So,
TJAG entrusted you with a Deputy assignment!
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a.  Purpose of this Guide

	This Guide is for newly assigned Deputies (and maybe SJAs who have not been at the base legal office in a while).  I know what you are thinking right now, JAX just assigned me to the Deputy at base X, but wait, I feel like I just commissioned into the military myself, how can I be a Deputy already?  Sure, I’ve been Chief of everything under the sun when I was at the base legal office and maybe I had a stint as an ADC or SVC, maybe even a bit of time at HQ JAC/JAO/JAJ, but now the JAG Corps wants to send me back into the storm (that is the legal office) and as the #2!!!  Exciting and a bit nerve-racking, right? At least that is how I felt when I found out I was going to be a Deputy. Sure, I had DSJA on my WebPDI, but when I actually got the assignment, I have to admit, I was nervous.  
	I started by doing what most people do when they get a new assignment, I ROSTER stalked current Deputies that I knew and asked them for tips of the trade.  Some information was helpful, some information, not so much. Some information wasn’t applicable to the office I was entering.  I spent the first couple of months as a Deputy doing what we all do when we get a new assignment in the military, drowned in a sea of information overload while simultaneously trying to figure out how to make the program my own.  

	After coming out of that whirlwind, I decided to put all of my lessons learned into a guide to help newly assigned Deputies prepare for what is coming. Thus, the “So, TJAG entrusted you with a deputy gig?” guide was born.  

	How to use this Guide: Well, use it in whatever way provides you the most value, but do at least skim through all of the sections. I hope that at least one or two things in this guide will be helpful to you as you embark on this new journey.  We all have our own preferences, hang-ups, quirks, and annoyances that will determine how we perform the duties of a Deputy.  Additionally, your SJA and LOS will have a huge impact on the scope of your duties and how you conduct your duties as the Deputy.  And let’s not forget the officers, enlisted and civilian support staff who will bring a wide range of issues to your door.  All I can say is embrace it! Embrace the challenge that you are about to embark on as a deputy and I highly recommend that you start strategizing on how you will perform your duties.  It is better to go into the position with a plan than it is to hope everything works out.  The old proverb goes, “Where there is no vision, the people perish.”  So don’t let your people perish.  Use this guide to help you figure out how you will tackle this new challenge. 

	Biggest Piece of Advice: Go into the Deputy assignment with your own strategic plan on how you are going to tackle it and set Specific Measurable Attainable Relevant Time-based (SMART) goals for yourself that will guide you through your day to day tasks.  I had two goals going in: (1) I wanted my Captains and Paralegals to know more than I did when I was at their level; and (2) I wanted to leave the office better than I found it.  Those two goals guided my day to day actions.

b. Legal Disclaimer 

	The information and recommendations in this guide are my own. They in no way reflect the thoughts or opinions of the Department of Defense or the United States Air Force JAG Corps.  Additionally, I had a tremendous team in my SJA and LOS when I was the deputy.  In this guide I often use “I” to make it easier to read; however, I would be remiss if I did not give credit and thanks to my SJA and LOS!

c. A few things to accomplish before you arrive at your new base

· Subscribe to the JAX KM Site, JAI KM Site
· Use ROSTER to get to know the people in your office and their history (to include the people who will be PCSing to the base with you)

d. A few things to accomplish within your first month of arrival 

· Initial feedback with the SJA
· Get access to the Wing CC’s and SJA’s Outlook calendar
· Review the last Article 6 Report and Article 6 self-assessment
· Meet with the CCs and pertinent offices (SARC, EO, CPO, etc…) at your installation
· Get to know the LOS, take them out to lunch and get their assessment of the office and how you, as a team, can make it better
· Get to know your officers, take them out to lunch or do something fun with all of them

e. A few things to think about 

· Prepare yourself, for you are now going to supervise millennials. Even if you are a millennial, you will still be shocked a bit once you start supervising them. 
· Realize that your budget may take a hit so plan accordingly.  At least when I was in the job, the SJA and I were always contributing more than everyone else, rightfully so. I also used food as a motivator for my team! So hopefully you can find a cheap pizza joint nearby.
· You’re not the SJA and you’re not one of the captains. You are in this weird middle position, so if you are a middle child it is probably familiar. For everyone else, make sure you go into the position with a game plan on how to deal with the odd social and professional dynamics this creates.
· Though you are not the SJA, you should strive to become a “buffer” between the SJA and the rest of the office.  Sort of like the first line of defense (well, maybe the LOS should be the first line of defense, but you get my meaning).
· Note: “Buffer” does not mean that the DSJA acts as an ever-present informational funnel through which communication with the SJA is curated or that acts as a guard to the SJA (though this is sometimes the case  ) – people should think of their SJAs as accessible. “Buffer” means that a lot of things can be fully addressed/resolved by the DSJA and the SJA does not need to be the mediator of every little thing because this can lead to excessive micromanagement. Back briefing the SJA on the issues that arose and how they were resolved can be a huge time saver if the leadership team is on the same page.

f. COVID or other potential disruptions

· [bookmark: _2._Initial_Steps]COVID definitely put a wrench in our office rhythm, as it did with throughout the world.  Knowing what we know now, I recommend making sure your office is prepared for such an event to the. You need to have a good understanding of the telework/alternate duty rules for both military and civilians. Additionally, find innovative ways to engage your team, utilizing technology. Finally, stay on top of evolving policy in these types of situations. 

2. Initial Steps
Table of Contents
a. Schedule an initial feedback session with your SJA ASAP.

	Your job as the Deputy is to support the SJA.  It is hard to support the SJA if you do not know what the SJA needs/wants.  And let’s face it, every SJA is different.  One SJA may want you to focus on the training and Article 6 program, while another SJA may want you to focus on helping the Military Justice section because it is full of young personnel.  While another SJA may want you to be the face of the office to the squadron commanders.  There are different things that your SJA may want or need you to focus on, but you will not know what that is unless you first ask.  

	Don’t take your initial feedback session as just a normal meeting. Go into it with a plan to figure out what the SJA wants and needs.  Be prepared and cover everything.  Below are a few issues/questions you should make cover with your SJA:

· Do you want me to handle the office EPR/OPR/Awards/Decorations process?
· Is there a specific section in the office that needs my attention?
· Is there a specific area of the law in the office that needs my attention?
· Are there specific people in the office that need my attention? 
· Do you want my focus to mainly be within the office or outside to the base community?
· At what point do you want to get involved with any disciplinary issues I see in the office? 
· As the Deputy, you may find yourself as the first line of defense for leadership.  Some issues you will be able to solve on your own and some may need to go to the SJA. Every SJA is different on how soon they want to get involved, so you should ask their preference. 
· What type of battle rhythm do you want the office to run on?
· Do you want me to handle the office training plan?
· Do you want me to handle the Art 6 inspection process?
· Do you want me to handle the reserve program?
· Find out if there are any ongoing disciplinary issues that you should know about. 
· Find out if there are any Captains that need your heightened awareness/attention.
· Some new Captains may need help with time management, leadership skills, presentation skills, etc…
· Does the office have a Professional Development Program? If yes, ask to take it over. If no, ask if you can develop one. (An example Professional Development Program can be found in section 4 of this guide)
· Does the base/office utilize TMT or another suspense management/tracking program? If so, make sure to gain access, figure out how it works, and whose responsibility it is to manage it. Also make sure there are alternates as you want to ensure there are no single points of failure within the office.  

b. Meet with CCs/specialty offices within the wing

	As important as it is for the Deputy to focus on office dynamics, there will be times that you have to fill in for Wing level issues while the SJA is out.  When you first arrive, make sure to shadow the SJA to these meetings so that you can get a feel for how the base operates.  Additionally, you should make it a point to get out and meet the commanders and offices that work with the legal office.  I recommend doing this as early as possible, because inevitably the inner workings of the legal office will start taking up most of your time.  

	Meet with as many commanders as you can, especially the ones whose squadrons or units have the most business with the legal office (e.g., SFS, MXG, FSS, etc…).  Additionally, meet with the specialty offices that conduct a lot of business with the legal office (e.g. , CPO, RMO, IG, EEO, etc…).  Even though you may have a GS attorney who works with these offices you still want to know who the POCs are. Finally, you need to ask for honest and candid feedback during the initial meetings with CCs/POCs.  They may try to be nice and cordial during these initial meetings and overlook or downplay the real issues they may have with the legal office to avoid throwing people under the bus or causing trouble.  You have to convey to them that you are not on a witch hunt, and instead want to make sure that the legal office is supporting their unit/office to the best of its ability.  In addition, if you do find out about any issues or increased support that is needed, be sure to present that information to the SJA.    

c. Review OPR/EPRs

	Within a few weeks of your arrival, review the status of your office’s performance report (OPR, EPR, Decorations) program.  If the program needs more structure, work with the SJA/LOS to develop a standardized process for performance reports.  Part of being a leader is taking care of your people’s record and this is the first step.  Completing comprehensive performance reports on-time can be tedious, but it is the right thing to do.

	Set up meetings with your ADCON unit (typically CPTS for most base legal offices) and CSS to see what the process is for OPRs/EPRs/Decorations at your base.  You will want to know: (1) are packages due 30 or 60 days before close out; (2) who creates the vPC site; (3) how long does it take for the entire process to run its course (basically you want to know if this is a slow processing base or a fast processing base); (4) is there is a Wing or NAF performance report/decoration writing guide; and (5) who are the POCs at the CSS/CPTS/FSS, and the Wing front office who process and review OPR/EPRs/Decs.  They may be a life saver when you are in a crunch.  All of this will be vital information as you make a plan for how the office will prepare for OPR/EPR/Decoration season.

	When you arrive at your duty station there will probably be a few OPRs and decorations that are still in the pipeline for those who just PCS’d. Ensure all packages are moving through the pipeline.  Even if the member has PCS’d, it is still your responsibility to make sure they get their performance report and decoration in a timely manner.

	Additionally, you will want to find out when everyone’s reports are due.  Fortunately for the enlisted personnel and civilian employees, their performance reports/appraisals have static due dates (civilians in April, SrA in March, SSgts in January, TSgts in November, MSgts in September, and SMSgts in July).  However, do not assume that all the officer performance reports are due in the summer.  Many of your first-term JAGs will have random due dates and anyone that had an off cycle PCS may also have a random due date.  Finally, do not forget about your reservists; as with your active duty members, when you arrive, review of all of your reserve OPRs/EPRs, especially for those who recently transitioned from active duty or who recently PCS’d.  Make sure they are up to date and check to see if anyone should receive a decoration based on how long they have been assigned to the office (typically a reservist should receive a decoration after 3 years at a duty assignment).  Reservist performance reports can easily slip through the system and you want to have a good handle on it as you begin the job. 

	If the office does not have a tracker, now is the time to create one. If the office does not have a standard policy for packages, now is the time to create one.  A couple things to think about when making the performance report policy: 

· Will leadership require personnel to write the first draft of their performance report or just provide inputs? 
· When do personnel have to submit their bullets to leadership (30 or 60 days before close)? (this will depend on the Wing processing schedule)
· Will officers rate the enlisted? Will the LOS? Every base is different so talk to the SJA and LOS to see how your new base handles it. In addition, if the officers are rating the enlisted they will need training on how to do so effectively.  Begin scheduling that training as soon as you can. This is also a good time to review the rating system in the office.
· Recommend establishing office calendar reminders for performance reports, awards, and decorations.


d. Review quarterly/annual awards process

	Similar to performance reports, check with CPTS/CSS on how the installation quarterly/annual awards program is processed.  You will want to know: (1) when are the due dates; (2) what are the rules; (3) is there a writing guide; (4) does CPTS or the Wing Staff Agencies (WSA) have a murder board for winning packages that will compete at the Wing level?

	Now is also the time to create a standard process in the office, if there is not one, for awards (quarterly, annual, TJAG, and other/external).  Some things to consider:

· Who will nominate personnel for awards? Solely leadership?  Officers nominate enlisted? Self nomination?
· Do nominees write their own packages or just submit inputs?
· For the annual award nominees, consider whom you will nominate for the TJAG annual awards.  Usually this is the same person as your installation annual award nominee and you can start writing the TJAG annual award at the same time that you are writing the base annual award. 
· If your base has a board scoring process for packages, make sure the Captains can be potential board members. This will give them the opportunity to see how packages are written and what makes a good bullet. 
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a. Battle Rhythm
	
	Regular, scheduled Leadership meetings are a necessity.  Don’t think that just because you see the SJA and LOS every day that you are on the same page.  A structured leadership meeting will ensure that you are all on the same page and will help eliminate the ball getting dropped on any one issue.  I recommend meeting at least once a week.  You should discuss general office issues, upcoming due dates for suspenses, leadership taskers, etc… Your leadership meeting must be purposeful; I suggest having an official agenda or plan so that all necessary topics are covered.
	
	I developed a 1-page Battle Rhythm that kept our leadership team on track and let us know when things were coming up, what was currently due, training schedule/TDY schedule, birthdays, etc.  It also gave us an annual Big Rocks picture at the bottom of the page. I know there are excel sheets other offices have used to try to keep all of this info sorted, but I just found the excel sheet to be too cumbersome to use daily and it is not easily printable. This one page is easy to edit and it can be kept on everyone’s desk as a reminder of things that need to be accomplished that week/month.  

· Examples Documents:


[bookmark: _MON_1664971455][bookmark: _MON_1676825011]	     

b. Strategic Plan 

	Every office should have a strategic plan.  As leadership, you should be able to articulate to your personnel where the office is going and the specific steps on how the office will get there, together.  A strategic plan can include a mission, vison, and mindset or philosophy. It should also include lines of effort that are incorporated into everyday life.  Strategic planning may be new to you so I recommend seeking out resources that can help you in this area.  And of course, talk to the SJA about their priorities in the office because that will ultimately drive the office strategic plan.  Finally get the LOS involved and then the entire office. Make it a team effort. 

	Below are a few of my ideas on how to develop a strategic plan:

	If you do not know where to start, start with the JAG Corps’ strategic plan, which can be found on the AF/JAZ KM site.  In addition to the JAGC flight plan/brief, you will also find the National/DoD/AF strategies.  These are all important documents to help you ensure that your office strategic plan is in line with the DoD, AF, and JAGC.

	Additionally, check out your Wing CC’s strategic plan.  Typically, every Wing CC will have a strategic plan for the Wing that is based on the MAJCOM’s mission.  See what aspects of the Wing mission should be incorporated into your office strategic plan.  

	KISS (keep it simple stupid): Try not to overwhelm your office with the plan. Your personnel should be able to conceptualize it quickly and explain it to others.  

	It may take a couple months to come up with your strategic plan.  You will have to get a feel for the office and the people. See how you fit into the Wing mission and the JAGC mission.  It is also helpful to learn your office’s weaknesses so that you can develop a plan that will help strengthen those weaknesses.  Be sure to ask the office for feedback once you make a draft plan because you ultimately want them to buy into the plan.  

	Finally, see how the plan is being utilized throughout the office.  You should constantly brief the plan and work it into day-to-day duties/ideas/issues.  After about 9 months, do a reassessment of the plan.  Did it work? Is it time to make changes or tweaks?  Again, ask for input from your office.    

	My Recommendation: A concise strategic plan should be no more than two pages, have a mission, vision, and mindset/philosophy.  Additionally, it should have specific Lines of Effort (no more than 3) that the office can implement into their day-to-day activities. Finally, each section of the office (e.g., military justice and civil law) should be able to create SMART goals based on the Lines of Efforts.

	Practical Example: My leadership team developed our office strategic plan in November; four months after the arrival of the SJA, DSJA, and LOS. As I said, it may take you some time to develop it. It was several months after the office’s most recent Article 6 inspection and directly following an Article 6 self-assessment, so we had the time and perspective to identify our strengths and to see where we needed to improve. We drafted the strategic plan based on the Wing CC’s strategic plan and the JAGC flight plan, so it reflected the priorities of those two plans.  We also asked for inputs from the office.  We finalized the office strategic plan at our first off-site in November and the leadership team signed it and disseminated it to the office.

· Examples Documents:


[bookmark: _MON_1664971536][bookmark: _MON_1664971942]	

c. Conduct an Off-site

	Conduct an off-site at least once a year. It is a good opportunity to shut down the office and get everyone together to make sure the office is on the same page.  If possible, schedule a physical or fun activity to go along with your off-site.  This will loosen everyone up and add to the esprit de corps of the office.  In addition, plan some type of exercise that will help develop an office discussion based on whatever is going on in the office or a new idea that leadership wants to present to the office. 

· Practical Example: 

· Our first office off-site was in November after the first Article 6 self-assessment.  We started the day on a popular local hike that took about 1.5 hours.  At the turning point we stopped, grabbed water, and actually discussed our personal goals (this became a quarterly ritual for our office).  After the hike, we went to a bowling alley and had lunch while discussing the Art 6 self-assessment, what the office was doing well, and where we needed to improve.  We sought feedback from the office and finalized our office strategic plan.  After the discussion and lunch we went bowling.  This was a full day and it really allowed the office to bond and get to know each other on a deeper level, which is especially important after a change in leadership.  

· If you want to take it up another notch: Based on the Strategic plan, we had each section of the office come up with SMART goals for each Line of Effort.  We gave them a deadline of January and then we had an office “on-site.”  We had pizza in the courtroom, while the junior ranking person from each section briefed how their section was going to implement their SMART goals, which were based on the Lines of Effort from the office strategic plan.  We went over each sections SMART goals at least three times throughout the year.  This helped keep the strategic plan alive.

· The second office off-site was the following November.  We used the FSS “Unite funds” to book an obstacle challenge course in the mountains.  Everyone drove up to an MWR lodge run by FSS.  We did the obstacle course, which took about two hours.  After the course we had lunch and then went over the JAGC flight plan.  We actually turned the JAGC flight plan into a game, split the office into teams, and made it a competition.  We also discussed the updates that we were making to the strategic plan.  Again, this gave us the opportunity to share our leadership vision with our office personnel while bonding over something non-work related. 

· We had another “on-site” in January to look at each section’s SMART goals based off the new office strategic plan.                                   .  

· Example Document:

[bookmark: _MON_1664972135]			


d. Communication 

	Work with the SJA/LOS on how your office will communicate.  Be willing to utilize group text messaging, WhatsApp, or the latest group chat function.  Just remember there are pros and cons to texting/group chats.  If a group text/chat is utilized, you will be able to accomplish many things quickly and keep everyone appraised of last minute changes or emerging issues.  It’s also easy to do a roll call on text/chat.  However, group text/chats can get too comfortable/familiar and result in unprofessionalism.  You will have to set ground rules for your office so that military bearing is maintained.  

	If you do not like the idea of text/chat apps, I would recommend you at least consider using it for events like a SAV/Art 6.  When you have people running around all over the place in support of DV presence, it is extremely helpful to have a text chain where people can update the entire office about the status and timing of things.  In addition, it makes the SAV/ART 6 team think you are running everything smoothly – if only they saw the text chain, ha!




e. Appointment Memos

	Update and organize all the appointment memos that are required by law, regulation, or policy.  I personally recommend getting rid of all other unnecessary appointment memos.  It is an unnecessary extra task to keep organized.  Keep appointment memos centralized with leadership, that way you can practice version control and update everything at once.  Do not forget about the specific memos that the Wing CC needs to sign (e.g., VWAP, MJ stuff).  

	Practical Example: We got rid of all of our appointment letters, except those that were absolutely required from outside units.  We went from about 70 to about 15.  Lifesaver!

f. Article 6 Self-Assessment – 
	
	Running the Article 6 program for the office is extremely important and probably a task that will be assigned to you.  If it is not, I recommend requesting it, or at the very least get involved in the process, because it will help you get a better feel for the office as a whole and it will help you prepare to be an SJA one day.  

	Additionally, many JAGs don’t realize how important it is to know the questions that are on the Article 6 checklist.  I recommend almost memorizing them, or at least the categories.  As your office goes through the normal day to day activities, many things are supposed to be captured in the Article 6.  If you have the checklist almost memorized, you will be able to issue spot those things as they come up in the day to day.  Then you can make sure the office is accomplishing that specific task per regulations and substantiate items on the Article 6 checklist that might otherwise have been missed.  This is especially true for items that your office may not deal with consistently.  For example, there is a question regarding whether the proper procedures were used when handing over a military member to civilian law enforcement. If you didn’t know that was an Art 6 question and the issue came up you may not be aware of all the requirements that go along with that sort of issue. 

	You may have people in your office who have never gone through an Article 6 inspections; so before the next self-assessment, walk the office through what an Article 6 is, the purpose, the grading criteria/scale, etc... You can find all this information on the JAI KM page.  I recommend requiring each section (both JAGs and paralegals) to review the JAI KM site information that is relevant to their section/job.  Everyone should look at the deficiencies and how to address them. Additionally, I would require everyone to look at the initiative section of the JAI KM site and see if your office is doing the same thing, can benefit from another base’s ideas, or come up with a completely new way of doing something based on an idea from previous innovations. The Innovation data base can be found under the “Inspection Materials and Tools” tab and then under the “Checklist Related Material.”

· Here are the steps to take as soon as you get to your office as it as it pertains to the Article 6: 
· Sign up for the JAI KM Site and thoroughly review everything on it
· Especially the JAI Training, Briefing, and Outreach Materials, which will help you develop an Article 6 plan for your office
· Find out when the next Article 6 is scheduled. 
· Pull the last two Article 6 reports for the office and read through them thoroughly, take notes and see what the office did well and what deficiencies we identified – if possible, you want to avoid repeating deficiencies. 
· Review all the office self-assessments that were conducted since the last Article 6.
· Review the deficiency tracker from the last Art 6.  If your office does not have it, ask the MAJCOM for the deficiency tracker from the last Article 6. 
· Start preparing for your next self-assessment. 
	
· Practical Example:  After about 2 months at my base, I orchestrated a thorough self-assessment.  Since the office had many new people, we decided to complete the self-assessment from scratch.  We had multiple phases of review and corrections to ensure that everyone was on the same page with how we were going to standardize our answers and substantiation records. 

· Example Plans: 


[bookmark: _MON_1665233866][bookmark: _MON_1665233912] 					
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a. Welcome to the Office PP and Brief
	It is that time again, PCS season.  Inevitably, your office dynamics will change, as people come and go.  However, that does not mean that the office culture you built needs to change, especially if it is a good one. If it is a bad culture, this is an opportunity to change that and start fresh.
	Briefing new personnel is a great opportunity to start them on the right track and help them find their place in the office.  New personnel will have an initial feedback with the SJA, but this initial briefing should have a different goal and be more focused on how to succeed in the office environment. Additionally, it is a great opportunity to introduce them to the Wing and office mission and strategic plan. I recommend giving this briefing to new personnel within a week or two of their arrival, preferably as a group.  This is also an opportunity for them to ask leadership any questions that they may have. I do recommend that the entire leadership team participate in this brief, if possible.   

· Practical Example: Things to include in the power point are
· Wing mission, vision, and mindset 
· Wing strategic plan
· Wing leadership pictures/bios 
· Wing promotional video
· Office mission, vision, and mindset 
· Office strategic plan
· Office Battle Rhythm
· Office meetings
· Leave Rules
· PT rules
· Anything else unique about the office

· Example Power Point:

				

b. Training

	It is very plausible that you will be in charge of training as the Deputy, which is great.  Now is the time to really develop the young JAGs and paralegals so that they can one day be exceptional lawyers and paralegals. However, like all things in this guide, you should have a strategic plan for your training program.  Do not get caught up in the “oh we just need to do something this week, let’s plug something in” concept of training.   I recommend that you develop a training plan/concept that will cover the entire year. 
	
	I remember the days of random trainings every Thursday. One week would be justice, the next would be a labor law issue, and then something related to legal assistance the following week.  Though the trainings in and of themselves were good, I did not feel like I was really building my knowledge as it pertained to an area of the law. 

	If we are trying to train generalists to become SJAs one day I figured, they should have the chance to learn about every aspect of the law even if they are not going to practice it right now.  What I found is that the random subject matter trainings were: (1) too isolated; and (2) people would often miss the training, thus not having the opportunity to be exposed to that specific area of the law.  

	Instead of the random trainings every week I recommend that you build a yearlong training plan that focuses on one legal subject each month.  This way: (1) your personnel are getting more than just the basics; (2) the lessons are building off each other; and (3) if anyone misses one or two trainings that month they will still hear at least 2-3 trainings on the subject matter.

	When developing your training plan also look at what resources you can pull from around the base and around the JAGC.  You would be surprised how many specialists around the JAGC are willing to provide your office some training.  Moreover, do not just ask people from the base to come in and do training, see if you can schedule field trips to their office/shops/sections.  Additionally, try to plan your monthly subjects based on when someone is going to an in-person training. That way they can cover one of the weeks for that month of training.  For example, the contracts course is always in July timeframe, so scheduled your Contracts/Fiscal law month for August or September.  

	Make sure the paralegals get involved, they can provide trainings as well. Further, there may be specific requirements from their upgrade training that need to be covered so this is a good opportunity for those not so common legal issues that they need training on. Additionally, you don’t have to do all the work. If you have a JAG that is the Chief of Contracts, give them a month and tell them they need to create the training plan for that month.  This will give them the opportunity to develop a training plan that touches on areas they see frequently so that others in the office can become familiar with those issues and obviate the single point of failure that might otherwise be created if only one person typically handles all of the issues in a specific legal portfolio.

· Practical Example
· Environmental law
· Possible trainers: Environmental law field support center, Range Management Office, Civil Engineering Squadron (they probably have many different sections that involve environmental law). This is a good option for field trips too. 
· Operations Law 
· Possible trainers: JAO, AFSOC, CAOC, wing-level deployed JAG, Intelligence Squadron.
· This could easily be 2 months and don’t forget to include Space and Cyber law (or they can be separate if you think you have enough to get 4 solid weeks);
· If you are at Wing that has cool Operations stuff, this is an opportunity for field trips.
· Military Justice
· Possible trainers: JAJM, AFJAGS, CTC, CDC, ADC, SVC, Military Judge, civilian criminal litigation attorneys
· Possible Topic Areas: 1 month focused on the administration and 1 month focused on litigation
· Contracts/Fiscal
· Possible trainers: CPTS, CONs, Acquisitions 
· Labor
· Possible trainers: CPO, EEO, Labor Law Field Support Center
· Civil Law
· Possible Topic Areas: FOIA, Air Shows, Flying Investigations, Civil Litigation, Claims, DSCA, Constitutional rights for military members
· Ethics
· Possible Topic Areas: OGE filing, WAGs, Gifts, General Principles, off-duty speeches/engagements

· Example Training Plan    

    

c. Professional Development Plan

	In addition to being legal professionals, we are also part of the profession of arms.  Therefore, professional development as officers and enlisted should be your focus as a deputy.  My motto as the deputy was that “these JAGs and paralegals will know more than I did at their age.”  To ensure that outcome, I focused heavily on professional development.  I recommend that your office focus on professional development at least once a month. 

· Practical Example:   When I was the deputy I made sure that at a minimum, at least once a month the officer and paralegals would have a professional development session. Sometimes the sessions were together, but mostly they were split so that each group could focus on things that were pertinent to their development.  The professional development sessions focused on things like assignments, deployments, promotions, personnel records and how to find them, lunches with retired JAGs in the area and higher-level commanders on base, and bullet writing seminars. The LOS created the professional development plan for the enlisted, but we worked together to ensure that our team received as much information as possible to equip them for their next assignments. 

· Example PD Training Plan:
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d. Office Rotation Plan

	If your office does not have one, talk to the SJA/LOS about creating an office rotation plan.  It is important that you develop well rounded attorneys and paralegals.  When you get to your base review everyone’s records and see what they have been the Chief or NCOIC of in the current office or a prior office. After reviewing the records make a plan on where everyone will move and when.  You will also need to re-think the rotation plan once you know what JAGs/paralegals will be PCSing to your base.  The office rotation plan should be reviewed regularly because things like deployments, out of cycle PCSs, or any other combination of events will occur that will disrupt your rotation plan.  Our base kept the office rotation plan on our weekly battle rhythm, that way it was always front and center on leadership’s mind. Oh and finally, this is an Article 6 requirement so make sure your office has one.  


e. TDY Opportunities 

	I know what you are thinking, of course we send people TDY.  However, you will be surprised how rarely people are sent TDY.  When you arrive at your base check the training records of all the JAGs in your office.  See who has been to what courses and start to identify who needs to go to certain courses.  Additionally, think strategically about TDY options and coordinate TDYs with your office rotation plan. If you know a JAG will be the Chief of Military Justice in a few months try to make sure that they have the opportunity to attend the Military Justice Administrative Course at the AF JAG School. 

	You and the LOS should constantly be in CNS and asking people what courses they want to go to, especially if it is centrally funded!  Additionally, look for non-CNS courses that may be available such as: (1) courses put on in the local area by the State Bar Association; (2) courses that support the base (like attending the national Air Show conference in December); (3) courses that are available to other career fields and will be helpful for JAGs to attend (like the IG course).  Again, think outside the box when it comes to TDYs for your people.  

f. Bullets/Inputs – 

	As the Deputy, you may be responsible for OPR/EPR/Awards/Decorations packages and there is nothing worse than asking your team to come up with a quarter or year’s worth of bullets/inputs at the last minute.  To avoid that outcome, you should have your office submit bullets/inputs on a regular basis, either weekly or monthly.  It will save the SJA/DSJA/LOS a lot of time if you have this information coming in on a regular basis.  

	There are different perspectives on what I am going to say next so take this with a grain of salt and see what your SJA prefers.  I think everyone should be writing the first draft of their OPR/EPR and Award packages. I think this for multiple reasons: (1) you are your own best advocate and you should not leave your career in other people’s hands; (2) at some point, these junior officers and enlisted personnel will be deputies and LOSs and learning how to write earlier in their careers rather than later will help them once they get to middle management level.  
	
	If you are going to require your personnel to submit bullets and write the first draft of their packages, you have to teach them how to do it.  As part of your professional development program incorporate bullet writing trainings.  This does not have to be done by you or your LOS; in fact, I recommend that you find a senior NCO or officer who can train the office on bullet writing.  You can also create bullet writing professional development games for the office to help people see how bullets stack up against each other in a board.  Finally, look into getting your officers appointed as board members on the WSA quarterly award boards.  This will be a great experience for them to see how packages stack up against each other. 

· Practical Example 

· I always emphasized to my people that they are their best advocate and that they should not leave their careers in other people’s hands, not even the DSJA or SJA (we of course tell them that we have their backs but they do not know who they will have as their supervisor in the future).  

· I created a document for our people to submit each week.  They use one of the three options (which ever they prefer) and then they copy and paste it so that at the end of the month they have a 1-page document with a lot of information on it that can be used for bullets.  Everyone started with inputs and as inputs improved in quality, they started writing their own bullets.  I started off reviewing these weekly and then realized it would be too much work so I reviewed them at the end of the month and provide feedback on bullets (ask about numbers, ask about impact, have them clarify stuff, etc..).   Everyone has to submit their inputs to their supervisor, the LOS (for enlisted), and myself.  For the officers they really just sent them to me. 

· After about a year we switched to requiring the inputs/bullets to be placed on an AF 1206 so that the office could see how long their bullets needed to be.  

· Example Documents:
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g. Physical Training
	
	Physical training is important! Give your people time to work out. It will really help office morale and ensure that people are taking care of themselves. Unit PT that involves sports can be fun, just watch out for the competitive nature of some members. You don’t want office sports to detract from office morale. 

	Additionally, make sure you know when everyone must take their fitness test.  Though it is the individual’s responsibility you still want to make sure you are encouraging people before their test and potentially working extra with people who need help with certain aspects of the test.  Also, keep a copy of everyone’s scores.  You will often need their fitness reports for performance, reports, awards, and decoration and it’s faster if you already have that information on file. 

h. Reserves
	
	As the deputy it is very likely that you will be in charge of the reservists.  Honestly, how to manage reservists should be its own guide.  Understanding their system is a whole new world. After talking to your SJA, I recommend you reach out to the senior reservist in your office and see how the program has been run in the past. Then reach out to all the other reservists in the office to introduce yourself.  Get to know them and ask for feedback or things they think will help the program run more smoothly. Also, see if they have any issues they need resolved. 

· Here are a few things to look into for reservists
· Check to ensure that everyone’s’ OPRs/EPRs are up to date  
· Check to see if anyone is due for a decoration
· Figure out when everyone’s “good year” (RR year) dates are  
· Get access to UTAPS
· Get access to AROWS-R
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a. Standardization 

	I am a huge proponent of standardization. I had never heard of the concept before I entered the military and went to Commissioned Officers Training.  And as much as I despised COT, I loved the idea of standardization.  If done correctly, standardization allows efficiency and creativity.  Not having to re-create the wheel every time something is done avoids wasted energy and frustration for all involved. Additionally, once things are standardized it provides more time to think outside the box and create better programs/products for the office and the Wing.  I recommend standardizing as many things as you possibly can in your office, from the legal reviews to how emails are written/sent.  

· Practical Example: A great example of standardization is standardizing the office legal reviews and creating a standard writing guide.  These two items will eliminate the constant edits to work product that occur when personnel repeatedly make the same errors/mistakes.  Additionally, a standard writing guide will help your office personnel learn the SJA’s and your quirks when it comes to writing. For example, I don’t like to split names between lines, a name should be all on one line.  My team would not know that about me, unless I tell them.  So the writing guides explains my little quirks and that eliminates me having to red pen an entire paper due to one personal writing quirk. 

· Example Plans: 
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b. Clean the Office

	Yes, have everyone physically clean and declutter the office when you arrive, to include their own office.  My motto is “leave it better than you found it.”  Of course, that applies to all things but especially the physical office.  We spend anywhere from 50-80 hours a week in these offices and you may not realize it but the physical atmosphere of the office has an effect on mood, productivity, and focus.  Your people will appreciate you taking the time to make the office a pleasant and organized place to be.  It will show them that you care about how the office presents itself to the base, which will encourage them to do the same in their spaces.  

	In addition to cleaning the office, make an effort to declutter it.  Unfortunately, over the years, things have probably piled up around the office.  Old desks, computers, monitors, cords, supplies, etc… Get rid of this stuff!  Close the office for a day or two and just take it all to DRMO or a dumpster depending on whether it’s an accountable item.  Clean out all spaces, closets, drawers, etc…  There is no need to open a draw and find work product from 2001 or open a closet and find all sorts of computer equipment stacked to the ceiling.  Make sure the entire office participates.  This is not a job for the new Airman to accomplish.  The Chief of MJ needs to be out there with the SrA cleaning and throwing stuff away.  And you should set the example by getting your hands dirty and helping.  



· A couple other things to help the physical space of the office:

· When people come to you with construction project ideas try to see if it is feasible.  They will appreciate you taking the time/effort to make their work experience better, and it is your job. 

· Spot checks: Just like at home, the office will get dirty/cluttered over time.  You have to keep up the cleanliness, so do spot checks.  If you have a kitchen do an alternating cleaning schedule between civil law and justice.  Also, at least quarterly, close down the office at noon and have a pizza/cleaning party.

· Remind people that this is not their house.  This is a professional environment and they need to treat the physical space as such, especially the common areas.  This may be a bit much, but I take dishes left in the sink overnight to my office (and the owner has to come claim them if they want them back, ha-ha. Yes, I find that funny but they were warned). 

· In the spirit of leaving things better than you found it, create a rule that at least 1 week before someone PCS/moves offices, their office must be completely cleaned and spotless.  And do a check before they go! You don’t want the first impression of the new personnel to be, “wow this is a dirty office.”  Because they will equate that to the entire office.

· Part of this is also getting rid of checklists/appointment letters/extra duties that are just not necessary.  I try to cut down on that stuff as much as possible (at least 50% if you can).  It helps free up time for people to actually work, and most importantly, it is less stuff that leadership has to track.  

· Make sure it’s not only the enlisted who are cleaning. The officers need to be out there cleaning up as well. 

· Practical Example: It took my last office a year to completely clean it out, literally a year.  There was so much, just crap (70 desktops computers, 40 monitors, countless random items that had piled up over the years that should have been trashed).  Every month I would find a new storage closet that was packed full of needless items. Once we were done, the office was able to create FIVE additional workspaces within the office. 

c. Meetings 

	If there isnot a single depository of all the meetings that the legal office has with outside agencies, create one!  This list should include the meeting, frequency, primary and alternate, and whether it is a meeting that is an Article 6 requirement and thus you will need the meeting notes.  Everyone in the office should have access to this list so that if anyone is out the office can make sure that someone covers the meeting. 

	A few examples of typical office meetings are: 
· Law and Order with the Wing CC/OSI/SFS
· SAPR with the Vice Wing CC
· Weekly Leadership meeting with the Wing CC
· Chief MJ meeting with OSI
· Environmental meeting with CES
· Non-appropriated Fund Council meeting with FSS
· Emergency Management Working Group (EMWG)
· Base Support Planning Committee (BSPC)
· Planning and Zoning meeting with CES
· Community Initiatives Encroachment Meeting with Community Initiative Team
· Executive Committee of Medical Staff (ECOMS) with the MDG
· Wing Orientation Meeting with Airman and Family Readiness Center
· Family Advocacy Committee (FAC) with MDG
· Central Registry Board (CRB) with MDG
· Child Sexual Maltreatment Response Team (CSMRT) with MDG
· High Risk for Violence Response Team (HRVRT) with MDG
· Wing Inspection Team (WIT) Member Meeting with IG


	Office meetings are unavoidable, but they should be utilized strategically.  When you arrive, spend the first month attending all meetings to see how necessary or productive they are.  Additionally, ask the staff if they think a particular office meeting is necessary.  If the current meetings are not helpful, recommend getting rid of them.  Give that time back to your office so that they can focus on accomplishing their work and leaving at a reasonable hour. 

	I recommend no more than four office meetings a week that are never over an hour (unless you tack on training with it).  Short syncs or stand-ups are an option.  This is a quick, no more than 15-minute get together where everyone bring up hot issues.  Not what they are dealing with on a day in day out, but something that the SJA/DSJA/LOS needs to know is coming their way ASAP.  

· You should have rules for your office meetings.  Below are a couple examples
· Set the time limit for the meeting.
· Every meeting needs an agenda or specific purpose/topic to be addressed.
· No meetings on Friday, unless it’s a meeting to let people out early.
· Don’t let someone hijack meetings. And if you have someone who does it every week bring them aside and talk to them about it. 

· Practical Example: My ideal schedule for office meetings is below:

· Stand-up: 
· Who: The entire office 
· What: Quick morning meeting, lasting no more than 20 minutes 
· Where: Probably the courtroom where everyone can literally stand, to impress upon the point that this is a short meeting 
· When: Early in the week, maybe Monday or Tuesday 
· Why: So that people in the office can notify everyone at once about any hot issues that are coming up 

· Military Justice 
· Who: The MJ section and anyone with a need to know 
· What: Section specific meeting 
· Where: Conference room/Courtroom 
· When: Before or after the NAF MJ meeting, or early in the week
· Why: Discuss the status of cases/Art15s/Discharges. 
· I recommend a different meeting to go over any active cases that will be going to trial.  This would only include leadership, the Chief of MJ, trial counsel, and case paralegal. That way you can really focus on that one case and not waste everyone else’s time getting into the weeds of things

· Civil Law/Ops Law
· Who: The Civil/Ops Law section 
· What: Section specific meeting 
· Where: Conference room/Courtroom 
· When: Wednesday or earlier in the week
· Why: Discuss the status of legal assistance, tax center, claims, labor/employment law, contracts, etc…

· Staff Meeting
· Who: The entire office 
· What: Full blown office meeting 
· Where: Conference room/Courtroom 
· When: Whatever date you do your weekly training
· Why: Discuss office issues, things occurring around the base, present award/decorations, etc. 

· Example Schedule:
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d. The Calendar
	
	I highly recommend that you get an organized office Outlook or shared electronic calendar that is color-coded and that everyone is responsible for keeping up to date.  I recommend limiting the office to one calendar, instead of separate calendars for MJ, civil law, and leadership.  That is a personal preference because I hate switching back and forth between calendars.  Instead, just create one calendar with a color coding system. It is invaluable information as the Deputy to know, generally, where everyone is throughout the week. It allows you to plan office functions, set up TDYs, and know when you need to call in for reserve support.  I usually spent Monday mornings reviewing the calendar for the week, month, and future months. Additionally, if you are a visual person, you will be able to see the gaps in the office from the color schemes.  

· Practical Example: Everyone had to put their information on one calendar, even doctor appointments etc…  Basically, if they were going to be out of the office for more than an hour (besides like lunch) they needed to put it on the calendar.  
· MJ = red 
· Civil law = orange 
· Personal/leave = yellow 
· TDY/Reserve duties = green
· Leadership/entire office = blue  


· Example Document:
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e. The drive 

	The Drive! The depository of everything the office does.  What is interesting about the drive is that you have anywhere from 10 to 30 people with different personalities, organizational preferences, and structures all handling the drive at once.  Which is why you have to standardize its use. 
	
	When you get to your new office, spend some time in the drive. See if it makes sense, are things easy to find, do you have a robust ERM drive/process where finalized products can be saved?

	Not being able to find things on the drive or not saving things on the drive can cause many problems in an office if something happens to someone.  This is one of those sad talks where you tell everyone that if a car hits them you will feel bad, but the work will go on and we need to be able to find what they were working on. Additionally, future office personnel will need the work product and final products for continuity and Article 6 purposes.
	
	After reviewing the office drive, if you see issues now is the opportunity for you to make some changes and to ultimately KISS it.  It may seem small but standardizing the drive will be extremely helpful to the production of your office. As the Deputy, you should review the office drive at least quarterly to make sure everything is still going as planned. 

· Here are a few examples of rules for an office drive:
· All work product must be saved on the office drive.  Absolutely no work product on personal desktops/laptops.  
· There should be no personal folders on the office drive that contain work product.  
· Work product should be saved in a designated folder that corresponds to the legal issue.
· If someone wants a personal folder on the drive, it should be under the general office folder and should only contain personal information (like OPRs, fitness reports, ABLRs application, etc…).
· Finalized work product in PDF form belongs in the ERM drive, not the regular office drive (except for MJ stuff).  The regular office drive should have draft documents
· Drafts that you want saved to continuity of an evolving legal concept should be labeled “v1, v2, v3” or something like that with the ultimate version labeled “final.”
· My motto is that everything needs to be in a folder, so no free radicals out there. This will keep it organized.


· Practical Example:  At my last base, we spent months organizing the office drive but it was well worth it.  Once complete, finding documents was extremely easy and if someone fell out it was easy to pick up right where they stopped.  Additionally, it made it easy for leadership to find something if they needed to answer a question to the NAF/MAJCOM ASAP and did not have time to go ask a Captain. 

· The ideal office drive is very simple.  There should be a folder for 
· General Office stuff
· Leadership (this could be a separate big folder as well)
· Training
· Professional Development
· ROSTERs
· Military Justice
· Courts
· Art 15s
· Administrative Discharges
· General Law
· Civil Law
· Legal Assistance and Preventive Law
· Ops Law
· Ethics
· Labor
· Environmental
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XXXXX Legal Office Battle Rhythm

July 2020

(You can put images in the two corners: Wing symbol, MAJCOM symbols, JAGC symbol, whatever)





		Monthly Taskers

1st: IMR Status/BLSDM 

20th: GPC Cycle Approval

25th: AMJAMS QC



Monthly Reports

10th: AEF Roster (UDM Email)

20th: AETC Bad JAG/Prlgl (TMT)

25th: Enlisted Data Sheet (TMT)



Quarterly Reports

(Jan-Apr-Jul-Oct)

1st: Recall/Phone/ROSTER

4th: Civil Liberties/Reprisal (TMT)

15th: EM (email to CE)

15th: NAF Alleged Base Misconduct Report AMR (TMT)

15th: AETC Qrt Awards



On-going 

- Security Clearance:

- Upgrade training: 

   - 5 lvl – XXX, XXX, XXX

   - 7 lvl – XXX

- Certification

 - XXXX, XXXXX, XXXXX

- Rotation Plan

 -- XXXXX: CMJ

 -- XXXXX: Deployed

 -- XXXX: CAA after Lts rtn JASOC

 -- Lts: CLA (XXX), CAD (XX)

 -- XX: MJ, CAL after Lts rtn, CCL

 -- XXXX: Civil law winter

 -- XXXX: MJ winter (Oct PCC)

		To Do List

Leadership

- Continuity Binder



Office

- Article 6 Prep 

- SELO 



Personnel

- Front Desk position 

- Sijan Award (30 Jun)

		Training Schedule



7 May: FOIA/PA (XXXXX)

14 May: DSCA (XXXXX)

21 May: Installation Law (XXXX)

28 May: Con rights (XXXX)



		

		

		Professional Development

8 May: Officer – Trial prep

20 May: Officer – Morale Lunch 

20 May: Enlisted – Morale Lunch





TDY

1-12 Jun: LOMC (MSgt XXX)

17-18 Jun: AETC (XXXX/XXX)

13-17 Jul: DOC (XXXX)

20 Jul – 18 Sep: JASOC (Lts)



Deployments

SSgt XXXXX returns in Jun

Maj XXXXXX returns in Oct



		

		OPR/EPRs

**Lt Col XXXXX 19: w/WSA

Capt XXXX, Capt XXXX: w/ Mbr

SrA EPRs: w/ LOS

Capt XXX/XXX/XXX: w/ Wg

Lt Col XX 20’, Capt XX 20’; Maj XXX: w/ boss

XXX/XXX/XXX/XXXX: w/ DSJA



Feedbacks: XXXX, Lts (10 May) 



Decorations: XXXX, XXXX, XXX, XXX, XXX, XXXX



XXX w/LOS

		



		

		

		Big Rocks

- Sending JAGs to SOS

  -- XXXX: 6 Jul – 21 Aug



- Art 6: 19-21 Oct 20



 PCS

- Incoming

 -- Capt XXXX, Lt Col XXX

- Outgoing

 -- Lt Col XXX, Capt XXX, Capt XXX



		

		Birthdays

23 – Capt XXXX

26 – Capt XXXX

		





		



		JAN

- Qtr Reports

- Section goals

- Rec Mgt CY

		FEB

- Recruiting

- VWAP

		MAR

- Qtr Awards

- Civ folder rev

- Next Gen Award

		APR

- Self Assessment

- Qtr Reports

		MAY

- Welcome/in-process

- Decorations

		JUN

- Qtr Awards





		JUL

- Qtr Reports

- Update WebPDI



		AUG

- Deleg/Appt update

- Recruiting

- Ofc intel brief

- Review MTP

		SEP

- Qtr Awards

- Next-Gen Awd

- Self Assessment

		OCT

- Qtr Reports/GPC

		NOV

- PR/CLE/SAPR

- ROSTER



		DEC

- Qtr Awards

- Annual Awards

- TJAG Awards









You can put your vision here
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[image: ]department of the air force

wing symbol (majcom)

XXXXX air force base ST XXXXX-XXXX





3 December 2019





MEMORANDUM FOR WING SYMBOL ALL



FROM:  WING SYMBOL LEADERSHIP



SUBJECT:  XXXXXXX Wing Legal Office Strategic Plan  	Comment by hooperjo: Utilize your Wing mission and the JAG Corps mission to develop your office strategic plan. 



1.  Team, the work ethic, passion, and dedication you exhibit on a daily basis in the                       XXXXX Wing legal office is truly inspiring.  We have thoroughly enjoyed witnessing first-hand how you are changing the Air Force, XXXX Air Force Base, and the JAG Corps from within our office.  WING COMMANDER and our higher headquarters leadership continue to challenge and empower everyone to make bold, innovative decisions at the lowest level.  This document provides the direction and acts as WING SYMBOL JA’s playbook to align activity to our mission and vision.  It communicates our intent and should guide your decision making processes.



2.  XXXXXXX WING LEGAL OFFICE MISSION, VISION, AND MINDSET



· OUR MISSION:  DELIVER PROFESSIONAL, CANDID, INDEPENDENT COUNSEL AND FULL-SPECTRUM LEGAL CAPABILITIES TO THE WING 	Comment by hooperjo: Defines your business, objectives, and approach to reaching those objectives

· Our mission sets our priorities.  It is simple, measurable, and easily identifiable as the core of what we do and why we exist in the XXXXXXX Wing and the       JAG Corps.  Everything we do must reinforce our mission.



· OUR VISION:  WE BUILD THE NEXT GENERATION OF LEGAL PROFESSIONALS	Comment by hooperjo: Describe your desired future position

· Our vision clarifies both our purpose and direction in the XXXXXXX Wing legal office.  XXXXXXXXXXXXXXXXXXXX, and it faces complex legal issues.  This incredible responsibility can only be accomplished by building more knowledgeable and prepared legal professionals.  Let this vision guide you as you make great decisions. 	Comment by hooperjo: Thunderbolt Nation is the largest Fighter Wing in the world



· OUR MINDSET:  WE ARE CHANGING THE AIR FORCE AND THE JAG CORPS FROM WITHIN THE XXXXXXXXX WING LEGAL OFFICE	Comment by hooperjo: Honestly my wing CC had this in his strategic plan so we just went with it. I view it as an overarching vibe for the office

· We are inspired with how you already embrace the growth and learning mindset.  This mindset challenges our best and brightest Airmen to tackle problems and craft solutions by thinking outside the box. It is a mindset we challenge everyone to continue embracing as we look toward the future.



3.  LINES OF EFFORT:  In order to achieve our Mission and Vision, we utilize three Lines of Effort (LOE) to help provide focus and align our daily decisions.  This framework will prioritize our efforts and ensure that we provide the Air Force with the highest quality legal professionals and combat ready Airmen.  	Comment by hooperjo: A LOE links multiple tasks and mission using the logic of purpose- cause and effect- to focus efforts toward establishing operational and strategic conditions.

Figure out what your office needs to focus on and that is where you will get your LOEs.  Make your LOEs semi-broad so that your sections can create SMART goals based on the LOE.





· LOE 1:  INCREASE CAPACITY TO MEET CURRENT AND FUTURE LEGAL NEEDS.  

· This LOE is internally and externally focused. We must find ways to work more efficiently by continuously evaluating our primary constraints and strive to reduce extraneous effort.  Each legal professional is responsible for identifying their impacts on existing plans and programs, while also creating new plans and programs that streamline key processes and create efficiencies, both within the office and with outside agencies.  By understanding these impacts, each person can align and increase enterprise capacity.



· LOE 2:  IMPROVE THE QUALITY OF OUR TRAINING 

· This LOE is internally focused and aims to balance the need to increase capacity with the need to produce high quality legal professionals.  To do this, we must provide high quality continuous instruction while acquiring better training aids.  We must also aim to upgrade our support infrastructure and diligently plan for future legal needs in order to maximize mission effectiveness and optimally develop our most precious resource, our Airmen!



· LOE 3:  STRENGTHEN PARTNERSHIPS ACROSS THE ENTERPRISE

· This LOE is externally focused and aims to build a more cohesive relationship that is synergetic and fosters direct, stream-lined communication, both with the various units on base and our legal/law enforcement partners in the community.  Accomplishing this will break down barriers between the legal office and the community while increasing mission effectiveness.  



4.  IMPLEMENTATION:  Our method of implementation starts with connecting and aligning our legal mission with the XXXXXX Wing’s mission, while creating a culture of continuous improvement.  We have already started doing that with the great work everyone did with the self-assessment.  To further implement this strategic plan we will build upon our self-assessment and focus our efforts on addressing our performance gaps, improving our current systems, and training to be the best JAGs, paralegals, and civilian attorneys/support staff that the Air Force JAG Corps has to offer.  







 

						XXXXXXXXXXXXXXXX, MSgt, USAF

						Law Office Superintendent







XXXXXXXXXXXXXXX, Maj, USAF

						Deputy Staff Judge Advocate







XXXXXXXXXXXXXXX, Lt Col, USAF

						Staff Judge Advocate





image1.png








image4.emf
Example - Strategic  Plan Section SMART Goals.docx


Example - Strategic Plan Section SMART Goals.docx
Legal Office Mission, Vision, & Mindset

In a Nut Shell





OUR MISSION: DELIVER PROFESSIONAL, FULL-SPECTRUM LEGAL SUPPORT, AT THE SPEED OF RELEVANCE, FOR MISSION SUCCESS IN THE	WING



OUR VISION:  WE BUILD THE NEXT GENERATION OF LEGAL PROFESSIONALS



OUR MINDSET: WE ARE CHANGING THE AIR FORCE AND THE JAG CORPS FROM WITHIN THE	WING LEGAL OFFICE



LOE 1:  INCREASE CAPACITY TO MEET CURRENT AND FUTURE LEGAL NEEDS

· Leadership:

· Create a continuity binder for the SJA/DSJA/LOS positions, which details the various plans and programs that leadership is responsible for, by Summer 2020.

· Complete Art 6 prep by 8 April 2020.

· General Law:

· No Will client required to wait more than 30 days for a chance to see a JAG.

· Maintain 80% average five-day-turnaround for suspenses.

· All request for assistance/review receive an initial response within 24 hours.

· Military Justice:

· Keep daily justice meeting to < 20 min.

· Eliminate single points of failure: ensure two justice team members are on every email.

· Identify individual daily “top-3” task and drive teaming by helping others once individual task are complete.



LOE 2:  IMPROVE QUALITY OF OUR TRAINING

· Leadership:

· Create a litigation specific training program, with at least 3 sessions, by June 2020.

· General Law:

· Create one legal “how-to” guide per month on a civil law issue to provide guidance for a new JAG/paralegal facing that issue for the first time. Author of guide will brief civil law team at next meeting once guide is finalized.

· Each paralegal to partner with JAG on suspensed project, outside of their area of expertise, once a month.  Paralegal to provide lessons learned at first civil law meeting of the month.

· Military Justice:

· Conduct useful, self-critical, hot washes less than 30 days after each litigated event.

· Conduct Month-in-Review internal meeting to capture best practices: first Monday of each month.



LOE 3:  STRENGTHEN PARTNERSHIPS ACROSS THE ENTERPRISE

· Leadership:

· Host a CLE and tour of the base for local attorneys by May 2020.

· Develop a mini-SELO/SOLO course for XXXX AFB, that will be conducted during 2020.

· General Law:

· 4.5+ average rating in all legal assistance and general law grading criteria.

· Brief	AFB unit(s) once per quarter on relevant civil law issue.

· Military Justice:

· Attend First Sergeants breakfast once a quarter.

· Offer court disposition guidance to commanders face-to-face 100% of the time. If CC is un- available or refuses, offer advice over the phone: use email as a last resort.

· Conduct customer satisfaction survey once a quarter: first survey to be sent 1 April 2020.
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Legal Office Off-Site


		Who

		Legal Office



		What

		Office Off-Site



		Where
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		Uptown Alley



		

		
[image: image4]



		When

		Monday, 19 Nov 18, from 0800-1600



		Why

		To increase team morale, set goals, and discuss/implement the office strategic plan





Schedule:


		0800

		Meet at
AFB, at the
(Smoke pit)


*We will carpool to
.  If you don’t want to carpool you can meet at

, in the section 4 parking lot. It does cost $7 to enter the park, and we will cover those who are carpooling.



		0800-0830

		Drive to



		0830-1000

		Fierce Hike! (driving separately, arrive early)



		0830

		Hike to Waterfall (it’s really just a pool of water)



		0900

		Personal goals discussion



		0930

		Hike to parking lot



		1000

		Drive back to
AFB



		1000-1100

		Personal time



		1130

		Meet at Uptown Alley



		1130-1230

		Food



		1230-1330

		Discussion



		1330-1530

		Fierce Bowling!






image6.emf
Example - Initial Art  6 Self Assessment Plan (email correspondemce with office, start at the bottom email).docx


Example - Initial Art 6 Self Assessment Plan (email correspondemce with office, start at the bottom email).docx
From: To:













Cc:

Subject:	(View in HTML) Self-Assessment: REVIEW Phase -Due by COB Thursday - 8 Nov 18

Date:	Friday, November 2, 2018 8:36:00 AM



Team,



The Article 6 review is complete and the excel sheet can be found here. It is a shared document so everyone can edit it at the same time (do not make copies of the excel sheet).  Please just update  your answers in the answer column and do not erase my comments as they will be helpful for continuity. The due date for corrections for the Article 6 will be Thursday, 8 Nov 18 (The MICT due date is still Mon, 5 Nov  18)



· The goal should be to leave an inspector with so much info, that they don’t ask you any questions and don’t need any additional   documents.

· Check the example answers as a guide. You don’t have to copy them but review them to see how thorough the answers can  be.

· If there is something that the office needs to do to be in compliance please explain what it is and the process we will use moving  forward.

· Substantiation is KEY – we must provide documents that show that we are using the correct law/standards (legal reviews, emails, MFRs  etc..).



Professional Development: Info from  JAI



SCORING: Notably, both the AFIS and Article 6 inspections seek to foster a culture of unfettered, critical self-assessment by rewarding self-identification of deficiencies, although the rewards    manifest differently. Under the AFIS, self-identification of non-compliance will not result in a  deficiency under most circumstances; therefore, it is important to clearly identify shortcomings and outline an improvement plan. Identifying non-compliance under the Article 6 Inspection is handled differently: self-identified deficiencies allow for the opportunity to substantially correct the    deficiency prior to the inspection. If the discovered deficiency is substantially corrected prior to a JAI Article 6 Inspection, it will be identified as a corrected deficiency, and result in no points deducted. Self-assessments are vitally important to both inspection   systems.



SUBSTANTIATION: Although checklist answers are important to demonstrate an understanding of the process/regulatory requirement, documents such as comprehensive legal reviews that cite the correct law and apply the correct legal standard, demonstrate compliance. Another way to demonstrate compliance is to maintain appropriate   emails.



GOAL: Although all offices are required to provide some additional information, those offices that perform the best are required to supplement their originally provided documents very little.



Thank you.



V/r



Maj



Deputy Staff Judge Advocate Wing

COMM

Cell:











From:

Sent: Tuesday, October 30, 2018 12:32  PM

		To:

		



		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		



		



		



		

		

		

		



		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		



		

		

		



		

		

		



		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		



		Cc:

		

		

		

		

		

		

		

		

		





Subject: (View in HTML) Self-Assessment: REVIEW Phase -Due by COB Monday - 5 Nov 18 Team,

BLUF: Review and updates for MICT are due by COB Monday, 5 Nov 18 and can be found here. I will hopefully have the Article 6 completed by COB Thursday    with a separate deadline for completion.



Good job so far with the self-assessment. I know an inspection is new to many of us and I can see the hard work that everyone is putting into it. I finished a cursory review of the MICT inspection. I say cursory because my comments are to make you think about the best way to answer a question.

Please go beyond my comments if you have more to say.     We will have a more thorough review with



The MICT excel sheet can be found here. It is a shared document so everyone can edit it at the same time (do not make copies of the excel sheet). Please just update your answers in the answer column and do not erase my comments and they will be helpful for   continuity.



Big picture items are below (if something is in red, it didn’t make sense, was awkwardly worded, or is just a hot item to correct)

· Our answers should be standardized (don’t forget to add the attachments at the end of the answer). Example: Yes. The SJA discusses UCI with every commander, either at new commander conferences, at the SOD, or one-on-one. Each commander is aware of the prohibitions against UCI and will consult with the SJA prior to engaging in discussions with junior commanders to ensure mentoring, rather than directing.  The SJA is also looking out  for potential UCI issues, wherever they may arise. The SJA also assigns ASJA to brief UCI at various opportunities to include Wing Stand Up. ATTACHMENTS: (1) Email Wing Stand Up - UCI brief; (2) JA Wing Stand Up Slides - UCI brief; and (3) Commander briefing given September 2014 and April  2015

· The inspection period is one year “1 Oct 17 – 1 Nov 18.”  If we haven’t had a particular issue  in the last year, please still look at prior years.  Also, ensure that we know exactly what to do   if a situation/issue were to arise (who we contact, what the is the process, POCs, etc..).

· Please take a close look at the guidance/regulation/rule and not just the JAI question. The guidance/regulation/rule may have more requirements than what Jai just put in their question on the excel  sheet.

· Substantiating  documents

· We need to provide at least 5 examples for common legal issues that we deal with. If there are not 5 then put in as many as we  have.

· Should follow the guidance/regulation/rule. If it does not we need to point that out and explain why and that we know how to do it moving   forward.



Thank you all for the hard work! V/r

Maj



Deputy Staff Judge Advocate Wing

COMM

Cell:





From:

 (
To:
)Sent: Tuesday, October 2, 2018 5:33  PM



		

		

		

		

		

		

		

		

		



		

		



		



		



		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		



		

		

		



		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		Cc:

		

		

		

		

		

		

		

		





Subject: (View in HTML) Self-Assessment scheduled for 29 - 31 Oct 18 - Phase 2 due NLT 19 Oct 18 Team,

BLUF: Phase 2 (3 Oct – 19 Oct) of the Self-Assessment will consist of answering questions and uploading substantiating document.     Phase 3 will be a week of review (22 Oct – 26 Oct).



· Goal: To have an honest look at how our office is doing as it pertains to the inspection items. The inspection items are just one way to assess an office and it is not the end all be all, but it    is a good starting point. Please be critical in your assessment of the office, this way we can  spot deficiencies right now and work on improving them moving   forward.

· Spotting a deficiency is not a bad thing - check out the professional development section at the end of the email to learn more about how inspection teams view offices who point out their deficiencies. But of course, if you point out a deficiency have a COA to fix it.



Phase 2: Answer all questions thoroughly and upload substantiating documents. The self- assessment timeframe will be from 1 Oct 17 – 1 Nov   18.

· I created a folder for general law and a folder for justice so that both sections can work on the answers at the same time in separate excel sheets. I will combine the answers onto one excel sheet after the inspection. If your section wants to put all the answers on a word document that is fine  too.

· General Law – your folder and excel sheets can be found   here

· Justice – your folder and excel sheet can be found   here

· Answering questions

· Answers should be fully developed and should explain the process that we go through to ensure that we are in compliance with the inspection item. Our processes should  be easily mimicked – essentially, if something happens to anyone, a person in the office should be able to pick up where they left  off.

· This is a good time to start creating continuity binders. As you go   through

the questions, if there is something that should be memorialized please do so.



· In the answer to your question please also list the substantiating documents that are you providing.

· Example: Yes.  The SJA discusses UCI with every commander, either at   new

commander conferences, at the SOD, or one-on-one. Each commander is aware of the prohibitions against UCI and will consult with the SJA prior to engaging in discussions with junior commanders to ensure mentoring, rather than directing. The SJA is also looking out for potential UCI issues, wherever they may arise.  The SJA also assigns ASJA to brief UCI at various   opportunities to include Wing Stand Up.  ATTACHMENTS: (1) Email Wing  Stand Up - UCI brief; (2) JA Wing Stand Up Slides - UCI brief; and (3) Commander briefing given September 2014 and April   2015

· DOCUMENT – DOCUMENT –  DOCUMENT

· Remember that if there is no substantiating documentation then it arguably did not happen.

· If we do not have documentation please make a note of how we are going to ensure that we will document things in the  future.

· Past inspection reports and answers  from both	AFB and	AFB can be found in the self-assessment folder labeled “Past reports and answers” and can be found here. You can use this as a guide but please, all answers should be fresh based on   substantiating evidence that can be found. You can also find a list of JAI deficiencies and tips in this folder.





Professional Development



Self-inspection teams seek to foster a culture of unfettered, critical self-assessment by rewarding self-identification of deficiencies, although the rewards manifest differently. Under the AFIS, self- identification of non-compliance will not result in a deficiency under most circumstances; therefore,   it is important to clearly identify shortcomings and outline an improvement plan. Identifying non- compliance under the Article 6 Inspection is handled differently: self-identified deficiencies allow for the opportunity to substantially correct the deficiency prior to the inspection. If the discovered deficiency is substantially corrected prior to a JAI Article 6 Inspection, it will be identified as a corrected deficiency, and result in no points deducted.  Self-assessments are vitally important to   both  inspection systems.



If you have any questions or concerns please let me   know.



V/r



, Maj, USAF

Deputy Staff Judge Advocate

Staff Judge Advocate











From:

 (
To:
Cc:
)Sent: Monday, September 17, 2018 10:17  AM

Subject: (View in HTML) Self-Assessment scheduled for 29 - 31 Oct 18 - Phase 1 due NLT 1 Oct 18



Good morning Team,



BLUF: Please have all references highlighted and placed in the self-assessment folder NLT 1 Oct 18. As we are pulling references please also think about how we are going to prove that we are in compliance. The next phases will focus on answering the questions and pulling substantiating documents.



The self-assessment will be broken into three sections with a Lead officer in each section.  The  section Leads are responsible for dividing the work load for each section, but personnel should be assigned to questions that correlate with their duty assignment. Section Leads, please let me know once your section has completed Phase  1.



· Leadership - Maj

o Please note that some leadership questions may need inputs from General Law or Military Justice

· General Law - Maj

· Military Justice - Capt



· Phase 1: Reference check and  collection.

· Each section is responsible for collecting the relevant references (AFIs, DoDIs, CFRs, etc..) for their respective questions and placing the specific pages from   each



reference in the folders.

· References should be in PDF form and the relevant chapter, paragraph, pages should be highlighted (please do not put an entire AFI in the reference folder and ONLY use the relevant pages). I pulled a few references and they are in the self-assessment folder under AFI-guidance.  As you pull AFIs/Guidance you can put them in this   folder for others to use.

· The reference must be in the folders NLT 1 Oct  18.

· The self-assessment folder can be found  here

· Inside the self-assessment folder you will find 3 folders (Guidance, Art 6,   and

MICT), the article 6 Wing inspection excel sheet, and the MICT inspection excel sheet. Please use the 13 Sep 18, inspection list when looking for your references. I will let everyone know if the inspection list is updated between now and the  self-assessment.

· FYSA most of the justice questions are in the Art 6 and most of the general law questions are in  MICT.

· Inside the Art 6 and MICT folders you will find that each question has its   own

folder. Within each question’s folder is a “reference folder” and a “substantiating” folder.

· Please place all reference items into the reference folder. Please make sure to highlight the relevant portion of the   reference.

· Section Leads are responsible for making sure that each question   is

attributable to someone in the office. Please list the individual’s name in the title of the questions’  folder.

· An example of what we are looking for can be found   here.

· Special Items

· VWAP will be within Military  Justice

· Foreign Criminal Jurisdiction will be within General  Law

· Please pull the references even if a question is not applicable to our   office.



Professional Development – It is important to know the history of the Air Force inspection program.



Inspections should be viewed as an opportunity to highlight all the great work the office is doing, as well as showcase the incredible personnel. Inspections are not meant to “catch” mistakes for the sake of creating “gotcha” moments. They are designed to highlight shortcomings and risk, with the goal of improving effectiveness and  efficiency.



Robust, candid, self-assessments help identify areas in need of attention, and if done right, focus on regulatory requirements. A shared commitment to meeting regulatory requirements normally leads  to the effective provision of legal services—and also greatly reduces the need for last minute inspection preparation. Ideally, there should be very little inspection preparation. Keep in mind, inspectors merely evaluate the performance of the day-to-day legal office mission over the   inspection window. Self-assessments should be conducted at least twice a year: in the spring and in the fall.  A spring self-assessment provides direction for the remainder of the year, while one in the  fall allows time for correction before the end of the calendar   year.



If you have any questions or concerns please let me   know.



V/r



, Maj, USAF

Deputy Staff Judge Advocate

Wing Staff Judge Advocate













-----Original Message----- From:

Sent: Thursday, September 6, 2018 10:20  AM

		To:

		



		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		

		



		



		



		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		



		

		

		



		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		



		Cc:

		

		

		

		

		

		

		

		





Subject: Self-Assessment scheduled for 29 - 31 Oct 18 (View in HTML) Good morning Team,





We will have a self-assessment covering the Air Force Inspection System (AFIS) and Art 6 inspection from Mon, 29 Oct 18 - Wed, 31 Oct 18. We will provide more guidance within the next couple of weeks, but I want to ensure that this is on everyone's   radar.



As we prepare for our self-assessment we will provide general information about the inspection process. Having an understanding of the inspection process and preparing for an inspection will help everyone's professional development moving forward, and let’s face it, inspections are inevitable in  the profession of arms.







Professional Development – It is important to know the history of the Air Force inspection program.



· Prior to 2011, Air Force Inspections, known as Unit Compliance Inspections (UCI), primarily assessed compliance with functional (career field) requirements. UCI inspections of legal offices varied among MAJCOMs and did not consistently inform TJAG of noted deficiencies—limiting HAF/JA’s ability to provide guidance or implement   solutions.



· From 2011-2013, Air Force senior leaders began to dismantle UCIs by eliminating all functional (career field) inspections. Only functional (career field) inspections that were required by law remained.  Of course, one of those by-law inspections was TJAG’s Article 6 inspection authority     under 10 USC § 806.



· In 2013, the Under Secretary of the Air Force signed the Program Action Directive (PAD) 13- 01, implementing the Air Force Inspection System under which we currently   operate.



· AFIS is predicated on the concept that Airmen and Commanders must stay focused on the mission, not the inspection. Inspections of old, including UCIs, often resulted in hyper preparation leading up to a week-long evaluation. These types of inspections were effective in assessing units during a snapshot in time—the inspection week—but did not facilitate sustained evaluation to provide a clearer picture of prolonged effectiveness and   compliance.



· Now, under the AFIS, MAJCOM IG teams conduct Unit Effectiveness Inspections (UEI)—a continual evaluation that will generally span several years, providing a “photo album” of Wing effectiveness instead of a single snapshot. Building the “photo album” requires MAJCOM functional staffs to perform continual evaluation through the regular monitoring of various performance indicators.



· The AFIS implementation drove modifications in the Article 6 Inspection, including shifting many Article 6 Inspection requirements to the  AFIS.



· Prior to 2015, JAI Article 6 Inspections included nearly all legal office services. In 2015, however, the primary focus of JAI Article 6 Inspections became military justice, leadership, and training—understanding that TJAG may include other areas at his discretion. Moreover, now most other areas of legal services, including civil law, ethics, contracts, are inspected under the AFIS by MAJCOM IGs who may shift focus as they deem   appropriate.



More to follow on our self-assessment.     Please let me know if you have any questions or concerns.







V/r















, Maj, USAF



Wing Staff Judge Advocate
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Example - Second Art 6 Self Assessment Plan (email correspondemce with office, start at the bottom email) v 2.docx
From:

To:













Cc:

Subject:	(View in HTML) Self-Assessment Plan and timetable (references due 22 Mar and answers due 29 Mar)

Date:	Wednesday, March 13, 2019 2:00:00 PM



Team (view in HTML),



(sorry if this is a duplicate, shocking but my email   froze)



BLUF: We are going to complete our self-assessment earlier than originally scheduled to prepare for the SAV. Please review the below for action items (red) and timelines (blue). No extensions will be given for this assessment as we are running up against higher headquarters’ timeline.  Sorry about   the long email but we wanted to give everyone the full picture ahead of time so that you can determine how best to handle your  sections.



There is a new Art 6 Checklist that ultimately eliminated 25% of the questions!!! However, there are about 22 new questions and some notable changes are: (1) There is only 1 checklist, they combined Art 6 and MICT; (2) the items are linked to a JAGC Alignment based on the Strategic Plan; and (3) the checklist is organized for the 4 legal domains we now operate under – Leadership, Military Justice,  Civil law, and Ops and International  Law.



Attached you will find a forward for the new checklist, a qualitative assessment (grading system), and Q&A for the new checklist for your  review.



The self-assessment folder can be found here.     Within the folder you will find the below:

· Article 6 Questions – Separate folders for each individual question with sub folders for reference  and substantiation

· Add the name of the person who is responsible for the folder to the title. Example “Question 1 - Leadership - Maj	”

· NAF Review – This folder contains the Art 6 and MICT answers that we sent to the NAF a couple weeks ago for review. You can use this as reference only. The deficiency tracker is also in this folder.

· Please still do a complete review of the questions and   answers.

· Excel sheet “2019 Wing Inspection Checklist” – Most up to date Art 6   checklist.

· Please list your answers on the excel sheet. It is a shared document so we should all be able to work on it at the same  time.



PHASES (you can work on Phase 1 and Phase 2 at the same time, they just have specific deadlines)

· Phase 1:  Reference check and collection completed by Friday 22 Mar   19.

· Collect all relevant references listed on the Art 6  checklist.

· Each reference must have a separate PDF and the relevant paragraphs must   be



highlighted.   You just need the relevant pages.

o List all references based on the following example “AFI XX-XXX, title, para xxxxx, current as of 3 Jan 19.”



· Phase 2: Answer all Questions and provide substantiating documents by Friday 29 Mar 19. (Review period is October 2017 to present, you can pull the documents from the prior self- assessment which can be found  here).

· Answers should be fully developed and should explain the process that we go through to ensure that we are in compliance with the inspection   item.

· The strategic plan can be incorporated into the answers. More to follow   but

keep that in mind as you review the  questions.

· Our processes should be easily mimicked – essentially, if something   happens

to anyone, a person in the office should be able to pick up where they left off.

· All deficiencies must have a Corrective Action Plan.  Please write out the CAP   in

both the answer and copy it to column “I” so that it is easily   identifiable.

· In the answer to your question please also list the substantiating   documents

that you are providing.

· Example: Yes.  The SJA discusses UCI with every commander, either  at new commander conferences, at the SOD, or one-on-one. Each commander is aware of the prohibitions against UCI and will consult with the SJA prior to engaging in discussions with junior  commanders to ensure mentoring, rather than directing. The SJA is also looking out for potential UCI issues, wherever they may arise. The SJA also assigns ASJA to brief UCI at various opportunities to include Wing Stand Up. ATTACHMENTS: (1) Email Wing Stand Up - UCI brief; (2) JA Wing Stand Up Slides - UCI brief; and (3)  Commander briefing given September 2014 and April   2015.

· DOCUMENT – DOCUMENT –  DOCUMENT

· Please place documents in the substantiation folder by year, so there   should

be a 2017, 2018, 2019 folder with corresponding documents, if applicable. They should also be listed by number 1., 2., 3. Ext (if practical try to list in chronological order).

· Each document will be its own PDF.  DO NOT attach a PDF that   contains

multiple  separate actions.

· Documents should be labeled “Attachment X – doc type –   specific

case/name/unit” (Attachment 1 – Final SIR –  345678, Maj	).

· Remember that if there is no substantiating documentation then it   arguably

did not happen.

· If we do not have documentation please make a note of how we are going   to

ensure that we will document things in the future and this can be in the corrective action plan.

· All documentation must be listed in the answer as: ATTACHMENTS: (1)   Email

Wing Stand Up - UCI brief; (2) JA Wing Stand Up Slides - UCI brief; and (3) Commander briefing given September 2014 and April   2015.



· Phase 3: Leadership review completed by 3 Apr  19.



· Phase 4: Corrections completed by 10 Apr  19.



Please let me know if you have any questions or concerns. V/r

Maj



Deputy Staff Judge Advocate Wing



Cell:
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Fly, Fight, & Win







Office of the Staff Judge Advocate

/JA

Welcomes



You to Our Office!











Cave Tonitrum
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AFB Mission



Legal Office Mission

Strategic Plan

Office Information

Training/PD

Office Vibe

Overview
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Evacuation Area:  Just across the road

Meet in parking lot  next to the Youth  Center







Remember:

Shelter/Evac

Active Shooter

Duress

Front Desk &  Breakroom

Workspaces

A – Will Room  B – Courtroom

C – Deliberation Room











Safety
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Mission

We train the world’s greatest fighter pilots  and combat ready Airmen!



Vision

We build the future of Airpower.



Mindset

We are changing the Air Force  from within the	Wing.

Mission, Vision, and Mindset
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Leadership





Commander

Vice Commander

Command Chief

OG Commander

MXG Commander

MSG Commander

MDG Commander
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Rollout Video
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How We Build an F-16 Pilot

8 Months to Complete

305 Hours of Academics  148 Training Days

110 Student Sorties Required



54 Simulator Events
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5 Months to Complete

360 Hours of Academics  105 Training Days

18 Student Sorties Required



42 Simulator Events



How We Build an F-35 Pilot







Cave Tonitrum

















Fly, Fight, & Win







United  Kingdom

United States

Italy

Netherlands

Turkey

Canada

Australia

Norway

Denmark

















































Japan





Israel







Korea

Coalition…
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/JA Organization

Military Justice Team



Maj

, Chief, MJ











SSgt

, NCOIC, MJ

Capt

, Chief,

Adverse
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, NCOIC, AA

A1C

, MJ

Mrs.

, CR

Mrs.

, DC

Civil Law Team







Capt

Lt

, Chief, LA

Ms.

, Env Law

SSgt H

NCOIC

Mr.

, Legal Assistant

SJA

DSJA



Contracts & Labor

, Chief, CL	Capt

Chief, AL

Capt	,

Chief, Admin  Actions
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, CL
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, CL
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LOS
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Supporting the Mission

SSgt

SrA

Capt









Lt Col

Maj

Maj

Capt
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Mission

Deliver professional, candid, independent counsel and  full-spectrum legal capabilities to the	Wing!



Vision

We build the next generation of legal professionals.



Mindset

We are changing the Air Force and the JAG Corps from  within the	Wing legal office.

Mission, Vision, and Mindset
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Lines of Effort

LOE 1

INCREASE CAPACITY TO MEET CURRENT AND  FUTURE LEGAL NEEDS



LOE 2

IMPROVE QUALITY OF OUR TRAINING AND KEY

PROCESSES



LOE 3

STRENGTHEN PARTNERSHIPS ACROSS THE

ENTERPRISE
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LOE 1:



INCREASE CAPACITY TO MEET CURRENT AND  FUTURE LEGAL NEEDS.



To achieve this LOE, we must find ways to work more  efficiently by continuously evaluating our primary  constraints and strive to reduce extraneous effort.	Each  legal professional is responsible for identifying their  impacts on and creating plans that streamline processes to  create efficiencies.	By understanding these impacts, each  person can align and increase enterprise capacity.

Office Strategic Plan





Cave Tonitrum





















LOE 2:



IMPROVE QUALITY OF OUR TRAINING AND KEY  PROCESSES.



We must balance the need to increase capacity with the  need to produce high quality legal professionals.	To do this,  we must provide high quality continuous instruction while  acquiring better training aids.	We must also aim to upgrade  our support infrastructure and diligently plan for future  legal needs in order to maximize mission effectiveness and  optimally develop our most precious resource, our Airmen!

Office Strategic Plan

Fly, Fight, & Win
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LOE 3:



STRENGTHEN PARTNERSHIPS ACROSS THE  ENTERPRISE.



This LOE aims to build a more cohesive relationship that is  synergistic and fosters direct, stream-lined communication,  both with the various units on base and our legal/law  enforcement partners in the community.	Accomplishing this  will break down barriers between the legal office and the  community while increasing mission effectiveness.

Office Strategic Plan

Fly, Fight, & Win
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Fly, Fight, & Win





Duty Hours

	Mon, Tue, Thur = 0730-1630

Wed = Individual PT, in the office by 0830

Fri = Group PT, in the office by 0830



Notary/POA Hours

	Mon/Tue = 0830-1500

	Wed = 1000-1500

	Thur = 1030-1615

	Fri = 0830-1500



Legal Assistance Hours

Tuesday walk-ins = 0900-1100

Wednesday wills = 1000-1200

Thursday walk-ins = 1300-1500

Office Hours
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Fly, Fight, & Win







Office

Stand-up = Tue in the Courtroom @ 0830

Staff Meeting = Thur in the Courtroom @ 0830

Training = Thur in the Courtroom @ 0900

Section huddles = daily/weekly @ Chief’s discretion



Civil Law

Section Meeting = Wed in the Conference room @ 0900



Military Justice

NAF Meeting = Tuesday in Leadership suite @ 1230

Section Meeting = Tuesday in Leadership suite @ 1300

Standing Office Meetings
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Fly, Fight, & Win



**Annotate everything on the office calendar (color code)



Leave

Coordinate with your Supervisor

Request leave with SJA via LeaveWEB and supervisor as the  alternate (officers it’s DSJA)



TDY

Submit orders 5 duty days before departure

Submit voucher NLT 5 duty days from return



Appointments

Try not to schedule during office meetings or legal assistance

Leave/TDY/Appt
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Office Calendar
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Fly, Fight, & Win





Office Training Plan





If you go TDY, plan on teaching  when you get back!

FLITE/CNS = let us know if you  find a course you want to attend

Heritage training
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Fly, Fight, & Win







Professional Development

Goal: Leave	AFB  with more knowledge  than leadership had as  brand new JAGs and  paralegals.



Monthly

Officer

Enlisted

Joint



Sentencing/I Love Me  Binders
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Fly, Fight, & Win





Professional Development

Weekly Bullets  & Feedback

Personal Goals  FIRE Side Chats
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Fly, Fight, & Win



Let’s take a look at it

No free radicals

No work product on your desktop



JA = General Office Info

JAC = Civil Law

Contracts, Labor, Ethics/Fiscal, Legal Assistance,  Environmental, Medical, Claims, FOIA

JAM = Military Justice

Courts, Art 15, Discharges, Demotion, Debarments,  Driving Suspension, G-Series orders, Misc adverse  actions

Office File Plan
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Fly, Fight, & Win





Keeping Leadership in the loop

When in doubt, overshare (work only, not personal life)

Inspections

Ownership of your program/work product

Team work!

Food (specifically breakfast) and candy

Laughter/Fun

Texting – it is how we communicate

Cleanliness/Organization/Standardization

Innovation/Creativity – we embrace change

Life outside of the legal office

Leave it better than how you found it!

Office Vibe – What we like
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Fly, Fight, & Win







Single Points of Failure

Repeating the same mistake

Not editing your work-product

Dishes in the sink

“Well that is what we did in the past” or “that is  how how we have always done it”

Vegetables

Bad attitudes/Jerks/Know-it-alls

Problems/criticism without solutions

Office Vibe – What we don’t like
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Fly, Fight, & Win





Awards and Achievements
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Questions?
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Month: APRIL

OPR/EPR Bullets
Monthly Tracker

GOAL: Provide inputs so that at least 5 solid bullets can be created for each month.

Outside the office: Add volunteer work, educational progression, etc...

What was the accomplishment?

What specifically did you do?

What was the Result/impact?

Week 1

‘What was the accomplishment?

‘What specifically did you do?.

What was the Result/impact?

Week2

‘What was the accomplishment?

[ What specifically did you do?

[ What was the Result/impact?

Week3
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Luke Legal Office
Personal Goals

Below you will find the personal SMART goals of personnel in the Luke Legal Office.
‘accountable!

We support cach other by keeping each other

Finish Aw War College by 31 July 2010

Save 25% of yearly income by 31 December 2015, checked quarterly
Fast food no more than 3 times a month.

Finish ACSC by 31 July 2019
Weight under 220 by 31 July 2019
Maintain weight under 220, monthly. from July — December 2019

Complete - marathon by 31 July 2019
Specifically. sign up and run the San Diego Rock and Roll % marathon

Tiave = financial pian by 31 December 2018
Complete SLRP paperwork before attending SOS.

Complete an extensive financial plan by 31 December 2010

Take the Korean language proficiency test by 30 June 2019
Read 2.3 Japanese language books by 31 December 2019
Take the Japanese language proficiency test by 31 December 2019

TSe

Stady for MSgt 1 br sach weekday
Study for MSet 3 hrs on Saturday and 3 s on Sunday

SSer

Finish CCAF by 30 June 2019
Continue school after CCAF

Ssat

Be a certified car seat technician by 31 July 2019
959% or better, on first PT test. by 31 January 2020
Loose 151bs by 31 January 2020

Cash to pay for a S15k gutter machine and cquipment by 30 November 2015

Tiave 2 job offer by 51 December 2018
Take the Multistate bar exam by 31 July 2019

Aic

Graduate before PCS|
To not fail a class

Aic

Debt Free (school and credit cards) by 31 December 2015
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Questions?
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Example - Training Plan 2020.docx
/JA 2020 Training Plan





		January - Paralegals

· 2: No Training (New Years)

None

· 9: Preferral/Referral	)

Lt

· 16: Claims (	)

Capt

· 23: Discharge Board



    30: UIF (	)

Capt

		February – Paralegals

· 6: Discharges (	)

Capt

    13: LOAC (	)

Capt

· 20: Chp 4( TSgt	)

TSgt

· 27: ROTs (MSgt	)

MSgt

		March – Litigation

· 5: Dos/Donts in court (SJA)

Maj

· 12: ISALC (Capt	)

MSgt

· 19: BLITZ Day

None

· 26: Court-Martial





		April – Paralegal Certificaion

· 2: Command Authority (	)

Maj

· 9: Search/Seizure (	)

Capt

· 16: Immunity/Motions (	)

Capt

· 23: ISALC/Pre-trial	)

Capt

· 30: Discovery/Stips (	)

Capt

		May – Civil/Con Issues

· 7: FOIA/PA (	)

Capt

    14: DSCA (	)

Capt

· 21: Installation Law (	)

None

· 28: Con rights for Mil (	)

None

		June – Ethics

· 4: Court Reporter Action (Ms.  )

SSgt

· 11: Ethics (	)

SrA

· 18: Post Gov/OGE (Ms	)

SrA

· 25: Fiscal (Mr.	)

SSgt



		July – Interns

· 2: Social Media (Extern	)

Extern

· 9: Lautenberg/DV (Lt	)

Lt

· 16: FEB (Lt	)

Lt

· 23: Off Limits (Lt	)

Lt

· 30: Criminal Justice (SrA	)

· SrA

		August – Labor

· 6: CPO

Capt

    13: EO

Capt

· 20:  Court - Sherwood



    27: Mr.

Capt

		September – Ops

· 3: CAMPUS



· 10: Acquisition



   17:



· 24: Litigation (Maj	)





		October – Environmental

· 1: RMO



· 8: Big Env issues PFOS/PFOA



· 15: ELFSC



· 22: Trip to the Range



· 29: LPSP & Warm Hand-off



		November – Mandatory

· 5: Family Advocacy Program



· 12: Professional Responsibility



· 19: Off-Site



· 26: No Training (Thanksgiving)

None

		December – Litigation

· 3: Procurement



   10:



   17:



· 24: No Training (X-Mas)

None

· 31: No Training (New Years)

None





· Court-Martials are litigation training – everyone should take the opportunity to sit in

· Future Ops: Space, Cyber, Flight Line Visit – Military

· Training

Heritage Training







/JA 2019 Training Plan





		January

· 3: No Training (New Years)

None

· 10: EMS Tour

None

· 17: MJAC (Capt	)

None

· 24: PR (Maj

None

· 31: Resiliency Day

None

		February

· 7: Discovery (Maj	)

Capt

· 14: Court Martial

None

· 21: Trust and Estates (	)

SSgt

· 28: Deployment (Capt	)

Capt

		March

· 7: MJ Act – CAMPUS

SSgt

· 14: Medical Law (Maj	)

Maj

· 21: Consumer Pro (Capt	)

A1C

· 28: Range Visit

None



		April - Leadership

· 4: Maj

SrA

· 11: County Attorney Office

None

· 18: Court-Martial

None

· 25: SAV Prep

None

		May – Environmental

· 2: AETC SAV

None

· 9: Intro to Env Law (Lt Col	)

Maj

    16: AF 813 (Ms.	)

TSgt

· 23: Sonic Boom (SSgt	)

SSgt

    30: CES (Mr.	)

Capt

		June – Contract/Fiscal

· 6: Court-Martial



· 13: Fiscal Law (Lt	)

Lt

· 20: Contracting (Capt	)

Capt

· 27: Contracting (Capt

)

Lt



		

		

		



		July – Interns

· 4: No Training (4th of July)

None

· 11: Intern

SrA

· 18: Court Martial

None

    25: Lt

A1C

		August – Ops Law

· 1: Flight Line Visit

None

· 8: SSgt	/A1C	AIB

A1C

· 15: Capt	s TDY

Capt

· 22: Self Defense – ROE (campus)

SSgt

· 29: Promotion Party!

· None

		September – Ops

· 5: 607th Tour

· None

· 12: SSgt	s TDY

· SSgt

· 19: ANG Overview (Lt Col

/MSgt	)

A1C

· 26: Int’l Agreements - Campus

Capt



		October – Investigations

· 3:  Green Dot (A1C	)

· A1C

· 10: Litigating BoIs - Campus

MSgt

· 17: IG Course Part 1 (Maj	)

Maj

· 24: IG Course Part 2 (Capt

Capt

· 31: LPSP & Warm Hand-off

Capt

		November – Ethics

· 7: Court Martial

None

· 14: Family Advocacy Program

Capt

· 21: Ethics from SJA perspective

Lt Col

· 28: No Training (Thanksgiving)

None

		December – Paralegals

· 5: Court Martial

None

· 12: VWAP (Mr.	)



   19:



· 26: No Training (X-Mas)

None



		

		

		





· Court-Martials are litigation training – everyone should take the opportunity to sit in
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Example - PD Training Plan.docx






AFB

Professional Development Training





2018

 (
July
August
Officer/Enlisted: Big picture
 
Air Force and JAGC Review
 
(
brief
)
September
Officer (14
th
): Lunch with
 
SJA
Enlisted (21
st
): Lunch with
 
LOS
October
Officer (17
th
): Assignments from JAX
 
perspective
Enlisted (31
st
):
 
N/A
November
Officer (29
th
): PRF
 
Training
Enlisted (1
st
): LOS Duties/AMS, CNS, 
vPC
, PRDA, CAMPUS,
 
TBA
December
Officer/Enlisted (14
th
): Joint OPR/EPR
 
Training
Officer (17
th
): Line Officer
 
OPRs
Enlisted (13
th
): Paralegal Assignments
 
VTC
)



2019



		January

· Officer (30th): Lunch with Col (	)



· Enlisted (31st): Paralegal Retraining Process

		February

· Officer/Enlisted (19th): Joint – sentencing binders (PRDA, MyPERS, Career Data Brief, records collection, etc.)

		March

· Officer (21st): IDE with Maj (SAF LL)

· Enlisted (21st): Effective Tips for Briefing



		April

· Officer (30th): Paralegal UGT

· Enlisted (26th): Paralegal UGT

		May

· Officer: AFLOA

· Enlisted: AFLOA

		June

· Officer: Overview of JAX

· Enlisted:



		July

· Officer: Overview of HQ JA entities

· Enlisted: Specialty Jobs (CCF, TI)

		August

· Officer: Lunch w/ BG ANG

· Enlisted: Lunch Intro w/ new LOS

		September

· Officer: Intel Ops

· Enlisted: Education Office Breif



		October

· Officer: Bullet Writing Seminar

· Enlisted: Bullet Writing Seminar

		November

· Officer: Role of the LOS

· Enlisted: Officer World

		December

· Officer: PD break

· Enlisted: PD break







2020



		January

· Officer: Outstanding Amn brief

· Enlisted: Outstanding Amn brief

		February

· Officer: PRF/BTZ

· Enlisted: Counselings

		March

· Officer: OPR/Bullets

· Enlisted: EPR/Bullets



		April

· Officer/Enlisted – Awards board practice, personal goals update, Military Etiquette/leadership training

		May

· Officer: Trial Prep

· Enlisted: Bullets/performance Reports

		June

· Officer: Morale Event

· Enlisted: Morale Event



		July

· Officer: Assignments

· Enlisted:

		August

· Officer

· Enlisted

		September

· Officer

· Enlisted



		October

· Officer

· Enlisted

		November

· Officer

· Enlisted

		December

· Officer

· Enlisted
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Example - OPR and EPR Monthly Tracker.docx




OPR/EPR Bullets

Monthly Tracker

Month: FEBRUARY

GOAL: Provide inputs so that at least 3-5 solid bullets can be created for each month. 







		

		What was the accomplishment?

		What specifically did you do?

		What was the Result/Impact?



		Option 1

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		











		

		What was the accomplishment?

		What specifically did you do?

		What was the Result/Impact?



		Option 2

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		



		

		









		

		What was the accomplishment?

		What specifically did you do?

		What was the Result/Impact?



		Option 3
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Example - OPR and EPR Writing Guide.docx
OPR/EPR Bullets

[bookmark: _GoBack]Below is a writing guide for inputs/bullets.  



Accomplishment Bullet: 

· Accomplishment: Answers the “so what?” or “why was that/this action important?

· Specifics: Describe your task, actions or behavior. Verbs! How big? How many? What percent?  NUMBERS, NUMBERS, NUMBERS

· Provide impact: What is significant? Who is affected? Why should I care?  Ask “Is the impact office-wide? unit-wide? Base-wide? Community-focused? AF-wide? JAG-wide?

· LA Cost: Consultation ($175), Will ($300, Notary ($5), Medical Directive ($100), Correspondence ($125), POA ($50)



Anatomy of a Bullet:

· Superlative: 2-3 word statement at the beginning of the bullet: “Skilled arbitrator!”  

· Superlative not always needed… Don’t force it if it doesn’t relate

· Action Verbs: One word to capture what you did.  Use Thesaurus, Google “leadership verbs” or “power verbs”

· http://www.quintcareers.com/action_skills.html



		

Example 1

		

		



		What was the accomplishment?

		What specifically did you do?

		What was the Result/Impact?



		- Red Cross Volunteer;



		; blood drive setup/teardown, gave refreshments--

		--64 total pints, life saving tool





		Break it down further…

- Red Cross volunteer; blood drive setup/teardown, gave refreshments--64 total pints, life saving tool

- Red Cross blood drive vol; setup/teardown/refreshments--64 total life-saving pints

- RC blood drive vol; 9 hrs setup/teardown/recovery area safety--64 pints raised



		

Example 2

		

		



		What was the accomplishment?

		What specifically did you do?

		What was the Result/Impact?



		- Unit Safety rep;



		; conducted briefs, safety inspections--



		--rated Outstanding during Wing safety inspection





		Break it down even further

- Unit Safety rep; conducted briefs, safety inspections--rated Outstanding during Wing safety inspection

- Unit Safety rep; briefed safety prep at CC Call/conducted walk-throughs--Wg inspectors “Outstanding” 



		

Example 3

		

		



		What was the accomplishment?

		What specifically did you do?

		What was the Result/Impact?



		- Identified 2 in-flight emergencies;

		; coord with ATC/CAOC, deconflicted airspace--

		--KC-135/C-130 landed safely in Al Udeid



		Break it down even further

- Identified 2 in-flight emergencies; coord with ATC/CAOC, deconflicted airspace--KC-135/C-130 landed safely in Al Udeid

- IDd 2x IFEs; drove ATC/CAOC coord/deconflicted airspace--$32M aircrafts/aircrews both landed safely
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DEPARTMENT OF THE AIR FORCE







XX XXXXXXX 20XX



MEMORANDUM FOR XXXXXXX FROM:	/JA

SUBJECT:  Legal Review – XXXX (type of law) – XXX (specific issue or subject)



1. BLUF: 1-2 sentence summary and conclusion/recommendation.



2. BACKGROUND:



a. If you want to describe the history of a situation but not have that history in the analysis section, then it should be in the background section of the legal review.



b. Not all legal reviews will need or require a background section. If one is not needed, just delete the background section and re-number the paragraphs.



3. FACTS:



a. List all facts, no need to summarize the entire event, just pertinent facts. Any fact used in the analysis should be in this section.



b. Stick to facts, no analysis or opinion here.



4. MEMBER’S RESPONSE: Place a member’s response here, if applicable. If N/A, no need to have this section.



5. LAW: (Must have the updated law/source document every time you do a legal review)



a. List the relevant portions of all laws, directives, policy memos, and regulations.



b. Air Force Instruction XX-XXX, Xxxxxxx Xxxxxxxx Xxxxxxx, para X.X.X states, “xxxxxxxxxxxxxxxxxxxxx.”



c. Typically, no commentary in the law section.



6. ANALYSIS:



a. This is like a closing statement: Any law cited in the analysis must be present in the LAW section. Any fact cited in the analysis must be present in the FACT section. Just as in Court where evidence must be presented during trial in order for you to use it in your argument.







-—FOR OFFICIAL USE ONLY—



b. Analysis of the law to the facts.



i. Example – Per AFI XX-XXX, if the sky is blue, then the grass is always green. Here, the sky is blue because XX says it was blue. Moreover, XX took a photo of the sky and photo shows that the sky is blue.  Therefore, the grass is green.



c. Address each portion of the law in your analysis. If possible, do so in order. If there is something in the LAW section that you are not using in your analysis, ask yourself why it’s in the LAW section.  There may be a good reason, but maybe there isn’t.



7. OPTIONS:



a. If this is the type of legal review that provides options to a CC, list the options below.



b. If this legal review does not need options, then skip this section.



8. CONCLUSION or RECOMMENDATION:



a. Conclusion = Legally sufficient analysis.



b. Recommendation = The office is recommending a particular course of action (usually you see this in MJ).



c. End the sentence with your contact information. Please contact me at DSN 896-XXXX or XXXXXXX.XXXXX.X@us.af.mil if you have any questions.







XXXXX X. XXXXXXXX, Rank, USAF

Title





I concur.





XXXXX X. XXXXXXXX, Rank, USAF

Title



3 Attachments:

1. XXXXXX

2. XXXXXXX

3. XXXXXXX















—FOR OFFICIAL USE ONLY—
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XX XX/JA Writing Guide/Tips



· Always check the Tongue and Quill

· If your legal review is based off a template from an AFI or any other guidance, then use that template. However, still review the template to make sure it makes sense and captures everything.

· Be consistent throughout your legal review

· Date format:

· Date of memo should always be a full date = 17 December 2018

· Use active voice: On XX XXXX 2019, Subject + verb

· Unit: 56th Force Support Squadron = 56 FSS

· Citations:

· AFI = Air Force Instruction XX-XXX, Xxxxx Xxxxxx Xxxxx, para XXX

· No years for AFI (unless you need to make a point or you know a new AIF may come out that may change the analysis and we need to know which version we were reviewing at the time), but policy memos should be dated.

· LAW = Blue Book citations

· Spacing:

· 2 spaces after the end of a sentence/period

· 4 lines before signature block (unless trying to fit everything on one page)

· Do not break up dates, names, etc.. when moving to the next line of a document

· Always good to look down the right hand column before you send for review

· Abbreviations: Spell out once and then abbreviate for the rest of the document

· Even spell out AFB, AFI, AFMAN, and IAW, for the first time.

· Never leave a signature on a page by itself. Always drop down a line or two on the signature page.

· Paragraph:

· “para” in a citation

· “paragraph” in a sentence

· Be concise:  If you can say it in five words instead of eight, use five words.

· I have reviewed = I reviewed (don’t need the “have”)

· Commas:

· After dates

· Except when showing a range (from 1 September 2018 to 3 October 2018)

· Oxford Comma = XXXX, XXX, XXX, and XXXX

· DSN is always “896”-XXXX

· Footnote: Always use FOUO. Below statements are only needed if you think it is necessary

· [bookmark: _GoBack]CONFIDENTIALITY NOTICE: This contains attorney work-product or information protected under the attorney-client privilege, both of which are protected from disclosure under the Freedom of Information Act, 5 U.S.C. § 552. Do not release outside of DoD channels without prior authorization from XXX FW/JA.

· PRIVACY ACT: The Privacy Act of 1974, as amended, may apply. This communication could contain information protected IAW DoD 5400.11R, For Official Use Only (FOUO).
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Office


Standing Office Meetings

[image: ]Fly, Fight, & Win



· Stand-up = Tue in the Courtroom @ 0830

· Staff Meeting = Thur in the Courtroom @ 0830

· Training = Thur in the Courtroom @ 0900

· Section huddles = daily/weekly @ Chief’s discretion



Civil Law

· Section Meeting = Wed in the Conference room @ 0900



Military Justice

· NAF Meeting = Tuesday in Leadership suite @ 1230

· Section Meeting = Tuesday in Leadership suite @ 1300



Cave Tonitrum
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XXXXX Legal Office Battle Rhythm

July 2019

(You can put images in the two corners: Wing symbol, MAJCOM symbols, JAGC symbol, whatever)







		Monthly Taskers

1st: IMR Status

1st: BLSDM

20th: GPC Cycle Approval



Monthly Reports

1st: Timeliness (Email to NAF)

2nd: Enlisted Data Sheet (TMT)

10th: AEF Roster (UDM Email)

20th: AETC JAG/Prlgl Misconduct

24th: IMA paralegal (TMT)



Quarterly Reports

(Jan-Apr-Jul-Oct)

1st: Recall/Office Phone Roster

4th: Civil Liberties (TMT)

15th: Emergency Management (email to CE)

15th: NAF Alleged Base Misconduct Report AMR (TMT)



On-going 

- UPDATE ERM DRIVE

- Security Clearance:

   - XXXX, XXX, XXXX

- Upgrade training: 

   - 5 lvl – XXX, XXXX, XXX

   - 7 lvl – XXXX

- Certification

   - Capt XXX, Capt XXX

		To Do List

Leadership

- Feedback

-- New Lt (WebPDI, 7 Jul)

- Paralegal Application

- Org Flow Chart & Rater changes



Office

- Sunshine Fund



Personnel

- Baby shower – XXXX (8 Jul)

- XXXX Promotion

- New Personnel



		Training Schedule



4 Jul: XXXXX 

11 Jul: XXXXX

18 Jul: XXXXX

25 Jul: XXXXX





		

		

		Professional Development



30 Jul: Officer – HQ

28 Jun: Enlisted – Lunch



TDY

15-26 Jul: XXXX - Contracting

22-26 Jul: XXX - Recruiting 

22-26 Jul: XXX/XXX - AIB

22-26 Jul: XXX – IG course

19-23 Aug: XXX/XXX - IG course  

22 Jul – 22 Sep: Lt – JASOC



Deployments

August 2019 – SSgt XXXX

March 2020 – Maj XXXX



		

		OPR/EPRs

Capt XXX: issues

Capt XXX 17’: w/ member

Capt XXXX 18’: w/ boss

Lt Col XXXXX: w/ WSA

Lt Col XX/Capt XXX/Capt XXX: w/ WSA

Maj XXX: w/ WSA

Maj XXX: working

(M)TSgt XXX: working



Decorations: Capt XXX, Capt XX, SrA XX, Reservist XXX 

		



		

		

		Big Rocks

- Off-Site XXXXX

- Art 6 Self Assessment in Oct



		

		Birthdays

- 10 Jun: Capt XXXX

- 25 June:  SSgt XXXXX

		





		



		JAN

- Qtr Reports

- Section goals

- Rec Mgt CY

		FEB

- Recruiting

- TJAG Awards

- VWAP

		MAR

- Qtr Awards

- Civ folder rev

- Next Gen Award

		APR

- Self Assessment

- Qtr Reports

		MAY

- Welcome/in-proce

- Decorations

		JUN

- Qtr Awards





		JUL

- Qtr Reports

- Update WebPDI



		AUG

- Deleg/Appt update

- Recruiting

- Office Cleaning



		SEP

- Civ/Res folder rev

- Qtr/Next-Gen Awd

- Self Assessment



		OCT

- Qtr Reports/GPC

		NOV

- PR/CLE/SAPR

- ROSTER/Intel



		DEC

- Qtr Awards

- Annual Awards

- TJAG Awards
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