DEPARTMENT OF THE ARMY
HEADQUARTERS, 26" AREA SUPPORT GROUP
UNIT 29237
APO AE 09102

1 August 2004

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: 26th ASG Commander, Staff Memorandum 1A, Personnel — General,
Management of Officer Evaluation Reports

This memorandum expires one year from date of publication

1. References:
a. AR 623-105, Officer Evaluation Reporting System, 1 April 1998.
b. USAREUR Regulation 623-105, Processing Officer Evaluation Reports, 16 July 1998.

2. This SOP defines responsibilities and procedures for the management of officer
evaluation (OER) reporting. Report management provides for: the initial identification of
rated officers, the approval of and continuous update of the rating chain (also known as the
rating scheme), the type of OER report required, whether a mandatory or optional report and
when next due, submission of draft reports and comments, and the internal control of reports
within Base Support Battalions (BSB) and Area Support Group (ASG) staff. Emphasis is
placed on weekly reminders of OER coming due, delivery of draft reports to the ASG, the
timely completion of final reports from draft comments, and the process to schedule officers
for face-to-face counseling, completion and sending the reports to Personnel Service
elements for submission to HQDA. The SOP applies to anyone charged with the handling or
completion of OERs within 26™ ASG.

3. The Officer Evaluation Report is not an end tool. It has the distinct advantage of being
able to be used to link performance to missions, enhance leader development, and the
development of Soldiers and the workforce below the leader. It is a primary tool for
obtaining performance information for use during promotion boards and training
recommendations. Properly completed OERs permit a view of an officer’s potential for
increased utilization throughout the Army.

/sl
Encl ROBERT C. RUSH, JR
OER Management Colonel, IN

Commanding



DISTRIBUTION:
For Action:

1 — Each Staff Section, 26™ ASG

1 — Commander, 1-214™ AVN BN

1 - Commander, 233d BSB

1 — Commander, 293d BSB

1 - Commander, 411" BSB

1 — Commander, 415" BSB

1- Adjutant, 26™ ASG

1-8-2/3, 26" ASG

1 - Director Of Logistics, 26™ ASG

1 - Provost Marshall Office, 26™ ASG
1 — Resource Management, 26" ASG
1 — Staff Judge Advocate, 26" ASG

1 — Public Affairs Officer, 26" ASG
1-AMSO, 26" ASG

1 - Chaplain, 26™ ASG

1 — Safety Officer, 26" ASG

1 — Department of Public Works, 26" ASG
1-GRA, 26" ASG

1 — Inspector General, 26™ ASG

For Information:

1-HQ, IMA-E
1 — Commander, 1% PERSCOM



Officer Evaluation Report Management

1. General: BSB and ASG staff elements will adhere to the following OER processing steps
shown below.

a. AR 623-105 governs The Officer Evaluation Report System and is supplemented in
USAREUR to provide for processing of completed reports.

b. DA Form 67-9 (Officer Evaluation Report), Oct 07, and DA Form 67-9-1 (Officer
Evaluation Report Support Form), Oct 97 will be used.

c. ASG and BSB Administrators will prepare and submit OER shells to rated officers 30
days prior to the completion of the rating period (the thru date of the report). The rated
officers will verify administrative data and complete Part 111 of DA Form 67-9.

d. The ASG OER Manager will develop and distribute via email a weekly OER reminder
list of annual evaluations with an ending date (thru date) occurring within 30 days of the date
of the reminder report. This information will be derived from the monthly BSB and ASG
staff rating chains/rating schemes, and from any other information affecting the officer, e.g.,
change of rater, change of duty, etc.

e. Rated officers also bear responsibility for the accuracy and timeliness of their
reports. They should know when their next reports are due, strive to provide raters
with accurate support forms, and except for annual reports, should ensure rating chain
administrators know reports may be due because of change of command, change of
rater, change of duty, or similar circumstances.

f. Rating officials will complete applicable parts of DA Form 67-9, and if any type of
rating activity is executed by the 26™ ASG Commander the reports will be sent to the ASG
OER Manager to arrive a minimum of 15 days prior to the completion of the rating period.

g. The ASG OER Manager will review reports on the day of receipt and where possible,
correct minor report deficiencies or cause the report to be returned to the originating unit.
Preparing activities should strive to submit reports without errors. All reports will be
reviewed for spelling and use of grammar before they arrive at 26" ASG HQ. If required to
be returned to the unit or ASG staff activity, deficient reports will be corrected, signed
if applicable and returned to the ASG OER Manager within 48 hours of receipt in that
unit or ASG staff activity.

h. First time (in draft) reports will be routed to the ASG Commander and following
return with his comments, will be prepared by the ASG OER Manager in final form within
two (2) working days of receipt. Reports will be held in the ASG Command Group awaiting
arrival of the rated officer for the review of the report, and face to face counseling, report
signature by the ASG Commander. The ASG OER Manager will coordinate counseling
dates with the Commander’s Secretary and with the rated officer.

i. Officers due change of rater OER because of PCS/ETS or movement to a new duty



location will see the ASG Commander for counseling and report signature not later than 15
days prior to departure date.

j. Army timelines for submission of OER will be met.

(1) OERs for active duty officers will be considered on time if the OER reaches
HQDA within 90 calendar days after the thru date of the report.

(2) OERs for reserve officers on active duty will be considered on time if the OER
reaches AR PERSCOM within 120 days after the thru date of the report.

2. Rating chains, rating scheme:
a. Will be designated, approved and maintained in accordance with AR 623-105.
b. Will include the date on which each rating official was designated.

c. Will be authenticated by the Commander, published to show an effective date and a
copy provided to each rated officer and each rated official.

d. Can be annotated to show duty changes, rating official changes.

e. Will be published monthly as authenticated revisions, with effective dates, provided
again to each rated officer and rating official, and copies provided to supporting Personnel
Service units; will be updated daily if conditions merit a change in OER thru dates.

f. A copy of the initial rating chain, rating scheme and each monthly update will be
provided to the following (call the ASG Adjutant for individual names and email
addresses of personnel in positions below, DSN 373-1320):

26™ ASG OER Manager (email: )

26™ ASG Adjutant (email: )

26™ ASG Command Group Operations Manager
(email: )

g. The ASG OER Manager will be notified via email in the event of any DEROS change
or any activity that would generate a change to the end date of a report.

3. Types of reports (other than initial tour as regards 26™ ASG and subordinate units).



a. Change of rater — Mandatory report when the rated officer ceases to serve under the
immediate supervision of the rater and minimum rating qualifications has been met. Officers
departing commands whether on permanent change of station or between organizations will
be provided change of rater reports.

b. Change of duty — Mandatory report when the rated officer has a change in principal
duty, even though the rater remains the same.

c. Annual evaluation — Mandatory report on completion of one calendar year of duty
following the “thru” date of the last report.

d. TDY or Special Duty — Mandatory report as based on specific conditions outlined in
paragraph 3-43, reference la.

e. Relief for Cause — Mandatory report regardless of the rating period, defined as an
early
release of an officer from a specific duty or assignment directed by superior authority and
based on a decision that the officer has failed in his or per performance of duty.

f. PERSCOM directed — Mandatory report when PERSCOM decides there is a need for
a report.

g. Senior Rater Option — Optional report when a change in senior rater occurs, and the
senior rater may direct a report on any officer for whom he or she is the senior rater, and
specific conditions are met (paragraph 3-54, reference 1a).

h. Rater option — Optional report based on specific conditions as outlined in paragraph
3-40 through 3-44, reference 1la.

i. Sixty day option — Optional report based on specific conditions as outlined in
paragraph 3-40 through 3-44, reference 1a, there are fewer than 90 calendar days but more
than 59 calendar days (excluding non-rated periods) in the rating period, the rated officer is
serving in an overseas command designated for short tour, the senior rater must meet the
minimum time-in position.

4. Management Procedures.

a. Base Support Battalion (BSB):

(1) BSB Commanders ensure rating chain lists and the identification of officers who
require OER, beginning and thru dates, and type report.

(2) Ensure report status is a discussion topic at weekly Command and Staff updates.

(3) Ensure OERSs requiring action by the 26™ ASG Commander follow guidelines
below:



(@) Placed in pocketed file folders, labeled externally with the attached cover
sheet.

(b) Include a 3 %2” diskette with OER and/or draft comments
(c) File folders will include, in addition to the 3 %2 diskette:

(1) Four (4) copies of the front page of the OER, free of errors with rater or
intermediate rater signatures on all pages. The second page will be left blank. Information
for the second page will be on the diskette.

(2) legible or typed draft comments appropriate to the rating official (rater,
intermediate rater, senior rater).

(3) OER Support Form. The most recent edition of the individual’s Officer
Record Brief (ORB) in hard copy and a copy will be electronically forwarded (sent via
email) to the OER Manager at the same time the OER file folder is being delivered.

(4) Deliver folders directly to the 26™ ASG Command Group OER Manager. Files
containing OERs will not be placed into distribution, placed in distribution centers or given
to other administrative personnel.

(5) On notification, require officers to be present in the 26" ASG Command Group to
review their completed reports, receive Commander’s interview/counseling, sign reports.

(6) Expeditiously submit approved, signed reports by transmittal to the supporting
Personnel Detachment, and on their return, send by transmittal to HQDA OER Branch.
Provide the 26™ ASG OER Manager a copy of the document transmitting the report to
HQDA.

b. 26" ASG:

(1) OER Manager: Ensures that NO OER enter the Commander’s Office — unless
logged, are presented for his initial review, or prepared for final signature with officer
present for counseling.

(@) Conduct daily coordination with ASG and BSB staff;
determine status of reports being processed and those which require processing 30 days out
from the thru date.

(b) Publish ASG HQ OER rating scheme.

(c) Monitor receipt of monthly BSB rating scheme.

(d) Receive, log incoming OER folders, route to ASG Commander.



(e) On return from ASG Commander: immediately type comments from drafts by
the 26™ ASG Commander, coordinates, schedules interview for the rated officer with
Commander’s Secretary, and on interview date ensure the officer reviews the OER before
counseling.

(f) Ensure NO OER files remain in the HQ without action over 48 hours.

(g) On completion of counseling, signatures, route to appropriate Personnel
Detachment.

(h) Compile, brief weekly OER status at Command/Staff Updates.
(i) Maintains paper copy of all completed or forwarded OER.

5. Non-Negotiable: The ASG Commander will see reports only twice, under the following
circumstances:

(@) Initial receipt of draft reports for review and comments
(b) During counseling of the rated officer, and signature on applicable report. The

rated officer will have read the report before reporting for counseling, usually accomplished
in the Command Suite, HQ, 26™ ASG.
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EVALUATION
REPORT

Rated Officer

Unit

—_—

26" ASG Form DRAFT/TEST, June 2004
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OER Processing Steps

Officer and rating chain prepare and maintain counseling record, DA Form 67-9-1
BSB, ASG prepare, distribute, maintain rating schemes

BSB, ASG prepare, distribute OER shell to rated officer 45 days prior to thru date of
report, Part | completed

Rated officer completes Parts I1-111
Rater, Intermediate Rater, Senior Rater complete Parts IV-VII

If ASG CDR in rating chain, report arrives at ASG OER Manager minimum 30 days
prior to thru date of report

ASG OER Manager reviews OER file for required contents, notes, drafts, routes to
ASG Commander, on return completes OER within 48 hours, coordinates with
Commander’s Secretary and rated officer for OER review and face-to-face
counseling with ASG Commander

If the ASG CDR is the rater, before his verbiage/comments leave the HQ as part of a
draft to the next higher level, he will discuss those comments with the rated officer.

Reminder that report administrators at all levels will strive to ensure reports are
accurate before they arrive at the ASG HQ (and within respective commands).
Return of deficient reports to units or ASG staff will be the exception. Minor
corrections will be made by the ASG OER Manager under the following conditions:

B Corrections are clean and neat and do not detract from HQDA capability to
place reports on the officer’s OMPF

B The careful use of White Out is permitted
B The rated officer must see all changes
B No change will be made that would render a report adverse

B Corrections will not be initialed
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DA FORM 67-9 (FRONT SIDE)

1. Rated Officer signs last
2. AKO email address
3. Scope of Responsibilities

4. No 1s Bad 1n any block for
values, attributes and skills

Leader Word Picture - No “School
Solution”

5. APFT

6. For Evaluation of Raters of LTs
and WO s



DA FORM 67-9 (RETERSE SIDE)

o = = =
* Show potential as separate
paragraph in this block

o .-d.o..go-- 0 5

D ABOVECENTER OF MASS

[ cenreror mass

] BELOW CENTERGF MASS
RETAIN

O BELOW CENTER OF MASS
DO NGT RETAIN
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7. See guidance of
paragraph 3-20



< 2

. Include potential comments (conunents which address future) in both the
rater and seruor rater narratives. Put them at the end of the narrative.

+  Make sure reports are signed by all parties ( rater, mtermediate rater,
sentor rater, and rated officer). Some reports arrive at PERSCOM without
signatures.

+  Provide accurate social security numbers.

. When applicable, include unique skills (see page 8 for examples).

. When rated officers have been selected for promotion, and are serving in
an authorized posttion for the grade to wluch they are to be promoted, enter <P~

next to thew current grade (e.g. CPTP, LTCP, CW2P). These reports will be
profiled agamst the promotable grade population.

12



*  Don’t evaluate potential in the Unique Skills box, part Ve.

*  Don’t add gimmicks to narratives (e.g. bolding, bullet comments,
underlining, picture framing, etc.) Reports will be returned.

* Raters: Don’tforget potential comments in Part Vb. They are
mandatory.

Bolding is the most often
used Gimmick.

Do Not @ BOLD Narrative
Comiments

13



Sample Rating Scheme

26"" ASG HEADQUARTERS OFFICER RATING SCHEME

RATED
OFFICER DOR DEROS RATER INTERMEDIATE
RUSH, ROBERT C. HALL, RUSSELL
NAME, NAME 20010201 20050708 JR. B.
COL, IN, SES,
LTC, IN, 000-00-0000 000-00-0000 000-00-0000
BSB
COMMANDER ASG COMMANDER DIR, IMA-E
NAME.NAME
@ robertc.rush@ russell.hall@

EFF DT: 20020819

1. Rating scheme will be monitored daily and as exception to AR 623-105,

updated monthly
2. The above OER Rating Scheme is provided effective 1 July 2004.
3. Point of contact for this rating scheme is: (name and DSN)

14

LAST
SENIOR RATER OER

NAME, NAME C. 20030902
BGEN,
000-00-0000

CDR, 21st TSC

bennie.williams@

NAME.NAME
GRADE,
BRANCH

Commanding

NEXT
OER
DUE

20040902
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