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Purpose. This regulation provides the policy and governance for the use and management of 
the U.S Army Corps of Engineers Enterprise Task Management Software Solution. It 
establishes the Enterprise Task Management Software Solution as the authoritative 
correspondence and task management system. 

Applicability. This policy applies to Headquarters, U.S. Army Corps of Engineers, its major 
supporting commands, support agencies, and any of its elements when responding to official 
taskings or corresponding with or preparing correspondence for the Chain of Command. 

Distribution Statement. Approved for public release; distribution is unlimited. 

Proponent and Exception Authority. The proponent of this regulation is the CECS. The 
proponent has the authority to approve exceptions or waivers to this regulation that are 
consistent with controlling law and regulations. Only the proponent of a publication or form may 
modify it by officially revising or rescinding it. 



 ER 25-52-1 ● 18 June 2026 i 

______________________________________________________________________ 

Contents 

1. Purpose ................................................................................................................... 1 

2. Distribution statement ........................................................................................... 1 

3. References .............................................................................................................. 1 

4. Records management (recordkeeping) requirements ........................................ 1 

5. Associated publications ........................................................................................ 1 

6. Roles and Responsibilities .................................................................................... 1 

7. Policy ....................................................................................................................... 6 

8. Timeliness of Actions ........................................................................................... 10 

9. High priority actions and walk-through procedures ......................................... 12 

10. Rejection, reassignment of tasks, and extension requests .............................. 12 

Appendixes 

Appendix A References .............................................................................................. 14 

Glossary of Terms  



 ER 25-52-1 ● 18 June 2026 1 

1. Purpose 

This regulation provides the policy and governance for the use and management of the 
U.S Army Corps of Engineers Enterprise Task Management Software Solution. It 
establishes the Enterprise Task Management Software Solution as the authoritative 
correspondence and task management system. 

2. Distribution statement 

Approved for public release; distribution is unlimited. 

3. References 

See Appendix A. 

4. Records management (recordkeeping) requirements 

The records management requirement for all record numbers, associated forms, and 
reports required by this publication are addressed in the Army Records Retention 
Schedule. Detailed information for all related record numbers is located on the U.S. 
Army Corps of Engineers (USACE) Records Management Site 
https://usace.dps.mil/sites/INTRA-CIOG6/SitePages/Records-Management.aspx. If any 
record numbers, forms, and reports are not current, addressed, and/or published 
correctly, see DA Pam 25-403 for guidance. 

5. Associated publications 

Procedures associated with this regulation are found in EP 25-52-1. 

6. Roles and Responsibilities  

a. USACE Chief of Staff (COS) 

(1) Is the proponent for USACE ETMS2. 

(2) Will set the vision and strategic goals. 

(3) Will engage with senior stakeholders and communicate the strategic value and 
status of the USACE ETMS2 program to USACE senior leadership. 

(4) Will serve as the final adjudicative authority for systemic issues, administrative 
conflicts related to taskers, or ETMS2 policy disputes. 

b. USACE Deputy Chief of Staff (DCOS). 

(1) Will implement the strategic vision through an actional program plan and 
operational directives. 

https://usace.dps.mil/sites/INTRA-CIOG6/SitePages/Records-Management.aspx
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(2) Will develop the program budget and make operational budgetary decisions 
and major resource allocations. 

(3) Will act as the primary authority for resolving all operational and system-related 
issues. 

(4) Will manage operational communications with users, team leads and technical 
supports. 

(5) Will develop and maintain specific standard operating procedures and user 
guidance. 

(6) Will manage and direct all daily activities, team hierarchy, and system 
operations to execute the program plan. 

(7) May delegate the execution of some, or all assigned responsibilities to the 
USACE Secretary of the General Staff (SGS). 

c. USACE CIO. 

(1) Will serve as the ultimate authority for the cybersecurity posture of the USACE 
ETMS2 system ensuring it meets all Department of Defense and Army cybersecurity 
requirements. 

(2) Will direct all security scanning, patching of vulnerabilities, and system 
hardening for the USACE ETMS2 application, database, and servers. 

(3) Will manage the IT budget specifically for USACE ETMS2's infrastructure, 
licenses, and contracts. 

(4) Will oversee the technical integration of ETMS2 with other enterprise services, 
such as Common Access Card/ Public Key Infrastructure (CAC/PKI) for authentication, 
digital signature services, and Army enterprise data hubs. 

(5) Will manage the technical relationship with the software vendor or development 
team, overseeing contract compliance, software updates/releases, and technical 
support escalations. 

d. USACE Secretary of the General Staff (SGS)  

(1) Will execute the program plan at the user level, ensuring administrative 
processes align with strategic goals. 

(2) Will directly manage the lifecycle of internal staff actions and correspondence 
submitted in the system for the USACE Command Group. 

(3) Will provide input to the USACE DCOS on user needs and resource 
requirements for administrative functions. 
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(4) Will develop, publish, and enforce specific policies, formats, and guidance for 
correspondence and staff action management. 

(5) Will serve as the initial point of contact for resolving user-level procedural 
issues and administrative errors. 

(6) Will serve as the senior principal advisor to the USACE Commanding General, 
Deputy Commanding General, Chief of Staff, Command Sergeant Major (CSM) and 
Staff for administrative matters. 

(7) May delegate any of their assigned duties related to USACE ETMS2 
management, whether inherent to their role or delegated from the USACE DCOS to the 
USACE-SGS Staff Action Control Officer (SACO). 

e. USACE-SGS Staff Action Control Officer (SACO) 

(1) Will actively monitor all incoming staff actions submitted for the USACE 
Command Group. 

(2) Will route and conduct quality control reviews for format and completeness and 
enforce administrative standards on staff action packages on behalf of the USACE 
SGS. 

(3) Will serve as the primary point of contact for all users regarding the status of 
specific actions and proper execution of administrative procedures. 

(4) Will act as the designated representative for the USACE SGS in all matters 
related to the execution of staff actions. 

f. USACE G3 

(1) Is the designated enterprise tasking authority for all actions originating from 
external organizations. 

(2) Is responsible for the end-to-end management of external tasking process, from 
receipt and validation to final assignment, monitoring and completion. 

(3) Will provide strategic guidance and will establish priorities for the management 
and execution of the external task portfolio across the enterprise. 

(4) Will work directly with the USACE COS to resolve major strategic issues, 
conflicts in priority, or complex assignment disputes related to external tasks. 

(5) May delegate the execution of some, or all, assigned responsibilities to the 
USACE G33. 

g. USACE G3 SACO 
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(1) Will receive, validate, log, and distribute all incoming external tasks assigned in 
ETMS2 to the appropriate USACE components. 

(2) Will actively track the status and progress of all assigned external tasks, 
ensuring suspense dates are met and providing regular status updates to the USACE 
G3 leadership. 

(3) Will conduct initial reviews of external taskers for clarity, completeness and 
feasibility before assignment, and review responses for completeness before closure. 

(4) Will serve as the primary point of contact for other SACOs across the enterprise 
on all matters related to the execution and procedures of assigned external taskers. 

(5) Will identify and elevate any issues, conflicts, or requests to the USACE-G3 
leadership for a decision. 

(6) Will maintain official record for all external tasks, ensuring data accuracy and 
providing reports as required by the USACE-G3 leadership. 

(7) Will act as the designated representative for the USACE-G3 on all matters 
related to the day-to-day management and execution of external tasking process. 

h. Office of Chief of Engineers (OCE). 

(1) Will serve as the personal staff element responsible for managing actions 
directed to the Chief of Engineers in his Title 10 capacity. 

(2) Will liaise directly with the USACE-G3 SACO to receive coordinated USACE 
responses assigned via Headquarters Department of the Army (HQDA) ETMS2 and to 
synchronize on tasks requiring joint action or awareness. 

(3) Will re-route any tasks that are incorrectly assigned to OCE within the HQDA 
ETMS2 instance to USACE-G3 SACO team. 

(4) Will take the USACE response and any OCE input, to complete requirements 
for the Chief of Engineers or Deputy Chief of Engineers for any dual-organization 
taskings assigned to OCE and USACE that require a Senior Leader Approval Process 
(SLAP). 

(5) Will represent USACE and will enact “WALKTHROUGH” procedures with the 
Executive Communications and Control (ECC) when directed by the Director/Vice 
Director of the Army Staff on short suspense Army Senior Leader (ASL) taskings. 

i. USACE Division Chiefs, Commander, Directors, Deputy Directors or Equivalent 

(1) Will be responsible for reviewing and authorizing responses originating from 
their directorate. 
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(2) Will designate a primary and secondary SACO for their respective areas of 
responsibility. 

(3) Will evaluate and provide endorsements for USACE Command Group 
packages, and will complete Senior Leader Approval Process (SLAP) within USACE 
ETMS2 before internal actions are submitted to the USACE SGS for the final 
preparation and approval process. 

j. USACE Branch Chiefs, Deputy Branch Chiefs, or Equivalent. 

(1) Will communicate positions and responses for their principals, provide clarifying 
or amplifying guidance to designated Action Officers (AOs) and personnel within their 
directorate or office in the development of responses. 

(2) Will ensure their guidance provides the strategic direction and priorities set by 
the principal. 

k. USACE Assistant Directors, Executive Assistant (EA), Executive Officers (XO) 
or Equivalent. 

(1) Will assist the Designated AOs and SACOs with identifying any discrepancies 
or errors in the assignment of actions. 

(2) Will assist in facilitating effective negotiation and collaboration for successfully 
reassignments of taskers. 

l. USACE Directorates and Staff Office SACO. The USACE Directorate of Staff 
Office SACO is the organization’s primary process manager for all assigned actions.  

(1) Will conduct the initial mission analysis to either accept or reject taskers 
assigned to their directorate by the USACE G3. 

(2) Will track actions within their directorate and office to ensure adequate control 
and timely submission. 

(3) Will liaise with AOs, Executive Assistant (EA), USACE SGS SACO and USACE 
G3 SACO as necessary. 

(4) Will serve as the subject matter expert on all administrative and procedural 
aspects of the tasker process. 

(5) Will support designated AOs by providing clear guidance, conducting thorough 
quality reviews, and managing the final submission to ensure the response can proceed 
through the approval process with minimal administrative friction. 

(6) Will verify that actions requiring Command Group approval follow accurate 
routing procedures through SLAP routes. 
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(7) Will apply the Command Approver designation for all actions requiring approval 
from Senior Executive Service (SES) member or General Officer (GO) for external 
taskers only. 

(8) Will manage the internal routing of the completed response for review and 
approval. 

(9)  Will manage USACE ETMS2 license allocation for their team. 

(10)  Will submit USACE ETMS2 account activation and deactivation requests via 
the Army Enterprise Service Management Portal (AESMP). 
https://www.aesmp.army.mil. 

(11) Will participate in the weekly HQDA Tasker Synch lead by the USACE G3 
SACO to review, discuss, and report tasker deadlines and statuses. 

m. Action Officers (AO). The AO is the content owner responsible for developing a 
comprehensive, fully coordinated, and timely response to an assigned action. 

(1) Will retain responsibility from assignment until a final decision is made. 

(2) Will develop comprehensive responses that address all aspects of the tasker 
and reflect the best possible advice. 

(3) Will coordinate with all relevant stakeholders to gain concurrence and will 
resolve any nonconcurrence. 

(4) Will secure coordination from the principal or principal deputy for actions 
requiring Army Senior Leader (ASL) approval. 

(5) Will prepare and provide the final, coordinated package for submission through 
the established routing process. 

(6) Will coordinate with their respective SACOs from tasker assignment through 
final submission to ensure that the response is timely, fully coordinated, and meet all 
administrative, formatting, and routing requirements. 

7. Policy 

a. Use. The USACE ETMS2 is the authorized and mandatory system of record for 
processing all staff actions and external taskers directed to the USACE Command 
Group (Commanding General (CG), Deputy Commanding General (DCG), Chief of Staff 
(COS), Command Sergeant Major (CSM)) or other Headquarters USACE staff 
principals. 

b. License Allocation and Management. USACE ETMS2 licenses are a centrally 
managed, limited resource. Allocation is based on mission requirements and is 
governed by the following tiered structure: 
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(1) Within HQUSACE, licenses will be allocated to personnel on a role-dependent 
basis and licenses will be managed by the Secretary of the General Staff.  

(2) Each Major Subordinate Commands (MSC), and Field Operating Activities 
(FOA) will be allocated a baseline of five (5) centrally funded licenses at no cost. Any 
requirement for licenses beyond this initial allocation must be funded by the requesting 
MSC and FOA. 

(3) Districts are responsible for funding all USACE ETMS2 licenses. No central 
funding will be provided for District USACE ETMS2 licenses. 

(4) Mandatory Training: Prior to the creation of any account, regardless of unit, the 
requestor must provide proof of completion for the mandatory computer-based training 
module. 

c. Signatures. All staff actions will be signed digitally using a DoD Common 
Access Card (CAC) within HQUSACE. A handwritten ("wet") signature is authorized 
only when specifically required. 

d. Routing documents. Eng Form 6014 (Staff Action Summary) is rescinded and 
replaced by USACE ETMS2. As a minimum requirement, staff principal-level 
coordination and legal reviews must be completed through USACE ETMS2 approval 
route personally completed by the staff principal or deputy principal. 

e. Resources. Each HQUSACE Directorate and Major Subordinate Commands 
(MSCs) are responsible for addressing its respective manpower, finance, and other 
resource implications for each action. 

f. Use of line-thru authority. Principal officials will exercise line-thru authority to 
expedite routine actions that do not require review by the USACE CG or DCG. Use this 
authority only for actions with no major policy or resource implications. The official who 
exercises this authority remains fully accountable for the action. 

(1) Ensure line-thru actions clearly show the organization and position by stamp or 
printed annotation so that the addressee will know the routing process. 

(2) The staff principal or deputy must sign, line-thru, or initial correspondence to the 
USACE CG or DCG and forward action to USACE SGS for tracking and processing. 

(3) Use quotes from officials in the offices of the USACE CG and DCG only if the 
correspondence is for personal review of the content and for specific use in the text. 

g. Required Coordination. 

(1) All required coordination for internal actions must be completed before 
forwarding the package to the USACE SGS. 

(a) Coordination and comments will show official positions only. 
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(b) Actions requiring a decision by the USACE CG or DCG will have the 
endorsement of the Office of Primary Responsibility (OPR) principal official or principal 
deputy (if not available, the designated GO or SES) in USACE ETMS2. 

(2) Office of Primary Responsibility (OPR) Coordination. 

(a) The OPR will coordinate assigned staff actions with all applicable HQUSACE 
staffs and MSCs. Inform any office included in the initial coordination of any major 
changes made by the decision maker. 

(b) The OPR will coordinate with appropriate offices in USACE ETMS2. 

h. Staffing 

(1) Required staffing and coordination will be completed within USACE ETMS2 for 
internal actions requiring USACE CG, DCG, CSM and COS approval. 

(2) The OPR may conduct a meeting, including teleconference when physically 
separated, to resolve or address complex issues outside of USACE ETMS2. 

(3) The final action must include the name, telephone number, position, and office 
for all coordination. This information must be annotated in Response Field or under 
Staff Coordination as part of the staffing package. 

(4) Informal coordination will not presume or imply a USACE CG or DCG decision 
or position. 

i. Do not assume concurrences. USACE ETMS2 “Manage Assignments” function 
may be used to request for further coordination. 

(1) A line-thru will not indicate concurrence or nonconcurrence unless the 
correspondence specifically requests a line-thru and initial to indicate concurrence or 
approval. 

(2) Oral consultation or discussion between AOs will not imply concurrence if action 
requires approval by the USACE CG or DCG. 

(3) All formal concurrences/nonconcurrences must be completed in USACE 
ETMS2. 

j. Definition of Coordination versus Personal views. 

(1) Do not imply personal review by a staff principal unless that official actually 
conducts the review. The term “Office of the G–6” indicates office coordination, whereas 
“the G–6” indicates the personal review of the agency principal official. 

(2) Action officers will provide their name, rank, office symbol, phone number, and 
ETMS2 tasker record number. 
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k. HQUSACE principal and MSC Commanders Coordination Requirements. 
HQUSACE principal and MSC commanders will coordinate with the appropriate 
Directorate GOs and SES representatives any actions that the USACE CG or USACE 
DCG will line-thru or sign personally via the SLAP process in USACE ETMS2. 

l. Internal Suspense Dates for Completing Coordination on External Taskers. 

(1) The staff entity will establish suspense dates during coordination and allow 
reasonable time to accomplish the action. 

(2) Staffs will respond by the established suspense date or negotiate an extension 
with any HQDA tasking agency before the established suspense date. (See HQDA 
Writing Product SOP). 

m. Term “Noted” in the Coordination Response. Only the Office of The Inspector 
General or other special staff agencies should use the term “noted” as a response for 
coordination. 

(1) Other organizations who have reason to note actions and will use the term or 
“no staff interest” as an official staffing response. 

(2) For others, avoid the use of the term “noted.” 

n. Nonconcurrence. A nonconcurrence is a separate act and requires a formal 
statement. 

o. Review and Override of Nonconcurrences within the Staff Entity’s Functional 
Area. 

(1) For actions not requiring staffing through the USACE SGS, the OPR staff 
principal will review all nonconcurrences. 

(2) The OPR official may override the nonconcurrence when the action is not within 
the staff entity’s functional area and has no direct effect on other staffs. 

(3) The AO is responsible for providing background information and rationale for 
the nonconcurrence as part of the staffing package. 

p. Staffing and Forwarding Nonconcurrences to the Command Group. 
Nonconcurrence will be forwarded with actions involving the agency’s functional 
responsibility through the USACE SGS for the USACE CG or DCG and include 
background information, rationale for the nonconcurrence, and a recommendation for 
an appropriate decision as part of the staffing package. 

q. Legal Review. Lead offices will coordinate with HQUSACE Office of Counsel, 
and request for a legal review via USACE ETMS2 approval route on all documents that 
require the USACE CG or DCG signature prior to submission to the USACE SGS office 
for processing. 
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r. Completed Staff Actions. 

(1) AOs must fully coordinate actions before the assigned suspense date and 
document the actions in USACE ETMS2. 

(2) AOs will ensure responses and justifications are concise. Additionally, that staff 
action processing and requests for extensions to suspense dates adhere to policy. (See 
HQDA Writing and Product SOP). 

s. Correspondence. Army and DoD Writing Style. AOs will follow the guidance in 
this policy notice and AR 25-50, HQDA Writing and Prodcut SOP, DoDM 5110.04, 
Volumes 1and 2 for preparing HQUSACE correspondence, or other writing standards 
as specified. 

t. Suspense Dates Assigned by the Command Group and the USACE SGS. 

(1) Executive Officers (XO) and Administrative Supports of the USACE CG and 
DCG offices will direct the suspense dates for HQUSACE on tasks received outside of 
ETMS2. 

(2) The USACE SGS will set the suspense date as required. 

(3) The response time for the suspense begins the first working day after USACE 
SGS officially tasks the action. The final product is due to USACE SGS no later than 
1200 on the assigned suspense date, unless otherwise specified. 

u. Returns and rework. OPRs will have one (1) business day, unless otherwise 
specified, to make the necessary adjustments and return the action in USACE ETMS2. 

v. Extensions. 

(1) When a staff agency needs more time to complete an adequate response to an 
external tasker, the OPR will request an extension in USACE ETMS2. 

(2) Staff entity will request extensions as far in advance of suspense as possible. 

(3) The staff agency will provide an interim response to the tasker, including an 
EXSUM if required, that clearly identifies the reasons for the extension and the 
projected date of completion. 

(4) The USACE G3 will coordinate with the originator and confirm all extensions. 

8. Timeliness of Actions 

a. General. USACE is accountable for adhering to deadlines set by HQDA and 
other tasking agencies. External taskers will be accepted, rejected and reassigned 
within the timeframes set below. 
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b. External Actions. When tasked by HQDA the OPR holds the responsibility of 
meeting the original suspense date. 

c. Acceptance and Rejection of HQDA Assigned Tasks by the USACE G3 SACO. 

(1) Upon the assignment of an external task by the USACE G3 SACO, the OPR 
has three (3) business days to accept or reject routine tasks. 

(2) If a tasker is high-priority or have originated from the Executive 
Communications and Control (ECC) the task must be accepted or rejected within 1 
business day. 

d. Timeline for Internal Staff Actions. 

(1) Actions and Required Coordination for Command Group Approval. For actions 
requiring Command Group approval, all coordination must be completed prior to 
submission to the USACE SGS. 

(2) Reviewers will be provided more than one (1) business day to complete 
coordination, but no more than seven (7) business days, unless the action is pending 
review or approval by an SES/GO, or the COS, USACE, or Legal. 

(3) Due to the volume of internal staff actions and the coordination required across 
multiple offices, the timelines below are recommended. Adherence to these general 
approval timelines will help ensure actions are properly staffed and approved in 
advance of the required suspense. 

(4) For USACE Command Group actions only, staff actions will not be processed 
for approval on Friday afternoons unless advance coordination with the USACE SGS 
has occurred and the urgency to process the action is justified or operationally required. 

Note: Utilize the general rule of allocating 2/3 of the time for coordination and 1/3 of the 
time for review and approval. 

(5) Commanding General - 30 days before the required approval date. 

(6) Deputy Commanding General - 21 days before the required approval date. 

(7) Chief of Staff or Command Sergeant Major - 14 days before the required 
approval date. 

(8) The timeline resets if the USACE SGS determines that the package requires 
substantial rework or corrections. 

(9) Returns and Rework. AOs will have 24HRs, unless otherwise specified, to 
make the necessary adjustments and return the action in ETMS2. The CG suspense for 
a request for information is 72HRS. 
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9. High priority actions and walk-through procedures 

a. Red-Top taskings. A "Red Top" is the highest priority of correspondence, for 
which the Secretary of the Army (SECARMY) is personally responsible for the final 
response. When assigned to USACE, these taskings will take precedence over all other 
work. 

b. Director of the Army Staff (DAS) ‘WALK-THROUGH PROCEDURES’. Instances 
where an action is received with an immediate suspense requiring ASL approval/ 
signature, or when a suspense has passed or occurs within 48HRS, the OPR will be 
directed by the DAS or the Vice Director of the Army Staff (VDAS) to enact ‘WALK-
THROUGH’ procedures. 

(1) The USACE CG, DCG, or XO to the CG will initiate, or update, their contact 
report to the front offices of HQDA Top-4.  

(2) The subject of the email will contain “WALKTHROUGH”, the name of the action, 
and the ETMS2 tasker record. This contact report will be sent when the action moves 
from the OPR to ECC in ETMS2. ECC will execute an expedited review of the staff 
action and notify the Office of Chief of Engineers (OCE) when to start the WALK-
THROUGH. 

c. Internal Walk-through Procedures. The USACE G3 will direct the assigned OPR 
to initiate Walk-through Procedures for any Red-Top taskings and ASL taskers assigned 
to their directorate or office when a suspense occurs within 72HRS, or as directed. 

10. Rejection, reassignment of tasks, and extension requests  

a. Rejecting an Incorrectly Assigned Task. If a tasker has been incorrectly 
assigned, the directorate or office SACO is responsible for rejecting the task in ETMS2 
within 3 business days after assignment by the USACE G3. 

(1) If the tasker suspense is less than three (3) business days, the tasker must be 
accepted or rejected within 24HRs. 

(2) If this time for rejection lapses, the OPR takes responsibility for the task and for 
requesting an extension through the USACE G3 SACO and the HQDA POC. 

(3) The rejection will be accompanied by a justification for the reassignment, 
provide the office to reassign the task to, and the OPR will negotiate with the 
recommended office to ensure they accept the task. 

(4) If additional time is required to complete a tasker, a request for an extension 
must be submitted. The OPR or the OCR must provide a comment providing the 
justification for the extension and the new suspense. 

b. Request for Extension for Executive Communications and Control (ECC) 
Assigned Taskers. For ECC assigned taskers, the USACE G3 will request an extension 
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to time sensitive ASL correspondence through the ECC no later than 48HRs from 
receipt of the tasking. 

(1) ECC requires an interim response to taskers with extension requests. 
Generally, an interim response identifies the reasons for the extension and projected 
date of completion. 

(2) The assigned POPR will provide a signed interim response via ETMS2 
uploaded to the final documents section. 
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Appendix A 
References 

Section I 

Required Publications 

Unless otherwise indicated, all U.S. Army Corps of Engineers publications are available 
on the USACE website at https://publications.usace.army.mil. Army publications are 
available on the Army Publishing Directorate website at https://armypubs.army.mil. DoD 
Publications are available on the ESD website at https://www.esd.whs.mil. 

AR 25–50 
Preparing and Managing Correspondence 

DA Pam 25–403 
Army Guide to Recordkeeping 

DoDM 5110.04, Volume 1 
Manual for Written Material: Correspondence Management  

EP 25-52-1 
U.S Army Corps of Engineers Enterprise Task Management Software Solution (USACE 
ETMS2) Business Rules 

HQDA Writing Product and SOP  
Available at https://usace.dps.mil/sites/INTRA-HQ/SitePages/Organization-Charts.aspx 

Section II 

Prescribed Forms 

This section contains no entries. 

 

https://publications.usace.army.mil/
https://armypubs.army.mil/
https://www.esd.whs.mil/
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Glossary of Terms 

Term Definition 

AO Action Officer 

ASL Army Senior Leader 

CAC Common Access Card 

CG Commanding General 

COS Chief of Staff 

CSM Command Sergeant Major 

DAS Director of Army Staff 

DCG Deputy Commanding General  

DCOS Deputy Chief of Staff 

DoD Department of Defense 

EA Executive Assistant 

ECC Executive Communications and Control 

ETMS2 Enterprise Task Management Software Solution 

FOAs Field Operating Activities 

HQDA Headquarters Department of the Army 

HQUSACE Headquarters U.S Army Corps of Engineers 

MSCs Major Subordinate Commands 

OCR Office of Coordinating Responsibility 

OCR-C Office of Coordinating Responsibility-Coordination 

OPR Office of Primary Responsibility 

OCE Office of the Chief of Engineers 

OPR Office of Primary Responsibility 

SECARMY Secretary of the Army 

SACO Staff Action Control Officer 

SGS Secretary of the General Staff 

VDAS Vice Director of Army Staff 

XO Executive Officer 

 

SECTION II 

 

Terms 

 

Command Approver Designation 

Used by the Assignee command team that has received a tasker via ETS to indicate an 
overall Command Approver for the tasker. The name and title of the approval authority 
designated as Command Approver will be reflected once the tasker is completed and 
sent back to the originator. 

 

Concur 
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In agreement with a decision, proposal, or course of action and without any unresolved 
substantive or critical issues. 

 

Coordination 

The process where information is sought, feedback is gathered, and acknowledgment is 
received for a draft action with relevant offices and components to create a single, 
unified response. 

 

Critical Comment 

A serious feedback or concern that points out conflicts with policies, strategies, or 
factual inaccuracies in a document. It signifies non-agreement with the entire document 
until the comment's concerns are resolved and provide suggested changes or solutions. 

 

Executive Communications and Control (ECC) 

The primary HQDA directorate for tasking, tracking, and processing actions requiring 
Secretary of the Army, Chief of Staff of the Army, Under Secretary of the Army, Vice 
Secretary of the Army and Director of Army Staff review and decision and is the 
Headquarters Department of the Army primary proponent for matters concerning 
ETMS2. 

 

Headquarters Department of the Army Enterprise Task Management Software 
Solution (HQDA ETMS2) 

HQDA ETMS2 instance is an environment designated to HQDA to manage and process 
taskers. 

 

 

No Equity 

A response that signifies that the respondent does not have any vested interest, stake, 
or equity in the tasking or action. 

 

Non-concur 

A respondent has a critical issue with a document that, if not resolved, would prevent 
approval. 

 

 

Office of Primary Responsibility (OPR) 

OPR is a designated unit, agency, or individual responsible for a specific function, 
program, or process. The OPR acts as the accountable lead for the development, 
coordination, and execution of its assigned area.  

 

Senior Leader Approval Process (SLAP) 

The process of routing a Staff Package for Senior Leader Approval. 
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Staff Action Control Officer 

Staff Action Control Officer acts as a central point of control for all official 
correspondence and tasks within their unit or organization, ensuring that all actions are 
handled efficiently, timely, and in accordance with Army regulations. 

 

Substantive Comment 

Identifies a section in a document that appears to be or is potentially unnecessary, 
incorrect, misleading, confusing, or inconsistent with other sections. Substantive 
comments are not a basis for nonconcurrence. 

 

Suspense 

The specific dates by which recommended actions are required to be completed. These 
dates are often associated with deadlines for tasks or decisions. If a suspense date is 
specified, it means that the action or response must be completed by that date. 

 

Task 

A specific request to be handled by the Office of Primary Responsibility. 

 

Tasker 

An electronic record in ETMS2. The tasker includes any initiating documentation, 
documents comprising an action, and records of assignment, coordination, approval, 
and disposition. 

 

U.S Army Corps of Engineers Enterprise Task Management Solution Software 
(USACE ETMS2) 

USACE ETMS2 instance is an environment designated to USACE to manage and 
process taskers. 

 


		2026-06-05T13:31:43-0400
	DELAROSA.DAMON.ANDREW.1134345566




