DEC 03           GUIDANCE FOR AFSC FORM 1-2 

           COORDINATION, CONTROL & INFORMATION SHEET

1. NOTES:  
· Download form before using (go to the AFSC/JMC Forms Web page, right-click on the title, click SAVE TARGET AS, select location). 
· When the form is open, the fields appear shaded but will not print shaded--if you want to turn this on/off, click the [image: image1.png]


 icon; if you don't see this icon on your screen, click VIEW, TOOLBARS, FORMS).

· Use TAB & SHIFT-TAB to move forward & backwards through fields.    DO NOT hit the ENTER key when you've reached the end of available space for a field--this will push the form down past the margins.   
· Click the F1 key to view help screen while in a field.   
· Use COMMON abbreviations & acronyms wherever possible; (e.g.,    approx for approximate, DOD for Department of Defense, etc.).

_________________________________________________________________

2.  DATE:  format is DD MMM YY (e.g. 21 Jan 03)

3.  SUBJECT:  Example:  Stand Up of Army Field Support Command 

4.  SIGNATURE LOG NO:  (This is for use by the Staff Action Control Officer (SACO)).

5.  TASKER NO: Enter number assigned by SACO, if applicable.

6.  HIGHER HQ SUSPENSE DATE:  Enter date the response is due to higher HQ, if applicable.

7.  FOR SIGNATURE/FOR YOUR INFO/AS REQUESTED/BLANK BOXES:  X the block that applies for the type of action.  For example, if you are forwarding a reply to a tasker/question asked by someone in the Command Group, 'X' the AS REQUESTED box.  If seeking a decision (approval/disapproval of an action) from someone in the Command Group, type FOR DECISION in the blank box & "X" the box next to it--also use the blank for things that may not fit the other categories.  More than one box may be X'd.

8.  PURPOSE:  Clearly identify why you are sending the 1-2/package. If responding to a tasker, repeat the tasker in this block or as the first bullet in the DISCUSSION block so the approver does not have to search for explanation of what the tasker was.  

Example 1:  To provide the command updated policy on cell phone use per AMC tasker received 21 Jan 03.

Example 2:  To answer the CG's question: "What is the impact of this on AFSC" asked at the 8 Aug 03 briefing.”

    BE SPECIFIC; DO NOT ENTER THINGS SUCH AS "FOR CG/DC/CS  

    SIGNATURE" OR "REPLY TO TASKER #1234

9.  RECOMMENDATION:  The desired outcome.  What action do you recommend the recipient of the 1-2 take (e.g., "Sign enclosed memo").  If the 1-2 is being submitted purely for information & no response is required, type "No action recommended; just for information" -- DO NOT type N/A or leave blank.  

 !!!You must specify if you want the approver in the command

    group to send an e-mail to someone (along with their 

    complete e-mail address & draft of the message you want

    sent) OR, specify if your office will be sending the e-mail.  

10.  DISCUSSION:  (help screens for DISCUSSION are continued in the DATE blocks under COORDINATION)

   a.  The DISCUSSION will be concise, logical, & accurate.  Show facts, analysis, alternatives, risks (time, money, performance, etc.), conclusions, summary, etc., to allow the recipient to easily understand the package & make an informed decision without having to question the information therein.  

     Type (CONT) at the bottom left corner if the

     DISCUSSION is continued on page 2.  

   b.  Present information in bulletized format.  NO LENGTHY NARRATIVE.  Use small letter o, space twice, then type your data.  Begin 1st indentations with a dash (-) on the 4th space from left margin, & begin 2nd indentations with 2 dashes (--) beginning on the 8th space from left margin.  Do not subdivide further.  Example:

o  Start bullets flush with left margin.  Double-space following end of a bullet.  

   -  1st indentations begin on 4th space from left margin.

   -  Recommend single-spacing if indents are 1 line in length.

       --  2nd indentations begin on the 8th space from left margin.   

       --  Recommend double-spacing if indentations are all more than 1 line; otherwise, recommend single-spacing. 

o  POC is Roy Tillery, AMSFS-XX-X, x21234, rtillery.

end Example                                                                                                                                                                                     

   c.  Identify all enclosures/TABS within the text of the DISCUSSION; e.g., (encl), (encl 1), TAB A, TAB B, etc.  When the package is in reply to a tasker, make the tasker the first enclosure or TAB to the 1-2 form.  No need to total enclosures at bottom as is done for formal memorandums.

   d.  The last bullet of this block will be the POC.  Include   action officer's name, office symbol, phone extension (DSN if off-post) & e-mail address (full e-mail if off-post).  Example:

o  The POC is Jane Smith, AMSFS-XXX-X, x21234, smithj.

   e.  If the package requires approval/decision by someone within the command group, type a block at the left margin, three lines below the POC bullet for the individual to sign.  Example: 

APPROVED    ___________ JEROME JOHNSON

                        Brigadier, USA

DISAPPROVED ___________ Commanding

11.  COORDINATION: 

   a.  Action officers (AOs) must coordinate packages prior to their submission.  

       (1)  AOs should request that reviewers concur/nonconcur/ comment via e-mail/memo & include their with their response.

       (2)  Upon receipt of all coordination info, the AO fills in the 1-2 coordination blocks for each reviewer before routing the final package

       (3)  When concurrence/nonconcurrence is with comments (CC w/CMTS or NC w/CMTS), AOs will include the comments as enclosures to the 1-2 & will discuss each comment in the DISCUSSION block. 

   b.  If the AO routes a hardcopy of the 1-2 through various offices for review, each one fills in the COORDINATION data,

attaches any comments, then forwards to the next office for review.  The last office returns all to the AO who will need to append info to the DISCUSSION block based on any comments received.

12.  APPROVAL:  This is the routing sequence of the package.  Follow the chain-of-command.  

   a.  If the package is intended for the AFSC command group, list in order as follows:

AFSC DCS              

AFSC CS 

AFSC DC          
AFSC DCG 

AFSC XO

AFSC CG

NOTE:  If the package being submitted pertains to enlisted military, add AFSC CSM after AFSC DCS in the routing chain.

   b.  If the package is intended for the JMC command group, list in order as follows:

JMC DCS        
JMC CS 

JMC DC          

JMC XO  

JMC CG

NOTE:  If the package being submitted pertains to enlisted military, add JMC CSM after JMC DCS in the routing chain.

    c.  If the package needs to be routed through the JMC command group to the AFSC command group, list in order as follows:

AFSC/JMC DCS 

AFSC/JMC CS   

JMC DC                     

JMC XO  

JMC CG

AFSC DC

AFSC DCG 

AFSC XO

AFSC CG

NOTE:  If the package being submitted pertains to enlisted military, add JMC CSM then AFSC CSM after AFSC/JMC DCS in the routing chain.

13.  FROM:  

   a.  For all command group packages, the FROM block will refelect G-level/directorate/off-post commander signature block information.  Type //signed// on electronic versions & ENSURE form is sent as an attachment to an e-mail sent from the office e-mail box of the person signing.  An actual signature is required on hardcopies.

   b.  For packages internal to an organization, the POC might sign the FROM block, then under APPROVAL, would list the next level supervisor, then director, or whatever chain-of-command is established internally.

14.  KNOWN ISSUES--MS WORD VERSION OF AFSC FORM 1-2:

   a.  If form does not appear properly on screen, click VIEW, PAGE LAYOUT (or PRINT LAYOUT if using WORD 2000).  Also select RULER under VIEW.
   b.  Spell-check, bold, underline, etc., does not function with protected MS Word forms.  Use all caps to emphasize words when necessary.  As an alternative for spell-checking, just select the text to be checked, copy it into a new Word document (or other software that has the spell-check feature), run spell-check, then select & copy it back into the form--it will automatically take on the font assigned to the form field when it was designed.   

   c.  Sometimes hitting the ENTER key within a field will push the form downwards—this is a design flaw in MS WORD.  The bottom of each page should not extend past the 10" mark.

______________________________________________________________________________

The POC is Susan Brown, AMSFS-IMP, browns6@osc.army.mil
