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*This pamphlet supersedes FC Pam 25-50, 03 July 2000
Chapter 1
Preparing, Managing, and Staffing Correspondence
1-1.  Responsibilities.

The Director of Information Management (DOIM) exercises staff supervision over all aspects of publications and printing.  However, the Chief of Staff is the proponent of this pamphlet.  The DOIM Management Services Branch (MSB) is the staff expert for preparing, staffing, and managing command correspondence and publications management.

1-2.  Coordination.

        a. Staff action officers will:

(1)  Ensure that all documents  submitted to the Command Group for approval have been fully coordinated with other interested staff agencies and that those whose concurrences are "with comment" have been addressed.  Nonconcurrences MUST be resolved prior to submission.  (Concurrent staffing should be used whenever possible.)

        
(2)  Ensure  name(s) and extension(s) appear on the document for which responsible.

     (3)  Route all  documents  to  the CofS through other agencies as appropriate.

   b. The  Forms  Management  Coordinator  (DOIM MSB) will be contacted prior to staffing/developing blank forms.

1-3.  Printing and Duplicating Service.


a.  A DPS Form 5600/2 (Duplicating Reproduction Request) is always required.

   
b.  A  FC   Form   32   (Printing   and   Collating Sequence) is also required for print requests of three or more pages. 

   c.  Classified duplicating services are controlled by security considerations.

              d.  Requests  should  be  hand-carried  directly  to DAPS Facility, rather than being sent through distribution.

NOTE: The above instructions do not relate to the ordering of blank forms. (See FC & 4D Reg 25-50 (Records

Management Program) and FC Pam 25-30 (Index to Command Publications and Fort Carson (FC) Blank Forms).

1-4.  Correspondence With Multiple Addressees.                 

Correspondence intended for several addressees will follow the procedures outlined in AR 25-50 (Preparing and Managing Correspondence). Army Correspondence requiring dissemination to various elements of this command may bear one of the distribution formula shown at Appendix B.

1-5.Release/Signature for Command Correspondence.

The two types of correspondence discussed in this paragraph are:

     a.  Command Channels. For command channel correspondence leaving the installation, ONLY the Deputy Commanding General, the Chief of Staff, the Secretary General Staff, and the Adjutant General may sign FOR THE COMMANDER. For command channel correspondence remaining on the installation, the following individuals may authenticate (sign) command channel correspondence:

     
 (1)  Deputy Commanding General

  
(2)  Deputy Commander (Support)

   

(3)  Chief of Staff

   

(4)  Garrison Commander

  

(5)  Secretary General Staff

  

(6)  Adjutant General


b.  Technical   Channels.   Documents  of  purely technical significance (not directive in nature as described in AR 25-50), may be signed by persons in their areas of technical expertise and over their own signature blocks.  For documents leaving the installation, individuals will review the documents for content and wording. Any document deemed contentious or relating to Fort Carson policies or positions on issues will be reviewed by the Chief of Staff prior to release from the installation.  For routine required reports of a purely technical basis, the individual will notify the Chief of Staff when the task is complete, as appropriate.

1-6.  Correspondence Suspense Management.

     a.  Documents  in  the  following  categories  are considered suspense correspondence:

(1)  Correspondence  from  higher  or  lateral  headquarters containing a perishable date for response. This date may 

be in the heading or body of the document.

         
(2) Suspense directed to subordinate commands/ elements WILL be kept to a minimum and should be realistic

to avoid undue burden. Originating offices will monitor their suspenses.

 
b.  Directors  and   Chief   of   Staff  sections  MUST ensure that suspense dates are met. Mail  and staff coordination times, and Command Group approval time (where required), must be considered in assuring that the 

suspense date is met. However, if the suspense date cannot be met, the action officer will obtain an extension from the suspensing headquarters.

     c.  For  an  internal  suspense,  the  response  time should be assigned IAW AR 25-50.

     d. Suspense correspondence received  from higher/ lateral headquarters without a command line where the primary interest cannot be established as to subject matter and ALL correspondence signed by a general officer, will be forwarded to the SGS for determination of the action agency.

1-7.  Staffing. 

Correspondence prepared for approval and/or signature by a member of the Command Group will be enclosed as TAB A under FC Form 2-E (Summary Sheet) (available in FormFlow Filler and from the Fort Carson Web Page under “Forms”) and the memorandum containing the coordination staffing as TAB B.  Considerations of unresolved nonconcurrences will be included as a TAB.  Every effort MUST be made to resolve the issue(s).  FC Form 2-E will be used for intraheadquarters staff correspondence (see Figure C-1). FC Form 2-E is intended to:

      a.   Provide  information  to  assist  the Command Group in arriving at the decision requested by an action officer.

(1)  ALWAYS  start  Command Group routing with ASGS. "ACTION" blocks will be left blank.

          
(2)  Garrison  staff  originated correspondence should be routed directly to the GC, then to the ASGS for further Command Group routing.

          
(3)  Guide  the   reader   through  the  action package,  applicable whether he/she is a coordinating staff officer, director, or command principal.

          
(4)  Will  always be approved by the director, the deputy, or a special staff chief by signature.

          
(5)  Should NOT exceed one page; maximum is one continuation sheet.

         
(6)  Telegraphic style  preferred  but  ensure thoughts are clear and complete.

      b.  Obtain approval for accomplishing a mission that is not clearly defined in one’s area of responsibility, which requires approval by the CG or his/her authorized representative, through the Chief of Staff. (Directors/chiefs of staff sections may  use FC Form 2-E,  Informal Memorandums, or Information Papers to provide information only.)

1-8.  SGS Proofread.

The SGS is responsible for the review, quality control, and management of installation correspondence which requires Command Group approval and/or signature.  The SGS will proofread all such  correspondence to ensure it complies with AR 25-50 and it is free of errors.  In doing  so, the SGS will:

      a.  Proofread and edit all correspondence requiring  Command Group approval and/or signature.  (Exceptions may be granted by the SGS or CofS on a case-by-case basis.)

      b.  Return to the staff/action officer correspondence requiring editorial changes.  The SGS office may, at its discretion, or upon the direction of the Command Group, make the editorial corrections itself.

      c.  Manage and  keep  track  of actions and correspondence within the Command Group.

1-9.  Staff/Action Officer Requirements.

Staff and/or action officers will meet the following requirements, as a minimum, when requesting Command Group approval for  their staff actions.

      a.  Use FC Form 2-E for actions/correspondence (see Figure C-1).

      b.  Provide  the action/correspondence  in  a  well prepared and organized format.

      c.  Provide a copy of the action/correspondence on a high density 3.5 inch diskette to facilitate making changes the Command Group may direct.  (Microsoft Office Word is the preferred software -- this is the software the Command Group uses.)  

     d.  Provide the original edited document (with SGS corrections/markings) to the SGS after editorial corrections are made.  Failure to do so will result in the action/correspondence being returned for further corrections, if needed.

Chapter 2

Preparing, Managing, and Staffing Command Publications

2-1.  Responsibilities.

     a. The Chief  of Staff  will consider command publications and changes to publications and recommend approval or disapproval, except those listed at Appendix D or as otherwise directed.

     b. Directors,  chief  of  staff  sections,  and  unit commanders will implement the CG’s policies, plans, decisions, and instructions through command publications.  Further, they  will:

         
(1)  Ensure  that  their  working copy of  this pamphlet is maintained up-to-date.

         
(2)  Review  publications  for which   they  are responsible at least once every 24 months, decide whether the document should be revised or should be maintained in force without modification, and notify MSB of their decision.  A publication that is not reviewed as required above may become obsolete and be rescinded.

     c.  The DOIM MSB will control, edit, and publish command publications. Contact MSB before beginning your publication for  the most up-to-date guidance.

2-2.  Types and Uses of Command Publications.

     a.  Supplements - Used  to  issue instructions  for local implementation of Army and MACOM regulations.

        
(1)  Issue  of  supplements  will  be kept  to a minimum.  In supplementing regulations for which supplementation is not prohibited, coordination will be made with HQ FORSCOM to obtain prior approval.  This coordination may be made in writing or via telephone.  If accomplished by telephone, Optional Form (OF) 271 (Conversation Record), will be prepared showing the point of contact at FORSCOM and a brief summary as to the verbal approval. This document will be signed and added to FC Form 2-E as background information.

  
(2)  Supplements  will   be   limited  to  vital information NOT included in the Army or MACOM regulations. They will not supersede, conflict, quote, change, nor rescind any portion of the higher echelon regulation.  A copy of the supplement will be forwarded to the headquarters office from which supplementation was granted.  Follow additional supplementing instructions listed in the appropriate regulation.

        
(3)  The  distribution  of   a  supplement  will parallel  the  distribution  of  the supplemented regulation.  Paragraphs of  the supplement  will be keyed to the paragraphs of the regulation (see Figure C-2 for sample format). When information from a regulation pertains to units below the authorized level of distribution, the information should be compiled in a local command publication instead of a supplement.

         
(4)  When a regulation on which a supplement is based is superseded or rescinded, the supplement is automatically canceled.

     b. Regulations - Used  to  outline  policies, procedures, and responsibilities not covered in Army and MACOM regulations.  Regulations are directive in nature and long-term in duration (see sample formats at Figures C-3 and C-4).   Note that while the front page of the regulation is in a two-column format, the following pages of the regulation are to be in a one column format.                                                                       

     c.  Circulars - Used   to   publish   information   and instructions that are transitory in nature.

          
(1)  Each circular will bear an expiration date no longer than two years from date of issue. Shorter expiration dates are permissible, if appropriate. The expiration statement: "Expires (Date)" will be located on the same line as the location in the heading so as to end at or near the right margin.

           (2)  Upon  expiration, a  circular  will  no  longer be referred to for guidance. DOIM Publications will purge its stock of obsolete circulars.  Information contained in circulars will be considered for inclusion in a more permanent directive, if required beyond its expiration.  If a circular is used for republishing the information, it will be restaffed as a new circular. Extension of expiration date is not authorized. Circulars will be reviewed for update at least once biennially.

     d.  Pamphlets - Used  to  publish   information, guidance, or reference material of a continuing nature (see regulation formats at Figure C-3 and C-4).
     e.  Interim  (Immediate  Action)  Change - When information must be issued to meet emergency/other urgent situations and a permanent change would not reach the users soon enough, issue an immediate action interim change IAW AR 25-30 (The Army Integrated Publishing and Printing Program), para 2-51.

     f.  Memorandum  of  Instruction (MOI) - Agency heads and commanders may publish memorandums which contain policies and responsibilities and prescribe administrative procedures of a continuing nature applicable only to the Installation headquarters staff elements.  MOIs are not controlled by DOIM.

     g. Bulletins - Agency heads and commanders may publish bulletins used to disseminate official information of an advisory, informative, or directive nature. Standard formats do not apply (see AR 25-30, para 9-18). Bulletins are not controlled by DOIM.

     h.  Operations  orders/annexes  will  be  prepared IAW FM 101-5 (Staff Organization and operations).  Operations orders/annexes are not controlled by DOIM.

     i.  Command  Policy  Memorandum  (CPM)  - A memorandum with  the current CG’s stated policy that supplements or reinforces existing policy, or fills a void where no Fort Carson or higher headquarters policy clearly exists. The Command Policy Memo (see Sample at Figure C-5) will be updated at the discretion of the Commanding General.  Every attempt will be made to incorporate the stated policy into appropriate, more permanently existing, numbered command publications upon  updating.   CPMs are not controlled by DOIM.

         
(1)   The  agency/unit  will    prepare   proposed policy memorandums IAW Figure C-5, in double-space draft, and submit the memorandum to the SGS for presentation to the Command Group for approval.

        
(2)  Minimum  staffing  through  MSC Commanders, SJA, IG, and MSB is required.


(3)  The Office of the SGS will accomplish the final formatting of all CPMs.

NOTE:  The CPM is the only memorandum distributed internally to the Installation using a special letterhead format. This blank letterhead is stocked by SGS Admin.  Include the CPM text on a high density 3.5 inch diskette to facilitate the process.

     j.  Changes  to  Publications.  Refer to AR 25-30, para 2-48 and para 2-49 (see Figure C-6 for sample format).

2-3.  Preparation and Style.

Command publications are prepared IAW AR 25-30, AR 25-50, DA Pam 310-20 (Administrative Publications: Action Officer's Guide), and this pamphlet. 

     a.  Command publications must be:

(1)  Submitted  in  the one column  format  (see samples in Figures C-3 and C-4.)


(2)  Submitted  in   Microsoft  Office  software (Word,  Powerpoint, etc.) only.  The text portion of publications must be MS Word, Times New Roman 10;  margins must be set to full justification.  Use bold and italic as shown in samples in this pamphlet (see Figures C-3 and C-4).

     b.  Appendices:  When  necessary  to furnish material that cannot be incorporated into the body of the publication, use an appendix to present it (consult AR 25-30, para 2-26, and DA Pam 310-20).

     c.  Writing style must:

       
(1)  Be clear, concise, and without flowery phrases.

         
(2)  In active voice, whenever possible.

    
(3)  Contain language which cannot be construed as discriminating based on gender.

  
(4)  For  guidance  or  writing  style,  consult DA Pam 600-67 (Effective Writing for Army Leaders).

     d.  Page Numbering.

        
(1)  The page number will be placed on the last line of the page, 1/2  to 1 inch above the bottom of the page, and at least one line below the last line of text.  Page numbering is continuous; page numbering changes are not made for new chapters, sections, appendices, etc.

        
(a)  On even numbered pages (ii, 4, 10), the page number will be left justified.

        
(b)  On odd numbered pages (iii, 7, 31), the page number will be right justified.

        
(2)  EXCEPTIONS: The first page of the publication will be unnumbered.

    
e.  Page Footers.  Page footers will be used at the bottom of every page in the publication, with the exception of the first page.  Centered, one inch above the bottom of the page, will be Publication’s Number, i.e. 7th ID & FC Pam 25-50, followed by an asterick and then followed by the date of the publication.

     f. References.

         
(1)  When used, is  the second paragraph of the publication.


(2)  Lists cited  publications  (including forms).  May have two parts: required (source to which a user must refer) and related (source of additional information).  Publications not cited may be listed, but only as related publications.

          (3)  List alphabetically by type (AR, DA Pam, FC Reg, etc.), and numerically within each type.

          (4)  For  each  publication, cite  its  number and then its title in parentheses.  Do not number (e.g. "a. AR 2-30) the publications.

     g.  Glossary.

           (1) Use when there are more than 5 terms or more than 15 abbreviations to be explained. Divide into two numbered sections titled "Abbreviations" and "Terms" when explaining both.

           (2)  Arrange entries in alphabetical order; do not number them.

           (3)  Do  not capitalize  the  explanation  unless it would normally be capitalized in text.

     h.  Distribution Formula  (see Appendix B).

2-4.  Numbering and Placement of Identification.

     a.  Each command publication will be identified as follows:

          (1)  Assigned  series  identification  (title  and number) from AR 25-30.

          
(a)  Show  series  title  (upper and lower case letters).

           
(b)   Series number.

           
(2)   The local identification is:

              (a)   Proponent assigned local  title (all in upper case letters).

(b)  The  sequence  number  (the  number  following  the dash)  will be assigned by  MSB, except  when the 

publication supersedes an existing publication of the same number, in which case, a supercession notice (footnote) is overscored at least 3 spaces below the last line of the text on the first page, and 1/2 to 1 inch above the bottom edge of the paper.  For example:

*This regulation supersedes AR 1-2, 1 Apr 95.

     b.  When  writing a  new publication,  the  proponent  agency  will contact  MSB  (extension 6-1303) for guidance as to appropriate numbering procedures.  The identification number (FC Reg/Cir/Pam) must be centered on the bottom of  each page (as stated previously).

     c.   When a page is turned  horizontally to accommodate a larger number of columns,  place the column heading to the left long-side of  the paper.  The publication identification and date will be placed along the narrow (top) edge in the same manner as previously described.

2-5.  Staffing.

     a.  Proposed  command  publications,  to include changes, will be staffed under an informal memorandum and will be coordinated with all staff agencies concerned in the current and previous staff actions pertaining to the same subject.  Route staffing through SJA and IG to be noted, as shown on sample Staffing Memorandum at Figure C-8.  Samples of concurrence/nonconcurrence statements are at Figures C-8, C-9, and C-10.

     b. Upon completion of coordination, a "Publications Packet"  will  be  forwarded  to  MSB.  This  packet  will include:

          
(1)  Original of  the final proposed publication.

          (2)   Publication  in  MS Office software on high density 3.5 inch diskette, CD or Zip Drive Diskette.


(3)  Consolidated   Coordination   Memorandum (see Figure C-10).


(4)  Original of each Staffing Memorandum (see Figure C-11), initialed and dated (for historical file).

          (5)  FC Form 2-E.

          (6)  Completed (3 part set) print request (DPS Form 5600/2).

     c.  Upon review and approval,  which assures compliance with applicable publications and this pamphlet, FC FL 585 (Command Publications Statement of Review/Edit)  will be completed by MSB, assembled into the Packet, and submitted to the CofS for consideration/approval.

   
d. Upon approval by the CofS, SGS Admin will forward the Publications Packet to the DOIM MSB for authentication, printing, and distribution.

2-6.  Rescinding a Command Publication.

To rescind a command publication, submit a memorandum to DOIM MSB stating the reason and the effective date of  the rescission

APPENDIX A - REFERENCES

AR 25-30 (The Army Integrated Publishing and Printing Program)

AR 25-50 (Preparing and Managing Correspondence) 

DA FORM 2028 (Recommended Changes to Publications and Blank Forms)

DA PAM 310-13 (Posting and Filing Publications)

DA PAM 310-20 (Administrative Publications: Action Officer's Guide)

DA PAM 600-67 (Effective Writing for Army Leaders)

DPS FORM 5600/2 (Duplicating Reproduction Request)

FC FORM 2-E (Summary Sheet)

FC FORM 32 (Printing and Collating Sequence)

FC FL 585 (Command Publications Statement of Review/Edit)

FC PAM 25-30 (Index to Command Publications and Fort Carson (FC) Blank Forms)

FC REG 25-32 (Distribution List)

FC & 4D REG 25-50 (Records Management Program)

FM 101-5 (Staff Organization and Operations)

OF 271-E (Conversation Record)

APPENDIX B - DISTRIBUTION FORMULA
Publications and correspondence intended for wide dissemination within this command should show one of the following distribution formulas.  Selecting one of these formulas can help in limiting distribution within each category, for example, reducing the number of copies to each unit or staff activity.  A distribution list is found in FC Reg 25-32 (Distribution List) which shows who gets what and the quantity.  Use this list wisely.

SCHEME  EXPLANATION
DISTRIBUTION:  A:  Installation staffs (includes assigned/attached support elements down to 
company/detachment level receiving distribution support through the command distribution system).

DISTRIBUTION A1:  Line/Support units/ elements down to company/detachment level (less the installation staffs).

DISTRIBUTION B:  Installation staff activities (includes line and support elements/activities down to battalion level).

DISTRIBUTION B1:  Line Units and support.

DISTRIBUTION C:  Installation staffs (includes MSC level.)

DISTRIBUTION  C1:    MSC level (less installation staffs).                                      

DISTRIBUTION:  (Special)  Itemize units/agencies receiving distribution OR use the phrase;  "On file with

proponent".  Use this formula only when the proponent intends to make its own distribution.                            

NOTE:  All Command Publications, whether new or revised, can be found on the Carson Web Page and also on the Installation IntraNet.  Hard copies will NOT be made for Distribution A.  DOIM Publications will have a limited supply of all FC Publications for units who don’t have access to the Carson Web Page or the Installation IntraNet.

APPENDIX C – SAMPLE FORMATS

This appendix presents a single source of quick reference sample formats of documents and command publications not readily found elsewhere.  Use this appendix to assist in properly formatting when preparing these various types of command publications.

FC Form 2 (Summary Sheet)


Supplementing an AR

One-Part Publication (Note:  The first page is in two-column format, but following pages are in one-column format)

Two-Part Publication (Note:  The first page is in two-column format, but following pages are in one-column format)

Command Policy Memorandum

Change to Publication

Staffing Memorandum

Statement of Concurrence with Comment


Statement of Nonconcurrence

Considerations of Nonconcurrence

Consolidated Coordination Memorandum

Letter of Appreciation/Commendation Figure


Memorandum Forwarding a Letter of  Appreciation/Commendation

Memorandum of Instruction

Administrative SOP


Memorandum for Record

Information Paper

Formal Memorandum Within DOD

Formal Memorandum Outside DOD

Informal Memorandum

Decision Paper

Fact Sheet

[image: image1.png]SUMMARY SHEET |SUBJECT: TITLE OF REGULATION/PAM/CIRCULAR DATE:
XX XXX XX
TO ACTION SIGNATURE (GRADE AND SURNAME) DATE:
it ASGS REVIEW
CMT x
2 SGS REVIEW
CMT
3 GC COMMENT"
CMT
4 COFS SIGNATURE
CMT
5) DOIM ACTION
CMT
Action Officer: POC INFORMATION Office Symbol: ~ AFZC-XX Phone:  XXX-XXXX Suspense Date:

NOTE: The Summary Sheet will be used for intra-headquarters staff IAW this Pam. The primary purpose is to provide detailed,
complete routing instructions, and a concise executive summary.

1. PURPOSE: What is to be accomplished by the action. Include suspense to higher headquarters, and type action, i.e. "To provide
Fort Carson message response to MSG FORSCOM 011234 Jan 96, a request for training support." (S: to FORSCOM 20 Jan 04,

S: 15 Jan 04). Also use in conjunction with the informal memorandum for revision/updating FC Publications.

2. ISSUE: State the issue facing the decision maker, i.e. "To approve the contents of the message, which states a position contrary to
FORSCOM request. 1) No officer support is provided due to lack of available resources. 2) EM substitute in the grade of E7 is

available.

3. COORDINATION: State coordination accomplished. If none, state "None." If formal coordination was accomplished, refer to
Tab B.

4. SUMMARY: A synopsis of the action, i.e. "The installation has no available officer with the required experience. Two versions
of the proposed message are provided. Recommend version 1 be selected."

5. RESOURCE IMPACT: None (unless additional resources are needed to implement.)

6. ACTION REQUESTED: After reading, state what you want done, i.e. "That the CofS approve proposed/revised FC Reg XX."

COORDINATION HEAD OF PROPONENT AGENCY

AGENCY/NAME DATE E-MAIL ADDRESS PHONE NAME:

Your DIRECTOR/COMMADER'S info

SIGNATURE:

FC Form 2-E, dtd 15 Jan 00 % PREVIOUS EDITIONS ARE OBSOLETE
7th ID & FC Pam 25-50 * 04 Aug 03





Figure C-1 – SAMPLE OF A SUMMARY SHEET

DEPARTMENT OF THE ARMY
                                                *FC Suppl 1 to AR XXX-XX

HEADQUARTERS, FORT CARSON

Fort Carson, Colorado 80913-5023

Date (determined by MSB)

Information Management

PREPARING AND MANAGING CORRESPONDENCE

__________________________________________________________________________________________________

Suggested improvements.  The proponent of this supplement is Management Services Branch, DOIM, Fort Carson.  Users are invited to send comments and suggestions on DA Form 2028 (Recommended Changes to Publications and Blank Forms) to Commander, ATTN:  AFZC-IM-O-MS, Fort Carson, CO  80913-5039.

OFFICE SYMBOL

FOR THE COMMANDER:

OFFICIAL:

HAL ALGUIRE




Colonel, GS




Chief of Staff

DANIEL L. SILVERNALE

Director of

   Information Management

DISTRIBUTION:

15 - DOIM Publications

  2 - DOIM MSB

  1 - MOS Reference Library, Bldg 1117

_________________________________________________________________________________________________

AR 25-50, 21 Nov 88, is supplemented as follows:

(Prior to supplementing any Army Regulation (AR), permission must be obtained from the proponent of the regulation to be supplemented.  Supplements will contain only additional instructions, explanations, or information specifically needed for this installation/command.  Supplementations will NOT supersede, rescind, duplicate, conflict, or quote material contained in the AR or in supplements issued by higher headquarters.)

Page 2, Paragraph 4, Responsibilities.  Add subparagraph 4d as follows:

      d. List necessary instructions for local level.

Page 6. Paragraph 7c, Additional Instructions.  Add the following:

Add applicable instructions pertinent to this command immediately following the last sentence.

Figure C-2 - SAMPLE FORMAT FOR SUPPLEMENTING AN AR

DEPARTMENT OF THE ARMY
                                                       *(Publication Number)

HEADQUARTERS, FORT CARSON

Fort Carson, Colorado 80913-5023

Date  (determined by MSB)

Information Management

PUBLICATIONS

__________________________________________________________________________________________________

PURPOSE.  (This paragraph indicates reason for publishing.  Only one purpose paragraph per publication is allowed, not one for each chapter/section/appendix, etc.)

REFERENCES.  (References will appear as the second paragraph, unless there are more than 10 and listed in an appendix. In such cases, the second paragraph will so indicate, e.g.:  “REFERENCES.  References are listed at Appendix A."

APPLICABILITY.  (This describes to whom regulation applies.)

GENERAL.  (Policy statements and other generally applicable references to the overall regulation will be included under this paragraph, when used.)

RESPONSIBILITIES. (This paragraph defines specific responsibilities for agencies or individuals concerned in this publication.)

PROCEDURES.

       a. (This paragraph outlines administrative details for carrying out the desired action.  The steps will be presented logically/chronologically.)

        b.  If revised, the publication will be superseded and indicated under a footnote on the first page as shown below. An asterisk will precede the publication number in the upper right corner and the footnote at bottom left corner.

        c.  The Purpose and References paragraphs, if used, must be presented in the sequence shown.  Other paragraphs will be screened and only those necessary to present clarity, brevity, and conciseness will be used.

(Proponent’s Office Symbol)

FOR THE COMMANDER:

OFFICIAL:

HAL ACGUIRE




Colonel, GS




Chief of Staff

DANIEL L. SILVERNALE

Director of 

   Information Management

DISTRIBUTION:

15 - DOIM Publications
  2 - DOIM MSB

  1 - MOS Reference Library, Bldg 1117

(The above three distribution entries are standard for every command publication; additional distribution may be added.)

__________________________________________________________________________________________________

*This pamphlet supersedes FC and 4D Pam 25-30, dtd XX XXX XX

Figure C-3 - SAMPLE ONE-PART PUBLICATION FORMAT

DEPARTMENT OF THE ARMY
                                                       *(Publication Number)

HEADQUARTERS, FORT CARSON

Fort Carson, Colorado 80913-5023

Date  (determined by MSB)

Information Management

PUBLICATIONS

__________________________________________________________________________________________________

PURPOSE.  (This paragraph indicates reason for publishing.  Only one purpose paragraph per publication is allowed, not one for each chapter/section/appendix, etc.)

REFERENCES.  (References will appear as the second paragraph, unless there are more than 10 and listed in an appendix. In such cases, the second paragraph will so indicate, e.g.:  “REFERENCES.  References are listed at Appendix A."

APPLICABILITY.  (This describes to whom regulation applies.)

GENERAL.  (Policy statements and other generally applicable references to the overall regulation will be included under this paragraph, when used.)

RESPONSIBILITIES. (This paragraph defines specific responsibilities for agencies or individuals concerned in this publication.)

PROCEDURES.

       a. (This paragraph outlines administrative details for carrying out the desired action.  The steps will be presented logically/chronologically.)

        b.  If  revised, the publication will be superseded and indicated under a footnote on the first page as shown above. An asterisk will precede the number in the upper right corner and the footnote at bottom left corner.

        c.  The  Purpose and References paragraphs, if used, must be presented in the sequence shown.  Other paragraphs will be screened and only those necessary to present clarity, brevity, and conciseness will be used.

(Proponent’s Office Symbol)

FOR THE COMMANDER:

OFFICIAL:

HAL ACGUIRE




Colonel, GS




Chief of Staff

DANIEL L. SILVERNALE

Director of 

   Information Management

DISTRIBUTION:
15 - DOIM Publications
  2 - DOIM MSB

  1 - MOS Reference Library, Bldg 1117

(The above three distribution entries are standard for every command publication; additional distribution may be added.)

__________________________________________________________________________________________________

TABLE OF CONTENTS
Chapter 1

Introduction To Preparing And Managing

Correspondence

1-1  Responsibilities                                           1             



1-2  Coordination                                               3


1-3  Printing & Duplicating Service                   5


Chapter 2

Preparing And Staffing Command Publications
2-1  Responsibilities                                  10

2-2  Types and Uses of Command             13

        Publications

APPENDIX:

A - References                                           20

__________________________________________________________________________________________________

*This pamphlet supersedes FC Pam 25-50, dtd XX XXX XX

Figure C-4 - SAMPLE TWO-PART PUBLICATION

(Emblem)









(Emblem)

DEPARTMENT OF THE ARMY

HEADQUARTERS, FORT CARSON

OFFICE OF THE COMMANDING GENERAL

FORT CARSON, COLORADO 80913-5000

COMMAND POLICY MEMORANDUM

NUMBER

(Sequenced No.)
AFZC-CG  (1oo)









 (Current Date)

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Sample for Constructing the Command Policy Memorandums (CPMs)

1. (Present the policy in logical sequence. When appropriate, include in this paragraph the supersession of any previous Command Policy Memorandum.)

2.  (Refer to AR 25-50 for overall construction of the memorandum.)

3.  (The CPM will be completely staffed prior to entering the Command Group.  This staffing should, at minimum, be done through MSC commanders, SJA, IG, and any other staff sections who will be affected by the policy.  Once the CPM is approved by the CG, the SGS will put the CPM on  the appropriate letterhead stationary, assign it a CPM number, and obtain the CG’s signature.  Submit a high density 3.5 inch diskette containing the CPM text with  the staff action request.)








ROBERT WILSON








Major General, USA








Commanding

DISTRIBUTION:

A

Figure C-5 - SAMPLE COMMAND POLICY MEMORANDUM

DEPARTMENT OF THE ARMY

               Cl, FC Reg 600-5

HEADQUARTERS, FORT CARSON

Fort Carson, Colorado  80913-5032

Date

Personnel - General

ADMINISTRATION OF THE WEIGHT CONTROL PROGRAM

__________________________________________________________________________________________________

(Proponent’s Office Symbol)

FOR THE COMMANDER:

OFFICIAL:

HAL ALGUIRE




Colonel, GS




Chief of Staff

DANIEL L. SILVERNALE

Director of           

   Information Management

DISTRIBUTION:

15 - DOIM Publications

  2 - DOIM MSB

  1 - MOS Reference Library, Bldg 1117

________________________________________________________________________________________________

1.  FC Reg 600-5, 20 November 1992, is changed as follows:

Page 4, Paragraph 4c  is superseded as follows  (if the material in a paragraph is found to be obsolete, the paragraph is superseded and the current information is quoted using the same paragraph number):

The new information is shown here.

Page 5, Paragraph 9d,  line  2   is  changed  as  follows:

 ( * * * - to indicate change in the middle of a paragraph, show omission of material by using three asterisks.  Type the sentence(s) in which  the change occurs and then three more asterisks for the material which follows and remains unchanged: * * * )

Page 9, Paragraph 10 is rescinded. (When material is completely obsolete and need NOT be substituted with other information, rescind the paragraph.)

Remove pages 5 thru 9 and insert revised pages 5 thru 12.

2.  Post these changes per DA Pam 310-13.

3.  File this change in front of the publication.

Figure C-6 - SAMPLE FORMAT FOR CHANGE TO PUBLICATION

S: XX XXX XX

AFZC-IM (25)










                  Date

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Revision of FC Pam 25-50 (Preparing and Managing Command Publications and Correspondence)

1.  This pamphlet represents a complete update since its last publication X XXX XX.

2.  A copy of this publication is enclosed for your review.  Please respond with concurrence or nonconcurrence NLT COB XX XXX XX.

SJA:
NOTED ________  DATE ________

IG:
NOTED ________  DATE ________

AG
CONCUR ____________  NONCONCUR ____________  DATE ________

EO
CONCUR ____________  NONCONCUR ____________  DATE ________

DRM
CONCUR ____________  NONCONCUR ____________  DATE ________

DOL
CONCUR ____________  NONCONCUR ____________  DATE ________

DCP
CONCUR ____________  NONCONCUR ____________  DATE ________

DPW
CONCUR ____________  NONCONCUR ____________  DATE ________

3D BDE
CONCUR ____________  NONCONCUR ____________  DATE ________

3D ACR
CONCUR ____________  NONCONCUR ____________  DATE ________

10SFG(A)
CONCUR ____________  NONCONCUR ____________  DATE ________

43D ASG
CONCUR ____________  NONCONCUR ____________  DATE ________

MEDDAC
CONCUR ____________  NONCONCUR ____________  DATE ________

DENTAC
CONCUR ____________  NONCONCUR ____________  DATE ________

Encl 






DANIEL L. SILVERNALE

as






Director of 








   Information Management

DISTRIBUTION:

As Stated Above

Figure C-7 - SAMPLE STAFFING MEMORANDUM

A coordinating agency may desire to concur with comments.  This statement is prepared on plain white bond paper and must be signed.  Format must be similar to the following sample:


I concur with the proposed regulation and recommend that the following be changed to read (see page 3, para 4, line 2) * * *  The DOIM does NOT have responsibility for the approval of all printing.







       DANIEL L. SILVERNALE







       Director of Information Management

Figure C-8 - SAMPLE STATEMENT OF CONCURRENCE WITH COMMENT

__________________________________________________________________________________________________

STATEMENT OF NONCONCURRENCE

When a coordinating agency nonconcurs with a publication, a statement explaining the reason for nonconcurrence MUST be submitted to the proponent. This statement is prepared on plain white bond paper and must be signed over the appropriate signature block which identifies the organization or activity.  Format must be similar to the following sample:


I nonconcur with the proposed regulation.  It clearly does not fit the requirements of Army policy within this publication.







       DANIEL L. SILVERNALE







       Director of Information Management

Figure C-9 - SAMPLE STATEMENT OF NONCONCURRENCE

_________________________________________________________________________________________________

CONSIDERATIONS OF NONCONCURRENCE

A coordinating agency may desire to nonconcur with a publication. The proponent of the publication must attempt to resolve the nonconcurrence BEFORE submitting the publication to the Command Group for approval. When the nonconcurrence is resolved, it is treated as a Concur with Comment action. When nonconcurrences cannot be resolved, the proponent must consider each reason for nonconcurrence in a statement of Consideration of Nonconcurrence. This statement is prepared on plain white bond paper, must be signed, and will become a TAB.  One sheet may be used to consider more than one point of nonconcurrence, as shown in the following sample:

The following points made by DRM and DOL are considered:

1.  DRM - MCA funds are not available. Consideration: The P2 mission funds will be used.

2.  DOL - POL  services cannot be used.  Consideration:  POL has the positions with the expertise needed to accomplish these services.







       DANIEL L. SILVERNALE







       Director of Information Management

Figure C-10 - SAMPLE CONSIDERATIONS OF NONCONCURRENCE

MEMORANDUM FOR Chief of Staff

SUBJECT: Revision of FC  Pam 25-50 (Preparing and Managing Command Publications and Correspondence)

1. This pamphlet represents a complete update since its last publication X XXX XX.

2. Reviewing agencies have responded with the following:

SJA:

NOTED __irp     DATE  10Nov96  

IG:

NOTED     mh    DATE     9Nov96  

AG

CONCUR    dak      NONCONCUR __________  DATE    8Dec96  
EO

CONCUR   meb      NONCONCUR __________  DATE    7Dec96
DRM

CONCUR    tjs        NONCONCUR __________  DATE    8Dec96  
DOL

CONCUR   st          NONCONCUR __________  DATE    8Dec96  
DCP

CONCUR   trk        NONCONCUR __________  DATE    9Dec96
DPW

CONCUR    sj         NONCONCUR __________  DATE    8Dec96  
3D BDE

CONCUR    omb    NONCONCUR __________  DATE    9Dec96  
3D ACR

CONCUR   kot       NONCONCUR __________  DATE    7Dec96
10SFG(A)
CONCUR   lr          NONCONCUR __________  DATE    8Dec96  
43D ASG
CONCUR   nv        NONCONCUR __________  DATE    9Dec96  
MEDDAC
CONCUR    ett       NONCONCUR __________  DATE    8Dec96
DENTAC
CONCUR   am       NONCONCUR __________  DATE    8Dec96  
3. Point of contact is Donna Schlotterer at 6-1303.

NOTE:  The above is an example only - see para 2-5 of  this pamphlet for guidance.








DANIEL L. SILVERNALE






Director of 

   Information Management

Figure C-11 - SAMPLE CONSOLIDATED COORDINATION MEMORANDUM

STATEMENT OF CONCURRENCE WITH COMMENT

(DoD Emblem)

DEPARTMENT OF THE ARMY
HEADQUARTERS, FORT CARSON

FORT CARSON, COLORADO  80913-5000

Date

(REPLY TO 

ATTENTION OF)
Captain Robert F. Garcia

Battery B, 1st Battalion

3d Air Defense Artillery

Fort Carson, Colorado 80913-5000

Dear Captain Garcia:


(Express the appreciation/commendation for the accomplishment by recipient.)


(Expand on specific performance of duty for  which the letter of appreciation/commendation is about.)


(State that a copy of the appreciation/commendation will be forwarded to any other agency or command or filing, if appropriate.)





        Sincerely,





        Robert Wilson





        Major General, U.S. Army





        Commanding

**NOTE:  The above sample letter should be arranged so as to present a picture frame appearance.

Figure C-12 - SAMPLE FORMAT OF A LETTER OF APPRECIATION/COMMENDATION

AFZC-CG  (672)






(Current Date)

MEMORANDUM THRU Commander, 1st Battalion, 3d Air Defense Artillery, Fort Carson, CO 80913-6102

FOR Commander, Battery B, 1st Battalion, 3d Air Defense

             Artillery, Fort Carson, CO 80913-6103

SUBJECT: Letter of Appreciation/Commendation (CPT Garcia)

1. (Briefly describe the accomplishment of CPT Garcia, allowing the commander to be able to express personal appreciation/commendation in a letter to CPT Garcia.)

2. When preparing a letter of commendation or appreciation to an individual, DO NOT use the memorandum.  ALWAYS use a letter addressed to the individual for whom the expressions are intended. If the letter is to be forwarded through channels, enclose the letter under a memorandum to the immediate commander of the soldier or civilian concerned.

Encl





        ROBERT WILSON



        Major General, USA



        Commanding

Figure C-13 - SAMPLE MEMORANDUM FORWARDING A LETTER OF APPRECIATION/COMMENDATION

(Proponent's Office Symbol) (MARKS Number)

(Current Date)

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Memorandum of Instruction (MOI) - (The Title of the MOI will Always Appear in this Position)

1.  PURPOSE.  (State the event or action to be performed IAW this MOI.  If this MOI supersedes a previous one, so state here.)

2.  APPLICABILITY.   (State who/what level of command is affected by and should comply with this MOI.)

3.  GENERAL. (Make general comments that apply to the action or to the addressees as a whole, if necessary or desirable.)

4.  PROCEDURES.  (Break procedures down by units/sections involved.)

5.  REFERENCES/POINTS OF CONTACT.

     a.  References.  (When references are listed in a separate paragraph, this portion of the last paragraph will contain these references.)

     b.  Points of Contact (POC).  (If  POC is also listed in a separate paragraph, this portion of the last paragraph will contain  that information.)

FOR THE COMMANDER:





        HAL ALGUIRE





        Colonel, GS





        Chief of Staff

DISTRIBUTION:  (As required/desired)

(The proponent agency should ALWAYS list itself for extra copies of the MOI, as no other section should be the stockage point for that document.)

Figure C-14 - SAMPLE FORMAT OF THE MEMORANDUM OF INSTRUCTION

(Office Symbol)  (MARKS #)






(Date Signed)

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Administrative Standing Operating Procedures (SOP)

1. REFERENCES.

     a.  AR 25-30 (Army Integrated Publishing and Printing Program).

     b.  AR 25-50 (Preparing and Managing Army Correspondence).

     c.  FC Pam 25-50 (Preparing and Managing Command Publications and Correspondence).

2. PURPOSE. To outline procedures and provide guidance in the day-to-day operations of the Management Services Branch  (MSB).

3.  APPLICABILITY.  This SOP pertains to all personnel assigned and/or attached for duty with the MSB.

4.  MISSION.  The mission of  the MSB is to provide direct records management support for the Fort Carson staff activities, and to provide the same type support for other activities/units on an availability-of-assets basis.

5.  RESPONSIBILITIES.  It is the responsibility of each person who is assigned/attached to the MSB to read and become familiar with the contents of this SOP during the first 6 weeks of assignment/attachment. Although specific emphasis must be placed on the Annex pertaining to the activity to which the individual is assigned to duty, the main portion of the SOP must also be understood. This SOP is a required reading as part of initial orientation of the employee to this activity. It should be reviewed at least twice each year.

6.  PROCEDURES. Supervisors will ensure the following actions are taken:

     a.  Constantly review/update this SOP.

     b.  Consolidate information that should be included and prepare an update to the appropriate annex as needed.
     c. Coordinate with persons charged with accomplishing functions of each annex to ensure that the information accurately reflects the job.

     d.  Provide each employee with a current copy of  the SOP.

Figure C-15 - SAMPLE ADMINISTRATIVE SOP

AFZC-IM

SUBJECT: Administrative Standing Operating Procedures (SOP)

      e. Ensure that provisions of the SOP are complied with during accomplishment of the MSB primary mission as outlined in the appropriate annex.

3 Encls
                          SHERRON L. DEVONSHIRE

1. Annex A - FOIA/PA
                          Chief,  Management Services Branch

2. Annex B - Forms/Cmd Pubs


3. Annex C - MARKS/RHA

2

Figure C-15 - SAMPLE ADMINISTRATIVE SOP (Continued)

AFZC-XX







(Current Date)

MEMORANDUM FOR RECORD

SUBJECT:   Preparing a Memorandum for Record (MFR)

1.  A MFR is normally prepared on plain white bond paper.  Type the office symbol at the left margin on the eighth line from the top of the paper.  Stamp or type the date on the same line ending at the right margin.  The MFR may also be typed or handwritten on the bottom of all record file copies. This procedure saves paper, filing space, and ensures that all information pertaining to that subject is located together.

2.  Type the phrase MEMORANDUM FOR RECORD at the left margin on the third line below the Office Symbol.

3.  Type the SUBJECT at the left margin on the second line below the phrase MEMORANDUM FOR RECORD.

4.  Begin paragraph 1 on the third line below the SUBJECT line at the left margin.

5. Where possible, limit the MFR to one page.  If a second page is required, prepare in the same manner as the continuation page of a regular memorandum (see AR 25-50, pg 14).

6.  Mark paragraphs/subparagraphs the same as a regular memorandum.  Prepare and position all remaining applicable elements (signature block and enclosure listing) as a regular memorandum.   An authority line is NOT used on an MFR.







        SHERRON L. DEVONSHIRE







        Chief, Management Services Branch

Figure C-16 - SAMPLE FORMAT OF A MEMORANDUM FOR RECORD

8        AFZC-IM

   
        9         DATE             












            10












            11






      INFORMATION PAPER                                                   12











            13

SUBJECT:   Information Paper Format






            14

1.  Purpose.  To give the reader easy access to facts in a clear and concise format.

2.  Points of major interest and facts (See DA Pam 600-67, para 3-2a.)

     a.  Use short, concise sentences.


     b.  Papers will be self-explanatory and will not refer to enclosures except for tabular data, charts, or photographs.


     c.  Papers should not exceed one page in length and need not be signed.  The name and telephone number of the action officer should appear in the lower right-hand corner of the page of the information paper.


     d.  The format may be altered to meet specific need, e.g., the paragraphs may be numbered or unnumbered; it may also serve as a fact sheet, background paper, or trip report.

Dan Silvernale/6-3410

Figure C-17 - SAMPLE INFORMATION PAPER

Office Symbol (MARKS#)









DATE

MEMORANDUM FOR Commander, USA DENTAC,  Fort Sam Houston, TX   78234-6000

SUBJECT:  Preparation of a Formal Memorandum Within DOD Activities

1. The formal memorandum will be used for correspondence which will be sent outside Fort Carson but within DOD

Activities.

     a.  Type the MARKS number two spaces after the office symbol.  The action officer adds this when writing the draft.

     b.  Continuation of the MEMORANDUM FOR
addressee will begin the second line under the third letter of the first 

word of the addressee.  Use upper/lower case for all addressees.

c. If the SUBJECT line is too long, continue it flush with the left margin; do not indent under the first word of the 

subject.

d. Do not begin a sentence with a brevity code, an abbreviation, or an acronym.

e. Use of 10-pitch type is strongly recommended.

2. A point of contact, office or title, and complete phone number (including area code) must be entered as the last line if

the signer is not the writer.

3. All off-post correspondence will contain a FOR THE COMMANDER (FTC) line.  Only those individuals authorized 

in writing to sign FTC can send correspondence off post.

FOR THE COMMANDER:








DANIEL L. SILVERNALE








Director of

 






   Information Management

Figure C-18 – PREPARATION OF A FORMAL MEMORANDUM WITHIN DOD ACTIVITIES

DATE (Centered)

Directorate of Information 

   Management

Management Services Branch

Mr. John A. Doe

123 Main Street

Colorado Springs, CO  12345

Dear Mr. Doe:


Adjust the margins to where the letter is framed on the page.  Use a 10 pitch, common type style.  Both one inch and one-half inch margins are acceptable.


Type the date in civilian style and center two lines below the last line of the letterhead.  Do not use date stamps on original copies.  You may use them on file copies.


The REPLY TO THE ATTENTION OF line will contain your major department or directorate and your particular office name.  There is no set number of lines between the REPLY line and the addressee.  Frame the letter on  the page.  Five lines is the general rule when the letter is two or more pages.


Do not use abbreviations, acronyms, or brevity codes anywhere in the correspondence.  Single space the body of a letter with double spaces between paragraphs.  Type the salutation on the second line below the last line of the address.  Type the first line of the test of the letter on the second line below the salutation.  Indent four spaces and begin typing on the fifth space for the first line of each paragraph.  Do not number paragraphs.


Only use subject lines in a letter when absolutely necessary or when they will serve a useful purpose.  For example, use a subject line when dealing with contracts or procurement actions.  Type the  subject line on the second line below the last line of the REPLY line, beginning at the left margin.


Avoid subparagraphing when possible.  When using only one subparagraph, indent four spaces, type a hyphen on the fifth space, space twice, and begin typing the text.  When you need more than one subparagraph, use letters of the alphabet (a,b,c) to indicate subparagraphs.  Indent four spaces and begin typing on the fifth.


When you need more than one page, there should be a minimum of two lines of the text on the second page.  Center the page number on the fifth line from the top of the paper.  Use a hyphen on each side of the page number.


Start the first line of the text on the fifth line below the number of the page, keeping the margins the same as the preceding page(s).


Start the closing on the second line below the last line of the letter.  Begin at the center of the page.

Figure C-19 –SAMPLE FORMAL MEMORANDUM OUTSIDE DOD ACTIVITIES


Signature Blocks will be in upper and lower case.  Do not use abbreviations except for U.S., P.O. Box, Mr., Mrs., Dr., Jr., etc.  Military personnel will use “U.S. Army” following their spelled out rank.  Branch designations have no meaning to the general public; however, a branch designation (spelled out) may be used on letters only when necessary for credibility, e.g., Medical Corps on matters that would require the attention of the medical profession.  Do not use academic degrees, religious orders, or (P) as part of the signature block.  Civilians will not use DAC in their signature block.


If there are enclosures, type the word “Enclosure” at the left on the second line below the signature block.  Do now show the number of enclosures or list them.  Fully identify enclosures in the text.  When there is more than one enclosure, use the plural form of the word.


Place a point of contact line, with office and commercial phone as the last paragraph in a letter.








Sincerely,

Enclosure





Typed Name








Lieutenant Colonel, U.S. Army








Correspondence Manager

Figure C-19 – SAMPLE FORMAL MEMORANDUM OUTSIDE DOD ACTIVITIES (Continued)

AFZC-IM (MARKS #)

MEMORANDUM FOR Chief of Staff

SUBJECT:  Preparation of an Informal Memorandum

1. The informal memorandum will be used for correspondence which will be sent internally to Fort Carson and tenant 

units residing on Fort Carson.

a. Type the MARKS number two spaces after the office symbol.  The action officer adds this when writing the draft.

b. Use either locally originated acronyms or brevity codes or upper/lower case for the address.

c. Do not begin a sentence with a brevity code, acronym, or abbreviation.

d. Use of 10-pitch type is strongly recommended.

2. A point of contact (POC), office or title, and extension must be entered as the last line if the signer is not the writer.

3. All on-post correspondence will contain an authority line except for principal staff office and extension must be 

entered as the last line if the signer is not the writer.

4. All on-post correspondence will contain an authority line except for principal staff officers.  Personnel other than 

principal staff officers will use an authority line as prescribed in AR 25-50, para 7-2f.

DANIEL L. SILVERNALE

Director of 

   Information Management

Figure C-20 – SAMPLE OF AN INFORMAL MEMORANDUM












AFZC-IM (MARKS #)












Date

DECISION PAPER

SUBJECT:  Format for a Decision Paper

1. Issue:  To provide a format which will serve as an official document to present an issue and a recommendation.  The

issue will include background facts and relevant discussion.  The decision paper will be staffed for concurrence/

nonconcurrence prior to an action being taken that will affect the command or parts thereof.

2. Facts:

a. State fact supporting/nonsupporting the issue.

b. Cite previous knowledge or discussions.

c. Determine background that user needs.

3. Discussion:

a. Use short, concise writing style.  Avoid unduly complex paragraphs.  Ensure smooth, logical flow of facts.

b. Tailor the paper for the user.

(1) Avoid technical language and unexplained acronyms.

(2) Analyze target audience.

c. Preferred length is one page, but not more than two.  Avoid enclosures.

d. Requires no signature, just typed rank, last name and extension.

e. It may be originated at any level; however, the paper should be approved through channels and/or approval levels 

to where the decision will be made.  Any number of approval blacks below may be used.  Use activity acronyms where possible.

4. Recommendation.  Usually give only the one recommendation that best suits the issue at hand.  However, you may 

submit several recommendations in order that the reader may select.

Ms. Schlotterer/6-1303

XXXX  Concur/Nonconcur;  Initials ____________, Date: ______________

XXXX  Concur/Nonconcur;  Initials ____________, Date: ______________

XXXX  Concur/Nonconcur;  Initials ____________, Date: ______________

Figure C-21 – SAMPLE FORMAT FOR A DECISION PAPER












AFZC-IM (MARKS #)












Date

FACT SHEET

SUBJECT:  Format for a Fact Sheet

1. ISSUE:  To give the reader easy access to facts in a clear and concise format without the reader having to read the 

documents or correspondence it covers.

2. FACTS:

a. Use short, concise sentences.

b. Paper will summarize documents or correspondence and will always physically act as a cover sheet for that

material.  The covered material will not be considered as enclosure.  No mention of local or higher echelon directives will be included on this sheet because they are already in the accompanying material.  There will be no tabs, charts or other supporting data attached to this document except the material to be signed.

c. Papers should not exceed one page in length and will not be signed.  The name and extension of the action officer 

should appear in the lower right corner of the page.

d. The format may be altered to meet a specific need, e.g., the paragraphs may be numbered or unnumbered; it may 

also serve as a background paper, trip report, or read ahead.

e. Present no discussion in this paper; use the information paper format when a discussion is needed.  Present no 

recommendations in this paper; use the discussion paper when recommendations are needed.

f. The fact sheet requires no staffing.

g. It may be originated at any level.












Ms. Schlotterer/6-1303

Figure C-22 – SAMPLE FORMAT FOR A FACT SHEET

APPENDIX D - PUBLICATIONS EXEMPT FROM COMMAND GROUP APPROVAL
Publications exempt from Command Group approval are:

     a. Changes which merely reflect correction of an administrative error, do not represent a policy change, and are too insignificant in nature to necessitate command group approval.

     b. Publications which merely contain a compilation of reference material, such as indexes to publications, blank forms, 

etc.

     c. Recurring circulars which merely distribute information on schedules, promotions, school attendance, or similar matters are listed below:

CIR NO.

TOPIC








PUBLISHED
350-Series

 When pertaining only to quota allocations for on-post schools.

As required

351-Series

 When merely disseminating information from DA on School Selection 
As required




 Boards or School quotas.

600-Series

 a. When merely disseminating information from DA on Command

As required



 Selection Boards.





 b. When providing information from DA on DA Selection Boards for

As required



 SFC and up.

624-Series

 When disseminating information on Recommended Lists for Promotion. 
As required

2
7th ID & FC Pam 25-50 * 04 Aug 03
30
7th ID & FC Pam 25-50 *  04 Aug 03

7th ID & FC Pam 25-50 *  04 Aug 03

          31                                                                                

