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STUDENT OUTLINE

PREPARE ANNEX E TO AN OPERATIONS ORDER

LEARNING OBJECTIVES
1.  TERMINAL LEARNING OBJECTIVE.  With the aid of references, student Handouts and given a mission, prepare an Annex E and appropriate appendices to the Operations Order, error free, in accordance with the references.  (0180.05.09)

2.  ENABLING LEARNING OBJECTIVES   

    a.  With the aid of references and student handouts, and given a mission, identify those elements required to prepare an Annex E to the Operations Order, error free, in accordance with the references.  (0180.05.09) 

    b.  With the aid of references and student handouts, and given a mission, identify those mission support requirements that comprise each element of the Annex E to an Operations Order.  (0180.05.09)

OUTLINE
1.  PURPOSE OF AN ANNEX.  The purpose of an Annex is to keep the basic text of an order short.  It allows addressees the ability to reproduce additional copies of certain information, tables, charts, or graphs to be used at the subordinate unit level, for example personnel status reports.

2.  GENERAL INFORMATION

    a.  An annex is an integral part of the operations order.  The number and types of annexes used is governed by the needs of the particular order.  Annexes, when used, should increase the clarity and usefulness of the order.

    b.  All annexes generally provide information to combat troops but also give the commander’s direction to supporting, specialist or service commanders.  An annex to an order should not be an order from supporting, specialist or commanders to their troops.  Although the annex is an integral part of an order, the information and direction given in the main body of the order may be repeated as necessary because of difference in distribution, which may occur.  The number of annexes to an order will be limited by the need of the particular order.

   3.  FORMAT OF AN ANNEX
    a.  An annex may be written, or take the form of a trace, overlay overprinted map, sketch, plan or table.   It may be used to give the detail of any part of the order where appropriate.  

    b.  Annexes are lettered alphabetically in capitals (A, B, C, etc.) and may have one or more appendices, which are numbered in Arabic numerals.  Annexes must be referred to in the appropriate part of the body of the operations order and are listed under the heading “Annexes” at the bottom of the order.  Appendices must similarly be referred to in their parent annex.

    c.  Annexes issued with and in the same number of copies as the main order need only be suitably identified in respect of the main order.  They must also contain a security classification and, when appropriate, a list of appendices.

    d.  Those annexes which are issued at different times from the main order must, in addition, contain a heading, signature of commander, or his appropriate representative, or authentication, acknowledgement instructions and a distribution list.

    e.  Some examples of manuscript annexes are given in 

FMFM 3-1.  Only the format is standardized, paragraphing and sub-paragraphing is as required.  Annexes other than manuscript, such as traces and overlays should contain the same heading and detail.

4.  HEADER INFORMATION.  Whether the information contained in your Annex E is classified or unclassified, you will always type or stamp to that effect above the header information and below the page number at the bottom of each page of your annex and appendices.  The number of copies is always filled.  This is especially important if you are dealing with classified data, as each will be logged in and out from the classified material control center (CMCC).  As we all already know, the adjutant/S-1 officer has that responsibility too.  The issuing headquarters will always be whoever prepares the annex.  Place of issue may be your permanent duty station, a ship, a deployed field location, or any location that you may be.  The date/time group and message reference number refer to an electronic reference that may have been received.  If you are deployed aboard naval ships, the preferred method of communication for large documented text will be via naval message.  We will cover that in a later period of instruction, but an example would be 061600Z MAR 02. 

EXAMPLE: 061600Z MAR 02

The Annex E will always be prepared for a certain operation order.  We state that order on the next line verbatim.  The 

reference line will identify all references that you use in the 

preparation of your Annex E.  The Time Zone will be the time zone that you are currently operating under and is available through either your communications officer or your operations officer.

5.  GENERAL
    a.  PURPOSE.  State the purpose of the annex; i.e., to provide guidance for personnel support of the operation or exercise.

    b.  CONCEPT OF PERSONNEL SUPPORT.  State the general concept of personnel support for the forces assigned for the operation or exercise. 

    c.  ASSUMPTIONS.  State any assumptions on which the personnel plan is based.  This could include length or duration unit is committed to the operation or exercise.

    d.  SUPPORTING ANNEX.  If Annex E is prepared, reference Annex P here.  Annex P, Combat Service Support, is normally a precursor annex.  There are occasions when the Annex E is prepared without an Annex P and the data normally found in Annex P is included in the Annex E. 

6.  PERSONNEL POLICIES AND PROCEDURES
    a.  GENERAL GUIDANCE.  Refer to any inter-service support agreements in effect.  If there are none, so state.  Always contact your higher headquarters staff judge advocate or you local legal assistance office for this information.  This is applicable to all areas of general guidance as inter-service support agreements will always be on file at the Staff Judge Advocates office or with the cognizant staff section, i.e., Postal Officer or Disbursing Officer.

    b.  SPECIFIC GUIDANCE.  State policies, assign responsibilities, and cite applicable references for the following:

        (1) Reporting Procedures.

        (2) Replacement policies.

        (3) Personnel Center operations (If used).

        (4) Rotation Policies.

        (5) Use of personnel with critical skills or occupational specialties.

        (6) U.S. citizen civilian personnel.

        (7) Non-U.S. citizen labor.

        (8) Enemy prisoners of war/civilian internees/detainees.

        (9) Captured, missing, and detained U.S. military personnel.

        (10) Marine Corps Community Services (Formerly MWR).

        (11) Casualty Reporting.

        (12) Decorations and Awards.

        (13) Hostile fire Pay.

        (14) Travel Procedures.

        (15) Military Law, Discipline, and Order.

7.  FINANCE AND DISBURSING
    a.  GNERAL GUIDANCE.  State any inter-service support agreements in effect.

    b.  SPECIFIC GUIDANCE.  State policies, assign responsibilities, and cite applicable references for the following:

        (1) Currency and Credit Controls.

        (2) Pay Functions.

        (3) Control of Financial Institutions.

        (4) Inspection and Audit.

Contact your local or servicing disbursing officer or financial officer for further guidance/assistance.

8.  LEGAL

    a.  GENERAL GUIDANCE.  State any inter-service support agreements in effect.

    b.  SPECIFIC GUIDANCE.  State policies, assign responsibilities, and cite applicable references for the following:

       (1) Claims.

       (2) International Legal Considerations.

       (3) Legal Assistance.

       (4) Military Justice.

       (5) Reporting Violations of the Law of War.

9.  POSTAL AND COURIER SERVICES
    a.  GENERAL GUIDANCE.  State any inter-service support agreements in effect.    

    b.  SPECIFIC GUIDANCE.  State policies, assign responsibilities, and cite applicable references.

10.  SIGNATURE BLOCK.  A signature is only required when the Annex E is prepared separately from the Operation Order and will be distributed as a separate document.  If incorporated within the Operation Order, a signature may be affixed, but is not necessary. 

11.  APPENDICES.  List any appendixes that are prepared in concert with the Annex E.  Normally appendices will be prepared as they allow subordinate units the ability to reproduce them locally to save time.  This includes reports required, personnel status reports, etc.

----------------------------------------------------------------

REFERENCES:

FMFM 3-1 COMMAND AND STAFF ACTION

SECNAVINST 5216.5 CORRESPONDENCE MANUAL

MCO P1070.12 IRAM
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