PREPARING A COMMAND OPERATIONS REPORT FOR A SHIP
1)  Read the current OPNAVINST 5750.12 series carefully.  If you have any questions regarding the interpretation of this instruction, contact the Naval History and Heritage Command at COMM: (202)433-3224 or DSN: 288-3224.

2)  Follow the Command Operations Report template, section by section, line by line.
3)  Amplifying information for each section is as follows:

A)  Command Data:  This section simply requires concrete facts about your command.  Ensure that you include any units assigned to you or under your operational control, as well as units deployed or stationed on board as tenant activities.

B)  Commander’s Assessment:  The Commander’s Assessment tells the story of the command’s role in national defense and should highlight any general and specific lessons-learned.  It should contain the commander’s commentary, insights and reflections on the unit’s activities.  Attention should be directed to significant issues impacting training, operations and mission accomplishment during the reporting period.  Descriptions of circumstances and sequence of events leading to major command decisions and results of those decisions are particularly desired.  Also desired are accounts of specific contributions of individuals I the command to mission accomplishment.  For units engaged in or directly supporting combat, significant wartime or peacetime operations (named operations, non-combat evacuation operations, disaster relief or other humanitarian operations, etc.) or major exercises, particular attention should be given to the commander’s estimate of the situation, records of discussions, and decisions and results of those decisions.  For a unit returning from deployment or participating in a single operation this can normally be a single assessment.  For higher-echelon commands or units engaged in multiple operations, a separate assessment for each operation in addition to an overall assessment may be appropriate. 

C)  The Chronology is the most critical portion of the report and is vital for later research and veterans’ claims verification. The chronology should include dates of movements; local operations and training; exercises and operations (define acronyms and purpose of exercise or operation); installation of new weapons systems or changes; major physical changes to facilities, ship or aircraft; Class A or B mishap; port visits; unit awards received; reserve augmentation; and other significant operational or administrative events.

D) The Narrative should amplify the chronology entries (such as objectives and results of exercises/operations; commander’s evaluation of exercise/operations, etc).  Entries may refer to an enclosure of this report without additional description in this section IF the enclosure sufficiently reports the incident/event.  For all other entries, give the date or period and provide a brief narrative.  ALL significant events during the period reported are to be included. 

E)  Supporting Reports:  Carefully read the list provided below. Supporting Reports are those reports required by other instructions that provide significant data about the command during the calendar year.  These reports may be submitted “as is,” eliminating the need for duplicate information for this report that is already contained in reports prepared in response to other instructions and requirements.  Examples include battle efficiency, safety and other award submissions, major staff or command studies, and end of cruise reports, briefs of books.  For units engaged in or directly supporting combat, significant wartime and peacetime operations (named operations, non-combat evacuation operations, disaster relief or other humanitarian operations, etc.) or major exercises, enclosures may include, but are not limited to:


1)  Situation Reports


2)  Intentions Messages


3)  Operational Reports


4)  Operations Orders/Deployment Orders


5)  Operational Plans


6)  Personal For Messages


7)  After Action Reports

8)  Significant Electronic Message Traffic 


(outgoing/email/chat)


9)  Battle Damage Assessments


10) Casualty Reports


11)  End-of-Cruse/Deployment Reports


12)  Intelligence Summaries


13)  Major Exercise Reports

Any report that discusses how your command completed its mission, what challenges it faced, and how these challenges were or were not overcome is appropriate for inclusion as a Supporting Report.  In order to more easily compile supporting reports, be sure to accumulate them throughout the course of the calendar year as they are created.
List below the items submitted, indicating the classification of each.  Electronic reports should be in a Microsoft Office format (Word, Excel, Power Point, or Access), HTML, PDF, JPG, GIF, or plain text.  It is unnecessary to convert non-electronic documents to electronic format.  Submit electronic documents via email or on CD-ROM as explained at the end of this form.  Enclosures that do not exist in electronic format should be listed below and submitted in hardcopy in the same manner as a CD-ROM.

F)  Published Documents:  Records created by your command intended for either the general public or all command personnel should be included as Published Documents.  Examples of published documents include, but are not limited to:

· Welcome Aboard materials

· Change of Command materials

· Cruise Books or Year Books

· Command newsletters

· Command websites

Include the URL of the homepage of your command’s website in this section (ex:  http://www.history.navy.mil for the Naval History and Heritage Command).  Ensure that any documents included in the Published Documents section were actually promulgated to command personnel or the general public; unpublished documents, including photographs, are not intended for inclusion in your Command Operations Report.

G)  Photographs:  At minimum, include a photograph of your Commanding Officer and Executive Officer.  Also include any photographs covering operational strikes, battle damage (especially that sustained by own ship, aircraft, facilities or equipment), or other relevant photographs relating to combat or deployment operations. Do NOT include photographs of non-operational activities if they have not already been published in a Published Document included above.

4)  All Command Operations Reports submitted by fleet commands shall be submitted to the Operational Archives section, Archives Branch, Naval History and Heritage Command on an annual basis.  These reports are due by 1 March every year unless your command is deployed between the end of the calendar year and 1 March of the next calendar year.  If your command is deployed during that period, ensure that your Command Operations Report is submitted no later than 30 days after the end of your deployment.
Via email: shiphistory@navy.mil
Place any attachments to large for transmission via email on CD-ROM and send by an approved commercial carrier, such as FEDEX or UPS.  Check CDs for readability before submission to guard against corruption.  Forward paper records included as attachments in the same manner.  DO NOT forward Command Operations Reports via US mail, as all mail addressed to the Naval History and Heritage Command is irradiated and will result in destructions of the disks and damage paper enclosures.  
Address all shipments to:

Naval History and Heritage Command


Attn: Ship History


805 Kidder Breese Street SE


Washington Navy Yard, DC 20374-5060
Submit CONFIDENTIAL AND SECRET Command Operations Reports electronically via SIPR-net email to: shiphistory@NHC.Navy.Smil.Mil
Place any CLASSIFIED attachments too large for transmission via email on CD-ROM and send by an approved commercial courier such as FEDEX or UPS.  Check CDs for readability before submission to guard against corruption.  Forward CLASSIFIED paper records included as attachments in the same manner.  DO NOT forward Command Operations Reports via US mail, as all mail addressed to the Naval History and Heritage Command is irradiated and will result in destructions of the disks and damage paper enclosures.  Ensure all items are properly marked and wrapped.  Address all shipments to:


Naval History and Heritage Command


Attn: Ship History


805 Kidder Breese Street SE


Washington Navy Yard, DC 20374-5060
Forward Command Operations Report enclosures containing TOP SECRET via courier to:


405130-BA 33

NHHC/AR Washington, DC

Forward Command Operations Report enclosures containing SECRET COMPARTMENTED INFORMATION (SCI) via courier to:


449354-BA 31


ONI/Suitland, MD

The inner wrapper should read: ONI Historian, ONI-ODB EXT 2975

Telephone numbers for ONI Historians are: DSN 659-448/5901, Commercial (301) 669-4488/5901

The telephone numbers of the Ship History branch are: DSN288-6802, Commercial (202) 433-6802. 

