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POSITION PAPER

Subj: The subject matter is indicated briefly, but in sufficient detail to facilitate filing and future reference.

Ref:  (a) References are listed as appropriate.

      (b) If none are appropriate, enter the notation “None.”

1. PROBLEM

The problem statement tells what the problem is for which the position paper is being developed.  Usually stated “To develop a...position..."

2. WHY REQUIRED

a. A position paper also states why the paper is required.

b. It is directed by higher headquarters?

c. Etc.

3. BACKGROUND

a. The background sets forth in concise terms what has gone before.

b. It provides answers to such potential questions as:

(1) Is this an ongoing thing?

(2) Did something suddenly occur requiring reexamination?

4. POSITIONS OF OTHER AGENCIES
The position of other agencies are addressed when appropriate, otherwise this part of the position paper has the caption "Not Applicable" inserted.

5. RECOMMENDED POSITION

The recommended position is stated in clear, concise terms.  Use this paragraph to describe additional correspondence that is included for signature as a recommendation.  

6. RECOMMENDATION

The recommendation is what you recommend to be done; e.g. "Approve the attached statement," or "reconsider..."  A decision block would also be included for the decision to be recorded by the approving authority.  The attached statement of the position, referred to in paragraph 5, is prepared for signature and distribution.  It can be approved by signing, at which time promulgation can be expeditiously made.

