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Block 1. Office of Primary Responsibility (OPR): Enter the OPR (lead agency) responsible for this action. Examples: G-1, G-3, G-8, ASA (ALT). (Do not use office symbols)


Block 2. Date: Enter the date you are submitting this request. The format is YYYMMDD as indicated.


Block 3. For: Select the appropriate box(es) for whom the meeting is intended. When “other” is chosen indicate for whom the meeting is intended.


Block 4. Subject: Provide a clearly defined subject that can be used on the principals calendar.


Block 5. Type: Indicate the type of meeting by placing an Check in the appropriate box.


Block 6. Length: Project the length of time of the meeting being requested. Consider the time necessary for your presentation, time for possible questions of the Principal 
and time for discussion.


Block 7a & b. Preferred date and time: Indicate the preferred dates and times you wish the meetings to take place. Space is allowed for three dates and times. List at 
least two date/time options.


Block 8. Why is this meeting being requested?: Explain why the meeting is being requested. Examples: the USA told XXXX to brief the VCSA; the G-8 met with XXXX 
and wants to brief the SA; during the (date) Soldiers System CPR the VCSA asked for additional information.


Block 9. Briefly explain the impact if the meeting does not take place at the request date/time: As the Principals calendars are usually full indicate the  
consequences should scheduling not be able to occur by the last date you indicated in paragraph 7a. Examples: This meeting must take place prior to this going to the SA  
on (date); meeting must be scheduled NLT (Date) for this to be included in the POM.


Block 10. Location: Place a check in the appropriate block.


Block 11. Presentation media: Place a check in the appropriate block.


Block 12. Classification of subject matter: Place a check in the appropriate block.


Block 13. Key areas impacted: Place a check in the appropriate block(s).


Block 14. Briefing Topics: Beyond the subject in item 4, indicate the specific topics to be discussed in this meeting.


Block 15. Briefers(s): List all of the briefers, their positions and organizations.


Block 16. Principal attendees: List the principal attendees, their positions and organizations.


Block 17. Intent: Outline the intent or purpose. Examples: To provide information to the CSA on the status of the XXXX program; to inform the SA, per his request, a 
briefing on XXXX and the overall XXXX Strategy; to discuss and recommend mitigation strategies to fix FYXX funding shortfalls associated with additional XXXX 
mobilizations.


Block 21. Briefing POC & Phone Number: A s stated.


Block 18. Army’s Interest: Show or explain how this fits into, or what is the goal related to the larger picture of, what the Army is trying to do. Eg: Proliferation of  XXXX by 
potential adversaries provides risk to Army operations; Marketing, Strategy Outreach, and Messaging will play an important role in recruiting and retention as the Army 
moves forward; Foster senior leader contact with our foreign counterparts and senior leaders.


Block 19. Desired Outcome: What is expected of the Senior Leader from this meeting? Examples: to gain the CSA's approval of this plan and specific thoughts regarding 
this strategy; to obtain the CSA’s guidance on the Army way-ahead for this program.


Block 20. Recommended Alternatives: Should this meeting not be scheduled, recommend your alternatives by placing an Check in the appropriate block.


Block 22. Requesting Agency’s Principal Executive Officer (XO)/Military Assistant (MA) Printed Name, Signature & Date: The XO to the Staff Agency Principal requesting 
the meeting must review and approve all meeting requests prior to forwarding to the ECC for scheduling. Example: The G-3 XO must review/approve and complete block 21.


Block 23. ECC POC: ECC use only.


Block 24. Comments: ECC use only.
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MEMORANDUM FOR SEE DISTRIBUTION 


 
SUBJECT: Renewed Business Rules and Templates for Correspondence and Read-Ahead 
Standard Operating Procedures 


 
 


1. References. 
 


a. Department of Defense Manual (DoDM) 5110.04 (Volume 1, Manual for Written 
Material: Correspondence Management) 


 
b. DoDM 5110.04 (Volume 2, Manual for Written Material: Examples and Reference 


Material) 
 


c. Army Regulation (AR) 25-30 (Army Publishing Programs) 
 


d. AR 25-50 (Preparing and Managing Correspondence) 
 


e. AR 25-51 (Official Mail and Distribution Program) 
 


f. AR 25-400-2 (Army Records Management Program) 
 


g. Department of the Army Pamphlet 25-40 (Army Publishing Programs Procedures) 
 


h. Headquarters, Department of the Army (HQDA) Policy Notice 25-52 (Staff Action 
Process and Correspondence Policies) 


 
i. Secretary of the Army Memorandum: Delegation of Authority and Assignment of duties and 


Responsibilities to the Under Secretary of the Army, dated 08 April 2024. 
 


2. The purpose of this memorandum (Memo) and enclosed Standard Operating Procedure (SOP) 
is to provide business rules for the preparation of read-ahead (RAH) materials, Action Memos, 
and Information (Info) Memos. These rules serve to provide the Secretary of the Army (SA), 
Chief of Staff of the Army (CSA), Under Secretary of the Army (USA), and the Vice Chief of 
Staff of the Army (VCSA) (hereafter Army senior leaders or ASLs) with information needed to 
prepare for events and support effective and efficient decisions on behalf of the Department of 
the Army and Department of Defense. 
 
3. Clear direction and effective control of the Army enterprise calls for timely, accurate, 
coordinated, and well-written materials. Accordingly, standardization and coordination 
principles will guide the Department in the preparation of these materials. The attached RAH, 
Action Memo, and Info Memo templates will be formally updated on the Executive 
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Communications and Control (ECC) website: 
https://csa.army.pentagon.mil/ecc/SitePages/Home.aspx. 


 
4. Use of an Action Memo is to request ASL approval of concept, or signature on a letter or 
memo and further explained in TAB 2 of the enclosure. Use of an Info Memo is to convey 
information to the ASL on important developments not requiring action at the time and further 
explained in TAB 3 of the enclosure. 


 
5. Information Papers are no longer required. All RAHs, Action Memos, and Info Memos will 
use Times New Roman, 12-point font, two spaces after a period, and the Oxford (or serial) 
comma. Bullets should be five lines or less. 


 
6. The enclosed SOP is not authorized for release outside of Army channels and will supersede 
conflicted guidance in other Army publications until appropriate updates or additional guidance 
is issued. This memorandum and enclosure supersede HQDA Policy Notice 25-52 and are now 
the prescribing directive of HQDA FORM 11. 


 
7. IAW with reference i, any actions requesting signature for Army Policy and/ or Army 
Directive will contain two separate versions. One will contain the letterhead and signature block 
for the Secretary of the Army. The other will contain the letterhead and signature block for the 
Under Secretary of the Army. 


 
8. Standardization of Templates. 


 
a. The rationale for standardization of templates is to maintain consistency and 


predictability of agency processes and policy making, encourage professional appearance, 
facilitate efficient and effective review by principals, and enable proper record keeping. 
 


b. The Executive Communications and Control (ECC) Directorate will maintain the 
attached standard templates for RAHs, Action Memos, and Info Memos going to ASLs. 


 
c. For brevity, detailed explanations or reference items should be provided at tabs. 


 
d. Actions will be reviewed by the Office of the General Counsel (OGC) and the Office of 


The Judge Advocate General (OTJAG), as applicable. The GC and TJAG will determine who 
may render a final legal opinion from their respective offices. 


 
e. All actions intended for SA will be reviewed by CSA, USA, and VCSA except when his/ 


her chief of staff and/or military assistant authorize the use of information only option in ETMS2. 
 


(1) In general, CSA, USA, and VCSA offices will receive information only for SA 
RAHs for the Office of the Secretary of Defense and higher and meetings with legislative 
officials and foreign counterparts, with such RAHs delivered directly to SA without CSA, USA, 
VCSA action or review. 
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f. Updates to products are preferred to late submission of RAHs and correspondence. 


Communicate uncertainty in RAH and updates to submitted products using the following: 
 


(1) [Bracketed information- Please communicate uncertainty of information with 
brackets; removing the brackets in a later update removes the uncertainty.] 
 


(2) New information added to a product is bold and underlined. 
 


9. Coordination of Action Memo, Info Memo, and RAH. 
 


a. The rationale for coordination of Action and Info Memos is to provide accurate and 
complete information on an issue from all relevant stakeholders for the ASL to make decisions, 
provide guidance, or engage with other senior leaders. 


 
b. The Army Secretariat, Army Staff (ARSTAF), Army commands (ACOMs), Army 


service component commands (ASCCs), and direct reporting units (DRUs), shall use the 
Enterprise Task Management Solution System (ETMS2) for correspondence for ASLs. 


 
c. The coordination sheet should be placed at the last tab of a package and should contain 


the name, rank, and organization of the individual; date coordination was received; and concur, 
concur with comment, or non-concur. 


 
d. The Office of Primary Responsibility (OPR) is responsible for ensuring coordination 


from applicable Office of Coordinating Responsibility (OCR), which includes Office of the 
Secretary of Defense (OSD) components, the Joint Staff, Army Secretariat, ARSTAF, ACOMs, 
ASCCs, DRUs, OGC, and OTJAG. 


 
e. Army Secretariat and ARSTAF components will coordinate with their corresponding 


counterparts within HQDA, as well as ACOMs, ASCCs, and DRUs, when their equities are 
involved. 


 
f. If an OPR is uncertain whether another Army element has equity, it may seek assistance 


from the ECC Directorate. 
 


g. For items going to the SA, CSA, USA, or VCSA, coordination must be at the principal 
coordinator level of the Secretariat, ARSTAF, ACOM, ASCC, or DRU. As noted previously, 
the OGC and TJAG will determine who may render final legal opinions for their respective 
offices. OPRs and required OCRs will make every effort to enable timely coordination. 


 
h. If an OCR, “concurs with comment,” it is the OPR’s responsibility to incorporate or 


address the comments. If incorporated into the action, the coordination should be updated to 
reflect “concur.” If the comment cannot be adjudicated, the OPR should provide an explanation 
(and notify the OCR). 
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i. A “Non-Concur/Alternate Viewpoint” section will be added to the end of the Action or 


Info Memo if there are non-concurs or comments that are not fully accepted. This section will 
indicate the office that non-concurs, the substantive reasons for non-concur, and proposed 
alternative courses of action or viewpoint. 


 
(1) Progress of packages to ASLs should not be delayed because of non-concurs. OPRs 


are not required to achieve consensus in order to advance materials to ASLs for information or 
action. They are accountable, however, for fair representation of divergent and/or alternate 
viewpoints and should provide clear reasoning for not incorporating or only partially 
incorporating these viewpoints. 


 
10. Timeliness and Routing 


 
a. Packages will arrive with sufficient time for the ASL to review them and make a 


considered decision. The OPR will backwards plan to meet these requirements. 
 


(1) RAHs must arrive no less than 48 hours prior to an event or the preparation for that 
event. 
 


(2) OPRs must clearly articulate if a decision is needed by a certain date. 
 


b. Timelines may be adjusted in cases of classification requirements and as required by law. 
All Info and Action Memos must be coordinated with all stakeholders, regardless of memo 
originator. 


 
c. The ECC will assign a suspense to actions. If operational urgency requires an exemption 


to the designated suspense timeline, OPRs may be authorized by the Director of the Army Staff 
(DAS) in coordination with ASL offices (depending on the intended recipient of the action). 
Timelines will be managed with the following guidance: 


 
(1) For emergent short-suspense external requirements (4 days or less) and/or actions of 


significant interest to ASLs that require their signature/approval, the OPR principal official will 
immediately send a contact report to the front offices of the appropriate ASLs and the DAS. 


 
(a) The purpose of a contact report is to alert ASLs of a significant staff action with a 


short suspense or of significant ASL interest that requires their signature/approval. 
 


(b) Contact reports will contain a basic description of the action which includes the 
who, what, when, where, why, and how data points. Who the principal official responsible for the 
action is. The suspense for submission or decision to the originating agency. 


 
(2) For actions with a suspense of 30 days or less, use the 1/2-1/2 rule; meaning 1/2 of 
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the time is dedicated for staff to work the action (including coordination through ETMS2) and the 
other ½ of the time is dedicated to ASL review. 


 
(3) For actions with a suspense of more than 30 days, use the 1/3-2/3 rule; meaning 2/3 


of the time is dedicated for staff to work the action (including coordination through ETMS2) and 
the other 1/3 of the time is dedicated to ASL review. 


 
(4) For congressional reports requiring ASL endorsement, the ASL review period will 


be 45 days. Simultaneous with submitting the congressional report via the Chief of Legislative 
Liaison to ECC, the HQDA OPR will deliver a copy to the offices of each ASL, to include the 
DAS, to allow time for the ASL to review and iterate. The OPR will ensure the official copy of 
the congressional report staff action is current and uploaded in ETMS2. 


 
(5) For actions returned by an ASL for rework, the OPR will have 24 hours to 


incorporate the necessary adjustments and return the action via ETMS2. The exception to the 
24-hour return will be an approved extension from the ASL office that returned the action, or a 
suspense assigned by the OSD with no approved extension. 


 
d. For actions received that require immediate ASL approval/signature, or when a suspense 


has passed or occurs within 48 hours, the OPR will be directed by the DAS or Vice Director of 
the Army Staff (VDAS) to enact WALKTHROUGH procedures. 


 
(1) The principal, principal deputy, or executive officer of the OPR will initiate, or 


update, their contact report to the ASLs and the DAS. The subject line of the email will contain 
*WALKTHROUGH*, the name of the action, and the ETMS2 alphanumeric identifier. This 
contact report will be sent when the action moves from the OPR to ECC in ETMS2. 


 
(2) The OPR action officer/subject-matter expert/liaison officer (AO/SME/LNO) will 


print all the documents from the final documents folder in ETMS2 and place them in a tabbed 
folder. The AO/SME/LNO will retain the packet in hand and walk it through the approval 
process to the next ASL office in the routing chain signed by the appropriate senior leader. 


 
(3) Once the final ASL signature/approval is obtained, the OPR will upload the signed 


documents to the final documents folder of the ETMS2 task and subsequently send a final 
updated contact report to the DAS, VDAS, and ECC titled *WALKTHROUGH Complete*, the 
name of the action, and the ETMS2 alphanumeric identifier. 


 
e. The ECC will have primary responsibility for ensuring that routing through the ASL 


offices is done properly, under the direction of the DAS and VDAS. 
 
f. The ECC will assign “Expedite”, “Fast Pass”, or “OSD Flash Coords” to the OPR in 


ETMS2. Fast Pass will be directed only by the SA, CSA, USA, or VCSA. The Fast Pass OPR 
will assign OCRs for coordination with a suspense of 48 hours. 
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(1) A Fast Pass policy task is an action directed by an ASL. The DAS and VDAS will 


assign an OPR with guidance to use a rapid HQDA staffing process. OPRs who request a Fast 
Pass will do so directly through the ASL’s office with whom the decision authority rests. OPRs 
will work with the ASL chief of staff/executive officer and/or military assistant to relay the 
importance or need for urgency in action to the ASL. No request for Fast Pass will be actioned 
unless directed from an ASL. 


 
(2) After an ASL has identified an OPR to use the Fast Pass policy process to complete 


further work on an issue, the ASL’s executive officer, military assistant, assistant executive 
officer, or a member of the DAS’s office will immediately notify the ECC to assign the OPR 
within ETMS2. 


 
(3) The OPR will prioritize assignment of Fast Pass taskers above all tasks except Red 


Top and Expedite priority tasks. The OPR will immediately assign OCRs (internal and external 
to HQDA) with equities and include detailed task instructions and a suspense date/time. The 
OPR principal/principal deputy (or GO/SES if unavailable) will notify all OCR principal 
officials as a courtesy with the compressed suspense date/time. Offices may request that the 
OPR designate them as an OCR if they believe they have significant equities in the task. The 
OPR will adjudicate OCR comments prior to finalizing the response and submission for legal 
review. Any unresolved coordination comments or non-concurs will be identified in the tasker 
response and Action Memo. The OPR will complete the task no later than the OPR suspense 
date/time and annotate in the tasker response (coordination section) organizations that did not 
respond. The OPR is ultimately responsible for submitting a properly researched, accurate, and 
complete action in response to the ASL task. 


 
(4) OCRs will prioritize completion of Fast Pass tasks above all tasks except for Red 


Top and Expedite priority tasks. Agency task managers (staff action control officers) will 
immediately inform their principal official of the receipt of a Fast Pass task for coordination and 
submit their agency’s comments to the principal/principal deputy (or GO/SES if unavailable) for 
approval in ETMS2 no later than the OPR-assigned suspense date/time. 


 
(5) The OPR will submit a completed staff action packet to OGC and/or OTJAG for a 


legal review in ETMS2. Upon completion of the legal review, the OPR principal/principal 
deputy (or GO/SES if unavailable) will ensure the response is correct and ready for the ASL’s 
signature/approval. The ECC will review the final products to ensure staff action meets 
submission standards and establish an expedited senior leader approval process (SLAP) route in 
ETMS2. 


 
(6) The DAS and the VDAS will review the response before routing to the ASLs. The 


ASL routing will depend on the approval authority. The ASLs not listed as the approval 
authority will receive the action as information only. Simultaneously, the ASL listed as the 
approval authority will receive the action for decision. This is to allow the non-signatory ASLs 
the opportunity to provide any feedback to the ASL with signature authority on the requested 
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action while ensuring the action makes it to the signature authority in the least amount of time 
possible. It is the responsibility of the four ASL front offices to communicate discrepancies, 
inputs, and any delaying action request. 


 
11. Conclusion. 


 
a. The timelines on suspense, rules of coordination, formatting, and standards for routing 


will be strictly enforced by the ECC and the immediate offices of the ASLs. 
 


b. Any business rules listed in existing ECC guidance documents and not enumerated or 
adjusted herein shall remain in effect. 


 
c. These business rules shall be reviewed by the chiefs of staff/executive officers and 


military assistants to the SA, CSA, USA, VCSA, and DAS with the ECC every 6 months: 
recommended changes will be approved by the SA chief of staff. 


 
d. Please reach out to the ECC Director or Deputy Director with any questions about the 


business rules and/or templates. 
 
 
 
 


LAURA A. POTTER 
Lieutenant General, U.S. Army 


Encl Director of the Army Staff 
 


DISTRIBUTION: 
Principal Officials of Headquarters, Department of the Army 
Commander 


U.S. Army Forces Command 
U.S. Army Training and Doctrine Command 
U.S. Army Materiel Command 
U.S. Army Futures Command 
U.S. Army Pacific 
U.S. Army Europe and Africa 
U.S. Army Central 
U.S. Army North 
U.S. Army South 
U.S. Army Special Operations Command 
Military Surface Deployment and Distribution Command 
U.S. Army Space and Missile Defense Command/Army Strategic Command 
U.S. Army Cyber Command 
U.S. Army Medical Command 


DISTRIBUTION: (CONT) 
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(CONT) 


U.S. Army Intelligence and Security Command 
U.S. Army Corps of Engineers 
U.S. Army Military District of Washington 
U.S. Army Test and Evaluation Command 
U.S. Army Human Resources Command 
U.S. Army Corrections Command 
U.S. Army Recruiting Command 


Superintendent, U.S. Military Academy 
Commandant, U.S. Army War College 
Director, U.S. Army Civilian Human Resources Agency 
Executive Director, Military Postal Service Agency 
Director, U.S. Army Criminal Investigation Division 
Director, Civilian Protection Center of Excellence 
Director, U.S. Army Joint Counter-Small Unmanned Aircraft Systems Office 
Superintendent, Arlington National Cemetery 
Director, U.S. Army Acquisition Support Center 


 
CF: 
Principal Cyber Advisor 
Director of Enterprise Management 
Director, Office of Analytics Integration 
Commander, Eighth Army 
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