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MEMORANDUM FOR 2ID Engineer Brigade Staff

SUBJECT:  Staff Officer Guidance

1.  General.  The purpose of this memorandum is to provide comprehensive guidance to the brigade staff for approximately the next 12 months.  This guidance is primarily for staff officers (by “staff officers” I mean specifically, commissioned / warrant officers, noncommissioned officers, as well as section leader civilians who serve this brigade or Camp Howze).  I will provide, under separate correspondence, specific input (to officers that I rate / intermediate / senior rate) for the development of their DA Form 67-9-1 (or like type support form) as well as a copy of my own DA Form 67-9-1.

2.  Staff purpose.  The staff officer’s duty is to assist commander(s) in accomplishing their mission. He / she relieves commander(s) of routine and detailed work and raises to the commander(s) only those things that the commander(s) must (or choose to) act upon.  The commander(s) always retains the ultimate responsibility to make the final decision. The staff officer’s job is to accomplish the commander’s intent by operating within his / her assigned authority to perform the duties in his / her respective areas of responsibility. The staff officer must ensure that commander(s) have been provided the necessary, timely, and accurate information to make correct decisions.

3.  Staff Goal and Objectives.  My overall goal is to maintain and/or develop the brigade staff into an efficient organization – one that is able to conduct its wartime mission.  We can reach this goal by focusing our efforts on the following five objectives.

· Recognize that training is our #1 priority in peacetime.  

· Enhance the individual combat readiness of all soldiers within the brigade.

· Sustain material and equipment readiness rates consistent with our forward deployed status in the Republic of Korea (ROK). 

· Professionally develop leaders such that they always seek responsibility, show initiative, and care for the soldier.

· Work together as a team -- battle staff and garrison procedures. 

4.  Staff Roles.    

a.  As Executive Officer, I view my primary responsibility as guiding the staff in an effort to look out further than the next day or even the next week. You will find the effort expended to solve problems further out, even though schedules and priorities sometimes change, to be much less than the effort required to solve problems close in.  Typical flow of information and staff products will flow through my office.  It is my desire to provide you with as much interaction with the Brigade Commander as the topic, schedule, and your expertise of the subject matter will permit.  I ask that you extend me the professional courtesy of keeping me informed (as I will also do with you) of relevant decisions and / or discussions. 


b.  The Command Sergeant Major is the Brigade Commander’s principal advisor on all NCO and enlisted matters.  Many of your staff actions will undoubtedly require his coordination and review.  Make a concerted effort to obtain his, and all senior NCO’s, support on your applicable staff actions.  Directly or indirectly solicit his support in filling key personnel shortages within your section.  Keep him periodically informed of your section member’s performance of duty and discuss various ways of sustaining (or enhancing) it.                  


c.  As a primary or assistant staff officer, our tasks are many and the opportunities for recognition are sometimes limited.  When things go well, credit will justifiably go to the subordinate units executing the plan we developed.  When the plan fails to meet expectations during execution, the responsibility will likely fall on our shoulders.  A good way to approach this seemingly inequitable relationship is simple – when the subordinate units succeed, everyone succeeds.  When we develop simple, timely plans, policies and programs that consider the well-being of soldiers and their families (yes, even here in the ROK) we can consider our staff work a success.  The remainder of your time spent as a staff officer should focus on preparation for company or battalion command or corresponding NCO leadership position.  The expertise you develop as a staff officer will help to sustain you in the tough leadership positions that you should seek.  As a leader, the importance of oral and written forms of communication can not be overstated.       

5.  Staff Training:  As stated above, training is our #1 priority in peacetime.  In order to achieve our goal of efficiently performing as a cohesive staff in wartime, we must take every opportunity to train as we fight.  This next year’s schedule is still under development -- we will likely have limited opportunities in the form of UFL, Division CPXs, EDREs and Field Exercises to train as a warfighting staff.  I expect you to maximize your section’s involvement in every event.  If your section requires additional training to achieve the minimal level of proficiency, see me with your plan of action for improvement.  

6.  Staff Guidance:  The following list (not all inclusive) addresses my general guidance for the staff.  These items are, for the most part, common sense.  They do, however, reflect my intent for how we will operate as a staff – always in support of commander(s).

a.  Be forward thinking in all matters – look out and resolve issues as far out as the schedule will permit

b.  Be an honest and positive team player – those around you will appreciate it.

c.  Be a problem solver.  Try to solve the problem first at your level – by coordination with other staff agencies, sections within the brigade, or subordinate units.  If you require my assistance or decision do not hesitate to ask  

d.  Seek guidance early on for high priority staff actions (or for obscure problems that may require a great deal of time to resolve).    

e.  Establish systems within your section that allow routine matters to remain routine.  This will allow you to focus on issues with higher priorities.    

f.  Read, understand and follow the information outlined in Chapters 1-5 of FM 101-5 (Staff Organization and Operations, dated May 1997).  The manual is well written and a useful base document from which to start from.   

g.  Produce coordinated documents and briefings that clearly convey information, recommendations or instructions to decision makers.  For both meetings and briefings, always develop and follow an agenda.  

h.  If your staff products are “directive” in nature to subordinate units, be sure to obtain the necessary signature(s) to ensure compliance.  By “necessary signatures” I specifically mean the Brigade Commander, S3 (for OPORDs), and the S1 or XO (signing for the commander) for MOIs.

i.  Organize your section IAW with the current MTOE (make smart recommendations where we should deviate from the MTOE).

j.  Present problems in a timely manner (bad news does not get better with age) along with your proposed (or already implemented) solution.


k.  If you are assigned a suspense on a particular action, it is your responsibility to provide appropriate status updates and resolve the action on time.  If you require more time to complete the action, ask for it before the suspense date.      


l.  Command and Staff Meetings.  The Command and Staff (C&S) Meeting will last no more than 1 hour and will start on time.  C&S Meeting notes are due to the Adjutant 1200hrs the day before (normally Friday) the scheduled C&S Meeting.  The notes should stand by themselves and should not require a lengthy discussion - address the high points only (see me for sample format if you are unsure).  If you have issues that do not address the entire group (or a very large percentage of it), ask to speak to the applicable person(s) after the meeting.        


m.  Written Products.  Our written products will comply with the Army standard for good writing as defined in AR 25-50 (Preparing and Managing Correspondence) – “understandable in a single rapid reading … and generally free of errors in grammar, mechanics, and usage.”  An exception to this requirement, is that written products that leave the brigade (and go higher)  with the commander’s signature must be error free.  Ensure orders and annexes follow the format shown in FM 101-5 or applicable 2ID regulation. 

7.  Working Environment:  I would like to foster an environment where we can balance the  demanding pace of this Division with an ethic of working smarter – not harder (and even occasionally having some fun).  There are a good many “go to war” show stoppers that we will not deviate from.  However, if we work together and “eat the elephant” one bite at time, I’m sure that we can achieve some degree of balance.  


a.  Duty hours.  I expect you to develop a work schedule consistent with HHD’s standard schedule of calls and our ongoing mission(s).  You are not going to be evaluated on working “long arduous hours.”  Rather, it is your performance of duty (what you do) that will serve as the basis of your evaluation.  Try to avoid working weekends if possible – efficiency is thus all the more critical.   


b.  Leave and time off.  Manage your sections leave throughout the year such that no one loses leave (including you).  Regular (normal) leave requested during major training events (or critical activities that impact on your section) will likely be disapproved.  Follow all leave and pass regulations routing requests through your supervisor and ultimately to the HHD Commander for his / her signature.  Section OICs or NCOICs can grant individuals a day off (Pls inform me prior on key individuals), I reserve the right to approve an entire section taking such liberty.     


c.  Physical Fitness.  We will conduct PT Monday through Friday unless we are on alert.  I expect all commissioned and warrant staff officers to be present at the 0600 HHD PT formation.  You will have great freedom in developing your own PT routine.  As a general rule, I will require that you conduct PT with HHD when the unit conducts its weekly unit run.  This will demonstrate your support of his / her (Cdr HHD) program, as well as, setting a good example for your soldiers.  I would also like to conduct a formal Staff PT run at a frequency of once every two weeks.  As far as the PT test is concerned, I obviously would like you to achieve a high score (290 or above).  More importantly, I want you to do the best that you can on that particular day.  Do not stop push-ups, sit-ups or running until the time limit is up (two minutes) or you have finished the two mile distance with your best effort.       

8.  Social and Off-Duty Conduct:  


a.  Social Conduct.  As a military organization we try to foster teamwork and esprit de corps by meeting socially in both formal and informal settings.  Formal interactions (Dining In and Dining Out, etc.) are sometimes command performances that require your attendance.  In terms of informal interactions (Hails and Farewells, Parties, etc.)  I would like to encourage your attendance as a demonstration of support for the brigade as a whole.  My goal is that we make these functions fun and enjoyable – such that people want to come, and do not feel compelled or coerced into attendance.

b.  Off-Duty Conduct.  I expect your off-duty conduct to be consistent with your on-duty conduct – that you act as an officer or noncommissioned officer in the United States Army.     

9.  Summary:  This document represents my initial guidance for the 2ID Engineer Brigade Staff.  I have full faith and confidence in your abilities to learn and accomplish whatever tasks we are assigned.   My bottom-line expectations of you as a leader and staff officer are as follows:

· Be Forward Thinking

· Be a Problem Solver

· Establish Systems

· Work as a Team

· Support the Commander(s)

10.  Second to None!







//// Original Signed ////







MICHAEL McCORMICK
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