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TASK:  Unit Personnel Accountability Report Reconciliation (AAA-162)                     
REFERENCES: 

a. AR 25-400-2, The Army Records information Management System (ARIMS).

b. AR 220-1, Unit Status Reporting

c. AR 600-8-6, Personal Accounting and Strength Reporting 

d. Unit Commander’s Finance Report

e. eMILPO Functional Guidance
RESPONSIBILITIES:   USATC-K HR Services must ensure that subordinate units reconcile all discrepancies by name.  All units must obtain zero balance for all reporting UIC’s.  
PROCESSING PROCEDURES:  

USATC-K HR Services
      1.  Schedule the subordinate units twice monthly for Unit Personnel Accountability Report (AAA-162) reconciliation. (USR/EOM)  
      2.  Reconcile all discrepancies prior to Unit Status Reporting (USR) and End of Month (EOM) reconciliation
(a) Reconciliation consists of identifying all personnel that have PCSed out of Korea

(b) Accounting for all newly arrived personnel 

(c) Ensuring the correct Duty Status of all personnel

(d) Use Unit Commander’s Finance Report as an addition tool.   



      3.  Subordinate units will submit AAA-162 and all supporting documents for all transactions that need the assistance of the USATC-K HR Services.  

      4. Input all necessary eMILPO transactions and print new AAA-162 for verification.

      5.  Contact the Military Personnel Division Personnel (MPD) Personnel Automation Branch                     for assistance with reconciliation efforts beyond the capability and access level of the Brigade or Special Troops Battalion S1.  

      6.  Ensure each subordinate unit files one copy for record under ARIMS File Number   

600-8c and retain for the current year, plus 1 year in an inactive file.  The AAA-162 is destroyed at the end of the inactive period.
TASK:  Legal Name Change
REFERENCES: 

a. DA Pam 600-8, Management and Administrative Procedures 3-32.
b. AR 614-200, Enlisted Assignments and Utilization Management, Chapter 5, Section IV
c. eMILPO Functional Guidance 
d. AR 15-185, Army Board for Correction of Military Records

e. AR 600-8-104

RESPONSIBILITIES:   Change and or correct the spelling of names on official records.
PROCESSING PROCEDURES:  
USATC-K HR Services
1.  Ensure all necessary paperwork is enclosed upon acceptance.  Required documents include: DA Form 4187, updated ERB, and copy of marriage license, copy of divorce decree and or court document.  FOR LEGAL NAME CHANGE DUE TO DIVORCE, THE LEGAL NAME CHANGE MUST BE INCLUDED IN THE DIVORCE DECREE OR ELSE REQUEST IS NOT VALID.
2.  Log in Legal Name Change into the personnel actions log on the USATC-K S1 portal. 
3.  Log into eMILPO main menu screen and click on (Personal) and then select Name Change from the drop down menu.
            4.   Enter Soldiers Social Security Number or Name and then select add and then search.  This will bring up the Soldier information.  Click OK to go to the next screen.
            5.   Change Name and verify spelling using official documents.  Then use the drop down menu to identify Name Change Reason.  Click Save. (print screen the completed transaction)
            6.   Type memorandum approving the request and forward through the USATC-K S1 distribution point back to the Soldier.

TASK:  Absent Without Leave / Dropped From The Rolls                                                    
REFERENCES: 

a. REFERENCES:   AR 630-10, Absent Without Leave, Desertion, and Administration of Personnel Involved in Civilian Court Proceedings

b. eMILPO Functional Guidance 

RESPONSIBILITIES:   The USATC-K HR Services will monitor all Soldiers that are Absent Without Leave and submit Dropped From The Rolls eMILPO transactions on the 31st day of AWOL..

PROCESSING PROCEDURES:  
            Absent Without Leave
(1)  USATC-K S1 verify Soldier’s status and submits DA Form 4187 for a duty status change within 24 hours of the Soldier being reported AWOL to the Provost Marshal office.  A copy of the DA Form 4187 will go to the Military Personnel Division (MPD) Reassignments section to delete Soldiers, assignment if applicable.  A copy of the DA Form 4187 will also be forwarded to the Finance office to stop military pay within 48 hours.

(2)  USATC-K S1 log into eMILPO and submit duty status change.

(3)  Verify IAW DA Pam 600-8 , 9-12, table 9-1-1 for duty status change remarks   (Section II, DA From 4187), DA Pam 600-8 , 9-12 procedure 9-8 steps .

(4)  USATC-K S1 ensure Unit Commander initiate an immediate inquiry regarding      

Soldier’s location and possible reasons for absence.

             (5) Inventory and secure all personal effects, clothing, and government property IAW 
             AR 700-84 or so state if no personal effects or clothing were found within 48 hours.

             (6)  If soldier has access to classified material, report through your S2 and get memo for 
              DFR packet.

             (7)  AWOL Day 10.  Unit commander will prepare a letter and mail to the Soldier’s next 
              of kin.

             (8)  AWOL Day 25.  Unit commander will appoint an NCO in writing to conduct 

  installation out-processing for the AWOL Soldier.

    b. DROPPED FROM ROLLS   
  (1) USATC-K S1 submits documents listed below within 48 hours of the 31st day of   

   AWOL to the USATC-K HR Services.

  (2)  DA Form 4187 – Duty Status Change from “PDY to AWOL”.

   (3)  DA Form 4187 – Duty Status Change from “AWOL” to “DFR” and submit the 

    eMILPO transaction.

   (4)  DD553 - Deserter/Absentee Wanted by the Armed Forces.

   (5)  DD458- Charge Sheet.

    c. DROPPED FROM ROLLS COMPLETE PACKET 
             (1) USATC-K HR Services forwards original packet and its content below to USADIP WITHIN 48 hours of DFR to Commander, Fort Knox, Personnel Control Center, ATTN:  ATZK-PMF-DIP, Fort Knox, Kentucky 40121 (US Army Deserter Information Point-USADIP)

             (a)  DA Form 4187 – (original) Duty Status Change from “PDY” to “AWOL”.

             (b)  DA Form 4187 – (original) Duty Status Change from AWOL to DFR.

             (c)  DD553– (original) Deserter/Absentee wanted by the Armed Forces.

             (d)  DD458– (original) Charge sheet DA Form 2823 - Original Sworn Statement.

             (e)  Memo for revocation of security clearance, if applicable.

             (f)  Letter of next of kin when Soldier was in AWOL status and commander’s inquiry 
                  (original)

             (g)  Letter of next of kin when Soldier was in DFR status.

             (h)  Medical Records.

             (i)  Dental Records.

(j)   Inventory Sheet DA Form 3645 (Organizational clothing and Individual Equipment              

      Record) and Inventory Sheet DA Form 3645-1 (Additional Organizational Clothing  

      & Individual Equipment Record) if applicable.
            (k)  DA Form 137-2-R, Installation Clearance Record- original

            (m) DA Form 268-original

            (n)  Military Personnel File

DROPPED FROM ROLLS RETURNEE 
              (1). USATC-K S-1 create 4187 changing duty status from DFR to PDY

              (2). Submit 4187 to USATC-K HR Services and Finance

              (3). USATC-K S1 will seek the assistance of the Military Personnel Division (MPD)

              Personnel Automations Branch to have Soldier accessed back on the Active Duty status.     

DROPPED FROM ROLLS (DFR) CHECKLIST

Name __________________________________  Rank _________  SSN#: _________________

Unit ____________________________  AWOL Date __________   DFR Date ______________

DOCUMENTS REQUIRED FOR DFR PACKET

USATC-K S1 will submit the following documents to the USADIP within the first 48 hours of DFR.

1. _____   DD458 (Charge sheet including item #13 on back completed).

2. _____   DD553 (Deserter/Absentee).

3. _____  DA Form 4187 (PDY to AWOL).

4. _____  DA Form 4187 (AWOL to DFR).

Submit the following additional documents to the USATC-K HR Services.
5. _____  DA Form 268 (Initiating flag for AWOL).

6. _____  Next of Kin letter (AWOL).

7. _____  Next of Kin letter (DFR).

8. _____  DA Form 268 (Removal of flag).

9. _____  DA Form 722 (Medical Records).

10. _____  DA Form 722-1 (Dental Records).

11. _____  DA Form 669 (Education Records).

12. _____  CIF Clearance Records (with raised seal).

13. _____  DA Form 4384 (Commander’s Inquiry).

14. _____  DA Form 137-1-R (Unit Clearing Papers).

15. _____  DA Form 137-2-R (Installation Clearing Papers).

U.S. Army Deserter Information Point

The Fort Knox address for USADIP is:


Commander


U.S. Army Personnel Control Facility


ATTN:  ATZK-PMF-DIP


Fort Knox, KY 40121

Phone numbers:


NCOIC:  Comm: (502) 626-3711/3712/3713


Chief:  Comm:  (502) 626-3718


Fax:  Comm:  (502) 626-3730


Admin Staff:  (502) 626-3724


DSN is 536

TASK:  Retirement Procedures 







REFERENCES: 

 a. AR 635-200, Chapter 12  -Enlisted Personnel
 b. AR 600-8-24, Chapter 6 -Officer Transfers and Discharges
 c.  AR 601-280 (RCP) -Army Retention Program
RESPONSIBILITIES:   USATC-K HR Services will receive and further process all Enlisted and Officer Retirement actions through the chain of command and submit them to the Army Human Resource Command.
PROCESSING PROCEDURES:  
     Battalion S1 

· Prepare and or review completed DA Form 4187 

· Ensure accuracy of DA Form 31 

· Prepare Battalion Commander’s endorsement 
· Package all supporting documents to prepare DA Form 2339. ie, DD Form 214, all reenlistment contracts, NGB Form 23, DA Form 1695, anything to support all AFS time.

· Forward Retirement request to Brigade S1

     USATC-K HR Services
· Prepare DA Form 2339 
· Verify accuracy using Soldier’s source documents i.e. enlisted contract, DD214, etc…

· Sign DA Form 2339 

· Prepare HR Services endorsement
· Verify that service obligations were met

· Forward the retirement to Human Resource Command (HRC).
      Service Obligations:

· OCONUS.  Soldiers accompanied by dependents who traveled at Government 

expense must complete the “with dependents” tour or at least 12 months, whichever is longest.

· Unaccompanied Soldiers and Soldier with no dependents must complete the tour 

prescribed for Korea.



Schools:

· Soldiers who have attended a military or civilian course of instruction must 

complete any service obligation voluntarily incurred because of such attendance.  USASMA incurs a 1 year obligation after completion of the course.

           Promotions:

· Soldier who are promoted to the grade of SFC, MSG/1SG, or SGM/CSM must 

complete a two-year service obligation prior to requested retirement date. Soldier’s who have completed 30 years or  more of AFS, already eligible through prior service for higher grade at the time of retirement, are 55 years of age or older, and Soldiers eligible for retirement based on RCP are excluded from this two year service obligation.


b.  RETIREMENT IN LIEU OF PCS:  Soldiers having 19 years, 6 months or more of AFS when notified of PCS may request a retirement date.  Soldier will receive official notification per DA PAM 600-8-11, procedure 3-1.

· If Soldier elects to retire, the retirement application (DA Form 2339) must be 

submitted and approved within 30 days of receipt of official alert notification of PCS.

· Retirement date will not be later than 6 months from the date of notification, or the 

first day of the month following the month in which 20 years of AFS is completed, whichever is later.  All service obligations must be fulfilled not later than approved retirement date.

· This action must be submitted and approved within 30 days of official notification 

of PCS.

· If Soldier submitted the retirement packet after 30 days of notification date, this 

action will be process through The Army Human Resource Command.

· Applications for retirement in lieu of PCS that are approved will not be withdrawn, 

nor will the retirement date be changed.  The Soldier must retire on the approved retirement date.


c.  WAIVERS:  Exceptions to service obligations may be granted when the best interest of the service is involved or when substantial hardship exists or would result if the Soldier is not retired.  Substantial hardship is a situation or circumstanced that imposes undue suffering on the Soldier or the immediate family.  

· Soldiers who are selected for attendance at the Sergeants Major Academy and complete
 the letter of acceptance incur a service obligation to attend the academy.

· All requests for waiver of service obligation must be submitted by the Soldier and fully 

documented.  

· Request will be forwarded through the Soldier’s chain of command to Human Resource
Command (HRC).  


d. REQUEST WITHDRAWAL OF APPLICATION OR CHANGE IN RETIREMENT DATE, AR 635-200, paragraph 12-15.  Eligible Soldier’s application for retirement will not be withdrawn unless retaining the Soldier on active duty will be for the convenience and best interest of the government or prevent an extreme hardship to the Soldier or immediate family.

· Retirement date will not be changed  unless, after the application is submitted events that 

justify a change in the retirement occur that would cause an extreme hardship to the Soldier or immediate family.

· Request for withdrawal of applications or change in date must be fully documented.

e. APPROVAL PROCEDURES.

· If any of the provided documents contain missing information, the packet will be returned 

without action within 3 working days of receipt with a processing checklist listing the information needed.

· Locally approved/disapproved retirements are generally completed in 5 working days if 

SSG (P) and below and retirements that are forwarded to HRC are generally completed in 5 to 6 weeks.
              PROCESS A REQUEST FOR RETIREMENT- ENLISTED CHECKLIST

· VERIFY DA FORM 4187 IS COMPLETED
· VERIFY IF DA FORM 4187 HAS “EXCEPTION TO POLICY” IF 

REQUESTING WAIVERS FOR SERVICE OBLIGATIONS, DEROS, (IF APPLICABLE) OR VERIFY DA FORM 4187 HAS STATEMENT” IN LIEU OF PCS” IF APPLICABLE w/ SUPPORTING DOCUMENTS & MEMO

· VERIFY DA FORM 31 IS COMPLETED.  PLEASE ENSURE SOLDIER IS 

AWARE THAT LEAVE ACCRUED MUST BE LESS THAN 60 DAYS IF CARRYING OVER INTO FISCAL YEAR.  PTDY IS 30 DAYS TO CONUS / 20 DAYS FOR KOREA
·  DEROS CAN NOT CONFLICT WITH TRANSITIONAL LEAVE AND PDTY.  

SOLDIER MAY REQUESTS AN EXTENSION IF APPLICABLE.

· BATTALION CDR MEMO ADDRESSING RECOMMENDATIONS AND 

COMMENTED ON JUSTIFCATION OF ANY WAIVERS OR HARDSHIP (IF APPLICABLE)
· VERIFY ALL SERVICE DOCUMENTS ARE AVAILABLE:  DD FORM 

214, ALL ENLISTMENTS CONTRACTS, DA FORM 1695, NGB 22/23, ANY DOCUMENTS TO VERIFY SERVICE
· ERB

· VERIFY SOLDIER IS NOT ON ASSIGNMENT

· VERIFY THAT THE RETIREMENT REQUEST IS BETWEEN 12 TO 9 

MONTHS FROM 20 YEARS AFS OR 6 MONTHS FROM PCS

ENLISTED RETIREMENT CHECKLIST

(requestor’s name, rank, SSN)

TO BE COMPLETED BY REQUESTOR:

______
DA Form 4187: Must be signed by both the requestor and the unit commander.

______ DA Form 31: Requestor will submit leave form reflecting Permissive TDY in conjunction with Transitional leave. Permissive TDY must be taken before Transitional leave. Item 17 of the leave form should indicate both the Permissive TDY dates and the Transitional leave dates. The leave must end on the last day of the month i.e.- leave ends 30 September and Soldier is placed onto the retirement list effective 1 October. All leave forms exceeding 30 days must be signed by an O5 or above. Soldiers are authorized 30 days of permissive TDY if retiring in CONUS, only 20 days of permissive TDY if remaining in Korea.

______ Copy of current LES
______ Prior Service documents: Disregard unless you have prior USAR/ARNG or other prior enlisted service. If you have prior service of any type please provide DD Form 214’s or other prior service enlistment documents to ensure your service can be correctly verified and computed.
TO BE COMPLETED BY BATTALION S1: (receive and verify all documents listed above)

______  Put the entire retirement packet together and add the forms below prior to staffing.

______  DA Form 31: Staff to the Battalion Commander (as required) and put a leave control number onto the leave form.

______  DA Form 4187-1 (Personnel action form addendum): Staff to the Battalion Commander for approval/disapproval recommendation.

TO BE COMPLETED BY HR SERVICES (Building 2640):  (receive and verify all documents listed above)

______  Enlisted Record Brief: Must not be more that 30 days old when submitted to HRC. Use the ERB to verify the DA Form 4187 and to assist with the service computation.

______ DA Form 2339: The retirement date on this form must match the date on the DA Form 4187. Once completed the requestor will be contacted to sign the form and verify the accuracy of their service computation.

______ Memorandum from HR Services: Memorandum is the cover document of the retirement packet. Once signed the entire packet is ready for submission to HRC for approval/disapproval.

** Please note that each requestor will be “CC’d” by email when the retirement request is submitted to HRC. Approval timelines vary based on MOS and Grade,  3 – 4 weeks is about the fastest a response may be received.
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For use of this form, see AR 600-8-6 and DA PAM 600-8-21; the proponent agency is ODCSPER

  

(Section III).

Used by soldier in accordance with DA PAM 600-8-21 when requesting a personnel action on his/her own behalf

Identification Card

Identification Tags

Separate Rations

Leave - Excess/Advance/Outside CONUS

Change of Name/SSN/DOB

11.  I certify that the duty status change  

(Section II)

  or that the request for personnel action  

(Section III)

  contained herein - 

DATA REQUIRED BY THE PRIVACY ACT OF 1974

  SECTION II - DUTY STATUS CHANGE  

(AR 600-8-6)

  

SECTION I - PERSONAL IDENTIFICATION

  SECTION IV - REMARKS  

(Applies to Sections II, III, and V)  (Continue on separate sheet)

  

SECTION V - CERTIFICATION/APPROVAL/DISAPPROVAL

7.  The above soldier's duty status is changed from

to

effective

hours,

SECTION III - REQUEST FOR PERSONNEL ACTION

IS APPROVED

RECOMMEND APPROVAL

IS DISAPPROVED

RECOMMEND DISAPPROVAL

PREVIOUS EDITIONS ARE OBSOLETE

DA FORM 4187, JAN 2000

HAS BEEN VERIFIED

8.  I request the following action:  

(Check as appropriate)

  

USAPA  V1.00

AUTHORITY:

PRINCIPAL PURPOSE:

DISCLOSURE:

Title 5, Section 3012; Title 10, USC, E.O. 9397.

Voluntary.  Failure to provide social security number may result in a delay or error in processing of the request for

personnel action.

ROUTINE USES:

To initiate the processing of a personnel action being requested by the soldier.  

5.  GRADE OR RANK/PMOS/AOC

MSG/11Z5V

6.  SOCIAL SECURITY NUMBER

123-45-6789

4.  NAME  

(Last, First, MI)

  

DOE, LEROY T.

2.  TO  

(Include ZIP Code)

  

COMMANDER

INSTALLATION/THEATER G-1

ATTN:  OFFICE SYMBOL

CITY, STATE,or  APO & ZIP CODE

3.  FROM  

(Include ZIP Code)

  

COMMANDER

BN ADDRESS

ATTN:  OFFICE SYMBOL

CITY, STATE,or  APO & ZIP CODE

1.  THRU  

(Include ZIP Code)

  

COMMANDER

BDE ADDRESS

ATTN:  OFFICE SYMBOL

CITY, STATE,or  APO & ZIP CODE

Special Forces Training/Assignment

On-the-Job Training  

(Enl only)

  

Retesting in Army Personnel Tests

Reassignment Married Army Couples

Reclassification

Officer Candidate School

Asgmt of Pers with Exceptional Family Members

Service School  

(Enl only)

  

ROTC or Reserve Component Duty

Volunteering For Oversea Service

Ranger Training

Reassignment Extreme Family Problems

Exchange Reassignment  

(Enl only)

  

Airborne Training

Other  

(Specify)

   

VOLUNTARY

RETIREMENT

9.  SIGNATURE OF SOLDIER   

(When required)

   

SOLDIER'S SIGNATURE

This is a Retirement request:  VOLUNTARY       IN LIEU OF PCS             EXCEPTION TO POLICY( please circle one)

1. I request voluntary retirement on (1st on the month) MM/YYYY  with a release from active duty date of (last day

MM/YYYY).

2. I have read section B, Chapter 12, AR 635-200 and Section V, Chapter 2, AR 635-10 and have been briefed on the Suvivor

Benefit Plan.

3.  I have been advised not to make any firm or final commitments associated with my retirement to include jobs, housing,

schooling, or movement of my family and household goods prior to the approval of my retirement.

4.  I have requested _______days of transition leave and ________ days of PTDY. ( CONUS- 20 days; OCONUS-30 days)

5.  I request a waiver of ______ months TIG, TOS, School.  A separate memorandum of jsutification must accompany request.

6.  My requested place of retirement is: 

7.  Upon retirement, I can be contacted at:  (Must be a civilian address and telephone number, if overseas, please provide stateside

contact and phone number)  

8.  Duty phone number:                                          AKO email address:  

9.  Once my retirement is approved, I UNDERSTAND THAT I AM NO LONGER ELIGIBLE FOR PROMOTION

10.  I have been alerted/ received assignment instructions- YES/NO   MY CAP Cycle is _______Date of cycle is ____________

11.  The following information is provided:

DEROS:                             ETS:                               BASD:                                  PEBD:  

 

 

 

 

 

12.  COMMANDER/AUTHORIZED REPRESENTATIVE

COMPANY COMMANDER 

13.  SIGNATURE

Circle the appropriate copy designator

Copy 1

Copy 2

Copy 3

Copy 4

10.  DATE  

(YYYYMMDD)

14.  DATE  

(YYYYMMDD)


CHECKLIST AND EXAMPLE OF DA FORM 4187 IS PROVIDED TO SOLDIERS 
[image: image3.wmf]APPLICATION FOR VOLUNTARY RETIREMENT

For use of this form, see AR 635-200; the proponent agency is MILPERCEN.

12.

20

 DATE

date 

 18. TOTAL SERVICE FOR BASIC PAY PURPOSES

 (Item 16 + 17)

 16. TOTAL ACTIVE SERVICE CREDITABLE FOR RETIREMENT

     

  (Do not include time lost)

MEDAL OF HONOR

SOLDIERS MEDAL

DISTINGUISHED SERVICE CROSS

 15. TOTAL TIME LOST 

(If no time lost, enter "None")

13. AWARDS

 b.

 GRADE & PROMOTION

     ELIGIBILITY DATE

9

 (TO BE COMPLETED ONLY BY RESERVE OFFICERS SERVING ON ACTIVE DUTY IN ENLISTED STATUS)

0

 8. DESIRE RETIREMENT AT CURRENT OVERSEA ASSIGNMENT

   

  (CONUS Residents only)

 Title 10, United States Code, Chapters 61, 63 and 67.

 To initiate necessary administrative action in regard to voluntary requests for retirement.

 Data contained on the form is used to complete administrative actions incident to retirement.

 Disclosure is voluntary. However, failure to disclose required information may result in service member not

 being considered for voluntary retirement.

 10. NON-CONUS PERSONNEL STATIONED OVERSEAS DESIRE

       RETIREMENT

19

10

1

1

20

0

9. MAIL ADDRESS UPON RETIREMENT 

(Will not be considered as

     home of selection) (Include ZIP Code)

Full address including 9 digit zip code

TO

:

 

(Include ZIP Code)

COMMANDER

INSTALLATION/THEATER G-1

ATTN:  RETIREMENT SERVICES- G-1

CITY, STATE, OR APO &  ZIP CODE

DATA REQUIRED BY THE PRIVACY ACT

  AUTHORITY:

  PRINCIPAL PURPOSE:

  ROUTINE USES:

  DISCLOSURE:

 THRU: 

(Include ZIP Code)

COMMANDER

OFFICE HAVING CUSTODY OF RECORDS ADDRESS

ATTN:  OFFICE SYMBOL

CITY, STATE, OR APO &  ZIP CODE

SECTION I

 - 

(TO BE COMPLETED BY ALL APPLICANTS)

1. NAME 

(Last, First, Middle)

 

DOE, GOHOME F.

 2. SSN

123-45-6789

 3. ETS

yyyy/mm/dd

 4. DESIRED RETIREMENT

     DATE    

5. CURRENT GRADE, PAY GRADE, 

(Effective date of promotion)

     AND MOS

MSG/E-8/20010501/11Z5V

7. UNIT OF ASSIGNMENT - DUTY STATION - MAJOR COMMAND

19TH TSC, TAEGU, KOREA APO AP 96218 8TH ARMY

YES

NO

NOT APPLICABLE

HOR

11. REQUEST TRANSFER TO RETIRED RESERVE IN THE FOLLOWING STATUS

COMMISSIONED

WARRANT OFFICER

ENLISTED

          

a. 

RESERVE COMMISSIONED STATUS

RETIRED

ACTIVE

 c.

 BRANCH

14.       CHRONOLOGICAL DATES OF MILITARY SERVICE

 

      

(Enlistment and Discharge dates and change in status from active to

      inactive service and vice versa.) (Para 12-13, AR 635-200)

TIME

LOST

ACTIVE FEDERAL

SERVICE

INACTIVE SERVICE

 17. TOTAL INACTIVE SERVICE CREDITABLE FOR BASIC PAY ONLY

DA FORM 2339, JUN 83       

EDITION OF APR 78 WILL BE USED UNTIL EXHAUSTED.

yyyy/mm/01

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 6. HIGHEST GRADE SERVED ON ACTIVE DUTY AND BRANCH OF

     SERVICE  

 

MSG/US ARMY

0

9

ENL

ENL

USAR

USA

0

0

0

0

1

0

10

0

0

20

1986

2006

7

8

22

1

1986

1986

6

7

13

23

0

0

 

USAPA  V4.00

CONUS

CURRENT OVERSEAS STATION

NONE

NAVY CROSS

DISTINGUISHED FLYING CROSS OR EQUIVALENT NAVY DECORATION

ENL. WO.

COM

(Indicate)

COM-

PONENT

FROM

TOTAL

TOTAL

DAYS

TO

YEAR

MO

DAY

YEAR

MO

DAY

YEARS

MONTHS

DAYS

YEARS

MONTHS

DAYS

All items will be answered, place N/A whenever appropriate.  If Soldier is Retiring in Lieu of PCS, Enter statement, “Approved for retirement in lieu of PCS” on all copies of DA Form 2339.
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FROM:

 

 (Include ZIP Code)

COMMANDER

OFFICE HAVING CUSTODY OF RECORDS

ADDRESS

ATTN:  OFFICE SYMBOL

TO:

  

(Include ZIP Code)

COMMANDER

INSTALLATION/THEATER G-1

ATTN:  RETIREMENT SERVICES- G-1

CITY, STATE, OR APO &  ZIP CODE

on                            and end on

indicate reason and expiration date in Remarks)

27. DATE APPLICANT OR DEPENDENT ARRIVED IN OVERSEA COMMAND

 (Whichever is later - specify applicant or dependent)

DISAPPROVAL

 (Indicate reason(s) in Remarks)

20. RECOMMEND

29. DATE MEMBERS OF UNIT WERE NOTIFIED OF UNIT ALERT

28. DATE OF RECEIPT OF ALERT 

(Nomination for assignment)

 OR ASSIGNMENT ORDERS 

(Not applicable for unit alert - see Item 31)

26. DATE APPLICANT ARRIVED AT PRESENT ASSIGNMENT

 (Other than Oversea Command - see Item 27)

IS NOT SUBMITTING REQUEST IN LIEU OF ELIMINATION OR FURTHER ELIMINATION PROCEEDINGS.

-  (TO BE COMPLETED BY COMMANDER HAVING CUSTODY OF PERSONNEL RECORDS)

19. CONUS LOCATION OF CHOICE TRANSFER ACTIVITY

I ELECT TO BE PROCESSED FOR RETIREMENT AT:

I ATTEST THAT I HAVE BEEN COUNSELED AS SPECIFIED BY PARAGRAPH 2-18, AR 635-10. I ALSO FULLY UNDERSTAND

THE PROVISIONS OF SECTION V, CHAPTER 2, AR 635-10 CONCERNING MY ENTITLEMENTS PERTAINING TO PER DIEM,

TRAVEL AND TRANSPORTATION ALLOWANCES, BASED ON MY RETIREMENT AT A CONUS LOCATION OF CHOICE.

I DO NOT ELECT TO BE PROCESSED FOR RETIREMENT AT A CONUS LOCATION OF CHOICE.

     I am familiar with the provisions of AR 635-200 pertaining to

withdrawal of this application for retirement once it has been

accepted by the retirement approval authority.

SIGNATURE OF APPLICANT

SECTION II

APPROVAL

22. APPLICANT

IS

(If "YES" application must be attached to board proceedings.)

23. APPLICANT

HAS

24. THIS ACTION

IS

IS NOT

IN CONTRAVENTION WITH

AR 600-31

25. SERVICE SHOWN 

(Items 14-18) 

HAS BEEN VERIFIED AS CORRECT BY:

MPRJ

AGPERSCEN:

OTHER

 (Specify)

(If other than MPRJ, attach verification)

DATE:

NOT APPLICABLE

DATE:

NOT APPLICABLE

30. STATEMENT OF UNDERSTANDING

1.  I have read Section V, Chapter 12, AR 635-200.  I understand that I must undergo a medical examination prior to my retirement.

I am responsible for insuring that the examination is scheduled not earlier than 4 months, nor later than 1 month prior to my approved

retirement date 

(subject examination to be arranged through coordination with my unit of assignment)

. I am aware that the purpose of

this examination is to provide a better health assessment of me and, in particular, to continue cardiovascular attention, to record as

accurately as possible, my state of health on retirement and to protect my interests and those of the Government. I also understand

that my retirement will take effect on the requested date and that I will not be held on active duty to complete this examination.

2.  I have been briefed concerning the Survivor Benefit Plan.  I understand that I will automatically be in the plan and will pay the full

cost of coverage for my wife, and children if applicable, unless I submit an election form to the contrary prior to my retirement.

3.  I am/am not (STRIKE THE INAPPROPRIATE WORDS) being considered by a HQDA Selection Board for promotion to the next higher

grade.

(Signature of member)

31. REMARKS 

(Continue on additional sheet if necessary)

TYPED NAME, GRADE AND TITLE OF COMMANDER/PERSONNEL

OFFICER

SIGNATURE

has requested and had approved

days of transitional leave 

(DDALV) to be taken in conjunction with the requested retirement action.  This leave will begin

HAS NOT INCURRED A SERVICE OBLIGATION 

(If "HAS"

USAPA  V4.00

 

 

 

21. AUTHORIZED TRANSFER ACTIVITY  

(If other than current installation, specify)

N/A if current installation

 

 

 

 

 

OMPF

N/A OCONUS

 

N/A

Soldier's rank and full name

Lv/ptdy

start dates

end dates

BHRC/PSB SIGANTURE BLOCK(custodian of

rcds)

SIGNATURE OF APPLICANT

DA FORM 2339, JUN 83       



e.  OFFICER RETIREMENTS:  



(1)  Soldiers who have completed 20 years of Active Federal Service (AFS) and who have completed all required obligations are eligible to retire.  The request for voluntary retirement must be submitted within 12 months but not later than 9 months of the requested transition leave. 
Battalion S1:

· Ensure accuracy of requesting officer’s memorandum 

· Ensure accuracy of DA Form 31 

· Prepare Battalion an or Brigade Commander’s endorsement
· Package all supporting documents to prepare DA Form 7301-R i.e., DD Form 214, if applicable:  NGB Form 23 (National Guard Service), or any contracts to support all Active Federal Service time.

USATC-K HR Services:

· Prepare DA Form 7301-R
· Verify accuracy using source documents   

· Prepare Battalion Commander’s endorsement
· Verify that service obligations were met

· Forward the retirement to Human Resource Command (HRC).

Service Obligations:

· OCONUS.  Soldiers accompanied by dependents who traveled at Government 

expense must complete the “with dependents” tour or at least 12 months.
· Unaccompanied Soldiers and Soldier with no dependents must complete the tour 

prescribed for Korea.

Schools:

· Soldiers who have attended a military or civilian course of instruction must 

complete any service obligation voluntarily incurred because of such attendance, Reference 
AR 350-10.
Promotions:

· Soldiers who are promoted to the grade of CW3, CW4, or CW5 must complete a 
two year service obligation prior to requested retirement date IAW AR 350-100.  LTC or COL must complete not less than 3 years from their promotion date IAW AR 350-100.  Officers who  have completed 30 years of AFS or has a mandatory retirement date at time of promotion is not held to this rule.  

Active Duty Commitment:

· Commissioned Officers with 20 years AFS must have completed 10 

years in an active commissioned status.  Eight years can be waived for the period of 1 October 1990 to 30 September 1998.  AR 600-8-24, paragraph 6-14, c, 1.


b.  RETIREMENT IN LIEU OF PCS:  Soldiers having 19 years, 6 months or more of AFS when notified of PCS may request a retirement date.  AR 600-8-24, paragraph 6-18.

· If Soldier elects to retire, the retirement application must be submitted within 30 

days of receipt of official alert notification of PCS.

· Retirement date will not be later than 6 months from the date of notification, or the 

first day of the month following the month in which 20 years of AFS is completed, whichever is later.  All service obligations must be fulfilled or waived not later than approved retirement date.

· Applications for retirement in lieu of PCS that are approved will not be withdrawn, 

nor will the retirement date be changed.  The Officer must retire on the approved retirement date.


c.  WAIVERS:  Exceptions to service obligations may be granted when the best interest of the service is involved or when substantial hardship exists or would result if the Officer is not retired.  Substantial hardship is a situation or circumstanced that imposes undue suffering on the Soldier or the immediate family.  

· All request for waiver of service obligation must be submitted by the Officer and fully 

documented.  

· Request will be forwarded through the Officer’s chain of command to The Army Human Resource Command.  

d.  REQUEST WITHDRAWAL OF APPLICATION OR CHANGE IN RETIREMENT DATE, AR 600-8-24, paragraph 6-22.  Eligible Soldier’s application for retirement will not be withdrawn unless retaining the Soldier on active duty will be for the convenience and best interest of the government or prevent an extreme hardship to the Officer or immediate family.

· Retirement date will not be changed  unless, after the application is submitted events that 

justify a change in the retirement occur that would cause an extreme hardship to the Soldier or immediate family.

· Request for withdrawal of applications or change in date must be fully documented.



PROCESS A REQUEST FOR RETIREMENT- OFFICER CHECKLIST

· VERIFY MEMORANDUM FORMAT IS PER EXAMPLE PROVIDED

· VERIFY MEMORANDUM REQUESTING ACTION HAS “EXCEPTION 

TO POLICY” IF REQUESTING WAIVERS FOR SERVICE OBLIGATIONS, DEROS, (IF APPLICABLE) OR VERIFY MEMO HAS STATEMENT” IN LIEU OF PCS” IF APPLICABLE w/ SUPPORTING DOCUMENTS AND SEPARATE MEMORANDUM. 

· VERIFY DA FORM 31 IS COMPLETED.  PLEASE ENSURE SOLDIER

IS AWARE THAT LEAVE ACCRUED MUST BE UNDER 60 DAYS INTO FISCAL YEAR. PTDY IS 30 DAYS FOR CONUS / 20 DAYS FOR KOREA.
· DEROS CAN NOT CONFLICT WITH TRANSITIONAL LEAVE AND PTDY.  

SOLDIER MAY REQUEST AN EXTENSION IF APPLICABLE.

· BATTALION CDR MEMO ADDRESSING RECOMMENDATIONS AND 

COMMENT ON JUSTIFCATION OF ANY WAIVERS OR HARDSHIP (IF APPLICABLE)

· VERIFY ALL SERVICE DOCUMENTS ARE AVAILABLE:  DD FORM 

214, ALL ENLISTMENTS CONTRACTS, DA FORM 1695, NGB 22/23, ANY DOCUMENTS TO VERIFY SERVICE

· ORB

· VERIFY SOLDIER IS NOT ON ASSIGNMENT

· VERIFY THAT THE RETIREMENT REQUEST IS BETWEEN 12 TO 9 

MONTHS FROM 20 YEARS AFS OR 6 MONTHS FROM PCS

OFFICER RETIREMENT CHECKLIST

(requestor’s name, rank, SSN)

TO BE COMPLETED BY REQUESTOR:

______
Memorandum from Requesting Officer: Must be signed by both the requestor and the unit commander. Example memorandum is in AR 600-8-24.

______ DA Form 31: Requestor will submit leave form reflecting Permissive TDY in conjunction with Transitional leave. Permissive TDY must be taken before Transitional leave. Item 17 of the leave form should indicate both the Permissive TDY dates and the Transitional leave dates. The leave must end on the last day of the month i.e.- leave ends 30 September and Soldier is placed onto the retirement list effective 1 October. All leave forms exceeding 30 days must be signed by an O5 or above. Soldiers are authorized 30 days of permissive TDY if retiring in CONUS, only 20 days of permissive TDY if remaining in Korea.

______ Copy of current LES
______ Prior Service documents: Disregard unless you have prior USAR/ARNG or other prior enlisted/warrant/officer service. If you have prior service of any type please provide DD Form 214’s or other prior service enlistment documents to ensure your service can be correctly verified and computed.
TO BE COMPLETED BY BATTALION S1: (receive and verify all documents listed above)

______  Put the entire retirement packet together and add the forms below prior to staffing.

______  DA Form 31: Staff to the Battalion Commander (as required) and put a leave control number onto the leave form.

______  Memorandum from Battalion Commander: Staff to the Battalion Commander for approval/disapproval recommendation.

TO BE COMPLETED BY HR SERVICES (Building 2640):  (receive and verify all documents listed above)

______  Officer Record Brief: Must not be more that 30 days old when submitted to HRC. Use the ORB to verify the retirement request memorandum and to assist with the service computation.

______ DA Form 7301-R: The retirement date on this form must match the date on the retirement memorandum. Once completed the requestor will be contacted to review the form and verify the accuracy of their service computation.

______ Memorandum from HR Services: Memorandum is the cover document of the retirement packet. Once signed the entire packet is ready for submission to HRC for approval/disapproval.

** Please note that each requestor will be “CC’d” by email when the retirement request is submitted to HRC. Approval timelines vary based on MOS and Grade,  3 – 4 weeks is about the fastest a response may be received.
(OFFICER RETIREMENT REQUEST FORMAT)

(Letterhead)

Office symbol (MARKS number)                                                                                       (Date)

MEMORANDUM FOR Commander, Army Human Resources Command, (AHRC-OPD-A), 200 Stovall Street, Alexandria, VA 22332-0413

SUBJECT: Voluntary Retirement LNAME, FNAME  MI, SSN, MOS

1. Under the provisions of law cited in AR 600-8-24, paragraph (number), I request that I be released from active duty and assignment on (last day of the month which retirement would otherwise be effective) and placed on the retired list on (first day of the following month) or as soon thereafter as practicable, and that I be transferred to the Retired Reserve immediately on retirement (Regular Army officers omit last phrase). I will have completed over (number) years of active Federal service on the requested retirement date.

2. Assignment status: (Enter organization and station to which currently assigned and duty station to which attached, if any.)

3. Authorized place of retirement: (Enter the authorized and directed transfer activity where required to be processed—AR 635-10, para 2-18a. If applicable, identify the CONUS debarkation area.)

4. Location of choice transfer activity: (Members electing to be processed for retirement at a transfer activity other than one prescribed by AR 635-10, para 2-18a, enter an appropriate transfer activity as provided by AR 635-10, para 2-19; otherwise enter "not applicable.")

5. I have been counseled as specified by AR 635-10, paragraph 2-19. I fully understand the provisions of AR 635-10, chapter 2, section V, concerning entitlement to per diem, travel, and transportation allowances based on retirement at a location of choice transfer activity.

6. I have read AR 600-8-24, paragraphs 6-6 and 6-7. I am responsible for ensuring that a physical examination is completed not earlier than 4 months nor later than 1 month prior to my approved retirement date or start date of transition leave, whichever is earlier (subject physical to be arranged through coordination with my unit of assignment). I am aware that the purpose of this examination is to ensure that my medical records reflect as accurately as possible my state of health on retirement and to protect my interests and those of the Government. I also understand that my retirement will take effect on the requested date and that I will not be held on active duty to complete this examination.

Office Symbol

SUBJECT:  Voluntary retirement on LNAME, FNAME  MI, SSN, MOS

7. In accordance with title 10, United States Code, I understand that—

      a.  Enrollment in the Survivor Benefit Plan (SBP) is the only way that I may continue a portion of my retirement pay to my family at my death.

      b. I must receive SBP counseling for myself and my spouse no less than 30 days before retirement.

      c. I will be enrolled in full SBP coverage if I fail to elect otherwise in writing before my retirement.

      d. I cannot elect less than full spouse SBP without my spouse’s written agreement. I received a spousal concurrence for this purpose in conjunction with this application/letter. I realize there are other forms that must be completed during SBP counseling.

    e. Failure to return the completed spousal concurrence statement to the proper officials prior to my retirement packet being sent to the Defense Finance Accounting Service will result in my being irrevocably and irreversibly enrolled in SBP at full cost.

8. Address on retirement: (Enter a reliable forwarding address for mail).

9. I am familiar with AR 600-8-24, paragraph 6-22, and understand that if this application is accepted by the Secretary of the Army, it may not be withdrawn except for extreme compassionate reasons or for the definitely established convenience of the Government.

10. (If AR 600-8-24, para 6-16, is applicable, continue with the information required by para 6-16g.)

11. As of the date of this application, I have (number) days accrued leave. I (do/do not) plan to take transition leave. (If applicable, complete the following:) I plan to take (number) days leave.

12. I understand the provisions of AR 600-8-24, table 6-1 or 6-2, pertaining to determination of my retired grade. Considering those provisions and after a review of my records, I believe that I am entitled to retire in the grade of (grade), I understand that final determination of my retired grade will be made by HQDA and that I will be informed if I am not entitled to retire in the grade I have specified in this paragraph.

13. This application is (is not) submitted in lieu of complying with PCS instructions.

14. I understand that if I participated in certain advanced education programs, I may be required to reimburse the U. S. Government as stated in written agreement made by me with the U. S. Government under law and regulation.

Office Symbol

SUBJECT:  Voluntary retirement on LNAME, FNAME MI, SSN, MOS

15. My current duty telephone numbers are as follows:

DSN:(000-0000) Commercial:((000)000-0000).

16. A fax machine is available at the following:

DSN:(000-0000) Commercial:((000)000-0000).

JOHN J. DOE

Col. Inf

SSN

(Soldier’s signature block)

Note: Enlisted personnel applying for retirement in an officer grade will include their active duty enlisted rank and primary military occupational specialty.  

TASK:  Foreign Language Proficiency Pay
REFERENCES:   AR 611-6, Chapter 6, dated 16 Feb 1996 and MILPER MSG 06-233 dated 22 August 2006
RESPONSIBILITIES:   USATC-K HR Services will process Foreign Language Proficiency Pay, publish FLPP Orders and submit Orders to Finance for processing.
PROCESSING PROCEDURES:  
1. PROCEDURES:  

a.  Soldier will submit a request for FLPP on a DA Form 4187 with DA Form 330.

b.  HR Services will follow these steps to ensure timely processing:

    (1)  Foreign Language Proficiency Pay (FLPP) is for qualified members of the Active Army, Army National Guard, and U.S. Army Reserve.

         (2)  The FLPP program is authorized under the provisions of section 316, title 37, United States Code (37 USC 316).  It is administered according to DODI 7280.3 and chapter 19 of DOD 7000.14-R (volume 7, part A). 

    (3)  A ''critical language'' is any foreign language designated by the Secretary as a required proficiency because of national defense considerations. 

    (4) ''Language proficiency'' is the level of proficiency a Soldier possesses in a foreign language skill (listening, reading, and speaking). 

         (5)  Soldiers should be on active duty and entitled to basic pay. 

    (6)  Soldiers will be certified proficient within the past 12 months in a foreign language for which the Department of Defense has a critical need (see fig 6-1 below for current critical languages). 

    (7) Pay rates and MOS qualifications are listed in MILPER MESSAGE 06-233 (below). All changes to FLPP were effective 18 August 2006.

MILPER MESSAGE NUMBER : 06-233 
AHRC-PLP-I
FOREIGN LANGUAGE PROFICIENCY PAY (FLPP) REVISION 
...Issued: [08/22/2006]...





A.  TITLE 37, UNITED STATES CODE, SEC 316. 
B.  NATIONAL DEFENSE AUTHORIZATION ACT (NDAA) FOR FY 2005. 
C.  DEPARTMENT OF DEFENSE INSTRUCTION (DODI) 7280.3, SPECIAL PAY FOR FOREIGN LANGUAGE PROFICIENCY, FEBRUARY 23, 2000.   
D.  AR 611-6, FOREIGN LANGUAGE PROFICIENCY PAY, CHAPTER 6. 
E.  MILPER MSG NR 04-185, SUBJ:  FOREIGN LANGUAGE PROFICIENCY PAY (FLPP) CHANGES DTG 24 JUN 04. 
F.  MILPER MSG NR 02-162, SUBJ:  FOREIGN LANGUAGE PROFICIENCY PAY (FLPP) DTG 22 MAY 02. 
G.  ALARACT MSG DTG 091642Z APR 02, SUBJ:  CLARIFICATION OF FOREIGN LANGUAGE PROFICIENCY PAY (FLPP) MESSAGE DTG 111305Z 
  APR 00. 
H.  ALARACT MSG DTG 111305Z APR 00, SUBJ:  CHANGES TO FOREIGN LANGUAGE PROFICIENCY PAY (FLPP). 
1.  THIS MESSAGE WILL EXPIRE NLT 18 July 2008.  HOWEVER, POLICIES EXPRESSED IN THIS MESSAGE WILL REMAIN IN EFFECT UNTIL 
  A CHANGE IS MADE TO THE FLPP PROGRAM. 
2.  THIS IS A TWO PART MESSAGE. 
3.  EFFECTIVE 1 JUNE 2006, THE OFFICE OF THE SECRETARY OF DEFENSE AUTHORIZED AN INCREASE IN THE FLPP RATES.  THE 
  FOLLOWING REVISION SUPERSEDES CHAPTER 6, AR 611-6 AND THE MESSAGES REFERENCED ABOVE (E THROUGH H) effective date 18 
  August 2006. 

4.  PART ONE:  PROCEDURES for flpp orders:   

(a)  TO ENSURE SOLDIERS ARE PAID THE CORRECT FLPP RATE, THE SERVICING MILITARY HUMAN RESOURCES (HR) OFFICES OR S1, MUST ISSUE ORDERS to award, change, terminate or reinstate FLPP.   
(b)  THE PERSONNEL OFFICER MUST PUBLISH ORDERS FOR ALL FLPP QUALIFIED SOLDIERS.  THE ORDER SHOULD BE IAW AR 600-8-105, FIGURE 3-6, FORMAT 330, PROFICIENCY PAY AND LOCAL PROCEDURES.  THE ORDER MUST INCLUDE THE EFFECTIVE AND TERMINATION DATES, PAYMENT LIST, PAYMENT LEVEL (AMOUNT), LANGUAGE OR LANGUAGE IDENTIFIER CODE (LIC), AUTHORITY (THIS MESSAGE), MOS/SPECIALTY AND SPECIAL INSTRUCTIONS (SI) IF APPLICABLE.  NOTE:  SOLDIERS ORDERS ARE EFFECTIVE FOR NLT 12 MONTHS OR WHEN THE SOLDIER RETESTS, WHICH EVER OCCURS FIRST.  specific PROCEDURES ARE ADDRESSED IN part two, SECTION III, FOR ARNG/USAR AND SECTION IV FOR ACTIVE ARMY SOLDIERS.  SECTION V PROVIDES THE PROCEDURES AND STEPS FOR AWARDING, changing, maintaining, REINSTATING AND TERMINATING flpp ENTITLEMENT BY WORK CENTER AT THE FIELD LEVEL.   
(C)  soldiers who are CURRENTLY receiving FLPP and WILL CONTINUE TO RECEIVE FLPP BASED ON THE revised program MUST HAVE TWO ORDERS ISSUED.  THE FIRST ORDER WILL TERMINATE THEIR CURRENT RATE effective 17 august 2006 and the second order will award the new rate effective 18 august 2006. 
(D)  SOLDIERS WHO ARE CURRENTLY receiving FLPP AND WILL NO LONGER BE ELIGIBLE EFFECTIVE THE RELEASE OF THIS MESSAGE WILL CONTINUE TO RECEIVE THEIR FLPP ENTITLEMENT at the same rate UNTIL THEIR EXPIRATION DATE.  THE EXPIRATION DATE for flpp IS 12 MONTHS FROM THE EVALUATION TEST DATE (BLOCK 10) ON THE DA FORM 330.  THE SOLDIER’S UNIT MUST ISSUE TERMINATION ORDERS when the soldier’s test expires. 
(E)  FIRST TIME ELIGIBLE SOLDIERS WHO QUALIFY FOR FLPP BASED ON THIS MESSAGE MUST HAVE ORDERS ISSUED TO AWARD THE NEW RATE, effective 18 august 2006 and ENSURE SOLDIERs have A CURRENT LANGUAGE TEST, DA FORM 330. 
(F) ORDERS MUST BE GENERATED FROM THE DA FORM 330 (VERIFY ELIGIBILITY) TO AWARD AND TERMINATE PAYMENTS.  THE DFAS PAY SYSTEM DOES NOT GENERATE AN AUTOMATIC TERMINATION DATE FOR FLPP ENTITLEMENT AND LOCAL FINANCE OFFICES CAN NOT ENTER A FUTURE STOP DATE.   
(G)  FINANCE OFFICES will NOT PAY SOLDIERS BASED ON A DA FORM 330.  ORDERS ARE THE AUTHORITY FOR LOCAL FINANCE OFFICES TO STOP AND START FLPP ENTITLEMENT.   
(H)  SEPARATE ORDERS MUST BE PROCESSED FOR SOLDIERS WHO ARE ELIGIBLE FOR FLPP IN MULTIPLE LANGUAGES.  INCLUDE A SPECIAL INSTRUCTION ON ORDERS AS FOLLOWS, “SOLDIER’S CONTROL LANGUAGE (CLANG) IS ARABIC, AND IS PROFICIENT IN FRENCH AND HEBREW”.  CROSS REFERENCE MULTIPLE LANGUAGES ON ALL ORDERS.   
(I)  DISTRIBUTE ORDERS AS FOLLOWS:  2 COPIES FAO, 1 COPY TO UNIT RECORD, AND COPY TO SOLDIER, AS INDICATED IN SECTION V OF THIS REVISION.  UPDATES TO FLPP MUST BE PROCESSED THROUGH THE SUPPORTING FINANCE OFFICE. 
(J)  ANNUAL RECERTIFICATION IS A REQUIREMENT FOR FLPP.  THEREFORE, IT IS THE SOLDIERS’ RESPONSIBILITY TO SCHEDULE THEIR LANGUAGE TEST PRIOR TO THE EXPIRATION DATE.   
(K)  WHEN TESTING FACILITIES ARE NOT AVAILABLE, PROVISIONS ARE OUTLINED IN PARAGRAPH 6-6 OF THIS REVISION. 
(L)  MAINTAIN CURRENT ROSTER OF FLPP RECIPIENTS WITH THEIR FLPP TEST DATE, TERMINATION DATE AND FLPP AMOUNT. 
(M)  ENSURE ALL SOLDIERS WHO ARE PROFICIENT IN A LANGUAGE AND ELIGIBLE FOR FLPP ARE PROVIDED THE OPPORTUNITY TO TEST IN THEIR LANGUAGE TO RECEIVE FLPP ENTITLEMENT.     
(N)  MONTHLY REPORTING REQUIREMENT, ARMY COMMAND, ARMY SERVICE COMPONENT COMMAND, AND DIRECT REPORTING UNITS ARE REQUIRED TO SUBMIT THE NUMBER OF SOLDIERS WHO ARE RECEIVING FLPP ENTITLEMENT.  ADDITIONAL GUIDANCE AND REPORTING EXAMPLES ARE ADDRESSED IN PARAGRAPH 6-7 OF THIS REVISION. 

PART TWO:  POLICY   
Foreign Language Proficiency Pay 

Section-I General 

6-1 Purpose 

a. This chapter prescribes policy and guidance for the administration of Foreign Language Proficiency Pay (FLPP) for qualified Active Army (AA) and Reserve Component (RC) Soldiers. 
b. FLPP is a monthly monetary bonus paid to officers, warrant officers, and enlisted personnel who maintain the required proficiency in designated foreign language(s) in accordance with the Army’s needs. 
c. The FLPP program is authorized under the provisions of Title 37 United States Code Section 316.  It is administered according to DoDI 7280.3 and chapter 19 of DoD Financial Management Regulation 7000.14-R (volume 7, part a). 
d. Unit commander responsibilities under this policy: 
(1) Ensure Soldiers receiving FLPP meet eligibility requirements. 
(2) Ensure orders are processed and FLPP payments are executed.   
(3) Meet unit reporting requirements. 
(4) Ensure when Soldiers’ orders are rescinded, eligibility for pay terminates. 
(5) Verify the Unit Commander Finance Report. 
e. For the purposes of this policy: 
(1) The Assistant Secretary of the Army for manpower and reserve affairs (ASA/M&RA) will identify the critical languages the Army will pay for FLPP. 
(2) The Defense Language Office will determine which languages on the Strategic Language List are dominant in the force.  When a language is also identified by the Army as dominant in the force, the Army will only pay FLPP to Soldiers in a language dependent MOS/speciality or Language coded billet. 
Example— 
Spanish has been identified as a dominant language.  Only those Soldiers who are in a language dependent MOS/speciality or Language designated billet (or officer equivalent) for Spanish will be paid FLPP for Spanish.   
(3) Language proficiency is the level of proficiency a Soldier possesses in a foreign language skill as certified by a testing method endorsed by Defense Language Institute Foreign Language Center (DLIFLC). 

6-2 FLPP Program 
a. Conditions.  Languages or specialties recommended for FLPP must satisfy the conditions prescribed by this chapter. 
b. Active Army:  Army Commands may forward requests for administrative or policy changes to DCS, G-1 (DAPE-PRR-C), Washington, DC 20310-0300, with an information copy to DCS, G-2 (DAMI-POD).  Send requests for changes in proficiency levels to be paid or changes in the Army critical language list to DCS, G-2 (DAMI-POD), 1000 Army Pentagon, 2D382, Washington, DC 20310-1000. 
c. Reserve Components:   RC Commands may request changes to the FLPP program through their chain of command.   
(1) ARNG Commanders submit change requests through their State Adjutants General to CNGB (NGB-ARH). 
(2) USAR Commands forward requests through USARC (AFRC-PR) to HRC (AHRC-PLS-R). 
(3) IRR Soldiers forward requests directly to AHRC-PLS-R.   

Section-II Policy 

6-3 Criteria for Individual Soldier Eligibility 

a. A Soldier is eligible to receive FLPP if all the conditions listed below are met. 
1.        AA.  Soldiers must be – 

(a) On active duty and entitled to basic pay. 
1. Enlisted:  Initially begins when an enlisted Soldier completes Advance Individual Training (AIT), has been awarded an MOS, and has signed in to their first permanent duty station. 
2. Officer:  Initially begins when an officer completes Officer/Warrant Officer Basic Course and has signed in to their first permanent duty station.   
(b) Certified proficient within the past 12 months in a foreign language for which the Army has a critical need as determined by the ASA/m&ra. 
(2) ARNG and USAR:  Reserve Components personnel must be – 
(a) Serving as ARNG or USAR officers, warrant officers, or enlisted Soldiers, who have completed Basic Training, (including IRR and ING) when, 
1. Attending regularly scheduled inactive duty training (IDT) assemblies in pay status as an assigned member of the ARNG or USAR or 
2. Serving on Active Duty (Title 10, and Title 32), active duty for special work (ADSW), annual training (AT), active duty for training (ADT), temporary tour of active duty (TTAD), Full Time National Guard (FTNG), and Active Guard and Reserve (AGR) duty. 
(b) Certified proficient within the past 12 months in a foreign language for which the army has a critical need as determined by the ASA/m&ra. 
b. Eligibility determination.  When eligibility, award, or termination of FLPP cannot be determined, forward the case with recommendations through command channels to— 
(1) Commander, HRC, (ATTN: AHRC-PLP-I), 200 Stovall Street, Alexandria, VA 22332-0406, for AA Soldiers. 
(2) Chief, National Guard Bureau, (ATTN:  NGB-ARH), 1411 Jefferson Davis Highway, Arlington, VA 22202-3231, for ARNG Soldiers. 
(3) Commander, ARHRC, (ATTN:  AHRC-PLS-R), 1 Reserve Way, St. Louis, MO 63132-5000, for USAR Soldiers. 
c. The effective date of FLPP payments will be the date of the Defense Language Proficiency Test (DLPT), Defense Language Reading Proficiency Test (DLRPT), or Oral Proficiency Interview (OPI).  If the DLPT is administered on two separate days, then the effective date of FLPP will begin on the later of the two dates.  For example, a Soldier is administered the Listening DLPT on Jan 1, and the Reading DLPT on Jan 2, FLPP is not effective until Jan 2.  If no DLPT exists, the FLPP will be based on the DLRPT or OPI score. 
d. The procedures for determining FLPP eligibility for 09L MOS control or primary language will continue without change from MILPER Message Number: 04-185, dated 06/24/2004.  09L Soldiers will be eligible for FLPP after completing AIT and signing into the first permanent duty station.  Eligibility for additional language(s) will be determined in accordance with PARAGRAPH 6-5 of this policy.  These procedures will be reviewed in Oct 2008. 

6-4 Amount of payment 
a. FLPP may be paid in addition to any other pay or allowance to which the Soldier is entitled.   
b. FLPP payment levels are listed in Table 6-2. 
c. The amount of FLPP for Active Component Soldiers may not exceed the maximum monthly level of $1,000.  The amount of flpp for ARNG and USAR Soldiers may not exceed the maximum monthly level of $500. 
(1) The language must be on an approved DoD Language list. 
(2) FLPP will only be paid for one dialect per language.  For example, Portuguese:  A Soldier testing in both European and Brazilian dialects will only be paid for one language.  Should a question arise in determining the difference between a dialect and a language, DLIFLC will be the arbitrating authority. 
(3) FLPP can be paid for multiple languages. 
(4) FLPP PAYMENT IS DETERMINED BY PROFICIENCY (TABLE 6-1), LANGUAGE (PAYMENT LIST TABLE 6-3), AND PAYMENT LEVEL (TABLE 6-2). 
(5) Soldiers will be paid depending on which Payment List the language(s) is listed except those languages identified as a dominant language for which no entitlement will be paid.  Exceptions are listed below: 
(A) SOLDIERS IN A LANGUAGE DEPENDENT MOS/speciality OR cmf (IDENTIFIED BELOW) will be paid at the Payment List “A” RATE FOR their Control/Primary LANGUAGE.   SOLDIERS MUST BE PROFICIENT IN THEIR ONTROL/PRIMARY LANGUAGE TO BE ELIGIBLE FOR FLPP IN SUBSEQUENT LANGUAGES. 
(B) Soldiers assigned to a language coded billet, designated with a specific language, will be paid flpp depending on which payment list the language is listed to include languages designated as dominate.  If the language is not listed on Payment lists “a”, “b” or “c”, then flpp is paid at the payment list “c” rate. 
(c) Subsequent languages are paid depending on which Payment List they are listed.  Languages identified as dominate in the force will not be paid. 
(d) THE LANGUAGE DEPENDENT mos AND cmf ARE LISTED BELOW: 
Enlisted:  09L, 97B, 97E, 97Z, 98C, 98G, 98Z or PMOS in CMF 18, 37, or 38 
Warrant Officer:  MOS 180A, 350Z, 351L, 351M, 351Y, 352n, or 352P   
Officer: Branch 18, 37, 38, or Functional Area (FA) 48 
Examples: 
An Officer was trained at DLI in German as part of the Foreign Area Officer (FAO) training.  As long as the Officer maintains the FAO designator, he or she will be paid at the Payment List “A” rate even when the Officer is assigned outside the FAO career field.  If the Officer loses the FAO designator, he or she will be paid on the Payment List where the language is listed.  In this example, since German is not on a Payment List, the Officer would stop receiving FLPP. 

A 98G Hebrew will be paid at the Payment List “A” rate.  If the Soldier also qualifies for FLPP in Kurdish, then payment for Kurdish will be at the Payment List “B” rate. 

A 98G Russian will be paid at the payment list “a” rate.  If the soldier also is certified proficient in spanish, The soldier will only receive flpp for russian. 

An 97E with a Control/Primary Language (Spanish) and is not certified proficient will not be paid FLPP for Spanish or any other language which the Soldier is qualified proficient. 

An11B is assigned to a billet coded for Spanish.  The solider will be paid flpp at payment list “a”, (The payment list where spanish is listed.)   An 11B is assigned to a billet coded “zz” and is certified proficient in Spanish is not eligible for flpp for spanish.  THE LANGUAGE CODED BILLET MUST BE FOR A SPECIFIC LANGUAGE. 

d. FLPP is computed based on a 30 day month.  Entitlement accrues from the authorization date through the day prior to the date of termination.  FLPP is prorated for the portion of the month in which entitlement starts or ends. 


Table 6-1 Proficiency Ratings 

	DLPT I
	DLPT II, III, IV and DLRPT

	Raw Score
	Proficiency Rating Data Code Converted Score Proficiency Rating Data Code

	1-20
	0001-24000

	21-23
	  0+0625-29  0+06

	24-29
	11030-35110

	30-35
	  1+1636-39  1+16

	36-42
	22040-45220

	43-48
	  2+2646-49  2+26

	49-60
	33050+330

	

	Proficiency Rating Data Code

	000

	  0+06

	110

	  1+16

	220

	  2+26

	330

	  3+36

	440

	  4+46

	550


Notes: 
1. In languages for which DLPT I, II, III or IV are available, soldiers are tested only in listening and reading. 
2. The DLRPT is available in Amharic and Hausa.  FLPP eligibility is determined on the basis of the Reading skill only. 
3. Procedures for ordering DLPTs are referenced in AR 611-5.  Further guidance is available from the Army Personnel Test Program Manager at the following address: Education Division (AHRC-PDE), Army Human Resources Command, 200 Stovall St., Alexandria, VA 22332-0406 (telephone: DSN 221-9812 or commercial (703) 325-9812). 
A list of currently available tests with their formats and component numbers are issued to all Test Control Officers (TCOs) via message.  Implementation of new tests and availability of their components are announced by electric message or DA circular. 
4. The OPI is used to determine FLPP for languages in which no DLPT exists.  FLPP eligibility is determined on the basis of speaking proficiency only.  Only authorized Army Personnel Testing Control Officers (TCO) can arrange for OPIs in these languages by contacting the Language Testing and Management Division at DLIFLC in Monterey, CA, opi@monterey.army.mil. The interview must be proctored by an authorized TCO, Alternate TCO, or test examiner to verify the identity of the examinee and to preserve the integrity of the OPI. 

Table 6-2  Payment Levels 

	
	Payment List  “A” 
	Payment List  “B” 
	Payment List  “C” 

	DLPT Score 
	
	
	

	2/2 
	$200 
	$150 
	$125 

	2+/2+ 
	$300 
	$200 
	$175 

	3/3 
	$400 
	$300 
	$275


Table 6-3  Language Payment Lists 
PAYMENT A LIST  (SLL Immediate Investment) 

	Arabic1 
	AD 

	Chinese2 
	CM 

	Persian Farsi/Dari 
	PF/PG 

	FRENCH9 
	FR 

	Hindi3 
	HJ 

	Indonesian-Bahasa4 
	JN 

	Japanese 
	JA 

	Korean 
	KP 

	Pushtu 
	PU/PV/PW 

	PORTUGUESE9 
Brazilian 
European 
	
PQ 
PT 

	RUSSIAN9 
	RU 

	SPANISH9 
	QB 

	Turkish7 
	TU 

	Urdu 
	UR 

	Punjabi 
	PJ





PAYMENT B LIST  (SLL Stronghold Languages) 

	Azeri/Azerbaijani 
	AX 

	Bengali 
	BN 

	Cambodian-Khmer 
	CA 

	Hausa6 
	HS 

	Kazakh 
	KE 

	Kurdish 
	KU 

	Malay 
	ML 

	Serbo-Croatian 
	SC 

	Somali 
	SM 

	Swahili 
	SW 

	Tagalog (Filipino)5/8 
	TA   

	Thai 
	TH 

	Uyghur/UIGHUR 
	UJ 

	Uzbek 
	UX 

	Vietnamese 
	VC (VN/VS)


PAYMENT C LIST 

	Amharic 
	AC 

	Armenian 
	AR 

	Berber 
	BR 

	Burmese 
	BY 

	Chechen 
	CK 

	Georgian 
	GG 

	Haitian-Creole 
	HC 

	Hebrew 
	HE 

	Hmong/Miao 
	MC 

	Kikongo 
	KG 

	Lao 
	LC 

	Lingala 
	LJ 

	Mandingo-Bambara 
	BA 

	Mongolian 
	MV 

	Nepalese 
	NE 

	Singhalese 
	SJ 

	Tamil 
	TC 

	Tibetan 
	TJ 

	Tigrinya 
	TL 

	Wolof 
	WQ




OTHER SELECTED LANGUAGES/ PAYMENT LIST 

	Albanian                    AB 
	Payment  B List 

	Kyrghz/KIRGHIZ                      KM 
	Payment  B List 

	Tajik/TADJIK                          TB 
	Payment  B List 






1Includes MSA and regional dialects 
2Includes Mandarin, Gan, Cantonese, and Wu 
3Includes any additional languages of India required 
4Includes dialects, such as Javanese 
5Includes all Filipino dialects 
6Includes Yoruba 
7Includes Turkoman 
8Listed on the SLL Stronghold Language List, will be Paid AT the PAYMENT A LIST 
9Dominant Language 
Note:  Testing availability is limited in some languages and dialects.  DLPT, DLRPT, and/or OPIs may not be offered for every language and dialect on the SLL and/or the DoD other approved language list.  If no test method is available in a specific language, the Army will not authorize FLPP in that language. 


6-5 Determination of FLPP Level 
a. FLPP payment levels are based on proficiency ratings in listening, reading, and/or speaking with a minimum proficiency score of 2. 
b. Proficiency ratings are determined from the raw or converted scores from the DLPT I, II, III, and IV, or from the results of the OPI, DLRPT or the DLPT 5. 
c. The lower of the proficiency rating received in reading and/or listening is used to determine the FLPP payment level.  The speaking skill (OPI), if taken, will not be used for FLPP determination, except when only a single modality of the DLPT or other designated tests exists. 
Examples: 
A Soldier who is certified proficient 2+ listening, 2 reading, and 3 speaking (OPI) will be awarded based on the listening and reading scores only.  In this example, the Soldier will be eligible for FLPP at the 2/2 rate (the lower of the two test scores). 
For languages where there is no DLPT, FLPP will be awarded on the score of the single modality that is tested, either speaking (OPI) or reading. 

6-6 Annual Certification 
a. Annual certification is a requirement for FLPP, to include general officers. 
(1)  If no DLPT or DLRPT exists for the language, a telephonic OPI is used to determine FLPP.  FLPP eligibility is determined on the basis of speaking proficiency only. (Table 6-1 note 4)   
(2) Soldiers who are due annual recertification, but are assigned OCONUS where testing facilities are not available, can have their Commander/Supervisor recertify their current proficiency in lieu of the DLPT or OPI.  The recertification must be documented on a DA Form 4187 with the following annotation:  “The CDR/SUPV certifies that the recipient can perform his/her linguistic duties in a satisfactory manner and is proficient at a level consistent with the FLPP rate for the previous year.”  The DA Form 4187 is forwarded to the appropriate record custodian for issuance of orders to authorize FLPP.  Orders authorizing FLPP are effective for not longer than 12 months from the evaluation date on the DA Form 330.  There is a two year consecutive limit on this exemption not directly tied to contingency operations.  Soldiers must be recertified using the DLPT or OPI as soon as practicable within 60 days after returning to their permanent duty station or 180 days if the Soldier was assigned to duty in connection with a contingency operation.  If scheduling an OPI takes longer than 60 days, the TCO must contact AHRC-PLP-I, FLPP Program ManAger for an exception to policy. 
b. Soldiers who are already certified proficient in a language they are receiving FLPP and are in a training program for that same language are exempt from the annual certification requirement while they are in the course.  The Soldier’s unit of assignment is responsible for generating the DA Form 4187 requesting the exemption and must ensure that the orders authorizing FLPP are extended to the end of the course.  If a Soldier is receiving FLPP for a second language(s), they must still meet the annual certification requirement for the language(s).  Example— 
A Soldier who is an Arabic linguist is attending the DLIFLC Advance Course.  While attending the course, the annual recertification for FLPP becomes due.  The Soldier does not take the Arabic DLPT and continues to receive FLPP.  The Soldier will test at the end of the course.  If the Soldier is also receiving FLPP for Persian Farsi, the Soldier must still comply with the annual recertification requirement for Persian Farsi and test prior to the annual recertification date in order to continue receiving FLPP for Persian Farsi. 

6-7  FLPP RECIPENT REPORT REQUIREMENTS (RCS CSGPA-1747) 

The Unit commander must comply with the reporting requirements in this section if they have soldiers who are eligible and receiving FLPP entitlements. 
Monthly reports must be prepared in the format outlined in table 6-4 and forwarded through the appropriate command channels.   
a. Army Commands, Army Service Component Commands (ASCC), Direct Reporting Units to DA Staffs, and RC Components will post consolidated reports by the 15th of each month in the FLPP folder on the Linguist Knowledge Network (AKO).  The report format is available for download at that site. 
b. State Adjutants General will forward reports on ARNG soldiers through Headquarters, Departments of the Army to the CNGB, (NGB-ARH), 1411 Jefferson Davis Highway, Arlington, VA 22203-3231. 
c. USAR Commands will forward reports on USAR soldiers to Commander, ARHRC (ARPC-PLS-R), 1 Reserve Way, St Louis, MO 63132-5000.     

Table 6-4   FLPP Recipient Reporting Format 

[image: image5]

Instructions: 
1.  List the Unit or Command Name on the First Line 
2.  Language:  Enter the Language Identification Code:  Spanish = QB 
3.  Language Dependent MOS:  For each language, separate the total number of Soldiers in language dependent MOSs and those Soldiers who are not (as shown in the example). 
4.  LANGUAGE CODED BILLET:  TOTAL THE NUMBER OF SOLDIERS ASSIGNED TO A LANGUAGE CODED BILLET WHO ARE NOT IN A LAGUAGE DEPENDENT MOS/SPECIALITY. 
5.  Total the number of Officers, Warrant Officers and Enlisted receiving FLPP. 
6.  Total the number of Soldiers receiving FLPP for each Payment List and pay rate. 

SECTION-III   

6-8 PROCEDURES FOR ARNG AND USAR ORDERS 

a. Order Format 330 (AR 600-8-105) must be issued to award, terminate, change, and/or reinstate FLPP award levels for ARNG and USAR Soldiers.  A single order is used to award each language entitlement with the appropriate effective and termination dates.  DFAS does not generate an automatic termination date.   
b. Orders will reflect that FLPP is effective for not longer than 12 months from the evaluation (test) date (block10) on the DA Form 330, except when – 
Soldiers are assigned in a OCONUS location where testing facilities are not available, an exception to policy is granted in accordance with paragraph 6-6a(2).   
c. Commands authorized to issue ADSW, AT, ADT, or TTAD orders are the orders issuing authorities for FLPP orders. 
d. The authorized payment level (i.e. $200) (see table 6-2), language identification code (LIC) and the language payment list (A, B, or C) (see table 6-3) must be on all FLPP orders. 
e. For Soldiers who are proficient in a language not on the language payment list, the justification must be indicated on the order along with the statement, “Soldier is assigned to military duties requiring proficiency in a required language and is performing the duties of the position”. 
f. Only the organization that published the original order may amend, rescind, or revoke the order.  Exceptions to this policy are listed in AR 600-8-105, para 2-21.     

6-9 RECOMMENDATIONS TO TERMINATE, CHANGE, OR REINSTATE FLPP FOR ARNG AND USAR SOLDIERS 

a. Recommendations for termination, change of award level, or reinstatement of FLPP for ARNG and USAR Soldiers are originated by the unit commander and sent through the Soldier to the orders issuing authority.  If the termination is for a reason other than the Soldier’s having failed to qualify by means of testing, the recommendation must include the justification (for example, being assigned to a non-language position). 
b. The Soldier will attach a statement to the correspondence acknowledging that he or she- 
(1)  Has read the correspondence; 
(2) Understands the nature of the action; 
(3) If notified of termination, understands the effective date of termination; 
(4) Has received a copy of the basic correspondence; and 
(5) Does or does not wish to submit statements on his or her behalf. 
c. The approving authority for termination, change, or reinstatement of FLPP for Reserve Component Soldiers is the issuing authority of the original FLPP order (for example, if the Soldier is no longer at the command that issued the order, the gaining command must contact the losing command to rescind the order in error).  Upon  notification, the gaining command will publish a new order to correct the FLPP entitlement.   

6-10 TERMINATION OF FLPP TO ARNG AND USAR SOLDIERS 

FLPP is terminated when a Soldier – 
a. No longer meets all of the requirements for continued entitlement noted in paragraph 6-3a(2). 
b. Is released from assignment or attachment to the duty position that required the language proficiency or is not performing the military duties of the position, except when attending courses of instruction which are related directly to or are necessary for, continued FLPP qualification. 

6-11 REINSTATEMENT 

An ARNG or USAR Soldier terminated according to paragraph 6-10 may be reinstated immediately upon satisfying the eligibility requirements of paragraph 6-3a(2). 

SECTION IV 

6-12 RULES FOR PROCESSING REQUESTS FOR FLPP OR CHANGES OF AWARD LEVEL FOR ACTIVE ARMY 

a. Order Format 330 (AR 600-8-105) must be issued to award, terminate, change, and/or reinstate FLPP award levels for AA Soldiers.  A single order is used to award each language entitlement with the appropriate effective and termination dates.  DFAS does not currently generate an automatic termination date. 
b. Orders will reflect that FLPP is effective for not longer than 12 months from the evaluation (test) date (block10) on the DA Form 330, except when – Soldiers are assigned in a OCONUS location where testing facilities are not available and an exception to policy is granted in accordance with paragraph 6-6a(2).       
c. Recommendation by the unit commander for a change of payment level must contain justification and be sent to the orders issuing authority.  The Soldier must be notified of the recommendation. 
d. The authorized payment level (i.e. $200) (see table 6-2), language identification code (LIC) and the language payment list (A, B, or C) (see table 6-3) must be on all FLPP orders. 
e. For Soldiers who are proficient in a language not on the language payment list, the justification must be indicated on the order along with the statement, “Soldier is assigned to military duties requiring proficiency in a required language and is performing the duties of the position”. 
f. Only the organization that published the original order may amend, rescind, or revoke the order.  Exceptions to this policy are listed in AR 600-8-105, para 2-21.     

6-13 PROCESSING REQUESTS FOR FLPP OR CHANGE OF AWARD LEVEL 

Table 6-5 contains the procedures required for awarding or changing of the FLPP level. 

6-14 TERMINATING OR REINSTATING FLPP 

a. The date of termination or reinstatement is based on the actual date that the Soldier was removed, reinstated or failed to meet the minimum proficiency score of 2.   
b. Entitlement to FLPP is terminated when a Soldier no longer meets all of the requirements for continued entitlement according to paragraph 6-3a(1). 
(1) Soldier fails to requalify in the language for which FLPP is being paid. 
(2) Soldier does not meet annual recertification requirements for continued FLPP receipt.   
(3) Soldier is released from assignment or attachment to the duty position that required the language proficiency or is not performing the military duties of the position. 
c. FLPP will continue uninterrupted when the Soldier is: 
(1) performing temporary or special duties not to exceed 90 days. 
(2) attending a course of instruction related directly to or necessary for continued FLPP qualification.   
(3) in an inpatient or in-transit status. 
(4) on authorized leave to include transit between PCS assignments. 

6-15 STEPS FOR COMMANDERS TERMINATING OR REINSTATING FLPP 

Table 6-7 contains procedures required for terminating or reinstating FLPP. 

SECTION V 
PROGRAM MAINTENANCE 

6-16 MAINTAINING THE FLPP PROGRAM 

To maintain the FLPP program- 
a. Monitor message traffic and letters for changes to the FLPP program. 
b. Initiate actions at the installation level to determine Soldier eligibility and issue orders. 

6-17 PROCEDURES FOR MAINTAINING THE FLPP PROGRAM 

Table 6-6 contains the procedures required for maintaining the FLPP program.   

6-18 TESTING PROCEDURES 

a. Soldiers must submit a DA Form 4187 through their unit command to schedule a DLPT with the Test Control Officer (TCO). 
b. The TCO will provide an original signature copy of the test results directly to the soldier’s servicing PSB/MPD/SSB.  Note:  Test results can not be hand-carried by the Soldier.  The Soldier will also be given a copy of the test results.   Servicing TCOs will maintain a record of test results according to AR 611-5 for each individual tested.   
c. Disposition of the DA Form 330.  THIS SUPERSEDES POLICY IN CHAPTER 3, PARAGRAPH 3-19 OF ar 611-6.  Copies 1 and 2 of the DA Form 330 for AA personnel are forwarded to the Commander, AHRC to update the Total Army Personnel Data Base (TAPDB) – 
(1) Enlisted personnel are sent to AHRC-EPB-M, 2461 Eisenhower Avenue, Alexandria, VA 22331, 
(2) For commissioned officers and warrant officers, the address is Commander, AHRC, 200 Stovall Street, Alexandria, VA 22332-0406 and the appropriate career branch within AHRC. 
d. Retain one copy FOR Soldier’s duty station. 
e. For USAR personnel – 
(1) Copies 1 and 2 of the DA Form 330 are forwarded to the CDR, AHRC, ATTN:  AHRC-PLS-R/Language Manager, 1 Reserve Way, St Louis, MO 63132-5200, retain one copy in the individual’s record and one copy to Soldier’s duty station. 
f. For TPU personnel -         
(1) Copies 1 and 2 of the DA Form 330 are forwarded to CDR, AHRC, ATTN:  AHRC-PLS-R/Language Manager, 1 Reserve Way, St Louis, MO 63132-5200; retain one copy in the individual’s record and one copy to Soldier’s duty station. 
g. For ARNG personnel – 
(1) Copies 1 and 2 of the DA Form 330 are forwarded to the State/Territory Joint FORCE Headquarters, retain one copy in the individual’s record and one copy to Soldier’s duty station. 



Table 6-5 
Steps for awarding or changing the FLPP level 

	STEP 
	Work Center 
	Required action 

	1
	Battalion S1 (BnS1)/Personnel Service Center (PSC) 
	Prepare application (DA Form 4187) for unit commander’s signature.  Verify eligibility, see para 6-3, obtain commander’s approval and process EMILPO position number change (POSN).  Exceptions for language duties must be certified by the unit commander (assigned/performing military duties requiring proficiency in a required language not listed or on another payment list).     

	2
	BN S1 
	Obtain battalion commander’s approval.   

	3
	BN S1 
	Verify request using DA Form 330. 
a.  Upon receiving DA Form 330, determine whether current (termination date is 12 months from the evaluation date – block 10) and if Soldier meets other criteria. 
b.  Determine proficiency rating, payment list (A, B, or C), payment level (amount), LIC and MOS or Specialty. 
c.  If distribution has not been made, distribute DA Form 330 as indicated above. 

	4
	BN S1 
	Prepare orders (Format 330, AR 600-8-105) with effective date, termination date, payment list (A, B, or C), payment level (amount), LIC, authority (message), MOS or Specialty and Special Instruction (SI) (if required), confirm Soldier is assigned/performing military duties requiring proficiency in a required language not listed or on another payment list- this must be certified by the unit commander.     

	5
	BN S1 
	Distribute orders as follows:  2 copies-FAO, 1 copy unit record, and 1 copy to Soldier 

	6
	BN S1 
	Process EMILPO special qualification identifier (SQI) transaction if “L” not in PMOS. 

	7
	Unit 
	Ensure Soldier is utilized in position authorized for FLPP, exceptions must be certified by unit commander as indicated in Step 1 above.   

	8
	HQDA 
	HRC enters the Soldier’s languages, proficiency scores and dates from the DA Form 330.  The Soldier’s CLANG is maintained at HRC, for enlisted (AHRC-EPB-M) and Officers by individual branch managers. 

	9
	Field System Division 
	Submit trouble ticket to Personnel Automation Section (PSB) or Electronic Data System (EDS) to update the language on the ERB or ORB, if an error occurs.





Table 6-6 
Steps for maintaining the FLPP program 

	Step 
	Work center 
	Required action 

	1
	Battalion S1 (BnS1)/Personnel Service Center (PSC) 
	Maintain current records and suspense on designated FLPP positions and personnel receiving FLPP. 

	2
	BN S1 
	Receive annual DA Form 330 from TCO for each eligible Soldier. 
a.  Determine Soldier’s eligibility (did Soldier retest within 12 months from last test) and if an exception was authorized by the unit commander based on Soldier’s language duties. 
b.  Determine proficiency rating, payment list (A, B, or C), payment level (amount), LIC, and MOS or Specialty.   
c.  Distribute DA Form 330 as indicated above.   

	3
	BN S1 
	Process EMILPO SQI transaction of “L” not in PMOS.  Verify ERB/ORB for update. 

	4
	BN S1 
	Prepare orders, (Format 330, AR 600-8-105) with effective date, termination date, payment list (A, B, or C), payment level (amount), LIC, authority (message), MOS or Specialty and SI (if required), confirm Soldier is authorized FLPP based on military duties in a language position, certified by the unit commander.   

	5
	BN S1 
	Distribute orders as follows:  2 copies-FAO, 1 copy unit record, 1 copy to Soldier 

	6
	Unit 
	Maintain current roster of FLPP recipients with their FLPP termination date and FLPP amount.  Ensure Soldier is utilized in position authorized for FLPP, exceptions must be certified by unit commander as indicated in Step 2 above.   

	7
	Unit 
	Conduct monthly audits using the Unit Commander Finance Report (UCFR) to certify eligibility for all personnel receiving FLPP





Table 6-7 
Steps for terminating or reinstating FLPP 
	Step
	Work center 
	Required action 

	1
	Unit 
	Determine whether Soldier qualified for reinstatement. 

	2
	BN S1 
	Prepare recommendation for unit commander’s signature to terminate or reinstate FLPP. 

	3
	BN S1 
	Prepare letter of acknowledgment that Soldier – 
a.  Has read letter of recommendation. 
b.  Understands nature of action. 
c.  Understands effective date of termination or reinstatement. 
d.  Has received a copy of recommendation. 
e.  Does or does not desire to submit statements in his or her behalf.  The Soldier has up to one year to correct or change his FLPP entitlement with his assigned unit; otherwise an ETP must be forwarded to CDR, AHRC. 
f.  Distribution:  2 copies-FAO, 1 copy unit record, 1 copy to Soldier.   

	4
	BN S1 
	Obtain battalion commander’s approval.   

	5
	BN S1 
	Prepare orders (Format 330, AR 600-8-105). 
a.  FLPP may be reinstated by revoking termination orders. 
b.  Determine payment list (A, B, or C), payment level (amount), LIC, MOS or Specialty, effective and termination date (both dates could be the same), authority and SI if applicable. 

	6
	BN S1 
	Process EMILPO SQI transaction to remove or replace “L” in PMOS if new DLPT scores are below 1/1 SQI “L” proficiency standard.  Verify ERB/ORB for update. 

	7
	BN S1 
	Receive record and update DA Form 330.  Ensure distribution has been made, if not, distribute DA Form 330 as indicated in paragraph above.   

	8
	BN S1 
	Process EMILPO POSN transaction.   

	9
	BN S1 
	Ensure Soldier is utilized in position authorized for FLPP (see paragraph 6-4 for exceptions).   

	10
	UNIT 
	Verify Soldiers eligibility/entitlement by using the monthly UCFR, if not correct, ensure individuals FLPP entitlement is stopped and/or corrected


Annex A 

Control Language/Primary Language 

General 


The CLANG identifies the AA enlisted Soldier's primary foreign language for management and strength accountability purposes. The term “primary language” is used to describe RC Soldiers’ primary language.  CLANGs/primary languages appear as the eighth and ninth characters of the enlisted soldiers’ MOS, the fifth and sixth characters of the WOs’ MOS, and the fourth and fifth characters of the officers’ specialty code. Officers and Warrant Officers have a LIC that will serve as a CLANG/primary language.  CLANG does not apply to CMF 18, 18A or 180A as their primary language varies with assignment and operational employment within an assignment. 
Determination 


a. The overriding factor in determining the CLANG/primary language is the needs of the Army. Additional considerations include the- 
(1) Soldier's language proficiency. 
(2) Desires of the individual. 
b. Soldiers with skills in only one foreign language have that language designated as their CLANG/primary language. 
c. For AA Soldiers with skills in more than one foreign language, the CLANG is the language for which the Soldier most recently attended a full-length basic language course.  If the Soldier has not attended a full-length basic language course (e.g. a language conversion course, i.e. Persian Farsi to Dari, (called the Mission Language (MLANG)), the CLANG will remain the first trained language for promotion and FLPP, but the Soldier can be assigned against a requirement in their MLANG.  This will be the Soldier’s CLANG until the Soldier is no longer under an active duty service obligation (ADSO) for the language (2 years for every year of training) or as determined by the appropriate branch manager.  Branch managers will determine the CLANG based on proficiency level and requirements.  Soldiers who meet the 2/2 standard can request via DA 4187 to change their MLANG to their CLANG with HRC approval based on authorizations/requirements. This will be used as the exception rather than the rule and will be based on the needs and discretion of the Army. 
d. For RC Soldiers with skills in more than one foreign language, the primary language is the language of the duty position.  For Soldiers assigned to Branch/Language immaterial positions, the Soldier must submit a DA Form 4187 selecting a Primary Language TO:   
(1) Chief, National Guard Bureau, (ATTN:  NGB-ARH), 1411 Jefferson Davis Highway, Arlington, VA 22202-3231, for ARNG Soldiers. 
(2) Commander, ARHRC, (ATTN:  ARPC-PLT-T), 1 Reserve Way, St. Louis, MO 63132-5000, for USAR Soldiers. 
d. All officers/WOs must contact the appropriate assignment personnel managers for determination of their CLANG/primary language. 
e. For AA enlisted personnel, once the CLANG is determined, it is entered into the TAPDB.  AHRC-EPB-M does this upon receipt of DA Form 330 or DLPT 5 test results and for Officers, their branch manager. 
Soldier Initiated Changes to CLANGs/Primary Languages 

Upon completion of the ADSO for language training, a soldier may send a DA Form 4187 through the unit to the appropriate HRC personnel manager to request a change of CLANG/primary language.  The Soldier must provide proof of proficiency level into the new CLANG/primary language. 


ANNEX B 
DoD other approved Language List   
In order to be paid FLPP for any language on this list, soldiers must be in a coded billet or have a clang from one of the languages listed below. 

Achinese (AF)                        Acholi (AH)                       Adigey (AG)                                  Afrikaans (AA) 
Afro-Asian (TZ)                         Akan (FB)                       Akposso (BC)                               Albanian (AB) 
Aleut (ALE)                               Amashi (CR)                 Amharic (AC)                            Aramaic (AT) 
Armenian (AR)                       Assamese (AS)             Assyrian (XY)                            Avar (AW)         
Avestan (XB)                               Aymara (AY)                 Bahnar (BB)                             Bakweri (BK) 
Balinese (BD)                           Baltic (WZ)                   Baluchi (BT)                             Bamilike (BJ) 
Bantu (BZ)                                   Bashkir (BP)                        Basque (BQ)                 
Bassa (Camaroons) (EC)                                                        Bassa-Kru (BG)                             Batak (BF) 
Baule (BH)                                   Beja (BE)                        Belorussian (BL)                        Bemba (BM) 
Berber (BR)                                 Beti (BTB)                        Bhili (BHB)                                Bicol (CG) 
Bihari (BV)                              Bini (CU)                          Brahui (VR)                                    Breton (BX)                                                           Buginese-Makassarese (CE)                                          Bulgarian (BU)                            Burmese (BY) 
Burushaski (RS)                        Catalan (CB)                Cebuano (VB)                          Chaldean (XC) 
Chavacano (HV)                        Chechen (CK)              Chiga (CGG)                                Choctaw (cho) 
Chokwe (CY)                        Chukchi (CV)                Chuvash (CHV)                        Comorian (QC) 
Coptic (CL)                               Cornish (CP)                 Cree (CRE)                                Czech (CX) 
Dakota (DAK)                        Danish (DA)                  Dimli (DIQ)                                Dinka (DJ) 
Divehi (DV)                               Djerma-Songhai (DB)                                 
Dogri-Kangri (DOI)                                                      Duala (DL)                                Dutch (DU) 
Dutch-Creole (DW)                                                Dzongkha (DK)                         Efik (EF) 
Esperanto (EL)                  Estonian (ES)                        Ewe (EW)                                 Ewondo (EX) 
Fana (GX)                        Fang (FA)                                Faroese (FD)                                Fijian (FG)         
Finnish (FJ)                       Flemish FL)                                Fon (FQ)                               Formosan (FM) 
Frisian (FE)                        Fulani (FV)                                 Futnian (FT)                                Fuuta Jalon(FUF) 
Ga (GB)                        Gaelic (GL)                                Galician (GLG)                         Galla (GA)         
Gallic (GC)                        Georgian (GG)                         German (GM) (*)                        Gilaki (GLK) 
Gondi (GQ)                        Greek (GR)                                  Guamanian (CJ)                        Guarani (GU) 
Gujaranti (GW)                Gusii (GUZ)                              Hadiyya (HDY)                 
Haitian-CREOLE (HC)                                               Haya (HAY)                               Hebrew (HE) 
Herero (HR)                        Hiligaynon (VY)                    Hmong (MC)                                 Ho (HOC) 
HOPI (HOP)                        Hungarian (HU)                          Iban (JD)                                Ibanag (JE) 
Ibo (JB)                         Icelandic (JC)                       Ijaw (JJ)                                 Ila-Tonga (JF) 
ilocano (JL)                       Indic (QZ)                                Irish (GF)                                 Italian (JT) (*)                                                                   

Jarai (JR)                        Kabre (KT)                                Kabyle (KY)                               Kachin (KH)                                                     

Kadazan-Dusun (QDK)                                                 Kamba (KAM)                                Kambatta (JG)                                                                                                                                                               
Kanarese (KA)              Kanuri (JH)                               Kapingamarangi (GP)         
Karachai-Balkhar (DC)                                         Karen (KC)                                 Kashmiri (KB) 
Kashubian (KR)               Keres (QKE)                               Kherwari (KD)                                Kikongo (KG) 
Kikuyu (KJ)                        Kimbundu (KK)                       Kinyarwanda (KL)                    Kirghiz (KM) 
Kiribati (UG)                Kirundi (KF)                                Kissi (KS)                                 Kituba (KN) 
Konkanis (KQ)             Kpelle (KV)                                Krio (KW)                                 Kumbo (EB) 
Kurmanje (XK)            Kurukh (KX)                                Kusaie (QR)                                 Kusail (QM) 
Ladino (LD)                 Lahnda (LN)                                Lahu (LHU)                                Lakota (LKT) 
Lamba (LL)                 Lampung (LJP)                        Landsmal (LR)                         Lanna (NOD) 
Lao (LC)                      Lapp (LP)                               Latvian (LE)                             Lingala (LJ) 
Lisu (LB)                     Lithuanian (LT)                         Lolo (LF)                                Loma (LV) 
Lomongo (LG)            Lomwe (NGL)                              Luba Kasai (LK)                 
Luba Katanga (LQ)                                                 Lubu (LCF)                                Luganda (LS) 
Lunda (LM)                Luo (LU)                                Luri (LDD)                                Luvale (LUE) 
Luyia (LUY)                Macedonian (MA)                       Madurese (MD)         
Magindanaon (NG)                                                 Makassar (MAK)                        Makua (MJ)         
Malagasy (MG)           Malayalam (MN)                       Maltese (MP) 
Mandingo-Bambara (BA)                                         Mandingo-Dioula (MB) 
Mandingo-Malinke (MQ)                                        Manx (MK)                               Maori (ME) 
Maranao (LY)             Marathi (MR)                                Marshalese (MM)                        Masai (MS) 
Maya (MF)                  Mazanderani (MzN)                                                               Meithei (MNI) 
Mende (MT)                Meru (MER)                                Miao-Yao (MC) 
Minangkabau (MU)                                                Miskito (NM)                                 Mongolian (MV) 
Mordvin (MW)             Moro (MH)                                Mortlockese (RL)                         Mossi (MY) 
Mpongwe (DD)            Muong (MX)                               Muskogee (MUS)                        Nahuatl (NAH) 
Nauruan (UU)              Navajo (NAV)                               Ndebele (ND)                                 Nepalese (NE) 
Ngbani (QNG )            Niue (NB)                                Norwegian (NR)                        Nubian (NV) 
Nung (NUT)                Nupe (NUP)                                Nyanja (NY)                                Nyankole (NYN) 
Nyoro (NX)                 Ogibwa (OJI)                                Oriya (QA)                               Ossetic (QS) 
Otetela (QT)               Pahari (PH)                                Paktai (SOU)                                 Palauan (PD) 
Pali (PM)                   Pampangan (QV)                        Pangasinan (PN) 
Papago-Pima (OOD)                                                   Papiamento (PA)                          Papuan (PP) 
Pizar Malay (PS)       Polish (PL)                                Ponapean (PC)                        Provencal (PR) 
Pulap (PX)                Quechua (QU)                                Rajasthani (RA)                            Rejang (REJ) 
Rhade (RH)               Rhaeto-Romance (RC)                                                                Romanian (RQ) 
Romany (RM)            Rorotongan(RR)                       Rundi (RN)                               Ruthenian (RT) 
Ryukyuan (RY)          Sama (XL)                               Samoan (SA)                           Sango (SB) 
Sanskrit (RG)            Santali (RB)                                 Sara (SE)                                Sasak (SAS) 
Scotch-Gaelic (GN)                                                Sedang (SQ)                                 Semitic (SZ) 
Sena (RF)                 Serer (SV)                                Shan (SF)                                Shluh (SG) 
Shona (SH)               Sidamo (RD)                            Sindhi (SD)                                  Singhalese (SJ) 
Sino-Tibetan (UZ)     Slavic (PZ)                                Slovak (SK)                                Slovenian (SL) 
Soga (XOG)              Somali (SM)                                  Songe (SOP)                                 Soninke (SN) 
Sorani (XS)              Sotho (SP)                                South Min (CD)                   
Sub Sahara African (GZ)                                        Sukuma (ST)                                 Sumerian (YS) 
Sundanese (DE)        Susu (SU)                                Swati (SX)                                Swedish (SY) 
Sylhetti (SYL)            Syriac (DF)                                    Tadjik (Tajik) (TB)                    Tahitian (TD) 
Taki-Taki (TG)           Tamachek (TT)                        Tamazight (TZM)                          Tamil (TC)         
Tapachula (TK)         Tarift (RIF)                                 Tatar (TM)                                    Telugu (TE) 
Temne (TF)               Tetum (VM)                                Tho (TOU)                                 Tibetan (TJ) 
Tigre (TN)                  Tigrinya (TL)                                Tiv (TIV)                                 Tokelauan (UT) 
Tonga (UC)                Trukese (TQ)                               Tsongo (TP)                             Tswa (TR)         
Tswana (TS)              Tulu (TV)                                    Tumbuka (UC)                          T-Ung (CW) 
Tungusu (TY)             Tupi (UA)                                Tuvulan (UV)                                   Ukrainian (UK)       
Ulithi (UL)                  Umbundu (Mbundu) (UM)                                                     Vai (VA) 
Visayan (Bisayan) (VY)                                                 Volapuk (VQ)                          Wa (WV) 
Walamo (WA)            Wallisian (UW)                        Waray-Waray (WW)                Wendish (WB) 
Wescos (WS)             Woleai (WL)                                Wolof (WQ)                                 Xhosa (WH) 
Yakan (YN)                Yakut (YA)                                Yao (China) (YC)                 
Yao (Malawi/Mozambique) (YB)                                 Yappese (YP)                                 Yiddish (YJ) 
Zande (ZNE)              Zapoteco (ZAP)                        Zenaga (XA)                                Zerba (XE) 
Zulu (XU)                   Zuni (ZUN) 


NOTE:  (*)    DOMINANT LANGUAGE 
LANGUAGE IN WHICH THE UNDER SECRETARY OF DEFENSE FOR PERSONNEL AND READINESS  HAS DETERMINED THERE IS SUFFICIENT STRATEGIC CAPABILITY. THE STANDARD LIC IS A TWO DIGIT CHARACTER.   SOME OF THE LANGUAGES ON THE PAYMENT C LIST WILL BE IDENTIFIED WITH A THREE DIGIT CHARACTER.  ALL FLPP ORDERS AND THE MONTHLY REPORTING REQUIREMENT MUST INCLUDE THE TWO OR THREE DIGIT CHARACTER. HRC DOES NOT CURRENTLY CAPTURE THE THREE DIGIT CODE ON THEIR SYSTEMS.   
                     
5.  THE POINT OF CONTACT FOR ACTIVE ARMY (POLICY AND PROCEDURES):  Ms  Holman, :  221-5843, EMAIL: deborah.holman@hqda.army.mil. MS. KHAIR, DSN:  221-4169, EMAIL:  JANE.KHAIR@US.ARMY.MIL, TESTING, MS. WILSON, DSN:  221-0475, EMAIL:  ALOHA
DEPARTMENT OF THE ARMY

HEADQUARTERS, UNITED STATES ARMY TROOP COMMAND

UNIT #15171

APO AP 96205-0260
ORDERS 284-351                                                                         11 October 2006 
KIM, TENTPEG R., 123-456789, SGT, HHC 8th US Army (WNDEAA) APO AP 96205
Proficiency pay for you is awarded, changed, terminated or reinstated as shown.

Action:  Award of Foreign Language Proficiency Pay: A/$400, KP/FLPP 3/3
Authority:  AR 611-6, 16 Feb 96, and message dtd111305Z Apr 00

Effective date: 18 AUG 06
Termination date: 02 AUG 07
Primary MOS:91W
Additional instructions: N/A
FORMAT:  330

FOR THE COMMANDER:



                                     FIRST M. LAST



                                     CW3, AG




                                     CHIEF, HUMAN RESOURCE SERVICES

DISTRIBUTION:

CDR, HHC 8th US Army APO AP 96205
SGT LAST(5)

TASK:  Warrant Officer Applications                                                                          
REFERENCES: 

a. REFERENCE:  REFERENCES:   AR 135-100, DA Circular 601-99-1

RESPONSIBILITIES:   USATC-K HR Services will review complete Warrant Officer Application and validate the packet by authenticating the Warrant Officer Checklist.  
PROCEDURES:  

      a.  A selection board conducts alternating monthly warrant officer selection boards several times per year. This board considers warrant officer applications from all eligible active duty enlisted Soldiers .

     b.  The Warrant Officer Recruiting Command announces the dates for the upcoming board and tentative briefing schedules on their websites.
     c. Once in receipt of an in-service application, the USATC-K HR Services will screen for eligibility, processes requests for waivers, and forward packet with endorsement memorandum to recruiting command.  Endorsement memo from USATC-K HR Services must state if Soldier is not flagged or barred.

      d.  Warrant Officer website is: http://www.usarec.army.mil/hq/warrant/
 e. Completed warrant officer packets are forwarded to HEADQUARTERS U.S. ARMY RECRUITING COMMAND, ATTN: RCRO-SM-A, 1307 Third Ave, Fort Knox, KY 40121-2725. 
Steps to Determine Eligibility for the Warrant Officer Program
The following information will assist you in determining eligibility and submitting your application.
General Information On The Warrant Officer Program
Warrant Officers are technical and tactical leaders who specialize, throughout an entire career, in a specific technical area. The Army Warrant Officer Corps comprises less than three percent of the total Army. Although small in size, the level of responsibility is immense and only the very best will be selected to become Warrant Officers. Benefits include extended career opportunities, worldwide leadership assignments, and increased pay and retirement benefits.
Non-Army Personnel - A joint service agreement allows service members who are selected for this program to be discharged from their component and enlisted in the Army. Applicants must apply for this program while on active duty and must have 12 months remaining on their enlistment contract; civilians must contact their local Army recruiter. Applications are forwarded from the individual to Headquarters United States Army Recruiting Command, USAREC. After screening, the application is forwarded to the appropriate proponent who evaluates the applicants' technical experience and determines if the applicant is qualified to compete against other qualified applicants for the limited warrant officer positions. Applications from those who are not technically qualified will be returned to the applicant without further processing. Further requirements for Non-Army personnel are listed below under "Additional Requirements For Non-Army Personnel".
A selection board will consider fully qualified applications. Selection is highly competitive and board members select applicants based upon the whole person concept. Leadership and technical abilities will be evaluated and only the best qualified will be selected.
Steps To Determine Eligibility For The Warrant Officer Program
The steps below provide guidance on how to use this web site (www.usarec.army.mil/warrant) to determine eligibility and if eligible, how to submit an application. Review the steps below and explore all of the pages in this web site to determine if you are eligible for any WO MOS before beginning an application.
STEP 1: View the recruiting branch's most current presentation. WOBrief.ppt
STEP 2: NON-WAIVERABLE CRITERIA
(A soldier must meet these six Non-Waiverable criteria before applying for the Warrant Officer Program)
1. US Citizenship
2. General Technical (GT) score of 110 or higher
3. High school graduate or have a GED
4. Secret security clearance (Interim secret is acceptable to apply)
5. Pass the standard 3-event Army Physical Fitness Test (APFT) and meet height/weight standards
6. Pass the appointment physical for technicians or the Class 1A flight physical for Aviators
STEP 3: Determine the Warrant Officer (WO) Military Occupational Specialty (MOS) for which you might be qualified. The most common MOS that personnel from other services are eligible to apply for is 153A (Aviator) because this MOS requires no prior skills or training. For this MOS you must be less than 29 years of age by the convene date of the board (or request a waiver) and have 20/50 distant visual acuity, correctable with spectacles to 20/20, also note there is an Aeromedical refractive error exception to policy (LASIK/PRK information). All other Warrant Officer (WO) Military Occupational Specialties (MOSs) require you to be at least pay grade E5 or higher with 4-6 years experience in a skill that is closely associated with a WO MOS. Review the Prerequisites and Duty Descriptions part of this web site to determine if you are doing very similar work to one of the WO MOSs.
STEP 4: To apply for any WO MOS you must meet the minimum prerequisites or ask for a prerequisite waiver. You must submit a separate waiver for each prerequisite you do not meet. In your prerequisite waiver(s) you must explain how you obtained the equivalent knowledge or experience required by the prerequisite through training or experience in your service. You can gauge the training/experience required by a prerequisite by first reviewing the WO MOS duty description. If you have been doing very similar work as that described in the WO MOS duty description, then you probably have good justification for requesting a waiver. Approval is granted only if the Army proponent for that MOS feels you have the skills and experience that justify approving the waiver.
STEP 5: The prime candidate for WO has 5 - 8 years of active federal service (AFS) and meets all other prerequisites. You can apply regardless of AFS but require a waiver if you have 12 years or more of AFS. The standard for approving an AFS waiver is more stringent than for a prerequisite waiver.
STEP 6: If either of these two waivers apply - prerequisite or AFS - you must submit them with your application to determine if the waivers will be approved. You cannot submit the waiver first and wait for the outcome to determine if you should submit an application. If any of the waivers are not approved, then you are not qualified and your application will be returned.
STEP 7: In addition to meeting the prerequisites for the WO MOS - or requesting a waiver, Non-Army personnel must complete the additional requirements described below in the "Additional Requirements For Non-Army Personnel" section.
STEP 8: Download the sample application - this is the complete packet with forms and will serve as your guide and checklist. Once you have the sample packet you are well on your way to preparing an outstanding application.
STEP 9: If requesting MOS 153A (Aviator), you will need to:
a. Schedule an Alternate Flight Aptitude Selection Test (AFAST) and a Class 1A Army flight physical. You should first try to schedule the AFAST through your education services officer. Next option is to schedule at a Military Entrance Processing Station (MEPS) through an Army recruiter. The Army has DA pamphlet 611-256-2 regarding AFAST for more information. Your FINAL option is to contact Ms. Zeina Zannelli at Human Resource Command (HRC) to schedule testing. Click here to see what documents and information are required. You can contact Ms. Zannelli at (703) 325-9812 or by email at Zeina.Zannelli@hoffman.army.mil. She can assist you with scheduling your AFAST test. Please do not call her about other requirements for the WO program; instead you should contact a recruiter. You should get a study guide from an education center, library, bookstore, or online bookstore before testing and study diligently to achieve the best score.
b. The physical is scheduled and completed at your servicing hospital, but must be approved by the Aeromedical Center at Ft. Rucker before you can include a copy in your application.
Commander
USAAMC
ATTN: MCXY-AER (AAMA)
FORT RUCKER, AL 36362-5333
Additional Requirements For Non-Army Personnel
1. Army General Technical (GT) score of 110 or higher. The GT portion of the ASVAB test must be converted to an Army GT score. Contact Mrs. Zannelli at Total Army Personnel Command (TAPERSCOM) to assist with the conversion of scores. You can contact Ms. Zannelli at (703) 325-2673 or by email at Zeina.Zannelli@hoffman.army.mil.
2. Approved conditional release: This is a memorandum granting approval of separation contingent upon selection into the warrant officer program. Approval authority for each service is listed below:
- Navy: COMNAVPERSCOM, 5720 Integrity Drive, Millington, TN 38055
- Air Force: Hqs Air Force Personnel Center, Randolph Air Force Base, TX 78150
(Note: If AFPC requires a Letter of Interest (LOI) before granting your conditional release, you can email your request to us from this web site. Please provide your Full Name, Rank, and SSN. A warrant officer recruiter will reply with your LOI.
- Marines: Hqs, USMC, Manpower & Reserve Affairs (MMSR 3), 3280 Russell Rd., Quantico, VA 22134-5103
- Coast Guard: US Dept of Trans, 2100 Second Street S.W. Washington DC 20593
3. Army 3-event physical fitness test (APFT): push-ups, sit-ups, and 2 mile run administered by an Army E7 or above. Check with a nearby Army installation or the local Army recruiting office for someone to administer the test. The APFT score is valid for 6 months but should not be close to expiration when forwarding the packet. Results must be recorded on DA Form 705, signed by an Army E7 or above, and included in the packet. Be sure to read the Test Procedures in Training Manual 21-20 that address the instructions and additional points for each event before testing. If you pass the APFT to standard, you should not have trouble passing this event while attending the Warrant Officer Candidate School (WOCS).
4. Personnel data record equivalent of the Army Enlisted Record Brief (ERB). Equivalent forms are listed below:
- Navy: Personnel data record pages 1, 4, and 5
- Air Force: RIP pages 1 - 11
- Marines: Master Brief Sheet (MBS) (Usually only 1 page)
- Coast Guard: Personnel data record pages 1, 3, 4, and 5
5. Official Military Personnel File. As a minimum, this file contains your enlistment and reenlistment documents, awards, evaluations, training certificates, and promotion orders. If your personnel records are not on microfiche, then a hard copy of these documents are sufficient. Documents missing from your record should be provided in hard copy. It is your responsibility to ensure your records are accurate and current.
6. An applicant can now apply with 12 months remaining on his or her current active duty enlistment. The reference to a two-year requirement will remain on our web site until AR 611-85 is published eliminating the two-year requirement. Reenlistment or extension documents are needed if your personnel records do not reflect at least 15 months or more remaining on your active duty contract. This must be completed before submitting application.
7. The above requirements must be met, in addition to, or in place of the other requirements in the sample application and governing regulations. Include the supporting document that proves you have completed each requirement as a part of your application.
Information On What To Expect After Selection Into The Warrant Officer Program
Those selected for the Warrant Officer Program will be notified by Department of the Army (DA) about 90 days after the board adjourns. DA establishes a reporting date to Ft Rucker, AL based upon MOS requirements. Military Entrance Processing Station (MEPS) will then publish your orders with authorized travel time to Ft Rucker. Upon arrival, you will be given your basic issue and time to resolve any military related problems, i.e. pay, uniform, etc. You will be paid as an E5, or your current pay grade if higher, and begin wearing the WOC brass. (Please see page on Information on Discharge from Current Service and Enlistment into the Army).
Selectees will attend the six week, four day Warrant Officer Candidate School (WOCS) similar to basic training or boot camp. Visit the Warrant Officer Career Center on the web for a welcome packet and more information on the candidate school. This course is designed to evaluate leadership and management skills. Soldiers will be appointed as a Warrant Officer One (WO1) upon successful completion of WOCS. Soldiers who fail to successfully complete WOCS will serve the remainder of their four-year enlistment based upon the needs of the Army. All Warrant Officers have an initial obligation of six years, which will be served on active duty as an Army Reserve Officer. Warrant Officers remain on active duty in the Army Reserve until promotion to CW3, normally between the seventh and eighth year of warrant officer service. Upon promotion to CW3, the Warrant Officer is integrated into the Regular Army.
Information On Discharge From Current Service And Enlistment Into The Army
(Once Selected For The Warrant Officer Program)
NOTE: During the Discharge and Enlistment process, you must ensure that you arrange to enlist into the Army the next day after separation from your parent service. If you have a day or more break in service, or if you enlist on the same day as separation, you will not receive your correct pay and allowances until this discrepancy is corrected. The process of correcting this discrepancy could take 3-6 months.
Warrant Officer (WO) selectees will receive instructions from Warrant Officer Accessions, Total Army Personnel Command (TAPERSCOM) 90 days after selection and will report back to an Army Recruiter with those instructions. The recruiter will complete the DD Form 1966 (enlistment contract) and SF 86 (no other forms are required) and schedule WO selectee for processing based on the instructions from TAPERSCOM. The recruiter will then schedule the WO selectee into the Army Recruiting and Accession Data System (ARADS) for enlistment into the Army.
WO selectees do not require a physical because a physical was taken as part of the application process. WO selectees' copy of the physical will have the physical category. WO selectee must enlist in the Army for a period of 4 years on the day scheduled. MEPS will administer the oath of enlistment and issue orders using AR 600-8-105 to assign Aviation WO selectee to HHC, Warrant Officer Career Center, Ft Rucker, AL. All other WO selectees will be reassigned to their first WO assignment with TDY enroute at Ft Rucker, AL for the Warrant Officer Candidate School (WOCS) and TDY enroute at their basic technical course (wherever the school is located). Movement of family members is authorized to the location where the WO selectee is to be permanently assigned after training.

Warrant Officer Application Checklist

Download Checklist here
Name __________________________ Enlisted MOS_________ WOMOS ________

___ HR letter (USATC-K HR Services memo is okay stating Soldier is not flagged or barred)
___ Microfiche (Army - Your OMPF can be obtained by faxing a written request to DSN 699-3685 or commercial (317) 510-3685. You must tell them you are a warrant officer applicant.)
___ Hard copy documents in lieu of a microfiche is acceptable (send as much as you can)
___ Statement of understanding enclosed (a copy of this memo is on the web site)
___ Company Commander letter of recommendation (or applicable UCMJ authority, dated within 12 months)
___ Battalion Commander letter of recommendation (or applicable UCMJ authority, dated within 12 months)
___ Senior Warrant or other required letter if applicable as listed on the web site (dated within 12 months)
___ Conditional Release enclosed if you are not an active duty Army applicant
___ Transcripts enclosed if the applicant is claiming to have college credits
___ ERB or equivalent document (used to verify DOB, GT, AFS, ETS and BASD)
___ English credit document if required (check prerequisites for the position on the web site)
___ TABE score document if required (check prerequisites for the position on the web site)
___ DA Form 61 enclosed (with HT/WT and APFT statement, see the web site example)
___ Body fat worksheet enclosed (if required)
___ DA Form 4989-R enclosed (aviator only, with commander’s signature)
___ DA Form 6256 enclosed stating AFAST score of 90+ if you are an aviator
___ DA Form 160-R enclosed (ensure that you sign it and block 9a is checked)
___ Security clearance memo enclosed (DA Form 873 is not acceptable, minimum Interim Secret clearance required)
___ Official photo or professional equivalent (if deployed, include a photo in desert BDUs)
___ Resume enclosed (the format is listed on web site)
___ Physical enclosed (SF, Technician or Class-I Aviation - max age is 18 months for aviator, all others is 24 months)
___ Drug and alcohol test - verify it is annotated on the document for Technician and Special Forces physicals
___ Moral waiver request if required (as identified in blocks 24-26 on DA Form 61)
___ Age waiver request enclosed if required (max age is 29 for AVN, 36 for SF and 46 for all others)
___ Prerequisite waiver request enclosed if required (verify with MOS on web site)
___ AFS waiver request enclosed if required (if over 8 years for 131A or 12 years for all others)
Brigade HR personnel the Battalion S1 may complete this checklist and authenticate below in lieu of preparing a separate endorsement. I certify that  servicemember is not flagged and is eligible to apply for this program.
REVIEWER (printed name and title): ______________________________________________
SIGNATURE: ___________________________________ DATE: ________________________
DSN PHONE #: _________________________COMM PHONE #: _______________________
EMAIL: _______________________________________________________________________

[image: image6.wmf]Title 10 United States Code, Section 3012 (Title 5 United States Code, Section 552a)

To obtain an appointment as a commissioned or warrant officer in the Regular Army or Army Reserve, or to obtain selection to attend the US Army Officer Candidate

School. 

Basis for determination of qualifications and background information for eligibility for consideration for appointment as a Regular Army or Army Reserve

commissioned/warrant officer or for selection for attendance at the US Army Officer Candidate School.  

Disclosure of information requested in DA Form 61 is voluntary. Failure to provide the required information will result in non-acceptability of the application. 

22.  

HIGHEST LEVEL SERVICE SCHOOL ATTENDED

  

APPLICATION FOR APPOINTMENT

  

For use of this form, see AR 135-100, AR 145-1, AR 351-5, and AR 601-100; the proponent agency is DCSPER

  

DATA REQUIRED BY THE PRIVACY ACT OF 1974

AUTHORITY:  

PRINCIPAL PURPOSE:  

ROUTINE USES:  

DISCLOSURE  

c.  APPLICANT'S CERTIFICATE NO.  

(If Item b. checked) (Date, place, court)

  

17.  COMPLETE MILITARY ADDRESS    

(If presently on active duty) (Include ZIP

Code)

   

19.  CURRENT MAILING ADDRESS  

(If difference from Item 18) (Include ZIP Code)

  

Regular Army and Officer Candidate applicants and all ROTC graduates:  

  In numerical sequence, indicate 10 branch preferences other than CA and SS.

USAR applicants: If applying for a specific Reserve vacancy, indicate  

ONLY

  the 

  branch of the vacant position; all other applicants may enter more than one branch.  

  

1.

  TYPE OF APPOINTMENT FOR WHICH APPLICATION IS SUBMITTED  

6.  

BRANCH AND SPECIALTY PREFERENCES

  

PREFER-

ENCE

a.  NAME OF SCHOOL

23a.  FOREIGN LANGUAGES AND DEGREE OF PROFICIENCY  

2.   GOVERNING REGULATION OR CIRCULAR  

(Specify appropriate section(s) if applicable)

   

3.   GRADE FOR WHICH APPLYING  

(Reserve appointments only)

  

4.   

SOURCE OF APPLICATION

  

(ROTC only)

  

DATE DESIGNATED:  

SCHOLARSHIP - ENTER 1, 2, 3 OR 4 YEARS:  

DMG

5.  

ONLY FOR APPLICANTS FOR APPOINTMENT AS WARRANT OFFICERS

  

a. MOS CODE

b. MOS TITLE

PERSONAL DATA

BRANCH

SPECIALTY

AD

AG

AR

AV

CA

CM

EN

FA

FI

IN

MI

MP

OD

QM

SC

SS

TC

AN

CH

DE

JA

MC

MS

SP

VC

7.  NAME  

(Last, first, middle)(Explain variations from birth certificate in Item  41)

   

10.  BRANCH 

(MOS if enl or wo)

 

15.  PLACE OF BIRTH  

(City, county,

state)

   

b.  

21.  

CIVILIAN EDUCATION

  

(See page 3 for additional requirements for professional personnel)

  

a.  HIGH SCHOOL GRADUATE  

c.  NAME AND LOCATION OF EACH COLLEGE

OR UNIVERSITY ATTENDED  

(Include USMA, 

USNA, USAFA, USCGA, and USMMA)

  

d.  SPECIAL EDUCATIONAL HONORS, SCHOLAR-

SHIPS, ETC.  

9a.  SOCIAL SECURITY NUMBER  

9b.  SELECTIVE SERVICE NUMBER  

16.  SEX  

13.  NUMBER OF DEPENDENTS UNDER 18

YEARS OF AGE  

8.  GRADE  

14.  DATE OF

BIRTH  

11.  TOTAL YRS

ACTIVE SERVICE

18.  PERMANENT ADDRESS  

(Include ZIP Code)

   

b.  NAME AND LOCATION OF HIGH SCHOOL  

e.  IF YOU HAVE EVER BEEN EXPELLED FROM SCHOOL, OR PLACED ON PROBATION, EITHER FOR

ACADEMIC OR DISCIPLINARY REASONS, EXPLAIN  

(Continue in Item 41(Remarks))

  

  

(1)

  

DEGREE

  

(2)

  

SEMESTER

CREDITS

EARNED

  

(3)

  

YEARS

ATTENDED

  

(4)

  

DATE GRADUATED

OR WILL GRADUATE

  

(5)

  

MAJOR

SUBJECT

d.  IF NOT COMPLETED GIVE REASON

b.  ALAT SCORE  

(If applicable)

  

TO

YES

NO

FROM

c. DATES  

(Mo-Yr)

  

COMPLETED

b. COURSE

12.  MARITAL

STATUS  

20. US

CITIZEN 

a.  NATIVE 

DAY

MONTH

YEAR

COMMISSIONED OFFICER - REGULAR ARMY 

COMMISSIONED OFFICER - ARMY RESERVE  

WARRANT OFFICER - REGULAR ARMY  

WARRANT OFFICER - ARMY RESERVE  

OFFICER CANDIDATE SCHOOL  

  

(List choice by MOS code and title)

  

YES 

NATURALIZATION 

DERIVED  

IMMIGRANT  

YES 

NO

PHONE AND/OR AUTOVON NUMBER 

PHONE  

(Include area code)

 

PHONE  

(Include area code)

  

NO

YES 

NO

DA FORM 61, JUN 81 

EDITION OF 1 AUG 74 AND DA FORM 61-R, 26 SEP 75, PRIVACY ACT STATEMENT, ARE OBSOLETE.  

USAPPC V2.00

HHC, III Corps                EMAIL ADDRESS

Fort Hood, TX 76544        (817)288-2527

270A

Legal Administrator

If qualified, may list up to 3 MOSs. List MOSs in order

of preference. Listing more than 1 MOS requires extra

processing time because proponents must review.

AR 135-100

 

 

 

 

WO1

 

 

WHO, You Are

E-6

000-00-0000

27D30

7

2

7 Apr 71

Radcliff

Hardin

Kentucky

M

407 Keith Street

Elizabethtown, KY 42701

DSN 738-7411

(502)765-6868

M

419A Nicholson Road        EMAIL ADDRESS

Fort Hood, TX 76544

 

 

 

 

(817)526-1111

Orchard View High School, Muskegon, MI 49442

 

 

University of Maryland

Central Texas College

BS

120

35

4

1

31

05

1998

Business Mgmt

Management

US Army Soldier Spt Center

Ft. Jackson, SC

04 97

 

01 97

BNCOC

NA

NA



[image: image7.wmf]THE COURT OR PLACE OF HEARING, AND THE PENALTY IMPOSED OR OTHER DISPOSITION OF EACH CASE AND FURNISH COPY OF COURT ACTION OR DETAILED STATEMENT IN

AFFIDAVIT FORM AS TO THE OUTCOME OF EACH CASE.  

IF YES, ATTACH REQUEST FOR WAIVER LISTING THE DATE, THE NATURE OF  EACH  ALLEGED  OFFENSE  OR  VIOLATION,  THE  NAME  AND  LOCATION  OF

33.

HAVE YOU EVER UNDER EITHER MILITARY OR CIVILIAN LAW BEEN INDICTED OR SUMMONED IN TO COURT AS A DEFENDANT IN A CRIMINAL PROCEEDING  

(Including any

proceedings involving juvenile offenses, article 15, UCMJ, and any court-martial)

  REGARDLESS OF THE RESULT OF TRIAL, OR CONVICTED, FINED, IMPRISONED, PLACED ON

PROBATION, PAROLED OR PARDONED, OR HAVE YOU EVER BEEN ORDERED TO DEPOSIT BAIL OR COLLATERAL FOR THE VIOLATION OF ANY LAW, POLICE REGULATION OR

ORDINANCE?  

(Exclude traffic violations involving a fine or forfeiture of $100 or less).

  

30.  AWARDS  

(Do not list theater or service medals)

  

HAVE YOU EVER RESIGNED OR BEEN ASKED TO RESIGN IN LIEU OF ELIMINATION PROCEEDINGS; BEEN DISCHARGED IN  LIEU  OF  ELIMINATION,  FURLOUGHED   

(other  than 

regular furlough or leave),

  OR PLACED ON INACTIVE STATUS WHILE SERVING IN THE US ARMED FORCES; OR, HAVE YOU EVER RESIGNED OR BEEN ASKED TO RESIGN FROM 

A POSITION WHILE IN PRIVATE OR GOVERNMENT EMPLOYMENT?  

(If yes, state circumstances; if more space is required, continue on separate sheet).

  

25. 

REGARDLESS OF MY MARITAL STATUS AND/OR RESPONSIBILITY FOR DEPENDENTS; AND IT IS MY RESPONSIBILITY TO MAKE APPROPRIATE ARRANGEMENTS FOR THE CARE OF MY

DEPENDENTS SHOULD I BE REQUIRED TO PERFORM DUTY IN AN AREA WHERE DEPENDENTS ARE NOT PERMITTED.  

32. 

 ARE YOU NOW OR HAVE YOU EVER BEEN IN THE MILITARY SERVICE OF OR BEEN EMPLOYED BY A FOREIGN GOVERNMENT  

(If yes, give dates, country and type of service or 

employment)

  

24.  ARE YOU NOW, OR HAVE YOU EVER BEEN A CONSCIENTIOUS OBJECTOR?   

31.  HAVE YOU EVER APPLIED AND NOT BEEN SELECTED FOR:    a. ROTC  

e.  IF ANSWER IS "YES", EXPLAIN FULLY  

29.  SOURCE OF CURRENT COMMISSION  

(If applicable)

  

27.  

ACTIVE MILITARY SERVICE

  

(Indicate tour with each organization separately - show ROTC Camps in Item 39)

  

f.  DATE CURRENT ACTIVE DUTY TOUR TERMINATES  

28.  

RESERVE OR NATIONAL GUARD SERVICE

  

(Not on active duty)

  

YES

NO

YES

NO

c.  APPOINTMENT IN RESERVE COMPONENT  

(USAR/ARNG)

  

AS A WARRANT OFFICER  

AS A COMMISSIONED OFFICER  

d.  APPOINTMENT IN REGULAR ARMY

AS A WARRANT OFFICER  

AS A COMMISSIONED OFFICER  

a. ORGANIZATION

  

(US Armed Forces, USCG, NOAA,  

  US Public Health Service, Peace Corps)

  

e. HIGHEST GRADE

AND COMPONENT

FROM

TO

c. BRANCH/MOS

  

(As appropriate)

  

d. PRIOR

SERVICE NO.

  

(If applicable)

  

b. DATES  

(Day, Month, Year)

  

a. ORGANIZATION

  

(US Armed Forces, USCG, NOAA,  

  US Public Health Service, Peace Corps)

  

e. HIGHEST GRADE

AND COMPONENT

FROM

TO

c. BRANCH/MOS

  

(As appropriate)

  

d. PRIOR

SERVICE NO.

  

(If applicable)

  

b. DATES  

(Day, Month, Year)

  

W

A

R

R

A

N

T

O

F

F

I

C

E

R

E

N

L

I

S

T

E

D

C

O

M

M

I

S

-

S

I

O

N

E

D

W

A

R

R

A

N

T

O

F

F

I

C

E

R

E

N

L

I

S

T

E

D

C

O

M

M

I

S

-

S

I

O

N

E

D

NO  

(If yes, attach affidavit)

  

YES 

USAPPC V2.00

I UNDERSTAND THAT, IF I AM SELECTED FOR APPOINTMENT, I  WILL BE  EXPECTED  TO  ACCEPT  SUCH  ASSIGNMENTS  AS  ARE  IN  THE  BEST  INTEREST  OF  THE 

SERVICE 

26. 

g.  DATE OF LAST ADL PROMOTION 

NO 

YES 

DIRECT APPOINTMENT 

OCS 

ARNGUS:  

USAR:  

DIRECT APPOINTMENT 

ROTC 

ROTC  

(ECP)

  

ROTC  

(SMP)

  

OTHER  

OCS 

NO 

YES 

b. OCS  

NO 

YES 

YES 

NO 

US Army

E-6/RA

25 Jun 92

Present

27D30

NA

 

 

US Army Reserve

E-4/USAR

2 Feb 91

24 Jun 92

71D10

NA

ETS: 17 Oct 2006

DOR: 1 Aug 99

 

 

 

 

 

 

 

 

No

 

 

 

 

 

 

 

 

MSM-2, ARCOM-2, AAM-2



[image: image8.wmf]d.  STATE AND CURRENT REGISTRATION NUMBER 

35.  

APPLICANTS FOR

  CHAPLAINS BRANCH ONLY

  

TO 

FROM

REMARKS  

(Experience, proficiencies and special abilities not shown elsewhere in this application.  Those required to enter primary entry specialties, see Para 1-27d,e, AR 601-100). (If more 

space is required, attach additional sheet)

  

41.

NAME AND LOCATION OF SCHOOL OR HOSPITAL

(2) 

34.  

APPLICANTS FOR JUDGE ADVOCATE GENERAL'S CORPS ONLY

  

BARS OF WHICH YOU ARE A MEMBER  

(Specify dates)

  

36.  

APPLICANTS FOR MEDICAL AND DENTAL CORPS ONLY

  

d.  SPECIALTY BOARDS

f.  PLACE IN WHICH CURRENTLY LICENSED  

37.  

APPLICANTS FOR ARMY NURSE CORPS AND ARMY MEDICAL SPECIALIST CORPS ONLY

  

c.  DATES OF ATTENDANCE  

(Mo, Yr)

  

FROM 

f.  POSTGRADUATE COURSES  

(Include courses at general hospitals, service schools, and short courses)

  

SUBJECT OR COURSE

38.  HAVE YOU BEEN EMPLOYED BY THE US ARMY AS A DIETITIAN, OCCUPATIONAL OR PHYSICAL THERAPIST?  

(If yes, give dates)

  

39.  

ARMY ROTC

  

(To be completed only by prospective ROTC graduates applying for appointment in USAR or RA)

  

SUCCESSFULLY COMPLETED AROTC PROGRAM AS FOLLOWS

c.  CAMP TRAINING

(1)  

INSTALLATION

  (Basic)  

(2)  

INSTALLATION

  (Advanced/Ranger)  

40.  

MAIN CIVILIAN EMPLOYMENT

  

a.  NAME AND ADDRESS OF EMPLOYER 

b.  PRINCIPAL DUTIES  

(Describe briefly)

  

42.  THE INFORMATION CONTAINED HEREIN IS TRUE

TO THE BEST OF MY KNOWLEDGE AND BELIEF.

RELIGIOUS DENOMINATION BY

WHICH YOU WILL BE ENDORSED

e. DATES OF CERTIFICATION  

(Day, Month, Yr)

  

b.  NAME AND LOCATION OF HOSPITAL

a.  TRAINING

LEVEL

TYPE

INTERNSHIP

RESIDENCY TNG

SPECIALTY TNG

c.  DATES  

(Month and Year)

  

FROM

TO

STATE AND DATE OF INITIAL

REGISTRATION  

(Day, Month, Year)

  

DATE 

SIGNATURE OF APPLICANT  

Applicant's Signature Here

c.  MONTH AND YEAR

b.  JOB TITLE  

COMPLETION DATE  

(Month, Year)

  

COMPLETION DATE  

(Month, Year)

  

DATES ATTENDED  

(Month and Year)

  

FROM

TO

COURSE

a.  BASIC

b.  ADVANCED

SEMESTER

CREDITS

EARNED

TO 

a.  NAME OF NURSING OR ACCREDITED PROFESSIONAL SCHOOL  

b.  LOCATION  

e. 

  DATES OF ATTENDANCE  

(Month, Year)

  

FROM

TO

(1) 

(3) 

(4) 

USAPPC V2.00

YES 

NO 

 

 

0292

0692

Kelly Temporary Services

Grand Rapids, MI 48722

Secretary/Typing

Typed letters, kept personnel files updated, answered inquiries

I certify that (Applicant's Name) successfully passed the APFT consisting of pushups, situps, and the two mile run with a score of

__________ on _______________; the verified height is ___________ and verified weight is _____________.

                                                                                                              JOHN Q. DOE

                                                                                                              CPT, AG

                                                                                                              Commanding

Note 1: If you exceed the ht/wt tables of AR 600-9, you must include a Body Fat Worksheet (DA Form 5500-R or 5501-R)

Note 2: Ensure APFT is as recent as possible. If close to the six month expiration, then retest.

Current Date
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3.  REMARKS  

(Include your opinion as to his/her overall ability (to include leadership) and value to the service).

    

3.  REMARKS  

(Include your opinion as to his/her overall ability (to include leadership) and value to the service).

    

 

 

 


TASK:  Soldier Readiness Processing                                                                           
REFERENCES: 

a.  AR 600-8-101 - Personnel Processing (In, Out, Soldier Readiness, Mobilization, and Deployment Processing)
b. DA Pam 600-8-1 -Standard Installation/Division Personnel System (SIDPERS) Battalion S1 Level Procedures
c. Army in Korea Supplement 1 to AR 600-8-101 (Draft)

RESPONSIBILITIES:   USATC-K HR Services ensures the personnel readiness of the Battalion and its subordinate units.  On order work with the G1 and Military Personnel Division for semi annual scheduling of Soldier Readiness Processing. Ensure accuracy of Soldiers Readiness Folders
PROCEDURES:

(1) Schedule SRP by contacting the Military Personnel Division
(2) Prescreen all DD93/SGLV for accuracy

(3) Updates discrepancies preferably before on site at SRP
(4)  Identify Soldiers who need ID Cards and Tags   

(5) MPD will ensure coordination is made with other support agencies, i.e., finance, medical, legal, etc. 

(6) MPD will maintain and monitor control points at the SRP to ensure all Soldiers are complete; USATC-K HR Services will be the personnel processing station
(5) Ensure DA Form 7425 (January 2006 form) Readiness and Deployment Checklist is complete and validated by the MPD prior to deployment.
TASK:  Retrieving Senior Enlisted and Officer Promotions Orders                               
REFERENCES: 

a. AR 600-8-19  -Enlisted Promotions and Reductions
b.  AR 600-8-29 -Officer Promotions
RESPONSIBILITIES:   USATC-K HR Services will monitor monthly promotions by periodically checking the promotions link on the HRC homepage https://www.hrc.army.mil/site/active/select/Promo.htm.
and reviewing promotable Staff Sergeants thru Colonel sequence numbers upon notification of promotable status.  

PROCEDURES:  

      1.  Using the eTOPMIS account sign on @ https://isdrad16.hoffman.army.mil/ETOPMIS/index.jspa
      2.  Navigate to Orders/List on the eTOPMIS main menu screen.
      3.  Click on Orders/List then click promotions and select the desired promotion rank.  

      4.  Scroll through orders and print those applicable to your organization.

5. Post promotion orders onto the USATC-K S1 portal for units/Soldiers to download. 

6. HR Services will complete officer and NCO promotion certificates as required.

TASK:  Personnel Asset Inventories (PAI)                                                                       
REFERENCES: 

a.  AR 600-8-6 -Personnel Accounting and Strength Reporting
b.  Eighth Army Guidance

 RESPONSIBILITIES:   USATC-K HR Services will monitor the submission and accuracy of Personnel Asset Inventories for the subordinate units.  HR Services will authenticate the DA Form 3986-R upon review of accurate reporting unit.  HR Services will forward to the Division G1 and or Eighth Army G1 for review and authentication by the Military Personnel Strength Monitor.
PROCEDURES:  
1. Coordinate with Military Personnel Division / G1 Personnel Automation Branch for processes under local SOP.

2. HR Services will identify all discrepancies on the AAA-162 and the AAA-165, and make necessary corrections before the actual PAI.  If not already done, establish contact with  your supporting Military Personnel Division / G1 Personnel Automation Branch. 

3.  On the day prior to or the morning of, print a fresh AAA-162, and AAA-165 if needed, which reflects all changes made.  It should be as accurate as possible.  Provide it to the unit commander. 

 4.  Unit commander.  Conduct PAI on the scheduled day.  Annotate corrections on the   AAA-162 and attach appropriate supporting documents as needed.  Verify the duty status of each Soldier not physically present at the PAI.  

5.  USATC-K S1.  Conduct PAI with the commander. Verify each Soldier’s name, SSN, and component with the AAA-162, the Soldier’s identification card and the Soldier.  For all active component Soldiers, the commander must also verify the rank and Non-availability Status and Reason.  Give extra attention to verifying the correct spelling of names and correct SSNs. 

6. Enter all changes into eMILPO from the commander’s annotated AAA-162. Verify all supporting documents.  Coordinate with local Transition Center and PAS to ensure separation actions are reported correctly.  Prepare any required documents still needed and coordinate with Brigade S1 for changes not permitted at the Battalion S1 level.  Print a fresh AAA-162. Attach both the old and new AAA-162 with any applicable AAA-165s for the commander’s review.  On the bottom of the new AAA-162, put the following above the battalion/separate company commander’s signature block:   “I verify that a PAI was conducted on (date) and that the information on this report is complete and accurate.”

7. USATC-K S1 complete the metrics if provided in accordance with general guidance above and submit to HR Services the actual PAI DA Form 3986 with signatures, the clean AAA-162 and the copy used for the PAI along with all source documentation for those Soldiers that were not present commander’s signed AAA-162.

8. HR Services will review for accuracy and annotate PAI checklist for errors.  If valid sign section III of the DA Form 3986 and forward back to Battalion S1 to obtain Battalion Commanders signature.  

9. The Battalion S1 will forward sign DA Form 3986-R back to the Military Personnel Strength Monitor located at the G1 level.

10.  Upon receipt of signed copy ensure completed PAI is forward to the Military Personnel Division /G1 Personnel Automation Branch for final review, accountability and filing

PAI CHECK LIST

UNIT NAME________________________
UIC________________________________
___AAA-162 MUSTER FORMATION

___CLEAN COPY AAA-162

___DA FORM 3986-R

___UNIT COMMANDER FINANCE REPORT

___PAI METRICS

___ALL SOURCE DOCUMENTS

TASK:  Reclassification

REFERENCES: 

a. AR 635-200  -Enlisted Personnel
b. AR 601-280 - Army Retention Program
c. AR 614-200  -Enlisted Assignments and Utilization Management
d. Reenlistment/ Reclassification In/Out Calls

e. RETAIN System

f. MILPER MESSAGE NUMBER : 05-097/MILPER MESSAGE NUMBER : 05-232/

 MILPER MESSAGE NUMBER : 05-309   

RESPONSIBILITIES:  Reenlistment and Reclassification provide Soldiers an opportunity to move into shortage military occupational specialty (MOS) and improve career development/ promotion opportunity consistent with the needs of the Army. USATC-K HR Services will publish MOS orders when provided a reclassification control number (RCN) from a retention NCO.
PROCESSING PROCEDURES:

.

1. AR 614-200 Enlisted Assignments and Utilization Management, and AR 601-280, Army Retention Program, reenlistment/reclassification authorities a tool to manage reenlistment, extensions and reclassification of soldiers.

2. HRC disseminates reenlistment/reclassification IN/OUT calls throughout the Army via electronic MILPER Messages and the automated reenlistment and reclassification (RETAIN) system.

3. IN/OUT calls are at MOS and grade level of detail. The specific IN/OUT calls is adjusted, when necessary, based on the strength of an MOS and availability of in-service training seats.

4. Reclassification/reenlistments require a reclassification or reenlistment control number (RCN) which is obtain through RETAIN.

5. Some MOS have limited training opportunities and may necessitate changing to a more common classification. Reclassification strengthens the Ready Reserve and enhances the possibility of training opportunities for soldiers that would otherwise not train. IRR soldiers may be reclassified into many MOSs if school seats and funds are made available.

MILPER MESSAGE NUMBER : 05-097 
AHRC-PLC-C
FY 06 ENLISTED MILITARY OCCUPATIONAL CLASSIFICATION AND STRUCTURE (MOCS) PERSONNEL RECLASSIFICATION ACTIONS
...Issued: [04/19/2005]...
1. THIS MILPER MESSAGE WILL EXPIRE NLT 30 NOVEMBER 2007. 

2. REFERENCE AR 611-1 (MILITARY OCCUPATIONAL CLASSIFICATION AND STRUCTURE DEVELOPMENT AND IMPLEMENTATION), PARAGRAPH 1-15E. 

3. THE ENLISTED MILITARY OCCUPATIONAL SPECIALTY (MOS) IDENTIFIED IN PARAGRAPH 7 BELOW HAVE BEEN IDENTIFIED AS AFFECTED BY PERSONNEL RECLASSIFICATION GUIDANCE CONTAINED IN HQDA APPROVED NOTIFICATIONS OF FUTURE CHANGE (NOFC) DOCUMENTS REQUIREING IMPLEMENTATION DURING THE CALENDAR YEAR (CY) O5 (ACTIVE COMPONENT, ARMY NATIONAL GUARD AND U.S. ARMY RESERVE) MOCS PERSONNEL RECLASSIFICATION WINDOW. THIS MESSAGE CONTAINS THE SPECIFIC PERSONNEL RECLASSIFICATION GUIDANCE FOR ALL COMPONENTS TO ACCOMPLISH THESE REVISIONS. ADDITIONAL DETAILS PERTAINING TO THE SPECIFIC REVISIONS MAY BE ACCESSED AT THE NOFC DIRECTORIES AT WEB-SITE HTTPS://PERSCOMND04.ARMY.MIL/NOFC2.NSF/ ON THE INTERNET. 

4. PERSONNEL RECLASSIFICATION PROCEDURAL GUIDANCE. 

A. ACTIVE COMPONENT. 

(1) ENLISTED MOS, SKILL QUALIFICATION IDENTIFIER (SQI), ADDITIONAL SKILL IDENTIFIER (ASI) AND LANGUAGE INDICATOR CODES (LIC) CHANGES ASSOCIATED WITH THESE REVISIONS AND DIRECTED BY THIS MESSAGE WILL BE ACCOMPLISHED BY RECLASSIFICATION AUTHORITIES AS OUTLINED IN AR 614-200, CHAPTER 2 AND 3. DIRECT CONVERSIONS AFFECTING ALL SOLDIERS IN A SPECIFIC MOS TO ANOTHER MOS DO NOT REQUIRE ORDERS AND WILL BE POSTED TO THE TOTAL ARMY PERSONNEL DATA BASE (TAPDB) BY HQ, U.S. ARMY HUMAN RESOURCES COMMAND-ALEXANDRIA (HRC-ALEXANDRIA). RECLASSIFICATIONS WILL BE ACCOMPLISHED AND CHANGES MADE IN LOCAL PERSONNEL RECORDS DURING THE 1 JULY - 30 SEPTEMBER 2005 RECLASSIFICATION WINDOW. UNLESS OTHERWISE NOTED, EFFECTIVE DATE OF RECLASSIFICATION WILL BE 30 SEPTEMBER 2005 

(2) PERSONNEL SERVICE CENTER CHIEFS AND PERSONNEL SERVICE COMPANY COMMANDERS WILL REPORT MOS CHANGES PER THE PROCEDURES CONTAINED IN DA PAM 600-8-2. IF POSITION NUMBERS ARE CHANGED, THESE WILL BE REPORTED BY UNIT COMMANDERS PER DA PAM 600-8-1.  THESE CHANGES WILL BE REPORTED WITHIN THE DATES SHOWN ABOVE. 
 
B. ARMY NATIONAL GUARD (ARNG). THE RECLASSIFICATION OF ARNG SOLDIERS DIRECTED BY THIS MESSAGE WILL BE ACCOMPLISHED PER DIRECTIVES GOVERNING NATIONAL GUARD PERSONNEL MANAGEMENT. RECLASSIFICATION WILL BE ACCOMPLISHED DURING THE 1 JUNE - 30 SEPTEMBER 2005 RECLASSIFICATION WINDOW. EFFECTIVE DATE OF RECLASSIFICATION WILL BE 30 SEPTEMBER 2005. 

3. THE HRC-ALEXANDRIA POC IS MR. RANDY NEWMAN, DSN 221-2099, COMMERCIAL (703) 325-2099 OR E-MAIL RANDY.NEWMAN@HOFFMAN.ARMY.MIL. 
Use this URL to link to this document
http://PERSCOMND04.ARMY.MIL/MILPERmsgs.nsf/All+Documents/05-097?OpenDocument
TASK:   SEMI-CENTRALIZED PROMOTIONS
 REFERENCES:  

     (1)  AR 600-8-19  - Enlisted Promotions and Reductions
     (2)  AR 600-9- The Army Weight Control Program
   (3)  AR 600-37, Chapter 3- Unfavorable Information
(4) EDAS Users Guide 20 January 2006

(5) EMILPO Functional Guidance 12 January 2006 https:www.hrc.army.mil/site/Active/fsd
(6) MILPER MSG NUMBER 05-272 DA DIRECTED PROMOTION LIST INTEGRATION TO SERGEANT (SGT) CLARIFICATION TO CURRENT POLICY AS WELL AS GUIDANCE FOR PROMOTIONS EFFECTIVE 1 JANUARY 2006
(7)   MILPER MSG NUMBER : 05-282 CLARIFICATION TO CURRENT PROMOTION POLICIES
RESPONSIBILITIES:  Monitor the enlisted promotion system for the unit. Ensure that soldiers are promoted when entitled and personnel actions are accomplished. 

PROCESSING PROCEDURES:  Advancement to PV2, PFC, and SPC/SGT AND SSG
1.  Unit commanders may advance eligible Soldiers to grades PV2, PFC, and SPC.  Primary eligibility criteria are time in service (TIS) and time in grade (TIG). These advancements are announced on a DA Form 4187 (except PV2, if it is a normal progression).  Each month your Sl section receives a SIDPERS report, referred to as the AAA-117 report, which lists by name all of your soldiers eligible for advancement from PV2 to SPC with and without waivers. The AAA-119 report will provide the number of allocations your unit has for that month to advance soldiers with waivers.  The company commander is the promotion authority for advancement to PV2 through SPC.  When you receive the monthly AAA-117 / AAA-119 reports, verify it against the previous month's report to ensure that all corrections have been made.  If a memorandum is desired, indicate to the unit commanders the number of waiver advancements that may be authorized for that month.  Distribute the AAA-117 report and memorandum to the respective units, and suspense all return documents not later than two days after receipt.

2.  When you receive the completed AAA-117 and the DA Forms 4187, ensure that individual company's did not exceed their authorized promotion limit.  Verify all promotions to ensure that they are authorized in accordance with AR 600-8-19, paragraph 2-3.  Verify that the unit commanders signed the AAA-117s and the DA Forms 4187.  Have the SIDPERS clerk submit appropriate grade change transactions.

3.  Identify those personnel selected for promotion to grades SGT and SSG.  A field grade commander of any unit authorized a commander, LTC, or higher may promote eligible soldiers to SGT and SSG.  Eligibility for these ranks is based on time in service (TIS), time in grade (TIG) and civilian and/or military education. Ensure that selected soldiers meet the minimum eligibility requirements as outlined in AR 600-8-19, paragraph 3-13.  The unit commander is the recommending official who is responsible for completing Part I of the DA Form 3355.  The Battalion S1 will review the recommendation(s) for accuracy and completeness and then forward all documents to the promotion authority for approval/disapproval.  If approved, it will then be forwarded to the Brigade S1 for processing.  If disapproved, it will be sent back through channels to the recommending official for appropriate action.  The promotion authority is responsible for convening a promotion board, as outlined in AR 600-8-19. 

4.  Promotion boards are convened once a month within the first 15 days of a month except when no one is recommended for board action.  They are conducted in a question and answer format only.  The promotion authority has the option of appointing a promotion board composed of commissioned officers or all enlisted members.  Specific guidance on promotion board operations is in AR 600-8-19, paragraph 3-16. 

5.  Voting members are either commissioned or warrant officers or NCOs senior in grade to those being considered for promotion.  Each voting member will complete a DA Form 3356 (Board Member Appraisal Worksheet) for each soldier being considered.  The promotion board recorder will collect all DA Forms 3356, inform the board of the results of the selection of that soldier, and then complete DA Form 3357 (Board Recommendation). The promotion board president will review the proceedings for accuracy and sign and forward it to the promotion authority for approval or disapproval.  If the promotion authority approves the promotion board in its entirety, all soldiers will be integrated onto the local AAA-242 (SGT / SSG Recommended List for Promotion of Enlisted Personnel).  If disapproved, an entire new promotion board must be held, composed of all new members, to consider all soldiers of the previous promotion board. 

6.  The promotion authority must approve or disapprove the promotion board proceedings within three working days after the promotion board adjourns.  The completed DA Forms 3355 must reach the Brigade S1 by the fourth working day. 

Human Resources Battalion/Brigade Promotion Work Center Information Handbook (guide)

1. This handbook contains memorandums on subjects frequently discussed in the Promotion portion of the Personnel arena. It provides personnel information, procedures and guidance on promotion issues. This guide can be used as a quick reference to assist in quality customer service.

2. The information contained in this handbook is intended as an aid to help the Promotion Work Center (USATC-K HR Services) and human resources clerks to better serve our Soldiers.  This handbook is intended as a quick reference.  Army regulations should still be reference for policy determination.

3. Local reproduction of this handbook is authorized and encouraged. Questions pertaining to the information contained in this handbook should be addressed to the POCs listed on each memorandum.
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APPENDIX A

Purpose:  This MOI provides guidance needed to accomplish the task requirements for the successful processing of promotions.  This MOI explains and clarifies:


a.         Policies and procedures


b.         Operating tasks


c.         Rules in support of operating tasks

1.  References:  AR 600-8-19, 21 Jul 06, Enlisted Promotions and Reductions and all supporting MILPER messages and guidance.

2.  In support of the above stated references, the HR Services Promotion Section will:

     a.  Review all correspondence for accuracy and completeness.

     b.  Keep units informed of changes or information needed to successfully process a Soldier’s personnel action.

3.
Policy:

      a.  SGT and SSG Promotions:


(1)  All Soldiers on the promotion recommended list are requires to sign a statement of responsibility before they appear before the promotion board.  This will become a permanent part of the promotion packet. The memorandum should contain at a minimum, the following:  Procedures for requesting evaluations and promotion point adjustments, requirements for Soldiers to review and initial the recommended list each month for accuracy and timeliness, the Soldier’s responsibility to report discrepancies immediately to the promotion chain of command, promotion effective dates, suspension of points, revalidation requirement, eligibility criteria for recommendation and promotion as reflected in Tables 3-3, and 3-4, AR 600-8-19.


(2)  Initial DA Form 3355s (Promotion Point Worksheet) will be turned into USATC-K HR Services NLT the 20TH of the month for the board month.  Packets should include: an ERB, APFT card, weapons qualification card (no more than a year old), commander’s memorandum, and all other documents to validate promotion points.  Initial promotion packet interview at the promotion section is required to update ERB.  Initial promotion packets received after the 20th of the month require approval of the Battalion CSM.  No exceptions.


(3)  All initial DA Form 3355s must be turned in with a promotion board announcement memorandum stating:  what time and when the board will convene, who is sitting on the board, what subject areas they are covering, and who is appearing before the board.  Due to problems in the past with Soldiers erroneously appearing before the promotion board, the Enlisted Promotions Report (AAA-294) will be turned in to HR Services for review of promotion requirements/eligibility.

(4)  After the promotion board has convened, the unit has 72 hours or three working days to approve the Promotion Board Proceedings and must submit them to HR Services by the 20th of the month.  Failure to do so will result in the Soldier not being integrated into the recommended list status.  When applicable, the S1 will turn in a memorandum requesting a promotion point adjustment at this time.  A copy of the board proceedings should accompany each Soldier’s packet after the board had been convened.

(5)  Request for reevaluations and point adjustments must be submitted on a memorandum signed by the unit commander.  Reevaluations and promotion point adjustments will be turned in to HR Service  NLT the 25TH of every month with all supporting documents.  Units will be responsible for turning in the requests and copies of Soldiers documents being considered.
(6)  Recommended List for Promotion of Enlisted Personnel, C10, will be available for pick up by 10TH of the month.  The original will be returned to HR Services with the commander’s signature, Soldier’s initials, and supporting documentations for Soldier’s without initials by their names.
(7)  Please make every effort to meet established suspense’s as they provide for the timely submission of promotion points into EDAS and promotions of our deserving junior enlisted Soldiers and NCOs.

      b.  PV2 to SPC Advancement/Promotions: (completed by USATC-K S1)
     
(1)  Unit Enlisted Advancement Report (AAA-117), must be turned into the S1 NLT the 10th of every month.

     
(2)  Units must prepare the Unit Enlisted Advancement Report (AAA-117) using eMILPO and submit it to the S1 by the 10th of the month.  The allocation worksheet, ADHOC Query (all ranks PV2-SPC), are current MTOE reflecting the SPC authorized strength must accompany the AAA-117 at turn in.  Ensure the Battalion Commander verifies (initials next to each Soldier’s name) and signs each AAA-117 report along with the Company Commander and all 4187s promoting soldiers to SPC are signed by the Battalion Commander.


(3)  Promotion Updates:


      (a)  If a promotions cutoff date falls on a Thursday, holiday (not including training holidays), or weekend, the cutoff is the following duty day. 

                  (b)  Soldiers in the grade of SPC to CPL who names appear on the by-name list who have not been granted a conditional promotion or completed WLC within 12 months will be removed from the recommended by-name list on the 13th month. 


 (4)  Rules for promotion to PV2 through SPC: Promotion to PV2, PFC and SPC will be made automatically by the TAPDB for posting to the eMILPO database. Eligibility criteria for automatic promotion are as follows:


        (a)  For promotion to PV2 the requirement is 6 months TIS.

                   (b)  For promotion to PFC the requirement is 12 months TIS and 4 months 

TIMIG.

                  (c)  For promotion to SPC the requirement is 24 months TIS and 6 months 

TIMIG.     

                 (d)  Soldiers must not be barred or flagged from reenlistment.  Any soldier educed must be fully qualified (without waiver) for promotion to the next higher grade. 

                (e)  If a unit commander elects not to recommend a Soldier for promotion on the automatic promotion date, a DA Form 4187 denying the promotion will be submitted not later than the 20th of the month proceeding the month of the automatic promotion.


   (f)  DA Form 4187 will be prepared for soldiers who are automatically promoted.

APPENDIX B

***When computing waivers exclude the following:  CMF 18 Soldiers, Ranger School graduates, ACASP (Army Civilian Acquired Skills Program), and Stripes for education Program when determining of waiver allocations to SPC  These Soldiers are not included in calculating waivers during the month of promotion or any subsequent month. AR 600-8-19, para 2-5 h (1) ***

1.  Waivers for TIS and TIMIG

               (a)  Promotion to PV2 may be waived at 4 months TIS.

               (b)  Promotions to PFC may be waived at 6 months TIS and 2 months

TIMIG.

               (c)  Promotions to SPC may be waived at 18 months TIS and 3 months 

TIMIG.
 2.  Disposition of DA Form 4187.


   (a)  Soldiers promoted prior to the automatic promotion date require a DA Form 4187 and submission of a GRCH transaction to be promoted.

               (b)  Soldiers flagged or barred from reenlistment at the required time for automatic promotion and later recommended, require a DA Form 4187 and a GRCH.

      c.  In accordance with AR 600-8-19, paragraph 1-27(d), promotable Soldiers in the rank of SPC/SGT who met a cutoff score an are otherwise qualified, but have not completed PLDC/BNCOC, may be conditionally promoted to SGT/SSG the day they met the cutoff score.  Conditional promotion authority is the Battalion Commander; the following guidelines should be use for consideration:

      (a)  When on temporary profile, which prohibits PLDC/BNCOC attendance. The promotion authority will submit a copy of the DA Form 3349 or Equivalent.

      (b)  When the promotion authority provides substantiating documentation to 

indicate the soldier has been scheduled to attend PLDC/BNCOC and reserved a  training seat. Soldiers promoted to SGT/SSG, without first graduating from PLDC/BNCOC must attend and graduate from PLDC/BNCOC within 12 months or as scheduled by AHRC, NCOES Branch.

      (c)  Forward all documentation with endorsement through the BHRC to the 

promotion authority Commander for approval.

      (d)  Soldiers that have previously failed to attend or graduate from PLDC/BNCOC are not eligible for conditional promotion.  Soldiers in this category will be promoted on the date they graduate from PLDC, provided otherwise qualified.  Effective date and DOR will be the date of graduation.

      (e)  Soldiers that are conditionally promoted to SGT/SSG and fail to attend or fail to graduate from PLDC/BNCOC will be administratively reduced and must appear before and be recommended by a local promotion board to regain promotable status. Points will be effective the first day of the second month following system input.  As an exception, Soldiers released from PLDC/BNCOC or the PLDC/BNCOC class seat reservation is canceled due to a medical for compassionate reason, as determined by AHRC, NCOES Branch will not be reduced in grade. However, those promotions remain conditional.

APPENDIX C
SAMPLE REQUEST FOR ADMINISTRATIVE REDUCTION

EAHC-AG










DATE

MEMORANDUM FOR Commander, US Army Troop Command - Korea, ATTN: HR Services, APO AP 96205
SUBJECT:  Request Administrative Reduction, SGT Doe, John, 111-11-1111, PMOS: 63B
1.  Request that the above named Soldier be administratively reduced to SPC effective _____________ (date of source document). In accordance with AR 600-8-19, 10 Jan 2006, SGT Doe was conditionally promoted in accordance with paragraph 1-28 c(5) and 3-29 and will be reduced to the grade previously held upon failure to complete the training requirement (PLDC) due to fault of his own.

2. SGT Doe has been flagged for failure to pass the APFT for admission into WLC.

3. Request a copy of the reduction order to be returned to this command when the actions completed.

4. Point of contact for this action is S1.Adjutant or PSNCO Give Rank and Name at DSN XXX-XXXX or email address.

Encl





RAY CHARLES
Source documents



LTC, AG






Commanding







(Promotion Authority, Bn Cdr)

APPENDIX D

Removal from Promotion Standing List

1.  Soldiers must be removed from the local standing list for the following conditions: 

2.  Failure to qualify, for cause, for the security clearance required for the MOS in which recommended or competing. 

3.  Failure to reenlist or extend to meet a service remaining requirement. 

4.  Enrolled in the Army Weight Control Program in accordance with AR 600-9. 
5.  Adverse action exists as follows:

            (a) Convicted by court-martial while on recommended list.

            (b)  Receives punishment imposed under the provisions of Article 15, UCMJ (not including summarized Article 15) while on recommended list.

            (c)  Undergoing proceedings that may result in discharge.  Soldiers processing medical evaluation will remain on the recommended list unless separated.

            (d)  Receives a memorandum or letter of reprimand, admonition, or censure filed in the soldier's OMPF in accordance with AR 600-37, Chapter 3.

6.  Soldier signs Declination of Continued Service Statement.

7.  Soldier is prohibited from re-enlisting when a local or DA imposed bar is approved after attaining recommended list status.

8.  Loss of MOS qualification due to reclassification as a result of inefficiency or misconduct.

9.  Release from active duty or enlisted status.

10. Dropped from the rolls as a deserter.

11. Failure to maintain the minimum promotion points required or fails to validate list status in accordance with AR 600-8-19.

12. Denied a waiver to reenlist.

13. When the promotion authority determines that the soldier's promotion packet contains fraudulent documents.

14. Soldier fails required NCOES course for academic reasons.  This includes soldiers denied enrollment to NCOES for APFT failure of failure to meet weight control standards in accordance with AR 600-9. 

15. Soldier fails to complete training required for MOS for cause of academic reasons. 

16. Failure of record APFT. 

17. A medical board has determined the soldier is no longer fit for duty. 

18. Soldiers who are on the promotion list and promoted to SGT because of entering WOCC or OCS will be removed from that list and will not be eligible for reinstatement.  Soldier must be re-boarded to gain promotable status. 

19. When the promotion authority has approved removal board recommendation that the soldier be removed from a recommended list. 

20. Erroneous selection. 

21. Reduction in grade. 

22. Soldier refuses to attend the required NCOES course.  Soldiers under this provision will not be eligible to be re-boarded for 12 months from the effective date of removal.
 Soldiers removed from a local recommended list must be notified in writing.

SAMPLE NOTIFICATION FOR REMOVAL OF A SOLDIER FROM PROMOTION STANDING LIST FROM COMPANY COMMANDER

OFFICE SYMBOL 







DATE

SPC Doe, Paul, 222-22-2222, HHD 512th PSB, APO AP  96205

SUBJECT:  Notification of being removed from Promotion Standing List

1.  I am recommending that you be removed from the Promotion Standing List for (Adverse Action, i.e., Failure of Record APFT) IAW AR 600-8-19, paragraph 3-29. This memorandum will be submitted to LTC Charles for approval and submission to the Promotion Work Center.

2.  To become eligible for list standing again, you must be fully qualified and be re-boarded IAW AR 600-8-19, paragraph 3-11.

                                



            DRILL WILL

  

                            



   
CPT, AG

 

                           



      
Commanding











PAUL DOE







SPC, USA
SAMPLE MEMO FROM BATTALION S1 FOR BEING REMOVED FROM PROMOTION STANDING LIST

OFFICE SYMBOL (600-8-19)                                                                       DATE

MEMORANDUM FOR Commander, Brigade S1, ATTN: Promotion Work Center, BHRC ADDRESS

SUBJECT:  Removal from Promotion Standing List  (SPC Doe, Paul, 222-22-2222, HHD 512th PSB, APO AP  96205)
1.  I direct that SPC Doe be immediately removed from the Promotion Standing List IAW AR 600-8-19, paragraph 3-29.  The Soldier has been notified in writing of this action.

2.  Documentation supporting this request and a copy of his acknowledgment is enclosed.

Encl                                                                         RAY CHARLES
Memo, Co A,  Date                                                 LTC, AG
                                                                                 Commanding

SAMPLE MEMO FROM BRIGADE S1 FOR BEING REMOVED FROM PROMOTION STANDING LIST

OFFICE SYMBOL (600-8-19)                                                                           DATE

MEMORANDUM FOR Commander Battalion S1, address

SUBJECT:  Removal from Promotion Standing List

1.  ____________________________ has been removed from the Promotion Standing List per memorandum received by this office, dated __________.

2.  Service member’s promotion packet will be retained in the functional files of the BHRC for 2 years IAW AR 600-8-19, paragraph 3-32.
3.  Promotion authority must submit a DA Form 4187 requesting Soldier be reinstated on the list if this removal action is later found to be erroneous IAW AR 600-8-19, paragraph 3-33.  The DA form 4187 must include supporting documentation.

4.  Point of contact for this action is _________________________. 

FOR THE COMMANDER:

                                                                               Brigade S1

          Promotion NCOIC or OIC

       SIGNATURE BLOCK

APPENDIX E

SAMPLE REQUEST FOR ADMINISTRATIVE REEVALUATION

OFFICE SYMBOL (600-8-19)                                                                         DATE

FOR Commander, unit’s names and unit’s address

SUBJECT:  Administrative Reevaluation-(SGT Doe, You, 333-33-3333)

1.  IAW AR 600-8-19, paragraph 3-20, request for an administrative reevaluation.

2.  SGT Doe request is based on the promotion point increase of 20 or more promotion points.

3.  SGT Doe understands the Brigade S1 will notify him through the unit S1/PAC of any adjustments/discrepancies to his promotion increase.

4.  Soldier is awarded __________ duty performance evaluation points.

5.  SGT Doe is aware that it is his responsibility to report discrepancies immediately to the promotion chain of command, erroneous promotion effective dates, suspension of points, revalidation requirement, eligibility criteria for recommendation and promotion as reflected in Tables 3-3, and 3-4, AR 600-8-19.

4.  Point of contact is the undersigned below at xxx-xxxx.

Encl(s)                                                                      DRILL WILL
1.  APFT Card dated 1 Sep 02 (290)                        CPT, AG
2.  Weapon Card dated 10 Sep 02 (EXP)                 Commanding

3.  ARCOM Order # 111-12

4.  ACCP Course (28 Credit Hours)

5.  Certificate of Training (Combat Lifesaver)

6.  College Transcript dated 1 Apr 02 (NCI 46 SH)

PROMOTION REEVALUATION CHECKLIST

(requestor’s name, rank, SSN)

TO BE COMPLETED BY REQUESTOR: (not later that the 20th of the month)
______
Soldier has 20 or more new points to add: Soldier must update ERB (if needed) at HR Services, building 2640. New data entered into eMilpo will take 48-72 to process and transfer onto the automated 3355.

______ Soldier will visit Company Commander: Soldier will request a reevaluation through the Company Commander or their designated representative. Soldier must provide a copy of the most recent APFT Card and Weapon Qualification card. 

TO BE COMPLETED COMPANY: (verify Soldier completed steps listed above)

______ Prepare a Reevaluation memorandum: Required by Table 3-8, AR 600-8-19.  The memorandum must be signed by the company commander and must include the amount of duty performance points being awarded by the commander and include the current APFT and Weapons score/date. 

______  Completed memorandum: Attach a copy of the APFT card and Weapons score card and all other promotion points source documents to be included as part of the request that are not reflected on the ERB. Reevaluation request should be submitted to HR Services with a DA Form 200.
TO BE COMPLETED BY HR SERVICES (Building 2640):  (receive and verify all documents listed above and keep a copy of DA Form 200) 

(Reevaluation requests will not be accepted HR Services after the 25th of month IAW AR 600-8-19)

______ Automated DA Form 3355: Print an automated DA Form 3355 which reflects the addition of 20 or more new points. Have the Soldier sign the automated DA Form 3355 to verify the accuracy of the reevaluation

______ Input Soldiers new promotion score: Once the Soldier has signed the automated DA Form 3355 attach the company commander memorandum and all source documents to the DA Form 3355. HR Services will enter the new promotion points score into EDAS and file all documents in the promotion packet.

TO BE COMPLETED BY REQUESTOR:

______ Verify new promotion points: Verify the monthly C10 for accuracy (as required in the Soldier memorandum of responsibility). Coordinate with HR Services promotion section if there are any discrepancies between the C10 and the automated DA Form 3355 that you signed.

APPENDIX F

          AAA-117 PROCEDURES is used in conjunction with Waiver allocations.

Section III 
Task: Compute Waiver Allocations 
2-5. Rules for computing waiver allocations (SPC and below) 
a. Calculations for PV2 and PFC are based on assigned strength and SPC are based on the authorized current strength document. Add and subtract arrivals or departures, correct any grade discrepancies and obtain blank/missing data prior to doing computations. Criteria used for calculation of computations will be as of the date the Enlisted Advancement Report is printed in the month preceding the promotion month. Waivers will be used only on the first day of the promotion month. 

b. When computing SPC waiver allocations, use CPL and SPC authorized strength only. Replacement units and transition units will not use soldiers transitioning between units or out of the Army when computing waivers. 

c. Battalion S1 section calculates waiver allocations by company for PV2 and PFC. 

d. SPC will be consolidated and calculated at battalion-level. 

(1) Battalion commander will realign total allocations within battalion as he or she sees fit (promotion to SPC only). 

(2) The battalion commander must sign the Enlisted Advancement Report as the reviewing authority for soldiers who are recommended for promotion to SPC with waiver(s). 

(3) Companies/detachments and separate companies/detachments who are supported by a battalion will participate in the battalion roll-up. Separate companies that act as a parent unit and do not report to a battalion-level unit will compute their waiver allocations separately. 

(4) Battalion roll-ups and separate companies may promote to the SPC waiver percentage established and announced by HQDA. 

(5) Commanders of SPC waiver computing battalions/separate companies/detachments with less than 10 current SPC/CPL authorizations (positions) and no soldier serving in the waiver zone (less than 24 months TIS) may promote one soldier to SPC with waiver. These units are not authorized a SPC waiver promotion if the unit has an SPC/CPL serving in the waiver zone. 

e. Total number of assigned PV2 with less than 6 months TIS cannot exceed 20 percent of the total PV2 population. 

f. Total number of assigned PFCs with less than 12 months TIS cannot exceed 20 percent of the total PFC population. 

d. Total number of assigned SPCs and CPLs with less than 24 months TIS cannot 

exceed the SPCs waiver percentage established by HQDA. The SPCs waiver percentage will be published in the monthly cutoff scores and enlisted promotion issues memorandum. 

h. When computing waivers exclude the following: 

(1) CMF 18 soldiers, Ranger School graduates, ACASP, and Stripes for Education Program when determining the number of waiver allocations to SPC. These soldiers are not included in calculating waivers during the month of promotion or any subsequent month. 

(2) Assigned reserve soldiers who are not counted in the Army's end strength. 

2-6. Steps for computing waiver allocations (SPC or CPL and below) 

The steps for computing waiver allocations (SPC or CPL and below) are contained in table 2-2 . 

	Table 2-2. Computing waiver allocations 

	STEP 
	WORKCENTER 
	REQUIRED ACTION 
	PV2 
	PFC 
	SPC/CPL 

	1 
	BNS1 
	Total number of soldiers assigned for PV2/PFC and authorized strength for SPC
	  
	  
	  

	2 
	  
	Multiply step 1 by total allowable with waivers or as announced by HQDA 
	X.20 
	X.20 
	X. HQDA percentage 

	3 
	  
	Total allowable with waiver. Use whole numbers only. Drop fractions, do not round up. 
	  
	  
	  

	4 
	  
	Number of soldiers already assigned with less than the required TIS minus exceptions in paragraph 2-5h . 
	  
	  
	  

	5 
	  
	Subtract row 4 from row 3 for total waivers authorized. 
	  
	  
	  

	6 
	  
	Follow steps 3 through 11 of table 2-1 for continuing process. 
	v 
	  
	  


Note:  THE BATTALION COMMANDER MUST SIGN THE AAA-117 AS THE REVIEWING AUTHORITY FOR SOLDIERS WHO ARE RECOMMENDED FOR PROMOTION TO SPC WITH WAIVER IAW AR 600-8-19, paragraph 2-5(d).

AAA-294 PROCEDURES.

	Table 3-5. Identifying soldiers for recommendation for promotion to SGT/SSG 

	STEP 
	WORKCENTER 
	REQUIRED ACTION 

	1 
	BNS1 
	Print the unit enlisted promotion report or receive the report from the promotion work center. 

	2 
	  
	Establish the suspense date and forward report to the appropriate unit no later than the first duty day of the month preceding the board month. 

	3 
	UNIT 
	Commander will personally review the report for accuracy and identify soldiers to be recommended for promotion. Commander will annotate "YES" for those recommended or "NO" for those not recommended. 

	4 
	  
	Commander will personally initial each entry and authenticate the report. 

	5 
	  
	Return completed report to BNS1 no later than the fifth day of the month preceding the board month. Commander will also provide weapon qualification, current APFT information and duty performance evaluation for soldier(s) recommended. 

	6 
	BNS1 
	Prepare DA Form 3355 thru Section A and forward to commander for certification. 

	7 
	UNIT 
	Commander will counsel soldiers that are fully qualified but not recommended to appear before the board in accordance with paragraph 1-26 . 

	8 
	  
	Provide a copy of counseling to BNS1 for filing with the Personnel Eligible for SGT/SSG Promotion Consideration Report. 

	9 
	BNS1 
	File report and any counseling in the BNS1 for 2 years. 


WAIVER ALLOCATION WORKSHEET

	EACH COMPANY
	STEP
	REQUIRED ACTION
	PV2
	PFC

	 
	1
	Total number of Soldiers assigned for PV2/PFC
	 
	 

	 
	 
	adjusted by arrivals and departures for company
	 
	 

	 
	 
	from AAA-117  
	 
	 

	 
	2
	Multiply step 1 by total allowable with waivers
	x.20
	x.20

	 
	3
	Total allowable with waiver.  Use whole numbers 
	 
	 

	 
	 
	only.  Drop fractions, do not round up.
	 
	 

	 
	4
	Number of Soldiers already assigned with less than 
	 
	 

	 
	 
	the required TIS minus exceptions in 2-5h. PV2 less than
	 
	 

	 
	 
	6 months and PFC less than 12 months TIS
	 
	 

	 
	 
	Subtract row 4 from row 3 for total waivers authorized
	 
	 

	 
	5
	Follow steps 3-11 in table 2-1 of AR 600-8-19
	 
	 

	 
	 
	 
	 
	 

	
	
	
	
	

	
	
	
	
	

	BATTALION
	STEP
	REQUIRED ACTION
	SPC
	

	 
	1
	Total number of Soldiers authorized SPC
	 
	

	 
	 
	adjusted by arrivals and departures for battalion MTOE
	 
	

	 
	 
	from AAA-117  
	 
	

	 
	2
	Multiply step 1 by total allowable with waivers
	x.HQ % from cutoff score
	

	 
	3
	Total allowable with waiver.  Use whole numbers 
	 
	

	 
	 
	only.  Drop fractions, do not round up.
	 
	

	 
	4
	Number of Soldiers already assigned with less than 
	 
	

	 
	 
	the required TIS minus exceptions in 2-5h. 
	 
	

	 
	 
	SPC less than 24 months TIS
	 
	

	 
	 
	Subtract row 4 from row 3 for total waivers authorized
	 
	

	 
	5
	Follow steps 3-11 in table 2-1 of AR 600-8-19.
	 
	

	 
	 
	 
	 
	


APPENDIX G

[image: image10.png]PREPARATION OF DD FORM 1A, COMMISSIONED OFFICER COMMISSION
(PROMOTION) CERTIFICATE AND DD FORM 1290, WARRANT OFFICER PROMOTION
CERTIFICATE. (BLANK CERTIFICATES ARE AVAILABLE THROUGH THE FORMS
AND PUBLICATION OFFICE)

1. The procedures outlined herein govern preparation of DD Form 1A, Commission (Promotion)
Certificate (Encl 1).

a.

The form will be used to evidence the appointment or promotion of commissioned
officers in all grades and components of the United States Army.

The form will be prepared as indicated below and all entries will be made in “script
type”. See enclosure 1 for guide to “item numbers”.

(1) Item 1. Complete name in lower case, initial caps. “Junior” when used, will
be spelled out, never abbreviated; “second” written “II”; “third” written “III”,
etc. Initials will be used only when complete name is not available. The entry
will be centered in open space.

EXAMPLES:

John Robert Doe, Junior
Mary T. Smith

Victor M. Jones, 111

(2) Item 2. The pronoun “him” or “her” in lower case. The grade, branch and
component in lower case with first letter of each word capitalized (centered in

space between “him” or “her” and “in the”.

EXAMPLES:
(a) him, Lieutenant Colonel, Infantry, Regular Army
(b) her, Major, Medical Corps, United States Army Reserve
(c) him, Captain, Dental Corps, Regular Army
(d) her, First Lieutenant, Veterinary Corps, United States Army Reserve

(3) Item 3. Enter the word “rank”

(4) Item 4. Day of month spelled in lower case, hyphenated when appropriate.
For RA original commissions and promotions and for USAR commissioned
promotions while on AD enter the date of rank. For USAR original
commissions, enter the date of appointment, (effective date of commission).
The latter is the date of the letter of appointment, unless otherwise specified in
the letter.

EXAMPLES:

(a) First

(b) twenty-fourth




[image: image11.png]T all who shall see these presents, reelqyg.
Tinotwr Ye. that reposig specidd trest and copfidince in e  patriotism. valor:
Sfdelity and abilt Tdo

appout n the

%ﬁtieh States Armg
Teem as such prom the  (ten 83 dhy of

Viousard i gfficer ol therfore
and difgently {/mw e datis of the offce to which appointed by doigg and
pesforming all mannen of things thereunto belongig

And T - strictty chapge and regaive those gfficrs and other personnel of lesser
swich obedionce as is due an gffcer.of this grade and position. - And.
this gffccr s to obseroe and!followwsuch orders and divections, from time to tine. as
iy begiven by the Presidint of he United Sates of Ameria o other saperion
icers. acting in accordance with the laws of the lnited Seates gf . lnerica

This commission as lo continue iy force during the, ddent of the
UUnited Seates off America ander dhe provisions of thase publhc lacos relating to
fecers of the Armed Hovces of the Hnited States of America

and the component thereofin which this appointment is mad.

Done at the ciyy of Weshingeon. dhis dyof
i the year of our Lord two thousand @ wid of the
Tndgpendince of the United Seates of America O @

By the Prosidene:

) o

el

rant to

TR Coer 5N /




[image: image36.jpg]‘ Military Training Certificates

(Maximum 200 Points)

Cert. of Training: DA FORM 87 CRS TITLE

Update / Continue Reset

Return to Points Menu




MANAGING

SGT AND SSG

PROMOTIONS

USING EDAS

LEADERS OVERVIEW

AND

PROMOTIONS WORKCENTER GUIDE

[image: image37.jpg]1. TYPE 2. DATE (¥YYYMMDD)
PROMOTION POINT WORKSHEET @ i

For use of this form, 52 4R 80015 the proponent agency s DCSPER

Ob. Total Reevalation 20050802
DATA REGUIRED BY THE PRIVACY ACT OF 1974
BuTHORITY: Tl 8 USC, Section 201
PRINCIPAL PURPOSE:  To dtermin sty fo promotio
ROUTINE UsEs: Revined to determine prometion ity 3nd valdy of ponts grnted.
DISCLOSURE: T fumising o faudent information may sl in il of promctin.
N asen 5. RECOMMENDED GRADE
. GRGANEZATION 7. s
SECTION A- RECOMNENDATION
1. MLITARY TRAINING. Qpimum 100 Ports)
2. LATEST APFT DATE b. SCORES . POINTS AWARDED
Ky oy PUSHUPS  [SITUPS RUN ToTAL
& LATESTWEAPONS QUALIFICATION OATE . DAFORM USED ¥ ToTAL HiTs . POINTS AWARDED
crrrnaon

. TOTAL POINTS AWARDED

DUTY PERFORMANCE EVALUATION (uiximum 140 Pt Avard 1:30 Pofts For Each Catgory)
CATEBORY

COMPETENCE: Prficiert, Knowledgeabl, Communicates Effectvely

MILITARY BEARING: Roe M, #ppearance, Confidence

LEADERSHIP: Motvates Soldirs, St Standard, Mssion, Congem

TRAINING: idividua and Team, Shares Knowladge and Experience, Taching

. RESPONSIBILITY AND ACCOUNTABILITY: Equpment, Fasiies, S3faty, Conservaton
. TOTAL POINTS AWARDED

| cartty that the above APFT and waspons qualficaton oorss shaun have basn &tractad from appropa records and te aast valid
coares are i aocardane with femy Trning Reguiaions and ey Fied Ml

. SIGATURE OF COMWANDER 4. TYPED OR PRINTED NAVE AND GRADE AT (rvvvmance)
@us s
SECTION 8- ADMINISTRATIVE POINTS

1. ANARDS, DECORATIONS AND ACHIEVEMENTS. (asimum 100 Pofts. List ll auards individually. include auard number 2. 3 0L)
and he rderrumber)

TOTAL POINTS AWARDED
DA FORM 2388, MAY 2000 PREVIOUS EDITIONS ARE DBSOLETE Page 102 USAPAVLOD

e Page]

(Update DA3358 with Additionsl poirt]  [Bsckto i W) Print Page



[image: image38.png]Promotion Point Worksheet Additions

SECTION A - RECOMMENDATION
2. Duty Performance Evaluation (Maximum 150 Foints, Award 1-30 Foints For Each Categony)
WA~ COMPETENCE: Profiient, Knouledge, Communicates Efictively

[ MILITARY BEARING: Role Modsl, Appesrance, Confidence
[ LEADERSHIP: Motivates Soldies, Sets Standards, Misson, Concern

WA v]  TRAINING: Individual and Team, Shares Knowladge and Experience, Teaching

HHHH

WA ~ RESPONSIBILITY AND ACCOUNTABILITY: Equipment, Facilies Safety, Consenvation

SECTION B - ADMINISTRATIVE POINTS
1. Achievements (ifsximum 100 Foints)
WA ~]  GOLD ACHIEVEMENT STAR

WA v|  CAMPAIGN SERVICE STAR
WA v]  GOLD RECRUITER BADGE

WA v|  SAPPHIRE ACHIEVEMENT STAR

WA v]  ORILLSGTOF cYoLE

WA v|  CERTIFICATE OF ACHIEVEMENT (CMDRIDGMDR (LTG DR HIGHER)
WA v]  SOLDIERINCO QUARTER BDE Lyt

WA v]  SOLDIERINCO QUARTER (NSTALLATION / DIVISION)

WA ~]  SOLDIERMCO YEAR (MASOM)

WA v]  DISTINGUISHED HONDR GRAD (IEDES)

DISTINGUISHED LEADERSHIP AWARD (YCOES)

COMMANDANTS' LIST Q450ES)

A

Initiate New DA 3355 Reset





                                                             TAPC-MSP-E
         20 JANUARY 2006

Manage SGT and SSG promotions at field level by accurate and timely input of promotion points and make grade changes via enlisted distribution and assignment system (EDAS) online screen to update the Total Army Personnel Database (TAPDB).

Concept:
Field ownership of promotion data at Department of Army and use of EDAS real-time capability until SIDPERS 3.0 is fully functional.
Promotions workcenter uses EDAS screens to view, update promotion points, print promotion reports, print monthly by-name promotion selection lists and make grade changes to the TAPDC real-time with simplified procedures.
TAPDB automatically updates the defense finance and accounting system (DFAS) and eventually local SIDPERS file.

EDAS Provides the Following:
Recommended list for promotion of enlisted personnel in C10 format.
EPP2 promotion points update screen in lieu of C10.
Monthly SGT/SSG by-name promotion selection list.

Only those soldiers whose names are reflected on the HQDA monthly SGT/SSG by-name promotion selection list are authorized promotion.

EDAS Guide                                             20 January 2006                                                           

	DESCRIPTION


EDAS offers the Promotions workcenter a simplified and faster automated means to input and to change a soldier's promotion points or to make grade changes to the TAPDB using EDAS screens. EDAS is "real-time" and therefore the Promotions workcenter will immediately view changes at the top of the system. This eliminates today's complex error resolution as well as top/bottom of the system differences between the two databases. Changes made through EDAS will automatically download and update SIDPERS and DFAS. The Promotions workcenter has up to 2200 hrs Eastern Standard Time of the last day of the month to input initial reevaluation or adjustment points via EDAS to TAPDB.  The field has two EDAS-generated reports to manage SGT and SSG promotions.

(1) A promotion standing list similar to the current SIDPERS C10 recommended list.

(2) A by-name promotion selection list of soldiers authorized to be promoted to SGT and SSG.

Following verification of soldier's eligibility utilizing the by-name promotion selection list, the Promotions workcenter will submit a simplified grade change via EDAS. On the effective date of promotion, the TAPDB will automatically update DFAS and SIDPERS. If an unprogrammed promotion is entered, EDAS error message feedback immediately provides.  Installations have the capability to view the promotion status of in-transit or TDY soldiers.

	EDAS BENEFITS


- Real-time update of points and grade in HQDA database
- Simplified and faster input of points and grade changes
- Immediate visibility of promotion point data at HQDA
- Automatic DFAS update
- Ability to view promotion status of in-transit and TDY soldiers
- Field ownership and accountability for promotion data
- Future ability to manage SGT and SSG promotions similar to the Senior Enlisted 
  Promotion System
EDAS Guide                                             20 January 2006                                                             

PERNET/EDAS LOG-ON INSTRUCTIONS
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                                                      /K or LOGOFF to EXIT

         This network of computers is protected by a security system.

    Criminal law prohibits unauthorized use.  Violators will be prosecuted.

 *****************************************************************************

 *      USER-ID:                  PASSWORD:                     15:25:15     *

[image: image40.jpg]Promotion Point Worksheet

Please Enter the Soldiers SSN:

Submit SSN Reset




 *      NEW PASSWORD:                                           11/05/05     *

 *      ACCOUNT:                                                ALTC0487     *

 *      TRANSFER:                                               3278-2A      *

 *                                                              SMRTAL9A     *

 ********************************* TPX 5.1 ***********************************                                                              

STEP 1:  ENTER YOUR PERNET USER ID AND PASSWORD AND PRESS “ENTER”.

[image: image41.jpg]Promotion Point Worksheet Contact Us Back to Home Page

You are not authorized to calculate Promotion Points on this individual.

HelShe is not in the ranks of SPC/ CPLI SGT.

If you feel you have reached this page in error, feel free to contact
HRC Junior Enlisted Promotions Section

SGM Coon at DSN 2215101 or Commercial (703)3256-5101
or
Mr. Calvin Grant at DSN 221-3959 or Commercial (703)325-3959

Thank You

Thi it is provided 25 3 public senios by the U.5. Aimy Enlisted Records and Evaluation Canter. Thi it f intendad o be used by the publio or
viewing and etieving information only. Unauthorized attempts to upload of shange information on this senvie are stitly prohibited and may be
punishable unde the Computer Faud and Abuse Act of 1956 Regulations do not permittandom disamination of istings of names, addresses, and
peizannel infarmation of samice parsannel

U5, Govamment Computer System: Ses out Secuity and Prvacy Notics
Guestons? Comments? Suggestions? Plaase contactthe Webmaster
Thi page was st updated 01 August, 2005




                                  ATTENTION!

   This is a DOD computer system. Before processing classified information,  check the security

   accreditation level of this system. Do not process, store, or transmit information classified  

   above the  accreditation  level of  this system.  This computer system, including all related 

   equipment, networks, and network devices (includes  internet  access) are provided only for 

   authorized U. S. Government use.  DOD computer systems  may be monitored  for all lawful

 purposes,  including to ensure their use is authorized, for management of the system, to 

 facilitate protection  against unauthorized access,  and to verify security procedures, 

 survivability,  and  operational  security.  Monitoring includes, but is not limited to, active 

 attacks by authorized DOD entities to test  or  verify the security of this system.  During 

 monitoring, information [image: image42.jpg]Promotion Point Worksheet Contact Us Back to Home Page
AKO Login

To use this sefice, you must have an ARMY Knowledge Online (AKO) account. If you do not have an
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Please enter your ARMY Knowledge Oy
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Password

Submit | Reset
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may be examined,  recorded,  copied,  and used  for authorized 

 purposes.  All information, including  personal  information,  placed  on  or sent over this

 system may be monitored.  Use of  this  DOD  computer  system,  authorized or

 unauthorized, constitutes  consent  to  monitoring.  Unauthorized use of this DOD computer 

 system  may subject you to  criminal  prosecution.   Evidence of unauthorized use collected 

 during monitoring may be used for  administrative, criminal, or other adverse action.  Use of 

 this system constitutes consent to monitoring for all lawful purposes.

                           Press ENTER to Continue         

STEP 2. PRESS ENTER TO CONTINUE.

PERNET/EDAS LOG-ON INSTRUCTIONS CON’T
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                        TPX MENU FOR ALSQMTR                 Panelid  - TEN0041

                                                             Terminal - ALTC0487

  Cmdkey=PF12/24    Jump=PA3          Menu=PA1               Model    - 3278-2A

  Print=PF14        Cmdchar=/         /K to EXIT             System   - AALTPX01

     Sessid      Sesskey       Session Description           Status

   _ TPXADMIN    PF            TPX ADMINISTRATION

   _ TPXMAIL     PF            TPX MESSAGES / BROADCASTS

   _ TPXNOTES    PF            TPX SCRATCHPAD

   _ AL2CIP1     PF 2          ISC-H EDAS/PROD CICS
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   _ AL2CIP4     PF            ISC-H OTHR/PROD CICS

 Command ===>                                         Check Messages

 PF1=Help  PF7/19=Up  PF8/20=Down  PF10/22=Left  PF11/23=Right  H =Cmd Help

STEP 3:  POSITION YOUR CURSOR ON SESSION ID AL2CIP1 AND PRESS “ENTER”.
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  EDAS
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 ACFAE139 CICS ALCPSP1 Signon OK: User=ALSTRMW NAME=DOE JOHN

STEP 4:  TYPE THE WORD “EDAS” EXACTLY WHERE THE CURSOR LANDED AND PRESS “ENTER”.

PERNET/EDAS LOG-ON INSTRUCTIONS CON’T

                                                             05/NOV/05

                                 WELCOME TO THE

                   ENLISTED DISTRIBUTION AND ASSIGNMENT SYSTEM

                                     (EDAS)

            PLEASE ENTER:

                                  EDAS ID

                                          -------

                            EDAS PASSWORD

                                          -------

                IF YOU HAVE ANY QUESTIONS, COMMENTS, OR PROBLEMS

                     PLEASE CONTACT: EDAS ASSISTANCE CENTER

                       DSN: 221     COMMERCIAL: (703) 325

               USE THESE EXTENSIONS: 3978  7210  8943  8944  8490

STEP 5:  ENTER YOUR EDAS ID AND PASSWORD THEN PRESS “ENTER”. NOTE: THE DEFAULT PASSWORD FOR NEW USERS IS “EDAS”.  


 EDAS USER UPDATE                PRIVACY ACT INFO    08:10   05/NOV/05   ZJU-1U1

 *********************** USER PERSONAL DATA ONLINE UPDATE*******************

 EDAS ID: MXC0008  NAME: CORCORAN        MONICA       X

 *********************************************************************************

 NEW PASSWORD: _______   (ENTER TWICE:) _______
 

 TITLE: MS       PHONE-DSN: 221 - 3972    PHONE-COMMERCIAL: ( 703 ) 325 - 3972

 AKO-ID: LAWRENCE.CORCORAN                                         

 E-MAIL: LAWRENCE.CORCORAN@US.ARMY.MIL

 LOCATION: EDAS R & D SECTION                ROOM NUMBER: 520

           HOFFMAN I, ROOM 520               USERID: AL5CF6K

           ALEXANDRIA, VA

         PRINTER    NODE

 LOCAL:  ________   ____________________

 REMOTE: ________   ____________________

 MAIN:   ________   ____________________ 
 PRESS ENTER TO CONTINUE, F1 FOR HELP, OR F3 TO EXIT

        ENTER YOUR AKO-ID OR N/A IF YOU DO NOT HAVE ONE
STEP 6:  USER UPDATE SCREEN PROMPT YOU TO CREATE A EDAS PASSWORD.  ENTER YOUR PASSWORD TWICE, PRESS “ENTER” AND THEN PRESS “F2” TO POST.

EDAS MAIN MENU


 EDAS MAIN MENU                   UNCLASSIFIED        09:49   05/NOV/05  ZJU-X10

 ******************************* EDAS MAIN MENU *******************************

  1 = UPDATE PERSONAL DATA

  A = ASSIGNMENT SUBSYSTEM

  D = SUPPORT TOOLS SUBSYSTEM

  E = EFMP SUBSYSTEM

  F = FIELD USERS SUBSYSTEM

  H = HELP SUBSYSTEM

  I = IET PROCESSING

  L = LANGUAGE SUBSYSTEM

  M = MANAGEMENT INFORMATION SUBSYSTEM

  O = ORGANIZATION SUBSYSTEM

  P = PERSONNEL SUBSYSTEM

  Q = PERSONNEL DATA UPDATE SUBSYSTEM

  R = REQUISITION SUBSYSTEM

  S = SYSTEM ADMINISTRATION SUBSYSTEM

  T = SPECIAL INSTRUCTION TEMPLATE

  Y = POLICY SUBSYSTEM

  X = EXIT EDAS

  A ENTER OPTION DESIRED                                       WHERE NEXT - PQ
 PRESS ENTER TO CONTINUE, F1 FOR HELP, OR F10 TO EXIT

EDAS MAIN MENU:  THIS SCREEN DISPLAYS ALL AVAILABLE SUBSYSTEMS APPLICABLE TO EACH USER.  EACH SUBSYSTEM HAS ONE OR MORE FUNCTIONS WITHIN THAT SUBSYSTEM.

FOR EXAMPLE:  TYPING AN “A” IN THE “ENTER OPTION DESIRED” INPUT FIELD WILL TAKE YOU TO THE ASSIGNMENT SUBSYSTEM WITH APPLICABLE FUNCTIONS.

YOU MAY ALSO USE THE "WHERE NEXT" INPUT FIELD (BOTTOM RIGTH SIDE OF THE SCREEN) TO TAKE YOU TO ANOTHER FUNCTION.  FOR EXAMPLE:  IF YOU WANT TO GO TO THE PERSONNEL QUERY FUNCTION OF THE PERSONNEL SUBSYSTEM, TYPE "PQ" IN THE "WHERE NEXT" INPUT FIELD AND PRESS THE "ENTER" KEY.

FUNCTION KEYS

F1...................
HELP SCREEN

F2...................
POST

F3...................
PREVIOUS INPUT SCREEN IN THE PATH

F4...................
BACKUP TO THE PREVIOUS RECORD IN DISPLAY PATH

F5...................
TOGGLE BETWEEN DETAIL REPORT AND SHORT REPORT

F6...................
TOGGLE BETWEEN SHORT REPORT AND ONE-LINE REPORT

F9...................
RETURN TO EDAS MAIN MENU

F10..................
EXIT EDAS.  NOTE: DOES NOT EXIT THE REGION.  USER 





MUST TYPE THE WORD “LOGOFF” TO EXIT THE REGION.

ALT/F1...............
RETURN TO TPX (TERMINAL PROCESSING EXCHANGE) MENU 





WITHOUT EXITING CURRENT SYSTEM

CTRL/R...............
RELEASE FROM PROTECTED AREA

HOME.................
MOVES CURSOR TO FIRST POSITION ON THE SCREEN

SHIFT/TAB............
MOVES CURSOR TO LAST POSITION ON THE SCREEN

(PM) PROMOTION UPDATE


 EPM1 - PROMOTION UPDATE           UNCLASSIFIED       12:12   05/NOV/05   ZJU-PM1

 ******************************  RECORD SELECTION  ***************************

 ENTER ONE OR MORE SOCIAL SECURITY NUMBERS (SSN)

      _________ _________ _________ _________ _________ _________ _________

     _________ _________ _________ _________ _________ _________ _________

     _________ _________ _________ _________ _________ _________ _________

     _________ _________ _________ _________ _________ _________ _________

     _________ _________ _________ _________ _________ _________ _________

 ***************************************************************************************************
   -OR- ENTER PSC/UPC AND A MINIMUM OF ONE EACH PROMOTION MOS AND PAY LEVEL

 PSC:  ____ UPC:  _____   PRMOSE:  ALL ___ ___ ___ ___ ___      PLVLSN:  _   _

 ***************************************************************************************************
 PROMOTION SELECTION LIST WORLDWIDE: _   OR   SPECIFIC PSC: ____

 _  PLEASE SELECT AN OUTPUT DESTINATION FOR PROMOTION SELECTION BY-NAME LIST

    E. EMAIL    F. FTP    L. LOCAL    M. MAIN    R. REMOTE

 1   ENTER THE NUMBER OF COPIES

    PRESS ENTER TO CONTINUE, F1 FOR HELP, OR F3 TO EXIT        WHERE NEXT - __

ZJUPMP1

THE PROMOTION UPDATE RECORD SELECTION SCREEN IS USED TO SELECT SOLDIERS WHO WILL BE PROMOTED TO SERGEANT OR STAFF SERGEANT.  

SCREEN INSTRUCTIONS:

THE BOTTOM PORTION OF THE SCREEN IS USED TO REQUEST A PRINTED COPY OF SOLDIERS SELECTED FOR PROMOTION TO SERGEANT AND STAFF SERGEANT.  THIS IS A WORLDWIDE LIST ARRANGED BY GRADE IN ALPHABETICAL ORDER.

ENTER UP TO 56 SOCIAL SECURITY NUMBERS (SSN) AND PRESS THE “ENTER” KEY TO RETRIEVE THE RECORDS OF THE REQUESTED SOLDIERS OR TYPE THE PSC CODE OR THE UNIT PROCESSING CODE (UPC) TO DESIGNATE THE ORGANIZATION OF THE SOLDIERS WHO ARE SELECTED FOR PROMOTION.  

TYPE FROM ONE TO SIX THREE CHARACTER MOS OF THE SOLDIERS WHOSE RECORDS YOU WISH TO SEE (A MINIMUM OF ONE ENTRY MUST BE MADE IN THIS SECTION).  IF YOU WISH TO SEE THE RECORDS OF ALL SOLDIERS WITHIN THE ORGANIZATION WHO HAVE BEEN SELECTED FOR PROMOTION, TYPE THE WORD “ALL” IN THE FIRST POSITION FOLLOWING PRMOSE.  YOU MUST THEN SELECT ONE OR TWO PAY GRADES OF THE SOLDIERS IN THE PLVLSN FIELD.  THE ONLY PAY GRADES THAT CAN BE ENTERED ARE “4” AND “5”.

ONCE YOU HAVE ENTERED THE REQUIRED INFORMATION, PRESS ENTER TO CONTINUE.
(PM) PROMOTION UPDATE CON’T


 EPM2 - PROMOTION UPDATE        PRIVACY ACT INFO      15:38   05/NOV/05   ZJU-PM2

 ******************************  PERSONNEL DATA  ******************************

        NAME             SSN      RANK     PPSPQE        BASD       DTETS

 CORCORAN LA          XXXXXXXXX   SP4     63B1O00      19961115    2006114

 MILITARY EDUCATION  SUSP FAVORABLE  SUSP FAVORABLE  REENLISTMENT  REENLISTMENT

   LEVEL   STATUS     ACTION DATE    ACTION REASON     BAR DATE   PROHIBITION CD

 NONE       NONE

  CURRENT PROMOTION   YR/MONTH CURRENT   PREVIOUS PROMOTION   YR/MONTH PREVIOUS

       POINTS         PROMOTION POINTS         POINTS         PROMOTION POINTS

        431                200111

 ******************************  PROMOTION PDATE*****************************

                                        EFFECTIVE                    PROGRESSION

            DATE OF                     DATE OF                          MOS

 RANK: SGT  RANK: 20020101              PROMOTION: 20020101              63B2

 SOLDIER HAS ATTAINED SUFFICIENT POINTS FOR PROMOTION.

  IF ELIGIBLE AFTER LOCAL CHECKS ARE MADE, ENTER PROMOTION REASON TO PROMOTE _

  IF NOT PROMOTED, ENTER NON-PROMOTION REASON _

  PRESS ENTER TO CONTINUE, F1 FOR HELP, OR F3 TO EXIT          WHERE NEXT - __
ZJUPMP2

THE SECOND SCREEN IN THE PROMOTION UPDATE FUNCTION IS USED TO PROMOTE THE DESIRED SOLDIER.  

SCREEN INSTRUCTIONS:

THE TOP HALF OF THE SCREEN CONTAINS PERSONNEL DATA AND THE PROMOTION UPDATE PORTION AT THE BOTTOM HALF OF THE SCREEN IS USED TO ACCOMPLISH THE PROMOTION.

THE RANK ENTRY AT THE LEFT SIDE OF THE SCREEN IS THE RANK THAT THE SOLDIER WILL BE PROMOTED TO.  THE DATE OF RANK AND THE EFFECTIVE DATE OF PROMOTION WILL HAVE A DEFAULT DATE WHICH WILL ALWAYS BE THE FIRST DATE OF THE FOLLOWING MONTH.  IF THESE DATES ARE ACCEPTED, THE PROMOTION WILL ACTUALLY OCCUR ON THAT DATE.  

AFTER ENTERING THE REQUIRED FIELDS, PRESS THE “ENTER” KEY TO EDIT THE ENTRIES AND PRESS THE F2 KEY TO POST THE PROMOTION.  

NOTE:  SOLDIER MAY BE PROMOTED AT A LATER DATE BY ENTERING THE CORRECT DATES AND THE APPROPRIATE PROMOTION REASON. YOU MAY ALSO USE THE "WHERE NEXT" INPUT FIELD TO TAKE YOU TO ANOTHER FUNCTION. 
(PP) PROMOTION POINTS UPDATE


 EPP1 - PROMOTION POINT UPDATE     UNCLASSIFIED       12:28   05/NOV/05   ZJU-PP1

 ******************************* RECORD SELECTION *****************************

 ENTER ONE OR MORE SOCIAL SECURITY NUMBERS (SSN)

     _________ _________ _________ _________ _________ _________ _________

     _________ _________ _________ _________ _________ _________ _________

     _________ _________ _________ _________ _________ _________ _________

     _________ _________ _________ _________ _________ _________ _________

     _________ _________ _________ _________ _________ _________ _________

     _________ _________ _________ _________ _________ _________ _________

*********************************************************************************

  -OR- ENTER PSC/UPC AND A MINIMUM OF ONE EACH PRIMARY MOS AND CURRENT PAY GRADE

 PSC:  ____ UPC:  _____   PMOSEN:  ___ ___ ___ ___ ___ ___      PLVLSN:  _   _

*********************************************************************************

  -OR- ENTER REQUEST FOR REPORT  (ENTER PSC/UPC AND PLACE X BY DESIRED REPORT)

                                     RECOMP           RECOMP

 PSC:  ____ UPC:  _____   C10:  _    SUSPENSE:  _     OVER DUE:  _

 _  PLEASE SELECT AN OUTPUT DESTINATION FOR RECOMMENDED LIST

    E. EMAIL    F. FTP    L.LOCAL     M.MAIN     R.REMOTE

 1   ENTER THE NUMBER OF COPIES

    PRESS ENTER TO CONTINUE OR PF3 (F3) TO EXIT.               WHERE NEXT - __

ZJUPPP1

THE PROMOTION POINT UPDATE FUNCTION ALLOWS THE USER TO POST/UPDATE THE PROMOTION POINTS OF SOLDIERS IN THE PAY GRADES OF E4 AND E5.

SCREEN INSTRUCTIONS: 

ENTER UP TO 56 SOCIAL SECURITY NUMBERS OR ENTER VARIABLE DATA IN THE MIDDLE PART OF THE SCREEN.  YOU CANNOT ENTER SOCIAL SECURITY NUMBERS AND VARIABLE DATA AT THE SAME TIME.  WHEN ENTERING VARIABLE DATA, YOU MUST ENTER A PSC/PSB OR A UPC (CANNOT ENTER BOTH) ALONG WITH A MIMIMUM OF ONE PMOSEN AND ONE NUMERIC, 4 OR 5, PLVLSN WHICH REPRESENTS THE PAY GRADE OF THE RECORDS TO BE RETREIVED.  YOU MAY ENTER UP TO SIX MOS AND TWO PLVLSN.

TO GENERATE HARDCOPY REPORTS,  ENTER THE PSC/PSB OR UPC FOR WHICH THE REPORT IS TO BE GENERATED AND TYPE AN "X" TO THE RIGHT OF ALL DESIRED REPORTS.  YOU MAY SELECT UP TO NINE COPIES OF A REPRORT.  TYPE THE DESIRED NUMBER IN THE SPACE PROVIDED OR TYPE NOTHING AND RECEIVE THE DEFAULT PRINT OF ONE COPY OF EACH REQUESTED REPORT.  FOR FTP, ENTER A "F" IN THE NUMBER OF COPIES AREA.

AFTER TYPING THE SOCIAL SECURITY NUMBERS OR THE VARIABLE DATA OR REQUESTING REPORTS, PRESS THE “ENTER” KEY TO CONTINUE.

(PP) PROMOTION POINTS UPDATE CON’T


EPP2 - PROMOTION POINT UPDATE  PRIVACY ACT INFO      15:34   05/NOV/05  ZJU-PP2

******************************* PERSONNEL DATA ******************************

        NAME             SSN      PGRAD    PPSPQE        BASD       DTETS

 CORCORAN LA          XXXXXXXXX    SP4    63B1O00      19961115    20061114

    MILITARY     SUSP FAVORABLE   SUSP FAVORABLE  REENLISTMENT  REENLISTMENT

 EDUCATION LEVEL  ACTION DATE     ACTION REASON     BAR DATE   PROHIBITION CD

     NONE

 **************************** PROMOTION POINT DATA *************************

  PROGRESSION                   CURRENT PROM             YR/MONTH CURRENT

      MOS                          POINTS                PROMOTION POINTS

     63B2                         431   ___               200111   ______

                             PREVIOUS PROMOTION          YR/MONTH PREVIOUS

                                   POINTS                PROMOTION POINTS

    PRESS ENTER TO CONTINUE OR PF3 (F3) TO EXIT.               WHERE NEXT - __
        0001  RECORDS SELECTED

ZJUPPP2

THIS SCREEN ALLOWS FOR THE ACTUAL PROMOTION POINT UPDATE OF SOLDIERS CONSIDERED FOR PROMOTION TO SERGEANT AND STAFF SERGEANT.

SCREEN INSTRUCTIONS:  

THE TOP PORTION OF THE SCREEN DISPLAYS CERTAIN PERSONNEL DATA.

THE BOTTOM PORTION OF THE SCREEN DISPLAYS THE PROMOTION POINT DATA.  ENTER THE CORRECT PROMOTION POINTS FOR THE SOLDIER WHOSE RECORD IS TO BE ADDED OR UPDATED IN THE “CURRENT PROM POINTS” FIELD (NOTE: POINT RANGE IS 450 - 800 TO SERGEANT AND 550 - 800 FOR SOLDIERS BEING CONSIDERED FOR PROMOTION TO STAFF SERGEANT). 

AFTER ENTERING THE CORRECT NUMBER OF POINTS, PRESS THE “ENTER” KEY TO EDIT THE ENTRY (DATE WILL BE SYSTEM GENERATED) AND PRESS THE “F2” KEY TO POST.

THIS FUNCTION MAY ALSO BE USED TO DELETE THE CURRENT PROMOTION POINTS IF AN INCORRECT ENTRY IS MADE OR TO DELETE THE ENTIRE RECORD FROM THE DATA BASE IF THE SOLDIER IS REMOVED FROM CONSIDERATION FOR PROMOTION.  TO DELETE THE CURRENT POINTS, TYPE AN “*” ASTERISKS IN THE “CURRENT PROM POINTS” AND IN THE “YR/MONTH CURRENT PROMOTION POINTS” INPUT FIELDS.  TO DELETE THE ENTIRE RECORD, TYPE “**” ASTERISKS IN ONLY THE “CURRENT PROMOTION POINTS” INPUT FIELD.  PRESS THE “ENTER” KEY TO EDIT THE DELETION AND THE “F2” KEY TO POST.

YOU MAY ALSO USE THE "WHERE NEXT" INPUT FIELD TO TAKE YOU TO ANOTHER FUNCTION.  FOR EXAMPLE, IF YOU WANT TO GO TO THE PERSONNEL QUERY, TYPE "PQ" AND PRESS THE "ENTER" KEY.

THE NEW AND IMPROVED DA FORM 3355!!!!!

If your Human Resources personnel haven’t done this….
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APFT will be listed as the first of the month due to the coding in eMILPO.  APFT  will only be awarded points if it is within one  year.  Weapons qualification will only be awarded points if it is within two years.  https://emilpo.ahrs.army.mil
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[image: image18.emf]Before the automation will allow you to

proceed to the second page, you must

ensure that the “Cdr’s Email” is provided

And…




[image: image19.emf]And “CDR Rank” have been supplied…




[image: image20.emf]The user will now be prompted to 

review military education.  Note:  To 

award Soldier promotion points, the 

user MUST select the courses for 

inclusion.  This feature allows the user 

to not select those courses required 

for PMOS.




[image: image21.emf]If a course isn’t listed in eMILPO, but all requirements are met IAW AR 600-8-19, paragraph 3-48, then the user 

will input the information and notify HRC, Enlisted promotions branch.  The notification will serve as a medium

to update the eMILPO military education table so that future inputs of this type will be allowed through eMILPO

vice this page of the worksheet. 

https://emilpo.ahrs.army.mil




[image: image22.emf]The user will now add any additional 

civilian education data.  Note:  Only 

input CLEP data if it is NOT a part of a 

transcript from a college.  To update 

civilian education, the user must go 

through eMILPO, 

https://emilpo.ahrs.army.mil

Information on Technical 

Certifications is found at: 

https://www.hrc.army.mil/site/active/

select/TechCert.htm.  




[image: image23.emf]The user will now proceed to the 

second page of the DA Form 3355.  

NOTE:  If Section C, Block 1c & Block 

2; Section D, Blocks 1 & 2 are not 

completed prior to selecting the “Save 

to Database”, the record will be 

considered a draft and future views 

will only be edits.  If all of the previous 

were accomplished, future views of 

this record would be for a 

Reevaluation or Promotion Point 

Adjustment.




[image: image24.emf]
[image: image25.emf]


[image: image26.emf]


[image: image27.emf]

[image: image28.emf]


[image: image29]


[image: image30.emf]

[image: image31.emf]


[image: image32.emf]


[image: image33.emf]
· FIRST STEP IN THE PROCESS IS TO REQUEST ACCESS TO THE DA FORM 3355.

·   SOURCE DOCUMENTATION WILL REMAIN A REQUIREMENT UNTIL A FULLY AUTOMATED SYSTEM HAS BEEN DEVELOPED.  NOTE:  THIS REQUIREMENT IS ONLY FOR THOSE TYPES OF DATA THAT ARE NOT CONTAINED WITHIN THE ERB.

·   TESTING WILL BEGIN ON THE NEW SYSTEM NLT 22 AUG 05.

·   PEN AND INK CHANGES ARE AUTHORIZED, BUT ONLY AS EXCEPTIONS.

·   NEXT STEP IS A MILPER MESSAGE WITH A USER MANUAL.

	DA DIRECTED PROMOTION LIST INTEGRATION TO SERGEANT (SGT) CLARIFICATION TO CURRENT POLICY AS WELL AS GUIDANCE FOR PROMOTIONS EFFECTIVE 1 JANUARY 2006
MILPER MESSAGE NUMBER : 05-272 AHRC-MSP-E DA DIRECTED PROMOTION LIST INTEGRATION TO SERGEANT (SGT) CLARIFICATION TO CURRENT POLICY AS WELL AS GUIDANCE FOR PROMOTIONS EFFECTIVE 1 JANUARY 2006

	Posted Saturday, November 26, 2005
A. AR 600-8-19, ENLISTED PROMOTIONS AND REDUCTIONS, 25 JAN 05

B. AR 601-208, ARMY RETENTION PROGRAM, 31 MAR 99.

C. HQDA (DAPE-MPE) Message, 251601Z FEB 05, SAB.

1. THIS MESSAGE NUMBER WILL EXPIRE NLT NOV 06; HOWEVER, THE PROCEDURES WILL REMAIN IN EFFECT UNTIL SUPERSEDED OR RESCINDED.

2. THIS MESSAGE APPLIES TO ACTIVE ARMY SOLDIERS.

3. THIS MESSAGE PROVIDES PROCEDURAL GUIDANCE TO THE AUTOMATIC PROMOTION LIST INTEGRATION FOR SOLDIERS THAT MEET THE REQUIRED CRITERIA.

4. APPLICABILITY: SOLDIERS IN THE GRADE OF E-4 WHO MEET THE FOLLOWING CRITERIA WILL BE AUTOMATICALLY INTEGRATED ONTO THE RECOMMENDED LIST PROVIDED THEY ARE OTHERWISE ELIGIBLE FOR RECOMMENDED LIST CONSIDERATION DESPITE LACKING THE ACTUAL PROMOTION BOARD APPEARANCE:

A. FORTY-SIX (46) MONTHS TIME IN SERVICE (TIS) (TO BECOME ELIGIBLE FOR PROMOTION NET FORTY-EIGHT (48) MONTHS),

B. TEN (10) MONTHS TIME IN GRADE (TIG) (TO BECOME ELIGIBLE FOR PROMOTION NET TWELVE (12) MONTHS),

C. OTHERWISE NOT INELIGIBLE (IAW AR 600-8-19),

D. NOT OTHERWISE DENIED BY THE COMMANDER.

5. HUMAN RESOURCES COMMAND (HRC) ENLISTED PROMOTIONS BRANCH, WILL POST A LIST OF SOLDIERS WHO ACCORDING TO HRC SYSTEMS HAVE MET OR EXCEEDED THE AUTOMATIC RECOMMENDED LIST CRITERIA FOR RECOMMENDED LIST INTEGRATION EFFECTIVE 1 NOVEMBER 2005, (WHICH POTENTIALLY AFFECTS PROMOTIONS FOR 1 JANUARY 2006) NLT 1400 HRS EST 3 NOVEMBER 2005 TO THE PROMOTIONS WEB SITE.

6. UPON POSTING DATE, PERSONNEL WORK CENTERS (PWC) ARE TO EXTRAPOLATE THOSE PERSONNEL FROM THE RECOMMENDED LIST WITHIN THEIR AREA OF RESPONSIBILITY AND NOTIFY THEIR RESPECTIVE COMMANDS OF THEIR ELIGIBILITY. INDIVIDUAL UNITS WILL ALSO HAVE ACCESS, BUT ANY ACTIONS TAKEN TO DENY A SOLDIER FROM THE AUTOMATIC RECOMMENDED LIST INTEGRATION MUST BE ACCOMPLISHED AT THE PWC.

7. SUBSEQUENT TO THE DISTRIBUTION/RECEIPT OF THIS LIST, COMMANDERS MUST DETERMINE WHETHER A SOLDIER SHOULD BE DENIED AUTOMATIC RECOMMENDED LIST INTEGRATION WITH 350 POINTS. THE DENIAL RECOMMENDATION IS INITIATED BY THE UNIT COMMANDER AND APPROVED BY THE PROMOTION AUTHORITY LTC/05. IF A SOLDIER IS DENIED AUTOMATIC RECOMMENDED LIST INTEGRATION, COUNSELING MUST BE ACCOMPLISHED IAW AR 600-8-19, PARA 1-26.

8. TO AFFECT PROMOTIONS EFFECTIVE 1 JANUARY 06 (AS A PROCEDURAL EXCEPTION), ON 3 NOVEMBER 05, ALL SOLDIERS LISTED ON THE ROSTER THAT ENLISTED PROMOTIONS BRANCH POSTED, WILL BE GIVEN 350 POINTS. THE PWC CAN VIEW THESE SOLDIERS ON EDAS ON THE PP SCREEN. THESE SOLDIERS WILL BE LISTED WITH 350 POINTS AND AN EFFECTIVE DATE OF 990511 OR 200511 IF SELECTED FOR PROMOTION. THE PWC MUST DELETE THE 350 POINTS ON ANY SOLDIER WHO THE UNIT COMMANDER DETERMINES SHOULD NOT BE INCLUDED FOR AUTOMATIC RECOMMENDED LIST INTEGRATION. ALL ACTIONS TO DELETE THE POINTS ON NON-SELECTED SOLDIERS MUST BE ACHIEVED NLT 18 NOVEMBER 2005.

9. ON 19 NOVEMBER 2005, THOSE SOLDIERS IN EDAS, THAT MET THE CRITERIA IN PARAGRAPH 5, WILL BE CONSIDERED AS PROMOTABLE SOLDIERS AND THEIR POINTS WILL NOT BE DELETED AFTER THIS DATE WITHOUT FOLLOWING THE PROCEDURES OF PARAGRAPH 17 OF THIS MESSAGE. ADDITIONALLY, UNIT RETENTION NCOS WILL ENSURE ERUP CODES REFLECT CURRENT ELIGIBILITY AS RELATED TO FIFTEEN (15) YEARS.

A. PROCESSING PROCEDURES:

(1) CAREER COUNSELORS WILL COORDINATE WITH THEIR LOCAL PERSONNEL WORK CENTERS AND COMMANDERS TO IDENTIFY SOLDIERS AFFECTED BY THIS MESSAGE.

(2) CAREER COUNSELORS WILL UPDATE THE SOLDIER’S IMMEDIATE REENLISTMENT CODE USING ORDER OF PRECEDENCE.

B. POINT OF CONTACT THIS MESSAGE IS SGM CARPENTER, EMAIL: VENUS.CARPENTER@HOFFMAN.ARMY.MIL, DSN: 221-6807.

10. ONCE CUT-OFF SCORES HAVE BEEN DETERMINED FOR 1 JANUARY 2006 PROMOTIONS, THOSE MEETING OR EXCEEDING CUT-OFF SCORES BY BOARD APPEARANCE, AND OTHERWISE FULLY ELIGIBLE, WILL BE PROMOTED FIRST. IF, AFTER REVIEW, THERE IS STILL A REQUIREMENT FOR PROMOTIONS, HRC WILL SELECT THAT REQUIREMENT FROM THOSE SOLDIERS LISTED WITH 350 POINTS AND OTHERWISE FULLY ELIGIBLE. THE PWC WILL PULL THEIR BY-NAME PROMOTION LIST NLT 15 DECEMBER 2005 FOR ALL PROMOTIONS EFFECTIVE 1 JANUARY 2006. THE BY-NAME PROMOTION LIST WILL INCLUDE SOLDIERS, IF NEEDED, FROM THE AUTOMATIC RECOMMENDED LIST INTEGRATION IN MOS' BASED ON:

A. DATE OF RANK

B. BASIC ACTIVE SERVICE DATE

11. THE PWC WILL DETERMINE WHICH SOLDIERS WERE GIVEN POINTS UNDER THIS POLICY. ONCE THE SOLDIERS ARE SELECTED FOR PROMOTION, THEIR POINTS REMAIN 350, BUT THEIR EFFECTIVE DATE WILL BE 200511. THIS IS TO ENSURE POINTS ARE EFFECTIVE TWO (2) MONTHS PRIOR (11= NOVEMBER FOR A 1 JANUARY 06 PROMOTION), JUST AS IS DONE CURRENTLY WITH ACTUAL BOARD APPEARANCES. THEREFORE, AS AN EXAMPLE, THOSE SELECTED FOR PROMOTION FOR 1 JANUARY 2006 UNDER THIS POLICY WILL HAVE AN EFFECTIVE DATE OF 200511.

12. THE REQUIREMENT FOR THE PWC TO VALIDATE THOSE SOLDIERS SELECTED FOR PROMOTION FOR ELIGIBILITY IS UNCHANGED. HOWEVER, THOSE SOLDIERS SELECTED UNDER THIS POLICY WILL NOT HAVE A DA FORM 3355. SUBSEQUENT TO VALIDATION, THE PWC IS REQUIRED TO PUBLISH PROMOTION ORDERS AND SUBMIT THE PROMOTION TO SGT TRANSACTION WITH AN EFFECTIVE DATE OF 1 JANUARY 2006.

13. IF AT THE TIME OF RECEIPT, A COMMANDER DETERMINES A SOLDIER IS INELIGIBLE FOR PROMOTION, FOLLOW THE PROCEDURES IN DENYING A PROMOTION AS OUTLINED IN AR 600-8-19, CHAPTER 3.

14. UNTIL AUTOMATION IS DEVELOPED TO INCORPORATE THESE CHANGES (APPROXIMATELY 6 MONTHS), ALL ACTIONS AT HRC WILL BE ACCOMPLISHED OFF-LINE, I.E. THE LIST OF ELIGIBLES BEING POSTED TO THE WEB.

15. MILPER MESSAGES WILL BE POSTED MONTHLY TO PROVIDE CURRENT TIMELINES AND GUIDANCE. THIS WILL CONTINUE UNTIL SUCH TIME AS AUTOMATION SYSTEMS CAN BE UPDATED, AND THEN THE STANDARDIZATION OF REQUIREMENTS WILL BE PUBLISHED AND BECOME PERMANENT POLICY.

16. ANY EXCEPTIONS TO POLICY MUST BE DIRECTED TO THIS OFFICE.

17. IF A UNIT INADVERTENTLY OVERLOOKED A SOLDIER, AND THAT SOLDIER WAS ERRONEOUSLY LIST INTEGRATED, THE ONLY WAY THAT COMMAND CAN GET THE SOLDIER REMOVED FROM THE LIST IS TO FOLLOW THE PROCEDURES OF AR 600-8-19, CHAPTER 3, PARAGRAPH 3-28, AUTOMATIC REMOVALS VERSUS A REMOVAL BOARD.

18. SOLDIERS ADDED TO THE RECOMMENDED LIST IN THIS MANNER ARE NOT ELIGIBLE FOR RE-COMPUTATIONS. FURTHER, SOLDIERS WHO DESIRE TO RECEIVE PROMOTION POINTS BASED ON THEIR ACTUAL ACCOMPLISHMENTS, IAW THE EXISTING PROCESSES OUTLINED IN AR 600-8-19, MUST BE RECOMMENDED AND BOARDED BY THEIR CHAIN OF COMMAND. SOLDIERS, WITH SUPPORT OF THEIR COMMANDER, CHOOSING TO APPEAR BEFORE A PROMOTION BOARD AFTER AUTOMATIC LIST INTEGRATION, ARE TO FOLLOW THE EXISTING PROVISIONS FOR TOTAL REEVALUATION.

19. IF, AFTER BOARD APPEARANCE, THE SOLDIER DOES NOT HAVE THE MINIMUM POINTS REQUIRED TO STAY ON THE STANDING LIST (LESS THAN 350) BUT WAS RECOMMENDED BY THE PROMOTION BOARD AND THE SOLDIER WAS PREVIOUSLY AUTOMATIC LIST INTEGRATED, THAT SOLDIER WILL REMAIN ON THE LIST WITH 350 POINTS. TO ADD ANY POINTS, THE SOLDIER MUST REAPPEAR BEFORE A PROMOTION BOARD.

20. CONVERSELY, IF A SOLDIER APPEARS BEFORE A PROMOTION BOARD, AND IS NOT RECOMMENDED FOR PROMOTION, THAT SOLDIER, REGARDLESS OF WHETHER THEY WERE PREVIOUSLY AUTOMATIC LIST INTEGRATED, WILL NOT REMAIN ON THE LIST AND MUST APPEAR BEFORE A PROMOTION BOARD TO REGAIN PROMOTABLE STATUS. THE PWC WILL TAKE THE NECESSARY ACTIONS TO REMOVE THE SOLDIER FROM THE PROMOTION STANDING LIST. IN ADDITION, THOSE THAT FALL WITHIN THIS CATEGORY WILL HAVE THEIR RCP ADJUSTED BACK TO PRIOR TO THE PROMOTABLE STATUS.

21. THE FOLLOWING ARE CLARIFICATIONS:

A. ENLISTED PROMOTIONS BRANCH PUBLISHES A LIST OF ELIGIBLE
SPECIALISTS/CORPORALS, TO CONSIDER AWARDING 350 PROMOTION POINTS, BASED SOLELY ON 12 MONTHS TIME IN GRADE/48 MONTHS TIME IN SERVICE. INDIVIDUAL COMMANDS ARE RESPONSIBLE TO SCREEN THIS PUBLISHED LIST TO ENSURE SOLDIERS THAT ARE UNDER SUSPENSION OF FAVORABLE ACTIONS, THOSE THAT ARE BARRED FROM REENLISTMENT, OR OTHERWISE INELIGIBLE FOR PROMOTION, ARE DENIED INTEGRATION TO THE PROMOTION STANDING LIST. IF A SOLDIER IS INADVERTANTLY INTEGRATED ERRONEOUSLY UNDER ONE OF THE CONDITIONS IN PARAGRAPH 3-28, AR 600-8-19, THE UNIT MUST TAKE IMMEDIATE ACTION TO REMOVE THAT SOLDIER. IF ERRONEOUS INTEGRATION WAS BASED SOLELY ON AN OVERSIGHT, THEN PROCEDURES IAW PARAGRAPH 3-29, AR 600-8-19 MUST BE FOLLOWED.

B. THE ORIGINAL 350 POINTS DOES NOT CARRY OVER INTO THE
OVERALL POINTS AFTER BOARD APPEARANCE, THEY ARE CANCELLED OUT BY THE BOARD APPEARANCE PROCESS.

C. A COMMAND NOR INDIVIDUAL SOLDIER CAN DENY THEMSELVES LIST
INTEGRATION BASED ON INTENTIONS OF RECEIVING SEVERANCE PAY.

22. POINT OF CONTACT IS SGM COON AT DSN 221-5101, COMMERCIAL (703)325-5101 OR SFC GREEN AT DSN 221-3958 OR COMMERCIAL (703) 325-3958.


	CLARIFICATION TO CURRENT PROMOTION POLICIES
MILPER MESSAGE NUMBER : 05-282 AHRC-MSP-E CLARIFICATION TO CURRENT PROMOTION POLICIES

	Posted Tuesday, November 8, 2005
A. AR 600-8-19, ENLISTED PROMOTIONS AND REDUCTIONS, 25 JAN 05

B. AR 601-208, ARMY RETENTION PROGRAM, 31 MAR 99.

C. HQDA (DAPE-MPE) Message, 251601Z FEB 05, SAB.
1. THIS MESSAGE NUMBER WILL EXPIRE NLT JUN 06; HOWEVER, THE PROCEDURES WILL REMAIN IN EFFECT UNTIL SUPERSEDED OR RESCINDED.

2. THIS MESSAGE APPLIES TO ACTIVE ARMY SOLDIERS.

3. THIS MESSAGE PROVIDES CLARIFICATION TO PROCEDURAL GUIDANCE FOR VARIOUS PROMOTION ACTIONS.

4. PARAGRAPH 1-10, AR 600-8-19: SOLDIERS WITHOUT APPROPRIATE SECURITY CLEARANCE OR FAVORABLE SECURITY INVESTIGATION FOR PROMOTION TO THE GRADE AND MILITARY OCCUPATIONAL SPECIALTY (MOS) ARE INELIGIBLE FOR PROMOTION. SOLDIERS WILL REGAIN PROMOTABLE STATUS THE DAY THEY RECEIVE THE APPROPRIATE LEVEL CLEARANCE. A MEMORANDUM FROM THE SECURITY OFFICER, VERIFYING THE SECURITY CLEARANCE STATUS, IS THE ONLY MEMORANDUM ACCEPTED BY THIS OFFICE FOR PROMOTION REINSTATEMENT, REVOCATION, OR REMOVAL. SOLDIERS WHO LOSE THEIR REQUIRED CLEARANCE FOR CAUSE WILL BE REMOVED FROM THE RECOMMENDED LIST BY THE PROMOTION WORK CENTER

5. PARAGRAPH 3-36, AR 600-8-19: RULES FOR PROCESSING SERVICE REMAINING REQUIREMENTS (SRR). AS A REMINDER, FOR PROMOTION TO STAFF SERGEANT THERE IS A SERVICE REMAINING REQUIREMENT OF 12 MONTHS FROM PIN ON DATE. THE EXTENSION OR REENLISTMENT MUST OCCUR IN THE MONTH TO WHICH THE CUTOFF SCORE WAS MET. EXCEPTIONS ARE:

A. SOLDIERS SELECTED FOR PROMOTION AND ARE WITHIN 12 MONTHS FROM THEIR MANDATORY RETIREMENT DATE (MRD) OR RETENTION CONTROL POINT (RCP) IN ACCORDANCE WITH AR 601-280. THESE SOLDIERS MUST SUMBIT A MEMORANDUM COMMITING TO REENLIST OR EXTEND THEIR ETS BY THE LAST DAY OF THE PROMOTION MONTH TO THE SERVICING PROMOTIONS WORKCENTER. THE PROMOTION WORKCENTER WILL IMMEDIATELY PUBLISH PROMOTION ORDERS ON THESE SOLDIERS, PROVIDED OTHERWISE ELIGIBLE, SO THAT THEY CAN EXTEND OR REENLIST SUBSEQUENT TO THE PROMOTION TO MEET THE SRR. HOWEVER, THESE SOLDIERS MUST STILL COMPLETE THE ACTION TO MEET THE 12 MONTH SRR WITHIN 90 DAYS AFTER MEETING OR EXCEEDING THE HQDA PROMOTION POINT CUTOFF SCORE. IF THIS REQUIRMENT IS NOT MET THE SERVICING PROMOTION WORK CENTER WILL REVOKE THE PROMOTION ORDERS, REDUCE THE SOLDIER IN GRADE, WHEREBY THE SOLDIER MUST APPEAR BEFORE A PROMOTION BOARD TO AGAIN GAIN PROMOTABLE STATUS

B. SOLDIERS WHO MAY LOSE ELIGIBILITY TO RECEIVE A SELECTIVE REENLISTMENT BONUS (SRB) OR WHO MAY LOSE ENTITLEMENT TO ALL OR A PORTION OF A SRB IF REQUIRED TO EXTEND OR REENLIST TO MEET THE SRR AT THEIR CURRENT GRADE. THESE SOLDIERS MUST SUMBIT A MEMORANDUM COMMITING TO REENLIST OR EXTEND THEIR ETS NO LATER THAN THE LAST DAY OF THE PROMOTION MONTH TO THE SERVICING PROMOTIONS WORKCENTER. THE PROMOTION WORKCENTER WILL IMMEDIATELY PUBLISH PROMOTION ORDERS SUBSEQUENT TO THE SOLDIER MEETING THE REQUIRED SRR, PROVIDED OTHERWISE ELIGIBLE; HOWEVER, THESE SOLDIERS MUST STILL COMPLETE THE ACTION TO MEET THE 12 MONTH SRR WITHIN 90 DAYS AFTER MEETING OR EXCEEDING THE HQDA PROMOTION POINT CUTOFF SCORE. IF THIS REQUIRMENT IS NOT MET THE SERVICING PROMOTION WORK CENTER WILL REVOKE THE PROMOTION ORDERS, REDUCE THE SOLDIER IN GRADE, WHEREBY THE SOLDIER MUST APPEAR BEFORE A PROMOTION BOARD TO AGAIN GAIN PROMOTABLE STATUS.

NOTE: SOLDIERS ATTEMPTING TO POSTPONE REENLISTMENT OR EXTENSION BY SUBMITTING A MEMORANDUM OF INTENT, BASED SOLELY ON ANTICIPATING DEPLOYMENT IN A TAX FREE ZONE, THUS, RENDERING THE SRB TAX FREE, ARE NOT AUTHORIZED TO SUBMIT A MEMORANDUM OF INTENT.

6. PARAGRAPH 3-48A (3) AND (4), AR 600-8-19: ALL OTHER MILITARY RESIDENT TRAINING COURSES AND MILITARY CORRESPONDENCE COURSES AND COMPUTER-BASED TRAINING. IN ADDITION TO ANY TYPE OF CERTIFICATE, SOLDIERS ATTEMPTING TO ADD PROMOTION POINTS BASED ON THE NATIONAL CRYPTOLOGICAL SCHOOL (NCS) WILL ALSO INCLUDE THE NCS COURSE COMPLETION NOTICE ISSUED BY THE REGISTRAR, NATIONAL CRYPTOLOGIC SCHOOL. THE “HOURS ATTENDED” AS ANNOTATED ON THE COMPLETION NOTICE WILL BE USED TO CALCULATE PROMOTION POINTS FOR THOSE COURSES ELIGIBLE FOR PROMOTION POINT ASSOCIATION.

7. MILPER MESSAGE 05-055, 28 FEBRUARY 2005, DA DIRECTED PROMOTION LIST INTEGRATION TO SERGEANT (SGT), DISCUSSES AN ALTERNATE MEASURE IN SELECTING ELIGIBLE SPECIALIST AND CORPORALS TO BECOME PROMOTABLE BY AWARDING 350 PROMOTION POINTS WITHOUT A BOARD APPEARANCE. THE FOLLOWING ARE CLARIFICATIONS:

A. ENLISTED PROMOTIONS BRANCH PUBLISHES A LIST OF ELIGIBLE SPECIALISTS/CORPORALS, TO CONSIDER AWARDING 350 PROMOTION POINTS, BASED SOLELY ON 10 MONTHS TIME IN GRADE/46 MONTHS TIME IN SERVICE. INDIVIDUAL COMMANDS ARE RESPONSIBLE TO SCREEN THIS PUBLISHED LIST TO ENSURE SOLDIERS THAT ARE UNDER SUSPENSION OF FAVORABLE ACTIONS, THOSE THAT ARE BARRED FROM REENLISTMENT, OR OTHERWISE INELIGIBLE FOR PROMOTION, ARE DENIED INTEGRATION TO THE PROMOTION STANDING LIST. IF A SOLDIER IS INADVERTANTLY INTEGRATED ERRONEOUSLY UNDER ONE OF THE CONDITIONS IN PARAGRAPH 3-28, AR 600-8-19, THE UNIT MUST TAKE IMMEDIATE ACTION TO REMOVE THAT SOLDIER. IF ERRONEOUS INTEGRATION WAS BASED SOLELY ON AN OVERSIGHT, THEN PROCEDURES IAW PARAGRAPH 3-28, AR 600-8-19 MUST BE FOLLOWED.

B. SOLDIERS ADDED TO THE RECOMMENDED LIST IN THIS MANNER ARE NOT ELIGIBLE FOR RE-COMPUTATIONS. FURTHER, SOLDIERS WHO DESIRE TO RECEIVE PROMOTION POINTS BASED ON THEIR ACTUAL ACCOMPLISHMENTS, IAW THE EXISTING PROCESSES OUTLINED IN AR 600-8-19, MUST BE RECOMMENDED AND BOARDED BY THEIR CHAIN OF COMMAND. SOLDIERS, WITH SUPPORT OF THEIR COMMANDER, CHOOSING TO APPEAR BEFORE A PROMOTION BOARD AFTER AUTOMATIC LIST INTEGRATION, ARE TO FOLLOW THE EXISTING PROVISIONS FOR TOTAL REEVALUATION.

C. IF, AFTER THE BOARD APPEARANCE, THE SOLDIER DOES NOT HAVE THE MINIMUM POINTS REQUIRED TO STAY ON THE STANDING LIST (LESS THAN 350) BUT WAS RECOMMENDED BY THE PROMOTION BOARD AND THE SOLDIER WAS PREVIOUSLY AUTOMATIC LIST INTEGRATED, THAT SOLDIER WILL REMAIN ON THE LIST WITH 350 POINTS. TO ADD ANY POINTS, THE SOLDIER MUST REAPPEAR BEFORE A PROMOTION BOARD.

D. CONVERSELY, IF A SOLDIER APPEARS BEFORE A PROMOTION BOARD, AND IS NOT RECOMMENDED FOR PROMOTION, THAT SOLDIER, REGARDLESS OF WHETHER THEY WERE PREVIOUSLY AUTOMATIC LIST INTEGRATED, WILL NOT REMAIN ON THE LIST AND MUST APPEAR BEFORE A PROMOTION BOARD TO REGAIN PROMOTABLE STATUS. THE PWC WILL TAKE THE NECESSARY ACTIONS TO REMOVE THE SOLDIER FROM THE PROMOTION STANDING LIST. IN ADDITION, THOSE THAT FALL WITHIN THIS CATEGORY WILL HAVE THEIR RCP ADJUSTED BACK TO PRIOR TO THE PROMOTABLE STATUS.

(1) THE ORIGINAL 350 POINTS DOES NOT CARRY OVER INTO THE OVERALL POINTS AFTER BOARD APPEARANCE, THEY ARE CANCELLED OUT BY THE BOARD APPEARANCE PROCESS.

(2) IF A SOLDIER IS AN AUTOMATIC LIST INTEGRATED SOLDIER, THEN APPEARS BEFORE A PROMOTION BOARD, AND FAILS TO BE RECOMMENDED BY THE PROMOTION BOARD, THEY MUST BE COMPLETELY REMOVED FROM THE PROMOTION STANDING LIST. AFTER THAT, THE ONLY WAY TO GAIN A PROMOTABLE STATUS IS TO REAPPEAR BEFORE THE BOARD.

E. A COMMAND NOR INDIVIDUAL SOLDIER CAN DENY THEMSELVES LIST INTEGRATION BASED ON INTENTIONS OF RECEIVING SEVERANCE PAY.

8. MILPER MESSAGE 05-208, EFFECTIVE 01 SEPTEMBER 2005, PROVIDES DELEGATION OF EXCEPTION TO POLICY APPROVAL AUTHORITY FOR SEMI-CENTRALIZED (SGT & SSG) PROMOTIONS TO THE FIRST 06 LEVEL COMMANDERS AND COFS OF DIVISIONS, CORPS, MACOMS AND OTHER SIMILAR ORGANIZATIONS THAT DON’T HAVE A COL LEVEL COMMAND STRUCTURE. THIS MESSAGE IN NO WAY IMPLIES THAT PERSONNEL SUPPORT BATTALIONS/MILITARY PERSONNEL DETACHMENTS OR THE LIKE SHOULD BE REMOVED FROM THE PROCEDURES IN PROCESSING EXCEPTIONS TO POLICY. AS LONG AS THESE TYPES OF FACILITIES ARE AVAILABLE, THEY MUST BE UTILIZED AS THEY ARE THE SUBJECT MATTER EXPERTS IN THE FIELD AND THEY ARE THE CUSTODIANS OF THE ORIGINAL DA FORMS 3355. THEREFORE, PRIOR TO THE FIRST 06 LEVEL COMMANDERS/COFS APPROVAL OF AN EXCEPTION TO POLICY, COORDINATION AND A RECOMMENDATION MUST BE OBTAINED FROM THE PSB/MPD. ONCE A DECISION HAS BEEN MADE DOCUMENTATION WILL BE FORWARDED TO THIS OFFICE FOR TAP-DB UPDATE. THE DOCUMENTATION REQUIRED TO ACCOMPLISH THE TAPDB UPDATE IS A MEMORANDUM SIGNED BY THE COL LEVEL COMMANDER/COS APPROVING THE ETP, THE RECOMMENDATION BY THE PSB/MPD AND WHAT CHANGES ARE TO BE ACCOMPLISHED (TO INCLUDE PROMOTION ORDERS IF APPLICABLE). MULTIPLE ETP APPROVALS AND EDAS/TAPDB UPDATES CAN BE INCLUDED ON ONE COL LEVEL SIGNED MEMORANDUM, BUT MUST INCLUDE SUFFICIENT DETAIL ON WHAT TRANSACTION(S) ARE REQUIRED.

9. NO LATER THAN 15 DEC 05; COL LEVEL COMMANDERS AND DIVISION, CORPS MACOM COL LEVEL, COS AND/OR AGS MUST SUBMIT A MEMORANDUM TO TAPCMSPE@HOFFMAN.ARMY.MIL REQUESTING ACCESS FOR THREE AUTHORIZED INDIVIDUALS (CIVILIAN OR MILITARY) WHO WILL DO THE EDAS TRANSACTIONS ONE THE CAPABILITIES ARE AVAILIBLE TO THE FIELD. IT IS IMPARATIVE AND A PREREQUISITE THAT THESE AUTHORIZED PERSONNEL HAVE BEEN GRANTED EDAS ACCESS BY THEIR LOCAL SUPPORTING INFORMATIONSYSTEM MANAGERS PRIOR TO REQUESTING ACCESS TO TAPBD

10. RESULTS OF THE FY05 CSM/SGM/SMC WERE MADE AVAILABLE MID JULY. ONE OF THE AWESOME TASKS DURING THIS BOARD WAS TO IDENTIFY PERSONNEL FOR CONSIDERATION AND SELECTION FOR ATTENDANCE AT THE UNITED STATES ARMY SERGEANTS MAJOR ACADEMY(USASMA) AS AN ALTERNATE. IN THE PAST, AN AVERAGE OF 400 MASTER SERGEANTS/FIRST SERGEANTS WERE SELECTED AS ALTERNATES AND WERE ACTIVATED BY NCOES BRANCH FOR ATTENDANCE. THEREFORE, THE MENTALITY IN THE FIELD IS THAT IF A SOLDIER IS SELECTED AS AN ALTERNATE, HE/SHE WILL GET ACTIVATED. SELECTION AS AN ALTERNATE FOR THE USASMC IS NOT A GUARANTEE THAT THE INDIVIDUAL WILL BE ACTIVATED TO ATTEND THE COURSE. THIS YEAR, THE ARMY OVER-SELECTED FOR THE ACADEMY TO ENSURE IT REMAINS FLEXIBLE IN SUPPORT OF THE ARMY’S OPTEMPO AND OUR COMMITMENT TO MAXIMIZE CLASS SEATS. THEREFORE, CONFIRMATION OF CLASS ATTENDANCE MUST BE ATTAINED BEFORE PLANS ARE MADE FOR A PERMANENT CHANGE OF STATION TO FT. BLISS, TX.

11. POINT OF CONTACT IS SGM COON AT DSN 221-5101, COMMERCIAL (703)325-5101 OR SFC GREEN AT DSN 221-3958 OR COMMERCIAL (703) 325-3958.

	    


TASK:   STATEMENT OF SERVICE (VA LOANS):
 REFERENCES:  

     (1)  DoD Financial Management Regulation/Local Guidance

     (2)  AR 635-200 - Enlisted Personnel
   (3)  AR 600-20  - Army Command Policy
   (4)  DA Form 2-1- ERB/ORB

RESPONSIBILITIES:  USATC-K HR Services will process the Soldier’s Statement of Service using methods of computation to determine the Soldier’s correct BASD, PEBD and DIEMS date.  .
PROCESSING PROCEDURES:  
     (1)  Receive request from Soldier for Statement of Service.

                 (2)  Pull Soldier’s MPF, Officer file, or have the Soldier to provide a copy of their 

Enlistment contracts, ERB/ORB if applicable.

    (3)  Verify Soldier’s service using Enlistment contracts, DD Form 214, DA Form 

1506, etc.

      (4)  Prepare Statement of Service using information provided by Soldier’s personnel file.

** EXAMPLE BELOW **
DEPARTMENT OF THE ARMY

HEADQUARTERS, UNITED STATES ARMY TROOP COMMAND

Unit # 15171

APO AP 96205-0260

EAHC-AG            

           31 July 2006
MEMORANDUM FOR Veterans Assistance

SUBJECT:  Statement of Service

1. The military personnel records of JOHNSON, GREGORY L., 123-45-6789, CW3, DOB: 24 AUG 1967, HHC, 8th US Army, APO AP 96205, reveals the following periods of service.


From 
To
RANK
Branch

             22 MAY 1987          
   Present                   CW3 
Army

2. Soldier’s Pay Entry Basic Date 22 May 1987 and his Basic Active Service Date 22
May 1987. Soldier’s home of record is District of Columbia. Soldier does not have 
any lost time under the provisions of Title 10, United States Code.
3. POC is the undersigned at (commercial) 011-822-7913-2865.

FOR THE COMMANDER:


TODD R. GUYNN

CW3, AG


CHIEF, HUMAN RESOURCE SERVICES



TASK:    STATEMENT OF SERVICE-FOR COMPUTATION OF LENGTH OF SERVICE FOR PAY PURPOSES (DA Form 1506):

REFERENCES:
     (1)  DoD Financial Management Regulation

     (2)  AR 635-200:  Enlisted Personnel
   (3)  AR 600-20  - Army Command Policy
   (4)  DA Form 2-1- ERB/ORB
RESPONSIBILITIES: USATC-K HR Services will process the Soldier’s Statement of Service (DA Form 1506) using methods of computation to determine the Soldier’s correct BASD, PEBD and DIEMS date.  .

PROCESSING PROCEDURES:  

(1) To ensure a DA Form 1506 is correct, the Soldier must provide copies of all 

necessary documentation to justify active/reserve/guard time (DD Form 214, NGB 22 (ARNG), DD 4/1, 4/2, 4/3, Retirement Point Worksheets, etc.) and all previous enlistment contracts (if not available in the Soldiers personnel record).

(2) With documentation provided by the Soldier, the HR Specialist will account for 

each period of service on a DA Form 1506.  HR Services will compute the necessary service adjustments.

(3) All DA Form 1506 will be completed NLT two working days from receipt of all 

required documents.

(4) After the DA Form 1506 has been reviewed by the NCOIC or Chief of HR Services, contact the Soldier to come in and sign the DA Form 1506.

          c.  Distribute the form as follows: 

     (1)  Original copy with supporting documents – forward to finance.

     (2)  Copy of complete packet - filed in local file. 

     (3)  Copy of complete packet - forward to Soldier.

              (4)  Copy of complete packet- forward to Division Retention


[image: image34.wmf]For use of this form, see AR 37-104-3; the proponent agency is ASA(FM)

STATEMENT OF SERVICE - FOR COMPUTATION OF LENGTH OF SERVICE FOR PAY PURPOSES

  19b.  DATE

Authority:

Purpose:

Routine Uses:

Disclosure:

FOR USE  BY THE ADJUTANT GENERAL

 

 (When statement above is incorrect, correct service will be entered.)

3.  

COMPLETE MAILING ADDRESS

 

(Unit Personnel Officer, if member on AD) (Unit Commander, if member of

ACDUTRA) 

37 USC, Section 1006; Executive Order 9397.

This form is used to document a member's request for verification of military service.  It is also used to adjust a soldier's Other Entry Pay Effective

Date 

(OPED)

 and Basic Pay Entry Effective Date 

(BPED)

 which will affect the rate and period of basic pay entitlement.

Information collected on this form becomes part of the Joint Uniform Military Pay System 

(JUMPS)

 and is subject to all of the routine disclosures

made by that system.  Routine recipients of JUMPS disclosures include, but are not limited to the Red Cross and State and local governments for tax

and welfare purposes.

Voluntary; however, nondisclosure may result in nonverification of service.  Disclosure of your social security number (SSN) is voluntary; however,

this form will not be processed without your SSN because it is used to identify you for pay purposes. 

 

 18.  Total service creditable for basic pay

 

(years)

PRIVACY ACT STATEMENT

15.  TO

1.   LAST NAME, FIRST NAME, MIDDLE INITIAL

2.   SSN

I have held a commission; appointment as commissioned warrant officer, warrant officer, flight officer, or Army field clerk; or have been

enlisted as a member of the respective service(s) shown below for the inclusive period indicated.  All National Guard service claimed hereon was

federally recognized; it was not in the inactive National Guard; all officers' training camp service was in the capacity of an enlisted person and

all initial appointments are shown from the date of acceptance.  

12.  SERVICE

(Army, Air Force, Navy, etc.)

13.  CHECK

ENL

WO.

COM

14.  FROM

16.  TIME LOST

(Days)

17.  COMPUTATION

YR.

MO.

DAYS

YR.

MO.

DAYS

YR.

MO.

EDITION OF MAY 85 IS OBSOLETE 

DAYS

DA FORM 1506, AUG 87

DAYS

9. COMPUTATION

 

  10.   Total creditable service

 (

years)

YR.

7.  TO

MO.

4.  SERVICE

(Army, Air Force, Navy, etc.)

5.  CHECK

6.  FROM

8.  TIME LOST

(Days)

DAYS

DAYS

YR.

MO.

MO.

YR.

WO

ENL

COM

USAPPC  V3.00

19a.  AUTHENTICATION

BHRC CHIEF'S SIGNATURE BLOCK

11b.  DATE 

PEBD:

BASD:

BESD:

DOR:

ETS:

CDR

BHRC ADDRESS

CITY, STATE, ZIP CODE

11a.  SIGNATURE OF MEMBER

SOLDIER'S SIGNATURE

DOE, JANE L.

123-45-6789

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

USAR(INACTIVE)

ARMY (ACTIVE)

ARNG(INACTIVE)

ARMY (ACTIVE)

(Above are examples)

PRESEN

T

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



c.  METHOD OF COMPUTATIONS:   Although it is true that any method of computing service dates which yield the correct date is valid, the following method is recommended as a method which will always yield the correct date if the math is done correctly and the following rules are followed IAW DODFMR, Volume 7A-(DFAS Item M-4) pg 1-12.

RULE 1:   When subtracting a date from a date, always add “1” for the inclusive day.  (NOTE:  When subtracting a period of service from a date, do NOT add “1”)

RULE 2:     When borrowing or reducing an answer to its lowest form, 1 month always equals 30 days; 1 year equals 12 months.  (Example:  90 (yrs) 11 (mos) 45 (days) = 90yr 12mo 15 days)

RULE 3:     If the ENDING date of a period of service is the last calendar day of the month, change it to read “30.”  (Example:   890228 or 890829 become 890230; 890731 become 890730)

Note:  If date ends 28th of February, divide the year by 4, if there is a remainder; change the 28th to 30 for non-leap year.  If there is no remainder, keep the 28th because that day is not the last day of February.

RULE 4:  Lost time is adding day for day.  Do not use these computations.

RULE 5:   Delayed Entry after 19 October 1984 does not count towards pay (PEBD).  Inactive service still counts towards pay.

METHOD OF COMPUTATION

	
	

	STEP
	                                 ACTION REQUIRED

	A
	Label each period of service

	B


	Identify the type of service (pay, active, enlisted, commissioned, etc.) for which each period of service is creditable on worksheet

	C
	Compute each period of service (using the above rules)

	D
	Total each period of service by type (pay, active, inactive.)

	E
	Subtract the totals from step D from the date of continuous service (date last entered service)


d.  PREPARATION OF DA FORM 1506:
(1)  Forms used are DA Form 1506, DD Form 4 series, DD Form 214(Active Duty certificate of Discharge), NG 220(National Guard discharge), DD Form 1966 series (reenlistment contracts), orders bringing Soldiers on active duty, and any documentation that can help verify dates.  Note:  Not every form or documents Soldiers provide can be used as source documents.  

            (2)  Incorrect preparation of the DA Form 1506 may have an adverse effect on personnel actions at field and HQDA levels during a member’s military career.  The important time in service dates are:


(a)  Pay Entry Basic Date (PEBD) - the actual or constructive date from which a Soldier accrues creditable service for pay purposes.  


 (b)  Basic Active Service Date (BASD) - the actual or constructive date from which a member accrues active federal service for retirement.  BASD is also used to determine active federal service for promotion and advancement.  BASD will be identical to the PEBD when member has only active service with no separation time if after 19 October 1984 for DEP time only.  Inactive Reserve time is still creditable for pay relating to the PEBD and may not be the same as the BASD.

             (c)  Basic Enlisted Service Date (BESD) - (Enlisted members only).  Reflects all creditable enlisted service, active or inactive, as a member of the Regular or Reserve components and is used to establish 8 to 10 year requirements for promotion to grades E8 and E9 respectively.  If all service was in enlisted status, the BESD will be the same as the PEBD.


 (d)  Expiration Term of Service (ETS) - the actual or adjusted date a Soldier’s enlistment, reenlistment, or extension expires.  Add number or years or months to current enlistment or reenlistment and subtract 1 day.


  (e)  Date of Rank (DOR) - the actual or constructive date that the Soldier was promoted to a particular rank.  To determine the DOR if for the same grade returning on active duty, take the effective date of the grade the Soldier held from the DD Form 214 and subtract that from the date the Soldier discharged from active duty and add “1” for inclusive date.  Take this period and subtract from the most current date the Soldier re-enters back on active duty to get an adjusted DOR.  If Soldier is returning to active duty with different rank, we will have to use the date of the order or contract as the effective date of rank.  Only active duty DOR credit can only be considered not DOR obtained while on inactive status IAW AR 600-20.


   (f)  When military status has been interrupted by separation, determine the adjusted dates by subtracting the total prior creditable service PEBD, BASD, and BESD from the date the current service began.

    (g)  DIEMS (date initially entered military service) is the date an individual was initially enlisted, inducted, or appointed in a regular or reserve component of a uniformed service as a commissioned officer, warrant officer, or enlisted member. Breaks in service do not affect a DIEMS date. United States Military Academy cadets (date of entry into the academy), ROTC cadets (date of scholarship contract or date the cadet began the advanced ROTC course, whichever is earlier) and members of the delayed entry program (DEP) (date enlistment contract signed, regardless of when the Soldier entered active duty) are considered under these provisions. This date is used solely to indicate which retirement plan a member is under. The DIEMS is the first time any contract was signed obligating the Soldier to any type of military service, even if it was later voided. 

RETIREMENT PLANS: DIEMS prior to 8 Sep 80 are under the Final Pay retirement plan. DIEMS date 8 Sep 80 through 31 Jul 86 are under the High-3 retirement plan.  DIEMS date of 1 Aug 86 or later are initially under the High-3 retirement plan. When they complete 14-1/2 years of active duty, Soldiers who meet the eligibility criteria are given the option of switching to the REDUX retirement plan.  In consideration of making this election, which becomes effective at their 15th active duty anniversary, they become entitled to a $30,000 career status bonus (CSB) and incur an additional five-year service obligation. Failure to fulfill the service obligation may result in recoupment of the CSB. 

To correct your DIEMS date, follow these instructions:

Go to the website https://www.erec.army.mil or https://www.erec.army.mil/DIEMS/diems_home.htm and validate your DIEMS date.  When prompted click “incorrect date”.  Verify that documentation is in your Official Military Personnel File or that you will furnish us the documentation.  Once your DIEMS date can be verified, we will update the changes.


   (h)  Example:  A Soldier was inducted into enlisted service on 27 May 1973 and was released from active duty (REFRAD) on 12 May 1975 and transferred to the inactive Reserve on 13 May 1975.  He was discharged from the inactive Reserve on 1 May 1981.  He reenlisted in the Army (RA) on 14 March 1983 and received a direct appointment to 2LT on 5 June 1983.  Effective 31 October 1987, he was REFRAD under a reduction in force (RIF).  He immediately reenlisted in the Army (RA) on 1 November 1987 and currently remains on active duty.

Example Explanation:

	PERIOD
	STATUS
	FROM
	THRU
	PAY
	ACT SVC
	ENL SVC
	TOTAL

	
	
	
	
	PEBD
	BASD
	BESD
	COMPUTE.

	(1)


	ENL(RA)
	730527
	750512
	X
	X
	X
	1  11  16



	(2)
	ENL(USAR)
	750513
	810501
	X
	-
	X
	5  11  19

	(3)
	ENL(RA)
	830314
	830604
	X
	X
	X
	    2  21

	(4)
	COMM(RA)
	830605
	871031
	X
	X
	-
	4  4  26

	(5)
	ENL(RA)
	871101
	PRESENT
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Computation of Each Period:

 PD#1


PD#2


PD#3



PD#4

 74  04  42

80  04  31

      05  34


            30

 75  05  12

81  05  01

83  06  04


87  10  31

-73  05  27
          - 75  05  13
           -83  03  14                              -83  06  05

   1  11  15

05  11  18

       02  20


04  04  25

           +1                                +1
                       +1                                             +1
   1  11  16

5    11  19

         2  21                                04  04  26

Total Each Period of Service by Type:

PD OF SVC
PEBD(PAY)
PD OF SVC
BASD(ACTIVE)
PD OF SVC
BESD(ENL )
(1)

1  11  16

(1)
1  11  16


(1)
1  11  16

(2)

5  11  19


      



(2)
5  11  19

(3)

    02  21

(3)             2  21


(3)
     02  21

(4)
          +04 04 26

(4)   +04  04  26


        +  00 00  00
TOTAL
10  28  82


5  17  63  



6    24  56

Convert period to a 30 day month and 12 month years:

   12 yr 06mo 22
dy

6yr 7mo 3 dy                                  8 yr  1 mo  26 dy

Subtract This Total From Date of Continuous Service to Find Adjusted Dates:

                  10  31


      10  31



      10  31

            87  11  01


87  11  01



87  11  01

          -12  06  22

          -06  07  03                                          - 08  01  26

PEBD: 75  04  09

BASD:81  03  28


BESD: 79  09  05

COMPUTATION WORKSHEET

	PERIOD
	STATUS
	FROM
	THRU
	PAY
	ACT SVC
	ENL SVC
	TOTAL

	
	
	
	
	PEBD
	BASD
	BESD
	COMPUTE.

	(1)
	
	
	
	
	
	
	

	(2)
	
	
	
	
	
	
	

	(3)
	
	
	
	
	
	
	

	(4)
	
	
	
	
	
	
	

	(5)
	
	
	
	
	
	
	

	(6)
	
	
	
	
	
	
	

	(7)
	
	
	
	
	
	
	

	(8)
	
	
	
	
	
	
	


                                                            ------------------------------------------------

                                                                                  Add the entire “x” column and subtracting

                                                                                          From the entry back on active duty      

TASK:  Evaluation Reporting System
REFERENCES: 

a. AR 623-3, Evaluation Reporting System, dated 15 May 2006.

b. DA PAM 623-3, Evaluation Reporting System, dated 15 May 2006.

c. USATC-K Policy Memorandum #18, Process Evaluations on PureEdge Viewer Electronic Forms with ApproveIT Digital Signatures.

RESPONSIBILITIES:  OERS will be processed thru HRC, Alexandria, VA NLT 90 days from the thru date. NCOERS will be submitted to the Soldier Record Data Center (SRDC) formerly known as EREC, Indianapolis, NLT 60 days from the thru date. In order to submit reports via digital sender, ensure unit has access granted thru HRC/EREC to submit evaluations.

PROCESSING PROCEDURES:  Officer Evaluation Report (OER)

1.  Use the Interactive Web Response System website located at: https://isdrad16.hoffman.army.mil/iwrs to verify latest OER evaluation information, prior to accepting report(s) for processing and ensure all administrative data is correct. Use ORB to verify administrative data.

2.  Create a database using Microsoft Access or Excel to track all reports accepted for processing. Ensure database is backed up daily to prevent loss of information. Current database is on the computer desk top of the OER clerk.
3.  Once OER report(s) are processed through local channels, forward report(s) via digital sender to: tapcmsesr@hoffman.army.mil. Once reports are submitted, log onto the IWRS website to check status of reports submitted for processing.
PROCESSING PROCEDURES:  Noncommissioned Officer Evaluation Report (NCOER)

1.  Use the SRDC Personal Data Snapshot located at: https://www.erec.army.mil/wrs/Personnel_Data_Snapshot.htm to verify latest NCOER evaluation information, prior to accepting report(s) for processing and ensure all administrative data is correct. Use ERB to verify administrative data.

2.  Create a database using Microsoft Access or Excel to track all reports accepted for processing. Ensure database is backed up daily to prevent loss of information. Current database is on the computer desk top of the NCOER clerk.
3.  Once NCOER report(s) are processed through local channels, digitally send reports to SRDC via digital sender to http://www.erec.army.mil/ncoer_upload. Once reports are sent, log onto the SRDC PSD snapshot website to check status of reports submitted for processing.

TASK:  Casualty Operations (Casualty Teams)

REFERENCES: 

a. AR 600-8-1, ARMY Casualty Operations/Assistance/Insurance

b. FM 12-6, Personnel Doctrine

RESPONSIBLITIES:  All persons with the knowledge of a casualty will report to their chain of command using, DA Forms 1155/1156. The commander of a unit in which a casualty occurs has responsibility for initiating the casualty information flow. The unit submits the initial information to the battalion on DA Forms 1155/1156. The battalion forwards them through its brigade to the division G1. Medical treatment facilities (MTFs) provide information on patient status and assist in personnel accounting, Casualty liaison teams provide an interface between medical facilities, mortuary affairs (MA) collection points, and the personnel group.

PROCESSING PROCEDURES:  Casualty Operations (Casualty Teams)
1. BDE/BCTs will collect and forward DA Forms 1155/1156 to the division G1 when the battalion is unable to do so.

2. BDE/BCTs will collect and submit automated casualty information to the division G1, using DCIPS-F.

3. BDE/BCTs will collect letters of sympathy, and forward them to the division PMC.

4. BN will collect and forward emergency data changes to the BDE.

5. BDE/BCTs will ensure subordinate units train on and require soldiers and civilians to carry DA Forms 1155.

CASUALTY TEAMS:  
BDE/BCT casualty operations must be proactive. They cannot afford to wait for subordinate units to submit casualty information. They must establish casualty liaison teams at medical facilities to obtain casualty information as injured and ill persons arrive for treatment. BDE/BCTs must also establish a liaison with mortuary affairs and provost marshal personnel. BDE/BCT S1s are responsible for establishing a casualty liaison with level 1 and 2 (division and below) MTFs. The casualty liaison team must get as much information as possible about each case and report it quickly to the appropriate Division G1 or next higher organization in the casualty reporting chain (even to the theater PERSCOM if necessary). Having received and processed the initial casualty report, the BDE/BCT must seek supplemental information from the injured or ill soldier's or civilian's unit. 

TASK: Update ORB/ERB 

REFERENCES: 

a. DA Pam 640-1, Officers Guide to the Officer Records Brief, dated 1 April 1997

b. TOPMIS II, Functional Guidance

c. eMILPO, The Electronic Military Personnel Office Functional Guidance
RESPONSIBILITIES: ERB/ORB updates will be done by appropriate system managers and or clerks. Access must be obtained through the appropriate IMO of the unit or the e-MILPO NCOIC. Updates can be done at any time according to AR 600-8-104. 

PROCESSING PROCEDURES: Enlisted Records Brief (ERB)

1. Go to the e-MILPO website located at https://emilpo.ahrs.army.mil/. After logging into the system, with the appropriate user privileges, use the blue highlighted hot links to update the required information. 

2. Under the Personnel Services column you will find the ability to update personnel/family information, awards, civilian and military education, lost time, and test. Under the Personnel Accounting column, you will find assignment history & overseas/deployment history.  Under Promotions you will be able to correct DOR history for E-4 and below. 

3. Not all items are able to be updated by the unit e-MILPO clerk. Some items must be updated through EDAS. The DA Photo is done through the installation photo office and submitted to DA through DAPMIS. 
PROCESSING PROCEDURES:  Officer Records Brief (ORB)

1. Go to the Citrix Topmis II website located at:  
https://ahrc00nmra27.hoffman.army.mil/LogonAgent/Login.asp. After logging into the system, with the appropriate user privileges, you will be able to access the update screen.

2. Find Officer Records Brief on the initial menu of Topmis. Using the drop down menus located in the top left side of the screen, updates can be done to assignment information, military and civilian education, awards, personnel/family data, security and foreign language. 

3. Not all items will be able to be updated by the HR Services clerk. Some items must be updated by HRC. The DA Photo is done through the installation photo office and submitted to DA through DAPMIS. 
TASK: Maintain MPF (Records Management) 

REFERENCES:

a. AR 600-8-104, Military Personnel Information Management/Records, 

      dated 22 Jun 2004

b. AR 25-400-2, The Army Records Information System (ARIMS), 

dated 15 Nov 2004

c. eMILPO, The Electronic Military Personnel Office Functional Guidance 

    Version    4.0

RESPONSIBILITIES: Military Records will be filed and held at the appropriate Records Holding Area.

PROCESSING PROCEDURES: Military Personnel File

1. Newly arrived Soldier turns in file at a central in processing point at the 1st Replacement Company. File is then kept or forwarded to appropriate MACOM S1. File is screened to ensure in contains a DD93, SGLV, ERB/ORB & most recent DD Form 4/1. It will also e be labeled IAW AR 25-400-2 

2. Files will be filed alphabetically to make the monthly accountability report easier to complete. Queries for monthly accountability are completed in ePortfolio. Run an “alpha roster” query and data sort by MACOM. All “EUSA” Soldiers should have an MPF on file at HR Services.  

3. Any files found to be missing will be created. Files found no longer to be assigned to the unit will be removed. Using the e-MILPO system the HR clerk will locate the Soldier’s appropriate unit and file or forward the file accordingly.

4. Anytime the file is removed from HR Services an Optional Form 23 will be filled out

and put in place of the file. A photocopy of the SGLV 8286 and the DD Form 93 should be attached to the OF23. The OF 23 will be removed when the file is returned or when a monthly scrub is conducted and it is found that the Soldier has been gone (ie.PCS, ETS..) for over 30 days. 

TASK:  Emergency Leaves

REFERENCE:  

a. AR 600-8-10, Leave and Passes, dated 15 February 2006

RESPONSIBILITES: Emergency Leaves are processed by the Military Personnel Division.

PROCESSING PROCEDURES:

1.  USATC-K S1 or unit will generate a DA Form 31 upon notification of the emergency from Red Cross and have it signed by a LTC or higher. MAJ may sign it with assumption of command. The unit commander may sign the DA Form 31 if there is a death in the immediate family.

2.  Ensure that the DA Form 31 has a control number after obtaining commander signature. The Soldier must obtain the fund cite for the DA Form 31 from the Military Personnel Division. The MPD has “on call” personnel for Holidays and weekends. **NOTE – only command sponsored dependents can be listed on the DA Form 31 **.

3.  Once fund cite is obtained, instruct soldier to take the DA form 31 to the travel agency to get a travel ticket.

TASK:  Compassionate Reassignments

REFERENCE:  

a. AR 614-200, Enlisted Assignments and Utilization Management, dated 2 August 2005.

RESPONSIBILITES:  Process Compassionate reassignment IAW AR 614-200, chapter 5-10 thru 5-15

PROCESSING PROCEDURES:

1.  Generate a DA Form 4187 and DA Form 3739 requesting compassionate reassignment and have it signed by the unit commander.

2.  Supporting documentation: 

     a. The following documentation will be included with the DA Form 3739. See AR 614-200 chapter 5-12.

3.  Upon completion of the request, forward it to: Commander USATAPC, ATTN: TAPC EPC-S, 2461 Eisenhower Ave. Alexandria, VA 22331-0455 or digital send it to: SGM Richard White at Richard.White@hoffman.army.mil.

4.  Check EDAS to find out the status of the request.

TASK:  Casualty Documents

REFERENCE:  

a. AR 600-8-1- Army Casualty Operations/Assistance/Insurance
b. AR 600-8-104

c. eMILPO Functional Guidance

d. MILPER Message #04-136

e. Family SGLI Coverage Procedural Guide:   http://www.insurance.va.gov/

RESPONSIBILITES:  Process casualty documents IAW AR 600-8-104
PROCESSING PROCEDURES:
1.  Handling and Preparation of Casualty Documents – IAW MILPER Message 

#04 -136, the DD Form 93/SGLI will be completed/updated in eMILPO so as to complete the database.  The SGLI-8286 will also be completed on the new form as mentioned from reference (5) above for the $400,000 in addition to the SGLI on eMILPO.
2.  All pertinent source documents (marriage certificate/birth certificate/divorce

decree, etc.) must be present to change, add, or remove dependent information on the DD Form 93 or SGLV 8286.  Documents must be in English IAW AR 600-20 as the official language of communication.  Authorized dependents can only be added and removed from the DD Form 93/SGLI on the eMILPO database and also through the DEERS system.
3.  In the event of an unusual beneficiary, only a SFC or above may counsel and witness the signing of SGLV 8286, IAW AR 600-8-1. 
4.  After update, print 3 copies of DD Form 93, SGLV 8286 and have the Soldier sign all three copies.  One original DD Form 93/SGLV will go to the Soldier, one original DD Form 93/SGLV will be filed in the Soldier’s records, one original SGLV 8286 will be forwarded to Finance (on a DA Form 200), and one original DD Form 93 will be mailed to the following address (on a DA Form 200):  Commander, US Army Human Resources Command, ATTN:  AHRC-PEC, 2461 Eisenhower Avenue, Alexandria, VA  22331-0481.

5.  Family SGLI (FSGLI) – Family SGLI coverage provides life insurance

coverage for the spouses and dependent children of all service members who have full-time SGLI coverage.  FSGLI is automatic for authorized dependents.  Soldiers can only decline coverage for their spouses, children are covered regardless (there is no charge for this coverage).  If a Soldier wishes to decline or reduce coverage for their spouse must do the following:

a. Must complete and sign SGLV-8286A declining or reducing coverage.

b. Records clerk must log onto the FSGLI website

(https://www.dmdc.osd.mil/appj/familysgli/index.jsp)  and make the input.  A user ID and password is required to enter this site.  If a records clerk does not have access to the website, they need to see their Senior HR Sergeant, Mr. David Pulliam at (703) 325-6047, or Mr. Ricardo Tibbs at (703) 325-0719 to apply to be your Brigade Site Security Manager (SSM).  DD Form 2875 will need to be submitted.   After submitting your application (DD Form 2875) to your SSM, you will need to contact the DMDC help desk at 1-800-538-9522.  They will provide your log-in password over the phone.  You will have to know your site ID.  You can get this from your SSM.

c. For more information refer to the FSGLI Coverage Procedural Guide or

its website at http://www.dmdc.osd.mil/dpdri/owa/SGLIInfo.Help. 

Directions To Personnel Clerks Of The Uniformed Services

For SGLI Family Coverage Election and Certificate

1. All appropriate items on this form must be completed.  All entries except the signature 

and those requested to be in the Soldier’s own handwriting must be typed or printed in ink.  The amount of the Soldier’s SGLI coverage should be verified to make sure the

amount requested for the spouse does not exceed that of the Soldier.
2. An authorized agent of the Uniformed Service must witness the signature of the 

Soldier.  This representative should print his or her name below that of the Soldier and should include the date he or she witnessed the form.
3.  This form, properly completed, is authority to a payroll office to change or stop the deductions for Family Coverage premiums if the amount of insurance is changed or canceled.
4.   After the form is completed in its entirety, you should: 
a. Enter form data into the SGLI Web application
            b. Make one copy of the completed form (page 2)
            c. Distribute as follows (or as directed by your service):

Original Copy (page 2) - Must be promptly filed in the official personnel file of the member
Photocopy 1 (page 2) and Directions to Servicemember (page 3) - To servicemember

Additional copies may be required as directed by your service.
	Note:  Please do not send any of the forms or copies to the Office of Servicemembers’ 

           Group Life Insurance or to the Department of Veterans Affairs.


	Please read the instructions before completing this form.

	Family Coverage Election

	Servicemember’s Information

	Last name
First name
Middle name
Suffix (Jr., Sr., etc.)


	Date of Birth
	Social Security Number

	Branch of Service (Do not abbreviate)  


	Rank, title or grade

	Amount of Insurance

Family Coverage for Dependent Child(ren).  By law, if you are insured under SGLI, each of your dependent children (see page 3 for a definition of dependent children for SGLI purposes) is automatically insured for $10,000.  

Family Coverage for Spouse.  By law, if you are insured under SGLI, your spouse is automatically insured for $100,000 or the amount of your SGLI coverage, whichever is less.  If you want less than the automatic amount of coverage for your spouse, please check the appropriate block below and write the amount desired and your initials.  Coverage is available in increments of $10,000.  If you do not want any coverage for your spouse*, check the appropriate block below and write (in your own handwriting), “I do not want coverage for my spouse at this time.”   

· I want coverage in the amount of $________________________



	· _________________________________________________________________________

             (Write “I do not want coverage for my spouse at this time.”)

*Note: Reduced or refused family coverage can only be restored by completing form SGLV 8285A with proof of good health and compliance with other requirements.  

It will also affect the amount of insurance your spouse can convert to when Family Coverage expires.

	Spouse’s Information 

(To be completed by member.  It is not necessary to complete this section if you’re declining coverage.)

	Last name
First name
Middle name
Suffix (Jr., Sr., etc.)


	Social Security Number

	Date of Birth (dd-mmm-yyyy e.g. 24-AUG-1965)


	

	Premiums for Spousal Coverage

	Spouse's age:
	Monthly rate per $10,000
	Monthly cost for $100,000 coverage

	Under 35
	$.60
	$6.00

	35-39
	$.75
	$7.50

	40-44
	$1.00
	$10.00

	45-49
	$1.90
	$19.00

	50-54
	$2.80
	$28.00

	55-59
	$4.20
	$42.00

	60 & older
	$5.40
	$54.00

	I HAVE READ AND UNDERSTAND the instructions on pages 2 and 3 of this form and certify that the information I have provided is correct.   

SIGNATURE OF SERVICEMEMBER symbol 216 \f "Wingdings" \s 18 \h _____________________________________________     Date: ________________

                                                                            






      (dd-mmm-yyyy e.g. 01-NOV-2001)














         

	Do not write in space below.  For official use only.

	Witnessed and received by: (please print)


	Rank, title or grade
	Organization
	Date Received

(dd-mmm-yyyy  e.g. 01-NOV-2001)

	SGLV  8286A, June 2003           
	



Original Copy - Member’s Official Personnel File                 p. 2                                                                                                                                                                                                            


    Photocopy 1 - To Member


          Photocopy 2 - To Payroll Unit

	
	


Directions To Servicemember Instructions For Completing This Form

1.  Type or print in ink all items except where otherwise noted.

2.  An authorized agent of the Uniformed Services should witness your signature.

What You Should Know Family Coverage is granted under the Servicemembers' Group Life Insurance provisions of title 38, United States 
Code, and is subject to this law and the regulations pertaining to this law.

Periods of Coverage     

Coverage for spouses begins on November 1, 2001 for servicemembers insured under SGLI who are married as of that date.  Otherwise, coverage for spouses begins on the date of marriage to the insured servicemember.

       Coverage for spouses ends 120 days after any the following events:

1). The date a servicemember elects in writing to terminate the spousal coverage.

2). The date a servicemember elects in writing to terminate his or her own coverage.

3). The date of a servicemembers’ death.

4). The date a servicemember separates or is released from the uniformed service.

5). The date of divorce from a servicemember.

An insured spouse may elect to convert his or her coverage to a commercial policy within 120 days following one of the events listed above.  The servicemember or spouse must contact the Office of Servicemembers’ Group Life Insurance (OSGLI) as soon as possible after the event to get a list of participating companies and more information on converting.   A list of participating companies can also be found at www.insurance.va.gov.

Coverage for dependent children of servicemembers insured under SGLI begins on November 1, 2001.  Otherwise, coverage for natural children begins on the date of birth of the child.  Coverage for those who are not natural children of the insured servicemember begins on the date when the child becomes a qualified dependent of the member.  Dependent children includes, but is not limited to, natural born children, legally-adopted children, and stepchildren who are members of the servicemember’s household, who are under the age of 18, or who became permanently incapable of self-support prior to age 18, or who are under age 23 and are full-time students.  For a more complete definition of dependent children, please refer to title 38 USC, the first sentence of section 101(4)(A).


Coverage for children ends 120 days after any of the following events:



1). The date a servicemember elects in writing to terminate his or her own coverage.



2). The date a servicemember separates or is released from the uniformed service.



3). The date of a servicemember’s death.



4). The date the children no longer qualify as an insurable dependent of the servicemember.



Provisions For Payment Of Insurance
The servicemember will receive the proceeds upon the death of his or her spouse or child.  If two insured servicemembers are married, the proceeds paid from the death of a child will be paid to the member who was eligible for SGLI coverage the longest.  If an insured servicemember is separated or divorced from another insured servicemember, insurance proceeds from the death of a child will be paid to the member who has custody of the child.

How To File A Claim Upon the death of your spouse or child, you should notify the Casualty Office within  your branch of service.  The Casualty Office will submit a Report of Death of Family Member (SGLV 8700) and a copy of the death certificate to the Office of Servicemembers’ Group Life Insurance. 



MILPER MESSAGE NUMBER : 04-136 
AHRC-PEC
INSTRUCTIONS ON SUBMISSION OF THE DD93, RECORD OF EMERGENCY DATA
...Issued: [04/07/2004]...


 


REFERENCE:  AR 600-8-1, ARMY CASUALTY OPERATIONS/ASSISTANCE/INSURANCE, 20 Oct 1994 

1.  THIS MILPER MESSAGE WILL EXPIRE NLT APR 06. 

2. THE ELECTRONIC MILITARY PERSONNEL OFFICE (EMILPO) HAS BEEN IN USE SINCE AUGUST 2003.  EMILPO PROVIDES MEANS TO PREPARE AND MAINTAIN FAMILY MEMBER AND DD93 DATA.  INITIAL FIELDING OF EMILPO CAUSED PROBLEMS WITH DD93 PREPARATION BECAUSE THE USER DID NOT HAVE CAPABLITY TO UPDATE DEPENDENT ADDRESS INFORMATION; HOWEVER, THESE PROBLEMS HAVE BEEN CORRRECTED.   

3.  ARMY CASUALTY MUST MAKE NOTIFICATION TO FAMILIES OF WOUNDED AND DECEASED SOLDIERS IN A TIMELY MANNER.  IN ORDER TO INCREASE THE SPEED AND ACCURACY WITH WHICH CASUALTY NOTIFICATION IS MADE, EFFECTIVE IMMEDIATELY EMILPO WILL BE THE ONLY SYSTEM CREATING A DD93.  EMILPO IS THE ONLY SYSTEM AUTHORIZED TO COMPLETE AND RECORD THE DD93 FOR ALL ACTIVE ARMY UNITS AND ALL MOBILIZED RC PERSONNEL. THE DD93 MUST STILL BE PRINTED, SIGNED BY THE SOLDIER AND WITNESSED.  UNITS WILL CONTINUE TO FOLLOW CURRENT PROCEDURES FOR MAINTAINING THE DD93.  INSTALLATION SUPPORT MODULE (ISM), FORMFLOW, OR ANY OTHER SYSTEM WILL NO LONGER BE USED.   

4. USING EMILPO WILL GIVE COMMANDERS AND MILITARY PERSONNEL OFFICES THE CAPABILITY OF MONITORING THEIR UNITS TO ENSURE SOLDIER READINESS THROUGH ACCURATE AND TIMELY SUBMISSION OF THE DD93.  THE EMILPO DATASTORE CAN BE QUERIED TO IDENTIFY SOLDIERS WITHOUT DD93 INFORMATION OR TO IDENTIFY OUTDATED INFORMATION.  GENERAL PROCEDURAL GUIDANCE IS TO UTILIZE THE DATA STORE AD HOC QUERY FUNCTION FILTERING ON HOME_UIC_CD IN THE SOLDIER CORE DIMENSION AND THEN APPLY ANOTHER FILTER ON THE EMERG_NTFN_DT IN THE FAMILY MEMBER AND BENEFICIARY DATA DIMENSION. 
  
5.  MILITARY PERSONNEL OFFICES WILL ACCOMPLISH DD93 UPDATE IN EMILPO DURING INPROCESSING, OUTPROCESSING, SRP, CRC, AND UPON REDEPLOYMENT.  MOBILIZING SOLDIERS WILL USE EMILPO IMMEDIATELY WITH ALL ACTIVE ARMY UNITS PHASING IN COMPLIANCE THROUGH THIS YEAR.  ALL ACTIVE ARMY MUST BE IN COMPLIANCE BY 31 MARCH 2005.   

6.  WE REALIZE THIS MAY CAUSE DUPLICATE ENTRY FOR MOBILIZING UNITS AS THEY MAY HAVE PREPARED DD93 AT HOME STATION.  WE ARE REVIEWING OPTIONS TO INTEGRATE RC AND AC SYSTEMS TO REDUCE THE IMPACT. 

7. CONTACT YOUR LOCAL PERSONNEL AUTOMATION SECTION FOR ASSISTANCE OR TRAINING.  FOR QUESTIONS REGARDING DD93 POLICY AND PROCEDURES, CONTACT CASUALTY OPERATIONS DIVISION AT DSN 221-6047. 

TASK:  Active Duty Officer/Enlisted Separations
REFERENCES:  

a.  AR 635-200, Active Duty Enlisted Separations, dated 6 June 2005.

b.  AR 614-200, Enlisted Assignments and Utilization Management, dated 2 August 2005.

c.  AR 600-8-19, Enlisted Promotions and Reduction, 21 July 2006.

c.  AR 135-91, Service Obligations, Methods of Fulfillment, Participation Requirements and Enforcement Procedures.
RESPONSIBILITIES:

Upon receipt of the separation requests, processing time will not exceed 5 working days.   USATC-K HR Services will provide guidance and process REFRADs for both enlisted and officers and Unqualified resignations for officers.
PROCESSING PROCEDURES:  Processing Release From Active Duty (REFRAD) Requests for Enlisted Soldiers
1. Complete a DA Form 4187 requesting release from active duty, IAW AR 635-200, 

Ch 4, Para 4-4, along with a recommendation memorandum from their chain of command.  Ensure that the requested date is within 6 months of the submission date

2.  To ensure that the processing time is met, each separation packet will have a DA Form 5138-R, dated June 2000.  

3.  Check to see if the Soldier is on assignment.  They have 30 days from their cycle date to submit a REFRAD.  If it is past 30 days the Soldier can submit an exception to policy.

4.  Complete a memorandum addressed to HRC verifying that the Soldier has not used Tuition Assistance. 

4.  Verify service obligations IAW AR 600-8-19 for Promotions and AR 614-200 for assignments and NCOES courses.

5.  Forward all documents along with a memo to the Enlisted Separations Branch

6.  Send completed request to the Separations Branch for further processing.

7.  Log REFRAD in the log on the S1 workplace Portal.

8.  If request is approved, forward approval memo along with Soldier’s home of record and phone number to the local Transition Point.  If the request is disapproved, copy the disapproval memo and provide the original to the Soldier.

9.  Annotate the REFRAD log of the determination

PROCESSING PROCEDURES:  Release from Active Duty (REFRAD) and Resignation Procedures for Officers and Warrant Officers

1.  Officers and warrant officers will submit their request in memorandum format.

2. Requests for REFRADs and unqualified resignations will be processed through USATC-K HR Services to Human Resources Command (HRC), 200 Stovall Street, Alexandria, VA 22332.

3.  Once the REFRAD or unqualified resignation has been received and processed through HRC, an email will be sent to the individual indicating approval/disapproval.

4.  Requests from officers/warrant officers should be submitted NLT 90 days prior to the beginning of their transition leave.

** See checklist below to assist with officer REFRAD or Unqualified Resignation **

OFFICER REFRAD or UNQUAL RES CHECKLIST

(requestor’s name, rank, SSN)

TO BE COMPLETED BY REQUESTOR:

______
Memorandum from Requesting Officer: Must be signed by the requestor. Example memorandum is in AR 600-8-24. If the officer is RA then it must be an Unqualified Resignation request; If the officer IS USAR then it must be a Release from Active Duty (REFRAD) request. Verify RA or USAR by checking the ORB.

______ DA Form 31: Requestor will submit leave form reflecting Transitional leave. The leave must end on the officer’s last day in the Army,  i.e.- leave ends 30 September and Soldier is placed separated effective 1 October. All leave forms exceeding 30 days must be signed by an O5 or above. 

______ Copy of current LES
______ Mandatory Counseling statement: Must be signed by the first O6 in the chain of command. Example counseling is in AR 600-8-24. 

TO BE COMPLETED BY BATTALION S1: (receive and verify all documents listed above)

______  Put the entire REFRAD or Unqualified Resignation packet together and add the forms below prior to staffing.

______  DA Form 31: Staff to the Battalion Commander (as required) and put a leave control number onto the leave form.

______  Memorandum from Battalion Commander: Staff to the Battalion Commander for approval/disapproval recommendation.

TO BE COMPLETED BY HR SERVICES (Building 2640):  (receive and verify all documents listed above)

______  Officer Record Brief: Must not be more that 30 days old when submitted to HRC. Use the ORB to verify the REFRAD (officer is USAR) or Unqualified Resignation (officer is RA).

______  Education Center Check: Contact the Yongsan Education Center to ensure that the officer does not have a service obligation based on receiving tuition assistance.

______ Memorandum from HR Services: Memorandum is the cover document of the REFRAD or Unqualified Resignation request. Once signed the entire packet is ready for submission to HRC for approval/disapproval.

** Please note that each requestor will be “CC’d” by email when the separation request is submitted to HRC. Approval timelines vary based on Branch and Grade,  3 – 4 weeks is about the fastest a response may be received.
TASK:  Career Status Bonus (CSB)/Retired Pay Option (REDUX)
REFERENCES:  

a.  MILPER Message 01-143, CSB/REDUX Notification, Counseling, and Election Procedures, dated 8 February 2001.

b.  Army Retirement Services Website:  http://www.armyg1.army.mil/rso/mission.asp
c.  Eighth United States Army Memorandum, SUBJECT:  Instructions for Notification, Counseling, and Election of the Career Status Bonus (CSB/REDUX) Retired Pay Option, dated 15 August 2001.
RESPONSIBILITIES:

Upon receipt of the completed Career Status Bonus (CSB) Election form (DD Form 2839) will be distributed to the local finance office not more than 10 days before the election date.
PROCESSING PROCEDURES:  

1.  USATC-K HR Services will access ePortfolio (user ID can be requested at the following website):  https://xsidpers.korea.army.mil/eportfolio/signup.csp, this action 

will take 24 to 48 hours to process.

2.  Verify that the soldier has 14 ½ years of Active Federal Service from ePortfolio website:  https://xsidpers.korea.army.mil/eportfolio/.

3.  USATC-K S1 will forward completed DD Form 2839, dated September 2002 to finance for Soldiers who elect CSB/REDUX.  Provide a copy to the Soldier.

TASK:  Citizenship Request
REFERENCES:  
Legal Assistance Office or Immigration Attorney

U. S. Department of Justice, Immigrations and Naturalization Service (INS)
RESPONSIBILITIES:  

To provide an overview and outline the operating procedures for submission of U.S. Citizens Immigration and Naturalization application process. The individual Soldier is responsible for submitting citizenship requests. USATC-K HR Services should provide technical guidance and assistance to include authenticating Form N-400.
PROCESSING PROCEDURES:  Citizenship Request

1.  Read the guide and complete the Naturalization Eligibility Worksheet located at the INS website:  www.ins.usdoj.gov.

2.  If eligible for naturalization, complete a Form N-400 that can be obtained by calling the INS Forms Line at 1-800-870-3676 or downloaded from the INS website:  www.ins.usdoj.gov.

3.  Applicants will need to schedule a fingerprinting appointment at the servicing INS facility.

4.  Submit two photographs with the application.

5.  Include all original documents with the Form N-400, as directed.  

6.  Bring completed Form N-400 along with a check or money order to the Military Personnel Division for the processing fee.

7.  USATC-K HR Services will authenticate the Form N-400.   
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