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SUBJECT:  Command Guidance Memorandum 1-4-00, OER/NCOER Processing Procedures.

1. REFERENCES:

a. AR 623-105, Officer Evaluation Reporting System.

b.
AR 623-205, Noncommissioned Officer Evaluation Reporting System.

2. PURPOSE.  To establish and standardize the procedures for processing OERs/NCOERs.

3. SCOPE.  This command guidance memorandum applies to all personnel assigned or attached to the 4th Infantry Division Artillery.

4. POLICY.  

a. Standards.  Personnel managers and leaders at all levels must ensure all evaluation reports are initiated and completed in a timely manner and that they are error free prior to submission to the 502nd Personnel Services Battalion (PSB).  This includes proof reading the report for all required entries, completeness and accuracy, the proper signatures, and correct spelling.

b. Rating Schemes.  The commander is responsible for determine official rating schemes.  These are published by name with the effective dates of each rating official.  Rating schemes (officer/NCO) must be published by name and a copy made available to each rated individual and each member of the rating scheme.  No one below the rank of captain will be a reviewer on an NCOER.  The battalion S1 is responsible for updating this document when changes occur and forwarding those changes to the DIVARTY S1.  Rating schemes should be reviewed and updated monthly.  (The DIVARTY Commander senior rates all captains within the DIVARTY, except those that were promoted during the rating period.
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c. Tracking.  PACs must manage and establish a suspense system to track all reports (i.e. change of rater, annual, etc.) to ensure timely completion.  As a rule, evaluation reports should be initiated 30 days before the through date for the OERs and end of month for NCOERs.  This should allow all rating officials enough time to complete their part on the report.  The PAC must track these reports throughout the entire process.  All evaluation reports are due to the PSB within 60 days after the through date or end of month.  The Division Artillery Commander’s goal is all reports received at the PSB and PERSCOM error free and within the given timeline.  Therefore, timely initiation of reports is essential, and timely completion is imperative.

d. Command Group.  All evaluations that require DIVARTY Commander or CSM rating or review must be forwarded to the DIVARTY S1 for review and routing.

(1) A packaged copy on Form Filler/Flow of the OER/NCOER will be submitted via e-mail addressed to the DIVARTY S1 NLT 10 days after the individual’s through date for OERs and 10 days past the through month for NCOERs.

(2) A hard copy of the OER/NCOER will be submitted (same day as the e-mail copy) copy to the DIVARTY S1 for administrative review.  Incomplete or erroneous evaluations will be returned for corrections prior to any actions by the command group.

(a) NCOERs.  After the administrative review by the S1, NCOERs will be forwarded to the DIVARTY CSM for his review/signature.  All senior NCOs (grades E7-E8) who are blocked less tham 1X1 will be seen by the DIVARTY CSM with his/her NCOER counseling.

(b) OERs.  Hard copy OER packets must include the DA Form 67-9-1, Officer Evaluation Support Form, dated and authenticated by rated officer, rater, and intermediate rater, if applicable.  Once the senior rater portion of the OER is complete, the rated officer will be scheduled on the DIVARTY Commander’s calendar and subsequently counseled by the DIVARTY Commander.  All signatures (rater and intermediate rater) will be attained prior 
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to the officer’s counseling.  The rated officers counseling by his/her rater needs to be complete prior to the senior rater’s counseling as well.  The rated officer and senior rater will sign upon completion of the counseling session.

e. Timelines.  OERs/NCOERs will be received by the S1 for administrative           review NLT 10 days after the through date for OERs and 10 days after the     through month for NCOERS.  This allows the command group adequate time to review for errors, schedule counseling, and conduct counseling prior to the submission of the OER/NCOER to the PSB.  Late reports are defined as reports that are received by the command group (after the DIVARTY S1s administrative review) outside of the 10 days given after the through date of the OER or through the month of the NCOER.

f. Report Completion.  After reports are completed in the command group, the S1 will ensure the reports are forwarded to the PSB within 60 days of the through date for OERs and 60 days after the through month for NCOERs.

g. Battalion level OERs/NCOERs.  Battalion PACs will group completed OERs and NCOERs (which do not need the command group’s rating or review) separately and forward these reports to the 502nd PSB on DA Form 200, Transmittal Record.  The latest version of the form is dated September 1998.  Transmittals will list the soldier’s name, rank, period of report, and the type of report.

h. Counseling.  Leaders at all levels should ensure rated individuals are counseled quarterly during the rating period and afforded the opportunity to review the completed evaluation prior to departure from this command.
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1. OER Flow Chart
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