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S: 311200NOV07
{**NOTE: Suspense with less than 30 days notice requires COL/GS-15 approval**}
DTG: 311700SEP07
{Use Arial 12 font; see TR 1-11 and AR 25-50}
SUBJECT:  TRADOC TASKORD #IN000 - {Insert title}
1.  Situation:  {Background on the tasking}
2.  Mission:  {The who, what, where, when, why, and how}
3.  Execution:
3.A.  Suspense {DDHHmmMMMYY such as 311200NOV07}
3.B.  Concept of operations:  {Situation and Mission paragraphs could suffice}
3.C.  Tasks:  {Identify each in a separate line – the standard first task is always 3.C.1 Acknowledge}
3.C.1.  Acknowledge:  Send e-mail for receipt of tasking order to TRADOC Tasking, monr.eoctasking@conus.army.mil and Lead contact in para 5.A. below. {Specify other agencies if required}
3.D.  Coordinating Instructions:  {For two or more recipients}
4.  Admin and Log:  
4.A.  Materiel and Services:  {What is required to support the tasking.  Cite any references or enclosures here}
5.  Command and Signal:  
5.A.  Lead:  {Originating office is Office of Primary Responsibility (OPR).  Include point of contact (POC) or Subject Matter Expert (SME) name, phone, and e-mail – NIPRNET and SIPRNET, as appropriate.}
5.B.  Assist:  {Action agencies, include POC/AO names, if known}
5.C.  TRADOC G-3 Tasking Office:  {LEAVE BLANK:  for G-3 use}
//s//
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