on Friendly Courses of Action. Discuss the effects of science and technology on broad COAs for friendly forces.

b. Enemy Military Situation (Ground, Naval, Air, Other Service)

(1) Strength. State the number and size of enemy units committed and enemy 

_____________

(Classification)

_____________

(Classification)

INTELLIGENCE (INTEL) ESTIMATE NO _____

reinforcements available for use in the area of operations. Ground strength, air power, naval forces, nuclear and CB weapons, electronic warfare, unconventional warfare, surveillance potential, and all other strengths (that might be significant) are considered.

(2) Composition. Outline the structure of enemy forces (order of battle) and describe unusual organizational features, identity, armament, and weapon systems.

(3) Location and Disposition. Describe the geographic location of enemy forces in the area, including fire support elements; command and control facilities; air, naval, and missile forces; and bases.

(4) Availability of Reinforcements. Describe enemy reinforcement capabilities in terms of ground, air, naval, missile, nuclear, and CB forces and weapons; terrain, weather, road and rail nets, transportation, replacements, labor forces, prisoner of war policy; and possible aid from sympathetic or participating neighbors.

(5) Movements and Activities. Describe the latest known enemy activities in the area.

(6) Logistics. Describe levels of supply, resupply ability, and capacity of beaches, ports, roads, railways, airfields, and other facilities to support supply and resupply. Consider hospitalization and evacuation, military construction, labor resources, and maintenance of combat equipment.

(7) Operational Capability to Launch Missiles. Describe the total missile capability that can be brought to bear on forces operating in the area, including characteristics of missile systems, location and capacity of launch or delivery units, initial and sustained launch rates, size and location of stockpiles, and other pertinent factors.

(8) Serviceability and Operational Rates of Aircraft. Describe the total aircraft inventory by type, performance characteristics of operational aircraft, initial and sustained sortie rates of aircraft by type, and other pertinent factors.

(9) Operational Capabilities of Combatant Vessels. Describe the number, type, and operational characteristics of ships, boats, and craft in the naval inventory; base location; and capacity for support.

(10) Technical Characteristics of Equipment. Describe the technical characteristics of major items of equipment in the enemy inventory not already considered (such as missiles, aircraft, and naval vessels).

(11) Electronics Intelligence. Describe the enemy intelligence-gathering capability using electronic devices.

(12) Nuclear and CB Weapons. Describe the types and characteristics of nuclear and CB weapons in the enemy inventory, stockpile data, delivery capabilities, nuclear and CB employment policies and techniques, and other pertinent factors.

(13) Significant Strengths and Weaknesses. Discuss the significant enemy strengths and weaknesses perceived from the facts presented in the preceding subparagraphs.

c. Enemy Unconventional and Psychological Warfare Situation

(1) Guerrilla. Describe the enemy capability for, policy with regard to, and current status in the area of guerrilla or insurgent operations.

(2) Psychological. Describe enemy doctrine, techniques, methods, organization for, and conduct of psychological operations in the area of operations.

(3) Subversion. Describe enemy doctrine, techniques, methods, organization for, and conduct of subversion in the area of operations.

(4) Sabotage. Outline enemy organization and potential for and conduct of sabotage in the area of operations.

3. ENEMY CAPABILITIES. List each enemy capability that can affect the accomplishment of the assigned 

_____________

(Classification)

_____________

(Classification)

INTELLIGENCE (INTEL) ESTIMATE NO _____

mission. Each enemy capability should contain information on the following: What the enemy forces can do. Where they can do it. When they can start it and get it done. What strength they can devote to the task. In describing enemy capabilities, the S-2 must be able to tell the commander what the enemy can do using its forces jointly, not piecemeal. First, of course, the S-2 must assess the enemy’s ground, naval, and air forces. It is customary to enumerate separately the nuclear, CB, and unconventional warfare capacities. Hypothetical examples follow:

a. Ground Capabilities

(1) The enemy can attack at any time along our front with an estimated 2 infantry battalions and 1 tank battalion supported by 2 battalions of artillery.

(2) The enemy can defend now in its present position with 3 infantry battalions supported by 1 tank company and 2 battalions of medium and light artillery.

(3) The enemy can reinforce its attack (or defense) with all or part of the following units in the times and places indicated:

b. Air Capabilities

(1) Starting now, and based on an estimated strength of 12 attack helicopters, the enemy can attack in the area of operations with 30 helicopter sorties per day for the first 2 days, followed by a sustained rate of 18 sorties per day.  There is not current information on the enemy fixed wing capability.

`

(2) Using airfields in the vicinity of __________, the enemy has sufficient transport capability to lift one company in a single lift to LZs in the vicinity of _______, _______, and _______ within 2 hours’ flying time.

c. Naval Capabilities. Starting now, the enemy can patrol inland waterways with attack vessels no larger than 50-feet in length and armed with medium and light machine guns.

d. Nuclear Capabilities.  The enemy has no known nuclear capabilites.

e. Chemical and Biological (CB) Capabilities. The enemy can employ the CB agents ______, ______, and _______ in the area of operations at any time delivered by air, cannon, and rocket artillery and by guidedmissile.

f. Unconventional Warfare (UW) Capability. The enemy can conduct UW operations in the area within 10 days after starting the operation using dissident ethnic elements and the political adversaries of the current government.

g. Joint Capabilities. The enemy can continue to defend in its present position with 1 infantry brigade, supported by 2 cannon artillery battalions, and reinforced by 1 mechanized battalion and one rocket artillery battalion within 8 hours after starting movement. Enemy defense also can be supported by 10 attack helicopter sorties daily for a sustained period and by continuous naval surface patrols along the inland waterways.

4. ANALYSIS OF ENEMY CAPABILITIES. Analyze each capability in light of the assigned mission, considering all applicable factors from paragraph 2 above, and attempt to determine and give reasons for the relative order probability of adoption by the enemy. Discuss enemy vulnerabilities. In this paragraph, examine the enemy capability by discussing the factors that favor or militate against its adoption by the enemy. When applicable, the analysis of each capability should also include a discussion of enemy vulnerabilities attendant to that capability, e.g., conditions or circumstances of the enemy situation that render the enemy especially liable to damage, deception, or defeat. Finally, the analysis should include a discussion of any indications that point to possible adoption of the capability. For example, the following:

a. Attack now with forces along the forward edge of the battle area . . . .

(1) The following factors favor the enemy’s adoption of this capability:

(a). . . .

_____________

(Classification)

_____________

(Classification)

INTELLIGENCE (INTEL) ESTIMATE NO _____

(b) . . . .

(2) The following factors militate against the enemy’s adoption of this capability:

(a) Road and rail nets will not support large-scale troop and supply movements necessary for an attack in the area.

(b) Terrain in the area does not favor an attack.

(3) Adoption of this capability will expose the enemy’s west flank to counterattack.

(4) Except for minor patrol activity in the area, there are no indications of adoption of this capability.

b. Delay from present positions along the ______ River lie . . . .

(1) The following factors favor the enemy’s adoption of this capability:

(a) There are several excellent natural barriers between the river and the mountains.

(b) The effectiveness of the water barriers will improve, and trafficability on the upland slopes of the terrain barriers will deteriorate with advent of the monsoon.

(2) The following factors militate against the enemy’s adoption of this capability:

(a) . . . .

(b) . . . .

(3) In the adoption of this capability, the enemy’s lines of communication will be restricted by a limited road and rail net that can easily be interdicted.

(4) The following facts indicate adoption of this capability:

(a) Aerial photography indicates some preparation of barriers in successive positions.

(b) Considerable troop movement and pre-positioning of floating bridge equipment along the water barriers have been detected.

5. CONCLUSIONS. Conclusions resulting from discussion in paragraph 4 above. Include, when possible, a concise statement of the effects of each capability on the accomplishment of the assigned mission. Cite enemy vulnerabilities where applicable. This paragraph contains a summary of enemy capabilities most likely to be adopted, listed in the order of relative probability if sufficient information is available to permit such an estimate. If appropriate, it should also include a concise statement of the effects of each enemy capability on the accomplishment of the assigned mission. Exploitable vulnerabilities should also be listed, where applicable.

a. Enemy Capabilities in Relative Probability of Adoption

(1) Defend in present locations with . . . .

(2) Delay from present positions along . . . .

(3) Reinforce the defense or delay with . . . .

(4) Conduct UW operations in the area . . . .

b. Vulnerabilities

(1) Enemy left (west) flank is open to envelopment by amphibious assault . . . .

(2) The enemy’s air search radar coverage is poor in the left (west) portion of its defensive sector. . . .


s/________________


Intelligence Officer—S2

APPENDIXES: (as required)

_____________

(Classification)

Format and Instructions for the Operations Staff Estimate

_____________

(Classification)

Headquarters

Location

Date, time, and zone

OPERATIONS (OPS) ESTIMATE NO _____

References: Maps, charts, or other documents.

Time Zone Used Throughout the Estimate:

1. MISSION

2. THE SITUATION AND COURSES OF ACTION

a. Considerations affecting the possible courses of action

(1) Operations to be supported.

(2) Characteristics of the area of operations (AO).

(a) Weather (temperature, humidity, precipitation, wind, clouds, visibility).

(b) Terrain (OCOKA).

(c) Other pertinent factors

(3) Enemy situation.

(4) Own situation.

(a) Tactical situation.

(b) Unit situation.

(c) Logistics situation.

(d) Civil-Military operations situation.

b. Anticipated difficulties or difficulty patterns

c. Own courses of action

3. ANALYSIS OF COURSES OF ACTION

4. COMPARISION OF COURSES OF ACTION

5. DECISION (RECOMMENDATION TO HIGHER)


s/________________


Operations Officer – S3

APPENDIXES: (as required)

_____________

(Classification)

Format and Instructions for the Logistics and Sustainment Staff Estimate

_____________

(Classification)

Headquarters

Location

Date, time, and zone

LOGISTICS AND SUSTAINMENT ESTIMATE NO _____

References: Maps, charts, or other documents.

Time Zone Used Throughout the Estimate:

1. MISSION. Show the restated mission resulting from mission analysis.

2. SITUATION AND CONSIDERATIONS.

a. Characteristics of the Area of Operations.

(1) Weather. State how the military aspects of weather affect the staff section’s functional area.

(2) Terrain. State how aspects of the terrain affect the staff section’s functional area.

(3) Civil Considerations. State how political, economical, sociological, and psychological factors and infrastructure affect the staff section’s functional area.

(4) Other Pertinent Facts. State any other pertinent facts and how they affect the staff section’s functional area.

b. Enemy Forces. Discuss enemy dispositions, composition, strength, capabilities, and COAs as they affect the staff section’s functional area.

c. Capabilities (Facts). Address each tactical logistics function as an annex. List the annexes with a short discussion (a brief synopsis of the major concerns) in the base document to provide a quick reference for COA comparison.

(1) Manning (see Annex 1) (Completed by the S1) Briefly address any major concerns.

(2) Arming (see Annex 2) Briefly address any major concerns.

(3) Fueling (see Annex 3) Briefly address any major concerns.

(4) Fixing (see Annex 4) Briefly address any major concerns.

(5) Moving (see Annex 5) Briefly address any major concerns.

(6) Sustaining (see Annex 6) Briefly address any major concerns discrepancies.

d. Requirements (Assumptions). List any assumptions that affect the staff section’s functional area.

3. COURSES OF ACTION.

a. List the friendly COAs that were wargamed.

b. List evaluation criteria identified during COA analysis. All staff sections use the same evaluation criteria.

4. ANALYSIS. Analyze each COA using the evaluation criteria identified during COA analysis.  Paraphrase major logistical problems and possible ways to overcome them. If it is addressed as a problem here it must be addressed in the appropriate annex.

5. COMPARISON. Compare COAs. Rank order COAs for each key consideration. A decision matrix usually supports comparison.

3.  RECOMMENDATION AND CONCLUSIONS.
a. Evaluate deficiencies from a logistics and sustainment standpoint, and list the advantages and

_____________

(Classification)

_____________

(Classification)

LOGISTICS AND SUSTAINMENT ESTIMATE NO _____

disadvantages, if any, with respect to mission accomplishment. 

b. Discuss the advantages and disadvantages of each course of action under consideration. Include methods of overcoming deficiencies or modifications required in each course of action. 

c. Indicate whether the mission set forth in paragraph 1 above can be supported from the logistics and sustainment standpoint. 

d. Indicate which course(s) of action can best be supported from the personnel standpoint. 

e. List the major personnel deficiencies that must be brought to the commander's attention.  Include specific recommendations on ways to reduce or eliminate the effect of these deficiencies. 


s/________________


Logistics Officer – S4

APPENDIXES:

Appendix 1 (Manning)

Appendix 2 (Arming)

Appendix 3 (Fueling)

Appendix 4 (Fixing)

Appendix 5 (Moving)

Appendix 6 (Sustaining)

_____________

(Classification)

_____________

(Classification)

APPENDIX 2 (ARMING) TO LOGISTICS AND SUSTAINMENT ESTIMATE NO _____

1. Capabilities.  List current class V status, CSR, critical shortages and ATP capabilities.

2. Requirements.  Show RSR vs. CSR by day and the profile used. Only show ammunition that is impacted by the CSR. Include other ammunition consumption rates, mathematical calculations, or supporting data.

3. Shortfall.  Address RSR shortfalls, when they will occur, and the impact on the mission. Also address distribution and resupply problems, if there are any. Briefly discuss ways to overcome shortfalls. 


s/________________


Fire Direction Officer – FDO/Logistics Officer – S4

_____________

(Classification)

_____________

(Classification)

APPENIX 3 (FUELING) TO LOGISTICS AND SUSTAINMENT ESTIMATE NO _____

1. Capabilities.  Show the current on hand status of Class III (b) in the brigade. Depict brigade fuel assets, FSB fuel assets, and current OR rate for both. Address refuel capabilities, i.e. # of ROM kits, use of pipelines, railcars, aerial bulk fuel delivery systems, and collapsible drums. Availability of fuel types (mogas, JP4, etc.)

2. Requirements. Show fuel usage by phase or other definable control measure for the brigade. Use matrix format. Include mathematical calculations.

LD TO PL APPLE 

10 HOURS 
200 KM 
100,000 GALLONS

PL APPLE TO AP CUT 

5 HOURS 
100 KM 
50,0000 GALLONS

AP CUT TO OBJECTIVE 
2 HOURS 
50 KM 

25, 0000 GALLONS

TOTAL 



17 HOURS 
350 KM 
175,000 GALLONS

3. Shortfall.  Clearly discuss fuel usage vs. capacity and identify the culminating point (the point where the brigade will run out of fuel if it does not receive augmentation). Also, discuss the impact of time/distance to known resupply points and the impact on the mission. Discuss possible ways to overcome the shortfalls.


s/________________


Assistant Logistics Sergeant/Distribution PL

_____________

(Classification)

_____________

(Classification)

APPENDIX 4 (FIXING) TO LOGISTICS AND SUSTAINMENT ESTIMATE NO _____

1. Capabilities.  Show current maintenance posture for the brigade combat systems using a matrix. List the critical class IX shortages that may affect the brigade, the ASL 0 balance rate, current and future maintenance priorities, repair times, recovery and evacuation policy and critical maintenance equipment shortages.

2. Requirements.  Use a matrix to show combat and critical logistic system losses and returns by day or by phase. Show systems whose losses are significant. Show other calculations in an appendix.

TOTAL VEH
PHASE I
PHASE II
PHASE III
TOTAL

AUTH/OH
FMC/%

FMC/%

FMC/%

LOSS/FMC%

M1 58/58 
58/100% 
52/90% 
48/83% 
10/83%

3. Shortfall.  Address the total vehicle losses in terms the commander can understand, i.e. tank company equivalents.  Address the repair and return numbers based on workload for the UMCPs and DS contact teams, and their ability to meet the requirements. Also, address the impact of class IX shortages and the impact of losing recovery and evacuation assets.


s/________________


Unit Maintenance Tech/Senior Maint Supervisor

_____________

(Classification)

_____________

(Classification)

APPENDIX 5 (MOVING) TO LOGISTICS AND SUSTAINMENT ESTIMATE NO _____

1. Capabilities.  Show current status of supplemental transportation assets; who they are and their capability. Consider the weather and terrain and their potential impact on cargo carrying capabilities and mobility of vehicles. Address MSRs in the area, travel time and distance between key logistics nodes, and movement priorities.

2. Requirements. Identify transportation requirements and shortfalls by phase. Transportation requirements should show class of supply, short tons, and # of pallets and # of trucks required to move them (should come from other annexes).  Identify HET requirements based on the number of systems that need to be evacuated by phase. Identify requirements to move CSS assets.

3. Shortfall.  Address all transportation shortfalls and their impact on the mission. The MSB should also address movement of the MSB assets with the TMT Company and the impact on the TMT Company’s ability to perform other missions. Additionally, address the status of the MSRs and possible congestion. Briefly discuss ways the shortfalls can be overcome.


s/________________


Distribution PL/Battalion Logistics Sergeant

_____________

(Classification)

_____________

(Classification)

APPENDIX 6 (SUSTAINING) TO LOGISTICS AND SUSTAINMENT ESTIMATE NO _____

1. Capabilities.  List status and capabilities for class I, II, III(P), IV, VI, VII, X, water and field services. Show any critical shortages for each class of supply.  Capabilities should be consistent with the type or phase of the operation (i.e. FAT and CAT during movement vs. FAT and CAT operational). Capabilities of Brigade Distribution Company (Receives, stores, and issues):

Class 

S-TON

I

17.7

II

16.9

III(p)

1.2

IV

9.3

IV(e)

20.6

VII

11.4

2. Requirements.  Show consumption rates, total consumption for the operation and resupply rates for each class of supply listed above.  List UBLs separately.

3. Shortfall.  Clearly address shortfalls and their impact on the mission for each class of supply. Briefly discuss possible ways to overcome shortfalls.


s/________________


FSC Commander/Logistics Officer – S4

_____________

(Classification)

Format and Instructions for the Civil-Military Operations Staff Estimate

_____________

(Classification)

Headquarters

Location

Date, time, and zone

CIVIL-MILITARY OPERATIONS (CMO) ESTIMATE NO _____

References: Maps, charts, or other documents.

Time Zone Used Throughout the Estimate:

1. MISSION. State the mission as determined by the commander.

2. SITUATION AND CONSIDERATIONS.

a. Characteristics of the Area of Operations.

(1) Weather. State how the military aspects of weather affect the staff section’s functional area.

(2) Terrain. State how aspects of the terrain affect the staff section’s functional area.

b. Enemy Forces.  Consider sabotage, espionage, subversion, terrorism, and movement of dislocated civilians.

(1) Affecting the mission.

(2) Affecting CMO activities.

c. Friendly Forces. Include information from the commander’s planning guidance and from the operations officer.

(1) Present dispositions of major tactical elements.

(2) Possible COAs to accomplish the mission.

(3) Projected operations and other planning factors required for coordination and integration of staff estimates.

(4) Personnel Situation. Include information from the personnel officer.

(a) Present dispositions of personnel and administration units and installations that affect the CMO situation.

(b) Projected developments within the personnel field likely to influence CMO.

(5) Logistics Situation. Include information obtained from the logistics officer.

(a) Present dispositions of logistics units and installations that affect the CMO situation.

(b) Projected developments within the logistics field likely to influence CMO.

(6) CMO Situation. Discuss the status of the CMO situation. In the case of detailed information at higher levels of command, a summary may appear with reference to an annex to the estimate.

(a) Disposition and status of CA elements and related significant military and nonmilitary elements.

(b) Current problems faced by the command. Estimate the impact of future plans of the supported unit’s operation pertinent to the CMO mission.

(c) Projected impact of civilian interference with military operations

d. Government functions.

(1) Legal.

(2) Public administration.

(3) Public education.

(4) Public health.

(5) Public safety.

_____________

(Classification)

_____________

(Classification)

CIVIL-MILITARY OPERATIONS (CMO) ESTIMATE NO _____

e. Economic functions.

(1) Civilian supply.

(2) Economic development.

(3) Food and agriculture.

f. Public facilities functions.

(1) Public communications.

(2) Transportation.

(3) Public works and utilities.

g. Special functions.

(1) Civil information.

(2) Cultural relations.

(3) Dislocated civilians.

(4) Emergency services.

(5) Environmental management.

h. Assumptions. Until specific planning guidance becomes available, give assumptions required to initiate planning or to prepare the estimate. Modify the assumptions as factual data become available.

3. COURSES OF ACTION.

a. List the friendly COAs that were wargamed.

b. List evaluation criteria identified during COA analysis. All staff sections use the same evaluation criteria.

4. ANALYSIS OF COURSES OF ACTION. Analyze all CMO factors indicating problems and deficiencies of each COA.

5. COMPARISON OF COURSES OF ACTION.

a. Evaluate CMO deficiencies and list the advantages and disadvantages of each proposed COA.

b. Discuss the advantages and disadvantages of each tactical COA under consideration from the CMO standpoint. Eliminate ones that are common to all COAs or ones that are minor.  Include methods of overcoming deficiencies or modifications required in each COA. Priority is on one major CA activity that most directly relates to the mission—for example, preventing civilian interference with tactical and logistical operations.

6. RECOMMENDATION AND CONCLUSIONS.
a. Indicate whether the stated mission can be supported from the CMO standpoint.

b. Indicate the COA best supported from the CMO standpoint.

c. List the primary reasons other COAs are not favored.

d. List the major CMO problems that must be brought to the commander’s attention. Include specific recommendations on the methods of eliminating or reducing the effect of these deficiencies.


s/________________


Civil Affairs Officer – S5

APPENDIXES: (as required)

_____________

(Classification)

Format and Instructions for the Command, Control, Communications, and Computer Operations Staff Estimate

_____________

(Classification)

Headquarters

Location

Date, time, and zone

COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS ESTIMATE NO _____

References: Maps, charts, or other documents.

Time Zone Used Throughout the Estimate:

1.  MISSION. State the mission of the command as a whole, taken from the commander’s mission analysis, planning guidance, or other statements.

2.  SITUATION AND CONSIDERATIONS.

a. Characteristics of the Area of Operation. Summarize data about the area, taken from the intelligence estimate or area study, with specific emphasis on significant factors affecting C4 activities.

b. Enemy Forces

(1) Strength and Dispositions. Refer to current intelligence estimate.

(2) Enemy Capabilities. Discuss enemy capabilities, taken from the current intelligence estimate, with specific emphasis on their impact on the C4 situation.

c. Friendly Forces

(1) Present Disposition of Major Elements. Include an estimate of their strengths.

(2) Own Courses of Action. State the proposed COAs under consideration, obtained from operations or plans division.

(3) Probable Tactical Developments. Review major deployments and C4 preparations necessary in all phases of the operation proposed. IW against enemy capabilities should be included.

d. Personnel Situation. State known personnel problems that may affect the C4 situation.

e. Logistic Situation. State known logistics problems that may affect the C4 situation.

f. Assumptions. State assumptions about the C4 aspects of the situation made for this estimate. Because basic assumptions for the operation already have been made and will appear in planning guidance and in the plan itself, they should not be repeated here. Certain C4 assumptions may have been made in preparing this estimate, and those should be stated here.

g. Special Features. State special features that are not covered elsewhere in the estimate but that may influence the C4 situation.

h. Command, Control, Communications, and Computer Situation. Consideration should be given to line-of-sight communications, satellite communications (SATCOM), UHF SATCOM, ground mobile command post, the DSCS Ground Mobile Segment, and DCS Interface.

(1) C2 Communications

(2) Administrative Communications

(3) Communications Intelligence

(4) Communications Security

(5) Communications Support for Combat Operations

(a) Joint Tactical Air Operations

(b) Air-to-Ground Operations (CAS and BAI)

(c) Naval Surface Fire Support Operations

(6) Communications Control and Aids for Supporting Arms

(7) Communications Requirements for Other Activities

3. COURSES OF ACTION. Command, Control, Communications, and Computer Analysis of Own 

_____________

(Classification)

_____________

(Classification)

COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS ESTIMATE NO _____

Courses of Action. Make an orderly examination of the C4 factors influencing the proposed COAs to determine the manner and degree of that influence. The objective of this analysis is to isolate the C4 implications that should be weighed by the commander in the Commander’s Estimate of the Situation.

4. ANALYSIS.
a. Analyze each COA from a C4 point of view. The detail in which the analysis is made is determined by considering the level of command, scope of contemplated operations, and urgency of need.

b. The C4 factors in paragraph 2 are the elements to be analyzed for each COA under consideration. Examine these factors realistically and include appropriate considerations of climate and weather, hydrography, time and space, enemy capabilities, and other significant factors that may have an impact on the C4 situation as it affects the COAs.

c. Throughout the analysis, keep C4 foremost in mind. The analysis is not intended to produce a decision but to ensure that all applicable factors have been properly considered and serve as the basis for the comparisons in paragraph 4.

5. COMPARISON.

a. As in the Commander’s Estimate, list the advantages and disadvantages of each proposed course of action from the J-6 point of view.

b. Use a worksheet similar to the one in the Commander’s Estimate, if necessary.

6. RECOMMENDATION AND CONCLUSIONS.

a. State whether or not the mission set forth in paragraph 1 can be supported from a C4 standpoint.

b. State which COA under consideration can best be supported from a C4 standpoint.

c. Identify the major C4 deficiencies that must be brought to the commander’s attention. Include recommendations concerning the methods of eliminating or reducing the effects of those deficiencies.


s/________________


SIGO – S6

APPENDIXES: (as required)

_____________

(Classification)

Format and Instructions for the Information Operations Staff Estimate

_____________

(Classification)

Headquarters

Location

Date, time, and zone

APPENDIX 1 (INFORMATION OPERATIONS (IO) ESTIMATE) TO FIRE SUPPORT ESTIMATE NO _____

References: Maps, charts, or other documents.

Time Zone Used Throughout the Estimate:

1. MISSION. The restated IO mission from mission analysis.

2. SITUATION AND CONSIDERATIONS.

a. Characteristics of the area of operations and information environment. (Key IO factors from the intelligence estimate.)

(1) Weather. How different military aspects of weather will affect both friendly and adversary IO.

(2) Terrain and physical environment. How aspects of the terrain and the physical and environmental infrastructure will affect friendly and adversary IO.

(3) Information environment. Describe how the political, economic, sociological, psychological, and information environments will affect IO.

(4) Probable adversary picture of friendly forces.

b. Enemy Forces. Include key IO factors from the intelligence estimate. Address adversary dispositions, composition, capabilities, strength, and weaknesses likely to significantly affect COAs. Include the following subparagraphs. Add others as necessary.

(1) Decisionmakers and decisionmaking process.

(2) Information systems strength and vulnerabilities.

(3) IO capabilities, (including collection capabilities) disposition, composition, and strength.

(4) Likely IO COAs

c. Friendly Forces.

(1) IO concept of support for each COA.

(2) Current status of IO assets.

(3) Current status of IO resources.

(4) Comparison of IO assets and resource requirements versus IO capabilities available and recommended solutions.

(5) Criteria of success to determine IO supportability for each COA:

(a) Measured against each of the IO effects.

(b) Cost versus benefits. Is accomplishing the effects worth the cost in resources and time?

(c) What are the chances of success for IO in each COA?

(6) Vulnerability assessment.

d. Operations Security.

(1) Essential elements of friendly information.

(2) OPSEC indicators. List by EEFI element and staff function.

(3) OPSEC measures in effect. List by EEFI element and staff function.

(4) OPSEC measures contemplated. List by EEFI element and staff function.

e. Assumptions. IO assumptions developed during mission analysis.

3. COURSES OF ACTION.

_____________

(Classification)

_____________

(Classification)

APPENDIX 1 (INFORMATION OPERATIONS (IO) ESTIMATE) TO FIRE SUPPORT ESTIMATE NO _____
4. COURSES OF ACTION ANALYSIS. [For each friendly COA]

a. COA 1.

(1) Analyze the IO concept of support using the IO evaluation criteria and the war-gaming methodology (action-reaction-counteraction) to support the maneuver COA.

(2) Estimate the likelihood of accomplishing IO objectives in the available time, given friendly IO capabilities and vulnerabilities, versus those of the adversary.

(3) Determine the potential for unintended consequences of IO tasks and the possible impacts on both adversary and friendly COAs.

(4) Identify critical events that should be evaluated within COA analysis to assess defensive IO requirements.

(5) Assess the effectiveness of friendly and adversary IO-related capabilities in relation to each other, the effects of the AO as favorable or unfavorable to IO, and the most significant friendly and adversary IO-related vulnerabilities.

(6) Evaluate the risk of failure or compromise of IO in terms of effects on the success of the COA and the potential for loss or compromise of command assets.

(7) Analyze the risk in executing IO in the COA in terms of nonavailability or untimely availability of assessment.

(8) List EEFI for this COA if different from paragraph 2d.

b. COA 2. [Repeat the process outlined above for all other COAs.]

4. COURSES OF ACTION COMPARISON. Compare the COAs in terms of the evaluation criteria. Rankorder COAs for each criterion. Visually support the comparison with a decision

matrix.

a. Compare the costs of IO in each COA based on the resources and time required

executing them in relation to the operational impact of their success.

b. Compare the levels of risk to COA success and friendly assets should IO

fail or be compromised.

c. Summarize the advantages and disadvantages for IO in each COA to

evaluate the chance of success in each.

5. RECOMMENDATION AND CONCLUSIONS.

a. Recommend a COA based on the comparison (most supportable from the IO perspective).

b. Present IO issues, deficiencies, risks, and recommendations to reduce their impacts.


s/________________


IO Officer – S7/FSO

TABS:

Tab A (Operations Security Estimate) (if used)

Tab B (Psychological Operations Estimate) (if used)

_____________

(Classification)

_____________

(Classification)

TAB A (OPERATIONS SECURITY (OPSEC) ESTIMATE) TO INFORMATION OPERATIONS (IO) ESTIMATE NO _____

1. Essential Elements of Friendly Information (EEFI) – Stated as questions

a. Courses of Action (COAs)
b. Forces Capabilities

c. Command, Control, Communications, and Computer (C4) Capabilities

e. Logistics Capabilities

f. Current Supplies

g. Unit Locations

h. Key Vulnerabilities

i. Intelligence Capabilities

2. OPSEC Indicators.  Identify the friendly activities that are or will be detectable before and during the operation.  There are three types of indicators: 

a. Profile.  Profile indicators give an analyst patterns and signatures that show how activities are normally conducted.

b. Deviation.  Deviation indicators provide contrasts to normal activity, which help the adversary gain appreciations about intentions, preparations, time, and place.

c. Tip-off.  Tip-off indicators highlight information that otherwise might pass unnoticed. These are most significant when they warn an adversary of impending activity. This allows him to pay closer attention and to task additional collection assets.

3. Adversary Threat.
a. Adversary Knowledge.  Describe the information about friendly forces that IS known to have been available to adversary collection disciplines.  What is commonly available through news articles, TV programs, PAO releases, magazines, journals, and the internet?

b. Information-Gathering Threat.  Identify each phase, period of time, or specific event; then identify the specific vulnerability of each to the collection disciplines.

(1) Human Intelligence (HUMINT) collection capabilities

(2) Imagery Intelligence (IMINT) collection capabilities

(3) Signals Intelligence (SIGINT) collection capabilities

(4) Measurements and Signatures Intelligence (MASINT) collection capabilities.  Includes: Radar Intelligence (RADINT), Acoustic Intelligence (ACOUSTINT), Nuclear Intelligence (NUCINT), Radio Frequency/Electromagnetic Pulse Intelligence (RF/EMPINT), Electro-optical Intelligence (ELECTRO-OPTINT), Laser Intelligence (LASINT), Materials Intelligence, Unintentional Radiation Intelligence (RINT), Chemical and Biological Intelligence (CBINT), Directed Energy Weapons Intelligence (DEWINT), Effluent/Debris Collection, Spectroscopic Intelligence, and Infrared Intelligence (IRINT)

5. Monitoring. Identify how friendly forces will monitor OPSEC status.  Identify who, what, when, where, why and how to accomplish OPSEC monitoring.

6. OPSEC measures that are normally in effect and the measures that should remain in effect or be implemented.  Give the reason for changes or the need for additional OPSEC measures.


s/________________


OPSEC Officer/Information Operations Officer – S7

_____________

(Classification)

_____________

(Classification)

TAB B (PSYCHOLOGICAL (PSYOP) OPERATIONS ESTIMATE) TO INFORMATION OPERATIONS (IO) ESTIMATE NO _____

1. MISSION

a. Supported unit’s restated mission resulting from mission analysis.

b. PSYOP mission statement. Describe the PSYOP mission to support the maneuver commander’s mission.

2. SITUATION AND CONSIDERATION

a. Characteristics of the Area of Operations.

(1) Weather. How will weather affect the dissemination of PSYOP products, access to target audiences (winds – leaflet drops, precipitation – print products, etc.)? End product – PSYOP weather overlay.

(2) Terrain. How will terrain affect dissemination of PSYOP products, movement of tactical PSYOP elements? End product – PSYOP terrain overlay.

(3) Analysis of media infrastructure (location and broadcast range of radio/ television broadcast facilities, retransmission towers; print facilities, distribution/dissemination nodes); identify denied areas (not accessible by particular medium). End product – PSYOP media infrastructure overlay.

b. Key Target Sets. Note: These sets will be further refined into a potential target audience list. The target audiences will then be analyzed and further refined during the target audience analysis process. This is not the only target set that PSYOP will have to deal with. In order to fully support the supported unit commander, PSYOP must consider all key target sets, not solely adversary forces. PSYOP key target sets overlays (hostile, friendly, neutral).

(1) Hostile Target Sets. For each hostile target set, identify strength, disposition, composition, capabilities (ability to conduct propaganda, ability to help/hinder the PSYOP effort), and probable COAs as they relate to PSYOP.

(2) Friendly Target Sets. For each friendly target set, identify strength, disposition, composition, capabilities (ability to conduct propaganda, ability to help/hinder the PSYOP effort), and probable COAs as they relate to PSYOP.

(3) Neutral Target Sets. Include target sets whose attitudes are unknown. For each neutral target set, identify strength, disposition, composition, capabilities (ability to conduct propaganda, ability to help/hinder the PSYOP effort), and probable COAs as they relate to PSYOP.

c. Friendly Forces
(1) Supported Unit COAs. State the COAs under consideration and the PSYOP specific requirements needed to support each COA.

(2) Current Status of Organic Personnel and Resources. State availability of organic personnel and resources needed to support each COA under consideration. Consider PSYOP pecific personnel, other personnel specialties, availability of PSYOP specific equipment.

(3) Current Status of Non-organic Personnel and Resources. State availability of non-organic resources needed to support each COA. Consider linguistic support, COMMANDO SOLO, leaflet dropping aircraft, reserve PSYOP forces.

(4) Comparison of Requirements Versus Capabilities and Recommended Solutions. Compare PSYOP requirements for each COA with current PSYOP capabilities. List recommended solutions for any shortfall in capabilities.

(5) Key Considerations (evaluation criteria) for COA Supportability. List evaluation criteria to be used in COA analysis and COA comparison.

d. Assumptions. State assumptions about the PSYOP situation made for this estimate.  For instance, “Assumption: adversary propaganda broadcast facilities will be destroyed by friendly forces not

_____________

(Classification)

_____________

(Classification)

ANNEX B (PSYCHOLOGICAL (PSYOP) OPERATIONS ESTIMATE) TO INFORMATION OPERATIONS (IO) ESTIMATE NO _____

later than the day on which operations commence or are scheduled to commence plus two days.”

3. ANALYSIS OF COAs

a. Analyze each COA from the PSYOP point of view to determine its advantages and disadvantages for conducting PSYOP. The level of command, scope of contemplated operations, and urgency of need determine the detail in which the analysis is made.

b. The evaluation criteria listed in paragraph 2 (c, 5) above establish the elements to be analyzed for each COA under consideration. Examine these factors realistically and include appropriate considerations that may have an impact on the PSYOP situation as it affects the COAs. Throughout the analysis, the staff officer must keep PSYOP considerations foremost in mind. The analysis is not intended to produce a decision, but to ensure that all applicable PSYOP factors have been considered and are the basis of paragraphs 4 and 5.

4. COMPARISON OF COAs

a. Compare the proposed COAs to determine the one that offers the best chance of success from the PSYOP point of view. List the advantages and disadvantages of each COA affecting PSYOP. Comparison should be visually supported by a decision matrix.

b. Develop and compare methods of overcoming disadvantages, if any, in each COA.
c. State a general conclusion on the COA that offers the best chance of success from a PSYOP perspective.

5. RECOMMENDATIONS AND CONCLUSIONS

a. Recommended COA based on comparison (most supportable from the PSYOP perspective). Rank COAs from best to worst.

b. Issues, deficiencies, and risks, for each COA, with recommendations to reduce their

impact.

s/________________


Tactical PSYOP Team (TPT) Leader/PSYOP Officer

ENCLOSURES: (as required)
_____________

(Classification)

Format and Instructions for the Fire Support Staff Estimate

_____________

(Classification)

Headquarters

Location

Date, time, and zone

FIRE SUPPORT (FS) ESTIMATE NO _____

References: Maps, charts, or other documents.

Time Zone Used Throughout the Estimate:

1. MISSION. As mentioned earlier, the mission statement in this case is that of the division to be supported. The FSCOORD also should list the constraints that were noted from the higher headquarters OPORD, commander's planning guidance and intent, and known factors that could affect performance of the mission.

2. SITUATION AND COURSES OF ACTION.

a. Considerations affecting the possible courses of action

(1) Operations to be supported.

(2) Characteristics of the area of operations (AO).

(a) Weather (temperature, humidity, precipitation, wind, clouds, visibility).

(b) Terrain (OCOKA).

(c) Other pertinent factors

(3) Enemy situation.

(4) Own situation.

(a) Tactical situation. The FSCOORD must know the intended dispositions of the major elements of the supported force at the beginning of the operation and at those stages of the operation when reassessment of fire support tasks may be required. He gains this information during the G3's development of each course of action and from resultant sketches. The FSCOORD should establish any special fire support requirements needed at the beginning of the operation and at each subsequent stage. Intelligence preparation of the battlefield, the target development process, and the scheme of maneuver provide the factors to be considered by the FSCOORD and his staff when producing a fire support plan. The IPB and the target development process are the responsibility of the G2, who is also charged with the dissemination of the data they provide. The FSCOORD plays a vital part in the target development process by conducting TVA and advising on the most suitable fire support assets with which to attack specific targets.

(b) Tactical Courses of Action. The commander's restated mission and planning guidance may indicate a number of possible courses of action for the scheme of maneuver. If not, they are developed during the G3's operations estimate and passed on to other staff. The FSCOORD must consider the factors that affect each course, in turn, to determine whether it can be supported effectively with fire support.

(c) Logistics and Communications situation. Factors that affect fire

support logistics and communications will arise during consideration of other factors that affect the mission. These should be listed and resolved during the planning process. Occasionally, a separate estimate may be necessary to determine whether a particular course of action can be supported logistically.

(d) Civil-Military operations situation.

b. Anticipated difficulties or difficulty patterns

c. Own courses of action

_____________

(Classification)

_____________

(Classification)

FIRE SUPPORT (FS) ESTIMATE NO _____

3. COURSES OF ACTION.

a. List the friendly COAs that were wargamed.

b. List evaluation criteria identified during COA analysis. All staff sections use the same evaluation criteria.

4. ANALYSIS OF COURSES OF ACTION. The FSCOORD and the other staff officers must work together to analyze the courses of action. The FSCOORD should have already prepared for the analysis stage by examining each course of action as explained above. During the joint consideration of factors affecting each course of action, these personnel war-game each course against probable enemy actions to see how the battle will progress. They visualize the battle in depth to determine how deep attacks can support the plan. They fight each action up to and including mission accomplishment to determine the risks involved and the probable success of each course. The FSCOORD's previous assessment of the courses may cause him to advise against those that prove to be impractical from a fire support point of view. To do this, he must mentally—

a. Attack emerging targets with the most effective system.

b. Determine the tasks and requirements for all fire support resources.

c. Consider proper distribution of assets for close support of maneuver elements, for counterfire, for interdiction, and for SEAD.

d. Visualize the indirect-fire-unit movements required to follow the battle flow.

e. Consider logistic needs and their impact on the battle.

5. COMPARISION OF COURSES OF ACTION.  As the war gaming progresses, the FSCOORD formulates a list of advantages and disadvantages of each course from a fire support point of view. Then each course of action is listed and followed by a concise statement of its advantages and disadvantages.

6. DECISION (RECOMMENDATION TO HIGHER)


s/________________


Fire Support Officer - FSO

APPENDIXES:

Appendix 1 (Information Operations Estimate)

_____________

(Classification)

Format for the Chemical Staff Estimate

_____________

(Classification)

Headquarters

Location

Date, time, and zone

NUCLEAR, CHEMICAL, AND BIOLOGICAL (NBC) OPERATIONS ESTIMATE NO _____

References: Maps, charts, or other documents.

Time Zone Used Throughout the Estimate:

1. MISSION

2. THE SITUATION AND COURSES OF ACTION

a. Considerations affecting all possible courses of action

(1) Characteristics of the area of operations (AO).

(a) Weather (temperature, humidity, precipitation, wind, clouds, visibility).

(b) Terrain (OCOKA).

(c) Effects weather and terrain on enemy employment of NBC weapons

(2) Enemy situation.

(a) Enemy NBC Capability

(b) Previous uses of NBC weapons

(c) Predicted enemy use of NBC weapons

(3) Own situation.

(a) Tactical situation.

(b) Friendly chemical assets available

(c) Location and status of contaminated areas or units

b. Anticipated difficulties or difficulty patterns (Assumptions)

3. COURSES OF ACTION.

a. List the friendly COAs that were wargamed.

b. List evaluation criteria identified during COA analysis. All staff sections use the same evaluation criteria.

4. ANALYSIS OF COURSES OF ACTION

5. COMPARISION OF COURSES OF ACTION

6. DECISION (RECOMMENDATION TO HIGHER)


s/________________


Chemical Officer - CHEMO

APPENDIXES: (as required)

_____________

(Classification)

Format and Instructions for the Generic Staff Estimate

_____________

(Classification)

Headquarters

Location

Date, time, and zone

[STAFF SECTION] ESTIMATE NO _____

References: Maps, charts, or other documents.

Time Zone Used Throughout the Estimate:

1. MISSION. Show the restated mission resulting from mission analysis.

2. SITUATION AND CONSIDERATIONS.

a. Characteristics of the Area of Operations.

(1) Weather. State how the military aspects of weather affect the staff section’s functional area.

(2) Terrain. State how aspects of the terrain affect the staff section’s functional area.

(3) Civil Considerations. State how political, economical, sociological, and psychological factors and infrastructure affect the staff section’s functional area.

(4) Other Pertinent Facts. State any other pertinent facts and how they affect the staff section’s functional area.

b. Enemy Forces. Discuss enemy dispositions, composition, strength, capabilities, and COAs as they affect the staff section’s functional area.

c. Friendly Forces.

(1) List the current status of resources within the staff section’s functional area.

(2) List the current status of other resources that affect the staff section’s functional area.

(3) Compare requirements with capabilities and recommended solutions for discrepancies.

d. Assumptions. List any assumptions that affect the staff section’s functional area.

3. COURSES OF ACTION.

a. List the friendly COAs that were wargamed.

b. List evaluation criteria identified during COA analysis. All staff sections use the same evaluation criteria.

4. ANALYSIS. Analyze each COA using the evaluation criteria identified during COA analysis.

5. COMPARISON. Compare COAs. Rank order COAs for each key consideration. A decision matrix usually supports comparison.

6. RECOMMENDATION AND CONCLUSIONS.

a. Recommend the most supportable COA from the specific staff perspective.

b. List issues, deficiencies and risks with recommendations to reduce their impacts.


s/________________


[Duty Position of Preparer]

APPENDIXES: (as required)

_____________

(Classification)

SECTION 3-B: THE OPERATIONS ORDER

A plan is a design for a future or an anticipated operation. Plans come in many forms and vary in scope, complexity, and length of planning horizons. Strategic plans cover the overall conduct of a war. Operational or campaign plans cover a series of related military operations aimed at accomplishing a strategic or operational objective within a given time and space. Tactical plans cover the employment of units in operations, including the ordered arrangement and maneuver of units in relation to each other and to the enemy in order to use their full potential [FM 5-0, G-3].

An operation plan is any plan for the preparation, execution, and assessment of military operations. (The Army definition eliminates details of the joint definition that apply only to joint operations.  An OPLAN becomes an OPORD when the commander sets an execution time.  Commanders may begin preparation for possible operations by issuing an OPLAN.

A branch is a contingency plan or course of action (an option built into the basic plan or course of action) for changing the mission, disposition, orientation, or direction of movement of the force to aid success of the current operation, based on anticipated events, opportunities, or disruptions caused by enemy actions. Army forces prepare branches to exploit success and opportunities, or to counter disruptions caused by enemy actions (FM 3-0). Although commanders cannot anticipate every possible threat action, they prepare branches for the most likely ones. Commanders execute branches to rapidly respond to changing conditions.

Sequels are operations that follow the current operation. They are future operations that anticipate the possible outcomes—success, failure, or stalemate—of the current operation (FM 3-0). A counteroffensive, for example, is a logical sequel to a defense; exploitation and pursuit follow successful attacks. Executing a sequel normally begins another phase of an operation, if not a new operation. Commanders consider sequels early and revisit them throughout an operation. Without such planning during current operations, forces may be poorly positioned for future opportunities, and leaders unprepared to retain the initiative. Branches and sequels have execution criteria. Commanders carefully review them before execution and update them based on assessment of current operations.
An order is a communication that is written, oral, or by signal, which conveys instructions from a superior to a subordinate. In a broad sense, the terms “order” and “command” are synonymous. However, an order implies discretion as to the details of execution, whereas a command does not (JP 1-02). Combat orders pertain to operations and their service support. Combat orders include—

• OPORDs.

• Service support orders.

• Movement orders.

• Warning orders (WARNOs).

• Fragmentary orders (FRAGOs).
THE OPORD

An operation order is a directive issued by a commander to subordinate commanders for the purpose of effecting the coordinated execution of an operation (JP 1-02). Traditionally called the five-paragraph field order, an OPORD contains, as a minimum, descriptions of the following:

• Task organization.

• Situation.

• Mission.

• Execution.

• Administrative and logistic support.

• Command and signal for the specified operation.

OPORDs always specify an execution date and time

_____________

(Classification)

(Change from oral orders, if any)

Copy ____ of ____ copies

Issuing headquarters

Place of issue

Date-time group of signature

OPERATION ORDER (OPORD)    (Number)   (code name)

References:

Time Zone Used Throughout the Plan (Order):

Task Organization:

1. SITUATION

a. Enemy forces.

b. Friendly forces.

c. Environment


(1) Terrain


(2) Weather


(3) Civil Considerations

d. Attachments and detachments

e. Assumptions

2. MISSION

3. EXECUTION

Intent:

a. Concept of operations.

(1) Maneuver

(2) Fires

(3) Intelligence, Surveillance, and Reconnaissance

(4) Intelligence

(5) Engineer

(6) Air and Missile Defense

(7) Information Operations

(8) Nuclear, Biological, Chemical

(9) Provost Marshal

(10) Civil-Military Operations

(11) Public Affairs

b. Tasks to maneuver units.

c. Tasks to other combat and combat support units.

d. Coordinating instructions.

(1) Time or condition when a plan or order becomes effective

(2) CCIR (PIR/FFIR)

(3) Risk reduction control measures

(4) Rules of engagement

(5) Environmental considerations

(6) Force protection

(7) As required

_____________

(Classification)

_____________

(Classification)

OPERATION ORDER (OPORD)    (Number)   (code name)

4. LOGISTICS AND SUSTAINMENT

a. Concept of Support.

b. Materiel and services.

c. Health service support.

d. Personnel.

f. As required.

5. COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS

a. Command.

b. Signal.

ACKNOWLEDGE:


[Commander's last name]


[Commander’s rank]

OFFICIAL: (used when a document is written by someone other than the authenticator)

Last name and position

ANNEXES:

Annex A (Task Organization)

Annex B (Intelligence)


Appendix 1 (Intelligence Estimate)


Appendix 2 (Intelligence Synchronization Plan)


Appendix 3 (Counterintelligence)


Appendix 4 (Weather)


Appendix 5 (Intelligence Preparation of the Battlefield Products)



Tab A (Doctrinal Template)



Tab B (High Value Target List)



Tab C (Situation Template)



Tab D (Event Template)



Tab E (Decision Support Template)

Annex C (Operation Overlay)

Annex D (Fire Support)

Appendix 1 – (Air Support Plan)


Tab A (Close Air Support)


Tab B (Attack Aviation)


Appendix 2 – (Field Artillery Support Plan)


Appendix 3 – (Naval Surface Fire Support)


Appendix 4 – (Fire Support Execution Matrix)


Appendix 5 – (Fire Support Overlay)


Appendix 6 – (Target List Worksheet)


Appendix 7 – (High-Payoff Target List)


Appendix 8 – (Attack Guidance Matrix)


Appendix 9 – (Target Selection Standards)

Annex E (Rules of Engagement)



Appendix 1 (ROE Card)

_____________

(Classification)

_____________

(Classification)

OPERATION ORDER (OPORD)    (Number)   (code name)

Annex F (Engineer)

Appendix 1 (Obstacle Overlay)

Appendix 2 (Environmental Considerations)

Appendix 3 (Terrain)

Appendix 4 (Mobility/Countermobility/Survivability Execution Matrix andTimeline)

Appendix 5 (Explosive Ordnance Disposal)

Annex G (Air and Missile Defense)

Appendix 1 (Air and Missile Defense Overlay)

Annex H (Command, Control, Communication, and Computer Operations)

Annex I (Logistics and Sustainment)

Appendix 1 (Logistics and Sustainment Matrix)

Appendix 2 (Logistics and Sustainment Overlay)

Appendix 3 (Traffic Circulation and Control)

Tab A (Traffic Circulation Overlay)

Tab B (Road Movement Table)

Tab C (Highway Regulation

Appendix 4 (Personnel)

Appendix 5 (Legal)

Appendix 6 (Religious Support)

Appendix 7 (Foreign and Host-Nation Support)

Appendix 8 (Contracting Support)

Appendix 9 (Reports)

Annex J (Nuclear, Biological, and Chemical Operations)

Annex K (Provost Marshal)

Annex L (Intelligence, Surveillance, and Reconnaissance Operations)

Appendix 1 (ISR Tasking Plan/Matrix.)

Appendix 2 (ISR Overlay)

Annex M (Rear Area and Base Security)

Annex N (Space)

Annex O (Army Airspace Command and Control)

Annex P (Information Operations)

Appendix 1 (OPSEC)

Appendix 2 (PSYOP)

Appendix 3 (Military Deception)

Appendix 4 (Electronic Warfare)

Appendix 5 (IO Execution Matrix)

Annex Q (Civil-Military Operations)

Appendix 1 (Cultural study/country study)

Appendix 2 (CMO Synchronization Matrix)

Annex R (Public Affairs)

_____________

(Classification)

_____________

(Classification)

Include heading if annex distributed separately from base OPLAN/OPORD.

ANNEX B (INTELLIGENCE) TO OPERATION ORDER NO ## [code name]—[issuing headquarters]

1. SITUATION.

a. Enemy Situation. Refer to appendix 1 (Intelligence Estimate).

b. Friendly Situation. Refer to base order and annex C (Operations overlay).

c. Environment. Refer to appendix 1 (Intelligence Estimate), appendix 4 (Weather), annex F (engineer), annex Q (Civil Considerations) as required.

d. Attachments and detachments.

2. MISSION. State the intelligence mission for the operation.

3. EXECUTION.

a. Scheme of intelligence. Describe the concept of intelligence operations to support the commander’s intent and the maneuver plan. Tie in critical intelligence tasks to focus intelligence by phase. Refer to annex L (ISR Plan) for collection requirements.

b. Tasks to subordinate units. Refer to annex L (ISR). List intelligence production tasks that MI units supporting maneuver elements are to accomplish only as necessary to ensure unity of effort.

c. Counterintelligence. Refer to appendix 3 (Counterintelligence) to annex B.

d. Coordinating instructions.

(1) Requirements. List each requirement by priority in a separate subparagraph.  List the latest time intelligence of value for each requirement and tie each to an operational decision or action.

(a) Priority intelligence requirements (PIR).

(b) Friendly force information requirements (FFIR).

(c) Intelligence Requirements.

(2) Requests for Information (RFIs). List RFIs to higher, adjacent, and cooperating units in separate, lettered subparagraphs.

(3) Measures for handling personnel, documents, and materiel.

(a) Prisoners of war, deserters, repatriates, inhabitants, and other persons.  State special handling, segregation instructions, and locations of the command’s and next

higher headquarters’ EPW collection point.

(b) Captured documents. List instructions for the handling and processing of captured documents from their time of capture to their receipt by specified intelligence personnel.

(c) Captured materiel. Designate items or categories of enemy materiel required for examination. Include any specific instructions for their processing and disposition. Note: Medical materiel (supplies and equipment) cannot be intentionally destroyed. Give locations of the command’s and next higher headquarters’ captured materiel collection point.

(d) Documents or equipment required. List in each category the conditions under which units can obtain or request certain documents or equipment. Items may include air photographs and maps, charts, and geodesy (satellite) products.

(4) Distribution of intelligence products. State the conditions (for example, dates, number of copies, or issue) regulating the issue of intelligence reports and products to the originating command for the operation’s duration. List in each category the conditions under which units can obtain or request certain documents or equipment.  This paragraph may cover any or all of the following:

• Periods that routine reports and distribution address.

• Updates to the threat and environment portions of the COP.

• Formats and methods for push and pull intelligence support.

• Periodic or special intelligence meetings and conferences.

_____________

(Classification)

_____________

(Classification)

ANNEX B (INTELLIGENCE) TO OPERATION ORDER NO ## [code name]—[issuing headquarters]

• Distribution of special intelligence studies: such as, defense overprints, photo intelligence reports, and order of battle overlays

• Special intelligence liaison, when indicated.

(5) Other instructions.

4. LOGISTICS AND SUSTAINMENT. List any unique intelligence service support (for example, contractor support) not addressed in either the base order or annex I (Service Support).

5. COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS.

a. Identify command intelligence coordination line (ICL).

b. Identify intelligence liaison requirements.

c. Identify special security office arrangements and coordination.

ACKNOWLEDGE: (if distributed separately from base order).


[Authenticator’s last name]


[Authenticator’s rank]

APPENDIXES:

Annex B (Intelligence)

Appendix 1 (Intelligence Estimate)

Appendix 2 (Intelligence Synchronization Plan)

Appendix 3 (Counterintelligence)

Appendix 4 (Weather)

Appendix 5 (Intelligence Preparation of the Battlefield Products)


Tab A (Doctrinal Template)


Tab B (High Value Target List)


Tab C (Situation Template)


Tab D (Event Template)


Tab E (Decision Support Template)

DISTRIBUTION: (if distributed separately from base order).

_____________

(Classification)

_____________

(Classification)

Include heading if annex distributed separately from base OPLAN/OPORD.

ANNEX D (FIRE SUPPORT) TO OPERATION ORDER NO## [code name]—[issuing headquarters]

1. SITUATION.

a. Enemy forces.

• Include a detailed description of enemy fire support and AD assets.

• List enemy rocket, cannon, and missile artillery units. Include those organic to maneuver units. List all artillery units that can be identified as being committed or reinforcing. Consider all identified artillery units within supporting range as being in support of the committed force. Include the number of possible enemy air sorties by day, if known. Estimate the number, type, yield, and delivery means of enemy NBC weapons available to the committed force.

b. Friendly forces.

(1) State the higher headquarters’ concept of fires.

(2) Provide adjacent units’ concept of fires.

(3) Include supporting air power and naval forces.

c. Environment.

(1). Terrain. List all critical terrain aspects that would impact operations. Refer to appendix 3 (Terrain) to annex E (Engineer) as required.

(2). Weather. List all critical weather aspects that would impact operations. Refer to appendix 4 (Weather) to annex B (Intelligence) as required.

(3). Civil considerations. List all critical civil considerations that would impact operations. Refer to annex Q (Civil-Military Operations) as required.

d. Attachments and detachments. List fire support resources attached or under the operational control of the unit. List any units detached or under the operational control of other headquarters.

2. MISSION. State the fire support mission for the operation.

3. EXECUTION.

a. Concept of fires. Describe how fires will be used to support the concept of operations. State the priority of fire support. This must be consistent with what is in the concept of fires in the base OPORD/OPLAN. Address essential fire support tasks (EFST) such as counterfire, preparations and counterpreparations, supporting SEAD/J SEAD operations and joint precision strike operations. Address the objectives for using air power, field artillery, and naval gunfire

b. Air support.

(1) General. Briefly describe the maneuver commander’s concept for the use of air power.

(2) Air interdiction (AI).

(3) Close air support (CAS).

(4) Electronic warfare. Refer to annex P (Information Operations) as required.

(5) Reconnaissance and surveillance operations. Refer to annex L (Intelligence, Surveillance, Reconnaissance) as required.

(6) Miscellaneous. State the following:

• The air tasking order’s effective time period.

• Deadlines for submission of AI, CAS, search and rescue, and EW requests.

• The mission request numbering system based on the target numbering system.

• Joint suppression of enemy air defense taskings from the JFLCC.

• Essential A2C2 measures—such as coordinating altitude, target areas, low-level transit route requirements—identified in the A2C2 annex.

c. Field artillery support.

_____________

(Classification)

_____________

(Classification)

ANNEX D (FIRE SUPPORT) TO OPERATION ORDER NO## [code name]—[issuing headquarters]

(1) General. Include the concept for use of cannon, rocket, and missile artillery in support of decisive and shaping operations.

(2) Artillery organization for combat.

(3) Allocation of ammunition.

(4) Miscellaneous. Include the following:

• Changes to the targeting numbering system.

• The use of pulse repetition frequency codes.

• Positioning restrictions.

d. Naval gunfire support.

(1) General. Include the concept for use of naval gunfire support.

(2) Naval gunfire organization.

(3) Miscellaneous.

• Trajectory limitations or minimum safe distances.

• Frequency allocations.

• Reference to a naval gunfire support annex.

e. Nuclear operations (corps and EAC only).

f. Smoke operations.

g. Target acquisition. Include information pertaining to the employment and allocation of FA target acquisition systems and EW assets. Refer to the FA support plan for specific target acquisition tasks, if needed. 

h. Coordinating instructions.

• List the targeting products (target selection standards matrix, high-payoff target list, and attack guidance matrix).

• List fire support coordination measures.

• Refer to time of execution of program of fires relative to H-hour.

• Include rules of engagement.

• List fire support rehearsal times and requirements.

• List target allocations.

• List FASCAM allocations and requirements.

4. LOGISTICS AND SUSTAINMENT. Identify the location of ammunition transfer points and ammunition supply points, or refer to the logistics annex. List the controlled supply rate.

5. COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS.

ACKNOWLEDGE: (if distributed separately from base order).


[Authenticator’s last name]
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APPENDIXES:

Appendix 1 – (Air Support Plan)

Tab A (Close Air Support)

Tab B (Attack Aviation)

Appendix 2 – (Field Artillery Support Plan)

Appendix 3 – (Naval Surface Fire Support)

Appendix 4 – (Fire Support Execution Matrix)

_____________

(Classification)

_____________
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ANNEX D (FIRE SUPPORT) TO OPERATION ORDER NO## [code name]—[issuing headquarters]

Appendix 5 – (Fire Support Overlay)

Appendix 6 – (Target List Worksheet)

Appendix 7 – (High-Payoff Target List)

Appendix 8 – (Attack Guidance Matrix)

Appendix 9 – (Target Selection Standards)

_____________

(Classification)

_____________

(Classification)

Include heading if annex distributed separately from base OPLAN/OPORD.

ANNEX E (RULES OF ENGAGEMENT) TO OPERATION ORDER NO## [code name]—[issuing headquarters]

1. SITUATION.

a. General. Describe the general situation anticipated when the operation is executed. Provide all information needed for insight concerning the ROE.

b. Enemy forces. Refer to annex B (Intelligence). Describe enemy capabilities, tactics, techniques, and probable COAs that may affect existing or proposed ROE.

c. Friendly forces. State in separate subparagraphs the friendly forces that require individual ROE; for example, army aviation. Also state the ROE each.

d. Environment. State any ROE that has applicability to the civilian population in the area of operations.

e. Assumptions. List all assumptions on which ROE are based.

2. MISSION.

3. EXECUTION.

a. Concept of operations. Summarize the concept of operations and state the general application of ROE in support of it. Indicate the times (hours, days, or events) ROE are in effect.

b. Tasks. Provide guidance for ROE development and approval by subordinate units.

c. Coordinating Instructions. Include the following, as a minimum:

• Coordination of ROE. Include requirements for ROE coordination with adjacent commands, friendly forces, appropriate foreign forces, third countries, appropriate civilian agencies, and Department of State elements.

• Dissemination of ROE.

• Provision of ROE to augmentation forces of other commanders.

• Procedures for requesting and processing changes to ROE.

• Special reports requirements.

4. LOGISTICS AND SUSTIANMENT.

5. COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS.  Refer to the appropriate section of annex H (C4). Provide pertinent extracts of information required to support the basic plan, including—

• Identification, friend or foe, or neutral ROE policy.

• Relation of ROE to use of code words.

• Geographic boundaries or control measures within which ROE apply.

• Special systems and procedures applicable to ROE.

ACKNOWLEDGE: (if distributed separately from base order)
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APPENDIXES:

Appendix 1 (ROE Card)

DISTRIBUTION: (if distributed separately from base order).
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ANNEX F (ENGINEER) TO OPERATION ORDER NO## [code name]—[issuing Headquarters

1. SITUATION.

a. Enemy forces. Include a detailed description of enemy engineer units and assets and know obstacles. Refer to annex B (Intelligence) as required.

b. Friendly forces. State the higher headquarters concept of engineer support and provide adjacent units’ concept of engineer support.

c. Environment. In separate subparagraphs list all critical terrain, weather, and civil considerations that would impact engineer operations. Refer to appropriate annexes as required.

d. Attachments and detachments. List all mobility/countermobility/survivability assets with a command support relationship with higher headquarters. List any units detached or under the operational control of other headquarters.

2. MISSION. State the engineering mission in support of the operation.

3. EXECUTION.

a. Scheme of Engineering Operations.  Same scheme as in basic OPLAN/OPORD.

• Provide narrative of mobility/countermobility/survivability, general engineering and geospatial engineering tasks required to enable success of the supported scheme of maneuver.

• List essential mobility/countermobility/survivability tasks (EMSTs). The task, purpose, method, and effect format may be used to describe how EMSTs support the scheme of maneuver.

• Ensure the scheme of mobility/countermobility/survivability operations

corresponds to the maneuver unit concept of operations, which provides the foundation

and structure for mobility/countermobility/survivability operations. If the operation is

phased, the scheme of mobility/countermobility/survivability operations is also phased,

using the same phases. If not, the scheme of mobility/countermobility/survivability

operations uses the same format as supported unit’s concept of operations.

• Address required areas under each phase: general comments, mobility, countermobility, survivability, general engineering, smoke, and EOD and force protection. Address each in order of priority by phase. If there is no support provided in an area during a phase, do not mention that area. The support addressed under each phase applies to the mobility and survivability effort that supports a maneuver unit during that phase, no matter when the effort was completed. Address each area as follows:

• General comments: a brief, one-sentence comment about mobility/countermobility/survivability operations for the phase.

• Countermobility: each directed obstacle belt, group or individual obstacle, in order of its priority, its intent (target, location, effect), and which maneuver unit is responsible for it. Provide execution criteria for reserve targets and situational obstacles.

• Survivability: each survivability task and relative location; for example, battle position, and maneuver unit responsible. (This includes smoke operations used for survivability purposes; for example, obscuration during breaches). and maintaining a route), relative location (route or objective), priority of reduction asset used (use plows first, then mine-clearing line charge), and unit responsible.

• General Engineering: each general engineering task, location, priority, the executing unit and the ground commander responsible.

b. Tasks to subordinate units. List mobility/countermobility/survivability tasks that specific maneuver units are to accomplish that are not assigned in the base OPORD. List tasks to specific mobility/countermobility/survivability assets supporting maneuver units only as necessary to ensure unity of effort. (Tasks listed in the annex should be sub-tasks or supporting tasks to those assigned in the base order and listed only as necessary to clarify or ensure unity of effort. All essential 

_____________
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ANNEX F (ENGINEER) TO OPERATION ORDER NO## [code name]—[issuing Headquarters

mobility/countermobility/survivability tasks must be captured in the base order.) This paragraph is used to inform subordinate unit commanders of tasks under unit control being done by unit-level forces.

c. Coordinating instructions.

• Include times or events in which obstacle control measures become effective if they differ from the effective time of the order.

• List supported unit mobility/countermobility/survivability focused PIR that must be considered by subordinate engineer staff officers or that the supported unit requires.

• List required mission reports if not covered in the signal paragraph or unit SOP.

• Include explanation of countermobility and survivability time lines, if used. Refer to appendix 4 (mobility/countermobility/survivability execution matrix/timeline) as required.

4. LOGISTICS AND SUSTAINMENT.

a. Command-regulated classes of supply. Identify command-regulated classes of supply. Highlight supported unit allocations that affect engineer CSR.

b. Supply distribution plan. Establish a Class IV and V (obstacle) supply distribution plan. State method of supply for each class, for each supported unit subordinate element.

• List supply points of linkup points.

• List allocations of Class IV and V (obstacle) by support unit element by obstacle control measure or combination. May summarize in a matrix or table.

c. Transportation.

d. Health service support.

e. Host nation.

• Include host nation coordination.

• List type and location of host nation engineer facilities, assets, or support.

• List procedures for requesting and acquiring host nation engineer support.

• Identify any limitations or restrictions on host nation support.

5. COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS.

a. Command.  Designate the headquarters that controls the engineer effort within work lines on an area basis. Clearly identify the release authority for special munitions and mines.

b. Signal.

• Identify communication networks monitored by the unit engineer, if different than SOP.

• Identify critical mobility/countermobility/survivability reporting requirements of subordinates if not covered in SOP.

ACKNOWLEDGE: (if distributed separately from base order).
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ANNEX G (AIR AND MISSILE DEFENSE) TO OPERATION ORDER ## [code name] — [issuing headquarters]

1. SITUATION.

a. Enemy forces. See annex B (Intelligence). Identify most likely enemy ingress and egress routes. Identify enemy aircraft all-weather capabilities and limitations, to include enemy air capability and/or activity.

(1) Air threat data. Air-capable organization, including air platforms, by number and type.

(2) Additional air threat information. Include air threat information pertinent to the operation but not covered in annex B (Intelligence). Highlight specific air threat considerations: such as sortie rates, subordination of air elements to ground units, ordnance peculiarities, target preferences, tactics, recent significant activities, and tactical ballistic missile threats.

(3) Air avenues of approach. List all expected air avenues of approach. Identify their potential users by air platform. List all known beginning points and describe avenue of approach as it goes through the area of interest.

b. Friendly forces. List ADA missions at all applicable levels. Describe how the air

defense plan integrates with higher-echelon plans.

(1) Higher units. Outline higher air defense unit concept and plans.

(2) Adjacent units. Outline adjacent air defense unit concept and plans.

(3) Supporting elements. Note supporting units and support relationship.

c. Environment. In separate subparagraphs list all critical terrain, weather, and civil considerations that would impact air and missile defense operations. Refer to appropriate annexes as required.

d. Attachments and detachments. Identify air defense resources attached from other commands. Identify air defense resources detached.

2. MISSION. State the mission of air and missile defense in support of the operations.

3. EXECUTION.

a. Scheme of air and missile defense support. Commander’s overall air and missile defense plan, including the concept, objectives, and priorities.

b. Tasks to subordinate ADA units. Briefly discuss the ADA plan, command and support relationships, and priority of protection.

c. Coordinating instructions. Include references to other applicable attachments.

• Weapons control status and weapons control status authority. Include any plans to change weapons control status.

• Hostile criteria. Basic rules the commander has established to assist in the identification of friendly or hostile air vehicles. Include preplanned changes.

• ROE. Address ROE unique to the operation or points in the operation where changes are intended. Include use of supplemental fire control measures.

• Passive air defense. Specific passive air defense measures that all units should take to protect themselves from air and missile attack or surveillance during this operation.

• Combined arms for air defense. Specific techniques units should use to defend themselves against a missile attack and/or surveillance.

• Early warning. Method and format for passing early warning to the force.

4. LOGISTICS AND SUSTAINMENT.

_____________
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ANNEX G (AIR AND MISSILE DEFENSE) TO OPERATION ORDER ## [code name] — [issuing headquarters]

5. COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS.

a. Command.

b. Signal.

• Identification, friend or foe code edition and book number.

• Communications links for early warning equipment. 

ACKNOWLEDGE: (if distributed separately from base order).
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Appendix 1 (Air and Missile Defense Overlay)
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ANNEX H (COMMAND, CONTROL, COMMUNICATION, and COMPUTER OPERATIONS) TO OPERATION ORDER NO ## [code name]—[issuing headquarters]

1. SITUATION.

a. Enemy forces. Refer to annex B, appendix 1-Intelligence estimate. Also provide enemy capability and activity by describing enemy capabilities that may affect communications systems.

b. Friendly forces.

• Primary communications gateways providing connectivity to higher, lower, and adjacent units.

• Critical communications measures to counter enemy EW capabilities and protect C2 systems.

• External communications assets that augment signal support unit capabilities.

c. Environment. In separate subparagraphs list all critical terrain, weather, and civil considerations that would impact C4 operations. Refer to appropriate annexes as required.

d. Attachments and detachments.

2. MISSION. State the C4 operations mission in support of this operation.

3. EXECUTION.

a. Scheme of signal support operations.

(1) Describe the concept of signal operations, including primary and back-up systems supporting critical C2 networks.

(2) Outline the plan for extending C2 systems by each phase of the operation.

(3) List critical links between tactical and strategic communications systems.

(4) Identify critical limitations of organic and higher signal support assets.

(5) State signal support tasks that all non-signal units must perform to accomplish missions and tasks beyond normal requirements.

(6) State signal support priorities.

b. Tasks to subordinate units.

• Signal support tasks that maneuver elements must accomplish that the base OPLAN/OPORD does not contain.

• Signal support tasks that signal units supporting maneuver elements are to accomplish only as necessary to ensure unity of effort.

c. Coordinating instructions.

• Critical signal support instructions not already covered in the base OPLAN/OPORD.


• Key times or events critical to INFOSYS and network control procedures.

• Army Battle Command System control procedures.

4. LOGISTICS AND SUSTAINMENT.

5. COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS.

a. Identify C2 systems control hierarchy for the common user network.

b. Identify local area network control procedures for network administration and management.

c. Use appendixes to diagram any changes to standard communications networks.

ACKNOWLEDGE: (if distributed separately from base order).
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ANNEX I (LOGISTICS AND SUSTAINMENT) TO OPERATION ORDER NO ## [code name]—[issuing headquarters]

1. SITUATION.

2. MISSION.

3. EXECUTION.

4. LOGISTICS AND SUSTAINMENT.

a. Materiel and services.

(1) Supply. For each class of supply, list supply point locations and state supply plan and procedures. Post supply point locations to service support matrix and overlay.

(a) Class I (Rations). List ration cycle.

(b) Class II (Organizational clothing and individual equipment and maps). Classified map requests are submitted through S-2/G-2 channels.

(c) Class III (Bulk fuel; package petroleum, oils, and lubricants).

(d) Class IV (Construction and fortification material). List command-controlled items.

(e) Class V (Munitions). List CSRs and procedures to request EOD support.

(f) Class VI (Personal demand items). Health and comfort packs and items normally sold through the exchange service.

(g) Class VII (Major end items). List command-controlled items.

(h) Class VIII (Medical material).

(i) List medical chemical defense material and blood supply requirements.

(j) Class IX (Repair parts). State the approving authority for controlled exchange of parts. List critical shortages and command-controlled items.

(k) Class X (Material for nonmilitary or civil-military operations).

(l) Miscellaneous. Items that are not one of the 10 supply classes. List maps, water, special supplies, and excess and salvage materiel, as applicable.

(2) Transportation. For each subparagraph, identify facility locations, traffic control, regulation measures, MSRs, ASRs, transportation critical shortages, and essential data not provided elsewhere. Post MSRs, ASRs, and transportation nodes to service support overlay. List transportation request procedures.

(a) Land.

(b) Sea.

(c) Air.

(3) Services. Identify services available, the designation and location of units providing them, and the time they are available. List procedures for requesting services by type. Post services information to service support matrix and overlay.

(a) Construction.

(b) Showers, laundry, and clothing repair and light textile repair.

(c) Mortuary affairs.

(d) Food preparation.

(e) Water purification.

(f) Aerial delivery.

(g) Installation service.

(4) Labor.

(5) Maintenance. For each subparagraph, include maintenance priority, location of facilities and collection points, repair time limits at each maintenance level, and evacuation procedures.
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Post maintenance points to service support matrix and overlay.

(a) Air.

(b) Ground.

(c) Watercraft.

b. Health service support. State plan for collection and medical treatment of sick, injured, or wounded US and multinational soldiers, EPW, detained and retained personnel, and when authorized civilians. Discuss support requirements for health service logistics (including blood management), combat operational stress control, preventive medicine, dental services, medical laboratory support, and veterinary services. Post hospital locations and information to service support matrix and overlay.

(1) Evacuation. Medical evacuation. Address the theater evacuation policy, en route care, medical regulating (if appropriate), casualty evacuation, and the medical evacuation

of NBC contaminated casualties.

(2) Hospitalization. Medical treatment and area support. Location of medical treatment facilities, units without organic medical resources requiring support on area basis, procedures for mass casualty operations, and patient decontamination operations. List levels of medical care (I, II, III, IV) by treatment facility.

c. Personnel. Outline plans for unit strength maintenance; personnel management; morale development and maintenance; discipline, law and order; headquarters management; force provider; religious support, legal, and finance support. Post locations and information to service support matrix and overlay.

(1) Unit strength maintenance.

(2) Morale.

d. Foreign nation and host nation support.

e. Miscellaneous. Logistic and personnel reports format usually as per SOP or included in an appendix. List any allocation rules in effect.

5. COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS.

ACKNOWLEDGE: (if distributed separately from base order).
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ANNEX J (Nuclear, Biological, and Chemical Operations) TO OPERATION ORDER NO ## [code name]—[issuing headquarters]

1. SITUATION.

a. Enemy situation.  Address NBC threat, including smoke, flame, and riot-control agents.

b. Friendly situation.

c. Environment. In separate subparagraphs list all critical terrain, weather, and civil considerations that would impact NBC operations. Refer to appropriate annexes as required.

d. Attachments and detachments.

2. MISSION. State the NBC mission in support of this operation.

3. EXECUTION.

a. Scheme of NBC operations. Briefly state the NBC defense operation to be carried out. State smoke synchronization plan.

b. Tasks to subordinate units. Include subordinate and supporting chemical unit tasks, missions, and priorities for NBC reconnaissance, surveillance, & decontamination operations.

c. Coordinating instructions. Address—

• MOPP-level guidance.

• Automatic masking criteria.

• Troop safety criteria.

• Linkup points for decontamination sites.

• Locations of medical facilities conducting patient decontamination and treatment of NBC contaminated casualties.

• Nonmedical soldier support requirements for conducting patient decontamination under medical supervision.

• Turn-in points and procedures for handling chemical and biological samples.

• Civilian and military facilities whose destruction could create militarily significant NBC hazards.

• Operational exposure guidance (if applicable).

• Procedures for limiting electromagnetic pulse effects.

• Identification of designated observer units.

• Identification of procedures for providing support to local populations.

4. LOGISTICS AND SUSTAINMENT. Address—

• Procedures for handling contaminated casualties and processing remains, if not in SOP. State the battlefield interment authority.

• Information on the availability and location of field expedient decontamination supplies, materials, and decontaminants.

• Information about the availability, procedures for distributing, prestock points, and transportation of NBC equipment and chemical defense equipment.

• Procedures for chemical defense equipment push-package concept.

5. COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS.

a. Command. Locations of chemical staffs and subordinate and supporting chemical unit headquarters.

b. Signal.

• Special signal instructions to subordinate and supporting chemical units.
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• Information concerning the NBC warning and reporting system.

• Information concerning dissemination of strike warning messages.

ACKNOWLEDGE: (if distributed separately from base order).
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ANNEX K (PROVOST MARSHAL) TO OPERATION ORDER NO ## [code name]—

[issuing headquarters]

1. SITUATION.

2. MISSION.

3. EXECUTION.

a. Scheme of provost marshal operations.  State the provost marshal concept to employ military

police assets. Focus on the mission, commander’s intent, and guidance; how provost marshal operations support to the fight; and how they are nested.

(1) Maneuver and mobility support.  Outline the circulation control plan. Focus on maneuver unit mobility to minimize interference with movement within and through the rear area. Include the following:

• Route reconnaissance and surveillance (refer to annex L as required).

• MSR regulation enforcement.

• Contamination avoidance.

• Straggler control.

• Dislocated civilian control.

• Tactical and criminal intelligence collecting and reporting (refer to annexes B and L as required).

(2) Area Security. Develop rear area protection plan, including levels II and III response actions (base and base cluster defense); synchronize with the ISR plan. Include the following:

• Security of critical assets.

• Base response force (levels I, II, III).

• Counter-reconnaissance and response force activities.

• Air base defense.

• Counterterrorism and antiterrorism activities.

• Area damage control.

• NBC detection and reporting.

• Force protection/physical security.

(3) Internment and resettlement operations. List locations of EPW, detainee, or internee holding areas. Coordinate with appropriate rear command post or staff element on population data (such as number and location). Plan and direct operations (collection, detention, internment, protection measures, sustainment, and evacuation). Coordination required with the medical command for EPW evacuated through medical channels. Coordinate with G-4/S-4 and host nation as necessary.

(4) Law and order operations. Outline plan to maintain law and order from the rear area forward to maneuver units. Determine investigative assets, develop MP patrol routes. Establish criteria for apprehension and detention of US military prisoners. (5) Police intelligence operations. Outline coordination with criminal investigation division, MP, and MI relative to the collection, integration, and dissemination of police intelligence and information.

b. Tasks to subordinate units. List tasks to be accomplished by general support and direct support units.

c. Coordinating instructions. Include instructions on MP general support missions that apply to two or more subordinate units. Refer to other appendixes or annexes as necessary.

• State required coordination and cooperation among adjacent and other units, and civilian HN agencies, for example, with engineers concerning building and hardening EPW holding area.

• State actions pertaining to rear area force protection that may expand or differ from the SOP.
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4. LOGISTICS AND SUSTAINMENT.

5. COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS.

ACKNOWLEDGE: (if distributed separately from base order).
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ANNEX L (INTELLIGENCE, SURVEILLANCE, AND RECONNAISSANCE) TO OPERATION ORDER NO## [code name]—[issuing headquarters]

1. SITUATION.

a. Enemy Situation. Refer to annex B (Intelligence).

b. Friendly Situation. Refer to base order, annex A (Task Organization), and annex C (Operations).

c. Environment. In separate subparagraphs list all critical terrain, weather, and civil considerations that would impact ISR operations. Refer to appropriate annexes as required.

2. MISSION. State the ISR mission in support of the operation.

3. EXECUTION.

a. Concept of ISR Operations. State the overall reconnaissance objective. Describe the concept of ISR operations to support the commander’s intent and the maneuver plan. The concept of ISR operations expresses how each element of the force will cooperate to accomplish the ISR mission and how it is tied to supporting the unit’s overall operation. Describe how actions of subordinate units and assets fit together by task and purpose. As a minimum, the concept of ISR operations addresses the ISR scheme of maneuver and concept of fires. Refer to appendix 2 (ISR Overlay) to annex L (ISR). Discuss details of the concept of ISR operations in subparagraphs as necessary, based on what the commander considers appropriate, the level of command, and the complexity of ISR operations. Omit unnecessary subparagraphs. The following subparagraphs are examples of what may be required within the concept of ISR operations.

(1) Maneuver. State the scheme of maneuver for ISR units. This paragraph must be consistent with force concept of operations (base order, paragraph 3a) and annex C (Operations). Detail how reconnaissance and surveillance units and assets operate in relation to the rest of the force. State the method reconnaissance forces will use to get to the AO (infiltration, penetration of enemy security zone, passage of lines, and so on). Refer to appendix 1 (ISR Overlay) to annex L; annex C, (Operations), or the base OPLAN/OPORD if required.

(2) Fires. State the concept of fires in support of ISR operations. This subparagraph states which ISR elements have priority of fires. It states the purpose of, priorities for, allocation of, and restrictions for fire support and fire support coordinating measures. Refer to annex D (Fire Support) if required.

(3) Intelligence. State the intelligence system concept for supporting ISR operations. Refer to annex B (Intelligence) if required.

(4) Engineer. Clarify the scheme of engineer support for ISR operations. Indicate priority of effort. Provide priority of mobility and survivability assets as appropriate. Delegate or withhold authority to emplace obstacles. Refer to annex F (Engineer) and other annexes as required.

(5) Air and Missile Defense. State the overall concept of air and missile defense in support of ISR operations. Establish priority of air defense support and provide air defense weapons status and warning status. Ensure airspace coordination measures are published. Include UAV considerations. Refer to annex G (Air and Missile Defense) as required.

(6) Force protection.

(7) Information Operations. State overall concept of synchronizing ISR operations with information operations. Establish priority of support. Refer to annex P (Information Operations) and other annexes as required.

b. Tasks to maneuver units. List by unit ISR tasks not contained in the base order. Refer to appendix 1 (ISR Tasking Plan/Matrix). Tasks may contain collection tasks.
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(1) Collection Tasks to Maneuver Units. Clearly state the tasks and purposes for each maneuver unit supporting ISR execution that reports directly to the headquarters issuing the order. State the reconnaissance objective for the unit. Describe how the unit will get to its assigned area (routes, passage points, infiltration lanes, and so on). Use a separate subparagraph for each maneuver unit. Specific reconnaissance and surveillance tasks locations (NAIs), time, and reporting requirements as identified in appendix 1 (ISR Tasking Plan/Matrix).

(2) ISR Support Tasks to Maneuver Units.

c. Tasks to other combat and combat support units. List by unit ISR tasks not contained in the base order. Refer to appendix 1 (ISR Tasking Plan/Matrix). Tasks may contain collection tasks.

(1) Collection Tasks to CS Units. Use these subparagraphs only as necessary. Clearly state the tasks and purposes each CS unit that supports ISR execution. Specific reconnaissance and surveillance tasks locations (NAIs), time, and reporting requirements as identified in the reconnaissance and surveillance plan or matrix.

(2) ISR Support Tasks to CS Units.

(a) Military Intelligence. Address the function or support roles of MI units, if not clear in the task organization.

(b) Engineer. Annex F (Engineer). List organization for ISR operations, if not in the task organization. Assign priorities of effort and support. Address functions or support roles of organic or attached engineer units if it is not clear in task organization. Clearly state any reconnaissance or surveillance task needed to support ISR operations. Establish priorities of work if not addressed in unit SOPs.

(1) Engineer units, priorities of work.

(2) Environmental considerations.
(c) Fire Support. Refer to annex D (Fire Support). Clearly state any reconnaissance or surveillance task needed to support ISR operations (target acquisition radar, COLTs).

(1) Air support. State allocation of close air support (CAS) sorties, AI sorties and nominations (division). Show tactical air reconnaissance sorties to include UAV missions.

(2) Field artillery support. Cover priorities such as counter-fires or interdiction. State organization for combat, to include command and support relationships only if they are not clear in task organization. Ensure that allocation of fires supports the commander’s concept.

(3) Naval gunfire support.

(4) Fire support coordinating measures.

(d) Air and Missile Defense. Annex G (Air and Missile Defense). Clearly state any reconnaissance or surveillance task needed to support ISR operations (sentinel radar, etc.) Ensure that airspace coordination measures for UAV restricted operating zones is published. Address the following for organic and attached AD units if not addressed in unit SOPs:

(1) Organization for combat.

(2) Missions.

(3) Priorities for protection.

(e) Signal. Address functions or support roles of signal units if it is not clear in task organization. Clearly demonstrate how C4 supports ISR operations (necessary retransmitters). Establish priorities of work if not addressed in unit SOPs. Refer to annex H (C4 Operations).

(f) NBC. Annex J (NBC). Clearly state any reconnaissance or surveillance task needed to support ISR operations (NBC Recon PLT). Assign priorities of effort and support. Address functions or support roles of organic or attached chemical and smoke units if it is not clear in task organization. Establish priorities of work if not addressed in unit SOPs.
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(g) Provost Marshall. Annex K (PM). Clearly state any reconnaissance or surveillance task needed to support ISR operations. Assign priorities of effort and support. Establish priorities of support to enemy prisoner of war (EPW) operations.

(h) Civil-Military Operations. Refer to annex Q if used.

d. Coordinating instructions.

(1) Time or condition. List when a plan or an order becomes effective.

(2) Requirements.

(a) Priority intelligence requirements. List the reconnaissance and surveillance tasks, NAIs, and LTIOV of the PIRs.

(b) Friendly forces information requirements.

(c) Intelligence requirements.

(3) Risk reduction control measures. These are measures unique to this operation and not included in unit SOPs and can include mission-oriented protective posture, operational exposure guidance, troop-safety, vehicle recognition signals, and fratricide prevention measures.

(4) Intelligence coordination measures. These measures include the area of intelligence responsibility, intelligence coordination line/lines, intelligence liaison measures, and special security office arrangements and coordination that effect ISR operations.

(5) Rules of engagement (ROE). Refer to annex E (Rules of Engagement) if required. Include special considerations such as Intelligence Oversight and United States SIGINT Directives (USSID).

(6) Environmental considerations.

(7) Force protection.

(8) Common collection requirements.

(9) Any additional coordinating instructions. List scheduled times for linkups and rehearsals.

4. LOGISTICS AND SUSTAINMENT. State any support requirements (CASEVAC, conventional maintenance, IEW maintenance support required by any non-organic ISR assets operating within a maneuver unit’s AOR). Refer to annexes, if required. Subparagraphs can include:

a. Support concept. State the concept of logistics support to ISR operation. This could include—

• The support concept organized into a framework based on ISR phasing, or presented as before, during, and after operations format.

• A brief synopsis of the support command mission.

• Support command headquarters or support area locations, including locations of the next higher logistic bases if not clearly conveyed in the CSS overlay.

• The commander’s priorities of support.

• Units in the next higher CSS organization supporting the unit.

• The use of HN support.

• Significant or unusual CSS issues that might impact the overall ISR operation.

• Any significant sustainment risks.

• Unique support requirements in the functional areas of manning, arming, fueling, fixing, moving, and sustaining the soldier and his systems.

b. Materiel and services.

c. Medical evacuation and hospitalization (air and ground).

d. Personnel service support.
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5. COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS.

a. Command.

b. Signal.

• State to whom to report collected information and on what nets.

• Outline the retransmission plan to support the operation.

ACKNOWLEDGE: (if distributed separately from base order).
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ANNEX M (REAR AREA AND BASE SECURITY) TO OPERATION ORDER NO## [code name]—[issuing headquarters]

1. SITUATION.

2. MISSION.

3. EXECUTION.

a. Scheme of rear area and base security operations. Describe how the rear area and base security operations will support the overall operation.

(1) Terrain management. Identify areas to be used for reconstitution. State when the rear boundaries will be moved forward.

(2) Security. Identify the tactical combat force, response force, and reaction forces. Describe the counterreconnaissance plan. State how aviation overflights (routine in support of sustaining operations) will be used to provide additional reconnaissance. Identify CI tasks that support threat reduction, location, and identification. Plan for integrating any HN, multinational, or joint force support.

(3) Sustainment. Monitor status of sustaining operations. Position support assets. Identify critical CSS facilities and movements that require priority protection. Plan establishment of forward supply points.

(4) Movements. Monitor administrative and tactical movements in the rear area. Identify choke points that require sustained engineer support. Plan for rerouting Sustainment on MSRs to ensure no interference with tactical unit movements. Plan for tracking of all units—including HN, multinational, and joint—moving through the rear area.

b. Tasks to subordinate units.

• Include tasks for tactical combat forces, military police, and base cluster reaction forces.

• Designate responsibilities for specific units to conduct rear area security.

• Specify tasks to units for intelligence gathering, liaison, response operations, base and base cluster self-defense, and rear area fire support.

• Specify rear CP coordinating tasks for rear area and base security operations.

c. Coordinating instructions.

4. LOGISTICS AND SUSTAINMENT.

5. COMMAND, CONTROL, COMMUNICATIONS AND COMPUTER OPERATIONS.

a. Command.

• Establish the chain of command for the rear CP. Identify base and base cluster commanders and their chains of command.

• Designate the location of the alternate rear CP.

b. Signal.

ACKNOWLEDGE: (if distributed separately from base order).
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ANNEX N (SPACE) TO OPERATION ORDER NO## [code name]—[issuing headquarters]

1. SITUATION.

a. General. Provide enough information about the overall situation to give subordinate and supporting units a clear understanding of the operations contemplated that require space operations support.

b. Enemy. Estimate what the enemy is capable of doing and probably will do with space, air, surface, or subsurface assets to interfere with space operations. envisioned in this plan. Refer to annex B (Intelligence) for amplifying information.

c. Friendly. Identify all available friendly space forces and assets.

d. Environment. In separate subparagraphs list all critical terrain, weather, and civil considerations that would impact space operations. Refer to appropriate annexes as required.

d. Assumptions. State assumptions not included in the base plan relating to friendly, enemy, or third-party capabilities that may affect, negate, or compromise space capabilities. If any assumptions are critical to success, indicate alternative COAs.

2. MISSION. State the space support mission in support of the operations.

3. EXECUTION.

a. Concept of Operations. State the general concept of space operations. Briefly describe how they fit into the overall operation, or refer to the base plan. Emphasize aspects of the base plan that require space support and that may affect space capabilities. State OPSEC planning guidance for tasks assigned in this annex. Cross-reference other OPSEC planning guidance for functional areas addressed in other annexes.

b. Space Activities. Identify space activities required to support the operation, including the following areas as applicable:

(1) Communications. Space operations needed to support communications plans as described in annex H (C4 Operations).

(2) Environmental. Meteorological, oceanographic, geodetic, and other environmental support information provided by space assets that affect space, air, surface, and subsurface activities and assets.

(3) Navigation. Navigational capabilities that aid transit of ships, aircraft, personnel, or spacecraft and help determine courses and distances traveled and position locations.

(4) Surveillance. Information about friendly and enemy forces within or outside the AO that aid in operations and force positioning. Refer to annex B (Intelligence) and

annex L (ISR).

(5) Tactical Warning. Notification of enemy ballistic missile or space-weapon attacks that can be evaluated from available sensor and intelligence sources and could affect the AO. Refer to annex B (Intelligence).

(6) Space Control. Space-related activities—whether performed by space, air, or

surface assets—that assure friendly forces of unrestricted use of space and space

assets, and deny it to enemy forces.

(7) Nuclear Detonation. Address notification of detected nuclear detonations that might affect the operation and require evaluation as to weapon yield and location. Refer to annex B (Intelligence).

(8) Friendly Missile Impact. Address notification of friendly ballistic missile launches that might affect the AO and that require early warning of affected friendly forces and estimated points of impact. Establish provisions to provide expeditious dissemination of this information throughout the AO.
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(9) Enemy Space Activity. Address notification of space-related activities undertaken by the enemy that would affect friendly operations. Include notice of enemy space assets observing friendly forces. Include notice of other hostile space activities that deny unrestricted friendly access to space,

deny the full capabilities of friendly space assets, or restrict friendly surface resources required by those space assets. Refer to annex B (Intelligence).

(10) Electronic Warfare. Identify space activities that support EW. Clearly state the contributions that space systems make to EW. Reference to appendix 4 (EW) to annex P (IO) may be sufficient.

b. Tasks and Responsibilities. In separate numbered subparagraphs, assign individual tasks and responsibilities to each subordinate unit, supporting command, or agency that supports the operation. For each task, provide enough detail to assure all essential elements are described properly.

c. Coordinating Instructions. Provide guidance common to two or more components, subdivisions, or agencies.

4. LOGISTICS AND SUSTAINMENT. Provide broad guidance concerning administrative and logistic support for space operations. Address support of mobile and fixed space assets within the theater, or refer to the appropriate annex. Reference to annex I (Service Support) may suffice.

5. COMMAND, CONTROL, COMMUNICATIONS AND COMPUTER OPERATIONS.

a. Command. Indicate any difference between command channels for space operations and command relationships established in annex A (Task Organization). If applicable, state requirements for headquarters augmentation with space operations personnel. Refer to the appropriate sections of annex H (C4) or the base plan for general C2 support of space activities.

b. Signal. Summarize requirements for general C4 support of space activities. Refer to appropriate sections of annex H (C4 Operations).
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ANNEX O (ARMY AIRSPACE COMMAND AND CONTROL) TO OPERATION ORDER NO## [code name]—[issuing headquarters]

1. SITUATION. Include information affecting A2C2 that is not included in paragraph 1 of the base order and annex G (Air Defense), or that requires expansion.

a. Enemy forces.

(1) List known and templated ADA locations and enemy air corridors.

(2) List significant enemy maneuver capabilities that affect A2C2 operations.

b. Friendly forces. Note additional airspace users—including Air Force, Navy, Marine, coalition ADA, FA, and UAV—that affect the scheme of maneuver.

c. Environment. In separate subparagraphs list all critical terrain, weather, and civil considerations that would impact A2C2 operations. Refer to appropriate annexes as required.

2. MISSION.

3. EXECUTION.

a. None.

b. None.

c. Coordinating instructions.

• Identify routes and corridors (such as minimum-risk routes, low-level transit routes, standard-use routes, unmanned aerial vehicle (UAV) operating areas, restricted operations zones, Air Force routes, and coordination requirements).

• Identify fire support coordination measures that affect airspace users.

• List areas of large area smoke operations.

4. LOGISTICS AND SUSTAINMENT.

5. COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS.
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ANNEX P (INFORMATION OPERATIONS) TO OPERATIONS ORDER NO## [code name]—[issuing headquarters]

1. Situation

a. Enemy. Describe how, when, where, and why the enemy force will operate in the information environment. Describe likely objectives and activities. Identify how information systems will be employed and to what extent the enemy will conduct deliberate, coordinated operations to affect the information environment. Describe populace and third party perceptions, awareness and understand. Refer to annex B (Intelligence) as required.

(1). Enemy IO capabilities.

(a.) Identify enemy IO elements. Describe the enemy’s decision-making structure and characteristics. Identify decision-makers and their personal attributes.

(b) Identify enemy vulnerabilities.

(c) Identify enemy capabilities to degrade friendly C2. List assets, systems, and functions required by the enemy force to execute its mission.

(d) Identify the enemy situation, force disposition, intelligence elements and possible actions. Identify those aspects of the information environment that favor the enemy.

(e) Identify specific information that bears directly on the planned IO.

b. Friendly.

(1) Identify friendly forces IO capabilities. to operate in the information environment.

(2) Identify IO assets needed to attack enemy targets.

(3) Identify the friendly forces that will directly affect IO.

(4) Identify the critical limitations of planned IO.

(5) Identify potential conflicts within the friendly electromagnetic spectrum especially if conducting joint or multinational operations. Identify, deconfliction methods and priority

of spectrum distribution.

(6) Address each IO element’s capabilities and vulnerabilities in separate subparagraphs.

(7) List constraints on friendly IO.

(8) Identify friendly vulnerabilities to enemy and third party actions in the information environment.

c. Environment.

(1) Terrain. Refer to annex F (Engineer) as required. Describe and identify significant terrain that effects IO.

(2) Weather. Refer to annex B (Intelligence) as required. List weather aspects that affect each IO element.

(3) Civil Considerations. Refer to annex Q (Civil-Military Operations) as required.

(a) Identify key people, organizations, and groups in the AO that will operate in the information environment to affect friendly and enemy operations.

(b) Describe likely objectives and activities of these key people, organizations, and groups in the AO that will affect IO.

d. Information Environment. Identify significant characteristics of the information environment to include the following:

(1) Populace, and civil infrastructure.

(2) Information content, flow, and distribution.

(3) Populace and third party perceptions, awareness and understanding.

(4) Identify those aspects of the information environment that favor all other persons on the battlefield.

_____________

(Classification)

_____________

(Classification)

ANNEX P (INFORMATION OPERATIONS) TO OPERATIONS ORDER NO## [code name]—[issuing headquarters]

e. Attachments and Detachments. List IO assets that are attached or detached. List IO resources available from higher headquarters.

2. MISSION. State the mission of IO in support of the operation.

3. EXECUTION.

a. Concept of Support.

(1) Describe the IO concept of support. This is a clear, concise statement ofwhere, when, and how the commander intends to focus information operations and howit supports the commanders intent. A complex IO concept of support may require aschematic to show IO objective–IO task relationships.

(2) Describe the IO objectives. These are clearly defined, obtainable effects that the commander intends to achieve using IO elements/related activities.

(3) Describe IO tasks. These are tasks developed to support accomplishment of one or more IO objectives. Sequence key tasks by phase.

(4) Place details of each IO element in a separate subparagraph. Use appendixes if necessary.

(5) Explain how IO will help achieve information superiority at the operations decisive points.

(6) Refer to appendix 5 (IO Execution Matrix) to annex P to clarify the timing relationships among IO tasks.

(7) Use other annexes and appendixes as necessary.

(8) Place details in element subparagraphs that describe each element’s role and priorities in information operation.

(a) Operations Security. State how OPSEC tasks will deny the enemy knowledge of the EEFI of the operation. Synchronize this element with the other IO elements. Refer to appendix 1, Operations Security, for detailed information.

(b) Psychological Operations. State how the PSYOP tasks will degrade, disrupt, deny, or influence the enemy to support the accomplishment of the operation. Identify the audiences and desired effects, in priority, for PSYOP to support the commander’s intent. Synchronize this element with the other IO elements. Refer to appendix 2 (PSYOP) for detailed information.

(c) Military Deception. State how the MILDEC tasks will deceive and influence the enemy. State how MILDEC support accomplishment of the operation. Synchronize this element with the other IO elements. Refer to appendix 3 (Military Deception) for detailed information.

(d) Electronic Warfare. State how the EW tasks will degrade, disrupt, deny, and deceive the enemy. State the defensive and offensive EW measures. Identify target sets and effects, by priority, for EW operations. State how EW supports accomplishment of the operation. Synchronize this element with the other IO elements. Refer to appendix 4 (Electronic Warfare) for detailed information.

(e) Computer Network Operations. For echelons above corps or a corps/division designated as a JTF, stating CNO requirements is appropriate. For a corps or lower echelon unit that is not designated as a JTF, CNO is not appropriate. In the case of a JTF, the CNO paragraph or appendix states CNO tasks in terms of CNA, CND, and CNE (as in the following paragraphs).

(f) Computer Network Attack. State how the CNA tasks will destroy, degrade, disrupt, and deny the enemy. Identify target sets and effect, by priority, for CNA. If appropriate, state how CNA supports accomplishment of the operation. Synchronize this element with the other IO elements. Pass 

_____________

(Classification)

_____________

(Classification)

ANNEX P (INFORMATION OPERATIONS) TO OPERATIONS ORDER NO## [code name]—[issuing headquarters]

request for CNA to higher headquarters for approval and implementation.

(g) Computer Network Defense. State how CND will protect and defend computer networks. State how CND supports accomplishment of the operation. Synchronize this element with the other IO elements. Refer to annex H, Command, Control, Computer, and Communications, for detailed information.

(h) Computer Network Exploitation. For echelons above corps or a corps/division designated as a JTF, stating CNE requirements is appropriate. For a corps or lower echelon unit that is not designated as a JTF, CNE is not appropriate. In the case of a JTF, the CNE paragraph or appendix states the CNE tasks. Synchronizes CNE with other IO elements. Pass requests for CNE to higher headquarters for approval and implementation.

(i) Physical Destruction. State how the physical destruction tasks will destroy, degrade, disrupt, and deny the enemy. Identify target sets and effects, by priority, for physical destruction. State how physical destruction used in the IO role supports accomplishment of the operation. Synchronize this element with the other IO elements. Refer to annex D (Fire Support) for detailed information.

(j) Information Assurance. State how the IA tasks will deny the enemy access to the friendly C2 system. Identify the information and INFOSYS for protection. State how IA supports accomplishment of the operations. Synchronize this element with

the other IO elements. Refer to annex H (Command, Control, Computer, and Communications) for detailed information.

(k) Physical Security. State how the physical security tasks will deny the enemy information about the command. The state of the physical security needs to support IO. Synchronize this element with other IO elements. Refer to annex K (Provost Marshal) for detailed information.

(l) Counterintelligence. State how the counterintelligence tasks will degrade, disrupt, deny, and exploit the enemy. Identify the units for protection. State how CI supports the core elements of IO in accomplishing the mission. Synchronize this element with the other IO elements. Refer to annex B (Intelligence) for detailed counterintelligence information.

(m) Counterdeception. State how the counterdeception tasks will disrupt, deny, and exploit the enemy. Identify the units for protection. State how counterdeception will support the accomplishment of the operation. Synchronize this element with the other IO elements. Refer to annex B (Intelligence) for detailed counterdeception information.

(n) Counterpropaganda. State how the counterpropaganda objectives and counterpropaganda tasks will degrade, disrupt, deny, and exploit the enemy based on the approved COA. Identify the units for protection. Synchronize this element with the other IO elements. Refer to appendix 2 (PSYOP) for detailed counterpropaganda information.

(o) Civil-Military Operations. CMO is a related activity to IO. State how CMO supports the elements of IO in its concept of support to the operation. State how IO supports the acomplishment of CMO. See annex Q (Civil Military Operations) for detailed information.

(p) Public Affairs. PA is a related activity to IO. State how PA supports the elements of IO in its concept of support to the operation. State how IO supports the accomplishment of PA. See annex R (Public Affairs) for detailed information.

b. Tasks to Subordinate Units.

(1) List IO tasks to maneuver units.

(2) List IO tasks to PSYOP units.

(3) List tasks to EW units.

(4) List IO tasks to counterintelligence units.

_____________

(Classification)

_____________

(Classification)

ANNEX P (INFORMATION OPERATIONS) TO OPERATIONS ORDER NO## [code name]—[issuing headquarters]

c. Instructions to IO Cell.

(1) List members of IO cell if not covered in SOP.

(2) State non-SOP tasks assigned to the IO cell.

d. Coordinating Instructions. Include only IO instructions not already covered in the base OPLAN/OPORD common to two or more units. State ROE for each IO element. Do

not include SOP information. List constraints not contained in the concept of support.

4. LOGISTICS AND SUSTIANMENT. Identify requirements for supply distribution, transportation, and HN support pertaining to IO as a whole. Identify service support to individual IO elements their respective appendixes or annexes.

5. COMMAND, CONTROL, COMMUNICATIONS AND COMPUTER OPERATIONS. Significant command and signal information related to IO is normally covered in the body of the order. This paragraph covers arrangements needed to exchange information among IO elements.

ACKNOWLEDGE: (if distributed separately from base order).


[Authenticator’s last name]


[Authenticator’s rank]

APPENDIXES (See FM 3-13 for appendix formats):

Appendix 1 (OPSEC)

Appendix 2 (PSYOP)

Appendix 3 (Military Deception)

Appendix 4 (Electronic Warfare)

Appendix 5 (IO Execution Matrix)

DISTRIBUTION: (if distributed separately from base order).

_____________

(Classification)

_____________

(Classification)

Include heading if annex distributed separately from base OPLAN/OPORD.

ANNEX Q (CIVIL-MILITARY OPERATIONS) TO OPERATION ORDER NO## [code name]—[issuing headquarters]

1. SITUATION.

a. Enemy Forces. State actual/potential nonmilitary threats to the force, the civil populace and government, and to mission accomplishment. Refer to annex B (Intelligence) as required.

b. Friendly.

(1). State the CMO concept of higher headquarters.

(2). State the CMO concept of adjacent headquarters.

c. Civil Considerations. Describe the major strengths and vulnerabilities of civil components of the AO and how they relate to the overall mission. Describe the general civil situation in terms of ASCOPE, as analyzed by the CMO Estimate.

(1) Areas: Include those key aspects of the commander's battlespace, such as political boundaries, centers of government, open areas for possible temporary settlement, agricultural and mining regions, and other significant geographic and economic features.

(2) Structures: Include structures such as cultural sites, facilities with practical applications, jails, warehouses, schools, power plants, water purification plants, radio and TV antennas.

(3) Capabilities: An allied or adversaries’ ability to provide services (for example, policing, emergency and routine medical services, temporary shelters, public administration, and reestablishing industrial and agricultural capacity).

(4) Organizations: Locations and meeting cycles of key international organizations and NGOs, governing bodies, health services, legal and law enforcement, religious groups, fraternal groups, multinational corporations.

(5) People: Include key personnel and linkage to the population, leaders, figureheads, clerics, SMEs (sewage plant operators, public utilities), and demobilized soldiers. Cultural information that impacts on the relationship between the populace and military forces.

(6) Events: Cycles and seasons (harvest and planting seasons), significant weather events, elections, school year, fiscal year, holidays (religious periods, traditional vacation times).

d. Attachments and detachments.

2. MISSION. State the mission of CMO in support of the operation.

3. EXECUTION.

a. Scheme of CMO. Describe the concept of CMO to support the commander's intent and the maneuver plan. Tie in critical CMO tasks by phase to focus CMO.

b. Tasks to subordinate units. List CMO tasks that specific units are to accomplish that the base order does not contain. List CMO tasks that CA units supporting maneuver elements are to accomplish only as necessary to ensure unity of effort.

c. Coordinating Instructions. Place instructions and details of coordination that apply to two or more subordinate units not covered by SOP. This includes CMO policy statements, special reporting procedures, and MOE.

4. LOGISTICS AND SUSTAINMENT. Include any logistical support not covered in Annex I (Logistics and Sustainment). This can include handling of resources from outside military for use in CMO efforts.

5. COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS.

a. Command. Locations of CMO staffs, CMOCs and subordinate and supporting CA unit headquarters.

_____________

(Classification)

_____________

(Classification)
ANNEX Q (CIVIL-MILITARY OPERATIONS) TO OPERATION ORDER NO## [code name]—[issuing headquarters]

b. Signal. Designate reporting functions for units assigned CMO tasks and CA units.

ACKNOWLEDGE: (if distributed separately from base order).


[Authenticator’s last name]


[Authenticator’s rank]

APPENDIXES:

Include specific diagrams, overlays and plans on each key CMO task if too large for annex

base (for example, DC Plan, FHA, or MCA)

Appendix 1 (Cultural study/country study)

Appendix 2 (CMO Synchronization Matrix)

_____________

(Classification)

_____________

(Classification)

Include heading if annex distributed separately from base OPLAN/OPORD.

ANNEX R (PUBLIC AFFAIRS) TO OPERATION ORDER NO## [code name]—[issuing headquarters]

1. SITUATION. Include information affecting public affairs (PA) operations not included in the OPLAN/OPORD. Identify the impact of media and news technology on unit ability to complete its mission. Identify any higher and adjacent unit PA plans. Identify PA resources and news media attached and detached with effective times.

2. MISSION.

3. EXECUTION. State the proposed PA operations. Establish priorities. Define requirements for media liaison, particularly with any foreign news agencies.

4. LOGISTICS AND SUSTAINMENT.

5. COMMAND, CONTROL, COMMUNICATIONS, AND COMPUTER OPERATIONS. Designate the reporting functions for PA activities.

ACKNOWLEDGE: (if distributed separately from base order).


[Authenticator’s last name]


[Authenticator’s rank]

DISTRIBUTION: (if distributed separately from base order).

_____________

(Classification)
SECTION 5-A: TYPES OF MILITARY BRIEFINGS

1. Information - The information briefing is intended to inform the listener and to gain his understanding. The briefing does not include conclusions and recommendations, nor require decisions. The briefing deals primarily with facts. The briefer states that the purpose of the briefing is to provide information and that no decision is required. The briefer provides a brief introduction to define the subject and to orient the listener and then presents the information. Examples of an information briefing are information of high priority requiring immediate attention; information of a complex nature, such as complicated plans, systems, statistics, or charts, requiring detailed explanation; and controversial information requiring elaboration and explanation

2. Decision - The decision briefing is intended to obtain an answer or a decision. It is the presentation of a staff officer's recommended solution resulting from analysis or study of a problem or problem area. Decision briefings vary as to formality and detail depending on the level of command and the decision maker's knowledge of the subject (the problem or problem area). In situations where the person receiving the briefing has prior knowledge of the problem and some information relating to it, the briefing normally is limited to a statement of the problem, essential background information, and a recommended solution.

However, the briefer must be prepared to present his assumptions, facts, alternative solutions, reason for choosing the recommended solution, and the coordination involved. If the person who is being briefed is unfamiliar with the problem and the facts surrounding it, then a more detailed briefing is necessary. In this case, the briefing should include any assumptions used in analyzing the problem, facts bearing on the problem, a discussion of the alternatives, the conclusions, and the coordination involved. The staff study format provides a logical sequence for presenting a detailed decision briefing.

 

At the outset of the briefing, the briefer must state that he is seeking a decision. At the conclusion of the briefing, if the briefer does not receive a decision, he asks for it. The briefer should be certain that he understands the decision thoroughly. If he is uncertain, he asks for clarification. In this regard, a precisely worded recommendation that may be used as a decision statement, once approved by the commander, assists in eliminating possible ambiguities. Following the briefing, if the chief of staff (executive officer) is not present, the briefer informs the SGS or other appropriate officer of the commander's decision.

3. Mission - The mission briefing is used under operational conditions to provide information, to give specific instructions, or to instill an appreciation of a mission. It is usually presented by a single briefing officer, who may be the commander, an assistant, a staff officer, or a special representative. This depends on the nature of the mission or the level of the headquarters. In an operational situation or when the mission is of a critical nature, it may become necessary to provide individuals or smaller units with more data than plans and orders provide. This may be done by means of the mission briefing. The mission briefing reinforces orders, provides more detailed requirements and instructions for each individual, and explains the significance of each individual role.

4. Staff - The staff briefing is intended to secure a coordinated or unified effort. This may involve the exchange of information, the announcement of decisions within a command, the issuance of directives, or the presentation of guidance. The staff briefing may include characteristics of the information briefing, the decision briefing, and the mission briefing. Attendance at staff briefings varies with the size of the headquarters, the type of operation being conducted, and the personal desires of the commander. Generally, the commander, deputies or assistants, chief of staff (executive officer), and coordinating and special staff officers attend. Representatives from major subordinate commands may be present. The chief of staff (executive officer) usually presides over the staff briefing. He calls on staff representatives to present matters that interest those present or that require coordinated staff action. Each staff officer is prepared to brief on his area of responsibility. In garrison, staff briefings are often held on a regularly scheduled basis. In combat, staff briefings are held when required by the situation. The presentation of staff estimates culminating in a commander's decision to adopt a specific course of action is a form of staff briefing. In this type of briefing, staff officers involved follow the general pattern prescribed for the staff estimate being presented.

SECTION 5-B: BRIEFING STEPS

A briefing assignment has four steps:

 

· Analyze the situation. This includes analyzing the audience and the occasion by determining—

· Who is to be briefed and why?

· How much knowledge of the subject does the audience have?

· What is expected of the briefer?

 

Before briefing an individual the first time, the briefer should inquire as to the particular official's desires. The briefer must understand the purpose of the briefing. Is he to present facts or to make a recommendation? The purpose determines the nature of the briefing. The time allocated for a briefing will dictate the style, physical facilities, and the preparatory effort needed. The availability of physical facilities, visual aids, and draftsmen is a consideration. The briefer prepares a detailed presentation plan and coordinates with his assistants, if used. The preparatory effort is carefully scheduled. Each briefer should formulate a "briefing outline”. The briefer initially estimates the deadlines for each task. He schedules facilities for practice and requests critiques.

 

Construct the briefing. The construction of the briefing will vary with its type and purpose. The analysis provides the basis for this determination. The following are the major steps in preparing a briefing: 

· Collect material.

· Know the subject thoroughly

· Isolate the key points.

· Arrange the key points in logical order.

· Provide supporting data to substantiate validity of key points.

· Select visual aids.  Note: If producing PowerPoint slides, follow the following rules --
· Font: Arial (easiest to read)

· Font Size 

· Title (36-40pt)

· Body ((28-32pt) avoid < 18pt)

· Font colors should contrast greatly with background (no dark on dark)
· Background elements:

· Colors – Standardized at the unit level (FACCC standard is blue)
· Textures – Standardized at the unit level (if not specified, do not use)
· Graphic elements – Standardized at unit level (i.e. watermarks, transparent photos, etc.)
· Positions of Placeholders: (should be arranged to facilitate the use of a master slide)
· Titles

· Text

· Slide #’s

· etc.
· Establish the wording.

· Rehearse before a knowledgeable person who can critique the briefing.

Deliver the briefing. A successful briefing depends on how it is presented. A confident, relaxed, forceful delivery, clearly enunciated and obviously based on full knowledge of the subject, helps convince the audience. The briefer maintains a relaxed, but military bearing. He uses natural gestures and movement, but he avoids distracting mannerisms. The briefer's delivery is characterized by conciseness, objectivity, and accuracy. He must be aware of the following: 

· The basic purpose is to present the subject as directed and to ensure that it is understood by the audience.

· Brevity precludes a lengthy introduction or summary.

· Logic must be used in arriving at conclusions and recommendations.

· Interruptions and questions may occur at any point. If and when these interruptions occur, the briefer answers each question before proceeding or indicates that the questions will be answered later in the briefing. At the same time, he does not permit questions to distract him from his planned briefing. If the question will be answered later in the briefing, the briefer should make specific reference to the earlier question when he introduces the material. The briefer must be prepared to support any part of his

 

Follow-up. When the briefing is over, the briefer prepares a memorandum for record (MFR). This MFR should record the subject, date, time, and place of the briefing and ranks, names, and positions of those present. The briefing's substance is concisely recorded. Recommendations and their approval, disapproval, or approval with modification are recorded as well as any instruction or directed action. This includes who is to take action. When a decision is involved and doubt exists about the decision maker's intent, the briefer submits a draft of the MFR to him for correction before preparing it in final form. The MFR is distributed to staff sections or agencies that must act on the decisions or instructions contained in it or whose operations or plans may be influenced. 



SECTION 5-C: THE BRIEFING OUTLINE

1.  Analysis of the Situation 

a. Audience. 

(1) How many are there? 

(2) Nature. 

(3) Who composes the audience? Single or multi-service? Civilians? Foreign nationals? 

(4) Who are the ranking members? 

(5) What are their official positions? 

(6) Where are they assigned? 

(7) How much professional knowledge of the subject do they have? 

(8) Are they generalists or specialists? 

(9) What are their interests? 

(10) What are their personal preferences? 

(11) What is the anticipated reaction? 

b. Purpose and type. 

(1) Information briefing (to inform)? 

(2) Decision briefing (to obtain decision)? 

(3) Mission briefing (to review important details)? 

(4) Staff briefing (to exchange information)? 

c. Subject. 

(1) What is the specific subject? 

(2) What is the desired coverage? 

(3) How much time will be allocated? 

d. Physical facilities. 

(1) Where will the briefing be presented? 

(2) What arrangements will be required? 

(3) What are the visual aid facilities? 

(4) What are the deficiencies? 

e. What actions are needed to overcome deficiencies? 

 

2. Schedule of Preparatory Effort 

a. Complete analysis of the situation. 

b. Prepare preliminary outline. 

c. Determine requirements for training aids, assistants, and recorders. 

d. Edit or redraft. 

e. Schedule rehearsals (facilities, critiques). 

f. Arrange for final review by responsible authority. 

 

3. Constructing the Briefing 

a. Collect material. 

b. Research. 

c. Become familiar with subject. 

d. Collect authoritative opinions and facts. 

e. Prepare first draft. 

f. State problem (if necessary). 

g. Isolate key points (facts). 

h. Identify courses of action. 

i. Analyze and compare courses of action. State advantages and disadvantages. 

j. Determine conclusions and recommendations. 

k. Prepare draft outline. 

l. include visual aids. 

m. Fill in appropriate material. 

n. Review with appropriate authority. 

4. Revise first draft and edit. 

a. Make sure that facts are important and necessary. 

b. Include all necessary facts. 

c. Include answers to anticipated questions. 

d. Polish material. 

f. Plan use of visual aids. 

g. Check for simplicity--readability. 

h. Develop method for use. 

5. Practice. 

a. Rehearse (with assistants and visual aids). 

b. Polish. 

c. Isolate key points. 

d. Commit outline to memory. 

e. Develop transitions. 

f. Use definitive words. 

 

6. Follow-Up 

a. Ensure understanding. 

b. Record decision. 

c. Inform proper authorities. 



SECTION 5-D: THE INFORMATION BRIEFING

Purpose: To only convey information geared toward a specific purpose or event.  Used when decisions are not being made.  An information briefing is usually given to a broad audience in order to get everyone on the same sheet of music (i.e. Mission Analysis Briefing, Staff Call, or In-Progress Review (IPR)).

Format:

1. Introduction.

a. Greeting.  Address the person(s) being briefed. Identify yourself and your organization.
"Good morning, General Smith. I'm Captain Jones, the S3 of the 1st Bn 28th Artillery.

b. Type and Classification of Briefing.  "This is a SECRET information briefing."  "This is an UNCLASSIFIED decision briefing."

c. Purpose and Scope.  Give the big picture first.  Explain the purpose and scope of your briefing.  "The purpose of this briefing is to bring you up to date on our battalion's General Defense Plan.  "I will cover the battalion's action during the first 72 hours of a general alert."

d. Outline or Procedure.  Briefly summarize the key points and your general approach.  Explain any special procedures (demonstrations, displays, or tours). "During my briefing, I'll discuss the six phases of our plan. I'll refer to maps of our sector, and then my assistant will bring out a sand table to show you the expected flow of battle." 

 

2. Body.

a. Arrange the main ideas in a logical sequence.

b. Use visual aids correctly to emphasize your main ideas.

c. Plan effective transitions from one main point to the next.

d. Be prepared to answer questions at any time. 

 

3. Closing.

a. Ask for questions.

b. Briefly recap your main ideas and make a concluding statement.

c. Announce the next speaker. 
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52d Infantry Division (Mech) & Fort Riley

Generic Information Briefing Format

52

3d Quarter FYww Safety

and

Occupational Health Review

Fort Riley Installation Activities

Mr. Herbert Smith

Fort Riley Safety Office

1

52d Infantry Division (Mech) & Fort Riley

Generic Information Briefing Format

52

Purpose

To inform the Garrison Commander of the safety

posture for 3d Qtr, FYww, and the ongoing risk

reduction measures for Fort Riley’s installation

activities.

2

52d Infantry Division (Mech) & Fort Riley

Generic Information Briefing Format

52

•Army Regulation (AR) 385-10, 23 May 1988,

The Army Safety Program

•Fort Riley Regulation (FRR) 385-10,

   17 April 20ww, Unit Safety Program and Risk

Management

•http://safety.army.mil

•www.osha.gov

References

3

52d Infantry Division (Mech) & Fort Riley

Generic Information Briefing Format

52

•Ft. Riley Safety Office Goals

•Safety Management System Components

•Accident Profile for 3d Quarter, FYww

•Analysis of Accident Profile

•Safety and Occupational Health Proposed

Inspections

•Anticipated “High Risk” Training Events

•Summary

•Conclusion

Outline

4

Information Briefing Format

Information Briefing Format
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52d Infantry Division (Mech) & Fort Riley

Generic Information Briefing Format

52

Ft. Riley Safety Office Goals

•  Assists with the integration of safety and 

occupational health (SOH)/risk management 

 

•  Conducts SOH/risk management training for 

all units and activities

•  Analyzes accident profiles 

•  Recommends risk reduction measures

5

52d Infantry Division (Mech) & Fort Riley

Generic Information Briefing Format

52

•  Emphasize system integration

•  Implement successful countermeasures 

•  Train leaders-the key to success

Safety Management System

Components

6

52d Infantry Division (Mech) & Fort Riley

Generic Information Briefing Format

52

Profile for Activities-3d Qtr, FYww

(1 of 2)

Category

Activity

DEH

DOIMDPTMDOLDPCADSECOther

Sub-

Total

Class A

Class B

Mech Failures

w/ Damages

Total # of

Accidents &

Failures

1 0 0 0 0 0 0 1

2 0 0 13 0 1 0 16

5 1 11 18 6 3 6 50

8 1 11 31 6 4 6 67

7

52d Infantry Division (Mech) & Fort Riley

Generic Information Briefing Format

52

Analysis:

•  Accidents increased:  35 in 2d Qtr, FYww

67 in 3d Qtr, FYww

•  DOL had an increase in accidents with 5-ton

DeLorean 500 truck fleet.

•  DOIM accident rate is an “all-time” low.

Profile for Activities-3d Qtr, FYww

(2 of 2)

8
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52d Infantry Division (Mech) & Fort Riley

Generic Information Briefing Format

52

•  Accidents increased for installation activities.

•  Training leaders to identify and mitigate risks is

key to reducing accidents.

•  Key concerns for the coming quarter:

-  Cold weather.

-  High risk training events (e.g., CALFEX).

•  Safety Office is available to assist.

Summary

13

52d Infantry Division (Mech) & Fort Riley

Generic Information Briefing Format

52

Questions?

Questions?

52d Infantry Division (Mech) & Fort Riley

Generic Information Briefing Format

52

“Our goal is to provide the 52d Infantry

Division (Mech), its soldiers, and civilians with

the best resources for risk analysis and risk

reduction.  Make safety a way of life for this

command.”

MG Starrs

Division Commander

12 August 20ww

Conclusion

14




SECTION 5-E: THE DECISION BRIEFING

Introduction.

Military greeting.

Statement of the type, classification, and purpose of the briefing.

A brief statement of the problem to be resolved.

The recommendation. 

 

Body.

Key facts bearing upon the problem.

Pertinent facts that might influence the decision.

An objective presentation of both positive and negative facts.

Necessary assumptions made to bridge any gaps in factual data.

Courses of Action.  A discussion of the various options that can solve the problem.

Analysis.

The criteria by which you will evaluate how to solve the problem (screening and evaluation).

A discussion of each course of action's relative advantages and disadvantages.

Comparison.  Show how the courses of action rate against the evaluation criteria. 

Conclusion. Describe why the selected solution is best. 

Questions. 

Restatement of the Recommendation so that it only needs approval/disapproval. 

 

Request a decision. 
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Installation Cargo Truck

Decision Briefing

CPT Ben A. Soldier

1

52d Infantry Division (Mech) & Fort Riley

Generic Decision Briefing Format

52

To gain your decision on the best 5-ton

cargo truck for Ft. Riley to purchase

during FYyy to replace the Directorate

of Logistics’ aging fleet.

Purpose

Purpose

2
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52

To determine the best 5-ton cargo truck

for Ft. Riley to purchase during FYyy to

replace the Directorate of Logistics’

aging fleet.

Problem

Problem

3

52d Infantry Division (Mech) & Fort Riley

Generic Decision Briefing Format

52

Navistar Model NVD440 is the best

truck for Ft. Riley to purchase during

FYyy.

Recommendation

Recommendation

4
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52

Unit/Person  Results

DOL, Mr. Counts Concur

DEH, Mr. Diller Concur

DPTM, Mr. Hellion Concur

Safety, Ms. Nelson Concur

CPO, Mr. Cleaver Nonconcur

Prior Coordination

Prior Coordination

5

52d Infantry Division (Mech) & Fort Riley

Generic Decision Briefing Format

52

•Background

•Facts Bearing on the

      Problem

•Assumptions

•Discussion

•Courses of Action (COA)

•Screening  Criteria

•Screened Out COAs

•Surviving COAs

•Evaluation Criteria

•Priority of Criteria

•Analysis of each COA

•Comparison of COAs

•Conclusion

•Recommendation

•Decision

Outline

Outline

6
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• DOL’s 5-ton truck fleet of 14 trucks

averages 28 years old.

•  Safety and reliability are decreasing.

•  Maintenance costs are increasing.

•  The Garrison Commander directed a

study to determine the best 

replacement 5-ton truck.

Background

Background

7
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52

•  Reported vehicle costs stay constant.

•  No more funds will become available.

•  New annual repair part costs < current annual

repair part costs.

•  MPG and MTBF reflect the majority of

OPTEMPO costs.

•  “Local purchase” means < 150 miles from Ft.

Riley.

Assumptions

Assumptions

12

52d Infantry Division (Mech) & Fort Riley

Generic Decision Briefing Format

52

Cost:  Must not be > $44,000 per vehicle.

Buy American:  Total component costs

must be > 50% American made.

Screening Criteria

Screening Criteria

15

52d Infantry Division (Mech) & Fort Riley

Generic Decision Briefing Format

52

Advantages:

MPG -- 20 (> 12 MPG)

MTBF -- 150 (> 132 hours)

Warranty -- 2 (> 2 years)

Disadvantages:

Cost -- $42,000 (< $38,600)

Analysis of Navistar

Analysis of Navistar

23

52d Infantry Division (Mech) & Fort Riley

Generic Decision Briefing Format

52

Garrison Commander:

•  Local purchase if possible.

•  Is concerned most about initial cost.

•  Also wants a low OPTEMPO cost.

•  Prefers driver-side air bag for safety.

 DOC:

•  New vehicle must conform to Buy American 

Act (> 50% American).

Facts Bearing on the Problem

(1 of 4)

Facts Bearing on the Problem

(1 of 4)

8

52d Infantry Division (Mech) & Fort Riley

Generic Decision Briefing Format

52

Navistar: Navistar Model NVD440

Caterpillar: Caterpillar Model CAT325

Ford: Ford Model F660DL

GM: General Motors Model 47Z

Mack: Mack Model 1140

Mercedes: Mercedes Model D550

Courses of Action

Courses of Action

14

52d Infantry Division (Mech) & Fort Riley

Generic Decision Briefing Format

52

Short Title:  Cost

Definition:  The maximum total cost of each truck

Unit of Measure: Dollars

Benchmark: $38,600

Formula: < $38,600 is an advantage; > $38,600

is a disadvantage; less is better

Evaluation Criteria

(1 of 4)

Evaluation Criteria

(1 of 4)

18

52d Infantry Division (Mech) & Fort Riley

Generic Decision Briefing Format

52

Comparison of COAs

Comparison of COAs

27

Evaluation Criteria

(Advantage Formula)

Courses of Action

(Raw Data)

Cost

( < $38,600)

MPG

( > 12 MPG)

MTBF

( > 132 hours)

Warranty

( > 2 years)

>

 Means better than.

GM

( $30,000)

Navistar

( 20 MPG)

Navistar

(150 hours)

Caterpillar

(4 years)

>

>

>

>

Ford

( $34,000)

Caterpillar

( 15 MPG)

Caterpillar

(140 hours)

Navistar

(2 years)

>

>

>

=

Caterpillar

( $40,000)

Ford

( 12 MPG)

GM

(135 hours)

GM

(2 years)

Navistar

( $42,000)

GM

( 8 MPG)

Ford

(130 hours)

Ford

(1 year)

>

>

>

>
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The Navistar Model NVD440 truck is the

best 5-ton truck for Ft. Riley to buy.

Although it is initially more expensive,

Navistar offers low OPTEMPO costs with

the highest MPG and MTBF rates.

Navistar also offers the desired warranty

period.

Conclusion

Conclusion

28

52d Infantry Division (Mech) & Fort Riley

Generic Decision Briefing Format

52

Recommendation

Recommendation

29

Navistar Model NVD440 is the best

truck for Ft. Riley to purchase during

FYyy.




SECTION 5-F: THE MISSION BRIEFING

General. The mission briefing is an information briefing presented under tactical or operational conditions, usually given by a single briefing officer. 

 

The Purposes of a Mission Brief. Give specific instructions and serves to—

Issue or elaborate on an operation order, warning order, and so forth.

Instill a general appreciation of a mission.

Review the key points of a forthcoming military operation.

Ensure participants know the mission's objective, problems they may confront, and ways to overcome them.

Format.  While the mission briefing has no set format, a convenient format is the five-paragraph operation order: 

Situation. 

Mission. 

Execution. 

Service support. 

Command and signal. 

Visual Aids:  The mission briefing may include the use of a slide show (follow standard rules), maps with overlays, and/or a terrain model.  The first step in creating an accurate terrain model is to prescribe the scale to be used.  This is easily accomplished by walking-off several steps per kilometer, or by using some method of measurement.  For example, if the zone of attack is 10-kilometers by 6-kilometers, the builder of the terrain model could assign one step per kilometer and walk-off the scale.

The second step is to lay down selected grid lines based upon the tactical map.  With the grid lines established, the builder has a reference to measure the size and locations of the terrain features.  This simple step increases the accuracy of the terrain model and enhances that the terrain features are close the actual scale.

The terrain model should depict all required information shown on the operations overlay and situation map.  This includes key terrain features, enemy positions (both known and templated), and all fire control and fire support coordination measures.  Place an arrow on the terrain map to depict north for orientation.  Label all phase lines, numbered hills, and objectives with their appropriate names.  The terrain should mirror both the operations and intelligence overlays.

Once the terrain model is complete, position a map and operations overlay behind or at the side of the model as a point of reference.

Attendance:  At a minimum, the commander, fire support officer, XO, coordinating staff, key special staff, subordinate commanders with their fire support officers and S3’s, as well as any liaison officers from higher or adjacent units should attend.


SECTION 5-G: THE STAFF BRIEFING

General. The staff briefing is a form of information briefing given by a staff officer. Often it's one of a series of briefings by staff officers. 

 

Purposes of a Staff Briefing. The staff briefing serves to—

Keep the commander and staff abreast of the current situation.

Coordinate efforts through rapid oral presentation of key data.

Possible Attendees: 

The commander, his deputy, and chief of staff.

Senior representatives of his primary and special staff; commanders of his subordinate units.

Common Procedures: 

The person who convenes the staff briefing sets the agenda.

The chief of staff or executive officer normally presides.

Each staff representative presents information on his particular area.

The commander usually concludes the briefing but may take an active part throughout the presentation.



SECTION 4-H: BRIEFING TIPS

1.  Know your audience.  Coordinate with other staff officers who have previously briefed the ranking individual in the audience to learn the specific nuances and expectations of that individual.  Coordinate with the Secretary General Staff (SGS), aides, or other staff officers to learn how much the senior officer may know about the subject you’re about to brief.

2.  Know your time limit.  A 30-minute briefing means you have 30-minutes to present your briefing and answer any questions.  You are not doing the senior officer a favor by announcing that you will only need 15- minutes of a scheduled 30-minute time-block as you begin your briefing; the senior officer has already set his or her schedule FOR YOU.  Similarly, you will rarely be allowed to continue a briefing that has run overtime.  If you feel you need more or less time than previously allotted, arrange for a change in time in advance.

3.  Prepare for less time.  Always be prepared to give only the key points of your briefing with less time than you were allotted, just in case the senior officer’s schedule changes.  In some instances, you may have to brief the individual as you walk or ride with him or her to their next scheduled appointment.

4.  Call for a final check of the senior attendee’s schedule.
5.  Rehearse.  Proper rehearsal allows you to present a smooth briefing with minimal stumbling, with good eye contact, and in the time prescribed.  Rehearse in front of others in order to gain feedback.

6.  Preview your briefing aides in the same location and with the same equipment that you will present with.
7.  Plan for “Murphy”.  Always have several backup plans in case the electricity goes out, the computer fails, the projector bulb burns out, etc.

8.  Prepare for the briefing ahead of time and get some rest.  A lack of sleep, a lack of rehearsal, and too much coffee or sugar prior to the briefing can contribute to speech patterns that are too fast and difficult to understand.  Remember, you have not communicated effectively until your audience comprehends your message.
9.  Designate someone from your office to record what the audience’s comments were during the briefing.  Prepare a memorandum for record (MFR) to document what occurred during the briefing and be certain to send a memo or email with the answers any questions that you couldn’t answer during the briefing.

Virtually any presentation gets better with visual support. You can increase the effectiveness of your visuals with these guidelines. Notice we said guidelines. If you have a better method, use it. More and more the trend in the Army is to use computer generated presentations. The available software we have enables speakers to create colorful slides. This medium is especially useful in auditoriums before large groups. However, the real danger for you is that the visuals become the presentation. As the speaker, you are the presenter. It is your presentation.

PURPOSE

Study your outline to decide where you need visuals to illustrate or clarify your message. Once you've identified those places, sketch the idea(s) that best augments your message. Remember, the most effective visuals may not be words and phrases, but pictures and symbols. As you draft each visual, keep the following general questions in mind.

· Relevant? Is it necessary and appropriate?

· Focused? Does it communicate only one idea?

· Organized? Does it have balance and visual appeal--all the right parts in the right places, sizes, and colors--without becoming a distraction?

· Coherent? Do the visuals reinforce your idea(s) or do you need to explain the elements?

MESSAGE – What are you trying to accomplish?

1.  Always limit the amount of text on each visual (whether viewgraphs, computer generated slides (e.g., Powerpoint Presentation) or butcher paper). Just glance at any billboard. The best billboards communicate their messages in about five words.

2.  You want your audience to skim the visual in a glance and return the focus to you. Use the minimal number of words to focus on your message.

3.  Limit each visual to one central idea. It's better to use two or more simple viewgraphs or slides than a complex, cluttered one. Your visuals are too complex if you find yourself spending a lot of time during rehearsal explaining or interpreting it.

4.  Inspect the set of visuals for continuity. Ensure they present a coherent visual message.

NOTE:  In the Army we have a hybrid situation in which visual supports sometimes become documents. The speaker gives out a "hard copy" of the visuals, and these become an unofficial memorandum for record. From the standpoint of communications effectiveness, this custom is risky. We're trying to do two things at once: supporting our brief and providing a historical record. The solution to this is to put the details on paper and provide them after the presentation, as appropriate. If you give the packets out before or during the briefing, you'll lose your audience while they look through the packets.

LETTERING

Maintain consistencies in type style, size, format, and borders. Hand-lettered viewgraphs should be entirely in capital letters, about one-half inch high. When generating Power Point slides, select only the simplest fonts (Arial or Times New Roman are preferred).  Avoid fancy scripts with extra lines and curly-cues.  Use boldface type for headers and medium for main text. To show emphasis or contrast, use a second typeface or color.  Avoid putting everything in bold.
SLIDE LAYOUT

1.  A horizontal or landscape format about 6 by 9 inches is best for viewgraphs (VGTs) and Power Point slides and will also maintain the desirable 2 by 3 proportion for slides.  Avoid vertical or portrait formats as they usually don't fit conventional screens.

2.  When your visuals include a heading and supporting points, make them more effective with some graphic applications--art, symbol, color, border, etc.

3.  Do you need line drawings or photographs? Try using cutaways or close-ups. Your audience will recognize them quicker than overall views.

4.  Remember to maintain an organizational balance. Don't obscure or distract from the thesis with items of lesser importance even though neatly presented on slides.

5.  Finally, take advantage of "white space" (margins and space between lines of text) to help your reader skim.

THE USE OF COLOR

Think about the effectiveness of the colorful Madison Avenue commercials that you see on television, on billboards, in magazines, and in newspaper inserts. When they're effective, we can't resist. Good advertisers use the psychology of color to sell ideas, services, and merchandise. Good speakers can do likewise.

· Color can increase an audience's willingness to read up to 80 percent, reduce error of understanding by 15 percent, and accelerate learning and recall by 78 percent (Audio-Visual Communication, Nov 78, 14).

· RED stimulates. Usually red means stop, danger, or problem, be cautious. It may signal strength, aggression, or warning. This is not a bad color for OPFOR. With red, the eye focuses at a point behind the retina. The eye's lens thickens, bringing the color nearer and making it appear larger. As a result, the eye--and the mind--perceives red as advancing. Avoid using red and similar colors like orange for letters and words.

· BLUE cools, and it generally appeals to men more than it appeals to women. Just the opposite of red, blue focuses at a point in front of the retina. The lens flattens, pushing the color away.  Eyes--and mind--perceive blue as receding.

· GREEN refreshes and makes a good background color. It signals the positive.  ORANGE activates. It has high attention value without the aggressive potential of red. Avoid using red and similar colors like orange for letters and words.

· YELLOW is the subtlest high-lighter and can signal caution.

· VIOLET subdues. Be careful--it might lull your audience to sleep.

· GRAY can suggest good taste and conservatism.

· OFF-WHITES (tan, india, and ivory) offer a change from conventional white.

BACKGROUND

Clear transparencies (viewgraphs or slides) yield a bright, white background. You can also use this clear background when creating computer graphical presentation (e.g., Powerpoint slides). Although acceptable, the glare can hurt readability, especially in a long briefing. Pale blue, yellow, or green backgrounds are much easier on your audience's eyes, reduce glare, and hide specks and smudges.

CONTRAST

From the color wheel (fig E-1), pick colors with appropriate contrast. Notice that the colors opposite each other contrast more while the colors next to each other contrast least. Remember that all colors vary with different lighting, so be prepared to adjust after you rehearse in the presentation room.

[image: image7.emf]
With state-of-the-art computer technology, the whole rainbow can be yours. So can all the other advantages of modern graphics software: critical alignment, masking, air brushing, color graduation, reducing, enlarging, variable type, fonts, etc. Just remember to be careful to keep your priorities in order. You want to--

· Simplify information.

· Illustrate parts and relationships.

· Support--not distract from--the speaker.

The commander leads the rehearsal; his staff runs it. The director of the rehearsal is the XO. As such, he rehearses his role during the operation. He ensures tasks are accomplished by the right unit at the right time and cues the commander to upcoming decisions. The XO's script is the synchronization matrix and the decision support template. These are the foundations for the OPORD recorded in chronological order. A terrain model rehearsal takes a proficient regiment from one to two hours to execute to standard. The following example outlines a step-by-step process for conducting a   rehearsal: 

Step 1. Start at the appointed time and conduct a formal roll call. Ensure everyone brings binoculars, maps, and necessary equipment. 

Step 2. Ensure that the XO or the S3 orients the terrain model to the actual ground, the operations overlay, and the map. Describe and point out the overall area of operations and explain the markers used on the terrain model. 

Step 3. Brief the timeline. The XO should do this, or the S3 in lieu of the XO. Designate the rehearsal start time. For example, have the rehearsal begin by depicting the anticipated situation one hour before crossing the line of departure. Set the time interval to be used to start and track the rehearsal. For example, specify a ten-minute interval to equate to one hour of real time during the operation. 

Step 4. Designate a recorder. This should be the S3's designated representative from the operations cell. Highlight the ground rules and incorporate ground rules into the   SOP. They include who controls the rehearsal (XO), who actually walks the terrain board, how the rehearsal will be controlled, and when special staff officers brief. Special staff officers should brief by exception when a friendly or enemy event occurs within their battlefield operating system. 

Step 5. The S3 reads the mission statement, the commander reads his commander's intent, and the S3 lays out the friendly situation as it currently exists, using the terrain model. 

Step 6. The S2 briefs the current enemy situation. He then briefs the most likely enemy course of action. (The enemy situation should already be set up on the terrain model.) The S2 also briefs the status of on-going reconnaissance and security operations, for example, citing any patrols still out and OP positions. 

Step 7. The S2 briefs friendly maneuver unit dispositions at the rehearsal start time, including security forces. Other   staff officers brief their subordinate unit positions at the start time, as well as any particular points of emphasis. For example, the chemical officer briefs MOPP level, and the fire support officer shows range of friendly and enemy artillery. 

Step 8. The commander gives appropriate commands. Fire support officers/coordinators tell when they initiate fires, who is firing and from where, what ammunition is fired, and the desired target effect. Squadron commanders tell when they initiate fire in accordance with their fire support plans. If the FIST is present, it initiates calls for fire. The XO talks for any staff section not present, and ensures all actions listed on the synchronization matrix or decision support template are addressed at the proper time or event. Avoid re-wargaming, except when absolutely necessary to ensure subordinate unit commanders fully understand the plan. If the staff has developed an order that addresses contingencies, do not wargame the operation at the rehearsal site. 

Step 9. The enemy is portrayed by the S2 section. The S2 section walks the enemy through the most likely course of action (situation template), stressing reconnaissance routes, objectives, security force composition and locations, initial contact, initial fires (artillery, air, attack helicopters), probable main force objectives or kill sacks, likely chemical attack times and locations, and the commitment of reserves. The S2 must be specific by tying enemy actions to specific terrain or friendly unit actions. The walk-through should be an accurate portrayal of the event template. 

Step 10. Terminate the first phase of the rehearsal after the desired end state (from the commander's intent) is achieved. 

Step 11. When it becomes obvious that additional coordination is required to ensure success of the operation, try to accomplish it immediately. This coordination is one of the key points of the rehearsal. Ensure it is understood by all participants and captured by the recorder, and all changes to the published OPORD are in effect. However, this is not the time to make major changes. Changes are kept to only those that are vital. As soon as possible, the S3 should collect the verbal FRAGOs into a written change to the OPORD. 

Step 12. After the initial walk-through of the base order, recheck the situation at the initial decision point. State the criteria for a decision to change the plan. Assume these criteria have been met and then refight the fight from that point forward, until the desired end state is attained. Complete any coordination to ensure understanding and requirements are met. Record any changes. 

Step 13. Go to the next decision point and ensure the criteria have been met. Repeat Step 12. 

Step 14. Repeat Step 13 until all decision points have been rehearsed. 

Step 15. Brief key combat support and combat service support actions. The S4 should attend the rehearsal and show the combat commanders how the logistics, casualty evacuation/replacement, and administrative operations will support their operations. These items should be integrated into the rehearsal at the appropriate times. Summarizing these actions at the end of the rehearsal adds to the value of the rehearsal as a coordination tool. 

Step 16. After the rehearsal is complete, the recorder should restate any changes, coordination, or clarifications directed by the commander, and estimate the time that a written FRAGO to codify the changes will follow. 

Step 17. The commander should stress any points needing additional emphasis. He should consider reiterating his intent (purpose, method, end state), to remind all participants that the goal is to accomplish the regiment's mission. 

AR 25-50:  Preparing and Managing Correspondence, 03JUN02

DA PAM 600-67:  Effective Writing for Army Leaders, 02JUN86

“The Staff Officer’s Guide”

“A Guide for Effective Military Writing”

CGSC ST 22-2: Writing and Speaking Skills for Leaders at the Organizational Level, AUG98

MLA Handbook for Writers of Research Papers, Sixth Edition, 2003

http://fromtheinside.us/writing-army.htm, Army Writing Tools and Guide, Accessed 21AUG06

http://fromtheinside.us/mentor/ArmyWritingStyle.htm, Accessed 21AUG006

FM 5-0:  Army Planning and Orders Production, 20JAN05

“The S1 Toolkit”, http://usassi-www.army.mil/toolkit/index.htm, Accessed 21AUG06

FM 41-10:  Civil Affairs Operations, 11JAN93

JFSC Pub 1: The Joint Staff Officer’s Guide, 1997

FM 3-09, Doctrine for Fire Support, 16NOV01
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