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SPECIAL EVENT
APPROVAL FORM
(AE Reg 525-13)
1. POC / AO / OPR name & telephone number
2. Today's date
(YYYYMMDD)
3. Suspense date
(YYYYMMDD)
4. Office Symbol
5. Subject / event name
6. Executive summary / action memorandum
a. Reference:
b. Enclosures:
(1) Tab A:
(2) Tab B:
c. Purpose:
d. Facts:
(1) Location:
(2) Total DOD population:
(3) Number in uniform:
(4) Armed presence (type, if any):
(5) Event:
Start date (YYYYMMDD)
Time (HH:MM)
End date (YYYYMMDD)
(6) Threat level:
(7) Host nation coordination:
(a) Point of contact:
(b) Results:
(c) Date of coordination (YYYYMMDD):
(8) Controls:
(9) Residual risk:
e. Discussion of key points:
f. Recommendation:
7. USAREUR AT/FP releaser (title, name, position, and signature)
8. Staff coordination
Concur
Non
concur
Agency
Name
(title, last name)
Telephone
(Military)
Date
(YYYYMMDD)
Remarks
9. Risk acceptance / approval level required
General officer for force protection (GOFP)
Garrison commander
Title and name:
Approved / recommended
Disapproved
Noted
See me
Comment
Date (YYYYMMDD)
Signature
Instruction
Drop-down list at the top of form: Select classification (for example, “UNCLASSIFIED”, “FOUO”)
Block 1: Enter the name of the primary staff coordinator for this action.
Block 2: Enter today’s date using the Army standard date format (YYYYMMDD).
Block 3: Enter the suspense date (depending on whether the action is responding to an external or an internal suspense).
Block 4: Enter the office symbol of the agency responsible for the action.
Block 5: Enter the primary subject line of the action (for example, the event name).
Block 6: Executive Summary / Action Memorandum
a. Reference: List all references (for example, CSA tasker, meeting, or email). If none, state N/A.
b. Enclosures: List all enclosures (for example, TAB A: Memorandum for CG-signature. TAB B: CSA tasking). If none, state N/A.
c. Purpose: Provide a clear and concise statement of purpose (for example: To obtain the CG's signature on memorandum TAB A).
d. Facts: Enter the required information. (Threat level: Select either "Low", "Moderate", "Significant", or "High" from the drop-down list.) (Risk Controls: What procedures or measures are in place to control risk?) (Residual Risk: Select either "Low", "Medium", "High", or "Extremely high" from the drop-down list and elaborate.)
e. Discussion of key points: The purpose of the discussion is to give a coherent and conclusive overview of an action by providing factual background and comment in order to convey to the final approval authority why this action is necessary: Describe the task and the origin of the action as well as the issue and the requirement, summarize the relevant information (provide a current status if applicable), and state why the action is relevant to the garrison commander or general officer for force protection (GOFP).
NOTE: This section conveys significant information to senior Army leaders and is limited to 3 key points. Those key points state the salient information that the GOFP or garrison commander takes away from the action. Accordingly, those key points must be written in clear and concise style as well as in appropriate language.
f. Recommendation: Provide a brief statement defining the desired action by the final approval authority (for example, garrison commander approve action and sign memorandum at TAB A). 
Block 7: USAREUR AT/FP releaser. This block allows the respective authority to approve, to disapprove, or to comment on the action. Provide the title, name, position, and signature of the USAREUR G3/4 Antiterrorism Leader authorizing the release of the staff action request from the branch. This will usually be the antiterrorism or protect chief.
Block 8: Staff coordination. When staffing an action for review and comment, include each office and POC information that the action is being staffed with. Include instructions for the addressees to indicate their concurrence by checking the appropriate block and returning the form to the originator. If concurrence indicates “concur with comments,” include the comments in the appropriate tab. If additional lines for staff coordination are required, attach an additional AE Form 525-13G to the staffing packet.
Block 9: Risk acceptance / approval level required. Select whether approval from a GOPF or garrison commander is required. The level of approval for most staff actions utilizing this form may be found in AE Regulation 525-13.
Block 10: Provide title and name, signature date, and signature of approving authority.
NOTE: Title of block 10 will change from “Approving authority” (default) to the selection made in block 9.
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