	 eMILPO OPERATIONS

	AREA
	YES
	NO
	REMARKS

	1.  REFERENCE MATERIAL:                                          
	
	
	

	     a. eMILPO User’s Manual, 14 Feb 03
	
	
	

	     b. eMILPO Functional Guide, 31 Jul 04
	
	
	

	c. AR 600-8-6, 24 Sep 98, Personnel Accounting and Strength Report
	
	
	

	     d. AR 600-8-11, 1 Oct 90, Reassignments
	
	
	

	     e. AR 600-8-101, 18 Jul 03, Personnel In/Out Processing
	
	
	

	      f. AR 600-8-105, 28 Oct 94, Military Orders
	
	
	

	     g. AR 614-100, 20 Sep 00, Officer Assignment Policy, Details, and Transfer
	
	
	

	     h. AR 614-200, 30 Apr 03, Enlisted Assignment and Utilization
	
	
	

	     i.  Local Policy and Battalion SOP
	
	
	

	2.  SYSTEM USER ACCOUNT MANAGEMENT
	
	
	

	     a. All PAS personnel have access to the TT automated system.
	
	
	

	     b. All PAS personnel have access to ePortfolio.
	
	
	

	     c. All PAS personnel have access to EDAS.
	
	
	

	     d. PAS NCOIC/Section submit request to PAB for accounts for all PSD personnel and supported units.
	
	
	

	     e. PAS NCOIC/Section verify personnel in each section.  Supported units have appropriate access level and right to perform their daily mission.
	
	
	

	3.  Unit Personnel Accountability Report (AAA-162) Reconciliation eMILPO Functional Guide 
	
	
	

	     a. Performs bi-monthly reconciliation of the Unit’s AAA-162, Alpha Roster (AAA-342), Unit Personnel Accountability Notices Report (AAA-165), and Suspension of Favorable Personnel Action Report (AAA-095). Pgs 205, 224-225
	
	
	

	     b. Procedures in place to correct the database.  All noted discrepancies researched and corrected prior to the next AAA-162 scrub.  Pg 224
	
	
	

	     c. PAS receives EOM UPAR report timely from units and reports are properly annotated and authenticated by commander.  Pg 225
	
	
	

	     d. PAS monitors the reports properly to ensure the unit strength and database accuracy.  Pg 225
	
	
	

	     e. PAS coordinates with units to ensure all corrective actions are made within 72 hours.  
	
	
	

	     f. Unit forwards a copy of the reconciled and signed (Unit Commander) EOM AAA-162 report to the PAS and the original maintained at PAS.  Pg 225
	
	
	

	     g.  AAA-162 filed IAW ARIMS File Number, 600-8c.  Pg 225
	
	
	


	 eMILPO OPERATIONS

	AREA
	YES
	NO
	REMARKS

	     h.  PAS maintains AAA-162 in file for current year and transfer with the required memorandum to Records Holding Area (RHA).  Pg 225
	
	
	

	4.  Unit Identification Codes (UIC)   
	
	
	

	     a.  PAS produces and reviews the TAPDB Organization Change Report (AAA-080) report from datastore daily for discrepancies or changes to supported units.  Pg 193
	
	
	

	     b.  PAS has visibility and accountability of all supported active UICs.  Pg 198
	
	
	

	     c.  PAS validates the UIC hierarchy with PAB. 
	
	
	

	     d.  PAS ensures that all S-1 clerks have access to all UICs of all supported units.
	
	
	

	5.    Unit Personnel Accountability Notices (AAA-165) Reconciliation  
	
	
	

	     a.  AAA-165 ran and printed daily.  Pg 231
	
	
	

	     b.  Expired DEROS Report retrieved daily from ePortfolio.
	
	
	

	     c. A daily coordination with units is made to resolve discrepancies.  Pg 231
	
	
	

	     d. AAA-165 reports retained and disposed of properly.     Pg 231
	
	
	

	     e. PAS monitors and checks the status of soldiers AWOL over 25 days that appears on AAA-165.  Pg 230
	
	
	

	6.  eMILPO Training and Help Program
	
	
	

	     a. Conducts the local analyst sustainment training.
	
	
	

	     b. Conducts the PSD clerk sustainment training.
	
	
	

	     c. Conducts the Unit clerk sustainment training.
	
	
	

	7.  Personnel Asset Inventory (PAI)  
	
	
	

	     a. PAS ensures the PAI is conducted as required eMILPO Functional Guide.  Pg 264
	
	
	

	     b. PAS maintains completed copies of all supported units’ latest PAI filed under ARIMS File number 680-31a.  Pg 262
	
	
	

	     c. Upon unit request PAS sends a rep to units conducting PAI to ensure PAI is conducted properly and sign in Part III, DA Form 3986-R.  Pg 262
	
	
	

	     d. PAS ensures that there is no soldier on the 30 days pass due Error Report prior to PAI.  Pg 261
	
	
	

	     e. PAS ensures that the unit attach all supporting documentations of personnel not present at the PAI, i.e., DA Form 31, DD Form 1610, Quarters Slip, Reassignment Orders.  Pg 263
	
	
	

	     f. Reports retained and disposed of properly IAW AR 25-400-2 (ARIMS).  
	
	
	

	  --------------------------------------------------------------------------------------------------------------------------------------------------------
	
	
	


	 eMILPO OPERATIONS

	AREA
	YES
	NO
	REMARKS

	REMARKS/RECOMMENDATIONS:




	OFFICER RECORDS REVIEW CHECKLIST

	NAME:
	SSN:
	GR:

	UNIT:
	
	DATE:

	CASUALTY DOCUMENTS

	DD Fm 93 
	Reviewed in last 12 months: *      Yes/No   
	Review date initialed: * Yes/No
	Form signed: *
Yes/No
	Completed correctly: * Yes/No    

	* Key Element
	NOK phone number present:        Yes/No
	
	
	

	SGLV-8286
	Reviewed in last 12 months: *      Yes/No
	Review date initialed: * Yes/No
	Form signed: *
Yes/No
	Completed correctly: * Yes/No

	* Key Element
	Amount of Insurance initialed:       Yes/No/NA
	Counseled for unusual designation:  Yes/No/NA
	
	

	Remarks:



	OFFICER PERSONNEL QUALIFICATION RECORD-ORB

 (KEY ELEMENTS)

	DATA ELEMENT

* Key Element
	GO
	NO

GO
	DATA ELEMENT

* Key Element
	GO
	NO GO
	DATA ELEMENT

* Key Element
	GO
	NO GO

	NAME*
	
	
	TYPE OF ORIG APPT*
	
	
	CEL*
	
	

	GRADE/ADOR**
	
	
	DOB*
	
	
	DATE OF LAST PCS*
	
	

	SSN*
	
	
	PLACE OF BIRTH*
	
	
	DATE OF LAST OER*
	
	

	BRANCH*
	
	
	COUNTRY OF CITZENSHIP*
	
	
	CURRENT ORGANIZATION*
	
	

	COMPONENT*
	
	
	SEX*
	
	
	DUTY TITLE*
	
	

	DEROS*
	
	
	# OF DEPNS*
	
	
	DMOS/SSI*
	
	

	BR CODE/MOS*
	
	
	RELIGION*
	
	
	DATE OF LAST PHOTO*
	
	

	BASD*
	
	
	MARITIAL STATUS*
	
	
	OS/DUTY
	
	

	EAD DATE*
	
	
	PULHES*
	
	
	CONUS DEPARTURE DATE
	
	

	BASIC DATE OF APPT*
	
	
	MAILING ADDRESS*
	
	
	DATE DEPNS ARRIVED OS
	
	

	SOURCE OF ORIG APPT*
	
	
	MEL*
	
	
	CURRENT SVC AGRMT/EXPR DATE
	
	

	REMARKS
	Minimum Documentation
	GO
	NO GO

	
	SGLV Form 8286*
	
	

	
	DD Fm 93*
	
	

	
	Current ORB (AAA-348)*
	
	


	OFFICER RECORDS/ PROMOTIONSCHECKLIST

	1.  DA CENTRALIZED BOARD PROCEDURES:
	YES
	NO
	REMARKS

	     a. Queries ran to identify eligible officers.
	
	
	

	     b. All eligible officers and their commanders notified within 15 days following the receipt of the message.  

How notified?
	
	
	

	     c. Systems in place to monitor/track officer’s review of their ORB.  AR 600-8-104, para 4-9 & 10, Table 4-1 & 4-5, Pg 44-68 website
	
	
	

	     d. Procedures in place to identify officers eligible for Promotion Reports/Complete the Record.  AR 623-105, para 45, Pg 23 and para 3-53, Pg 25, website
	
	
	

	     e. Procedures in place to monitor the review of ORBs to include officers in transit at IOP.
	
	
	

	     f. ORBs forwarded to arrive HRC by the established suspense date.
	
	
	

	2.  FILE MAINTENANCE:
	YES
	  NO
	             REMARKS

	    All files maintained IAW AR 25-400-2, 18 Apr 03.
	
	
	

	REMARKS/RECOMMANDATIONS:




	OFFICER RECORDS REVIEW RECORD ROLL-UP

	AAA-345/DD Fm 93
	GO
	NO GO
	% (SAT)
	                              REMARKS

	Reviewed in last 12 months
	
	
	
	

	Review date initialed
	
	
	
	

	Form signed
	
	
	
	

	Form completed correctly
	
	
	
	

	AAA-346/SGLV 8286
	
	
	
	

	Reviewed in last 12 months
	
	
	
	

	Review date initialed
	
	
	
	

	Form signed
	
	
	
	

	Form completed correctly
	
	
	
	

	ORB
	
	
	
	

	NAME
	
	
	
	

	GRADE/ADOR
	
	
	
	

	SSN 
	
	
	
	

	BRANCH
	
	
	
	

	COMPONENT
	
	
	
	

	DEROS
	
	
	
	

	BR CODE/MOS
	
	
	
	

	BASD
	
	
	
	

	EAD Date
	
	
	
	

	Basic Date of Apt.
	
	
	
	

	Source of Orig Apt.
	
	
	
	

	Type of Orig Apt.
	
	
	
	

	Curr Svc Agree/Expr Date
	
	
	
	

	DOB
	
	
	
	

	Place of Birth
	
	
	
	

	Country of Citz.
	
	
	
	

	Sex
	
	
	
	

	# of Depns.
	
	
	
	

	Religion
	
	
	
	

	Marital Status
	
	
	
	

	PULHES
	
	
	
	

	Mailing Address
	
	
	
	

	MEL
	
	
	
	

	CEL
	
	
	
	

	Date of Last PCS
	
	
	
	

	Date of Last OER
	
	
	
	

	Current Organization
	
	
	
	

	Duty Title
	
	
	
	

	DMOS/SSI
	
	
	
	

	Date of Last Photo
	
	
	
	


	OFFICER RECORDS REVIEW RECORD ROLL-UP

	Minimum Documentation
	GO
	NO GO
	% (SAT)
	                                  REMARKS

	AAA-345/DD Fm 93
	
	
	
	

	AAA-346/SGLV 8286
	
	
	
	

	Current ORB
	
	
	
	

	REMARKS/RECOMMENDATIONS:




	ENLISTED RECORDS REVIEW CHECKLIST

	NAME:
	SSN:
	GR:

	UNIT:
	
	DATE:

	CASUALTY DOCUMENTS

	DD Fm 93 

Manual   /  e-MILPO
	Reviewed in last 12 months: *      Yes/No   
	Review date initialed: * Yes/No
	Form signed: *

Yes/No
	Completed correctly: * Yes/No    

	* Key Element
	NOK phone number present:        Yes/No
	
	
	

	SGLV-8286

Manual   /   e-MILPO
	Reviewed in last 12 months: *      Yes/No
	Review date initialed: * Yes/No
	Form signed: *

Yes/No
	Completed correctly: * Yes/No

	* Key Element
	Amount of Insurance initialed:       Yes/No/NA
	Counseled for unusual designation:  Yes/No/NA
	
	

	Remarks:



	ENLISTED PERSONNEL QUALIFICATION RECORD-ERB

 (KEY ELEMENTS)

	DATA ELEMENT

* Key Element
	GO
	NO GO
	DATA ELEMENT

* Key Element
	GO
	NO GO
	DATA ELEMENT

* Key Element
	GO
	NO GO

	NAME*
	
	
	RANK - DOR*
	
	
	PMOS*
	
	

	SSN*
	
	
	COMP*
	
	
	OVERSEAS DUTY
	
	

	Conus Departure Date OS*
	
	
	ASVAB DATE / SCORES
	
	
	AEA /Date
	
	

	FLAG CODE
	
	
	FLAG DATE
	
	
	FLAG EXP DATE
	
	

	PSI STATUS
	
	
	PSI INVI INITI
	
	
	PAS INVEST COMPL
	
	

	BASD
	
	
	PEBD
	
	
	ETS
	
	

	DIEMS
	
	
	ERUP
	
	
	# DAYS LOST
	
	

	AGCM DATE
	
	
	AGCM ELIG DATE
	
	
	RANK HISTORY
	
	

	DOB
	
	
	BIRTHPLACE
	
	
	CITIZENSHIP
	
	

	# OF DEPNS
	
	
	RELIGION
	
	
	MARTIAL STATUS
	
	

	PULHES
	
	
	PHYSICAL CATERGORY
	
	
	LAST PHYSICAL

EXAM
	
	

	MMRB RESULTS
	
	
	HOME OF RECORD
	
	
	MIL SPOUSE SSN /

MPC
	
	


	ENLISTED RECORDS REVIEW CHECKLIST

	SVC COMP /DoD


	
	MAILING ADDRESS
	
	EMERGENCY DATA

VERICATION DATE
	
	

	FOREIGN LANGUAGE
	
	
	MILITARY 

EDUCATION
	
	
	CIVILIAN

EDUCATION
	
	

	DATA ELEMENT

* Key Element
	GO
	NO

GO
	DATA ELEMENT

* Key Element
	GO
	NO GO
	DATA ELEMENT

* Key Element
	GO
	NO GO

	LEVEL COMPLETED
	
	
	DESG / YEAR
	
	
	DATE OF LOSS

(DLOS)
	
	

	INSTITUTION
	
	
	DISCIPLINE / YEAR
	
	
	DEROS
	
	

	NUMBER OF SEM HRS
	
	
	AWARDS AND DECORATIONS
	
	
	DATE OF LAST 

NCOER
	
	

	CURRENT ASSIGNMENT
	
	
	FROM DATE
	MO
	UNIT #
	ORGANIZATION
	
	

	STATION
	
	
	LOCATION
	
	
	COMMAND
	
	

	DUTY TITLE
	
	
	DUTY MOS
	
	
	PREVIOUS ASGMTS
	
	

	HIV YR/MO
	
	
	DATE LAST PHOTO
	
	
	
	
	

	REMARKS
	Minimum Documentation
	GO
	NO GO

	
	DA Form 873*
	
	

	
	SGLV 8286*
	
	

	
	DD Fm 93*
	
	

	
	Current ERB (AAA-348)*
	
	

	
	All Current Assignment Orders 
	
	

	
	All Enlistment Contracts
	
	

	
	Advance/Reduction Orders
	
	

	
	PMOS Orders (E1 thru E4)
	
	

	
	Awards/Decoration 

(Last award order for each award E6 and above)
	
	


	ENLISTED RECORDS REVIEW ROLL-UP

	DD Fm 93
	GO
	NO GO
	% (SAT)
	REMARKS

	Reviewed in last 12 months
	
	
	
	

	Review date initialed
	
	
	
	

	Form signed
	
	
	
	

	Form Completed correctly
	
	
	
	

	Manual Form
	
	
	
	

	e-MILPO Form
	
	
	
	

	SGLV 8286
	GO
	NO GO
	% (SAT)
	REMARKS

	Reviewed in last 12 months
	
	
	
	

	Review date initialed
	
	
	
	

	Form signed
	
	
	
	

	Form Completed correctly
	
	
	
	

	Manual Form
	
	
	
	

	e-MILPO Form
	
	
	
	

	ERB (AAA-347)
	GO
	NO GO
	% (SAT)
	REMARKS

	NAME
	
	
	
	

	RANK
	
	
	
	

	PMOS
	
	
	
	

	SSN
	
	
	
	

	COMP
	
	
	
	

	OVERSEAS DUTY
	
	
	
	

	CONUS DPRT DATE
	
	
	
	

	ASVAB SCORES/DATES
	
	
	
	

	FLAG CODES
	
	
	
	

	FLAG DATES
	
	
	
	

	FLAG EXP DATES
	
	
	
	

	SECURITY CLEARANCE
	
	
	
	

	BASD
	
	
	
	

	PEBD
	
	
	
	

	ETS
	
	
	
	

	DIEMS
	
	
	
	

	ERUP
	
	
	
	

	# DAYS LOST
	
	
	
	

	AGCM DATE
	
	
	
	

	AGCM ELIG DATE
	
	
	
	

	RANK HISTORY
	
	
	
	

	DOB
	
	
	
	

	BIRTHPLACE
	
	
	
	

	CITIZENSHIP
	
	
	
	

	# OF DEPNS
	
	
	
	

	RELIGION
	
	
	
	

	MARTIAL STATUS
	
	
	
	

	PULHES
	
	
	
	

	PHYSICAL CAT
	
	
	
	

	LAST PHYSICAL EXAM
	
	
	
	

	MMRB RESULTS
	
	
	
	

	HOME OF RECORD
	
	
	
	

	MIL SPOUSE SSN/MPC
	
	
	
	

	SVC COMP / DoD
	
	
	
	

	MAILING ADDRESS
	
	
	
	

	EMERGENCY DATA VERIFICATION DATE
	
	
	
	


	ENLISTED RECORDS REVIEW ROLL-UP


	ERB (AAA-347)
	GO
	NO GO
	% (SAT)
	REMARKS

	FOREIGN LANGUAGE
	
	
	
	

	MILITARY EDUCATION
	
	
	
	

	CIVILIAN EDUCATION
	
	
	
	

	LEVEL COMPLETED
	
	
	
	

	DESG / YEAR
	
	
	
	

	INSTITUTION
	
	
	
	

	NUMBER OF SEM HRS
	
	
	
	

	DLOS
	
	
	
	

	DEROS
	
	
	
	

	AWARDS &

DECORATIONS
	
	
	
	

	DATE OF LAST NCOER
	
	
	
	

	CURRENT ASSIGNMENT
	
	
	
	

	PREVIOUS ASSIGNMENTS
	
	
	
	

	HIV YR/MO
	
	
	
	

	REMARKS:




	ENLISTED RECORDS REVIEW CHECKLIST

	1.  DA CENTRALIZED BOARD PROCEDURES:
	YES
	NO
	REMARKS

	    a.  Queries ran to identify eligible NCOs.
	
	
	

	    b.  All eligible NCOs and units notified within 15 days following the date of the message. 
	
	
	

	    c. Systems in place to monitor/track soldier’s review of ERB.
	
	
	

	    d.  Identify NCOs eligible for Complete the Record NCOERs. 
	
	
	

	    e.  Procedures in place to monitor the review of ERBs .
	
	
	

	    f.  Procedures in place to identify eligible incoming NCOs?
	
	
	

	   g.  All ERBs  forwarded to arrive HRC by the established suspense date.
	
	
	

	2.  FILE MAINTENANCE:
	
	
	

	   All files maintained IAW AR 25-400-2, 18 Apr 03
	
	
	

	REMARKS/RECOMMENDATIONS:




	ENLISTED PROMOTION WORKSHEET (DA FORM 3355-E)

	LAST NAME:


	LAST FOUR SSN:
	UNIT:

	ELEMENT
	GO
	NO GO
	ELEMENT
	GO
	NO GO
	ELEMENT 
	 GO
	NO GO

	TYPE 
	
	
	APPROVAL 

AUTHORITY
	
	
	RECOMMENDED 

INDIV
	
	

	NAME
	
	
	AWARDS & DECORATION
	
	
	BOARD RECORDER (INIT/TOTAL REEVAL)
	
	

	SSN 
	
	
	MILITARY 

EDUCATION
	
	
	PROMOTION AUTH (INIT/TOTAL REEVAL)
	
	

	RECOMMENDED

GR/MOS
	
	
	CIVILIAN 

EDUCATION
	
	
	SOURCE DOCUMENTS
	
	

	WAIVERS REQUIRED
	
	
	TOTAL ADMIN 

POINTS
	
	
	PROMOTION BOARD PROCEEDINGS
	
	

	DUTY PERFORMANCE POINTS
	
	
	TOTAL BOARD 

POINTS
	
	
	EDAS SCREEN PRINTOUT
	
	

	APFT SCORES
	
	
	TOTAL PROMOTION POINTS
	
	
	
	
	

	WEAPON QUAL
	
	
	RESPONSIBLE 

OFFICIAL
	
	
	
	
	

	AAA-294 - SGT SSG Recommended List for Promotion of Enlisted Personnel

	ELEMENT
	GO
	NO GO
	ELEMENT
	GO
	NO GO
	ELEMENT 
	GO
	NO 

GO

	ZONE OF CONSIDERATION
	
	
	NAME
	
	
	RECOMMENDED 

MOS
	
	

	PROMOTION SCORES
	
	
	PROMOTION POINTS DATE
	
	
	
	
	

	REMARKS/RECOMMENDATIONS:



	OFFICER REASSIGNMENT PROCESSING

	AREA
	YES
	NO
	REMARKS

	1.  REFERENCES:
	
	
	

	a.  AR 600-8-11, dtd 1 Oct 90, Reassignments
	
	
	

	b.  AR 614-30, dtd 30 Aug 01, Overseas Service
	
	
	

	c.  AR 614-100, dtd 20 Sep 00, Officer
	
	
	

	 Assignment, Policy, Detail, and Transfers
	
	
	

	d.  Local Policy and Battalion SOP
	
	
	

	e.  AR 600-8-105, 28 Oct 94, Military Orders
	
	
	

	 f.   eMILPO User Manual, dtd 14 Feb 03
	
	
	

	     g.  Clerk is knowledgeable and has access to eMILPO/ePortfolio and JFTR
	
	
	

	2.  TOPMIS PROCESSING:
	
	
	

	     a.  All Clerks have PERNET/TOPMIS access along with TOPMIS II. 
	
	
	

	     b.  Prints and maintains the summary report on TOPMIS II weekly and obtain the RFOs for all officers who were placed on AI during the previous week.
	
	
	

	     c.   Data is populated from the RFO into the 8th PERSCOM Levy Website.
	
	
	

	    d.   Notification to the Officer and unit S-1 informing them that they are now on assignment Instructions. AR 600-8-11, CH 3, Pg 53, 3-4, Hard copy of reg
	
	
	

	    e.   Reassignment folders are color coded as identified in 4b.  
	
	
	

	     f.  Verifies all officers provided all of the required information on Levy Online prior to publishing orders.
	
	
	

	    g.  Tracking system in place to track full reassignment process from receipt of RFO to distribution of orders to officers/units.
	
	
	

	3.  LEVY/ENTITLEMENT BRIEFINGS:
	
	
	

	     a.  Information on hold baggage and HHG shipment available during the Levy Online briefing or sufficient handouts if online briefing is not possible.
	
	
	

	     b.  General information about financial entitlements and the shipment of POV from authorized point to a desired point of destination IAW JFTR (Joint Federal Travel Regulation).
	
	
	

	     c. Briefing clerk is knowledgeable, experienced, and capable of answering questions in person if the answer is not available levy online.  
	
	
	

	     d. Procedures in place to monitor officers that have failed to comply with levy briefing requirement and conduct in person interview.
	
	
	

	OFFICER REASSIGNMENT PROCESSING

	AREA
	YES
	NO
	REMARKS

	     e. Identifies units with high number of incomplete Levy Online briefings and discusses at the S-1 conference and Admin Battle Drills.
	
	
	

	     f. Officers with a newly acquired foreign spouse being briefed on their entitlements.
	
	
	

	4.  MANAGE PERSONNEL ASSIGNMENTS:
	
	
	

	    a. Special Management Command assignments managed properly IAW AR 614-100.
	
	
	

	    b.  All individual reassignment files contain applicable documents.
	
	
	

	        (1) Assignments requiring security clearances, ______ of ______ files reviewed contained appropriate documentation.  AR 600-8-11, Pg 11, 2-13, Hard copy of reg
	
	
	

	        (2) Assignments requiring APFT verification, _____ of ______ files reviewed contained appropriate documentation.
	
	
	

	       (3) Assignments requiring TDY (Format 400) documentation, _____ of  ______ files reviewed contain appropriate documentation.
	
	
	

	        (4) Assignments requiring special qualifications, _____ of ______ files reviewed contain appropriate documentation. AR 600-8-11, Pg 33-35, Table 2-5, Hard copy of reg
	
	
	

	        (5) All orders authorizing movement of dependents, HHGs or POV have the required supporting documentation.
	
	
	

	    c.  PSD suspenses and tracks documentation that verifies officer’s qualification for an assignment.
	
	
	

	    d.  PSD has procedures in place to identify officers without AI and within 120 days of DEROS.
	
	
	

	5.  LEVY BRIEF WEB SITE REPORTS:
	
	
	

	    a.  Count of awaiting orders in “awaiting orders” by PSD is monitored weekly. All old actions have been resolved.
	
	
	

	    b.  All reassignment orders are published IAW AR 600-8-105 CH 4, Pg 44-45, sec 4-8. ( website)
	
	
	

	    c.  Control procedures in place to ensure that officers receive orders in a timely manner.
	
	
	

	   d.  Tracking system(s) in place to monitor the orders that were sent to/received from Reproduction.
	
	
	

	   e.  All orders published using Levy Website and distributed IAW regulatory guidelines.
	
	
	


	OFFICER REASSIGNMENT PROCESSING

	AREA
	YES
	NO
	REMARKS

	     f.  All PCS orders administratively correct

(IAW AR 600-8-105), especially as to the availability date vs. DEROS date, report date, name/UPC of gaining unit, and special instructions from the officer’s RFO.
	
	
	

	     g.  PCS orders are published at least 90 days prior to DEROS.
	
	
	

	     h.  Notifying DEROS Management of any DEROS discrepancies (expired/blank DEROS).
	
	
	

	      i.  All COT/IPCOT entitlements are correct on orders along with receipt of the required supporting documentation.  
	
	
	

	     j.  Tracking system is in place to identify all soldiers on AI, completed levy briefing, orders completed, and distributions have been completed.
	
	
	

	6.  MILITARY TRAINING SPECIFIC ALLOTMENT(MTSA):
	
	
	

	     a.  MTSA funded training properly cited on TDY orders.  MTSA Handbook, Pg 9 & 10
	
	
	

	     b.  AI reflects training is to be MTSA funded.
	
	
	

	     c.  Tracking system in place to ensure MTSA orders are sent to and received from RMO and /distributed to the unit.
	
	
	

	     d.  PSD uses only option “TDY enroute” on the orders.  MTSA Handbook, Pg 6, (2)
	
	
	

	     e. Correct report date and will proceed date reflected on the orders.
	
	
	

	     f.  PSD submits field deletions on officers when proper documentations are submitted by the unit thru eMILPO.
	
	
	

	7.  FILE MAINTENANCE:
	
	
	

	     All files maintained IAW AR 25-400-2, 18 Apr 03.       
	
	
	

	REMARKS/RECOMMENDATIONS:

	ENLISTED REASSIGNMENT PROCESSING

	AREA
	YES
	NO
	REMARKS

	1.   AVAILABILITY OF REQUIRED ITEMS:
	
	
	

	     a.  AR 614-30, dtd 30 Aug 01 , Overseas Services
	
	
	

	     b.  AR 600-8-11, dtd 1 Oct 90, Reassignment
	
	
	

	     c.  AR 600-8-105 dtd 28 Oct 94, Military Orders
	
	
	

	     d.  Local Policy and Battalion SOP
	
	
	

	d. eMILPO User Manual, dtd 3 Feb 03
	
	
	

	2.  EDAS CYCLE PROCESSING:
	
	
	

	     a.  All clerks have PERNET access and EDAS account. 
	
	
	

	b.  All clerks have eMILPO ID and password.
	
	
	

	     c.  Prints the EDAS FTP files to include LOSS, LOSD, DEL/DEF and MODF each week.  
	
	
	

	     d.  Prints the eMILPO losing assignments Individual Losing Assignment (AAA-234) each week.  eMILPO Functional Guide, Pg 241
	
	
	

	     e.  PAB is notified when the weekly EDAS file has not been received.
	
	
	

	     f.  Each reassignment packet contains eMILPO losing assignment sheets compared for accuracy and necessary steps taken in eMILPO to resolve discrepancies.
	
	
	

	     g.  Has written procedural guidance for the servicing S-1s on reassignment processing in eMILPO.
	
	
	

	     h.  Appropriate actions to delete a soldier’s AI when they have not reenlisted or extended within 30 days of receipt of the AI.  AR 600-8-11, CH 2, Pg, 12, 2-11, Hard copy
	
	
	

	     i.  Verifies and determines that the soldier’s DEROS is appropriate for the ORDTGC on the AI and take the necessary corrective action if discrepancies exist.
	
	
	

	     j.  Submits requests for all deletion/deferment to arrive at HRC within 30 calendar days of EDAS cycle date, or within 72 hours after situation occurs (after the initial 60 days).   AR 600-8-11, CH 2, Pg 12, 2-15m, Hard copy
	
	
	

	    k.  Takes appropriate actions to delete the soldier from his/her EDAS assignment upon receipt of transition orders for personnel separating or retiring. AR 600-8-11, CH 2, Pg 11, 2-11
	
	
	

	    l.  Does the NCOIC have access to deletion deferment screen on EDAS (AV and FF) screen.
	
	
	

	    m.  System in place to track soldiers who do not have 6 months 2 days to PCS, provide names of soldiers who need to have DEROS extended to ETS date to DEROS Management.
	
	
	

	3.  LEVY/ENTITLEMENT BRIEFINGS:
	
	
	

	    a. Monitors Levy On-Line database to see who has completed the online briefing.
	
	
	

	ENLISTED REASSIGNMENT PROCESSING

	AREA
	YES
	NO
	REMARKS

	     b.  Identifies units with high number of soldiers on AI; where they have not completed levy on line briefing and coordinate with units to improve timeliness.
	
	
	

	4.  MANAGE PERSONNEL ASSIGNMENTS:
	
	
	

	    a.  SMC assignments managed properly. AR 600-8-11, Pg 20, Table 2-1, Hard copy
	
	
	

	    b.  Individual reassignment files contain applicable documents.
	
	
	

	        (1) Assignments requiring security clearances, ______ of ______ files reviewed contained appropriate documentation.   AR 600-8-11, Pg 11, 2-13
	
	
	

	        (2) Assignments requiring APFT verification, _____ of ______ files reviewed contained appropriate documentation.
	
	
	

	        (3) Assignments requiring TDY documentation, _____ of  ______ files reviewed contain appropriate documentation.
	
	
	

	        (4) Assignments requiring special qualifications, _____ of ______ files reviewed contain appropriate documentation.  AR 600-8-11, Pg 33-35, Table 2-5, Hard copy
	
	
	

	        (5) Orders authorizing movement of dependents, HHGs or POV have the correct supporting documentation.
	
	
	

	        (6) Assignments requiring reenlistment or extensions, _______ of _______ files reviewed contain appropriate documentation.  Deletes soldiers within 30 days of AI if the appropriate documentation is not received from the unit.  
	
	
	

	     c.  Suspense units for documentations to verify soldier’s qualification for an assignment.
	
	
	

	     d.  Verifies if the soldier’s availability date is the same as their DEROS and take a corrective action if discrepancies found.
	
	
	

	     e.  Procedures in place to identify soldiers without assignments.
	
	
	

	         (1) Uses EDAS and ePortfolio to research assignments for soldiers who are fully eligible 120 days of DEROS.
	
	
	

	        (2) Refer to 8th PERSCOM (TAPS) on soldiers within 90 days of DEROS fully eligible without assignments.
	
	
	

	5.  PRODUCTION OF REASSIGNMENT ORDERS:
	
	
	

	     a.  System in place to follow the reassignment process from receipt of the AI until distribution of the PCS orders to the unit/soldier.
	
	
	


	ENLISTED REASSIGNMENT PROCESSING

	AREA
	YES
	NO
	REMARKS

	     b.  All reassignment orders produced 7 days after completion of Levy Briefing.
	
	
	

	     c.  Control procedures in place to ensure that soldiers receive orders in a timely manner.
	
	
	

	     d.  Tracking system(s) in place to monitor the orders that were sent to/received from Reproduction.
	
	
	

	     e.  All orders published IAW AR 600-8-105, CH 4, Pg 44-45, sec 4-8,  website
	
	
	

	     f.  All PCS orders administratively correct

(IAW AR 600-8-105), especially as to the availability date vs. DEROS date, report date, name/UPC of gaining unit, and special instructions from EDAS.
	
	
	

	     g.  Majority of PCS orders published at least 90 days prior to DEROS.
	
	
	

	     h.  All COT/IPCOT entitlements correct on orders along with the required supporting documentation. 
	
	
	

	6.  MILITARY TRAINING SPECIFIC ALLOTMENT(MTSA):
	
	
	

	     a.  MTSA funded training properly cited on TDY orders. .  MTSA Handbook, Pg 9 & 10
	
	
	

	     b. AI reflects training is to be MTSA funded. 
	
	
	

	     c.  Tracking system in place to ensure MTSA orders are sent/received from RMO/distributed to the unit.
	
	
	

	     d.  Uses only option “TDY enroute” on the orders. MTSA Handbook, Pg 6
	
	
	

	     e.  Ensures the correct report date and will proceed date reflected on the orders.
	
	
	

	7.  FILE MAINTENANCE:
	
	
	

	     All files maintained IAW AR 25-400-2, 18 Apr 03  
	
	
	

	REMARKS/RECOMMENDATIONS:

	IDENTIFICATION CARD/TAG ISSUANCE

	AREA
	YES
	NO
	REMARKS

	1.  REFERENCES:
	
	
	

	     a.  AR 600-8-14, 20 Dec 02, ID Card for Members of the Uniformed Services and their eligible family members, and other eligible personnel.
	
	
	

	     b.  AFI 36-3026 (I)
	
	
	

	     c.  RAPIDS 6.3.1 Training guide
	
	
	

	     d.  Local Policy and Battalion SOP
	
	
	

	2.  IDENTIFICATION CARD MANAGEMENT PROCEDURES.
	
	
	

	    a.  Reviews ID card qualification/verification documents.
	
	
	

	    b.  Expired/turned in ID cards destroyed properly with fine shredder or burned and verify destruction.  AFI 36-3026 (I), CH 11, Pg 104, Table 11-3 
	
	
	

	    c.  All verifying and issuing personnel have an appointment memorandum and/or signature card.  
	
	
	

	    d.  ID card control logs used daily to maintain accurate accountability.  AFI 36-3026 (I), CH 19, Pg 147, Table 19-13
	
	
	

	    e.  A semi-annual inventories will be conducted to verify accountability of ID Cards and Lamination.  AFI 36-3026 (I), CH 19,  Pg 147, Table 19-13
	
	
	

	    f.  Issuing officials knowledgeable with the CAC/DEERS system and procedures.
	
	
	

	    g. CAC/DEERS terminals used to enter family member data.
	
	
	

	   h.  Designate Country Personnel family members being put into DEERS system for medical and dental privileges.
	
	
	

	   i.  EUSA DCP policy on file.
	
	
	

	   j.  Information/handouts on how to obtain dependent ID card available. 
	
	
	

	3.  ID TAGS:
	
	
	

	    a.  Processes the request for ID tags in a timely manner.
	
	
	

	    b.  ID tags prepared.  
	
	
	

	4.  FILE MAINTENANCE:
	
	
	

	    All files maintained IAW AR 25-400-2, 18 Apr 03.
	
	
	

	5.  SYSTEM SECURITY:
	
	
	

	     a.  Minimum one drawer field safe with combination lock.
	
	
	

	     b.  Safe open/close sign present.
	
	
	

	     c.  Daily security check posted on door and initialed daily.
	
	
	

	     d.  Effective control & Security procedures in place.
	
	
	


	IDENTIFICATION CARD/TAG ISSUANCE

	AREA
	YES
	NO
	REMARKS

	REMARKS/RECOMMENDATIONS:


	ARMY NATURALIZATION PROGRAM

	AREA
	YES
	NO
	REMARKS

	1.  AVAILABILITY OF REQUIRED ITEMS
	
	
	

	     a.  All required references (DA/MILPER message) available to include a copy of Presidential Executive Order invoking section 329 of the Immigration and Naturalization Act. 
	
	
	

	     b.  All required forms available. 
	
	
	

	     c.  Desk top SOPs on hand.
	
	
	

	2.  AUTHENTICATION/QUALITY ASSURANCE PROCEDURES:
	
	
	

	    a.  Uses proper methods for authenticating INS Form N-426.  The Soldier’s Guide to Citizenship Application Pg 5
	
	
	

	    b.  Performs a quality check of the contents of the citizenship packet before the soldier mails the documents to INS.  Pg 6
	
	
	

	    c.  Forwards INS Form G325b, and consent forms to the CCF.  Pg 6
	
	
	

	    d. Gives applicant a copy of the Army’s Member Guide.
	
	
	

	    e. PSD annotating INS Form N-426 with a word “Honorable” to describe the character of service.


	
	
	

	    f. Counsels soldiers on the new rules and changes of Section 29 of the Immigration and Naturalization Act.


	
	
	

	   g. Clerks are aware of the permanent resident requirement and change for soldiers applying for US citizenship.
	
	
	

	4.  FILE MAINTENANCE:
	
	
	

	    All files maintained IAW AR 25-400-2, 18 Apr 03
	
	
	

	REMARKS/RECOMMENDATIONS:


	CSB/REDUX Notification, Counseling and Election Procedures

	AREAS
	YES
	NO
	REMARKS

	1.  REFERENCES: 
	
	
	

	     a.  EAPC Memorandum, dtd 15 Aug 01, Subj:  Instruction for Notification, Counseling, and Election of the CSB/REDUX retired pay option.
	
	
	

	     b.  MSG 01-143 dtd 8 Feb 04
	
	
	

	     c.  Local Policy and Battalion SOPs
	
	
	

	2.  PROCESSING PROCEDURES:
	
	
	

	     a.  Provides MSCs with a monthly by-name list of eligible soldiers to assist in the notification.
	
	
	

	     b.  Provides member’s notification packet at 14 ½ years AD which includes:  (1)  DD Form 2839 Career Status Bonus (CSB) election. (2) The cover memorandum which includes:  definition for DIEMS; instructions for completing DD Form 2839, Notice that failure to return from before election date will result in automatic election of High 3.
	
	
	

	     c.  Verifies DIEMS data. 
	
	
	

	     d.  Coordinate monthly briefing with units.
	
	
	

	e.  Verifies Bn Cdr’s signature on sections IV, VI
	
	
	

	3.  FOLLOW-UP PROCEDURES:
	
	
	

	     a.  Forwards completed DA Form 2839 for

OMPF.
	
	
	

	     b.  Maintains a file copy of DA Form 2839
	
	
	

	REMARKS/RECOMMENDATIONS:




	AWARD OF THE GOOD CONDUCT MEDAL

	AREA
	YES
	NO
	REMARKS

	1.  REFERENCES & MATERIALS:
	
	
	

	a. AR 600-8-22, 25 Feb 95, Military Award
	
	
	

	b. AR 600-8-104, 27 Apr 92, Mil Pers Info Mgmt/Rcds
	
	
	

	c. AR 600-8-105, 28 Oct 94, Military Orders
	
	
	

	d. AR 600-37, 19 Dec 86, Unfavorable Information
	
	
	

	e. Local Policy and Battalion SOPs
	
	
	

	     
	
	
	

	2.  PROCESSING OF GOOD CONDUCT MEDAL SUSPENSE ROSTER (AAA-199):
	
	
	

	     a.  Database updated to identify soldiers eligible for award of the AGCM by utilizing ePortfolio to monitor and manage the suspense dates. 
	
	
	

	     b.  All blank/expired AGCM suspense dates corrected in a timely manner.
	
	
	

	     c.  All incoming soldiers screened for correct AGCM suspense date.
	
	
	

	     d.  Understands qualifying periods for award of the AGCM. (24 months TIS vs 36 months TIS). 
	
	
	

	     e.  Reviews the MPRJ to verify the period of award and verifies any breaks in service.  AR 600-8-104, Pg 140, Table 6-1, website
	
	
	

	     f.  Procedures in place to ensure duplicate GCMDL orders are not published.
	
	
	

	     g.  Forward a copy of orders to HRC-Indianapolis to be filed in OMPF. Also maintain copy of DA Form 200 or transmittal sheet if forwarded digitally.  AR 600-8-104, Pg 168,  para 7-4, Table 7-1, website
	
	
	

	     h.  Familiar with the procedures for a soldier’s disqualification for an award of the AGCM.  AR 600-8-22 and AR 600-8-104, Pg 30, website
	
	
	

	     i.  Disqualification statements processed. 
	
	
	

	3.  ACCURACY AND TIMELINESS OF AGCM ORDERS:
	
	
	

	     a.  AGCM orders published before or in the month of eligibility and distributed to units prior to effective date..
	
	
	

	     b.  Orders prepared. AR 600-8-105, CH 2, Pg 15, 2-25, website
	
	
	

	c. All published orders consolidated daily.
	
	
	

	     d.  Maintains a permanent orders log.
	
	
	

	4.  SUBMISSION OF eMILPO TRANSACTIONS AND POSTING MPRJ:
	
	
	

	a. Provide a copy of orders to Enlisted Records

Section for posting. 
	
	
	

	     b.  Appropriate entry made on ERB if disqualified for award of the AGCM award of the AGCM.
	
	 
	

	AWARD OF THE GOOD CONDUCT MEDAL



	AREA
	YES
	NO
	REMARKS

	     c. Maintains copies of the completed disqualification packet on file.

     d.  Forwards the completed disqualification packet to HRC-Indianapolis to be filed in OMPF.
	
	
	

	5.  FILE MAINTENANCE:
	
	
	

	     All files maintained IAW AR 25-400-2, 18 Apr 03.
	
	
	

	REMARKS/RECOMMENDATIONS:




	OFFICER EVALUATION REPORTS CHECKLIST

	AREA
	YES
	NO

	1.  REFERENCES:
	
	

	a. AR 623-105, 1 Apr 98, Officer Evaluation Reporting System
	
	

	b. Local policy and Battalion SOP

c. Eighth United States Army Command Policy Letter #26, 20 Feb 02
	
	

	2.  CONTROL OF PROCESSING EVALUATION REPORTS:
	 
	 

	a. Clerks understand the processing requirements/procedures for all 

types of reports.  AR 623-105, CH 3, Pg 11-41, website
	
	

	     b.  TOPMIS II Query prepared monthly to identify officers due Annual & PCS reports.
	
	

	c. Procedures in place to ensure the rated officer and rater/senior rater are

notified in the event the rated officer is eligible for a PSC report based on known DEROS.
	
	

	     d.  Tracking logs/Suspense System used to assist with monitoring officer’s evaluation reports from the date of notification, submission to PSD, and return date to S1.  AR 623-105, Pg 23, para 3-41, website
	
	

	e.  Late reports still outstanding.         HOW MANY?  __________
	
	

	f. Procedures in place to ensure the rated officer and rater/senior rater are 

notified in the event rated officer is eligible for a Promotion Report. AR 623-105, Pg 23, para 3-45, website
	
	

	g. Procedures in place to ensure the rated officer and rater/senior rater are

notified in the event the rated officer is eligible for a Complete the Record or Senior Rater Option Report.  AR 623-1-5, Pg 25, para 3-53, website
	
	

	h.  PSD administrative control requirements in place to ensure evaluation are processed.  AR 623-105, Pg 30-31, Table 3-9, website
	
	

	i.  Once report is processed through the PSD Evaluation Section, monitors the date processed to HRC.  Evaluation clerk checks the Officer Interactive Web Response System (IWRS) to verify report was processed and annotated on a Suspense/Tracking Roster.
	
	

	3.  QUALITY ASSURANCE:
	 
	

	     a.  Clerks and leaders review all completed evaluation reports prior to returning them to senior rater for mailing to HRC.
	
	

	b. Clerks understand the procedures for referred evaluation report.
	
	

	c. Clerks understand the appeal procedures.
	
	

	d. OER Section maintains copies of completed evaluation reports.
	
	

	e. Copy of 8th United States Army Policy Letter #26 on file.
	
	

	REMARKS/RECOMMENDATIONS:

# Blank/Overdue Eval Dates on eMILPO:  __________________


	NONCOMMISSIONED EVALUATION REPORTS CHECKLIST

	AREA
	YES
	NO

	1.  REFERENCES:
	
	

	     a. AR 623-205, 15 May 02, NCO Evaluation Report
	
	

	     b. Local Policy and Bn SOP
	
	

	2.  CONTROL OF PROCESSING EVALUATION REPORTS:
	 
	 

	     a.  Clerks understand the processing requirements/procedures for all types of reports.  AR 623-205, Pg, 20-48, CH 3, Sec VI, website
	
	

	     b.  ETA 920 Report downloaded monthly to identify NCOs due annual or PCS report.
	
	

	c. Procedures in place to ensure raters/senior raters are notified in the event

the rated soldier is eligible for a report based on PSC (DEROS) Change of Rater.
	
	

	     d.  Tracking logs/suspense system used to assist with monitoring status of evaluation reports from the date of notification to submission to PSD & HRC Indianapolis.  
	
	

	     e.  Number of late reports still outstanding.          HOW MANY? __________
	
	

	     f.  Procedures in place to ensure raters/senior raters are notified in the event the rated soldier is eligible for a Complete the Record Report.  AR 623-205, Pg 22, 3-33, website
	
	

	g.  PSD Administrative control requirements in place to ensure evaluations are

Processed.  AR 623-205, Pg 28, Table 3-8, website 
	
	

	     h.  Evaluation clerk checks the IWRS website daily to ensure NCOERs have been processed.
	
	

	3.  QUALITY ASSURANCE:
	 
	 

	     a.  Clerks/leaders review completed evaluation reports prior to forwarding to HRC Indianapolis.
	
	

	     b.  Clerks understand the procedures for processing referred evaluation Report.
	
	

	c. Clerks understand the appeal procedures.
	
	

	d. Copies of completed reports are filed at least 120 days.
	
	

	REMARKS/RECOMMENDATIONS:

# Blank/Overdue Report Dates on eMILPO:  __________________




	OFFICER PROMOTIONS

	AREA
	YES
	NO
	REMARKS

	1.  REFERENCES:
	
	
	

	     a. AR 600-8-29, 30 Nov 94, Officer Promotions.
	
	
	

	     b.  New Procedures to Execute Promotions to 1LT and CW2, 13 Jun 03
	
	
	

	     c.  eMILPO User Manual, 12 Dec 03
	
	
	

	     d.  AR 600-8-104, 27 Apr 92, Military Personnel Information Management/Records
	
	
	

	     e.  Local Policy and Battalion SOP
	
	
	

	2.  PROMOTION TO 1LT/CW2:
	
	
	

	     a.  All incoming 2LT/WO1’s records are reviewed for correct PED.  AR 600-8-29, Pg 17-20, CH 2, website
	
	
	

	     b.  Clerks understand the rules for determining PED. AR 600-8-29, Pg 23, Table 3-1, website
	
	
	

	     c.  Use Enterprise Datastore/TOPMIS queries to identify 2LT/WO1s eligible for promotion within 60/90 days (PSB Monitors). 
	
	
	

	     d.  Procedures in place and clerks understand requirement to monitor officers denied for promotion.
	
	
	

	     e.  Orders consolidated and filed. AR 600-8-105, CH 2, Pg 15,  2-25, website  
	
	
	

	3.  DA CENTRALIZED BOARDS:
	
	
	

	     a.  Procedures in place to manage DA board requirements.  AR 600-8-29, Ch 4, Table 4-1 & 4-2, website
	
	
	

	     b.  Generate TOMPIS II Query and Scrub/screen completely to identify/verify all officer eligible for promotion.
	
	
	

	     c.  Procedures in place to notify eligible officer and prepare for the board. Suspense system/roster in place to track (when unit was notified, date soldier notified, date soldier reviewed, date packet was mailed, and date HRC received).  AR 600-8-29, CH 4, Pg 24-26, website
	
	
	

	    d. Procedures in place to identify officers eligible for complete-the-record or promotion reports.  AR 623-105, Pg 23, para 3-45, and Pg 25, para 3-53, website
	
	
	

	e.  Process ORB and the board message instructions.   AR 600-8-104, Pg 44-68, para 4-9, Tables 4-5 &  4-1, website
	
	
	

	     f.  Evaluation clerk checks IWRS to ensure OERs have processed.
	
	
	

	
	
	
	


	OFFICER PROMOTIONS

	AREA
	YES
	NO
	REMARKS

	4.  PROMOTION ORDERS DISTRIBUTION:
	
	
	

	     a.  Distribution of the promotion orders NLT two working days prior to the effective date of promotion.  
	
	
	

	     b.  Promotion certificates prepared distributed.  AR 600-8-29, Pg 6, para 1-23, website
	
	
	

	     c.  Officer’s promotable status verified prior to the effective date of promotion.  AR 600-8-29, Pg 2, para 1-10, website
	
	
	

	     d.  Monitor closely to ensure officers execute the oath of office (DA Form 71) upon promotion to MAJ/CW3/CW2.  AR 601-100, Pg 3, para 2-6, website
	
	
	

	REMARKS/RECOMMENDATIONS:


	ENLISTED PROMOTIONS

	AREA
	YES
	NO
	REMARKS

	1.  REFERENCES:
	
	
	

	    a. AR 600-8-19 dtd 20 Jan 04, Enlisted Promotions and Reduction
	
	
	

	    b. AR 600-8-105, dtd 28 Oct 94, Military Orders
	
	
	

	    c. DA PAM 351-4, dtd 30 Oct 95, US Army Formal School Catalog
	
	
	

	    d.  DA PAM 350-59, dtd 1 Oct 02, Army Correspondence Course Program Catalog
	
	
	

	    e. Copy of cutoff scores for last 12 months
	
	
	

	    f.  eMILPO User Manual, dtd 12 Dec 03 
	
	
	

	    g. AR 25-400-2 dtd 18 Mar 03, The Army Record Information Management System (ARIMS)
	
	
	

	    h. Local policy and Battalion SOP
	
	
	

	
	
	
	

	2.  ACCOUNTABILITY AND ACCURACY OF DA FORM 3355   ( PROMOTION POINT WORKSHEET) AND ENLISTED DISTRIBUTION ASSIGNMENT SYSTEM  (C10)
	
	
	

	     a.  An accurate Enlisted Promotion Report (AAA-294) and DA Form 3355 for Initial board appearance for all units turned in on time.  AR 600-8-19, Pg 20, CH 3, Table 3-6, website
	
	
	

	     b.  All promotion packets are accounted for; if not, has the required memorandum been submitted to promotion authority.
	
	
	

	     c.  Monthly promotion packet reconciliation being conducted using EDAS C10.
	
	
	

	     d.  All promotion packets properly maintained and contained all supporting documentation.
	
	
	

	     e.  Tracking system(s) in place to monitor initial promotion packet submission & return to unit. 
	
	
	

	      f.  The unit promotion board proceedings received within 3 working days after the board convening date.  AR 600-8-19, CH 3, Pg 22, website
	
	
	

	     g.  Tracking system(s) in place to monitor requests for reevaluation/point adjustments.  AR 600-8-19, CH 3,  Pg 23-24, Table 3-19, website
	
	
	

	h. Tracking system(s) in place to ensure timely submission of promotion points into EDAS/TAPDB.  AR 600-8-19, CH 3, Pg 23, Table 3-8, website
	
	
	

	i.  Tracking system(s) in place to monitor soldier’s 

promotion eligibility using the by-name list.  AR 600-8-19, CH 3, Pg 29, 3-34, website
	
	
	

	j.  All incoming promotable SPC/CPL/SGTs identified during in-processing.  Promotion packets screened and soldier’s information added to current EDAS C-10.  AR 600-8-19, CH 3, Pg 32,  3-41, website
	
	
	


	ENLISTED PROMOTIONS

	AREA
	YES
	NO
	REMARKS

	h. All outgoing promotable SPC/CPL/SGTs identified 

during out-processing to ensure that they hand carry their promotion packet to their next duty station.  AR 600-8-19, CH 3, Pg 31, 3-38 & 3-39, website
	
	
	

	i. All clerks familiar with EDAS/TAPDB 

promotion functions.
	
	
	

	j.  Each promotion clerk has PERNET/EDAS

access.
	
	
	

	     m. Each promotion clerk has eMILPO access.
	
	
	

	3.  PROMOTION SELECTION BY-NAME LIST:
	
	
	

	     a.   Promotion by-name selection list for SGT & SSG downloaded monthly.  AR 600-8-19, CH 3, Pg 30, Table 3-15, website
	
	
	

	     b.   Promotion by-name being reconciled to determine eligibility criteria
	
	
	

	     c.   Non reason promote code are annotated correctly on promotions by name list.  AR 600-8-19, CH 3, Pg 16-17, Table 3-9, website
	
	
	

	4.  ACCURACY AND TIMELINESS OF PROMOTION ORDERS/FILE MAINTENANCE:
	
	
	

	     a.  Orders log(s) maintained. AR 600-8-105, CH 2, Pg 15, 2-25, website
	
	
	

	     b.  Orders filed.  ARIMS 25-400-2, CH 5, Pg 9, 5-9, website
	
	
	

	     c.  Promotion section verifies that soldiers are in a promotable status prior to orders are published.
	
	
	

	     d.  All promotion orders contain pertinent information related to soldier’s promotion, i.e., Exception to Policy granted by HRC, Civilian Acquired Skills Program.  AR 600-8-19, CH 3, Pg 14 &15,  3-6, website
	
	
	

	     e.  All orders are published prior to the effective date of promotion.  AR 600-8-19, CH 3, Pg 30-31, 3-36 (5) e(2), website
	
	
	

	5.  MONITORING THE ENLISTED ADVANCEMENT REPORT (AAA-117) REPORT:
	
	
	

	      a.  Tracking system in place to ensure timely submission of the AAA-117 and DA Form 4187 report from the units (100% turned in) and monthly audit of 10% AAA-117 report.  AR 600-8-19, Pg 9, 2-2f, website
	
	
	

	      b.  The AAA-117 and DA Form 4187 are annotated correctly.
	
	
	

	      c. AAA-117 reports reviewed prior to the units’ submission of grade change transactions. AR 600-8-19, Pg 11, Table 2-1, website
	
	
	

	      d.  Procedures in place to monitor soldiers denied promotion. AR 600-8-19, Pg 10, 2-3f, website
	
	
	


	6.  MONITOR EDAS C-10:
	
	
	

	     a.  EDAS C10 is downloaded monthly.
	
	
	


	ENLISTED PROMOTIONS

	AREA
	YES
	NO
	REMARKS

	     b.  EDAS C10 is forwarded to units on a monthly basis and a current copy of each unit is on file
	
	
	

	     c.  All EDAS C10s monitored and updated to reflect soldier’s promotion, in/out processing soldiers, or promotion point change(s).
	
	
	

	7.  SENIOR PROMOTION ORDERS DISTRIBUTION:
	
	
	

	     a.  Promotions orders downloaded monthly from TOPMIS II.
	
	
	

	     b.  Tracking system in place to identify NCO’s eligible for promotion.
	
	
	

	     c. All NCO’s promotion eligibility status verified prior to the effective date of promotion
	
	
	

	     d.  Promotion orders distributed NLT two working days prior to the effective date of promotion.
	
	
	

	REMARKS/RECOMMENDATIONS:


	OFFICER RETIREMENT

	AREA
	YES
	NO
	REMARKS

	1.  REFERENCES:
	
	
	

	    a. AR 600-8-24 dtd 30 Jul 04, Officers Transfer and Discharge
	
	
	

	    b. AR 350-100, dtd 4 Apr 03, Officer Active Duty Service Obligations
	
	
	

	    c. Local policy and Battalion SOP
	
	
	

	
	
	
	

	2.  PROCESSING OFFICERS RETIREMENT PACKET
	
	
	

	     a.  All voluntary retirement packets submitted within 12 months before date or no later than 6 months before requested time.  AR 600-8-24, Pg 98, CH 3, Table 6-20, website
	
	
	

	     b.  All packets are reviewed with ORB for eligibility then schedule an appointment with Officer prior to forwarding to HRC.
	
	
	

	     c.  Ensures the service computation DA Form 7301 during the interview with the Officer.  IAW AR 350-100, Pg 5 CH 3, website
	
	
	

	     d.  Tracking system in place to account for all retirement packets returning from HQDA.
	
	
	

	     e.  Retirement orders are prepared IAW AR 310-10 and distributed accordingly.
	
	
	

	Remarks/Recommendations


	
	
	


	ENLISTED RETIREMENT

	AREA
	YES
	NO
	REMARKS

	1.  REFERENCES:
	
	
	

	     a.   AR 635-200 dtd 15 Jul 04, Active Duty Enlisted Administrative Separations
	
	
	

	     b.   AR 600-8-11 dtd 1 Oct 90, Reassignment
	
	
	

	     c.   Local policy and Battalion SOP
	
	
	

	2.  PROCESSING ENLISTED RETIREMENT PACKETS
	
	
	

	     a.  All retirement packets are submitted in a timely manner in which the soldier qualifies. AR 635-200, CH12, Pg 84, 12-7, website
	
	
	

	     b.  Soldiers requesting to retire in lieu of PCS understand that retirement packet will not be withdrawn.  
	
	
	

	     c.  All retirement packets are submitted on a DA Form 2339 with an effective date that soldier has been notified in writing.
	
	
	

	     d.  All request for withdrawal of application or change to retirement dates are screened for proper eligibility.
	
	
	

	     e.  All orders are published in a timely manner with effective date of retirement.  
	
	
	

	     f.  All soldiers are scheduled an appointment to complete DA Form 2339 prior to forwarding to HQDA.
	
	
	

	     g.  Verification of service is accurate.
	
	
	

	3.  FILE MAINTENANCE:
	
	
	

	     a.  All files maintained IAW ARIMS 25-400-2.
	
	
	


	EMERGENCY LEAVES

	AREA
	YES
	NO
	REMARKS

	1. REFERENCES:
	
	
	

	     a.  AR 600-8-10 dtd 31Jul 03 Leaves and Passes
	
	
	

	     b.  Joint Federal Travel Regulation dtd 1 Aug 01
	
	
	

	     c.  Local policy and Battalion SOP
	
	
	

	2.  PROCESSING EMERGENCY LEAVES ORDERS 
	
	
	

	     a.  All emergency leaves forms are administratively correct.
	
	
	

	     b. Tracking system in place to identify and forward all emergency leave forms to Resource Management Officer for funding citation.
	
	
	

	     c.  Follow leave processing procedures IAW AR 600-8-10, Pg 87, CH 12 para 12-20, website.
	
	
	

	     d.  Files are maintained IAW AR 25-400-2.
	
	
	

	REMARKS/RECOMMENDATIONS:
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