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Introduction

In the fast �moving world of military operations, clear and concise communication is not just a preference—it’s a 

necessity. Whether you’re briefing a commander, updating a logistics team, or coordinating with allied forces, the 

army information paperis the backbone of structured, actionable reporting. This article delves deep into the

format, purpose, and practical application of an army information paper, offering a detailed example and step �by �step

guidance that will help you craft documents that are both effective on the field and compliant with official standards.

What Is an Army Information Paper?

An information paper (IP) is a standardized, narrative document used by the U.S. Army to convey essential facts,

analyses, and recommendations in a concise, organized manner. Unlike memos or reports that may contain dense

data or excessive technical jargon, an IP is designed to deliver the “big picture” quickly, enabling decision makers to

grasp the situation and respond appropriately.

Key characteristics include:

•  Clarity: Avoids unnecessary detail and focuses on the core message.

•  Structure: Follows a predictable format that allows readers to locate information instantly.

•  Timeliness: Prepared and distributed within the required timeframe to support operational tempo.

Key Components of an Information Paper

While the exact layout can vary slightly depending on the issuing unit or branch, the foundational elements of a

standard army information paper are consistent across the force. Understanding each component helps you create

a document that meets expectations and avoids common pitfalls.

1. Heading

The heading identifies the paper’s purpose, author, and classification. It typically includes:

•  Unit or organization name

•  Document title (e.g., “Situation Report” or “Logistics Update”)

•  Author’s name and rank

•  Classification level (e.g., CONFIDENTIAL, UNCLASSIFIED)

•  Issue date and document number

2. Summary

The summary offers a brief overview of the main points—what happened, why it matters, and what actions are

recommended. Think of it as the executive summary of a corporate report but condensed to a few sentences.

3. Situation

This section provides background information and context. It answers the who, what, where, when, why, and how

of the event or issue, setting the stage for deeper analysis.

4. Mission



In operational IPs, the mission section clarifies the intended goal or objective. For administrative or logistical

papers, this may be a brief statement of the task or requirement being addressed.

5. Execution

Execution details the plan or course of action. This is where you describe the steps to accomplish the mission,

including any coordination with other units or agencies.

6. Sustainment

Often included in operational IPs, sustainment addresses logistical support—supplies, personnel, equipment, and

any other resources necessary for the mission’s success.

7. Command and Signal

This section outlines the command relationships and communication protocols. It includes key contact points,

reporting lines, and any changes in command structure.

8. Annexes and Attachments

Supplementary information—maps, tables, charts, or detailed data—is attached at the end of the IP. Each annex is

clearly labeled and referenced within the main text.

Why the Format Matters

Military decision makers often have to process dozens of documents in a single day. A standardized format reduces

cognitive load, ensuring that critical information is found quickly and accurately. Moreover, a consistent structure

supports interoperability among joint, interagency, and coalition partners, who rely on familiar layouts to interpret

and act upon information.

Adhering to the official format also safeguards against:

•  Miscommunication or misinterpretation of data.

•  Delays caused by re �formatting or re �editing.

•  Compliance issues with Army regulations and policies.

Army Information Paper Format Example

Below is a fully annotated example of a typical army information paper. Feel free to adapt this template to fit your

unit’s specific needs.

Heading

UNIT NAME: 3rd Infantry Division

DOCUMENT TITLE: SITUATION REPORT – 5/12/2024

AUTHOR: CPT John A. Smith, S4

CLASSIFICATION: UNCLASSIFIED

ISSUE DATE: 12 May 2024

DOCUMENT NUMBER: 3ID-IR-12

Summary



On 11 May 2024, the 3rd Infantry Division conducted a joint training exercise with the 5th Cavalry Regiment,

focusing on urban maneuver tactics. The exercise achieved its objectives, with all units demonstrating improved

coordination and communication. Minor equipment malfunctions were noted but were resolved within the exercise

timeframe.

Situation

During the exercise, the 3rd ID’s Combined Arms Battalion (CAB) operated in a simulated urban environment

designed to replicate the operational terrain of a forward operating base. The training area included mock buildings,

streets, and a central command post. The exercise aimed to test the integration of infantry, armor, and aviation

assets.

Mission

To evaluate the effectiveness of combined arms coordination in a complex urban setting and to identify lessons

learned for future operations.

Execution

All units conducted the exercise in phases: Phase I – Reconnaissance (08:00–10:00), Phase II – Maneuver 

(10:00–14:00), and Phase III – Debrief(14:00–16:00). Each phase was supervised by the exercise commander

and included live-fire drills and simulated casualty evacuation.

Sustainment

Logistics support was provided by the 3rd ID’s S4, ensuring a continuous supply of ammunition, fuel, and medical

supplies. The sustainment plan included pre �exercise stock checks and on �scene resupply points.

Command and Signal

Command: COL Jane Doe, 3rd ID

Signal: All units to use the standard 3rd ID radio frequency (VHF Channel 7) and to maintain the “clear channel”

protocol. Any changes in command will be communicated via the exercise commander’s radio channel.

Annexes

•  Annex A – Exercise Map

•  Annex B – Equipment Malfunction Log

•  Annex C – Debrief Summary

Step �by �Step Guide to Writing an Information Paper

1.  Identify the Purpose: Determine whether the IP is a situation report, logistics update, or briefing. Knowing the 

purpose shapes the content and tone.

2.  Gather Data: Collect all relevant facts—dates, times, personnel, equipment, and any supporting documents. 

Accuracy is paramount.

3.  Draft the Heading: Include unit, title, author, classification, issue date, and document number.

4.  Write the Summary: Condense the core message into 3–5 sentences. Focus on the “what, why, and next 

steps.”

5.  Develop the Body: Follow the standard sections—Situation, Mission, Execution, Sustainment, Command & 

Signal. Use clear, concise sentences and avoid jargon unless essential.

6.  Attach Annexes: Add supporting material at the end. Reference each annex in the body (e.g., “see Annex A 

for the exercise map”).

7.  Proofread: Check for grammar, clarity, and compliance with Army standards.



8.  Classify and Issue: Assign the correct classification and distribute the IP to the intended recipients.

Common Mistakes to Avoid

•  Overloading the Summary: The summary should be brief. Avoid turning it into a full paragraph of details.

•  Inconsistent Terminology: Use the same terms throughout. Switching between “exercise” and “training” can 

cause confusion.

•  Missing Annexes: Forgetting to attach critical data (maps, charts) undermines the IP’s usefulness.

•  Incorrect Classification: Misclassifying a document can lead to security breaches or administrative penalties.

•  Neglecting the Command & Signal Section: Clear communication protocols are essential, especially in joint 

operations.

Tips for Optimizing Your Information Paper for SEO

While the primary audience of an IP is military personnel, many units publish their reports online for transparency

or archival purposes. Applying basic SEO principles can improve discoverability and readability.

•  Use Descriptive Titles: Incorporate relevant keywords (e.g., “Urban Maneuver Exercise Report”) in the 

document title.

•  Structure with Headings: Use h2 and h3 tags for major sections and sub �sections to aid screen readers and 

search engines.

•  Include Metadata: Add meta descriptions and keywords in the document header if it will be uploaded to a web 

platform.

•  Embed Alt Text: For images or annexes, provide descriptive alt text to enhance accessibility and SEO.

•  Maintain Readable Paragraphs: Keep paragraphs short (3–5 sentences) to improve readability.

Frequently Asked Questions

•  What is the difference between an information paper and a memorandum? An information paper focuses on 

presenting facts and recommendations in a narrative format, while a memorandum is a formal written 

communication used for orders, requests, or official notifications.

•  Can I use a template? Yes, the Army provides standard templates that align with the format described above. 

Adapt them as needed for your unit.

•  How often should I update an information paper? Update IPs as new information becomes available or when 

a new operational phase begins. Timeliness is critical.

•  Is there a word limit? There is no strict word limit, but brevity is encouraged. Aim for 500–1,000 words for most 

IPs.

•  What if I need to include classified information? Use the appropriate classification markings and ensure the 

document is handled in accordance with Army security protocols.

Conclusion

Mastering the art of the army information paper is a vital skill for any military professional engaged in planning,

reporting, or decision �making. By following the standardized format, focusing on clarity, and adhering to best

practices—both in writing and in SEO—you can produce documents that not only meet official requirements but

also serve as reliable, actionable resources for commanders and support teams alike. Use the template and

guidance above as a foundation, and refine your approach with each new assignment to become a proficient,

efficient information paper author.
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