
Procedures

 a.  Accurate  data  with  sufficient detail to fix the time and place and describe important events will 

characterize all entries in the journal.

 (1) Events will be recorded as they occur. Examples are listed below.

 (a) Purposes, subjects, and conclusions of command  conferences  will  be described briefly.

 (b) Command decisions will be set down.

 (c) Plans will be summarized.

 (d)  Movements  of units, down to company, battery, and troop level, will be  described;  this  description  will  

enable  their  locations  to   be pinpointed and traced.

 (e)  Dates  of  changes  of  command will be set down; these entries will include initial assumption of 

command.

 (f) Change in  unit  status  will  be  shown;  examples  are  activation, inactivation, redesignation, reduction to 

zero strength, and assignment.

 (2) The following will also be noted:

 (a) Liaison activities.

 (b) Training activities.

 (c) Weather and other conditions influencing operations.

 (d) Visits of commanders and staff officers of higher and adjacent units.

 (3) Synopses of written, oral, electronic, and visual messages and orders will be entered and identified for 

future reference.

 (4) At the close of each period, the following will be entered:

 (a) Summary of important events which took place during the period.  This summary  should  include,  in 

particular, the reasons behind decisions and happenings.

 (b) Plans for the following period.

 b. Preparation of the journal can be eased by referring to the sample--

 (1) DA Form 1594 at figure 1.

 (2) Forms in FM 101-5, paragraph 2-16.

 c. A journal file will contain material necessary to support the  entries in  the  journal  itself.  The  journal  file 

will include the information listed below.

 (1) Copies of orders.

 (2) Periodic reports of the unit and its subordinate and attached units.

 (3) Available periodic reports of higher and adjacent units.

 (4) Messages.

 (5) Memorandums

 (6) Conference notes.

 (7) Maps.

 (8) Overlays.

 (9) Firing charts of artillery units, when applicable.

 (10) Personnel reports.

 (11) Ammunition expenditure reports.

 (12) Other statistics and data considered appropriate.

2.  POSTING SYMBOLS FOR THE JOURNAL

M – Posted to the Situational Map

S- Staff Distribution 

T- Distribution to Soldiers

F- Files
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