ANNEX R (Records and Reports) to Texas Military Forces Standing Operating Guidance for Support to the State  


1.  Records and reports provide a ready reference for the commander and staff and serve as the permanent record for training matters, operational review, and historical research.  Periodic reports are submitted to higher headquarters at prescribed times, for a prescribed period, with required information.  Reports are usually compiled by individual officers and cover only the aspects of the situation within their staff functional area and/or field of responsibility/interest.

2.  Local reproduction of any and/or all formats contained in appendixes hereto is authorized.  A computer disk containing report formats is available upon request to the POMSO.

3.  Reports are emailed to the JFTX-J2/3-JOC as well as J-Staff Counterpart.  If email capability does not exist reports may be faxed to 512-782-6706 or telephonically reported by line to 512-782-5544.

5.  Contents of this Annex.


Appendix 1-Journal and Journal Files


Appendix 2- Personnel Strength Report


Appendix 3- LOGSTAT/OPTEMPO Report

Appendix 4- Situation Report

Appendix 5- Serious Incident Report
   
Appendix 6- After Action Report, Minor Deployment

Appendix7- After Action Report, Major Deployment
1.  Purpose.  To assist in a more efficient conduct of an operation to provide a ready reference for commander and staff and for higher and lower headquarters.  Journal and journal files serve as a record for training matters, operational reviews, and historical research.

2.  Who prepares.  Journals and journal files will be maintained by each Directorate, the JFTX J2/3 JOC, and by commanders at division, brigade, task force, battalion, and separate company during all periods of State Active Duty.

3.  When prepared.  A journal will be opened when a Warning Order is issued regarding the call to State Active Duty.  The journal will be maintained on DA Form 1594 (Daily Staff Journal or Duty Officer’s Log) and normally covers a 24-hour period.

1.  Purpose.  To provide accurate personnel strength information which will be used for personnel accounting and cost estimating purposes.  Strength reports form the basis for command group briefings and news releases.    

2.  When prepared and submitted.  


a. Initial report prepared two hours after element is alerted (A+2) and submitted through the JFTX-J3-JOC not later than one hour (A+3) after time of report.  Prepared by each UIC entity that has personnel ordered to State Active Duty.


b. Three subsequent reports will be prepared at two-hour intervals after the initial report (A+4, A+6 and A+8) and submitted to reach POMSO not later than one hour after time of report.  Prepared by each UIC entity that has personnel ordered to State Active Duty.  


c. Daily strength report prepared, as of 0700 hours, by each UIC entity that has personnel ordered to State Active Duty.  Consolidated to taskforce level and forwarded through TXMF-JFTX-J2/3 to arrive not later than 0900 hours daily.    


d. The daily strength report format, shown herein, will be utilized to report personnel information.

Enclosure:

TAB 1. Personnel Reports

1.  Purpose.  To provide current and factual information for dissemination to the command group and other key personnel on the operational, personnel and logistical situation during military support to civil authorities operations.  In addition capture usage rates (hours/miles) on selected pieces of federal equipment operated during military support operations.  There are provisions in Public Law 93-228, as amended, which allows Federal Emergency Management Agency to reimburse the State of Texas for the use of selected items of equipment during military support to civil authorities operations.

2.  Who prepares:  S-4 of Task Force or officer performing logistic duties.  

3.  Who prepares.  The LOGSTAT and Equipment Operating Report will be completed at the task force level by the Logistics Officer or the officer and/or non-commissioned officer performing logistical tasks at a lower level.  The reporting procedures to obtain an input method must be determined by the Logistics Officer.     

3.  What to report.  The LOGSTAT and Equipment Operating Record (See TAB 1 and TAB 2 to Appendix 3 of Annex R to the Texas Military Forces Standing Operating Guidance for Support to the State) will be utilized update Logistical Status and to record the operating hours/miles for the following types of equipment:  air compressor, ambulance, automobile, bus, fork lift, generator, motorized grader, wheeled loader, pump, wheeled tractor, truck (flatbed, utility, fire and tractor), trailer (equipment and liquid), and welder.  


a. A separate Equipment Operating Record will be prepared on each item of equipment used to support military support operations.


b. The information on each piece of equipment should be captured and recorded on the Equipment Operating Record daily.


c. Information should be transcribed from daily logs or other documents which are available for audit purposes.


d. The completion of the Equipment Operating Record is self-explanatory.  

4. When submitted.  

a. The Equipment Operating Report will be submitted to JFTX-J4/JLOC when the date/hour blocks are fully utilized or upon completion of the operation, which ever comes first.

b. The LOGSTAT will be reported at 1800 daily as of 1500.
TAB 1: LOGSTAT

TAB 2: OPTEMPO

1.  Purpose.  To provide current and factual information for dissemination to the command group and other key personnel on the operational situation weekly and during military support to civil authorities operations.

2.  Who prepares:  S-3 of Task Force or officer performing operations duties.  

3.  When prepared and submitted.  

a. Weekly. See Tab 1 to this Appendix

b. DSCA support Missions will be reported at 1800 daily as of 1500.

TAB 1.  WEEKLY SITREP Process

TAB 2. SITREP Format

1.  Purpose.  To report an incident in a timely manner. 

2.  Who prepares.  Any individual who has knowledge will inform the Task Force commander who, in turn, will notify the POMSO.

3.  When prepared.  Immediately upon occurrence.  

4.  When reported.  Serious incidents, as defined below, will be reported immediately to JFTX-J2/3-JOC by the most expeditious means available.  

5.  A serious incident is defined as an actual or alleged incident, accident, misconduct, act, or condition (either criminal or noncriminal) which warrants timely reporting to the Adjutant General of Texas due to its nature, gravity, publicity, or potential consequences.  Other lesser incidents that may cause widespread unfavorable publicity or otherwise be of concern to the Adjutant General of Texas should also be reported.  Incident will be reported despite rank or position of the personnel involved. Serious incidents include, but are not limited to: 


a. Incidents involving material damage that seriously degrade operational readiness.


b. Threats against the Governor or other State Government officials that involve State Military Force personnel.


c. Threatened theft of Government weapons and ammunition.


e. Theft, suspected theft, illegal diversion, procurement irregularity, willful destruction, manipulation, inventory shortage or wrongful appropriation of Government property and/or appropriated and non-appropriated funds.


f. Arms, ammunition and explosives unaccounted for, lost, or stolen.


g. Actual or attempted break-ins of arms rooms or of weapons or ammunition storage areas.


h. Armed robberies or attempted robberies of arms, ammunition or explosives.


i. Incidents of murder or kidnapping.


j. Troop movement accidents resulting in death or an injury requiring hospitalization.

k. Suicide of state military force personnel and/or a family member.  
1.  Purpose.  To establish a historical document.  All military support operations in a State Active Duty status involving less than 25 individuals per day will be reported as a minor deployment.

2. Who prepares.  Participating unit commander based on input from subordinates.    

3.  When prepared and submitted.  Not later than ten working days after release of all troops from State Active Duty. Submit to the Plans, Operations and Military Support Officer (POMSO) at JFTX-OTM.  

FORMAT  FOR MINOR DEPLOYMENT AFTER ACTION REPORT

MEMORANDUM FOR The Adjutant General, State of Texas, ATTN:  JFTX-OTM, 




P.O. Box 5218, Austin, Texas  78763-5218

SUBJECT:  After Action Report

STATE:  Texas

MISSION:

DATE(S) OF MISSION:  Start:                                    Completed:

LOCATION:  City:                                              County:

NUMBER OF TROOPS:   ARNG:                                    ANG:

EQUIPMENT USED:

APPROXIMATE COST:

COMMENTS:

NOTE:  This format is provided to eliminate administrative requirements in preparing after action reports for minor emergencies; however, any emergency involving hazardous spills or incidents must be reported in accordance with NGR 500-50.

1.  Purpose: To establish a document reporting all deployments of 25 or more soldiers in a day in a State Active Duty status as a major deployment. 

2.  Who prepares.  Task Force Commander of major subordinate command based on input provided by staff and subordinate units.  

3.  When prepared and submitted.  Not later than ten working days after release of all troops from State Active Duty.  Submit to the Plans, Operations and Military Support Officer (POMSO) at JFTX-OTM.  

4.  The following special instructions apply:


a. All items must be listed in order, if no comment is required, so state.


b. Para 4 - Logistics.  List major MTOE equipment such as trucks, trailers, helicopters.  Listed special (Non-MTOE) equipment such as state radios, riot batons, etc.

FORMAT FOR MAJOR DEPLOYMENT AFTER ACTION REPORT

MEMORANDUM FOR:  The Adjutant General, State of Texas, ATTN:  JFTX-OTM, 




P.O. Box 5218, Austin, Texas  78763-5218

SUBJECT:  After Action Report (Identify operation and inclusive dates)

1.  General.


a. Type Emergency.  Include location by city, county and state.


b. Inclusive dates by date time group:


c. Scope of Emergency:  Use narrative explanation.

2.  Operations.  


a. Operations Summary.  Chronology of significant events in phases follows:



(1)  Planning/alert



(2)  Execution



(3)  Post Operations.


b. Communications.  Types or methods.


c. Training.  Evaluate the effectiveness of civil disturbance training conducted prior to the occurrence of this incident.  Number of hours civil disturbance refresher training was conducted by each unit during the operation.  

3.  Administration.


a. Public Affairs.


b. Special Services.


c. Morale and Discipline.


d. National Guard Injuries or Casualties.

4.  Logistics/Equipment.  Special equipment and supplies used and source of issue (Note:  If ARNG or ANG aircraft used, the information provided should include type of aircraft and number of hours flown, by type).

5.  Problem Areas.


a. Personnel

b. Intelligence

c. Operations

d. Organization

e. Training

f. Logistics

g. Communications

h. Material

i. Other
6.  Lessons Learned.  Include any special organization, new tactics or techniques developed to control the emergency.

7.  Recommendations.

