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m ^CHANGE
AR 600-8-19
Enlisted Promotions and Reductions

This regulation is a consolidation, superseding chapters
6 and 7 of AR 600-200. It prescribes—

o Policies and procedures governing promotions and
reductions of Army enlisted personnel (chap 1).

o A managerial framework for the enlisted advancements
(chap 2), promotions (chaps 3, 4, and 5), and
reductions (chap 6) work requirement to be executed
by field commanders and soldiers.

o Policy statements, operating tasks, rules in support
of operating tasks, and sequential steps of each
operating task.
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Headquarters
Department of the Army
Washington, DC
8 April 1994

AR 600-8-19
Interim Change
No. 101
Expires 8 April 1996

INTERIM CHANGE

Personnel--General

Enlisted Promotions and Reductions

Justification. This interim change modifies Army policies
concerning promotions and reductions and corrects errors and
omissions in the 1 November 1991 publication of AR 600-8-19.

Expiration. This interim change expires 2 years from date of
publication and will be destroyed at that time unless sooner
rescinded or superseded.

1. AR.600-8-19, 1 November 1991, is changed as follows:

Page 1 . Applicability, change secor.d sentence to read: It
applies to U.S. Army Reserve enlisted soldiers who are serving on
active duty and are counted against the end strength of the
Active Army (SGT-SGM promotions). It also applies to Reserve of
the Army soldiers serving on initial active duty for training.
It does not apply to Army National Guard of the United States and
U.S. Army Reserve soldiers on active duty for training*, active
duty for special work, a temporary tour of duty, or serving on
active duty or full-time National Guard duty on Active Guard
Reserve status, or called to active duty for contingency
operations under section 673b, title 10, United States Code.
Soldiers in the U.S. Army Reserve serving on active duty in the
grades of PV1 through SPC will be advanced in accordance with
this regulation.

Page 1. Mobilization application is superseded as follows: Upon
mobilization, the proponent agency for this regulation will
announce any changes to enlisted promotion and reduction policies
and procedures.

Page 1. Contents, second column, second line:
"r" in the word "factor".

Delete the letter

Page 2 . Contents, Chapter 3, Section I, line 10: Change the
words "Hospitalized soldiers" to "Soldiers hospitalized."

Page2 . Contents, Chapter 3, Section III, line 1 ; Change the
word "identify" to "Identifying".

Page 3. Contents, Chapter 4, Section II, line 1, Task: Change
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101, AR 600-8-19 8 April 94

the words "Process Preboard" to read "Preboard Process".

Page 3. Contents, chapter 5, section I, line 2: Change the word
11 Banspersons" to read "Bandspersons" .

Page 5. Paragraph 1-1, line 3, after "AR 600-8": Insert the
word "series".

Page 5. Paragraph l-4a(2), line 4, at the end of the sentence
add: "Only the ODCSPER, or his designee, may establish
eligibility criteria other than those prescribed in this
regulation."

Page 5. Paragraph l-8b(2) is superseded as follows:

(2) Effective 1 April 1994, recompute all promotion point scores
annually. This will be accomplished during the 12th month after
the last computation, such as the last board appearance,
reevaluation, or recomputation, whichever is later (an adjustment
done in accordance with paragraph 3-24 of this regulation is not
considered a computation for the purpose of this paragraph).

Page 5. Paragraph l-8e(4)(c) is superseded as follows:

(c) Unit commanders for SPC and below. Active Army soldiers and
soldiers of the USAR and ARNGUS on active duty in the grades of
PV1 through PFC will be considered for and advanced in accordance
with chapter 2 of this regulation.

Page 6. Paragraph l-9a: Replace the words "for CPL or" with the
word "to".

Page 6. Paragraph 1-9, add:

e. Attached personnel may be advanced or recommended for
promotion only with the concurrence of the parent unit.

Page 6. Paragraphs l-10a, c-f, h, and i are rescinded.

Page 6. Paragraph l-10b, change to read:

b. Conviction by court-martial during current enlistment.

Paae6. Paragraph l-10g, change to read:

g. Absent without leave during current enlistment.

Page 6. Paragraph 1-101 is superseded as follows:

1. Ineligible for reenlistment according to AR 601-280. Soldier
regains promotable status the day he or she receives an approved
waiver to reenlist. Those soldiers who are ineligible to
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8 April 94 101, AR 600-8-19

reenlist solely because they are within 90 days of ETS will not
be considered nonpromotable.

Page 6. Paragraph l-10m is rescinded.

Page 6. Paragraph 1-lOp, line 1: Replace the word "quality"
with the word "qualify".

Page 6. Paragraph l-10q is superseded as follows:

q. Pending a bar to reenlist.

Page 6. Paragraph l-10t, line 5, change the word "following" to
"of".

Page 6. Paragraph l-10t, line 6, between the words "custody,"
and "restriction," add the word "suspension,".

Page 6. Paragraph l-10u, line 1: Replace the word "education"
with the word "evaluation" .

Page 6. Paragraph 1-lOv is rescinded.

Page . Paragraph l-10w, add:

(1) Failure to initiate DA Form 268 (Report to Suspend Favorable
Personnel Actions (FLAGS)) does not negate the fact that the
soldier is in a nonpromotable status if a circumstance exists
that requires imposition of a flag.

(2) Soldiers are promoted in accordance with paragraph
1-11, below.

Page 6. Paragraph 1-10, add:

x. When enrolled in the Army Alcohol and Drug Abuse Prevention
and Control Program (ADAPCP), a soldier who would have been
promoted while in the program, provided otherwise eligible, will
be promoted after successful completion of the program. Date of
rank and effective date will be the date the soldier would have
been promoted had he or she not been in the program.

Page 7. Paragraph 1-llb, last sentence, where it reads
"effective day of the removal" change the word "day" to "date".

Page 8. Paragraph 1-17 (Title): Delete the letter "r" in the
word "factor".

Page 8. Paragraph 1-17, is superseded as follows:

a. Orders announcing erroneous promotions will be revoked. When
a soldier has been erroneously promoted, and has received pay at
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101, AR 600-8-19 8 April 94

the higher grade, a determination of de facto status may be made
only to allow the soldier to keep any pay and allowances received
at the higher grade.

b. To determine whether a soldier is entitled to de facto
status, a factual evaluation must be made to decide the
following:

(1) Whether the position was occupied under "color of right".
(2) Whether the soldier served in an existing position in the
grade to which promoted.
(3) Whether the functions of the position were discharged.
(4) whether the soldier served in good faith.

c. De facto status may be granted by the promotion authority or
higher commander after legal review by the soldier's servicing
Staff Judge Advocate (SJA).

d. De facto status for soldiers erroneously promoted to SFC,
MSG, and SGM will be determined by HQDA.

Page 9. Paragraph 1-23, add:

c. This paragraph applies only to soldiers who return to active
duty on or before the date specified on the orders terminating
TDRL status.

Page 9. Paragraph l-25a, add: (See figs 1-1 and 1-2.)

Page 9. Paragraph l-25d, delete: (See figs 1-1 and 1-2.)

Page 9. Add paragraph:

1-29. Declination of promotion

a. A promotion is effective as of the date on the promotion
order.

b. A soldier may submit a memorandum of declination any time
after being recommended for promotion. If the soldier has been
promoted, the memorandum will be sent through command channels to
the PSC not later than 30 days after the effective date of
promotion.

c. Those soldiers not promoted effective the date of the order
or with a future effective date will send the letter of
declination no later than 30 days after receipt of promotion
orders or documented official verbal notice.

d. In the case of soldiers on a HQDA promotion list, the PSC
will send the letter of declination to Commander, PERSCOM,
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TAPC-MSP-E, Alexandria, VA 22332-0443, not later than 10 working
days after receipt of the soldier's declination.

e. Soldiers selected for promotion by an HQDA selection board in
an RMOS (mandatory reclassification) other than his or her PMOS
may decline reclassification. However declination of
reclassification will terminate recommended list status and will
be cause for revocation of promotion order. Acceptance of
promotion will be considered as acceptance of the RMOS as his or
her PMOS.

f. Once the declination of promotion reaches the PSC, the
declination is irrevocable. The effective date of the
declination will be the date that the soldier signed the
declination of promotion.

g. Soldiers who decline promotion will be removed from the
recommended list they are on and will not be eligible for
reinstatement on that list.

h. Soldiers on an KQDA list who decline promotion will be
considered by the next appropriate selection board, if otherwise
qualified. Soldiers on a semi-centralized recommended list who
decline promotion may be recommended for promotion at any time
after the last day of the month in which the soldier signed the
declination of promotion.

Page 10. Paragraph 2-2i is rescinded.

Page 10. Paragraph 2-2, add:

j. Unit commanders will ensure that soldiers who are eligible
for advancement, without waiver, but not recommended are
counseled in writing. Counseling will take place as follows:

(1) Initially when the soldier attains eligibility, and

(2) Periodically {at least every 90 days).

Page 11. Paragraph 2-5a, before the word "ARNG" insert the
following: Advancement to PFC and SPC is not automatic and
requires the unit commander's recommendation.

Page 12. Paragraph 2-7a, add the following sentences: Criteria
used for calculation of computations will be as of the last day
of the month preceding the promotion month. Waiver allocations
will be used only on the first day of the promotion month.

Page 15. Figure 2-1, Sample of completed DA Form 4187
(Advancement to PV2 denied), Section IV, change: "2-ld" to read
"2-3d".
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101, AR 600-8-19 8 April 94

Page 16. Figure 2-2, sample of completed DA Form 4187
(Advancement to PFC), Section IV, after Authority, change: "2-3"
to read "2-5".

Page 17. Figure 2-3, sample of completed DA Form 4187
(Advancement to SPC with waiver), Section IV, after Authority
change: "2-3" to read "2-5".

Page 18. Paragraph 3-1, add:

g. If the promotion authority is a general officer he or she may
delegate, in writing, his or her promotion authority to the
deputy commander or the senior personnel manager. The person to
whom the promotion authority is delegated must be a field grade
officer, above the grade of major filling an LTC or higher coded
position.

Page 18. Paragraphs 3-2b(l) and (2) are superseded as follows:

(1) Battalion level.

(a) Between the 1st and the 10th: Prepare new recommendations
for next month's board; obtain unit commander's decision; obtain
promotion authority's signature on DA Form 3355; and forward DA
Form 3355 to PSC.

(b) Between the 1st and the 15th: Prepare for, conduct, and
finalize current month's board.

(c) Between the 16th and 17th: Obtain promotion authority's
signature on DA Form 3355, and forward packets of current month's
board to PSC.

(2) PSC level.

(a) Between the llth and the 20th: Prepare section B of DA Form
3355, and return to BNS1.

(b) Between the 18th and the 25th: Obtain cutoff scores,
identify eligibles, verify eligibility, and issue orders.

(c) Between the 18th and the 30th: Submit SIDPERS transactions
to record current month's board results.

Page 18. Paragraph 3-5 is superseded as follows:

Paragraph 3-5. Waiver Authority

The promotion authority or designee may waive the eligibility
requirements of TIS and TIMIG.
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Page 18. Paragraph 3-6(4), after the word "latest" insert the
words "(current or previous month)".

Page 18. Paragraph 3-7a is amended to read:

a. Special forces. Soldiers in CMF 18 who have 18 months time
in service and have been recommended by a promotion board will be
promoted to SGT on the date of graduation from the Special Forces
Qualification Course. The effective date of promotion and DOR
will be the date the soldier is awarded PMOS in CMF 18, provided
otherwise qualified.

Page 19. Paragraph 3-7c, first line, change: "(OSC)" to read
"(OCS)".

Page 19. Paragraph 3-7d is superseded as follows:

d. Promotion orders will cite this paragraph as authority for
the promotion.

Page 19. Paragraph 3-8, Title: Change the words "Hospitalized
soldiers" to read "Soldiers hospitalized".

Page 19. Add the following to table 3-1:

Under Code Under Reason

K Soldier met cut-off score for SGT
prior to PLDC graduation. Enter
year/month for cut-off score
(example: K9207).

M Soldier failed PLDC. Enter
year/month of PLDC failure (example:
M9207) .

N Soldier met cut-off score for SSG
prior to BNCOC graduation. Enter
year/month for cut-off score
(example: N9207).

P Soldier failed BNCOC. Enter
year/month of BNCOC failure
(example: P9207) .

Page 20. Paragraph 3-14e, first line, change: the word
"reenlistement" to read "reenlistment".

Page 21. Table 3-4, Processing initial SGT or SSG
recommendation, Step 16, required action, is superseded as
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101, AR 600-8-19 8 April 94

follows: Section B of DA Form 3355 must be authenticated by
SSG/GS6 or above.

Page 21. Paragraph 3-18c, add:

(3) If the promotion authority cannot accomplish these actions
within 3 working days after the promotion board adjourns, a
memorandum of explanation, signed by the promotion authority,
will be attached to the DA Form 3355 citing the specific reason
for the delay. {NOTE: The promotion selection date is the date
the promotion authority approves the report of board
proceedings.)

Page 22. Paragraph 3-18j is superseded as follows:

j. The promotion packet of a soldier on a recommended list will
be kept in the action pending section of the MPRJ until promoted.
A copy of the promotion packet may be kept in the promotions
section. Documents removed, for any reason, from the promotion
packet will be returned to the soldier.

Page 22. Paragraph 3-20b, add the following: Soldier's
signature and date are required in this section.

Page 22. Paragraph 3-20c (1), line 2: Strike through the number
"35" and replace with the number "25".

Page 22. Paragraph 3-20c (5), line 2: strike through the number
"35" and replace with the number "25".

Page 22. Paragraph 3-20d(2) is superseded as follows:

(2) Total reevaluation may be requested at any time by soldiers
who increase their promotion points by 25 points or more (DA B'orm
3355, section B, items 2-6), or after 6 months from the latest
board appearance or computation if they have less than a 25 point
increase (DA Form 3355, section B, items 2-6).

Page 23. Paragraph 3-21, Table 3-7, Processing promotion point
reevaluations, Step 9, required action is superseded as follows:
Complete Section B and authenticate by SSG/GS6 or above.

Page 23. Paragraph 3-22a is superseded as follows:

a. Effective 1 April 1994, promotion points will be recomputed
annually. This will be accomplished during the 12th month after
the last computation, such as board appearance, reevaluation, or
recomputation, whichever is later (an adjustment done according
to paragraph 3-24 is not considered a computation for the intent
of this paragraph.)
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8 April 94 101, AR 600-8-19

Page 23. Paragraph 3-22b, change second sentence to read: Items
1, 2 (for soldiers being recommended to SSG), 3, 4, 5, and 6 of
DA Form 3355 will be used for computation.

Page 23. Paragraph 3-22c, first line, as reads "Section I",
change to read: Section A.

Page 23. Paragraph 3-22, add:

m. If the soldier is not available, the recomputation will be
accomplished by the PSC not later than the 20th of the month
following the scheduled month of recomputation. The specific
reason for nonavailability will be entered in the remarks section
of the DA Form 3355. The recomputation will be based on
documents available as of the last day of the month preceding the
scheduled month of recomputation. (NOTE: "scheduled month of
recomputation" is defined as the 12th month after the last
computation. Computation is defined in paragraph 3-22a above.)

Page 23. Paragraph 3-23, Table 3-8, Conducting annual
recomputations, is superseded as follows:

Step

1

Work center

3NS1

UNIT

BNS1

PROM

Required actions

Check recomputation block, enter date
(month and year) and forward DA Form
3355 to unit commander for completion of
Section A.

Commander will complete, sign, and date
Section A of DA Form 3355 and return it
to BNS1 within 3 working days of
receipt.

Check for accuracy, obtain promotion
authority's signature, and forward to
PROM.

Recompute promotion points. Coordinate
with BNS1 for review with soldier.

Review DA Form 3355 with soldier.

Complete Section B, DA Form 3355 and
authenticate by SSG/GS6 or above.
(Soldier must sign this section.)

Submit SIDPERS PRMS transaction not
later than the last SIDPERS cycle of the
recomputation month. Review accuracy of
AAC-C10 report.

9
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101, AR 600-8-19 8 April 94

8 File DA Form 3355 in the MPRJ.

Page 27. Paragraph 3-34k(3) is amended to read:

(3) NCOES requirements.

(a) Soldiers are required to be graduates of PLDC prior to
promotion to SGT and graduates of BNCOC prior to promotion to
SSG. Soldiers are allowed to compete for promotion to SGT and
SSG but cannot be promoted until completion of the appropriate
NCOES course. Soldiers who met a cut-off score but were not
graduates of the required NCOES course, will be promoted on the
date they successfully complete the course, provided they are
otherwise qualified. Effective date and DOR will be the date of
graduation,

(b) Soldiers who meet a cut-off score but cannot be promoted
because they have not completed the required NCOES course and
subsequently fail the course will have to meet a new cut-off
score.

Page 27. Paragraph 3-34k, add:

(4) Effective 1 October 1989, soldiers are required to be PLDC
graduates prior to competing for promotion to SSG.

(5) Effective 1 October 1992, soldiers are required to be BNCOC
graduates prior to promotion to SSG.

Page 30. Table 3-2, factor 2, criteria, military, add:
Effective 1 October 1989, soldiers must be graduates of PLDC
prior to competing for promotion to SSG.

Page 31. Table 3-2, Factor 6, criteria, after first sentence
add: Soldiers must not be ineligible to reenlist in•accordance
with AR 601-280.

Page 33. Figure 3-1, Sample of a completed DA Form 3355, section
A, item 13b(3) (e) enter: 18 August 1989.

Page 33. Figure 3-1, Sample of a completed DA Form 3355, section
B, item 1, under points granted enter: 190.

Page 35. Instructions for completing DA Form 3355, section B,
Item 3, Awards and Decorations, awards c through n are realigned
as follows:

c. Purple Heart—30

d. Defense Meritorious Service Medal (MSM)—25

10
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8 April 94 101, AR 6CO-8-19

e. Meritorious Service Medal--25

f. Air Medal (valor or merit)—20

g. Joint Service Commendation Medal—20

h. Army Commendation Medal (valor or merit)—20

i. Joint Services Achievement Medal--15

j. Combat Infantry Badge—15

k. Combat Field Medical Badge—15

1. Army Achievement Medal—10

m. Army Reserve Component Achievement Medal—10

n. Good Conduct Medal—10

Page 36. Instructions for completing DA Form 3355, Item 4,
Military education, paragraph c, add: Promotion points will not
be awarded for duplicate military training.

Page 36. Instructions for completing DA Form 3355, Item 5,
Civilian education, paragraph a (2), is superseded as follows:

(2) Education improvement (maximum 10 points). Award 10
additional promotion points to any soldier who completes any
accredited postsecondary course while on active duty. If
recommended for SSG, the soldier must have completed the course
while in the grade of SGT. If the soldier has been awarded the
10 points for obtaining a high school/GED or postsecondary test
(not to include those listed in para b(3) below) prior to the
effective date of this change, he or she will keep the points
until his or her next computation at which time they will be
removed.

Page 36. Instructions for completing DA Form 3355, Item 5,
Civilian education, paragraph b, change the first sentence to
read: DA policy is to award one promotion point for each
semester hour successfully earned through attendance at or
recognized (through transcript) by a regionally accredited
college or university, regardless of the basis.

Page 36. Instructions for completing DA Form 3355, Item 5,
Civilian education, paragraph b(l), add after last sentence:
When the total hours on a transcript results in a fraction, the
total hours on that transcript will be rounded down (example: a
soldier has 24 1/2 [.5] hours from NOVA, 10 3/4 [,75] hours from
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USC, and 20 1/4 [-25] hours from CTC, the total would be derived
by adding 24 hours from NOVA, 10 hours from USC, and 20 hours
from CTC, which would be a total of 54 hours). Soldiers who were
awarded points, prior to the effective date of this change, which
resulted from fractions of points will keep those points until
their next computation at which time they will be adjusted to
comply with this paragraph. I

Pace 36. Instructions for completing DA Form 3355, Item 5,
Civilian education, paragraph b(3), change the last sentence to
read: Duplicate credit will not be awarded in any area (local
education centers will assist in resolving questions.)

Page 37. Instructions for completing DA Form 3355, Item 5,
Civilian education, paragraph c, add after last sentence: When
the total on a transcript results in a fraction, the number of
hours will be rounded down. (See example in para b(1) above,)

Page 37. Instructions for completing DA Form 3355, Item 5,
Civilian education, the first three lines in paragraph d are
superseded as follows:

d. Soldiers having college credits from foreign colleges or
universities will be awarded promotion points according to b
above provided their credentials have been evaluated (evaluation
must contain a course-by-course breakdown) and accepted by one of
the following:

Paae 37. Instructions for completing DA Form 3355, Item 6,
Military Training, paragraph b, lines 1-13 are superseded as
follows:

b. Physical fitness test (sit-ups, push-ups, and 2-mile run)
must be done according to FM 21-20. To qualify for promotion
points, a soldier must attain a minimum score of 60 on each
event. Those soldiers with permanent physical profiles will be
granted the minimum qualifying score of 60 for each event waived
and use the actual score for each event taken. Soldiers with a
temporary physical profile will use the current APFT score,
provided it is not more than 1 year old at the time of their next
reevaluation or regularly scheduled recomputation and the soldier
was afforded the opportunity to take an APFT or an authorized
alternate test according to FM 21-20. If the soldier was
afforded the opportunity to take the test and failed, or through
his or her own negligence (as determined by the unit commander)
failed to take the test, the soldier will lose the APFT points.
If the score is more than 1-year old and the soldier was not
allowed to take the test, or could not be tested due to the
profile, the soldier will retain the current points until the
next reevaluation or regularly scheduled recomputation.

12
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Page 43. Figure 3-4, Sample format for report of board
proceedings-continued, in the signature block replace the words
"President of the Board" with "Promotion Authority".

Page 46. Paragraph 4-2a(l), first line, after the word "DOR",
add the words "and BASD".

Page 46. Paragraph 4-lh, first line, between the words
"enlisted" and "(EB)" enter the word "bonus".

Page 46. Paragraph 4-2a(5) is superseded as follows:

(5) Ineligible to reenlist per AR 601-280 for the
following reasons:

(a) AWOL during current enlistment without a waiver to reenlist.

(b) Under approved local bar to reenlistment.

(c) QMP.

(d) Court-Martial conviction during current enlistment without a
waiver to reenlist.

(e) Retirement.

(f) DCSS.

(g) Flagged in accordance with AR 600-8-2.

Page 46. Paragraph 4-2c is rescinded.

Page 46. Paragraph 4-2, add:

d. SSG must be a graduate of BNCOC or higher NCOES course in
order to be considered for promotion to SFC.

e. MSG who have been removed from a centralized promotions list
for failure of SMC will not be considered by future boards.

Page 46. Paragraph 4-5 is superseded as follows:

4-5. Personnel appearance and written communication.

a. No soldier may appear in person before a DA Selection Board
on his or her own behalf, or in the interest of anyone being
considered.

b. Eligible soldiers may write to the president of the promotion

13
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board to provide documents and information calling attention to
any matter concerning themselves they feel is important to their
consideration. Although written communication is authorized, it
is only encouraged when there is something that is not provided
in the soldier's records, in which the soldier feels will have an
impact on the board's deliberations. The soldier's official
record is used to determine quality. The proper address (along
with a due date) is included in the message announcing the zones
of consideration. Correspondence will not be acknowledged, will
not be a basis for reconsideration, and will not be included in
the soldier's Official Military Personnel File (OMPF).

c. Documents authorized for filing in the OMPF should be sent to
Commander, USAEREC, ATTN: PCRE-FS, Fort Benjamin Harrison, IN
46249-5301 as soon as they are generated. Do not send documents
that are already in the OMPF.

d. The following documents will not be given to the board, and
therefore should not be sent to EREC.

(1) Correspondence received from anyone other than the soldier
concerned.

(2) Correspondence that criticizes or reflects on the character,
conduct, or motives of any soldier.

(3) Incomplete appeals such as NCO-ER, AER, Court Mart Lal,
Article 15, etc.

(4) Copies of NCO-ER. Only originals processed through PSC/MPD
that have been received and processed by EREC will be seen by the
board.

e. Letters (including all enclosures) seen by a selection board
become a matter of record for that board and will not be filed in
the OMPF. Non receipt of a letter to the board president does
not constitute grounds for reconsideration by a Standby Advisory
Board.

Page 46. Paragraph 4-6c(2) is rescinded.

Page 46. Page 4-6c (3), first sentence is superseded as follows:
Sequence numbers for promotion to SFC, MSG, and SGM will be
determined by seniority within recommended MOS.

Page 47. Paragraph 4-7, add:

c. Effective 1 Oct 93, SSG must be graduate of ANCOC prior to
promotion to SFC and MSG must be graduate of SMC prior to
promotion to SGM.

14
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(1) Effective 1 Oct 93 conditional promotions are authorized.
Conditional promotions are contingent upon the successful
completion of the required level of NCOES.

(2) Soldiers who receive a conditional promotion will have their
orders revoked and their names removed from the centralized list
if they fail to meet the NCOES requirement.

(3) Soldiers who fail to complete the required course for
bonafide medical or compassionate reasons will not have their
promotions revoked. However, those promotions remain conditional
until completion of the required course.

(4) Soldiers who failed the required NCOES course prior to
1 Oct 93 will not be eligible for conditional promotions.

Page 47. Paragraph 4-9a, change first line to read: Soldiers on
an SFC, MSG, or SGM recommended list who are

Page 47. Paragraph 4-9c is superseded as follows:

c. If a soldier is promoted in an incorrect MOS and the
promotion should not have occurred until a later date, the
promotion order will be revoked.

Page 47. Paragraph 4-9d is rescinded.

Page 47. Section II, Task, change the words: "Process Preboard"
to "Preboard Process."

Page 48. Paragraph 4-12i is superseded as follows:

i. Documents supporting amendment, revocation, or late promotion
orders must be received by Commander, PERSCOM, ATTN: TAPC-MSP-E,
Alexandria, VA 22332-0443, by the 2Cth of the month for actions
to be included in the promotion orders booklet, that is, to be
mailed during the following month.

Page 48. Section IV, Process Declination of Promotion is
rescinded.

Page 49. Paragraph 4-16d is rescinded.

Page 49. Paragraph 4-16h, after the period (.) on the fourth
line add: Soldiers requesting reconsideration under (2) through
(7) below normally will be granted reconsideration only for the
most recent board held prior to the soldier's request (in other
words, the soldier will be given reconsideration for only one
board.)

Page 49. Paragraph 4-16h(9) is superseded as follows:
15
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(9) Receipt of a degree (for example: AA, BA, BS) not recorded
on the P-fiche or the qualification record, or was not seen in
hard copy by the board. Only college degrees that are by an
accredited college or university (shown on official transcript)
will be considered. The date of the degree will not be earlier
than 3 months before the convening date of the board.

Page 49. Paragraph 4-l6h (10), is superseded as follows:

(10) An award of a Meritorious Service Medal (initial award
only) or higher not recorded on the P-fiche or the qualification
record or not reviewed in hard copy by the board. The date used
for determination of reconsideration will be the date of the
order or the effective date, whichever is later and will not be
more than 45 days before the convening date of the board.

Pace 49. Paragraph 4-16h(ll) is superseded as follows:

(11) An annual or change of rater NCO-ER that was received at
USAEREC early enough for processing and filing before the
convening date of the promotion selection board was not reviewed.
NCOER received at EREC prior to convening date of the board and
was returned to the PSC for administrative reasons may be a basis
for reconsideration.

Page 49. Paragraph 4-16i(7) is superseded as follows:

(7) Absence of an award lower than the Meritorious Service
Medal.

Page 49. Paragraph 4-16i (9) is superseded as follows:

(9) Absence of completion of an NCOES course, unless it is a
prerequisite for consideration and it was completed before the
convening date of the board.

Pace 49. Paragraph 4-16i, add the following:

(10) A complete the record NCO-ER is an optional report and the
absence of this report will not, under any circumstance, be a
basis for reconsideration.

(11) Derogatory information pertaining to another soldier, that
is filed on the S-fiche.

Pace 49. Paragraph 4-161 is superseded as follows:

1. Correspondence such as letters of commendation, appreciation,
and documents from third parties will not be forwarded.
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Documents dated subsequent to the convening date of the requested
STAB will not be forwarded.

Page 50. Paragraph 4-18a(l) is superseded as follows:

(1) Commanders will promptly forward documentation to Commander,
PERSCOM, ATTN: TAPC-MSP-E, Alexandria, VA 22332-0443, pertaining
to soldiers on a HQDA recommended list who are, have, or have
been--

Page 50. Paragraph 4-18a(l) (e) through (g), are superseded as
follows:

(e) In receipt of an approved retirement.

(f) Barred from reenlistment due to a DCSS, AWOL, local bar,
QMP, or court-martial during current enlistment.

(g) Rescinded.

Page 50. Paragraph 4-18b is superseded as follows:

b. Rules for processing command initiated removals.

(1) Commanders may recommend that a soldier's name be removed
from a HQDA recommended list at any time. The recommendation for
removal must be documented fully.

(2) When recommending a soldier for removal, the following must
be considered:

(a) Punishment under the UCMJ or nonpunitive measures should not
automatically be the sole basis to suggest that a soldier's name
be removed from the recommended list.

(b) The soldier's conduct before and after the punishment or
nonpunitive measures and facts and circumstances leading to and
surrounding the misconduct must be considered.

(c) To remove a soldier based solely on a minor or isolated
incident of misconduct may be unfair to the soldier. Removal
from a HQDA list has far-reaching, long-lasting effects on the
soldier. The probability for subsequent selection for promotion
is extremely limited.

(d) Commanders should evaluate circumstances to ensure that all
other appropriate actions have been taken (training, supervision,
and formal counseling have not helped) or the basis for
considering removal is serious enough to warrant denying the
individual's promotion.
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(3) The commander must submit a recommendation for removal on a
soldier who is not in compliance with the 6 or 12-month rule in
AR 600-9.

(4) Recommendation may be submitted for substandard performance.

(5) Recommendations should not be submitted on isolated acts
based on short-term supervision. To ensure a fair and impartial
decision, each case must be investigated thoroughly.

(6) Removal actions will be processed in the following manner:

(a) The removal action will be submitted for review through
command channels to the commander having general court-martial
convening authority or the first general officer in the chain-of-
command having a staff judge advocate on his or her staff.
(NOTE: Recommendations may be disapproved at any level of
command. The disapproval will be returned through command
channels to the originator with the reason for disapproval.)

(b) The GCMCA or an Army general officer will make
recommendations and sign the removal action, Before sending a
removal action to HQDA for consideration, it will be
delivered, in writing, to the soldier concerned. All documents
that are to be forwarded to HQDA will be included in the
notification to the soldier. The soldier will be allowed to
respond to the proposed action, and may submit a rebuttal within
15 (working) days after receipt of the written notice. (This
time will be extended only for reasons beyond the soldier's
control.)

(c) A soldier who elects not to respond will sign a statement
that he or she has reviewed the proposed action and elects not to
respond.

(d) After the soldier has submitted a rebuttal or signed a
statement to the effect that he or she does not elect to submit a
rebuttal, the action will be sent to PERSCOM.

(e) All actions will be forwarded to PERSCOM in duplicate and
will include a copy of DA Form 2A, DA Form 2-1, and DA Form 268.

(f) HQDA will make the final decision on the removal based on
results and recommendations of the DA standby advisory board.

Page 51. Table 4-5, Processing command initiated removals from a
centralized promotion list is superseded as follows:
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Work Step

1

2

3

101, AR 600-8-19

Center

Unit

BNS1

Unit

BNS1

10

11

PROM

12

Action required

Commander requests removal of soldier
from HQDA promotion list.

Request BNS1 to prepare DA Form 268.

Verify that conditions for removal have
been done according to this regulation.

Prepare, authenticate, and forward DA
Form 268 to the PSC and a copy to
Commander, PERSCOM, ATTN: TAPC-MSP-E,
Alexandria, VA 22332-0443.

Prepare removal documentation for
commander's signature and send it to the
unit.

Commander signs the request, and informs
the NCO, in writing, of intent tc remove
him or her from an HQDA promotion list.
(Soldier's rebuttal is not necessary at
this time. He or she will have an
opportunity to rebut prior to the action
being forwarded to HQDA.)

Return the action to BNS1.

Review action, and obtain the battalion
commander's signature.

Forward the action through command
channels to the PSC {PROM workcenter).

Review action for compliance.

Obtain the concurrence or nonconcurrence
of the GCMCA's or the first general
officer in the chain of command that has
a staff judge advocate.

Once the GCMCA has approved the action,
the PSC will inform, in writing, the NCO
of the action. This notification will
include all documents that are to be
forwarded to HQDA for consideration.
Soldier will be given 15 (working) days
respond to the action. This time will be
extended only for reasons beyond the
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soldier's control. If the soldier
decides not to respond, he or she will
sign a statement to that effect.

13 Forward the action, in duplicate, to
Commander, PERSCOM, ATTN: TAPC-MSP-E,
Alexandria, VA 22332-0443, to include a
copy of DA Form 2A, DA Form 2-1, and DA
Form 268.

14 Receives response from PERSCOM, and
forwards to BNS1.

15 BNS1 Forwards response to unit, and ensures
that a copy is filed in the MPRJ.
Prepares final DA Form 268 (forward a copy
to PERSCOM).

16 Unit Commander notifies soldier of outcome.

Page 51. Section VI, add paragraph 4-19.1 as follows:

4-19.1. HQDA initiated removals from a centralized promotion
list.

a. Review. HQDA will continuously review promotion lists
against all information available to ensure that no soldier is
promoted where there is cause to believe that a soldier is
mentally, physically, morally, or professionally unqualified to
perform the duties of the higher grade.

b. Basis for referral. A soldier may be referred to a Standby
Advisory Board (STAB) for the following reasons. This list is
nonexclusive and referral authority may direct review of a
soldier's promotion status whenever there is cause to believe
that the soldier is mentally, physically, morally, or
professionally unqualified for promotion.

(1) Punishment under Article 15, UCMJ (whether filed in the
restricted fiche or performance fiche of the OMPF).

(2) Any court-martial conviction.

(3) A memorandum of reprimand, signed by a general officer,
placed in the OMPF.

(4) Adverse documentation filed in the OMPF.

(5) Failure to meet the requirements for weight standards
outlined in AR 600-9.
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(6) Other derogatory information received by HQDA, but not filed
in the OMPF, if it is substantiated, relevant, and might
reasonably and materially affect a promotion recommendation.

c. Suspension of favorable personnel action. Suspension of
favorable personnel action will be as prescribed in AR 600-8-2.
HQDA will prepare a DA Form 268 when the decision is made to
refer a case to the STAB. Failure to initiate a suspension of
favorable personnel action, however, does not invalidate referral
of the action to the STAB or subsequent actions relating to the
recommendation of removal.

d. Notice. A soldier referred to a STAB normally will be
considered by the STAB within 120 days after the case is referred
for review. The soldier will be afforded a reasonable
opportunity to submit comments on that information to the STAB
and the official reviewing the recommendation. If the soldier
cannot be given access to the information for reasons of national
security, the soldier will, to the maximum extent possible, be
provided with an appropriate summary of the information. A
soldier who has been provided with 30 days from the date of
receipt of such information to submit comments is considered to
have been provided a reasonable opportunity, unless a good cause
is shown. Proof of service will be included in the file.

e. Information considered. A STAB will consider--

(1) The official military personnel record, consisting of the
OMPF (including relevant portions of the restricted fiche),
Enlisted Records Brief, and official photo, as such records exist
when the board convenes.

(2) Additional information received by HQDA, but not on file in
the OMPF, which the referral authority finds is substantiated,
relevant, and might reasonably and materially affect a promotion
recommendation, provided such information has properly been
referred to the soldier for comment.

(3) Any submission to the board by the soldier under
consideration. The soldier may include the opinion and
statements of third persons in his or her submission.

f. This paragraph does not relieve field commanders from
recommending soldiers for removal per paragraph 4-18 above.

Page 51. Section VI, add paragraph 4-19.2 as follows:

4-19.2. Appeals of Removal from a Centralized Promotion List

a. A soldier who is removed from a promotion list may appeal
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that action only in limited instances. On the appeal, action
will be taken only by HQDA (TAPC-MSP-E).

b. Soldiers may appeal an action to remove them from a
centralized promotion list when the underlying action (s) that
formed the basis of the removal is subsequently determined to be
erroneous based on facts that were not available or reasonably
discoverable at the time of the original action, at the time that
the soldier was notified of the removal action, or for other
compelling reason.

c. Appeals should be referred through command channels, to
include GCMCA, to HQDA (TAPC-MSP-E). The action will be no later
than 15 days after the commander is notified of the appeal.

Page 52. Paragraph 6-lb, change first sentence to read: A
reduction board is required for soldiers in the grade of CPL/SPC
(when being reduced more than one grade) and for soldiers in the
grade of SGT through SGM for any reduction for misconduct (civil
conviction) under paragraph 6-4 (except under table 6-1) and for
inefficiency under para 6-5.

Page 53. Paragraph 6-3c, add:

(1) If a soldier in the grade of CPL/SPC and below is being
reduced one grade without referral to a reduction board, the
reduction action must be accomplished within 30 duty days after
receipt of documentary evidence and before separation or
retention is considered.

(2) The reduction authority may extend the 30 day limitation for
good cause. A written justification must be included in the file
if an extension is granted.

Page 53. Paragraph 6-3h, change second sentence to read:
Soldiers in grades SFC through CSM may not be reduced under this
provision.

Page 53. Paragraph 6-6b(2) is rescinded.

Page 54. Paragraph 6-7, second line, delete the words "in
writing".

Page 55. Paragraph 6-8q(2), first line, replace the word "in"
with the word "with".

Page 55. Paragraph 6-10c, fourth line, replace the words "detail
of a" with the words "a detailed".

Page 57. Table 6-1, Rules 2 and 3, under column "then" for
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soldiers serving in the grade of SPC or CPL and below, change to
read: the reduction authority must consider reduction of one or
more grade. Reduction of more than one grade for soldiers in the
grade of SPC must be referred to a reduction board. Soldier in
the grade of PFC may be reduced more than one grade without board
action.

Page 57. Table 6-1, Rules 4 and 5, under column "then" for
soldiers serving in the grade of SPC or CPL and below, change to
read: the reduction authority may reduce the soldier one grade
without referral to a reduction board. Reduction of more than one
grade of soldiers in the grade of SPC must be referred to a
reduction board. Soldier in the grade of PFC may be reduced more
than one grade without board action.

Page 64. Paragraph 8-13, line 4, as reads, Da Form 4187-E,
should read: DA Form 4187-E.

Page 76. Add the following terms:

Standby Advisory Board. Special board held as an adjunct to each
scheduled promotion selection board. This board, using the
quidelines established in this regulation, considers soldiers for
promotion, promotion reconsideration, and removal from a standing
promotion list. The board provides their recommendations to the
DCSPER who makes the final decision.

Senior Personnel Manager. The military officer or civilian who
manages personnel matters. The senior personnel manager must be
in the grade of LTC or civilian equivalent rating.

2. Post this change according to AR 310-13.

3. File this interim change in front of the publication.
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(TAPC-MSP-E)

By Order of the Secretary of the Army:

GORDON R. SULLIVAN
General, United States Army
Chief of Staff

Official:

MILTON H. HAMILTON
Administrative Assistant to the
Secretary of the Army

Distribution:

Distribution of this publication is made in accordance with
the requirements on DA Form 12-09-E, block number 5320, intended
for command levels A, B, C, D, and E for Active Army, Army
National Guard, and U.S. Army Reserve.

PIN: 068399-901
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Headquarters
Department of the Army
Washington, DC
1 November 1991

*Army Regulation 600-8-19

Effective 1 December 1991

Personnel General

Enlisted Promotions and Reductions

By Order of the Secretary of the Army:
GORDON R. SULLIVAN
General, United States Army
Chief of Staff

Official:

MILTON H. HAMILTON
Administrative Assistant to the
Secretary of the Army

History. This UPDATE printing pub-
lishes a revision of this publication. Be-
cause the publication has been extensively
revised, the changed portions have not
been highlighted.

Summary. This regulation prescribes pol-
icies and procedures governing promotion
and reduction of Army enlisted personnel.
This regulation includes policy statements,

crating tasks, rules in support of oper-
g tasks, and sequential steps of each
rating task.

Applicability. This regulation applies to
the Active Army. It only applies the
USAR when USAR enlisted soldiers are
serving on active duty in the end strength
of the Active Army.

Mobilization application. On mobiliza-
tion, this regulation will not be used.
Functions will be decentralized to major
Army commands or installations. The
proponent agency of this regulation will
make the announcement.

Internal control systems. This regula-
tion is subject to the requirements of AR
11-2. It contains internal control provi-
sions, but does not contain checklists for
conducting internal control reviews. These
checklists are being developed and will be
published at a later date.

Supplementation. Supplementation of
this regulation and establishment of com-
mand and local forms are prohibited
without prior approval from HQDA
(TAPC-MSP-E), Alexandria, VA 22332-
0443.

Interim changes. Interim changes to this
regulation are not official unless they are
authenticated by the Administrative Assis-
tant to the Secretary of the Army. Users
will destroy interim changes on their expi-
ration dates unless sooner superseded or
rescinded.

Suggested improvements. The propo-
nent agency of this regulation is the
Office of the Deputy Chief of Staff for
Personnel. Users are invited to send com-
ments and suggested improvements on
DA Form 2028 (Recommended Changes
to Publications and Blank Forms) directly
to HQDA, (TAPC-MSP-E), Alexandria,
VA 22332-0443.

Distribution. Distribution of this publica-
tion is made in accordance with the re-
quirements on DA Form 12-09-E, block
number 5320, intended for command lev-
els A, B, C, D, and E for Active Army,
Army National Guard, and U.S. Army
Reserve.
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Chapter 1
Introduction

Section I
Overview

1-1. Purpose
This regulation prescribes the enlisted promotions and reduc-
tions function of the military personnel system. It is Jinked to
AR 600-8 and provides principles of support, standards of
service, policies, tasks, rules, and steps governing all work
required in the field to support promotions and reductions. It
provides the objectives of the Army's Enlisted Promotions
System, which include filling authorized enlisted spaces with
the besl qualified soldiers. It also provides for career progres-
sion and rank that is in line with potential, recognizing the best
qualified soldier that will attract and retain the highest caliber
soldier for a career in the Army. Additionally, it precludes
promoting the soldier who is not productive or not best
qualified, thus providing an equitable system for all soldiers.

1-2. References
Required and related publications and prescribed and refer-
enced forms are listed in appendix A.

1-3. Explanation of abbreviations and terms
Abbreviations and special terms used in this regulation are
explained in the glossary.

1-4. Responsibilities
a. The Deputy Chief of Staff for Personnel (DCSPER). The

DCSPER will—
(1) Serve as the Department of the Army (DA) policy

proponent of the Army promotion and reduction system.
(2) Establish policy, procedures, and standards for matters

concerning promotions and reductions and may make excep-
tions to this regulation and further delegate authority for
exceptions to major commands.

(3) Exercise DA responsibility on all mailers concerning
promotions and reductions.

(4) Serve as the senior Army official on all matters concern-
ing promotions and reductions.

b. The Judge Advocate General (TJAG). TJAG will, upon
request, review DA administrative changes to verify the legality
of prescribed policies and changes.

c. Commanding General, Total Army Personnel Command
(CG, PERSCOM). The CG, PERSCOM, will conduct and
supervise alt enlisted personnel functions prescribed in this
regulation.

d. The Commandant, Adjutant General School. The Com-
mandant, Adjutant General School, will be responsible for
branch implementation of ihis regulation.

1-5. Manpower resources
Manpower Siaffing Standards System (MS3) recognizes the
promotion and reduction function as being the functional
responsibility of the Promotion Work Center of the Personnel
Service Company (PSC). Manpower officials will use the
workload factors (obtained from MS3) to determine the
manpower authorizations.

1-6. Levels of work
a. Most personnel work in the field is performed at ihree

primary levels: unit, battalion, and installation (or some equiv-
alent in ihe tactical force). The focus of the guidance in this
regulation is on those levels.

(1) Unit- and battalion-level work is straightforward as to
where it is performed.

(2) Installation-level work is subdivided into work centers.
This regulation identifies the work center required to perform
the work for manpower purposes.

b. This regulation will typically address the following levels
of work:

(1) Soldiers. Work beginning with input from a soldier.
(2) Unit. Work executed at unit level.
(3) Battalion. Work executed at battalion level.
(4) Command and staff (C&S). Work executed within the

chain of command (other than battalion). The specific C&S
work center covered by this regulation is plans and staff
support (SS).

(5) Personnel support (PS), Work executed in a personnel
support organization. The specific PS work centers covered by
this regulation are enlisted and flagged records (ENRC),
Personnel Actions Branch (PAB), and in- and out-processing
(IOPR).

Section II
Principles and Standards

1-7. Principles of support
The military personnel system will—

a. Provide a centralized promotion selection process in
peacetime for promotion 10 the ranks of sergeant first class
(SFC) and above.

b. Provides a Semicentralized promotion selection process in
peacetime for promotion to the ranks of sergeant (SGT) and
staff sergeant (SSG).

c. Authorize commanders to advance soldiers to the ranks of
specialist (SPC) or corporal (CPL) and below.

d. Retain Army-wide equity during hostilities as long as the
supporting systems (that is, the centralized and semi centralized
process) are practical and affordable.

e. Support the Army's personnel life cycle function of
professional development.

1-8. Standards of service
a. The enlisted promotion system is—
(1) A wartime military personnel function.
(2) Resourced in the tables of organization and equipment

(TOE) PSC.
(3) The functional responsibility of the Personnel Actions

Work Center (and its tactical counterpart).
b. To support the Semicentralized promotion system, the

PSC will—
(1) Compute scores monthly to support the initial selection

process. &>*- < *y- /̂
(2) Recompute all pcores annually. This will be accomplished

I year after boacoy-appearance, last reevaluation, or last
recomputation—--w/iumever is later.

(3) Recompute scores on demand to support reevaluations.
(4) Adjust scores when authorized.
c. PERSCOM will advance soldiers to the rank of private E2

(PV2) with 6 months time in service (TIS) automatically; unit
commanders will take action to advance all other soldiers on
an individual basis.

d. The PSC will support the centralized system by ensuring
eligible enlisted soldiers are given an opportunity to review
their military personnel records in the field in preparation for
promotion selection boards.

e. Wartime standards (as directed by HQDA) are as follows:
(1) The centralized and Semicentralized system will be dis-

continued on the battlefield. Decentralized promotions will be
managed as a subfunction of enlisted strength management.

(2) Promotions will be based on position vacancies.
(3) Promotions will be executed, recorded, and reported by

the promotion authority as soon as the battlefield situation
permits.

(4) Promotion authority will be as follows:
(a) Major general in command for SFC and above.
(b) Lieutenant colonel in command for SGT and SSG.
(c) Unit corrfiUi£er for CPL and below.
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(5) Strength managers will synchronize losses, personnel
requisitions, replacement allocations, and promotion decisions.

(6) Promotion and reduction authority will be vested in the
same official.

Section HI
Policy

1-9. Promotion authorities P^^
a. The CG, PERSCOM, is the promotion authority for CPL

or SPC and below for soldiers who meet eligibility without
waiver while in transit.

b. Principal officials of Headquarters, Departmeni of the
Army (HQDA) or Department of Defense (DOD) organizations
are considered commanders for promotion auihoriiy purposes.

c. Company, troop, battery, and separate detachment com-
manders are authorized to advance soldiers to the rank of SPC
and below.

d. Other promotion authorities are listed in chapters 3, 4,
and 5.

1-10. Nonpromotable status
Since HQDA administers promotions to grades SFC-SGM,
commanders are responsible for notifying HQDA when soldiers
whose names appear on a recommended list arc nonpromot-
able. When AR 600-8-2 applies, commanders must foward
documenlaiion to include ihe initial DA Form 268 (Report to
Suspend Favorable Personnel Actions (FLAG), the reason for
the flagging action. When the flagging action is closed, the
PSC will forward lo HQDA a copy of the final DA Form 268,
the date ihe flag is closed, type of punishment received, dale
all punishment is compleied (including all periods of suspen-
sion), and or date that a leiter of reprimand was actually
imposed. For all other cases, the PSC will provide HQDA with
the soldier's name and a brief summary of circumstances that
caused the soldier lo become nonpromotable. The PSC will
send a copy of the counseling statemeni for soldiers
(SSG-MSG) holding promotion recommended list status to
HQDA. AH correspondence will be mailed 10 Commander,
PERSCOM, ATTN: TAPC-MSP-H, 200 Stovall Street, Alex-
andria, VA, 22332-0443, and will include the soldier's sequence
number, promotion military occupational specialty (PRMOS),
and the date the soldier became nonpromotable. Soldiers
(PV1-MSG) are nonpromotable to a higher grade when one of
the following conditions exist:

a. Security violation.
(1) A local security violation.
(2) Violation of t i t le 18 of ihe United Stales Code concern-

ing sabotage, espionage, treason, sedition, or criminal subver-
sion.

(3) Violation of Articles 94, 104, 106, 133, and 134 of the
Uniform Code of Military Justice (UCMJ).

b. A court-martial. **u**^/*/
c. Letters of admonishment., censure, or reprimand not

administered as nonjudicial punishment.
d. An administrative rendition. , , //,/

^ 'e.
/. Charges,V~restraint, or investigation by military or civilian

authorities. ,
g. Absence without leave (AWOL)-
h. Entry inrS Weight Co
/'. Failure lo^iaS^ffie^^A^nyPhysical Fitness Tesi (APFT) or

to lake the lesrwithin the period outlined in AR 350-15 (unless
on profile).

j. In proceedings thai may result in an administrative
elimination.

k. A written recommendation has been sent lo the promo-
lion auihority lo reclassify a soldier for inefficiency or disci-
plinary reasons.

I
reenlistment according to AR 601-280,

J2-20, and 2-21, or denied reenlistment
nive Manqgerqent Program (QMP).

or CPL through MSG not
waivep ten reenlisi or has been denied

V\

/. Ineligible
paragraphs 2-
through ihe Qua/i

m. Soldiers in
in receipt of an
a waiver to reen

n. Soldier is without appropriate security clearance or favor-
able security invcsiigation for promotion to the grade and
military occupational specially (MOS).

o. For promotion of SGT through SFC when soldiers fail to
take a skill qualification test (SQT) due to their own fault
(willful neglect or simple,negligence).

p. Fait to (juaMy*'lor Teen list mem or extension of their
curreni enlisiment lo meei the service remaining obligaiion for
promotion to SSG. The promotion authority will remove the
names from the promotion recommended list of these soldiers
once they have been determined to be ineligible to reenlist or
extend. **$•'

q. A DA bar has been approved or a locally imposed bj$jio*
reenlistmjjnv is in effect or has been initiated and not yet
approved. In addition to being nonpromotable, these soldiers
are not eligible for inclusion in a DA zone of consideration or
promotion consideration by field commanders.

r. Voluntary retirement application has been approved.
s. A writien recommendation has been submitted lo remove

ihe soldier from a promotion recommended list.
/. Punished under Article 15 of the UCMJ, including sus-

pended punishment, except lhai any summarized proceedings
imposed according to AR 27-10, paragraph 3-16, are excluded
and will not result in nonpromotable status. The soldier will be
promotable on^ihe d,av following compleiion of ihe period of
correctional ou3toay.*'*resiriciion. exira duty, and or forfeiture
of pay, whichever occurs later. For the purposes of determin-
ing nonpromotable status, periods of forfeiture of pay will be
determined as follows:

(1) Periods of forfeiture arc to begin on the dale Article 15
punishment is imposed.

(2) For Article 15 forfeitures imposed by company grade
commanders, 7 calendar days is the period of forfeiture. For
example, punishment is imposed on 28 March 1989. The
soldier is in a nonpromotable status from 28 March through 3
April and regains promoiablc slatus on 4 April.

(3) For Article 15 forfeitures of 1 month by field grade
commanders, 15 calendar days is the period of forfeiture.

(4) For Article 15 forfeilures of 2 months imposed by field
grade commanders, 45 calendar days is the period of forfei-
ture, f^^t-t '

u, A Physicaf Education Board (PEB) determines that a
..soldier is no longer qualified for continued active service.
\ 3**-̂ %_'-'\ li I>. v. Selected for oversear. assignment and removed from the

reenlistment or extensionassignment mstr
(AR 601-280). This applies to soldiers oiher than first-termers,

j with more than 4 years of service for pay purposes at
x expiration term of service (ETS). Soldiers in ihis category will

regain promotion status on execution of oath of extension of
reenlistment. v*"^/*

w. Flagged under the provisions of AR 600-8-2.

1-11. Delay of promotion due to suspension of favorable
personnel actions
When a delay of promotion has occurred because of suspen-
sion of favorable personnel actions, the following rules apply
once the final DA Form 268 has been prepared. The soldier's
promotion status will be determined as follows:

a. If the soldier's final report is closed "Favorable" and he
or she would have been promoied while ihe suspension of
favorable personnel actions was in effect, provided otherwise
eligible, he or she will be promoted. Effeciive date and date of
rank will be that of his or her peers.

b. If the soldier's final report is closed "Unfavorable," and
he or she would have been promoied while the suspension of
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favorable personnel actions was in effect, provided otherwise
eligible, he or she will be promoted unless action has been
initiated to remove the soldier from the recommended list
before the closing date. 62£ctjvc date and date of rank (DOR)
will be the effective da/of* tne'removal of the suspension of
personnel action.

c. When the soldier's final report is closed "Other" (applies
to the Army Weight Control Program and the Army Physical
Fitness Test) and he or she would have been promoted while
suspension of favorable personnel actions Was in effect, pro-
vided otherwise eligible, he or she will be promoted with a
DOR and effective date will be the effective date of the
removal of the suspension of favorable personnel action.

d. Effective date and DOR stated on a promotion instru-
ment (orders or DA Form 4187 (Personnel Action)) will be the
same. DA Form 4187 is also electronically generated.) The
effective date reflected on the promotion instrument will be the
effective date used on the grade change (GRCH) transaction.

1-12. Precedence of relative rank
Among enlisted soldiers of the same grade of rank in active
military service (to include retired enlisted soldiers on active
duty) precedence or relative rank will be determined as follows:

a. According 10 DOR.
b. By length of active Federal service in the Army when

DORs are the same.
c. By length of iota] Federal service when a and b above arc

the same.
d. By date of birth when a, b, and c above are the same;

older is more senior.

1-13. Date of rank and effective date
a. The DOR for promotion to a higher grade is the date

specified in the insirumeni of promotion.
b. DOR in all other cases will be established as governed by

appropriate regulation.
c. The DOR in a grade to which reduced for inefficiency or

failure to complete a school course is the same as lhat
previously held in that grade. If reduction is to a grade higher
than that previously held, it is ihe dale the soldier was eligible
for promotion under the promotion criteria set forth for that
grade under this regulation. (See AR 140-158, chap 7, foe U.S.
Army Reserve (USAR) soldiers on aclive duty in the Active
Guard Reserve (AGR) program.)

d. DOR on reduction for all other reasons is the effective
date of reduction. (See AR 27-10, chap 3, when a soldier is
reduced under the Manual for Courts Martial (MCM) (Article
15, UCMJ).)

e. The DOR and effective date will be the same. If the
effective date is prior to the date of the advancement or
promotion instrument in the case of—

(1) Soldiers being advanced 10 the ranks of PV2 through
SPC, a DA Form 4187 will be initiated by ihe soldier's
commander to the nexi higher advancement authority request-
ing that the soldier be advanced with a retroactive date,
explaining ihe specific reason for the delay in advancement. If
the next higher advancement authority approves the request, he
or she will so indicate by by 1st End and direct the soldier's
advancement, indicating the correct effective date. The DA
Form 4187 and approved indorsement will be filed in the
soldier's MPRJ.

(2) Soldiers being promoted to SGT and SSG, the promo-
tions section will initiate a DA Form 4187 or memorandum to
the promotion authority, explaining the specific reason for the
delay. The DA Form 4187 or memorandum wilt be signed by
the PSC commander or officer in charge. Once ihe promotion
authority approves the request, he or she will so indicate by 1st
End to the promotions section. The promotions section will
then publish the promotion order. The promoiion order will
cite, along with other applicable authority, the 1st End. File

the DA Form 4187 or memorandum, approved indorsement,
and promoiion insirumeni in the MPRJ.

(3) Soldiers being promoted to the grades of SFC through
SGM, an annotation will be entered in the DA conlrolled
sequence roster, explaining the specific reason for the delay.
HQDA will publish the promotion order or amendment with
the correct effective date.

/. For soldiers advanced to PV2 through SPC or promoted
to SGT through SGM entilled to an effective date of advance-
ment or promotion which exceeds 6 months prior to the date
of the advancement or promotion instrument, the instrument
will contain the following special instructions: Since the effec-
tive date of the promotion exceeds this instrument by more
than 6 months, JUMPS will automatically pay 6 months of
backpay entiilements. Your nexi Leave and Earning Statement
(LES) should reflect such payment. Upon receipt of your LES
lhat reflects 6 monihs backpay, provide your servicing Finance
and Accounting Office (FAO) with a copy of the instrument.
Your servicing FAO will initiate procedures which will result in
your receiving any additional backpay to which you arc
entitled. Note: This paragraph will not be used to promote
soldiers retroactively due to errors discovered during recompu-
tation, reevaluation, or administrative adjustment.

1-14. Computing time in grade and service
a. Compute time in grade (TIMIG) from active duty DOR

set at the time of entering current grade. Use active service of
one or more days when computing TIMIG for promotion
eligibility. Retirement points, drill periods, and time lost will
not be included.

b. Compute time in service as follows:
(1) For RA and former ARNG and USAR soldiers who

enlist in the Active Army, use basic aclive service date (BASD).
(2) Use pay entry basic dale (PEBD) for ARNG and USAR

soldiers who are involuntarily called or ordered to active duty
under section 673b (the "200,000 call-up"), title 10, United
States Code (10 USC 673b) or in time of war or national
emergency (mobilization) and those who volunteer for and are
ordered 10 active duly for periods in excess of 90 days in
response to requests for volunteers to meet any emergency
operational mission requirement (does noi include peacetime
mission requirements).

(3) Soldiers who entered active duty under the Army Civilian
Acquired Skills Program (ACASP), AR 601-210, use adjusted
basic enlisted service date (BESD) for promotion consideration
Ihrough grade SSG.

(4) For ARNG and USAR soldiers on IADT, use BASD.

1-15. Appointment to higher grades
Soldiers who were not appoimcd lo higher grades to which
enlisted when they enlisted or reenlisled in the RA or USAR
will be reappointed to higher grades by the appropriate
promotion authority. Governing directives are AR 601-210,
AR 140-111, AR 140-158, or AR 601-280. This does not apply
if a reduction in grade occurs after date of enlistment or
reenlistment. The effective date reflected on the promotion
instrument will be the effective dale used on ihe "GRCH"
transactions.

1-16. Security clearance requirements
The following security clearance requirements are a prerequisite
for promoiion:

a. Promotion to master sergeant (MSG) and sergeant major
SGM) requires a favorable National Agency Check (NAC) or a
security clearance of secret or higher.

b. Promotion to SFC requires the clearance for the promo-
lion MOS.

c. Promotion to SPC through SSG requires the clearance
required by ihe promotion MOS or an interim clearance at the
same level.
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1-17. Erroneous promotions and de facto/ status'
a. Erroneous promolions will be revoked. When a soldier

has been erroneously promoied, a determination of dc facto
status may be made only to allow the soldier to keep any pay
and allowances received at the higher grade when—

(1) Promotion orders or DA Form 4187 has been issued.
(2) Pay at the higher grade has been received.
(3) Soldier accepted the promotion or advancement in good

faith.
b. DC facto status may be granted by the promotion

authority or higher commander after legal review by ihe
servicing Staff Judge Advocate's office.

c. All requests for de facto on soldiers erroneously promoted
to the grades of SFC, MSG, and SGM must be received by the
soldier's servicing Staff Judge Advocate's office prior to being
submitted to HQDA.

1-16. Appointment of acting noncommissioned officers
(NCOs)

a. Commanders issuing movement orders for casual groups
may appoint soldiers as acting NCOs in grades of CPL, SGT,
and SSG. They will supervise and conirol movemcms. The
number of acting NCOs will be—

(1) One CPL to each 12 casuals.
(2) One CPL plus 1 sergeant to each 35 casuals,
(3) One SSG when appointing 2 or more acting SGTs for a

group.
b. Acting NCOs of casual groups will wear brassards as

described in AR 670-1.
c. Acting NCOs are not entitled to pay and allowances for

such higher grades. Service will not be credited as time in a
higher grade for promotion or DOR purposes.

d. An acting NCO, appointed under ihis section, has all of
the authority of a regularly appointed NCO of the same grade.

e. Appointment of acting NCOs will be announced in a
memorandum. Memorandum will be retained at unit or higher-
level headquarters (HQ) until appointment is terminated. Ap-
pointment will be terminated when casual groups reach their
destinations.

1-19. Frocklng
Frocking MSG (Promotable) and Command Sergeant Major
(CSM) (Designee) to CSM, and SFC (Promotable) to First
Sergeant will be accomplished per AR 614-200.

1-20. Students
a. Soldiers being trained in Army training centers and

service schools may be promoted under ihe normal criieria of
this chapter.

6. Soldiers assigned temporary duty (TDY) pending further
orders or TDY en route to a new duty station who are being
trained or retrained may be considered for promotion by their
school or detachment commander. This will be after a reason-
able period of evaluation (minimum of 30 days).

c. The soldier's record of performance before and during the
course must clearly show that he or she has the potential to
perform at the next higher grade.

d. Criteria on qualification and selection in career progres-
sion military occupational skill (CPMOS) applies. However,
soldiers will be evaluated and may be selected for promoiion in
the primary occupational specialty (PMOS) held before training
or retraining. This also applies to prior-service accessions.

e. The Commandant, U.S. Military Academy Preparatory
School (USMAPS) may appoint privates El (PVI) and PV2 lo
private first class (PFC) on the first day of formal training in
the USMAPS.

1-21. Missing, detained, or captured soldiers
a. Soldiers eligible for promotion will not be deprived of

promotion consideration while missing, captured, or detained.
These soldiers will be promoted by HQDA.

b. Soldiers who are missing in action, confined, seized
(especially during war), detained in a foreign country against
their will, captured, surrounded, or unable to escape due lo
hosiile fire (Missing Persons Act) are eligible for considcraiion
and promoiion.

c. Field promotion authorities may only promote eligible
soldiers prior to the date they are dropped from the rolls of
their units.

1-22. Promotion of critically HI soldiers
a. Soldiers on a current recommended list lo SGT and SSG

(selected by a selection board) and PFCs eligible for advance-
ment to SPC (recommended by their local commander) will be
promoted to the recommended grade by the local medical
facility commander.

b. Soldiers in grade SSG, SFC, or MSG who have been
selected for promotion by a DA Promotion Selection Board
will be promoted by PERSCOM.

c. The following conditions must be met:
(1) Hospitalizaiion is caused by disease or injury received in

the line of duty.
(2) Terminal illness is verified by the medical facility com-

mander. Estimated life expectancy must be 12 months or less.
d. The medical facility commander will send the following

information, by electrical means, lo PURSCOM, ATTN:
TAPC-MSP-E, Alexandria, VA 22332-0443 for soldiers being
promoted to SFC, MSG, and SGM:

(1) Name and social security number (SSN).
(2) Subject and date of the letter lhat contains the name of

the soldier hospitalized.
(3) Date hospitali/ed.
(4) Life expectancy (estimated lo be less lhan 12 months).
e. Other provisions of this regulation are waived to permit

these promotions.

1-23. Former Temporary Disability Retired List person-
nel P^fJ- J^L-Ztff

a. SGT" and below.
(\) Soldiers returning to active duly in grade SGT or below

will be considered for promotion. Eligibility will be based on
the DOR and service they would have had if they had not been
placed on the Temporary Disability Retired List. Waivers for
time in grade and time in service, as granted by chapter 2,
apply.

(2) If the local commander can establish that the soldier was
on the recommended lisi before TDRL, and mei a cutoff score
while on TDRL, he or she will be promoted. The promotion
will be accomplished within 30 days from the date of return 10
active duty.

(3) DOR and effective date will be the date of current entry
on active duty .

(4) If the soldier did noi meet or exceed any announced
promoiion point cutoff scores while on TDRL, he or she will
be added to the assigned unit 's promoiion recommended list.

(5) If the local commander cannot establish that the soldier
held prior list status, the promoiion authority will convene a
selection board 10 consider the TDRL returnee. It will be held
within 60 days of the soldier's assignment to his or her
command. If the board recommends the soldier for promotion,
he or she will be added to the unit's recommended list.

(6) Eligible soldiers in grade PVI through PFC meeting the
time in grade and service requirements will be advanced or
promoted as soon as possible. U will be within 30 days after
return to active duty. DOR and effective date will be the dale
of current entry on active duty.

b. SSG and above.
( I ) A soldier will be referred to a Standby Advisory Board

(STAB) for consideration if he or she—
(a) Returns to active duty from TDRL and had been in an

announced zone of consideration for promotion while on
TDRL.
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(b) Will be promoied to the higher grade if selected. The
DOR will be the date they should have been promoted had he
or she not have been placed on TDRL. Consideration will be
based on the DOR held in the grade before TDRL.

(2) Soldiers returning to active duty from TDRL will be
promoted with a DOR with their peers if they were—

(a) Previously selected for promotion by a DA Centralized
Promotion Selection Board.

(b) Placed on TDRL before promotions were made through
their sequence numbers.

(3) For soldiers whose sequence number has passed the DOR
will be that of his or her peers. The effective date of
promoiion will be the date of return to active duty.

(4) If the promotion is .not declined, soldiers being promoted
to SFC through SGM will incur a 2-year service obligation
from the cffeciive date of promotion before voluntary nondisa-
bility retirement.

(5) Soldiers whose sequence numbers have not been reached
will be promoied with their peers.

(6) C o m m a n d e r s wi l l adv i se PERSCOM, ATTN:
TAPC-MSP-E, Alexandria, VA 22332-0443 of soldiers who
should have been promoied while on TDRL. or meet the
criteria for a STAB.

1-24. Posthumous promotions
a. The posthumous promotion will be effected on DD Form

1300 (Report of Casually) when items 50 and 51 are compleied
on ihe casually report message issued according to AR
600-8-1. Posthumous promotions will be accomplished by
Commander, PERSCOM, ATTN: TAPC-PES, who will issue
DA Form 3168 (Posihumous Certificate of Promotion) in the
name of the soldier. Both the DD Form 1300 and DA Form
3168 will be furnished to the primary next of kin only.

b. Eligiblity for posihumous promotion is as follows:
(1) Soldier must have been officially recommended for

promotion before the date of death, Promoiion to grades SGT
and SSG must have been recommended by a local selection
board and for grades SFC, MSG, and SGM by an HQDA
selection board.

(2) Soldier was unable to accept promotion because of death
which—

(a) Was not due to misconduct.
(b) Did not occur while on unauthorized absence.
c. No person is eniitlcd to additional benefits (such as

additional pay and allowances) because of a posthumous
promotion.

d Recommendations for posthumous promotions are as
follows:

(1) Initial casually reports include appropriate information
required by AR 600-8-1 indicating that the soldier had been
recommended for promotion. This also applies to supplemental
reports if informaiion is unavailable at the time of preparation
of the initial report.

(2) For promotions to SFC, MSG, and SGM, ihe daie of ihe
promoiion list together with the promotion sequence number
will be shown.

(3) For promotions to the grade SGT and SSG, the date the
soldier was approved to be on the recommended list will be
shown.

(4) For advancement to the grade of SPC, the date shown
will be thai of the commander's recommendation.

1-25. Promotion ceremonies and certificates
fl. Promoiion ceremonies should be held on the effective

date of promotion. Early promotion ceremonies may be held
when ihe effective date of promotion is on a weekend or
national holiday.

b. The promotion certificate is not the official instrument
for promotion. The promotion order will be used as the source
for grade, effective daie, and DOR for all record and pay
purposes.

c. Certificates will not be retroaciively issued for promotions
before 1 November 1980.

d. A soldier who is reduced one or more grades will receive
ihe appropriale certificate when again promoted. (See figs 1-1
and l-

Section IV
Single Source Data (SSD)

1-26. Objectives of SSD concept
a. Establishes responsibility for each data element.
b. Creates an automatic interface between the personnel and

finance systems.
c, Shares data that is common.
d. Updates Standard Installation or Division Personnel Sys-

tem (SIDPERS), enlisted master file (EMF), and Joint Uniform
Military Pay System (JUMPS) with one SIDPERS transaction.

e. Eliminates redundant input by personnel and finance
clerks.

/. Eliminates potential for data mismatch between the SID-
PERS personnel file (SPF) and JUMPS.

g. Reduces potential for data mismatch between the EMF or
Official Military Personnel File (OMPF) and JUMPS.

1-27. Proponent data elements
a. Personnel inpuls the grade data clement, and Finance

inputs the BASD and BESD data elements.
b. Proponent procedures concern the following:
(1) Daia entry.
(2) Error resolution.
(3) Final call on disagreements regarding correctness.
(4) Maintenance of daia elemenis.
(5) Providing access to other communities for required data.

1-28. Reconciliation of personnel data files
a. Reconciliation of errors and timely resubmission of irans-

actions remain a critical item.
b. Regular, open dialogue between the personnel and finance

communities is mandatory.

Attention to Orders: Headquarters, Department of the Army, Wash-
ington, DC {for SFC through SGM) or use designation of unit issuing
orders (for sergeant through staff sergeant), dated (use effective
date of promotion). The Secretary of the Army has reposed special
trust and confidence in the patriotism, valor, fidelity and professional
excellence of (name). In view of these qualities and (his or her)
demonstrated leadership potential and dedicated service to the U.S.
Army, (ne or she) is. therefore, promoted to (ran*) with date of rank
of (day, month, year). By Order of the Secretary of the Army: (the
promotion authority will be as reads on the promotion order).

Figure 1-1. Sample of a ceremonial format for promotion
to the ranks of SGT through SGM

Attention lo Orders: Department of the Army, (use designalion of
unit issuing orders) dated (use effective date of promotion). The
Secretary of the Army has reposed special trust and confidence in
the patriotism,, valor, fidelity, and professional excellence of (name).
In view of these qualities and (his or her) demonstrated potential for
professional competence and dedicated service to the U.S. Army,
(he or she) is therefore promoted to (rank) with date of rank of (day,
month, year). By Order of the Secretary of tne Army: (the local
promotion authority will be announced as the authenticating officer
for these promotions).

Figure 1-2. Sample of a cerenfonlal format for promotion
to the rank of SPC
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Chapter 2
Decentralized Advancements

Section I
Managing Decentralized Advancements

2-1. Overview
This chapter governs the decentralized promotion system for
advancement to SPC and below.

2-2. Criteria
Criteria for advancement to SPC and below is as follows:

a. Soldiers must be in a promotable status on the effective
date of advancement.

b. The advancement authority or a higher headquarters may
determine a soldier's eligibility to be advanced with a retroac-
tive DOR when the soldier*s advancement was delayed due to
administrative error.

c. Commanders may advance soldiers with a waiver pro-
vided they have promoiion capability within the percentage
waiver restriction as outlined in paragraph 2-5.

d. Percentage limitations outlined in this chapter apply
retroactively.

e. BASD will be used to determine TIS. Time spent in
delayed entry program will not count as TIS.

/. Soldiers will only be advanced in their PMOS or CPMOS.
g. The PSC will conduct a monthly audit of 10 percent of

units serviced to ensure waiver ceilings are correctly compuied
and executed. Audit schedule will ensure each promotion
authority is reviewed at least once annually.

h. The PSC will train promotion authorities who misapply
waiver rules. The PSC reports all incidents to the chief
personnel manager.

/. Soldiers who meet eligibility, without waiver, while in a
transit status will be advanced by the PSC, dur ing in-
processing, provided they are otherwise eligible.

Section II
Task: Process Enlisted Advancement to PV2

2-3. Rules for advancing enlisted soldiers to PV2
a. Advancemem cligibilily criieria to PV2 is 6 months TIS

waivable to 4 months TIS.
b. Advancemem to PV2 at 6 months, TIS, except for those

soldiers who are flagged or barred from reenlislment, will be
executed automatically by the EMF for posting to the SPF and
the master military pay file (MMPF).

c. DA Forms 4187 will not be submitted for automatic
advancement to PV2 at 6 months TIS.

d. If a commander elects not to advance a soldier to PV2 at
6 months TIS, a DA Form 4187 will be submitlcd prior to the
effective date 10 deny the advancement. Figure 2-1 shows a
sample of a completed DA Form 4187 when advancement to
PV2 is denied.

e. The DA Form 4187 submitted prior to the effective date
of advancement is the authority for a commander to reverse
the automatic advancement with a GRCH transaction using ihe
appropriate code.

/. PVIs who were flagged, denied advancemeni, barred from
reenlistment at 6 months TIS, or previously reduced from PV2
and are laier advanced to PV2, require a DA Form 4187 and
GRCH transaction to be advanced.

g. Soldiers advanced to PV2 wilh a waiver (prior to 6
months TIS) require a DA Form 4187 and the submission of a
GRCH transaction to be advanced.

h. Prepare DA Form 4187 for PV2 advancements for other
than soldiers automatically advanced to PV2 at 6 months TIS.

(1) Prepare DA Form 4187 prior to the soldier's eligibility
date to ensure entitlements are received on time.

(2) Effective date and DOR are the same. For soldiers
advanced late use procedures in paragraph 1-1J€.

(3) Battalion S-l(BNSI) or the unit commander signs all DA
Forms 4187 executing advancements. The battalion commander
or executive officer signs in the BNSI's absence.

/'. Disposition of DA Form 4187.
(1) Each DA Form 4187 will be annotated by name on unit

transmitial letter (UTI.) and forwarded lo the PSC by UTL
wilh ihe CO1 (Enlisted Promoiion Report).

(2) File a copy in BNS1 files along with a copy of the CO!
report.

(3) File a copy in the DA Form 201 (Military Personnel
Records Jacket United States Army).) (Future reference to ihis
form within this document will appear as "MPRJ-"

(4) Upon promotion lo SGT, remove all DA Forms 4187
from MPRJ and forward wilh Ihe promotion order lo ihe
OMPF.

j. The SIDPERS transaction automatically updates the EMF
and MMPF. Late transactions will result in late receipt of pay.

k. Training advancements may be made as follows:
(1) For soldiers in 11M initial entry training (IET), com-

manders may advance up to 10 percent of each 11M IET class
to PV2 upon completion of the Bradley phase of IET. An
equal number may be advanced to PFC upon graduation from
the Bradley Fighting Vehicle (BFV) gunners course.

(2) For soldiers in MOS 19D, 19E, and 19K IET, command-
ers may advance up to 10 percent of each I9D, 19E, and 19K
class upon completion of basic combat training (BCT) portion
of one slaiion unit training (OSUT) and an equal number to
PFC upon graduation from the MOS producing course.

(3) For soldiers in OSUT/AIT with fast track programs
(other than 11M, 19D, I9E, and 19K), commanders may
advance up to 10 percent of the starting PV] population of
each OSUT/AIT class to PV2, provided soldiers advanced have
successfully completed a U.S. Army Training and Doctrine
Command (TRADOC) approved fast track program or arc
making satisfactory progress in such a program and have
compleied a minimum of 4 months TIS. The distinguished
graduate may also be advanced to PV2 withoui regard to fasi
track enrollment.

(4) For soldiers in IET for MOS not having a fast t rack
program, commanders may advance up to 3 percent of each
BCI7OSUT company lo PV2 without regard 10 TIS require-
ment. Action will be accomplished via DA Form 4187 citing
this paragraph as authority.

2-4. Steps for advancing enlisted soldiers to PV2
The steps for advancing enlisted soldiers to PV2 are contained
in table 2-1.

Table 2-1
Advancing enlisted soldiers to PV2

Step
Work
Center Required action

1 PAUT Produces AAC-C01 and distributes to the
battalion (prepared at battalion level for tacti-
cal Army combat service support computer
system equipped units).

2 BNS1 Receive AAC-C01 from Personnel Automa-
tion Branch (PAUT).

3 Screen AAC-C01 for
additions/deletions/grade discrepancies. An-
notate report.

4 Screen part 3 for blank data. Coordinate with
PSC to obtain missing data.

5 ENRC Upon request, provide information on DOR to
BNS1 section and submit DOR transaction.

i
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Table 2-1
Advancing enMatad soldiers to PV2—Continued

Step
Work
Center Required action

Upon request, provide information on BASD
to BNSl section. Notify Finance and
Accounting Office (FAO) by transmittal letter.
FAO submits transaction.

BNS1 Compute waiver allocations. (See para 2-7.)

BNS1 Send AAC-C01 and waiver allocations to
unit commander.

9 UNIT Receive AAC-C01 and waiver allocations
from BNS1 section.

10 Select eligibles by annotating AAC-C01 YES
for select or NO to deny advancements. Unit
commander initials, signs, and returns
AAC-COl to BNS1 section

11 BNS1 Receive AAC-C01 back from commander
with selectees and denials to PV2

12 Prepare DA Forms 4187 for those denied-
advancement to PV2 at 6 monlhs TfS, for
those advanced to PV2 with waiver, and
those advanced after 6 months TIS.

13

14

Sign DA Forms 4187.

Input GRCH transactions

15

16

17

18

19

20

UNIT Conduct advancement ceremony.

BNS1 Distribute two copies of the DA Form 4187
and one copy of the AAC-C01 ihrough Ihe
PSC Promotions Work Center (PROM) to
records by UTL.

File copy of AAC-C01 and all DA Forms
4187 in BNS1 functional promotions file.

PROM Receive AAC-C01 and DA Forms 4187 from
battalion.

Monitor waiver ceilings according to para-
graph 2-2. this chapter.

ENRC File DA Form 4187 and post DA Form 2-1
(Personnel Qualification Record, Part H).

Section III
Task: Process Enlisted Advancement to PFC and SPC

2-5. Rules for advancing enlisted soldiers (PFC and
SPC> 0*t<fa**<

c.-^ARNGTand USAR soldiers on IADT will not be advanced
to SPC unless concurrence is obtained from the soldier's
Reserve Component unit.

b. Effective date of advancement will not be earlier lhan ihe
dale ihe soldier is eligible.

c. Eligibilily criteria will be as follows:
(1) For advancement to PFC. there is a 12-month TIS (6

months TIS may be waived) and a 4-month TIMIG (2 months
may be waived) requirement,

(2) For advancement to SPC, there is a 26-month TIS (12
monlhs TIS may be waived) and a 6-month TIMIG (3-month
TIMIG may be waived) requirement.

d. Specific exceptions to the eligibility criteria are AS follows:
(1) Advancements authorized by enlistment contract under

the provisions of AR 601-210 of the Army Civilian Acquired
Skills and Stripes For Educaiion Programs.

(2) Soldiers holding PMOS in career managemenl field
(CMF) 18 or Ranger School graduates wilh ai leasl 12 months

TIS may be advanced lo SPC without regard to time in grade
and waiver ceiling.

e. Prepare DA Form 4187 for all advancements to PFC and
SPC, and submit a GRCH transaction. Figure 2-2 shows a
sample of a completed DA Form 4187 for advancement to
PFC. Figure 2-3 shows a sample of a completed DA Form
4187 for advancement to SPC with waiver. The following
instructions apply:

(1) Prepare DA Form 4187 prior to the soldier's advance-
ment date to ensure entitlements arc received on time.

(2) Effective date and DOR will be the same on the DA
Form 4187. For soldiers advanced laic use procedures in
paragraph 1-13e.

(3) The unit commander or the S-l signs all DA Forms 4187
executing advancements. The battalion commander or executive
officer signs the DA Form 4187 in ihe S-l's absence.

(4) In-processing sections create DA Forms 4187 and submit
SIDPERS transactions 10 advance soldiers who become eligible
while in iransit.

/. Appropriate security clearance for MOS in which ad-
vanced is required.

g. Disposition of DA Forms 4167 is as follows;
(1) Each DA Form 4187 will be annoiated by name on UTL

and forwarded to the PSC by UTL with the COI.
(2) File a copy in BNSl files along wilh COI report.
(3) File a copy in the MPRJ.
(4) Upon promotion lo SGT, remove all DA Forms 4187

from MPRJ and forward with the promotion order to the
OMPF.

2-6. Steps for advancing enlisted soldiers (PFC and
SPC)
The steps lo be followed for advancing cnlisied soldiers to PFC
and SCP are contained in table 2-2.

Table 2-2
Advancing enlisted soldiers to PFC and SPC

Step
Work
Center Required action

1 PAUT Produces AAC-COl and distributes to the
battalion (prepared at battalion level for Tac-
tical Army Combat Service Support Com-
puter System (TACCS) equipped units).

2 BNS1 Receive AAC-C01 from PAUT.

3 Screen AAC-C01 for
add luons/deletions/grade discrepancies. An-
notate report.

4

5

6

Screen part 3
PSC to obtain

ENRC Upon request.
BNS1 section

Upon request,

for blank data. Coordinate with
missing data.

provide Information on DOR to
and submit DOR transaction.

provide information on BASD
to BNS1 section. Notify FAO by transmittal
letter. FAO submits transaction.

7 BNS1 Compute waiver allocations. (See para 2-2.)

8 Send AAC-C01 and waiver allocations to
unit commander.

9 UNIT Receive AAC-C01 and waiver allocations
from BNS1 section.

10 Select eligibles by annotating AAC-C01 YES
for select or NO to deny advancements. Unit
commander initials, signs, and returns
AAC-C01 to BNS1 section.

11 BNS1 Receive AAC-C01 back from commander
with selectees.
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Table 2-2
Advancing enlisted soldiers to PFC and SPC—Continued

Step
Work
Center Required action

12 Prepare all DA Forms 4187 according to
paragraph 2-3, for BNSVs signature. Pre-
pare SPC certificates for commander's signa-
ture.

13 BNS1 Sign DA Forms 4187.

14 Input GRCH transactions.

15 Send advancement certificates to
commander for signature.

16

17

18

UNIT

BNS1

Receive and sign advancement certificates.

Conduct advancement ceremony.

Distribute two copies of the DA Forms 4187
and one copy of the AAC-C01 through the
Promotions Work Center to records by UTL.

19

20

21

22

File copy of AAC-C01 and all DA Forms
4187 in BNS1 functional promotions file.

PROM Receive AAC-C01 and DA Forms 4187 from
battalion

Monitor waiver ceilings according to para-
graph 2-2. Ihis chapler.

ENRC File DA Form 4187 and post DA Form 2-1.

Section IV
Task: Compute Waiver Allocations

2-7. Rules for computing waiver allocations (SPC or CPL
and below) f£L^ t/_ £c I

a. Calculations are based on currcni strength. Add and
subtract arrivals or departures and correct any grade discrepan-
cies prior to doing computaiion.

b. When compuiing SPC waiver allocations, use CPI. or
SPC assigned strcngih only.

c. BNSl section calculaies waiver allocations by company
(may be consolidated and calculated at battalion level for SPC
only).

(1) Batialion commander may realign lolal allocations within
batlalion as he or she sees fii (advanccmeni lo SPC only).

(2) If realignment is authorized at battalion level, the battal-
ion commander must sign the AAC-COl as ihe promotion
authority (advancement to SPC only).

d. Total number of assigned and auached PV2 with less
than 6 monlhs TIS cannot exceed 20 percent of ihe loial PV2
population.

e. Total number of assigned and auached PFCs with less
lhan 12 months TIS cannot exceed 20 perccni of the loial PFC
population.

/. Total number of assigned CPL or SPC with less than 26
months TIS cannot exceed 10 percent of ihe total CPL or SPC
population.

g. Specific exceplions to paragraph 2-5 are as follows:
(1) Exclude CMF 18 soldiers and Ranger School graduates

when determining the number of waiver allocations to SPC.
These soldiers are not included in calculaiing waivers during
ihe monlh of promoiion or any subsequent month.

(2) Exclude advancements for ihe ACASP and Siripes for
Education Program from percentage limitations during the
month in which advanced. These soldiers will be included in
calculations for subsequent months.

(3) If no allocations are available for advancemcni monlh
and the two preceding monlhs, one advancemeni to SPC is
authorized, not to exceed one per quarter.

(4) PFCs with 18 months TIMIG may he advanced even if
ihere are no waiver allocations available. If allocaiions arc
available, such advancements must count againsi ihe alloca-
tions.

2-8. 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 2-3.

Section V
Task: Advance Based on the Army Civilian Acquired
Skills Program

2-9. Rules for advancing soldiers based on the ACASP
a. Authority for advancements under ihe ACASP is AR

601-210.
b. Accelerated advancement and award of the MOS autho-

rized by AR 601-210, chapter 7, will be made with the
approval of the unii commander or ihe training commander.

c. Award of ihe ACASP MOS and advancement to the
acceleraled grade will not be considered un t i l successful com-
pletion of all required training per AR 601-210 (includes 8
weeks of successful performance in the skil l) .

d. Upon advancement lo the rank authorized under ACASP,
the soldier's BESD will be adjusted to reflect the minimum TIS
required for advancement 10 that rank.

e. Commanders may deny or defer acceleraled advancement.
The soldier must be advised in writing by the commander of
the reasons for denying or deferring the accelerated advance-
ment.

/. A written record of the third required counseling, includ-
ing basis and resulis, will be entered in the soldier's MPRJ as a
permanent document only when advancement has been denied.

g. Reasons for denying or deferring advancement may be
any misconduci of ihe soldier during Ihe proficiency iraining
period or failure lo demonstrate minimum required level of
performance for the MOS.

h. Advancement to PFC and SPC auihorized by enlisiment
contracts under the provisions of AR 601-210 are exempi from
HQDA percentage limiiaiions during ihe month of advance-
ment.

/. A soldier not recommended for advancement by the unit
commander will be counseled on reasons for denial. The DA
Form 4187 denying advancement will be filed in ihe soldier's
MPRJ per AR 640-10, paragraph 2-11.

Tabto 2-3
Computing waiver allocations for SPC or CPL and below
Step Work center Required action PV2 PFC SPC/CPL
1

2

2a

3

BNS1 Tolal number of soldiers assigned and attached except for CPL/SPC. (See para
2-76 for CPUSPC.)

Multiply step 1 by total allowable with waiver,

total allowable with waiver.

Number of soldiers already assigned with less than required TIS. (See para 2-7o(1)
and (2).)

X.20 X.20 X.10
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Table 2-3
Computing waiver allocation* for SPC or CPL and below—Continued
Step Work center Required action PV2 PFC SPC/CPL

BNS1

Subtract 3 from 2a for tofal waivers authorized.

Annotate all advancement computations in part I of the AAC-C01 report.
Refer back to step 8 in table 2-1 (PFC and SPC) and continue processing. Refer to
step 8 in table 2-1 and continue processing.

2-10. Steps for advancing soldiers based on the ACASP
The steps for advancing soldiers based on the ACASP are
contained in table 2-4.

Tab4e2-4
Advancing io1dler» based on the ACASP

Step
Wofk
center Required action

IOPR Identify personnel eligible for special
advancement from enlistment conlracl during
in-processing.

inform battalion of eligibility for special ad-
vancement.

BNS1 Inform unit commander of eligibility for spe-
cial advancement to PFC and/or SPC.

4

5

6

UNIT

BNS1

Suspense advancement action.

Approve/disapprove special advancement.

Prepare DA Form 4187/promotkm order tor
special advancement-

Prepare advancement certificates.

8 UNIT Sign DA Form 4187 and conduct advance-
ment ceremony.

9 BNS1 Submit SIDPERS GRCH transaction.

10 Update BNSt files.

11 Forward DA Form 4187/promotion order
through the PSC and post to records by
UTL.

12 PROM Receive DA Form 4187 from BNSl.

13 ENRC File DA Form 4187 and update MPRJ.

Section VI
Task: Correcting Erroneous Advancements (SPC and be-
low)

2-11. Rules for correcting erroneous advancements
(SPC and below)

a. The commander who issued the DA Form 4187 (or the
current commander) may revoke an erroneous advancement
and make a determination of de facto status. (See glossary.)

b. A soldier advanced in error who became eligible for
advancement before the determination of error was discovered
will retain the advancement. DA Form 4187 will be initialed to
adjust DOR.

2-12. Steps for correcting erroneous advancements
(SPC and below)
The steps for correcting errneous advancements (SPC and
below) are contained in table 2-5.

Table 2-5
Correcting erroneous advancements {SPC and below)

Step
Work
center Required action

1 UNIT Commander determines that soldier was er-
roneously advanced.

2 Determine whether soldier had de facto sta-
tus.

3 Request BNS1 prepare DA Form 4187 to ei-
ther revoke advancement and grant de facto
status or adjust DOR.

4 BNS1 Prepare DA Form 4187 tor signature.

5 Sign DA Form 4187 revoking promotion and
granting de faclo status or adjusting DOR if
applicable.

6 Submit GRCH transaction.

7 Update BNS1 file

8 Forward DA Form 4187 to the Promotions
Work Center and Finance (de facto) by UTL.

9

10

PROM Receive DA Form 4187 from BNSl.

ENRC File DA Form 4187 and update the MPRJ.

Section VII
Task: Process Grade-Related Pay Inquiries (CPL or SPC,
PFC, and PV2 Advancements Other Than Automatic EMF
Advancements at 6 Months TIS)

2-13. Rules for processing grade-related pay inquiries
(CPL or SPC, PFC, and PV2 advancements other than
automatic EMF advancements at 6 months TIS)

a. A personnel staff noncommissioned officer (PSNCO) or a
designated representative wilhin the BNSl, in grade SGT or
above musi sign the DA Form 2142 (Pay Inquiry), as verifying
official, for purposes of casual payment.

b. Verifying official's name and signature will appear on the
source document.

c. Verifying signature will signify that advancement is valid
and appropriate transaciions have been submitted to correct
SIDPERS or JUMPS databases.

d. Copy of leave and earnings statement (LES) will be
forwarded as part of the pay inquiry.

2-14. Steps for processing grade-related pay inquiries
(CPL or SPC, PFC, and PV2 advancements other than
automatic EMF advancements at 6 months TIS)
The steps for processing grade-related pay inquiries (CPL or
SPC, PFC, and PV2 with less than or more than 6 months
TIS) are contained in table 2-6.
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Table 2-6
Processing grade related pay Inquiries (CPL or SPC, PFC, and
PV2 advancements other than automatic EMF advancements at
6 months TIS)

Step
Work
center Required action

1 UNIT Send soldier to BNSl with pay problem. En-
sure soldier has copy of current LES.

2 BNS1 Obtain AAC-C01/DA Form 4187. Validate
correctness.

3 Review AAC-PO and AAC-P11 to determine
if soldier was correctly advanced in
SIDPERS.

4 Review AAC-P49, AAC-P51 to determine if
soldier was correctly advanced in JUMPS.

5 If above reviews do not show a processing
error, contact the FAO and ask for soldier's
grade and effective date of advancement on
JUMPS. ____

6 FAO Provide soldier's current grade and effective
dale of advancement on JUMPS to BNS1 as
necessary.

7 BNS1 Submit any necessary corrections. )f SPF
needs to be corrected, submit a GRCH
transaction. If data on the MMPF needs to
be corrected, submit a JUMPS Army correc-
tor transaction (JACT).

8 Send soldier to the FAO with verified source
documents, if local policy authorizes casual

___ _____ payment.

Section VIII
Task: Process Grade-Related Pay Inquiries (Automatic
Advancement to PV2 at 6 Months TIS by the EMF)

2-15. Rules for processing grade-related pay inquiries
(automatic advancement to PV2 at 6 months TIS by the
EMF)

a. Soldiers advanced to PV2 by EMF and not advanced on
JUMPS, will be provided DA Form 2142. DA Form 2142 will
be verified and given to soldier for purposes of casual
payment.

b. PSNCO or a designated representative within the PAC,
grade SGT or above, must sign the DA Form 2142 as verifying
official for purposes of casual payment.

c. Verifying signature will signify that advancement is valid
and appropriate transactions have been submitted to correct
the SIDPERS and JUMPS databases.

d. Verifying official's name and signature will appear on DA
Form 2142. Individual will take verified document to Finance
for payment.

e. Copy of LES will be provided as pan of pay inquiry.

2-16. Steps for processing grade-related pay Inquiries
(automatic advancement to PV2 at 6 months TIS by the
EMF)
The steps for processing grade-related pay inquiries (automalic
advancemeni lo PV2 at 6 monlhs TIS by ihe EMF) are
contained in table 2-7.

Table 2-7
Processing grade-related pay Inquiries (automatic advancement
to PV2 at 6 months by the EMF)

Step
Wort
center Required action

UNIT Send soldier to BNS1 with pay problem. En-
sure soldier has a copy of his or her current
LES.

BNS1 Obtain AAC-P01 and determine if soldier
was correctly advanced in SIDPERS.

Submit any necessary correclions. If SPF
needs to be corrected, submit a GRCH
transaction. If data on the MMPF needs to
be corrected, submit a JACT transaction.

Send soldier to the FAO with verified DA
Form 2142. if local policy authorizes casual
payment.
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For uie ol tKit torm.
PERSONNEL ACTION

MT« DA PAM 600-8 and AR 68O 1. the piooonvnt agvncv '* MILPERCEN.

DATA REQUIRED BY THE PRIVACY ACT

Authority: Title 64 aection 8012; T»U« 10. L'JS.C. E.O. 9387. Principal Purpo**: U§e by ten-ice member in accordance with DA Pamphlet 60O-6 when
rrouettlnt a pcnonnel action on hii/ber own behalf (Stclion till. Routine Utet: To InltJaU the procnainx of * personnel action beint reo.ue»te4 by the
•crvlce member. Dteclocurv: Voluntary. Failure to provide Social Security Number may rvrult in a delay 01 error in proc«vini of the rcquect for per-
sonnel icUon.
THRU: (Include ZIP Code; TO: «ocIg<J* ZIP Codtt

Commander
1st Bn, I02d Jnf
Fort Defense, VA 00001

FROM: (Intitule ZIP Cod*t

COMMANDER ,
Co A, 1st Bn, J02d Inf
Fort Defense, VA 00001

SECTION 1 • PERSONAL IDENTIFICATION
NAME fL«j|, (int. MH

Cruz-Roman, Francisco
GRADE OF RANIC/PMOS f£ni

PVI, 75DJO
SECTION II • DUTY STATUS CHANGE fProc

The above member's duty status is changed 'rom

to

effective

only) SOCIAL SECURITY NUMBER
987-65-4321

9-1, DA Pam COO-Bt

hours. 19

SECTION III • REQUEST FOR PERSONNEL ACTION

I requeit tb< foUovrinf action:

TYPE OF ACTION
Service School '.Enl only)

Procedure
Reaisi

ROTC or Reserve Component Dutv Reclui
Volunteering: For Oversea Service
Ranker TriJninc
Reugmt Extreme Family Problenu
Ex chant* Reuaignment (£nl only)
Airborne Training
Special Forces Training/ Alignment

On-the-Job Ttainine (Enl on/vj
Retesting in Army Personnel Tests

Office
Aw ml
Identi

Identi
Sepua

Leave
Chanc

X Other
SIGNATURE OF MEMBER iwhtn rteuirraj

SECTION IV • REMARKS /Xppl«« 10 Section* J/. W. ana

Soldier denied advancement to PV2 at 6 months TIS UP para

TYPE OF ACTION Procedure
gnment Married Army Couples
ijfiotion
r Candidate School
of Per» with Exceptional Family Member*
'ication Card
ication Taet
tc Rations

• Excess/Adv»nce/Ouuid« CONUS
• of Name/SSN/DOB
(Specify) Adv to PV2 denied

DATE

V) tCttnlinut on tepaittt fhrefj

2-ld, AR 600-&-19./u^ <r^ >--Y

SECTION V CEfiTlflCATION/APPROVAL/DISAPPROVAL

1 certify that the duty tutu* cbinie (StcKon III or that the rcouett (o/ penoruxJ •ctjon f5*rlicn 1U) contained herein -

D MAS BEEN VERIF IED Q RECOMMEND APPROVAL D RECOMMEND DISAPPROVAL
D IS APPROVED Q IS DISAPPROVED

COMMANDER/AUTHORIZED REPRESENTATIVE SIGNATURE

ROBERT 3ONES, CPT, AGC

DA EE, 4187 EDITION OF FEB Bl WILL BE

DATE

J Dec SS

USED COPY 3

Figure 2-1. Sample of completed OA Form 4187 (advancement to PV2 denied)
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1 PERSONNEL ACTION
FOI u« of thl* 10"". *«« DA PAM 6008 and AR 660-1: lie prooononi agency *» MILPERCEN.

DATA REQUIRED BY THE PRIVACY ACT
Authority Title &, section 3012; Title 10. U.S.C. E.Q. 9397. Principal Purpose: U»e by menace member in accordance with DA Pamphlet 6OO-8 when
r«oue*Un( a pertonnel action on hU/hv own b*h*lf rSrrlion 111) Routine Uies: To Initiate U»e proeeuini of a p*r»onnel Milan beml regaled by tbe
Mrviee mtmbcr. Disclonue: VoluBUry. Failure lo provide Social Security Numbw n.y mult in • delay or error In proce««in« of tbe rrquert for per-
sonnel action. _____ _________
THRU: (Include ZIP Cod>J TO: flnc!ud» ZIP Cotf«j

Commander
Jst Bn, 102d Inf
Fort Defense, VA 00001

f ROM: Unttudt ZIP Codr>

CO£MA£DERt ^^ ]Q2d Inf

Fort Defense, VA 00001

SECTION I • PERSONAL IDENTIFICATION

NAME IL*it. fi , Pete
OS (Enl only I SOC1 UMBER

SECTION If • DUTY STATUS CHANGE ffVoc 91. DA Pom

The above member's duty status is changed from

to

effective hours. .19

SECTION III REQUEST FOR PERSONNEL ACTION
1 request tb< foUooioi action:

TYPE OF ACTION Procedure TYPE OF ACTION Procedure
Service School 'Enl only) Reassignment Married Army Couplet
ROTC or Reserve Component Duty Reclassi fica t ion
Volunteering For Oversea Service Officer Candidate School
Ranger Training Ascmt of PITS with Exceptional Familv Member*
Retsgmt Extreme Family Problems Ident i f icat ion Card
Exchange ftea&signment (£nl_pnly) Identification Tacs
Airborne Training Separate Rations
Special Forces Training'Assignment Leave • EXC#SA Advance-Outside CONUS
Cjn-the-Job Training (Enl only) Change of Name SSN/DOB
Retesting in Army Personnel TesU > Other (Specify) Adv to £3

SIGNATURE OF MEMBER (tt'ner, DAT£

SECTION IV • REMARKS lApptiri to Srctiont II. I/I. and V) (Conlinup on tf pare It thrtll

ADVANCED TO: Private First CJass
AUTHORITY: AR 600-8-19, para 2-3
DATE OF RANK: 1 January J989
EFFECTIVE DATE: J January J989
ADDITIONAL INSTRUCTIONS: NA

SECTION V CERTIFICATION/APPROVAUDlSAPPRQVAL
1 certify that tbt du ty *utm thani* /Sec.ion lit or that in* requen !oi personnel actloo IStetion till foniained herein

D M A S B E E N V E R I f l E D
D IS APPROVED

C RECOMMEND APPROVAL Q RECOMMEND DISAPPROVAL
________________D is DISAPPROVED _______

COMMANDER/AUTHORIZED REPRESENTATIVE
ROBERT JONES, CPT, ACC

SIGNATURE DATE
J Dec 38

DA 4187 EDiTiON F E B 81 WILL 8E USED COPY 2

16

Figure 2-2. Simple of completed DA Form 4187 (advancement to PFC)
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' PERSONNEL ACTION
For ut* O* l^ i i f o rm. tee DA PAM 6OO 8 and AR 680 1 . lit proponent agency it M I L P E R C E N .

DATA R E Q U I R E D BY THE PRIVACY ACT
Authority: TiUc 6. mention 3012; Title 1O. U.S.C. E.O. 9397. Principal Purpo**; Use by «crvicc member in accordance with DA PaxnpDkt 6OO-8 wben
rroueiUnf a penoancl acUon on hU/b«f own t>tb*Jf f S t f f o n D!) Routine Vtr»; To initiate the proceuirtf of a penonncl action bclnf. r*qu«*l«<l by th*
tervice member. Dt»clo*uie: Voluntary. Failure to provide Social Security Number n>ay r*«uH In a delay ot error m proee*4ni of tbc rvquevt for pei-
tountl Melton.
THRU: (InduiU ZIP Cottf! TO: tinrluot ZlF Codt)

Commander
1st Bn, 102d Inf
Fort Defense, VA 00001

i

FROM: f /nclude ZIP Ctxlr)

COMMANDER
Co A, 1st Bn, I02d Inf
Fort Defense, VA 00001

( SECTION t • PERSONAL IDENTIFICATION
N A M E (Ltut. f,r,t. Ml* GRADE OF RANK/PMQS (Enl

Adcock, Lisa PFC/E3, 75CIO
only) SOCIAL SECURITY NUMBER

345-67-8901
SECTION II • DUTY STATUS CHANGE (Proc St. DA Pom COO-6)

The above member'* dulv tUtui is changed from

to

«fOclive hourt. 19
SECTION III • REQUEST FOR PERSONNEL ACTION

I r tgur t t the (oUo*in( iction;

TYPE OF ACTION Procedure
Service School '£"1 only) Reassij
ROTC or Reserve Component Duty Reclas.
Volunteering For Oversea Service Office
FUncer TYaininc Ascmt
Reaspmt Extreme Family Problems Idcnli
Exchange Reassicnmenl (F.nl only) Ideniil
Airborne Training Svpva
Special Force* Trainingi Asiipnmrnl Leave
On-lhe-Job TrainmC <f.nl onl\ , Changt
ReteUing in Army Personnel TesU X Other

S t G M A T U R E OF M E M B E R (U'ntn trquirvdl

SECTION IV • R E M A R K S '.A,ep\xt to Stciiont 11. III. and

TYPE OF ACTION
;nment Married Army Couplet
lift cat ion

Candidate School
of Pers with Exceptional Family Members
icaiion Card
ication Tacs
le Rationi
- Excess/Advance/Outiide CONUS

of N»m«/SSN/DOB
(Specify) Adv to E1* with waiver

DATE

Procedure

-

•') rConlinue on iraoraje thtrl)

ADVANCED TO: Specialist
AUTHORITY: AR 600-8-19, para 2-3 A* *'*-f >-V
DATE OF R A N K : 1 January 1989
EFFECTIVE DATE: I January 19&9
ADDITIONAL INSTRUCTIONS: Waiver for Time in Grade/Time in Service

SECTION V CERTIFICATION/APPROVAUDISAPPROVAL
1 ceniiy that tb« d u t y tutut chni(* '.Section Hi ot ibal the rcquti; tot personnel action (Stction nil contained herein -

D MAS B E i N V E R I F I E D "̂  R E C O M M E N D A P P R O V A L C f l E C O M M E N O DISAPPROVAL
G IS A P P R O V E D H 1S D I S A P P R O V E D

"KSSIfeYSSSK'fcWSiE?"1" »<*«»« DATE
I Dec S8

OA 4187 OF FEB B1 WILL BE USED COPY

Figure 2-3. Sample of completed DA Form 4187 (advancement to SPC with waiver)
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Chapter 3
Semicentralized Promotions (SGT and SSG)

Section I
Managing Semicentralized Promotions

3-1. Promotion system
a. This chapter governs the SGT and SSG promotion

system.
b. Field grade commanders in units authorized a commander

in the grade of LTC or higher have promotion authority to the
ranks of SGT and SSG; however, the Promotions Work Center
maintains the promotion standing list and issues the orders.

c. Promotion to SGT and SSG are executed in a Semicentra-
lized manner.

(1) Field operations (decentralized). Board appearance, pro-
motion point calculation, promotion list maintenance, and the
final execution of the promotions occur in the field in a
decentralized manner.

(2) HQDA operations (centralized). Promoiion point cutoff
scores are determined and announced monthly for each MOS
on the basis of the scores reported by the field and the needs
of the Army, by grade and MOS.

d. By using the standard promotion scoring forms with
predetermined promotion point factors, soldiers in pay grades
SPC and SGT generally can measure how well they qualify for
promotion. They can set precise goals with a self-improvement
training program to increase their potential for promotion.

e. Promotion certificates will be prepared by the unit or the
personnel and administration center for signature by the
promotion authority. Any higher level commander may direct
that signature authority be held at his or her level, but the
certificate will still be prepared by the unit or PAC.

/. The Semicentralized promotion system depends on the
sequential execution of the key events listed in paragraph 3-2.
Untimely action in the field leads to faulty promotion deci-
sions.

3-2. Key events and work scheduling
The events listed below make up a complete Semicentralized
promotion cycle. ^ /

a. Key events. 0**- c ̂  > ° '
(1) Board month minus one. Identify eligible soldiers, pre-

pare Section A of the prfShjotion point worksheets at battalion-
level, obtain approval,aprffohward to the PSC.

(2) Board month. '
(a) Prepare Section B of the promoiion point worksheets in

the PSC and return them to the battalion.
(b) Conduct the board, obtain approval, and forward the

results to the PSC.
(c) Record soldier's promotion points in the SIDPERS

database.
(3) Board month, plus one. No action required in the field;

HQDA develops information to support the decision process.
(4) Board month, plus two. Receive the promotion point

cutoff scores in the Promotions Work Center, identify promo-
tees, verify eligibility, and issue orders.

b. Scheduling work. A semicentrafized cycle starts every
month for a new group of soldiers. Thus, the system places
competing work demands on the local promotion specialists.
Work must, therefore, be carefully synchronized, especially
between PSC and battalions. The following is a recommended
monthly work schedule that would enable workers at both
levels to rank work and accommodate the demands of the
various cycles.

(1) Battalion level,
(a) Between the 1st and 10th, prepare new recommendation

for next month's board.
(b) Between the l l th and 20th, prepare for, conduct, and

finalize board action.

(c) Between the 21st and the 30th, identify eligible soldiers
for the next cycle and obtain the unit commander's decision.

(2) PSC level.
(a) Between the 1st and the 10th, prepare Section B for this

month's boards.
(b) Between the 15th and the 25th. obtain cutoff scores,

identify promoters, verify eligibility, and issue orders.
(c) Between the 25th and the 30th, submit SIDPERS transac-

tions to record board results.

3-3. Delay of promotion (SGT and SSG)
a. A soldier's promotion will be suspended when the promo-

tion authority determines lhat the—
(1) Soldier was given promotion consideration in error.
(2) Soldier was granted more administrative points than

entitled. The promotion authority may promote when the
unchallenged total point score equals or exceeds the announced
HQDA cutoff score.

(3) Soldier's promotion packet has been lost and must be
reconstructed.

b. The soldiers must be advised in writing the reason for the
suspension.

3-4. Secondary zone
The secondary zone provides incentives to those who strive for
excellence and whose accomplishments, demonstrated capabil-
ity for leadership, and marked potential warrant promotion
ahead of their peers.

3-5. Waiver authority /-^ ^
The promotion authofirV 6r his or her designee, may waive no
more than two of fcbr/tHrce following eligibility requirements:

a. TIS.
b. TIMIG.
c. SQT.

3-6. The promotion packet
a. The promotion packet consists of the following:
(1) DA Form 3355 (Promotion Point Worksheet) (fig 3-1)

used for initial board appearance. (DA Form 3355 is also
authorized for electronic generation.)

(2) Approved report of promotion board proceedings for
soldiers boarded for SGT and SSG prior to 1 June 1985 and
after 30 September 1991. (Although board proceedings are not
required to be filed in the packet for the period 1 June 1985
through 30 September 1991, if available will be included in the
promotion packet.)

(3) Latest two DA Forms 3355 used for recomputalton or
reevaluation. -s4.tt-*Jtj

(4) A copy of theMates/AAC-ClO report wilh the soldier's
name on it will be added lo the packet prior to oulprocessing.

(5) A copy of any document that allows the soldier's
previously determined promotion score to be adjusted (return
to the soldier when the adjusted DA Form 3355 is removed
from the packet).

(6) A copy of any document used lo confirm promoiion
poinls on DA Form 3355 that is not filed in the MPRJ under
the provisions of AR 640-10.

b. The PSC will purge promotion packets as recomputalions
\ and reevaluations are completed.

c. AH DA Forms 3355 no longer required for filing in the
MPRJ will be removed and given to the soldier.

3-7. Special promotion categories
S. a. Special forces. Soldiers in CMF 18 who have 18 months

time in service and have been recommended by a promotion
board will be promoted to SGT on the first day of the month
following attainment of recommended list status, without
regard to time in grade requirements.

b. Rangers. For promoiion to SGT, Ranger School gradu-
ates who meet the following minimum requirements will be
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promoted on the first day of the third month following
attainment of recommended list status or graduation from
Ranger School, whichever is later. Promotion will be made
without regard to announced cutoff scores for the soldier's
MOS.

(1) Minimum requirements are as follows:
(a) Eighteen months TIS.
(b) Four months TIMIG.
(c) Recommendation by unit commander.
(d) Recommendation by promotion board.
(e) Approval by promotion authority.
(/) Attainment of 450 or more total promotion points.
(2) This special promotion authority is without regard to

duty position assignment.
(3) Soldiers who already hold recommended list status at

time of graduation from Ranger School will continue to be
eligible for promotion against the cutoff score for iheir MOS
until ihe first day of the third month following graduation.

(4) Servicing Promotions Work Center will enter a 999
promotion score in SIDPERs (PRMOS transaction) for all
Ranger School graduates holding recommended list status for
promotion to SGT immediately upon graduation or upon
obtaining recommended list status, ^j-^^^i

c. Officer Candidates School fOSC). Soldiers in rank of
SPC and below entering Officer Candidate School or Warrant
Officer Entry Course will be promoted to SGT with an
effective date and DOR I day prior to departure from the
losing organization. Soldiers promoted under this paragraph
wiH be informed that if they are on a current promotion list to
SGT they will be removed from such list and that failure to
complete training could result in reduction.

d. Soldiers in grades SPC and SGT on a recommended list.
These soldiers will be promtfiefl against the promoiion point
cutoff score announcement, ju*ng. their recommended MOS.
Promotion orders (AR 310^701 fiS A-45 and A-46, app A)
will cite and this paragraph as authority for the
promotion.

3-8. Hospitalized soldiers because of Service-Incurred
disease, wound, or Injury

a. Soldiers on the recommended list selected by a local
board prior to hospitalizaiion, may be promoted if their point
scores are ihe same or higher than those announced by HQDA.

b. Soldiers who are not on a recommended list at the time
of hospitalization may be considered for promotion by the
local medical holding facility selection board.

c. The hospital commander may appoint qualified patiems
as board members or board presidents.

d. Patients who are physically qualified, as determined by
the medical authority, must appear for board evaluation.

e. The hospital facility commander may request the patient's
former commander or other former officials who know aboul
his or her prior performance to complete DA Form 3355.

/. Paiients on the recommended list will retain such status
when reassigned to another promotion authority, provided
otherwise eligible.

g. The medical facility commander will ensure that all
approved board results with promotion packets are forwarded
to the supporting PSC for filing and SIDPERS transactions.

3-9. Geographical separation from the promotion author-
ity

a. Commanders will ensure that soldiers are considered for
promotion before they are placed on TDY in isolated areas, on
special duty or assignment, or attached to a unit in a different
geographical location.

b. If a soldier's MPRJ is at the organization of attachment,
promotion packets will be prepared there for selection board
consideration. If the records are not available at the organiza-
tion of attachment, action will be taken by the PSC that
services the organization of attachment to request them. If the

soldier attains recommended list status, the board's evaluation
and supporting papers will be furnished to the parent organiza-
tion commander (promotion authority). The PSC that supports
the parent organization commander will authorize the soldier's
name lo be added to their current recommended list on date of
receipt of the necessary data. Further board action will not be
required.

c. The PSC servicing the unit to which the soldier is TDY or
attached may issue promotion orders if the soldier's MPRJ is
maintained by the attached unit's PSC. When the MPRJ is not
available, and the TDY or attached unit commander verifies
the soldier's promotable status with the parent unit PSC, he or
she may issue promotion orders. When the TDY or atiached
unit's PSC publishes orders, copies will be provided to the
assigned unit 's PSC and battalion PAC.

Section II
Reason Codes and Eligibility Criteria

3-10. Reason codes
The reason codes to be used on the recommended list are
contained in table 3-1. / ^

C U

Table 3-1
Reason codes to be used on the recommended list
Code Reason

A Initial promotion score.
6 Reevaluation.
C Recomputalion.
D Nonpromotable status.
E Delete due to transfer Enter departure dale.
F Deleled lor cause, enter date of removal after code.
G Promoted. Enter effective date of promotion after the

code.
H Reinstate to recommended list. Enter date of reinstate-

ment after code.
I Adjustment of administrative points. Enter date of ad-

justment after code.
J Regained promotable status. Enter effective date after

code.

Motes:
These codes will not be altered.

3-11. Eligibility criteria
Eligibility criteria is defined in table 3-2 at end of chapter.

Section III
Task: Identify Soldiers for Recommendation for Promo-
tion to SGT or SSG

3-12. Rules to identify soldiers for recommendation for
promotion to SGT or SSG

a. BNSl will prepare report "Personnel Eligibile for SGT or
SSG Promoiion Consideration" monthly for unils supported
by TACCS.

b. The PSC will prepare the COI (Enlisted Promotion
Report) for units not supported by TACCS.

c. Unit commander will personally review and authenticate
appropriate report.

d. Maximum of two waivers are allowed.
(1) TIMIG
(2) TIS
(3) SQT score of 59 or below applies to soldiers being

recommended to SSG). Soldiers who have not lestcd or do nol
have an SQT score musl be in one of the following caiegories
in order to compete for promotion:

(o) No SQT for the soldier's PMOS.
(6) Testing in the soldier's PMOS has been suspended.
(c) Soldier was exempted by PERSCOM.
(d) Soldier was deferred per AR 350-37, and 60 days has not

elapsed since the ending date of deferment.
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(c) Soldier exempted due 10 deferment extending beyond the
beginning of test period plus 9 months (for example, test
period is Jan-Mar 90 and the deferment date extends beyond
Sep 90). This exemption must be authorized by the commander
per AR 350-37.

(/) Soldier was tested but a score has nol been received.
(g) No previous test and the current tesl window has nol

ended.
(h) Soldiers reclassified from 19E 10 19K will use ihe 19E

SQT score for ihe award of promoiion points provided the
score is nol older than 24 months from the dale scored.

(/) Soldiers will continue to be awarded promotions points
for SQT score from prior PMOS if reclassified into a normal
career progression MOS per AR 611-201.

e. Reports will list soldier's level of security clearance, SSN,
current grade, and PMOS.

/. Reports will also indicate in the REMARKS seclion ihose
soldiers flagged, barred to reenlist, or who have a blank
BASD.

g. Unit commander will counsel soldiers in writing who are
eligible for promotion, without waiver, bui not recommended.
Counseling will take place as follows:

(1) Initially when a soldier first reaches the primary zone.
(2) Periodically thereafter at the discretion of the com-

mander.

•3-13. Steps for Identifying soldiers for recommendation
for promotion to SGT or SSG
The steps used to identify soldiers for recommendation for
promotion to SGT or SSG are contained in table 3-3.

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

Step
Work
center Required action

BNS1 Prepare "Personnel Eligible for SGT/SSG
Promoiion Consideratfon" (organizations sup-
port with TACCS) or receive CO1 report from
the PSC.

Print out report.

Forward report to appropriate unit.

UNIT Commander will personalty review the report
and identify soldiers to be recommended for
promotion.

Commander will annotate YES (for recom-
mended) or NO (tor nol recommended) in the
lasl column of the report.

Commander will personally authenticate the
report.

7

8

9

10

BNS1

Return authenticated report to BNSl,

Prepare DA Form 3365, Seclion A (fig 3-1),

UNIT Unit commander will counsel soldiers who
are eligible for promotion without waiver but
not recommended.

Ensure soldier understands why he or she
was not recommended and what can be
done to correct deficiencies.

Section IV
Task: Process Initial SGT or SSG Recommendations

3-14. Rules for processing Initial SGT or SSG recom-
mendations

a. Recommendations will be initiated by or processed
through the soldier's parent unit.

b. The promoiion authority or his or her designee will
approve or disapprove the recommendation.

c. Reasons for disapproval will be stated clearly and con-
cisely on the recommendation.

»> d. The soldier wilt be advised of the reasons for disapproval,
i including his or her deficiencies and will be given suggested

s of improvement. The statement of counseling at the end
of the DA Form 3355 will be compleled by the soldier.

e. A copy of an approved reenlistement waiver for couris-
martial, AWOL or lost lime DA Form 3072-R (Waiver of
Disqualification for Reenlistmenl/Promotion in ihe Regular
Army) must be attached as a permenant part of the DA Form
3355, if applicable.

f. Corrections may be made or new administrative points
may be added up to and including the date the board
proceedings are approved.

3-15. Steps for processing initial SGT or SSG recom-
mendations
The steps used for processing initial SGT or SSG recommenda-
tions are contained in table 3-4.

Table 3-4
Processing initial SGT or SSG recommendations

Step
Work
center Required action

1 UNIT Direct BNS1 to prepare recommendation for
promotion.

2 Direct BNSl to prepare request for special
waiver(s) DA Form 3072-R, courts-martial
conviction, AWOL. or lost lime, if required.

3 BNS1 Prepare recommendation for promotion on
DA Form 3355, Section A. For units with
TACCS, use TACCS module "Prepare Rec-
ommendation for Promotion to SGT/SSG."

4 Attach approved DA Form 3072-R (if applica-
ble) to the DA Form 3355.

5 Forward DA Form 3355 to unit commander.

6 UNIT Complete items 1a through if, DA Form
3355 and authenticate Section A

7 Sign DA Form 3072-R (if submitted).

8 Return DA Form 3355 and DA Form 3072-R
to BNSl.

9 BNS1 Provide DA Form 3355 to promotion author-
ity.

10 Promotion authority approves or disapproves
the recommendation by signing Section A of
DA Form 3355 (and the waiver).

11 Return disapproved recommendation to unit
commander citing reasons for disapproval.

12 UNIT Inform soldier of disapproval and reasons for
disapproval Counsel on ways to improve
promotion potential. Complete statement at
the end of DA Form 3355 and return to
BNS1 for filing.

13 BNS1 After soldier has been counseled, file disap-
proved recommendation DA Form 3355 in
soldier's individual BNSl file.

14 Forward approved DA Form 3355 lo the PSC
for completion of Seclion B.
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Table 3-4
Processing Initial SGT or SSG recommendations—Continued

Step
Work
center Required action

15 PROM Complete Seclion B of DA Form 3355. For
organizations with TACCS. use TACCS mod-
ule "Prepare administrative points for sol-
diers recommended for SGT/SSG."

16 Section B of DA Form 3355 must be authen-
ticated by SSG or above.

17 Return recommendations lo promotion au-
thority.

18 BNS1 Review Sections A and B of DA Form 3355
with the soldier.

19 If soldier claims additional administrative
points, obtain supporting documentation.

20 Provide recommendation to board president.

Section V
Task: Conduct Promotion Boards

3-16. Rules for conducting promotion boards
a. Conduct promotion board by the 15ih of every month.
b. The boards will use question and answer format only.

Soldiers will not be required to perform hands-on tasks.
c. Soldiers are 10 be considered as fully qualified in their

PMOS by virtue of the commander's recommendation.
d. The promotion or convening authority will appoint in

writing at least three voting members and a recorder without
vote. The voting members may be all officers, all noncommis-
sioned officers, or mixed.

e. Board membership wil l consist of the following:
(1) The president wil l be the senior member (preferably field

grade officer) or for an all NCO board, a CSM. (f there is no
CSM available, the senior member may be an SGM.

(2) Board members will be unbiased. Members will be senior
in grade to those being considered for promotion.

(3) At least one voting member will be of the same sex as
the soldiers being evaluated. When this is not possible, the
reasons will be recorded as part of the board proceedings.

(4) Board members will be composed of an ethnic mixiure,
even though ihe board may nol be considering soldiers of
minority ethnic groups. The board should not be composed of
minority ethnic group members exclusively.

(5) A nonvoting recorder should be from the BNSl (need
nol be senior in grade lo those being considered for promo-
lion).

/. A board may be split into two or more panels, provided
each pane) consists of ai least three voting members and a
recorder without vole, to expedite the process if the number of
recommended soldiers so warrants. Each soldier should appear
before only one panel.

g. The board may be tasked, as a separate action, 10
consider soldiers for removal from a recommended list.

h. Once a board is convened, the same board members will
be present during the entire board proceedings.

/'. The president will call the board to order and brief it on
the following rules:

(1) The president may choose lo be a voting member or to
vole only lo break a tie.

(2) Each member has one vote.
(3) Each member will complete a DA Form 3356 (Board

Member Appraisal Worksheet) (fig 3-2) to vote on each
soldier.

(4) Use of the MPRJ by the board is optional.

(5) The recorder will prepare DA Form 3357 (Board Recom-
mendation) (fig 3-3) after each soldier's appearance and obtain
the president's signature. (DA Form 3357 is also electronically
generated.)

(6) The recorder will complete the remaining portion of
Section C of DA Form 3355.

3-17. Steps for conducting promotion boards
The steps for conducting promoiion boards arc contained in
table 3-5.

Table 3-5
Conducting promotion boards

Step
Work
cent«r Required action

BNS1 Schedule monthfy promotion selection board.
Prepare written documentation of appoint-
ment of board members.

Account for all DA Forms 3355, with Sec-
tions A and B completed, for each soldier
scheduled to appear before the board.

Nolify unit commander of board schedule.

UNIT Notify soldier(s).

BNS1 Promotion authority will brief the president of
the board on his or her responsibilities.

Conduct promotion board.

Collect DA Forms 3356 and inform the presi-
dent of the results. If a tie exists, the presi-
dent will vote to break the tie.

8 Prepare DA Forms 3357 after each soldier's
appearance and obtain the president's signa-
ture.

9 BNSl Complete the remaining portion of Section C
of DA Form 3355.

10 BNS1 Prepare the record of board proceedings.

Section VI
Task: Process Results of a Promotion Selection Board

3-18. Rules for processing results of a promotion selec-
tion board

a. The report of board proceedings (fig 3-4) will include the
following:

(1) Where and when the board met.
(2) Membership of the board.
(3) An alphabetical listing, including recommended military

occupational specially (RMOS), SSN, by recommended grade
of soldiers recommended by ihe board, and an alphabetical
listing of those not recommended.

b. The president will review the report of board proceedings
for accuracy, sign the report, and forward it to ihe promoiion
authority for approval or disapproval (fig 3-4).

c. The promoiion auihority will take one of the following
actions within 3 working days after the promotion board
adjourns: &>*( ek^ 4-u, c K^ f j f

(1) Approve the report in its entirety and authorize the
names of recommended soldiers to be integrated into the
recommended list.

(2) Disapprove ihe report in ils entirely and convene a new
v board, composed of new members. The promotion authority's
\ approval or disapproval periains only to the correct constitu-

J? lion and conduct of the board. Disapproval will not be used to
v^disagree with the board's recommendation. The new board will

consider all soldiers who were considered by the disapproved
board.
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d. If approved, completion of Section C of DA Form 3355
is required and will be accomplished by ihe promoiion author-
ity of the board's organization.

e. If the promotion auihority is a general officer he or she
may delegate to their depuly commander or senior personnel
manager (for example, adjutant), in writing, the authority to
approve and sign Section C of DA Form 3355.

/. If disapproved, the promotion authority will advise each
soldier of the reasons even if they have departed the organiza-
tion. This applies to all soldiers considered by the board,
whether or not recommended.

g. Soldiers must obtain a minimum of 550 promotion points
if competing for SSG or 450 promotion points if competing for
SGT, prior 10 being added to the recommended list.

h. Completed board actions will reach ihe PSC by the 20th
day of the month to submit the promoiion/progression military

N^ occupational specially and promotion points (PRMS) iransac-
"^ lions into SIDPERS by ihe last cycle of promotion board
~ \̂ month.
V i- The promotion selection date is the dale ihe promotion
^ authority approves the report of board proceedings.
^-y. The promotion packet of a soldier on the recommended

lisl will be kepi in the action pending section of MPRJ and a
copy in the promotions section until promoted. Documents
removed from MPRJ will be given to the soldier.

A. DA Form 3355 and promotion board documents of those
who did not attain recommended list status will be filed by the
promotion authority for 2 years and then destroyed.

/. Soldiers not recommended or not attaining enough points
to obtain list status will be counseled by the promotion
authority or his or her designated counselor and signatures
obtained in Section C of DA Form 3355.

m. The original report of board proceedings, DA Form
3356, and DA Form 3357 will be filed by the promotion
authority for 2 years, then destroyed.

n. The recommended list (AAC-C10) will be retained by the
PSC for 2 years.

o. Scores will be submitted to SIDPERS (PRMS transaction)
so that they process no later than last SIDPLRS cycle of the
board month. See table 3-1 for reason codes.

p. Points awarded will be determined from ihe soldier's
records as they existed before the repori of board proceedings
is approved. The promotion auihority or PSC may correct all
known errors before the report of board proceedings is
approved.

q. Units supported with TACCS will prepare DA Form 3357
using TACCS module "Prepare Promotion Board Results DA
Form 3357."

3-19. Steps for processing results of a promotion selec-
tion board
The sieps for processing results of a promoiion selection board
are contained in table 3-6.

Section VII
Task: Process Promotion Point Reevaluations

3-20. Rules for processing promotion point reevalua-
tlons

a. There are two types of promotion point reevaluation: ad-
ministrative and total.
sb. Soldiers may request a reevaluation by using the remarks

/section of DA Form 3355, indicating either administrative or
\U)taI (board appearance).

XT. Rules for an adminislrative reevaluaiion include ihe fol-
lowing:

» (1) Soldiers who believe they have increased (through self-
achievement or awards) their latesl promotion score by 35
points or more (DA Form 3355, items 2 through 6) can request
an administrative reevaluation at any time. (Points increase in

item 2 must be the result of a new SQT score, not by using the
no-fault table when an SQT expires).

(2) An administrative reevaluation is a simple recomputation
of the administrative points (DA Form 3355, items 2 through
6) by the PSC.

(3) Commanders will complete and sign Section A of DA
Form 3355.

(4) Commanders duty performance points may be increased
or decreased for an administrative reevaluation.
iwP) If the administrative reevaluation results in a promotion
point increase of~35sor more points over the latest promotion
poini lotal score, the PSC will change the soldier's score and
record the new score in the SIDPERS database.

Table 3-6
Processing results of a promotion board

Step
Work
center Action required

BNS1 Prepare repori of promotion board proceed-
ings.

Forward to promotion auihority for approval/
disapproval and counseling of soldiers not
recommended.

If approved, forward DA Forms 3355 of sc4-
diers recommended to PSC.

Counsel soldiers not recommended on pro-
motion potential/weaknesses and obtain sol-
dier's signature in Section C of DA Form
3355.

Return disapproved DA Forms 3355 to battal-
ion.

For soldiers not recommended or not attain-
ing enough points to obtain list status, file
DA Form 3355 with the promotion board pro-
ceedings

Forward each promotion packet for entry on
the recommended list.

File report of board proceedings.8

9

10

11

12

13

14

15

16

PROM File the approved promotion packet in the
MPRJ and a copy in the promotions section.

Submit SIDPERS PRMS transactions.

PAUT Send a copy of the AAC-C10 to the PSC.

PROM Receive AAC-C10 from PAUT.

Verify AAC-C10 lor the newly recommended
soldiers and send copy to BNSl

BNS1 Receive AAC-C10 from PROM and verify.

Send a copy of the AAC-C10 to the unit.

UNIT Post current ACC-C10 on unit bulletin board.
Block out SSNs.

(6) The PSC will recompute the administrative points with a
reevaluation date the month and year ihe request for reevalua-
tion is received in the PSC.

d. Rules for a total reevaluation are as follows:
(1) A total reevaluaiion includes the entire process: the

commander's recommendation, promotion board, and adminis-
lrative points. 4X,C*~5^*<

(2) Total reevak»aUcm may be requested after 6 monlhs from
the latest board aRpeaXance, reevaluation, or rccomputation.

(3) The results -drla'Total reevaluation take the place of the
previous evaluation regardless of outcome.
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(4) Soldiers not recommended by the board during the total
reevaluation, or who fail to achieve enough points to aliain
promotion list status, will be removed from the current list
immediately.

(5) The soldier's application must contain the following
statemenl: "I understand thai ihe results of the reevaluaiion
will take precedence over my current promotion list standing. I
may lose points or I may be removed from the list if the board
does not select me or if I do not obtain enough points to
achieve promotion list status."

(6) The reevaluation date for a total reevaluation will be the
date the promotion auihority approves the promotion board
proceedings.

e. Promotion scores achieved through the rccvaluation pro-
cess are effective for promotion on the first day of the third
month following reevaJuarion.

3-21. Steps for processing promotion point revalua-
tions
The steps for processing promotion poini reevaluation are
contained in table 3-7.

Table 3-7
Processing promotion point reevaluations

Step center Required action

UNIT If the soldier requests an administrative re-
evaluation, provide Section A of DA Form
3355 information to BNSl

If the soldier requests a total reevaluation
include in nexi promotion cycle, skip to step
6.

BNS1 Complete Section A of DA Form 3355 for
administrative reevaluation.

UNIT Commander signs Section A of DA Form
3355 and forwards request through the pro-
motion authority {for total reevaluations only)
to the servicing PSC for verification.

PROM Recompute administrative points. If 35 or
more, submit SIDPERs transaction. If 34 or
less, return to BNSt

BNS1 Complete Section A of DA Form 3355 for
total reevaluation

10

11

12

13

14

UNIT Sign Section A of DA Form 3355.

BNS1 Promotion authority approves Section A of
DA Form 3355 (tor total reevaluations onry).

PROM Complete Section B of DA Form 3355 and
authenticate by SSG or above.

BNS1 Conduct promotion board.

PROM Submit SIDPERs PRMS transactions.

Obtain AAC-C10 from PAUT.

Verify input to AAC-ClO.

File DA Form 3355 in MPRJ.

Section VIII
Task: Conduct Annual Recomputations

3-22. Rules for conducting annual recomputations/'^
a. Promotion points must be recomputed 12 monlhs (plus or

minus 1 month) after the (fait/"computation (initial board,
reevaluation, or recomputalii)«)^wilhoul local board action.

b. For promoiion lo SGT and SSG, points are recomputed
using records as of the lasl day of the month preceding

computation. Items I, 2, (for soldiers being recommended to
SSG) 3, 4, 5, and 6 of DA Form 3355 will be used for
computation.

c. Commanders must complete Section I of DA Form 3355
and forward to PSC, not later than the last day of the month
prior to computation.

d. If scores are not recomputed during the scheduled time-
frame due to the soldier being in an intransit status, they will
be recomputed within 30 days after reporting lo ihe parent
unit.

e. Gaining commanders of intransit soldiers may elect to
award duty performance points in item 1, Seclion B of DA
Form 3355 or use the previous commander's evaluation.

f. Recomputation is mandatory and will be accomplished for
those soldiers who arc flagged or unavailable. If the soldier is
unavailable, a copy of recomputed DA Form 3355 will be
provided to the soldier as soon as possible.

g. Soldiers who fail lo achieve the minimum points required
to maintain list staius will be removed from the current list
immediately. As an exception to this rule, a soldier will not be
removed from the list based on failing to achieve the minimum
number of poinis required for list status solely as the result of
the commander decreasing the soldier's duty performance
points. In such cases—

(1) The commander will be informed that he or she may
award the number of poinis required for the soldier to retain
list status or recommend that the soldier be removed under
provisions of the removal task.

(2) If removal is recommended and not approved, the soldier
will have his or her points adjusted to the minimum required, to
maintain list status.

h. The soldier will review recomputed scores for accuracy
and completeness.

/'. Soldiers will continue to be eligible for promoiion based
on their old promoiion point score until recomputed scores
become effective unless removed as a result of failing to
achieve the minimum amount of points required.

j. The new score becomes effective on the first day of the
third month following the scheduled recompulation month.

k. Recomputation is limiled to DA Form 3355, hems 1
through 6.

/. SIDPERS PRMS transaction is to be submitted not later
than the last SIDPURS cycle of the recomputation month.

3-23. Steps for conducting annual recomputations
The steps for conducting annual recomputations are contained
in table 3-8.

Table 3-8

Step

1

2

3

4

5

6

7

Work
canter

BNS1

UNIT

BNS1

PROM

BNS1

is

Required actions

Forward DA Form 3355 to unit commander
for completion of Seclion A.

Complete Section A, recomputation work-
sheet, and return to BNS1.

Check recomputation block, enter date
(month/year) and forward to PROM,

Recompute promotion points.

Forward recomputation to BNS1 lor review
with soldier.

Review DA Form 3355 with soldier.

Return DA Form 3355 to PSC (Promotion
Work Center). SSG or above will authenti-
cate.
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Table 3-8
Conducting annual recomputations—Continued

Step
Work
center Required actions

8 PROM Submil SIDPERS PRMS iransaclions nol
later than the last SIDPERS cycle of Ihe re-
computation month.

9 Review AAC-C10 accuracy.

10____________Re DA Form 3355 in MPRJ.__________

Section IX
Task: Process Promotion Point Adjustments

3-24. Rules for processing promotion point adjustments
a. There are only two types of promotion point adjustments

authorized.
(1) Correction of an error.
(2) Adding of additional administrative points.
b. Rules to correct an error (that is, a mathematical error on

the DA Form 3355 or a correction to a document such as an
ISR) are as follows:

(1) In the case of a mathemaiical error, a correciion will be
made when the error is detected. Adjustments to correct other
errors must be requested within 4 months from the date ihe
document in queslion is corrected. Adjustments submitted
more than 4 months after the date of correction will be
submitted under the provisions of c below.

(2) If a correciion increases (he promotion score to where it
meets or exceeds an announced cutoff score for an MOS, the
soldier will be promoted.

(3) Corrections to promotion packets for APFT and weapon
qualification will be processed under the provisions of c below.

c. Rules to add administrative points that were effective
prior to the date of the last board, reevaluation, or recomputa-
lion, but were left off DA Form 3355 or not supportable with
official documentation, are as follows:

(a) Adjustments to add additional administrative points will
not result in a retroactive promotion.

(2) Adjustment action is limited to the specific points in
question (for example, the additional points for completion of
civilian education to be supported by a transcript, and so
forth, or discovery of an old award). No other points may be
added to subtracted.

(3) Adjustments to add points not previously documented
will be made during the month the request is received at the
PSC. The DA Form 3355 currently in effect is the only
promotion point worksheet authorized for adjustment.

(4) Adjustments must be supported by official documenta-
tion and will become effective on the first day of the third
monlh following the month of adjustment.

(5) An SQT score reflected on a "corrected copy" of the
individual soldier's report will require an administrative adjust-
ment of promotion points if the score is being used for
promoiion poinis. The corrected score will be effective on the
same date as the original score.

d. The PSC commander is the approval authority for
adjustments. The request for adjustment, to include the PSC
commander's approval, will be filed as a permanenl pan of ihe
promotion packet. The original or reconstructed DA Form
3355 will be annotaled in red lo show ihe adjusted promoiion
points.

e. The PSC will notify soldiers in writing of any adjustment
to a soldier's promotion points when the soldier is not present
to acknowledge the change. The notification will be routed
through the soldier's chain of command and will include, as a
minimum, the reason for the change, the new points, and ihe
effective date of the new poinis.

/. The promotion of an otherwise promotable soldier who is
on the current recommended list will be suspended when ihe

promotion auihorily or cusiodian of the MPRJ concludes that
he or she was considered in error or was granted more
administrative points lhan entitled. Promotion will also be
suspended when a promotion packet, or portion thereof, has
been lost and musi be reconstructed. The promotion authority
may promote when the unchallenged loial point score equals or
exceeds the qualifying promotion point cutoff score announced
by HQDA. (For example, soldier has a loial point score of
675, of which 650 points are unchallenged and determined to
be his or her correct score. The soldier could be promoted if
the announced promotion point cuioff score for his or her
MOS is 650 or lower, regardless of the pending decision from
ihe approval auihorily.)

3-25. Steps for processing promotion point adjustments
The sieps for processing promotion point adjustment are
contained in table 3-9.

Table 3-9
Processing point adjustments

Work
Step center Required action

BNS1 Prepare request for promotion point adjust-
ment

PROM Approve promotion point adjustment, if au-
thorized.

Submit SIDPERS PRMS transaction.

Distribute request to Records Work Center
for tiling in the MPRJ.

Forward approval/disapproval to battalion

BNS1 Notify soldier of decision.

PROM Publish order, if appropriate

Section X
Task: Process Soldiers Reclassified While on a Promo-
tion Standing List

3-26. Rules for processing soldiers who are rectasslfled
while on a promotion standing list

a. Soldiers who are reclassified, for other than loss of
qualifications as a result of inefficiency or misconduct, will
compete against the promotion point cutoff score in the newly
awarded MOS.

h. Provided otherwise eligible, soldiers may be promoied on
the first day of the month following reclassificaiion if they
meet or exceed the cutoff score in ihe new PMOS.

c. Soldiers holding promoiion list status in their current
PMOS or CPMOS at t ime of entry into MOS ^classification
training will compete against promoiion point cuioff score in
the MOS held before training.

d. Once a soldier has been reclassified, he or she can no
longer compete in the old PMOS.

e. Promotion points granted for SQT in prior FMOS will be
deleted as of the effective dale of reclassification. Soldiers will
then be awarded promotion points using the no faul t provision
in item 2 of DA Form 3355.

/. Soldiers reclassified into a PMOS as a result of an HQDA
directed "one-for-one conversion" and reclassified into a
career progression MOS per AR 611-201 will coniinue to use
the SQT in the previous MOS, unless notified otherwise.

3-27. Steps for processing soldiers who are reclassified
while on a promotion standing list
The steps for processing soldiers who are reclassified while on
a promotion standing list are contained in table 3-10.
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Section XI
Task: Process Removal from Local Promotion Standing
List (AAC-C10)

3-28. Rules for removing a soldier from a local promo-
tion standing list

a. Soldier must be informed of removal action in writing.
b. Soldier will be immediately removed from recommended

lists under the following conditions:
(1) Failure lo take ihe regular SQT due to his or her own

fault (willful neglect) as determined by the promotion author-
ity.

(2) A soldier on a promotion list who receives an SQT
failure in his or her current PMOS will be removed from the
recommended list unless the promotion auihorily grants a
waiver.

Table 3-10
Processing soldiers who are reclassified while on a promotion
standing list

Work
Step center

1 PROM

2

3 PROM

4

5

6

7

8 BNSl

9 UNIT

Required action

Receive reclassi fication.

Adjust promotion points when required.

Screen HQDA promotion point cutoH scores
for new PMOS.

Submit SIDPERs PRMS transaction.

Obtain AAC-C10 from the PAUT

Verify AAC-C10 report.

Notify BNS1 of the soldier's total promotion
points

Notify unit ol promotion point change.

Notify soldier of new promotion point total.

(o) During recomputation. reevaluation, and reclassification,
the commanding officer will inform the soldier thai he or she is
ineligible lo compele for promotion unti l a current score has
been received or 12 monlhs has elapsed since the close of the
test window in which the soldier failed to test, whichever is
earlier. He or she will no t i fy the promotion authority that the
soldier must be removed from the standing list due to a lack of
SQT qualification. A soldier wi l l become eligible to compete
for promotion during the 13th month after the close of the test
window in which he or she tailed to take the SQT, ' Ihe no
fault provisions wil l be used unt i l a new score is received.

(6) SQT scores wil l only be used if the SQT is in the
soldier's PMOS or if the Training Support Center or propo-
nent school announces that an SQT is to remain valid for
reclassified soldiers.

(3) Failure to qualify, for cause, for the security clearance
required for the MOS in which recommended.

(4) Failure to reenlist or extend to meet the criteria in table
3-2.

(a) Reenlistmeni or extension must be accomplished no later
than the last day of the month for which the cutoff score was
met.

(b) Those for whom reenlistment or extension waivers have
been submitled will not be removed until final action has been
laken on the request for waiver.

(c) Those whose aclive service exceeds ihe reenlistment
ineligibilily points will remain on the promotion list.

(5) Those who are prohibited from reenlisting when a local
or DA (AR 601-280) imposed bar is approved after ailaining

recommended list status. If the bar is appealed, the individual
will not be removed unlit the appeal process is completed and
denied.

(6) Loss of MOS qualification due to reclassification as a
result of inefficiency or misconduct.

(a) Soldiers may be recommended for promotion in their
new PMOS upon determination by the commander that they
arc fully qualified in the new PMOS.

(b) Promotion board appearance is required.
(7) Erroneous selection (ihai is, did nol meei one or more of

the eligibility criteria).
(8) Six monlhs in a weight control program, without satis-

factory progress toward the maximum allowable weight, pro-
vided no underlying or associated disease is found to cause the
overweight condition (AR 600-9).

(9) Those who after 12 months in a weight control program,
still exceed the body fat standard or maximum allowable
weight (even if they made satisfactory progress toward the
maximum allowable weight and are at or below the screening
table weight), provided no underlying or associated disease is
found to cause the overweight condition (AR 600-9).

(10) Reduction in grade.
(11) Those who sign a Declination of Continued Service

Statement. This applies to soldiers, other than first-termers,
with more than 4 years of service for pay purposes ar I:TS.

(12) Release from active duty.
(13) Dropped from the rolls as a deserter.
(14) Failure to maintain a minimum score of 550 points for

promotion to SSG, or 450 points for promotion to SGT.
(15) Those who have been denied a waiver to reenlist.
(16) Those promoied under the provisions of paragraph

3-7c.
c. The promoiion auihority may remove a soldier's name

from an approved recommended list as follows:
(1) When a board has recommended that the soldier be

removed from the recommended list.
(2) When an adverse action exisis, including a soldier serving

a court-martial sentence, serving punishment under Article 15
of the UCMJ, or when a soldier is undergoing proceedings lhat
may result in an other than honorable discharge.

(a) Removal will be no later than 15 days following the
effective date of the adverse action or the date final action is
taken on an appeal to a reduction action that was not
suspended.

(b) Removal after the 15-day restriction requires board
action.

(3) When the soldier has made a wrilien request.
d. Promotion packets of soldiers who are removed from a

recommended list will be retained in the functional files of the
BNSl for 2 years.

e. Once the soldier is removed from the recommended list,
this action is final unless the soldier is laier completely
exonerated and action is initiated to reinstate the soldier to the
recommended list.

3-29. Steps for removing a soldier from a local promo-
tion standing list
The steps for removing a soldier from a local promotion
standing list are contained in table 3-11.

Table 3-11
Removing a soldier from a local promotion standing list

Step
Work
center Action required

UNIT Notify soldier in writing of intent to recom-
mend removal.

Commander requests removal of soldier from
promotion list.
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Table 3-11
Removing a soWler from a local promotion standing list
—Continued____________________________

Work
Step center Action required

3 BNS1 Receive request, verify conditions for
removal have been met, and determine need
to conduct removal board.

4 Conduct removal board, if required.

5 Forward removal board proceedings to PSC
using DA Form 4187.

6 PROM Receive approved removal documentation
from promotion authority.

Submit SIDPERS transaction to remove sol-
dier from the AAC-ClO.

Return approved removal documentation to
BNSL

9 BNS1 File copy of DA Form 4187 with promotion
packet in functional files.

Section XII
Task: Conduct a Removal Board for Soldiers on Local
Promotion Standing List

3-30. Rules for conducting a removal board for soldiers
on a local promotion standing list

a. Soldier will be given written notification at least 15
working days prior to the dale of the board.

b. The board will be composed of unbiased members (para
3-16*).

c. The recorder will arrange for any reasonably available
witness the soldier wishes to call on his or her behalf.

d. Copies of all written affidavits and depositions of wi t -
nesses who are unable to appear before the board will be
furnished the soldier.

e. AR 15-6 does not apply to removal boards.
/. Rights of ihe soldier arc as follows:
(1) Decline, in wriling, to appear before ihe board or appear

in person during all open proceedings.
(2) For cause, challenge any member of the board.
(3) Requesi any reasonably available wiiness whose testi-

mony he or she believes lo be pertinent to the case. The soldier
will slate in his or her request the type of informaiion the
witness will provide.

(4) Present writien affidaviis and depositions of witnesses
who arc unable 10 appear.

(5) Elect to remain silent, to make an unsworn or sworn
siaiement, or be verbally examined by ihe board.

(6) Queslion any wiiness appearing before ihe board.
g. Failure of the soldier to exercise his or her rights will nol

negate the board's proceeding, findings, or recommendations.
h. The president of the board will ensure that enough

testimony is presented to enable the board members to—
(1) Fully and impartially evaluate each case and arrive at a

recommendation.
(2) Prepare a report, in writing, of ihe board proceedings

and submil il to the promotion auihorily.
/. The promoiion auihority will approve or disapprove the

board recommendation and provide a copy to the soldier. The
promotion authority may direct a new board if—

(1) An error in the conduct of the board has a material
adverse effect on an individual's substantial rights (if the error
cannot be corrected without prejudice lo the soldier).

(2) The board failed to consider all available evidence in the
case.

3-31. Steps for conducting a removal board for soldiers
on a focal promotion standing list
The steps for conducting a removal board for soldiers on a
local promoiion lisl are contained in table 3-12.

Table 3-12
Conducting a removal board for soldiers on a local promotion
standing list

Work
Step center

1 UNIT

2 BNS1

3 UNIT

4 BNS1

5

6 PROM

7

6

9 ENRC

10 PROM

Required action

Commander requests removal of soldier from
promotion standing list-

Receive request/verity conditions for removal
have been met. Determine need to conduct
removal board.

Commander notifies the soldier in writing 15
days pnor to the date of the board.

Conduct removal board, if required. Promo-
tion authority approves board findings.

Forward removal board proceedings to PSC
using DA Form 4187

Receive approved removal documentation
from promotion authority.

Review action for compliance.

Submit SIDPERS transaction to remove sol-
dier from AAC-C10

Update MPRJ.

File DA Form 4187, removal board report,
and DA Form 3355 in functional files for 2
years

Section XIII
Task: Reinstate Soldiers to Local Promotion Standing
List (AAC-C10)

3-32. Rules for reinstating soldiers to a local promotion
standing Itst

a. A soldier promoted in error to grade SGT or SSG from a
recommended list will, if otherwise qualified, be reinstated lo
the list at ihe same lime the order is revoked and treated as if
never promoted.

b. A soldier removed from a list and later completely
exonerated will be reinstaied.

c. To be compleicly exonerated, the action that caused the
initial removal must have been erroneous or should not have
been imposed so that ihe soldier is free of any wrongdoings or
accusation.

(1) For example, a soldier receives a local bar lo reeniistmem
for failure lo comply with AR 600-9 and is removed from the
recommended list.

(2) Subsequent compliance with AR 600-9 and removal of
ihe bar to reenlistment does not mean lhai ihe action that
caused the removal was erroneous. Therefore, ihe soldier is not
"completely exonerated" and reinstatement is not authorized.

d. In no case should a reinstatement be delayed more than
10 days.

e. If the soldier should have been promoted, the DOR and
effective date will be the date of original eligibility.

3-33. Steps for reinstating soldiers to a local promotion
standing list
The steps for reinstating soldiers to a local promotion standing
list are contained in table 3-13.
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Table 3-13
Reinstating soldiers to a local promotion standing list

Work
Step center

1 UNIT

2 BNSl

3

4

5 PROM

6

7

8

Action required

Send request to BNSl

Prepare DA Form 4187 to reinstate soldier.

Promotion authority approves or disapproves
reinstatement to the promoiion standing list.

Send approval to PSC.

Submit SIDPERS transactions.

Oblain AAC-C10 from PAUT.

Verify AAC-C10.

Attach DA Form 4187 lo DA Form 3355.

Section XIV
Task: Process Monthly HQDA Promotion Point Cutoff-
Scores

3-34. Rules for processing monthly HQDA promotion
point cutoff scores

a. This lask conlains eligibility criteria for promoiion of
Active Army members to the rank of SGT and SSG made
against monthly promoiion cuioff scores.

b. HQDA will determine the needs of the Army by grade
and MOS.

c. A soldier's lotal poinis are forwarded through SIDPERS
(PRMS transaction) to PERSCOM for consolidation into an
Army-wide lisling of eligibles by MOS maintained in ihe l-MF.
A deierminalion is ihen made for each MOS as to what
promoiion point cutoff score would promote ihe desired
number of soldiers to meet the needs of the Army in a specific
month. These decisions are based primarily upon budget
constraints and individual MOS requirements.

d. The importance of accuracy and timeliness in submission
of data to SIDPFRS cannot be overemphasi/ed.

e. Soldiers will be eligible for promoiion on ihe firsi day of
the ihird monlh following the selection month (for example, a
soldier selected by a promotion board in January 1991 will
become eligible for promotion on 1 April 1991).

/. The DOR and effective date will be the same.
g. If a soldier is promoted late, use procedures in paragraph

1-13*.
h. All pay, allowances, and entitlements start on the effec-

tive date of the promotion.
i. This task and ihe HQDA monthly leuer that announces

the promoiion point cuioff score and any oiher authority thai
auihorized ihe promoiion will be included in ihe promoiion
order.

j. DORs will be the same as the effective date of promotion.
If the promotion was delayed due to an administraiivc error,
ihe DOR will be the effective dale thai the promoiion should
have occurred

k. Promotions are only auihorized during the month for
which the cutoff score is met. Exceptions are as follows:

(1) Delay of promotion due to suspension of favorable
actions (para 1-11).

(2) Promotions upon arrival at a gaining organization (para
3-40).

(3) Effective 1 October 1989, soldiers were required to be
graduates of PLDC prior to promoiion to SGT. Soldiers are
allowed to compete for promotion to SGT but cannot be
promoied lo SGT uniil complelion of PLDC. Soldiers who mel
a cutoff score for SGT after 1 October 1989, but were nol
PLDC graduaics, would be promoied on ihe firsi day of the
month following completion of PLDC.

/. Promotions other than in the month for which the cutoff
score is met, with the exception of k(i), (2), and (3) above and
paragraph 3-246, are only authorized upon approval of CG,
PERSCOM.

3-35. Steps for processing monthly HQDA promotion
point cutoff scores
The steps for processing monthly HQDA promotion point
cutoff scores are contained in table 3-14.

Table 3-14
Processing monthly HQDA promotion point cutoff scores

Work
Step center Required action

1 PROM Receive cutoff scores from PERSCOM.

2 Identify eligible soldiers.

3 Verify eligibility (pay special attention to edu-
cational level/service remaining obligation).

4 Publish promotion orders immediately.

5 Submit SIDPERS GRCH transaction.

6 Forward copy of promoiion order to OMPF;
file copy in the MPRJ and forward copy to
soldier's BNSL (Upon promotion lo SGT,
attach all advacement/reduction DA Forms
4187 tor SPC and below to the SGT promo-
tion order for filing in the OMPF.)

BNS1 Receive promotion orders from PSC.

Verify promotable status.

Prepare promotion certificates.

7

8

9

10

11

12

BNS1 Forward promotion documents to unit.

UNIT Conduct promotion ceremony.

BNS1 Update BNS1 files.

Section XV
Task: Process Service Remaining Obligations

3-36. Rules for processing service remaining obligations
a. The service remaining obligation is 12 months for promo-

tion to SSG.
b. Service remaining obligation will be computed from the

first day of the promoiion month or from ihe day following
the closing date of a DA Form 268 that is closed unfavorably.

c. If otherwise eligible, soldiers in the categories listed in (1)
through (5) below may be promoied without regard lo service
remaining obligaiion.

(1) Those whose active service would exceed the reenlistmenl
ineligibility point for SSG (20 years) if required to meel the
I2-monlh service obligation. In those cases, soldiers will be
required to exiend Ihe number of monlhs needed to complete
20 years of service.

(2) Those whom HQDA will promoie while missing, MIA,
captured, or detained.

(3) Very seriously ill soldiers.
(4) Those whose extended ETS would be after age 55 is

attained if required to meet the 12-month service obligation. In
those cases, soldiers will be required to exiend through the end
of the month in which 55th birlhday occurs.

(5) Those who would lose eligibility to reenlist in their SRB
MOS, or who lose entitlement to all or a portion of SRB if
required to extend iheir curreni lerm of service or reenlist at
their curreni grade lo meet the service obligation.

d. When monihly promoiion poinl cuioff score announce-
ments are received from HQDA, promotion authorities will
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identify those who are eligible for promotion and who do not
meet the service remaining obligation (figs 3-5 and 3-6).

e. The promotion authority will notify the soldier, in writing
(This may be done by preparing a precondition memorandum
or service obligation memorandum.) of the following:

(1) Advise lhat promotion may be only during the month for
which the cutoff score is met.

(2) Instruct the soldier to seek detailed information promptly
on available benefits and options (including a chance to reenlist
in his or her grade after extending) from the local career
counselor.

(3) Sel a suspense dale by which the soldier musl incur
obligated aclive service for promotion.

/. The promotion authority will promote the soldier
promptly, but not earlier than the effective month, when
evidence is received (reenlistment or extension document) that
ihe service remaining obligation has been met.

g. The effective date of promotion will be the same day as
the promotion instrument or the first day of the promotion
month, whichever is later.

h. For retroactive promotions, ihe service obligation will be
computed from the date the promotion should have occurred.

/. DOR will be the same as effective date of promotion.
j. A soldier's separation from ihe service before fulfilling

the service remaining obligation docs not invalidate the
promotion if the service requirement were mei at the time of
promotion.

3-37. Steps for processing service remaining obligations
The steps for processing service remaining obligations are
contained in table 3-15.

Table 3-15
Processing service remaining obligations

Worit
Step canter

1 PROM

2

3

4

5 BNS1

6 PROM

7

8

Required action

Receive cutoff scores from PERSCOM.

Identify eligible soldiers.

Verify service remaining obligation.

Notify promotion authority of service remain-
ing obligation.

Notify soldier of service remaining obligation
for promotion.

Set suspense date for compliance with ser-
vice remaining obligation.

Receive extension/reen list men t documenta-
tion.

Publish orders.

Section XVI
Task: Prepare Promotion Packet for Transfer at Perma-
nent Change of Station (PSC) (Out-Processing)

3-38. Rules for preparing promotion packets for transfer
at PCS

a. The promotion packet and a copy of the page of the
AAC-C10 (Recommended List) that contains the soldier's
name will be sealed in an envelope and filed in the action-
pending section of the MPRJ by oul-proccssing.

b. If ihe soldier is not on the AAC-CIO report during the
month of PCS, a statement will be issued by the PSC
(out-processing) to verify the soldier was selected for promo-
tion, giving the total promotion points.

c. The outprocessing workcenter will ensure that the com-
plete packet as described in paragraph 3-6 is filed in the MPRJ
prior to the soldier departing the losing command. If this

requirement cannot be "met, a teller of explanation signed by
the PSC commander or officer in charge will be filed in Ihe
soldier's MPRJ prior 10 departure.

3-39. Steps for preparing promotion packets for transfer
at PCS
The steps for preparing promoiion packets for transfer at PCS
(out-processing) are contained in table 3-16.

Table 3-16
Preparing promotion packets for transfer at PCS
(out-processing) ___

Step
Work
canter Required action

1 PROM Ensure promotion packet is Hied in the
MPRJ.

2 Fite a copy of the current AAC-C10 report or
statement verifying soldier's promotion list
stalus in the promoiion packet.

3 File promotion packet in the action pending
part of Ihe MPRJ.

ENRC Forward MPRJ to out-processing station.

Section XVII
Task: Process Promotions Upon Arrival at Gaining Or-
ganization (In-Processing)

3-40. Rules for processing promotions upon arrival at
gaining organization

a. During in-processing, the gaining commander will deter-
mine whether the soldier qualifies for promotion or should be
added to ihe promotion list.

b. If otherwise eligible, soldiers on the recommended lisi
who meel a promoiion poini cuioff score while in iransil will
be promoied during in-processing.

c. Recommended lisi slaius must be verified. Verification
requires a promotion packet and either of the following:

(1) A recommended list published during the month of. or
before, the soldier's departure from the losing command,
reflecting ihe most curreni poinis.

(2) A siaicment issued by the losing PSC verifying the
soldier was recommended by a valid board.

d. If a soldier qualifies for promotion while in transit but
does not meel ihe remaining service obligalion, the gaining
commander will set a suspense date by which the soldier must
incur obligated active service for promotion. All dates will be
based on the month he or she actually first qualified for
promotion.

e. When the soldier meets ihe service remaining obligalion,
he or she may be immediately promoted, but not earlier than
the effective month.

/. When the month of promoiion is later than that in which
the soldier first qualified and delay is solely due lo being
intransil, the DOR and effective date of promotion will be the
date the promotion would have occurred had the soldier not
been in intrasit stalus.

g. When ihe promotion or advancement instrument is pub-
lished by ihe inproccssing workcenter and the delay is due
solely 10 the soldier being in an intransil siatus, so much of
paragraph l-\3e as requires lhai the DA Form 4187 or
memorandum be forwarded to the next higher advancement or
promotion authority does nol apply. The promotion or ad-
vancement instrument will have special instructions indicating
that the promotion was delayed solely due lo the soldier being
in an intransil siatus.
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3-41. Steps for processing promotions upon arrival at
gaining organization
The steps for processing promotions upon arrival at a gaining
organization upon in-processing are contained in table 3-17.

Table 3-17
Processing promotions upon arrival al a gaining organization
(In-processing)

Table 3-18
Processing promotion packet at In-processing

Step
Work
center Required action

1 IOPR Verify soldier is on a recommended promo-
tion fist.

2 PROM Integrate soldier to local promotion standing
list if he or she has not met a promotion
point cutoff score.

3 Submit SIDPERS transaction to integrate sol-
dier on the AAC-C10, or promote soldiers
who met, equaled, or exceeded a promotion
point curoff score while in transit.

4 Submit SIDPERS transaction to update sol-
dier's grade.

5 Review next cycle AAC-C10 report to ensure
it reflects the soldier's name and correct pro-
motion point score.

Section XVIII
Task: Process Promotion Packet at In-Processing

3-42. Rules for processing promotion packet at In-
processing

a. During in-process ing, the PSC lhat supports the gaining
promotion authoriiy will place a soldier's name on the curreni
recommended lisi based on ihe promotion packet and eilher of
ihe following:

(1) A recommended list published during the monlh of, or
before, ihe soldier's departure from ihe losing command,
refleciing the most curreni poinis.

(2) A statement issued by the losing PSC verifying ihe
soldier was recommended by a valid board, refiecling appropri-
aie promotion poinis.

b. If a promoiion packet is not available, the above items
are not valid. The soldier's name will not be placed on the
recommended list of the gaining command.

(1) The gaining command must take prompt action to
request documents missing from the soldier's former com-
mand.

(2) If the promotion packet cannot be obtained, but promo-
lion board proceedings are available and ihe soldier's losing
command can verify recommended lisi siatus, ihcn the promo-
lion board proceedings or ihe original initial DA Form 3355
signed by the promoiion authority may be used to reconstruct
ihe soldier's promoiion packel, provided ii is delermined Ihe
soldier held valid recommended status prior lo PCS and can be
integrated onto the list.

c. Soldiers whose promoiion packel was lost and cannot be
reconstructed or whose recommended list status cannot be
verified within 90 days of arrival in command must appear
before a promotion board to gain recommended list status. The
PSC will notify the promotion authority of ihis 90 days after
the soldier's arrival in the command.

3-43. Steps for processing promotion packet at In-
processing
The steps for processing promotion packet at in-processing are
contained in table 3-18.

Step
Work
center Required action

1 IOPR Verity promotion lisi slalus.

2 Submit SIDPERS (PRMS transaction) to Inte-
grate soldier on promotion list.

3 Fite promotion packet in MPRJ.

Section XIX
Task: Process Grade Related Pay Inquiries (SGT or SSG)

3-44. Rules for processing grade related pay Inquiries
(SGT or SSG)

a. A representative within the Promotions Work Center of
the PSC must sign the DA Form 2142 as verifying official, for
purposes of casual payment. Authorized representatives may be
one of the following:

(1) Chief of promotions section.
(2) SSG or above.
b. Signature of verifying official will signify that promotion

is valid and appropriate transactions have been submitted to
corect SIDPERS/JUMPS database.

c. Once signed by verifying official the soldier will lake the
document to Finance for payment.

d. Copy of LES will be provided as part of the pay inquiry.

3-45. Steps for processing grade related pay inquiries
(SGT or SSG)
The steps for processing grade related pay inquiries (SGT or
SSG) are contained in table 3-19.

Table 3-19
Processing grade related pay Inquiries (SGT or SSG)

Step

1

2

3

4

5

6

Work
center

UNIT

BNSl

PSC

PROM

Action required

Send soldier to PAC. Ensure soldier has
copy of current LES.

Soldier initiates pay inquiry DA Form 2142.

Forward inquiry lo PSC for action.

Receives inquiry.

Verifies promotion order for validity.

Review AAC-P01, AAC-P11 to determine if
soldier was correctly promoted in SIDPERS.

7 Review AAC-P49 lo determine if a five-card
transaction was generated to U.S. Army Fi-
nance and Accounting Center (USAFAC).

8 Review AAC-P51 to determine if transaction
generated to USAFAC failed lo process.

9 PROM Review R070 report to determine if soldier
was correctly promoted in JUMPS.

10 If above reviews do nol show a processing
error, contact the FAO and ask for soldier's
grade and effective date of promotion on
JUMPS.

11 FAO The FAO provides PSC all information nec-
essary to resolve inquiry.
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Table 3-19
Processing grade related pay Inquiries (SGT or SSG)—
Continued

Step
Work
center Action required

12 PROM Submit any necessary corrections. If SPF
needs to be corrected, submit a GRCH
transaction. If data on MMPF needs to be
corrected, submit a JACT transaclion.

Table 3-19
Processing grade related pay Inquiries (SGT or SSG)—
Continued

Step
Work
center Action required

13 PROM Send solder lo the FAO wilh verified source
documents, If local policy authorizes casual
payment.

Note:
In cases mentioned above, a source document (DA Form 4187, promotion
order, Article 15, court-martial order) must have been puttlahed.

Table 3-2
Eligibility criteria
Factor Criteria Exceptions Waivers (Limit of two)

1. MOS. Soldiers must compete for and be promoted
in their CPMOS.

None. None.

2. Education. Civilian—Must have high school diploma,
general education development (QED)
equivalent, associate, or higher degree.

Military—The Primary Leadship Develop-
ment Course (PLDC) is mandatory prior to
board appearance for SSG. All nonresident
courses are not acceptable for this require-
ment. Graduates of a resident BNCOC, AN-
COC, or PLDC meet Ihis requirement
Graduates of a resident NCO Academy
prior lo 1 October 1976 meel this require-
ment. Graduates from PLDC or equivalent
course listed above prior to promotion lo
SGT effective 1 October 1969.

None.

Resident Basic
Non-commissioned Officers'
Course (BNCOC) graduate
prior lo 1 January 1986 are
exempl from this
requirement.

None.

None.

3. Board appearance. Soldiers must be recommended by a pro-
motion selection board.

None. None.

4. Time requirement for pro-
motion to SSG.

a. TIS for promotion (as 84 months,
of the 1st day of the
promotion month).

b. TIMIG for promotion 10 months.
(as of the 1st day of
the promotion month).

c. TIS for board appear- 81 months,
ance (as of the 1st day
of the board month).

d. TIMIG for board ap- 10 monlhs
pearance (as of Ihe 1st
day of the board
month).

Secondary zone.

Secondary zone.

Down to 48 monlhs TIS for
secondary zone promoiion.

5 months.

Down to 45 months TIS for
soldiers who have been rec-
ommended lo compete in the
secondary zone.

5 months.

5. Requirements for promo-
tion to SGT.

a. TIS for promoiion (as 36 months,
of the first day of the
promotion monlh.

b. TIMIG for promotion 8 months,
(as of the 1 si day of
the promotion month).

c. TIS for board appear- 33 months,
ance (as of the 1st day
of the board month).

Secondary zone. Down to 18 months TIS for
soldiers who have been rec-
ommended to compete in (he
secondary zone.

4 months.

Down lo 15 months for sol-
diers who have been recom-
mended lo compete in the
secondary zone.
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Table 3-2
Eligibility criteria—Continued
Factor Criteria Exceptions Waivers (Limit of two)

TIMIG for board ap-
pearance (as of the 1st
day of the board
month).

8 months. 4 months.

6. Disciplinary. No record of court-martial conviction,
AWOL, or lost time on current term of en-
listment. This criteria does not apply to sol-
diers who held recommended list siatus
prior lo 1 October 1985. An approved reen-
tislment waiver must be received prior to
board appearance.

None. None.

7. Physical qualification. Soldiers are considered to be physically
qualified for promotion, unless determined
otherwise by a Physical Evaluation Board.

None. None.

8. SGT. An SQT score of 60 or higher (as reported
on the recent individual soldier's report
(ISR) or test site officer (TSO) data.

Score will remain valid for 24 months from
date tested unless replaced by a more re-
cent score.

Soldiers who have no SQT
score for the reasons indi-
cated below, use tne no fault
provisions.

a. A solder who is unable to
take an SQT through no
fault of his/her own as
determined by the promo-
tion authority.

b. A soldier who has taken a
regular SQT but has not
received the test results.

c. A soldier who is in an
MOS for which no SQT is
available or has not been
implemented into the pro-
motion system.

d. A soldier who is exempt
from SQT evaluation by
HQDA

e. A soldier has been reclas-
sified other than for ineffi-
ciency or misconduct and
is not on a recommended
list may compete for pro-
motion based on prior eli-
gibility.

The promotion authority may
waive an SQT of 59 or less.

9. Promotion points. Soldiers must obtain a minimum of 550
points if competing for promotion to SSG,
and 450 poinis if competing for promotion
to SGT prior to being added to the recom-
mended list

None. None.

10. Service remaining obliga-
tion.

12 months for promotion to SSG. a. Those whose active ser-
vice would exceed the
reenlistment ineligibility
point for SSG (20 years) if
required to meet the 12-
month service remaining
obligalion. In Ihose cases,
soldiers will be required to
extend the required num-
ber of monlhs needed to
complete 20 years ser-
vice.

b. Those whom HODA will
promote while missing in
action (MIA), captured, or
detained

c. Very seriously ill soldiers.

None.
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Table 3-2
Eligibility criteria-Continued
Factor Criteria Exceptions Waivers (Limit of two)

d. Those who extended ETS
would be after age 55 is
attained il required to
meet the 12 months ser-
vice remaining obligation
In those cases, soldier will
be required to extend
through the end of the
month in which 55th birth-
day occurs.

e. Those who would lose
eligibility to reenlist in
their special reenlistment
bonus (SRB) MOS.

f. Those who lose entitle-
ment to all or a portion of
SRB if required to extend
their current term of ser-
vice or reenlist to meel the
service remaining service
obligation, provided that
the soldier has made a
firm commitment in writ-
ing, to reenlist when his or
her current term of service
expires.
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Instructions for completing DA Form 3355

Item 1. Type,. Place check mark by appropriate type.
Item 2. Date. Self explanatory.
Item 3. Name. Enter last name, first name, middle initial (or NMI il
none).

Item 4. Social Security Number. Enter social security account
number.
Item 5. Grade. Enter present grade.

Item 6. Current organization. Enter current organization.
Item 7. SRB MOS. If soldier is SRB recipient enter SRB MOS.
Hem 8. PMOS. Self explanatory.

Item 9. Recommended grade/MOS. Selt explanatory.
Section A. Recommendation

Item 10. From. Self explanatory. Check appropriate statement.

Item 11. Through. Self explanatory.
Item 12. To. Self explanatory.

Item 13. Check appropriate statement, enter date and score where
required. Unit Commander's signature on Section A verifies soldier's
APFT and weapons qualification score. Promotion points will be
granted based on a maximum of 200 points to be awarded by the
commander. In awarding these points, commander should consider
values or NCO responsibilities and personal traits such as potential
for advancement, competence, physical fitness and military bearing,
leadership, training, responsibility and accountability, adaptability
and expression. Evaluate the "whole person."
Item 14. Remarks. Soldier requesting reevaluation must do so by
using this section. The soldier's signature and election for either an
administrative or total reevaluation must be included. Explanation of
waiver may also be addressed in this section.

Item 15. Signature of commander. Self explanatory.

Item 16. Signature of promotion authority. Self explanatory.

Section B—Administrative Points
Hard copy documents are required to verity the award of all
promotion points, except as otherwise stated. All items of Section B
are required to be authenticated by a PSC official (SSG or above)
prior to initial board appearance, during recomputation periods, and
when a reevaluation occurs. Indicate "soldier not available for
signature." if applicable. (See signature blocks at the end of Section
B Part ||.)

Item 1. Duty performance. Self explanatory.

Item 2. Skill qualification test:
a. If a soldier's score is older than 24 months from date tested, or

if the soldier does not have an SQT score at the time of reclassifica-
tion or recomputation grant points under the table below. Promo-
tions points will be awarded based on the total number of adminis-
trative points from items 1, 3, 4, 5, and 6, Section B.

Total
Score
0-37

38-75
76-112
113-150
151-187
188-225
226-262
263-300
301-337

Prom
Points
120

125
130
135
140
145
150
155
160

Total
Score
338-375

376-412
413^450
451-487
488-525
526-562
563-599
600

Prom
Points

- 105

- 170
- 175
- 180
- 185
« 190
- 195
- 200

Note, It the individual soldier'a report i* not available, SOT data received
from the TSO may be used to award promotion points. This information must
be provided by correspondence {for example, DA Form 4187 or memoran-
dum), be signed by the TSO and include trie MOS In which tested, date test
was scored, and score. The date the test was scored will be used to
determine eligibility for promotion points. A copy of the TSO data wffl be
attached as part of the promotion packet. Scores older than 24 months from
date tested will not be used. Upon Initial recommendation for soldiers who
felled to take the SOT due to their own fault, the recommending commander
will Inform the soldier thai he or she Is Ineligible to compete for promotion
until a current SQT score has been received or 12 months has etapeed since

the dose of the lest window in which the soldier failed to test, whichever is
earlier. Recommendation will not be forwarded to the promotion authority for
soldiers in this category. After the 12 month period, the soldier may compete
using the no fault provision or until an SQT score is received, provided he or
she does not fail to take the SOT during the next test window.

Item 3. Awards and decorations
Multiply the number of points authorized by the number of awards
received.

a. Soldier's Medal or higher award—35
b. Bronze Star Medal (Valor or Merit)—30
c. Defense Meritorious Service Medal—25 *•<-*
d. Meritorious Service Medal (MSM)—25
e. Air Medal (Valor or Merit)—20
f. Joint Service Commendation Medal—20
g. Army Commendation Medal (Valor or Merit)—20
h. Joint Service Achievement Medal—15
i. Army Achievement Medal—15
j. Purple Heart—^^v A^c^l-t \
k. Combat Infantry Badge—15
I. Combat Field Medical Badge—15
m. Army Reserve Component Achievement Medal (reserve com-

ponent only)—10
n. Good Conduct Medal—10
o. Expert Infantry Badge—10
p. Expert Field Medical Badge—10
q. Basic US Army Recruiter Badge (each subsequent award, that

is. Gold Achievement Star, Gold Recruiter Badge, Sapphire Achieve-
ment Star, will receive 5 points)—10

r. Parachutist Badge—5
s. Parachute Rigger Badge (permanent awards only)—5
t. Divers Badge—5
u, Explosive Ordnance Disposal Badge (permanent awards

only)—5
v. Pathfinder Badge—5
w. Aircraft Crewman Badge (permanent awards only)—5
x. Nuclear Reactor Operator Badge—5
y. Ranger Tab—10
z. Special Forces Tab—5
aa. Driver and Mechanic Badge (maximum 5 points)—5
at>. Air Assault Badge—5
ac. Drill Sergeant Identification Badge—5
ad. Campaign Star (Battle Star)—5
ae. Tomb Guard Identification Badge (permanent awards only)—5
af. DA Form 2442 (Certificate of Achievement) and locally de-

signed Certificate of Achievement (both must be awarded by com-
manders/deputy commanders serving in positions authorized the rank
of LTC or higher or any general officer) (maximum 10 points)—5

ag. Equivalent awards and decorations earned in other U.S.
Uniformed Forces receive same points as army awards—___

a. Awards of higher skill badges count as subsequent awards and
will receive points; for example, a soldier awarded the Senior
Parachutist Badge and the Parachutist Badge will be credited with
two Parachutist Badges (10 points).

(1) Soldiers who have been awarded the parachutist badge, are
currently serving in an approved TOE/tabte of distribution and
allowances (IDA) parachutist position and are in receipt of incentive
pay for parachute duty will be awarded extra points in addition to
those awarded badges on line (18), as follows: Parachutist, 20
points; Senior, 25 points; Master, 30 points.

(2) Soldiers who recerve additional points under these provisions
and who voluntarily terminate or are terminated for cause (miscon-
duct or inefficiency) will be subject to an immediate adjustment of
item 2 (when administrative points are used), 3, 7, 9, if appropriate,
and will have their points reduced by the appropriate number.

(3) Soldiers who are involuntarily terminated from parachutist
status due to any reason will have their points reduced by the
appropriate number immediately.

(4) For soldiers who are reassigned, the following action will be
taken:

(a) Losing commander will ensure that the promotion points are
reduced prior to departure (this could be accomplished during out
processing).

(b) The gaining commander will ensure that if the individual is
assigned to an airborne slot, the promotion points are Increased
(this could be accomplished during in-processing).

ai. The Good Conduct Medal ending date (period of service) will
be used to determine eligibility for promotion points. The date of
the order or ending period, whichever to later, will be used to
determine eligibility for promotion points on all remaining awards
(for example,
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Army Commendation Medal (ARCOM). Army Achievement Medal
(AAM), and MSM.

aj. Campaign stars may be verified by entries in item 9, DA Form
2-1.

ak. Promotion points are not authorized for foreign awards,
decoration(s) or badges.
Item 4. Military education

a. Grant promotion points for completion of primary and basic
level Noncommissioned Officers Education System (NCOES)
courses listed in AR 351-1 as follows:

^\ (1) Award o» points for completion of the first NCOES course
(̂  regardless of grade and MOS.
^ (2) Award 3 points per week for any additional NCOES course.
\P (3) Only resident NCOES courses are authorized points under this
L rule. Nonresident NCOES courses are awarded points under corre-
V spondence course rules.
X (4) Noncommissioned Officer Academy (NCOA) courses com-

pleted prior to the establishment of Primary Leadership Course
(PLC) in 1977 will be awarded 20 points.

b. Ranger School/Special Forces Qualification Course will be
awarded 30 points except when the course exceeds 15 weeks in
which case 2 points per week will be awarded.

c. The awarding of 2 points per week is authorized for courses
listed on a DA Form 87 (Certificate of Training). Training that
resulted in the issuing of a DA Form 87 must have been during duty
hours (that is, TDY) and funded by the military. Ordinary leave and
permissive TDY are not considered as duty time nor are unit funds
considered as military funding. Civilian certificates of completion for
military training are not authorized promotion points unless verified
by DA Form 87.

d. Promotion points for completion of military correspondence
(extension) subcourses are as follows:

(1) Determine the number of credit hours completed for sub-
courses, divide that number by 5 (1 point for each 5 credit hours).
The result is the number of promotion points to be awarded. Less
than 5 credit hours receives no promotion points and fractions will
be dropped (for example, 9 subcourse hours are worth 1 point).

(2) Promotion points will nol be awarded for duplicate subcourses.
(3) Promotion points are not authorized for Air Force correspon-

dence courses unless they are reflected on a transcript showing
successful completion of the course examination (CE). Promotion
points are not authorized for Volume Review Exercise (VRE).

e. Headstan courses are authorized promotion points based on
the 2 points per week rules. Entries in item 17 of DA Form 2-1 will
serve as verification. Points are not authorized for subsequent
headstan courses in same language.

f. All other courses successfully completed of at least 1 week
duration will be awarded 2 points per week.

g. Promotion points are not authorized for completion of basic
combat training, MOS producing schools, or MOS proficiency
training. This restriction also applies to training basic combat
training/advanced individual training acquired during prior service or
in conjunction with reclassification and or reenlistment). This restric-
tion applies whether or not the soldier was awarded an MOS, or if
the MOS is PMOS, secondary military occupational speciality
(SMOS), or additionally awarded military occupational specialty
(AMOS). This restriction does not apply to the Special Forces
Qualification Course, to further career development training, BN-
COC, or the Army Recruiter Course (ARC).

h. Promotion points for special qualifications skill identifier (SQI)
or additional skill identifier (ASI) courses are authorized providing
the ASI or SQ is not mandatory for the award of an MOS. Use AR
611-201 in making these determinations.

i. Credits are authorized for courses successfully completed by
former officers provided the course was not closed to qualified
enlisted soldiers on active duty (for example. Master Fitness Train-
ers Course or Defense Language Institute). Soldiers are not eligible
for promotion points for attendance at OCS or Warrant Officer Entry
Course.

j. Courses completed successfully in other U.S. uniformed ser-
vices are awarded points on the same basis as those for U.S. Army
courses.

k. USMAPSAJnited States Military Academy (USMA): promotion
points will not be awarded for attendance under military education.
However, promotion points will be awarded under civilian education
for semester hours earned.

I. On-the-job training (OJT) and on-the-job experience (OJE) as
defined in AR 351-1 does not qualify tor the award of promotion points.

m. Fifty promotion points for military education are authorized for
successful completion of the Level II Commander Certification Test
(TCCT-II and SCCT-ll). This test wfll serve as the proponent
certification for MOS 19D, 19E, and 19K.

n. Fifty promotion points for military education are authorized for
proponent certification for MOS 88K and 88L based on the marine
certificate applicable for grade.

o. Promotion points are not authorized for Advanced Noncommis-
sioned Officers' Course (ANCOC).

p. Medical MOS proficiency training is not authorized promotion
points.

Item 5—Civilian education
a. Points for civilian education will be granted as follows:
(1) BusinessArade school/college: 1 point for each semester hour

earned.
(2) Education improvement (maximum 10 points): Award 10 addi-

tional promotion points to any soldier who completes one of the
following actions while on active duty: obtains a high school
diploma/GED, or completes any accredited postsecondary course or
test. If recommended for SSG. the soldier must have completed one
of the actions in grade SGT. Once awarded, the 10 points will
remain until the soldier is promoted.

b. DA policy is to award 1 promotion point for each semester hour
successfulry earned through attendance at or recognized by a
regionally accredited college or university, regardless of the basis.
Accreditation status is published in Accredited Institutions of Posrse-
condary Education published annually for the Council on Postsecon-
dary Accreditation by the American Council on Education. Schools
listed are accredited by regional, national, and specialized accredit-
ing bodies. The publication is available at local education centers.

(1) For the purpose of awarding promotion points, 1 and one-half
quarter hours is equal to 1 semester hour. Therefore, to convert
quarter hours to semester hours divide the number of quarter hours
by 1.5. The result is the number of semester hours or promotion
points to be awarded. No distinction is made between correspon-
dence, extension, or resident courses.

(2) Transcripts will be used to determine the number of semester
hours earned (student copies are acceptable). Grade slips or reports
may be used in place of transcripts providing the form is machine
printed, the number of hours (for example, semester hours), a final
grade, and the school title or name is listed.

(3) Promotion points will be awarded for satisfactory examination
results obtained under the Defense Activity for Nontraditional Educa-
tion Support (DANTES) sponsored examination program with credit
recommendations. College level entrance program (CLEP) general
and subject examinations. DANTES. and American College Test
(ACT) proficiency exams. A soldier who satisfactorily completes all
five parts of the CLEP general examination (equivalent to 1 year in
college or 30 semester hours) will be awarded 30 promotion points
or will be considered to have earned (he equivalent of 6 semester
hours for each of the five parts satisfactorily completed. Soldiers
who satisfactorily complete CLEP subject examinations, DANTES
SSTs, or ACT proficiency exams will be awarded points based on
the number of semester hours recommended by the American
Council on Education (ACE) (local Education Center can assist in
determining Ihe appropriate number of semester hours). Duplicate
credit will be awarded in any area (local Education Center can assist
in resolving questions).

(4) Promotion points for military or civilian training or experience
will only be awarded when accepted by a regionally accredited
college or university (shown on transcript). American or Army
Council on Education Registry Transcript System (AARTS) tran-
scripts may not be used to determine promotion points in this case
since they reflect ACE credit recommendations only. Education
Centers may assist in the evaluations of college or trade school
transcripts (for example, converting quarter, trisemester hours, into
semester hours). Continuing education units may not be used in
computing promotion points

c. Promotion points will be awarded for business or trade school
and commercial correspondence courses from accredited schools.
Accreditation will be determined as outlined in b(2) above. Comple-
tion certificates may be used in place of transcripts providing the
number of course hours are listed. The following method will be
used to equate business, trade school, and commercial correspon-
dence course hours to semester hours for the purpose of determin-
ing the number of promotion points to be awarded: determine the
number of classroom hours or clock hours for which the individual
has documentation and, divide the number of classroom hours or
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ctockhours by the number "16." The result is the number of
promotion points to be awarded.

d. Soldiers having college credits from foreign colleges or univer-
sities will be awarded promotion points provided their credentials
have been evaluated and accepted by one of the following:

(1) A State university or recognized university or college listed in
the Accredited Institution of Postsecondary Education published by
the ACE.

(2) International Education Research Foundation, P.O. Box
66940, Los Angeles, California, 90066.

(3) World Education Services, Inc., Old Chelsea Station, P.O. Box
745, New York, New York, 10011.

(4) International Consultants. Inc.. of Delaware, 107 Barksdale
Professional Center, Newark. Delaware, 19711.

(5) Education Credentials Evaluation, Inc.. P.O. Box 17499, Mil-
waukee, Wisconsin, 53217.

(6) Educational Records Evaluation Service, Senator Hotel Office
Building. 1121 L Street, Suite 1000, Sacremento California, 95814.

(7) Consulting Engineers/Education Specialist, International Tran-
script Evaluation Division, P.O. Box 19576, Houston, Texas
77224-9576

(8) Center for Educational Documentation. P.O. Box 326. Boston,
Massachusetts 02130.

(9) Education Evaluators International, Inc., P.O. Box 5397, Los
Amitos, California 90721.

e. The officer in charge (OIC), promotions branch may, at any
time, require the soldier to obtain additional information when the
validity or legibility of a transcript or form is in question.

t. The following courses will not be authorized promotion points:
Bask; Skills Education Program (BSEP), Advanced Skills Education
Program (ASEP), English as a Second Language (ESL), GT Im-
provement.

Item 6. Military Training
a. Markmanship (most recent qualification score with individual

assigned weapon).
Weapon
qualification

Promotion
points

Expert . . . . . . .
Sharpshooter
Marksman...

50
30
10

(1) The most recent individual assigned weapon qualification
score regardless of date, will be used unless a soldier fails to qualify
through his or her own fault The PSC will withdraw all points until
the soldier qualifies (actions to be completed during recomputation).
Qualification score will be provided by the commander or, if data is
not available, entry in item 9. DA Form 2-1 will be used to award
points. If individual weapon qualification cannot be provided by the

commander and verifying information is not in the MPRJ, zero
promotion points will be awarded.

(2) A soldier's individually assigned weapon should normally be
the M16A1 rifle; however, it may be another individually assigned
weapon when duty requires (for example, 45 or 38 caliber pistol for
military police). The commander's decision applies.

b. Physical fitness test (situps, pushups, and 2 mile run). To
qualify for promotion points, a soldier must attain a score of 60 on
each event. Those soldiers with permanent physical profiles will be
granted the minimum qualifying score of 60 for each waived event
and use their actual score for each event taken. They must also
qualify on the 2 mile run or approved alternate test according to FM
21-20. Soldiers with temporary physical profiles will use their
current APFT score provided it is not more than 1 year old.
However, soldiers who fail to take the APFT or an authorized
alternate test according to FM 21-20 by the next regular recomputa-
tion will lose their points if more than 90 days have elapsed since
the expiration of the temporary profile. Promotion points will be
awarded based upon the most recent record APFT.

APFT score J^_ £ (^ /^ f

300 ..................................
299-290 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
289-280 ..............................
279-270 .............................
269-260 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
259-240 ..............................
239-220 ..............................
219-200 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
199-180 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
179 or below. .........................

Promotion
points

50

40
35
30
25
20
15
10
0

Certification. Self explanatory.

Section C—Totals

1. Total administrative points. Enter the total of items 1-6,
Section B.

2. Total board points. Enter the total board points from DA Form
3357.

3. Total promotion points. Enter the total of items 1 and 2.

Certification and counseling statement. Self explanatory.

4. Self explanatory.

5. Self explanatory.

6. Self explanatory.
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BOARD MEMBER APPRAISAL WORKSHEET
Fin us*.- nl Hit* Unni. sue AR 600-8-19. HHJ (u<«Kim*i( *ywocy a OOCSPER

1. NAME (LMt f i RE COMUCUOCD GRADE 3 PRESINT PWOS 4 RECOMMCNDCO CPWOS

ZlA.
S. Board Interview and Evaluation

AREAS Of EVAIUATON

POINT SPfUAD

ABOVE AVERAGE EXCELLENT OUTSTANDING TOTAl

A. Pofsonal Appearance, Boaiing. and Selt-
ConliOence

MSPOMTS IC-20 POWTS M-M POlMTS

30
B. Oral Expression and Conversational

StuU

MSPOUfTS tf-ZSPOMTS X-30 POINTS 3L3S POINTS

35-
1-10 POINTS I1.1SPOWTS 1WO POINTS 21-?S PO»NTS

C. Knowledge ol World Aflairs

O. Awareness ol Miiiiary Programs
11 IS POINTS 16-20 POINTS

E. Knowieooe ol Base
's Manual) (See note.)

16 W POINTS 7$ » PO-NTS 36-

F. Sowtof's Aiiiiude (includes leadership and
potential tor advancement, trends in
performance, etc)

26 3S POINTS

G. TOTAL POINTS AWARDED
(MAXIMUM 200

Iff
NOTE: Oucttioni conc«fnlt>g the knowl«<]g« of b*nc so<di«rinQ will t>« tailored to include lend navigation, •urvivai. mghl op*r*lion». mci«m«nt

operations, adveftc •nvironment. *nd ten-ain.

7. I DO j y DO NOT D foconimaw Uta soidor kx promotion.

I SKIWATUHE Of aOAROMCMBCR B MANIC

SFC
10 DATE

——^^^————^-^^^~__^^^-^^_^—^^^-^t^^_«__^^dU__

DA FORM 335&/APR 91 £/ MAM B'.. I'J Ut);^Jt I. t(_

38

Figure 3-2. Sample of • completed DA Form 3356
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Instructions for completing DA Form 3356

Item 1. Name: Enter last name, first name, middle initial (or NMI if
none).
Item 2. Recommended grade: Enter grade sokJier is being recom-
mended for.

Item 3, Present MOS: Enter soldier's current PMOS.

Item 4, Recommended CPMOS. Self explanatory.
Item 5. Board Interview and evaluation.
Each evaluator will decide on the number of points for each of the
six categories to be awarded a soldier. Enter the number of points in
the appropriate block and carry over to the right column. Add and
enter total.
Item 6. Remark*
Each evaluator will for the purpose of counseling, comment on
specific IterrXs) in which the soldier appears noncompetitive and/or
weak in this seclion.
Item 7. Self explanatory.
Hem 8. Self explanatory.
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BOARD RECOMMENDATION
Fur UMJ ut ih's dum sue Afi 600-* 19. Ihv |Hu(Kymnt nourxiy is ODCS^CR

3 NAME ILtH fint

ftDcock- lit/) A
4 RECOMMENOCD

GRADE
i RECOMMENOCO

7/L.
6. Point Results

BOARD
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PROMOTION
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MEMBER
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in /<?£-
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(3)

to I/
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16}

(8) COMBINED BOARO POINTS

{9) D'VIDtD BY NUMBER OF BOARD MEMBERS
EQUALS BOARD POINTS

(MAXIMUM ZOO POINTS)

7. Individual IS B^ IS NOT Q recommerxteo to p*omoion Dy a majonry of me Board's memDersfnp

a. CHECK ONE
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Figure 3-3. Sample of e completed DA Form 3357
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Instructions for completing DA Form 3357

Hem 1. Date. Self explanatory.
Item 2. Name: Enter last name, first name, middle initial (or NMI if
none).

Hem 3. SSN: Enter social security number.

Item 4. Recommended grade. Enter grade soldier is being recom-
mended for.

Item 5. Recommended CPMOS. Self explanatory.

Item 6. Point results. Transfer points from DA Form 3356 (items
5A through 5F) to DA Form 3357 (items 6A through 6G).

Item 7. Self explanatory.

Item 8. Self explanatory.

Item 9. Self explanatory.

Item 10. Self explanatory
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(Letterhead)

(Office symbol) (AR 600-8-19)

MEMORANDUM FOR: (Unit's name and address)

(date)

SUBJECT: Report of Promotion Board Proceedings for Promotion to SGT and SSG

1. The 1st Battalion, 102d Infantry, Enlisted Promotion Board convened at 0800 hours. 9 January 1990, in accordance
with AR 600-8-19, chapter 3, section IV, to review records and interview personnel for promotion to SGT and SSG.

2. The following members were present:
CSM Joe Lozano, President
SGM James H. Davis, Member
ISG Stewart M. Tyson, Member
SFC Danny R. Pulley, Member
SFC Lana M Lukes, Member
SFC William T. Hursh, Member
CPL Robert M. Blum, Record (w/o vote)

3. Of those considered for promotion, the following soldiers were recommended for promotion by a majorty of voting
promotion board members and attained promotion scores equal to or greater than the minimum scores required to attain
recommended list status:

a. To SSG:

Name

Adcock, Lisa A.
Cruz, Frank
Glover, Victor D.
Murray, Dennis M.
Shawver, Doug

b. To SGT:

Name
Blaskie, Tood
Green, Jesse L
Martin, Doris
Taytor, Cathy

SSN
000-00-0000
000-00-0000
000-00-0000
OOO-00-OOOO
000-00-0000

SSN

ooo-oo-oooo
000-00-0000
000-00-0000
000-00-0000

RMOS

71L
11B
11B
7SB
11B

HMOS

75B
11B
75B
75C

Promotion
points

460
485
490
600
520

Promotion
points

425
325
350
475

Board
points

195
160
185
200
180

Board
points

150
130
140
165

Promotion
score

655
645
675
800
700

Promotion
scote

575
455
490
640

4. The following soldiers were considered but not recommended for promotion. These individuals will be counseled in
accordance with AR 600-8-19. paragraph 3-18m.

a. To SSG:

Name
Vega-Gomez, Elba

b. To Sgt:

Name
Brannon, Dawn E.
Cooper, Clarence

SSN
000-00-0000

SSN
OOO-OO-OOOO
000-00-0000

Note: Information as to why a soldier was considered but not recommended may be obtained, on a need-to-know basis. Irom DA Form 3357
used for the soldier's board appearance.

5. The board adjourned at 1500 hours on 9 January 1990

6- Recommendation: That the sofdiers fisted in paragraph 3 be integrated into the recommended list.

2 Encte
• Promotion Board Appointment
• Promotion Brackets

(signature and
signature block of
president of the board)

Figure 3-4. Sample format for report of board proceeding*
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AFZZ-ZZ-A (XXXXXXX/XX Apr 90) (AR 600-8-19d) 1st End
SUBJECT: Report of Promotion Board Proceedings for Promotion to SGT and SSG

Commander, 1st Battalion, 102d Infantry, Fort Defense, VA 22310

FOR

Approved 12 January 1990. (See note 1.) (or Disapproved (date))

(signature and
2 Ends signature block of
nc president of the board)

DISTRIBUTION:
1 Organization file

Notes:
1. This date is the dale of selection and (he month and year will be shown in the DATE heading of the recommended list.
2. Removal boards conducted according to AR 600-8-19. chapter 3. will not repori their recommendations in report oi promotion board
proceedings.

Figure 3-4. Sample format for report of board proceedings—Continued ,£-**- f

(Letterhead)

(Office symbol) (AR 600-8-19) (date;

MEMORANDUM FOR: SGT Victor Glover. 000-00-0000, Co A, 1st Bn. 102d Inf, Fort Defense, VA 22332

SUBJECT: Precondition Service Obligation for Promotion

1. It is my intervention to promote you to staff sergeant on 1 May 1990 in accordance with authority contained in letter,
TAPC-MSP-E. 10 April 1990, "DA Promotion Point Cutoff Scores for 1 May 1990." The provisions of AR 600-8-19, chapter
3, preclude your promotion after 31 May 1990 unless you are obligated to serve on active duty until at least 1 May 1991.
Your records show your expiration of term of service as 2 July 1990.

2. You may satisfy the remaining service requirement, outlined above, by reenlisting or extending your enlistment on
active duty. You should immediately contact SFC Lana M. Lukes, Ca/eer Counselor (Building 58, extension 3257), for
information on the advantages of each course of action (including reenlistment in the higher grade following extension) and
details on the options available to you at this time. As soon as I am informed that you have taken actions to obligate
yourself to serve until at least 1 May 1991, I will direct your promotion to Staff Sergeant.

3. H you reenlist or extend before 1 May 1990. your effective date of promotion will be 1 May 1990. If you reenlist or
extend on or after 1 April, the effective date of your promotion will be the date of your reenlistment or extension.

4. You should be aware, however, that I am authorized to promote you only during May 1990 and must therefore be
notified before 31 May 1990 thai you have incurred the appropriate service obligation. Should you not become obligated, I
must remove your nawme from the local recommended list for promotion to SSG as of 1 June 1990. If this is done, you will
not thereafter be reinstated to the list or promoted on the basis of your current recommended list status.

THOMAS R. LEEDY
Lieutenant Colonel, IN
Commanding

CF:
PSC (MPRJ)
Career Counselor
CDR. Co A, 1st Bn, 102d Inf

Figure 3-5. Sample format for notification of precondition service obligation for promotion
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(Letterhead)

(Office symbol) (AR 600-8-19) (date)

MEMORANDUM FOR:

SUBJECT: Commitment to Fulfill Service Remaining Obligation for Promotion

1. It is my intention to promote you to staff sergeant on 1 May 1990 in accordance with authority contained In letter,
TAPC-MSP-E, 10 April 1990, "DA Promotion Point Cutoff Scores for 1 May 1990." The provisions of AR 600-8-19, chapter
3. section XIV, require a service remaining obligation of 12 months for promotion to SSG. Your records show your expiration
to term of service (ETS) as 2 July 1990. Since an extension of your current term of service would cause you to lose
eligibility to reenlist in your SRB MOS or cause you to lose entitlement to all or a portion of the SRB, you are only required
at this time to make a firm commitment that you will reenlist prior to your ETS to satisfy the service obligation. The
provisions of AR 600-8-19. chapter 3, preclude your promotion after 31 May 1990 unless you have made the firm
commitment to reenlist.

2. If you make the commitment before 1 May 1990, your effective date of promotion will be 1 May 1990. If you make the
commitment on or after 1 May, the effective date of your promotion will be the date of your commitment.

3. You should be aware, however, that I am authorized to promote you only during May 1990 and must therefore be
notified before 31 May 1990 that you have made the reenlistment commitment to fulfill the service obligation- If you fail to
make the reenlistment commitment by 31 May 1990, I must remove your name from the local recommended list for
promotion to SSG as of 1 June 1990. If (his is done, you will not be reinstated to the list or promoted on the basis of your
current recommended status.

THOMAS R. LEEDY
Lieutenant Colonel, IN
Commanding

CF:
PSC (MPRJ)
Career Counselor
Cdr, Co A. 1st Bn, !02d Inf

(Office symbol) (AF2Z-ZZ-A/XX Mar 89) (AR 600-8-19d) 1st End

SUBJECT: Commitment to Fulfill Service Remaing Obligation for Promotion

SGT Victor Gtover, 000-00-0000, Co A, 1st Bn, 102d Inf. Fort Defense. VA 22310

For (unit commander's name and address)

I understand that for me to be eligible for promotion to SSG on 1 May 1990. AR 600-8-19, chapter 3, section XIV. requires
that I have 12 months remaining on my service obligation and. should I reenlist or exiend my current enlistment prior to 1
May 1990. I will tose eligibility/entitlement to all or a portion of the SRB. Under the provisions of AR 600-8-19. chapter 3, I
agree to reenlist no later than the expiration of my current term of service to satisfy this requirement.

(Signature and
signature block of
soldier)

(Office symbol) (AFZZ-ZZ-A/XX Apr 90) (AR 600-8-19d) 2nd End

SUBJECT: Commitment to Fulfill Service Remaing Obligation for Promotion

Commander. 1st Bn. 102d Inf. Fort Defense. VA 22310

FOR (PSC and address)

Figure 3-6. Sample format for commitment to fulfill eervlce remaining obligation

600-8-19 • UPDATE

SimS
Pencil

SimS
Pencil



1. By virtue of the commitment made on comment 2, SGT Victor Glover is exempted from the requirement to reenlist or
extend prior to promotion, as indicated by AR 600-8-19. chapter 3. section XV.

2. Request appropriate promotion orders be published and a copy of this correspondence be fited In SGT Glover's MPRJ.

(signature and signature block of unit commander)

Figure 3-6. Sample format for commitment to fulfill service remaining obligation—Continued
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Chapter 4
Centralized Promotions (SFC, MSG, and SGM)

Section I
Managing Centralized Promotions

4-1. Overview
This chapter provides the rules and steps for managing the
Centralized Promotion System to SFC, MSG, and SGM.

a. HQDA promotes soldiers to the ranks of SFC, MSG, and
SGM.

b. A centralized promotion system has been in effect for
promotion of enlisted soldiers since 1 January 1969 for SGM, 1
March 1969 for MSG, and 1 June 1970 for SFC

c. Selection and promotion authority by HQDA does not
deprive local commanders of the authority to reduce soldiers in
the rank of SFC, MSG, and SGM for inefficiency or convic-
tion by a civil court.

d. Criteria for primary and secondary zones of consideration
for each grade will be announced by HQDA before each
board. A soldier may not decline promotion consideration.

e. Selections by DA boards will be based on impartial
consideration of all eligible soldiers in the announced zone.
Selections will be made by MOS.
/ Boards will select the best qualified in each MOS for

promotion. They will recommend a specified number of
soldJers by MOS from zones of consideration who are the best
qualified to meet the needs of the Army. The total number
selected in each MOS is the projected number the Army needs
to maintain its authorized-by-grade strength at any given time.

g. Secondary zone selections, by definition, are much more
competitive. •&*?£?

h. Soldiers serving SRB or enlisted (EB) service will not be
promoted outside their CPMOS.

i. If the soldier is in the zone of consideration for an HQDA
promotion board, a "complete-the-record" evaluation report
may be submitted according to the HQDA message announcing
the zones.

j. Promotion certificates for soldiers promoted to SFC and
above will be prepared by the unit or PAC for signature by the
SGT or SSG promotion authority. Any higher level com-
mander may direct that signature authority be held at his or
her level, but the certificate will still be prepared by the unit or
PAC.

4-2. Eligibility criteria
The following eligibility criteria must be met before the DA
board convenes.

a. Soldiers must— *&}'"
(1) Meet announced DOR requirements and other eligibility

criteria prescribed by HQDA.
(2) Have at least 6, 8, and 10 years of total active Federal

service for SFC, MSG, and SGM, respectively. Must have 8
and 10 years of enlisted service creditable in computing basic
pay for promotion to MSG and SGM, respectively.

(3) Be serving on active duty in an enlisted status on
convening date of the selection board.

(4) Have a high school diploma or GED equivalent, or an
associate or higher degree. &u-Jffl

(5) Not be barred from j-Mnlistment or denied reenlistment
through the qualitative scr/Mming process under AR 601-280.

(6) Not have an approved retirement with the date of
approval prior to the convening date of the selection board.

(7) Not have signed a Declination of Continued Service
Statement (DCSS) prior to the convening date of the board.

b. USAR and ARNG soldiers must have completed a
minimum of 1 year on active duty immediately prior to the
convening date of the board. , / (UIL-C^ ^t'f

c. SFC with DOR of 1 Apfil 198Jt*tt&fc«fmust be graduates
of resident or nonresident >weOC in order to be eligible to

compete for promotion to MSG. Nonresident credit will be
given only if ANCOC is completed prior to 1 June 1987. SFC
with DOR of 31 March 1981 or earlier will not have to meet
this requirement.

4-3. Promotion boards
a. Selection boards will be composed of at least five

members. The board may be divided into two or more panels.
Each panel will be composed of at least three voting members,
including commissioned officers and senior NCOs.

b. The president of each board will be a general officer. An
officer will be appointed to each board to serve as recorder
without vote. Female and minority ethnic groups will be
represented.

c. The selection board will recommend a specified number
of soldiers by MOS from the zones of consideration who are
the best qualified to meet the needs of the Army.

d. Soldiers who are not selected for promotion will not be
provided specific reasons for nonselection. Board members
may not record their reasons nor give reasons for selection or
nonselection.

4-4. Memorandum of Instructions
A separate memorandum of instruction will prescribe reports
to be submitted, largest number to be selected, and other
administrative details. These documents will be published as
enclosures to the memorandum announcing the results of the
selection board.

4-5. Personal appearance and written communication
a. No soldier may appear in person before a DA selection

board on his or her behalf or in the interest of another soldier
who is in the /one of consideration.

b. A soldier within the announced /one may write to the
president of ttrF board inviting attention to any matter he or
she feels is irrjpori ar4 in considering his or her records (the
address is incurdec i r i ^ h e message announcing the zones of
consideration), uo respondence received from anyone other
than the soldier concerned will not be accepted. Correspon-
dence must be received by the date stated in the zone message.
It will not be acknowledged, will not be a basis for promotion
reconsideration, and will not be included in the soldier's
OMPF.

4-6. Board results
HQDA will announce the results of a selection board by
command memorandum. The memorandum will include the
following enclosures.

a. Letter of instruction.
b. Board membership.
c. Recommended list.
(1) Names of soldiers recommended for promotion will be

placed in alphabetical order.
(2) Sequence numbers for promotion to SGM will be deter-

mined by seniority. They will be assigned based on seniority of
DOR, then BASD when DOR are the same, then age (oldest
first) when DOR and BASD are the same.

(3) Sequence numbers for promotion to SFC and MSG will
be determined by seniority within recommended MOS. Each
recommended MOS will have its own selection list. Sequence
numbers will be assigned within recommended MOS based on
seniority of DOR, then BASD when DOR are the same, then
age (oldest first) when DOR and BASD are the same.

d. Considered lisi. Names of soldiers considered for promo-
tion by the board will be listed.

e. Profile analysis. This is an analysis of the board results by
MOS and CMF. The analysis provides insight into some of the
areas that might have influenced the board's decision. The
analysis does not include all areas represented in a soldier's file
and considered by the board.
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4-7. Monthly promotions
a. HQDA will determine the total number of promotions to

SFC, MSG, and SGM on a monthly basis. The DOR and
effective date of promotion will be the same. For soldiers
promoted iate use procedures in paragraph \-l3e. Promotion is
not valid and will be revoked if a soldier is not in a promotable
status on the effective date. Commanders will advise PER-
SCOM, (TAPC-MSP-E), Alexandria, VA 22332-0443, when a
soldier is in a nonpromotable status.

b. PERSCOM will publish orders announcing promotions to
SFC, MSG, and SGM, _^

4-8. Service obligation
a. Soldiers promoted to grades SFC, MSG, and SGM will

incur a 2-year service obligation. Service obligation will be
from the effective date of the promotion before voluntary
nondisability retirement, unless soldiers are in one of the
following categories:

(1) Eligible for retirement by completing 30 or more years
active Federal service.

(2) Already eligible through prior service for a higher grade
at time of retirement.

(3) Age 55 or older.
(4) Expiration term of service.
b. Soldiers on a recommended list will be promoied on the

last day of the month before being placed on the retired list if
their sequence number has not been reached and they are in
one of the following categories:

(1) Will complete 30 years of active Federal service.
(2) Will have reached age 55.
c. Commanders will advise PERSCOM, (TAPC-MSP-E).

Alexandria, VA 22332-0443 of these soldiers in time to allow
for preparation of promoiion orders before the soldier retires.

d. A promoied soldier may noi, at his or her own request.
be reduced to terminate the required service obligalion.

V^C^p/
4-9, Reclassification prior to promotion

a. Soldiers on an SFC and MSG recommended list who are
reclassified prior to promotion will receive a new sequence
number within the new MOS based on their seniority relative
to other soldiers in the new MOS. The new sequence number
will be identified by a decimal point (for example, 00120.50).
Soldiers who have not been promoted will receive a letter
through their PSC notifying them of the new sequence number.

b. The resequencing based on seniority will be accomplished
by taking into account all the soldiers selected for promoiion in
a particular MOS (whether promoied or not). If promotions
have already occurred through the new sequence number, the
reclassified soldier will be promoted effective the firsi day of
the month following the date of reclassificaiion. If promotions
have not occurred ihrough the new sequence number, the
reclassified soldier will be promoted wilh contemporaries.

c. If a soldier was promoted in an Jncorreci MOS and the
promotion should not have occurred until a later monlh, ihe
original promotion order will remain valid (not revoked) until
such time as the soldier's sequence number in the correct MOS
is reached and a correct DOR can be determined. An amend-
ment to the promoiion order with a correct DOR, effeclive
daie, and MOS will be published.

d. HQDA will grant dc facto stalus to allow the soldier to
keep all pay and allowances.

e. In order to ensure timely promotion actions, the PSC will
send 10 CG, PERSCOM, ATTN: TAPC-MSP-E, Alexandria,
VA 22332-0443, a copy of the new PMOS order for all soldiers
on an MSG or SFC recommended list who are reclassified
prior lo promotion.

Section II
Task: Process Preboard for NCOs in Zone of Consideration

4-10. Rules for preboard processing for NCOs in zone of
consideration

a. NCO musl meet announced eligibility requiremenls for
promoiion board consideration.

b. NCO will review and sign DA Form 2A (Personnel
Qualification Record Pan 1) and DA Form 2-1 for submission
to board.

c, OMPF (microfiche) should be reviewed by NCO 4 to 6
months prior to board. Documents submitted for correction or
additions to OMPF should be submitted through PSC (records
work center) to U.S. Army Enlisted Records and Evaluation
Center (USAEREC).

d. For organizations supported with TACCS, use TACCS
module "Centralized Boards."

4-11. Steps for preboard processing for NCOs in zone of
consideration
The steps for preboard processing for NCOs in the zone of
consideration are contained in table 4-1.

Section \\\
Task: Process Promotion List Results and Orders

4-12. Rules for processing promotion list results and
orders

a. Commander will notify NCO of selection or nonselection
for promotion.

Table 4-1
Preboard processing of NCOs in the zone of consideration

Step
Work
center Required action

1 ENRC Upon receipt of message announcing the
zones of consideration, submit inquiry using
TACCS module Centralized Boards to iden-
tify eligibles.

2 Request PAUT product AAC-C87 report DA
Form 2A for personnel in the zone. Provide
the pay grade and DOR criteria to the PAUT.

3 PAUT Generate DA Form 2A for each soldier being
considered for selection to SFC, MSG, and
SGM,

4 ENRC Notify BNS1 of personnel in the zone of con-
sideration. Provide BNS1 with zone message.

5 BNS1 Notify soldiers that they are in the zone of
consideration for promotion.

6 ENRC Notify USAEREC of ineligibtos and soldiers
not listed on USAEREC's listing of eligibles
according to zone announcement.

7 Upon receipt of DA Forms 2A, verify that all
forms are complete and accurate. Schedule
soldiers for records review.

8 With assistance of IOPR, units and PAC con-
tinue to monitor arrivals and departures for
soldiers who become eligible or ineligible.
Notify USAEREC as appropriate.

9 Forward records to USAEREC selection
board according to message Instructions.
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b. The considered portion of the promotion selection list will
be screened lo ensure all eligible soldiers were considered.

c. Commander will notify NCO selected in MOS requiring
acceptance or declination of promotion due to mandatory
reclassification.

d. BNSl will notify NCO of procedures used to request
consideration or reconsideration by Standby Advisory Board, if
appropriate.

e. NCO not selected for promotion may be assisied by BNSl
in writing 10 the career branch for promoiion potential
analysis.

f. Documents reflecting a change in soldiers' promoiable
stalus and or PMOS musi be forwarded immediately to
PERSCOM, ATTN: TAPC-MSP-E, Alexandria, VA 22332-
0443.

g. Monthly PERSCOM enlisted promotion orders must be
screened to ensure promotable soldiers designaied by sequence
number memorandum were promoied.

h. DOR will be Ihe effeciive daie of promoiion. If ihe
promotion was delayed due to an administrative error, ihe
DOR will be the effective date that the promotion should have
occurred.

i. Documents supporting amendment, revocation, or late
promoiion orders musi be mailed to PERSCOM, ATTN:
TAP-MSP-E, Alexandria, VA 22332-0443, by the 15th of
each month for actions to be reflected in subsequent orders
booklet.

4-13. Steps for processing promotion list results and
orders
The steps for processing promoiion list results and orders are
contained in table 4-2.

Section IV
Task: Process Declination of Promotion

4-14. Rules for processing a declination of promotion
a. Unless a soldier declines a promotion, it is accepted as of

the effective date of the announcing order.
b. A declination is in effect the date a soldier signs a

declinalion of promoiion.
c. A soldier who declines promoiion will be removed from

Ihe recommended lisi and is ineligible for reinstatement.
d. A soldier may submit a leiier of declination ai any time

after an HQDA command memorandum announcing ihe re-
sults of a board has been released.

e. Soldiers who decline promotion will send a memorandum
of declination through command channels to the PSC not later
than 30 days afler the effeciive dale of promoiion.

/. Those soldiers nol promoied wilh a fulure effeciive dale
will send ihe leller of declinalion no later lhan 30 days afler
receipt of promotion orders or documented official verbal
notice.

g. The PSC will send the letter of declination to PERSCOM,
TAPC-MSP-E, Alexandria, VA 22332-0443, not later than 30
days after receipt. Orders will be revoked after receipt of the
soldier's declination.

h. Soldiers who decline promotion will be considered by ihe
nexi regularly constituted board, if otherwise eligible.

i. Acceptance of promotion will be considered as acceptance
of the RMOS as his or her PMOS effeciive wilh ihe promo-
lion.

j. A soldier may decline reclassificaiion into his or her
promotion setection-PRMOS, when it is oiher lhan the normal
career progression MOS.

k. However, declination of reclassification automatically will
terminate recommended lisi status and will be cause for
revocation of promotion orders.

Table 4-2
Processing list results and orders

Step
Work
Center Action required

1 PROM Upon receipt of list, release message and
comply with instructions.

2 Upon receipt of HQDA selection list, com-
pare selection list against listing of eligibles
to ensure that eligible soldiers were consid-
ered.

3 On release date, comply with internal stand-
ing operating procedures in distributing se-
lection lists, letters of congratulations, and so
forth.

4 Notify PERSCOM of any eligible soldiers who
were not considered for promotion and of
Ineligible soldiers who were considered.

5 UNIT Notify soldiers who must accept or decline
promotion due to mandatory reclassification.

6 BNS1 Assist soldiers in requesting consideration or
reconsideration for promotion or in request-
ing a promotion potential analysis from their
PERSCOM Career Branch.

7 PROM Comply with the promotion list concerning
verification of soldier's promotable status.
Ensure DA Form 268, initiated for soldiers on
a promotion list, includes the sequence num-
ber and promotion MOS.

8 Upon receipt of initial flag, verify if the sol-
dier is on a promotion list, and forward the
initial DA Form 268 to PERSCOM. ATTN:
TAPC-MSP-E. Alexandria, VA 22332-0443.
If the soldier has been promoted, forward the
initial flag requesting revocation of promo-
tion, if appropriate

9 Forward the PMOS order on selected sol-
diers whose MOS changes from the current
MOS recommended for promotion.

10 Screen sequence number memorandum for
promotions.

11 Upon receipt of PERSCOM enlisted promo-
tion orders, ensure that all soldiers identified
in command are in a promotable status. No-
tify PERSCOM by forwarding appropriate
document(s) for nonpromotable personnel or
personnel returning to promotable status.

Reproduce and distribute promotion orders
to MPRJ and BN or PAC

12

13 BNS1 Ensure soldiers to be promoted are coun-
seled concerning declination of promotion.

14 Prepare certificate of promotion.

15 ENRC Post DA Form 2-1 with promotion data and
file order in MPRJ.

1. A soldier declining reclassificaiion and promoiion under
ihis provision will be considered, if oiherwise eligible, in his or
her CPMOS by ihe next applicable seleciion board.

m. Declinalion of MOS reclassificaiion or promotion will be
submitted using ihe requirements outlined in this paragraph.

4-15. Steps for processing a declination of promotion.
The steps for processing a declination of promoiion are
contained in lable 4-3.
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Table 4-3
Processing a declination of promotion

Step

1

2

Work
cenler

UNIT

Required action

Soldier submits memorandum officially de-
dining promotion.

Forward memorandum through command
channels tor information purposes.

3 BNSl Forward soldier's memorandum of dedlna-
lion through command channels to the PSC
for further action.

4 PROM Forward soldier's memorandum of declina-
tion to PERSCOM, ATTN: TAPC-MSP-E,
Alexandria, VA 22332-0443, for removal
from the promotion standing list and/or revo-
cation of promotion orders.

Section V
Task: Process Request for Standby Advisory Board Con-
sideration

4-16. Rules for processing Standby Advisory Board con-
sideration

a. The DCSPER or designee may approve cases for referral
to a Standby Advisory Board upon delermining lhat a material
error exists.

b. PERSCOM (TAPC-MSP-E) will deiermine if a material
error existed in a soldier's OMPF when ihe file was reviewed
by a promotion board.

c. Error is considered malerial when there is a reasonable
chance thai had the error nol existed ihe soldier may have been
sclecied. fiS*"**?^'

d. Someiimes'"tnaterial error/is dT long standing and, once
corrected, quairas^itj^oldretffofVeconsideration based on ihe
crucria of scvepT boards.

e. Standby Advisory Boards are convened lo consider
records of those—

(1) From the primary and secondary zones noi reviewed by a
regular board.

(2) From a primary /one lhat were not properly constiiuied,
due to a malerial error, when reviewed by the regular board.

<3) Recommended soldiers on whom derogatory information
has developed that may warrani removal from a recommended
list.

/. Soldiers selected by a Siandby Advisory Board will be
added io the appropriate recommended lists and promoied
along wilh ihcir peers when ihcir seniority sequence number is
reached.

g. Only soldiers who were noi selecied from a primary zone
of consideration wil) be reconsidered for promotion. Soldiers
who were considered in a secondary zone will not be reconsid-
ered. ^*x-^cM > ' /

h. Reconsideration normally will be granted when one or
more of the following cpnd1iions~cxJsied on ihe performance
microfiche (P-fiche) of iksolaiw's OMPF al the time it was
reviewed by a promoiiorj^sfiWctjop board.

(1) An adverse NCO-ER or Academic Evaluaiion Report
reviewed by a board was subsequemly declared invalid in whole
or in pan, and a determination was made lhat there was a
material error.

(2) An adverse document belonging to another soldier is filed
on ihe P-fiche of ihe non seleciee's OMPF and was seen by ihe
board.

(3) An Article 15 administered on or afler 1 September 1979
thai was dcsignaled for file in ihe MPRJ only bul was
erroneously filed on ihe P-fiche of the OMPF and was
reviewed by the board.

(4) An Article 15 punishment thai was wholly set aside
before 1 September 1979 and the set aside instrument was not
filed on the P-fiche.

(5) An Article 15 punishment that was wholly set aside on^or
after 1 September 1979 was filed on the P-fiche when reviewed
by the board.

(6) Court-martial orders were filed on the P-fiche of the
OMPF when the findings were "not guilty."

(7) A documenl was filed on ihe P-fiche lhal erroneously
identified the nonselect as AWOL or a deserter.

(8) An MOS evaluation score or SQT score reviewed by a
board and was subsequently recomputed by ihe evaluation
cenler and resulted in a significant change.

(9) A record of 30 college semcsier hours (45 quarter hours)
or more was not recorded on the P-fiche or the qualification
record or not seen in hard copy by the board. Only college
semester hour credits that are accepied by a regionally accred-
ited college or universily (shown on official transcript) will be
considered. ,<l~cx f t-yj-1^ /

(10) An award of a decoration for valor, MSM, or higher
award for meritorious s/rwce or achievement not recorded on
the P-fiche or the qualfficayon record or noi reviewed in hard
copy by the boa6Lv?J{wara will be based on the dale of the
order or the effective date, whichever is later, and must be 45
days prior to board convening date. «* -̂t t*^% Zte/

(11) A regular MC0-ER that was submitted to USAEREC
early enough forCprXcessing and filing before the convening
date of the board/wks not reviewed. Seventy-five days is
allowed for processing afler the ending month of the report.

(12) An individual was considered in an MOS other lhan
PMOS or CPMOS on Ihe convening dale of the board.

/. The following items do not constitute malerial error and
will noi be reasons for reconsideration.

(1) Omission of letters of appreciaiion, commendalion, con-
graiulalions, or olher similar commendatory correspondence.

(2) Documents thai arc nol derogatory having been filed on
the wrong P-fiche.

(3) Absence of documents writien, prepared, or computed
following ihe convening of a board.

(4) Incorreci daia on DA Form 2A and DA Form 2-1
reviewed by the soldier prior to the qualificaiion record being
forwarded lo ihe board.

(5) Absence of DA Form 2A and or DA Form 2-1.
(6) Absence of official photograph or the presence of an

outdated photograph.
(7) Absence of an award for achievement or meritorious

service lower than the MSM.
(8) Absence of documents not authorized to be filed in the

P-fiche under AR 640-10; for example, ISRs.
(9) Absence of completion of the ANCOC unless il is a

crileria for promoiion, and ihe course was compleied prior to
the convening date of the Siandby Advisory Board requesled.

j. All standby requesis will be sent through the servicing
PSC.

k. Each case will be evaluated by the servicing PSC using
the guidelines stated in this section. Cases clearly not meeting
ihesc guidelines will be returned. ,̂ ^ (/^ ^<*J

1. Correspondence/tfbf/ example, letters of appreciation,
citalion, or recomrnendatiofi) and documents dated subsequent
lo ihe convening-__dayft x>ji the request STAB will not be
forwarded. '

m. The requesl will be senl, in duplicate, to PERSCOM,
TAPC-MSP-E, Alexandria, VA 22332-0443. The request will
include a certified true copy of the DA Form 2A and DA Form
2-1.

4-17. Steps for processing Standby Advisory Board con-
sideration
The steps for processing Standby Advisory Board consideration
requests are contained in table 4-4.
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Table 4-4
Processing Standby Advisory Board consideration reque«t»

Work
Steps center Action required

1 BNS1 Prepare request for Standby Advisory Board

2 PROM Verify eligibility for Standby Advisory Board.

3 Forward request to PERSCOM. ATTN:
TAPC-MSP-E, Alexandria, Virginia
22332-0443.

4 Receive response from PERSCOM, forward
to BNSL

BNS1 Advise soldier of results of request.

Section VI
Task: Process Removal from a Centralized Promotion
List

4-18. Rules for administrative and command Initiated
removals from a centralized promotions list ,

a. Rules for administrative removals./^^t, cr^ J-t '
(1) Commanders will projppttf advise PERSCOM, TAPC-

MSP-E, by electrical message/ftfllowed by supporting docu-
memation, lo remove arjy^joraici^ name from a DA recom-
mended list who is or has been—

(a) Reduced.
(b) Discharged from enlisted status to accept appointment as

a commissioned or warrant officer.
(c) Discharged without reentry within 24 hours.
(d) Dropped from the rolls as a deserter.
(e) In receipt of an approved retirement, prior to convening

date of the board. £**- <- ^7j2Tt>/f

(/) Barred from refcnl/strfimi due lo a DCSS in effeci prior
lo the convening da^of tM board.

(g) Barred from reenlisimem (local bar) or denied reenlist-
meni ihrough ihe Qualitative Screening Program (DA bar)
prior lo ihe convening dale of ihe board.

(2) HQDA will deleie, without further board action, the
name of any soldier from the recommended list who was
considered in error and selected for promotion.

(a) If a soldier, erroneously considered and selected, is
promoied before discovery lhat he or she was not eligible,
HQDA will revoke the promotion.

(b) If warranted by commander's explanation, HQDA may
grant ihe soldier de facto status for the period of time served
in the erroneous grade.

(3) HQDA will delele, wilhoul further board action, the
name of any soldier from ihe recommended lisi who was
considered by a reduciion board, when ihe approved recom-
mendation of the reduction board was thai ihe soldier be
removed from ihe list.

(4) PERSCOM will delete ihe name of any soldier from the
recommended list whose declination of promotion has been
received al HQDA.

b. Rules for processing command initiated removals.
(1) Removal from a DA promotion recommended list has

far-reaching, long-lasting effects on ihe soldier. The probability
for subsequent selection for promotion is extremely limiled.

(2) Removal from recommended lisis should be considered
only when circumstances involved warrant such significant
action.

(3) When considering removal, commanders should evaluate
circumstances to ensure thai all oiher appropriate actions have
been taken or the basis for considering removal is serious
enough to call for denying the individual's promotion.

(4) Commanders may recommend that a soldier's name be
removed from a DA recommended list at any time. The
recommendation for removal must be fully documented and
justified.

(5) HQDA will make the final decision on the removal based
on results and recommendations of the DA STAB.

(6) Recommendations may be disapproved by any level of
command. The disapproval will be returned through command
channels to the originator with the reason for disapproval.

(7) The commander must submit a recommendation for
removal on a soldier who is in a nonpromotable status for
reason of weight control (AR 600-9), and cither (a) or (b)
below applies.

(a) After 6 months in a weight control program, withoul
satisfactory progress toward the maximum allowable weight,
provided no underlying or associated disease is found to cause
the overweight condiiion (AR 600-9).

(b) Afler 12 monlhs in a weight control program, still
exceeds the body fat slandard or maximum allowable weight
(even if satisfactory progress has been made toward the
maximum allowable weight, and the individual is at or below
the screening table weight) provided no associated disease is
found 10 cause ihe overweighi condition (AR 600-9).

(8) Recommendations based on reprimands, admonitions,
censures, and other nonpunitive measures will be processed
under AR 600-37.

(9) Each recommendation based solely on one or more of
the actions mentioned above will include a statement from the
soldier being recommended for removal (AR 600-37, para
2-6).

(10) Substandard duty performance is defined as when either
of the following apply:

(a) The immediale commander determines lhai the soldier's
work over a reasonable period of time is such lhat promoiion
10 the next higher grade would not be in the best inieresi of Ihe
Army.

(b) The soldier's work has declined to such a degree lhai he
or she no longer has ihe potential to perform in the higher
grade.

(11) Recommendations should not be submitted on isolated
acts based on short-term supervision. To ensure a fair and
impartial decision, each case musi be ihoroughly invesiigaled.
A soldier should be considered for removal only after olher
training, supervision, and formal counseling have not helped.

(12) When considering a soldier for removal from a promo-
iion list, ihe following should be considered.

(a) Punishment under the UCMJ or nonpunitive measures
should not automatically become a sole basis to suggest lhat a
soldier's name be removed from ihe recommended list.

(b) The soldier's conduct before and after the punishment or
nonpuniiive measures and facts and circumsiances leading to
and surrounding the misconducl musi be considered.

(c) To remove a soldier based solely on an isolated minor act
of misconduct may be unfair to the soldier and the Army since
the removal action has a long-ierm effeci and olher soldiers
wilh disciplinary aciion in their records may have been selected
for promoiion.

(13) Recommendaiions for removal from a DA lisi will be
processed as follows:

(a) Before sending a removal aciion to HQDA for STAB lo
consider, it will be sent, in wriiing, to the soldier. All
documents will be included.

(b) The soldier will be allowed to respond lo ihe proposed
action, and may submil a rebuttal within 15 days afler receipt
of ihe wrillen notice.

(c) The commander initialing ihe removal may exiend ihis
time only for unusual circumsiances beyond ihe soldier's
control.

(d) A soldier who elects not to rebut, wilt sign a statement
that he or she has reviewed the proposed action and elects not
to submit a rebuttal.

(e) At the time of removal action, prepare a DA Form 268
(AR 600-8-2). Il will nol be removed umil the case is resolved.
This applies to all recommendations for removal.
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(/) The removal aciion will be submitted for review through
command channels to the commander having general court-
martial (GCM) authority or to the first Army general officer in
the chain of command having a judge advocate on his staff.

(g) The GCM or Army general officer with a judge advocate
will make recommendations, sign the removal action, and send
it to PERSCOM, TAPC-MSP-E, Alexandria, VA 22332-0443.
HQDA is the approving authority for removals.

(h} All actions will be forwarded to HQDA in duplicate and
must include a certified copy of DA Form 2A and DA Form
2-1.

4-19. Steps for processing removals from a centralized
promotion list
The steps for processing command initiated removals from a
centralized promotion list are contained in table 4-5.

Table 4-5
Processing command Initiated removals from a centralized pro-
motion list

Step
Work
center Action required

1 UNIT Commander, request removal of soldier from
promotion list.

2 Request BNS1 to prepare DA Form 266.

3 BNSt Verify conditions tor removal have been met.

4 Authenticate and forward DA Form 268 to
PSC.

5 Prepare removal documentation lor comman-
der's signature and return to unit for referral
to NCO.

6 UNIT Furnish NCO a copy of intent to remove him
or her from list; provide time for NCO to re-
but

7 Forward action with NCO rebuttal to BNSL

8 BNS1 Review packet and obtain battalton comman-
der's endorsement (if disapproved return to
unit).

9 Forward removal packet through command
channels to PSC.

10 PROM Receive removal packet.

1 1 Review action for compliance.

12 Obtain commanding general concurrence to
remove frf disapproved, return through com-
mand channels).

13 Forward action recommending removal to
PERSCOM, ATTN: TAPC-MSP-E, to include
a copy ol the DA Form 268.

Receive final response from PERSCOM, for-
ward to BNSL

BNSl Forward response to unit to notify soldier of
outcome and prepare final DA Form 268.

UNIT Commander, notify soldier of final outcome.

14

15

16

Section VII
Task: Process Grade Related Pay Inquiries (SFC, MSG,
SGM)

4-20. Rules for processing grade related pay Inquiries
(SFC, MSG, SGM)

a. A representative within the Promotions Work Cenler of
the PSC must sign the DA Form 2J42 as verifying official, for

purposes of casual payment. Authorized representatives are any
of the following:

(1) Chief of promotions section,
(2) SGT or above.
(3) GS6 or above.
/ Verifying official name and signature will appear on

source document. Once signed by verifying official, the soldier
will take to Finance for payment.

c. Signature of verifying official will signify lhat promotion
is valid and appropriaie action has been lakcn lo correct
SIDPERS or JUMPS databases.

d. Copy of LES will be provided as part of pay inquiry.

4-21. Steps for processing grade related pay Inquiries
(SFC, MSG, SGM)
The steps for processing grade related pay inquiries (SFC,
MSG, SGM) are contained in table 4-6.

Table 4-6
Processing grade related pay Inquiries {SFC, MSG, SGM)

Step
Work
center Action required

1 UNIT Send NCO to PAC. Ensure they have copy
of current LES.

2 BNSl NCO initiates pay inquiry.

3 Forward inquiry to PSC for action.

4 PROM PSC receives inquiry.

5 Check promotion order for validity.

6 Review AAC-P01, AAC-P11 (originator code
ZZ) to determine If NCO was correctly pro-
moted in SIDPERS.

7 Review LES to determine if NCO was cor-
rectly promoted in JUMPS.

8 PROM If NCO was not promoted In SIDPERS and/
or JUMPS-

a. Submit GRCH transaction in order to up-
date the local SIDPERS personnel file.
(Transaction will not pass the "top of the
system" EMF/JUMPS.)

b. Contact Promotions Branch, PERSCOM,
TAPC-MSP-E, and advise them of the situa-
tion. They will ensure that a "top of the sys-
tem" GRCH is prepared, executed, and
transmitted to update JUMPS.

9 Send the NCO to the FAO wilh verified
source documents, if local policy authorizes
casual payment.

Notes:
1. Transactions submitted near Of past USAFAC cutoff (approximately 19th of
Ihe month) will not reflect in end-of-month LES during the month submitted.
The Master Military Pay File will not process transactions with an effective
date of pay grade more than 5 months old. Due to this, whenever it is
discovered that a soldier was not promoted or reduced according to an
existing source document (DA Form 4187, Promotion Order, Article 15. or
Court Martial Oder) and the effective date of pay grade, as reflected on the
source document is more than 5 months old, the PAC or PSC will be guided
by e and o below. Also, when a source document (DA Form 4187, Promotion
Order, Article 15. Of Court Martial Order) exists and the necessary grade
change transaction was submitted that updated the SPF but did not update
JUMPS, and was discovered after 5 months passed that the soldier was not
paid for the proper grade, the PSC wHI—

a. Input a GRCH or JACT transaction utilizing an adjusted effective date of
pay grade of the current month, minus tour. For example, if a source
document that promoted a soldier with an effective date of pay grade 10
January 1990 was misplaced and discovered 10 August 1990, the PSC would
input a GRCH. The GRCH would reflect an effective date of pay grade of 1
April 1990 (which Is current month "AUX3" minus 4 months "APR"). The
same example wit) be used for submission of a JACT transaction where the
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source document exists, the SPF Is correct, and JUMPS has not been
updated.

6. Annotate the source document with the effective date of pay grade used
by the PSC (In example given, the source document will be annotated with the
effective date of 1 April 1990), then forward to Finance. Finance will then
manually compute the money difference (lhat is, 10 Jan-31 Mar 87) and make
a one-time pay/correct input. If the soldier desires a casual pay, it will be
processed for the money due.
2. The above actions do not change the process of the submission of a DD
Form 149 to the ABCMR in order to correct an effective date of pay grade
caused by a late promotion. In cases mentioned above, a source document
pA Form 4187, Promotion Order, Article 15. or Court Martial Order) must
have been published.

Chapter 5
Promotion of Special Bandspersons

Section I
Overview

5-1. Bandspersons
This chapter, and other applicable provisions of this regula-
tion, govern promotion of special bandspersons.

5-2. Special band units
Special bands are the Fife and Drum Corps, 3d Infantry (Old
Guard), the U.S. Army Band, the U.S. Army Field Band, and
the U.S. Military Academy Band.

Section II
Task: Process Promotions for Special Bandspersons

5-3. Rules for processing promotions of special band-
spersons

a. Special bandspersons must have PMOS of 02S and be
assigned to one of the units designated in section I of this
chapter.

b. Soldiers must have a high school diploma or GED
equivalent or associate or higher degree.

c. The commanding officer of the band will approve or
disapprove promotion recommendations through SSG per AR
601-210. Approved recommendations will be forwarded to the
PSC for publication of promotion orders.

d. The commander of the band will recommend soldiers for
promotion to SFC, MSG, and SGM. The recommendation will
be approved by the commanding general or commandant and
forwarded to PERSCOM, TAPC-MSP-E, Alexandria, Vir-
ginia 22332-0443.

e. Position vacancies must be available for each promotion
recommended.

/. When computing basic active service dates, soldiers must
have 3 years active service for promotion to SFC, 8 years
active service for MSG, and 10 years active service for SGM.

g. Soldiers must complete at least 8 years of cumulative
enlisted service creditable in computing basic pay for promo-
tion to MSG and 10 years for SGM.

h. Promotion recommendations must include the following:
(1) Number of soldiers authorized and assigned for the

promotion grade.
(2) TOE position of the recommended soldier.
(3) Description of soldier's performance.
<4) BASD.
(5) DOR in current grade.
(6) Security status.
(7) Copy of soldier's DA Form 2A and DA Form 2-1.
/. Special bandspersons are not eligible for and will not be

included in zones of consideration for promotion. The com-
mander will request the names of soldiers erroneously listed for
consideration be deleted. Waiver is not granted. (This rule is
nonwaiverable.)

j. Soldiers must not be in a nonpromotable status as outlined
in paragraph 1-13 and must meet security requirements.

5-4. Steps for processing promotions of special band-
spersons
The steps for processing promotions of special bandspersons
are contained in table 5-1.

Table 5-1
Processing promotions of special bandsperaons

Step
Work
center Required action

UNIT Submit request for special promotion.

2 PROM Verify eligibility of PMOSposition vacancy,
active service, education, and security clear-
ance.

3 PROM Forward request to commanding general for
approval.

4 Forward request to PERSCOM, ATTN:
TAPC-MSP-E. Alexandria, VA 22332-0443.
PERSCOM will publish promotion orders.
(SFC through SGM only.).

Chapter 6
Reductions in Grade

Section I
Reduction Management

6-1. Reductions
a. Soldiers who enlist or reenlist in the Regular Army or

Army Reserve in a higher grade than entitled will be reduced to
the appropriate grade.

b. A reduction board is required for soldiers in grades SGT
through SGM for reduction for misconduct (civil conviction)
under paragraph 6-4 (except under table 6-1 at end of chapter,
and for inefficiency under para 6-5). Board appearance,
however, may be declined in writing, which will be considered
as acceptance of the reduction board's action. Individuals in
grade of CPL and below may be reduced without action by a
board.

c. A court-martial sentence of soldiers which, as approved
by the convening authority, includes a punitive discharge,
confinement, or hard labor without confinement, carries a
reduction to the lowest enlisted pay grade. Reduction will be
effeciive on date of approval by the convening authority
(Article 58a of the UCMJ). The SIDPERS reduction transac-
tion will be submitted by losing commander.

d. A soldier, whose sentence to a punitive discharge, con-
finement, or hard labor without confinement is approved, may
be probationally retained in the grade held at time of sentenc-
ing or in any intermediate grade. However, the convening
authority must do the following:

(1) Suspend execution of sentence.
(2) Provide in his or her action that the soldier will serve in

that grade during the period of suspension, and thereafter,
unless the suspension is vacated before its termination.

e. When the separation authority determines that a soldier is
to be discharged from the Service under other than honorable
conditions, they will be reduced to the lowest enlisted grade.
Board action is nol required for this reduction. The com-
mander having separation authority will, when directing a
discharge under other than honorable conditions, or when
directed by higher authority, direct the soldier to be reduced to
private, E-l. If discharge is approved under other than
honorable conditions, bul is suspended (AR 635-200, para
1-27), the soldier will not be reduced under this provision.

/. Reduction transactions for all grades will be submitted by
the PAC.

g. Article 15 processing. (See AR 27-10, para 3-39.)
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(1) An Article J5 log will be maintained at batialion level by
the legal clerk.

(2) A control copy of the Article 15 will be maintained at
battalion level and verified by ihe PAC supervisor when a
reduction transaction is required to be submitted.

(3) Only Articles 15 containing forfeitures will be forwarded
to Finance.

6-2. Reduction authority
Reduction authorities are listed in table 6-2.

Table 6-2
Reduction authorities
Grade reduced from Reduction authority

SPC/CPL and below. Company, troop, battery, and
separate detachment command-
ers.

SGT/SSG- Field grade commanders of any
organizations authorized an LTC
or higher grade commander. For
separate detachments or compa-
nies, the reduction authority will
be the next senior headquarters
within the chain of command au-
thorized an LTC or higher grade
commander.

SFC, MSG, and SGM. Commanders of organizations au-
thorized a COL or higher grade
commander. For separate detach-
ments or companies, reduction
authority will be the next higher
HQ with the chain of command
authorized a COL or higher grade
commander.

Section II
Task: Process Reduction for Misconduct

6-3. Rules for processing reduction for misconduct
a. A soldier convicted by a civil court (domestic or foreign)

or adjudged a juvenile offender by a civil court (domestic or
foreign) will be reduced or considered for reduction according
to table 6-1. Juvenile offender includes adjudication as a
juvenile delinquent, wayward minor, or youthful offender.

b. On receipt of documents establishing a sentence (imposed
or vacation of a suspended sentence) or a finding of guilty with
sentence to be established at a later date, action will be taken
according to appropriate rule shown in table 6-J. A soldier
may be reduced even though an appeal is pending or has been
filed.

c. If a reduction board is required, it will be convened
within 30 duty days after receipt of documentary evidence and
before separation or retention is considered (AR 635-200)
unless the soldier waives it in writing. The reduction authority
may extend the 30-duiy-day limitation for good cause. A
written justification must be included in the file if an extension
is gramed.^^^ *i-c-* cAfjfo/

d. Commanders will publish orders and enter the reduction
in the military records of the soldier. The authority for
reduction will be the appropriate rule from table 6-1 and will
be cited in the order. The soldier will be notified, in writing, of
the right to appeal the reduction. The written notification will
include the time limits and procedures for an appeal.

e. If the conviction is reversed, the soldier will be restored to
the former grade.

/. If the sentence is modified or reassessed (by appellate
court or otherwise), action will be taken according to rules 6,
7, 8, or 9 of table 6-1, and the soldier will be notified in
writing of the decision.

g. If a soldier is reduced prior to sentencing and the sentence
as imposed is less severe than the penalties listed in the rule

under which soldier was reduced, action will be taken accord-
ing to rules 10, 1 1, 12, or 13 as appropriate. The soldier will be
notified, in writing, of this decision.

h. For Article 15 of the UCMJ, see AR 27-10. Soldiers in
ranks SFC, MSG, and SGM may not be reduced in grade
under this provision. For court-martial, see Manual for Courts-
Martial 1984.

6-4. Steps for processing reduction tor misconduct (civil
convictions)
The steps for processing reduction for misconduct (civil convic-
tions) are contained in table 6-3.

Table 6-3
Processing reduction for misconduct (civil conviction) ______

Step
Work
center Required action

1 UNIT/BNS1 Notification is received that soldier has been
convicted of an offense by a civil court.

2 Based on offense and sentence, determine
need for reduction board, need for automatic
reduction to PV1 or other grade, or need to
retain or separate.

3 BNS1 Submit GRCH transaction to SIDPERS.

4 Initiate separation action (if applicable).

5 Forward substantiating documents through
command channel to PSC.

ENRC Forward to USAEREC for filing in OMPF.

Section HI
Task: Process Reduction for Inefficiency

6-5. Policy on reduction for inefficiency
Inefficiency is a demonstration of characteristics that shows
that the person cannot perform duties and responsibilities of
the grade and MOS. Inefficiency may also include any act or
conduct that clearly shows that the soldier lacks those abilities
and qualities normajly required and expected of an individual
of that grade and experience. Commanders may consider
misconduct, including conviction by civil court, as bearing on
efficiency. A soldier may be reduced under this authority for
longstanding unpaid personal debts that he or she has not
made a reasonable attempt to pay.

6-6. Criteria for reduction for inefficiency
a. A soldier must have served in the same unit for at least 90

days prior to being reduced one grade for inefficiency.
b. The commander starting the reduction action will present

documents showing the soldier's inefficiency to the reduction
authority. This may include—

(1) Statements of counseling and documented attempts at_
rehabilitation by chainof command or

(2) Copies of sp
(3) Record of misconduct during the period concerned.
(4) Correspondence from creditors attempting to collect a

debt from the soldier (AR 600-15, para 3-1).
(5) Adverse correspondence from civil authorities.
c. Documents should establish a pattern of inefficiency

rather than identify a specific incident. Reduction for ineffi-
ciency will not be used for the following:

(1) To reduce soldiers for actions for which they have been
acquitted because of court-martial proceedings.

(2) In place of Article 15 of the UCMJ.
(3) To reduce a soldier for a single act of misconduct.
d. The commander reducing the soldier will inform him or

her in writing of the action contemplated and the reasons. The
sotdier will acknowledge receipt of the memorandum by
endorsement and may submit any pertinent matter in rebuttal.
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Section IV
Task: Process Reduction Boards L

6-7. Policy for reduction boards ^
A reduction board, when required, will be convened within 30J
days after written notification is given the individual JJT* writing:
The reduciion auihority may exiend ihe 30-duty-day limitation
for good cause. A written justification musi be included in the
file if an extension is granted.

a. The board members wilt be appoinied in writing.
b. The convening authority will ensure that—
(1) The board is composed of officers and enlisted personnel

of mature judgment and senior in grade or DOR to ihe person
being considered for reduciion.

(2) At least one board member will be thoroughly familiar
with the soldier's field of specialization (inefficiency cases
only).

(3) The board will consist of at leasl ihree voiing members
and will have both officers and enlisted voting members.

(4) The board is composed of unbiased members.
(5) The board has an officer or senior enlisted member (or

both) of the same sex as the soldier being considered for
reduction.

(6) If ihe soldier being considered for reduction is a member
of a minorily group, ihe board will, on written requesi of ihe
soldier, include an officer or senior enlisted member who also
is a minority group member if such a member is reasonably
available. When requesied, ihe appoinied board member nor-
mally should be of the same minority group as the soldier
being considered; however, nonavailability of a member of the
same minority group will not preclude convening of ihe board.
In the eveni of nonavailabilily, the reason will be staled in the
record of proceedings.

(7) The board has a recorder wiihout vote.
(8) No soldier with direct knowledge of ihe case is appoinied

to the board.
(9) Alternate board members are appoinied and are available

as required.
(10) The reduction board convenes within 30 duly days after

ihe soldier is notified in writing by the reduction auihority of
the proposed action.

(11) If unbiased members are nol available, such members
are provided by ihe next higher commander.

c. Generally, procedural errors or irregularities in a board
will not invalidate the proceeding or any action of ihe
convening authority.

(1) Harmless errors. Harmless errors are those defects in ihe
procedures or ihe proceedings that do noi have a material
adverse effect on an individual's substantial rights. If the
convening auihorily noies a harmless defect in the procedures
or the proceedings, he or she may lake his or her final action
noiwithstanding the defect.

(2) Substantial errors.
(a) Jurisdiction^ error. Where a reduction board is con-

vened by an official withoul the auihority to do so, the
proceedings are invalid.

(b) Other substantial errors. Other substantial errors are
ihose lhai had a malerial adverse effeci on an individual's
substantial rights, such as failure to meet requirements as lo
composition of ihe board, denial of an individual's right to
counsel, and so forth.

(3) Correction of errors.
(a) Where such errors can be corrected wilhoul subsiamial

prejudice to the individual concerned, ihe convening authorily
may return the case to the same board for corrective action.
Individuals who are affected by such a return should be
notified of the error, ihe proposed correction, and of their
rights to comment on both.

(b) If the error is such lhat it cannot be corrected withoul
substantial prejudice to the individual concerned, the convening

authority may not use the affected pan of that board as the
basis for reduction. (Use of evidence considered by the board is
not precluded in connection with action under the UCMJ,
applicable civilian personnel regulations, AR 600-37, or any
other directive that contains its own procedural safeguards.)

(c) In cases of an error that cannot be corrected otherwise,
the convening authority may set aside the findings and recom-
mendation and refer the case to a new board composed entirely
of new voting members.

(d) The new board may be furnished any evidence properly
considered by the previous board. Additional evidence also
may be considered by the new board. The convening author-
ity's action is limited, however, by the original recommenda-
tions even though the case is referred to a new board that
recommends action less favorable to the individual concerned.

(4) Failure to object. Except for errors of jurisdiction, no
error is substantial within the meaning of this paragraph as to
a named individual before a reduction board if there has been
a failure to object or otherwise bring the error to the attention
of the president of the board. Accordingly, errors described in
"other substantial errors" above to which an individual or his
or her counsel or other representative fail to bring to the
attention of the president of the board may be treated as a
harmless error.

6-8. Rules tor conducting reduction boards
a. A soldier who is to appear before the board will be given

at least 15 duly days written notice before ihc dale of the
hearing. The soldier or his or her counsel musi have time to
prepare the case.

b. If the soldier requesis counsel, the convening auihority
will determine if either of ihe following is appropriate:

(1) Military counsel is reasonably available.
(2) If a judge advocate is available, forward ihc request to

ihe local Trial Defense Service official for necessary action.
c. Determinations as to the availability of judge advocates

will be accomplished by ihe requesied individual's Trial De-
fense Service supervisory official. I

d. Deierminaiions as to Ihe availabilily of judge advocates "
or named counsel are final.

e. Notification of a board hearing dale will be made only
after counsel is available as requested by ihe soldier.

/. The recorder will, on requesi of ihe individual or his or
her counsel, arrange for the presence of any reasonably
available witness or witnesses he or she desires to call on their
behalf.

g. Copies of all written affidavits and depositions of wit-
nesses who are unable to appear before the board will be
furnished the individual or his or her counsel as appropriate.

h. The president of ihc board will ensure that enough
leslimony is prescnled to enable Ihe board members lo—

(1) Fully and impartially evaluate each case.
(2) Be objective in their deliberations.
(3) Arrive at a proper recommendaiion.
(4) Consider those abilities and qualities required and ex-

pected of a soldier of that grade and experience. (An NCO is
expected to maintain high standards of conduct.)

(5) Determine ihe besi iniercsis of ihe Army. Consideration
of prior years of failhful service while commendable, should
not be overriding.

i. AR 15-6 does nol apply excepi when delcrmining the
availabilily of judge advocates.

J. The board may recommend reduction of one or more
grades, retention of curreni grade, or reassignment in grade.

k. A retention in current grade recommendaiion may include
a recommendaiion that the soldier be removed from an HQDA
or a local recommended lisi.

/. The board may not recommend lateral appointment. |
m. A majorily of ihe appointed members of ihe board will

constitute a voting quorum and musi be present at all sessions.
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n. The convening authority may approve or disapprove any
portion of the recommendation of the board. The convening
authority may not increase the severity of the board's recom-
mendation.

o. Approved reduction recommendations are effective imme-
diately without regard for appeal procedures unless suspended
by the convening authority. In the instance of reduction for
inefficiency, the convening auihorily may direct suspension of
the reduction for a period not to exceed 6 months. If ihe
suspension is noi vacated during this period, reduction may be
only accomplished by convening a new reduction board.

p, A recommendation to remove a soldier from an HQDA
recommended lisi will be forwarded by the convening authorily
to either of ihe following:

(1) The GCM convening authority.
(2) The firsi Army general officer commander who has a

judge advocale or a legal advisor available. j£-*o d~*LjIs /
q. The GCM convening auihority or Army general officer

commander with a judge advocate or legal advisor available
will review the proceedings and take final aciion thereon.

(1) If the recommendation to remove the soldier from the
recommended list is approved, the approving authority will
notify PERSCOM, ATTN: TAPC-MSP-E, Alexandria, VA
22332-0443. PERSCOM will adminislraiively remove the sol-
dier from ihe recommended list.

(2) If the approving authority does not concur Jn the
recommendation, ihe action will be relumed through command
channels to ihe convening auihorily wilh ihe reason for
disapproval.

r. If a civil conviction is reversed, the soldier will be restored
to the grade from which reduced.

6-9. Steps for conducting reduction boards
The steps for conduciing a reduciion board are coniained in
table 6-4.

Table 6-4
Conducting reduction boards

Step
Work
center Required action

1 UNIT Request preparation of reduction packet for
inefficiency.

2 BNS1 Prepare notification documents and provide
to the commander.

3 UNIT Notify soldier, in writing, of intent to reduce
for inefficiency and the reasons.

4 Soldier acknowledges receipt in writing by
endorsement and provides any pertinent mat-
ters in rebuttal.

5 Render final decision to reduce (CPL or SPC
and below). Forward case to BN for appropri-
ate aciion.

6

7

8

9

10

11

12

13

BNS1 Determine need for reduction board.

Conduct reduction board (SGT-SGM).

Forward results of board to appeal authority
(if applicable).

Submit ad GRCH transactions.

Forward finalized case to PSC.

PROM Receive reduction packet from BNSL

ENRC Update MPRJ.

ENRC Forward packet to USAEREC for filing in
OMPF.

Section V
Task: Process Soldiers Rights and Appeal Policy

6-10. Rights of the soldier
a. Failure of the soldier to exercise the right to counsel will

not negate the board's proceedings, findings, and or recom-
mendations.

b. A soldier may decline, in writing, to appear before the
board or may appear in person wilh or wilhoul counsel at all
open proceedings. The soldier will respond, in writing, within 7
duty days of notice by the rcduclion auihority stating his or
her desire to appear, or not appear, before^ reduction board.

c. The soldier may retain a civilian lawyer at no expense to
the Governmenl. If nol represented by a civilian lawyer, the
soldier may-request^ the,y-appointmenl of a named judge
advocale, dermfoi a^uogVadvocatc, appointment of a named
military counsel, or a detailed military counsel.

d. The soldier will be advised by the board president of the
nature of the action being contemplated, the impact of such
action on continued military service, and the right to request
counsel (if the soldier is not aware of his or her right lo
counsel).

e. The soldier may challenge any board member for cause.
/. The soldier may requesl any reasonably available witness

whose testimony is believed to be pertinent lo the case. The
soldier will explain ihe naiure of the information the requesied
witness will provide.

g. The soldier may submil written affidavits and depositions
of witnesses who are unable to appear before the board.

h. The soldier may employ provisions of Article 31 of the
UCMJ or submil to an examination by the board.

i. The soldier or counsel may question any witness appearing
before the board.

6-11. Appeals
a. Appeals of reduction for failure to complete training are

not authorized.
b. Appeals of reduction under rule 1, table 6-1, are auiho-

rized bui only 10 correct an erroneous reduciion (the reduction
action did not meet the requirements of ihe rule and was,
therefore, without a sufficient basis).

c. Appeals of reduction for inefficiency or for misconduct
under table 6-1, other than rule 1, are authorized to correct an
erroneous reduction on equitable grounds. This should be
based on the facts and circumsiances of the particular case that
partial or full resioralion of grade is in the best interest of the
Army and the soldier.

d. Authorized appeals will be submitted in writing within 30
duty days of the dale of reduction or date of memorandum
notifying soldier that he or she will be resiored lo ihe former
grade (rules 7, 9, 11, and 13, table 6-1). A copy of the appeal
and all relalcd documentation will be forwarded to the officer
authorized to lake action on ihe appeal.

e. Final action on appeals will be laken by the—
(1) Next higher authority above reduction auihority for

grades SSG and below.
(2) First general officer in the chain of command above the

reduciion authorily for grades SFC through CSM.
/. The appellate authorily will direct restoration to the

former grade if the reduction under rule 1 was erroneous.
However, should it be determined thai anolher rule in table
6-1 is applicable, the appellate authority will direct that action
be taken according 10 the appropriale rule of table 6-1. The
DOR for soldiers resiored lo a former grade will be the same
as the DOR prior to the reduction.

g. If ihe appellate authorily delermines that the reduction
should be changed on equitable grounds, restoration to the
former grade or to any intermediate grade will be directed.
Restorations will be effective as of ihe dale of the order. DOR
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for soldiers resiored to former grade will be the same as DOR
prior to reduction. DOR for soldiers resiored lo an intermedi-
ate grade will be the same as ihc dale of ihe order direciing
restoration.

h. If the appellate authorily determines thai ihe reduciion
meets the requirements of this regulation and need not be
changed on equitable grounds, the appeal will be denied.

i. Soldiers submitting appeals will be informed, in writing,
of the decision. A copy of the appeal and the final aciion will
be provided 10 ihe cuslodian of ihe soldier's MPRJ.

j. Authority to take final action on an appeal may not be
delegated.

Section VI
Task: Process Reduction Orders and Restoration to
Former Grade

6-12. Reduction orders
a. Reduction, excepi for Article 15 of the UCMJ, is an-

nounced in orders. Orders will be in ihe formal authorized by
AR 27-10 or AR 310-10. For orders published by a higher
HQ, lhat commander may review or make a final decision on
an appeal. Reduction by sentence of court-martial is an-
nounced in appropriaie court-martial orders. No other orders
are required.

b. When an Article 15 reduction is accomplished for miscon-
duct and the Article 15 was directed to be filed on the
resiricted portion (R fiche) of ihe OMPF, a DA Form 4187 will
be prepared by the PAC for permanem filing in the MPRJ to
substantiate the reduction. The DA Form 4187 will nol contain
ihe reason for ihe Article 15. The DA Form 4187 will be
removed and forwarded lo OMPF when the soldier is pro-
moled lo SGT or higher.

c. Reduciion orders will cite the reason for reduction (such
as inefficiency or failure lo compleie training) and ihc auihor-
ily for ihe action. When a reduciion is for misconduct under
UCMJ, prepare a DA Form 2627 (Record of Proceedings
under Article 15, UCMJ) per AR 27-10. When reduciion is for
olher than misconduct or misconduct based on civil conviction,
ihe orders will cile ihe reason, auihorily, and ihe appropriaie
paragraph.

6-13. Effective date of reduction
A reduction will be effeciive as follows:

a. Reduction by court-martial. An enlisled soldier who has
been semenced by a court-martial lo a reduciion in grade is noi
reduced unlil ihe record of trial has been prepared and
aulhemicaled, any appropriaie legal review has been com-
pleted, and the convening auihorily has approved and ordered
Ihe sentence lo reduciion execuied (Article 57(c), UCMJ).

b. Operation of law. An enlisted soldier, serving in a grade
above PVI, with an approved court-martial sentence including
a bad conduct or dishonorable discharge, confinement, or hard
labor withoul confinement is reduced on ihe dale the conven-
ing authority approves the sentence (Article 58(a) of ihe
UCMJ).

c. Nonjudicial punishment. The punishmeni is effeciive ihe
dale the commander imposing the punishmeni signed seclion II
of DA Form 2627-2 (Record of Supplementary Aciion Under
Article 15, UCMJ), if noi suspended.

d. Failure to complete training. The dale the student is
officially informed of failure in writing.

e. Determinations. Reduction board determinations are ef-
fective on the date approved by the convening auihoriiy.

/. All other cases. Reductions are effective on the date the
soldier receives writien nolification or if ihe soldier is nol
available due to personal convenience or through neglect, on
the dale wriiten notice is received at his or her proper staiion.

6-14. Restoration to former grade
Grade restoration may result from—

a. Setting aside, mitigation, or suspension of nonjudicial
punishment. Procedure and means of restoring grades and
announcing these aclions are set forth in AR 27-10.

b. Action under Article 58a(b) or 75 of the UCMJ. All
rights, privileges, and property deprived a soldier who fulfilled
a couri-mariial senience will be resiored when the reduction
sentence, or other sentence resulting in reduction under Article
58a(a), UCMJ, is set aside or disapproved. A commander
authorized to promote to a higher grade may—

(1) Restore grade under Article 58a(b) or 75a of ihe UCMJ.
(2) Dircci ihe soldier to be promoied one grade higher lhan

the one held before his or her reduciion, if he or she would
have atiained the higher grade had he or she nol been iried and
convicied by a court-martial. These orders will be issued under
AR 310-10.

c. Reversal of conviction by a civil court.
(1) If conviction by a civil court is reversed for a soldier

reduced, he or she-
fa) Will be restored to the grade from which reduced.
(b) May be promoted to ihe nexi higher grade if ihe

commander having promoiion auihority for that grade deter-
mines that he or she was denied promotion because of the
conviction.

(2) A reversal of conviction is annulling or voiding of a
court judgment by the same or a higher court of compeienl
jurisdiciion because of error or irregularity in proceedings. This
does nol include insiances which, under local law or procedure,
a conviction allegedly is set aside to rehabiliiate or parole. If a
conviciion is reversed and a new uial is ordered, the soldier's
grade will be resiored. He or she may be reduced because of a
later conviciion resulting from a new trial.

d. Action under table 6-i, rules 6 through I I . DOR for
soldiers restored to former grade will be ihe same as ihe
original DOR for lhai grade. Effective date of restoration will
be the dale the reduction authority is notified of the senience
or change in sentence.

Section VII
Task: Process Other Reasons for Reduction

6-15. Approved for discharge from the Service under
other than honorable conditions

a. When Ihc separation auihorily determines lhat a soldier is
to be discharged from the Service under other than honorable
conditions, the soldier will be reduced 10 ihe lowesi cnlisicd
grade. Further board aciion is nol required for this reduction.

b. If discharge is approved under other lhan honorable
condiiions, but is suspended (AR 635-200, para 1-27), the
soldier wi l l not be reduced under ihis paragraph.

6-16. Reductions for failure to complete training
a. Soldiers appoinied to higher grades on eniering or while

attending a service or civilian school and fail lo complete ihe
course successfully may be reduced as shown in table 6-5.

Table 6-5
Reduction of atudenU falling to complete training_________
Students Reduction authority Reduciion

Officer candidate

Warrant officer
candidates

Other students

School commandant. To grade held on en-
try or to a higher
grade considered ap-
propriate.

Commandant, U.S. To the grade held on
Army Aviation School entry, or to a higher
or Chief of Staff, U.S. grade considered ap-
Army Aviation Center propriate.
and Fort Pucker.
School Commandant
or appointment au-
thority.

To a grade in line with
their abilities; it will
not be below PV2 or
grade held on entry.
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b. The school commandant will not further delegate the
reduction authority. Except the Commandam, U.S. Army
Aviation School, may delegate reduction authorily for soldiers

eliminated from warrani officer courses to the Chief of Staff,
U.S. Army Aviation Center and Fort Rucker.

c. Soldiers promoted under the normal criteria are nol
subject to reduction under this paragraph.

Table 6-1
Reduction for misconduct
Rule If and then and

a. Soldier's sentence includes
death or confinement of. 1 year
or more that is not suspended;
or

b. Maximum penalty under
UCMJ is death or confinement
for 1 year or more and law gov-
erning that court provides for
death or confinement tor 1 year
or more for the offense; how-
ever, sentencing has been de-
layed or deferred more than 30
days from the date of conviction,
or the date the court accepted a
plea of guilty to an offense, as
described. If the offense is not
listed in the MCM, 1984, or is
not closely related to an offense
listed, the maximum punishment
provided by the US Code ap-
plies- "Convicted" or "adjudged
a juvenile offender" by a civil
court means an initial judgement
of guilt. The law of the jurisdic-
tion of the court will determine
whether a proceeding is
regarded as a judgment of guilt;
or

c. Sentence is confinement of 1
year or more but it was
suspended and later the suspen-
sion was vacated and the soldier
has not been reduced to the
lowest enlisted grade.

soldier is serving in any enlisted
grade above E-1

soldier will be reduced to the
lowest enlisted grade, E-1, with-
out referral to a reduction board

appeal is authorized only to cor-
rect an erroneous reduction (see
para 6-!Ob and 6-lOd-/)

Soldier's sentence is confine-
ment for more than 30 days but
less than 1 year (not suspended)
or sentence is confinement for
one year or more which is sus-
pended.

soldier is serving in grade of
E-5 or above

the reduction authority must re-
fer the matter to a reduction
board to consider reduction
board to consider reduction of
one or more grades

appeal is authorized on equita-
ble grounds or to correct an er-
roneous reduction (see para
6-\Qc-ft

Soldier's sentence is less severe
than those in rules t and 2

A soldier was reduced in accord-
ance with rule la and the sen-
tence is later changed for any
reason to a sentence which falls
under rule 2

sotdier is serving in grade E4 or
below

the reduction authority must con-
sider reduction of one or more
grades; referral to a reduction
board is not required

soldier is serving in the grade of
E-5 or above and reduction au-
thority considers that reduction
may be appropriate

the reduction authority must re-
fer the matter to a reduction
board to consider reduction of
one or more grades

soldier is serving in the grade of
E-4 of below and reduction au-
thority considers that reduction
is appropriate

the reduction authority may re-
duce the soldier one or more
grades; referral to a reduction
board is not required

soldier was reduced from grade
E-5 or above

the soldier must be restored to
former grade. The reduction au-
thority must then refer tl>e mat-
ter to a reduction board to con-
sider reduction of one or more
grades UP rule 2
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Table 6-1
Reduction for misconduct

Rule If and then and

A soldier was reduced in accord-
ance with rule la and the sen-
tence is later changed for any
reason to a sentence which falls
under rule 2

soldier was reduced from grade
of E-4 or below

the reduction authority will either
restore soldier to former grade
or any intermediate grade or di-
rect the reduction to E-1 to re-
main unchanged. The soldier will
be notified, in writing, of the de-
cision

10

11

12

13

A soldier was reduced in accord-
ance with rule la and the sen-
tence is later changed for any
reason to a sentence which falls
under rule 4

soldier was reduced from grade
E-5 or above

the soldier must be restored to
former grade. If the reduction
authority still considers that re-
duction may be appropriate,
he/she must refer the matter to
a reduction board UP rule 4, af-
ter restoration of former grade.

soldier was reduced from grade
E-4 or below

Ihe reduction authority may ei-
ther restore soldier to former
grade or any intermediate grade
or direct the reduction to E-1 to
remain unchanged. The soldier
will be notified in writing, of the
decision

A soldier was reduced in accord-
ance wilh rule 1b and later sen-
tenced for the offense to con-
finement for more than 30 days
but less than 1 year (not sus-
pended) or 1 year or more which
is suspended

soldier was reduced from grade
of E-5 or above

the soldier must be restored to
former grade. The reduction au-
thority must then refer the mat-
ter to a reduction board to con-
sider reduction of one or more
grades UP rule 2

A soldier was reduced in accord-
ance with rule 1b and later sen-
tenced for the offense to con-
finement for more than 30 days
but less than 1 year (not sus-
pended) or 1 year or more which
is suspended

soldier was reduced from grade
of E-4 or below

the reduction authority may ei-
ther restore soldier to former
grade or any intermediate grade
or direct the reduction to E-1 to
remain unchanged. The soldier
will be notified, in writing, of the
decision

A soldier was reduced in accord-
ance with rule 1b and later sen-
tenced for the offense to a sen-
tence less severe than those in
rules 1 and 2

soldier was reduced from grade
of E-5 or above

the soldier must be restored to
former grade If the reduction
authority still considers that re-
duction may be appropriate,
he/she must refer the matter to
a reduction board UP rule 4 af-
ter restoration of former grade

soldier was reduced from grade
of E-4 or below

the reduction authority may ei-
ther restore soldier to former
grade or any intermediate grade
or direct the reduction to remain
unchanged. The soldier will be
notified, in writing, of the
decision

appeal is authorized on equita-
ble grounds or to correct an er-
roneous reduction (see para
6-10c-/)

58 600-8-19 • UPDATE

SimS
Pencil



Chapter 7
Manage Promotion or Reduction Actions in SID-
PERS

Section I
SIDPERS Transactions

7-1. Promotion or reduction transactions
a. Grade change. The GRCH is used to report advance-

ments, promotions, and reductions.
(1) Source documents are as follows:
(a) DA Form 2-1.
(b) DA Form 2627 and DA Form 2627-2.
(c) DA Form 4187.
(d) Orders.
(e) AAC-COl.
(2) This transaction will not process if the soldier is in a

flagged siatus unless a reduction in grade is being reported.
(3) GRCH transactions submitted with a future effective

date (not more than 2 months greater lhan cycle date) will be
posted to the SIDPERS slacker file (SSF).

(4) The unii or PAC is responsible for submilling GRCH
iransaciions on ihe following:

(a) Advancements 10 PV2 wilh less than or more lhan 6
months TIS.

(b) Advancements to PFC and SPC.
(c) All reduciions including Articles 15 (UCMJ), court-

mariial, inefficiency, discharge, or sludent reduciion.
(5) The Promoiions Work Cenler within the PSC is respon-

sible for submilting GRCH iransaciions for promoiion 10 SGT
and SSG.

(6) PERSCOM is responsible for downloading GRCH irans-
aciions for promoiion lo SFC through SGM.

b. JUMPS Army corrector transaction. This iransaction is
used to report to USAFAC ihc correci information periaining
lo a soldier's pay grade. It is only used to change the USAFAC
MMPF when the SPF already reflects accurate grade data.

(1) Source documents used are as follows:
(a) DA Form 2A.
(b) DA Form 4187.
(c) Orders.
(2) The unit or PAC is responsible for submitting JACT

transactions on soldiers PV2 ihrough CPL or SPC.
(3) The Promoiions Work Cenler within the PSC is respon-

sible for submilting JACT iransaciions on soldiers SGT
ihrough SSG.

(4) For SFC ihrough SGM, PERSCOM will be contacled
and advised of ihe situalion. Transactions will be submitted by
PERSCOM.

c. PRMS. Used 10 report ihe promotion or progression
MOS for enlisted soldiers on a recommended list for promo-
lion 10 SGT or SSG.

(1) Source documents used are as follows:
(a) AAC-C10.
(b) DA Form 3355.
(2) This transaction will be submitted so that it processes no

later than the last SIDPERS cycle of the promotion board
month, reevaluation, rccomputalion, or adjuslment of a sol-
dier's promotion packet.

(3) The Promotions Work Center wilhin ihe PSC is respon-
sible for submitting PRMS transactions.

(4) For centralized promotion to SFC through SGM, the
promotion MOS is forwarded lo SIDPERS from PERSCOM.

7-2. Automatic advancement
Automatic advancement to PV2 at 6 months TIS is generated
and downloaded by the EMF. A soldier in transit does not
show on any installation SPF. As a result, when ihe PV2
GRCH is downloaded il errors off in SIDPERS; however, the
EMF and MMPF are updating and the soldier is being paid.
Additionally, ihe EMF has been designed lo automatically

generate a PV2 GRCH to a gaining SIDPERS when the
following occurs:

a. The EMF receives a Type 47 (arrival) transaction from
SIDPERS when a soldier arrives at an installation.

b. The grade in the Type 47 transaction is equal to PVI.
c. The grade on the EMF is equal to PV2.
d. Soldier is not flagged or AWOL on the EMF.
e. The BASD on the EMF is greater than 6 months but less

than 7 months.

7-3. Late transactions
a. Transactions submitied near or pasl USAFAC cuioff

(approximately 19lh of ihe month) will not reflect in the
end-of-month LES during the month submitted.

b. The Master Military Pay File will not process transactions
with an effective date of pay grade more than 5 months old.
Due to this, whenever it is discovered that a soldier was not
advanced, promoied, or reduced according lo an existing
source document (DA Form 4187, Promotion Order, Article
15, or Court Martial Order) and the effective date of pay
grade, as reflected on the source document is more than 5
months old, the PAC or PSC will be guided by (1) and (2)
below. Also, when a source document (DA Form 4187,
Promotion Order, Article 15, or Court Martial Order) exists
and the necessary GRCH transaction was submitted thai
updated ihe SPF bul did noi update JUMPS, and was
discovered after 5 months passed that the soldier was not paid
for the proper grade, the PAC or PSC will—

(1) Enter a GRCH or JACT utilizing an adjusted effective
date of pay grade of the current month, minus four. For
example, if a source document, which promoied a soldier wilh
an effeciive date of pay grade of JO January 1990, was
misplaced and discovered in August 1990, ihe PAC or PSC
would input a GRCH. The GRCH would reflect an effective
dale of pay grade of 1 April 1990 (which is current month
"Aug" minus 4 months "Apr"). The same example will be
used for submission of a JACT where the source document
exists, ihe SPF is correci, ajid JUMPS has nol been updated.

(2) Annolate the source document with the effective date of
pay grade used by the PAC or PSC (in example given in (1)
above, the source document will be annotated with the
effective dale of 1 April 1990, then forward to Finance.
Finance will manually compute the money difference (that is,
19 January-31 March 1990) and make a one-time pay correct
input. If the soldier desires a casual pay, ii will be processed
for ihe money due.

c. In cases meniioned above, a source documenl (DA Form
4187, Promoiion Order, Article 153, or Court Martial Order)
must have been published.

7-4. Control data input
Enler the following control data for each transaction:

a. Date.
b. Mnemonic.
c. Name.
d. SSN.
e. Originator code.

7-5. Action data Input GRCH
a. Enter the three-character new grade abbreviation. See AR

680-29 for grade abbreviations.
b. Enter a slash (/).
c. Enter the "grade how acquired" code. See AR 680-29 for

"grade how acquired" codes.
d. Enter a slash (/).
e. Emer ihe six-character (YYMMDD) dale lhat the pay

grade actually becomes or became effective.
/. Enter a slash (/).
g. Enter the six-character (YYMMDD) DOR. (For DOR

changes only, use the DOR transaction.)
h. Enter a period (.) or a slash (/).
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(1) Enter a period (.) to end ihis iransaclion if ihe soldier is
an officer or warrant officer, or if primary military occupa-
tional skill code (PMOSC) and or ASI of the enlisted soldier
has not changed.

(2) If (1) above does not apply, enler a slash (/).
/. Enler the five-characier PMOSC. If the fifth posiiion of

the PMOS (SQI) contains a zero or an alphabetical O, always
code an alphabetical O and not a zero. If an SMOS is being
awarded or changed on the authorizing order, ihe SMOS
transaction musi also be prepared.

j. Enler a period (.) or a slash (/).
(1) Enter a period (.) to end this transaclion if an ASI does

not appear on ihe authorizing order.
(2) Enter a slash (/) if an ASI does appear on the authoriz-

ing order.
k. Enler ihe appropriaie action for the condiiion lhat

applies.
(1) Enler ihe new iwo-characier ASI if the PMOSC has an

ASI on the authorizing order different from the ASI previously
held.

(2) Enter a zero in the next two boxes if the ASI has been
withdrawn and is nol awarded by the aulhorizing order.

/. Enter a period (.) to end this transaclion.

7-6. Action data input JACT
a Enler one of the following:
(1) PROM (promotion).
(2) PROX (erroneous promoiion).
(3) REDU (reduction).
(4) REDX (erroneous reduction).
b. Enter a slash (/).
c. Enter the appropriate grade abbreviation and code. See

AR 680-29 for grade abbreviation and code.
(1) If ihe lype of action equals PROM or REDU, emer the

actual grade promoied or reduced to.
(2) If the type of action equals PROX or REDX, enier the

grade 10 which ihe soldier was erroneously promoied under the
PROM or REDU iransaction.

d. Enter a slash (/).
e. Enter ihe effective dale (YYMMDD) from ihe source

document.
(1) If ihis transaction is not being prepared lo correci a

previously submilicd effective dale, enler a period (.) to end
this transaction.

(2) If this transaction is being prepared to correct a previ-
ously submitied effective date, enter a slash (/).

/. Enter the effective dale as previously submiited on the
original PROM or REDU transaclion. This is the date deter-
mined to be erroneous.

g. Enter a period (.) to end this transaction.

7-7. Action data Input PRMS
a. Promotion MOS.
(1) If ihis daia element is noi to be reported, and the

progression MOS is noi lo be reported, enter a slash (/) in the
first two boxes.

(2) If this data element is to be reported, gel ihe promotion
lisi MOS for ihe soldier as delermined from the local promo-
lion list. Enter that four-character promotion lisi MOS. Enler
a slash (/) in ihe nexi box.

(3) To delele ihe promotion MOS and remove current and
previous promotion poinis and dales, enter OOOR/P and enler
a period (.) in ihe nexi box to end the transaction.

b. Progression MOS.
(1) Only required to record progression MOS when it differs

from curreni primary MOS. If ihis daia element is 10 be
reported, enter ihe four character career progression MOS wilh
the skill level O (zero). If further daia elements are lo be
reported, enler a slash (/). If no further daia elemenis are to
be reported, enter a period (.) in the next box.

(2) To delete the progression MOS, enter OOOR and enter a
period (.) in the next box to end the transaction.

(3) If this data element is not lo be reported, enter a slash
(/) in ihe firsi iwo boxes.

c. Promotion indicator. Enter the promotable indicator code
P in the next box (promoiion indicator is reported only when
reporting the promotion MOS). Enter code Z to delete a
promotion indicator code.

(1) If the soldier is not in pay grades SPC or CPL or SGT,
and or ihis is last daia element to be reported, enter a period
(.) in ihe next box 10 end this transaclion.

(2) If this soldier is in pay grades SPC or CPL or SGT and
or further data elements are lo be reported, enter a slash (/) in
the next box.

d. Current promotion points, year and month. If Ihis data
element is reported, ihen Ihe curreni promoiion poinis must
also be reported.

(1) If this data element is not to be reported, enter a slash
(/) in the next two boxes.

(2) If this data elcmeni is to be reported, enter the year and
month, in that order, in which ihe soldier's curreni promotion
points were delermined. Enter a slash (/) in the nexi box.

e. Current promotion points. Gel ihe sum of a soldier's
current administrative points and latest board poinis. Enier
lhat three-character sum.

(1) If no further data elemenis are lo be reported, enter a
period (.) in the next box lo end ihis iransaclion.

(2) If further daia elements are 10 be reported, enter a slash
(/) in ihe next box.

/. Previous promotion poinis, year and month. If this daia
element is reported, ihen Ihe previous promoiion poinis must
also be reported.

(1) If this data clement is not to be reported, enler a period
(.) in ihe next box lo end ihis transaclion.

(2) If this data element is lo be reported, enier ihe year and
monlh, in that order, in which ihe soldier's previous promotion
poinis were delermined. Enter a slash (/) in the next box.

g. Previous promotion poinis. Get the sum of the soldier's
previous adminisiraiive points and previous board points.
Enier that three-character sum. Enter a period (.) in the next
box 10 end this transaclion.

Section II
Task: Process SIDPERS or Finance Management Reports

7-8. Rules for processing SIDPERS or Finance manage-
ment reports

a. Recurring reports will be produced on a regular schedule
(lhai is cyclic, daily, monihly, or quarterly).

b. Distribuiion and frequency of recurring reports will be
according to ihe PAUT distribution and cycle schedule.

c. Request for copies or change in frequency of recurring
reports will be submitied to PAUT wilh justification.

d. Error suspense cards will be resolved and submitted on
the first work day following receipt.

e. Errors noi resolved within the required lapsed time cycle
will be shown on the unresolved error repori by originaior
(AAC-P29).

/. The following are SIDPERS or Finance managemeni
reports associated with ihis regulaiion:

(1) Personnel transaction register by originator (PTRO)
(AAC-PIl). The PTRO provides—

(o) The originaior wilh a listing of SIDPERS Iransaciions
lhai process or fail lo process during a particular cycle.

(b) Managers and supervisors a means of reviewing Iransac-
iions for accuracy and timeliness.

(c) A summary of number of iransactions processed, pro-
cessed wilh errors, unprocessed, and toial entries by iransac-
lion mnemonic.

(2) Cyclic JUMPS transaction register (AAC-P49). The
AAC-P49—
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(a) Provides information on the successful processing of
GRCH or JACT transactions (advancements, promotion, and
reductions) in SIDPERS and the subsequent generation of a
five-card transaction to USAFAC for updating of the MMPF.

(b) Does not display transactions processed by USAFAC.
(c) Generates five-card iransaciions when a GRCH or JACT

transaction processes.
(3) JUMPS Message Receipt Notification (AAC-P50). The

AAC-P50 provides notification to the PAUT from USAFAC
that transactions on ihe indicated message have been received.

(4) JUMPS Error Notice Listing (AAC-P51). The AAC-
P51—

(a) Identifies specific JUMPS transactions that do not pro-
cess at USAFAC and require resolution by SIDPERS.

(b) Is generated anytime a transaclion seni by SIDPERS
fails to process at USAFAC.

(5) Finance Promotion or Reduction Report (R070). The
R070—

(a) Provides listing of advancements and promotions (part I)
and reductions (part II) processed in USAFAC.

(b) Is generated by ihe local FAO two limes each monlh.
(c) Is provided (one copy each) 10 the soldier's unit com-

mander, unit SI and PAC, and the Promotions Work Center
of the PSC.

g. All reports identified in /. above should be cut off
quarterly, held for 3 momhs, and then destroyed.

7-9. Steps for processing SIDPERS or Finance output
Sleps for processing SIDPERS or Finance oulput are contained
in table 7-1.
Tabls 7-1
Step* for processing SIDPERS Finance oulput

Stop
Work
center Required action

1 PAUT Produces AAC-P11, AAC-P49. and
AAC-P51 and distributes to PSC Promotion
Work Center for SGT/SSG. Skip to step 6.

2 Produces AAC-P11. AAC-P49. and
AAC-P51 and distributes to the battalion tor
PV2/PFC/SPC or CPL advancements. Skip to
step 12.

3 Produces AAC-P50.

4 Reviews AAC-P50 for messages received by
USAFAC. Resubmits messages as required.

5

6

FAO

PROM

Produces R070 and forwards to PSC.

Receive AAC-P11. AAC-P49. AAC-P51 for
SGT/SSG and R070.

7

8

9

10

11

12

Screen reports for errors

As appropriate, coordinate with FAO and/or
unit to resolve errors.

Submit GRCH or JACT, as appropriate, to
resolve errors.

Send soldier to FAO for casual payment, if
applicable.
Distribute 2 copies of R070 to battalion.

BNSl Receive AAC-P11. AAC-P49, AAC-P51, and
R070.

13 Screen reports for errors.

14 As appropriate, coordinate with PSC and/or
FAO to resolve errors.

15 Submit GRCH or JACT, as appropriate, to
resolve errors.

16 Send soldier to FAO for casual payment, if
applicable.

Chapter 8
Tactical Army Combat Service Support Computer
System

Section I
Managing TACCS

8-1. TACCS guidance
This chapter provides interim guidance 10 uniis on how lo
process enlisted promotions through SSG.

8-2. The Enlisted Promotions Program (EPP)
The EPP is an automated process thai produces individual
personnel promotions on several formats, using ihc Tactical
Army Combat Service Support Computer Sysiem. Use of ihe
EPP will eliminale much of the manual preparation and
maintenance of promoiion documenls and related reports. The
following applicalions currently exist in TACCS:

a. Enlisted Promotion Report (CO1-PV2 ihrough SSG).
b. Compuiing waiver allocaiions.
c. Denied promoiion lo PV2.
d. Advancemem to PV2 wilh waiver.
e. Advancement to PV2 with more than 6 monlhs TIS.
/. Advancemem to PFC.
K. Advancement to SPC.
h. Appointment of promotion board members.
/. Recommendaiion to SGT and SSG.
/ Results of the SGT and SSG promotion board.
k. Promotion board proceedings.
/. Service obligalion leiicr.
m. Precondition letter.

8-3. Utilization
The following TACCS modules ulilizcd in ihis chapter are—

a. Enlisled promotion report (CO1-PV2 through SSG).
b. Computing waiver allocations,
c. Denied promotion to PV2.
d. Advancement to PV2 wilh waiver.
e. Advancement to PV2 with more than 6 months TIS.
/. Advancemem to PFC.
g. Advancemem lo SPC.
h. Appointment of promoiion board members.
i. Recommendation to SGT and SSG.
J. Results of the SGT and SSG promotion board.
k. Promoiion board proceedings.
/. Service obligalion leiier.
m. Precondilion letter.

Section II
Task: Operating TACCS

8-4. Rules for operating the TACCS
a. The BNSl will ensure thai enlisted promoiions are pro-

cessed utilizing ihe TACCS.
b. The BNSl wilt ensure lhat the TACCS is maintained and

updated, as required, ai the unit level.
c. The BNSl will ensure thai PAC personnel are irained lo

operale ihc TACCS.

8-5. Steps for operating the TACCS
The sleps for operating ihc TACCS are contained in table 8-1.

Section III
Task: Process Enlisted Promotion Report (CO1-PV2
through SSG)

8-6. Rules for obtaining and utilizing the Enlisted Pro-
motion Report (CO1-PV2 through SSG)

a. The COI is a management tool lo assist commanders in
the timely advancement of soldiers.
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TaMeft-1
Operating the TACCS

Step
Work
center Required action

1 BNS1 Log on to the TACCS as follows:
a. Type in SIDPERS.
b. Type in password.

c. Type in day, date, and time (required
only if not previously entered).

d. Press GO.
2 a. Select Promotions,

b. Press GO.
3 Enter your originator code,

4 Select desired function.

b. The COI will be generated once a monlh on ihe first duty
day of Ihe monlh lo ideniify eligibles for promoiion during the
following monlh (for example, COI produced on 1 Nov
identifies eligibles for Dec promotions month).

c. The COI assists the commander in—
(1) Identifying or selecting soldiers eligible for advancement

to PV2-SPC withoui waiver and recommending soldiers for
promoiion 10 SGT and SSG for the following monlh.

(2) Identifying or selecting soldiers eligible for advancement
wilh waiver for ihc following monlh.

d. The COI consLsis of ihe following:
(1) Pan 1 lisis PV1-PFC eligible for advancement during ihc

projecied promotion month.
(2) Pan 2 lists PV1-PFC who require a waiver for TIS and

TIMIG for advancement lo PV2-SPC for projecied promotion
monlh. Requires manual annotation of arrivals and departures
lo provide commanders an updaied listing of eligibles for
advancemem wilh waiver.

(3) Pan 3 lisis soldiers in grades PVI through PFC who are
not eligible for advancement lo PV2-SP4 because of unfavor-
able personnel action, unfavorable duty stalus, ineligible for
reenlisimem, blank DOR, or BASD, and previous action
denying advancement submilied by the soldier's unii com-
mander.

(4) Pan 4 lisis soldiers CPL or SPC and SGT who are
eligible for promoiion to ihe nexi higher grade based on DA
policy for TIS and TIMIG. Soldiers lisied in this pan are
eligible excepi for reasons appearing in Ihe remarks column.

e. Advancemem or promoiion considerations are based upon
HQDA policy for TIS and TIMIG requiremcms.

8-7. Steps for obtaining an Enlisted Promotion Report
(CO1-PV2 through SSG)
The sieps for obtaining ihe linlisied Promotion Report are
conlained in lable 8-2.

Table 6-2
Obtaining an Enlisted Promotion Report (CO1-PV2 through
SSG)

Step

1

2

Work
cantef

BNS1

Required aciion

Log on to the system if not already on.

Move the cursor through PROMOTIONS,
ENL PROM/REDUCTION to ENLISTED
PROM RPT.

Press GO.

Enter your originator code if requested.

Press GO.

Table 8-2
Obtaining an Enllated Promotion Report (CO1-PV2 through
SSG)—Continued

Work
Step center

6

7

8

9

10

Required action

Load wide paper into the

Turn on the printer.

Press GO.

Enter the desired UPC or

Press RETURN.

printer.

ALL.

8-8. Steps tor utilizing the Enlisted Promotion Report
(CO1-PV2 through SSG)
The sieps for ulilizing ihe Enlisied Promoiion Repori
(CO1-PV2 through SSG) are contained in lable 8-3.

Table 8-3
Utilizing the Enllated Promotion Report (COI-PV2 through SSQ)

Step
Work
canter

UNIT

Required action

1 BNS1 Produce AAC-C01.

2 Screen AAC-C01 lor grade discrepancies.

Annotate report.

3 Screen part 3 for blank data. Coordinate with
PSC to obtain missing data.

4 ENRC Upon request, provide information on DOR to
BNS1 section and submit DOR transaction.

5 Upon request, provide information on BASD
to BNS1 section. Notify FAO by iransmittal
letter. FAO submits transaction

6 BNS1 Retain and manually update AAC-CO1. part
2 for gains and losses throughout current
month.

7 During the month AAC-CO1 generated, send
AAC-CO1 part 1. pan 3. part 4. and part 2
from previous month to unit commander.

Receive AAC-CO1. part 1. part 2, part 3,
and part 4 from previous month, from BNSL

a. Select eligibles for advancement to
PV2-SPC without waiver and recommend
soldiers for promotion to SGT/SSG using
part 1, part 3, and part 4. Annotate
AAC-CO1 YES for select or NO to deny ad-
vancement. Unit commander Initials, signs,
and returns AAC-CO1, part 1, part 3. and
part 4 to BNSl seclion.

b. Commander uses manually updaied
AAC-CO1, part 2 from previous month to
select eligibles for advancement with waiver
by annotating AAC-COl. part 2 YES for se-
lect or NO to deny advancements. Unit com-
mander initials, signs, and returns to BNS1
section.

10 BNS1 a. Prepare DA Form 4187-E (Personnel) on
advancement for PV2-SPC without waiver
and section A DA Form 3355-E (Promotion
Point Worksheet) for soldiers recommended
for promotion to SGT/SSG for the following
month.

b. Prepares DA Form 4187-E on advance-
ment to PV2-SPC with warver for the current
month.
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Section IV
Taak: Compute Waiver Allocations

8-9. Rules for computing waiver allocations (SPC and
below)

a. Rules for computing waiver allocations are comained in
paragraphs 2-7 and 2-8.

b. The compuialion for waiver allocalions will be generaled
once a month on the first duty day of the monlh. Waiver
allocations are effective for the month in which computed.
COI, part 2 from ihe previous month ideniifies eligibles for
promoiion wiih waiver for promoiion monlh. Arrivals and
departures prior to ihe first day of the promotion month must
be manually annoiated.

8-10. Steps for computing waiver allocations
The sieps for compuiing waiver allocalion are comained in
lable 8-4.
Table 8-4
Computing waiver allocations

Step
Work
center Required action

1 BNS1 Log on to the system, if not already on.

2 Move the cursor through PROMOTIONS,
ENL/PROM/REDUCTIONS to PROMOTION
PV2-SPC.

3 Press GO.

4 Enter your originator code, if requested.

5 Press the desired function key, in this case
<«).

6 Enter a UPC or press RETURN.

7 If you entered a UPC, go to step 10.

8 If you pressed RETURN, enter the first three
characters of the battalion's UPC.

9 Press RETURN.

10 Press the desired function key, either ,t4. -
print or ,f10 = quit.

11 Press another function key or ,f10. to quit.

12 Press another function key or ,f10. to finish.

Section V
Task: Preparing DA Form 4187-E

8-11. Rules for preparing a DA Form 4187-E on soldiers
who are being denied advancement to PV2
Rules for preparing a DA Form 4187 should be followed when
preparing DA Form 4187-E on soldiers who are being denied
advancement to PV2 (para 2-3).

8-12. Steps for preparing a DA Form 4187-E on soldiers
who are being denied advancement to PV2
The steps for preparing a DA Form 4187-E on soldiers who
are being denied advancemem to PV2 are comained in lable
8-5.

TabU 8-5
Steps for preparing a DA Form 4187-E on soldier* who are be-
ing denied advancement to PV2___________________

Step
Work
c«nt«r

Table 8-5
Stepc for preparing a DA Form 4187-£ on soldier* who are be-
ing dented advancement to PV2—Continued ____ ___

Step
Work
center Required action

Required action

BNS1 Log on to the system, if not already on.

2 Move the cursor through PROMOTIONS,
ENL PROM/REDUCTION, to PROMOTION
PV2-SPC.

3 Press GO.

4 Enter your originator code, if requested.

5 Press the desired function key, in this case
TO

6 Enter the effective date (YYMMDD).

7 Enter the soldier's SSN.

8 Press RETURN.

9 Enter the through address code (help screen
available).

a. (t1) • edit (make corrections to the
screen).

b. (f4)/(f5) - continue.

c. (MO) • quit (return to the master menu).

10 Press RETURN.

11 Press the desired function key, Or

12 Enter the to address code (help screen avail-
able).

13 Press RETURN.

14 Press the desired function key.

a. (f!) = edit (make corrections to the
screen).

b. 04)/(f5) - continue.

c. (fiO) - quit (return to the master menu).

15 Enter the from address code (help screen
available) or

16 Press (RETURN).

17 Press the desired function key.

a. (f1) « edit (make corrections to the
screen).

b. (f4X((5) = continue.

c. (f10) • quit (return to the master menu).

18 Enter the signature btock code or press RE-
TURN for manual entry.

19 Press RETURN.

20 Press the desired function key.

a. (f1) - edit (make corrections to the
screen).

b. (f4)/(f5) - continue.

c. (f10) - quit (return to the master menu).

21 Enter or change the effective date.

22 'Enter or change the DOR.

23 Enter an X next to YES or NO.
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Tebtes-5
Steps for preparing a DA Form 4187-E on soldiers who are be-
ing denied advancement to PV2—Continued __

Step
Work
center Required action

24

25

26

27

28

Press the desired function key.

Enter additional instructions or press
(FINISH).

Press the desired function key.

a. (M) - edit (make corrections to the
screen).

b. (f4) • print.

c. (f10) - qurt (return to the master menu).

d. ((1) • edit (make corrections to the
screen).

e. (f4)/(f5) • continue.

f. (f10) - quit (return to the master menu).

Enter another effective date or press FINISH.

Press f10 to return to the master menu.

8-13. Rules for preparing a DA Form 4187-E on soldiers
who are being advanced to PV2 with waiver
Rules for preparing a DA Form 4187 should be followed when
preparing Da Form 4187-E on soldiers who are being advanced
to PV2 with waiver (para 2-3).

6-14. Steps for preparing a DA Form 4187-E on soldiers
who are being advanced to PV2 with waiver
The steps for preparing a DA Form 4187-E on soldiers who
are being advanced to PV2 wilh waiver are conlained in table
8-6.

Table 8-6
Preparing s DA Form 4187-E on soldiers who are being
advanced to PV2 with a waiver

Step
Wort
center Required action

1 BNS1 Log on to the system, if not already on.

2 Move the cursor through PROMOTIONS.
ENL PROM/REDUCTION, to PROMOTION
PV2-SPC.

3 Press GO.

4 Enter your originator code, if requested.

5 Press the desired function key, in this case
(f3).

6 Enter the effective date (YYMMDD).

7 Enter the soldier's SSN.

8 Press RETURN.

9 Enter the through address code (help screen
available).

10 Press RETURN.

11 Press the desired function key.

a. (M) - edit (make corrections to the
screen).

b. (f4V(fS) - continue.

c. (f10) - quit (return to the master menu).

Table 8-6
Preparing a DA Form 4187-E on soldiers who are being
advanced to PV2 with a waiver—Continued

Step
Work
center Required action

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

Enter the to address code (help screen avail-
able).

Press RETURN.

Press the desired function key.

a. (d) • edit (make corrections to the
screen).

b. (!4)/(f5) - continue.

c. (*10) - quit (return to the master menu).

Enter the from address code (help screen
available).

Press RETURN.

Press the desired function key. Either enter
the signature block code or press RETURN
for manual entry

Press (RETURN)

Press the desired function key, as follows:

a. (M) «= edit (make corrections to the
screen).

b (»4)/(f5) - continue.

c (f10) = quil (return to the master menu)

d. (t1) - edit (make corrections to the
screen)

e. ((4)/(f5) « continue

f (f10) = quit (return to the master menu)

Enter or change the effective date.

Enter or change the DOR.

Enter an X next to YES or NO

Press the desired function keys as follows:

a. (M) - edit (make corrections to the
screen).

b ((4)/{f5) - continue,

c. (MO) •= quil (return to the master menu).

Enter additional instructions or press FINISH.

Press the desired function key as follows:

a. (M) - edit (make corrections to the
screen).

b. (f4) = print.

c. (MO) • quit (return to the master menu)

Enter another effective date or press FINISH.

Press (f10) to return to the master menu.

8-15. Rules for preparing a DA Form 4187-E on soldiers
who are being advanced to PV2 with more than 6 months
TIS
Rules for preparing a DA Form 4187 should be followed when
preparing a DA Form 4187-E on soldiers who are being
advanced to PV2 wilh more lhan 6 monlhs TIS (para 2-3).
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8-16. Steps for preparing a DA Form 4187-E on soldiers
who are being advanced to PV2 with more than 6 months
TIS
The sleps for preparing a DA Form 4187-E on soldiers who
are being advanced 10 PV2 with more than 6 monlhs TIS are
contained in table 8-7.

Table 8-7
Preparing DA Form 4187-E on soldiers who are being advanced
to PV2 with more than 6 months

Step
Work
center Required action

1 BNSl Log on to the system, if not already on,

2 Move the cursor through PROMOTIONS,
ENL PROM/REDUCTION, to PROMOTION
PV2-SPC.

3 Press GO.

4 Enter your originator code, if requested.

5 Press the desired function key. in this case
(14).

6 Enter the effective date (YYMMDD).

7 Enter the soldier's SSN

8 Press RETURN.

9 Enter the through address code (he)p screen
available).

10 Press RETURN.

11 Press the desired function key. or

12 Enter the to address code (help screen avail-
able).

13 Press RETURN

a, (d) = edit (make corrections to the
screen).

b. (!4)/(f5) • continue.

c (MO) = quit (return to the master menu).

14 Press one of the following function keys:

a ((1) = edit (make corrections to the
screen)

b (f4)/(t5) « continue.

c, (MO) - quit (return to the master menu).

15 Enter the from address code (help screen
available).

16 Press RETURN.

17 Press one of the following function keys:

a. (f1) •= edit (make corrections to the
screen)

b. (f4)/(fS) - continue.

c. (MO) - quit (return to the master menu).

18 Enter the signature block code or press (RE-
TURN) tor manual entry

19 Press (RETURN).

20 Press the desired function key.

a. (M) = edit (make corrections to the
screen).

Table 8-7
Preparing OA Form 4167-E on soldiers who are being advanced
to PV2 with more than 6 months—Continued

Step
Work
center Required action

b. (f4V(f5) = continue.

c. (MO) = quit (return to the master menu).

21 Enter or change the effeciive date,

22 Enter or change the DOR.

23 Enter an X next to yes or no.

24 Press the desired function key.

a. (M) «= edit (make corrections to the
screen).

b. (f4)/(f5) = continue.

c. (MO) " quit (return to the master menu).

25 Enter additional instructions or press FINISH.

26 BNS1 Press the desired function key.

a, (M) = edit (make corrections to the
screen).

b. (f4) = print.

c. (MO) = quit (return to the master menu).

27 BNS1 Enter another effective date or press
(FINISH).

28 BNS1Press (MO) to return to the master menu.

8-17. Rules for preparing a DA Form 4187-E on soldiers
who are being advanced to PFC
Rules for preparing a DA Form 4187 should be followed when
preparing a DA Form 4187-E on soldiers who are being
advanced to PFC (para 2-5).

8-18. Steps for preparing a DA Form 4187-E on soldiers
who are being advanced to PFC
The steps for preparing a DA Form 4187-E on soldiers who
are being advanced to PFC are contained in table 8-8.

Table 8-8
Preparing a DA Form 4187-E on soldiers who are being
advanced to PFC

Work
center Required actionStep

1 BNSl Log on to the system, if not already on.

2 Move the cursor through PROMOTIONS,
ENL PROM/REDUCTION, to PROMOTION
PV2-SPC.

3 Press GO.

4 Enter your originator code, if requested.

5 Press the desired function key, in this case
(IS).

6 Enter the effective date (YYMMDD).

7 Entei the soldier's SSN.

8 Press (RETURN).

9 Enter the through address code (help screen
available).

10 Press (RETURN).
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Table 8-8
Preparing a DA Form 4187-E on soldiers who are being
advanced to PFC—Continued

Step
Work
center Required action

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

Press the desired function key.

a. (M) = edit (make corrections to the
screen).

b. (f4V(f5) = continue.

c. (MO) •= quit (return to the master menu).

Enter the to address code (help screen avail-
able).

Press RETURN.

Press the desired function key.

a. (M) - edit (make corrections to the
screen).

b. (f4V((5) » continue.

c. (110} • quit (return to the master menu)

Enter the from address code (help screen
available).

Press RETURN.

Press the desired function key.

a. (M) = edit (make corrections to the
screen).

b. (f4)/(f5) - continue.

c. (MO) = quit (return to the masler menu).

Enter the signature block code or press RE-
TURN for manual entry.

Press RETURN.

Press the desired function key.

a. (f1) - edit (make corrections to the
screen).

b. (f4)/(f5) - continue.

c. (MO) - quit (return to the master menu).

Enter or change the effective date.

Enter or change the DOR.

Enter an X next to YES or NO.

Press the desired function key.

a. (11) = edit (make corrections to the
screen).

b. (f4)/(f5) - continue,

c. (MO) « quit (return to the master menu).

Enter additional instructions or press FINISH.

Press the desired function key.

a. (t!) - edit (make corrections to the
screen).

b. (f4) - print.

c. (MO) » quit (return to the master menu).

Enter another effective date or press FINISH.

Press (MO) to return to the master menu.

8-19. Rules for preparing a DA Form 4187-E on soldiers
who are being advanced to SPC
Rules for preparing a DA Form 4187 should be followed when
preparing a DA Form 4187-E on soldiers who are being
advanced to SPC (para 2-5).

8-20. Steps for preparing a DA Form 4187-E on soldiers
who are being advanced to SPC
The sleps for preparing a DA Form 4187-E on soldiers who
are being advanced lo SPC are comained in table 8-9.

Table 8-9
Preparing a DA Form 41B7-E on soldiers who are being
advanced to SPC

Step
Work
center Required action

1 BNS1 Log on to the system, if not already on.

2 Move the cursor through PROMOTIONS,
ENL PROM/REDUCTION, to PROMOTION
PV2-SPC.

3 Press GO.

4 Enter your originator code, if requested.

5 Press the desired function key. in this case
(15).

6 Enter the effective date (YYMMDD).

7 Enter the soldier's SSN

8 Press (RETURN).

9 Enler through address code (help screen
available).

10 Press RETURN.

11 Press the desired function key

a. (f1) c edit (make corrections to the
screen).

b. (!4)/(f5) = continue.

c. (MO) E quit (return to the master menu).

12 Enter the lo address code (help screen avail-
able).

13 Press RETURN.

14 Press the desired function key.

a (M) = edit (make corrections to the
screen).

b (f4)/(f5) = continue.

c. (110) = quit (return to Ihe master menu).

15 Enter the from address code (help screen
available).

16 Press RETURN
17 Press Ihe desired function key.

a. (M) * edit (make corrections to the
screen).

b, (!4)/(f5) o continue.

c. (MO) «. quit (return to the master menu).

16 Enter the signature block code or press RE-
TURN for manual entry.

19 Press RETURN.
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TaWe ft-9
Preparing a DA Form 4187-E on soldiers who are being
advanced to SPC—Continued

Step
Work
center Required action

20

21

22

23

24

25

26

27

28

29

Press the desired function key.

a. (M) = edit (make corrections to the
screen).

b. (f4)/(f5) - continue.

c. (MO) = quit (return to the master menu).

Place an X next to SPC.

Enter or change the effective date.

Enter or change the DOR.

Enter an X next to YES or NO.

Press the desired function key.

a. (M) «= edit (make corrections to the
screen).

b. (f4)/(f5) - continue,

c. (MO) •= quit (return to the master menu).

Enter additional instructions or press FINISH.

Press the desired function key.

a. (f1) = edit (make corrections to the
screen)

b. (f4) = print.

c. (MO) •» quit (return to the master menu).

Enter another effeciive dale or press FINISH.

Press (MO) to return to the master menu.

Section VI
Task: Preparing Promotion Board to SGT and SSG

8-21. Rules for preparing appointment of promotion
board members
Rules for preparing appointments of promotion board mem-
bers arc comained in paragraph 3-16.

8-22. Steps for preparing appointments of promotion
board members
The sleps for preparing appoinimems of promoiion board
members arc comained in lable 8-10.

Table 8-10
Preparing appointments of promotion board members_______

Work
Step center Required action

Log on to the system if not already on.

Move the cursor through the menu screens
to PROMOTIONS, ENL PROM/REDUCTION.
PROMOTION BOARD 5/6 to BOARD AP-
POINTMENT.

Press GO.

Enter your originator code if requested.

Press the desired function key, as follows:

a. (f3) - three-member board.

b. (!5) - five-member board.

Table 8-10
Preparing appointments ot prorrotlon board members—Continued

Worts
Step cenler Required action

c. (17) m seven-member board,

d. (MO) - finish.

Enter the first board member's SSN.

Enter the board member's title.

BNS1 Repeat steps 6 and 7 until all members have
been entered.

9 Press the desired function key.

a. (M) + edit (enter corrections to the
screen).

b. (t4)/(f5) = continue.

c. (MO) = quit (return to the main menu).

10 Enter additional Instructions, if any.

11 Press GO when all instructions have been
entered.

12 Press the desired function key.

a. (M) -f edit (enter corrections to the
screen).

b. (f4)/(f5) = continue.

c. (MO) c quit (return to the main menu).

13 Enter the signature block code or leave
blank (help screen available).

14 Press GO.
15 Press the desired function key.

a. (M) + edit (enter corrections to the
screen).

b. (f4)/(f5) = continue.

c. (MO) - quit (return to the main menu).

16 Once the memorandum has been printed,
the Member Selection Screen will return.
Press the desired function key.

a. (f3) - three-member board,

b. (f5) « five-member board,

c. (f7) = seven-member board,

d. (MO) - finish.

17 Press (MO) to return to the main menu when
all board appointments have been made.

Section VII
Task: Preparing DA Form 3355-E, Section A, and DA
Form 3357-E

8-23. Rules for preparing DA Form 3355-E, Section A,
recommendation to SGT and SSG
Rules for preparing DA Form 3355, Seclion A should be
followed when preparing DA Form 3355-E, Seclion A (para
3-14).

8-24. Steps for preparing DA Form 3355-E, Section A,
recommendation to SGT and SSG
Steps for preparing DA Form 3355-E, Section A, recommen-
dation to SGT and SSG are comained in table 8-11.
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Table 8-11
Preparing Section A, DA Form 3355-E

Table 8-11
Preparing Section A, DA Form 3355-E—Continued

Step
Work
center Required action

1 BNS1 Log on to the system, if not already on.

2 Move the cursor through PROMOTIONS,
ENL PROMO/REDUCTION, RECOMMEND
E5/E6, to RECOMMENDATION E5/E6.

3 Press GO.

4 Enter your originator code if requested.

5 Place an X nexi lo YES if the Promotion
Points Worksheet is an initial one or next to
NO if il is not.

6 Enter the soldier's SSN.

7 Press RETURN.

8 Place an X next to the type of DA Form
3355-E desired, either initial, recomp, reeval,
or reclass.

9 Press RETURN.

10 Press the desired function key,

a. (M) = edit (go to step 11).

b. (f4)/(f5) = continue (go to step 14).

c. (MO) - finish.

11 If you pressed (M), make the desired correc-
tion.

12 Press RETURN.

13 Press the desired function key.

a. (M) c edit (go to step 11).

b. (f4)/(f5) « continue (go to step 14).

C. (MO) - finish.

14 If you press (f4)/(f5), enter the signature code
of the soldier's commander (help screen
available).

15 Press RETURN, GO if you used the help
screen.

16 Enter the signature code for the soldier's
battalion commander (help screen available).

17 Press RETURN. GO if you used the help
screen.

18 Enter the soldier's unit address code (help
screen available).

19 Enter the to address code (help screen avail-
able).

20 Enter the through address code, it applica-
ble; otherwise, press FINISH.

21 Press the desired function key.

a. (M) - edit (go to step 11).

b. (f4)/(f5} m continue (go to step 14}.

c. (MO) - finish.

22 Place an X next to the applicable statement.

23 Press the desired function key.

a. (M) « edit (go to step 11).

Step
Work
cenler Required action

24

25

26

27

28

29

30

31

32

33

34

35

36

37

38

39

b. (f4)/(f5) » continue (go to step 14).

c. (MO) = finish.

Place an X next to the applicable
statement(s).

Enter trie information requested in the
prompts, if applicable.

Press RETURN.

Press the desired function key.

e. (M) = edit (go to step 11).

b (!4)/(f5) - continue (90 to step 14).

c. (MO) = finish.

Enter the information requested in the
prompts

Press RETURN.

Enter the information requested in the
prompts.

Press RETURN.

Enter an X next to the applicable statement.

Press RETURN.

Enter the number ol points awarded

Press RETURN.

Press the desired function key.

a (M) •= edit (go to step 11)

b. (f4)/(f5) = continue (go to step 14).

c. (MO) - finish.

Enter any remarks as directed.

Press RETURN when finished entering the
remarks.

Press the desired function key.

a (M) - edit (make corrections to the
screen).

b. (14) = print (turn on your printer),

c. (MO) o finish.

8-25. Rules for preparing DA Form 3357-E
Rules for preparing DA Form 3357 should be followed when
preparing a DA Form 3357-E (para 3-16).

8-26. Steps for preparing DA Form 3357-E
The steps for obtaining ihc results of the SGT/SSG promoiion
board are comained in table 8-12.

Table 8-12
Preparing the DA Form 3357-E

Step
Work
center Required action

1 BNS1 Log on to the system if not already on.

2 Move the cursor through PROMOTIONS, to
ENL PROMO/REDUCTION. PROMOTION
BOARD 5/6 to BOARD RESULTS 3357-E.

68 60O-8-19 • UPDATE

SimS
Pencil

SimS
Pencil

SimS
Pencil



Table 8-12
Preparing the DA Form 3357-E—Continued

Step
Work
center Required action

6

7

8

9

10

11

12

13

14

15

16

17

18

Press GO.

Enter your originator code If requested.

Press the desired function key.

a. (f3) - three-member board,

b. (f5) = five-member board,

c. (f7) = seven-member board.

Enter the soldier's SSN.

Press RETURN.

Enter an X or press RETURN.

Enter the number of board points or press
RETURN.

Repeat sieps B and 9 for each board mem-
ber.

Press the desired function key

a. (M) = edit (make corrections to the
screen)

b. (f4)/(f5) - continue.

c. (flO) * quil (return to the main menu).

Enter an X or leave blank.

Press RETURN.

Enler the requested data.

Press RETURN.

Press the desired function key

a. (M) - edit (make corrections to the
screen)

b. (!4)/(t5) • continue.

c. (MO) = quit (return to the main menu).

Enter another soldier's SSN or press FINISH

Press (MO) to finish.

Section VIII
Task: Obtaining the Promotion Board Proceedings

6-27. Rules for the promotion board proceedings
Rules for the promotion board proceedings are contained in
paragraph 3-18.

8-28. Steps for obtaining the promotion board proceed-
ings
The steps for obiaining ihe promotion board procedures arc
contained in table 8-13.

Table 8-13
Step* for obtaining the PROMOTION board proceedings

Work
Step canter Required action

1 BNS1 Log on to the system, if not already on.

2 Move the cursor through PROMOTIONS,
ENL PROMO/REDUCTION, PROMOTION
BOARD 5/6 to BOARD PROCEEDINGS.

Table 8-13
Steps for obtaining the PROMOTION board proceeding!
Continued

Step
Work
center

8

9

10

11

12

13

14

15

16

17

18

19

20

Required action

21

Press GO.

Enter your originator code.

Enter the address code (help screen avail-
able).
Press RETURN.

Press the desired function key,

a. (M) - edit (make corrections to the
screen).

b. (f4)/(f5) - continue.

c. (f10) «= quil (return to the main menu).

Enter the promotion board site.

Press RETURN.

Enter the Promotion Board Time (HHMM).

Enter the Promotion Board Date (YYMMDD).

Press the desired function key.

a. (f1) = edit (make corrections to the
screen).

b. (t4X(f5) - continue.

c. (f10) - quit (return to the main menu).

Press the desired function key.

a. (f3) - three-member board.

b. (f5) = five-member board.

c. (f7) - seven-member board.

d. (MO) = FINISH

Enter the SSN of the board member.

Place an X next to the board member's title.

Repeat steps 14 and 15 until all board mem-
bers and the recorder have been entered.

When all board members have been
accounted for, press the desired function
key.

a. (d) - edit (make corrections to the
screen).

b. (f4)/(f5) - continue.

c. (MO) « quit (return to the main menu).

Enter a soldier's SSN or press (MO) to delete
a record.

Press FINISH to continue.

Press the desired function key.

a. (M) = edit (make corrections to the
screen).

b. (f4)/(f5) - continue.

c. (f10) - quit (return to the main menu).

Repeal steps 18, 19, and 20 until all the de-
sired soldier's SSNs have been entered.

600-8-19 • UPDATE 69

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



Table 8-13
Steps for obtaining the PROMOTION board proceedings-
Continued

Step
Work
center

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37

38

39

Required action

Enter the time the board adjourned (HHMM).

Enter the day the board adjourned.

Press RETURN.

Enter the month the board adjourned.

Press RETURN.

Enter the year the board adjourned

Press RETURN.

Place an X next to APPROVED or DISAP-
PROVED.

Enter the date the battalion commander
signed the results (YYMMDD).

Press the desired function key.

a. (M) - edit (make corrections to the
screen).

b. (f4)/(f5) - continue.

c. (MO) = quit (return to the main menu).

Enter the signature code for the board presi-
dent or press RETURN for manual entry of
the signature block.

Press RETURN

Press the desired function key.

a. (M) = edit (make corrections to the
screen).

b. (f4)/((5) - continue.

c. (MO) - quit (return to the main menu).

Enter the signature code for the battalion
commander's signature or press RETURN
for manual entry of ihe signature block.

Press RETURN.

Press the desired function key.

a. (f1) - edit (make corrections to the
screen).

b. (14) = print.

c. (MO) = quit (return to the main menu).

After the printing is complete, the system will
ask you if you want to delete the records.
Press GO to confirm, delete, or CANCEL to
deny a delete.

The system will return to the master menu.

Section IX

Task: Preparing Service Obligation Memorandum and
Precondition Memorandum

8-29. Rules for preparing a service obligation memoran-
dum
Rules for preparing a service remaining obligation are con-
tained in paragraph 3-36.

8-30. Steps for preparing a service obligation memoran-
dum
The steps for preparing a service obligation letter arc contained
in table 8-14.

Table 8-14
Preparing a service obligation memorandum

Step
Work
center Required aciion

1 BNS1 Log on to the system, if not already on.

2 Move the cursor through PROMOTIONS,
ENL PROM/REDUCTIONS. PROMOTION
BOARD 5/6 to OBLIGATION LETTER.

3 Press GO.

4 Enter your originator code, if requested.

5 Enler the soldier's SSN.

6 Press RETURN.

7 Enter the from address (help screen avail-
able).

8 Press RETURN.

9 Enter the date (for example. 15 Jun 90).

10 Press the desired function key.

a (M) - edit (make corrections to the
screen)

b (f4)/(f5) «= continue

c. (MO) c quit (return to master menu).

11 Enter the requested data.

12 Press the desired function key.

a. (M) - edit (make corrections to the
screen).

b. (*4)/(f5) = continue.

c. (MO) *= quit (return to master menu).

13 Enter the signature code (help screen avail-
able).

14 Press RETURN.

15 Press the desired function key.

a. (M) * edit (make corrections to the
screen).

b. (f4)/(f5) - continue.

c. (MO) - quil (return to master menu).

16 Press the desired function key.

a. (f4/f5) «• continue

b. (MO) - finish.

17 Enter the PSC address.

18 Press RETURN.

19 Enter the date (YYMMDD).

20 Enter the signature code (help screen avail-
able).

21 Press the desired function key.

a. (M) m edit (make corrections to the
screen).
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Table 8-14
Prepahnga service obligation memorandum—Continued

Step
Work
center Required action

b. (14) = print.

c. (MO) = quit (return to master menu).
22 _______ Enter another soldier's SSN or press FINISH.

8-31. Rules for preparing a precondition memorandum
Rules for preparing a precondition memorandum are contained
in paragraph 3-36.

8-32. Steps for preparing a precondition memorandum
The steps for preparing a precondition memorandum arc
contained in table 8-15.

Table 8-15
Preparing a precondition memorandum

Step

1

2

3

4

5

6

7

8

9

10

Wortt
center

BNS1

Required action

Log on to the system, if not already on.

Move the cursor through PROMOTIONS,
ENL PROM/REDUCTION, PROMOTION 5/6
to PRECONDITION LETTER.

Press GO,

Enter your originator code, if requested

Enter a soldier's SSN.

Press RETURN.

Enter the from address code (help screen
available).

Press RETURN.

Enter the dale-

Press RETURN.

Table 8-1S
Preparing a precondition memorandum—Continued

Step
Wort
center Required action

11

12

13

14

15

16

17

18

19

20

21

Enter the requested data.

Press RETURN.

Press the desired function key.

a. (M) =• edit (make corrections to the
screen).

b. (f4)/(f5) - continue.

c. (MO) - finish (return to master menu).

Enter the requested data.

Press RETURN.

Repeat steps 7 and 8 until all data has been
entered.

Press the desired function key.

a. (II) = edit (make corrections to the
screen).

b. (f4)/(f5) = continue.

c. (MO) = finish (return to master menu).

Enter the signature block code (help screen
available).

Press RETURN.

Press the desired function key.

a. (M) » edit (make corrections to the
screen).

b. (M) = prim.

c. (f10) = finish (return to master menu).

Enter another soldier's SSN or press FINISH.
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Appendix A
References

Section I
Required Publications
AR 27-10
Military Justice. (Cited in paras i-10, 1-13, 6-1, 6-3, 6-12,
and 6-14.)
AR 310-10
Military Orders. (Ciled in paras 3-7, 6-12, and 6-14.)
AR 600-8-1
Army Casualty and Memorial Affairs and Line of Duty
Investigalions. (Ciled in para 3-14.)
AR 600-9
The Army Weight Control Program. (Ciled in paras 3-28 and
4-18.)
AR 600-8-2
Suspension of Favorable Personnel Actions (FLAGS). (Cited in
paras 1-10 and 4-18/>.)
AR 601-2*0
Total Army Retention Prorgam. (Cited in paras 1-10. 1-15,
3-28. and 4-2.)
AK 611-201
Enlisted Career Management Fields and Military Occupational
Specialties. (Cited in fig 3-1 and para 3-26.)
AR 680-29
Military Personnel-Organisation and Type of Transaction
Codes. (Ciled in paras 7-4, 7-5, and 7-6.
FM 21-20
Physical Fitness Training. (Cited in fig 3-1, item 6, of part I I . )

Section II
Related Publications
A related publication is merely a source of additional information The uset
does not have to read H lo understand this 'egulalion

AR 15-6
Procedures for Investigation Officers and Boards of Officers.
AR 15-185
Army Board for Correction of Mi l i t a ry Records.
AR 25-50
Preparing and Managing Correspondence.
AR 135-215
Officer Periods of Service on Aclive Duty
AR 140-11
U.S. Army Reserve Reenlistment Program.
AR 140-158
Enlisted Personnel Classification, Promotion and Reduciion.
AR 340-95
Office Symbols.

AR 350-15
The Army Physical Fitness Program.
AR 350-37
Individual Training Evaluation Program.
AR 351-1
Individual Military Educalion and Training.
AR 600-85
Military Personnel Management.
AR 600-8-1
Army Casualty and Memorial Affairs and Line of Duty
Invesligaiions.

AR 600-15
Indebledness of Military Personnel.
AR 600-37
Unfavorable Informaiion.
AR 600-200
Enlisled Personnel Managemenl System.
AR 601-210
Regular Army and Army Reserve Enlistmenl Program.
AR 612-2
Preparation of Replacements for Oversea Movement (FOR).
AR 614-200
Selection of Enlisted Soldiers for Training and Assignment.
AR 635-10
Processing Personnel for Separation.
AR 635-200
Enlisted Personnel.
AR 640-10
Individual Military Personnel Records.
AR 670-1
Wear and Appearance of Army Uniforms and Insignia.
AR 690-11
Mobili/ation Planning and Management.
MCM 1984
Manual for Court-Martial 1984.

Section III
Prescribed Forms
DA Form 3355
Promotion Point Worksheet. (Prescribed in paras 3-6, 3-13,
3-14. 3-17, 3-19, 3-21, and 3-23.)

DA Form 3355- F,
Promotion Poini Point Worksheet—TACCS. (Prescribed in
paras 8-23 and 8-24.)
DA Form 3356
Board Member Appraisal Worksheet. (Prescribed in paras 3-16
and 3 17.)
DA Form 3357
Board Recommendation. (Prescribed in paras 3- 16 and 3-17.)
DA Form 3357-E
Board Recommendation—TACCS. (Prescribed in paras 8-25
and 8-26.)

Section IV
Referenced Forms
DA Form 2A
Personnel Qualification Record Part I.
DA Form 2-1
Personnel Qualification Record Hart I I .
DA Form 87.
Certificate of Training.
DA Form 268
Report to Suspend Favorable Personnel Actions (FLAG).
DA Form 2142
Pay Inquiry
DA Form 2442
Certificate of Achievement.
DA Form 2627
Record of Proceedings under Article 15, UCMJ.
DA Form 2627-2
Record of Supplementary Action Under Article 15, UCMJ.
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DA Form 3072-R
Waiver of Disqualification for Reenlisimenl/Promoiion in ihe
Regular Army.
DA Form 3168
Posihumous Promoiion.
DA Form 4187
Personnel Aciion.
DA Form 4187-E
Personnel Action—TACCS
DD Form 149
Application for Correction of Military or Naval Record Under
Ihe Provisions of Title 10, US Code, Sec 1552.
DD Form 1300
Report of Casualty.
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Glossary

Section I
Abbreviations
AAM
Army Achievement Medal
AARTS
American or Army Council on Education
Registry Transcript Syslem
ABCMR
Army Board for Correciion of Military
Records
ACASP
Army Civilian Acquired Skills Program
ACE
American Coucnil on Education
ACT
American College Tesi
ADT
aclive duty for training
AER
academic evaluation repori
AGR
Active Guard Reserve
AIT
advanced individual training
AMOS
addiiionally awarded miliiary occupa-
tional specially
ANCOC
Advanced Noncommissioned Officers'
Course
APFT
Army Physical Fitness Test
ARC
Army Recruiier Course
ARCOM
Army Commendaiion Medal
ARNGUS
Army National Guard of the United
States
ASEP
Advanced Skills Education Program
ASI
additional skill identifier
AWOL
absem withoul leave
BASD
basic aclive service date
Bcr
basic combat training

BESD
basic enlisted service dale
BNCOC
Basic Noncommissioned Officers' Course
BNSl
Balialion SI
BNS2
Battalion S2

74

BSEP
Basic Skills Education Program
CDR
commander
CE
course examination
CLEP
college level entrance program
CMF
career management field
CPL
corporal
CPMOS
career progression military occupational
speciality
C&S
command and siaff
CSM
Command Sergeant Major
DA
Department of the Army
DANTES
Defense Activity for Nontradilional Edu-
cation Support
DCSS
Declination of Continued Service Slale-
ment

DOR
dale of rank
DCSPER
Deputy Chief of Staff for Personnel

DOD
Department of Defense

EAD
entry on aclive duly
EB
enlistmeni bonus
EER
enlisted evaluation repori
EMF
enlisted masler file
ENRC
enlisled and flagged records

EPP
Enlisled Promotions Program
ESL
English as a Second Language
ETS
expiraiion term of service

FAO
Finance and Accounling Office
FLG
Flagged records

GCM
general court-martial

GCMCA
genera] court-martial convening authorily
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GED
general educaiion development
GRCH
grade change
HO
headquarters
HQDA
Headquarters, Department of the Army
IADT
initial aclive duly for training

IOPR
In- and out-processing
ISR
individual soldier's report
JACT
JUMPS Army corrector transaction
JUMPS
Joint Uniform Military Pay Syslem
LES
leave and earnings statement
LTC
lieutenant colonel
MACOM
major Army command
MCM
Manual for Courts-Martial
MIA
missing in action
MILPO
military personnel office(s)
MOI
memorandum of instructions
MSG
master sergeant
MSM
Meritorious Service MedaJ
MTF
medical treatment facility
MOS
military occupational specialty
MPRJ
Military Personnel Records Jacket, U.S.
Army
MMPF
master military pay file
NAC
National Agency Check
NCO
noncommissioned offer
NCOA
Noncommissioned Officer Academy
NCOES
Noncommissioned Officers Education
System
ocs
Officer Candidate School

OIC
officer in charge of
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OJE
on-the-job experience
OJT
on-ihe-job training
OMPF
official military personnel file
OSUT
one station unit Iraining
PAB
personnel aciions branch
PAC
Personnel and Adminislration Center
PAUT
Personnel Automalion Branch
PCS
permaneni change of slaiion
PEB
Physical Evaluaiion Board
PEBD
pay entry basic date
PED
promotion eligibilily daie
PERSCOM
U.S. Toial Army Personnel Command
PFC
privaie firsi class
P-fkhe
performance microfiche
PLC

. Primary Leadership Course
* PLDC

Primary Leadership Development Course
PMOS
primary military occupaiional specially
PMOSC
primary military occupational specially
code
PRMOS
promotion military occupaiional speciality
PRMS
promotion/progression military occupa-
tional speciality and promotion points
PROM
Promotions Work Cenler
PS
personnel support
PSC
Personnel Service Company

PSNCO
personnel staff noncommissioned officer
PTRO
Personnel Transaction by Originator
PVI
private El

k PV2
P privaie E2

QMP
Qualitative Management Program

RA
Regular Army
RMOS
recommended military occupational spe-
cialty
SA
Secretary of ihe Army
SFC
sergeant first class
SGM
sergeani major
SGT
sergeani
SIDPERS
Standard Installation/Division Personnel
System
SMOS
secondary miliiary occupaiional specially
SPC
specialist
SPF
SIDPERS personnel file
SQI
special qualifications identifiers
SQT
skill qualification tesi
SRB
special reenlistment bonus
SSD
single source data
SSF
SIDPERS slacker file
SSG
staff sergeani
SSN
social security number
STAB
Standby Advisory Board
SS
staff support
TACCS
Taciical Army Combai Service Suppori
Computer Syslem
TDA
table of distribution and allowances
TDRL
Temporary' Disability Reiircd List
TDY
lemporary duty

TIMIG
time in grade
TIS
time in service
TJAG
The Judge Advocate General
TOE
tables of organization and equipment

TPU
iroop program unil
TRADOC
U.S. Army Training and Doctrine Com-
mand
TSO
lest site officer
UCMJ
Uniform Code of Miliiary Justice
USAEREC
U.S. Army Enlisled Records and Evalua-
iion Cenicr
USAFAC
U.S. Army Finance and Accounting Cen-
ter
USAR
U.S. Army Reserve
USMA
Uniled Slates Miliiary Academy
USMAPS
U.S. Miliiary Academy Preparatory
School
UTL
unii iransmiilal letter
VRE
Volume Review Exercise

Section II
Terms
Active duty
Full-lime duly in the aciive miliiary ser-
vice of the Uniled Slaics. H includes
full-lime training duly, annual training
duty, and allendance, while in the active
military service, at a school designated as
a service school by law or by the secretary
of the miliiary departmem concerned, II
docs nol include full-lime Nalional Guard
duty.
Active status
The status of a Reserve commissioned
officer, olher than a commissioned war-
rant officer, who is not in ihe inactive
army National Guard or inaciive Air Na-
lioinal Guard, on an inaciive slalus list,
or in ihe Relired Reserve.
Appeallate authority
Commanders who have final authority lo
act on appeals.
Base operations
Specific installation-wide service (for ex-
ample, processing, retirement services, re-
tention, and casually area command ser-
vices).
Basic enlisled service date
Daie thai reflects total periods of enlisted
service, aclive or inaciive, as a member of
Regular and Reserve Componenls of the
Armed Forces of ihe United Slates. (Re-
quired for compulation of enlisled service
for promoiion 10 SFC, MSG, and SGM.
Includes adjustment prescribed for ihe
Army Acquired Skills Program.
Best qualified
Soldiers whom the DA Selection Board
deiermines to be the best qualified among
peers. Also has demonstrated integrity
and high moral standards.
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immanoer
A head of an Army Siaff or field operai-
ing agency or an officer wilh a position
title "commander" or "commandant."
Combat service support
The assistance provided operating forces
to sustain the bailie.
Command and staff
A siaff section headed by ihc comman-
der's senior miliiary personnel manager
(for example, inslallalion adjutant gen-
eral, division Gl/adjutant general, corps
adjutant general).
Creditable service
All Active or Reserve active stalus service
in ihe grade in which ordered to active
duly or higher lhai may be used lo
eslablish DORs under ihis regulation. Ser-
vice lhai is nol credible for this purpose
may be credilable for olher purposes.
Date of rank
The date on which an enlisted soldier was
appoinied or promoied in a particular
grade and the date used to determine
relative senioriiy for soldiers holding the
same grade.
De facto status
Member who was promoted by competent
authorily, performed duties of ihe higher
grade, and acceplcd pay and allowances
of the higher grade in good faith and
wilhoul inieni lo defraud.
Direct support
Thai support provided by ihe Personnel
Service Company.
Field promotion authority
A commander who may promote enlisted
soldiers to ihe grades PV2-SSG.
Grade
A step or degree, in a graduated scale of
office or military rank, thai is esiablished
and designated as a grade by law or
regulation.
Information technicians
Works in field systems division of Person-
nel Information Systems Command.
iDterservice transfer
A transfer between Uniformed Services by
an enlisted soldier.
Military personnel
The componenl of personnel service sup-
port lhai provides miliiary personnel sup-
port to soldiers and commanders in the
field.
Military personnel functions
The basis for single source regulations.
These functions subdivide military person-
nel operations in the field into manage-
able segmenis.
Official military personnel file
The official personnel file usually main-
lained on microfiche, composed of a per-
formance section, service section and, in
some cases, a resiricied access section.

Original appointment
The most recent appointment of a mem-
ber of the Armed Forces in a regular or
Reserve Component; refers to the most
recent appointmeni in thai componenl
lhai is neither a promoiion or a demo-
lion.
Personnel process
Descripiion of how lasks fit logether lo
support a funciion or a subfunction.
Personnel program
Functional work thai does nol depend on
major siandard lasks. Programs usually
lake ihe form of a service; for example,
ihe Youth Sponsorship Program.
Personnel service support
A subordinate elemenl of combai service
support. The managemeni and execuiion
of personnel related mailers, including
miliiary personnel, healih service, finance,
legal, military police, chaplain, personnel
aciion ofice, postal, and morale support.
Policy
General siatement governing objectives of
a functional area (within ihe purview of
the Office of the Deputy Chief of Siaff
for Personnel policy proponcni).
Posthumous promotion
A casualty promoied lo a higher grade
following his or her death.
Principle of support
Fundamenial objective associated with
each funciion. These objeciives specify
the reason for and source of manpower;
for example, to operate a promotion sys-
tem. Applicable in peace or war.
Procedure
A generic term 10 describe a number of
lasks in the aggregate.
Promotion list
A list of enlisted soldiers, by grade, rec-
ommended and approved for promoiion.
Promotion review authority
The commander having general court-
martial jurisdiction or the first Army
general officer in the chain of command
who has a judge advocate available.
Promotion sequence number
A number thai shows ihe rank order of a
soldier on a promoiion list.
Promotion/advancement instrument
Orders or a DA Form 4187.

Rank
The order of precedence among members
of the Armed Forces.
Rule
Guideline for performing a specific task.
Rules are associaied with specific task and
are mainlained by the funciional propo-
nent.
Separation
Discharge, release from active duly, or
retiremeni.

Standards of support
Statements describing how much or how
well Ihe Army expects to do the work.
Intenl is lo identify, for the senior lead-
ers, those major standards thai drive ihe
manpower cosi in ihe field. There are M
separate sei of slandards for peace and m
war.

Single source data
Sharing daia that is common lo more
than one functional system as opposed to
the separate redundant entry of dale into
more than one system.

Step
Sequenlial subdivision of a task. De-
scribes work at a level of detail allowing
execution.

Subfunclions
The subdivision of work within functions;
for example, the funciion of enlisted pro-
motions subdivides into enlisted advance-
ments, the semiceniralized system, and ihe
ceniraiized sysiem.

Subwork center
Subordinaie element of a work center.

Task
The major subdivision of a function or
subfunction. The lowest level of work
which has meaning to the doer. This
subdivision has a beginning, an ending,
and can be measured.

The adjutant general branch proponent fl
The Commandant of the Adjutant Gen-
eral School

The functional proponent
A person, usually in a field operating
agency, responsible for actually wriiing a
funciional regulation. Serves as product
manager to integrate each functional area
regulation.

The integrating cenler
The U.S. Army Service Support Center;
lhat is, the organization responsible for
deveoping ihe policy staiemenis for a
regulation.

The policy proponent
A person on the HQDA or higher staff
responsible for developing ihe policy
sialements for an Army regulation.

Uniformed Service
Thr Army, Navy, Air Force, Marine
Corps, Coast Guard, ihe Commissioned
Corps of ihe Public Healih Service, and
the Commissioned Corps of the National
Oceanic and Atmospheric Administration.

Work center
Clearly defined organization element rec- A
ognized by MS3 as the basis for man- "
power requirement.
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Index

Thta index is organized alphabetically by topic and
by subtopic within a topic. Topics and subtopics are
identified by paragraph number.

Acting NCO, 1-18
Adjustments, 3-24, 3-25
Advancements, lo

PV2, 2-3, 2-4
PFC and SPC/CPL, 2-5, 2-6

Appeal policy, 6-10, 6-11
Appoinimenis lo higher grade, 1-15
Army Board for Corrections of Military

Records, 1-11
Army Civilian Acquired Skills Program

2-9, 2-10
Bandspersons, special 5-1
Board results, 3-18, 4-6
Capiured soldiers, 1-21
Cenlralized promotions, 4-1
Ceremonies, promoiion, 1-25
Certificaie, promotion, 1-25, 4-13
Commandani, Adjuiani General School

Responsibilities of, 1-4
Commanding General, PERSCOM

Responsibilities of, J-4
Computing time in grade and time in

service, 1-14
Criteria, eligibility for

Promotion, 3-11, 4-1
Reduction, for inefficiency, 6-6

Critically ill soldiers, 1-22
Cutoff scores, 3-34, 3-35

Data clement, 1-27
Data input

Control, 7-4
1ACT, 7-6
PRMS, 7-7

Date of rank, I- 13, 3-34, 4 12
Decentralized advancements, 2-1
Declinalion of promotion, 4-14
Defacto stalus, 1-17
Delay of promotion, 1-11
Deputy Chief of Staff for Personnel

Responsibilities of, 1-4
Detained soldiers, 1-21

Effective dales
Promotion, 4-12
Reduction, 6-13

Erroneous promotions, 1-17, 2-11, 2-12

Finance managemenl reports, 7-8
Finance output, 7-9
Flags, 1-11
Frock ing, 1-19

Geographical separation from promotion
auihorily, 3-9

Hospitalized soldiers, 3-8
Inefficiency, reduction for, 6-5, 6-6
JUMPS, 2-13, 2-14, 2-15
Key events, 3-2
Levels of work, 1-6
Manpower resources, 1-5
Misconduct, reduciion for, 6-3J
Missing soldiers, 1-21
Monthly promotions, 4-7
Nonpromoiable slaius, 1-10
Orders

Promotion, 3-34, 4-12
Reduction, 6-12

Pay inquiries, 2-13, 2-14, 2-15, 2-16,
3_44, 4-20

Posihumous promotions, 1-24
Preboard processing, 4-10
Precedence of relative rank, 1-12
Principles of support, 1-7
Promotion to

SGT and SSG, 3-11
SFC through SGM, 4-1

Promotion boards, 3-16, 4-3
Promotion lisi, 3-18, 4-12
Promotion packet, 3-6, 3-38, 3-39,

3-40, 3-42, 3-43

Reason codes, 3-10
Reclassified soldiers, 3-26, 4-9
Recommendations 10 SGT and SSG,

3-12
Recompuiations, 3-22, 3-23
Reconciliation of personnel daia files,

1-28
Reduction, for

Inefficiency, 6-5, 6-6
Misconduct, 6-3
Other, 6-15, 6-16

Reduction authority, 6-2
Reduction board, 6-7, 6-8, 6-9
Reduction in grade, 6-1, 6-2, 6-3, 6-5,

6-6

Reevaluations, 3-20
Reinstaiement, 3-32
Removal boards, 3-30
Removal from a promoiion list, 3-28,

3-29, 4-18, 4-19
Restoration to former grade, 6-14
Results of promotion selection board,

3-18
Righis of Ihe soldier, 6-10
Scheduling work, 3-2
Secondary zone, 3-4
Securiiy clearance requirement, 1-16
Semiceniralized promotions, 1-8, 3-1
Service remaining obligation, 3-36, 4-8
SIDPERS, 1-26, 3-18, 7-1
Single source daia, 1-26
Skills qualification test, 3-6
Special promotion categories, 3-7
Standards of service, 1-8
Standby Advisory Board, 4-16
Studcnis, 1-20
Suspension of favorable personnel

action, 1-11
Tactical Army Combat Service Support

Computer Syslem COI Reports,
8-6, 8-7

DA Form 3355-E, steps for preparation
of. 8-23, 8-24

DA Form 3357-E, sleps for preparation
of, 8-25, 8-26

DA Form 4187-E, sleps for preparation
of, 8-11, 8-12

Operation, 8-4, 8-5
Precondition memorandum, prepara-

tion of, 8-29, 8-30
Promotion board member, preparation

of appoimment, 8-21, 8-31, 8-32
Service Obligation Memorandum, prep-

aration of, 8-29 and 8-30
Waiver allocation, 8-9, 8-10

Temporary Disability Retired Lisi, 1-23
The Judge Advocate General

Responsibilities of, 1-4
Transactions

Grade change, 7-1
Promotion, 7-1
Reduction, 7-1
SIDPERS, 7-1

Waiver allocations, 2-7, 2-8
Waiver authorily, 3-5
Wartime standards, 1-8
Wriucn communications, 4-5
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