APPENDIX A - DECISION PAPER





OFFICE SYMBOL  (MARKS #)








MEMORANDUM FOR Commander, 21st Theater Support Command (Provisional), Unit 23203, 


	APO AE  09263





SUBJECT:  Preparation of a Decision Paper








CSM 	CONCUR________________	NONCONCUR_____________	DATE___________


DCofS	CONCUR________________	NONCONCUR_____________	DATE___________


CofS 	CONCUR________________	NONCONCUR_____________	DATE___________


DCG	CONCUR________________	NONCONCUR_____________	DATE___________


CG 	APPROVED______________	DISAPPROVED____________	DATE___________








1.  FOR DECISION:  (If required, type TIME SENSITIVE in all caps on this line)





2.  PURPOSE:  (State purpose of decision memo, e.g. to obtain the CG’s signature on the memorandum at Tab A, A1...).





3.  RECOMMENDATION:  (Contains the recommended course of action.)





4.  BACKGROUND AND DISCUSSION:  





	a.  Decision papers will indicate only those personnel who need to see the document i.e., CSM, DCofS, CofS, DCG, CG.  If the document is for the DCG’s approval/disapproval then the CG line comes off.  MEMORANDUM FOR line will be ATTN to who the document is intended for (e.g., approval/disapproval is the DCG then memorandum is ATTN:  AERDC)





	b.  Paragraph 1 will indicate, in parentheses and in all capital letters, if the decision paper is time sensitive to an event or has a suspense to higher headquarters, do not list suspense to the Command Group.





	c.  Paragraph 4 will convey facts necessary to understand the decision paper recommendations.  Submit documents used to support a recommendation as tabs and summarize key points in paragraph 4.  All actions forwarded to the Command Group for decision/signature will be at Tab A.  If more than one related item requires signature or approval, tab each item separately as A1, A2, etc.  Tab any additional supporting documents at B, C, etc.





	d.  Authentication of decision papers will be by the staff chief concerned or their deputy staff chief.





APPENDIX A-1 - DECISION PAPER


OFFICE SYMBOL


SUBJECT:  Preparation of Decision Paper








	e.  If required, the coordination line will be placed on the second line after the signature block, as shown.





	f.  If a second page is necessary, follow the format in AR 25-50, for a 2-page memorandum.





5.  The second to last paragraph on a decision paper will be the point of contact line which will include name and telephone number.





6.  FIRST IN SUPPORT!














	(STAFF CHIEF’S SIGNATURE BLOCK)





COORDINATION:  


(OFFICE) (CONCUR) (NONCONCUR)SGN/RANK____________________DATE_______
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APPENDIX B - INFORMATION PAPER 





OFFICE SYMBOL  (MARKS #)








MEMORANDUM FOR Commander, 21st Theater Support Command (Provisional), 


	ATTN:  AERDC, Unit 23203, APO AE  09263





SUBJECT:  Preparation of an Information Paper








CSM  NOTED_______________	DATE____________


DCofS NOTED______________	DATE____________


CofS  NOTED_______________	DATE____________


DCG  NOTED_______________	DATE____________


(Note:  Include only the intended recipients)








1.  FOR INFORMATION:





2.  PURPOSE:   (This paragraph will clearly indicate the purpose of the information paper.)





3.  CONCLUSION:  This format is more logically organized and tells the addressee at the beginning, the effect, the impact, and indicates what conclusion should be made.





4.  INFORMATION:  





	a.  Paragraph 4 will provide concise information.  Submit documents used to support the information as tabs and summarize their key points in paragraph 4.  Append actions brought to the attention of the recipient of the information paper at TAB A.  Tab supporting documents as B, C, D, etc.





	b.  Limit information papers to one page.  However, if an additional page is necessary prepare it as you would a 2-page memorandum.





	c.  Authentication of information papers will be by the staff chief concerned or their deputy.  





	d.  Place required coordination after the signature block as shown on a decision paper.  





5.  The point of contact line will include name and telephone number.

















APPENDIX B-1 - INFORMATION PAPER (cont)





OFFICE SYMBOL


SUBJECT:  Preparation of an Information Paper








6.  FIRST IN SUPPORT!














	(SIGNATURE BLOCK)
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�
APPENDIX C - FACT SHEET





OFFICE SYMBOL  (MARKS #)





SUBJECT:  Preparation of a Fact Sheet








1.  PURPOSE:  A fact sheet provides parties to a discussion or attendees at a conference with a concise summary of facts concerning an issue or action that they may retain for later reference.  The purpose paragraph must state in clear terms the “what and why” for background or updating by the reader.





2.  FACTS:





	a.  Type fact sheets on plain bond paper.





	b.  Only use double spacing between paragraphs and subparagraphs.





	c.  Do not exceed one page.  Fact Sheet should be compact and concise.





	d.  Minimize enclosures.





3.  CURRENT STATUS:  Final paragraph should indicate current status of issue or action.








PREPARED BY:  





AUTHENTICATION:  (Always use the staff chief/deputy’s name, signature, and date.)





















































APPENDIX D - TRIP REPORT





OFFICE SYMBOL  (MARKS #)








MEMORANDUM FOR Commander, 21st Theater Support Command (Provisional), Unit 23203, 


	APO AE  09263





SUBJECT:  Preparation of a Trip Report








CofS  NOTED_________________	DATE_______________


DCG  NOTED_________________	DATE_______________


CG 	NOTED_________________	DATE_______________








1.  PURPOSE: (Brief statement indicating purpose of trip.)





2.  RECOMMENDATIONS/ACTIONS TAKEN:  Indicate follow-on actions or decisions you will pursue or recommendations that you want to present.  Specify actions taken by the action officer or appropriate staff chief.





3.  DATE AND LOCATION OF MEETING/CONFERENCE:  Self explanatory.





4.  KEY PERSONNEL THAT ATTENDED:





5.  DISCUSSION:  Mention topics or matters of interest to, or involving HQ, 21st TSC (Prov).





6.  The point of contact line will include name and telephone number.














	(SIGNATURE BLOCK)


	(participating staff member)
































APPENDIX E - STAR NOTE





��
































































































































APPENDIX F - AWARD 5x8 CARD





AWARD





RANK/NAME:





HOME TOWN:





SECTION:  (i.e., G3, Nov 90 - Dec 96)





POSITION:  (Position held while in the 21st TSC (Prov))





# OF YEARS IN SERVICE:





PURPOSE:  (What the award is for i.e., PCS, RET, IMPACT.... if IMPACT, need short description, i.e., Operation Joint Endeavor, Soldier of the Month, etc.)





SPOUSE’S NAME:  (If spouse is attending ceremony)





CHILDREN’S NAMES/AGES:  (If children are attending ceremony)





HOBBIES OF APPLICABLE:�
�



5x8 cards for the Command Retreat Ceremony will be turned in to SGS Admin 3-working days prior to the Command Retreat Ceremony
























































APPENDIX G - HAIL AWARD 5x8 CARD





HAIL





RANK/NAME: 





HOME TOWN:





# OF YEARS IN SERVICE:





CURRENT JOB TITLE: 





SECTION ASSIGNED TO: 





LAST DUTY ASSIGNMENT: 





SPOUSE: 





CHILDREN:





HOBBIES IF APPLICABLE:





REMARKS:  �
�



All 5x8 cards will be TYPED.  Please explain unusual acronyms.


�
�
�
APPENDIX G-1 - FAREWELL AWARD 5x8 CARD





FAREWELL





RANK/NAME: 





HOME TOWN:





# OF YEARS IN SERVICE:





CURRENT SECTION/JOB TITLE: 





NEW DUTY ASSIGNMENT: 





SPOUSE: 





CHILDREN:





HOBBIES IF APPLICABLE:





REMARKS:  �
�



All 5x8 cards will be TYPED.  Please explain unusual acronyms. 






























































APPENDIX H - CONFERENCE ROOM REQUEST


AERGS








MEMORANDUM FOR PROTOCOL





SUBJECT:  Request for Conference Room








1.  Action Officer/POC:  ________________________________________________________________________





2.  Requesting Officer/Unit:  ______________________________  Phone Number__________________________





3.  Classification of Briefing:  ____________________________________________________________________





4.  Subject:  __________________________________________________________________________________





5.  Date:  _______________________________________________Time:  _______________________________





6.  Room (s) Requesting:  217 _______ 106 _______





7.  Command Briefing Required:  Yes _______ No _______





8.  Command Group Attendees:  CG _______ DCG _______ CSM _______CofS _______ DCof S _______





9.  Persons Attending (O-5 Cdr and above, and Civilian GS/GM 14 and above for seating arrangement purposes, as applicable):





Last Name				Rank		Organization/Staff Section





________________________________	______		___________________________





________________________________	______		___________________________





________________________________	______		___________________________





________________________________	______		___________________________





________________________________	______		___________________________





________________________________	______		___________________________





________________________________	______		___________________________





________________________________	______		___________________________





________________________________	______		___________________________





________________________________	______		___________________________





________________________________	______		___________________________





________________________________	______		___________________________


APPENDIX H-1 - CONFERENCE ROOM REQUEST





10.  Number of persons scheduled to attend:__________.


(The seating capacity for Room 217 is 53 and Room 106 is 29, respectively)





COMMAND GROUP AND VIP VISITORS HAVE PRIORITY IN THE CONFERENCE ROOMS





11.  Special Equipment requirements:  Indicate number required in blanks below: 





	35mm Slide Projector__________  Viewgraph Machine___________  Other___________





	NOTE:  PROTOCOL DOES NOT PROVIDE VIEWGRAPH MACHINES OR ANY OTHER EQUIPMENT FOR CONFERENCES OUTSIDE OF OUR CONFERENCE ROOMS. 





	NOTE:  FOR ROUTINE BRIEFINGS THE UNIT/STAFF SECTION WILL BE RESPONSIBLE FOR PROVIDING THEIR OWN SUPPORT. 





	NOTE:  STAFF SECTIONS HAVING A BRIEFING/MEETING WILL CLEAN UP AFTER USE BEFORE BEING CLEARED OF THE CONFERENCE ROOM. 





12.  Before submitting this form ensure that you have: 





	a.  Coordinated with the conference room coordinator and confirmed the availability of the conference room requested at the time and date. 





	b.  Coordinated with the appropriate aide or secretary (i.e., CG, DCG, CofS, DCofS, CSM). 





	c.  (*) 21st TSC (Prov) prohibits the use of non-21st TSC (Prov) users using 


“21st TSC (Prov)” on their advertisements - implying sponsorship. 





13.  REQUESTS FOR CONFERENCE ROOMS SHOULD BE SUBMITTED AT LEAST


2 WEEKS IN ADVANCE OF THE ACTUAL EVENT. 





************************************************************************************************************************************************************


Conference Room Coordinator:  Date:_______/_______/_______   Initials________


************************************************************************************************************************************************************























APPENDIX H-2 - HQ, 21ST TSC (PROV) CONFERENCE ROOM FACILITIES








Facility


Bldg #, Rm #�
Total Seating Capacity Conf Table Capacity�
Audiovisual Equipment Available�



Coordinating Office�
�
G6 Conference Room


Bldg 3000, 


Rm 9�
40 total/7 at table�
1 viewgraphs and screen; 1 bar code;  1 television; 


1 VCR


VTC (Worldwide)�
Bldg 3000, Rm 28, 


POC:  Ms. OMO, 


484-8283/8252�
�
HQ, 21st TSC 


Bldg 3001, 


Rm 217


�
53 total/11 at table�
1 viewgraph and screen; 1 bar code;  1 television; 


2 VCR


VTC (Worldwide)�
Bldg 3001, Rm 111, 


POC:  SGS, 


484-7748/7685�
�
HQ, 21st TSC


Bldg 3001, 


Rm 106


�
29 total/9 at table�
None�
Bldg 3001, Rm 111, 


POC:  SGS, 


484-7748/7685�
�
Support Operations Conference Room


Bldg 3002, 


Rm 305�
30 total/15 at table�
None�
Bldg 3002, Rm 302,


POC:  Admin, 


484-7182/8759�
�
21st Main EOC, 


Bldg 3029, 


LOC Briefing Room


�
55 total/17 at table�
2 viewgraphs and screens;  


1 television


2 VCRs


2 bar codes


VTC (Regional)�
Bldg 3029


POC:  G3, 


484-7502/7407�
�
21st Main LOC, 


Bldg 3029, 


�
75 total (chairs must be configured by the user)�
None�
Bldg 3029


POC:  G3, 


484-7502/7407


(Under construction til Nov 99)�
�

























































APPENDIX I - NOTIFICATION OF A DISTINGUISHED VISITOR





FROM:  (Your e-mail address)


TO:  1LT Palmer, Benjamin; Ms. Spedden, Uly


CC:  21TSC CMDGRP Users; 21TSC SGS Users


SUBJECT:  Notification of a Distinguished Visitor 








1.  Visitor:  (Full name, grade (particularly civilians), position, and organization he or she is from)





2.  Purpose:  (Why does that person want to visit the 21st TSC (Prov))





3.  Date of Visit:  (desired date(s) of the visit and time frame - a.m./p.m.?)





4.  Any specific desires:  (Office call with CG, DCG, CofS; Command Brief; special brief; tour of subordinate units; etc.)





5.  Point of contact:  (Name, unit/section, and phone number)
















































































APPENDIX J - DISTINGUISHED VISITOR AFTER ACTION REVIEW





Submit After Action Reviews (AARs) on Distinguished Visitors within 24 hours of the visitor’s departure.  Subordinate commands and escort officers will send AARs via e-mail using the following format:





FROM:  (Your e-mail address)


TO:  1LT Palmer, Benjamin; Ms. Spedden, Uly


CC:  21TSC CMDGRP Users; 21TSC SGS Users


SUBJECT:  Distinguished Visitor AAR








(a)  Visitor:  (Name, Title/Position, Date)





(b)  Location of Visit:  (Unit, Activity, or Facility)





(c)  Comments:  (Bullet format)





(d)  Reporting Officer:  (Name, Title/Position, Phone Number)











21st TSC (Prov) recognizes the following people as Distinguished Visitors: 





-  All General Officers, SESs and equivalents. 


-  All Colonels and GM15s from outside USAREUR. 





Coordinate exceptions as necessary. 





















































APPENDIX K - PREPARING AND MANAGING CORRESPONDENCE





The following information will ensure you are current on 21st TSC (Prov) unique procedures in conjunction with this regulation.





	a.  Abbreviations.  Identify the word or title the first time it is used in the body of the document and follow it with the abbreviated form in parentheses if it will be used again.  Do not begin a sentence with an abbreviation or brevity code.  Do not identify abbreviations in the subject line.





	b.  Acronyms.  Spell out the acronym the first time it is used in the body of the document and follow it with the acronym in parentheses.  Do not begin a sentence with an acronym.  Do not use in the subject line.





	c.  Identification of originating office.  Use office symbol of preparing office on all correspondence.





	d.  Expression of date.  Express dates on formal and informal memorandums and endorsements in only two ways: 1 Jan 96 or 1 January 1996.  Do not use a “0” in front of 1-9 on dates.  Express dates on letters only in the following way:  January 1, 1996.  Do not use date stamps on letters.  Do not separate any of the three date elements from each other, if abbreviated.  Keep a date complete on one line.  If month and year are not abbreviated, month and year may be separated.





	e.  Expressing time.  Express military time in a group of four digits ranging from 0001 to 2400, i.e., 1420.  Do not use the word “hours” in conjunction with military time.  When preparing letters, use only civilian time, i.e., 2:20 p.m.





	f.  References.  List references in the first paragraph.  When referencing publications, include the number, date, title, paragraph, and section, etc.  When referencing correspondence, include the type of correspondence (memorandum, letter, message, etc.), originating organization, office symbol, date, and subject.





	g.  Changing the style for effective correspondence.  Begin with the main point.  Put the “bottom line” in the first paragraph.  Use active voice.  Use the standard English sentence order, subject-verb-object.





	h.  When preparing correspondence we recommend that you use Courier New, Times New Roman, or Arial for the font style.  Use 12 points or 10 pitch for the font size, depending on the program you use.  Refrain from using the hard-to-read fonts such as script, gothic, etc.  Do not use bold, italic, or superscript.





	i.  For correspondence always include a point of contact and a telephone number, this paragraph will be the next to the last paragraph of the document.  Type FIRST IN SUPPORT! as the last paragraph on all correspondence.





APPENDIX K-1 - PREPARING AND MANAGING CORRESPONDENCE 





	j.  Use the current 21st TAACOM Cir 25-30, 21st TAACOM Distribution Schemes, for all SEE DISTRIBUTION addresses.





	k.  Spell out all general officer rank throughout all correspondence.





	l.  Unit commanders and staff chiefs are responsible for the accuracy and legitimacy of all travel orders (DD 1610).  Travel orders requiring CofS approval/signature will not be signed unless the Comptroller has reviewed and approved them.  Hand carry time sensitive travel orders through Comptroller to SGS.  





	m.  File travel vouchers within 5 days after completion of TDY.  Ensure that your TDY orders reflect this requirement.





	n.  For letters going to local nationals, to include members of the local Armed Forces, use the 21st TSC (Prov) Bundespost Letterhead.





DEPARTMENT OF THE ARMY


HEADQUARTERS, 21ST THEATER SUPPORT COMMAND (PROVISIONAL)


PANZER KASERNE


POSTFACH 1207


67602 KAISERSLAUTERN





	o.  If the letter is leaving Germany, the last line of the letterhead will read: D-67602 KAISERSLAUTERN.





	p.  Briefings using transparencies will be framed, with the briefing and the briefer’s name on the top center of the frame.  Put the slides in briefing order and number them sequentially on the top right corner of the frame.  Ensure the slide flipper has a paper copy of the briefing(s), in the correct order, to follow along.  The briefer and slide flipper will conduct rehearsals prior to the presentation.  The slide flipper will be furnished by the section that is briefing.

















�
APPENDIX L - MEMORANDUM





DEPARTMENT OF THE ARMY


HEADQUARTERS, 21ST THEATER SUPPORT COMMAND (PROVISIONAL)


UNIT 23203


APO AE  09263








OFFICE SYMBOL   (MARKS #)








MEMORANDUM FOR Commander, United States Army, Europe, ATTN:  AEAGC, 


				         Unit 29351, APO AE  09014





SUBJECT:  Preparing Formal Memorandums








1.  References:





     a.  Army Regulation 25-50, Preparing and Managing Correspondence.





     b.  USAREUR Pamphlet 25-50, Preparing and Managing Correspondence in USAREUR.





2.  The page layout for a formal memorandum, first page is .8 inch top margin and one inch bottom and side margin.  The second page will have a 1.3 inch top margin and a 1 inch bottom and side margin.  An informal memorandum has a 1.3 inch top margin with a 1 inch bottom and side margin. 





3.  The originator’s office symbol will be utilized not the individual signing the memorandum.  The MARKS number will be placed on the first page only.





4.  Memorandums will come to the SGS Admin undated.





5.  The first page will not be numbered, but all of the following pages will be numbered - centered, 1 inch from the bottom of the page.





6.  FIRST IN SUPPORT!














		(SIGNATURE BLOCK)








�
APPENDIX M - ENDORSEMENT





S:  15 September 1999





AERGS  (AERPE/7 Mar 99)  (1aa)  1st End


SUBJECT:  Preparing an Endorsement








Commander, 21st Theater Support Command (Provisional), Unit 23203, APO AE  09263





FOR Commander, 37th Transportation Command, Unit 23116, APO  AE 09227








1.  Type the preparer’s office symbol at the left margin 1.3 inches from the top of the page.  Space twice and type the office symbol and date of the basic memorandum in parentheses.  Space twice and type the MARKS number in parentheses.  Space twice and type the endorsement number.





2.  When using a suspense date, type or stamp it on the sixth line from the top of the page preceded by an “S:” (right margin).  





3.  Center the page number approximately 1 inch from the bottom of the page.  The rest of the endorsement is the same as the basic memorandum.





4.  FIRST IN SUPPORT!














		(SIGNATURE BLOCK)
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21st TSC (Prov) Pamphlet 25-50





	





21st TSC (Prov) Pamphlet 25-50























August 6, 1999








	Dear Sergeant James:





		Center civilian style date two lines under the flag staff.  Prepare


	the star note to give the appearance of a framed look.  Star notes are 


	prepared using the same format as preparing a letter.  Check AR 25-50


	for proper salutations.


			


		Prepare signature block on the fifth line after the closing. Using 


	upper and lower case letters.  Spell out all ranks. 





		Type the address on the third line after the signature block, beginning 


	at the left margin.  Spell out all ranks and acronyms, where feasible. 


	


		Send all star notes to the CG in draft format for his initial review. 


	This will save the expensive star note paper. 





			Sincerely, 














			Richard A. Hack.


			Major General, U.S. Army


			Commanding Officer





	Staff Sergeant Joe James


	21st Theater Support Command (Provisional)


	Office of the Provost Marshall


	Unit 23203


	APO AE  09263











�











