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APPENDIX E

SUGGESTED FORMAT FOR A TACTICAL STANDING
OPERATING PROCEDURE

E-1. General

Paragraph 4-5 of this manual discusses SOPs and
states the requirement for dental units to have a
TSOP. Field Manual 101-5 provides specific guidance
on SOPs and should be referenced in development of
the unit’s TSOP. It is important to reemphasize that
the TSOP of the parent unit is the most important
source of guidance for the TSOPs of its subordinates.
There is no prescribed format for a TSOP; however,
the information contained in the remainder of this
appendix offers a suggested format based on review
of a number of dental unit TSOPs currently in use.

E-2. Publication Format

A number of possibilities exist for format of a TSOP.
Three are listed below with advantages and dis-
advantages.

• Loose-leaf binder — least expensive
and easily updated; however, requirement for faithfil
update by users and potential for pages being lost
through hard use is likely to produce a number of
versions among the TSOP users.

• Bound volume — best method to main-
tain standardization of copies and easiest to handle
and use; however, it is more expensive and subject to
availability of a printing facility. It is also difficult to
update.

• Pocket-size bound volume — easy to carry
and a more ready-reference; however, more easily
lost and more difficult to read. Otherwise, the same
as a standard-size bound volume.

E-3. Contents

The TSOP should contain the following sections:

•

•

•

•

•

•

Directive.

Table of contents.

Record of changes and corrections.

General information.

Annexes, appendixes, and tabs.

Index.

The information contained in each of these sections,
other than the table of contents which is self-
explanatory, is variable and will depend on the type
of unit
higher

E-4.

and- guidance contained in the TSOP of the
headquarters.

Directive

The directive should be the first page of the TSOP.
The directive is the letter order signed by the
commander directing implementation of the TSOP.
The directive should be in memorandum format
(Figure E-l) on unit letterhead for distribution to
subordinate units and elements to which the TSOP
applies.

E-5. Record of Changes and Corrections

A good TSOP requires regular maintenance to en-
sure currency and relevance. A page which acts as
a record of changes and corrections in the front of the
book allows the user and the commander to easily
audit that particular copy of the TSOP. A single page
formatted as shown in Figure E-2 will serve this
purpose.
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E-6. General Information

This section constitutes the body of the TSOP. It
should contain information of general application
and concern to the subordinate units and elements
covered by the TSOP. Length of this section is var-
iable depending on the unit concerned. If relatively
short, it may even be incorporated into the “General”
paragraph of the directive. For most, however, this
section will be fairly substantial.

a. Content. Content of the body of the
TSOP should be limited to information of a general
nature. Information concerning specialized situations
and operations should be contained in annexes which
will be discussed later. Again, content is variable;
however, certain paragraphs should be included.
They are-

• Mission. Statement of unit’s
mission.

• Organization. Organization of
the unit and its subordinate units and elements.

• Chain of Command. Chain of
command from subordinate to superior.

Additional areas may be covered in total in the body
of the TSOP, amplified in annexes, or covered in total
in annexes. Some of these areas are—

• Personnel and administration.

• Command, control and communi-
cation.

• Preparation of estimates, plans,
and orders.

• Supply and maintenance.

b. Format. The format of the body of the
TSOP should follow that of the directive, but need not
be on letterhead. It should, however, be signed by the
commander. The followings a recommended format
for the body (Figure E-3).
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E-7. Annexes

Most information relating to a specific procedure or
area is incorporated into an annex dealing with that
specific subject. Annexes are in turn supported by
appendixes and tabs, as necessary, to the appendixes.
As with the entire TSOP, information should not be
redundant or voluminous; nevertheless, it must
provide necessary guidance in enough detail to
perform the prescribed procedure. Annexes address
who, what, where, when, and how. They do not

address why. Annexes are attached in alphabetical
order after the body of the TSOP. Appendixes are
numbered and are attached immediately after their
supported annex. Tabs are lettered and are attached
immediately after their supported appendix.

a. Formats. Formats for annexes, appen-
dixes, and tabs should be standardized throughout
the TSOP. Annexes, appendixes, and tabs do not
have signature blocks. Sample formats appear below
(Figure E-4).

b. Topics. Topics for annexes and their
supporting appendixes and tabs depend on a number
of factors. Those topics covered in the body of the
TSOP need not be repeated unless amplification is
required. Again, the TSOP of the parent headquarters
is the best guide. Others to be considered are those
topics specifically cited in this FM as being matters
which should be included in the unit TSOP. Individual

soldier tasks critical to unit operations and survival
should also be considered for inclusion. Below is a
listing of annexes and their supporting appendixes
and tabs developed by a dental unit (Figure E-5). This
particular unit’s TSOP had a relatively brief body. In
this sample format, the information which was
suggested as being appropriate for the general section
of the TSOP (see E-6 above) was covered in annexes.
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E-8. Index annexes, appendixes, and tabs is a valuable com-
plement to the TSOP. The addition of an index

A well-constructed, comprehensive index of the facilitates use of the TSOP, particularly its use as a
material contained in the TSOP and its supporting ready reference.
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