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Summary. This publication is designed to provide a consolidated one-source document on
specific staffing and coordination requirements, and correspondence guidance for the United
Nations Command/Combined Forces Command/United States Forces Korea (UNC/CFC/USFK)
Command Group.

Summary of Change. This document has been substantially changed. A full review of its
contents is required.

Applicability. This regulation applies to USFK Military Service members, Federal Government
civilian personnel who are either in an assigned, attached, or temporary duty (TDY) to the following
commands: UNC; UNC-Rear; Republic of Korea-United States Combined Forces Command
(ROK-U.S. CFC); Headquarters (HQ) USFK; Joint United States Military Affairs Group-Korea
(JUSMAG-K); Special Operations Command-Korea (SOCKOR); Naval Forces Korea (NAVFOR-
K); Marine Forces, Korea (MARFOR-K); Special U.S. Liaison Activity Korea, (SUSLAK); and
National Geospatial Intelligence Agency (NGIA). This regulation also applies to any non -
government personnel contributing to the aforementioned commands.

Supplementation. Supplementation of this regulation and issuance of command and local forms
by subordinate commands is prohibited unless approval is obtained from the Commander, USFK
(Attn: FKCJ), Unit #15237, APO AP 96205-5237.

Forms. USFK forms are available a www.usfk.mil.

Records Management. Records created as a result of processes prescribed by this regulation
must be identified, maintained, and disposed of according to AR 25-400-2 or applicable service
regulations. Record titles and descriptions are available on the Army Records Information
Management System (ARIMS) at https://www.arims.army.mil.

Suggested Improvements. The proponent of this regulation is UNC/CFC/USFK Secretary
Combined Joint Staff (CFCJ/FKCJ). Users are invited to send comments and suggested
improvements on DA Form 2028 (Recommended Changes to Publications and Blank Forms) to the
UNC/CFC/USFK SCJS (ATTN: FKCJ), Unit #15237, APO AP 96205-5237, or email at
SCJSCalendar@korea.army.mil

Distribution. Electronic Media Only (EMO).
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Chapter 1
General

1-1. Purpose

This regulation prescribes standardized policies, procedures, and formats for preparing and
processing HQ, UNC/ROK-U.S. CFC/USFK correspondence. It also describes HQ operating
procedures and provides administrative guidelines for the staff.

1-2. Objectives

a. Provide -- to the fullest extent possible -- a standard means of administration for combined
and joint staff personnel.

b. Reduce the impact of traditionally high staff turnover by providing general administrative
information.

c. Reduce HQ unique policies, procedures, and formats, by prescribing the use of U.S. Joint
Military and Army publications wherever possible.

1-3. References
Required and related publications are listed in appendix A.

1-4. Abbreviations and Acronyms

Abbreviations and acronyms used in this regulation are explained in the glossary. Due to the
diversity of UNC/CFC/USFK staff elements, the policy within the HQ concerning abbreviations and
acronyms will be to always spell out the meaning when it is used the first time in correspondence
with the abbreviation or acronym appearing in parentheses immediately after the spelled-out
version. If only used once in the text, do not use the acronym.

1-5. Responsibilities

a. The Secretary Combined Joint Staff (SCJS) has responsibility for establishing HQ policies
concerning correspondence and administrative processing procedures.

b. The staff will follow guidance contained in this regulation and assist in updating this
information, as appropriate.

Chapter 2
Command Group Operations

2-1. General

This chapter has three sections which explain the Command Group (multi -command) structure; the
Command Group’s performance of staff oversight; and recurring meetings and documents required
to support the Commander. The Commanding Officer of UNC/CFC/USFK has one official title:
Commander, UNC/CFC/USFK. The SCJS serves as the focal point in order to answer questions
concerning administrative procedures not fully addressed by this regulation.

2-2. Multi-Command
HQ, UNC/CFC/USFK contains combined and joint staffs organized under three similar Command
Groups. Most actions fall within the command structure described below.
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a. UNC Command Group (all US personnel). HQ, UNC Command Group represents the “U”
Staff and includes the offices of:

(1) Commander (CDR).

(2) Deputy Commander (DCDR).

(3) Chief of Staff (CofS).

(4) Deputy Chief of Staff (DCS).

(5) Assistant Deputy Chief of Staff (ADCS).
(6) Command Sergeant Major (CSM).

(7)

HQs, UNC (Rear).

(8) Special Advisor to the Commander, UNC.

(9) Secretary Combined Joint Staff (SCJS; provides executive services for Command
Group activities; includes Protocol).

(10) Historian.

b. ROK-US CFC Command Group. HQ, CFC Command Group represents the Combined or
"C" staff and includes the offices of:

(1) Commander. (NOTE: Position is a US General Officer.)

(2) DCDR. (NOTE: Position is a ROK General Officer.)

(3) CofS. (NOTE: Position is a US General Officer.)

(4) DCS. (NOTE: Position is a ROK General Officer.)

(5) CSM. (NOTE: Position is a US Command Sergeant Major.)

(6) Secretary Combined Staff (SCS). (Provides executive services along with the CFC
Adjutant General for CFC Command Group activities).

c. USFK Command Group (all US personnel). HQ, USFK Command Group represents the
Joint or "J" staff (all US) and includes offices of:

(1)
()
®3)
(4)
()
(6)
(7)
(8)
(9)

Commander.

DCDR.

CofS.

DCS.

Assistant Deputy Chief of Staff (ADCS).

CSM.

Secretary Joint Staff (SJS).

Commander’s Initiatives Group (CIG, includes CDR’s Special Assistant).
Historian.

(10) Director of Safety.
(11) Status of Forces Agreement (SOFA) Secretariat.
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(12) USFK Liaison Office (Washington, D.C.).

d. Delegation of signature authority. The staff principals authorized command signature
authority (i.e., FOR THE COMMANDER:) are: DCDR, CofS, DCS, and ADCS for the purpose of
issuing official orders; and C/J3 for exercise tasking and directives. All staff principals may
correspond on technical subjects within their own staff channels without using the FOR THE
COMMANDER line.

2-3. The Role Of The Secretary Combined Joint Staff
The SCJS organizes the flow of information within the HQ in direct support of the Command Group.
The goals of the SCJS are to:

a. Ensure that Command Group guidance, taskings, and information reach the appropriate
level, and responses are monitored as required.

b. Ensure that the Command Group is kept informed of schedule changes and emerging
requirements.

c. Manage correspondence flow into the Command Group.
2-4. Tasker Process

a. Formal Taskers. A tracking number and suspense date will be assigned by SCJS to formal
taskers on THQ Form 4011 (SCJS Tasker). Any attachments to the original tasker can be
accessed via the “Attachments” tab.

(1) Taskers that originate with USFK CofS in the capacity of Commanding General, Eighth
United States Army (CG, Eighth Army) will be routed through Eighth Army Secretary of the General
Staff (SGS), and not through SCJS.

(2) Figure 2-1 is an example of a tasker. Explanations are as follows:

(a) Denotes staff that originated Tasker.

(b) Suspense Date is date desired staff action is due to SCJS Admin.

(c) From: Office that originated Tasker.

(d) Date/Time Tasker written.

(e) Tasker Subiject.

(f) Tasker tracking number. All Command Group offices use this tracking number.
(g) Staff Action Control Officer (SACO) assigned.

(h) Security Classification.

(i) Office of Primary Responsibility (OPR). Responsible for tasked action and any
coordination to complete this action.

() Office of Coordinating Responsibility (OCR). Communicates and coordinates with
OPR to complete the desired action.

(k) Information (INFO). Will be informed of progress and actions taken to complete
Tasker.

() Desired action to complete Tasker.
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(m) Remarks. Explanation of Tasker, desired action, and any additional information to
assist in completing Tasker.

b. CDR Taskers. CDR taskers comprise the majority of taskers that are captured during CDR
meetings or events by the Special Assistant (SA), CIG, or SCJS. These taskers will be published
for tracking on the unclassified or classified tasker trackers based on subject for accountability.
CDR taskers can only be closed by the CDR, and will be tracked as blue on the daily tasker tracker
published by SCJS Admin.

2-5. Suspense / Document Control System
SCJS Admin maintains the Staff Action Tracking database for suspense tracking and document
control. Its two functions are:

a. Suspense tracking. Input to the suspense database is accomplished by SCJS, utilizing a
THQ Form 4011 (Figure 2-1). Each staff section should use the report to manage their suspenses.
Notify the SCJS SACO of any discrepancies.

b. Document control. All documents received by SCJS are assigned a control number. The
control number and minimal information regarding the document are input into a database. The
document is tracked and updated in the tracking database by each administrator of the respective
Command Group offices the package is staffed through. After the final Command Group office
completes the required action, the document is returned to SCJS, logged out and then sent back to
the originating office.

2-6. Transfer Of A Tasking

a. In order to transfer a tasking from one staff section to another, coordination will be made
through the SCJS Staff Action Control Officer (SACO) identified on the THQ Form 4011.

b. SCJS SACO will coordinate with the appropriate Command Group office to task a different
organization or staff section and publish a revised tasker to formalize the transfer of responsibility.

c. When two staff sections agree on the transfer, point of contact (POC) information will also be
provided to SCJS. If the staff section that should hold primary responsibility for the tasking is
known, coordinate with the staff section prior to returning the tasker to SCJS.
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UNC/CFC/USFK Secretary Combined Joint Staff Tasker

SECRETARY COMBINED JOINT STAFF TASKER

1 TLIMC/EFCARSFR Ill_‘;lll'_'l?i-tl.ll
CTUNC [ JCFC [ USFK | 1 | _|_7|Eu5|}ense Date- 15 APR 2007
TASKER #:
3 | From: CDR UNC/CFC/USFK IZI Date: 215/2007, 10:38:03 AM
| 070174
6 | Subject: COMMAND SPONSORSHIP APPORTIONMENT
saco mampenone uo: SCJS5-MSgt Hudson/723-5225 - Clazsification: UNCLASIIFIED ]
5Lim.'1’ Er. coce | e 1 ACERCYT e G0 DR 140 AI'JEM_'f 'R (o} [ clae]
USFK Fkd Resource Mgt UMC

JCOR = 10 11 54 Speclal Ady LINCMAC-LAS
CE FKSF Safety LINCMAC-5M
oCs FKSL Speclal LMD LINCMAC-K
ADCE FED Eng Far East Dist LINCMAC
CEM JUSMAG-K [MK) CDRUMCEE
CEELRA X TRANSCOM LMNO LN (REAR]
COR CNFK X FEHI CKD Rist LINCSA
COR USAFK X FKIG Inspechar Gen
COR MARFOR-K X SLISLAK X
COR S0CKOR X FK35 Surgeon
J1 XX CFC OTHER
J2 DCING AAFES
J3 CFCE EUEA
M 5 1= EUEA 855
J5 ACC RED CROEE
J& CMFC IMCOR-E X
FEAG Adlufant Genera GCC 01" MI BOE
FEAGQ Apguisition Mgt WCT FED
FEC] Secretary CJ Stal CUWTF ClDS
FECH Chaplain ci LIS
FECIG Inflatives Group c2 D=L
FECC-5ACC c3 DECA
FEKCEED c4 GEA
FECS-50 Eclence Adv C5
FECER Intfemal Review CB U-BTAFF
FEDC-5A SOFA CFEN L

EN Englneer CFHG L2
FEFC Finance CFJA Lz
FELA Judge Advocate CFRA L4
FERA Pubic Alfais CFCIE LIz
FERM Provost Marsha CFCJ LIg

CFHO

O wemarandum [ Sxecutles Summary [ information "aper [ Posiion Paper [ Decislon Paper [ Wessage

O Frepare Brizfing O schedule Briefing O Read Ahsad. . _Event Date O E-kal O other 12

13 REMARKS:

Tasker forwarded to your office via NIPR. OPR for this tasker is FkJ1, Mr. Peter Mann @ mannpi@kores.amyy.mil or
723-3237. Classified attachments will not be accessible on NIPR. To close a fasker, please email SCJ5 at one of the

addresses listed below; for exiensions, contact the tasker's orginator andior action officer (Le. PACOM, JCS5)

£

anac

provide SCJS a copy of the originator'siaction officer's approval of your extension request fo the email address listed

below.

MIPR: SCJSCalendanEkores.amy.mil

SIPR: USFESCIS2@SOMSSECUL korea.army.smil.mil {or SIPR Global Mame: "USFK S2CJ57)

Please include this tasker number when asking for extensions and/or closing the tasker with SCJ5.

THG i A1 FREVITIIS ECTIOMS OF THE POl AL OLSOLETE

A Lk

Figure 2-1. Sample of a completed Form 4011

10
UNC/CFC/USFK Reg 25-50, August 1, 2008




UNC/CFC/USFK Secretary Combined Joint Staff Tasker

SECRETARY COMBINED JOINT STAFF TASKER
IIMGTLF GUSF K MEWD 25200
I:l UNC D CFC D USFK Suspense Date:
FROM: CDR UNC/CFC/USFK DﬁTE:| TASKER #:
Subject:
SACO MAME/RHONE MO Classcatan
AUERCT ABLENCY o OCH L] BOENLY o Ol L]
FEEW - PRy MARSHALL I
COR FKRM- RESOURSEMGT || | UKCMAC
DCCR T T T FEGA - SRECIAL ADWSE 1 URCMAT - LAG 1
[ I T 1 FESF - SACETY 1 URCHAC-SM 1
OCS I T I FESGE - SURGECN 1 URCMAC K 1
DCS I T I FESL - SPECIAL LHD 1 CDR UMCSE 1
CEM I T I FELC - EMG FARE Dot 1 UNC [REAR] 1
CE EUSA I 1 T JUERAG-H - (MK} 1 1
COR CHEE - AN T T T TRAMSCOM LMD T T
COR USAFE - TAF
COR MARE OR-K - MARIME
COR SOCHDN - SPLOFS
] [ cFC OTHER
i DCCR ] SACD
15 CFLS I 1 ELIZA 1
14 CFCS [ T
15 _— AIC 1 ELZAIC 1
JE [ I—L I CWFC 1 MCON-E T
IT T 1 T £ KESC
FRAD - AlD WiST T T T MCEC DRRN - CRAC
FEC] - 5005 I T 1 [ FED CROGS
FECJ - PROTOCOL — L T I | ROKSC.S T
FECH - CEoL I 1 T [— T S T
FECIE - CORS MM ere |1 |1 T — T
FECC-oW oo Wmer [T 1 T [ — T
FECS - E0L OFF ]| I — I
FRCS - 50 SCIENCE Ao |1 1 I I 1
FECS - IR INTERRAL R=w [T T T — I
FRDC - SA SCEA [I— | T [ — USTAFF
FEEN - ENGIMEED I T —
FEFC - FINAMCE T T T 1 I T
FEHG - ChID HIET I 1 T 1 15 T
FEIS - NS GEMERAL I T 1 1 I T
FRJA - JUDGE ADWoCATE [T |1 I 1 U= T
FERA - FUBLIC AFFS I T | 1 e T
[] memarandum [] Executive Summary [] informatian Raper [] Pesition Faper [] cecision Faper [] Mes=ag=
[] Prepare Briefng [ ] Schedule Brisfing [] Rean Ahead.. Event Date [] = [] oner
REMARKS:
QPR for this tasker is:
Tasker forwarded {o your office via NIPR. Classified attachments will not be accessible on NIFR. To clozs a
tazker, please email SCJS at one of the addresses listed below; for extensions, contact the tasker's ocnginator
andfor action officer (i.e. PACOM, JC3) and provide SCJS a copy of the originator'sfaction officer's approval of
your extension request o the email address listed below.
MIPR: SCJSCalendar@korsa. army.mil
SIFR: USFESCJS2@Ekorea.army. smil.mil {SIPR Global Mame: "USFE SCJ5™)
Pleage include thizs tazker number when asking for extengions andior closing the tasker with SCJS.

TH& [re— 401 PREVOUS EDITIORE OF THE POIEH ARE OBSOLETE
AIG

Figure 2-2. Sample of a Blank Form THQ 4011
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2-7. Suspenses

Command Group members establish suspenses to regulate the priority of work. Higher HQ
mayalso establish suspenses that change staff priorities. All directorates should meet all possible
suspenses. If it is anticipated that the suspense will not be met, the OPR Action Officer will request
an extension.

a. To extend a suspense from a higher HQ, contact the tasker’s originator and then advise the
SCJS SACO of the adjusted suspense date when approved.

b. To extend Command Group suspenses, contact a SACO within the SCJS. Action Officers
will coordinate extensions through their own staff.

c. Interim replies are highly encouraged if extensions are requested.

d. If a verbal response or direct communiqué to a Command Group member satisfies a
suspense, the Action Officer will immediately notify the USFK SCJS organizational e-mail box via a
NIPR/SIPR with the tasker information and confirmation from that Command Group authority who
verbally closed the tasker.

e. CDR Taskers can only be closed at the discretion of the Commander, UNC/CFC/USFK.

2-8. USFK Tasker Tracker
SCJS will forward a daily tasker tracker (Figure 2-5) to all directorates, deputies, and XOs.
Directorates should use this tool to manage external suspenses back to the Command Group.

a. Unclassified Tracker. The unclassified tasker tracker will be forwarded via NIPR daily and
will track all internal and external unclassified taskers to the command. It can also be accessed
via: https://usfkportal/C3/Taskers/Document%20Library/USFK%20TASKERS.htm
If you are not on the Korea Domain you can also access the USFK Tasker Tracker thru:
https://usfkportalpublic.korea.army.mil

b. Classified Tracker. The classified tasker tracker will be forwarded daily via SIPR and will
track all classified and select unclassified taskers as designated by the originator. You can also
access this product via the SIPR portal, from the USFK portal Homepage, under SCJS.

c. Color Coding. (See Figure 2-5)

(1) Routine taskers within suspense are coded black.
(2) CDR Taskers within suspense are coded blue.

(3) All taskers with a busted suspense date are coded red.

(4) For routine taskers, once a response is submitted for Command Group consideration,
the tasker will turn green.

(5) For Community Visit Taskers, the tasker will remain red if past due until the OPR
response is submitted to the DCS for review. Once the response is with the DCS, it will turn green.
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Daily USFK Tasker Tracker

UNCLASSIFIED

USFK TASKER TRACKER
24 Mar 08
To report completion or to report an extension:
NIPR E-mail: CLICK HERE TO EMAIL SCJS

SIPR E-mail: USFKSCJS2@korea.army.smil.mil
SIPR Global Name: USEK SCJS

Taskers in red are past due.

Taskers in green have been received and are being processed by DCS.

Community Visit status is only changed through a CV Point Paper to SCJS. Approved interim/final responses are posted on
the USFK website http://www.usfk.mil/usfk/acv/index.html

CurrentSusp  Interim Original
Susp

Tasker # Rec'd OPR Subject
CDR-060853 27 Jul 06 SEE BELOW Commander’s Tasker - Area Il USAG Humphreys
Community Visit
K IMMEDIATE “ EUSA Family Housing: ¥ JTR Restrictions on Household
Goods
CDR-061250 15 Nov 06 SEE BELOW Commander’s Tasker — Area Il Yongsan Community
Visit
F IMMEDIATE  Feb 07 “ IMCOM-K Family Housing: Repair & Maintenance of Leased Govt
Qtrs in Hannam Village (OCR: FEB, SJ3A)
CDR-060784 06 Jul 06 SEE BELOW Commander’s Tasker — Area IV Daegu Community Visit
M IMMEDIATE  Aug 07 “ IMCOM-K Army Community Services — Adequacy of Staffing
(OCR: EUSA)

Figure 2-3. Sample of a USFK Tasker Tracker

2-9. Commander’'s Community Visit (CV) Taskers

a. CDR conducts regular visits to USFK Area Commands and hosts question and answer
sessions with the local Servicemembers and dependents. Questions and issues which arise from
the visits are tasked to appropriate agencies or directorates to determine answers, solutions, or
potential courses of actions.

b. Once a visit is complete, CDR Special Assistant (SA) will forward the CDR-identified issues
and specified tasks to SCJS for review and reformatting. SCJS SACO will reformat issues and
tasks, make recommendations for appropriate OPRs and OCRs and suspense date, and return to
SCJS, ADCS, and CDR SA for approval. Once approved, taskers will be published formally and
posted to the official USFK website (http://www.usfk.mil/usfk/acv/index.html).

c. Response Submission. (See Figure 2-4 for flowchart.)
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Community Visit Response Process Flowchart

SCJS | Task OPRs/OCRs w/ Single Format, Instructions, Suspense Dates

OPRs | Respond w/ Info Papers directly to

TO: ADCS/ SCJS ADCS/ SCJS PROVIDE COMMENTS/ RECS TO SACO W/IN 36 HRS OF RECPT

CC: bscisisacoiscis & ADCS Admin NCOs SACO - SPELL, GRAM, FORMAT CHK/ FIX MINOR ERRORS/
l CALL OPR FOR CLARIFICATION

SACO Provide consolidated comments/ recs w/ IPs attch’d in a standard email message to

Sir —
1. All Concur as written. Recommend forward to CDR

2. OR X concurs w/ following comments:
TO' DCS ézggr?rr]tzzzguon
CC: ADCS/SCIS/ CSMI DSCIS! DCS X0/ CSM X0, SCJS & ADCS Admin NCOs| 3 OR Xcﬁfo”gg‘igsgs:
l Recommendation:
GOOD . . TO: CDR
DCS —— response | Email Info Papers directly CC: CoS/ ADCS/ SCJS/ CSM
!
rroR = | Contacts OPR directly w/ action to be taken TO: OPR
7007 CC:. CoS/ ADCS/ SCJS/ CsM

Figure 2-4. Commander Community Visit Response Flowchart

(1) OPRs will submit responses using the special Community Visit Response Point Paper
format (Figure 2-5).

(2) CV Point Paper responses will be emailed by the OPR directly to SCJS/ADCS and
courtesy copied to the Deputy SCJS, assigned SACO, and SCJS Admin.

(3) Once received, SACO will check for proper formatting, grammar and spelling, in
addition to checking to see if all aspects of the CDR tasker are addressed. SACO will contact OPR
for clarification of issues or for revision of deficient responses.

(4) CDR CV Taskers will be carried on the daily USFK Unclassified Tasker Tracker as blue
(within suspense) or red (past suspense) until the response goes forward to the DCS for review.
Tasker will be turned green (processing in the Command Group) at that time.

d. Once the interim or final response is determined by the SACO to be sufficient, SACO
forwards response to ADCS and SCJS for review and comments.

e. When ADCS and SCJS concur with the response (with or without comments), SACO wiill
forward response to DCS with recommendation and consolidated comments, and courtesy copy
CSM, SCJS, ADCS, Deputy SCJS, DCS XO, and all administrative NCOs. Once response moves
forward to DCS, the specific tasker will be turned green on the daily tasker tracker by SCJS Admin.

f. When ADCS and/or SCJS non-concur, response will be returned to OPR for further revision.
Resubmission will be accomplished in the same manner as specified above.
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g. Once CDR accepts the submitted response, the interim or final response will be posted to
the official USFK Community Visit website and tasker closed as appropriate.

Commander’'s Community Visit Response Point Paper

POINT PAPER
Area # (Community) Visit: Date

(CDR-Task #)

SUBJECT: (The verbatim one-line issue from the Tasking)
PURPOSE:
TASK: (The verbatim task from the Tasking)
ISSUE: (The verbatim “Discussion” from the Tasking)
BLUF: This is afinal orinterim response. (State up front whether this is a final
or interim response in boldface. Then, a brief statement of the current status of the
issue and action being taken to resolve the issue)
DISCUSSION:
- (Major Point)

-- (Supporting Point)

--- (Tertiary Point)

- (Major Point)

CONCLUSION:

RESOURCE IMPACTS:

RECOMMENDATION:

POINT OF CONTACT: (Author's name, email address and phone number)

NAME OF STAFF PRINCIPAL/O-6
Rank, Service
Position

(As of Date)

Figure 2-5. Sample of Blank CDR’s Community Visit Response Point Paper
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2-10. USFK Policy Letters

Current USFK Policy Letters are maintained on the USFK Website under the Command Policies
tab located at http://www.usfk.mil/usfk/index.html?/usfk/contents/policies.html. When the
Commander directs a new policy letter be created, existing one be revised, or OPR determines that
an existing one must be revised, the tasked OPR is required to staff the policy letter first through
the component commands, then through the USFK Staff Judge Advocate and Public Affairs Officer.
Upon completion of coordination, OPR will submit the policy letter along with Staff Summary Sheet
(annotated with all concurrences, non-concurrences, and comments) to SCJS Admin for Command
Group staffing and approval. Once approved, the new or revised policy letter will be e-mailed to
Distribution A by SCJS Admin and posted to the USFK Website.

2-11. Command Publications

All UNC/CFC/USFK joint and combined publications and USFK/Eighth Army command publications
must be edited and finalized by Publications and Records Management (PRM). PRM provides
editing services, translation services, and maintains the record set for command publications and
forms. Proponents should contact this office when preparing to staff or revise a publication or form
to ensure proper procedures are followed at eusaglprm@korea.army.mil. This will prevent
confusion and save work for all involved. Proper editing will produce a quality product for the final
approval authority and ensure the list of command publications and forms is current. USFK J1
Data Management Division conducts an annual review of all USFK publications and identifies those
that are outdated to the proponent. The proponent for the publication will then determine whether
the publication should be revised or rescinded.

2-12. Meetings and Other Command Group Events
Personnel will be seated no later than 10 minutes prior to the published start time for all meetings
that the COMMANDER, DCDR, CofS, or DCS host.

2-13. Recurring Meetings Calendar Matrix
The matrix below (Figure 2-6) outlines the recurring meetings within UNC/CFC/USFK.

UNC/CFC/USFK Recurring Meetings

Monday Tuesday Wednesday Thursday Friday

1000: Deputies | 0800: DV Update | 0930: J-Staff

Meeting hb hb CofS (CofS Update hb CDR
ADCS (CR215); | Office) (CR215)
2" & 4™ week

0930: USFK 1500: DV Update hb
1055: MAC Update hb CofS CDR (CDR Office)
Meeting hb (CR215)

ADCS (CR215);
2" & 4™ week 0930: U-Staff
Update hb CDR
1330: C-Staff (CBS Rm); 3" week
Update hb CofS
(CR215)

Figure 2-6. Sample of UNC/CFC/USFK Recurring Weekly/Monthly Meetings
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2-14. Staff Updates
a. Staff inputs for all updates are due 24 hours prior to the update.

b. USFK Update. Every Tuesday, 0930 hours; hosted by the CofS. The intent of the meeting
is for USFK staff principles to provide the CofS with updates of their near-term events and
initiatives.

c. Combined Staff (C-Staff) Update. Normally held every Monday, 1330 hours. The update
is normally hosted by the CofS and attended by the staff principal from each CFC staff
section/element.

d. Joint Staff (J-Staff) Update (US only). Normally held every Tuesday morning, 0930;
hosted by the COMMANDER, or the Deputy Commander in his absence. The intent of the meeting
is for the Joint Staff principals to provide the COMMANDER with updates of their near-term
objectives and issues.

e. U-Staff Update. Normally occurs every third Tuesday of the month in lieu of the USFK
Update. Hosted by the COMMANDER.

2-15. Distinguished Visitor (DV) Update

Weekly brief to the COMMANDER, CofS, and DCS; may be attended by select staff principals.
Mandatory attendees are the OPR/Action Officer for each DV. The Chief, Protocol Branch
moderates the meeting while the OPR/Action Officer for each DV briefs the DV’s itinerary and
receives guidance from the CDR or CoS. Normally held on Tuesdays for the CofS and DCS;
Wednesday for the COMMANDER.

2-16. Deputies Meeting

Normally held every second and fourth Monday of the month, at 1000 hours; hosted by the ADCS
with USFK deputies and/or staff executive officers (XOs) present. The purpose is to review the
NIPR/SIPR taskers and to synchronize administrative procedures, disseminate Command Group
policy and/or guidance, and receive recommendations and input from Deputies/XOs.
Deputies/XOs are expected to share distributed information within their command, agency, or staff
directorate.

2-17. Master Activities Calendar (MAC) Meeting

The MAC meeting will be held bi-weekly, immediately following the Deputies Meetings, and will be
used to synchronize the raw data submitted for addition to the MAC. Although classification will be
“For Official Use Only” (FOUOQ), the calendar will be distributed over SIPRNET
(http://www.usfk.army.smil.mil/usfk/command_group/scjs/index.cfm), CENTRIX, and in hard copy
to stakeholders without SIPRNET or CENTRIX access. The MAC will not to be transmitted over
NIPRNET under any circumstances. The MAC meeting will be a forum for coordinated review and
will be used to deconflict events and to approve recent additions to the MAC. The MAC meetings
will be chaired by the ADCS and attended by the staff deputies, component representatives, and
stakeholder representative who are prepared to explain their requests for inclusion on the MAC.
After updating during the MAC meeting, an approved calendar will be posted on SIPRNET and
CENTRIX and a hardcopy provided to designated non-military offices by their respective staff/
component POCs.

2-18. Significant Events Calendars
In order to minimize conflicting schedules, staff elements are required to coordinate and input
events affecting the Command Group with the SCJS as a part of their normal planning process.
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The SCJS generates and distributes a four-month planning calendar every Friday to Command
Group executive officers detailing the functional event OPR and the SACO or Protocol officer
assigned to the event.

2-19. Master Activities Calendar

The Master Activities Calendar (MAC) can be viewed and downloaded directly of the USFK SIPR
homepage under the “Master Activities Calendar” link. The MAC is used to deconflict and
synchronize activities across the UNC/CFC/USFK Staffs and Component Commands. ltis a 2-yr
top-driven tool to provide information and predictability in a single source document representative
of Major Events across the Command prioritized by higher elements (Stakeholders) outside the
Command, Components within the Command, and special interest groups affecting the Command.
The MAC is not the Commander’s Calendar. Although many events on the calendar may require
the attendance of the Commander, these are not the only events to be portrayed. The MAC is by
nature event-centric because of the resources required to make numerous events occur across the
Command.

a. The UNC/CFC/USFK Chief of Staff is the Office of Primary Responsibility (OPR) for the
MAC. The UNC/USFK Deputy CofS is responsible for ensuring the validity of information provided.
The Secretary Combined Joint Staff is responsible for editing and posting the MAC.

b. Classification. Events for the MAC are unclassified to facilitate the dissemination of
information across the Command. The MAC is an UNCLASSIFIED document with information
considered sensitive and will be clearly marked FOR OFFICIAL USE ONLY; will only be posted or
transmitted on SIPRNET and CENTRIX; and will be safeguarded appropriately. The MAC will
always be treated as a sensitive document due to the scope and nature of the document.
Classified or sensitive events such as major training exercises may be listed as blank items with no
other details. Input to the MAC must be screened at the senior supervisor, Colonel/O-6 level by
each individual command/staff section/organization to ensure it is unclassified and releasable to
both US and ROK members of CFC.

c. Events. Stakeholders, staffs, components, and special interest groups have a responsibility
to provide timely and accurate inputs to the MAC. These inputs must be screened by a senior
supervisor at the Colonel/O-6 level, or equivalent, prior to submission.

(1) Long Range Events. This is the outlook for 12 to 24 months based upon known or
anticipated events requiring visibility across UNC/CFC/USFK. These events are placed on the
MAC as “Tentative” events until they are confirmed or removed. By looking at the previous year,
one can build a fairly accurate template for the next year. This template will be built and populated
with systemic events from the current MAC on the same days as they occur this year and labeled
as “Tentative” until dates gain fidelity.

(2) Intermediate Range Events. Those events in the 6-12 month window. The expectation
is that these events are no longer tentative, but will occur.

(3) Short Range Events. These events are within the 6-month window and should no
longer be tentative. These events have dedicated assets and plans for resourcing and coverage by
the Staffs’=Commands including the involvement of the Command Group if required. Changes to
short range events should be avoided if at all possible. Changes to short range events may result
in event conflicts and may need to be elevated to the Deputy Chief of Staff or Chief of Staff for
resolution.
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(4) Event Criteria. All information submitted will not always be portrayed on the MAC.
Calendar space is limited and the criteria for appropriate events restricts which ones are put on the
MAC. The events included in the MAC do not automatically require Commander involvement.
Criteria for MAC events are:

(a) Combined events involving ROK-US leadership.

(b) Horizontal Events. Events impacting multiple components across UNC/CFC/USFK
by either leadership or units. (e.g., CFC exercises).

(c) Vertical Events. Events having significant impact on UNC/CFC/USFK through the
involvement of a single component. (e.g., Osan Air Show, Service Balls, KATUSA Friendship
Week).

(d) Recurring Events.

o Key events.

e Visits by DVs.

¢ ROK Joint Chiefs of Staff major training exercises and key events.

¢ Significant, unclassified North or South Korean historical dates and training cycles.
¢ ROK and US Holidays.

o Community Relations (COMREL) events.

¢ Trips and Conferences.

¢ Office of the Secretary of Defense (OSD); Joint Chiefs of Staff (JCS); and Pacific
Command (PACOM) major training exercises and key events.

¢ ROK/US political events (ROK Ministry of National Defense (MND); US
Department of State (DoS); US Embassy; elections).

o Community/garrison events.

¢ Department of Defense Dependents Schools (DODDS) events.

e Morale Welfare and Recreation (MWR) events.

¢ Family Readiness Group (FRG) events.

¢ Armed Forces Spouses Club (AFSC) events

¢ Theater-level O-6 and above changes of command/responsibility ceremonies.

e Good Neighbor Program (GNP) events.
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(5) Event Management. Any agency can have input to the MAC if there is an appropriate
significant event to portray. The U/C/J and Special Staffs are responsible for allocating space for
appropriate events required by their sections, higher HQs, and other stakeholders and special
interest groups. Calendar inputs and updates are accomplished by the following process:

(a) Daily. Stakeholders submit events to their responsible primary/special staffs or
components. Primary/special staffs and component commands compile event inputs and submit
individual input forms to the Secretary Combined Joint Staff (SCJS).

(b) Weekly. SCJS compiles, sorts, and checks releasability/classification of the event
requests received and places them on a spreadsheet.

(c) Bi-Monthly. Participants must review the changes prior to the MAC meeting to
provide input/comment on additions/changes. The calendar will be updated after the bi-weekly
Deputies Meetings to reflect approved changes to events already posted to the calendar or to
submit approved additions. Participants can print hard copy of the current MAC calendar from the
SIPRNET/ CENTRIX websites. The final pages of the MAC contain the spreadsheet of additions
and changes which have been submitted since the last MAC meeting.

(6) Event Submission

(&) Primary/special staffs and component commands will provide their inputs for the
MAC to the Secretary Combined Joint Staff by completing a MAC Input Form (Figure 2-7) for each
event. This form can be found on both USFK SIPR and CENTRIX homepages (follow the MAC
link) and submitted by clicking on the “Submit by Email” button at the top right corner of the form.

(b) The MAC Input Form is accessible from the SIPRNET and CENTRIX domains. Any
information submitted via the MAC Input Form must be staffed through the requesting
organization’s Colonel/O-6 level Staff Deputy, or equivalent, for screening and approval prior to
emailing it to the SCJS. Input Forms not coordinated at that level will be returned to the requestor
with no action taken. Properly coordinated Input Forms will be compiled and submitted for review
at the Deputies Meetings.

(c) Information should be provided in the following format if no Input Form is available,
or as an update to information already submitted.

= Event Name

Inclusive Dates (Tentative if not finalized)
* OPR
» POC Name, email address, phone number
(d) Notes Box. In order to provide as much information as possible for staff
synchronization, events that do not meet the MAC criteria but are still worthy of visibility will be
displayed in a Notes box that appears on each calendar month.
(e) MAC inputs that are not properly staffed through O-6 leadership and/or not

submitted via the MAC submission form will not be discussed at the MAC meeting and will not be
included on the MAC. Key staff and stakeholders must attend the MAC meeting, and must be
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prepared to discuss or defend their event submission. If they do not attend, their event may not be
placed on the MAC.

Master Activity Calendar (MAC) Input Form

Print Form Submit by Email

MASTER ACTIVITY CALENDAR
INPUT FORM

From: Fax Number:

Duty Number:

Email:

Date/Time }'ieldl Event:

Unit | Input |

Location: Classified: |
EVENT DESCRIPTION

Figure 2-7. Sample MAC Input Form
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(7) Event Responsibilities. These staff sections are responsible for the collection,
screening and submission of their own events as well as the events of the listed
stakeholders/special interest groups.

(&) Command Group.
(b) U-Staff: UNC.
(c) C-Staff: CFC (especially ROK events); MND; ROK JCS; Ground Component

Command (GCC); Air Component Command (ACC); Naval Component Command (NCC); Marine
Component Command (MCC); Combined Unconventional Warfare Task Force (CUWTF)

(d) J-Staff: USFK and US CFC events
(e) CJ-1: DODDS; AFSC; Red Cross; Safety; Good Neighbor Program (GNP).

(f) CJ-3: Departments of the Army, Navy, and Air Force; PACOM; and training,
exercise and operational events for Department of Defense (DOD), OSD, JCS

(g) CJ-5: Pol-Mil events involving US Government (USG), JCS, ROK Government
(ROKG) or other national governments OSD.

(h) PAO: Korean Friendship Organizations; COMREL; United Services Organization
(USO), and COMREL oriented GNP events.

() FKEN: Far East District Army Corps of Engineers (FED).

() Eighth Army, Marine Forces Korea (MARFORK), Naval Forces Korea (NAVFOR-K),
Seventh Air Force (7AF), SOCKOR: Family Readiness Groups (FRGs) or component equivalent
groups.

(k) Installation Management Command, Korea (IMCOM-K): Army Morale, Welfare, and
Recreation (MWR); and Army military garrisons/communities.

(8) Event Approval. The ADCS will be the final approval at the MAC meeting to decide if
events meet the criteria to be placed on the MAC. Any unresolved conflicts will be elevated to the
Deputy Chief of Staff or Chief of Staff.

2-20. Staff Absences

a. SCJS tracks the absences of UNC/CFC/USFK general/flag officers and staff principals.
Projected absences (leave and temporary duty) will be reported to the SCJS immediately when
known and will include the name of a representative who will act in the principal’s absence.

b. Staff principals traveling to Washington, DC, will notify the USFK Liaison Officer in the
Pentagon, commercial phone (703) 614-3475 or DSN 224-3475, upon arrival. The USFK Liaison
Officer must be able to contact the staff principal about acting as courier for completed actions back
to Korea.
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2-21. Key Personnel Roster

The Protocol Branch prepares a FOR OFFICIAL USE ONLY (FOUOQO) quarterly key personnel
roster compiled from Korea-wide sources. Contact the Protocol Branch Secretary (723-3588) to
request information and to provide updates. Updates will be requested prior to publishing.

2-22. Colonels Roster

The SCJS secretary maintains and updates the Korea-wide Colonels Roster which includes all
GM/GS-15 (NSPS: YC-03) and US promotable O-5 and above. The Colonels Roster is published
and distributed the first week of each quarter; changes will be submitted no later than the Monday
of the last week of the quarter. Agency deputies and XO's are required to provide changes to the
secretary of the SCJS as they occur, in the format shown in Figure 2-8. This document is FOUO
with distribution and dissemination restricted under the Privacy Act of 1974.
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Secretary Combined Joint Staff
(UNC/CFC/USFK)

Request each staff complete the following information on all US promotable O-5 & above, and all GM/GS15 (NSPS:
YC-03) & above assigned or attached, and return to SCJS via FAX: 725-9231 or E-mail: scjs@korea.army.mil).

RANK W/NAME:

PREDECESSOR’'S NAME:

DATE OF LAST EVALUATION (OER/OPR/NFR/PES):
NICKNAME:

BIRTHDAY (MMM/DD):

POSITION:

E-MAIL ADDRESS:

SERVICE:

ARRIVAL DATE (MMM/DD/YY):

DEROS (MMM/DD/YY):

DOR (MMM/DD/YY):

OFC TELE#:

QTRS TELE#:

OFC FAX#:

MAILING ADD (OFFICIAL):

QTRS BLDG#:

IF YOUR FAMILY IS IN KOREA, FILL OUT FOLLOWING INFORMATION:
SPOUSE NAME:

SPOUSE NICKNAME:

SPOUSE BIRTHDAY (MMM/DD):

WEDDING ANNIVERSARY (MMM/DD):

NUMBER OF CHILDREN:

*Note: Please complete as much information as known concerning your replacement if applicable.

PRIVACY ACT OF 1974
THIS INFORMATION IS FOR INTERNAL USE BY INDIVIDUALS HAVING A NEED TO KNOW. PERSONAL
INFORMATION CONTAINED HEREIN WILL NOT BE DISCLOSED TO OUTSIDE SOURCES WITHOUT
PERMISSION OF THE INDIVIDUAL CONCERNED. THIS INFORMATION WILL BE SAFEGUARDED IN
ACCORDANCE WITH PARA 4-4, AR 340-21.

Figure 2-8. Sample Colonel’s Roster Input Form (Blank)
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Chapter 3
Staffing Guidelines

3-1. General

This chapter defines staff administrative procedures and outlines specific requirements to support
the Commander and Command Group. This chapter also provides the standard for processing
actions among the staff and to the Command Group.

3-2. Staff Proponents

Understanding who does what is critical in this multi-command HQ. Part |, Organizations and
Functions Manual, Joint Manpower Program, HQ UNC/CFC, and Part I, Organizations and
Functions Manual, Joint Manpower Program, HQ USFK, address staff functions and identify the
responsible staff element for specific issues.

3-3. Coordination

Coordination is an essential part of all staff actions. Coordination ensures sound recommendations
are provided to decision-makers and keeps the staff fully informed. Budgetary, legal, or
administrative impact must be considered by all agencies that have collateral interest.

Coordination is documented on the appropriate command Staff Summary Sheet (SSS). See
paragraph 4-3 and Figure 4-1 for SSS instructions and example.

a. Minimum requirements.

(1) The staff principal or designated representative will coordinate with other staff sections
or directorates as required on all staff actions sent to the Command Group.

(2) The SSS must contain at least three paragraphs in the following order:
RECOMMENDATION, DISCUSSION, and RESOURCE IMPACT.

(3) Internal (within staff directorates) coordination is not included on actions forwarded to
the Command Group. In other words, do not show the coordination that has occurred within your
own staff section on the SSS.

(4) Failure by a staff section to respond to coordination will not be accepted as
concurrence. Coordinating staff element(s) should elevate a lack of response by any coordinating
staff element(s) to the staff principal for resolution. If an email was sent and no response received,
action officers need to call the coordinating agency or directorate to gain the response.

b. The following three coordination options are available: "concur", "
and "nonconcur".

concur with comment”,

(1) Concurrence. "Concur" indicates that the coordinating office fully agrees with the
recommended action or the substance of the information as presented or stated.

(2) Concur with comment(s). "Concur with comment" allows the staff to address
administrative details or make other minor suggestions. The originator of the SSS is responsible to
respond to any comments that have been submitted. The SSS package must specify whether the
comments were incorporated or not. If comments were not incorporated, the rationale as to why
the comments were not incorporated needs to be stated. Statement of comment incorporation or
rationale can be included in the SSS itself or in the tab containing the “concur with comment”
supporting materials.
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(3) Nonconcurrence. "Nonconcur" indicates the coordinating office disagrees with all
or part of the proposed action. Nonconcurrence requires:

(a) The staff principal to provide a statement of nonconcurrence to the originator. Each
statement of nonconcurrence will be placed at a separate tab.

(b) The originator will address all statements of nonconcurrence prior to forwarding the
package to SCJS for submission to the Command Group. This may be accomplished by making a
statement on the SSS stating that the nonconcurrence(s) was accepted or that it was not
incorporated because (state reason). However, if the nonconcurrence was not incorporated,
explain the justification/rationale, and place the justification/rationale for not incorporating the
nonconcurrence at the same tab as the nonconcurrence.

(c) All staff coordination supporting materials must be included in the SSS or in a tab(s).
All concurrence supporting materials, all concurrence with comments supporting materials (with
statement of comment incorporation), and each nonconcurrence must be placed in separate tabs.

3-4. Dual Language Procedures

The CFC official languages are Korean (Hangul) and English. When documents or staff actions
require coordination or approval within CFC, dual-language procedures apply. The following
general information is provided:

a. Permanent documents, publications, plans, and orders will be prepared in a page-by-page
format, with Hangul and English on facing pages. UNC/CFC/USFK Regulation 25-50 is prepared in
the page-by-page format.

b. Shorter correspondence, such as SSS(s) or staff actions routed to the CFC Command
Group, will use a sequential format (eg., alternating lines/paragraphs of English with Hangul directly
beneath).

c. Messages will be prepared in separate, identical Hangul and English versions.
3-5. Staff Coordination Procedures

a. The way in which documents will be routed by SCJS when submitted for Command Group
consideration is based on which HQ is identified (e.g., UNC, CFC, or USFK) by a SSS, based on
the final recipient’s duty position. For example, if a document is sent to the COMMANDER as the
Commander, USFK, the document will not be routed through any ROK members of the Command
Group. Normally, documents will not be routed through the CSM unless they impact enlisted
issues. (Refer to paragraph 2-2). Any documents whose final approval authority is the CofS
UNC/USFK will also be forwarded to the DCDR, UNC/USFK as INFO ONLY.

b. Action Officers (AOs) will determine what action or coordination is required prior to
submitting the package to SCJS. Suspense dates will be annotated on the SSS if and when
appropriate. The AO will coordinate all inter-directorate actions, collect all necessary and required
data, and resolve nonconcurrences if possible. If non-concurrence(s) is unresolvable, a
consideration of the non-concurrence will be prepared and forwarded along with the non-
concurrence as part of the package. AO will prepare the final package and forward for approval to
the staff principal. The principal staff officer for the directorate approves and forwards the package
to SCJS Admin. SACO will route to appropriate Command Group office.
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c. Electronic Staff Packages. AOs will make every effort to submit staff packages for
Command Group consideration by electronic means. Some packages can only be sent by hard
copy (awards, etc), but these are to be the exception rather than the norm.

(1) SSS (UNC/CFC/USFK Form 108) will be submitted in MS Word so that reviewers can
annotate their review and/or make minor corrections.

(2) All Tabs will be included with the staff package and will be labeled appropriately (ie.,
TAB X, TAB A, etc.). Files attached as TAB X (documents to be signed by CDR/DCDR/CofS/DCS)
will be submitted in MS Word to allow for corrections to grammar and format to be made before
forwarding to the signatory. Supporting documentation (ie., TAB A, TAB B, etc) can be included in
any format, but preferred format is as an Adobe Acrobat document (.pdf).

(3) Electronic staff packages will be emailed by the AO to SCJS Admin, signed and
encrypted, for review at SCISESP1@korea.army.mil (NIPR) or USFKSCJS@korea.army.smil.mil
(SIPR). If the package is complete and sufficient, SCJS Admin will assign a document control
number, enter it into the database and forward to a SACO. The SACO will review for grammatical
correctness and format and will annotate on the SSS before forwarding by email to the next
designated element of the Command Group with a courtesy copy to SCJS Admin. Successive
iterations of review will be conducted in the same manner with each reviewer forwarding to the next
designated Command Group element and courtesy copying SCJS Admin. When the office of the
signatory is reached and the requested action is taken, office administrative NCOs will return the
staff package to SCJS Admin for return to the appropriate AO.

Electronic Staff Package Flowchart

AO

A
: Staff Principal
: Annroval
|
SCJS SCJS CGMPD
Admin — SACO Member ____>:
" |
|
:< _____ Package Returned to AO through SCJS Admin _‘1’

Figure 3-1. Sample of Electronic Staff Package Flowchart
3-6. Command Group Calendar Schedule Request

a. For an event to be placed on the USFK CDR'’s calendar, electronically submit a Command
Group Calendar Schedule Request Form located on the USFK Homepage, Office of the CDR. The
AO will provide a Read Ahead at least three (3) working days prior to the briefing to the
Commander’s Initiatives Group (CIG) IAW Chapter 46. The directorate/AO will also ensure that the
appropriate meeting room is scheduled; that arrangements are made for audio-visual equipment
and operators; that the brief is properly rehearsed; and that all handouts are prepared and in the
case of classified materials, collected after the brief.
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b. For an event to be placed on the DCDR, CoS, or DCS calendar, the AO needs to coordinate
directly with that General Officer’s Executive Officer, to include read-ahead requirements. The
directorate/AO will also ensure that the appropriate meeting room is scheduled; that arrangements
are made for audio-visual equipment and operators; that the brief is properly rehearsed; and that all
handouts are prepared and in the case of classified materials, collected after the brief.

Chapter 4
Correspondence Management

4-1. General
This chapter explains the purpose and describes the preparation of UNC/CFC/USFK-unique
correspondence. (Refer to AR 25-50 for basic guidance on correspondence management.)

4-2. Memo Pads

Government-furnished memo pads will be used within the HQ only. Handwritten notes may be
used in correspondence and are encouraged as an attachment to documents, such as SSSs or
memoranda, from principal staff members to the Command Group. Consult Eighth United States
Army Information Mgt or your section admin for guidance on obtaining memo pads.

4-3. Staff Summary Sheets

a. A UNC/CFC/USFK Form 108, Staff Summary Sheet (SSS) is required to forward a
document (e.g.: EXSUM, Point Papers, and Read Aheads) to the Command Group for action
(signature, approval, or information). SSS's may also be used within staff sections as directed by
staff principals (Figure 4-1). SSS formats are available on the USFK website
(http://8tharmy.korea.army.mil/gl _AG/Programs_Policy/Publication Records Forms.htm).
Administrative officers within each directorate are responsible for ensuring distribution within their
agencies.

b. The ideal staff action package permits the reader to reach a conclusion by reviewing only
the SSS and the proposed implementing document. When used as transmittal documents, SSS
must state the purpose or requirement being addressed, pertinent background information, and
essential rationale for the proposed recommendation. Present this information as concisely as
possible. The decision-maker should not be forced to read each reference to understand the
scope of the problem and the proposed recommendation. The DISCUSSION section should not
repeat the information found in the proposed implementing document; present only that information
which is essential for clarity. References cited will be included as separate tabs with in the
package. If necessary, continue the SSS on plain bond paper. Figure 4-4 contains assembly
instructions for correspondence packages.

c. Completing a Staff Summary Sheet.

(1) The SSS will reflect the coordination of all involved agencies outside the OPR’s staff
section. This information is entered in the coordination blocks; if there is insufficient space to do
so, enter in the last line "See continuation page" and add a second SSS, placing it behind page
one.

(2) If a new local regulation or the publication of a change to an existing regulation is being
proposed, the staff package must include a summary of proposed changes as well as a copy of the
existing regulation and any supplements in the staff action. On the copy of the existing regulation,
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a highlighter may be used to point out where changes are proposed and the AO may neatly write in
the change.

(3) Suspense date: This block is left blank unless a higher headquarters has imposed a
suspense date. If so, then enter that suspense date.

(4) All enclosures to SSSs will be called tabs and will be briefly summarized (Figure 4-1).
Documents referred to in the discussion that are placed at a tab will cite their location. For
example, see tab A or (Tab A). Specific guidance on labeling and assembly is shown in Figure 4-2.
Results of staff coordination may be shown at tabs when concurrent staffing procedures are used,
and all nonconcurrences/consideration of nhonconcurrences will be clearly identified and tabbed.

(5) TAB X. The correspondence to be signed or approved. If there is more than one
document for signature, use Tab X, X1, X2, etc. The X tabs will be placed at the lower portion of
the page and ascend numerically. Additionally, if more than one signature is required from multiple
Command Group members, ensure that this is clearly reflected in the RECOMMENDATION section
of the SSS. (Example: “That the CofS, USFK sign the DA Form 631 at TAB X; and CDR, USFK
sign the DA Form 631 at TAB X and attached award certificate at TAB X1.")

(6) TAB A. Will be the tasking or basic document causing the action. Place Tab A at the
top of the page with the subsequent tabs in descending order.

(7) TAB B and on. Beginning with Tab B, the tabs will generally contain technical or
substantiating information. Tabs B, etc., will be listed in the order they are discussed on the
summary sheet.

(8) If space permits you may address changes, additions, or deletions in the discussion
paragraph. You may address concurrence with comments or acceptance of nonconcurrences.

(9) Classification authority and downgrading instructions are required on the SSS when
classified information is included. Include “Classified By, Reason, and Declassify on” or “Derived
From, Declassify On, and Date of Source.” This is REQUIRED when classified information is found
in either the SSS or enclosures.

d. Staff sections will include a computer disk along with all UNCLASSIFIED documents to
facilitate the making of minor corrections or revisions without returning the document to the
originator to make corrections.

NOTE: Not including a disk slows down the staff action and will result in package return to the
originator for correction (no matter how small) if a disk is not included.

29
UNC/CFC/USFK Reg 25-50, August 1, 2008



USFK Summary Sheet (Instructions)

USFK STAFF SUMMARY SHEET SCISLOG NO:
(UNC/CFC/USFK REG 25-50)

COMMAND GROUP COORDINATION
NO.][ TO | ACTION | CONCUR | NON- SIGNATURE (SURNAME), NO. TO | ACTION SIGNATURE
CONCUR GRADE & DATE (SURNAME) & DATE
1 CDR Sig
2 DCDR Rev
3 COFS Rev
4 DCS Rev
5 ADCS Rev
6 CSM Rev
7 SCJS Rev
) SACO Rev
9
10
11 REMARKS:
12
STAFF / ORGANIZATION ACTION OFFICER PHONE NO.  [SUSPENSE DATE  |PREPARED
Office Symbol of Originating Staff Staff/Org. POC Assigned in tasker  DATE:

SUBJECT: Clear and unambiguous statement of the subject

IPURPOSE: Statement of desired outcome

1. RECOMMENDATION: Recommendation and purpose will be concise, stating exactly the result the
package originator seeks to achieve. Example: “To obtain the COMMANDER'’s approval of ;) or
"Chief of Staff approves the memorandum at TAB X;” or “For Information Only, no action required.”

2. DISCUSSION: Provide enough background information so that the Command Group does not have
to read the entire packet. Should not repeat the information found in the proposed implementing
document (normally Tab X). Present only that information which is essential for clarity.

3. RESOURCE IMPACT: Ensure that resource impacts (manpower and funds) are considered and
addressed in order for the signatory to make the best decision. Resource Impact will be marked “NA” or
“NONE" if there is no financial or manpower impact or considerations.

3 Encls SECTION PRINCIPAL
TAB X -- Proposed Document for Sig/App Colonel, USAF
TAB A -- Tasking Memo Assistant Chief of Staff, J1

TAB B -- Supporting Documentation

The signature of the initiating official must appear after the "resource impact" paragraph. (NOTE: The
staff principal or deputy signature is preferred; however, if the SSS is signed by another officer, then the
staff principal or deputy can initial in the coordination block.)

USFK Forv 108 PREVIOUS EDITIONS OF THIS FORM ARE OBSOLETE.
1 Dec 02 Figure 4-1. Sample USFK Form 108 Summary Sheet (Instructions)
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USFK Summary Sheet (Example)

USFK STAFF SUMMARY SHEET SCJS LOG NO:
(UNC/CFC/USFK REG 25-50) 061139
COMMAND GROUP COORDINATION
NO. TO ACTION | CONCUR NON- SIGNATURE (SURNAME), NO. TO ACTION SIGNATURE
CONCUR GRADE & DATE (SURNAME) & DATE
1 J1 REV X Col Ellis, 26 Oct CDR
2 J2 REV W/C BG DeFreitas, 27 Oct DCDR
3 J3 REV X MG Miller, 20 Oct 5 COFS | APPROVE
4 J4 REV X BG Christianson, 22 Oct 4 DCS REVIEW
5 J5 REV X MajGen Donovan, 23 Oct 3 |ADCS | REVIEW
6 J6 REV X Col Spano, 20 Oct CsM
7 | RM REV W/C COL Pierson, 20 Oct 2 |SCJS | REVIEW
8 |CNFK | REV X RADM Jones, 20 Oct 1 [SACO | REVIEW
9 | SJIA REV X  [Col Ley, 19 Oct
10
11 REMARKS:
12
STAFF / ORGANIZATION IACTION OFFICER PHONE NO. SUSPENSE DATE |PREPARED
(FKPA) PUBLIC AFFAIRS OFFICE Mr. George Kim 723-6085 21 November 06 DATE: 20Nov06

SUBJECT: Consolidated Press Release
PURPOSE: Obtain Chief of Staff, USFK approval for release of proposed consolidated press release.

1. RECOMMENDATION: Chief of Staff, USFK approves the press release at TAB A by
signing SSS.

2. DISCUSSION:

a. This release addresses coordination between the USFK staff and the local media. By
bettering our relationship with the local media more favorable articles and coverage of events
involving USFK and USFK personnel will result.

b. Comments from staff coordination, at TAB B, incorporated in letter at TAB A.

c. J3 and SJA comments addressed at TAB C.

3. RESOURCE IMPACT: None.

3 Encls Samuel T. Taylor, Il
Tab A: Proposed Consolidated Press Release Colonel, US Army
Tab B: Concurrences with Comments Public Affairs Officer

Tab C: Non-Concurrence and rationale for not
incorporating in the letter at Tab A.

USFK Forv 108 PREVIOUS EDITIONS OF THIS FORM ARE OBSOLETE.
1 DEC 02
Figure 4-2. Sample USFK Form 108 (Example)
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USFK Summary Sheet (Blank Form)

USFK STAFF SUMMARY SHEET
(UNC/CFC/USFK REG 25-50)

SCJS LOG NO:

COMMAND GROUP COORDINATION
NO.[ TO | ACTION | CONCUR | NON- SIGNATURE (SURNAME), NO. TO ACTION SIGNATURE
CONCUR GRADE & DATE (SURNAME) & DATE
1 CDR
2 DCDR
3 COFS
4 DCS
= ADCS
6 CSM
7 SCJs
8 SACO
9
10
11 REMARKS:
12
STAFF / ORGANIZATION IACTION OFFICER PHONE NO.  |SUSPENSE DATE |PREPARED
DATE:
SUBJECT:
PURPOSE:
USFK rorm 108 PREVIOUS EDITIONS OF THIS FORM ARE OBSOLETE.
1 DEC 02

Figure 4-3. Sample USFK Form 108 (Blank)
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Assembly of Correspondence Packages

Enclosures to the cover document will be identified at TAB(s) as follows:

X Series — Signature documents
A, B, C, etc — Correspondence for which approval is sought/Supporting Documents

NOTE: All TABs are placed on blank sheets of paper, preceding the document.

Enclosures to the alphabetical tabs will be marked sequentially beginning with one. DO NOT
STAPLE THE DOCUMENT OR PACKET.

Staff Summary
Sheet

(UNC/CFC/USFK Form 108)

NOTE: For items that are pictures or slides in landscape format, the right side will be rotated to the
top of the page. This standardizes viewing of briefs, certificates for signature, etc.
CLASSIFICATION

Figure 4-4. Sample Assembly of Correspondence Packages
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4-4. Correspondence Prepared For Command Group Signature or Approval

a. Correspondence will be forwarded undated, in final format, ready for signature. See AR 25-
50 for appropriate letter and memorandum format and preparation guidelines. Correspondence will
be routed through the appropriate Command Group channels with the appropriate SSS (see SSS
formatting, Ch 36).

b. The drafter’s office symbol will be used in the return address element for
memorandums submitted to the Command Group for signature. For messages, the FROM
line will show the office symbol of the releaser. For letter correspondence, the return address
element should contain the functional address (e.g., Secretary Combined Joint Staff, Manpower
Division, etc.) of the drafting organization or the office of the individual signing the letter. Normally
it will be the functional address of the drafting organization unless the rank of the recipient warrants
otherwise. Itis a judgment call. If the COMMANDER is to sign and wants to reflect his address on
the from line, use “Office of the Commander.” If the CofS is to sign and wants to reflect his address
on the from line, use “Office of the Chief of Staff".

4-5. Editing Tips

a. Review all work. Ensure proper format, grammar, spelling, tone, and length, and that the
product answers all possible questions. In doing this, remember the 6 “W”s: Who, What, When,
Where, Why, and How (e.g., how much money is required?). Ask, “Would someone from another
service understand this?” Have a peer review the product before forwarding through the chain of
command.

b. Ensure completeness. Coordinate the package with all directorates involved before
forwarding to the Command Group for action. For example, if it involves funds or funding,
coordinate with Resource Management (FKRM). If someone is to receive something (i.e.,
transportation, meals, etc) coordinate with Staff Judge Advocate office (FKJA).

4-6. Document Formatting
a. Font styles.
(1) All correspondence for Command Group signature will be prepared in Times New
Roman font, size 12 point. Font not smaller than size 10 point may be used in order to reduce a

document to one page.

(2) For PowerPoint briefings and charts, use Arial font with largest reasonable
font size. As appropriate, ensure that presentations and charts are uniform in appearance.

b. Margins will be set at one inch (left, right, top, and bottom).

c. Appropriate classifications will be marked on all documents as required.
4-7. Command Group Letterheads

a. In the combined and joint environment, selecting the proper letterhead is important. Use the
UNC, CFC, USFK letterheads (Figures 4-5, 4-6, and 4-7) when submitting correspondence for
Command Group signatures. These letterhead formats can be accessed through the USFK

Homepage, under SCJS links. (NOTE: Computer generated letterhead with the DOD seal can be
downloaded at: http://www.usapa.army.mil.)
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b. Ensure correspondence is addressed from the proper command perspective. In offices
using more than one kind of letterhead, the capacity in which the person is signing will dictate the
proper letterhead. The letterhead and the accompanying SSS must match the office symbol of the
originating agency.

c. The office symbol should always match the office symbol of the agency, section or
directorate that drafted the document, not the signer’s.

d. United Nations Command (UNC) Letterhead. (Figure 4-5)
(1) Font color is blue for the header and UN symbol and black for the body of text.

(2) Header is Arial bold font. Command line is 10 point font; address lines are 7 point font.
Header is centered on the page with 1-inch margins (left, right, bottom), and % inch top margin.

(3) REPLY TO THE ATTENTION OF will be even with the bottom of the UN crest, 6 point
Arial font, all capitals.

(4) The top of United Nations crest will be even with the top line of the header at ¥z inch top
margin. Center UN crest over the left margin at 1 inch.

iUnited Nations Command Letterhead

""""""""" HEADQUARTERS, UNITED NATIONS COMMAND
UNIT #15259
APO AP 96205-5259

REPLY TO
TTENTION OF

-~

Figure 4-5, Sample UNC Letterhead

e. Combined Forces Command (CFC) Letterhead. (Figure 4-6)
(1) Font color is black.

(2) Header is Arial bold font. Command line is 10 point font; address lines are 9 point font.
Header is centered on the page with 1-inch margins (left, right, bottom), and % inch top margin.

(3) Do not use REPLY TO THE ATTENTION OF for CFC letterhead.
(4) Top of MND and DOD crests will be even with the top line of the header at ¥z inch top

margin. Center MND crest over the left margin at 1 inch; center DOD crest over the right margin at
1inch.
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Combined Forces Command Letterhead

HEADQUARTERS
ROK-US COMBINED FORCES COMMAND
gt o ™A g = A F T
UNIT # 15255

APO AP 96205-5255

Figure 4-6, Sample CFC Letterhead

f. United States Forces Korea (USFK) Letterhead. (Figure 4-7)
(1) Font color is black.
(2) Header is Arial font. Command line is 11 point bold font; address lines are 9 point font,
non-bold. Header is centered on the page with 1-inch margins (left, right, bottom), and %z inch top

margin.

(3) REPLY TO THE ATTENTION OF will be even with the bottom of the DOD crest, 6 point
Arial font, all capitals.

(4) Top of command DOD crest will be even with the top line of the header at %2 inch top
margin. Center DOD crest over the left margin at 1 inch.

g. Unit numbers and APO will not be included in the address on correspondence to specific
individuals, such as letters of appreciation.

!United States Forces Korea Letterhead

0~~~y HEADQUARTERS, UNITED STATES FORCES, KOREA
UNIT #15237
APO AP 96205-5237

REPLY TO
_ATTENTION OF:

Figure 4-7, Sample USFK Letterhead

4-8. Command Group Signature Blocks

The signature blocks consist of name, rank and service, and duty position. Set tabs for signature
blocks at 3.25 inches (on a page with 1-inch left and right margins) in order to center the signature
block on the page. Use the memorandum format for military addressees and use the letter format
for non-military addressees. Reference to the organization will not be included in the signature
block. The following signature blocks will be used for Command Group members:
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a. Commander, UNC/CFC/USFK
MEMORANDUM

CDR FULL NAME (ALL CAPITALS)
General, U.S. Army
Commander

b. Deputy Commander (CFF/GCC)
MEMORANDUM

For CFC:

DCDR FULL NAME (ALL CAPITALS)
General, ROK Army

Deputy Commander

For GCC:

CDR FULL NAME (ALL CAPITALS)
General, ROK Army

Commanding

c. Deputy Commander (UNC/USFK)
MEMORANDUM
DCDR FULL NAME (ALL CAPITALS)

Lieutenant General, USAF
Deputy Commander

LETTER

CDR Full Name (Upper & Lower Case)
General, U.S. Army
Commander

LETTER

DCDR Full Name (Upper & Lower Case)
General, ROK Army
Deputy Commander

CDR Full Name (Upper & Lower Case)
General, ROK Army
Commanding Officer

LETTER

DCDR Full Name (Upper & Lower Case)
Lieutenant General, U.S. Air Force
Deputy Commander

d. CofS (UNC/CFC/USFK); Deputy Commander (GCC)

MEMORANDUM

COS FULL NAME (ALL CAPITALS)
Lieutenant General, USA
Chief of Staff

For GCC:

DCDR FULL NAME (ALL CAPITALS)
Lieutenant General, USA

Deputy Commander

LETTER

COS Full Name (Upper & Lower Case)
Lieutenant General, U.S. Army
Chief of Staff

DCDR Full Name (Upper & Lower Case)
Lieutenant General, U.S. Army
Deputy Commander

e. DCS (CFC); Senior Member (UNC); CofS (GCC).

MEMORANDUM

For UNC:

SR MEMBER FULL NAME (ALL CAPITALS)

Major General, ROKA
Senior Member

LETTER

Sr Member Full Name (Upper & Lower Case)

Major General, ROK Army
Senior Member
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For CFC:

DCS FULL NAME (ALL CAPITALS) DCS Full Name (Upper & Lower Case)
Major General, ROKA Major General, ROK Army

Deputy Chief of Staff Deputy Chief of Staff

For GCC:

COFS FULL NAME (ALL CAPITALS) CofS Full Name (Upper & Lower Case)
Major General, ROKA Major General, ROK Army

Chief of Staff Chief of Staff

f. DCS (UNC/USFK); US Member UNCMAC

MEMORANDUM LETTER
For UNC/USFK:
DCS FULL NAME (ALL CAPITALS) DCS Full Name (Upper & Lower Case)
Major General, USAF Major General, U.S. Air Force
Deputy Chief of Staff Deputy Chief of Staff
For UNCMAC:
MEMBER FULL NAME (ALL CAPITALS) Member Full Name (Upper & Lower Case)
Major General, USAF Major General, U.S. Air Force
US Member, UNCMAC US Member, UNCMAC

g. ADCS (USFK)

MEMORANDUM LETTER
FULL NAME (ALL CAPITALS) Full Name (Upper & Lower Case)
Colonel, USA Colonel, U.S. Army
Assistant Deputy Chief of Staff Assistant Deputy Chief of Staff

4-9. Point And Information Papers

a. A point or information paper (Figure 4-8) is a concise document for use within the HQ,
designed to present key facts or information in a clear, brief and orderly fashion. The format may
be altered for a specific need. Paragraphs will contain only essential facts concerning the subject.
The purpose of the paper will determine if a conclusion or recommendation is included. Point
papers will include the action officer's name and phone number. A point or information paper will
not take the place of the SSS when approval or an action is desired.

b. Point or information papers may be used to respond to Command Group requests for
information. For example, staff sections are required to prepare these papers on command items
of interest for the CofS to highlight events that have occurred during his absence.

c. Staff agencies are highly encouraged to maintain a by-subject file of all current papers.
Point or information paper files are excellent sources for responding quickly to Command Group
requests for information.
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Point Paper Format

Date
POINT PAPER
SUBJECT

PURPOSE: Single-phrase statement explaining the reason for the point paper (e.g., “To provide an
update to the COMMANDER concerning equipment installation...”).

DISCUSSION:

- Start major phrases with "-" in the left-hand margin; continuation lines will begin directly
underneath the first word of phrase.

-- Start subcategory lines with “--“ and will be aligned w/ beginning words of previous line.
--- Start tertiary lines with “---“and will be aligned w/ beginning words of previous line.

- Formatting: 8.5 x 11 inch paper with 1-inch margins (left, right, top, bottom), and tabs set at ¥ inch
intervals.

-- Use Arial, 12 point font; use no smaller than 10 point font to keep to one page.
- Papers should not exceed one page.
- Short, concise, bullet-words or phrases will be used throughout the paper.
- Each phrase (“point”) will be written as a separate line.

- Classification will be clearly annotated on all papers submitted to the Command Group(s),
unless UNCLASSIFIED.

- Enclosures may be used if necessary, but the paper will be sufficient to stand-alone.
-- Enclosures are annotated as: (See TAB A).

SUMMARY (OR CONCLUSION): If appropriate.

RECOMMENDATION: If appropriate.

POINT OF CONTACT: Name, email address and phone number.

STAFF PRINCIPAL, DEPUTY, or
O-6 LEVEL DESIGNEE

(As of DATE)

Figure 4-8. Sample Point Paper Format

39
UNC/CFC/USFK Reg 25-50, August 1, 2008




4-10. Fact Sheet

A Fact Sheet (Figure 4-9) provides information to the Command Group or to agencies outside the
HQ. A fact sheet is normally used when a point paper is too brief.

4-11. Decision Paper
A Decision Paper (Figure 4-11) is used to solicit a decision. The resource impact is a critical

component which provides the decision maker with the necessary information to arrival at a logical
conclusion.

4-12. Executive Summary (EXSUM)

An EXSUM is the briefest form of correspondence used. It is the most expeditious method of
providing important information and updates. A SSS is not necessary when submitting EXSUM's.
SCJS will put received EXSUM's in the EXSUM Book and determine routing for the book based on
its content. EXSUM'’s received by noon will be forwarded the same day. EXSUM'’s received after
noon will be included in the EXSUM Book on the following day. An EXSUM may be sent
separately if requested by the proponent or because of time sensitivity. (See Figure 4-12.)
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Fact Sheet Format

(Office Symbol) DATE

FACT SHEET

SUBJECT: Using and Preparing a Fact Sheet
1. PURPOSE. Single-phrase statement explaining the reason for the fact sheet (e.qg., to provide
an update to the Chief of Staff concerning VIP visit, Mr. John Doe).
2. FACTS.
a. The facts will be stated as clearly as possible.

b. When a paragraph is subdivided, there must be at least two subparagraphs. For example, if
there is a subparagraph "a," there must be a "b."

(1) The first set of subparagraphs should begin on space five, the second set (such as this
one) will begin on space nine, and the third set will also begin on space nine.

(2) Numbers from zero to twenty will be spelled-out when in the text of the document.

c. When possible, fact sheets should be limited to one page and no more than two pages. If
essential, enclosures may be added.

d. Fact sheet continuation pages would mirror the heading shown on this page.
(1) The signature block would be shown not on the first page, but on the second page.
(2) The second page would be numbered.

e. Rules for using a continuation page are as follows:
(1) Begin the office symbol on the eighth line down.

(2) Do not divide a paragraph of three lines or less between pages. At least two lines of the
divided paragraph must appear on each page.

Figure 4-9. Sample Fact Sheet Format
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Fact Sheet (Continuation Page)

(Office Symbol) DATE
SUBJECT: Using and Preparing a Fact Sheet (Continuation Page)

(3) Include at least two words on each page of any sentence divided between pages.

(4) Avoid hyphenation whenever possible. Do not hyphenate a word between pages.

(5) Do not type the staff principal’s signature block on the continuation page without at least
two lines of the last paragraph.

Approved By

Staff Principal,
Deputy, or O-6
ENCL.: Level Designee

Figure 4-10. Sample Fact Sheet (Continuation Page)
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Decision Paper Format

DECISION PAPER
DATE
1. SUBJECT: Using and Preparing a Decision Paper

2. RECOMMENDATION: That the Command Group Member approve this Decision
DECISION REQUIRED BY: Date

3. BACKGROUND/PURPQOSE: The "Why" of this request.
4. DISCUSSION:
5. RESOURCE IMPACT: (Funding, Personnel, Equipment)

6. APPROVE DISAPPROVE SEE ME

STAFF PRINCIPAL, DEPUTY, or
O-6 LEVEL DESIGNEE
ENCL:

Figure 4-11. Sample Decision Paper Format
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EXSUM Format

CLASSIFICATION
EXSUM
DATE

EXECUTIVE SUMMARY (EXSUM) FORMAT. (U) Executive Summaries will be one paragraph in
length, and should not exceed 15 lines. An EXSUM will not normally have enclosures or
attachments. Mark the EXSUM with the appropriate classification unless unclassified, then no
stamp will be used. Classification will be cited in parentheses characterizing the classification of
both the subject and text, and will be placed in front of the subject and the text, as shown above.
EXSUM's should contain a lead-in which provides information on the origin of the action. All
EXSUM's should be approved by the appropriate staff principal as shown below.

Action Officer's Name/Office Symbol/Phone

Approved By
STAFF PRINCIPAL, DEPUTY, or
O-6 LEVEL DESIGNEE

CLASSIFICATION

Figure 4-12. Sample EXSUM Format

4-13. Command Group Read Aheads

To prepare the Commander for all calendar events, staff principals or designated deputies will
electronically submit Read Aheads 72 hours in advance (or on the last duty day prior to a 4-day
weekend, 96 hours in advance) to a member of the Commander’s Initiatives Group (CIG). The
OPR for the CDR Read Ahead Program is the CIG (DSN 723-7225/5027).

a. Read Aheads will be prepared on 5-inch by 8-inch card stock. The format and detailed
instructions shown at Figures 4-7 and 4-8 will be used. All Read Aheads will include the following:

(1) Header Information:
(a) Event name.

(b) Event location or locations (if the CDR is moving from one room or location to
another for the same event).

(c) Event start and finish time. Ensure this corresponds with the CDR’s calendar.

(2) Event attendees: full name, rank/title, duty position (or affiliation, for spouses, for
example); “go by” name for all US attendees, and phonetic pronunciation for non-US attendees.
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(a) Purpose: concise statement about why the CDR has this event on his calendar.
Specify if the OPR requires a decision from the CDR at the event/meeting.

(b) A note to identify if the CDR will formally speak at the event, if the CDR’s spouse
will attend the event, and if CDR will present a gift at the event.

(c) The OPR will discuss past gifts to a recipient with CDR’s XO to avoid repetition and
coordinate all gifts through the USFK Protocol Office before finalizing plans for gift giving. The
office phone number for the Protocol Office is DSN 723-7930.

(d) The OPR will coordinate for CDR'’s coins directly with the CDR’s US or ROK Aide.
The office phone number for the Aides is DSN 725-6052.

(e) As soon as the calendar event is posted and accepted the OPR will coordinate with
the USFK Speechwriter for any speech the CDR will deliver. The office phone number for the
Speechwriter is DSN 723-7653.

(3) Dress code for the event.

(4) The POC and the first O6 for the Office of Primary Responsibility (OPR) for the event,
listing the POC’s full name, rank/title, duty position, and office DSN, and cell phone at which the
OPR can be reached after duty hours (so the OPR can field questions about the event, as required
by the CDR). List all of the same information for the O6.

(5) Agenda: must match details listed in any source documents.

(6) Key discussion points for the CDR to assist the CDR in delivering Command messages
or facilitating the meeting.

(7) Background information for the CDR: Summarize past events or activities that led up to
this current event. For example, inform the CDR about when you most recently presented this
topic to him; coordination you have done with other staff sections, commands, services, and/or
community agencies.

(8) Official biographies for any O6-level attendee or above, regardless of the CDR’s
familiarity with the individual.

(9) Presentation charts the OPR would like the CDR to read in advance, for background
information, or charts that will be presented at the event (with proper classification markings).

(10) Seating charts for the CDR and the official party. Include the entire room layout in
these charts.

(11) Other source materials (past briefings, spreadsheets to support the event issues, etc.)
with proper classification markings.

(12) Point papers, decision papers, etc.

b. The Read Ahead process follows:
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(1) Once the calendar request is approved and added to the CDR’s calendar: The
Command Group notifies the Office of Primary Responsibility (OPR) of the time, date, and location
of the scheduled event. This message will also direct the OPR to the USFK Home Page so the
OPR can access the pre-formatted Microsoft Word document (base Read Ahead document).

(2) 72 hours in advance (or on the last duty day prior to a 4-day weekend, 96 hours in
advance). Read Ahead (with all supporting materials outlined above) are posted electronically by
staff primaries in the grade of O6, or by deputies and selected others with access on behalf of
General/Flag Officer staff primaries, to one of the following links: NIPR: \144.59.255.249\CDR
Read Ahead; or SIPR: \164.228.221.200\cdr_read ahead. If the links above are not operable,
Read Ahead submissions can be sent to the following email addresses: NIPR:
CDRReadAhead@korea.army.mil or to the CDR XO; or SIPR to the CDR XO.

(3) Only those leaders with pre-approved access to these files will be able to enter these
sites and post Read Aheads.

(4) Post the complete read ahead at the highest classification level (i. e. NIPR or SIPR).

(5) If CDR speech/remarks are desired, the OPR must contact the Speechwriter, 723-
7653, and provide information on VIPs, venue, background of the event, and any other information
specific to that event. The OPR must contact the CDR’s Office to request CDR to speak. DO NOT
WRITE SPEECHES FOR THE COMMANDER. Provide necessary information to the
Speechwriter.

(6) Read Aheads that involve matters related to Operational Plans (OPLANS), operational
or policy issues, or any topics requiring Commander’s Initiatives Group (CIG) input will be
submitted to the Commander’s SA and XO at least 96 hours prior to the event. This allows time for
the CIG to conduct an analysis and provide input and/or guidance to the Read Ahead prior to it
reaching the CDR.

(7) If the COMMANDER is being asked to present a gift to any agency, the
COMMANDER'’s office must approve the gift prior to the event.

c. Read Aheads for the Deputy Commander, UNC/USFK; CofS, UNC/CFC/USFK; and Deputy
Chief of Staff, UNC/USFK will be prepared in the same manner as laid out above, but will be
submitted to their respective Executive Officers, NLT 72 hours prior to the event.

d. Thought should be put into the talking points and personal info. Information on the cards is
used so the CDR/DCDR/CofS/DCS can get a feel for the person he is talking to, refer to them by
their first name, and/or talk about their personal life as appropriate.

e. Action Officers preparing Read Aheads will include as talking points, questions for the
CDR/DCDR/CofS/DCS to ask, and questions expected from the visitor(s) with answers to those
guestions. The talking points should be determined by looking at the visitor; determining how the
visitor might impact UNC/CFC/USFK; and Command interests. Stress what is important for the
Command Group member and/or what the visitor should take away from the briefing. If the AO
cannot determine what is important to the COMMANDER, refer to the COMMANDER'’s Special
Assistant for current issues at 723-5621, or to the DCDR/CofS/DCS Executive Officers at 723-
5236/723-6544/725-6031 respectively.
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f. If the Read Ahead involves briefings, the Read Ahead must define the purpose of the
briefing, i.e., “information” or “decision”. For example, if a briefing is being presented to the CDR as
“informative” then identify the briefing as an “information” brief. If the briefing is being presented to
the CDR requesting a decision, then identify it accordingly as a “decision” brief. IDENTIFY OR
HIGHLIGHT THE DECISION THAT IS BEING SOUGHT UP FRONT IN THE BRIEF.

g. Read Aheads will be signed by the staff principal or deputy.

h. A Staff Summary Sheet (SSS) is NOT required for Read Ahead submission.

Read Ahead Format

L ]
o~ (|
Where: oo ) ) Where: oo !
When: DD MMM Y'Y/ start-end time When: DD MMM Y'Y / start-end time
Attendees: (06 and above, GS-14 and above) Agenda:
¢ Rankfgrade first name last name, title ("go by" name for US ¢ Cutline the key paints of your meeting.
and "phonetic’ name pronunciation for non-US « Ensure these match the agenda slide of any PowerPaint
slides you are providing
Purpose:
« Answer the guestion "Why is the COR investing his valuahle Topic/Key Discussion Points:
and limited time to attend your briefing or have you into his « What are key topics, requests by the COR, etc.?
office?  YWhat decisions do you need from the CDR at the end of this
CDR Speaking: | |ves [ %]wo . g”;f‘;;g?

e Check'yves' or'no’

: ! : Background Information for the CDR:
e [f yes, is translation required?

¢ YAhen was yaur last IPR/meeting?

« [f translation is required, will translation be simultaneous or « Have you briefed any other leader (13, Co3, et )?
sequential? + Doyou have a Planning CommitteeAorking Group? When
was the last time they met?
Presenting Gift: I:l Ves NU » Do any other actions (by other staff agencies) tie into your
e |sthe COR presenting a gift? If yes, have you coordinated topic? o ) )
with Protocol or the 'gift-agency'? « YWhen is your next meeting with the CORY  Is this meeting on
the COR's calendar?
Scroll of App: |:|YES ND « Other?

+ If so, have you coordinated with the CWMD Group?

Spouse Attending: Yes I:l MNo

Is Mrs. 324 attending the event?
Uniferm: Duty (only specify the uniform far the COR)

Emcee: Ifyouare the OFR for a ceremony or reception
where the event calls for "a host", it will also require a
designated MC (emcee)—hy name—it is now on the 58

OPR: Rankigrade name, title, DSM, cell number

Figure 4-13. Sample Read Ahead Format
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4-14. “CDR SENDS”

a. Directorates and agencies will often be tasked by the CDR’s office to draft the body for a
“CDR Sends” communication for publication to the community based on recently occurring or future
events. “CDR Sends” will not be longer than two pages and the color coding is as follows:
YELLOW is for safety (Figure 4-14); RED is for fatality (Figure 4-15); and PURPLE is for
information (Figure 4-16). Format for the second page when drafting a two-page “CDR Sends” is
shown in Figure 4-16. When drafting, ensure the following steps:

(1) Review punctuation and spelling.

(2) Number the CDR Sends with next sequence number...10-07, 11-07, etc. Verify
what is currently posted online in USFK web page.

(3) Check all URLs on hyperlinks to ensure link brings you to the respective web site (CDR
will often ask that these hyperlinks be inserted into the document).

(4) Check format of the document to ensure continuity from previous documents — title,
banner on side and arrow at bottom of page.

(5) Save the Word document: CDR Sends ##-07 (Exact Title on Document).
(6) Route through Public Affairs and Legal (as applicable).
b. Once drafted, all “CDR Sends” will be submitted through SCJS with SSS and routed

through the CofS. CofS will send to the Commander and CDR/XO will finalize the product upon
CDR approval. SCJS Admin will then e-mail out the final product Distro A.
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CDR Sends (Safety, Yellow Format)

h

24 Jurs 2007
Maonzoon Safety

1. From lae Juns 1rough eany Seplmier, the mensaan
£E350N POSSE POIRNTAI EENOUS MEKS 1D LISHK. PSEIANE]
opeations The seaviest rainfall normally gecurs i July 2nd
N quickly beoone wery destrictve. in the pact, fach fioads
and mugsides om Marsoon rEns have caused Ioss of e
andaxzngiis propeny (amags 1o USFK pesonne and
profenty. Flash foodingwin 3; |Ie 35 six nchag o raphlly
modng waler ¢an knock people off thair f2ef while wo fest of
weater can font a vehicle. The awsaoTe power of Sash ficode.
can move boulde, tearoul tess, destroy bUllongs and
Prirges, A friggar nas hi muiSAas Yean il net
aways be wamed that thase deadly, sudgen floods ane
coming. Ir fact, fash floods may ocour at night

OO

2. Topravenl ragssy this MONSI0N 523500, (230875 31
zohalsn muct prepere for ihe woet and begin
desinclive weatnes plannng new. Befire the rain
DEqns, review destuctive westner plars, rencarss
SVACUETON pans, and view our

Use “Unoar he Oak Trea Counszling” as descrized R
LS Falicy Lelar =2 1o aacus: fe irpartance of
planning anc cautlon durlg of*-cuty achities 35 wellas
FiRkR pssd £ Family Mirhars during his peind
Some actons 1 miigate (s assoclated Wi ne
monsean Indude:

» Careully sesct fiad ranng siles. Wak e lenain; develp 3ndonel eess pans.
Avls arems subject 13 fosding or areas slrsady Socded; never sive thrugh fiosded

readvaEys of atlemat to cross Tiowing sreams.

i e eR o RAK URNIRIER 3G MRAMS and wRshes

B Caulious of uncsrcut madways.

Awalkd downzd power ines and elecirical wires.

When adviszd, evecuate mmeciately. Don'twall, even

# I It 2ps raning-4 could be sill raning upsir=am frem

your acation.
31-07

woZmaow

aa

3. Staw infrmed. Listan fo your local AFN-K radiostatlon
andlnformation crannelan television and look for weather
adviories on Ihe USTXm)l weoslta, Workrg togener we
CaN pravert rageny aumng e mMansaon and orierpensd or =
desiuciive weather, We S0 Together!

/,{iW

BELL
&eneral, US amy
Sommander

FREEDCOM'S FRONTIER!

CDR Sends (Fatality, Red)

Figure 4-14. Sample CDR Sends
(Safety, Yellow Format)

7 May 2007

Death of a US Sarvicemembar

1. This sl voshen, ot ATniTy Suliien was mHUGK e KIEd Dy o ulon velice. Vil U
death accuTed, the Soklier was walking aine 31 night 3lorg 3 road 3nd Nad no batie budly
covering his flanis. This troubles ne a5 R iEpragents a very serious problem—aone that
demands Inmiedialz commander and leader attention.

2. This acddznt Is stll ungar Investigation; howewser, we know thatfatal pesssinian accidents
ONLEN OZCUTWNSTS 137NNEES aNd F0AN0I LSS ars Tal0r. AMOUGN JICON0I LSS N3E N0t 02En
deEn'nIr‘eH as a faclor In Fls accldent due ko the awgolng vestigetion, & ks Important that
15 enorce responsbie alcohd consunplion. safe pRoesirian ractices. and tre
Im[omaroe of the tudidy System for 3l our Servicemembers.

3. ARhouqge the consumptian of aleghol—atthin iMRs—s |zqal, the diminishag sRuational
awarznass and raduced functicnal coorainabion asscciated whih aliohol corsumption maks us
wuherable ‘o makirg deadl misiakes. The botiomline Is hal alconol kils! We allhawe th:
rasponGIniity 1o GncLn thar our coUMEton doat not aMGst o Welbsing of G wall-oeing of
anjone else. THis 5 what aking care of esch oz’ I aoit. See

Bugdy Svsiem. Team Wor Count!

4. The act of walkihg along or crossing strests canbe dangerous anywherz, even under tre
bt CYCUMEIENCES Howessr, spacial alte1tion ks =guined by pedssinans when negaiairg
tne roads of iha Republle of Korss. Dadsskians shaukd focus on tha following ca%sty ponls:

= Always hawve vour buddy withyou. Wabch oul %ar and lake care of each other

Encurs that you 3re casry vizlble ouing the Ught. Sways wear Sghy colomd clothes or
refecive salhing.

Dz notwalk In the rozd but on & ne sk=aalk. 1 mere 5 no sioewalk, walk wellof the
T30, AN ME DNComINg ram

Auwold walking along mads & HI nrnEe ¥you Fawe corsumed any alcchol. Alcohol and
Anigs SmpEIr g 3Rty in walk KRSl [t A% ihey o 3 pRean's sty An driss

WhnEn crossing a roag where there Is 3 pedesirian bridge or qosswalk, use e
pedesirian bridge or crosswak, even It means walkng further.

T42YEl TUN 3CIDES 3 FC30 WITNOUL I0KING DO WEYS, N CNS0K MET NSNS 18 N9 1ame
bafore crossihg a real.

Migwsl 355UMa 38 ¥0U Naws Besn Seen—many disirsctions sn isesthe atention of tha
motonst. Be wary. Mostdmvars are slce peopis, butdon't count on NIem paying
attenton.

NEVEl I23Ve MITrEN UNCCONPaNIZanext 10 3 Man.

WhnEn crossing a roag, g nolwalk hafway aeress—emain besige te road bl both
IAnFSATE e

5. Leaders—Enome ne buody system! All Servicemembsns, Civllans, ard Famly members

must b2 Ivealvad In accldent prevandian. | call on everyens so mahtain vigiance ouring wnis
SUNMET 52350n ard abide by our USFK Summer Sa%sty Campaige

Py 4

B B EELL
Ganeral, US Ay
Commangar

W go fogehan

Figure 4-14. Sample CDR Sends
(Safety, Red Format)
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oZmw

#

31-07

24 June 2007
Maonzoon Safety

1. From lae Juns Trough eany Seplemier, the minsaan
££3500 Pos2E polenilal, Benous rsketa USFK personnel ard
wpeallr The deavlesd gl mlly wons b July s
can quickly becons very destrictve. in e past. Tash floaos
and MUEEidas rom Marsoon EnG haus fauted I of I
andaxizngiie propeny (amags 1o USFK pesonne and
progeny. Flash Toodingwh as lite s& six hches o raphily
modng waler ¢an knock pople off thair f2ed while wo fest of
WEter Can 103t 3 vehicke The awssome power of 13sh Noods.
ean mowe bouldere, trar out trooe, destroy bUldng: and
bildges, ara irigger catastrophic mud sides. ou will nat
always be wamed that these deadly. sudden ficods are
coming. Ir fact, fash floods may ocour at night

2. | Opravent ragEsy IS MONSI0N 523500, 230875 31
achakn mugt prepare for ihe wo'st andbegin
desinclvs wazther plznning now. Befors tha rain
DEgIns, reyview destuctive Weatner plars, rencarss
SVAZETON Hans, and view ul.rmsaa_mgu
Use “Unoar he Oak Trea Counszling” as descrised R
USFH Palicy Letter=2 1o @scuse e impanance of
planning anc caulicn during of-cuty acthities 3 well as
risks posed T Family Menbers during his petod.

¥ Some actons to miigale sk assoclated winne
monsean Indude:

 LCareully BE2ct 120 TANNg GIlEs. WaK e BTE; 02VErRp 300 0NeT 8JEss pans.
+ ANOI 3r2az subiact 1o onding e arsas alrzady focded; n2ver ofve threugn foodsd
raadwaye o attemat to crees flewing crcams.

Do Net C3Mp o Pk VENL:IES 3lng siRams and wasnes.
B Caullous Of LUNCercyt madways.

Aalc downzd power ings ang IIEC'I‘ICaI WIrEs.

Vinen advissd, evecuaie mmeciately. Don'twall, even
If It 52ps raning-+4 couldoe sl mn Ing upsirzam fram
your ocation.

3. Stawinfarmed. Lister to your local AFK-K radio station
andinfomation cranneon lslenlslur and loak for weather
advBores on the Waorirg togenes we
canpravert iragagy dumg iheMansson and oinerperiods of

denhuclive wealies, Wi Gu Togelie!
7 P A

XXXX
General, US Army
Commander

PPSUNUR——— =

Figure 4-15. Sample CDR Sends
(Safety, Yellow Format)

CDR Sends (Fatality, Red)

USFE
7 Nay 2007
Deat of 3 US Sarviemeamaar

1. This pest weekand, an Army Salder was siruct and klled by amator vehick. When the
sath occumed, the Soidier was walking aone a1 nignt 3long 3 rozd 3nd fad N Datle buedy
covaring his fanes. This fouBlcs me 3% # rSprasenis 3 VEry CERasT pronem—ons that
demands immediale commangar and leacer attenion.

2. This aocident |e still unser Investigation: howes=r. we inow that fatal p2oselrian acadents
oflen neclr whars darkness and @conal Uss ans faclors. ANoUgh aicohal L5 has not besn
detemined a5 a fzctor in s sccident due to the engeing Investigation, Ris Imporant thal
Ieagkers erforee responel ¢ aloohal concamption, cafe peiccinan practiose, and e
Importanc: of the buddy syslem for all oun Servicemembets.

A AEnnng e ponmmplnn of Sennel—atiin 1IMEs—s sgal, e diminkhan S8 Etional
awarzness and raduced "LNCHIoN3 COMINAN0N 3sE00iated Wih 300 CONSUMEtON MEKE US
wunerable to making deacly misi®es. Tre botton line |5Mhat alconal kils! We al have e
responaibify to eraure that our conesumpton dee not atfect our wel-being or the wel-beng of
anyone else. Thisls whattaking cane of each other 15 abcut. e LSFEK Sollcy Leter 28
Buody System. Team Work Colnls!

4, The ac.of waling along or croseing steats can be dangerous anywhere, even under he
best crcumsiances. However, spaclal attention Is required by pedestdans when regotiathg
U1E 1UaUs oF (e MEpULIG o Kurse. Peusllans il M o1 e fliuning satly pukis.

Always Nave your budoy with you. Watch eut for and taie care of each oiner,

Eroure linal yuus ares diasly Waltile Guring e pghl. Awdys wed Sgsly suioed dulles o
refeztive ciahing.

Do ned walk I the road but on the sHewalk. If there ks no sléswalk. walk wel off the
road, Tacing the oncoming trafc.

Aol walking along roads 3 all tmes ¥ you Tave consumed any alcohol. Akohal and
druge Impalrygar abilty ie walk safely, |ust 22 they <o a peron's ablity to diive.

VNN Crossing 3 road whers thars Is a padestian bidge of Josswslk, uss me
padzstran bidge or crosswalk, even i It means walting furer,

Never run aoess 3 rad without looking bott ways, and chek that bere Is ro frafic
bafae crossng 3 roan.

Never aszume thod you have been szen—many distmctions can ta
moorst. Bewary. Most drivers arenice peapis, bu: don't caunt on®
attertion.

Naver lzave shildren unaccompaniad next 1o 3 road.

Vénen crossing a roan, 0o not walk hallway soross—eman j2eine Me road unll bah
lanes are sl

5. Leaders—Enfoce the bugdy svstem! All Servizemembers, Chillans, end Famly memzers
mest bs Invalvsd 11 ScCidEnt prevantin. | eall on svsryans 1 mantan Vgiancs urng s

SUMIMEr 523500 and abide I’Jr DI.IIUSFV e

» ) XXXX

e e gt General, US Army
Commander

Gararal L5 Army
Conmanaer

Figure 4-15. Sample CDR Sends
(Fatality, Red)
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CDR Sends (Information, Purple; 2-page format)

mwoZmw XTVOO

12-06

"

[USFK| 31 May 2006

g Cost of Living Allowance for FY 2007

1. In January and February 2004, Servicemembers throughout Korea participated in
the QCONUS Cost of Living Allowance (GOLAJ Survey. The results of the suniey
demanstrated that while the cost of goeds and senices in Homea increased during the
precading 12 months. the cost of comparable goods and services in CONUS increased
at an even greater rate during the same time pericd, The significant point is- that even
though prices i Korea remain higher than prices m COMNUSE, the difference between
the two is sma'er foday than it was a year ago. Because COLA is intended o
compensate for the cost dfference between Kerea and CONUS, the Departrment of
Defense (DOD) wi, in axcordance with lsw and DOD regulations, adjust cur COLA
which wil result in an overall decrease.

» This fall, Servicemimbers in Korea will s22 a downward adjustment in their
COLA authorizaton. The COLA adustment wi vary based on duty location
with the smallest decreass in Seoul (10%) and the largest m Daegu ( 16.7% )
Ta lessen the finanzial mpact on Senicemembars and thair familiss, these
adjusiments will ocour in fwo phases: half on 1 October 2006 and hatfon 1
Howember 2008

» The purpose of this message is thresfold: first, 2o inform all of our
Senvicemembers of the COLA adjustment so that they are awars of and can
glan for ihe upcerming adustmens in wtal pay; secend, to explain what COLA S,
and third, to explain the oritica’ role surveys play in ensuring cur
Senvicemembers receive the right amount of COLA,

2. The botiom line is that COLA improwes the guality of life of owr Senicemembers
and ther fam®es by addng do’'ars o their iake-home pay each month. COLAisa
non-taxable alowsance designed fo strengthen cur Senicemembers” purchasing power
by compensating them for the dfference between the cost of living in Korea and the
cost of wimg in CONUS. Teo detemming the sppropriate amount of COLA, DOD
regulary conducts surveys in Kerea and in CONUS to compare e costs of common
goode and sapises purchased off post. DOD Shen uses the resuts of theze suneys
as one sat of criteria to set the COLA for each Korea location.

»  Seperal factors impact our COLA rate. These factors include the Komsan Wen
exchange rate. Senicemember and family member shopping pattems, prices of
tems throughout cur communiiss. duty location, and sccempanied status.

»  Surweys ars the regulatory foo’s used to determine shopping patterns and prices
n communidies. and to ensure COLA is et at levels authorized by law. The
suney results establish the index that indieates how much S0LA s pad,
Throwgh yeur lead ership snd engagement, 13,045 people responded to the

om‘ne survey, reportng what they buy and where they buy . This was a
tremendous response. Appointed representatives from the community then
collected prices at locations frem the survey to establish price leve’s in each
community. These price levels are then compared against CONUS price levels
of similar goods and services for mittary families. The COLA compenszates
Servicermermibers for the: dfference in these price levels.

= Senicermemioers can look up thieir COLA rate at
hitos:\securssop? hoda pentageon millperdierdocforrnhtml, A& decrease in
GOLA inclicat=s that the gap between CONUS and QCORUS prices has
narmowsd Inthis instancs this does not mean that prices in Kores have
declined, but that they increased at a slowsr rate than the prizes in the United
States. Wore nfomation sbout COLA and the changes can e found at
gslsscureapnd hoda gentazon miliperd Clicking on Cverseas COLA
and agam on COLA INDEXES will lead to the published indsx rates.

3. The Korean Won exchange rate a'so affects the Senicemember’s purchasing powsr
for the portion of shopping conducted off pest. Consegquently, the exchange raz is
reviswed twice 2ach month to ensure that COLA retaing itc intendzd level of purchazing
power. Changss in the exchamge rate drive adjustments in COLA. When the won
strengthens, it lessens the purchazing powsr of the dollar and could drive an increase in
COLA Comrespondngly, when the won weakens, it increases the purchasing power of
the dollar and could drwe a decrease in COLA. That is why we see continuous and
periodic changes to our COLA throughout the year.

4 Itis mportant that we get the werd out now to 31 Soldiers, Sailors, Airmen, and
Marines. so they can plan for this adjustment in totsl pay. We will continue to conduct
surveys reguired by regulation 1o ensure DO implements COLA adjusiments fairly and
property. Leadsrs must conbnue o emmphasze the impertance of COLA sunveys
throughout their organizations. Supperting these surveys is the only way to ensure that
cur military personne! continue: 1o get the COLA they need and so richly deseres. Ve
wil ensure that you know and have an opporiuniy to participate in the next round of
surveys. Only through yeur parbcipation can we ensure that our Senicemembers and
families receive the maximurn amount of COLA authornzed by law and regulation. POC
75" Financial
Managemsnt Center. You can reach them by phone &t 725-3201, by emad at
shawn.andersoni@kore a.ammy. mil, or by visitng their website: at

Tittp: /17 5fncom karza army mi

e Go Together!

B.B.BELL
General, US Army
Commander

FREEDOM"S FRONTIER!

2

o MOZMmMO VOO

Figure 4-16. Sample CDR Sends (Information, Purple; 2-page format)

4-15. Cable Book

Cable Book is comprised of 24-hour peninsula-wide weather forecast; Command Center Seoul
significant daily events covering the previous 24 hours; naval tracker; key personnel absence
roster; US Embassy Korea messages (“Cables”) covering the previous 24-hours; and Distinguished

Visitor tracker covering the next 24 hours. SCJS compiles and forwards daily via SIPR NLT 0700

to the Command Group, general officers, and staff principals every normal duty day.

4-16. One-Liners

One-liners are executive communications between the staff principal and the COMMANDER and

consist of a brief — not more than twelve lines per topic — summation of a significant event or action
of COMMANDER-level interest. One-liners will begin with a brief descriptive sentence (bold face),
followed by the body of the one-liner (regular face). One-liners will be reviewed, collated, and
formatted into one document by the DJ33. Once formatted, the DJ33 will forward to the DJ3 for
final review and submission. One-liners will be accepted only over email by 1500 every day on
SIPRNet. Format will be Microsoft Word, Arial, bold/regular font, 12 pitch.

4-17. 3- and 4-Star Notes

3 Star and 4 Star notes are used mainly as congratulatory notes from the COMMANDER

(UNC/CFC/USFK), Deputy Commander (UNC/USFK), and CofS, USFK. Use Arial, size 11, bold.

Sample and format for the notes are at Figure 4-18. Submit draft notes to the appropriate GO/XO.

4-18. UNC/CFC/USFK Scroll Of Appreciation (SOA)
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The Commander, UNC/CFC/USFK is the approval authority for the SOA. When CDR directs
award of the SOA, the OPR will submit through SCJS a staff summary sheet with a proposed
citation prepared on plain bond paper and a 3.5-inch diskette on which the documents are saved.
SOA will be framed by SCJS IAW CDR guidance prior to presentation. For mass SOA
presentations, the OPR will fund and put SOAs together and SCJS will quality control for
standardization. For OPR planning purposes, SOAs cost approximately $50, are purchased from
the Gallery and you must obtain 2 CDR'’s coins to place in each frame.

4-19. White House Certificate

The White House Certificate is presented to those who have contributed significantly to
UNC/CFC/USFK. White House Certificates may be signed by Command Group designees (ie.,
Commander, Deputy Commander, DCS, ADCS, SCJS, etc). When requesting award of the
certificate for command group signatures, submit a staff summary sheet with justification and the
certificate with Command Group member’s signature block. Certificates will be done in Arial, size
12, bold. The awardee’s name will be in Arial, size 16, bold.

52
UNC/CFC/USFK Reg 25-50, August 1, 2008



3-/4-Star Note Format

-

(Date Line)

Deear [TC(F) Bollinson

Indent sach paragraph A epacee and bemn typing or. the 5% epace.
Do not date the docureent but leave one line space between flag and

date line as wzll as too or three line space netween date line and
addressee line.

Folloar the lstter formmat. Use one inch left and right margins  Start
the closing and signature block from the center of the page. Cme line
: ' 1 Four line spaces to

sighature block Thwo dne spaces frorn last line of signature blbck to
addresses’s address.

Sincerelsy,

bandolph wW. Honse
Lieutenant Ceneral, TS5 A
Chief nf” Staff

LTC(P) Iartin K. Bollinson
HHC, 2=t Infarcry Division

Carmp Red Cloud

Figure 4-17. Sample 3-/4-Star Note Format
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USFK/CFC/UNC Scrolls of Appreciation

finited States Forees Rore,
* K EK

Scroll of Appreciation

|5 Awarded To
Charlie Daniels Band

In yecagnition of your unwav ering support 1 the men and women of the
Asmed Forees af the Unived States of Anevioa and their fonilies
currentiy sevving inthe Republic of Rovea, CDF s conpnimnent o
entertairing Sevvice Menbers stahio ned arcund the world has
e asrabl buoped the spirits of our Amed Forces for more than 33
years, Your steaffast veso e & perform pour uniguel “ dmerican
NMusic® for our Soldiers, Satlors, Avmen Mannes, Do D Coailiams and
their Family members, even in the most inhopitable places malesyou a
pue pamiot Your ecraordingry conmiprent and passion © entermnpung
the man and women serving in uniorm i sncerely gpreciated and is in
keep ing with the Righest radihons of the Uuntrp Miusic ndestrp and
cimlian patiotc service 1 our great Naton

Thir 21 st day gf Cemober 2006

E.E.Ed
Ceornanander

gombined Forees Commany
* * &%

Scroll of @ppreciation

Is Awarded To
Major General Timothy Larsen, USMC

In recognition of pour leadershy and commmitted segport to ROR-UE
Combimed Forces Command (CFC0) during the armual Receprion
Sraging, Cnward movement and Integration (R504&]) and Ulghi Fosus
Lens (UFL) theater-Lvel exe veives, Simoe 2005 pour sevvice as the
Semior White (2l Camtraller arad as my Deputy Beercise Divecior dwring
these srategically Dporart exercises has greatly enhanced e
apevational veadiness af this ammmend, Fouy npwoarnt haranablad CFC
to maintzin g viable deterrence on the Rorean peransulz, and i requived
te, be able o fight and win as a combined ard jownt force. Your
warfighting expertise and dedicated sgpport is deeply apprecuared and is
in heeping with the highest waditons of the United Swtes Mzvine Corps
and mmiliszry wrvice 1 owr great Nation.

Fhis et day af Mavch 207

B E.EBd

Cormander

Sreroll of Appreciation

Is Awarded To

Collier Field House

In recomnition of your cutsanding suppor to the Conmander, United
Nations Covenand arad the United Mafions Command Fallen Hewes
Honoy Guand Covemony. Your wort in prapaving Collier Fiald Fouce
and the surrounding areas for the Unied MNations Covonand Fallen
Hevees Flonor Guand Ceramony was instunenial to the mucess of this
very special event. Your smpport is greatly aqppreciated and reflects great
credit ipon you, Installzton Menagement Conenand aud United States
Forvees Rovea

STEFHEN T SARGEANT
ajur Ganarall, US Air Force
Depoly Chief of Staff

This 1020 day qf ey X007
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Figure 4-18. Sample USFK Scroll of
Appreciation (Example)

Figure 4-19. Sample CFC Scroll of
Appreciation (Example)

Figure 4-20. Sample UNC Scroll of
Appreciation (Example)
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4-20. Procedures for Routing Awards Through The Command Group

The SCJS tracks all awards requiring Command Group approval only after they have been routed
through the J1 or service component approval channels. Specific regulatory requirements for
awards are contained in USFK Regulation 672-2 (Defense Awards and Decorations Program).

a. Award Routing. The routing for awards requiring approval from within the UNC/CFC/USFK
Command Group is as follows:

UNC/CFC/USFK Command Group Award Routing and Responsibilities

Table 4-1
AWARD
DDSM/DSSM/ | DMSM / JSCM
LOM /JSCM (Excep

(Foreigner)/ | to Pol)/JSAM OFFICE RESPONSIBILITIES
DMSM (Excep to Pol)
(Excep to
Pol)

X X SCJS Admin Reviews packet for completeness before
forwarding; reviews packet after signature

X X SCJS - Staff Action Reviews packet for completeness, grammar and

Control Officer (SACQO) correctness

X X SCJS Reviews packet

X X Asst Deputy CofS (ADCS) | Makes recommendations on all awards

X X Command Sergeant Major | Makes recommendations on enlisted awards only

(CSM)

X X Deputy CofS (DCS) Approves JSAM, JSCM, and DMSM; approves
JSAM and JSCM exception to policy requests;
makes recommendations on all other awards

X CofS Makes recommendations on all awards

X Deputy Commander Makes recommendations on all awards

(DCDR)
X Commander (CDR) Endorses DDSM, DSSM, and LOM (Foreigner)

award recommendations

Table 4-1. Sample UNC/CFC/USFK Command Group Award Routing and Responsibilities

NOTE: Suggested timeframes for initial submission of completed and correctly prepared
recommendations are listed in Table 4-2.

b. Joint Awards. U.S. Service members and Federal Government civilian personnel who are
permanently assigned to UNC/CFC/USFK and are in a joint billet are eligible for joint awards.
Contributing non-government individuals, groups or organizations which have provided
exceptionally meritorious service of significance to the joint activity are eligible for specific awards.
Local National (LN) civilians, contractor personnel, and foreign military are not eligible for joint
awards, but may be eligible for Service awards. US Servicemembers assigned to UNC/CFC/USFK
but not in a valid joint billet may be eligible for joint awards as an exception to policy.

c. The Joint Award Process Chart with explanations of each step is as follows:
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Joint Award Process Chart

Step1- NO
submits to J1

Step2-J1
Reviews

USFK Step 4 -J1
Step 3-J1
forevsards to Meial forwards to
(AO)
AO USFK CDR
Step5-J1
J1 returns to forwards to
NO Hiaher HOs

Figure 4-21. Joint Award Process Chart
Step 1. Nominating official (NO) submits joint award to J1

Step 2. J1 reviews submission:
- IAW DOD/USFK guidance
-- J1 prepares supporting documentation and forwards package
- Not IAW DOD/USFK guidance
-- J1 coordinates with NO to resolve

USFK is not the approving official, jump to Step 4.

Step 3. USFK is the AO, J1 forwards package to approving official (AO)
- Approves award
-- J1 prepares and submits permanent orders
-- J1 returns approved award package with copy of permanent orders to NO
- Downgrades award
-- J1 coordinates with recommending official to resolve and returns package to AO
- Disapproves award
-- J1 returns package to NO, explains reason for disapproval, and procedures for
reconsideration

Step 4. USFK is not the AO, J1 submit package to USFK CDR for signature
- CDR signs recommendation
-- J1 summits recommendation package to higher headquarters
- Downgrades award
-- J1 coordinates with NO to resolve and returns package to USFK CDR for signature
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- Disapproves award
-- J1 returns package to NO, explains reason for disapproval, and procedures for

reconsideration

Step 5. USFK is not the AO and USFK CDR signed recommendation, J1 forwards package to

Higher Headquarters

- Approves award
-- J1 returns approved award package to NO

- Downgrades award

-J1

- Disapproves award
-- J1 returns package to NO, explains reason for disapproval, and procedures for

reconsideration.

Table 4-2

Service Specific Award Approval and Submission Requirements

Award Submission

Approval USFK Policy Approval
AWARDS Authority Authority Timeline
Distinguished Service Chief of USA: CSA 150 days prior to
Service Medal Staff USMC/Navy: CNO award presentation
(DSM) * USAF: CSAF date
Legion of Merit 0O-8 Level GO/FO USA: CG, EUSA 90 days prior to
(LOM) Commanders USMC: CDR, MARFORK award presentation
USN: CDR, CNFK date
USAF: CDR, 7AF
Meritorious 0O-8 Level GO/FO USA: CG, EUSA 60 days prior to
Service Medal Commanders USMC: CDR, MARFORK award presentation
(MSM) USN: CDR, CNFK date
USAF: CDR, 7AF
Service 0-6 Level USA: CDR, 18th MEDCOM 45 days prior to
Commendation Commanders USMC: CDR, MARFORK award presentation
Medal USN: CDR, CNFK date
(ARCOM/NAVCO USAF: Dep CDR,
M/AFCOM) USAFELM
Service O-5 Level USA: CDR, USATC-K 30 days prior to
Achievement Commanders USMC: CDR, MARFORK award presentation
Medal USN: CDR, CNFK date
(AAM/NMCAM/AF USAF: Dep CDR,
AM) USAFELM

Table 4-2. Sample Service Specific Award Approval and Submission Requirements

NOTE: Always consult service component specific administrative regulations prior to submitting
service specific awards to SCJS for Command Group approval.

NOTE: Awards listed above annotated w/ an asterisk (*) have off-peninsula approval authority.

d. Awards to Foreign Personnel.
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(1) Awards of service specific Achievement (AAM, NMCAM, AFAM), Commendation
(ARCOM, NAVCOM, AFCOM), and Meritorious Service Medals will follow the same approval
process as showed in Table 4-3.

(2) US Embassy endorsement is required for all military awards recommended for foreign
Servicemembers. Recommender is responsible for submitting and acquiring the endorsement.
Endorsement requests will be submitted to the Defense Attaché Office (DAO) of the awardee’s
home nation US Embassy (i.e., recommended awardee is Korean, endorsement request goes thru
US DAO Seoul; recommended awardee is Swedish, endorsement request goes thru US DAO
Stockholm). Request for endorsement memorandum, award recommendation form, recommended
citation, and awardee biography must be provided to the DAO in order for the endorsement to be
processed. Turn around time for endorsements is normally between 2-4 weeks. NOTE: If the
recommended awardee is from a Commonwealth nation (Australia, Canada, New Zealand, and
United Kingdom), the endorsement is not required due to Commonwealth military regulations that
prohibit the awarding and wearing of non-combat foreign military awards. In this case, the award is
presented for purely symbolic purposes as a token of gratitude for services or performance
rendered.

(3) After US Embassy endorsement is received by the recommender, award
recommendation, US Embassy endorsement, and awardee biography will be submitted and
processed through normal service component channels. Service component award processing
agencies are responsible for the submission of requests for endorsements from the Defense
Intelligence Agency (DIA) and Central Clearance Facility (CCF) prior to the award going to the
award approval authority. Turn-around on DIA/CCF endorsements can take up to 12 weeks.
Approval authority for the Service specific Meritorious Service, Commendation, and Achievement
medals is on-peninsula as shown in Table 4-3.

(4) Legion of Merit (LOM) Recommendations for Foreign Personnel. Approval authority for
this award is the Office of the Secretary of Defense (OSD). CDR, UNC/CFC/USFK endorsement is
required for recommendations to award the LOM to foreign Servicemembers. Award made is
normally in the Degree of Officer (DOQ), but in special cases may be in the Degree of Commander
(DOC). In addition to the endorsements by US EMB/DIA/CCF, USFK J1 will process the award
and certificate and develop the award recommendation package for Command Group submission
to include the CDR’s recommendation memorandum and Secretary of Defense EXSUM. Once
CDR approval and endorsement is achieved, the entire award packet will be forwarded to the OSD
Secretariat for final processing.

(5) US Army Awards Recommendations for KATUSAs. Only DAO endorsement is
required. DIA/CCF endorsements are not required for recommendations for Army awards (AAM,
ARCOM) for KATUSAs. Approval authority is the same as shown in Table 4-3.
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Table 4-3

Award Approval and Submission Requirements (For Foreign Awardees)

AWARDS TO FOREIGN PERSONNEL
US Award
AWARDS Approval Authority EMB DIA | CCF Submission
Timeline
Legion of Merit (DOO, DOC) Secretary of Defense X X X 150 days prior to
award
presentation
date
Meritorious Service Medal USA: CG, EUSA X X X 120 days prior to
(MSM) USMC: CDR, MARFORK award
USN: CDR, CNFK presentation
USAF: CDR, 7AF date
Service Commendation USA: CDR, 18th MEDCOM X X X 90 days prior to
Medal USMC: CDR, MARFORK award
(ARCOM/NAVCOM/AFCOM) USN: CDR, CNFK presentation
USAF: Dep CDR, USAFELM date
Army Commendation Medal CDR, 18" MEDCOM X 35 days prior to
(for KATUSA only) award
presentation
date
Service Achievement Medal USA: CDR, USATC-K X X X 90 days prior to
(AAM/NMCAM/AFAM) USMC: CDR, MARFORK award
USN: CDR, CNFK presentation
USAF: Dep CDR, USAFELM date
Army Achievement Medal CDR, USATC-K X 35 days prior to
(for KATUSA only ) award
presentation
date

4-21. Procedures For Submitting Officer / Enlisted Evaluation Reports (OER/NCOER,

ARMY), Officer/Enlisted Performance Reports (OPR/EPR, AIR FORCE), or Naval/Marine
Fitness Reports (FITREP) for Command Group Input, Signature, And Review3. Sample Award
Approval and Submission Requirements (For Foreign Awardees)

a. All evaluations requiring Command Group input, signature, or review must first go thru either
J1 or G1, as applicable, then to SCJS for tracking purposes. After review for completeness and
correctness, reports will be routed to the Command Group member rating, senior rating, or
reviewing the individual. Enlisted evaluations will include the Command Sergeant Major in the
routing.

b. The following must be included for all officer and non-commissioned officer evaluations
forwarded for DCDR, CofS or DCS input and signature.

(1) For Army evaluations
(a) Electronic PureEdge submission for electronic signature (per Army Regulations)

(b) One (1) hard-copy of the rated individual's Officer Records Brief (ORB) / Enlisted
Records Brief (ERB) / Weapons Qualification, APFT Score, Support Form.
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(2) For all other Services’ evaluations

(a) Diskette containing completed evaluation form and suggested Rater comments in
Word format.

(b) One (1) hard-copy of completed evaluation form with signature.

(c) One (1) hard-copy of the rated individual's Officer Records Brief (ORB) / Enlisted
Records Brief (ERB) / USAF RIP Sheet, etc.

c. Due to processing and time considerations, it is highly recommended that rated civilian and
military members sign hard copies of evaluation forms as mentioned above; it is not mandatory and
cannot be enforced if the rated individual chooses not to do so.

d. Evaluations must be in the office of the DCDR, CofS, or DCS NLT 30 days prior to the
ending/thru date of the evaluation.

e. When CofS or DCS is supplemental reviewer, provide completed copy of the evaluation form
with all signatures and memorandum IAW applicable service regulations.

Chapter 5
General Administrative Information

5-1. Conference Room

a. Policies and procedures for conference room usage throughout Yongsan are established by
the owning agency. This paragraph outlines some of the capabilities in the HQ conference rooms.
This information is not all inclusive. Contact the conference room monitors for information on
scheduling procedures, distinguished visitor notification requirements, security requirements, dual
language capabilities, and other pre-meeting arrangements. Unless personnel security
requirements forbid usage, all conference rooms on Yongsan will be considered available for
official government use. The requesting agency will be responsible for providing conference room
security as required for the security classification.

b. Points of Contact.

(1) Conference Room 215 (CR215), White House (Bldg 2310). SCJS Operations, 723-
9931/6775/725-7905.

(2) J2 SCIF (Large and Small Conference Rooms). J2 Theater Dissemination Branch, 723-
8093.

(3) Combined Battle Staff Briefing Room (CBS), CC Seoul. J3 Briefing Branch, 723-
7058/6153.

(4) J5 Conference Room, White House (Bldg 2310). J5 Admin, 725-6411/5121.

(5) J6 Conference Room, White House (Bldg 2310). J6 Admin, 723-3659/725-6811.

(6) Van Fleet Conference Room and Walker Executive Room, Eighth Army HQs. Eighth
Army Secretary General Staff (SGS), 723-5033.
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(7) Commander’s Balcony and Bridge, Tactical Air, Naval, and Ground Operations
Command Post (TANGO CP). During exercises or actual contingencies, SCJS is responsible for
scheduling these briefing rooms.

c. Reservations are limited to members of the HQ UNC/CFC/USFK and Eighth Army
Command Groups and Staff. Priority is given to the Command Group by seniority. Briefings and
conferences scheduled by other organizations or agencies are subject to preemption with little or
no notice if a conflict arises.

d. Agencies scheduling use of conference rooms prior to 0700 or after 1700 must provide an
accountable individual to sign for the keys to unlock the conference room and secure it after use.

e. Agencies using conference rooms are responsible for ensuring their neatness and
cleanliness after the completion of each briefing or conference.

f. Audiovisual Equipment Operators. Training Support Activity Korea (TSAK) audiovisual
specialists are available for briefings scheduled at least 24 hours in advance. Equipment operators
other than TSAK must make arrangements to be trained and certified on the audiovisual equipment
prior to operating. It is recommended that any office using the conference rooms have a primary
and alternate person trained on the equipment. Point of contact for audiovisual training is the
TSAK representative at 723-3153. The TSAK representative is located in Conference Room 215,
building 2310. Offices using slides for briefings must provide their own support to advance slides.

g. Seating Charts.

(1) Attendance rosters are required for all events hosted by a General Officer of the
Command Group when held in Conference Room 215 (White House), J2 SCIF, CJ5 Conference
Room, Van Fleet Conference Room, or on Knight Field. SACO/Protocol will use this information to
create a seating chart.

(2) If assistance in preparing seating plans for non-Command Group sponsored events is
desired, notify the proponent SCJS SACO at least two duty days prior to the scheduled briefing.

h. In the event of cancellation of an event, notify the SCJS Operations Section as soon as
possible so that the room is available for rescheduling.

i. Itis the responsibility of the OPR for the briefing or conference to inform attendees of the
cancellation.

5-2. Distribution / Mail

a. The SCJS operates a Distribution Center (Rm. 104, White House) for all correspondence in
and out of the Command Group.

(1) Agencies appoint couriers for their organization. Each courier must have a
SECRET clearance and possess a valid and current courier card to pick up distribution from the
SCJS Distribution Center. Agencies are responsible for keeping their lists current.

(2) The SCJS will check all courier identification cards against published rosters
to ensure access to the Distribution Center is controlled.
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b. SCJS receives personal mail only for members of the Command Group. Any personal mail
SCJS receives for members outside of the Command Group will be returned to the Post Office for
proper distribution.

c. The G6/Information Management, Mail and Distribution Section, located in the rear of
building 14186, is to be used for distribution among the staff sections, tenant organizations,
subordinate organizations, and official mail (for example, J1 to J6, J1 to IMCOM-K, G3 to 19"
SC(E)).
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Appendix A
References

Section |
Required Publications

AR 25-50 (Preparing and Managing Correspondence). Cited in paragraphs 4-1 and 4-12a.
AR 340-21 (The Army Privacy Program). Cited in figure 2-4.

AR 380-5 with Eighth Army Suppl 1 (Department of the Army Information Security Program). Cited
in paragraph 4-10i.

Part 1, Organization and Functions Manual, Joint Manpower Program, HQ UNC/CFC. Cited in
paragraph 3-3.

Part 1, Organizations and Functions Manual, Joint Manpower Program, HQ USFK. Cited in
paragraph 3-3.

CFC Memo 672-1, Individual Awards and Decorations, 1 March 1995. Cited in paragraph 4-15.

Section |l
Related Publications

AF Dir 37-135 (Air Force Address Directory).
USCOMMANDERPACINST 5216.7C (USCOMMANDERPAC Correspondence Manual).

USCOMMANDERPACINST Glossary of Acronyms, Abbreviations and Short Titles.
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Glossary

Acronyms/Abbreviations

TAF
ACOFS
ADCS
AO
CDR
CFC
ClO
CloC
CJCS
CNFK
CP TANGO
CofS
CR-215
CSM
DCDR
DCS
DEROS
DOB
DV
EPR
Eighth Army
EXSUM
FITREP

FO

Seventh Air Force

Assistant Chief of Staff

Assistant Deputy Chief of Staff

Action Officer

Commander

Combined Forces Command

Chief Information Officer

Combined Intelligence Operations Conference
Chairman of the Joint Chiefs of Staff
Commander, Naval Forces Korea

Command Post Tactical Air Naval Ground Operations
Chief of Staff

Conference Room 215, second floor building number 2310
Command Sergeant Major

Deputy Commander

Deputy Chief of Staff

Date Expected Return from Over Seas

Date of Birth

Distinguished Visitor

Enlisted Performance Report (USAF)

Eighth United States Army

Executive Summary

Fitness Report (USMC/USN)

Flag Officer
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GO

HQ

IPR

JCS
JUSMAG-K
KOB
MARFORK
MND
NCOER
OCIO
OCR
OER
OPR
OPT
ROK
ROKA
ROKAF
ROKMC
ROKN
SA
SACO
SCIF
SCJS
SGS
SOCKOR

SSO

General Officer

Headquarters

In Progress Review

Joint Chiefs of Staff

Joint United States Military Affairs Group-Korea
Korea Orientation Brief

Marine Forces Korea

Minister (Ministry) of National Defense
Non-commissioned Officer Evaluation Report (USA)
Office of the Chief Information Officer

Office of Coordinating Responsibility

Officer Evaluation Report (USA)

Office of Primary Responsibility / Officer Performance Report (USAF)
Operational Planning Team

Republic of Korea

Republic of Korea Army

Republic of Korea Air Force

Republic of Korea Marine Corps

Republic of Korea Navy

Special Assistant

Staff Action Control Officer

Sensitive Compartmentalized Information Facility
Secretary Combined Joint Staff

Secretary of the General Staff

Special Operations Command Korea

Special Security Office

65
UNC/CFC/USFK Reg 25-50, August 1, 2008



SSS

SUSLAK

TSAK

TSF

UNC

UNCMAC

us

USA

USAF

USFK

USMC

USN

XO

Staff Summary Sheet

Special US Liaison Advisor, Korea
Training Support Activity, Korea
TANGO Security Force

United Nations Command

United Nations Command Military Armistice Commission
United States (of America)

United States Army

United States Air Force

United States Forces Korea
United States Marine Corps
United States Navy

Executive Officer

66
UNC/CFC/USFK Reg 25-50, August 1, 2008



	Chapter 1
	Chapter 2
	Chapter 3
	Chapter 4
	Chapter 5
	Appendix A
	Glossary

