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CHAPTER 1 

INTRODUCTION

1-1. Purpose

a. To provide clear procedural guidance for the Select-Train-Promote Assign (STPA) 
program.  It is to be used by DCARNG unit commanders and leadership at all levels in determining soldier’s eligibility for promotion of Active Guard Reserve (AGR), technician and traditional soldiers under this program.  These instructions are intended to provide a reference for all STPA actions including procedures to be used by centralized promotion boards.  Instructions are intended to standardize the board criteria and point system used and to ensure that board proceedings are fair so that all soldiers are considered equally. It also provides guidance for reduction of enlisted personnel in pay grade E-5 and above. 

b. The STPA program is a National Guard Bureau (NGB) directed program designed to 
provide a fair and equitable promotion process.   It identifies
 the most qualified soldiers with demonstrated potential and places them into unit vacancies.  This promotion process will affect all soldiers in the grades of SPC through SGM within the DCARNG.  The program establishes priorities for training, promotions, and assignments.  A major feature of this program is the elimination of waivers.  The time in grade and time in service requirements have been reduced to allow for a built in waiver.

1.2   General:  
a. The Commanding General (CG) is the promotion authority for all promotions E5 
through E9, and the reduction authority from E9 thru E5.  One state level promotion board will be conducted once a year for each pay grade to consider the “best qualified” soldiers for promotion.

b.  All records will be screened by each command level for compliance prior 

   
to the record being forwarded to the DPER.

c. Only those promotion records submitted to the board by the original suspense date 

will be considered.  There will be no exceptions.

d.  The Standby Advisory Board (STAB) will convene if necessary each year to consider 
only the records of soldiers who were eligible for board consideration the date the original board was conducted, but were not boarded due to no fault of their own.

d. 

e. 

f. 


e.  State level reduction board will be conducted once each quarter or as required to

consider all soldiers that are eligible for reduction in grade.




B. 
C. 
D. 
E. 
1-3.   References. 
References referred to or used with this DCARNG Pamphlet 600-200
 are explained in
Appendix D.
1-4.   Explanation of abbreviations and terms. 
Abbreviation and special terms 
used in this DCARNG Pamphlet 600-200 are explained in the glossary. 

1-5.   Proponent/Office of Responsibility.
Questions regarding the information contained in this DCARNG Pamphlet 600-200 and the STPA system should be referred to the Military Personnel Officer (DPER), also known as the Director of  Personnel (DPER).               

CHAPTER 2

The Program   

2-1.  Program sequence.  The Select-Train-Promote-Assign program is a multiphase system designed to place the best-qualified soldiers in leadership vacancies.  The STPA program is accomplished through four complex steps.  Each step is outlined later in this paragraph.  However its sequence may vary due to a variety of reasons.         

a. Select.  Soldiers are “selected” for vacancies based on their overall career 

performance and potential.  This performance is represented as points awarded through career accomplishments.  The soldier with the most points receives the highest placement on the promotion list.  The soldier highest on the list, if eligible and available, is offered the position.  Once accepted, the soldier is granted “select” status.  The soldier may remain in a “select” status until promoted during the life of the promotion list or removed through command action.  See Chapter 5 for further details on “select” status requirements.            

b. Train.  Soldiers with points above the cut-off score, have priority of training. (See 
paragraph 5-4  Soldiers in “select” status have priority for the noncommissioned officer education system (NCOES) course, or courses required for promotion to the next grade.  All school applications require the soldier’s STPA acceptance letter (see Appendix E). 
c.  
Promote.  Once a soldier completes the requirements for promotion in their selected 
position, their chain of command will initiate the promotion by forwarding the required documentation to the DPER.  Soldiers selected and fully qualified will be promoted concurrently with their assignments if and when a vacancy exist.  The effective date for promotion will be the date of the STPA Assignment Letter, if otherwise qualified.  Soldiers requiring NCOES will be promoted with an effective date and date of rank (DOR) as of the day following completion of all required training.  Completion of training must be reflected on a DA 1059.  AGR soldiers in the pay grade E8/E9, if qualified, will be promoted with a DOR, as soon as a controlled grade allocation becomes available.  All promotions will be processed by DPER, with CG approval.      

d.  Assign.  Once soldiers are granted “select” status, they are assigned to the unit 
vacancy for which selected.  (Commanders may ask the DPER for an exception to this policy if the removal of the soldier will cause a decrease in their readiness.  This exception will only be considered if the soldier still needs the appropriate NCOES to be promoted.  However, the soldier would be transferred to the gaining unit upon completion of the required school).  The losing unit would be responsible for ensuring the soldier’s request for the required school is forwarded NLT than 30 days of acceptance.  The vacancy will not be filled during this period).  Upon acceptance, all administration and training responsibilities rest with the gaining unit.  Soldiers are required to clear their former unit, informally, within 30 days of acceptance.  Transfer request will not be withheld pending unit clearance.  The transfer needs to be worked out by the losing and gaining unit, prior to submission to DPER/SIDPERS.  (This transfer should take place within 30 days of notification, (minimum – one IDT drill) The gaining unit will request transfer by using DA 2446 Request for Orders with STPA Letter.  This will be sent to DPER/SGM to publish the order for the transfer to the gaining unit.  If the M-Day soldier is within the same unit upon selection, unit will forward DA Form 4187 with STPA selection letter to thru DPER SGM to SIDPERS.  If you move a Technician or AGR, the gaining unit must get a recommendation from HRO prior to submission of a DA FORM 4187 or an order to SIDPERS.  All E7s, E8s and E9s will be coordinated for approval utilizing a DCNG Form 89 for the Commanding Generals’ approval.                 

2.2 Convening and Promotion Authorities.

a.   Unit Commanders remain the  promotion/advancement authority for soldiers up to the rank of Specialist (E4).   
b. Commanding General (CG)  will promote all Sergeants (E5)  through Sergeants 

Major (SGM).                                                                     

2-3.  Board Cycle Dates.    The cycle board dates will be announced by memorandum from the DPER sixty days prior to the convening of the board.  (minimum – two IDT periods).

STPA packets are due to the Enlisted Personnel Manager (DPER/SGM), no later than 10 days prior to the Board.   STPA recommendations will be broken down by units  and alphabetized by the last name at the MSC level.
2-4.  Suspense dates.  DPER will ensure that all documents received on or before the suspense dates are processed and filed in the MPRJ unless returned for completion or correction.  Soldiers must submit any substantiating documentation to the units early enough to permit forwarding through administrative channels to the Personnel Services Branch (PSB) in sufficient time to meet the state suspense dates.  Reference Chapter 3 for further guidance.                           

2-5. Eligibility Criteria. 
a.  To be eligible for consideration, selection and promotion to SGT through SGM,
soldiers must:

(1) Soldiers must be in a promotable status.   The board may consider soldiers under 
suspension of favorable personnel actions unless completely ineligible for consideration; however, these soldiers cannot be placed on the promotion list or prmoted until the suspension has been removed.  This requirement is not waiverable.  Soldiers who have been removed from promotion lists per para 5-6, 5-7, 5-8 and who are pending separation action per AR 135-178 or AR 635-200 will not be considered for promotion.  If not separated, the next regularly scheduled promotion board may consider them unless they are eligible for a standby advisory board NGR 600-200 para 11-45.  
(2) Must be  less than 59.5 years of age
(3)  Be participating satisfactorily in the active ARNGUS in the next lower grade.  
2.6   First Step-Determine Eligibility .  The receipt of a preprinted STPA packet is not by itself evidence of promotion eligibility.  Before completing the NGB Form 4100-1-R-E, check to ensure the soldier is eligible for consideration.  Cumulative enlisted service (CES) must be computed by hand as it is not normally captured in a soldier’s record IAW NGR 600-200 paragraph 11-8c.  Soldiers are eligible for consideration provided the commander does not deny them consideration and they meet the criteria in Table 3-1.                                                            

Table 3-1 Eligibility Criteria Matrix

(Computers as of the day of the board)
Item                    SGM                   MSG                   SFC                   SSG                  SGT

  TIG (months)          14                         12                          11                  8                        6

   TIS (years)

16

     13


9
         Not Applicable

   CES 


10

     8


6
         Not Applicable

High School Diploma, equivalent (including a general equivalency diploma (GED), or 

higher.  

2.7 Promotion Eligibility Roster (PER).  Annotate the PER by drawing a single line through the soldier’s name if the soldier will not be considered or by adding names of eligible soldiers to the bottom.  When adding names include the name, SSN, PMOS and PEBD.  When forwarding STPA packets for consideration, every soldier on the PER must be accounted for with the status of each soldier.  Annotate NGB Form 4100-1-R-E, in the top right corner by insert the abbreviation, supplied in Table 3-2, and decide whether or not you need to forward a STPA packet.
Table 3-2  Abbreviations to Determine Eligibility 
#                    Abbr.                    NGR 4100                     Reasons:   

0                  NMOSQ

            No
                  Not MOS qualified

1
        SPBR


No

      Selected from the previous board.                   

(Soldier has applied and waiting for a school date)              

2
        NOREC  

Yes

      Eligible but not recommended 








      (NOREC) by the commander.

#                    Abbr.                    NGR 4100                     Reasons:   

3
        DECL


Yes

      Declined (DECL) consideration








       whether eligible or not.

4
       PD(XXX)   

No 

     No Pending discharge (PD) to or for








     any of the following (XXX) Active








     Duty (AD), Individual Ready Reserve








     (IRR), Qualitative Retention board 

Military Duty Review Board (MDRB),       Medical Duty Review Board (MMRB), Medical Evaluation Board (MEB), Physical Evaluation Board (PEB), Retirement, (ETS).

5 
        FLGD


Yes

    Flagged (FLGD) or should be flagged.

6 
        ISTR


No

    Assigned not joined.  In service recruits 








    and interstate transfers who have not 








    reported.

7
       HS


No 

    No high school (HS) diploma or GED.

8 
      Other (XXX)

No 

     No other reasons including bar to 








     reenlistment is in effect.  ING 








     personnel coming back into the 








     DCARNG.

9
     TRF (PRN)

Yes

     Transferred (TRF) to another unit 








     (ID ARNG).  Also include the pay roll 








     number (PRN) of the unit to which








     transferred.
10
     NTIS or NTIG 

No 

     Does not meet the required time in 









     service or grade.

11
     CPMOS


Yes 

     These are Command direct selection 








     due to MOS restriction and are MOS 







     qualified.                           








(4)  High School Diploma, equivalent (including a general equivalency diploma 
   (GED), alternate credential, or an associate or higher degree.  
(5)  Be qualified in the Career Progression MOS (CPMOS), promotion MOS or a feeder 
MOS for the position into which assigned and promoted.  

(6)  Soldiers being involuntarily reclassified into another MOS due to unit reorganization or inactivation may remain MOS qualified up to one (1) year after the effective date of the reorganization or inactivation, or until reclassified into the new MOS, whichever occurs first.  Soldiers promoted under these rules into a new MOS must become qualified in the time required or be reduced per para 11-56g NGR 600-200.  (If the soldiers failure to get qualified due to no fault of his/her own, but through lack of school/training resources, a request for an extension of time may be forwarded through the Director of Plans and Training (DPOT/MS) to the DPER.  

(7)  Soldiers are considered physically qualified in their MOS for promotion purposes when they have a current qualifying  physical or have been found qualified by the state medical review board or Physical Evaluation Board.  

(8)   For consideration for promotion to SGM with concurrent appointment to CSM, individual should not yet be the objective age of 51 as of the last day of the month of the ARNGUS CSM Selection Board per chapter 9 NGR 600-200.  However, the Commanding General may nominate individuals above the objective age without waiver or exception when the soldier is clearly the best qualified of all eligible candidates.

(9)  For consideration for promotion, including concurrent appointment to CSM, 1SG and MSG who are not graduates of the U.S. Sergeants Major Course (USASMC) must be eligible to attend and complete the course.  (See NGB 600-200 chapter 11-27.)

(10) Have a current APFT (The latest test administered or conducted by the unit).  Not “Flagged” for APFT, or weight. 

 
(11) Status, Not a WOC or in the OCS, or SMP program.  
(12)  NCOES

(1) Consider soldiers for promotion without regard to their current level of NCOES. 
When selected for promotion and listed in the selection objective of the promotion lists, they are eligible for training.  Provided they are in or will be concurrently assigned to positions authorizing the higher grade, promote as follows:
School Requirement

SGT                                           PLDC

SSG                                           BNCOC

SFC/MSG                                 ANCOC

SGM/CSM                                USASMC
(2) The Commanding General may conditionally promote soldiers to SSG,SFC and 
SGM as authorized in (a – b below). 
(a) Traditional soldiers may be conditional promoted to SSG upon completing
RC-BCNOC Phase I and to SFC upon completing RC-ANCOC Phase I.  All soldiers must complete their Phase II courses within two years after completing Phase I and before they may be considered for their next promotions.  The first general officer in the chain of command may extend this period up to one year based on extenuating circumstances. 
(b) All categories of ARNGUS soldiers in the selection objective of the SGM 
promotion lists (including CSM selectees after approval by the DA(NGB) ARNGUS  Selection Board) may be promoted to SGM upon assignment to position.  Based on their selection, they will be enrolled in the next available resident or nonresident class of the USAMA, which they must complete as a condition of the promotion.  
(c) Recruiting and Retention NCOs (CMF 79) who are SGTs selected for 
promotion and training and who do not have credit for BNCOC, will attend the RC BNCOC.  
(d) AGR (CMF79) on AGR status who are SSGs selected for promotion and 
training, and do not have credit for an ANCOC, will attend AC-ANCOC for CMF 79 at the NGPEC NCO academy.

(e) Traditional soldiers who do not have an RC configured ANCOC phase II will only attend RC-ANCOC phase I.
(3) For further guidance see Chapter  11 para 28-31 NGR 600-200.
2.8  Promotion Actions

a. Soldiers may be promoted only into vacant positions based on placement on a
promotion list by board action.  See chapter 5 and 11,  NGR 600-200 and NGR 600-5.
b.  Soldiers promoted based on completion of phase I of an NCOES will have two years  (24 months) to complete their NCOES requirements.  This  promotion will be considered a conditional promotion.  Failure to complete the NCOES requirement will constitute a reduction of rank.      
c. Frocking – is not a promotion.  However, soldiers on promotion lists who are assigned to 1SG or CSM positions before they can be promoted (generally due to lack of controlled grade allocations for AGR soldiers) may be frocked.  This process does not entitle the soldier to time in grade, pay in the grade to which frocked, or credit for the  grade on the retired list until actually promoted to the grade.  See NGR 600-200 para 11-13.
d.  Promotion ceremonies should be held on the effective date of promotion.  The promotion order is the official instrument for promotion.  It also is the source for grade, effective date, and DOR for all record and pay purposes. An Induction ceremony will be conducted annually for all soldiers promoted to the rank of E5.  
2.9   Soldiers Not Eligible for Consideration.                          

a. Soldiers given “select” status and assigned to a position, remain promotable based 

on the list from which selected provided they are scheduled to attend school.  They are not eligible if they have been removed from the list before the promotion for disciplinary actions or failure to comply with requirement to attend appropriate schools.  Subsequent boards generally will consider these soldiers.       





b.  Officer Candidate School (OCS) Cadets, Warrant Officer Candidates (WOC), 

and Simultaneous Membership Program (SMP) participants will not be boarded on the STPA Board.  Once an enlisted soldier accepts OCS/WOC/SMP status on orders, the soldier is no longer eligible for selection, assignment, training, or promotion under STPA.  If they have previous list status, the command must initiate administrative removal upon receipt of appointment orders. 
g.  Suspension of Favorable Personnel Actions (Flagged) need to be referenced to when 

a soldier’s promotion or advancement was delayed per AR 600-8-2, and the final DA Form 268 has been prepared.  Commanders will use the rules found in NGR 600-200 Chapter 11, paragraph 11-4 to determine the soldier’s promotion status.    

d.    Army Physical Fitness Test (APFT).  Soldiers must have a valid passed APFT

on record by the established board suspense date to be eligible for promotion.  Newly enlisted soldiers that do not have a current APFT score or have not been tested will not be eligible.                         

e.  Soldiers not meeting the published cut off score are not eligible for promotion.

f.  All Interstate Transfer (IST) not on a current promotion list/ In Service 

Recruiter (ISR)/Inactive National Guard (ING) will not be considered during 

the year unless a Standby  Board is convened for which they are qualified, and meet all criteria as of the date of the board.  DPER is the approval authority for an exception to policy.  

2-10
Delay of promotion due to suspension of favorable personnel actions

Soldiers under suspension of favorable personnel actions will be considered for promotion by the board unless completely ineligible for consideration, but cannot be placed on a promotion list or promoted until the flag has been removed. 
The board will not see the flagging action.  When a soldier’s promotion or advancement was delayed because of suspension of favorable personnel actions per AR 600-8-2, and the final DA Form 268 has been prepared, use the following rules to determine the soldiers promotion status. 

a. “Favorable,” when the soldier would have been promoted while the suspension was 

in effect, and the soldier has been assigned, promote the soldier.  Establish effective date and DOR as if no delay in promotion has occurred. The earlier effective date must be approved before the promotion.  (See NGR 600-200 para 11-4g for procedural guidance.)

b. “Unfavorable” and the soldier would have been promoted while the suspension was
in effect, provided otherwise eligible, promote the soldier with effective date and DOR of the date of removal of the suspension of favorable action, unless action has been initiated to remove the soldier from the promotion list before the closing date of the DA Form 268. 

2.9 


















2-11. Declination Options.
    a.  Leadership Options:  Command Sergeant Majors/1SG selections is a separate 

          Board action see paragraph 4-3.  Soldiers selected for promotion to MSG/SGM will use 
          the space on NGB Form 4100-R-E in Section IV to indicate their desire to accept or     

          decline consideration for the Command Sergeant Majors (CSM) program or a 1SG tour.  

b. MSG and SGM:  Personnel being boarded for promotion consideration to the ranks of       1SG and CSM, are subject to Major Subordinate Command (MSCs) reassignment, once they accept consideration.  Later declination of positions will result in administrative removal from the list unless the declination is due to an approved hardship.                  

c. All soldiers are subjected to DCARNG overall reassignment.  Failure to accept assignment results in removal from the promotion selection list.  NGR 600-200, Chapter 7 and Reference Memorandum Subject: Extension of Declination of Continued Service Policy dtd 19 Jan 2001(See Appendix E).  For additional AGR guidelines look in NGR 600-5 and NG Pam 600-1.  You may contact the  AGR career manager in the HRO to check on current information.                       

DCARNG-DPER (600-200)





Date

SUBJECT:  Letter of Declination

The Commanding General of District of Columbia

ATTN:  Enlisted Personnel Manager, DCARNG

2001 East Capitol Street

Washington, DC 20003-1719

1.  I have been counseled concerning STPA options and choose to decline the following duty position.

Name:_____________________________  SSN:___________________

Declining PMOS:___________Grade __________ Para/Ln ___________

AGR Position:  Yes / No

UIC:__________________

2. I have been counseled by the State Recruiting and Retention NCO and signed 
a NGB Form 4991-R(T), Declination of Continued Service Statement.  

3.  I have read the All States Memorandum, Subject: Extension of Declination of Continued Service Policy, dtd 19 Jan 2001, on the effects of refusal. (See Appendix E.





Sincerely,






Full Name/Rank of Declining Soldier 

CHAPTER 3

                 Preparation for the Board
Section I

General Processing

3-1.  DPER’s Responsibilities  The DPER will coordinate with the Personnel Services Branch (PSB) and forward to each major command the following:  Enlisted Promotion Point Worksheet, NGB Form 4100-1-R-E, DA 2-1, District of Columbia Education Worksheet, and any special administrative instructions.  Major Subordinate Commands (MSCs) must forward these STPA Packets to the units so that the units will have two drill weekends to prepare prior to the state suspense date.  Upon receipt of completed STPA packets from the units DPER personnel will review and prepare packet for board review.   The DPER will also:                                         
a.  Provide training on the program requirements.
b.  Schedule and convene all boards.  Prepare and forward Memorandum of Instructions 
(MOI) to units announcing each 
board by pay grade.  MOI will be forwarded NLT 60 days prior 
to each board. Coordinate and publish orders nominating board members, place and time of board.

c.  
a. Establish cutoff score.  Cutoff scores are established by averaging all of the soldiers 
promotion points in a particular MOS from the previous year.  For example if there were three (3) Administrative Specialists (71L20) boarded TY 00 with the promotion points as follows:  450, 475, 480, the cutoff score for the TY 01 would be 468 for a 71L20.  The cut off score will be published in the announcement of each board.    
. 

d.  Determination of MOS Promotion.   All soldiers at the rank of
 SSG/E6 may be considered in a secondary MOS that will improve readiness.  In those cases, the MOSs needed to improve readiness will be published in the Memorandum of Instruction announcing the board.    The soldier’s request will be endorsed by the Commander and approved/disapproved by the DPER. When AGR and Technician soldiers elect-consideration in a MOS other than their PMOS, the request will come through their chain of command, through HRO (for compatibility) to the DPER for approval/disapproval.  All other soldiers’ request will be forwarded through the chain of command to the DPER.  An appeal of the DPER decision may be forwarded to the Commanding General.   
e.  


b. Coordinate with HRO prior to assignment and/or promotion of AGR soldiers 
and technicians.
  
f.   Process the data and publish a promotion list for each MOS by pay grade with
soldiers ranked from highest to lowest.
g. Ensure commanders update 1710s and cross level qualified soldiers to fill authorized 
vacancies prior to 
selection from the promotion list.
h. 
Notify individuals through the chain of command of their selection for promotion 
based on vacancies in their MOS; obtain their acceptance or declination of promotion.  Publish reassignment orders, if appropriate and/or promotion orders if fully qualified for immediate promotion with command concurrence.

i. Monitor bonus participants to ensure their bonus contracts are not violated.  
Promotion of  bonus participants must be in their PMOS or career progression )feeder MOS) for those position into which assigned.

h. 
(1) 





j. Soldiers who are promoted based upon mobilization under title 10 will convert to 
their original rank if their STPA sequence number has not been reached or a controlled grade for an AGR soldier is not available at the end of the deployment.  (See NGR 600-200, Chapter 11, Section XII para 
3.2. 
a. 


i. 








3-3. 11-57)
3-2.  Commander’s Responsibilities.  
a. 
. 
b. When positions are vacated the promotion list is the commander’s third option, 
not the first.  NGR 600-200, Chapter 5, provides commander the guidance to cross level available soldiers such as those who are excess, or those that are assigned to an overgrade position.
(1)  First the commanders will cross level all qualified soldiers to fill all authorized vacancies.  An up to date 1710  and vacancy report will be forwarded to the DPER prior to any promotions
(2) The second step is to consider available soldiers in a pay grade who have been in the 
 positions for a reasonable amount of time and are ready for career development moves 
 such as moving NCOs in the same rank between assignments.  The assignments may 
be within the unit, within the major subordinate command, or in any unit within the D
CARNG.  Once commanders have taken all reasonable actions within their authority,
 the promotion list will be used for the remaining vacancies.
  (3) The third option is to utilize the promotion list.

 b.  Forward all request for reassignments (DA Form 4187) thru DPER-SGM to the personnel services branch (PSB)
c.  Verify the Promotion Eligibility Roster (PER).  Commanders will add missing eligible 
  soldiers, delete ineligible soldiers by lining through names and enter a brief explanation per para 2.7.  
  The rosters will be signed and returned with the Enlisted Promotion Point Worksheet NGB Form 4100-1-R-E by the suspense date.  DPER will 
  not accept the Enlisted Promotion Worksheets without the rosters.
Commanders will line through soldiers who are listed on (PER) 
who are not eligible for promotion consideration or are no longer a member of the unit.  Use NGR 600-200 paragraph 11-27, and DCARNG Pamphlet 600-200, paragraph 2-5 and Table 3-1 to determine eligibility.  Any soldiers being denied consideration, the commander will enclose a DA Form 4856 on which the commander has personally counseled the soldier on the reason for recommending denial.  Soldiers may rebut their commander’s recommendation and submit statements that directly affect the circumstances up the chain of command.  These actions will take place in time to allow the soldier 30 days to prepare comments and consult with the judge advocate, if desired, and to allow the approval authority to take final action before the board process is complete.
 

b. 

g.  Inventory STPA packets to ensure that a Enlisted Promotion Worksheet was received for each soldier on the Personnel Eligibility Roster (PER).  Contact the DPER/SGM to request additional forms, if necessary.  Forward the STPA packets with all pertinent enclosures to subordinate command(s) for action.  Provide administrative assistance to subordinate commands, as necessary.                         

 h. Leader appraisals will not be required.  The board member will prepare the appraisals 
 for all soldiers SPCs through MSGs.  However Commanders will complete a Specialist   

 Assessment Worksheet for Specialist/E4s. (See Appendix A)  
 i. Denial of Consideration.  Prepare and submit DA Form 4187 and DA Form 4856 
 (General Counseling Form) for those soldiers that are eligible for promotion   

 consideration, but has not demonstrated the potential to serve successfully at the higher    

 grade.  Mandatory counseling is required and recommended in a sufficient amount of    

 time no less than 30 days prior to the board.  (Refer to NGR 600-200, Chapter 11, para 
 11-38a.  Ensure the appropriate commander personally approves that action as follows.

E4-E5 = LTC


E8 = CG, DCNG

E6-E7=  COL

j. Review returned PER and Enlisted Promotion Worksheets for completeness.
Substantiating 
documents must be submitted under a unit appropriate SIDPERS or Records Section transmittal letter (TL).  The STPA Packets will be rank and alphabetized by last name.  STPA packets will be in the following order:          

(1) NGB Form 4100-1-R-E

(2) 
(3) PQRB
(4) Education Worksheet

(5) SIDPERS TL

All support documents if applicable:  (a) DA Form 705 (b) DA Form 1059 (c) ACCP course verification (d) College Transcript After review, forward STPA Packets to meet the state suspense date.  APFT and Weapons rosters will not be accepted at the Central Board for review.  If your most current Personnel Qualification Roster shows new scores there is no need to send support documents to change score on the NGB 4100-1-R-E.                  

3-3. Major Subordinate Commands’Responsibilities.  Administrative personnel at the MSCs level will complete the following actions:   
a.  All S1s will provide administrative assistance to subordinate units, as 

 necessary.

 
             b.  Review returned Personnel Eligibility Roster (PER) and STPA Packets for accuracy    

     and completeness.  See reference DCARNG Pamphlet 600-200, Paragraph 3-2 c.

             c. CSM will review all STPA packets for their units with particular emphasis on   

 the NCOERs,  to ensure all soldiers are evaluated fairly and 
 objectively in accordance
 with source documents from their official military 
 personnel file


d.  Resolve any discrepancies prior to submission to this headquarters and include

              current NCOER(s) STPA Packet will be forwarded to meet the suspense date.                                                 

2.4 Soldier’s Responsibilities.
a. Maintain individual readiness

b. Consistently review Personnel Records
c. Review weaknesses and seek counseling for improvement
d. Meet school requirements by apply and attending classes before required suspense.
e. Consistently seek self improvement
 3.5

3-4. Unit’s Responsibilities.  
a.  Unit Admin Personnel:  After receiving STPA Packets administrative or full time personnel at the unit level will complete the following actions:                                        

(1)  Provide a copy of the DCARNG Pamphlet 600-200 to the CDR and 1SG.                         

(2)  Provide administrative assistance to unit sections.                    

(3)  Review and inventory STPA Packets to ensure the forms were received for each eligible soldier assigned or attached to the unit.  Obtain additional forms from the DPER/SGM, if necessary, and add those personnel to the PER.  Forward STPA Packets to the gaining unit for processing, when soldiers have transferred to other units in the District of Columbia Army National Guard.                        

3.6.  Schools Program Manager (DPOT/MS) Responsibilities. 

c. Obtain copies of all approved promotion lists from DPER.  Verify NCOES requirements 

for soldiers on selection list and provide DPER with verification that soldiers have a training seat in ATARRS.
d. Upon selection for promotion, soldiers are allowed 90 days to submit a school    

application (NGB Form 64) to DPOT/MS for approval.  DPER will be notified by DPOT/MS of soldiers not in compliance with this requirement. 

        c. Only those soldiers that have been selected for promotion are authorized to submit   

        applications for Phase I NCOES training to include PLDC.  Continue to process soldiers for   

        Phase II NCOES for training without regard to promotion list standing.  Once the soldiers  

        listed on the promotion list are exhausted, units may use their Order of Merit Listing (OML) 
        to submit other soldiers for school.  DPOT/MS will verify that all soldiers eligible on list 
        have exhausted their 90 days requirement to apply.  A copy of the OML will accompany 
        applications.  

         d. Upon receipt of school application from the unit, verify promotion status, request

         School quota or return to unit as appropriate.

         e.  DPOT/MS will notify DPER and the units of the status of each soldier upon

        completion of academic failure of a NCOES course and failure to attend a course
.
         f. DPOT/MS will enroll all student in the DCARNG 260th Regional Training Institute for  
         BNCOC and ANCOC courses.  Request for exception will be forwarded to the State CSM.

 Section II

 Completing the 4100/PER 
3.7  NGB Form 4100-1-R.


 
a.  First Line Leader (FLL):  For soldiers recommended for promotion consideration, FLL will:

    1.  
 Review the NGB Form 4100-1-R-E with each soldier and explain the   

    calculated administrative points providing an opportunity for submission of   

    additional documents.  

2. Counsel them on the election or declination decision of their choice of
 MOS to be boarded in and the consequences of their choices.  
3. Obtain the soldier’s signature.  NOTE: If a soldier is at school or

otherwise unavailable to sign the NGB Form 4100-1-R-E, unit personnel will review the administrative points and counsel the soldier telephonically.  The  CDR/ISG/FLL will then indicate the soldier’s election(s), state the 
circumstances causing the soldier’s unavailability, and sign the worksheet. ISGs/FLLs must sign the NGB Form 4100-1-R-E, taking ownership for   

counseling the soldier Return the STPA Packet to fulltime personnel for     

                              completion or further processing.    

b.  The following should be attached to the NGB 4100 Form if documents have not been updated in the personnel records.   

(1)  Submit a new weapons qualification Scorecard if NGB Form 4100-1-R-E or  PQRB does not reflect the correct score.  Weapons qualifications are good for two training years.  For this purpose, a training year is 1 October through 30 September.                                                         

(2)  Submit a new DA Form 705 APFT score, if NGB Form 4100-1-R-E or PQRB does not reflect the correct score.  
(3)  Submit any new resident training documentation.  If not current forward a DA Form 1059.                                            

      (4) Self-development course hour’s documentation.  Enter correspondence 
course hours in Section VI,  Item 27.  The Soldier’s District of Columbia Education Worksheet will show what has been verified.  Soldiers need to submit all course completion, if not on the Educational Worksheet (see Appendix F).  You may also use the Army Training, Requirements and Resource System (ATTRS).  The web address is http://155.217.35.238/accp/aipd.htm.  This will give a historical list of all courses you have completed.  This will be verified by ISG/CDR of the unit.                        

c.  NCOES Documentation.  Effective 1 Jan 1999, you have to complete all phases to get the points for NCOES.  See Table 3-6 this publication for NCOES point breakdown.  If not current submit a DA Form 1059 to show highest course completion.  (see paragraph 3-7)                                     

d.  College semester hours documentation.  Enter college semester credits in    

       Section III, item 29.  College transcripts that are listed in the Accredited   
       Institutions of Post-Secondary Education (ACES Book) will be accepted.   


      Transcripts including student copies, machine produced grade slips or reports that 
                        includes the school title or name are acceptable.  Transcript will show the number   

            of hours (such as semester hours)  creditable for the classes listed and the final   

grade.  Bachelor of Art (BA), Bachelor on Science (BS), Post Graduate Work 
Diplomas will be accepted if accredited by ACE.  Vo-Tech college degrees need to have a transcript.  Further reference is in NGR 600-200, page 11-35 and 11-36.                                                    

e.  Awards are annotated in NGB Form 4100-1-R-E Section 1.  See Table 3-3 for Awards breakdown.  Soldiers can pull up their current awards on the units SIDPERS database.                                                             

Documents received after the established suspense will not be filed or included in the board proceedings to substantiate points.  If there is no documentation on file in the MPRJ, promotion points are not granted.  Soldiers must meet the unit’s suspense date and submit any points substantiating documentation so that it may be forwarded in sufficient time to meet the chain of command and state suspense dates.   When soldiers review their MPRJs in the PSB, if they are satisfied with the contents, they can request the PSB to seal their records prior to the board review.                                           


























































3-7 Section VI.  NGB Form 4100-1-R-E.  Time in Grade (TIG) – Time in grade points are 

usually preprinted on the form.  Points are pre-calculated at 5 points per full year up to a maximum of 15 years (75) points.  Subtract date of rank from the day of the boards start dates to find total full years and multiply by 5 to obtain point value
Time in Service (TIS)-Pay Entry Basic Date (PEBD) and time in service (TIS) points are preprinted on the  form.  Points are pre-calculated at 2 points per full year up to 25 years (50 points).   Effective 1 January 2002 the maximum points will be 75.

Subtract PEBD from the day of the boards start dates to find full years and multiply by 2 to obtain point value.  Only the awards listed in Table 3-3 are authorized points.  Source documents include the DA Form 2-1, DA Form 638/638-1 for all federal awards, Official Orders awarding the medal or device, and DD Form 214/DD Form 215/NGB Form 22.  The maximum is 75 points.  

































































a. 










































3-8. Section IV, Verification.  In this section elections are made, information verified and certified.  Soldiers verify the information entered on the NGB Form 4100 and elect 

whether or not they wish to be considered for promotion.
3-9 Section V, Appraisal.. The board members to determine the Leadership Appraisal on each soldier being boarded will use the NGB Form 4101-1-R Enlisted Promotion Appraisal Worksheet.  Each board member will complete an appraisal individually.  The average of all score sheets will be combined (averaged)  to determine the score.   The total points are 250 points.  Effective 1 January 2002  the appraisals will be for 400 points.

3-10. Section VI, Total Scores and Verification.  The board members will review the personnel records and complete all  section of the 4100-1-R-E. that is applicable.  The board president along with the recorder will verify, sign and date the Enlisted Promotion Point Worksheet NGB Form 4100-1-R-E.
                          

a. 





























































































































































































































































































































b. 

(1) 
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b. 

c. 
d. 
(1) 
(2) 
(3) 
b. 
4-4. 
a. 
b. 

c. 

d. 

e. 
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The following tables will be used in determining the point value for administrative points.
Table 3-3 STPA Authorized Awards and Point Values Medal or Award 

Federal Awards

Award Name (Abbr)                                                                                                       Point Value     
Medal of Honor (MOH) ……………………………………………………………..
35

Distinguished Service Cross (DSC) ………………………………………………….
35

Navy Cross (NC) …………………………………………………………………….
35

Air Force Cross (AFC) ………………………………………………………………
35

Defense Distinguished Service Medal (DDSM) …………………………………….  
35

Distinguished Service Medal (DSM) …………………………………………………
35

Distinguished Service Medal (USN-USMC) (DSMC) …………………………….
.
35

Distinguished Service Medal (USAF) (DSMA) …………………………………….
35

Distinguished Service Medal (USCG) (DSMC) …………………………………….
35

Silver Star (SS) ………………………………………………………………………
35

Defense Superior Service Medal (DSSM) ………………………………………….
35

Legion of Merit (LOM) ……………………………………………………………

35

Distinguished Flying Cross …………………………………………………………
35

Soldier’s Medal (SM) ………………………………………………………………
35

Navy and Marine Corps Medal (NMCM) ………………………………………….
30

Airman’s Medal (AAM) ……………………………………………………………
30

Coast Guard Medal (CGM) …………………………………………………………
30

Bronze Star w/V Device (BSMV) …………………………………………………..
30

Bronze Star Medal (BSM) ………………………………………………………….
30

Purple Heart (PH) …………………………………………………………………..
30

Defense Meritorious Service Medal (DMSM) ……………………………………..
25

Meritorious Service Medal (MSM) …………………………………………………
25

Air Medal w/V Device (AMV) ……………………………………………………..
20

Air Medal (AR) ……………………………………………………………………..
20

Aerial Achievement Medal (AAMD) ………………………………………………
20

Joint Service Commendation Medal w/V Device (JSCMV) ……………………….
20

Joint Service Commendation Medal (JSCM) ………………………………………
20

Army Commendation Medal w/V (ACMV) ……………………………………….

20

Army Commendation Medal (ACM) ………………………………………………

20

Navy Commendation Medal w/V Device …………………………………………..
20

Navy Commendation Device ……………………………………………………….
20

Air Force Commendation Medal w/V Device (ACMV) …………………………...
20

Air Force Commendation Medal ……………………………………………………
20

Coast Guard Commendation Medal w/V Device (CGCMV) ………………………
20

Coast Guard Commendation Medal (CGCM) ……………………………………...
20

Joint Service Achievement Medal (JSAM) …………………………………………
15

Army Achievement Medal (AAM) ……………………………………………..….

15

Navy Achievement Medal (NAM) …………………………………………………..
15

Air Force Achievement Medal (AFAM) ……………………………………………
15

Coast Guard Achievement Medal (CGAM) ………………………………………...
15

Prisoner of War Medal (POWM) …………………………………………………...
10

Combat Infantry Badge (CIB) ………………………………………………………..
10

Combat Medical Badge (CMB) ……………………………………………………...
10

Expert Field Medical Badge (EFMB) ………………………………………………..
10

Expert Infantryman Badge (EIB) ……………………………………………………..
10

Driver/Mechanic Badge (DVRMECH) ………………………………………………
  5

5 points will be awarded for each service star worn on the following:

Korean Service Medal (KSM)…………………………………………………………….
5
Armed Forces Expeditionary Medal (AFEM)…………………………………………….
5
Vietnam Service Medal (VSM)……………………………………………………………. 5 
Southwest Asia Service Medal (SWASM)………………………………………………… 5
Armed Forces Service Medal (AFSM)……………………………………………………   5
State Awards

Award Name (Abbr.)                                                                        


     Point Value

DCARNG Meritorious Service Medal …………………………………………………..
25

DCARNG  Commendation Medal……………………………………………………….
20

DCARNG Achievement Medal………………………………………………………….
15

DCNG Noncommissioned Officer Commendation Ribbon ……………………………
15


DCNG Enlisted Excellence Ribbon …………………………………………………….
10

Point values for awards from other states will be awarded when the award (s) received match the DCARNG State awards (i.e., the Virginia Achievement Medal would be awarded 15 points).

Weapons Qualification.  Unit personnel will enter and date (YYMM) in field 24 unless already correct.  Do not attach a copy of the Qualification Record, if it is current.  The score must have been recorded during the current or preceding two training years.  See reference DCARNG
Pamphlet 600-200, Paragraph 3-4 d (1).  Points are awarded and entered in Section III, Field 24 as indicated in Table 3-4. The Maximum is 75 points.
Table 3-4 Weapons Qualification

Level 5                                                                    Abbreviation points

No Score or Not qualified




0

Marksman  (MKM)





25

Sharpshooter (SPS)





50

Expert (EXP)






75

APFT scores.  Enter the date (YYMM) and total score from the most recent unit administered APFT in Section III.  Attach a copy DA Form 705, if APFT is not current.  There are several rules regarding soldiers who have no APFT, alternate APFT, or profiles.  Soldiers who fail to take or pass the latest unit administered APFT for other than medical reasons are ineligible for promotion consideration.  If for medical reasons, the soldier may be awarded points based on the latest passing score within 18/8 months (18 months M-day/8 months AGR) if a military medical officer approves a physical profile, it may be extended beyond 18 (traditional soldiers and/8 months (AGR) with military medical officer/doctor approval.                  

b. For soldiers with permanent profiles on DA Form 3349 for the push-up or sit-up

events, grant 60 points for each strength event waived.  Use the Actual score for each strength event taken.  The soldier must qualify on the 2-mile run or alternate aerobic event per FM 21-20 to receive any promotion points.  Award soldier who receive a GO on the alternate aerobic event, and administrative score in the aerobic event, that is the average of the other events.  For example, for a soldier with a 

profile against push-ups, who scores 80 on the sit-ups, 70 for the aerobic event, and a total of 210, for 21 promotion points.  If a soldier can only do the aerobic event and passes that a score of 180 is posted.  Do not enter any of the information on DA Form 705 under any circumstances per FM 21-20, Chapter 14, record it only on NGB 4100-1-R-E.

b.  For soldiers with temporary physical profiles on DA Form 3349, use the soldier’s current APFT score provided it is not more than 18/8 months old.  However, for the soldier whose profiles are extended by Army or Air Medical Officers, award them points based on their latest APFT beyond these time lines.

c
.  Promotion Points.  Award points for APFT scores according to table 3-5.  The maximum number of points allowed is 75 promotion points.                         

Table 3-5 Promotion Points (PTS)

Score    
Pts

Score

Pts

Score

Pts

      -180
0

220-222
33

262-264
57


181-183
1

223-225
36

265-267
58


184-186
2

226-228
39

268-270
59


187-189
3

229-231
42

271-273
60

190-192
5

232-234
44

274-276
61

193-195
7

235-237
46

277-279
62

196-198
9

238-240
46

280-282
63

199-201
12

241-243
48

283-285
64


202-204
15

244-246
50

286-288
65


205-207
18

247-249
51

289-291
66


208-210
21

250-252
52

292-294
67

211-213
24

253-255
54

295-297
68

214-216
27

256-258
55

298-299
70

217-219
30

259-261
56

300

75
Self Development/Other Residential Courses

Other resident courses include any military courses include any military courses other than courses counting towards NCOES requirements and initial military training, which includes basic combat training (BCT) and advance individual training (AIT).  Further information will be found in NGR 600-200, Page 11-34, Field 26.  Additional AITs and civilian courses funded by the Army or ARNG may be included.  In order to receive credit, the course must be at least one (1) week (40 hours) in duration and should be listed on the soldier’s DA Form 2-1, Item 17.  You may not add two smaller courses together to make a week.  Award promotion points at the rate of five(5) points per week.  The maximum point value is 100 points.  Self-development course hours will consists of any military extension courses or sub-courses completed except those counting towards NCOES requirements.  Full course completions are recorded on the Soldier’s Educational Worksheet (See Figures 3-2).  Sub-courses can e found on the Soldier’s Educational Worksheet within the STPA Packets.  (See figure 3-1 and 3-2).  Award one (1) point for every five (5) credit hours completed and an additional five (5) points for each diploma (25 course hours minimum) for completing an entire correspondence course.  Correspondence Course hours may be included on the soldier’s Retirement Points Automated Statement (RPAS, multiply the total number of course points recorded on the RPAS by 3 and then divide the result by 5.  When using this method, take care not to count sub-courses twice.  Diploma credit should be annotated on the educational worksheet; (See Figure 3-2) a document should be submitted if not.  Diploma credit will not be shown on the RPAS.  This will be added at the central board if it’s annotated the Educational Worksheet or support documentation is supplied.  Educational Worksheet should be the source document used to count course credits.  The NGB Form 4100-1-R-E Section III, Item 27 should reflect point value.  Any additions will be submitted to the Central Board for accreditation.  The Central Board will accept the web site Army Correspondence Course Active Record Review, from Fort Eustis, VA.  See reference DCARNG Pamphlet 600-200, Paragraph 3-4d(4).  The maximum point value is 100 points.  NCO Education Level.  Points are awarded for the highest level course completed in NCOES.  See reference NGR 600-200, page 11-15, Paragraph 11-31.  Award points based on completion on all phases of BNOC and ANCOC, on the NGB Form 4100-1-R-E, Section III, Field 28 as indicated in table 3-6.  The maximum point value is 100 points.                    

Table 3-6 NCO Education

__________________________________________

NCOES Level


Points

PLDC




25


Effective 1 January 2002 there will  
BNOC




50


be no points awarded
ANCOC



75

USASMC



100

__________________________________________

Table 3-7 Civilian Education

Post Secondary College semester hours are based on Standard Installation Division Personnel System (SIDPERS) information or Transcripts received by the DPER/SGM or education officer on or before the established suspense date for submission of NGB Form 4100-1-R-E.  refer to table 3-7 for further clarification.  Those personnel that are currently attending college can either submit a grade slip or updated transcripts.  Grade slips should be submitted in the Spring Semester of College, prior to STPA Board of that year.  The maximum points available are 100.          


___________________________________________________________________________

Semester 

SIDPERS

Points 





Type


Hours


Code      


  Awarded______

College or 

1-70


I,J,K


    1 for each, 1

Trade School

71-130


L,M


    for two semester hours

Degrees

Bachelor of Arts (BA)


N



100*
Bachelor of Science (BS)


N



100*
Post Graduate Work


 above N



100*____________

High School or GED



E



   0______________

*Effective 1 January 2002 these points will change to 75 

3-7 Section III NGB Form 4100-1-R-E.  Time in Grade (TIG) – Time in grade points are 

usually preprinted on the form.  Points are pre-calculated at 5 points per full year up to a maximum of 15 years (75) points.  Subtract date of rank from the day of the boards start dates to find total full years and multiply by 5 to obtain point value
Time in Service (TIS)-Pay Entry Basic Date (PEBD) and time in service (TIS) points are preprinted on the  form.  Points are pre-calculated at 2 points per full year up to 25 years (50 points).   Effective 1 January 2002 the maximum points will be 75.

Subtract PEBD from the day of the boards start dates to find full years and multiply by 2 to obtain point value.  Only the awards listed in Table 3-3 are authorized points.  Source documents include the DA Form 2-1, DA Form 638/638-1 for all federal awards, Official Orders awarding the medal or device, and DD Form 214/DD Form 215/NGB Form 22.  The maximum is 75 points.  








The board members to determine the Leadership Appraisal on each soldier being boarded will use the NGB Form 4101-1-R Enlisted Promotion Appraisal Worksheet.  Each board member will complete an appraisal individually.  The average of all score sheets will be combined (averaged)  to determine the score.   The total points are 250 points.  Effective 1 January 2002  the appraisals will be for 400 points.  
 CHAPTER 4

BOARDS
Section I

The Board

4-1.  General Board Concept.  The central board will follow the following guidelines.              


a.  Centralized board is conducted upon completion of all processing of the STPA Packet, 


enlisted Promotion Worksheet Points and supporting documentation will be forwarded 

through channels to the DPER/SGM by the state suspense date.  Documents submitted and points awarded will be reviewed by the board members and the DPER/SGM to ensure that the board considers only eligible soldiers.considered by the board.  The board will convene to evaluate individual soldier  performance and potential using the soldier’s STPA Packet and if needed MPRJ.  The DPER will only allow MSCs CSM/Staff SGM to review their personnel STPA packet after the board.                       

c. All boards (through SGM) under STPA will be conducted as centralized boards at 

Headquarters with major commands furnishing board members and recorders.  Specific requirements for board members will be established by the DPER, not later than 45 days prior to the scheduled board date.  If there is a reason for the Board Member not to attend the board, a memorandum or statement of why must be sent to DPER/SGM.  All Board Members will contact DPER/SGM to confirm attendance.          

(2) The number of personnel and recorders making up the board will be in 

Proportion to the total number of records the board must consider and the demographics of the soldiers being boarded.     

(3) The board members will add all the administrative points and appraisal points

to reach the total promotion score.  This score determines the soldier’s sequence number of standing on the Promotion List.  The Promotion List is the basis for future training, promotions, and assignments.   The minutes of the board will reflect those soldiers that did not meet the cut off score.               
(3) Communications with the Board is not allowed.  Soldiers are not authorized to, appear in person before the board on there behalf or in the interest of another soldier.  They may however attach a memorandum to the president of the board inviting attention to any matter of record concerning them that they feel important in the review of the records.  Such memorandums will be limited to one page without enclosures.  Unsolicited communications that contain praise, criticism, or reflect on the character, conduct or motives of any soldier being considered will not be forwarded to the board.                                                          

4-2.  Board Membership and responsibilities.  The board will be appointed by memorandum from the DPER.  The board will be comprised of a president, members, and recorders, all of which will be administered the oaths in paragraph 4-4.   All board members will be approved by the Chief of Staff, Army.     

c. President.  The president of the board will be that individual recommended by the 

State CSM and approved by the Chief of Staff .  DPER/SGM will be available to 

assist the board president with any questions that surface during the board for final resolution.  The president of the board oversees the proceedings to ensure fairness and equality toward all soldiers considered and rechecks all scores before signing the form. The president will review the findings of the board prior to forwarding to the DPER SGM.  Once reviewed by the DPER, the results will be forwarded to the CG for approval.  Notes from the board for the AAR will be given to the board recorder from the board president.  See figure 4-1 After Action Report Format.     

d. The recorder will have the CMF of 71 or 75 series.  The recorder’s duties include 

researching questions concerning the validity of documents submitted for review by the board, and compilation and tabulations for all scores.  Also, the final memorandum for the AAR will be typed and analyzed by the recorder.     

c.  Members of the board must be senior in rank to soldiers being boarded.  The MOS /CMF being considered.  Table 4-2 shows the preferred minimum mix for board composition.  Where practicable, the centralized board will include female and/or minority members if members of that group are to be considered.  The board will state none of the board members were of that minority.                    

Table 4-2 Preferred Panel Rank Mix

________________________________________________________




Board


Board

Boards 

President

Members

________________________________________________________

SGM


CSM


CSM/SGM

MSG


CSM


SGM

SFC


SGM


1SG/MSG

SSG


SGM


1SG/MSG

SGT


SGM


1SG/MSG/SFC

________________________________________________________
4-3. Leader Boards.  The CSM/1SG selection boards will be conducted in accordance with 
NGR 600-200, Chapter 5, 9 and 11. The procedures will be established by the DPER with input from the State CSM..  The board will be conducted within 45 days of the STPA Boards.  All applicants will be boarded if they check Section IV on the NGB Form 4100-1-R-E.  Soldiers must meet APFT and Weight Standards for consideration. 
The board will be conducted to include an interview and impromptu writing assignment.  All board members will comprise of CSMs.

Soldiers being considered for CSM positions should have served as a First Sergeant/1SG through their career or be prepared to respond as to why.  Board members should be ------- of situations where the primary MOS of the soldier may have had a major impact on his/or her not serving in a 1SG position.  In such cases, the board will review the level of intensity at the point in their career where they had supervisory control over the largest number of soldiers.
All soldiers selected for 1SG will attend 1SG school within the first six (6) months of assignment.  Failure to do so will impact on their selection for SGM.                         

e. Leadership position:  4pts Squad Ldr., 6pts PLT Sgt, 8pts Staff 

NCO and 10pts 1SG.   (Assist Section Chief equivalent to Squad Leader, Section Chief equivalent to Platoon Sergeant)             

f. Leadership Potential: 50pts.  This will be based on the last four NCOERs.  The board 

Member will review all levels of responsibility.  Trends of efficiency will be based on the upward of downward trends in efficiency in light of the degree of experience required and gained, the actual accomplishments, or lack of accomplishments, and level of responsibility the job entailed.               

g. Overall Soldier Potential 20pts, Will be based on the soldier’s job knowledge, duty 
performance, and potential after review of their MPRJ.    

h. Soldiers under consideration will appear before the board.  Items taken into 
consideration at interview (20 pts) portion of the board will be as follows: 
(4) Appearance
(2) Ability to articulate army values, army programs, awards,  knowledge of Operations Orders, relationship between your leadership positions and officers within chain of command along with knowledge of counseling and military doctrine in primary MOS, 

(5) Plans for recruiting and retention efforts.  
e. Time in grade will be used as the tiebreaker if needed.  Nominee’s selected to 1SG position will be enrolled in 1SG course upon selection. CSMs if not previously enrolled will be if a vacancy exist.  Order of Merit list (OML) will list all soldiers in sequence.  The OML will be published and distributed to Battalion Levels or companies in the absent of a battalion.                              

f. Maximum board points are 100.  Soldiers must score a minimum of 70 points to 

be placed on leadership OML.
4-5. Standby Advisory Board (STAB).  Commanders who feel that special circumstances or 
conditions exist, specified in NGR 600-200, Page 11-25, Paragraph 11-53, for the conduct of a STAB.  They may request that a soldier’s records go before a Standby Board.  The unit must submit a memorandum requesting a review, including all pertinent facts, through channels to the DPER.

f. Eligible, but not reviewed by a regular board due to no fault of the soldier.

g. When there is a reasonable chance that had an error not existed, the soldier would 

have been selected for promotion.

h. Soldiers may be reclassified while on the promotion list and integrated into a list in 

the new MOS.

i. Only those soldiers who would have been eligible in accordance with the original 
memorandum of instruction as of the date of the originally board will be considered.  Soldiers who did not meet or could not meet the criteria at the time of the original board will not be considered.

j. Standby Board will be announced not later than 60 days following the adjournment of 

the E5 board.

Section II

Conducting the Board

4-5.  Oaths.  The President of the Board will have the following oath of affirmation administered to all members and recorders before beginning the board deliberation.                  

b. Voting Members:  “I (state your name), do solemnly swear (or affirm) that I will, 

without prejudice or partiality, and having in view both the special fitness of soldiers and the efficiency of the ARNG, perform duties imposed upon me, and further that I will not divulge the proceedings or results thereof pertaining to individual soldiers except to proper authority.”              

b.  Recorders:  “I (state your name), do solemnly swear (or affirm) that I will keep a true record of the proceedings of this board, and further, that I will not divulge the proceedings or results there of pertaining to individual soldiers except to proper authority.”                         

4-6.  Board Guidance.  These are the basic guidelines the board members will use.                  

b. General.  It is essential that the ARNG have enlisted soldiers who are outstanding 

troop leaders as well as those who can provide leadership skills in other areas, such as a specialist career field and supporting staff and units.               

b.  Board Members will review MPRJs with Enlisted Appraisal Worksheets,  NCOERs (bullet comments), Academic Evaluation Reports and DA Form 2-1 (overall
qualification).  Additionally, board members will verify information provided on the promotion worksheet for each soldier based on the appropriate source documents. Board 
members will prepare appraisals (See Annex B for additional guidance)  for all promotion boards SGT through SGM. Board members will consider all soldiers equally and fairly according to the criteria given.                    

c.  Board members will not disclose the results of the board findings or take any notes of any type from the board.  Board members may discuss the general promotion selection process

4.7 After Action Report
    Unit Name

Unit Address

Unit Phone Number

DCARNG (600-200)








               Date:

MEMORANDUM FOR The Commanding General, DCARNG

SUBJECT: After Action Report, January 1999 District of Columbia Army National Guard Sergeant First Class (SFC) Promotion Board

1.  The January 1999 DCARNG SFC Promotion Selection Board met (date) through (date).  The results of the board are published elsewhere and will not be repeated in this after action report.

2.  The quality of applicants was high.  The board unanimously believes those selected for SFC promotion will provide superior leadership for the DCARNG as we face new challenges in the future.                   

3.  The board reviewed  (number) files for promotion/selection to SFC and (number) soldier(s) for the rank(s) of rank(s).  Of the (number) soldiers determined eligible by SIDPERS, (number) were not recommended by the commander, and (number) were ineligible for other miscellaneous reasons.  There were (number) soldiers unaccounted for.                            

4.  For command and future board’s review, this board’s members and panels recorded the following comments noting positive remarks and systemic shortfalls in the files and the program.              

a. Preparation for the Board

b. The Board

c. STPA

d. Other

5.  Past leadership assignments and future leadership potential were primary consideration in the board’s deliberations.  (This is optional if the soldier has been in a leadership position.)               

6.  All soldiers were considered without regard to race, creed, or color.  Provisions in this area contained in tour guidance were followed.                         

7.  The Administrative support was provided by…                     

8.  On behalf of the board members, we appreciated the opportunity to have undertaken this important task for the District of Columbia National Guard and are confident that those soldiers selected are the leaders we need.        








AUSTIN G. CUMMINS








CSM, DCARNG








President, (SFC) Promotion Board                 






















4-6. 
k. 
l. 

m. 

n. 

o. 




c. 



c. 


.                             

Chapter 5

Section I

Promotion Standing List

5-1.  Distribution of List.  Upon completion of board review and data processing, the DPER/SGM will generate the Promotion Lists.  Lists will be reviewed by the DPER before approval by the CG or his designated representative.  Major commands will ensure that the lists are distributed to Companies and Detachments in their areas of command.  An order of merit list will be posted to every bulletin board under the major command control.   Commanders will make sure every soldier is informed of their standing on the list.                       

5-2.  Master Promotion List.  The Master Promotion List is maintained by the DPER/SGM and will be distributed annually or upon any changes to MSCs S-1.  Points by MOS will be sequentially ranked on the list.  Basic soldier data will be indicated on the roster.                                

5-3.  Promotion List.  The Promotion List will be published and distributed to each Major Command and STARC directors to be posted as stated in DCARNG Pamphlet 600-200, Paragraph 5-1.  List will be published with basic soldier data.                             

a. Once the promotion lists are approved by the Commanding General and published, 
soldiers are eligible for immediate assignment to positions and if qualified, promotion concurrent with the reassignment.  Soldiers will be assigned sequence numbers based on total promotion points from the highest to the lowest numbers.

b. For soldiers already assigned to higher-grade positions, the position is considered 
vacant.  The soldiers will be reassigned to a compatible position within the current unit of assignment or to another unit depending on the needs of the command.

c. Soldiers will not be promoted until they satisfy the NCOES and all other
requirements for the next higher grade.  
d. 

e. Soldiers selected from the list, assigned to positions, and scheduled for NCOES are 
assured their promotions without further board action the day after they complete training.
f. 
  
g. 

h. Precedence of rank will be used for soldiers with the same number of promotion 
points on the same promotion list.  Promotion will be determined by (1) date of rank, or (2) pay entry basic date, or if both are the same, (3) total years of service.
i. Soldiers that were considered, but not placed on the promotion lists due to 

flagging action,  may be placed on the promotion list once the flag has been removed.  Units will forward DA Form 268 through the DPER to the PSC to remove the flag and a brief memorandum requesting to have the soldier placed on the appropriate promotion list.  

g. Service Obligation.  Refer to NGR 600-200 chapter 7 and Memorandum, Subject:  Extension of Declination of continued Service Policy dtd 19 Jan 2001.   Soldiers other than first term soldiers, who will have more than 4  years of service as of their currently scheduled ETSs must take action (extend or immediately reenlist) to meet the service remaining requirement.  This is required whether or not the schooling or assignment will begin before the soldier’s current ETS

d. 
(1) Soldiers promoted to SGT and SSG incur a one-year service 
remaining obligation before voluntary separation from the District of Columbia Army National Guard. 


(2) Soldiers promoted to SFC, MSG including 1SG, and SGM incur a two     

year obligation service remaining obligation before voluntary separation from the District of Columbia Army National Guard.
(3) Soldiers appointed to CSM have to be able to serve three years before voluntary separation from the District of Columbia Army National Guard, and must have three years of service remaining to accept appointment to CSM

(4)  Soldiers who apply for training that has a service remaining requirement per NGR 351-1, must extend or immediately reenlist before orders are issued for attendance.  


h.  Integrating Soldiers into Promotion Lists.
(1) Interstate transfers with promotion list status from the losing state will be integrated  into the DCARNG Promotion list.  DPER-SGM will contact the losing state to obtain the soldier’s official standing and related records 
(2)  Integration will be in the Soldier’s PMOS or career progression MOS.  If the DCARNG is not authorized the soldier’s PMOS, the soldier will be reclassified, if  Possible, and placed on the appropriate promotion list.

(3)  Soldiers enlisted from the Army Reserve or any other branch of service, regardless of component, are not eligible for integration into the promotion lists based on their prior service promotion status.  These soldiers may be considered for the STPA after 12 months as a member of   a DCARNG unit.
j. 

j. 
k. 





5-4.  Priority of NCOES Training.  The MSCs will prepare an Order of Merit Listing (OML) for each rank.  Soldiers that have not met their NCOES requirement (PLDC, BNCOC ANCOC) must meet the following requirements prior to promotion.  SPCs on the list will attend PLDC, SGTs will attend Phase I of BNOC, and SSGs will attend Phase I of ANOC, according  to their sequence number on the promotion roster.  The STPA’s promotion roster will make a determination as to the priority of school attendance.  Soldiers on the promotion roster will have 1st priority, soldiers who were boarded and did not make the cutoff score will have the 2nd priority, and the soldiers who were not boarded and are in good standing will have the 3rd priority. Application for NCOES must be received NLT 90 days from publication of the list.  A justification memo must be sent to DPER/SGM if this dead line is not accomplished.        

5-5.  Failure to Complete Training.  Soldiers will be reduced without board action when they fail to successfully complete an NCOES course that is a condition of their promotion due to their failure to apply for, enter, meet standards, through misconduct or voluntary withdrawal.  Reduction will be effective on the date the soldier fail to enroll or be enrolled in a class for which selected or an expiration of the time set for completion of the course at the time of promotion.

Section II
List Maintenance

5-6.  Suspension from the List.  Soldiers with list status will be suspended from the list for the reasons shown below.  Commanders will notify the DPER/SGM for posting to the appropriate promotion list and log.                     

a. Flagging Action.  For STPA purposes, soldiers are considered “flagged” when a 

condition exists that would cause flagging action whether actually accomplished or not.  The flagged personnel are not eligible for selection during the period of the flagging action.  Commanders must forward all flagging action immediately to SIDPERS, so the selection process will not be delayed.  Upon removal of the flagging action the soldier will resume their established position on the list.                      

b.  Soldiers pending separation will be removed from the list if a DA Form 2446 Request for Orders is submitted to the DPER.                                    

5-7.  Administrative Removal.  When it is found that a soldier should be removed from the list for administrative reasons stated in NGR 600-200, the commander will promptly advise and forward any substantiated documentation to administratively remove the soldier from the list.                      

a. Soldiers, who decline, refuse or fail to apply for, enroll, be accepted into, or graduate 

due to an act; omission or failure of standards is removed from the promotion list.  Such removal voids any selection of the soldier.  Once a selection is voided, the commander may reassign the soldier to a position commensurate with his/her present rank.              

b. Soldiers who are selected for NCOES training by the STPA promotion roster, and do not have a training reservation, or in a wait status within 90 days of the publication of the promotion list they will not  be removed from the list.  DPOT/MS will notify DPER/SGM on school reservation that are not available.  

c. Soldiers who have been reduced.

d. Soldiers that are scheduled to be discharged from ARNGUS enlisted status other than for immediate reenlistment.  

e. Has a retirement approved before the date set in the memorandum of instruction.

f. Was considered in error and selected.

(1) Soldiers erroneously considered and selected who are promoted before discovery of their ineligibility will have their promotions revoked.
(2) If warranted by commanders’ explanations, the Commanding General may grant these soldiers de facto status for the period served in the erroneous grade.  See NGR 600-200 para 11-11.
g. Has been considered by a reduction board whose recommendation was to remove the

soldier from the list.  

h.  Declines an assignment within the published commuting distance for which fully qualified and eligible unless an exception to policy has been approved by the Commanding General.

5-8. Command Initiated Removal.  Commanders may recommend that a soldier’s name be 
removed from an approved list at any time. The commander must submit a recommendation for removal through channels to the DPER.  Such request must be fully justified and require approval of the CG.  When recommending a soldier for removal, the following must be considered.

a. Punishment under UCMJ (or state code) or non punitive measures should not 
automatically be the sole basis to suggest that a soldier’s name be removed from the 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. 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.
d. 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, or consecutive failure of record APFTs.
e. The commander may submit a recommendation for removal for one or more 
of the following reasons:

(1) Punishment under article 15, UCMJ or comparable State code, whether 
directed for filing in the performance portion of the soldiers Official Military Personnel Folder (OMPF)
(2) A memorandum of reprimand, signed by a general officer placed in the 
soldiers OMPF.
(3) Adverse documentation directed for filing in the soldiers OMPF.

(4) Other derogatory information received in official channels, but not filed in 
the soldier’s official records, if it is substantiated, relevant, and might reasonably and materially affect a promotion recommendation.  
(5) Recommendations for removal may be submitted for substantial 
performance.  Definition:  The commander determines over a reasonable period of time (at least three months or over an annual training period) that the soldiers work  is such that promotion to the next higher grade would not be in the best interest of the District of Columbia Army National Guard.

5-9.  Changes to Promotion Lists.  All changes, including removals, suspensions, reinstatement corrections, selections and voided selections, and STPA will be posted to the Master Promotion List.                               

5. 10.  List Expiration. The promotion list will stand for approximately one year or until 

superseded by another Primary Board.   All promotions from the list will cease thirty (30) days prior to the date of the new board.                           


Chapter 6

Using the List

Section I 

Filling Position Vacancies

6-1.  Personnel Reassignments.  All personnel reassignments will have the following guidelines.                                                                                                                                                     

a. The reassignments or transfer of qualified soldiers within the same rank under

Chapter 5, NGR 600-200 is the first consideration when a unit vacancy occurs.  Lateral transfers provide deserving soldiers the opportunity to serve in a variety of staff and leadership positions and allow a command to have a choice in who is selected for a position.               

b.  Units will not create under-grade incumbencies (placing lower-graded soldiers into a higher-grade position)  unless an exception is granted by the DPER.  All assignments or selection for higher graded positions will be filled using the provisions of Chapter 11, NGR 600-200 and DCARNG Pamphlet 600-200.                

6-2.  Filling Positions from STPA List.  These are the following guidelines that will be used when selecting soldiers.                                                                      

a.  Unit Request for Fill.  When a vacancy accrues the unit will request a fill to DPER/SGM.        

(1) A memorandum will be prepared and routed to the DPER/SGM in accordance 
with Figure 6-1.              

(2) If a traditional soldier accepts selection and there are no declinations to 
document, commands may e-mail the DPER/SGM an acceptance notice.  For concurrence promotion if qualified is delegated to the level of command.                             

b. The earliest a soldier may be “selected” for a projected vacancy is 90 days.  A 
position is considered as a projected vacancy only when a DA Form 2446 Request for Orders is submitted to the DPER/SGM.                                                        

c. Requests for fill will be processed against the current promotion list.  See NGR 600-
200, Page 11-22, Paragraph 11-45.          

d.  Enlisted Personnel Manager’s actions (DPER/SGM):                   


(1)  Verify the vacancy as indicated in request.       

(2)  If the request is for an AGR position, forward the request to the Human 
Resources Office (HRO) who will take the appropriate action IAW with their guidelines.  Upon completion of a selection, the notification will be returned to the DPER/SGM to further process.                   

(3) Review the over strength/excess list of personnel.  If an excess soldier is over-
strength or over-grade all effort will be made to place soldier in an existing grade required for the position requested.  The DPER will recommend to the CG direct reassignment/transfer of excess or over-grade soldiers first, before selection from the Promotion List.  The DPER/SGM will review SIDPERS rosters and if necessary, the 201 file(s) of excess and over grade soldier(s) to determine their qualification for the MOS required. If more than one soldier holds the MOS required, priority fill will be established by TIG, TIS and then date of birth (DOB).  The DPER/SGM will notify the requesting unit and losing unit involved of the required reassignment action.  Excess or over grade soldiers who fail to accept reassignment to valid positions offered by the state within established commuting distance are subject to immediate reduction action.  If no such soldiers are found with the MOS required, the DPER/SGM may proceed with selection from the Promotion List.                          

(4) Verify that the soldier submitted for selection is the highest eligible and 
available soldier on the list and ensure that declinations are documented (see Figure 2-1).  The highest eligible and available soldier on the list who does not decline will be selected for the position and issued a select status.  A Soldiers who have been selected, but no vacancies exist or declined, will not be considered until they compete on future boards.
5.10. 
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5-11. 
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6.3.  Acceptance Procedures.  Upon receipt of a confirm memo from the DPER/SGM the 
gaining unit will contact the soldier and offer the position.  Once a soldier accepts the position, the unit will request transfer with a DA Form 2446 Request for Orders for soldiers assigned to another unit, or use a DA Form 4187 for soldiers within their organization.  Both actions need to have the STPA selection letter for support.  If after 10 days of submission and no confirmation, it will be turned over to the State CSM for resolution.  State CSM will have a confirmation of status within 5 days or next soldier on the list will be selected.                                                            

6-4.  Declination Procedures.  Declination options are explained in paragraph 2-6.  Units will document soldier declinations by adding a paragraph to the Request for Fill memorandum (see figure 6-1) which will indicate, they have contacted the soldier and the soldier declined.  Soldier need to understand that he/she will be removed from the list for declining. Declinations will be posted to the master promotion list if not already recorded and applied.  The DPER/SGM will not issue a selection letter unless all soldiers above the soldier submitted for selection are accounted for.           

6-5.  Declination Hardships.  Soldiers, who request hardship waiver for declination, will submit their request within 30 days through command channel to the DPER for approval.  If approved for hardship, the soldier will remain on the list; however, no further like positions will be offered to the soldier until the DPER is informed that the hardship no longer exist.  If the hardship waiver is disapproved, the soldier will be removed from the list and will be eligible for consideration again at the next board if still qualified.              

6-6.  Select Status.  Soldiers remain in a “select” status and will not be considered by subsequent boards unless selected status is removed for cause.  Removal from the list nullifies the “select” status.  It provides the authority to reassign the soldier to the position indicated, schedule the soldier for NCOES training, if necessary, and if fully qualified, promote the soldier.        

6-7.  Exhaustion of the list.  If an MOS list is exhausted (all soldiers within the MOS have been selected or none are available or eligible) before the next board, the following priority will be followed:          

a. If within thirty days of the next annual board, wait for the new Promotion List.         

b.  Hold a new selection board or (STPA).                                      

Section II

AGR/Technician Positions

6-8.  Human Resources Office (HRO).  HRO will ensure all AGR and technician  soldiers selected for promotion satisfactorily meet full-time manning requirements prior to forwarding request to DPER.

6.9.   Command Directed Reassignments.  NGR 600-5 and NGR 600-200 chapter 11 is the 
reference for AGR personnel.  Commands should first consider cross level of assignments.  Such an assignment must be consistent with the soldier’s grade, i.e equal grade of the soldier to equal grade of the AGR position.  Soldiers are not required to be MOS qualified for the position that is command directed, however, final approval of command directed reassignment is with the CG.         

6-10.  AGR Priority of Fill.  Vacancies not filled through reassignment are filled in accordance with NGR 600-200, Chapter 6.  However, the DPER with approval through the HRO and the  CG is 
the only one who can make an official offer for vacant AGR positions.  When choosing a soldier regardless of list status, the announcement procedures are established by the AGR office.  All AGR moves will be approved by the CG.                                                          

AGR SFC/E7s and MSG/E8s assigned but whom there are no controlled grade allocation for promotions remain assigned to the positions.  The allocation of AGR controlled grades are determined based on the highest STPA score of all MOSs.  An AGR position vacancy must exist in the MOS that the AGR soldier with the most points was boarded.

6-11. Controlled Grades.
a.  AGR soldiers will not be promoted to pay grade E8 or E9 without a controlled grade allocation.  Allocation of controlled grades are given to those soldiers with the highest promotion points regardless of MOS.  However, there must be an existing vacancy in their MOS.  The following procedures will be used when an AGR soldier is selected for promotion to MSG or SGM.                         

b. Upon selection for MSG or SGM, an AGR soldier not promoted due to non 

availability of a controlled grade will  be considered by subsequent selection boards.  

b.  If a controlled grade is available, the soldier will be immediately promoted, if they have met their NCOES requirements and a vacancy exists in his/her MOS.   If not qualified, the soldier may be “targeted” against the controlled grade and  promoted upon qualification.               

c.  If a controlled grade is not available,  the soldier will be promoted as control grades become available according to their total points from the  STPA promotion roster. If a controlled grade becomes available, and the first soldier on the list is not in a promotable status, the controlled grade will go to the next qualified soldier.                                  




6-12.  Technician personnel.  All Federal and State employees are required to have military status as a condition of their employment.                            

a. Compatibility.  Technician personnel may accept assignments and be promoted 

Otherwise eligible unless the position does not meet the required compatibility guidelines.  Technicians who must decline assignment due to compatibility requirements will remain on the list.  Non-compatibility waiver may be approved by the CG.                 

b.  Grade Inversion.  Technician personnel may accept assignments and be promoted if otherwise eligible unless their promotion would cause a grade inversion (their military rank would be higher than their technician supervisor’s rank.)  The Commanding General may waive Technicians who must decline assignments due to grade inversions will remain on the list.                          

DCARNG-DPER (600)1st End



CPT GI JOE/DC/J5712

MEMORANDUM THRU Commander, 121st Medical Company,  Washington, DC 20003-1719 



   15 Nov 1996

FOR The Commanding, DCNG  2001 East Capitol St.,Washington, DC   20003





SUBJECT:  Request for NCO Position Fill

1.  Forwarded, requesting selection of qualified soldiers, from the Promotion Sequence List, for the positions listed below.       

a. 002A/04 Supply Sergeant (92Y30) 

b. 003/05 Flight Medic (91B3F)  SSG Waters will ETS on 29 April 2001.                        

2.  POC is 1SG Cahill, 703 806-7000. 

FOR THE COMMANDER:               

2 Encls






GI JOE

1.  Declination from Scully



CPT, FA, DCARNG

2.  Declination from Snuffy



Adjutants

IDPR-ES  (600)







                            Date

MEMORANDUM FOR, S-1, (UNIT)

SUBJECT:  Request for assignment

1.  IAW your request the following soldier(s) have been selected for assignment to fill position in the following positions:                          


UNIT 



PARA LINE


MOS


8ARAA


203-01



00E30


Reed, Eugene L.

00000000000

P06C0 Vice: Smith, D.//  Decline


Return notification letter to your S-1 by FAX to confirm soldier accepted.  Each 


Each higher headquarters (S-1) will e-mail to verify with DPER within 10 days.


then it will be turned over to the State CSM if not confirmed. S-1 will request 


orders for unit change if needed.                        

2.  You must take the following steps to accomplishing this assignment;             

a. If the soldier(s) refuses to accept the position, they must sign a declination statement.  

You may call to verify a declination statement has been done.  Unit representatives need to send back the declination letter to get another selection.  When a soldier is within commuting distance and refuses the assignment, they will be deleted from the STPA list.  This type of soldier is not considered for promotion again until the next board cycle.       

b. The Commanding General assigns all AGR soldier to their duty position.                        

3. POC is SGM Baker, Enlisted Personnel Manager at 685-9811.  








QUEEN W. BAKER










SGM, DCARNG








Enl. Pers. Mgr.

Figure 6-2, Request for assignment

CHAPTER 7

Reduction

7.1.  General.  Sergeants and above are entitled to a board unless exempt per this section when being considered for reduction for inefficiency, misconduct, or due to civil conviction.  They are not entitled to a board or administrative reduction or separation in a lower grade for failure to meet a condition or requirement for a promotion or assignment in this chapter such as NCOES training or a service remaining requirement for the promotion, or for loss of authorized grade due to reorganization or release from active duty.  The reduction board will be convened unless the soldier waives the requirements in writing.

7-2. Reduction for inefficiency.  Soldier may be reduced one grade for inefficiency.  
Inefficiency is defined as technical incompetence or demonstrated pattern or one or more acts of conduct that show lack of abilities and qualities required and expected of a soldier in that grade.  Inefficiency can include one or more acts of misconduct, poor performance, a record of unexcused absences or declaration as unsatisfactory participant, conviction by a civil or criminal court, long standing personal debts when there has been no reasonable attempt to pay them, and significant shortcoming in training performance.
7-3.  Reduction Notification Procedures.  The commander reducing the soldier informs the soldier in writing, delivered in person or dispatched by Certified Mail-Return Receipt Requested, of the action contemplated and reasons.  The soldier acknowledges receipt of the memorandum in writing, and may submit any pertinent matters in rebuttal.  Mail refused, unclaimed, not used as defense against, or as a basis for an appeal of reduction, when notification was correctly addressed to the latest official mail address furnished to the unit by the member.   
7.4.  Reduction Board Procedures.   The soldier may request military counsel be appointed.  
If a specific judge advocate or other officer is requested and is reasonably available, the convening authority designates that officer as counsel.  If the requested counsel is from another command, the convening authority will forward an official request to the appropriate headquarters.  
(a) Notice of a  board  hearing date is made only after counsel is available to the   
soldier, if requested.
(b) The board is composed of unbiased soldiers senior in grade to the soldier being

considered for reduction.
(c) The board consists of  at least three voting members and a recorder without vote.  
A majority of the members of the board constitutes a voting quorum and must be present in order for the board to convene.

(d) At least one board member is thoroughly familiar with the soldier’s field of 
specialization, especially for inefficiency or poor performance cases.
(e) The recorder on request of the soldier or counsel, arranges for the presence before 
the board of any reasonably available witnesses.

(f) The senior voting member serves as president of the board.

(g) If the soldier being considered for reduction is female or a minority, the board will 
include an enlisted soldier who also is female or a minority member, if reasonably available.  However, nonavailability of a female or a minority member does not preclude convening of the board.  In the event of nonavailability, justification must be stated in the record of proceedings.
(h) No soldier with direct knowledge of the contents of the case will be appointed to the 

board.

(i)  Copies of all written affidavits and depositions of witnesses, who are unable to   appear before the board will be furnished to the soldier.  
(j) The president of the board ensures that enough testimony is presented to enable the   

 board to:
(1) Fully and impartially evaluate the case.

(2) Be objective in their deliberations.
(3) Arrive at a proper recommendation.
(4) Consider those abilities and qualities required and expected of a soldier of 
 that grade and experience.

7-5.    Rights of the Soldier.  
a. The Rights of the soldier concerning the reduction board are:

(1) To decline in writing to appear before the board, or may appear in person 
with our without counsel at all open proceedings
(2) To retain a private attorney at no expense to the Government.  If not 
represented by a private attorney, the convening authority designates
  Military counsel normally a lawyer (judge advocates officer or Army civilian      

  attorney-advisor) unless, in consultation with the servicing staff judge advocate   

  and the U.S. Army Trial Defense Service, the convening authority determines   

  that a lawyer is not reasonably available.  Any such determination is final.  If a   

  soldier requests specific military counsel, follow the procedures of paragraph
  11-63
(3) To request any reasonable available witnesses whose testimony is believed 
to be pertinent.  When requested, the soldier provides the nature of the information the witnesses are expected to provide.
(4) To submit to the board written affidavits and depositions of witnesses who do
not appear.
(5) To elect to testify as a witness and submit to examination under oath, make 
or submit sworn statements, or remain silent.

b.   Failure of the soldiers to exercise their rights is not a bar to the board’s proceedings, findings and recommendations.  
c. When a soldier appears before the board without representation, the president will 
  fully counsel the soldier on:  
(1) The action that is being contemplated.
(2) The impact such action may have on he outcome of the case.

(3) The right to request counsel and to challenge any member of the board for cause.


(4)  The right to submit an appeal.
7.6   Appeals.  An appeal must be submitted in writing within 30 days after the date of 
reduction or date of official written notification (see NGR 600-200, para 11-65). 
a. 








Section I

Required Publications

NGR (DC) ARNG 600-200

Enlisted Personnel Management

Section II

Related Publications

AR 25-50

Preparing and Managing Correspondence

AR 25-55

The Department of Army Freedom of Information Act Program

AR 25-400-2

The Modern Army Record Keeping System (MARKS) 

AR 40-501

Standards of Medical Fitness

AR 310-50

Authorized Abbreviations, Brevity

Codes and Acronyms 

AR 350-41

Training in Units

AR 600-8-2

Suspension of Favorable Personnel Actions (Flags) 

AR 600-8-22

Military Awards

AR 600-8-104

Military Personnel Information Management/Records

AR 600-8-105

Military Orders

AR 600-9

The Army Weight Control Program

AR 600-37

Unfavorable Information

AR PAM 611-21

Enlisted Career Management Fields and Military Occupational Specialties

NGR 310-10

Military Orders

NGR 600-8-104

Military Orders

NGR 600-8-104

Military Personnel Information Management/Records

NGR 614-1

Inactive Army National Guard

 NGB PAM 25-10

Standard Installation/Division Personnel 

System Army National Guard

NGB PAM 25-10

Standard Installation/Division Personnel System Army National Guard (SIDPERS-ARNG) Data Element Dictionary

DCARNG Reg 350-41 DCARNG Physical Fitness Program

Section III

Prescribed Forms

NGB Form 4100-1-R-E (Enlisted Promotion Point Worksheet) (SFC through SGM Promotions)

NGB Form 4100-1-R-E (Enlisted Promotion Appraisal Worksheet)

Section IV

Referenced Forms

DA Form 201 (MPRJ)

DA Form 2-1, (Personnel Qualifications Record)

DA Form 705 (Army Physical Fitness Test Scorecard)

DA Form 1059 (Service School Academic Evaluation Report)

DA Form 2446 (Request for Orders) 

DA Form 4187 (Personnel Action)

DA Form 5970-R (Weapons Qualification Score Report)

DCARNG Form 3813-R (SIDPERS CHANGE REPORT)

DCARNG Form 3815-R (SIDPERS TL)

Section V 

Terms

Controlled Grades

AGR positions in the rank of CSM/SGM and 1SG/MSG.  These positions are capped at a prescribed number by NGB.                

Hardship

A situation or status that when documented would justify not removing a soldier from a promotion list after declining an assignment or school.  Increased family demands, medical problems, civilian education, or civilian employment are some examples.                

Over grade

Assigned to a position that is authorized by MTOE or TDA at a rank that is under the rank of the soldier.                  

Over strength

Assigned to a unit, but not to an MTOE or TDA position.  Excess to the authorized strength of the unit for whatever reason. 

Select Status

Selected from a promotion list for a position and issued a selection letter by the Enlisted Personnel Manager.                   

Selection Zone 

That zone established by setting a cutoff

score.  Soldiers in the selection to vacant position and subsequent promotion.  Soldiers not in the selection zone are not eligible for selection or training and must be considered by the next annual board.                 

Standby Advisory Board

Is a board that will be convened to consider soldiers that were eligible for consideration by the primary board.  The standards for this board are in NGR 600-200 chapter 11, paragraph 11-53.
Glossary 

Abbreviations

AA

Associate of Arts

AAG

Assistant Adjutant General

AAR

After Action Report

AE 

Aerobic Event

AFAM

Air Force Achievement Medal 

AFCM

Air Force Commendation Medal 

AFRM Armed Forces Reserve Medal 

AM 

Air Medal

AMOS

Addition MOS

ASNJ

 Assigned, Not Joined

 BAR

Bar to Reenlistment

CES

Cumulative Enlisted Service

CIB

Combat Infantry Badge 

CMB 

Combat Medical Badge

CMF 

Career Management Field

CPMOS Career Progression Military Occupational Specialty 

DCPC

Direct Combat Probability Code

DCSPOT 

Deputy Chief of Staff, Plans and Operations Training

DDSM 

Defense Distinguished Service Medal 

DECL

Declined Promotion Consideration

DFM 

Distinguished Flying Course

DMSM

Defense Meritorious Service Medal

DCS 

Distinguished Service Medal

DSSM 

Defense Superior Service Medal

EIB 

Expert Infantry Badge 

EFMB 

Expert Field Medic Badge

DPER/SGM 

Enlisted Personnel Manager

EXP 

Expert Weapons Qualification Badge

FLGD 

Flagged for Favorable Personnel Actions

FLL 

First Line Leader

GCMDL

Good Conduct Medal

IDT Inactive Duty Training 

IRR 

Individual Ready Reserve

IST

Interstate Transfer

JSAM

Joint Service Achievement Medal

JSCM

Joint Service Commendation

KSM

Korean Service Medal

LOM 

Legion of Merit 

MCAM 

Marine Corps Achievement Medal

MCCM

Marine Corps Commendation Medal

MDRB

Medical Duty Review Board

MEB

Medical Evaluation Report

MKM

Marksman Weapon Qualification Badge

MMRB

Medical MOS Review Board

MOI

Memorandum of Instruction 

MOH

Medal of Honor

MPRJ

Military Personnel Records Jacket (DA Form 201)

MRL Managed Readiness Level

NAM

Navy Achievement Medal 

NE 

Not Eligible

NCM 

Navy Commendation Medal

NCO 

Non-Commissioned Officer

NCOER

Non-Commissioned Officer Evaluation Report

NCOES Non- Commissioned Officer Education System

NOREC

Not Recommended for Promotion Consideration

OML 

Order of Merit List 

OSUT

 One Station Unit Training 

PCS 

Permanent Change of Station

PHY

Physical 

PD 

Pending Discharge

PEBD

Pay Entry Basic Date

PER 

Promotion Eligibility Roster

PH

Purple Heart

QRB

Qualitative Retention Board 

PSS CLERK INITIALS

RPAS

Retirement Points Accounting System 

RRT

Recruiting and Retention Tour

SIDPERS

Standard Installation Division Personnel System

SM

Soldier Medal

SMP

Simultaneous Membership Program

SPMD

Support Personnel Manning Document

SWQB

Sharpshooter Weapons Qualification Badge

SS

Silver Star

STAB

Standby Advisory Board

STPA

Select-Train-Promote-Assign

SWASM 

Southwest Asia Service Medal
TDA 

Table of Distribution and Allowances

TIG

Time in Grade

TIS 

Time in Service

TRF

Transferred

USASMC

United States Army Sergeant Major Course

VSM

Vietnam Service Medal

DCARNG EDUCATION WORK SHEET
CIVILIAN EDUCATION 

Name: _____________________________ SSN: _____________________ RYE: ___________

SCHOOL 
COURSE

COURSE


        COURSE
         DATE

CODE

NUMBER

TITLE



       HOURS
         COMPL.







































































































































































































TOTAL SEMESTER/QUARTERS  HOURS: _________________PAGE____ OF ____

SECTION II

ARMY CORRESPONDENCE COURSES

SCHOOL


COURSE  




DATE 

CODE



TITLE





COMPLETED













































TOTAL COURSE COMPLETED: _______________________________

SECTION III

MILITARY EDUCATION

DURATION


COURSE




DATE 

(WEEKS)


TITLE





COMPLETED









































TOTAL WEEKS: _______________________________

I CERTIFY THAT THE INFORMATION CONTAINED ON THIS FORM IS

ACCURATE AND SUPPORTING DOCUMENTATION IS ON FILE IN THE SOILDIERS  OFFICIAL PERSONNEL RECORDS AND ANNOTATED ON DA 2-1























PSS CLERK INITIALS/DATE:  _____/_____ ______/ ______ ______/____ ___  











                           *This supersedes  DCARNG STPA Memorandum (1 December 1999)                                               
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