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POSITION PAPER
Subj:  Format for a Position Paper
Ref:   (a) If any
1.  Purpose:  To whom?  For what reason?
2.  Major Points.  Brief summary of main points to be made.
    a.  Each point should be stated in one brief sentence.

    b.  Major points should stand alone and not require amplification by subordinate points.

3.  Discussion
    a.  This type of paper should be used to provide rationale to support a decision or position the reader should take.
    b.  Remember to tailor discussion to the needs and knowledge of the reader.  Subparagraphs such as Participants, Issues, Facts, Views, Opposing views, Headquarters Marine Corps Staff Position, Fallback Position, or Conclusion may be used.
    c.  Write in a short, direct, conversational style that allows the reader to understand the key point of the issue and come to a logical conclusion.  Use the Active voice and avoid jargon.
    d.  General format is not as important as content.  Tailor the paper to fit the need.
    e.  Do not exceed two pages.
4.  Recommendation.  The recommendation must flow logically from the Major Points and Discussion.
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CLASSIFICATION MARKING

Subj:  Format for a Position Paper
DECISION MATRIX

AC/S G-7 Recommends:                 Approved________________

                                  Disapproved________________

COS Recommends:                      Approved________________

                                  Disapproved________________

CG:                                  Approved________________

                                  Disapproved________________

Prepared by:  Brian Rafalski, 1stLt, USMC

              S-2A, 830-8888
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Position Paper Guidelines
· Study-type document that develops and recommends an official position on a particular proposition.
· Staff action document prepared by an action officer.
· Includes a clear statement of why an official position is required, essential background on the problem/subject, and rational for recommended position.
· Provides rational for recommended position.

· Identify key sources of information pertaining to the topic.
· Action Officer must make sound analysis and write the paper in a clear, accurate, and efficient format, not to exceed 2 pages.
· References can be included in the same format as a standard letter.

· Enclosures or attachments are authorized.

· Purpose paragraph explains what the problem is and why a position is required.
· A Decision block should be included for the decision to be recorded.
· If document is classified, refer to SECNAV M-5510.36, unit Security Manager or Classified Material Control Center for proper marking and storage requirements.

· File in accordance with local standing operating procedures.

Reference:  MCO 5216.20A

                                       3


