Selection Board Process Script


Welcome to Fort Knox, the human resource center of excellence I’m MAJ NAME, a Board Recorder in the Department of the Army Secretariat for Department of the Army Selection Boards.

The Department of the Army Secretariat convenes approximately 80 Selection Boards for promotions, command assignments, professional development and schools for officers, warrant officers, and non-commissioned officers each year. All of the Army’s centrally convened Selection Boards are conducted here.

Promotion is not an entitlement. Promotion must be earned. It’s important that raters and senior raters/leadership/commanders/NCO support channels at all levels assist junior officers and NCO’S in preparing promotion files. Understanding what it takes to present yourself to the board in the most positive and professional manner is extremely important.

In this short video I will discuss several items that will help you prepare for your next board. I will talk about the number of boards held each year and where to locate them on the HRC website. I will talk about the MILPER message, “My Board File”, the importance of dialogue with assignment officers, S-1’s and unit administrators, the oath given to recorders and board members to execute boards, file composition, what board members look for when going through the file review process, the voting word picture, and the overall board process.

As stated earlier, there are approximately 80 Selection Boards convened throughout the fiscal year. Board schedules are posted on the HRC website and can be found by going to the “boards/awards” tab, then to “board schedules”. This will give you the convene dates of all boards in the current fiscal year, as well as the previous fiscal year.

Before each board convenes a MILPER message is released to the field giving detailed guidance to the targeted audience for that particular board. The MILPER message gives key administrative information such as zones of consideration, suspenses for evaluations, and when “My Board File” opens and closes. Once “My Board File” has opened you should to go to the HRC website, log into your portal using your CAC, if available, or your AKO user id and password. Once inside your portal review “My Board File”. This is the time to exercise due diligence and thoroughly review your official military personnel file (OMPF) for currency and accuracy.

The “My Board File” portal contains your official DA photo, performance history (OERS/NCOERS/AERS), education and training, commendatory documents, and your record brief if you are active component or active guard reserve (AGR). Verify and validate all documents in “My Board File” to ensure you will be competitive with your peers and presenting yourself to the board. Remember, “My Board File” is made of documents that are in your official military personnel file (OMPF) in iPERMS.

When validating your board file you should start a dialogue with your assignment officer, S-1 or unit administrator to ensure your official military personnel file is up to date. Provide your S-1 or unit administrator with any documents missing from your OMPF so they can scan them into iPERMS. Non OMPF documents will be scanned and emailed in a .tif format to a specific email address that is found in the MILPER message.

In “My Board File” there are three radio dials - one indicates “I have not viewed my documents”, another indicates “I certify the information in “My Board File” is correct and complete to the best of my knowledge”, and the final indicates “I have reviewed the information in “My Board File” and I will take action and submit the following corrections/changes to my file. After you have reviewed your file please choose one of the radio dials and save. If you do not review your documents the default will show the DA Secretariat that you did not review your file. Board members will be able to see whether or not you reviewed your file. Reviewing your file is an investment for your success in your military career.

On the convening date of the board, an oath is given to all board members and Board Recorders. The board members and recorders swear to keep board deliberations close hold, but more importantly it holds all board members to the highest Army standards and values in conducting a fair voting process. The memorandum of instruction (MOI) issued by the secretary of the Army provides the board members their official guidance, along with Title X law, Department of Defense instructions, and Army regulations on how to execute boards.

When board members start reviewing files and casting votes, they view all the documents that were found in “My Board File” using the Army Selection Board system (ASBS). ASBS is the tool used by the Army for Selection Boards since 2004 that presents each soldiers’ file in the same format facilitating an effective and efficient assessment and voting phase of the board. ASBS has the ability to present unclassified and classified documentation utilizing NIPR and SIPR networks at the same voting station. While some small boards only review 50 files, others review 5,000. ASBS makes it possible to do so consistently and fairly.

The first item a board member will see is the official DA photo - it is important for each soldier to have a current official DA photo (within 5 years). Your DA photo is your introduction to the board. Have a battle buddy or your supervisor check your uniform prior to the photo to ensure you are wearing the uniform properly and all badges, awards, and other devices are properly displayed. A properly worn and displayed uniform indicates military bearing and fitness. Ask an experienced leader or mentor to check the DA photo in DAPMIS before you accept it as your official choice.

The second item the board members see are any letters to the president of the board. (Remember, letters to the president are not to be self-serving, but informative of what the file is missing).

The third item the board members see is the ERB, ORB, or 2-1 (depending on component). This document is very important as it gives the board member a resume or snapshot of your service and assists the board members in navigating through your file. This document must be up to date and be accompanied by supporting documentation in your file.

Next we’ll discuss the OPMF portion of your file. The first items seen are the evaluations, to include academic evaluation reports from professional development schools. These are the most important documents in the file as they assess both quality of performance and potential to serve at the next higher grade or in a particular position of leadership like command. Board members may look at thousands of files. The most powerful and effective way to show performance and potential is to have quantifiable and enumerated verbiage within the narratives or bullet comments.

After board members look at evaluations, they move to the commendatory file where they review awards and decorations. The documents in this file provide the source documents that validate the accuracy of the DA photo and the ERB, ORB, or 2-1. Pay attention to detail to ensure that your DA photo, record brief, and commendatory file are synchronized. It sends a strong message to the board if they are not.

The final area of the OMPF is the training and education file. This area shows all transcripts from military and civilian training and education completed. Again, it should synchronize with the ERB/ORB/2-1.

If there are any disciplinary documents, such as a general officer memorandum of reprimand or UCMJ - Article 15s, they will be viewed by the board. These documents will appear at the beginning of the OMPF before the evaluations. Board members must review all disciplinary documents. If they fail to do so, ASBS will prompt them to review the documents before moving further into voting. The system acts as a fail-safe and reminds board members to look at these documents before casting a vote. Board members are given the charter to identify and recommend soldiers to “show cause” for retention. This means if a board member reviews a file containing adverse information, he/she may vote the file “show cause”. A referral to show cause means the soldier must clearly explain why he/she should remain in the Army. They will also be considered as a non-select.

While board members are voting, they compare each file to a set standard. Files are not compared to other files in the population. The set standard is a word picture that has been adopted by the board prior to the start of reviewing and voting files. The word picture template correlates to a numerical score of 1 - 6 +/-. Board members assess each file by the word picture and cast the corresponding numerical vote. The sum of all board member votes determines a candidates place on the order of merit list (OML).

The overall board process is very rigorous for board members and very labor intensive for recorders. Board members may look at thousands of files throughout a board. They must establish and refine an individual voting philosophy very quickly so they may review all files and vote each file with equitable care and consideration. Board recorders are responsible for maintaining the sanctity and integrity of the board process, and ensuring all boards are conducted to the highest standard, and are in accordance with title 10, Department of Defense instructions, and the memorandum of instruction signed by the secretary of the Army.

In closing, there are three take-aways for soldiers going before boards and leadership at all levels:

1. Soldiers - know and understand promotion is not an entitlement, it must be earned. Stay involved to maintain an accurate OMPF. Exercise due diligence in getting missing documents into your OMPF and take the time to review your “My Board File” when it becomes available.

2. Leadership - raters and senior raters, commanders and NCO support channels at all levels are charged with teaching, coaching, mentoring and assisting junior officers and NCO’s in preparing for promotion and other Selection Boards.

3. If we all do our part, we ultimately help facilitate the board in making the best qualified selections and build our future generations of leadership.

I hope this video on the board process has been informative for you and future board members, and assists you preparing for your upcoming Selection Board. Best of luck - Army Strong!!
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