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1. Purpose

This document provides technical guidance on the use of the U.S Army Corps of Engineers
Enterprise Task Management Software Solution. It is intended to provide instructions in
managing a task through its entire lifecycle. This process involves initiating, routing, tracking,
reporting and performance metrics. The Enterprise Task Management Software Solution will
assist the Headquarters U.S. Army Corps of Engineers, Major Subordinate Commands,
Districts, Laboratories, Centers, and Field Operating Activities achieve goals through
collaboration and knowledge sharing in support of our dynamic Global Support Mission.

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-
ClOG6/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

Engineer Regulation (ER) 25-52-1, U.S. Army Corps of Engineers Enterprise Task Manager
Software Solution Policy

6. Enterprise task management software solution

a. Use. USACE ETMS?2 is the official tasking and tracking system for managing official
correspondence and assigning administrative staff actions within USACE.

b. Uniform Resource Locator (URL). USACE ETMS2 is available on both the Nonsecure
Internet Protocol Router Network (NIPRNET) and Secret Internet Protocol Router Network
(SIPRNET). The USACE ETMS2 URLs for the NIPRNET and the SIPRNET are as follows:

NIPRNET: https://usace-etms2.crm.appsplatform.us
SIPRNET: https://USACE.etms2.army.smil.mil

c. User accounts. One USACE ETMS?2 license provides its owner with two accounts: one
(1) on NIPRNET and one (1) on SIPRNET.
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(1) NIPRNET account access is immediate and requires no additional certifications.

(2) SIPRNET account access requires appropriate security clearance and a SIRPNET
token.

d. Archival. USACE ETMS?2 is a system of records for managing and archiving official
USACE actions.

(1) All actions requiring an approval must have an associated tasker in USACE ETMS2 to
ensure effective tracking, version control, accountability, distribution, and archiving.

(2) In cases where the urgency of response may necessitate hand delivering a copy, the
Action Officer (AO) or designated Staff Action Control Officer (SACO) initiates a corresponding
tasker in USACE ETMS2 as the record copy for maintaining version control and accountability.

(38) This includes uploading all relevant documents (subject to classification restrictions)
into the USACE ETMS2 tasker.

7. USACE ETMS2 Workflow Designation.

a. Initiator. The initiator is an ETMS2 workflow designation. The initiator is the user who
formally creates and logs the tasker in USACE ETMS2. They assign the Primary Office of
Primary Responsibility (POPR) and establish the overall suspense date.

b. Primary Office of Primary Responsibility. The POPR is a USACE ETMS2 workflow
designation and is synonymous with the concept of the Office of Primary Responsibility (OPR)
as the accountable lead for the development, coordination and execution of its assigned area.

(1) The single point of accountability for a tasker. The POPR is the "owner" of the task,
responsible for assembling the final response, ensuring it meets the original intent, and
submitting it on time. The POPR has the final say on all inputs.

(2) Each USACE ETMS2 tasker can only have one designated POPR team responsible
for tasker completion.

(3) The POPR has the option to designate an AO within their respective directorate or
office.

(4) The POPR’s final response or product must not evade issues, provide vague advice to
achieve consensus, or miss the established suspense date.

(5) Through the coordination process, the POPR must identify critical issues and
nonconcurrences.

(6) When required, the POPR may utilize the resources of other teams, known as the
OPR or the Office of Coordinating Responsibility (OCR) within USACE ETMS2.

(a) If the POPR further delegates a task to an OPR and OCR, they must adjust the OPR
and OCR internal suspense date to meet the overall suspense
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(b) POPR must adjudicate all input from OPRs and OCRs, resolving any non-
concurrences and integrating the final approved content into the response.

c. Office of Primary Responsibility. OPR in the context of USACE ETMS2, is a workflow
designation. The OPR is the designated lead for a specific sub-task only, within a larger tasker
assigned to the POPR in USACE ETMS2.

(1) The OPR operates one level below the POPR.

(2) The OPR is accountable directly to the POPR for the quality and timeliness of its
specific deliverable.

(3) The OPR has the option to designate an Action Officer (AO) within their respective
directorate or office.

(4) The OPR may further delegate a task as needed to an OCR.

(a) If the OPR further delegates a task to an OCR, they must adjust the OCR internal
suspense date to meet the overall suspense.

(b) If the OPR further delegates a task to an OCR, they must consolidate OCR input and
address all issues, comments and/or nonconcurrences raised.

(5) The OPR ensures that all responses and deliverables meet quality and timeliness
standards and provides a complete response to the tasker.

d. Office of Coordinating Responsibility. OCR in the context of USACE ETMS2 is a
workflow designation. The OCR role is to review and provide input on a specific piece of data
related to the tasker, and reports it to the OPR.

(1) OCR operates one level below the OPR

(2) The OCR is a subject matter expert or external stakeholder assigned by the Initiator,
POPR or OPR to provide a formal review, concurrence, or a specific piece of data related to
the tasker.

(3) The OCR does not produce a major deliverable but provides a necessary check or
input.

(4) The OCR has the option to designate an AO within their respective directorate or
office.

e. Coordinating level roles. Coordinating level roles (Office of the Primary Responsibility-
Coordination (OPR-C), Office of Coordinating Responsibility-Coordination (OCR-C)) are
workflow designations within USACE ETMS2. These roles are exception-based sub-
delegations used by an OCR only when a task requires highly specific, granular input that
cannot be provided by the OCR itself.

(1) Delegation. The OCR can assign as many additional OPR-C or OCR-C roles if needed
for overall task completion.
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(2) C-level roles are prohibited from further delegating tasks.

. Office of Primary Responsibility-Coordination. The OPR-Cis a Sub-Task Lead
workflow designation within USACE ETMS2, and is responsible for completing a single,
granular component of the OCR's portion of the task.

(1) The OPR-C reports only to the OCR that assigned it. It does not report to the POPR.

(2) Its purpose is to deliver a specific, pre-defined input to its OCR, not to manage other
contributors.

(3) The OPR-C will only have contribution rights to the Supporting Documents library.

(4) The OPR-C has the option to designate an Action Officer (AO) within their respective
directorate or office.

g. The OCR-C is a workflow designation within USACE ETMS2 and is a Granular
Subject Matter Expert (SME) that provides a specific data point or review to the OPR-C or
OCR that assigned it. The OCR-C has the most limited role. Its only responsibility is to provide
its small, specific piece of information on time.

8. External Actions.

a. External actions. External Action is an official tasking from an entity outside of USACE
that requires a formal response within ETMS2. These actions originate from Headquarters,
Department of the Army (HQDA) and tasking agencies (the Army Audit Agency (AAA), Office
of the Chief Legislative Liaison (OCLL), Secretary of the Army (ASA) Financial Management
and Comptroller (FM&C) Budget Liaison (BUL) (ASA FM&C BUL), the Office of Joint and
Defense Affairs (OJDA), the Executive Communications and Control (ECC), and the Office of
the Office of the Secretary of Defense. All External Actions are logged and managed within the
HQDA ETMS2 instance and/or the USACE ETMS2 instance and referred to as "taskers”.

b. Initial Receipt and Assignment: The USACE G-3 SACO receives the tasker in HQDA
or USACE ETMS2 instance and assigns a POPR to own the response.

c. Action Development and Coordination: The assigned POPR develops the official
response, assigning OPRs for major work components and OCRs for SME review as needed,
setting internal suspense dates to meet the final deadline.

d. Final Review and Submission: The POPR consolidates all inputs into a final package,
which is reviewed and approved in accordance with Army and Department of Defense (DoD)
writing standards and policies. The final, approved response is submitted back to HQDA
ETMS2 by the established suspense date.

e. Reference Site: Detailed step-by-step procedures, job aids, and reference materials

are available on the official ETMS2 Reference Site: https://usace.dps.mil/sites/INTRA-
HQ/SitePages/ETMS2-USACE-Support-Page.aspx?source=SiteSettings.
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9. Internal staff actions

a. Internal staff actions. An Internal Staff Action is any information or decision paper
intended for the USACE Command Group or Senior Leaders. All submissions must adhere to
the standard formats outlined in AR 25-50 and other Army and DoD writing standards as
applicable, which require a clear purpose, summary, and recommendation.

(1) Process Governance Model. To ensure quality and efficiency, internal actions are
managed through a two-tiered governance model that clearly separates content-specific
workflows from the final Command Group submission process. This model is managed by two
key roles: the Process Owner and the Secretary of the General Staff (SGS).

(2) Process Owner. The decentralized owner for a specific category of staff action (e.qg.,
Civilian Awards, De Fleury, Headquarters USACE (HQUSACE) Personnel Actions,
Conference Attendance). Each Process Owner is responsible for establishing and managing
the unique internal process required to develop, coordinate, and validate actions within their
category before they are submitted for final approval.

b. The Secretary of the General Staff (SGS). The centralized owner of the final USACE
Command Group submission process. The SGS is the final reviewer and is responsible for
setting and enforcing the overall timelines and administrative formatting standards and
managing the flow of completed packages to the USACE Command Group.

c. The Workflow: Every internal staff action begins within the defined process of its
respective Process Owner. The Process Owner guides the action through its specific steps,
ensuring all requirements are met. The process culminates in a formal handoff represented by
a formal review within USACE ETMS2.

(1) Once the Process Owner certifies that a package is 100% complete and ready for
leadership review, it is submitted to the SGS or the respective approval authority via ‘Submit
for Approval’.

(2) Following this handoff within the approval route, the Executive Officer (XO) or
Administrative Supports within an office or directorate, or the SGS act as the final gatekeeper,
managing the package's administrative verification and its progression to a final decision by
the Senior Leader or the USACE Command Group.

d. Reference Site: Procedures for creating and routing internal staff actions are available
at https://usace.dps.mil/sites/INTRA-HQ/SitePages/ETMS2-USACE-Support-
Page.aspx?source=SiteSettings.

e. Timeline for internal staff actions.

(1) 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.
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(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 Senior Executive Service (SES)/General Officer (GO), or the Deputy Chief of Staff (DCOS),
USACE or the Chief of Staff (COS), USACE, or Legal.

(8) 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.

(a) USACE Commanding General (CG) - 30 business days before the required approval
date.

(b) USACE Deputy Commanding General (DCG) - 21 business days before the required
approval date.

(c) USACE Chief of Staff, Deputy Chief of Staff, or Command Sergeant Major (CSM) - 14
business days before the required approval date.

(d) The official submission timeline resets if the USACE SGS, at their discretion,
determines that a staff package requires substantial correction. This decision is final.

(e) Returns and rework. AOs have up to two (2) business days, unless otherwise
specified, to make the necessary adjustments and return the action in USACE ETMS2.

(f) Urgent Request for Information (RFI) from the CG, USACE or Senior Leaders. RFI
from the CG or a Senior Leader carries a firm one (1) business day suspense and must be
prioritized accordingly.

f.  Enforcement of suspense dates. The USACE SGS enforces all suspense dates on
behalf of the USACE Command Group. The USACE SGS will adjust these dates based on
direct guidance received from the XOs and/or Administrative Supports for the USACE CG,
DCG, or the Chief of Staff (COS).

g. Directorates, Major Subordinate Commands, Field Operating Agency/Activity and
Centers. Any deviation from this process must be explicitly granted by the USACE SGS in
writing. A written record can include an official email from the USACE SGS or a formal
comment logged within the USACE ETMS2 tasker.

10. Red Top taskings - executive communications and control

a. 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 take precedence over all other work.

b. Governance and Key Roles. Red Top taskings are managed by the USACE G-3.

c. USACE-G3 SACO. The single process owner and lead facilitator for all Red Top
taskings. The USACE-G3 SACO orchestrates the entire response, sets all internal suspense
dates, provides guidance to the OPR, and conducts the final quality review.

EP 25-52-1 ¢ 18 June 2026 6



d. OPR. The OPR will be assigned the role of POPR within USACE ETMS2. The POPR
is the content owner, responsible for developing the complete "Red Top Submission Package"
under the guidance of the USACE G-3 SACO.

e. Review and Handoff: The POPR submits the completed package to the USACE G-3
SACO for final review. Once approved, the USACE G-3 SACO formally submits the package to
HQDA via the HQDA ETMS2 instance.

(1) The assigned USACE ETMS2 roles of POPR and OPR must adhere to the internal
suspense set by the USACE G3 SACO and instructions from the USACE SGS as required in
accordance with ER 25-52-1.

(2) The POPR must provide the final portfolio requirements within the tasker in
accordance with HQDA Standard Operating Procedures and other DoD writing standards as
appropriate.

11. Walk-through procedures

a. Director of the Army Staff ‘Walk Through Procedures’ (Highest Urgency). Instances
where an action is received with an immediate suspense requiring Army Senior Leader (ASL)
approval/signature, or when a suspense has passed or occurs within 48 hours, USACE will be
directed by the Director of Army Staff (DAS) or the Vice Director of Army Staff (VDAS) to enact
‘WALKTHROUGH'’ procedures in accordance with HQDA Policy Notice 25-52.

(1) The USACE CG, DCG or the CG XO will initiate, or update, their contact report to the
front offices of the SECARMY, CSA, USA, VCSA, DAS, VDAS, and ECC

(2) The subject of the email will contain “WALKTHROUGH?”, the name of the action, and
the ETMS2 record number. This contact report will be sent when the action moves from
USACE as the POPR to the ECC in ETMS2.

(8) The ECC will execute an expedited review of the staff action and notify USACE and
the Office of the Chief of Engineers (OCE) when to start the walkthrough.

(4) Upon ECC notification to USACE and OCE to start walkthrough procedures, OCE will
print documents from the Final Documents folder in ETMS2 and place them in a tab blue folder
in accordance with HQDA Policy Notice 25-52.

(5) According to ER 25-52-1, OCE will retain the packet in hand and walk it through the
approval process to the next ASL office in the routing chain until signed by the appropriate
Senior Leader.

(6) Once the final ASL signature/approval is obtained, OCE will upload the signed
documents to the final documents folder for the ETMS2 task. And the CG XO subsequently
sends a final updated contact report to the DAS, VDAS, and ECC that the walkthrough is
complete.

b. USACE walkthrough procedures. USACE Internal Walk-through is an internal
expediting measure initiated by the USACE G-3 for any Red Top or critical ASL tasking when
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the suspense occurs within 72 hours as required, or directed. Unlike the formal DAS
procedure, this process is more flexible. The G-3 or USACE G-3 SACO will provide specific
verbal or written instructions directly to the assigned POPR on the required actions to expedite
the tasker's completion and prevent it from requiring a full DAS-directed walk-through.

12. Action assignments

a. External taskers assignment. The USACE G3 is the single point of entry for all HQDA
directed actions. The USACE G3 holds the tasking authority for USACE and assigns, manages
tasker assignments and suspense dates within ETMS2.

b. Internal staff action assignment. Any member of USACE with an USACE ETMS2
account has the capability to initiate a task, send it for coordination with internal and external
offices.

c. Senior Leader Approval Process. Depending on tasker requirements, both types of
actions can be routed for Command Group approval via the Senior Leader Approval Process
(SLAP).

13. Action types

The choice of reply type in the action field of USACE ETMS2 determines the nature of the
action and the level of approval required.

a. Principal Sign. Requires a SLAP. Secure a formal signature (digital or physical) on the
final response document.

b. Principal Approve. Requires SLAP. Secure formal approval of the final response
package.

c. Principal Guidance. No SLAP required. Principal guidance action requires that the
USACE CG or DCG provide guidance to the POPR within ETMS2.

d. Principal Info Only. Review for situational awareness. No response needed.

e. SES/GO Sign. Requires SLAP. Secure a formal signature on the final response
document from an SES/GO or within USACE ETMS2.

f.  For external taskers only, if the SES/GO does not have HQDA ETMS2 access, the
SACO must use the Command Approver designation in the approval route in accordance with
ER 25-52-1 before closing out the action.

(1) The Command Approver designation transfers the SES/GO SLAP coordination and
response to HQDA ETMS2 for all external taskers only.

(2) How to use the Command Approver designation is available at
https://usace.dps.mil/sites/INTRA-
HQ/ETMS2%20USACE/Forms/Allltems.aspx?id=%2F sites%2FINTRA%2DHQ%2FETMS2%2
OUSACE%2FETMS2%20H0ow%20t0%20Guides%20and%20Tips%200f%20the %20Week %20
%28TOTW%29%2FTOTW%2F Approval%20Packages&viewid=4b4d2455%2D6756%2D414b
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%2Dbd52%2D8f186f8da5a0&FolderCTID=0x0120009F818AF17B357A4682D85FDA17E33F7
2.

g. SES/GO Guidance: No SLAP required. Provide specific directions or guidance.
h. SES/Info Only: Review for situational awareness. No response needed.

i. GS-15/06 Sign. Requires SLAP. Secure a concurrence or approval on the final
response.

(1) Command Approver must be applied.

(2) How to use the Command Approver designation is available at
https://usace.dps.mil/sites/INTRA-
HQ/ETMS2%20USACE/Forms/Allltems.aspx?id=%2Fsites%2FINTRA%2DHQ%2FETMS2%2
OUSACE%2FETMS2%20How%20t0%20Guides%20and%20Tips%200f%20the%20Week%20
%28TOTW%29%2FTOTW%2FApproval%20Packages&viewid=4b4d2455%2D6756%2D414b
%2Dbd52%2D8f186f8da5a0&FolderCTID=0x0120009F818AF17B357A4682D85FDA17E33F7
2.

J. Action Officer Coord. Action Officer Coord action requires coordination at the AO level.
These action types generally do not require a SLAP within ETMS2.

k. Direct Reply. Direct reply action requires that the POPR or OPR provide a written
correspondence within ETMS2.

I.  Direct Reply (E-mail): Direct reply e-mail action requires that the POPR or OPR
provide a response via email (outside of ETMS2).

m. Draft Reply: Draft reply action requires that a relevant reply is drafted for
review/comment.

n. Appropriate Action. Appropriate action requires that the response meets the intent of
the task as recorded the instructions section.

o. Info Only. Info only action is for information only and no response information or
deliverable is expected.

p. Other (Describe in Instructions). Follow custom instructions detailed in the tasker.
14. Instructions

a. Instructions. Clear instructions are the foundation of an effective tasker. This section
outlines the sources and hierarchy of instructions for all action types.

b. External taskers instructions. External taskers have multiple sources of instruction.
They must be read and followed in this order of precedence:

(1) Primary HQDA OPR. These instructions, found in the original tasker, define the
deliverable, and the official suspense date.

EP 25-52-1 ¢ 18 June 2026 9


https://usace.dps.mil/sites/INTRA-HQ/ETMS2%20USACE/Forms/AllItems.aspx?id=%2Fsites%2FINTRA%2DHQ%2FETMS2%20USACE%2FETMS2%20How%20to%20Guides%20and%20Tips%20of%20the%20Week%20%28TOTW%29%2FTOTW%2FApproval%20Packages&viewid=4b4d2455%2D6756%2D414b%2Dbd52%2D8f186f8da5a0&FolderCTID=0x0120009F818AF17B357A4682D85FDA17E33F72
https://usace.dps.mil/sites/INTRA-HQ/ETMS2%20USACE/Forms/AllItems.aspx?id=%2Fsites%2FINTRA%2DHQ%2FETMS2%20USACE%2FETMS2%20How%20to%20Guides%20and%20Tips%20of%20the%20Week%20%28TOTW%29%2FTOTW%2FApproval%20Packages&viewid=4b4d2455%2D6756%2D414b%2Dbd52%2D8f186f8da5a0&FolderCTID=0x0120009F818AF17B357A4682D85FDA17E33F72
https://usace.dps.mil/sites/INTRA-HQ/ETMS2%20USACE/Forms/AllItems.aspx?id=%2Fsites%2FINTRA%2DHQ%2FETMS2%20USACE%2FETMS2%20How%20to%20Guides%20and%20Tips%20of%20the%20Week%20%28TOTW%29%2FTOTW%2FApproval%20Packages&viewid=4b4d2455%2D6756%2D414b%2Dbd52%2D8f186f8da5a0&FolderCTID=0x0120009F818AF17B357A4682D85FDA17E33F72
https://usace.dps.mil/sites/INTRA-HQ/ETMS2%20USACE/Forms/AllItems.aspx?id=%2Fsites%2FINTRA%2DHQ%2FETMS2%20USACE%2FETMS2%20How%20to%20Guides%20and%20Tips%20of%20the%20Week%20%28TOTW%29%2FTOTW%2FApproval%20Packages&viewid=4b4d2455%2D6756%2D414b%2Dbd52%2D8f186f8da5a0&FolderCTID=0x0120009F818AF17B357A4682D85FDA17E33F72
https://usace.dps.mil/sites/INTRA-HQ/ETMS2%20USACE/Forms/AllItems.aspx?id=%2Fsites%2FINTRA%2DHQ%2FETMS2%20USACE%2FETMS2%20How%20to%20Guides%20and%20Tips%20of%20the%20Week%20%28TOTW%29%2FTOTW%2FApproval%20Packages&viewid=4b4d2455%2D6756%2D414b%2Dbd52%2D8f186f8da5a0&FolderCTID=0x0120009F818AF17B357A4682D85FDA17E33F72
https://usace.dps.mil/sites/INTRA-HQ/ETMS2%20USACE/Forms/AllItems.aspx?id=%2Fsites%2FINTRA%2DHQ%2FETMS2%20USACE%2FETMS2%20How%20to%20Guides%20and%20Tips%20of%20the%20Week%20%28TOTW%29%2FTOTW%2FApproval%20Packages&viewid=4b4d2455%2D6756%2D414b%2Dbd52%2D8f186f8da5a0&FolderCTID=0x0120009F818AF17B357A4682D85FDA17E33F72
https://usace.dps.mil/sites/INTRA-HQ/ETMS2%20USACE/Forms/AllItems.aspx?id=%2Fsites%2FINTRA%2DHQ%2FETMS2%20USACE%2FETMS2%20How%20to%20Guides%20and%20Tips%20of%20the%20Week%20%28TOTW%29%2FTOTW%2FApproval%20Packages&viewid=4b4d2455%2D6756%2D414b%2Dbd52%2D8f186f8da5a0&FolderCTID=0x0120009F818AF17B357A4682D85FDA17E33F72
https://usace.dps.mil/sites/INTRA-HQ/ETMS2%20USACE/Forms/AllItems.aspx?id=%2Fsites%2FINTRA%2DHQ%2FETMS2%20USACE%2FETMS2%20How%20to%20Guides%20and%20Tips%20of%20the%20Week%20%28TOTW%29%2FTOTW%2FApproval%20Packages&viewid=4b4d2455%2D6756%2D414b%2Dbd52%2D8f186f8da5a0&FolderCTID=0x0120009F818AF17B357A4682D85FDA17E33F72

(2) USACE G3 SACO instructions. These instructions, found in the 'My Instructions' field,
provide USACE-specific context as required, internal suspense dates, and any supplemental
guidance needed to align the effort within the command.

(3) The POPR, OPR and OCRs must carefully review the instructions provided by both
the HQDA OPR and the supplemental guidance from the USACE G3 for specific requirements,
the desired outcome, and any specific considerations or constraints associated with the task.

(4) Assigned POPR instructions. The assigned POPR may choose to provide additional
instructions to their assigned OPR and OCR.

(a) When sending a task for coordination, the POPR selects the ‘Manage Assignments’
option in USACE ETMS2.

(b) If necessary, the POPR may include additional instructions that specify the required
task, the level of coordination required, and all relevant suspense dates.

c. Internal staff action instructions. For internal actions, the initiator is solely responsible
for providing a clear, complete, and actionable set of instructions. Using the system's template
(as referenced in para 18), the instructions must define the desired outcome, deliverables, and
the final suspense date.

15. Timeline for external tasker rejection and request for reassignment

a. Tasker rejection and request for reassignment. To ensure taskers are handled by the
correct office in a timely manner, the following procedures govern how actions are rejected or
reassigned. The procedures for rejection and reassignment vary depending on whether the
task has already been accepted.

(1) Rejection before Acceptance. The directorate or office SACO is the first decision point
for an incoming task. They are responsible for conducting an initial mission analysis to
determine one of two outcomes:

(a) Accept. The task is appropriate for their directorate. Upon acceptance, the SACO will
assign it to the correct internal team or AO for execution.

(b) Reject. The task has been misassigned and must be rejected in accordance with the
procedures in paragraph (14b).

b. Timeline for tasker rejection. Upon initial analysis by the directorate or office SACO, if
it is determined a tasker has been incorrectly assigned, they must formally reject it in USACE
ETMS2. The following timelines and procedures apply per ER 25-52-1.

(1) Routine taskers. 3 business days from the USACE G-3 SACO assignment.

(2) Flash Coordination, RED-TOP, or DoD taskers. 24 hours from USACE G-3 SACO
assignment.

(3) If the tasker suspense is less than three (3) business days, the tasker must be
accepted or rejected within 24 hours of assignment.
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(4) If this time for rejection lapses, the POPR takes the responsibility for the task and for
requesting an extension through the USACE G3 SACO and the HQDA point of contact (POC).

(5) The rejection will be accompanied by a justification for the reassignment and provide
the USACE G3 SACO the office to reassign the task to.

c. Reassignment of task after acceptance. If a directorate or office SACO accepts a task
but later determines that the task does not belong to their office, they may collaborate with
their SMEs to justify the reassignment. The following guidelines apply:

(1) The directorate or office SACO will recommend an alternate office for the task.

(2) The directorate or office SACO will communicate this information to the USACE G3
SACO team via email at the Distribution list (DLL) USACE G3 (DLL-TMT-USACE-G3) email
box or via telephonic.

Note. If a tasker has been accepted, do not press the "complete" button in USACE ETMS2 to
avoid prematurely closing the task. The tasker must be handed off via the correct team within
USACE ETMS2.

d. Timeline for request for reassignment. According to ER 25-52-1 requests for
reassignment must be made within three (3) business days from tasker assignment to allow
the subsequent directorate or office adequate time to complete the task. If the assignment is
not rejected within this timeframe, it becomes the responsibility of the directorate or office
tasked to either fulfill the task or negotiate with another directorate to accept it.

e. Extension requests on routine taskers. When a team determines they cannot meet an
established suspense date, they must formally request an extension. The process differs
significantly based on the tasker-type. The POPR is solely responsible for initiating any
extension request.

f.  Request extension from HQDA POC. The POPR sends an email directly to the HQDA
POC listed in the tasker instructions.

(1) The email must include the following; A clear justification for the delay and a proposed
new suspense date.

(2) If the request for an extension is approved, the POPR e-mails the USACE G3 team
DLL to report the approved tasker extension date.

g. Extension requests on ECC assigned taskers. This process is for ECC taskers and is
formally managed by the USACE G-3 SACO.

(1) The POPR SACO will coordinate a request for an extension with the USACE G3
SACO via telephonic or e-mail to the USACE G3 DLL no later than 48HRs from receipt of the
tasking.

(2) If suspense is less than three (3) business days, the initial contact must be made
within 24HRs.
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(3) The POPR team, according to ER 25-52-1 and HQDA Policy Notice 25-52-1 must
include a signed interim response, a valid explanation, and a projected completion date to
accompany the request for an extension.

(4) The USACE G3 SACO upon receipt of the request and a signed interim response will
contact the ECC POC listed in the tasker instructions and requests for an extension on behalf
of the POPR.

h. Approved extension requests. When an extension for a tasker has been approved,
only the tasker initiator can adjust the suspense for the assigned POPR, OPR and OCR
through the ‘Manage Assignment’ function.

16. Extension request on external taskers

a. Extension requests on routine taskers. When a team determines they cannot meet an
established suspense date, they must formally request an extension. The process differs
significantly based on the tasker type. The POPR is solely responsible for initiating any
extension request.

(1) Request extension from HQDA POC. The POPR sends an email directly to the HQDA
POC listed in the tasker instructions.

(a) The email must include the following; A clear justification for the delay and a proposed
new suspense date.

(b) If the request for an extension is approved, the POPR e-mails the USACE G3 team
DLL to report the approved tasker extension date.

(2) Extension requests on ECC assigned taskers. This process is for ECC taskers and is
formally managed by the USACE G-3 SACO.

(a) The POPR SACO will coordinate a request for an extension with the

(b) USACE G3 SACO via telephonic or e-mail to the USACE G3 DLL no later than 48
HRs from receipt of the tasking.

b. The POPR SACO will coordinate a request for an extension with the USACE G3
SACO via telephonic or e-mail to the USACE G3 DLL no later than 48 HRs from receipt of the
tasking.

(1) If suspense is less than 3 business days, the initial contact must be made within 24
hours.

(2) The POPR team, according to ER 25-52-1 and HQDA Policy Notice 25-52-1 must
include a signed interim response, a valid explanation, and a projected completion date to
accompany the request for an extension.

(3) The USACE G3 SACO upon receipt of the request and a signed interim response will
contact the ECC POC listed in the tasker instructions and requests for an extension on behalf
of the POPR.
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c. Approved extension requests. When an extension for a tasker has been approved,
only the tasker initiator can adjust the suspense for the assigned POPR, OPR and OCR
through the ‘Manage Assignment’ function.

17. Development of action responses

a. Tasker initial analysis. After a task is accepted and assigned by the SACO, the
designated Action Officer (AO) is responsible for conducting the initial analysis. This involves
three key steps:

(1) Analyze the Requirement: Determine the nature of the action and the specific
deliverable required.

(2) Evaluate the feasibility of completing the action by the assigned suspense date. If the
timeline is at risk, the AO must immediately notify their SACO to initiate an extension request.

(3) Determine the network of other AOs, SMEs, and leaders who must be consulted to
develop a coordinated response.

b. Action officer coordination. With the initial analysis complete, the AO is responsible for
developing the substance of the response.

(1) The AO must establish the relevant facts, policy, and precedent to develop an
appropriate response, seeking guidance from leadership and other SMEs, as necessary.

(2) The documentation of issues, facts, and the need for top-down guidance will result
from the coordination process.

(3) AOs are encouraged to consult related previous actions to develop the position and the
response to the tasking.

(4) For complex actions or those without clear precedent or guidance, AO collaboration
may be useful in establishing the initial structure.

c. Master document creation and management. The AO drafts a proposed response to
the task, determines the appropriate approval level and upload the draft documents in the
‘Supporting Documents’ repository in USACE ETMS2 or as designated in the instructions.

(1) Document repositories. USACE ETMS2 interfaces with SharePoint and has three
repositories to organize and store documents. The POPR, OPR and OCR roles assigned
through USACE ETMS2 Manage Assignments dictate which document libraries users are
authorized to view and use.

(a) Original Documents. The ‘Original Documents’ folder contains the initial tasking
documents uploaded by the initiator of an action.

(b) Supporting Documents. The ‘Supporting Documents’ folder contains additional
documents to assist AOs with coordination, such as an endnote file with the initial tasking
documents compiled in one portable document format (pdf), and any applicable templates.
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AOs should use the ‘Supporting Documents’ folder for any working or draft documents
collected during coordination.

(c) Final Documents. Once the AO prepares a final response based on information
received during coordination, they transfer the final product to the ‘Final Documents’ folder.

1. Initiators and POPRs have access to the Final Documents folder.

2. Only documents intended to be part of the final package should be included in the
‘Final Documents’ folder.

3. POPREs are responsible for submitting final ASL package in accordance with HQDA
Policy Notice 25-52.

4. Documents prepared for Command Group signature must be submitted in a pdf format
and prepared for digital signature in accordance with AR 25-50 or HQDA Policy Notice 25-52.

18. Coordination response

a. Response and Coordination. When the final response is ready for submission, the AO
or SACO provides the final response by completing the HQDA directed response template for
external taskers only and closes their copy.

(1) If additional coordination is required, the SACO must initiate a SLAP route within
USACE ETMS2 accordingly.

(2) If the tasker coordination requires a GS-15/06 or SES/GO level approval, in
accordance with ER 25-52-1, the SACO will initiate a SLAP route and designate the
appropriate team as a Command Approver within USACE ETMS2.

b. Coordination Response Categories.

(1) Concur. Concur means there are no unresolved substantive or critical issues.
Concurrence is presumed for all coordination unless otherwise annotated.

(2) Nonconcur. Nonconcur means that a respondent that has a critical issue with a
document that, if not resolved, would prevent it from being approved.

(a) For actions not requiring staffing through the USACE SGS, the POPR’s AO will review
all nonconcurrences and reconcile.

(b) The POPR 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 according to ER 25-52-1.

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

(d) Forward nonconcurrence with actions involving the agency’s functional responsibility
through the USACE SGS for the USACE CG or DCG and include background information,
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rationale for the nonconcurrence, and a recommendation for an appropriate decision as part of
the staffing package.

(3) No Equity. No equity means that the respondent does not have a vested interest,
stake, or equity in the tasking or action.

c. Types of Comments.

(a) Critical. A critical comment indicates nonconcurrence of the entire document until the
comment is satisfactorily resolved.

1. A critical comment raises concerns with issues such as conflicts with policy, strategy,
or law, or with information that is factually incorrect.

2. A critical comment must contain the suggested changes in the content to merit
consideration.

(b) Major. Major comments highlight important issues or correct material that the
originator must address.

(c) Substantive. A substantive comment identifies a section in the document that appears
to be or is potentially unnecessary, incorrect, mislead, confusing, or inconsistent with other
sections.

1. Substantive comments are not a basis for nonconcurrence.

2. A substantive comment must contain the suggested changes in the content to merit
consideration.

(d) Administrative. An administrative comment corrects what appears to be a
typographical, format, or grammatical error.

1. If such errors change the intended meaning of the text, the entry should be designated
as substantive.

2. Administrative comments must contain the suggested changes in the content to merit
consideration.

d. Resolving Non-concurrences or other issues. Based on input received during
coordination, the AO is responsible for resolving non-concurrences and issues, while redrafting
(and, if necessary, re-coordinating) the action. Nonconcurrences always require a GO/SES-
level review.

19. Response and approval process

a. Preparing the action response. When the coordination process is complete and the
required documents are marked accordingly and uploaded to the ‘Final Documents’ section,
the AO or SACO prepares the final response.

Note. For all ECC assigned taskers, the POPR will provide the final portfolio
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to include any requirements outlined in the HQDA Policy Notice 25-52 or per the USACE-
G3 SACO or USACE SGS guidance. The POPR is required to submit the HQDA directed
response in addition to the USACE OPR ETMS2 Executive Summary (OPR EXSUM) (see
paras (c) and (d) below).

b. Response template. Figure 1 shows the required format for the USACE OPR EXSUM.
The USACE OPR EXSUM is a mandatory, standardized summary that acts as a "cover sheet"
for decision-makers. Its purpose is to provide senior leaders with a concise overview of the
tasker's purpose, background, and recommended action.

(1) The USACE OPR EXSUM is a default template in the ‘Response Field’.

(2) The USACE OPR EXSUM template format may not be deleted or changed.
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USACE OPR EXSUM

POC/Action Officer: (Name, phone number, e-mail)

1. Subject/Title [From New Tasker General Tab]

2. Purpose: [Purpose of the task, not purpose of the action in ETMS2 (i.e. not: to get the DCG's signature]

3. Impacts to USACE/OCE/EN Regt. (including Financial Impacts):

4, Recommendation: [Summary of Recommendation; 2-3 sentences max.]

5. Deliverable: {Explain what needs to be produced to satisfy the tasker. Give direction on deliverables and format - Power Point,
letter, memo, info paper, etc}

6. Background: {Paint a broader picture that may help the Action Officer (AO) give a better answer. Here you can anticipate AO
questions and answer them ahead of time to reduce the number of calls for clarification}

7. Date Final Approval Required: {Include date for the final signature/approval is required for the action}

8. Short Suspense: (as appropriate, if approval required is less than 14 days) {Have a justification as to why the staff is being short turn
tasked, e.g.. Meed input for Conference on XX July, Deploying O/A XX Aug, etc.}

9. Staff Action Documents: (Documents for signature upload to the FINAL DOCUMENTS) (Label enclosures as appropriate: TAB A, TAB
B, TAB C and upload to SUPPORTING DOCUMENTS)

10. 5taff Coordination:
Staff Principal (required): (POC, Date, Concur/Mon-concur (include summary if non-concur)
Legal Review (as required): (POC, Date, Concur/MNon-concur (include summary if non-concur)

Other (as required): (POC, Date, Concur/Non-concur (include summary if non-concur)

Figure 1. USACE OPR EXSUM
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c. HQDA directed response template. Figure 2 shows the required format for the HQDA
tasker response. All external actions, in addition to a completed USACE OPR EXSUM, must
include an HQDA directed response in the ‘Response Field’ section.

(1) If an external tasker has an incomplete response directed by HQDA, it will be returned
to the POPR for completion.

(2) The HQDA directed response template format may not be deleted or changed.

RECOMMENDATION(S) [to the Army Senior Leadership (i.e. SA, CSA USA, VCSA, DAS)]

STAFF ACTION DOCUMENT(S) [Tab A, Tab B, etc]
OFFICE OF PRIMARY RESPONSIBILITY (OPR)/Lead Organization [Senior Approval Authority of OPR/Lead, Date, Concur/Non-concur]
OPR ACTION OFFICER [POC, Name, Phone)

STAFF COORDINATION [Agency Name, POC, Date, Concur/Non-concur (include summary if non-concur))

Figure 2. Format for HQDA Tasker Response

d. Higher-level approval. If the tasker requires a higher-level of approval on the tasker
response for example at principal level, SES/GO, or GS-15/06, the AO or the SACO must
route the action using the SLAP process.

(1) If the designated approver does not have an HQDA ETMS2 account, the AO or SACO
will select the Command Approver designation within ETMS2 per ER 25-52-1.

(2) If the action is for the USACE CG or DCG approval, the SLAP process will include the
USACE SGS in the approval process.

e. Internal staff actions response template. Figure 3 shows the required format for
Command Group staff action summary.

Note: All internal staff actions will include a completed USACE OPR EXSUM (see para (b)
above) in the ‘Response Field’, and a completed Command Group staff action summary.

(1) Aninternal staff action for Command Group action with an incomplete USACE OPR
EXSUM and Command Group staff action summary will be sent back to the initiator for
completion.

(2) The Command Group staff action summary template may not be deleted or changed.
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1. POC for questions regarding this tasker: [Smith, lohn D, MAJ, john.d.smith.mil@mail.mil, DSN: 555-
5555}

2. Purpose: {How is the staff package going to be used}

3. Deliverable: {Explain what needs to be produced to satisfy the tasker. Give direction on deliverables
and format - Power Point, letter, memo, info paper, ete.)

4. Background: {Paint a broader picture that may help the Action Officer (A0) give a better answer.
Here you can anticipate AD guestions and answer them ahead of time to reduce the number of calls for
clarification}

5. Date Final Approval Required: {Include date for the final signature/approval is required for the action}

B. Short Suspense: (as appropriate, if approval reguired is less than 14 days) {Have a justification as to
why the staff is being short turn tasked, e.g., Need input for Conference on XX July, Deploying O/A XX
Aug, etc.)

7. Staff Action Documents: (Documents for signature upload to the FINAL DOCUMENTS) (Label
enclosures as appropriate: TAB A, TAB B, TAB C and upload to SUPPORTING DOCUMENTS)

8. Staff Coordination:
Staff Principal (required): (POC, Date, Concur/Mon-concur (include summary if non-concur)
Legal Review (as required): (POC, Date, Concur/Non-concur (include summary if non-concur)

Other (as required): (POC, Date, Concur/Non-concur (include summary if non-concur)

Figure 3. Command Group Staff Action Summary

f.  Approval levels. Principal or staff principals, SES/GO, or GS-15/06 will provide their
concurrence and approval within USACE ETMS2. The following guidelines apply:

(1) Assistant Directors, Directorate Chiefs, or Equivalent (GS-15/06) will review and
approve the final response in USACE ETMS2. If coordination contains nonconcurrence, they
may coordinate with the AOs to ensure that every effort has been made to resolve the issue,
and the final recipient of the action are aware of the nonconcurrence.

(2) For Command Group actions, the Staff Principal, Director, Commander, Deputy or
equivalent must complete their review and approve internal staff actions in USACE ETMS2 via
the SLAP route for processing.

(3) Actions that are disapproved are routed back to the requestor within USACE ETMS2.
20. Final Review and Command Group Submission

a. Actions requiring Command Group signature. This section outlines the final stage for
all internal staff actions that require Command Group signature or approval. This process
begins after a package has been finalized by the Action officer or the POPR for external
taskers and routed to the USACE SGS.
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(1) The USACE SGS SACO reviews actions submitted to the Command Group to ensure
consistency of style, tone, format, and master document structure, correct classification, the
appropriate coordination, and that the action properly addresses the initiating task.

(2) As necessary, the USACE SGS or the USACE SGS SACO may work directly with
AOs to clarify language and resolve questions relating to the content and intent of the request.

(3) As appropriate the USACE CSM, COS, DCG, and CG sign, approve, forward, or
return the action in ETMS2 by approving or disapproving the route in ETMS2.

b. Rework. To ensure accountability and version control, the USACE SGS will use
USACE ETMS2 to manage returns for rework and RF). Whenever possible, the AO and SACO
should avoid working actions outside the system via e-mail or other perceived shortcuts.

(1) The USACE SGS or USACE SGS SACO may return taskers for rework by selecting
‘RETURN option in the SLAP route.

(2) The USACE SGS or USACE SGS SACO will use the RFI feature within USACE
ETMS2 for additional information.

(8) The USACE SGS or USACE SGS SACO may also return actions to AOs in ETMS2 if
they are missing any required coordination, if the action requires significant rework, or upon
request.

(4) If atask is returned for revision, the AOs must ensure that they are working from the
most recent version of their documents in the ‘Final Documents’ folder, and make all changes.
The final version must be completed and upload to the ‘Final Documents’ folder before
resubmission.

(5) After completing rework on a Command Group tasker, select ‘Reopen Approval Route’
in ETMS2 and return the tasker to the USACE SGS for submission to the Command Group.

21. Disposition of actions

a. Completed Taskers. Taskers must be closed by the initiator in the system once the
approval route or the POPR, OPR, or OCR copy is complete.

b. Cancelled Taskers. If a tasker is overcome by events (e.g., answered via principal-to-
principal e-mail, superseded by a subsequent document, etc.), Directorates and office SACOs
may upload any relevant documents memorializing the task’s completion to the “Final
Documents” folder in ETMS2, and articulate why the task is being closed in the “Response
Field” section.

22. Private taskers and suspense coordination

a. Private Taskers. Taskers that contain personally identifiable information should be
marked as private taskers. By checking the ‘Is Private’ box, access to the tasker and
associated document visibility is restricted to assigned users and teams.
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b. Suspense coordination. When setting coordination suspense dates, it is advisable for
AOs to aim for a minimum of fourteen (14) working days from the tasking date.

(1) If coordinating with a quick-turn request, generally a response within three (3) days or
less, it may be necessary to accompany the task with a request from an SES or GO
emphasizing the urgency and expedited response.

(2) When coordinating with a specific individual or staff in another organization, it is
important for the AO to mention the relevant person or group in the tasking message. This
helps to direct the action to the appropriate individual or team, thereby expediting the
coordination process. Clearly identifying the points of contact ensures that the task reaches the
right person or group, increasing the efficiency and effectiveness of the coordination effort.

23. Flash coordination

a. Actions of unusual urgency. When there is a need to process actions of unusual
urgency, the USACE G3 and the USACE SGS can initiate FLASH COORDINATION.

(1) In these cases, the standard procedures for completing HQDA external taskers or
Command Group requests may not be feasible due to time constraints.

(2) The USACE G3 and the USACE SGS may utilize the most expeditious means
possible to coordinate with relevant directorates and offices.

b. Short suspense dates. In general, a short suspense date does not exempt the
requirement to prepare a standard package for HQDA and Command Group related actions.

(1) This includes obtaining the appropriate level of coordination and coordination with
directorate and office senior leaders.

(2) If time limitations prevent proper coordination, it must be clearly stated for the
Command Group in ETMS2 ‘Response Field'.

c. Acceptable coordination response. Do not assume concurrences.

(1) Coordination and comments will show official positions only. Informal coordination will
not presume or imply a USACE CG or DCG decision or position.

(2) Actions requiring a decision by the USACE CG or DCG will have the endorsement of
the POPR’s principal official or principal deputy (if not available, the designated SES or GO).

(3) Use ETMS2’s ‘Manage Assignments’ and, if necessary, telephone to verify the agency
response to the staffing action.

(4) Aline-thru does not indicate concurrence or nonconcurrence unless the
correspondence specifically requests a line-thru and initial to indicate concurrence or approval.

(5) Oral consultation or discussion between action officers does not imply concurrence if
action requires approval by the USAE CG or DCG.
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(6) Do notimply personal review by a staff principal unless that official actually conducts
the review.

(a) The term “Office of the G—6” indicates office coordination, whereas “the - G-6"
indicates the personal review of the agency principal official.

(b) Action officers will provide their name, rank, office symbol, phone number, and USACE
ETMS2 control identification number.

(7) HQ USACE principal and MSC commanders will coordinate with the appropriate
Directorate SES and GO on actions that the USACE CG or DG via the SLAP route in ETMS2.

d. Direct response from Senior Leaders. If a Senior Leader responds directly to a request
for coordination, the response email should be uploaded into ETMS2 to close out the tasker.

EP 25-52-1 ¢ 18 June 2026 22



Appendix A
References

Section |
Required Publications

Unless otherwise indicated, all U.S. Army Corps of Engineers publications are available on the
USACE website at https://www.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 25-30
Army Publishing Program

DA Pam 25-40
Army Publishing Program Procedures

ER 25-30
US Army Corps of Engineers Publications and Forms Management Program

Public Law 111-274
Plain Writing Act of 2010 (Available at www.congress.gov.)

44 USC 3501
Paperwork Reduction Act (Available at https://uscode.house.gov.)

Fell et al. 2018
Fell, R., P. MacGregor, D. Stapledon, G. Bell, and M. Foster. 2018. Geotechnical Engineering
of Dams. 2nd Edition. CRC Press: Taylor & Francis Group.

Section Il
Prescribed Forms

This section contains no entries.
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Glossary of Terms

Term

AO

AAA
ASA
ASL
BUL

CG

CoS
CSM
DAS
DCG
DLL
DoD
ECC
ETMS2
FM&C
FOAs
GO
HQDA
HQUSACE
MSCs
NIPRNET
OCR
OCR-C
OJDA
OPR
OPR-C
OCE
OCLL
PDF
POC
POPR
RFI
SACO
SECARMY
SES
SGS
SIPRNET
SLAP
SME

Definition

Action Officer

Army Audit Agency

Secretary of the Army

Army Senior Leader

Budget Liaison

Commanding General

Chief of Staff

Command Sergeant Major

Director of Army Staff

Deputy Commanding General

Distribution List

Department of Defense

Executive Communications and Control
Enterprise Task Management Software Solution
Financial Management and Comptroller
Field Operating Activities

General Officer

Headquarters Department of the Army
Headquarters U.S Army Corps of Engineers
Major Subordinate Commands

Nonsecure Internet Protocol Router Network
Office of Coordinating Responsibility

Office of Coordinating Responsibility-Coordination
Office of Joint and Defense Affairs

Office of Primary Responsibility

Office of Primary Responsibility-Coordination
Office of the Chief of Engineers

Office of the Chief Legislative Liaison
Portable Document Format

Point of Contact

Primary Office of Primary Responsibility
Request for Information

Staff Action Control Officer

Secretary of the Army

Senior Executive Service

Secretary of the General Staff

Secret Internet Protocol Router Network
Senior Leader Approval Process

Subject Matter Expert
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URL
VDAS
XO

Uniform Resource Locator
Vice Director of Army Staff
Executive Officer
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Army Audit Agency (AAA)
Headquarters Department of the Army tasking agency.

Action
A collection of documents or record intended to facilitate the production of a written
communication or addressing a particular task.

Administrative Comment
Comments that correct any typographical, format or grammatical inaccuracies.

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

Information Paper

An information paper is a type of document used to provide concise and factual information.
Information papers present clear and objective data or facts to support a particular decision or
action.

No Equity

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

A respondent has a critical issue with a document that, if not resolved, would prevent approval.
Office of Coordinating Responsibility (OCR)

The Office of Coordinating Responsibility (OCR), in the context of ETMS2 is a system-role or a
workflow designation. The OCR role is to review and provide input on a specific piece of data
related to the tasker, and reports it to the OPR.

Office of Primary Responsibility (OPR)

The Office of Primary Responsibility (OPR) carries two distinct meanings and is context
dependent; 1) 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. 2) OPR in the context of ETMS2, is a system-
role or a workflow designation. The OPR is the designated lead for a specific sub-task within a
larger tasker assigned to the Primary Office of Primary Responsibility (POPR) in ETMS2,
POPR is the workflow designation that manages the overall completion of the entire tasker and
is the tasker lead. The OPR operates a level below than the POPR,

Primary Office of Primary Responsibility (POPR)

The Primary Office of Primary Responsibility (POPR) is an ETMS2 system-role or a workflow
designation and is synonymous with the concept of Office of Primary Responsibility (OPR) as
the accountable lead for the development, coordination and execution of its assigned area.
The POPR role is the designated lead office or directorate for a specific tasker within ETMS2.

Senior Leader Approval Process (SLAP)
The process of routing a Staff Package for Senior Leader Approval.

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 Primary Office of Primary Responsibility.
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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.

Workflow Designation
A workflow designation is a label assigned to a person, or team to indicate its current state or
who is responsible for the action in a sequence of tasks.
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	1. Purpose 
	This document provides technical guidance on the use of the U.S Army Corps of Engineers Enterprise Task Management Software Solution. It is intended to provide instructions in managing a task through its entire lifecycle. This process involves initiating, routing, tracking, reporting and performance metrics. The Enterprise Task Management Software Solution will assist the Headquarters U.S. Army Corps of Engineers, Major Subordinate Commands, Districts, Laboratories, Centers, and Field Operating Activities a
	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 . If any record numbers, forms, and reports are not current, addressed, and/or published correctly, see DA Pam 25-403 for guidance. 
	https://usace.dps.mil/sites/INTRA-
	https://usace.dps.mil/sites/INTRA-
	CIOG6/SitePages/Records-Management.aspx


	5. Associated publications 
	Engineer Regulation (ER) 25-52-1, U.S. Army Corps of Engineers Enterprise Task Manager Software Solution Policy 
	6. Enterprise task management software solution 
	a. Use. USACE ETMS2 is the official tasking and tracking system for managing official correspondence and assigning administrative staff actions within USACE. 
	b. Uniform Resource Locator (URL). USACE ETMS2 is available on both the Nonsecure Internet Protocol Router Network (NIPRNET) and Secret Internet Protocol Router Network (SIPRNET). The USACE ETMS2 URLs for the NIPRNET and the SIPRNET are as follows: 
	NIPRNET:  SIPRNET:  
	https://usace-etms2.crm.appsplatform.us
	https://usace-etms2.crm.appsplatform.us

	https://USACE.etms2.army.smil.mil
	https://USACE.etms2.army.smil.mil


	c. User accounts. One USACE ETMS2 license provides its owner with two accounts: one (1) on NIPRNET and one (1) on SIPRNET. 
	(1) NIPRNET account access is immediate and requires no additional certifications. 
	(2) SIPRNET account access requires appropriate security clearance and a SIRPNET token. 
	d. Archival. USACE ETMS2 is a system of records for managing and archiving official USACE actions. 
	(1) All actions requiring an approval must have an associated tasker in USACE ETMS2 to ensure effective tracking, version control, accountability, distribution, and archiving. 
	(2) In cases where the urgency of response may necessitate hand delivering a copy, the Action Officer (AO) or designated Staff Action Control Officer (SACO) initiates a corresponding tasker in USACE ETMS2 as the record copy for maintaining version control and accountability. 
	(3) This includes uploading all relevant documents (subject to classification restrictions) into the USACE ETMS2 tasker. 
	7. USACE ETMS2 Workflow Designation. 
	a. Initiator. The initiator is an ETMS2 workflow designation. The initiator is the user who formally creates and logs the tasker in USACE ETMS2. They assign the Primary Office of Primary Responsibility (POPR) and establish the overall suspense date. 
	b. Primary Office of Primary Responsibility. The POPR is a USACE ETMS2 workflow designation and is synonymous with the concept of the Office of Primary Responsibility (OPR) as the accountable lead for the development, coordination and execution of its assigned area. 
	(1) The single point of accountability for a tasker. The POPR is the "owner" of the task, responsible for assembling the final response, ensuring it meets the original intent, and submitting it on time. The POPR has the final say on all inputs. 
	(2) Each USACE ETMS2 tasker can only have one designated POPR team responsible for tasker completion. 
	(3) The POPR has the option to designate an AO within their respective directorate or office. 
	(4) The POPR’s final response or product must not evade issues, provide vague advice to achieve consensus, or miss the established suspense date. 
	(5) Through the coordination process, the POPR must identify critical issues and nonconcurrences. 
	(6) When required, the POPR may utilize the resources of other teams, known as the OPR or the Office of Coordinating Responsibility (OCR) within USACE ETMS2. 
	(a) If the POPR further delegates a task to an OPR and OCR, they must adjust the OPR and OCR internal suspense date to meet the overall suspense 
	(b) POPR must adjudicate all input from OPRs and OCRs, resolving any non-concurrences and integrating the final approved content into the response. 
	c. Office of Primary Responsibility. OPR in the context of USACE ETMS2, is a workflow designation. The OPR is the designated lead for a specific sub-task only, within a larger tasker assigned to the POPR in USACE ETMS2. 
	(1) The OPR operates one level below the POPR. 
	(2) The OPR is accountable directly to the POPR for the quality and timeliness of its specific deliverable. 
	(3) The OPR has the option to designate an Action Officer (AO) within their respective directorate or office. 
	(4) The OPR may further delegate a task as needed to an OCR. 
	(a) If the OPR further delegates a task to an OCR, they must adjust the OCR internal suspense date to meet the overall suspense. 
	(b) If the OPR further delegates a task to an OCR, they must consolidate OCR input and address all issues, comments and/or nonconcurrences raised. 
	(5) The OPR ensures that all responses and deliverables meet quality and timeliness standards and provides a complete response to the tasker. 
	d. Office of Coordinating Responsibility. OCR in the context of USACE ETMS2 is a workflow designation. The OCR role is to review and provide input on a specific piece of data related to the tasker, and reports it to the OPR. 
	(1) OCR operates one level below the OPR 
	(2) The OCR is a subject matter expert or external stakeholder assigned by the Initiator, POPR or OPR to provide a formal review, concurrence, or a specific piece of data related to the tasker. 
	(3) The OCR does not produce a major deliverable but provides a necessary check or input. 
	(4) The OCR has the option to designate an AO within their respective directorate or office. 
	e. Coordinating level roles. Coordinating level roles (Office of the Primary Responsibility-Coordination (OPR-C), Office of Coordinating Responsibility-Coordination (OCR-C)) are workflow designations within USACE ETMS2. These roles are exception-based sub-delegations used by an OCR only when a task requires highly specific, granular input that cannot be provided by the OCR itself. 
	(1) Delegation. The OCR can assign as many additional OPR-C or OCR-C roles if needed for overall task completion. 
	(2) C-level roles are prohibited from further delegating tasks. 
	f. Office of Primary Responsibility-Coordination. The OPR-Cis a Sub-Task Lead workflow designation within USACE ETMS2, and is responsible for completing a single, granular component of the OCR's portion of the task. 
	(1) The OPR-C reports only to the OCR that assigned it. It does not report to the POPR. 
	(2) Its purpose is to deliver a specific, pre-defined input to its OCR, not to manage other contributors. 
	(3) The OPR-C will only have contribution rights to the Supporting Documents library. 
	(4) The OPR-C has the option to designate an Action Officer (AO) within their respective directorate or office. 
	g. The OCR-C is a workflow designation within USACE ETMS2 and is a Granular Subject Matter Expert (SME) that provides a specific data point or review to the OPR-C or OCR that assigned it. The OCR-C has the most limited role. Its only responsibility is to provide its small, specific piece of information on time. 
	8. External Actions. 
	a. External actions. External Action is an official tasking from an entity outside of USACE that requires a formal response within ETMS2. These actions originate from Headquarters, Department of the Army (HQDA) and tasking agencies (the Army Audit Agency (AAA), Office of the Chief Legislative Liaison (OCLL), Secretary of the Army (ASA) Financial Management and Comptroller (FM&C) Budget Liaison (BUL) (ASA FM&C BUL), the Office of Joint and Defense Affairs (OJDA), the Executive Communications and Control (ECC
	b. Initial Receipt and Assignment: The USACE G-3 SACO receives the tasker in HQDA or USACE ETMS2 instance and assigns a POPR to own the response. 
	c. Action Development and Coordination: The assigned POPR develops the official response, assigning OPRs for major work components and OCRs for SME review as needed, setting internal suspense dates to meet the final deadline. 
	d. Final Review and Submission: The POPR consolidates all inputs into a final package, which is reviewed and approved in accordance with Army and Department of Defense (DoD) writing standards and policies. The final, approved response is submitted back to HQDA ETMS2 by the established suspense date.  
	e. Reference Site: Detailed step-by-step procedures, job aids, and reference materials are available on the official ETMS2 Reference Site: https://usace.dps.mil/sites/INTRA-HQ/SitePages/ETMS2-USACE-Support-Page.aspx?source=SiteSettings.  
	9. Internal staff actions 
	a. Internal staff actions. An Internal Staff Action is any information or decision paper intended for the USACE Command Group or Senior Leaders. All submissions must adhere to the standard formats outlined in AR 25-50 and other Army and DoD writing standards as applicable, which require a clear purpose, summary, and recommendation. 
	(1) Process Governance Model. To ensure quality and efficiency, internal actions are managed through a two-tiered governance model that clearly separates content-specific workflows from the final Command Group submission process. This model is managed by two key roles: the Process Owner and the Secretary of the General Staff (SGS). 
	(2) Process Owner. The decentralized owner for a specific category of staff action (e.g., Civilian Awards, De Fleury, Headquarters USACE (HQUSACE) Personnel Actions, Conference Attendance). Each Process Owner is responsible for establishing and managing the unique internal process required to develop, coordinate, and validate actions within their category before they are submitted for final approval. 
	b. The Secretary of the General Staff (SGS). The centralized owner of the final USACE Command Group submission process. The SGS is the final reviewer and is responsible for setting and enforcing the overall timelines and administrative formatting standards and managing the flow of completed packages to the USACE Command Group. 
	c. The Workflow: Every internal staff action begins within the defined process of its respective Process Owner. The Process Owner guides the action through its specific steps, ensuring all requirements are met. The process culminates in a formal handoff represented by a formal review within USACE ETMS2. 
	(1) Once the Process Owner certifies that a package is 100% complete and ready for leadership review, it is submitted to the SGS or the respective approval authority via ‘Submit for Approval’. 
	(2) Following this handoff within the approval route, the Executive Officer (XO) or Administrative Supports within an office or directorate, or the SGS act as the final gatekeeper, managing the package's administrative verification and its progression to a final decision by the Senior Leader or the USACE Command Group. 
	d. Reference Site: Procedures for creating and routing internal staff actions are available at 
	d. Reference Site: Procedures for creating and routing internal staff actions are available at 
	https://usace.dps.mil/sites/INTRA-HQ/SitePages/ETMS2-USACE-Support-
	https://usace.dps.mil/sites/INTRA-HQ/SitePages/ETMS2-USACE-Support-
	Page.aspx?source=SiteSettings

	.  

	e. Timeline for internal staff actions. 
	(1) 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. 
	(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 Senior Executive Service (SES)/General Officer (GO), or the Deputy Chief of Staff (DCOS), USACE or the Chief of Staff (COS), USACE, or Legal. 
	(3) 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. 
	(a) USACE Commanding General (CG) - 30 business days before the required approval date. 
	(b) USACE Deputy Commanding General (DCG) - 21 business days before the required approval date. 
	(c) USACE Chief of Staff, Deputy Chief of Staff, or Command Sergeant Major (CSM) - 14 business days before the required approval date. 
	(d) The official submission timeline resets if the USACE SGS, at their discretion, determines that a staff package requires substantial correction. This decision is final. 
	(e) Returns and rework. AOs have up to two (2) business days, unless otherwise specified, to make the necessary adjustments and return the action in USACE ETMS2. 
	(f) Urgent Request for Information (RFI) from the CG, USACE or Senior Leaders. RFI from the CG or a Senior Leader carries a firm one (1) business day suspense and must be prioritized accordingly. 
	f. Enforcement of suspense dates. The USACE SGS enforces all suspense dates on behalf of the USACE Command Group. The USACE SGS will adjust these dates based on direct guidance received from the XOs and/or Administrative Supports for the USACE CG, DCG, or the Chief of Staff (COS). 
	g. Directorates, Major Subordinate Commands, Field Operating Agency/Activity and Centers. Any deviation from this process must be explicitly granted by the USACE SGS in writing. A written record can include an official email from the USACE SGS or a formal comment logged within the USACE ETMS2 tasker. 
	10. Red Top taskings - executive communications and control 
	a. 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 take precedence over all other work. 
	b. Governance and Key Roles. Red Top taskings are managed by the USACE        G-3. 
	c. USACE-G3 SACO. The single process owner and lead facilitator for all Red Top taskings. The USACE-G3 SACO orchestrates the entire response, sets all internal suspense dates, provides guidance to the OPR, and conducts the final quality review. 
	d. OPR. The OPR will be assigned the role of POPR within USACE ETMS2. The POPR is the content owner, responsible for developing the complete "Red Top Submission Package" under the guidance of the USACE G-3 SACO. 
	e. Review and Handoff: The POPR submits the completed package to the USACE G-3 SACO for final review. Once approved, the USACE G-3 SACO formally submits the package to HQDA via the HQDA ETMS2 instance. 
	(1) The assigned USACE ETMS2 roles of POPR and OPR must adhere to the internal suspense set by the USACE G3 SACO and instructions from the USACE SGS as required in accordance with ER 25-52-1. 
	(2) The POPR must provide the final portfolio requirements within the tasker in accordance with HQDA Standard Operating Procedures and other DoD writing standards as appropriate. 
	11. Walk-through procedures 
	a. Director of the Army Staff ‘Walk Through Procedures’ (Highest Urgency). Instances where an action is received with an immediate suspense requiring Army Senior Leader (ASL) approval/signature, or when a suspense has passed or occurs within 48 hours, USACE will be directed by the Director of Army Staff (DAS) or the Vice Director of Army Staff (VDAS) to enact ‘WALKTHROUGH’ procedures in accordance with HQDA Policy Notice 25-52. 
	(1) The USACE CG, DCG or the CG XO will initiate, or update, their contact report to the front offices of the SECARMY, CSA, USA, VCSA, DAS, VDAS, and ECC 
	(2) The subject of the email will contain “WALKTHROUGH”, the name of the action, and the ETMS2 record number. This contact report will be sent when the action moves from USACE as the POPR to the ECC in ETMS2. 
	(3) The ECC will execute an expedited review of the staff action and notify USACE and the Office of the Chief of Engineers (OCE) when to start the walkthrough. 
	(4) Upon ECC notification to USACE and OCE to start walkthrough procedures, OCE will print documents from the Final Documents folder in ETMS2 and place them in a tab blue folder in accordance with HQDA Policy Notice 25-52. 
	(5) According to ER 25-52-1, OCE will retain the packet in hand and walk it through the approval process to the next ASL office in the routing chain until signed by the appropriate Senior Leader. 
	(6) Once the final ASL signature/approval is obtained, OCE will upload the signed documents to the final documents folder for the ETMS2 task. And the CG XO subsequently sends a final updated contact report to the DAS, VDAS, and ECC that the walkthrough is complete. 
	b. USACE walkthrough procedures. USACE Internal Walk-through is an internal expediting measure initiated by the USACE G-3 for any Red Top or critical ASL tasking when 
	the suspense occurs within 72 hours as required, or directed. Unlike the formal DAS procedure, this process is more flexible. The G-3 or USACE G-3 SACO will provide specific verbal or written instructions directly to the assigned POPR on the required actions to expedite the tasker's completion and prevent it from requiring a full DAS-directed walk-through. 
	12. Action assignments 
	a. External taskers assignment. The USACE G3 is the single point of entry for all HQDA directed actions. The USACE G3 holds the tasking authority for USACE and assigns, manages tasker assignments and suspense dates within ETMS2. 
	b. Internal staff action assignment. Any member of USACE with an USACE ETMS2 account has the capability to initiate a task, send it for coordination with internal and external offices. 
	c. Senior Leader Approval Process. Depending on tasker requirements, both types of actions can be routed for Command Group approval via the Senior Leader Approval Process (SLAP). 
	13. Action types 
	The choice of reply type in the action field of USACE ETMS2 determines the nature of the action and the level of approval required. 
	a. Principal Sign. Requires a SLAP. Secure a formal signature (digital or physical) on the final response document. 
	b. Principal Approve. Requires SLAP. Secure formal approval of the final response package. 
	c. Principal Guidance. No SLAP required. Principal guidance action requires that the USACE CG or DCG provide guidance to the POPR within ETMS2. 
	d. Principal Info Only. Review for situational awareness. No response needed. 
	e. SES/GO Sign. Requires SLAP. Secure a formal signature on the final response document from an SES/GO or within USACE ETMS2. 
	f. For external taskers only, if the SES/GO does not have HQDA ETMS2 access, the SACO must use the Command Approver designation in the approval route in accordance with ER 25-52-1 before closing out the action. 
	(1) The Command Approver designation transfers the SES/GO SLAP coordination and response to HQDA ETMS2 for all external taskers only. 
	(2) How to use the Command Approver designation is available at 
	(2) How to use the Command Approver designation is available at 
	https://usace.dps.mil/sites/INTRA-
	https://usace.dps.mil/sites/INTRA-
	HQ/ETMS2%20USACE/Forms/AllItems.aspx?id=%2Fsites%2FINTRA%2DHQ%2FETMS2%2
	0USACE%2FETMS2%20How%20to%20Guides%20and%20Tips%20of%20the%20Week%20
	%28TOTW%29%2FTOTW%2FApproval%20Packages&viewid=4b4d2455%2D6756%2D414b


	%2Dbd52%2D8f186f8da5a0&FolderCTID=0x0120009F818AF17B357A4682D85FDA17E33F7
	%2Dbd52%2D8f186f8da5a0&FolderCTID=0x0120009F818AF17B357A4682D85FDA17E33F7
	%2Dbd52%2D8f186f8da5a0&FolderCTID=0x0120009F818AF17B357A4682D85FDA17E33F7
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	.  

	g. SES/GO Guidance: No SLAP required. Provide specific directions or guidance. 
	h. SES/Info Only: Review for situational awareness. No response needed. 
	i. GS-15/O6 Sign. Requires SLAP. Secure a concurrence or approval on the final response.  
	(1) Command Approver must be applied. 
	(2) How to use the Command Approver designation is available at 
	(2) How to use the Command Approver designation is available at 
	https://usace.dps.mil/sites/INTRA-
	https://usace.dps.mil/sites/INTRA-
	HQ/ETMS2%20USACE/Forms/AllItems.aspx?id=%2Fsites%2FINTRA%2DHQ%2FETMS2%2
	0USACE%2FETMS2%20How%20to%20Guides%20and%20Tips%20of%20the%20Week%20
	%28TOTW%29%2FTOTW%2FApproval%20Packages&viewid=4b4d2455%2D6756%2D414b
	%2Dbd52%2D8f186f8da5a0&FolderCTID=0x0120009F818AF17B357A4682D85FDA17E33F7
	2

	.  

	j. Action Officer Coord. Action Officer Coord action requires coordination at the AO level. These action types generally do not require a SLAP within ETMS2. 
	k. Direct Reply. Direct reply action requires that the POPR or OPR provide a written correspondence within ETMS2. 
	l. Direct Reply (E-mail): Direct reply e-mail action requires that the POPR or OPR provide a response via email (outside of ETMS2). 
	m. Draft Reply: Draft reply action requires that a relevant reply is drafted for review/comment. 
	n. Appropriate Action. Appropriate action requires that the response meets the intent of the task as recorded the instructions section. 
	o. Info Only. Info only action is for information only and no response information or deliverable is expected. 
	p. Other (Describe in Instructions). Follow custom instructions detailed in the tasker. 
	14. Instructions 
	a. Instructions. Clear instructions are the foundation of an effective tasker. This section outlines the sources and hierarchy of instructions for all action types. 
	b. External taskers instructions. External taskers have multiple sources of instruction. They must be read and followed in this order of precedence: 
	(1) Primary HQDA OPR. These instructions, found in the original tasker, define the deliverable, and the official suspense date. 
	(2) USACE G3 SACO instructions. These instructions, found in the 'My Instructions' field, provide USACE-specific context as required, internal suspense dates, and any supplemental guidance needed to align the effort within the command. 
	(3) The POPR, OPR and OCRs must carefully review the instructions provided by both the HQDA OPR and the supplemental guidance from the USACE G3 for specific requirements, the desired outcome, and any specific considerations or constraints associated with the task. 
	(4) Assigned POPR instructions. The assigned POPR may choose to provide additional instructions to their assigned OPR and OCR. 
	(a) When sending a task for coordination, the POPR selects the ‘Manage Assignments’ option in USACE ETMS2. 
	(b) If necessary, the POPR may include additional instructions that specify the required task, the level of coordination required, and all relevant suspense dates. 
	c. Internal staff action instructions. For internal actions, the initiator is solely responsible for providing a clear, complete, and actionable set of instructions. Using the system's template (as referenced in para 18), the instructions must define the desired outcome, deliverables, and the final suspense date. 
	15. Timeline for external tasker rejection and request for reassignment 
	a. Tasker rejection and request for reassignment. To ensure taskers are handled by the correct office in a timely manner, the following procedures govern how actions are rejected or reassigned. The procedures for rejection and reassignment vary depending on whether the task has already been accepted. 
	(1) Rejection before Acceptance. The directorate or office SACO is the first decision point for an incoming task. They are responsible for conducting an initial mission analysis to determine one of two outcomes: 
	(a) Accept. The task is appropriate for their directorate. Upon acceptance, the SACO will assign it to the correct internal team or AO for execution. 
	(b) Reject. The task has been misassigned and must be rejected in accordance with the procedures in paragraph (14b). 
	b. Timeline for tasker rejection. Upon initial analysis by the directorate or office SACO, if it is determined a tasker has been incorrectly assigned, they must formally reject it in USACE ETMS2. The following timelines and procedures apply per ER 25-52-1. 
	(1) Routine taskers. 3 business days from the USACE G-3 SACO assignment. 
	(2) Flash Coordination, RED-TOP, or DoD taskers. 24 hours from USACE G-3 SACO assignment. 
	(3) If the tasker suspense is less than three (3) business days, the tasker must be accepted or rejected within 24 hours of assignment. 
	(4) If this time for rejection lapses, the POPR takes the responsibility for the task and for requesting an extension through the USACE G3 SACO and the HQDA point of contact (POC). 
	(5) The rejection will be accompanied by a justification for the reassignment and provide the USACE G3 SACO the office to reassign the task to. 
	c. Reassignment of task after acceptance. If a directorate or office SACO accepts a task but later determines that the task does not belong to their office, they may collaborate with their SMEs to justify the reassignment. The following guidelines apply: 
	(1) The directorate or office SACO will recommend an alternate office for the task. 
	(2) The directorate or office SACO will communicate this information to the USACE G3 SACO team via email at the Distribution list (DLL) USACE G3 (DLL-TMT-USACE-G3) email box or via telephonic. 
	Note. If a tasker has been accepted, do not press the "complete" button in USACE ETMS2 to avoid prematurely closing the task. The tasker must be handed off via the correct team within USACE ETMS2. 
	d. Timeline for request for reassignment. According to ER 25-52-1 requests for reassignment must be made within three (3) business days from tasker assignment to allow the subsequent directorate or office adequate time to complete the task. If the assignment is not rejected within this timeframe, it becomes the responsibility of the directorate or office tasked to either fulfill the task or negotiate with another directorate to accept it. 
	e. Extension requests on routine taskers. When a team determines they cannot meet an established suspense date, they must formally request an extension. The process differs significantly based on the tasker-type. The POPR is solely responsible for initiating any extension request. 
	f. Request extension from HQDA POC. The POPR sends an email directly to the HQDA POC listed in the tasker instructions. 
	(1) The email must include the following; A clear justification for the delay and a proposed new suspense date. 
	(2) If the request for an extension is approved, the POPR e-mails the USACE G3 team DLL to report the approved tasker extension date. 
	g. Extension requests on ECC assigned taskers. This process is for ECC taskers and is formally managed by the USACE G-3 SACO. 
	(1) The POPR SACO will coordinate a request for an extension with the USACE G3 SACO via telephonic or e-mail to the USACE G3 DLL no later than 48HRs from receipt of the tasking. 
	(2) If suspense is less than three (3) business days, the initial contact must be made within 24HRs. 
	(3) The POPR team, according to ER 25-52-1 and HQDA Policy Notice 25-52-1 must include a signed interim response, a valid explanation, and a projected completion date to accompany the request for an extension. 
	(4) The USACE G3 SACO upon receipt of the request and a signed interim response will contact the ECC POC listed in the tasker instructions and requests for an extension on behalf of the POPR. 
	h. Approved extension requests. When an extension for a tasker has been approved, only the tasker initiator can adjust the suspense for the assigned POPR, OPR and OCR through the ‘Manage Assignment’ function. 
	16. Extension request on external taskers 
	a. Extension requests on routine taskers. When a team determines they cannot meet an established suspense date, they must formally request an extension. The process differs significantly based on the tasker type. The POPR is solely responsible for initiating any extension request. 
	(1) Request extension from HQDA POC. The POPR sends an email directly to the HQDA POC listed in the tasker instructions. 
	(a) The email must include the following; A clear justification for the delay and a proposed new suspense date. 
	(b) If the request for an extension is approved, the POPR e-mails the USACE G3 team DLL to report the approved tasker extension date. 
	(2) Extension requests on ECC assigned taskers. This process is for ECC taskers and is formally managed by the USACE G-3 SACO. 
	(a) The POPR SACO will coordinate a request for an extension with the 
	(b) USACE G3 SACO via telephonic or e-mail to the USACE G3 DLL no later than 48 HRs from receipt of the tasking. 
	b. The POPR SACO will coordinate a request for an extension with the USACE G3 SACO via telephonic or e-mail to the USACE G3 DLL no later than 48 HRs from receipt of the tasking. 
	(1) If suspense is less than 3 business days, the initial contact must be made within 24 hours. 
	(2) The POPR team, according to ER 25-52-1 and HQDA Policy Notice 25-52-1 must include a signed interim response, a valid explanation, and a projected completion date to accompany the request for an extension. 
	(3) The USACE G3 SACO upon receipt of the request and a signed interim response will contact the ECC POC listed in the tasker instructions and requests for an extension on behalf of the POPR. 
	c. Approved extension requests. When an extension for a tasker has been approved, only the tasker initiator can adjust the suspense for the assigned POPR, OPR and OCR through the ‘Manage Assignment’ function. 
	17. Development of action responses 
	a. Tasker initial analysis. After a task is accepted and assigned by the SACO, the designated Action Officer (AO) is responsible for conducting the initial analysis. This involves three key steps: 
	(1) Analyze the Requirement: Determine the nature of the action and the specific deliverable required. 
	(2) Evaluate the feasibility of completing the action by the assigned suspense date. If the timeline is at risk, the AO must immediately notify their SACO to initiate an extension request. 
	(3) Determine the network of other AOs, SMEs, and leaders who must be consulted to develop a coordinated response. 
	b. Action officer coordination. With the initial analysis complete, the AO is responsible for developing the substance of the response. 
	(1) The AO must establish the relevant facts, policy, and precedent to develop an appropriate response, seeking guidance from leadership and other SMEs, as necessary. 
	(2) The documentation of issues, facts, and the need for top-down guidance will result from the coordination process. 
	(3) AOs are encouraged to consult related previous actions to develop the position and the response to the tasking. 
	(4) For complex actions or those without clear precedent or guidance, AO collaboration may be useful in establishing the initial structure. 
	c. Master document creation and management. The AO drafts a proposed response to the task, determines the appropriate approval level and upload the draft documents in the ‘Supporting Documents’ repository in USACE ETMS2 or as designated in the instructions. 
	(1) Document repositories. USACE ETMS2 interfaces with SharePoint and has three repositories to organize and store documents. The POPR, OPR and OCR roles assigned through USACE ETMS2 Manage Assignments dictate which document libraries users are authorized to view and use. 
	(a) Original Documents. The ‘Original Documents’ folder contains the initial tasking documents uploaded by the initiator of an action. 
	(b) Supporting Documents. The ‘Supporting Documents’ folder contains additional documents to assist AOs with coordination, such as an endnote file with the initial tasking documents compiled in one portable document format (pdf), and any applicable templates. 
	AOs should use the ‘Supporting Documents’ folder for any working or draft documents collected during coordination. 
	(c) Final Documents. Once the AO prepares a final response based on information received during coordination, they transfer the final product to the ‘Final Documents’ folder. 
	1. Initiators and POPRs have access to the Final Documents folder. 
	2. Only documents intended to be part of the final package should be included in the ‘Final Documents’ folder. 
	3. POPRs are responsible for submitting final ASL package in accordance with HQDA Policy Notice 25-52. 
	4. Documents prepared for Command Group signature must be submitted in a pdf format and prepared for digital signature in accordance with AR 25-50 or HQDA Policy Notice 25-52. 
	18. Coordination response 
	a. Response and Coordination. When the final response is ready for submission, the AO or SACO provides the final response by completing the HQDA directed response template for external taskers only and closes their copy. 
	(1) If additional coordination is required, the SACO must initiate a SLAP route within USACE ETMS2 accordingly. 
	(2) If the tasker coordination requires a GS-15/O6 or SES/GO level approval, in accordance with ER 25-52-1, the SACO will initiate a SLAP route and designate the appropriate team as a Command Approver within USACE ETMS2. 
	b. Coordination Response Categories. 
	(1) Concur. Concur means there are no unresolved substantive or critical issues. Concurrence is presumed for all coordination unless otherwise annotated. 
	(2) Nonconcur. Nonconcur means that a respondent that has a critical issue with a document that, if not resolved, would prevent it from being approved. 
	(a) For actions not requiring staffing through the USACE SGS, the POPR’s AO will review all nonconcurrences and reconcile. 
	(b) The POPR 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 according to ER 25-52-1. 
	(c) The AO is responsible for providing background information and rationale for the nonconcurrence as part of the staffing package. 
	(d) Forward nonconcurrence 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. 
	(3) No Equity. No equity means that the respondent does not have a vested interest, stake, or equity in the tasking or action. 
	c. Types of Comments. 
	(a) Critical. A critical comment indicates nonconcurrence of the entire document until the comment is satisfactorily resolved. 
	1. A critical comment raises concerns with issues such as conflicts with policy, strategy, or law, or with information that is factually incorrect. 
	2. A critical comment must contain the suggested changes in the content to merit consideration. 
	(b) Major. Major comments highlight important issues or correct material that the originator must address. 
	(c) Substantive. A substantive comment identifies a section in the document that appears to be or is potentially unnecessary, incorrect, mislead, confusing, or inconsistent with other sections. 
	1. Substantive comments are not a basis for nonconcurrence. 
	2. A substantive comment must contain the suggested changes in the content to merit consideration. 
	(d) Administrative. An administrative comment corrects what appears to be a typographical, format, or grammatical error. 
	1. If such errors change the intended meaning of the text, the entry should be designated as substantive. 
	2. Administrative comments must contain the suggested changes in the content to merit consideration. 
	d. Resolving Non-concurrences or other issues. Based on input received during coordination, the AO is responsible for resolving non-concurrences and issues, while redrafting (and, if necessary, re-coordinating) the action. Nonconcurrences always require a GO/SES-level review. 
	19. Response and approval process 
	a. Preparing the action response. When the coordination process is complete and the required documents are marked accordingly and uploaded to the ‘Final Documents’ section, the AO or SACO prepares the final response. 
	Note. For all ECC assigned taskers, the POPR will provide the final portfolio  
	to include any requirements outlined in the HQDA Policy Notice 25-52 or per the USACE-G3 SACO or USACE SGS guidance. The POPR is required to submit the HQDA directed response in addition to the USACE OPR ETMS2 Executive Summary (OPR EXSUM) (see paras (c) and (d) below). 
	b. Response template. Figure 1 shows the required format for the USACE OPR EXSUM. The USACE OPR EXSUM is a mandatory, standardized summary that acts as a "cover sheet" for decision-makers. Its purpose is to provide senior leaders with a concise overview of the tasker's purpose, background, and recommended action. 
	(1) The USACE OPR EXSUM is a default template in the ‘Response Field’. 
	(2) The USACE OPR EXSUM template format may not be deleted or changed.  
	 
	 
	Artifact
	Figure 1. USACE OPR EXSUM 
	 
	 
	 
	c. HQDA directed response template. Figure 2 shows the required format for the HQDA tasker response. All external actions, in addition to a completed USACE OPR EXSUM, must include an HQDA directed response in the ‘Response Field’ section. 
	(1) If an external tasker has an incomplete response directed by HQDA, it will be returned to the POPR for completion. 
	(2) The HQDA directed response template format may not be deleted or changed. 
	 
	Artifact
	Figure 2. Format for HQDA Tasker Response 
	d. Higher-level approval. If the tasker requires a higher-level of approval on the tasker response for example at principal level, SES/GO, or GS-15/O6, the AO or the SACO must route the action using the SLAP process. 
	(1) If the designated approver does not have an HQDA ETMS2 account, the AO or SACO will select the Command Approver designation within ETMS2 per ER 25-52-1. 
	(2) If the action is for the USACE CG or DCG approval, the SLAP process will include the USACE SGS in the approval process. 
	e. Internal staff actions response template. Figure 3 shows the required format for Command Group staff action summary. 
	Note: All internal staff actions will include a completed USACE OPR EXSUM (see para (b) above) in the ‘Response Field’, and a completed Command Group staff action summary. 
	(1) An internal staff action for Command Group action with an incomplete USACE OPR EXSUM and Command Group staff action summary will be sent back to the initiator for completion. 
	(2) The Command Group staff action summary template may not be deleted or changed. 
	 
	Artifact
	Figure 3. Command Group Staff Action Summary 
	f. Approval levels. Principal or staff principals, SES/GO, or GS-15/O6 will provide their concurrence and approval within USACE ETMS2. The following guidelines apply: 
	(1) Assistant Directors, Directorate Chiefs, or Equivalent (GS-15/O6) will review and approve the final response in USACE ETMS2. If coordination contains nonconcurrence, they may coordinate with the AOs to ensure that every effort has been made to resolve the issue, and the final recipient of the action are aware of the nonconcurrence. 
	(2) For Command Group actions, the Staff Principal, Director, Commander, Deputy or equivalent must complete their review and approve internal staff actions in USACE ETMS2 via the SLAP route for processing. 
	(3) Actions that are disapproved are routed back to the requestor within USACE ETMS2. 
	20. Final Review and Command Group Submission  
	a. Actions requiring Command Group signature. This section outlines the final stage for all internal staff actions that require Command Group signature or approval. This process begins after a package has been finalized by the Action officer or the POPR for external taskers and routed to the USACE SGS. 
	(1) The USACE SGS SACO reviews actions submitted to the Command Group to ensure consistency of style, tone, format, and master document structure, correct classification, the appropriate coordination, and that the action properly addresses the initiating task. 
	(2) As necessary, the USACE SGS or the USACE SGS SACO may work directly with AOs to clarify language and resolve questions relating to the content and intent of the request. 
	(3) As appropriate the USACE CSM, COS, DCG, and CG sign, approve, forward, or return the action in ETMS2 by approving or disapproving the route in ETMS2. 
	b. Rework. To ensure accountability and version control, the USACE SGS will use USACE ETMS2 to manage returns for rework and RF). Whenever possible, the AO and SACO should avoid working actions outside the system via e-mail or other perceived shortcuts. 
	(1) The USACE SGS or USACE SGS SACO may return taskers for rework by selecting ‘RETURN option in the SLAP route. 
	(2) The USACE SGS or USACE SGS SACO will use the RFI feature within USACE ETMS2 for additional information. 
	(3) The USACE SGS or USACE SGS SACO may also return actions to AOs in ETMS2 if they are missing any required coordination, if the action requires significant rework, or upon request. 
	(4) If a task is returned for revision, the AOs must ensure that they are working from the most recent version of their documents in the ‘Final Documents’ folder, and make all changes. The final version must be completed and upload to the ‘Final Documents’ folder before resubmission. 
	(5) After completing rework on a Command Group tasker, select ‘Reopen Approval Route’ in ETMS2 and return the tasker to the USACE SGS for submission to the Command Group. 
	21. Disposition of actions 
	a. Completed Taskers. Taskers must be closed by the initiator in the system once the approval route or the POPR, OPR, or OCR copy is complete. 
	b. Cancelled Taskers. If a tasker is overcome by events (e.g., answered via principal-to-principal e-mail, superseded by a subsequent document, etc.), Directorates and office SACOs may upload any relevant documents memorializing the task’s completion to the “Final Documents” folder in ETMS2, and articulate why the task is being closed in the “Response Field” section. 
	22. Private taskers and suspense coordination 
	a. Private Taskers. Taskers that contain personally identifiable information should be marked as private taskers. By checking the ‘Is Private’ box, access to the tasker and associated document visibility is restricted to assigned users and teams. 
	b. Suspense coordination. When setting coordination suspense dates, it is advisable for AOs to aim for a minimum of fourteen (14) working days from the tasking date. 
	(1) If coordinating with a quick-turn request, generally a response within three (3) days or less, it may be necessary to accompany the task with a request from an SES or GO emphasizing the urgency and expedited response. 
	(2) When coordinating with a specific individual or staff in another organization, it is important for the AO to mention the relevant person or group in the tasking message. This helps to direct the action to the appropriate individual or team, thereby expediting the coordination process. Clearly identifying the points of contact ensures that the task reaches the right person or group, increasing the efficiency and effectiveness of the coordination effort. 
	23. Flash coordination 
	a. Actions of unusual urgency. When there is a need to process actions of unusual urgency, the USACE G3 and the USACE SGS can initiate FLASH COORDINATION. 
	(1) In these cases, the standard procedures for completing HQDA external taskers or Command Group requests may not be feasible due to time constraints. 
	(2) The USACE G3 and the USACE SGS may utilize the most expeditious means possible to coordinate with relevant directorates and offices. 
	b. Short suspense dates. In general, a short suspense date does not exempt the requirement to prepare a standard package for HQDA and Command Group related actions. 
	(1) This includes obtaining the appropriate level of coordination and coordination with directorate and office senior leaders. 
	(2) If time limitations prevent proper coordination, it must be clearly stated for the Command Group in ETMS2 ‘Response Field’. 
	c. Acceptable coordination response. Do not assume concurrences. 
	(1) Coordination and comments will show official positions only. Informal coordination will not presume or imply a USACE CG or DCG decision or position. 
	(2) Actions requiring a decision by the USACE CG or DCG will have the endorsement of the POPR’s principal official or principal deputy (if not available, the designated SES or GO). 
	(3) Use ETMS2’s ‘Manage Assignments’ and, if necessary, telephone to verify the agency response to the staffing action. 
	(4) A line-thru does not indicate concurrence or nonconcurrence unless the correspondence specifically requests a line-thru and initial to indicate concurrence or approval. 
	(5) Oral consultation or discussion between action officers does not imply concurrence if action requires approval by the USAE CG or DCG. 
	(6) Do not imply personal review by a staff principal unless that official actually conducts the review. 
	(a) The term “Office of the G–6” indicates office coordination, whereas “the - G–6” indicates the personal review of the agency principal official. 
	(b) Action officers will provide their name, rank, office symbol, phone number, and USACE ETMS2 control identification number. 
	(7) HQ USACE principal and MSC commanders will coordinate with the appropriate Directorate SES and GO on actions that the USACE CG or DG via the SLAP route in ETMS2. 
	d. Direct response from Senior Leaders. If a Senior Leader responds directly to a request for coordination, the response email should be uploaded into ETMS2 to close out the tasker. 
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	Glossary of Terms 
	Term 
	Definition 
	AO 
	Action Officer 
	AAA 
	Army Audit Agency 
	ASA 
	Secretary of the Army 
	ASL 
	Army Senior Leader 
	BUL 
	Budget Liaison 
	CG 
	Commanding General 
	CoS 
	Chief of Staff 
	CSM 
	Command Sergeant Major  
	DAS 
	Director of Army Staff 
	DCG 
	Deputy Commanding General  
	DLL 
	Distribution List 
	DoD 
	Department of Defense 
	ECC 
	Executive Communications and Control 
	ETMS2 
	Enterprise Task Management Software Solution 
	FM&C 
	Financial Management and Comptroller 
	FOAs 
	Field Operating Activities 
	GO 
	General Officer  
	HQDA 
	Headquarters Department of the Army 
	HQUSACE 
	Headquarters U.S Army Corps of Engineers 
	MSCs 
	Major Subordinate Commands 
	NIPRNET 
	Nonsecure Internet Protocol Router Network 
	OCR 
	Office of Coordinating Responsibility 
	OCR-C 
	Office of Coordinating Responsibility-Coordination 
	OJDA 
	Office of Joint and Defense Affairs 
	OPR 
	Office of Primary Responsibility 
	OPR-C 
	Office of Primary Responsibility-Coordination 
	OCE 
	Office of the Chief of Engineers 
	OCLL 
	Office of the Chief Legislative Liaison 
	PDF 
	Portable Document Format 
	POC 
	Point of Contact 
	POPR 
	Primary Office of Primary Responsibility 
	RFI 
	Request for Information 
	SACO 
	Staff Action Control Officer 
	SECARMY 
	Secretary of the Army 
	SES 
	Senior Executive Service 
	SGS 
	Secretary of the General Staff 
	SIPRNET 
	Secret Internet Protocol Router Network 
	SLAP 
	Senior Leader Approval Process 
	SME 
	Subject Matter Expert 
	URL 
	Uniform Resource Locator 
	VDAS 
	Vice Director of Army Staff 
	XO 
	Executive Officer  
	Army Audit Agency (AAA) 
	Headquarters Department of the Army tasking agency. 
	Action 
	A collection of documents or record intended to facilitate the production of a written communication or addressing a particular task. 
	Administrative Comment 
	Comments that correct any typographical, format or grammatical inaccuracies. 
	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 
	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 instance is an environment designated to HQDA to manage and process taskers.  
	Information Paper 
	An information paper is a type of document used to provide concise and factual information. Information papers present clear and objective data or facts to support a particular decision or action. 
	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 Coordinating Responsibility (OCR) 
	The Office of Coordinating Responsibility (OCR), in the context of ETMS2 is a system-role or a workflow designation. The OCR role is to review and provide input on a specific piece of data related to the tasker, and reports it to the OPR. 
	Office of Primary Responsibility (OPR) 
	The Office of Primary Responsibility (OPR) carries two distinct meanings and is context dependent; 1) 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. 2) OPR in the context of ETMS2, is a system-role or a workflow designation. The OPR is the designated lead for a specific sub-task within a larger tasker assigned to the Primary Office of Primary 
	Primary Office of Primary Responsibility (POPR) 
	The Primary Office of Primary Responsibility (POPR) is an ETMS2 system-role or a workflow designation and is synonymous with the concept of Office of Primary Responsibility (OPR) as the accountable lead for the development, coordination and execution of its assigned area. The POPR role is the designated lead office or directorate for a specific tasker within ETMS2. 
	Senior Leader Approval Process (SLAP) 
	The process of routing a Staff Package for Senior Leader Approval. 
	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 Primary 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. 
	Workflow Designation 
	A workflow designation is a label assigned to a person, or team to indicate its current state or who is responsible for the action in a sequence of tasks. 
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