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Chapter One:  Introduction. 
1.1. Purpose.
This document should not be read from beginning to end, but it should be used as a reference document and for continuity purposes, especially in relief in place (RIP) and transfers of authority (TOA) operations.  
1.2. General.
The Task Force Civil-Military Operations Staff Officer (S5) has many responsibilities.  He is the principal staff officer for all matters concerning civil-military operations (the civilian impact on military operations and the impact of military operations on the civilian populace).  This standard operating procedure (SOP) is specific to the Kosovo Force (KFOR) Mission 2A and 2B and the Vitina Municipality Area of Responsibility (AOR).  The S5 experience is specific to one's personality and one's inter-personal communication skills.  The experiences and battle rhythm outlined in this document will probably not carry over from RIP/TOA, rotation after rotation.  Therefore, it is the responsibility for the current S5 to update the information contained in this document prior to RIP/TOA.  

1.3. Applicability.
This reference will serve future S5s, as it will provide a better understanding of the S5 duties.  As the current S5, to summarize all of these duties in one word, that one word would be "relationships."  S5 effectiveness and efficiency will directly reflect relationships built through meetings or engagements with the local populace and other international civilians.  To summarize the S5 duties in one phrase, that one phrase would be, "Death by meetings!"

1.4. References. 

There has been no single document to reference for this information.  The principles and duties outlined in FM 41-10, Civil-Military Operations are embedded in the daily, weekly, and monthly operations specified and compiled in this document.  Field manuals that were used were:

FM 41-10, Civil-Military Operations.

FM 101-5, Staff Organization and Operations.

FM 22-100, Army Leadership.
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Chapter Two:  Daily Activities.

1.5. Duties.

A. The following duties are outlined in FM 101-5.
· Advising the TF CDR of the civilian impact on military operations.
· Advising the TF CDR on his legal and moral obligations concerning the impact of military operations on the local populace (economics, environmental, and health) for both the short and long term.
· Minimizing civilian interference with combat operations, to include dislocated civilian operations, curfews, and movement restrictions.
· Advising the TF CDR on the employment of other military units that can perform CMO missions.
· Establishing and operating a civil-military operations center (CMOC) to maintain liaison with and coordinate the operations of other US government agencies; host nation civil and military authorities; and nongovernmental, private voluntary, and international organization in the area of operations.
· Planning positive and continuous community relations programs to gain and maintain public understanding and good will, and to support military operations.

· Coordinating with the Staff Judge Advocate (SJA) concerning advice to the commander on rules of engagement for dealing with civilians in the area of operations.

· Providing recommended CMO-related Information Requirements and Essential Elements to Friendly Information (EEFI) to the S2.

· Coordinating with the fire support officer (FSO) on protected targets.

· Providing the S2 operational information gained from civilians in the area of operations.

· Coordinating with PSYOPs on trends in public opinion.

· Coordinating with the S1 with coordination for local labor resources.

· Coordinating with the PAO and PSYOPs to ensure disseminated information is not contradictory.

· Coordinating with the PAO on supervision the public information media under civil control.

· Providing instruction to units or officials (friendly, or host nation civil or military) and the population in identifying, planning, and implementing programs to support the civilian populations and strengthen the host nation internal defense and development.

· Identifying and assisting the S6 with coordination for military use of local communications systems.

· Providing technical advice and assistance in the reorientation of enemy defectors, enemy prisoners of war (EPWs), and civilian internees or detainees.

· Participating in targeting meetings.

· Coordinating with the MPs planning of the control of civilian traffic in the area of operations.

· Assisting the S3 with information operations.

· Identifying and assisting the S4 with coordination for facilities, supplies, and other material resources available from the local civil sector to support military operations.

· Coordinating with the S1 and SJA in establishing off-limits areas and establishments.

· Coordinating with the SJA on civilian claims against the US government.

B. S5 has staff planning and supervision over:

· Attached civil affairs units.

· Military support to civil defense and civic action projects.

· Protection of culturally significant sites.

· Humanitarian civil assistance and disaster relief.

· Noncombatant evacuation operations (NEO).

· Emergency food, shelter, clothing, and fuel for local civilians.

· Public order and safety as it applies to military operations.

1.6. Morning Formation.

A. S5NCO will conduct daily accountability every morning.

(1) Escort Vehicle.  The following items will accompany the Escort Vehicle:

(a)     Two (2) qualified Drivers.

(b)     Interpreter who speaks Serbian and Albanian or two (2) interpreters.

(c)     Overnight Bags.  (Each individual prepares overnight bags in advance, in case of an overnight stay at Camp Bondsteel (CBS) or any other base camp.  At a minimum each soldier must bring a personal hygiene kit and a sleeping bag.)

(d)     One (1) AN/PRC 6725E, Secure Squad Tactical Radio with spare battery.

(e)     One (1) case MREs and two (2) cases of water.

(f)     One (1) five gallon can of extra fuel.

(2) S5 Vehicle.  The following items will accompany the S5 Vehicle:

(a)     S5 Non-commissioned Officer (S5NCO).

(b)     S5.

(c)     Dismounted SINCGARS Radio with spare battery.

(d)     One (1) AN/PRC 6725E, Secure Squad Tactical Radio with spare battery.

(e)     Vehicle Radio.

(f)     Overnight Bags.

(g)     Digital Camera.

(h)     Automated Net Control Device (ANCD).

(i)     Cell Phone with fully charged battery.

(j)     One (1) case MREs and two (2) cases of water.

(k)     One (1) five gallon can of extra fuel.

(l)     Map of AOR.

B. S5 NCO will ensure drivers conduct daily Preventive Maintenance Checks and Services (PMCS).

(1) All Vehicles, to include spare vehicle (if available).

(2) All Radios.

(a)     Vehicle Radio Communications-VRC 91.

(b)     Dismounted Radio.

(c)     Secure Squad Tactical Radios.

C. S5 NCO will ensure drivers conduct weekly PMCS on the following equipment  (This maintenance is conducted on Mondays after close of business (COB)):

(1) ANCD.

(2) Cell Phone.

(3) Weapons.

(4) Digital Camera.

D. S5 NCO will inspect all drivers and interpreters.

(1) Uniform.

(2) Personnel hygiene.

(3) Sensitive items. 

(4) Pertinent information to the operation.
1.7. S5 Time Sheets.

A. S5 uses time sheets to log in and out of locations visited.  The escort drivers are responsible for logging this information on the S5 Time Sheets.  They will turn in these sheets every Saturday at COB.  Throughout the week the S5 averages 3-4 different locations a day, with a maximum of up to 7-8 locations.  
B. Time sheets are used to track and log these locations for future reference.  They may be referenced to identify patterns in movements, location emphasis, or simply to reference what locations that were visited. 

C. A sample of completed time sheet is attached as Annex A, Example S5 Time Sheets.
1.8. Daily Activities.

A. Daily Scrimmage with Tactical Support Team-7 (TST-7).

(1) This meeting is conducted at 0900 hours every morning at the Vitina Civil Military Operations Center (CMOC), inside the UN Building.  The purpose of this meeting is to discuss issues and concerns with daily CA operations.  This meeting is sometimes conducted at COB of the day prior, if time permits.

(2) This is a working group meeting.  The participants are: TST-7 Team Leader (TL), TST-7, A/Team Leader (A/TL), TST-7, Team Sergeant (TSGT), S5, and S5 NCO.

(3) Other participants optional:  TST-7 Team Members, Company CMO Officers, and Company Commanders (CDRs), if they are available.

(4) Interpreters will not participate.
B. Targeting Meeting: This meeting is at 1030 hours in the Task Force (TF) Planning Room.  The TF Executive Officer (XO) runs this daily Targeting Meeting.  The purpose of the meeting is to identify future targets, and identify assets against those targets through tasking or future operations.  

(1) The participants are: XO, S2, S3, S5, Fire Support Officer (FSO), Judge Advocate General Officer (JAG-O) "JAG-O-saurus", and the Engineer Planner (ENG). 

(2) S5.  Often times the S5 will not participate due to mission requirements in sector.  He will coordinate with the XO to ensure his recommended targets are considered.

(3) Optional Participants are:  Assistant/S3, Medical Officer (MEDO), Chemical Officer (CHEMO) and Assistant S2 (A/S2).

(4) Items brought to Targeting Meetings are:

(a)     All updated CA Assessments.

(b)     FM 41-10, Civil Affairs Operations.

(c)     Map of Kosovo.

(d)     Current operational calendar.

C. Commander's Update.  This meeting is at 2000 hours in the TF Tactical Operations Center (TOC).  The purpose of this meeting is for the TF Commander (CDR) to receive a daily staff update by all staff and special staff.  S5 follows the ENG and precedes the Signal Officer (S6).  Issues briefed are:

(1) Significant Events Past 24 Hours.

(a)     Significant CMO activities.  (i.e., status of VERP, HA projects.)

(b)     Significant meetings  (Serb Mayors, Town Hall Meetings.)

(c)     Significant TST activities.

(d)     Any concerns or information that must be disseminated to the CDR and Staff.

(2) Planned Events for the next 24 hours.

(3) Other concerns.  (i.e., cancellation of meetings, future holidays, cultural significant activities.)

(4) Feedback on issues or concerns from previous update.
1.9. Talking Points.

A. Receiving Talking Points from TFF.
(1) The I/O Cell, G3, prepares the Talking Points.  Normally they are e-mailed directly to the S5 via non-secure e-mail.  

(2) They may also be obtained at the I/O Working Group meeting on Wednesdays.  The Talking Points issued by TFF are TFF CDR approved, and may be disseminated to the lowest level.  

B. Developing “No Slack” Talking Points.
(1) The TF CDR, or company commanders may request Talking Points in order for the soldiers to know exactly what to say to the public or media.
(2) Talking Points can fall into two categories.
(a)     Operational Talking Points.  Operational Talking Points will be specifically oriented to the company AOR IAW with current operations.  These Talking Points may be developed by the S2, S3, S5 or TF CDR. Approval authority is the TF CDR. These talking points are disseminated through a FRAGO.
(b)     Public Affairs Talking Points.  Public Affairs Talking Points are oriented toward CA activities that affect a specific company AOR.  These Talking Points may be simple information in terms the soldiers operating in a squad patrol may use.  These talking points are normally related to a S5 Fact Sheet, for more information see paragraph 2.6.2.  S5 will disseminate the talking points through company boxes in the TF TOC.
(c)     Talking Points approval process.  The XO will review all Talking Points.  TF CDR will approve all “No Slack!” Talking Points:
· Talking Points created at BN level should be reviewed by other sections to ensure lack of any inappropriateness or misinformation.  
· The following individuals will ensure they see all Talking Points prior to dissemination:
· S2.
· S5.
· S3.
· JAG-O.
1.10. Military Decision Making Process (MDMP).

A. As a primary staff officer the S5 will be incorporated in staff planning using MDMP.  The S5 will be responsible for:

(1)  Civil Affairs Estimate.

(a)     S5 will prepare the staff estimate for the TF CDR upon request or in preparation of an operation that requires the estimate.

(b)     The format will be IAW Appendix C, Staff Estimates of FM 101-5, Staff Organization and Operations.

(2) Staff Study or Fact Sheets.

(a)     The TF CDR or XO may request information requiring research.

(b)     S5 will research the issue and prepare a study or simple fact sheet that outlines the significance of the issue and how it relates to the overall mission.

(c)     S5 will also ensure that this information is disseminated to all companies and staff upon approval from the XO and TF CDR.

(3) Participation in MDMP.

(a)     The S5 will participate in MDMP from the receipt of the mission to orders production as established by the XO.

(b)     The S5 will ensure any other mission requirements are met by the utilizing the S5NCO, or by requesting assistance from the TST.  

(c)     S5 considerations in MDMP.

(i) Current Civilian Attitudes.

· Infrastructure Status.

· Political Inclinations.

· Ability to Demonstrate or form a crowd.

· Key Leader Activities.

(ii) What has KFOR Given to the Civilians?

(iii) What have the Civilians done for themselves?

(d)     MDMP for KFOR 2A/2B normally takes any where from five to seven days depending on the mission.  Normally time will allow for other daily and weekly S5 operations.  The MDMP will take precedence for any other mission requirements; the S5 will seek approval from the XO on a case-by-case basis.  
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Chapter Three:  Weekly Activities

1.11. Sundays.

A. Vitina AOR Information Operations (I/O) Meeting.  This meeting is held every Sunday at 1200 hours in the TF Plans Room.  The purpose of this meeting is to discuss information operations inside the Vitina AOR.  Respective I/O operators present issues or concerns to the TF CDR for review and approval. 

(1) This meeting is one (1) hour long, sometimes longer.

(2) The participants are: TF CDR, S3, S2, S5, TST-7, Liaison Team for Vitina AOR, and the Tactical Psychological Operations Team (TPT).

(3) Optional Participants:  Liaison Control Element (LCE) for the United Arab Emirates (UAE) Company attached to the TF.

(4) Agenda for the meeting:  This meeting is basically a working group that promotes discussion.  TF CDR chairs the meeting.

(a)     Review of last week significant I/O issues and events.

(b)     Flash Points:  These are issues that will cause a reaction or required assets to be utilized.  Example of a Flash Point is a report of K-Serb Internally Displaced Persons (IDPs) wanting to return to a 100% K-Albanian community.

· Each Flash Point will be discussed a group, and assets or talking points will be matched to address that issue.  The respective participants will make recommendations.

· Final decision will be made by the TF CDR.

(c)     Priorities to focus for next week.

(d)     Review of the I/O Execution Matrix and the I/O Target Synchronization Matrix.  S5 will note any feedback and then bring that feedback to the I/O Working Group meeting on Wednesday.

B. Overall:  No other meetings on Sundays.  This day is normally reserved as a "down" day for S5NCO and the escort drivers.  Although mission requirements may call of normal operations on Sunday, normally civilian activity is very low and S5 will assume some risk on Sundays.
1.12. Mondays.

A. Vitina Town Hall Meeting.  This meeting is held every Monday at 1400 hours (1500 hours in the summer during day light savings) at the Vitina Orthodox Church.  The company commander for Vitina Town conducts this meeting for the K-Serbs; this includes all Serb enclaves in Vitina and can include Binac.  This is a company level meeting, and the company can resolve most of the issues brought up at this meeting.  Some special appearances by the S5 or TST may be necessary for special issues; Company CMO officer may request their presence.

(1) This is normally a two (2) hour meeting.

(a)     The first hour is reserved for security related issues.

(b)     The second hour is reserved for CA related issues.  

(2) The participants are:

(a)     20-30 Vitina Townspeople, sometimes with their appointed mayor, Mitar Stanjonivic.

(b)     Vitina Town AOR, Company CDR, currently A Co. "GATOR 6."

(c)     Vitina Town AOR, CMO Officer, currently A Co FSO, "GATOR 95."

(d)     Representative from UNMIK, normally Milena Modica and Nickolas Dragojevic.

(e)     Representative from OSCE, normally Asier Santillan and Sasa Gikic.

(f)     Optional participants:  S5, S5NCO, TST-7, UNMIK-Police Officers.

(3) Agenda for the Meeting:

(a)     Opening Remarks by the Company CDR. The Company CDR will then address security issues by allowing the townspeople to stand up and one at a time, they are allowed to talk about their issue.

(b)     CA issues.  The Company CDR will then turn the meeting over to his CMO officer, and he will then address CA related issues as the town people voice their concerns one at a time.

(c)     Throughout the entire meeting, if an issue can be resolved by UNMIK or OSCE, that issue is turned over to their representative for resolution.

(4) Currently we have been attempting to empower the town leaders for all Town Hall meetings by having them run the meeting.  Currently the representative for Vitina Town is Mitar Stanjonivic but he often misses the meetings.  In addition Mitar often denounces being the leader and resigns every couple of months.  Slobodan Curcic acts as his deputy in his absence, the selected Deputy is Dragan Ivanovic who owns the general store adjacent to the Vitina Orthodox Church.  This meeting is key since it is the first meeting of the week; therefore issues raised at this meeting are normally raised again on Wednesday at the Serb Mayor's meeting (see Wednesday). The issues raised at this meeting can better prepare the S5 for the Serb Mayor's Meeting.

B. Radio Iliria Weekly Meeting.  This meeting is conducted at any convenient time based on Monday's morning scrimmage with the TST at the Radio Iliria Studio.  This is an informal meeting conducted by the S5 with Ilir Murtezi, the director of the radio station in Vitina.  This meeting is to coordinate with the radio station staff and ensure the host of the radio show and the TF CDR are prepared for the possible issues that may be raised.

(1) This is normally a one (1) hour meeting. 

(2) The participants are:

(a)     S5.

(b)     S5 NCO.

(c)     Director of the Radio Station, Ilir Murtezi.

(d)     Host of the radio show, Naser Haziri.

(3) This meeting is informal, and primarily used to ensure that the radio station is prepared for the TF CDR’s (or his representative's) arrival the following night.  The radio show is at 1700 hours, every Tuesday night.  If time permits, S5 can prepare scripted questions translate them with help from his interpreter.  He will then present those questions in this meeting so that they may discuss them for approval or changes.  If time does not permit for this meeting to occur on Monday, this meeting should occur on Tuesday morning as the schedule dictates.  A sample of questions is Annex B, Example Radio Iliria Questions. 

C. Overall:  Mondays are very busy since they are the first day of the week.  Issues that arise on Monday normally dictate what the S5 will do for the rest of the week.  Mondays are also Command Maintenance days.  On Monday, the S5NCO will inspect all individual equipment and sensitive items to ensure that maintenance is conducted by using a DA Form 2404 or 5988-E.  S5NCO will track and maintain all DA Form 2404s.
1.13. Tuesdays.

A. Joint Security Council (JSC) Meeting.  This meeting is every Tuesday at 1000 hours in the UN Mission in Kosovo Police (UNMIK-P) Station Conference Room.  The purpose of this meeting is for the key organizations along with representatives from the community an opportunity to specifically address security concerns to the TF CDR.

(1) This meeting lasts for one and a half (1.5) hours.

(2) The participants are:

(a)     TF CDR.

(b)     S2.

(c)     S5.

(d)     TST-7 TL.

(e)     Company CDR of Vitina AOR, "Gator 6".

(f)     Company CDR of Mogila/Grncar/Vrbovac AOR, "Bayonet 6".

(g)     Company CDR of Klokot AOR, "Slammer 6".

(h)     Company CDR of Letnica AOR, "Demon 6".

(i)     Vitina Military Police (MP) Platoon Leader.

(j)     UNMIK-Police Station CDR, currently Officer Holmes.

(k)     UNMIK Municipal Administrator, currently Benjamin Segarra-Cervera.

(l)     OSCE Head of Field Office, currently Dimitry Manjavidze.

(m)     UNHCR representative, Kaoru Nemoto.

(n)     Representative of the K-Albanians for the municipality, Samet Dalipi.

(o)     Representative of the K-Serbs for the municipality, Nenad Kojic.

(p)     Representative of the K-Croats for the municipality, Frokea Dokic.

(q)     International Committee of Red Cross (ICRC), Laura Denoth.

(r)     European Council for Migration and Monitoring (ECMM), currently Ib Habbro.

(s)     UN Military Liaison Officer, currently MAJ Himalaya.

(3) Agenda of this meeting is:

(a)     Opening Remarks from the TF CDR.

(b)     Security updates from the company CDRs.  Company commanders will shortly provide a brief security assessment of their respective sector.

(c)     "Around the Horn," this is where the TF CDR goes around the table and each representative is allowed to raise their security issues.  The TF CDR either brings resolution to their issues or identifies the appropriate agency so that they can solve that issue.

(d)     Closing remarks from the TF CDR.

(4) The JSC is a very productive meeting that deals specifically with security issues only.  The representatives from the communities will always attempt to bring other issues, but if they are not security related, the TF CDR will quickly dismiss those issues.  Those issues that are not security related may be addressed after the meeting, in individual "sidebars".

B. UNMIK Infrastructure Meeting.  This meeting is every Tuesday at 1000 hours, at the UNMIK Municipality Building in Vitina.  The purpose of this meeting is to gather all infrastructure related companies in one room and to coordinate their efforts to promote efficiency.  In addition, these companies can inform KFOR and UNMIK of any issues that can be resolved early to prevent potential emergency situations.

(1) This meeting is two (2) hours long.

(2) The participants for this meeting are:

(a)     UNMIK Community Officer for Public Works and Services, currently Hamed Elias.  Hamed often has a meeting in Gnjilane at this same time, and often misses this meeting.

(b)     TST-7, A/TL, currently CPT Mohr, normally runs this meeting since the UNMIK representative usually does not attend.  CPT Mohr briefs Hamed of the issues upon his return from Gnjilane.

(c)     Appointed local public services officer.

(d)     Serbian representative from the Local Community Office in Vrbovac, currently Nenad Kojic and Zoran Krcmarevic.

(e)     Director of Universali, Garbage, water, and other public services company.

(f)     Director of Post Telekom Kosova (PTK), telephone and postal services company.

(g)     Director of ElectroKosova, electric service company.

(h)     Director of Forrest Economy, forestry services company.

(i)     Optional participants are: S5, TST-7 TL, Director of the Fire Department, and the Liaison Team.

(3) This meeting is an informal discussion.  Each company director addresses issues one at a time, and KFOR, UNMIK are present to address each issue and attempt to resolve these issues.  Then the Serbian representatives address their issues with the directors and UNMIK and KFOR facilitate the resolution of their issues.  This meeting maintains relationships with the infrastructure company directors, and allows the Serbians issues to be solved directly by them, and not by KFOR or UNMIK.  This meeting is important because it capacity builds the directors and gives support to both ethnicities, while at the same time maintaining neutral and unbiased.  Infrastructure needs are crucial and important.  Lack of support from any of these companies can lead to eventual up rise within the communities, and the meeting ensures that the TST stays abreast of all potential issues.

C. KFOR Radio Hour.  This radio show begins at 1700 hours and lasts until 1800 hours, every Tuesday evening at the radio station studio in Vitina.  This is the primary means of conveying Task Force Falcon's (TFF) I/O Talking Points or other issues raised from the radio station meeting conducted the by the S5 and the director, normally done on Mondays.  Here the TF CDR has the opportunity to talk to and address the people of Vitina Municipality.  

(1) The radio host will normally ask one or two introductory questions at the start of the show.  He will normally read each question verbatim from the S5’s prepared questions. (See Annex B, Example Radio Iliria Questions).  There is also an opportunity for the listeners to "Call-In" to the show and the TF CDR can address those issues directly.  The S5 will take notes and write down the concerns and track the concerns for I/O purposes.  

(2) Concerns heard from the radio show are basically a cross-section of the concerns of the population of Vitina Municipality.  These concerns are very important and key issues should be reported in the I/O Working Group meeting on Wednesdays.  

(3) The TF CDR may not always be the guest for the show, at times he will send his representative who is normally one of the field grade officers of the TF.  Participants for the radio show are:

(a)     TF CDR or his representative.

(b)     S5.

(c)     Radio Director, Ilir Murtezi.

(d)     Radio Show Host, Nasir Haziri. 

(e)     One or two (1-2) Radio Technician(s).

(4) Receiving Talking Points from TFF, this procedure is already specified in Chapter 2.5.
(5) Preparing the scripted Questions for the Radio Show Host.

(a)     Normally the questions are issue by issue from the I/O Talking Points.

(b)     Or they may be obtained though talking with the host and director of the radio station in the radio station meeting on Monday.

(c)     Once the questions are obtained, TF CDR must approve them so that he is prepared to talk about them.

(d)     Then the questions are translated and produced on one sheet of paper and given to the host of the show prior to the show.

D. Overall.  Tuesdays are normally busy also.  Tuesdays are the TST's vehicle dispatch day, this means they are normally out of the AOR and back at CBS by 1400 hours.  This could indicate either a short day or a long day since the TST is busy with vehicle dispatching, the S5 section will be spread thinner.  The radio show may end at 1800 hours, but normally time is spent after the show, to drink coffee or soda and to further discuss the issues that were raised from the show.
1.14. Wednesdays.

A. Serb Mayor's Meeting.  This meeting is every Wednesday at 1100 hours in the UN Local Community Office in Vrbovac, across from the Vrbovac School.   The purpose of this meeting is to gather all six K-Serb Mayors in one room in order to discuss and resolve their issues.

(1) This meeting is normally two and a half (2.5) hours long.

(a)     The first hour is strictly for security issues.

(b)     There will be a short pause, to transition from security issues to the next portion of the meeting.

(c)     The second hour (or longer) is dedicated for other than security issues, normally CA issues.

(2) The participants of this meeting are:

(a)     Mayor of Vitina Town, Mitar Stanjonivic.

(b)     Mayor of Binac, Zoran Marinkovic.

(c)     Mayor of Vrbovac, Nenad Kojic.

(d)     Mayor of Mogila, Zoran Kremarevic.

(e)     Mayor of Grncar, Srgan Barankovic.

(f)     Mayor of Klokot, Triajan Stojanovic.

(g)     Company CDR of Vitina AOR, "Gator 6".

(h)     Company CDR of Mogila/Grncar/Vrbovac AOR, "Bayonet 6".

(i)     Company CDR of Klokot AOR, "Slammer 6".

(j)     Representatives from UNHCR, normally Kaoru Nemoto.

(k)     Representatives from UNMIK, normally Nickola Dragojevic.

(l)     Representatives from OSCE, Asier Santillan.

(m)     Representatives from ECMM, currently Ib Habbro.

(n)     Representatives from NGOs, normally ARC, ICRC and IRC (see Annex C, NGOs in Vitina Municipality).
(3) The agenda of the meeting is:

(a)     Security Issues.  This portion of the meeting is led by Vrbovac AOR Company CDR. Each company CDR will address their security concerns one at a time. Then the floor will open and all six mayors will have an opportunity to speak their security issues.

(b)     Short Pause, to rearrange the room, and for "sidebar" issues to be discussed as the individuals of the meetings see fit.

(c)     Other than security issues.  This portion of the meeting is the long and verbose.  Nenad Kojic, the Serb representative of Vrbovac heads this portion.  Nenad then allows the all Serb Mayors to address their other than security issues, one at a time.  Nenad and Zoran Kremarevic have been empowered to run this meetin.  For those issues that pertain to the international organizations, they are present, and they are identified by Nenad, and at that time they are able to resolve those specific issues. 

B. I/O Working Group (IOWG) Meeting.  This meeting is every Wednesday at 1130 hours, in the Battle Update Brief (BUB) Conference Room, in the TFF TOC.  The purpose of this meeting is to gather all I/O Officers from every maneuver unit and supporting units and discuss the I/O Execution Matrix, and the I/O Targeting Synchronization Matrix (TSM).

(1) This meeting is one (1) hour long.

(2) The participants of this meeting are:

(a)     I/O Cell, will normally send their planning officers, and their civilian contractor.

(b)     I/O representatives from the maneuver battalions.

(c)     I/O representatives from TFF assets, such as CA, PSYOP, Combat Camera (COMCAM), and Public Affairs Office (PAO).

(d)     Participants from Aviation, Medical support units, and other slice elements also participate.

(e)     A representative from the G2 will also attend.

(3) Agenda for the meeting is:

(a)     One of the I/O planning officers will run the meeting, which begins with roll call of units.

(b)     Each I/O representative will then discuss their I/O operations in their sector beginning with the maneuver battalions.

(c)     G2 will then provide an overall assessment of each AOR.

(d)     Lastly, the I/O civilian contractor will provide further guidance on the I/O Execution Matrix and the I/O TSM.  And both documents will be passed out to all participants.

(4) The I/O Execution Matrix and the I/O TSM are confidential documents and should be handled properly to prevent Operational Security (OPSEC) violations.  The will be stored and disposed of properly.

C. Klokot Town Hall Meeting.  This meeting is held at 1830 hours every Wednesday or at the CDRs discretion, at the Klokot School in the middle of town.  The purpose of this meeting is to promote discussion amongst the people of Klokot and provide KFOR security assistance as needed.  This meeting is similar to the Vitina Town Hall meeting on Mondays, although it is a different company AOR.  This is a company level meeting; the company CMO can request S5 presence.
D. Overall.  Wednesday is a difficult day with the Serb Mayor's Meeting and IOWG nearly at the same time.  Normally, the S5 will be dropped off at Camp Bondsteel (CBS) at the beginning of the day, and the S5NCO will attend the Serb Mayor's Meeting.  This requires an extra soldier to occupy the other truck to comply with force protection requirements.  Therefore the extra soldier must be present at the prior to arriving CBS.  Normally the extra soldier will be one of the company CMO officers, usually the Vrbovac AOR CMO officer.  Wednesdays are also very busy because of these events.  The S5 utilizes his time on CBS to coordinate with G5 or any other TFF elements.
1.15. Thursdays.

A. Slatina Town Hall Meeting.  This meeting is at 1830 hours every Thursday at the Slatina School.  The purpose of this meeting is to promote discussion with the people of Donja Slatina and Gornja Slatina and identify security or other than security needs.  The LCE for the UAE run this meeting and it occurs at their discretion.   The agenda and participants are similar to all other town hall meetings except that this meeting is in the UAE AOR.  TST normally always attend this meeting because it is the main means or maintaining contact with the people of Slatina.  This is a company level meeting and UAE can request S5 participation.

B. Overall.  Thursdays are moderately easy days but can become overwhelmingly busy.  The S5 can reserve Thursdays for unscheduled events that arise throughout the week.  Depending on how many unscheduled meetings are set will determine how busy the S5 will be.  For example, a meeting with a specific mayor or any meetings with any political leaders can easily be scheduled for Thursdays.  The TST normally use Thursdays as their primary day to update village assessments.

1.16. Fridays.

A. Four Pillar Meetings.  This meeting is every Friday at 1200 hours, beginning in the "No Slack" DFAC in Vitina, and then moves into the TF Conference Room at 1245-1300 hours after everyone has eaten lunch.  The purpose of this meeting is to gather representative from each of the Four Pillars, in order to discuss and resolve issues.

(1) This meeting is normally two (2) hours.

(2) The participants are:

(a)     Pillar One, United Nations High Commissioner for Refugees (UNHCR), normally represented by Kaoru Nemoto.

(b)     Pillar Two, UNMIK MA, Benjamin Segarra-Cervera, and he normally brings one other representative with him.

(c)     Pillar Three, Organization of Cooperation in Europe (OSCE), normally represented by the head of field office Dimitry Manjavidze.  He also brings along three or four (3-4) other OSCE staff officers.

(d)     Pillar Four, Kosovo Development Group (KDG), currently MAJ (Spain Army) Francesco “Paco” Gurao-Martinez.

(e)     Other participants are:  TF CDR, S2, S5, TST-7 TL and A/TL, UNMIK Police representative, usually Steve Rodgers, ECMM representative, currently Ib Habbro, and the Vitina MP Platoon Leader.

(f)     Optional Participants are Vitina AOR company CDR and the Liaison Team of Vitina.

(3) Agenda for this meeting is:

(a)     Opening comments from the UNMIK MA.  The MA chairs and facilitates this meeting.  In absence of the MA, TF CDR or any other UN representative may run the meeting.  MA will discuss significant issues that may or not be security related.  The issues discussed at the Four Pillars meeting have no limitations, and issues discussed can range from administrative issues to woodcutting and winterization.

(b)     KFOR issues.  TF CDR will discuss issues he would like to see resolved or further coordinated.  The S2 is present to explain any security issues that the other Pillars may have questions about.  The S5 normally takes notes at this meeting and provides a point of contact (POC) for the Pillars.  The TST-7 TL is present to discuss HA or other CA related issues.

(c)     OSCE issues.  

(d)     UNHCR issues.

(e)     KDG issues.

(f)     UNMIK MA closes the meeting.

(4) Overall.  The Four Pillars Meeting is one of the most important meetings throughout the week.  The Four Pillar concept is really designed to establish and develop the future of Kosovo, and establishing a good working rapport with each Pillar is essential to the S5s responsibilities.  Understanding what each Pillar is working on will make the S5 more efficient and productive.  

B. Weekly Dispatch of Vehicles.  All three vehicles (Escort vehicle, S5 vehicle, and the Spare vehicle) must be dispatched weekly.  Usually one vehicle is either dead lined or in services at all times, therefore it is not a problem with only four people to get two of the three vehicles to CBS for dispatching.  The S5 NCO has the responsibility to ensure that all vehicles are properly dispatched and driver's licenses are current.  If the S5NCO intends to dispatch as early as possible, the earliest he can do so is during the Four Pillars Meeting.  Once the S5 is dropped off at the Four Pillars Meeting, which is in the TF Conference Room, the S5NCO can obtain an additional driver who can occupy a vehicle for travel to CBS.  Normally he can get a company CMO officer to accompany him to CBS.

C. Pozaranje Town Hall Meeting.  This meeting is at 1830 hours every Friday at the Pozaranje Primary School off of Route STAG.  The purpose of this meeting is to promote discussion with the people of Pozaranje and identify security or other than security needs.  The LCE for the UAE run this meeting and it occurs at their discretion.   The agenda and participants are similar to all other town hall meetings except that this meeting is in the UAE AOR.  TST normally always attend this meeting because it is the main means or maintaining contact with the people of Pozaranje. This is a company level meeting and UAE can request S5 participation.

D. Radivojce/Devaje Town Hall Meeting.  This meeting is at 1830 hours every Friday at the Radivojce Primary School.  The purpose of this meeting is to promote discussion with the people of Radivojce/Devaje and identify security or other than security needs.  The Mortar Platoon Leader (PL) attached to B Battery runs this meeting and it occurs at their discretion.   The agenda and participants are similar to all other town hall meetings.  This is a company level meeting and the Mortar PL can request S5 or TST participation.

E. Overall.  Fridays are busy as well.  Dispatching the vehicles occupies the majority of the time, once the S5 is left at the Four Pillars Meeting; the S5 NCO normally takes four to five hours dispatching the vehicles.  This time is used to wash each vehicle thoroughly and to re-fuel each vehicle.  This is also due to slow and detailed Quality Assurance and Quality Checks (QA/QC) prior to dispatching the vehicle.  This detailed dispatching procedure ensures that there are always two working vehicles for the S5 mission.  It is essential that the S5 vehicles are reliable; traveling from village to village is an integral part of his duties.  The S5 NCO must ensure proper PMCS is conducted everyday, which will expedite QA/QC inspections by the TF Motor Pool.
1.17. Saturdays.

A. Lidhja Demokraticke e Kosoves (LDK) Mayors Meeting.  This meeting is every Saturday at 1000 hours at the Political Party Headquarters in Vitina across from the UN Municipality Building.  The purpose of this meeting is for the political leaders of LDK throughout the municipality to discuss issues and concerns relating to their respective villages.  UNMIK does not acknowledge or sanction this meeting.  KFOR is regularly invited to address HA concerns.

(1) This meeting normally last for two (2) or more hours.  Although, KFOR will not participate for the entire meeting.  KFOR will only be present for introductions and for the HA concerns.  The remainder of the meeting is used to discuss their political agenda, and KFOR is politely dismissed.

(2) Participants of this meeting are:

(a)     All LDK Political Leaders from each village to include the municipal assembly, approximately thirty to thirty-five K-Albanians.

(b)     TST-7 TL and TST-7 A/TL.

(c)     S5.

(3) The Jakup Jahiri, the current Secretary General of the Municipality Administrative Board, heads this meeting.  Samet Dalipi who is the current Municipal President assists him.  KFOR's interest in this meeting is to provide quick and essential information to the villages of the municipality through the LDK leadership.  KFOR is not always invited to this meeting, but, if and invitation is requested it is normally never denied.

B. Company CMO Officers Meeting.  This meeting is every Saturday at 1100 hours at CBS.  The purpose of this meeting is to gather all company CMO officers and inform, disseminate and report information back and forth with the S5 and TST.  The TST normally coordinates a room on CBS for all company CMO officers to meet.  This meeting is flexible and may be held at the TF Conference Room when a room at CBS is not available. 

(1) This meeting lasts one (1) hour.

(2) The participants of this meeting are:

(a)     TST-7 TL, S5, and the S5NCO.

(b)     Vitina AOR Company CMO Officer.

(c)     Vrbovac AOR Company CMO Officer.

(d)     Klokot AOR Company CMO Officer.

(e)     Letnica AOR Company CMO Officer.

(3) This meeting is informal.  The key to this meeting is to ensure that the company CMO officers are informed and are empowered to answer the questions that may arise during their respective town hall meetings.  The CMO officers can also bring their issues that were raised at these meetings for further resolution or information.  Information is essential to this meeting; the CMO officers have a lot of questions and information to report.  Reporting this information to the TST and S5 is very inefficient; this meeting assists in that effort.

(4) A working agenda is as follows:

(a)     HA/HCA/BPA project confirmation.

(b)     Infrastructure issues review.

(c)     Information Operations review.

(d)     PAO review.

(e)     “Around the horn.”

(f)     Closing comments.

C. Overall.  Saturdays are moderately busy days depending on the events of the week.  Both the K-Serbs and the K-Albanians consider Saturday as a workday, and sometimes the schools are open on Saturdays.  Weekends in general are slower than weekdays, but that is not always the case.  The S5 and S5NCO can use Saturdays to execute individual training or cross training with the TST.

Chapter Four:  Bi-Monthly Activities

1.18. Non-Government Organization (NGO) Meeting. 

A. This meeting is every other Wednesday, at 1000 hours at the UN Mission In Kosovo Police (UNMIK-P) Station Conference Room.  The purpose of this meeting is to gather all NGOs that are operating in the Vitina Municipality, and attempt to coordinate their efforts.

B. This meeting normally last one and a half (1.5) hours.

C. The participants of this meeting are: See Annex C, NGOs in Vitina Municipality.
D. NGOs in the Vitina Municipality are steadily decreasing.  With the end of UNHCR's mission with UNMIK in June of 2000, NGOs have decided that Kosovo is no longer an emergency state.  In addition, NGOs that are operating in the municipality do not have many field offices in the municipality.  The majority of their offices are either in Gnjilane or Urosevac, since those towns are much larger and more urbanized.
1.19. "No Slack" Dialogue. 
A. The "No Slack" Dialogue (NSD) is a bi-monthly, tri-fold, handed-out, PSYOP product.  The purpose of the “NSD” is to provide positive information to the local populace.  In addition, it provides a medium for dismounted patrols to engage with the population.

B. The “NSD” is edited and compiled by the “JAG-O-saurus.”   

(1) Topics for issues are discussed in the Vitina AOR I/O Meeting, headed by the TF CDR. Normally they coincide the flashpoints that are discussed or otherwise directed by the TF CDR. 

(2) The S5 will normally review the articles along with the S2, and final draft of the “NSD” is the TF CDR. 

C. Publication of the “NSD”.

(1) After TF CDR approval, the S5 will take the final draft to PYSOP Operations Officer.  He will then review the content of the “NSD.”  Normally the “NSD” has standard “open source” information, and will not need approval by the TFF CDR. The PYSOP Operations Officer will then submit the product to the PYSOP Product Development Detachment (PDD) on CBS.  The S5 can also give this draft to the PYSOP Operations Officer after the IOWG on Wednesdays. 

(a)     The PDD prefers to have the document in electronic format.  This will also expedite the production of the “NSD”.

(b)     PDD normally takes 5-7 days to produce the “NSD”.

(c)     Normal breakdown of the “NSD” is:

· Two thousand (2000) Albanian versions of the “NSD”.

· One thousand (750) Serbian versions of the “NSD”.

· One hundred (100) English versions of the “NSD”.

(2) The “NSD” is a relatively easy medium in order to pass information to the public.  The S5 entrusts PSYOPs to properly translate and to produce the “NSD”.  The S5 has overall responsibility of the “NSD”.  There may be instances of cultural differences that must be addressed when producing the “NSD”.  Following the procedures in this SOP will ensure that those instances are detected prior to reproduction.  The S5 should pay particular interest in the “Upcoming Events Section” of the  “NSD”, to ensure that the proper events remain on the proper versions.
1.20. Command And Staff Meeting (C&S).
A. This meeting is every other Saturday at 1800 hours in the TF Conference Room.  C&S Meeting is ran IAW BN SOP.  The C&S Meeting is PowerPoint Presentation and the slides are normally due to the S1 COB Friday prior the C&S.  Normally the issued raised to the company CDRs are:

(1) Overall HA activities.

(2) Company CMO activities, as they are reported to the S5 in the weekly CMO Meeting on Saturdays.

(3) Talking Point Issues, as developed by the Vitina AOR I/O Meeting and the IOWG.

B. This meeting is headed by the XO and immediately followed by a consolidated Training meeting headed by the S3.

1.21. Municipal Assembly Meetings
A. Municipal Assembly Meetings normally occur bi-monthly.  In December 2000 three assembly meetings were scheduled and executed.  They are scheduled as needed, with a minimum of 10 meetings during the year.  

B. OSCE has produced guidelines and procedures and is actively observing municipality progress.  Currently, the Assembly Meetings have been unorganized, unproductive, and verbose.  

1.22. Overall.  
A. Overall the bi-monthly activities are few but they will encompass a significant amount of time.  

B. Ensure the topics for the “NSD” are identified and continual updates with the “JAG-O-saurus” and with PSYOPs will ensure that the “NSD” is kept within the deadline.  

C. The C&S Meeting will provide an opportune time to speak to all the company CDRs in one place.  S5 must ensure he is prepared to talk CA issues to them in this forum.

Chapter Five:  Monthly Activities.
1.23. NCO and Soldier Counseling. 
A. NCO Counseling.

(1) The S5 will counsel the S5NCO every month in accordance with FM 22-100, Army Leadership. 

(2) A counseling folder will be made and used to track and record all counseling sessions.  DA Form 2166-7-1, NCO Checklist/Record, along with DA Form 2166-7, NCO Evaluation Report will be the minimum documents inside this folder.  

(a)     Additional documents that may be inside the counseling folder will be:

· DA Form 4856--E, Developmental Counseling Form.

· NCO’s last NCOER.

· Latest NCO Enlisted Record Brief.

· DA Form 2-1, Personnel Data Sheet.

(b)     The S5 will ensure this folder is updated and safeguarded.

(3) The S5 will schedule counseling sessions with the S5NCO as mission dictates.

B. Soldier Counseling.

(1) The S5NCO will counsel both escort drivers.  The escort drivers are supervised by the S5NCO although their official first line supervisor is the Support Platoon PSG.

(2) All counseling will be verbal unless a special situation warrants a DA Form 4856-E, Developmental Counseling Form.  If a DA Form 4856-E is used, that document will be submitted to the Support Platoon PSG for record.

C. Interpreters.

(1) S5NCO along with the S5 will also develop their interpreters.

(2) The S5NCO is responsible for ensuring the interpreter is aware of what is expected in terms of where and when to report, uniform, and appearance.

(3) S5 along with the S5NCO will ensure that other expectations of the interpreter are clearly defined, so that the interpreter fully understands his/her role in the mission.  These expectations may include:

(a)     Positioning of interpreter during engagements and meetings.

(b)     Interpreting for civilians during the mission.

(c)     Translating documents.

(d)     Time off and vacations.

1.24. Political Leaders Meeting with the TF CDR.

A. This meeting is held as needed coordinated by the S5.  The TF CDR will determine that a meeting will be necessary, and the S5 will approach each political leader depending on who the TF CDR wants to see.  

(1) The normal participants are:

(a)     Leadership from the political parties who have been elected in the Vitina Municipality.  Currently five (5) political parties are invited to participate.

· LDK, currently nineteen (19) assembly seats.

· Partia Demokratike e Kosoves, (PDK), currently eight (8) assembly seats.

·   Aleanca Për Ardhmërinë ë Kosoves, (AAK), currently two (2) assembly seats.

· Partia Liberale e Kosoves, (PLK), currently one (1) assembly seat.

· Partia Shqiptare Demokristiane e Kosoves, (PShDK), currently one (1) assembly seat.

(b)     Other participants are: TF CDR, TST TL, S5, S2 and the Vitina AOR CDR.

(c)     Other possible participants may be the two Serbian leaders that have been co-opted into the municipal assembly.

(2) The agenda for this meeting is determined by the TF CDR. The S5 will take notes and normally provide the TF CDR with a copy of the notes.

B. This meeting is essential to the relationships with the TF CDR and political leadership.  This meeting is very effective to pass pertinent information to the leadership, gather information on substantial issues in the municipality, and to overall better the working relationship of KFOR with the local populace.

1.25. Humanitarian Assistance Review Board (HARB).

A. A HARB is planned and executed by TFF, the purpose of the board is to process the HA nominations prepared by the units of TFF.  
The HARB is chaired by the TFF CDR. They are normally conducted monthly.  For more detailed information see Annex E, TST-7 HA AND BPA SOP.
1.26. Overall.

A. Monthly events are difficult to schedule in advanced.  But the two activities mentioned in this chapter are important to overall S5 operations.  

B. These activities should not be disregarded and every effort to fit the counseling into the schedule so that it occurs every month is crucial. 

Chapter Six:  Rotational Activities

1.27. Civil Affairs Village Assessment Updates.

A. The TST-7 will update all village assessments prior to their RIP/TOA.  

(1) They will normally provide a copy of the new village assessment to the S5 as they are completed.

(2) In addition to the village assessments they will conduct business assessments on the significant businesses in the Vitina Municipality.

(3) The S5 has limited capabilities to conduct assessments.  Those assessments that are conducted by the S5 or S5NCO will be submitted for approval to the TST-7 TL.  TST-7 has responsibility for these products.

B. The S5 stores the copies of the village assessments in the S5 Continuity File in the TF Plans Room across from the TF TOC.  In this file will also be other pertinent information relating to S5 operations.

1.28. Overall.

A. Continuity is an essential part to RIP/ TOA operations.  The S5 must document as much information as possible and store the information in an organized manner.  
B. This information is an inherent part to better understanding S5 operations.  The S5 Continuity File should facilitate this.  This file will contain all documents, products, and other significant information related to the S5 and his role in the KFOR mission.  
C. This file will be labeled and tabbed appropriately.
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Chapter Seven:  Dismounted Operations.
1.29. Security.

A. General.  Security and force protection must never be neglected during a meeting or engagement with the local population.  It is easy to “let one’s guard down,” since most locals will attempt to make the S5 feel comfortable with them.  Security most certainly must not be forgotten when distributing HA donations.  In event of HA distribution, the entire situation is based on desperate individuals who, at best, are unpredictable.  This SOP keeps in mind this fact and ensures security is kept at all times.

B. Security During Meetings or Engagements.  

(1) Never enter a building alone.  Bringing an interpreter and no other soldier is not acceptable.

(2) The S5 and S5NCO normally participate in all meeting engagements together.  If the S5NCO is not available a member from the TST is acceptable.

(3) The escort drivers will maintain security outside the building. See Chapter 7.2 Parking.

(4) When speaking to someone outdoors, the person speaking is designated as the speaker, and the other is designated as the observer.

(a)     The speaker is responsible for conveying to the individual all necessary information according to the mission.

· The speaker will ensure that there is an observer present.

· The speaker is responsible for the positioning of the interpreter.

(b)     The observer is responsible for the close proximity security for both soldiers.

· The observer is also responsible for ensuring security has been established overall environment, i.e., vehicle guards.

· The observer is responsible for the body language feedback for negotiations.  See Chapter 8, Negotiations.

1.30. Parking.

A. There are only two formations for parking the vehicles.  If space permits, the vehicles will always be “combat parked,” meaning reversed into position so that each vehicle can easily escape.
(1) Front and Back.  Most situations will dictate for vehicles to be parked in this manner.  Especially when parking downtown Vitina and when parking on narrow streets.
(a)     One vehicle will be parked one behind the other.  There will be a no more than twenty-four inches between the two vehicles.

(b)     Escort drivers will occupy both vehicles, one soldier in each vehicle.

(c)     One soldier will monitor the SINCGARS radio for radio traffic.

(d)     One soldier will monitor the internal Secure Squad Tactical Radio, AN/PRC 6725E.

(2) Side by Side.  Special situations will allow for the vehicles to be parked in this manner.  When parking in parking lots or parking in large open spaces where it would allow for maneuverability of both vehicles.
(a)     Escort drivers will operate in the same manner as in Front and Back parking.

(b)     Escort drivers will ensure that communications with the S5 is maintained at all times.

1.31. Distributing Humanitarian Assistance (HA).

A. General.  The S5 as well as other US Army soldiers, should not be seen in the role of an HA Donator, one who regularly gives out donations.   If the local populace becomes accustomed to soldiers handing out free goods, they will think that soldiers always have free stuff and not to take our real mission seriously. The techniques outlined in this chapter reflect lessons learned through experience in distributing HA.  

B. HA operations can fall under two categories:

(1) De Minimus Activities.  “De Minimus” meaning “lowest level,” allows for use of operational money to support local civic needs.  These activities can account the means for companies to move donated items to a location and then distribute these items based on the need to promote a safe and secure environment.

(2) HA IAW Title 10 United States Code (USC), as established by the TFF CDR. These HA projects are assessed by the S5 in conjunction with TST-7 and approved by the TF CDR. See Annex E, TST-7 HA and BPA SOP.
(3) Both of these operations should be done at the lowest level possible, where the soldiers who patrol that area in which the HA is benefiting, are the same soldiers proposing the project, supervising the project, and closing the project.

C. Identifying Needs.  The needs of the people will more often will be identified through meetings with locals and international civilians. HA donations do not always specifically meet those exact needs, but the S5 will assess each need case by case, and present them to the TF CDR. Needs have ranged from winter clothing, school supplies or repairs, to fire wood. 

D. HA donations that already arrived or are already in Kosovo.

(1) Counting.  Counting must be done when donations have already arrived in country.  For example a shipment of school supplies or winter clothing from a church from the US or family support group.  Counting must be done prior to any drop off.  This ensures inventory and tracking of exactly what is given out.  In addition, this step will ensure that the beneficiary will receive what is promised.  This also allows an opportunity for the S5 to inventory and inspect the items so he can organize a procedure in which to give the items out.  

(2) Selecting Beneficiaries.  After the items have been inventoried.  Beneficiaries can be selected.  Most times, locals have already addressed their needs for certain items through village assessments or through common knowledge.  Once a person has been identified to receive the donations, he/she should be told exactly what is being dropped off, and arrangements should be made to ensure people are present to receive the items.

(3) Information Operations.  I/O should always be incorporated in dropping off donated items.  The information should relate to current operations and be pertinent to the audience receiving the information.  For example, a group of young children should not informed to be discouraged from intra-ethnic political violence.  An example of what these children should be told would be messages about pedestrian and vehicle safety.

(4) Distribution.  As an added factor, by informing a person of a drop off of donated items, and then following up and executing that drop off as planned, adds a significant amount of credibility to KFOR and the soldier who informs of the drop-off.  Distribution of donated items should be done swiftly and incorporating PAO and COMCAM or at a minimum, at least take pictures with a digital camera so that others in the TF can view the exchange or the pictures can be sent to the media for later use.  Donations should not sit idle with KFOR because more than likely, the population could benefit from having those items. 

1.32. Supervising HA or other projects.

A. Village Employment and Rehabilitation Program (VERP) or other work projects.  VERP is a short-term economic stimulus provided by UN Development Program (UNDP).  These projects are normally labor-intensive, community benefiting projects, such as green parks and drainage ditches.

(1) S5 will inform all companies of a VERP project approval.

(2) Again, the lowest level possible should supervise these projects.

(3) KFOR presently has no agreement to monitor VERP projects.  Although, it is important to a safe a secure environment that VERP projects are successful in their communities.  Especially when ethnic cooperation is involved.  Often times VERP projects can hire 50-100 locals at one time for a normal duration of about 4-6 weeks.  Although these people more than likely appreciate the work, they are an instant demonstration waiting to happen.

B. HA Projects IAW Title 10, USC.
(1) These projects can be similar and as large as VERP projects.

(2) They can also be small-scale projects that are one or two days in duration.  

(3) The same considerations that apply to VERP can be applied to these HA projects.

1.33. Overall.  
A. It is important that the S5 considers security in any dismounted operation.  
B. Although the trucks are very valuable assets, and S5 operations could not be executed without them.  The key is to understand that all operations depend on what specifically occurs outside the vehicles. 
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Chapter Eight:  Negotiations.
1.34. General.
A. Negotiations are an important part in daily Civil Affairs operations.  What is briefly outlined in this chapter of the SOP is an overview of what was learned in the Civil Affairs Course (CAC), United States Army John F. Kennedy Special Warfare Center and School (USAJFKSWC&S), Fort Bragg, North Carolina.  Professor James McCallum who instructs “The Art of Negotiations“, a four-day course within the CAC, is from the Peace Keeping Institute, US Army War College, Carlisle Barracks, Pennsylvania.  This technique is a very effective, linear method of better understanding negotiations.

B. Meeting Engagements with locals.  Not every engagement will be a negotiation.  Although, unsuspecting S5s can be caught in the middle of significant negotiations.  These negotiations may ultimately result in effecting a large portion of the population.  Any meetings with directors of infrastructure related companies, political leaders, or radio and television stations, could lead to negotiations of very important and significant issues.  Most negotiations will not be simple “buyer/seller” type negotiations.  The negotiations the S5 may be involved with can be complex multi-faceted negotiations.  Although these negotiations will not, and should not be dealing with life and death situations, they will be important to overall mission accomplishment.

C. Never make any promises.  This is probably the number one rule in Civil Affairs.  The S5 may think that a promise is necessary, and seemingly everything will be “locked” in, but things have a way of always falling through.  Even when all aspects are considered, something will unexpectedly arise. 

1.35. Scrimmages.  

A. Scrimmages should be conducted prior to any negotiations.  A scrimmage is simply a detailed rehearsal of what will be said during a meeting or negotiation.

B. The S5 is responsible for planning and conducting scrimmages.

C. Most scrimmages are natural events in preparing or gathering information.

(1) Always learn both sides of the story.

(2) Never go into a negotiation or meeting until they “other guy” has been spoken to.

D. Conducting a Scrimmage.

(1) Scrimmages should always be taken seriously.

(2) Role-playing is an important part to scrimmages.

(a)     S5NCO can assume the position of the “other guy” in a scrimmage.

(b)     Using the TST to “talk out” meetings is very helpful and effective.

(c)     Sometimes scrimmages with the interpreters will be helpful.  Depending on the personality and skill level of the interpreter, this may or may not be a good idea.  Never discuss operational details.  Most CA operations deal with “open source” information, in that, there is nothing classified about the topic that is to be negotiated.  Therefore it is not OPSEC violation to discuss it with an interpreter.  Also, since most negotiations require the use of an interpreter, it is sometimes better to inform him/her the desired outcome of the negotiation, so that they can assist with the negotiation the best that they can.  The S5 will have to make the call whether or not it is an OPSEC issue.

(3) Scrimmages should always be conducted, even if it is in the vehicle enroute to the negotiation or meeting.  Time may not permit a formal scrimmage with role players and etc., but at least a brief “talk” should be conducted.  Experience and practice will make scrimmages more effective and after time, scrimmages will be automatic and more of a “battle drill”.   The most important thing about scrimmages is rehearsing exactly what is going to be said.

1.36. Best Alternative To a Negotiated Agreement (BATNA).

A. BATNA is the best alternative of what the negotiator will do IF he or she does not make an agreement with the person he or she is negotiating with.  This requires hard work to understand your BATNA and to try to understand or learn your partner’s BATNA.  
(1) For example, in a negotiation where a “buyer” is buying a car, the BATNA is what he will do if he doesn’t buy the car from the “seller” with whom he is negotiating.  Possibilities can be endless, but most likely, the “buyer’s” BATNA will be to buy a car from another “seller” or keep his current car.  
(2) The BATNA determines the “walk-away” point in a negotiation.
B. The BATNA concept is important, because if one can effectively estimate their opponents BATNA, he will be able to determine how close he can get to the maximum negotiated agreement.
1.37. Reservation Price (RP).
A. The RP is the point that is just less than the negotiator’s BATNA.  Of course, in a negotiation, the negotiator may never know what the other person’s true RP may be, unless at some point there is disclosure to each other.

(1) Using the same example of buying a car, the RP is the amount the “buyer” believes he can buy the car.

(2) If the “buyer’s” BATNA is to buy a car for $15,000, using increments of one dollar, $14,999 is his RP.  

(3) Let us say, he attempts to negotiate with “seller B” but “seller B” believes that he can sell his car for at least $16,000, clearly there is no zone of a possible agreement (see figure 8-5-1). 

B. The RP is important since it can reference the success of a negotiation.  This is often subjective and is normally undetermined until after the negotiation by gathering more information.

1.38. Zone Of Possible Agreement (ZOPA).

A. The ZOPA is a concept that bounds the area in which a negotiation is possible.  The ZOPA is the zone in between two related BATNAs.
(1) In the already mentioned negotiation, the “buyer’s” BATNA may be $15,000 dollars and “seller A’s” BATNA is $13,000.  
(2) Therefore the ZOPA is simply measured as $13,001 to $14,999.   The negotiated price of $14,000 falls within the ZOPA. 
(3) In this example of a negotiated agreement, both the “buyer” and  “seller A” are equally compensated, which would explain their agreement.  If the “buyer” were able to negotiate an agreement for $13,750, he would distance his BATNA, and approach “seller A’s” RP, therefore saving more money on the car.  In this case, there are several outcomes of agreement that are good for both parties.
B. What is important to stress is that the BATNAs are based on the full set of interests of the parties to the negotiation.  The BATNAs are a function of the interests and will indicate whether there is a ZOPA or not.
C. An agreement cannot possibly be negotiated unless it falls somewhere inside the ZOPA.  This concept is important since the furthest away from ones BATNA and within the ZOPA, is the maximum negotiated agreement possible.  In the mentioned example, the “buyer’s” maximum possible negotiated agreement would be $13,001 with “seller A”, but this will be unlikely.  Therefore the new maximum negotiated agreement for the “buyer” is $13,001, which is equal to “seller A’s” RP.  Vice versa for “seller A”, his new maximum negotiated agreement is equal to the “buyer’s” RP of $14,999.  See Figure 8-5-1.
1.39. Negotiated Agreements. 
A. Some of the S5’s most successful days will be when he has negotiated an agreement.  Negotiations will occur very frequently.  Negotiations can be as small as determining what time to return for a cup of coffee, to significant political-ethnic-cooperation dilemmas.
B. Better understanding negotiations will always help in achieving the agreement furthest away from one’s BATNA.
C. Leverage.
(1) KFOR has an additional advantage.  This advantage can be expressed as “leverage”.  Since KFOR provides for a safe and secure environment and is perceived as having the most credibility in Kosovo, the S5 will be able to use this to his advantage.  
(2) Examples of this may be in negotiating an agreement, and by simply stating, “Because it will promote a safe and secure environment.”   This may be enough to shift the opponents RP or BATNA further away, and effectively open a wider opportunity to agree far beyond the RP.  
1.40. Negotiation After Action Reviews.

A. Documentation.  The S5 will document significant negotiations.  

B. These negotiations will be kept on file in the S5 Continuity File.  

C. These negotiation documents will serve future S5s with detailed information about the negotiation, and provide insight to key personalities who will more than likely still remain in Kosovo in their same capacities.

D. The S5 should remain in contact with PROF. Jim McCallum at the Peace Keeping Institute. If possible, he should e-mail him copies of the negotiation documents in order to obtain an expert perspective on the issue.

E. Most negotiations conducted by the S5 will not be classified, therefore, PROF. McCallum will be able to utilize the negotiations documents in future classes of the “Art of Negotiations Course.”
F. Most significant negotiations will take more than one day, in fact they will last for many days prolonged from one scheduled meeting to another.  In this time, where there is delay in actually negotiating the agreement, the S5 should utilize that time to conduct a fully rehearsed scrimmage.  This scrimmage should include role-players who can effectively assume the opponents position.  See Annex D, Example of a Negotiation AAR.
G. Body Language.
(1) Body Language is an important part in any negotiations or meeting.  Effectively reading someone’s body language can help determine his BATNA and/or his RP.

(2) Normally the S5NCO will assist in reading body language.  Whoever is designated as the observer, he should mentally note the body language, and if possible, take notes.  These notes can be used at a later date in order to build a profile, and possibly provide future insight.

(3) Body language should be analyzed and considered in scrimmages to better understand the opponent’s position.  It is important to remember that not only should the opponent’s body language be noted, but the S5’s or S5NCO’s body language is also important.

(4) Examples of body language and what they may indicate.

· Shifty eyes may indicate not telling the truth.

· Folded arms or legs may indicate uncooperativeness.

· Effort to maintain eye contact may indicate intensity or seriousness.

· Touching may indicate friendliness.

· Invasion of “personal space” may not indicate anything at all.

· Smiling or laughing may indicate politeness.
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Chapter Nine:  Use of interpreters.
1.41. General.

A. The S5 will have to use interpreters daily.  Seldom will the S5 not need an interpreter, an example of this occasion is when the S5 is dealing exclusively with an international organization that primarily speaks English, such as UNMIK, OSCE, UNHCR, KDG and most international NGOs.
B. Most of the time, the S5 will not deal with these organizations exclusively.
1.42. TRW Interpreters.  

A. TRW interpreters are contracted for six months, normally the six months that coincide along with the rotation.  Some interpreters have been with KFOR since the first rotation KFOR 1A and have vast amounts of experience.  Some are new and not worth the time to train or develop.  The A/S2 is responsible for the interpreters that are assigned to the S5.  
B. Category of Interpreters.
(1) Category 1 Interpreters (CAT1).
(a)     Local nationals who do not have a security clearance.  Screened every four to six months to assess their suitability for support to US forces.
(b)     Authorized emergency military medical/dental services.
(c)     Not authorized PX privileges, Military Postal Services, MWR privileges.
(d)     CAT1 interpreters are fluent in a particular target language and proficient in English.
(e)     The S5 normally has one CAT1 interpreter.  He is a good asset since he is from Kosovo.  The S5 can extremely benefit from having a CAT1.  Many CAT1s’ English skills are limited, but each interpreter is an individual.  Some are significantly more talented than others.
(2) Category 2 (CAT2).
(a)     US citizens who have a secret clearance.
(b)     Fluent in a particular target language and proficient in English.
(c)     Authorized comprehensive military medical and dental services.
(d)     Authorized complete PX privileges, MWR privileges, and Military Postal Service privileges.
C. Use of Interpreters.
(1) An interpreter is a tool the S5 uses to communicate.  In some respects, consider an interpreter much like a radio.
(a)     Always think before speaking, and depending on the skill of the interpreter, keep thoughts complete and succinct.
(b)     Double any estimated length of a meeting to account for the translation.  Using an interpreter doubles the time required to talk to the individual or any length of a meeting.  Most meetings only contain about an hour of content, but last two hours with the use of interpreters.
(2) Do not forget that interpreters are human beings.  Do not treat him or her like a machine.
(a)     Do not form personal relationships with the interpreters, but rather keep the relationship strictly on a professional basis.
(b)     Making the interpreter feel as though he is part of the team is acceptable to a certain extent.  If an interpreter feels he or she is useful to the mission, the better they will perform. 
1.43. Positioning.

A. The positioning of where an interpreter stands will depend on the situation.  Normally, the interpreter will stand to the side, not interrupting line of sight in order to keep a  “face-to-face conversation with a local.
B. The position where an interpreter stands will depend on the S5’s working relationship with the interpreter.
C. Meetings are the most difficult in positioning the interpreter.  Most of the time, every international will bring an interpreter; therefore with a meeting of just five people, there has to be enough seats or space for ten.  Use common sense, sometimes it will be appropriate to ask interpreters to leave and only use one interpreter.
1.44. Colloquialisms and Humor.

A. Refrain from using colloquialisms during conversations.
(1) Terms such as, “My turn to skin the cat” or “Icing on the cake,” are not translated well.  Most of the time the interpreter will say the literal translation, and in that case, flow of the conversation is lost.
(2) This is especially important in political meetings or discussions, and radio or television appearances.
B. Humor is a delicate subject, and generally should be avoided.  Culturally the sense of humor of the people of Kosovo is different from the US sense of humor.
(1) Sometimes humor or laughing will be acceptable.  Usually when the local has initiated with a humorous topic or some funny antidote.
(2) Jokes normally always fall flat in both English or the local language.
(3) Over time, relationships will be built with certain locals, and humor with these persons may be more acceptable.  The S5 must maintain relationships, and humor may be a technique in developing a relationship. 
1.45. Eye Contact.

A. Always maintain eye contact with the person while in conversation.
B. This will be a challenge since the interpreter will need to maintain eye contact also.  Closing the “personal space” will help this, although sometimes it will not be necessary.  Through experience, maintaining eye contact will become natural.
1.46. Voice Inflection and Pitch.

A. The ability to change voice inflection and voice pitch will depend on the skill and talent of the interpreter.

B. Ideally, when in a conversation that warrants a stern voice then a transition to a calm and relaxed voice, the interpreter should be able to convey the same inflection and pitch.  In reality, very few interpreters have this ability.

C. The S5 can develop his interpreter through training.  This is time consuming but well worth the effort.

D. When an interpreter can replicate the inflection and pitch, along with the hand gestures and other non-verbal communications, the information is translated more accurate.  In fact, sometimes the local will be able to understand the meaning of what is being said without understanding the words.  This is done through voice inflection and pitch, with the assistance of non-verbal communications.  When the interpreter imitates movements and voice inflection, the local will get a “double-dose” of what is being said.

1.47. Overall.
A. The S5 will not be able to accomplish his mission without the use of an interpreter.

B. Interpreters are assigned and not necessarily distributed by skill level.  In fact their skill level is not always accurately reflective of their effectiveness.

C. The S5 has an interpreter permanently assigned to him.  This gives the S5 an opportunity to develop his interpreter to be more effective.

D. Using different interpreters will be necessary from time to time.  But after time, the S5 will become familiar with each interpreter and their skill level.

E. Knowing their skill level will become very important, for example, some interpreters are nervous when in front of people.  These interpreters will not be very effective to use during a large meeting or for speaking in a rally.  It will take time to know this about each interpreter available.  But once they become familiar, the S5 must use this to his advantage, and use the right interpreter for the right mission.
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 Chapter Ten:  Conclusion.
1.48. After Action Review (AAR).

A. AARs are an important event for any operation.  Through AARs, the S5 and the S5NCO can efficiently work though ongoing issues, and at the same time inform each other about the current events that occurred throughout the day.  
B. The S5 will ensure an AAR is conducted after each day with the S5NCO.  This will ensure:
(1) Cross talk, so that the S5NCO and S5 know the same information.
(2) Promotion of systems building; to allow for systems to develop to make operations more efficient.
(3)  Mistakes are identified and that we learn from these mistakes.
1.49. Overall Conclusion. 
A. The S5 would not be able to accomplish as much as is outlined in this SOP without the TST.  Currently the S5 relationship with the TST is outstanding.  Even though our roles are not clearly defined or separated, we continue to work on our roles so that we can build a conceptual framework IAW Civil Affairs Doctrine.  
B. As stated earlier, the TST and the S5 roles are not clearly defined in doctrine, therefore this SOP will serve as a start point in understanding the overall scheme.  The S5 Section, at times, assumes the role of a TST, such as conducting village assessments.  And vice versa, the TST at times assumes the role of an S5 when providing information to the companies through direct coordination.  
C. Undoubtedly, the Vitina Municipality could use another TST to operate in the AOR.  The more CA Specialists in the sector would benefit, since KFOR 2A and 2B is undeniably a peace support/peace enforcement mission.  Soldiers who are trained in CA will allow for specialization and efficiency.  
D. The current S5 and TST have only a small grasp of the CA activities in the municipality; so much more is neglected or discounted due to the lack of manpower.  Efficiency will come through a sound and stable relationship with the TST; the S5 should work to ensure this relationship is maintained.
E. The S5 needs to be able to execute the duties of the TST Team Leader along with the duties of a Company CMO Officer.  He needs to be able to conduct village/ business assessments, run and facilitate an NGO meeting and even know how to talk to a classroom full of 8-year-old children.  More than likely, his section will not have the manpower to accomplish all of those tasks.  He will rely on the TST to do some of these tasks while he executes others.  Often, the S5 must be in two, sometimes three locations at the same time.  Through time management and use of the TST, the mission is accomplished.  The S5 will quickly become overwhelmed and he will have to learn quickly because the “S5 train “ will never stop.  

F. Good luck and enjoy this experience as much as possible.
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Buyer’s BATNA
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Buyer’s RP


Buyer believes he can buy the car for $14,999 but would prefer to buy it for less. 








Seller B’s RP


Seller B would like to sell the car for $16,001 and will prefer to sell if for more.
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