NCO NOTEBOOK

INSTRUCTIONS

1.  PURPOSE

· A planning and scheduling tool

· After Action Review record (note taking)

· Situational Awareness aid

2.  HOW TO ASSEMBLE / USE

- Designed to be used as a hand book 5.5”x8.5” in size, left bound, 3 ring binder or loose ring binding.

Page
Document name
Assemble / Use
Text

Cover

Assemble
Create from folder stock cut to 5.5”x8.5”

1
NCO Planner cover.doc
Assemble
Printed on front and back of one page and cut to 5.5”x8.5”



Use
· Before NTC deployment use the covers back to identify training strengths and weaknesses

· During the rotation use this information to stay focused on important training objectives

2
NCO Planner index.doc
Assemble
Printed 2 pages per sheet and cut to 5.5”x8.5”



Use
To create and organize the NCO notebook

3
NCO Planner Rotational Highlights.doc
Assemble
Printed 2 pages per sheet and cut to 5.5”x8.5”



Use
To record the date of significant events

4
NCO Planner Example Page.doc
Assemble
Printed on front and back of one page and cut to 5.5”x8.5”



Use
Suggestions on how to use the planner section of the NCO notebook

5
NCO Planner.doc
Assemble
Printed on front and back of one page and cut to 5.5”x8.5”



Use
· Prepare for and plan daily tasks / events

· To aid in situational awareness

6
Blank Page 1.doc
Assemble
Printed on front and back of one page and cut to 5.5”x8.5”



Use
· Record Note

· Associate those notes with training days and specific subjects

· (i.e. Force protection, casevac operations, tactical displacement, PCC/PCI) 

7
Convoy Record.doc
Assemble
Printed 2 pages per sheet and cut to 5.5”x8.5



Use
To record and organize basic convoy planning and execution information

8
Individual Risk Assessment Cards.doc
Assemble
Printed on front and back of one page, and printed 2 pages per sheet.  Then cut to 5.5”x8.5”



Use
To raise awareness / monitor individual risk assessment

On the back: emphasis key safety information and training objectives (command messages)

9
NCO Planner TLP – ADWWCS.doc
Assemble
Printed on front and back of one page, and printed 2 pages per sheet.  Then cut to 5.5”x8.5”



Use
To emphasis troop leading procedures and air defense warning and weapons control status levels

10
NCO – Soldier creed.doc
Assemble
Printed 2 pages per sheet and cut to 5.5”x8.5



Use
Provide purpose and focus
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