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TAB I TO STAFF DUTY STANDARD OPERATING PROCEDURES





SUBJECT:  Staff Duty Procedures for Commander’s Incident Reports








1.  The purpose of this tab is to explain the procedures the Brigade EAC personnel will complete upon receipt of a Commander’s Incident Report (CIR) within the 2nd Brigade Combat Team.





2.  A CIR is a formatted report of an incident of a critical nature generated at Division level or below.  It is designed to provide a commander’s perspective of the incident.  A CIR must be initiated by a unit when an incident meets the criteria specified or when any other incident occurs that may be of command interest.  A CIR immediately notifies the Commanding General of 1AD when a significant accident or incident occurs involving U.S. Military or Department of the Army Civilian (DAC) personnel or their family members.





3.  When the BDE EAC receives a CIR or notification of an incident requiring a CIR from one of the Battalions, HHC/2BDE, or the BRT, it will execute the following actions.





Ensure that the CIR format matches the 1AD CIR format.  If the CIR format matches the 1AD CIR format, the SDO/SDNCO will check the CIR for completeness and legibility.  If the CIR is incomplete, illegible, or not in the correct format, the SDO/SDNCO will have the unit correct the deficiencies as required and resubmit the CIR.





The SDO/SDNCO will then immediately inform the BDE XO of the CIR.  This will be done even if they are waiting for additional information or corrections from the unit on the CIR.  The SDO/SDNCO will update the BDE XO as developments come in.  Should the SDO/SDNCO not be able to contact the BDE XO, he/she will attempt to contact the following personnel in sequence until one of them is reached: BDE S3, BDE S1, BDE S6, BDE AS1, BDE AS3, BDE S2, BDE S4.  If the SDO/SDNCO is unable to reach any of these individuals within one hour of receiving the CIR, then he/she will contact the BDE CDR directly (All alert rosters and pertinent phone numbers needed for duty are located in the 2BDE Alert Book).





In the following situations, the SDO/SDNCO will automatically inform the BDE CDR directly and not inform the BDE XO first.





Death of a soldier or soldier’s family member.





Death of a German National caused by a service member.





DUI of an E-6 or above.





Loss of a sensitive item or soldier.





When the SDO/SDNCO contacts one of the above mentioned staff officers or the BDE CDR, he/she will inform him/her of the situation and ask for instructions on informing the 1AD Division Operations Center (DOC).  All efforts must be exhausted to first contact one of the above mentioned staff officers or the BDE CDR before informing the 1AD DOC of the incident.  However, if the SDO/SDNCO is unable to reach any of these individuals, then he/she will call the 1AD DOC within two hours of the BDE EAC being informed of the incident to inform them of the incident.  The SDO/SDNCO will continue to attempt to contact one of the above mentioned staff officers or the BDE CDR until one of them is contacted.





After informing the BDE XO, one of the above mentioned staff officers, or the BDE CDR directly, or after 2 hours from the time of the EAC being informed of the incident have elapsed without being able to reach any of the above mentioned officers, the SDO/SDNCO will call the 1AD DOC and notify them of the incident requiring a CIR, give them a brief description of the incident, and tell them that an electronic copy or fax of the CIR in the correct format will follow.





From the time the BDE EAC verbally informs the 1AD DOC of the incident requiring a CIR, the SDO/SDNCO must email or fax a copy of the CIR in the correct 1AD format within the following times.





		i.          Weekdays:  Within 4 hours of verbal notification of the 1AD DOC.





		ii.         Weekends and Holidays:  Within 8 hours of verbal notification of the 1AD DOC.





After informing one of the above mentioned staff officers and the 1AD DOC and after emailing or faxing a copy of the CIR to the 1AD DOC, the SDO/SDNCO will make one copy of the CIR for the BDE XO.  He/She will then log the CIR and all subsequent actions taken with it in the Staff Duty Log Book.  The SDO/SDNCO will also call the unit involved in the CIR to remind them to send a copy of the CIR by email to the to the BDE EAC and to the BDE S1.  The SDO/SDNCO will save the CIR under the “CIR” folder in the Staff Duty computer C: Drive in accordance with the following example – “1-6 CIR 06AUG02.”





A matrix explaining the criteria for a CIR is included in the 1AD memorandum on the Standard Operating Procedures for Commander’s Critical Information Requirements(CCIR) and Incident Reporting and is attached to this tab.





4.  In addition to CIR’s and the CCIR messages listed in the 2BDE Alert Book and the 1AD memorandum attached to this tab, the EAC must also be prepared to receive Thunderbolt Messages.  A Thunderbolt Message is intended to give advance warning to U.S. military units of missile launches at the theater level or above within the European Theater.  The format for receiving a Thunderbolt Message is attached to this tab and is in the BDE Staff Duty Forms Book.  If the BDE EAC receives a Thunderbolt Message, the SDO/SDNCO will inform the BDE CDR immediately.











