Department of the Army TRADOC Regulation 1 -11
Headquarters, United States Army C3
Training and Doctrine Command

Fort Eustis, Virginia 23604 -5700

31 January 2012
Administration

STAFF PROCEDURES

FOR THE COMMANDER:

OFFICIAL: JOHN E. STERLING, JR.
Lieutenant General, U.S. Army
Deputy Commanding General/
Chief of Staff

R
CHARLES E. HARRIS, Il
Colonel, GS

Deputy Chief of Staff, G-6

History. This is administrative change 3 to U.S. Army Training and Doctrine Command
(TRADOC) Regulation (Reg) 1-11.

Summary. This regulation prescribes policy, procedures, and formats for preparing and
coordinating correspondence and other administrative actions for Headquarters (HQ),
U.S. Army Training and Doctrine Command (TRADOC). This administrative change 3
updates TRADOC Form 5-E.

Applicability.  This regulation applies to all TRADOC agencies that prepare
correspondence for HQ TRADOC.

Proponent and exception authority. The proponent of this regulation is the
Command Group Action Office. The proponent has the authority to approve exceptions
or waivers to this regulation that are consistent with controlling law and regulations. The
proponent may delegate this authority in writing, to a division chief with the proponent
agency or its direct reporting unit or field operating agency, in the grade of colonel or the
civilian equivalent. Activities may request a waiver to this regulation by providing
justification that includes a full analysis of the expected benefits and must include formal
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review by the activityodés senior | egal offi

commander or senior leader of the requesting activity and forwarded through their
higher HQ to the policy proponent.

Army Management Control Process.  This regulation does not contain management
control provisions.

Supplementation. Supplementation of this regulation and establishment of command
and local forms are prohibited without prior approval from the HQ TRADOC Command

Group Action Office (ATCS-XS), 950 Jefferson Avenue, Fort Eustis, Virginia 23604-5700.

Suggested improvements.  Users are invited to send comments and suggested
improvements on DA Form 2028 (Recommended Changes to Publications and Blank
Forms) directly to the HQ TRADOC Command Group Action Office (ATCS-XS),

950 Jefferson Avenue, Fort Eustis, Virginia 23604-5700.

Distribution.  This publication is available in electronic media only and is published on
the TRADOC Homepage at http://www.tradoc.army.mil/tpubs/.

Summary of Change

TRADOC Regulation 1-11
Staff Procedures

Change 3, dated 31 January 2012-
o TRADOC Form 5-E, dated January 2012 version 3, supersedes TRADOC Form 5-E,

dated January 2012, version 2. TRADOC Form 5-E is located on the TRADOC
Homepage at http://www.tradoc.army.mil/tpubs/TRADOCForms.htm.

o Updates Headquarters, U.S. Army Training and Doctrine Command signature blocks
to reflect current leadership (figure 2-5).

0 Updates U.S. Army Training and Doctrine Command sample U.S. Army Training and
Doctrine Command Form 5 (figure D-1).

cer


http://www.tradoc.army.mil/tpubs/
http://www.tradoc.army.mil/tpubs/TRADOCForms.htm

Commanding General (CG)

Military correspondence,

e.g., memorandums

(Use U.S. Army Training and Doctrine
Command [TRADOC] letterhead.)

ROBERT W. CONE
General, U.S. Army
Commanding

Memorandums of Understanding

ROBERT W. CONE

General, U.S. Army

Commanding General

U.S. Army Training and Doctrine
Command

Deputy Commanding General/Chief of Staff
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Nonmilitary correspondence,
e.g., letters to civilians, all star notes
(Use CG letterhead, 4 -star note

paper.)

Robert W. Cone
General, U.S. Army

(DCGI/CoS)

Military correspondence,
e.g., memorandums
(Use TRADOC letterhead.)

JOHN E. STERLING, JR.

Lieutenant General, U.S. Army

Deputy Commanding General/
Chief of Staff

Memorandums of Understanding

JOHN E. STERLING, JR.

Lieutenant General, U.S. Army

Deputy Commanding General/
Chief of Staff

U.S. Army Training and Doctrine
Command

Nonmilitary correspondence,
e.g., letters to civilians, all star notes
(Use DCG letterhead, 3 -star note

paper.)

John E. Sterling, Jr.
Lieutenant General, U.S. Army

Figure 2 -5. Headquarters, U.S. Army Training and Doctrine Command (TRADOC)

signature blocks
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Deputy Chief of Staff (DCoS)

Military correspondence,
e.g., memorandums
(Use TRADOC letterhead.)

BRADLEY W. MAY
Major General, U.S. Army
Deputy Chief of Staff

Memorandums of Understanding

BRADLEY W. MAY

Major General, U.S. Army

Deputy Chief of Staff

U.S. Army Training and Doctrine
Command

Command Sergeant Major (CSM)

Military correspondence,
e.g., memorandums
(Use TRADOC letterhead.)

DANIEL A. DAILEY
CSM, USA
Command Sergeant Major

Nonmilitary correspondence,

e.g., letters to civilians , all star notes

(Use DCoS letterhead, 2 -star note
paper.)

Bradley W. May
Major General, U.S. Army

Nonmilitary correspondence,
e.g., letters to civilians

Daniel A. Dailey
CSM, United States Army

Figure 2 -5. Headquarters, TRADOC signature blocks, cont.
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TRANSM[TTAL, ACTION AND CONTR 1. CATS CONTROL NUMBER |2. TODAY'S DATE 3. SUSPENSE DATE
For use of this form,see TRADOC Reg 1-11; OL (YYYYMMDD) fYYYYMMDD}
the proponent agency is the CGAO 20100917 20101002

4. OFFICE SYMBOL 5. SUBJECT
ATRM-PD TRADOC Fiscal Year (FY) 2012-2017 Program Initiative Memorandum
(POM) Commander's Narrative Assessment (CNA)

6. ROUTING: (CGAQ USE ONLY)
Initial Date TRADOC CGAO (Name and Phone)

cG COMMAND GROUP COMMENTS:

CG X0

DCGICoS

DCG/CoS X0

DCoS

ACoS

DCoS X0

CPG

CSM

CGAO

SACO

7. EXECUTIVE SUMMARY

Key Points
®  Memorandum (TAB A) outlines the command's most critical shortfalls and concerns for the Army to consider in
building the FY 12-17 POM.
®m  The FY 12-17 POM CNA addresses our top resource issues and the commander's FY 12-17 key issues requiring
additional funding.

m Statements of nonconcurrence from CAC and DCG, IMTCoE are at TABs B and C.

Ref: N/A

Encl: TAB A; Memorandum, TRADOC FY 12-17 POM Commander's Narrative Assessment
TAB B: CAC DCG Statement of Nonconcurrence
TAB C. DCG, IMTCoE Statement of Nonconcurrence
TAB D: G-3/5/7 DCS Comments

1. Purpose:
Obtain CG, TRADOC's signature on memorandum at TAB A.

2. Discussion:

a. The purpose of the CNA is to give each Army commander the opportunity to provide an assessment of their
command's resource posture and the shortfalls required in meeting the goals and objectives of the Army Campaign Plan
and support to ARFORGEN. The document is required as part of the FY 12-17 POM process

b. The FY 12-17 POM CNA (TAB A) addresses our top resource issues (military/civilian manpower and base funding
shortfalls) and the commander's FY 12-17 key issues requiring additional funding: leader development, initial military and
functional training, training the 13th Combat Aviation Brigade, training support, and current and future Army capapbilities.

c. Specific details of each of the issues addressed in the FY 12-17 POM CNA have been forwarded to the HQDA staff
through the TRADOC G-8.

3. Recommendation:
CG sign memo at TAB A forwarding POM assessment to CSA.

APPROVED DISAPPROVED NOTED SEE ME COMMENT

TRADOC FORM 5-E, JAN 2012 ( ) Previous editions are obsolete.  Page 10of3
TRADOC PE v3 00

Figure D -1. Sample TRADOC Form 5
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8. LEAD AGENCY STAFF COORDINATION CATS CONTROL NUMBER:
TITLE INITIAL TYPE OR PRINT NAME Yy orMmDD)
Ch Ms. Antonio 20100913
Dir Mr. Farwell 20100913
PRINCIPAL Mr. Roger Cummings, DCS G-8 20100914
ACTION OFFICER
(Name/Title/Phone Number/E-mail) (Mg Karen Smith/Senior Analyst/x3241/karen.smith@us.army. mil
FILE LOCATION:  N/A
SACO's NAME
(Name/Phone Number/E-mail)
RECOMMENDATION FOR COORDINATING STAFF:
Mr. Cummings reviewed action on 3 Mar 10 and concurs.
9. STAFF COORDINATION
CONCUR| caotuR AGENCY NAME (TITLE, LAST NAME) PHONE (rYYIWMDD) REMARKS
v CAC Mr. Orland (913)684-1386 20100901 |See comments TAB B
v CDG, IMTCoE |Mr. Roy 3762 20120213 |See comments TAB C
v ARCIC Mr. Brown 2023 20100912
v CASCOM Mrs. Hanks (804)765-0577 20100901
Vv G-2 Mr. McFerris 4103 20100902
v G-3/517 LTC Patton 5769 20100902 |With comments, TAB D
Vv G-1/4 Ms. Harwell 2234 20100901
v G-6 LTC Bell 2310 20100905
10. REMARKS BY TRADOC CGAO: RETURNED REQUESTING ADDITIONAL INFORMATION/CLARIFICATION
TRADOC FORM 5-E, JAN 2012 ( ) TRA::giszvgfug

Figure D -1. Sample TRADOC Form 5 , cont.
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INSTRUCTIONS

PARENTHESES AT TOP OF FORM:
Fill in classification (UNCLASSIFIED, FOUO, efc.)

Block 1. CATS CONTROL NUMBER:
If the action has been assigned a tasker number by the G-33 Tasking Office or CGAQ Staff Actions Division, enter that number.

Block 2. TODAY'S DATE:
Enter today's date. Use the Army standard date format: YYYYMMDD. Example: 20120212.

Block 3. SUSPENSE DATE:
Use format: YYYYMMDD.
If the action is responding to an external suspense, enter the date of the assigned suspense. If the suspense date is established internally, enter
that date.

Block 4. OFFICE SYMBOL:
Enter the office symbol of the agency responsible for the action. Example: (ATFC-Y).

Block 5. SUBJECT:
Enter the primary subject line of the action. The subject on the TRADOC Form 5 should match the subject used in the assigned tasker. Use upper
and lower case letters and unbolded font.

Block 6. ROUTING: (TRADOC CGAO use only.)
The TRADOC CGAO will complete this block.

Block 7. EXECUTIVE SUMMARY:
Key Points: The key points are the pieces of salient information that the CG, DCG/CoS, and/or DCoS need to know about this action. Write them at
senior Army leaders' level. These are the points your principal or deputy want to convey to the CG, DCG/CoS, andfor DCeS. Each key point
area allows you two lines (164 characters/spaces) to express your thought with a maximum of three key points.
Ref: List all references, e.g., CSA tasker; meeting; e-mail; etc. If none, state N/A.
Encl: List all enclosures and tabs. Explain what is included within the packet. If none, state NJA. For example: Enclosures: TAB A:
Memorandum for CG's signature. TAB B: CSA tasking, and so on. If the packet has more than four tabs list them linearly separated by commas
or semicolons within the "TAB A" and "TAB B" designated spaces. If necessary, continue in the undesignated space within the Encl section.
1. Purpose: Provide a short, clear statement describing the purpose (e.g., to cbtain the CG's signature on the memorandum at TAB A).
2. Discussion; Summarize the information and provide a current status, if applicable. Why are you telling this to the CG, DCG/CoS, and/or DCoS?
What should the CG, DCG/CoS, and/or DCoS know and discuss? Describe the task, its origin, issue, and requirements. Provide a fact-filled
background and comment. This discussion should tell the story on an action without prompting questions. The final approval authority should
fully understand why the action is necessary. Be concise.
3. Recommendation: Provide a brief statement of the desired action by the final approving authority and explain why it is the best option.
For example: CG approve action and sign the memorandum at TAB A. Block 7 allows the CG, DCG/CoS, and/or DCoS to approve,
disapprove, and/or comment on the action.

Block 8. LEAD AGENCY STAFF COORDINATION (Lead agency use only.)
These blocks are designated for the internal approval chain within the lead agency. Possible entries could include branch chief, division chief, director,
deputy, or DCS. The appropriate releasing authority (Cdr, DCS, or Director) should electronically sign and date the action once they have
released/approved it for forwarding to the next appropriate office for disposition.
The command/coordinating staff will electronically initial or sign and date. His/her electronic initials or signature represents concurrence with the
contents of the form and the final product lo be submitted to CGAO for CG, DCG/CoS, and/or DCoS review.
ACTION OFFICER (Name/Title/Phone Number/E-Mail): Enter the responsible person's name, rank and/or position title, office phone number,
and e-mail address. This information is especially important to ensure any questions can be quickly directed to the appropriate POC. The action
officer will electronically sign.
FILE LOCATION: N/A
SACO'S NAME (Name/Phone Number/E-Mail): Enter the SACO's name, office phone number, and e-mail address. The SACO will
electronically sign
RECOMMENDATION FOR COORDINATING STAFF:  This block allows for recomm i to the coordi g staff. For example,
DCS, G-3/5/7 approve memorandum at TAB A by electronically initialing block 8

Block 9. STAFF COORDINATION:
When staffing an action for review and comment, include each office and POC's information that the action is being staffed with, and include
instructions for the to indi their e by checking the corresponding block and returning it to the originator. |f concurrence
indicates "concur with comments,” include comments at appropriate tab.

Block 10. REMARKS BY TRADOC CGAQ: (TRADOC CGAO use only)
The TRADOC CGAO will complete this block.
RETURNED REQUESTING ADDITIONAL INFORMATION/CLARIFICATION: CGAO will use this block to identify all actions being returned for
additional information.

TRADOC FORM 5-E, JAN 2012 Page 3 of 3
TRADOC PE v3.00

Figure D -1. Sample TRADOC Form 5 , cont.
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TRANSMITTAL, ACTION AND CONTROL
For use of this form,see TRADOC Reg 1-11;
the proponent agency is the CGAO.

1. CATS CONTROL NUMBER

2. TODAY'S DATE

(YYYYMMDD)

3. SUSPENSE DATE
(YYYYMMDD)

4. OFFICE SYMBOL 5. SUBJECT

Initial Date

6. |ROUTING: (CGAO USE ONLY) | trADOC CGAO

(Name and Phone)

CG X0
DCG/CoS
DCGI/CoS X0
DCoS
ACoS
DCoS X0
CPG
CSM
CGAO
SACO

cG COMMAND GROUP COMMENTS:

7. EXECUTIVE SUMMARY

Key Points

Ref:

Encl: TAB A:
TAB B:

1. Purpose:

2. Discussion:

3. Recommendation:

APPROVED DISAPPROVED

NOTED

SEE ME

COMMENT

TRADOC FORM 5-E, JAN 2012

)

Previous editions are obsolete.  Page10f3

TRADOC PE v3.00
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8. LEAD AGENCY STAFF COORDINATION

CATS CONTROL NUMBER:

TITLE INITIAL

TYPE OR PRINT NAME

DATE
(YYYYMMDD)

PRINCIPAL

ACTION OFFICER
(Name/Title/Phone Number/E-mail)

FILELOCATION:  N/A

SACO's NAME
(Name/Phone Number/E-mail)

RECOMMENDATION FOR COORDINATING STAFF:

9. STAFF COORDINATION

NON-
CONCUR| cONCUR AGENCY

NAME (TITLE, LAST NAME) PHONE

DATE
(YYYYMMDD)

REMARKS

(Y (o o ) (Y
O OO T O O O Oy g L o o o

10. REMARKS BY TRADOC CGAO:

D RETURNED REQUESTING ADDITIONAL INFORMATION/CLARIFICATION

TRADOC FORM §-E, JAN 2012
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