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POINT PAPER
Subj:
POINT PAPER FORMAT

BACKGROUND: Why you are writing, sets context for discussion introduction of points, history of subject matter.

1.
Work points are written as short, concise statements.

2.
The keys to short, concise statements are:


a.
Brevity.


b.
Clarity.

3.
Arrange points in logical or chronological sequence.

4.
Include preparer or presenter information, including name, rank, office/section and telephone number.

5.
If paper is unclassified, leave off classification markings and the classify/declassify lines.

6.
Commonly accepted abbreviations and acronyms (GySgt, BAMCIS) are acceptable and encouraged.

SUMMARY: Summarize the key points.  Indicate any position or conclusion that is appropriate or required.

Eric M. Staal, Capt, G-3 Ops, 614-1837

Classified by: ________________________________

Declassify on: ________________________________    
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