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Managing Info
for Battle Tracking

By Lieutenant Colonel Scott G. Wuestner

tracking are keysto atactical opera
tionscenter's(TOC's) or adminis-
tration and |l ogisticsoperations center’ s
(ALOC's) success. The TOC or ALOC
should know most information units
need or request.
Journalsor logsaremorethanarecord
of radio messages. Staff officers or

I nformati on management and battle

NCOsmust beproactiveingetting criti-
cal information in the messages out to
the right people in atimely manner.

Unitscurrently require staffsto main-
tain the outdated DA Form 1594 Staff
Duty L og, dated Nov 1962. Thisformis
a permanent record for training opera-
tions, operational reviews and histori-
cal research.

The figure shows the recommended
new Staff Journal or Duty Log, whichis
similar totheoldforminitsadministra-
tive data; for example, both cover a 24-
hour period. What is new isthe process
of recording and disseminating infor-
mation. The processrepresented on the
formhel psanswer threequestions. What
do I know? Who do | tell (or what do |
do)? and Did | tell them (or doit)?

The following are the changes to the
original form and abrief explanation as
to how you, the battle captain or NCO,
fill itout. (All other admin dataisfilled
out according to FM 101-5 Organiza-
tion and Operations.)

“From” Column. This column is
added to quickly identify the source of
theinformationreceived. If youusecall
signsinthe“From” column, ensureyou
include a copy of the signal operating
instructions (SOI) so that the source of
the info can be identified.

“Topic/l ssue/Action/M essage/Or -
der/Etc.” Column. This remains es-
sentially the same. Itisabrief synopsis
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Info Management: 1. What do | know?

2. Who do | tell (or what do | do)?

3. Did | tell them (or do it)?

Typed Name and Grade of Officer or Offical on Duty

CPT Ed Harris, Battle Captain

SIGNATURE ,
EL Harnis

Sample Revised Form 1594 Daily Staff Journal or Duty Log. This example is filled out by personnel in an administration and logistics

operations center (ALOC).
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of all the important details of the inci-
dent, message or order, etc., and isthe
What do | know? portion of the process.
Information should be very specific.
This column also can record follow-up
information or directivesto a previous
message that requires different staff
actions or notification.

“Personnel Notified/Action Taken”
Column. Thiscolumniswherethegreat-
est change has occurred. It provides
guidance for Who do | tell (or what do
| do)?and Did | tell them(or doit)? The
form eliminates some of the guesswork
that battle captains and NCOs have in
determining who was notified about
what or what actions<till needtobetaken.
Italsocaneliminatethesel dom-used stan-
dard message form (field use only).

“Remarks’ Column. This column
identifies the location of operations or-
ders (OPORDs), memorandums of in-
structions (MOIs), tasking letters, re-
ports, etc., that are highlighted in the
message block. The item number as-
signed to an entry in the journal is
placed onthe corresponding supporting
material, and the material is filed in
chronological sequence. Journals and
journal files are permanent records and
are disposed of in accordance with AR
340-18-2.

The remarks column also can be used
to provide additional info in reference
to the information identified by line
number.

TheProcess. Oncetheradiotelephone
operator (RTO) records the info in the
message column, he gives it to battle
captain or NCO who analyzes it and
determines what needs to be done.

The battle captain/NCO places a “/”
hash mark on each person to be notified
or action required. For example, if the
information meets or affects a priority
intelligence requirement (PIR), then a
hash markisplacedinthat box. Theunit
should have standing operating proce-
dures (SOP) for who needs to be noti-
fied or what action needsto betakenfor
each item listed in the contact/action
column. For example, some units call,
“Attention in the TOC,” and read the
message when critical eventshappen or
info affecting aPIR comesin. The SOP
should establishwhat constitutesa“ Sig-
nificant Activity” or whento updatethe
“Status Board” or charts.

The process is completed when the
battlecaptain/NCO or other personcom-
pletes the notification of personnel (or
theactions) indicated by thehash marks
and then marks each hash mark into an
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Managing information and battle tracking accurately and correctly are what make TOCs
or ALOCs successful.

“x.” If duty officerssNCOschangeshifts
and abox is not closed out with an “x,”
the RTO or battle captain/NCO havean
established priority of work to be able
to mark an “x” in each box with a hash
mark.

The Did I tell them (or do it)? part of
the processisnow complete, and the unit
is managing itsinfo and battle tracking.

Conclusion. Using the old DA Form
1594 and message formats, units typi-
cally lose track of information during
high-surge periods of operations. This
new form enablesstaffstotrack theinfo
flow during up-tempo operations and,
also, after shift changes.

Additionally, thisnew column system
isflexible. Units can use Excel spread-
sheet software to change the fields in
theperson-to-notify/action-to-takecol-
umn to meet their specific needs. Staff
duty officers’NCOs, officers-in-charge
(OICs)/NCOs-in-charge(NCOICs) and
staff sections can use theform in garri-
son not only to perform administrative
duties, but also to track daily operations.

Managing information and battle track-
ing accurately and correctly are what
makeTOCsor ALOCssuccessful. How
the TOC or ALOC manages and dis-
seminates information affects the suc-
cess of unitsin battle.

This new form is one tool to help
TOCs and ALOCs be more efficient
and effective. However, as with any
process, unitsmust trainusing thisform

at home station and ensure all key lead-
ersand RTOsunderstandtheir rolesand
responsibilities.

Thekey to recording and disseminat-
ing essential informationisto ask three
guestions: What do | know? Who do |
tell (or what do| do)?and Did| tell them

(or doiit)?
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