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POSITION PAPER
Subj:  FORMAT OF A POSITION PAPER
Ref:   (a) MCO +1020.17
1.  Purpose:  To whom and for what reason are the question to answer in this paragraph.
2.  Requirement:  Briefly state why a position is required.  Include whether or not it is directed by higher headquarters.
3.  Background/Discussion
    a.  Tailor discussion to the needs and knowledge of the reader.  Subparagraphs such as Participants, Issues, Facts, Views, Opposing Views, Staff Position, Fallback Position, or Conclusion may be used.
    b.  Write in a short, direct, conversational style that allows the reader to understand the key points and come to a logical conclusion.  Avoid jargon, use active voice.
    c.  Put in concise terms and position to be discussed, or background of position.

    d.  Provide answers to potential questions.

    e.  Point should stand alone and not require amplification by subordinate points.

4.  Position of other agencies/units:  If appropriate, indicate position of other units.  If there is none, indicate “Not Applicable.”    

5.  Position/Decision:  Must support position taken based on background and discussion.
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6.  Action Officer:  1stLt Brian Rafalski, S-2A, 830-XXXX

                                       James Buckle

                                       Major, U.S. Marine Corps

                                       (Section Head/Briefer)

DECISION MATRIX

AC/S G-7 Recommends:                 Approved________________

                                  Disapproved________________

COS Recommends:                      Approved________________

                                  Disapproved________________

CG:                                  Approved________________

                                  Disapproved________________

Classified by: _____________

Declassify on: _____________   
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Position Paper Guidelines
· Prepared by an action officer.

· Develops and recommends an official position on a particular issue.

· Includes a clear statement of why an official position is required.

· Provides rational for recommended position.

· Usually put together rapidly by the action officer, who must 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.

· References can be included in the same format as a standard letter.

· Enclosures or attachments are authorized.

· Must have a Purpose paragraph that explains the issue to be discussed.

· A Decision block can be included as required for approval/disapproval.

· If document is classified, refer to MCO P5510.18, unit S-2 or Classified Material Control Center for proper marking and storage requirements.
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