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1.  Purpose:  To provide a revised version and completion instructions of the Fort Sill Form 51, Staff Action Memorandum, which should be used as the primary method of staffing administrative actions for signature, guidance, approval, etc...
 
2. Discussion:  
    
    a.  The revised FS Form 51 is Adobe XML (PDF) formatted.  It allows users to digitally
sign, lock data on the form, attach multiple documents, e-mail it and even post it on AKO.  The form is fill-able without altering the basic form.  Staff actions can be coordinated paperless through e-mail.  This will speed up the staffing process tremendously.  It also has instant check spell capability, unlike the previous version.
 
    b.  Some of the newer features include:
 
        (1) Blocks 1-9 are completed by the officer initiating the action.  Block 1 may be completed by the action officer if the action is controlled internally.  Leave blank if to be completed by a higher headquarters.  It's important that the action officer completes Block 7 correctly to ensure proper disposition of the action.   
 
        (2) Block 7 Offers an area for Action Required.
  
        (3) Each row in block 8 offers a drop down menu to assist with routing of the action.  Leave blank if to be completed by a higher headquarters.  You also have the option to manually complete your routing list.  These features make the form universal in nature and suitable for any command or organization on the installation.  To the right of the routing list is space for each routing official to date and ample space for typed or hand written notes concerning the action.  At the bottom of Block 8, are options for the approving official to check.  The approving official is the person on the very top of Block 8.  Once the approving official digitally signs, his/her entered data is locked to include his/her decision at the bottom of Block 8.
 
        (4) Block 9 provides ample space for the basic decision paper format to be completed, i.e...
 
1. Purpose, 2. Discussion, 3. Recommendations, and 4. Enclosure.
 
        (4) Block 10, on page 2 of the form, offers ample space for adding coordination requirements.  Each of these rows offer a drop down menu to assist with preparing your coordination list.  You also have the option to manually complete your routing list.  Space is also provided for each coordinating official to date and make comments.
 
        (5) Block 11 serves as continuation space for other blocks.  This space can be used for a continuation of comments from elsewhere on the form.
 
        (6) Once the Action Officer digitally signs Block 6, the entered data in Blocks 2-7 and 9 are locked and no longer can be edited unless the digital signature is removed.  The same rule applies to Blocks 8 and 10 for each routing and coordinating official, once digitally signed, the data for each is locked.
 
3.  Recommendations:  Fort Sill adopt this new and revised version of Fort Sill Form 51 as the staff action memorandum for all organizations at all levels.
 
4.  Enclosure:  Fort Sill Form 51, Staff Action Memorandum (SAM)
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