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1 April 2004



MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Brigade Operations Report (OPREP) Reporting Procedures

1.  Purpose:  To standardize the OPREP reporting procedures across the 1st Engineer Brigade.

2.  The following procedures will take place for any OPREP incident that occurs during a normal Duty Day (Duty Day is defined as Monday thru Friday, 0800-1700 hours).



a.  Immediately upon verification that an incident meets the requirements for OPREP submission IAW TRADOC Regulation 1-8 and/or FLW Regulation 525-3, units will perform the following actions.  These actions will take no more than 2 hours.  Should those submitting reports be uncertain regarding submission of the OPREP either contact Brigade S3 for clarification or submit the report.





(1)  Attempt to notify the company commander if not present.





(2)  Company Commander or company representative will notify the Battalion Commander, XO, or CSM telephonically.





(3)  Electronically fill out the TRADOC OPREP form and send to the Brigade S3 (S3, Assistant S3, OPS NCO, or SGM) through the Battalion S3/OPS NCO.





(4)  The Battalion will telephonically confirm that the OPREP has been received at the Brigade S3.



b.  Once the Battalion Commander learns of an OPREP incident, he will telephonically notify the Brigade Commander.



c.  Upon receipt of the electronic OPREP, the Brigade S3 or representative will confirm that the Brigade Commander has been briefed on the incident then forward the OPREP to the Installation Operation Center (IOC).



d.  Any new information that arises from the incident will be sent forward in the same manner in a “follow-up” OPREP.

3.  The following procedures will take place for any OPREP incident that occurs after the Duty Day (Monday thru Friday 1700-0800 hours, Saturday, Sunday, and Federal Holidays).



a.  Immediately upon verification that an incident qualifies for an OPREP, the unit will perform the following actions: (These actions will take no more than 4 hours)





(1)  Attempt to notify the company commander if not present.





(2)  Company Commander or company representative will notify the Battalion Commander, XO, or CSM telephonically.





(3)  The unit will fill out the TRADOC OPREP form electronically and call the Brigade SDO/SDNCO to determine who is on duty and their outlook address. The unit will then send the form to the Brigade SDO/SDNCO and CC a copy to their Battalion S3 and Brigade S3.



b.  Once the Battalion Commander learns of an OPREP incident, he will telephonically notify the Brigade Commander.



c.  Upon receipt of the OPREP from the unit, the Brigade SDO/SDNCO will:





(1)  Telephonically notify the Brigade S3 (S3, Assist S3, OPS NCO, or SGM).





(2)  On instruction from the Brigade S3, forward the OPREP to the IOC via email (EOC@wood.army.mil) and CC the Brigade S3.





(3)  Print a copy of the OPREP and attach to the DA 1594 form.



d.  Upon notification of an OPREP, the Brigade S3 will instruct the SDO/SDNCO on when to forward the OPREP to the IOC.



e.  The Brigade S3 will contact the Brigade Commander and ensure he is aware of the incident.



f.  Any new information that arises from the incident will be sent forward in the same manner in a “follow-up” OPREP.

4.  Refer to the enclosed flowchart that depicts the OPREP sequence.

5.  My point of contact concerning OPREP submissions is the Brigade S3, at 596-1685.

6.  Post a copy of this policy on all bulletin boards and in all staff duty books.
Encl
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