Instructions for Completing Morning Reports

Reports are to be completed each morning and turned in to the battalion adjutant as early as possible.

1. Complete top section with the commanding officer's name, Company. The battalion, regiment, division, corps,
and army can be added as might be needed.

2. Only those who are present should be listed in the area under the PRESENT heading. All that can take the field
can be listed and identified in the columns of this section.

3. The Absent section can be used to identify those who may be fielding but temporarily attached (on loan) to
other companies or other duties. The complete information can be listed on the back of the Morning Report
Form. Those who have registered for the event but are not present can be listed in the “With out Leave” section.

4. The “Alterations from last report” section can be used to indicate changes from the previous day’s report.
Additions can be added in the “joined” columns, and subtractions can be added under the “transferred” or
“deserted” columns.

5. Event should be listed in the "Station" field, and the remaining fields should be filled in as indicated.
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