  TASK PROCEDURE AND THE ORDER GIVING PROCESS
Task Procedure / Orders Format Aide Memoire
Task Procedure - Steps
Step 1 – Receive orders: These initial orders, delivered by a superior, allow you to start preparing for the task. Orders may be delivered as simple task instructions (in no specific format) or via a warning order for more complicated tasks. A warning order will then normally be followed by the presentation of formal orders using the SMESC format (verbal or written (operation order).

Step 2 - Conduct a mini time appreciation before briefing your subordinates. This involves judging the amount of time available and allotting a certain amount to each activity that must  take place prior to task completion. This involves considering the current time, time needed for a mini recce, when the warning order should be delivered to your subordinates, and when the task must be completed.

Step 3 - Conduct a mini reconnaissance (recce) before briefing your subordinates. This involves collecting the information that will affect initial planning and the conduct of concurrent activity.

Step 4 - Prepare and transmit a warning order to your subordinates. In order to prepare, they must be given notice of an upcoming task or activity as soon as possible. As a minimum it should state:
· the nature of the task

· the location and time for the presentation of verbal orders or distribution of written orders

· the earliest time for a move or commencement of activities

· any administrative preparation or concurrent activity that the team can start doing while the detailed time appreciation and recce are being conducted and orders prepared
Step 5 - Conduct a detailed time appreciation. You must plan the time allocation backwards from successful completion of the task to the present time. The following questions will help determine what must be accounted for:
· how much time is there between now and when the task must be completed?

· what must be accomplished during that time (eg. detailed recce, planning, orders, moves, meals, etc)?

· how much time can be allocated for each activity?

· what is the logical sequence for task completion and which of them can be done concurrently?

Step 6 - Conduct a detailed recce with anyone else who has been assigned a key responsibility. This is an opportunity to study the location and resources in depth. Routes are plotted, site set up is mapped out, risks are assessed, safety issues considered, equipment is tested, and orders are checked. Detailed notes should be made.

Step 7 - Make a plan and prepare orders. This is where logical analysis or the military estimate will be used to determine the best way to accomplish the task. Once an option is chosen, the leader must do the following to translate it into a plan:

· identify the major steps (phases) or logical sequence that you must follow to complete the plan and achieve the aim of the task. This involves determining:

a. WHAT tasks must be done

b. WHO will do them

c. WHEN work (including each subordinate phase, if applicable) must start and finish

d. WHERE the work will take place and how to get there, if applicable
e. HOW tasks are to be completed (eg. procedures to follow)

· You can now prepare a diagram, or planning matrix, that illustrates these five things. Your subordinates will require these details so they can complete their tasks in the manner desired by you. This matrix will translate into the groupings and tasks that you will assign when issuing your orders:

Planning matrix:
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	WHEN
	WHERE
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Step 8 – Issue orders. Your plan will ultimately be delivered to your team either in verbal or written format. The orders should include all the information required to achieve the aim. The SMESC format provided on Page 3 outlines a logical format for the presentation of orders, as it simplifies the process while retaining brevity, clarity and completeness.

