MIDN 2/c Jibilian
January 2011
Writing a Letter of Instruction (LOI)
Midshipmen (MIDN) in the University of Virginia Naval Reserve Officer Training Corps (NROTC) are required to write a LOI for all operational orders and NROTC related activities they are responsible for leading.  A LOI is a document notifying subordinates and superiors how an activity, request, or incident will be carried out.  It will contain all necessary material to give the reader a full picture of the event to be performed as well as cover all details in the execution of the operation.  A LOI can be written in multiple different formats with assorted structures, however, MIDN are expected to follow the format and structure given by the combat order guidelines for an OPERATIONAL ORDER.  
	There are several types of combat orders; the most common are the:
· Operation order 
A directive issued for the purpose of “effecting the coordinated execution of an operation.”  They can be issued orally or in writing (MIDN will always have a written copy of his/her LOI).  You may also hear them referred to as five paragraph orders. 
· Warning order
Provides subordinates with maximum time available to prepare for an operation or action.  They are either oral or written and provide advance notice of a pending operation or action. Warning orders must, at a minimum, include information regarding the situation and mission.
· Fragmentary order (Frag-O)
Fragmentary orders are issued when the time element precludes issuance of a complete order.  Commanders use the fragmentary order extensively in fast moving situations.  Fragmentary orders are supplemented by visits, messages, and other fragmentary orders until the action is completed or a complete order is issued.

All LOIs in the NROTC program will be written in the design of an Operation order.  This type of order, which is the order format contained in standard agreement 2014 (STANAG 2014), is most readily recognized as the five paragraph order, or SMEAC.  Nearly all combat orders used by the US Armed Forces and NATO allies are based all or partly on the five paragraph format.  Remember that the Operation order is simply a means by which a decision is converted into action.  The five paragraph order helps accomplish this by issuing an order in a clear and concise manner with a thorough orientation of the situation and realm of operations. A five paragraph order gives direction to the efforts of a commanders unit(s) and provides specific instructions to subordinate elements.  

It’s important to know that while the five paragraph order was designed to construct and organize combat orders, the format can compile an order for just about any scenario desired.  While there is no attached example of a five paragraph order on how to make pancakes, it’s evident by the dexterity of the format that one most certainly could write such an order using SMEAC and the five paragraph order configuration.

The five paragraph order format can be easily remembered and followed using the acronym SMEAC. 

Situation
Mission
Execution
Administration and logistics
Command and signal

Paragraph 1 - SITUATION
In a combat situation, the situation paragraph encompasses information on the overall status and disposition of both friendly and enemy forces.  The situation paragraph in a combat order contains three subparagraphs: Enemy, Friendly, and Attachments/Detachments.  

For other scenarios, the situation paragraph will briefly state the task, the condition they will take place in, and who will participate in the task.

Paragraph 2 – MISSION
The mission paragraph provides a clear and concise statement of what the unit must accomplish.  The mission statement is the heart of the order and provides information on who, what, when, where, and why of the order.  A solid mission statement creates a better chance of overall mission accomplishment.

Paragraph 3 – EXECUTION
The execution paragraph contains information on how to conduct the operation.  The paragraph is divided into three subparagraphs:
· Concept of Operations
This is a general explanation of the tactical plan.  It includes the Commander’s intent and a brief scheme of maneuver from start to finish.
· Tasks
The specific mission to be accomplished by each subordinate element of the unit will be listed in a separate numbered subparagraph.  It is the subordinate unit’s mission statement.
· Coordinating Instructions
The specific instructions and tasks that apply to two or more units are contained here.  This includes order of movement, cooperation with other organizations, coordination with the battalion, and any other tasks that pertain to the mission.

Paragraph 4 – ADMINISTRATION AND LOGISTICS
The administration and logistics paragraph contains information and instructions pertaining to rations and ammunition, location of the distribution point, medical considerations, aid station, handling of prisoners of war for battle orders, and other administrative and supply matters. This paragraph contains what is known as the four B’s - Beans, Bullets, Band-aids, and Bad guys.

Paragraph 5 – COMMAND AND SIGNAL
The command and signal paragraph contains instructions and information relating to command and communication functions.  It contains two subparagraphs:


Signal
Gives signal instructions for the operation such as frequencies, call signs, emergency signals, radio procedures, brevity codes, challenges, and passwords.
Command
Identifies the OIC and the chain of command as well as their location before, during, and after the operation. 










CREATING YOUR LOI

The LOI can be broken up into 3 different sections: 
the address/introduction, the five paragraph order, and the enclosures.

The address/introduction includes the author’s position with the date, the address of the LOI(From, To), the subject, and enclosure list.

The five paragraph order will be the bulk of the LOI as it explains the entire operation and how it will be carried out. 

Enclosures are documents that will be used in the operation.  An enclosure can be anything a MIDN thinks is necessary for the betterment of his/her operation. Enclosures that are necessary to have in almost all circumstances are the budget, schedule of events, operational risk management (ORM), and emergency action plan (EAP). Some examples of additional enclosures a LOI might include are maps, fliers, instruction to MIDN, signup sheets, charts, directions, standard operating procedures (SOP), gear lists, etc. 









The following is the LOI from the Toys For Tots collection of 2010.  Some of the enclosures were omitted for the sake of succinctness.  Boxed references have been inserted to point out and help clarify format usage.


B-1 PLT CDR
7 NOV 2010 


From:  	MIDN 2/c JIBILIAN, BRAVO 1ST PLATOON
 (
The writer and recipient of the LOI should be in all capitalized letters.
)To:	COMMANDING OFFICER UNIVERSITY OF VIRGINIA NAVAL RESERVE OFFICER TRAINING CORPS


Subj:  	Letter of Instruction (LOI) for the University of Virginia (UVA) Naval Reserve Officer Training Corps (NROTC) Toys For Tots Fundraiser 

 (
Note the indentation of each enclosure number and name.  All are the same.
)Encl: 		(1) Budget
		(2) Schedule of Events
		(3) Tabling Instructions
		(4) Flier
 (
Write out each acronym followed by the abbreviation the first time it appears in the LOI.  The acronym may be used throughout the letter after the definition has been established.  An acronym should not be defined in the address section (to: 
from:
)
)		(5) Operational Risk Management (ORM)
		(6) Emergency Action Plan (EAP)
 (
The five paragraph order begins after the address/introduction. 
)		(7) Signup Sheet
		(8) Donation Sheet
		(9) Tabling set up clean up Schedule


1.	Situation. Bravo 1st platoon, along with the UVA NROTC Battalion, will conduct the Toys for Tots fundraising program. Both monetary and toy donations will be accepted.  

 (
Who, What, When, Where, Why.   This LOI didn’t include 
Where
 or Why.
)2.	Mission. From 29 November 2010 to 5 December 2010 Bravo 1st Platoon, with support from the UVA NROTC Battalion, will raise donations for the Toys for Tots Foundation.  The goal is to raise $3000 in both monetary and toy donations.

3.	Execution.

a.  (
This Concept of Operation needs to include how the operation will conclude.
)Concept of Operations. The UVA NROTC Unit will conduct the Toys for Tots fundraising drive from 29 November 2010 to 5 December 2010.  The charity drive will consist of three different methods of collection: donations and collections from the MIDN of the battalion, donations from the Charlottesville community via fundraising opportunities through local businesses, and donations collected from the University population through tabling.  All MIDN will participate in tabling and are encouraged to raise donations (toys or currency) outside of their designated tabling times.  
		
b. Tasks.

(1) Event Officer In Charge (OIC).  
 (
Here is a good example of how to properly indent.  Note the LOI progresses from the title of the 3
rd
 paragraph, to the first and second subparagraphs, and then is followed by two more properly indented subsections. 
)
(a) Email Fraternities and Sororities list serve.
(b) Provide a template to properly record all donations received by any MIDN.
(c) Track fundraising through a small poster in the computer room.
(d) Collect monetary donations from each Platoon Commander and record all donations from each PLT.
(e) Develop a tabling schedule, instructions, and location(s) for on grounds tabling.
(f) Maintain contact with Toys for Tots organization in Charlottesville. Toys for Tots Point of contact is Angie Jefferson, (434)589- 5714.
(g) Table at Kmart, 1801 Hydraulic Rd on 4 December 2010 from 1200-1800 with support from the Battalion.
(h) Clean and prepare elf and Santa costume for tabling.
(i) Supervise set up and clean up for designated tabling days.  Tabling set up and clean up will alternate between MIDN Mills, MIDN Jibilian, and MIDN Shuler.
(j) Ensure that all money is well secured and is appropriately deposited into the account on Wednesday and at the end of the week.

(2) 1st Squad Leader.
 (
Each section title is followed by a period that is not underlined.  Sentences and incomplete sentences should be ended in periods as well.
)
(a) Supervise set up and clean up for designated tabling days.  
(b) Develop a holiday themed music playlist for tabling.
(c) Design a closed, nontransparent box for collection.



(3) 2nd Squad Leader.

(a) Supervise set up and clean up for designated tabling days.  
(b) Design two posters for the collection table.
(c) Provide Battalion with Qdoba flyers for Qdoba night.
(d) Remain at Qdoba as the battalion Point of Contact (POC)for the event.
(e) Supervise clean up of materials for Qdoba night.

(4) Battalion.
 (
A period is needed here
)
(a) Ask for donations from friends, hall mates and family members
(b) Spread the word about the fundraiser to organizations with which they are associated.
(c) Ensure each donation is recorded properly on the proper fund raising donation sheet.
(d)  (
Note the third subparagraph of execution is indented properly and with the appropriate letter bullet.
)Pass all donations to respective platoon commander by 5 December 2010.
 
c.	Coordinating Instructions.

(1) Receiving Donations. Every donation received apart from tabling will be recorded on the MIDN’s donation form.  The MIDN will record the donator’s name, the amount donated, and the signature of the donator.  Checks written for donations will be made out to “Toys for Tots Foundation”.  Any person wishing to remain anonymous may do so.  Color platoon points will be awarded on a light scale as well PT chits for MIDN collections and donations.

 (
The original format of the LOI did include page numbers but were not transferred to this document.  Remember to start your page numbering with page 2.  That would be this page.  Numbers shouldn’t be boxed or followed by a period.  
)(2) Tabling. All cash and check donations will be accepted and placed into a closed, nontransparent box.  Anyone wishing to be recorded as making a donation for tax purposes shall be recorded on a donation form.  There will be a copy of the LOI, Tabling Instructions, and a donation sheet at the table for every tabling day.  Toys will also be accepted at the table.

(3) Securing After Tabling.  All money collected will be counted, recorded, and secured in BN staff office by the appointed member of Bravo 1st platoon. On Wednesday 1 December the money that has been collected will be deposited into the battalion account.

(4) Uniform.  The uniform for tabling will be the provided Santa suit, elf costume and MIDN service dress blues as directed by the sign-up sheet.

(5) Inclement Weather.  In the event of inclement weather, the tabling for the day will be cancelled and will resume at the designated location on the following day. 
 (
The LOI contains no administration section.  It should at least include a bullet for administration and state it is not applicable.  However, there is material the author should have included here.
  Tabling location(s), where the money is to be kept, and a rendezvous point at Kmart would be good pieces of information to put in the administration section.
)

4.  Administration and Logistics.

	a.	Logistics. 

(1) Communications.

(a) All MIDN will receive information regarding the Toys for Tots fund raising drive from Bravo 1st platoon, platoon commander MIDN 2/c Jibilian.  This will be done through word of mouth during Tuesday and Thursday drill periods.  All questions regarding the drive can be directed to MIDN Jibilian by scheduled meetings, phone calls, or emails.

(b) Points of contact will be 1ST Squad leader, MIDN 3/C Mills, MIDN 3/C Shuler, and MIDN Jibilian.
i. MIDN 2/c Jibilian	- (571)334-2945
ii. MIDN 3/C Mills	- (757)641-5883
iii. MIDN 3/c Shuler	- (434)401-9755

(c)  (
This chart is not in the correct font.  
)The following is a list of contacts to be used in case of any emergency.

	Emergency
	911

	Charlottesville Police Department
	606  E Market St. Charlottesville, VA 22903
4349703333 (Business)
4349779041 (Dispatch)

	UVA Police Department
	2304 Ivy Rd Charlottesville, VA 22903
4349247166

	UVA Hospital
	1215 Lee St Charlottesville, VA 22908
4349242231 (Emergency Room)




(d)  (
Note how two spaces are placed between the chart and the (d) bullet.  There are also additional spaces places below the end of the bullet.  This was done to place the beginning of the Command and Signal paragraph on the start of a new page.  Format finesse is sometimes required to make an LOI appear cleaner and easier to read.
)MIDN Mills, MIDN Shuler will inform MIDN Jibilian of all actions, meetings, events, and/or questions involving donations.


 (
The LOI states who the OIC is (OIC acronym is defined earlier in the LOI) and states the succession of command.   Locations of the OIC and squad leaders have been incorrectly omitted. 
)5.  Command and Signal.

	a.	Command

(1) OIC. Bravo Company 1st platoon commander MIDN 2/c Jibilian is the coordinator of the Toys for Tots operation and will be directly involved in any issue regarding the fund raising drive. 

(2) Succession of Command.  MIDN 3/c Shuler, MIDN 3/c Mills 

 (
The LOI contains no 
signal
 section.  It should at least include a bullet for 
signal
 and state it is not applicable
. 
)


						  MIDN 2/c Jibilian


Budget

	Item
	Estimated Price

	Batteries
	$20

	Box for donation
	$5

	Supplies for poster
	$20

	Dry Cleaning for Santa and Elf costume
	$30

	Total
	$75



 (
For a budget, it’s better to overestimate how much money you will need than to come up short with your funding.  For this particular budget, some items were personally donated and others were dropped from the expenses list.
)







































 (
Remember to label your enclosures in the following format.  The number corresponds with the enclosure list you made in the address/introduction portion of the LOI
)



 (
Page numbers should continue through the enclosures.  This page would be labeled 5. 
)

 (
ENCL
(
1)
)
Schedule of Events

16 November -   Present the Toys for Tots Operation to the BN.

18 November -   Qdoba fundraiser at Qdoba Mexican Restaurant, 1700-
    2100.

20 November -   Email fraternity and sorority listserve about the event 
		    and ask for donations.
  
29 November –   3 December — Tabling from 0900 to 1500 outside of
    Maury.

5 December  –   Tabling outside Kmart

5 December  -   All donations turned in to Bravo 1st platoon.

7 December  -   Give brief to BN regarding status.

7 December  -   Toys for Tots comes to collect toys and money after
    change of command.
 (
Note again the clean indentation.  A clean LOI is a happy LOI
)
 (
Because your enclosures can originate anywhere (online sources, scanned in documents etc.), they need not be the courier format that the beginning of the LOI is designed in.  The budget and the schedule are courier size 10 because they were written up in the same Word document.  Page numbers and enclosures numbers should be placed on all enclosures.   
)
 (
ENCL (2)
)

NOTES AND HINTS ON WRITING A HIGH QUALITY LOI

There should be no bold or italicized writing in your LOI.  Underlined writing is acceptable.

Number all pages on the bottom middle of the page. Do not label the first page of the LOI. Start labeling on page 2.  You should actually do this for all papers and compilations that need numbering.

Label all enclosures in the bottom right corner with ENCL(#) where the pound sign is the enclosure number you stated in your LOI address/introduction.  

Size 10 font in courier new is to be used for the entire LOI.
(Enclosures are a different story.  Some enclosures might be maps, excel documents, fliers, or photos.  Enclosures need not be in courier new size 10 but still must be page numbered and enclosure numbered to the best of your ability).

Make sure all bullets, numbers and letters are aligned.

Periods need to be placed at the end of every sentence and bullet title.

Two spaces are needed after each period followed by another sentence.  

Statements made in your LOI should be absolute.  Sentences like “it’s important that the squad leaders update…” and “MIDN Smith should count…” must be made into orders.  “The squad leaders will update…” and “MIDN Smith will count…” are appropriate corrections.  It’s an operation order, not an operation suggestion.

Any area not needed should still be written down and marked N/a.  This shows that you thought about the concept and deemed there was no relevant information to state.  Remember to completely think through all options and concepts before marking an area as N/a.

You want to have all points covered in your LOI but avoid repeating the same information.  Even if you think a certain bit of information applies to two different paragraphs, include it only in the more relevant section.

Be sure to ask the previous OIC for their LOI and after action report to help guide you in the success of your operation.

A short, simple order that efficiently conveys your will is superior to a lengthy, complicated order that invites ambiguity.  Your order should convey confidence and authority, leaving all who hear it no doubt that you are giving the best method for success.

Format for a LOI is of utmost importance.  Make sure all indentations throughout the first two sections of the LOI are exactly the same.  Each different type of letter and number bullet should have the same indentation length.  A LOI is like a man interviewing for a job.  He may have all the right information and know all his material, but if his appearance is not in order, it casts an ill-prepared and ignorant shadow upon him from the very beginning.  The appearance of an LOI is important to the success of its operation.



ADDITIONAL TECHNIQUES FOR ISSUING AN ORDER

All-Hands - Issue your order to all necessary MIDN.  At the company level and below you may have the opportunity to issue orders to the entire unit at once.  A platoon meeting/dinner is a great time to give your people the low down on what is to happen with your operation order.

Oral Communication - Whenever possible, issue your order in person.  You can better communicate to your subordinate leaders when you present them the order in person.  Attentive leaders can also accurately gauge a subordinate’s comprehension.  An orally presented order flows naturally into back-briefs as well which helps clarify the operation all the more.

Visual Aids – Visual aids helps relay and facilitate the absorption of the information you are presenting.  White boards can help.  For example, Sand tables are a widely used visual aid for tactical orders.  

Establish Command Presence – This is important.  Never permit sleeping, talking, eating, or any other distraction during your order.  If you are having a platoon dinner, have everyone stop eating and pay attention.  Conduct a roll call prior to issuing your order to ensure that all are present.  Position your subordinate leaders in positions that will aid the fluidity of your order.  Requiring note-taking among order recipients is another excellent idea.

Know your order - In issuing your order, you are ordering your subordinates to execute your personally devised plans.  Never forget that the order issue bears similarity to a sales pitch.  You need your people to not just execute the plan, but also to believe in it.  It is common to have notes during an order issue, but do not read your order.  Reading an order undermines the confidence people will have in your plan.  Knowing your order is quite important.

Succinct - Keep orders short and to the point.  Directives should be as clear, simple, and concise as each situation permits.  Elaborateness and extreme detail are not generally characteristics of effective plans and orders.  Short sentences are easily understood.  Superfluous phrases weaken an order and create ambiguity.

Questions and Interaction - Allow the order recipients the opportunity to ask questions before you begin your actual order. Before beginning to brief the Situation, instruct the group to then hold all questions until the end of the order.  This will eliminate questions that interrupt the flow of your order or may be answered later in the presentation.  Interaction with the order recipients helps impart confidence in your plans.  If soldiers are facing death, bestowing uncertainty and doubt upon yourself and your plan can be catastrophic.


I hope the instruction above helps you create a satisfactory letter of instruction while teaching you a few things in the process.  The material above is widely used throughout the military world and is valuable to know.  Learning how to write a correct LOI and develop a well thought out order is a step forward to becoming a better leader.







Very Respectfully

MIDN 2/c Jibilian
