ANNEX A (Reports/Briefings/Administration) to Camp Santiago, MOC SOP

1.  Briefings:


a.  Daily briefings will occur at ______ and ______unless otherwise directed.


b.  Each action officer/NCO will be prepared to brief their area of responsibility.  Action officers/NCOs must arrive early enough to review the Reading File and update their status charts as required.


c.  The briefings will include as a minimum:



(1)  Any actions taken in regards to a deploying unit.



(2)  Any action taken in regards to incoming messages from higher headquarters.

2.  Reports:


a.  Situation Reports (SITREPs):



(1)  SITREPs will use the format found in the Joint User Handbook for Message Text Formats (JUH-MTF), DA Pam 25-7, and additionally in the United States Message Text Format (USMTF), MTF Editor, Version 3.4 computer software.  Higher headquarters may modify the format but in that case a copy of the appropriate format will be provided.



(2)  Reporting times will be as directed.


b.  Status Reports


c.  Daily Staff Journal or Duty Officer's Log:



(1)  Each staff section within the MOC will maintain a staff journal using DA Form 1594.  The reference for the staff journal is AR 220-15.  An example is found as Appendix 1 to this annex.



(2)  new journal pages will start at 0001 and/or end at 2400.


d.  Message Log (DA 2655 & OF 271):



(1)  The MOC OIC will maintain a message log indicating responsibility for actions.



(2)  In the absence of OF 271, DA Form 751 or a Memorandum for Record (MFR) may be used to record verbal conversations.  (See AR 25-50 for further guidance.)

3.  Administration:


a.  Files.  Each mobilized RC unit will have a file initiated for it.  This file will contain copies of documents showing actions taken by Fort Buchanan staff agencies pertaining to the mobilization and/or deployment of that unit.

ANNEX B (Operations) to Fort Buchanan MOC SOP

1.  The MOC will be operational 24 hours a day.

2.  The 24 hours will be broken down into three ten hour shifts.  The shifts will be as follows:


a.  Shift 1:  0800-1700


b.  Shift 2:  1600-0100


c.  Shift 3:  2400-0900
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