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SECTION I.	ADMINISTRATIVE DATA
	All Courses Including This Lesson
		Course Number	Version	Course Title
 Various                                     Basic Officer Leader’s Course - A

	Task(s)
Taught(*) or
Supported
	Task Number	Task Title

INDIVIDUAL
805C-PAD-8015 (*)	Recommend Administrative and Personnel Actions

	Reinforced Task(s)
		Task Number	Task Title


	Academic    Hours
	The academic hours required to teach this lesson are as follows:
	Resident
	Hours/Methods
	5 hrs	45 mins	/ Conference / Discussion
Test	0 hrs		
Test Review	0 hrs		
	Total Hours:	5 hrs	45 mins

	Test Lesson Number
		Hours	Lesson No.
	Testing
	(to include test review)				N/A	

	Prerequisite Lesson(s)
		Lesson Number	Lesson Title
None

	Clearance Access
	
Security Level:  Unclassified
Requirements:  There are no clearance or access requirements for the lesson.


	Foreign Disclosure Restrictions
	
FD5. This product/publication has been reviewed by the product developers in coordination with the (installation/activity name) foreign disclosure authority.  This product is releasable to students from all requesting foreign countries without restrictions.


	References
	
Number
	
Title
	
Date
	Additional Information

	
	AR 600-8-22
	Military Awards
	11 December 2006
	

	
	DA PAM 623-3
	Evaluation Reporting System
	13 August 2007
	



	
	AR 623-3
	Evaluation Reporting System
	10 August 2007
	

	
	AR 600-8-19
	Enlisted Promotions and 
Reductions
	30 April 2010
	

	
	AR 600-8-19
	Leaves and Passes
	15 February 2006
	

	




	AR 600-8-2
	Suspension of Favorable
Personnel Actions (FLAGS)
	23 December 2004
	

	
Student Study Assignments
	
The instructor will assign Students reading requirements for each learning activity a day or two before that learning activity will be discussed in class.  Each reading assignment is identified in the learning activity.



	Instructor Requirements
	
1 – Certified Instructor



	Additional Support
	
Name
	Stu Ratio
	
Qty
	
Man Hours

	Personnel Requirements
	None
	
	
	

	Equipment Required
	Id
Name
	Stu Ratio
	Instr Ratio
	
Spt
	
Qty
	
Exp

	for Instruction
	None
	
	
	
	
	

	
	* Before Id indicates a TADSS

	Materials Required
	Instructor Materials: 
TSP, Publications, and Slides.  Access to www.apd.army.mil.

Student Materials: 
Access to www.apd.army.mil.



	Classroom, Training Area, and Range Requirements
	1 classroom for appropriate student to instructor ratio.

	Ammunition Requirements
	
Id	Name
	
Exp
	Stu Ratio
	Instr Ratio
	Spt Qty

	
	None
	
	
	
	

	Instructional Guidance
	NOTE: In accordance with DCG, IMT task list, this lesson is an awareness lesson taught at the introductory performance level.  Before presenting this lesson, instructors must thoroughly prepare by studying this lesson and identified reference material. The intent is for the Instructor to assign reading assignments prior to each learning activity.  Students will then be allowed, at a minimum, 1 day to read the assigned reading and take notes.  The next day, the instructor will facilitate a short discussion on that learning activity, to identify new student knowledge.  The instructor may use the slides provided to facilitate discussion on the subject matter and to ensure they cover the appropriate points.  Example: The students will read the appropriate chapters in AR 600-8-22, preferably one-day prior to the lesson on Military Awards; the next day the Instructor will utilize the slides and facilitate a discussion on Military Awards. The slides are provided to highlight the key areas of each respective lesson. The facilitated discussion should be student centered.  The instructor may even allow a student leader to lead the discussion.



	
	

	Proponent Lesson Plan Approvals
	Name
	Rank

	Position

	Date


	   
	Tony Geiger  
L.Z. Harrison, Jr. 
	CW3
GS12
	Training Developer
Supervisory Trng Developer
	17 Sep 10
17 Sep 10


	
	



	SECTION II.	INTRODUCTION
Method of Instruction:  Conference / Discussion	
Instructor to Student Ratio is:   1:25	
Time of Instruction:  5 minutes 	
Media:  -None- 	
	Motivator
	
As a junior officer, you are responsible for managing the careers of the Soldiers assigned to you and assisting them to plan their careers.  You are required to recommend administrative and personnel actions which directly impact on the careers of your Soldiers.



	Terminal Learning Objective
	
NOTE:  Inform the students of the following Terminal Learning Objective requirements.
At the completion of this lesson, you [the student] will:


	
	Action:
	
Recommend Administrative and Personnel Actions


	
	Conditions:
	
Given excerpts of AR 600-8-19; AR 600-8-22, AR 600-8-10,      AR 623-3, DA Pam 623-3, and AR 600-8-2   


	
	Standards:
	
Properly state the principles of Enlisted Promotions, Awards and Decorations, Evaluation Reporting System, Leaves and Passes, and Suspension of Favorable Personnel Actions (FLAGS) 
 


	
	

	Safety Requirements
	
None



	Risk Assessment Level
	
Low


	Environmental Considerations
	
NOTE: It is the responsibility of all Soldiers and DA civilians to protect the environment from damage.



	Evaluation
	
This is an awareness lesson taught to an introductory proficiency level.  Students will be able to properly state the principles of Enlisted Promotions, Awards and Decorations, Evaluation Reporting System, Leaves and Passes, and Suspension of Favorable Personnel Actions (FLAGS) in a facilitated group discussion.  The instructor must ensure all students participate in the discussion in order to ensure that have met the requirements.



	Instructional Lead-In
	
NOTE:	Show SLIDES #1 and #2

The next several learning activities will provide you with an overview of several critical administrative and personnel actions. Personnel Actions such as Promotions, Award Recommendations, Evaluations, Leaves and Passes and Suspension of Favorable Personnel Actions (FLAGS) are some of the essential personnel actions that have an effect on all Soldiers regardless of grade and MOS.   





	SECTION III.	PRESENTATION

1.	Learning Step / Activity 1. Review Enlisted Promotions
		Method of Instruction:	Conference / Discussion
		Instructor to Student Ratio:	1:25
		Time of Instruction:	1 hour 15 minutes
		Media:	Slides

5


NOTE: Instructor should assign readings at least 1 day prior to the facilitated group discussion.  Assigned readings for learning step/activity 1 will consist of AR 600-8-19 Chapter 1, para. 1-9 (page 2) and Chapter 2, para. 2-3 (page 13) and Chapter 3, para. 3-1 (page 18).

NOTE:  Show SLIDES #3 and #4 

 
          a. Promotion Authorities

  (1)  Principal officials of Headquarters, Department of the Army (HQDA) or Department of Defense (DOD) organizations are considered commanders for promotion authority purposes.
	
             (2)  Company, troop, battery, and separate detachment commanders are authorized to advance Soldiers to the rank of SPC and below.

             (3)  Field grade commanders in units authorized a commander in the grade of Lieutenant Colonel (LTC) or higher have promotion authority to the ranks of SGT and SSG: however, the Promotion Work Center maintains the promotion standing list and issues the orders.
	
             (4)  CDR, Army Human Resources Command promotes Soldiers to the ranks of SFC, MSG, and SGM.
	


NOTE:  Show SLIDES #5 thru #7

NOTE:  Explain the different types of promotion and how TIS and TIMIG are determined. Explain the TIS and TIMIG criteria.

           b. Decentralized Promotion System	

               (1)   Provides an advancement selection process to advance Soldiers to the ranks
 of Specialist (SPC) or Corporal (CPL) and below.

               (2)  Company, troop, battery, and separate detachment commanders are authorized
 to advance Soldiers to the rank of SPC and below.

               (3) The DA Form 4187 is the official instrument used to promote Soldiers to SPC 
or CPL and below. 

               (4) The Basic Active Service Date (BASD) will be used to determine Time in Service (TIS)
dates. The Date of Rank of the previous rank will be used to determine Time in Grade (TIMIG) dates.  

	    (5)  Eligibility criteria for automatic promotion to PV2, PFC, and SPC will be as follows:

	    (a)  The promotion to PV2 requirement is 6 months TIS (TIS will equal TIMIG to promotion to PV2)

	    (b)  The promotion to PFC requirements are 12 months TIS and 4 months TIMIG.

	    (c)  The promotion to SPC requirements are 24 months TIS and 6 months TIMIG.

	    (6)  Commanders may advance up to 10 percent of each company’s assigned PV1s to PV2 and PV2s to PFC without regard to the TIS and TIMIG requirements. Eligibility criteria for promotion to PV2, PFC, and SPC with TIS and/or TIMIG waiver will be as follows:

                (a)  Promotion to PV2 may be waived at 4 months TIS.

                (b)  Promotions to PFC may be waived at 6 months TIS and 2 months TIMIG

                (c)  Promotions to SPC may be waived at 18 months TIS and 3 months TIMIG.

                (d)  Any Soldier previously reduced must be fully qualified (without waiver) for promotion to the next higher grade.
	
      	c. Semi-centralized Promotion System

               (1)  Provides a promotion selection process for promotion to the ranks of Sergeant (SGT) and Staff Sergeant (SSG).

               (2)  Field grade commanders in units authorized a commander in the grade of LTC or higher have promotion authority to the ranks of SGT and SSG; however, the Promotions Work Center (S1) maintains the promotion standing list and issues the orders. The semi-centralized system is managed using the Enlisted Promotion Report to identify eligible Soldiers for promotion to SGT and SSG. The HQDA Enlisted Distribution Assignment System (EDAS) is the database of record used to maintain and promote Soldiers on a promotion standing list.

NOTE:  Show SLIDE #8

NOTE:  Refer students to AR 600-8-19 Table 3-3.  Explain that Table 3-3 is eligibility criteria for recommendation for promotion. Refer students to AR 600-8-19, Ch 3, table 3-4 and explain the difference between the criteria for recommendation and the criteria for promotion. Remind the students not to confuse the two while preparing recommendations for promotions.

              (3)  Determine Eligibility for recommendation.

              (a)  Soldiers must compete for promotion in their Career Progression Military Occupational Specialty (CPMOS). (Table 3-3, Factor 1)

              (b)  Soldiers must have at least a High School Diploma, general education development (GED), Associates degree or higher for recommendation. (Table 3-3 Factor 2) 

              (c)  Soldiers must have attended Warrior Leaders Course (WLC) prior to board appearance for SSG (Table 3-3, Factor 3)

NOTE:  Explain that Table 3-3 shows the time in service and grade requirements for eligibility criteria for recommendation for promotion to SGT and SSG. Reinforce the method used to determine TIS and TIMIG explained in the previous lesson (decentralized promotions). This is the time requirement for board appearance as of the first day of the board month.

             (d)  Determine Time in Service (TIS) and Time in Grade (TIMIG) eligibility criteria for recommendation to SGT:

  (1)  Primary Zone - 34 months TIS and 6 months TIMIG.

             (2)  Secondary Zone - 16 months TIS and 4 months TIMIG.

             (3)  Waivers - Promotion authority, or his/her designee, may waive the following eligibility requirements:	
              -a-  TIS
              -b-  TIMIG

              (e)  Determine Time in Service (TIS) and Time in Grade (TIMIG) eligibility criteria for recommendation to SSG:	

              (1)  Primary Zone - 70 months TIS and 8 months TIMIG. 
  
              (2)  Secondary Zone - 46 months TIS and 5 months TIMIG.

              (3)  Waivers - Promotion authority, or his/her designee, may waive the following eligibility requirements:	

               -a-  TIS
               -b-  TIMIG


NOTE:  Show SLIDE #9

NOTE:  Explain that Table 3-4 shows the time in service and grade requirements for eligibility criteria for promotion to SGT and SSG. This is the time requirement for promotion as of the first day of the promotion month.

             (f)  Determine Time in Service (TIS) and Time in Grade (TIMIG) eligibility criteria for promotion to SGT

  (1)  Primary Zone - 36 months TIS and 8 months TIMIG.

  (2)  Secondary Zone - 18 months TIS and 6 months TIMIG.

             (g)  Determine Time in Service (TIS) and Time in Grade (TIMIG) eligibility criteria for promotion to SSG:
 
             (1) Primary Zone - 72 months TIS and 10 months TIMIG.

             (2) Secondary Zone- 48 months TIS and 7 months TIMIG.

	
         d. Centralized Promotion System


            (1)  Provides promotion selection process for promotion to the ranks of Sergeant First Class (SFC) and above.

            (2)  Selection and promotion authority for SFC, MSG, and SGM is Headquarters Department of The Army.

            (3)  Eligibility criteria for primary and secondary zones of consideration for each grade will be announced by CDR, Human Resources Command (HRC) before each board.  
	
            (4)  Selections by DA boards are based on impartial consideration of all eligible Soldiers and made by MOS. The total number selected in each MOS is the projected number the Army needs to maintain its authorized-by-grade strength at any given time.
	
            (5)  HQDA determines the total number of promotions to SFC, MSG, and SGM on a monthly basis; and Army Human Resources Command publishes orders announcing promotions to SFC, MSG, and SGM.
	

	NOTE:
	Conduct a check on learning and summarize the learning activity.


Q: Company, troop, battery, and separate detachment commanders are authorized to advance Soldiers to the ranks of Specialist (SPC) or Corporal (CPL), and below?
A: True.                     

Q: The Basic Active Service Date (BASD) will be used to determine Time in Grade (TIMIG) dates?
A:  False (The BASD will be used to determine TIS dates; the DOR will be used to determine TIMIG)

Q: To be advanced to PFC (without waiver), there is a 12-month TIS and a 2-month time-in-grade (TIMIG) requirement?	
A: False.  (There is a 12-month TIS and a 4-month TIMIG requirement).

Q: To be advanced to SPC (without waiver), there is a 26-month TIS and a 6-month TIMIG requirement?
A: True.
              
Q:  Who has promotion authority to the ranks of SGT and SSG?
A:  Field grade commanders in units authorized a commander in the grade of LTC or higher have promotion authority to the ranks of SGT and SSG

Q:  Who determines the total number of promotions to SFC, MSG, and SGM on a monthly basis?
A:  Headquarters Department of the Army (HQDA) determines the total number of promotions to SFC, MSG, and SGM on a monthly basis

Q: Who promotes Soldiers to the ranks of SFC, MSG, and SGM?
A: CDR, Army Human Resources Command





NOTE: Instructor should assign readings at least 1 day prior to the facilitated group discussion.  The reading assignment for Military Awards and Decorations will consist of AR 600-8-22 Chapter 1, para. 1-4 and para. 1-13, Chapter 3, para. 3-19 and para. 3-20.  


2.	Learning Step / Activity 2. Identify Military Awards and Decorations
		Method of Instruction:	Conference / Discussion
            Instructor to Student Ratio:  1:25
		Time of Instruction:	1 hour 15 minutes
		Media:	Slides

		




NOTE: Show SLIDES #10 and #11

The Deputy Chief of Staff, U.S. ARMY G1 will serve as the Headquarters, Department of the Army (HQDA) policy proponent of the Army decorations, awards, and honors program.	

a.  Individual awards are grouped into the following categories: Decorations, Good Conduct Medal, campaign and service medals, service ribbons, badges and tabs, and certificates and letters

    (1) Individual Decorations (listed in order of precedence):

    	        (a)  Department of Defense Decorations - Defense Distinguished Service Medal, Defense Superior Service Medal, Defense Meritorious Service Medal, Joint Service Commendation Medal, Joint Service Achievement Medal, and Purple Heart.

                   (b)  U.S. Army Decorations - Medal of Honor, Distinguished Service Cross, Distinguished Service Medal, Silver Star, Legion of Merit, Distinguished Flying Cross, Soldier’s Medal, Bronze Star Medal, Meritorious Service Medal, Air Medal, Army Commendation Medal, and Army Achievement Medal.

NOTE: Show SLIDE #12

               (2) Good Conduct Medal and Army Reserve Components Achievement Medal.

NOTE: Show SLIDE #13

               (3)  Service medals and service ribbons:

                    (a)  Department of Defense Service Medals and Ribbons - Prisoner of War Medal, National Defense Service Medal, Antarctica Service Medal, Armed Forces Expeditionary Medal, Vietnam Service Medal, Southwest Asia Service Medal, Humanitarian Service Medal, and Military Outstanding Volunteer Service Medal.

                    (b)  U.S. Service Medals and Ribbons - Army Reserve Components Overseas Training Ribbon, Overseas Service Ribbon, Army Service Ribbon, Noncommissioned Officer Professional Development Ribbon, Armed Forces Reserve Medal, Korean Service Medal, Medal of Humane Action, Army of Occupation Medal, World War II Victory Medal, European-African-Middle Eastern Campaign Medal, Asiatic-Pacific Campaign Medal, American Campaign Medal, Women’s Army Corps Service Medal, American Defense Service Medal, Army of Occupation of Germany Medal, and World War I Victory Medal.

NOTE: Show SLIDE #14


                (4)  Badges and Tabs:

                    (a)  Combat and Special Skill Badges - Combat Infantry Badge, Combat Medical Badge, Expert Infantry Badge, Expert Field Medical Badge, Parachutist Badges, Parachute Rigger Badge, Army Aviator Badge, Flight Surgeon Badges, Diver Badges, Explosive Ordnance Disposal Badges, Pathfinder Badge, Air Assault Badge, Aircraft Crew Member Badges, Driver and Mechanic Badge, Glider Badge, and Nuclear Reactor Operator Badges.


                     (b)  Identification Badges - Presidential Service Badge and Certificate, Vice Presidential Service Badge and Certificate, Office of the Secretary of Defense Identification Badge, Joint Chiefs of Staff Identification Badge, Army Staff Identification Badge, Guard-Tomb of the Unknown Soldier Identification Badge, Army ROTC Nurse Cadet Program Identification Badge, Drill Sergeant Identification Badge, U.S. Army Recruiter Identification Badges, Career Counselor Identification Badge, Army National Guard Recruiter Identification Badge, U.S. Army Reserve Recruiter Identification Badge.

                     (c)  Marksmanship Badges.
	 
                     (d)  Physical Fitness Badge.
  
                     (e)  Tabs - Ranger Tab, Special Forces Tab, and President’s Hundred Tab.

NOTE: Show SLIDE #15


                 (5)  Certificates, Memorandums, and Letters.


NOTE:  Refer students to AR 600-8-22, page 42, para. 3-19a.

NOTE:  Show SLIDE #16

            b. The DA Form 638 is used to initiate, process, and approve award recommendations of all U.S. Army individual decorations, to include valor and heroism decorations.

NOTE:  Refer students to AR 600-8-22, page 42, para. 3-19d.
	
         	(1)   Approval authorities may make award decisions without referral to a local awards board.  Award boards are optional and are convened at the discretion of the approval authority.
	
NOTE:  Refer students to AR 600-8-22, page 42, para. 3-19e.  

            (2)  Permanent award orders are an authorized part of the DA Form 638.  Permanent award orders authority maybe delegated to award approval authorities who would not normally publish permanent orders.

NOTE:  Refer students to AR 600-8-22, page 43, para. 3-19j.  
	
            (3)  Each headquarters will have procedures established to ensure that every recommendation is processed with minimum delay.  Recommendations requiring action by HQ, Human Resources Command, or higher authority should arrive no later than 60 days prior to desired presentation date.  All other recommendations should be approved or disapproved within command channels within 60 days of initiation.

NOTE:  Refer students to AR 600-8-22, page 43, para. 3-19n. 
 	
            (4)  Recommendations submitted to HQ, USA/HRC will be submitted with original and three copies of all documents.

NOTE:  Refer students to AR 600-8-22, page 43, para. 3-19p.  
	
            (5)  All recommendations placed in official channels must be forwarded through command channels to the designated commander authorized to approve or disapprove the award.  Where appropriate, intermediate endorsing officials or commanders may recommend disapproval or comment on the propriety of lesser or higher awards if they do not favor the requested decoration.  Each intermediate commander/supervisor will recommend approval or disapproval, and cite specific reasons whenever disapproval is recommended.

NOTE:  Refer students to AR 600-8-22, page 43, para. 3-19q.  
 	
            (6)  Typing the recommendation is not required.  Recommendations may be handwritten or hand-printed, but must be clearly legible.  Use only black ink for machine readability.
	
NOTE:  Refer students to AR 600-8-22, page 43, para. 3-19r.  

            (7)  Narrative description of meritorious service or achievement for awards of the MSM, ARCOM, and AAM will be limited to bullet format in the space allowed on the DA Form 638.  Narratives are required for all other awards and will be added as an addendum to the recommendation.
	
NOTE:  Refer students to AR 600-8-22, page 44, para. 3-19w and table 3-2, step 25 and 26.  

            (8)  If an award is approved, a copy of the approved award certificate, with the Soldier’s social security number written at the top right hand corner, will be filed in the OMPF. For historical purposes, the DA form 638 indicating disapproval/downgrading and the certificate for the award should be forwarded for filing in the OMPF.


NOTE:  Show SLIDE #17 

NOTE:  Refer students to AR 600-8-22, Page 48, Table 3-2, and Figure 3-1, page 45.

      c. Processing of the DA Form 638 will be completed as follows:

          (1) BLOCK 1.  Enter the address of the final approval authority.  (Step #3)

          (2) BLOCK 2.  Enter the address of the Soldier’s immediate commander.  (Step #4)
 
          (3) BLOCK 3.  Enter date.  This field is automatically completed once the user signs block 19.  (Step #5)

          (4) BLOCK 4.  Click the set name in block 4 and enter the Soldier's complete name.  Then click save name.  (Step #6)

          (5) BLOCK 5.  Enter Soldier's rank in block 5 or click the drop down menu and select a rank.  (Step #7)

          (6) BLOCK 6 & 7.  Enter Soldier's SSN and unit in blocks 6 and 7, respectively. (Step #8)

          (7) BLOCK 8.  List all previous individual awards to include oak leaf clusters.  (Example:  AAM-2OLC).  If the Soldier has no awards, state "NO AWDS".  (Step #9)

          (8) BLOCK 9.  This block is used only for recommendations for award to members of other U.S. Armed Services and foreign nationals.  Enter U.S. Air Force, for example, or foreign nationals, Federal Republic of Germany.  (Step #10)

          (9) BLOCK 10.  Enter recommended award, to include oak leaf clusters or number (Step #11) of award.

          (10) BLOCK 11.  Enter the period covered by proposed award.  Also, the user will click on set on the set date button to complete the field. (Example: 20090510 to 20101101).  (Step #12)

          (11) BLOCK 12a.  Enter the reason for the recommended award.  Specify the award is for valor, heroism, meritorious achievement or meritorious service.

          (12) BLOCK 12b.  If interim award was made, state award given. Interim Awards are given to ensure that a deserving act, achievement, or service receives recognition.  The appropriate authority may promptly award a suitable lesser military decoration pending final action on a recommendation for a higher award, except for retiring U.S. Army general officers.  When a higher award is approved, the approving authority will revoke the interim award in the same orders publishing for the higher award.  The decoration will be returned by the recipient, unless the higher award is approved posthumously, in which case the next of kin will be permitted to retain both awards.  

          (13) BLOCK 12c.  Check yes or no for posthumous award.  Posthumous Award is an Award given after Death.  (Step #14)

NOTE:  Show SLIDE #18 

          (14) BLOCK 14, 15, 16, 17, 18, and 19.  Block 18 serves to clarify the status of the recommender particularly in cases where someone outside the chain of command is making a recommendation. (Step #16)  Once recommender fills out DA 638, they sign in block 19.

NOTE:  Show SLIDE #19  

          (15)  BLOCK 20.  Used for the following awards: MSM, ARCOM, and AAM.  For recommendation of all other awards, for narrative justification is required and will be added as an addendum to the DA Form 638. (Step #17)

          (16) BLOCK 21.  Complete the proposed citation.  Citations for awards of the MSM, ARCOM, and AAM are limited to six lines and will be restricted to the space allowed on the DA Form 638.   All other awards are limited to nine lines and may be submitted on 8 ½ x 11-inch bond paper.  Awards of the DSM and above may be up to 19 lines.  (Step #18)

          (17) Recommender Responsibilities.  The recommender is responsible for completing Parts I, II, and III of the DA Form 638.  Once prepared, the recommender will submitted the proposed award to the individual’s immediate recommender/supervisor for further action.  (Step #19)

NOTE:  Explain to students the Soldier’s complete name and social security number must be entered in the blocks at the top of the back of the form, as shown in blocks 4 and 6.

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]NOTE:  Show SLIDE #20 
 
          (18) BLOCK 22a & b.  Certify by signature and date if Soldier is eligible for award.
The BN S-1/Admin Clerk must check to see if Soldier is flagged.  If flagged, check AR 600-8-2, para. 1-14 and 1-15g pg. 5 and AR 600-8-22 for award eligibility.  If eligible, certify by signature in block 22a and return to commander/supervisor for recommendation. (Step #21)

          (19) BLOCK 23.  Complete to approve, disapprove, upgrade, or downgrade recommendation.  For approval and disapproval actions an “X” is placed in the respective box.  To recommend upgrades or downgrades to an award the respective award is entered and the commander’s signature is required. (Step #22)

          (20) BLOCK 24 and 25.  Complete blocks 24 and 25, as applicable. If the chain is such that more blocks are required, the addendum page to DA Form 638 must be completed. (Step #23)

NOTE:  Show SLIDE #21 

          (21) BLOCK 26.  Final award approval authority will complete block 26.  If award is approved, downgraded to a lesser award or upgraded, forward the DA Form 638 to orders issuing authority (Human Resources Specialist) for completion of Part V-Orders date.  Also, ensure that AR 600-8-22, para 3-19v is reflected (if applicable).

          (22) BLOCK 28d. Sign orders approval authority block (adjutant or commander designee).
  
          (23) BLOCK 31. Human Resources Specialist complete distribution of the DA Form 638 using the following example:  Soldier (1) OMPF (1) Unit (1) Files

     d.  The Human Resources Specialist prepares the award certificate (see table 3-3).

          (1)  Obtain the approval authority's (commander's) signature on the certificate.  (Ensure approved DA Form 638 is forwarded to approval authority with the certificate.)

          (2)  Make four copies of the DA Form 638 and certificate.

          (3)  The original certificate and Soldier's copy of the DA Form 638 go into the green award folder for presentation to the Soldier.

          (4)  Send one copy of the DA Form 638 (if applicable) and certificate to the OMPF for filing.

          (5)  Provide one copy of the DA Form 638 and certificate to the unit for the Soldier's BN S-1/unit file.

          (6)  Will file original DA Form 638 in awards orders file of issuing headquarters.

          (7)  The Human Resources Specialist (BCT S1/MPD) will submit transaction for entry of award on ERB for enlisted personnel and ORB for officers.


	NOTE:
	Conduct a check on learning and summarize the learning activity.

Q: Individual Awards are grouped into how many categories?
A: 6

Q: The Medal of Honor, Distinguished Service Cross, Distinguished Service Medal, Silver Star and Legion of Merit fall under what category?
A:  Decorations

Q:  Must award recommendations be typed?
A:  No, recommendations may be handwritten, hand-printed or typed (AR 600-8-22, para 3-19q).

Q:  When is a copy of the DA Form 638, of the original recommendation, required to be filed in the OMPF?
A:  Only in instances of disapproval or downgrade of the originally recommended award           

Q:  Recommendations requiring action by HQ, Human Resources Command or higher authority should arrive no later than how many days prior to desired presentation date?
A:  60 days 

Q:  Who is responsible for checking to see if a Soldier is eligible for an award?
A:  The Human Resources Specialist 

Q:  What is the purpose of block 9 on the DA Form 638?
A:  Recommendations for awards to members of other U.S Armed Services and foreign nationals.



NOTE:   Instructor should assign readings at least 1 day prior to the facilitated group discussion.  The assigned readings for the next learning activity (Evaluations Reporting System) are DA Pam 623-3 paragraph 1-8 (page 2), and AR 623-3 section VII (page 39).

3.	Learning Step / Activity 3. Identify elements of the Evaluating Reporting System 
		Method of Instruction:	Conference / Discussion
		  Instructor to Student Ratio:  1:25
                    Time of Instruction:	1 hour
		Media:	Slides 



NOTE:  Show SLIDES #22 and #23 
NOTE:  Refer students to DA Pam 623-3 paragraph 1-8 (page 2)  

	a. The Evaluation Reporting System (ERS) identifies officers and noncommissioned officers who are best qualified for promotion and assignments to positions of higher responsibility. ERS also identifies Soldiers who should be kept on active duty, those who should be retained in grade, and those who should be eliminated.

           b.  Under the ERS a Soldier is evaluated on performance and potential. In this system, three kinds of evaluations are given:

   (1) Duty evaluations. Either the DA Form 67–9 or DA Form 2166–8 is used for these evaluations.

              (2) School evaluations. Either the DA Form 1059 and DA Form 1059–1 is used for these evaluations.

              (3) Department of the Army evaluations. Selection boards and personnel management systems are used for these evaluations. Duty and school evaluations are single time-and-place evaluations and are used to make DA evaluations. DA evaluations cover the entire career of an officer and noncommissioned officer.
         
NOTE:  Show SLIDE #24

           c.  The DA evaluation reporting process is designed to:

              (1) Set objectives for the rated Soldier that supports the organization’s overall achievement of the mission.

              (2) Review the rated Soldier’s objectives, special duties, assigned tasks, or special areas of emphasis and update them to meet current needs.

              (3) Promote performance - related counseling to develop subordinates and better accomplish the organization’s mission. 
  	
              (4) Evaluate the rated leader’s performance.

              (5) Assess the rated leader’s potential.

              (6) Ensure a review of the entire process.
 	 
d.  Officer’s have the rating chain use of DA Form 67–9; DA Form 67–9–1 (Officer Evaluation Report Support Form); DA Form 67–9–1a (Developmental Support Form) (DSF); and an electronically generated DA Form 67–9–2 (Senior Rater Profile Report).


           e. Noncommissioned Officer’s organizational rating chain use DA Form 2166–8; and DA Form 2166–8–1.


NOTE: Refer Students to AR 623-3 section VII page 39

NOTE:  Show SLIDE #25

           f.  There are different types of evaluation reports which fall within two basic categories:

              (1)  Mandatory Report – is mandatory and takes precedence over optional reports.

              (2)  Optional Report – is not mandatory and is completed at the option of the Rater.

           g.  Types of Mandatory Reports.

   	    (1)  Annual Report:

                    (a)  For OERs and NCOERs, an annual evaluation report is mandatory for a rated Soldier on completion of 1 calendar year of duty following the THRU date of the last OER or NCOER in the Soldier’s OMPF.  Report will be submitted 12 months after the most recent of the following:

                    (1)  Ending month of last report.

                    (2)  Effective date of promotion to sergeant.

                    (3)  Reversion to NCO status after serving as a commissioned or warrant officer for 12 months or more.

	         (4)  Reentry on active duty to a rank of sergeant or above after a break in enlisted service of 12 months or more.

                    (b)  Rater must meet the 90-day Rater minimum qualification period.

                    (c)  The report will not be signed prior to the first day of the month following the ending month of the report.

   	     (2)  Change-of-Rater Report:

                    (a)  Report will be submitted whenever the designated Rater is changed as long as the minimum 90-day Rater qualifications are met.  Rater changes include:

                     (1)  Rater or rated individual is reassigned.	

	          (2)  Rater or rated individual depart on extended TDY or SD.

	         (3)  Rater or rated individual is released from active duty early or normal expiration of service (ETS) (except for discharge and immediate reenlistment).	

                     (4)  Rated individual (NCO) is reduced to E-4 or below.

	         (5)  Rater dies, is relieved, reduced, AWOL, declared missing, or becomes incapacitated to such an extent that the Reviewer (on the advice of medical authorities) believes the Rater is unable to submit an accurate evaluation.

                    (b)  The Rater upon approved retirement will submit report.

                    (c)  The report will not be signed before the date the change occurs.  However, in the event of PCS the report may be completed and signed up to 10 days prior to the date of departure in order to facilitate orderly outprocessing.

                (3)  Relief-for-Cause Report:

                     (a)  The removal of an individual from a ratable assignment based on a decision by a member of the chain of command or supervisory chain that the individual’s personal or professional characteristics, conduct, behavior, or performance of duty warrant removal in the best interest of the U.S. Army, requires the generation of a relief-for-cause report.

                     (b)  The minimum Rater and Senior Rater qualification and the minimum rating period are 30 days.

                     (c)  The date of relief determines the “thru” date of the report.  Reports may be signed at any time during the closing or following month of the report.

                     (d)  When the Rater is relieved, or when the rated individual and the Rater are concurrently relieved, the Senior Rater will complete both the Rater and Senior Rater portions of the report for each of the Rater’s subordinates.  

NOTE:  Show SLIDE #27 
	
h.  Optional Report:  Complete-the-Record Report:

                (1)  Report may be submitted on a NCO who is about to be considered by a DA centralized board for promotion, school, or CSM selection, provided the following conditions are met

                    (a)  The rated NCO must be in the zone of consideration for a DA centralized promotion, school, or CSM selection board.

     	         (b)  The rated NCO must have been under the same Rater at least six rated months as of the ending month established in the message announcing the zones of consideration.

                    (c)  The rated NCO must not have received a previous report for the current duty position.

     	        (d)  The absence of this report from the official military personnel file at the time of the board’s review will not be a basis for request for standby reconsideration.

	        (2)  Report will not be signed prior to the first day of the month following the ending month.

	        (3)  This report is also applicable to the ARNG and USAR Command Sergeant Major Programs and ARNG and USAR promotion boards centralized at State or USARC headquarters, NGB, and ARPERCEN.
	
	

	NOTE:
	Conduct a check on learning and summarize the learning activity.

Q: A Complete-the-record is a mandatory report?
A: False: it is an optional report


Q: What are the two basic categories of reports?
A: Mandatory and Optional 
	
Q: What is the minimum Rater and Senior Rater qualification and the minimum rating period for a Relief for Cause report?
A: 30 days.

Q: What type of report may be submitted on a NCO who is about to be considered by a DA centralized board for promotion, school, or CSM selection, provided the following conditions are met?
A: Optional Report (Complete the Record Report)





NOTE: Instructor should assign readings at least 1 day prior to the facilitated group discussion.  The assigned readings for the next learning activity (Identify the different types of Leave/Absence Requests) will consist of AR 600-8-10 Chapters 2 and 4. 

4.	Learning Step / Activity 4. Identify the different types of Leave/Absence Requests (Chargeable and Non-chargeable)
		Method of Instruction:	Conference / Discussion
		  Instructor to Student Ratio:  1:25
		Time of Instruction:	1 hour
		Media:	Slides 

	
	                



NOTE:  Show SLIDE #29. 

NOTE:  Explain that leave is an authorized absence from duty.  It is earned at a rate of 2.5 days per full month of active duty.  Leave is essential to the health, welfare, and morale of all Soldiers in a unit. As an officer you must be able to identify the different categories of leave which are chargeable and nonchargeable.

NOTE:  Show SLIDE #30 

NOTE:  Refer students to AR 600-8-10, Chapter 4, page 8.  

a.  Chargeable Leave:  chargeable leave is subtracted from the Soldier's accrued leave balance.

b.  Non-chargeable Leave:  granted absence that is not charged against a Soldier's accrued leave balance.

NOTE:  Refer students to AR 600-8-10, Table 4-1, page 9. These are all the possible types of chargeable leaves.  Focus primarily on the most common chargeable leaves.

NOTE:  Show SLIDE #31 

c.  The following are chargeable leave types:

NOTE:  Refer students to AR 600-8-10, Chapter 4, para 4-21a-d, page 17.

    	     (1)  Ordinary Leave: Taken by a Soldier who is at a permanent duty station and wishes to take time off from work to relax, take a vacation or visit family and friends.
Soldiers are authorized, on the average, to take 30 days of leave a year. (Commanders may grant more than 30 days if operationally feasible.)

   	     (2)  Transition Leave: Leave taken by a Soldier that will be separating from the service by either ETSing (Expiration Term of Service) or retiring and will not be returning to active duty.

NOTE:  Refer students to AR 600-8-10, Chapter 6, para 6-1a-d, page 44, fig 6-1, page 45.

    	     (3)  Emergency Leave: Leave taken because of family emergencies.  The emergency must exist in the Soldier's immediate family or the immediate family of the spouse.  The immediate family includes the following family members: Parents, including Stepparents, Spouse, Children, including Stepchildren, Sisters, Brothers, only living blood relative and a person in loco parentis (Paragraph 6-1d(7)).  A person in loco parentis is one who stood in place of a parent to the Soldier or the Soldier's spouse for 24 hours a day for at least a 5-year period before the Soldier or the Soldier's spouse became 21 years of age. 

NOTE:  Refer students to AR 600-8-10, Chapter 7, para 7-1, page 50.

   	     (4)  Permanent Change of Station (PCS) Leave: Leave taken in conjunction with a permanent change of duty station.  When a Soldier is reassigned from one station to another, PCS leave can be taken before or after arrival at the new unit.

NOTE:  Refer students to AR 600-8-10, Chapter 7, para 7-7, page 53.

     	   (5)  Leave in conjunction with Temporary Duty: Leave taken en route to or from a Soldier's temporary duty station.  This leave can be taken before or after TDY, as well as during TDY, if time permits.  (e.g., Christmas, & New Year).


NOTE:  Show SLIDE #32 and #33 

NOTE:  A fiscal year (FY) begins 1 Oct and ends 30 Sep. It is used for calculating annual (yearly) financial statements.  Leave balance does not require the twelve months calendar year (example: January to December).  

       d.  Review LES leave data:


    - BF BAL – (Balance Forward) - Number of leave days a Soldier has accrued at the beginning of the respective month  current (FY).

    - ERND – (Earned) - Number of leave days earned for the current FY.

    - USED – Number of leave days a Soldier has used for the current FY.

    - CR BAL - (Current Balance) - (BF Balance + ERND - USED = CR BAL); the current leave balance as of the end of the period covered by the Leave and Earning Statement (LES).

    - ETS BAL – (Expiration Term of Service Balance) - Number of leave days a Soldier will accrue until their ETS date.

    - LV LOST – (Leave Lost) - Number of leave days a Soldier has lost due to USE/LOSE status. 

NOTE:  Seventy-five days leave is the maximum number of days leave a Soldier can have accrued at the end of the FY.  

     - LV PAID – (Leave Paid) - Number of days leave for which a Soldier was paid. Payment of accrued leave is made per Department of Defense Financial Management regulation.  By law, payment of accrued leave is limited to 60 days one time during a military career. Meaning, you can only cash a total of 60 days leave your entire career.  The only time a Soldier can cash in leave is during reenlistment, retirement, ETS, or extending service obligations.  The payment of leave is based on a Soldiers base pay. For example, if a Soldier were to cash in 30 days of leave he/she would be paid their base pay for 30 days. 

NOTE:  Explain that Soldiers have a one-time Reenlistment option to cash in a 30-day increment of leave.  Explain that the term USE/LOSE is the Number of days leave a Soldier will lose if not used by the end of the FY.

NOTE:  Refer students to AR 600-8-10, Chapter 5, Table 5-1, page 21.  These are all the possible non-chargeable absences, but focus primarily on the most common non-chargeable absences.  

NOTE:  Show SLIDE #34 

        e.  Non-chargeable Leaves/Absences:  Non-chargeable leave/absence is not charged against the Soldier's accrued leave balance.

NOTE:  Refer students to AR 600-8-10, Chapter 5, para 5-3, page 22.

          (1)  Convalescent Leave:  Leave granted to a Soldier to expedite a member's return to full duty after an illness or injury.  (Example)  A hospital commander may grant up to 42 days convalescent leave to a Soldier after the Soldier's pregnancy and childbirth.  The 42 days are not charged against the Soldier's leave balance.

NOTE:  Refer students AR 600-8-10, Chapter 5, para 5-31a, page 34, 5-32, page 35.

          (2)  Permissive Temporary Duty (PTDY):  Units normally commanded by officers in the rank of Lieutenant Colonel or higher are authorized to approve when the period of absence is 10 days or less. (PTDY): is leave taken by a Soldier to attend a semi-official activity.  (Example) A Soldier requests to take 10 days PTDY for the purpose of house hunting when notified of a PCS move, attendance at meetings that reflect direct relationship to a Soldier's profession, or if a Soldier is subpoenaed to appear in court.  

NOTE:  Explain that the government pays no expenses incurred for this type of leave.  (5-33a, page 37).

NOTE:   Refer students AR 600-8-10, Chapter 5, para 5-15, page 26.

          (3)  Excess Leave:  Leave granted for emergencies or unusual circumstances.  Advanced leave is normally expended prior to using excess leave.  Excess leave becomes indebtedness when there is a negative leave balance at the time of discharge, extension, desertion or death, and will be collected.  Excess leave is without pay and allowances.

NOTE:  Explain that there are two types of passes.  Refer student to AR 600-8-10, Chapter 5, para 5-27, page 32.

         (4)  Regular Pass:  A short, nonchargeable, authorized absence from post or place of duty during normal off duty hours is a Regular Pass.  A Regular Pass will normally be from the end of normal duty hours on one day to the beginning of working hours the next day.  The standard for calculating the period of the pass is to count calendar days, not the number of hours taken.  A regular pass will not exceed 3 days in length, to include during public holiday weekends or public holiday periods specifically extended by the President.  Regular Passes cannot be granted in succession or back-to-back without a duty day in between the absences.

NOTE: Refer student to AR 600-8-10, Chapter 5, para 5-29, page 33 and page 34. 

         (5)  Special Pass:  A short nonchargeable authorized absence from post or place of duty.  It may be granted as a 3-day or 4-day Special Pass.  A 3-day Special Pass normally begins at the end of a normal duty day on a given day and ends with the start of a normal duty day on the 4th day after an absence of consecutive calendar days.  The standard for calculating the period of the pass is to count calendar days, not on the number of hours to be taken.  A 4-day special pass must include two consecutive non-duty days.  Special Passes cannot be taken with another Special Pass, or regular pass and are usually given for some type of special recognition for exceptional performance of duty or as compensatory time off.

NOTE:   Refer students to AR 600-8-10, Chapter 5, para 5-29c, page 33 for reasons to grant a special pass.

NOTE:   Refer students to AR 600-8-10, Chapter 12, Figure 12-1, page 96 (Instructions for completing DA Form 31) to follow along on page 97.

f.  Once you have received a DA Form 31 and determined if that leave is chargeable or non-chargeable, you must now review the DA Form 31 for accuracy and completeness.

NOTE:  Show SLIDE #35 

NOTE:  Explain each item on the DA Form 31 and the requirements for each item.  (DA Form 31).

g.  All items 2 through 12 must be legible and accurately completed.

    	     (1)  Ensure the name (Last, First, Middle Initial) has been entered in block 2.

                (2)  Ensure the SSN has been entered in block 3.
   
Note to instructor:  Inform the students in MyForms (Puredge) pay grade will be the rank not pay grade.  (PVT or CPT not E1 or O3).

     	     (3)  Ensure the pay grade (not rank), has been entered in block 4. (Example E1, O3, WO2)
		
                (4)  Ensure the date of the request has been entered in block 5.  The date will be the present date of the request.  (Examples:  If the date is 6 Apr 08 when requesting for leave make sure it's present in the block.  It must not be left blank).

               (5)  Ensure the location and phone number of where the leave is being taken has been identified in block 6.

               (6)  Ensure the Soldier has entered the type of leave requested in block 7.

               (7)  Ensure the unit of assignment and phone number has been entered in block 8.

               (8)  Ensure the Soldier's accrued leave balance has been extracted from Soldier's current LES and entered in block 9a.

NOTE:  Explain that accrued and CR Bal are the same.

              (9)  Ensure the number of requested chargeable leave days has been entered in block 9b.
         
             (10)  Ensure the number of advance days has been entered in block 9c or N/A has been entered for not applicable.  Advance leave is chargeable leave granted in anticipation of the accrual of leave during the remaining period of active duty.

NOTE:  Give students the following example: If a Soldier had 23 days of leave accrued and requested 25 days of leave, he/she would be requesting 2 days of advance leave.

            (11)  Ensure the number of excess days has been entered in block 9d or N/A has been entered for not applicable.  

            (12)  Ensure the beginning of leave has been entered in block 10a, as four digit year, two digit month, and two digit day.

           (13)  Ensure the ending date of leave has been entered in block 10b, as four digit year, two digit month, and two digit day.

           (14)  Ensure the Soldier has signed the DA Form 31 in block 11.

           (15)  Ensure the Soldier's supervisor has signed in block 12 and checked the approval or disapproval box.

           (16)  Obtain the approving authority's signature and title in block 13 in accordance with AR 600-8-10, para 12-1e, page 79.

           (17)  Ensure block 14 is completed when the Soldier departs on leave or absence.

           (18)  Ensure the number of days the Soldiers company commander approved for leave extension is annotated in block 15a, and in block 15b is the date of approval, and block 15c will be the company commander’s signature.

          (19)  Ensure blocks 15a has the date the Soldier signed in off leave, and block 15b must also reflect the time the Soldier signed in off leave and block 15c must have the signature of the return authority signing the Soldier in off leave. 

          (20)  Block 17 will be utilized by the BCT S-1, to provide clarification or additional information.  (Example:  Enter chargeable leave dates based on the Soldier's departure (block 14) and return (block 16).

      h.  The BCT S-1/MPD will complete Parts II, III, and IV if the Soldier is requesting emergency leave.

NOTE:  Ask students if there are any questions on how to review the DA Form 31 for completeness and accuracy.

	NOTE:
	Conduct a check on learning and summarize the learning activity.

Q: How do you verify the Soldier's accrued leave for item 9a of DA Form 31?
A: Extract the information from the CR Balance on the Soldier's current LES.


Q: What information is required in Block #4 of DA Form 31?
A: Pay grade (example E-4).


Q: What is placed in block 6 of DA Form 31?
A:  The Soldier's complete leave address, to include the phone number.

Q: What type of leave would a Soldier take if they were enroute to a temporary duty station?
A:  Leave in Conjunction with TDY.
		
Q: Is Emergency Leave a chargeable or non-chargeable leave?
A: Chargeable Leave.
		
Q: When would a Soldier take Transition Leave?
A: When a Soldier is separating from the military by either ETS or retiring.





NOTE: Instructor should assign readings at least 1 day prior to the facilitated group discussion.  The assigned readings for the next learning activity (Suspension of Favorable Personnel Actions) will consist of AR 600-8-2 Chapter 1 sections II and III and Chapter 2, Para 2-1. 

5.	Learning Step / Activity 5. Introduction to Suspension of Favorable Personnel Action
		Method of Instruction:	Conference / Discussion
	  	Instructor to Student Ratio:  1:25
                    Time of Instruction:	1 hour
		Media:	Slides 


	
NOTE:  Show SLIDE #36 & 37 

NOTE:  Refer students to AR 600-8-2, Chapter 1, Para 1-8 and Para 1-10, Page 3.  

a.  The Suspension of Favorable Personnel Actions (SFPA) is a system developed by the Department of the Army to guard against the accidental execution of specified favorable personnel actions (i.e. promotions, assignments, awards, etc., for Soldiers not in good standing). 

b.  Flags are initiated immediately when a Soldier’s status changes from favorable to unfavorable.  Active flag cases are reviewed monthly and maintained at the unit or the Battalion S1.  Remove flags immediately when a Soldier’s status changes from unfavorable to favorable. 

NOTE:  Show SLIDE #38 

c. The DA Form 268 is the source document used to record information regarding FLAGS. 
 
NOTE:  Refer students to AR 600-8-2, Chapter 1, Para 1-11, Page 3.  Explain the categories of flags to students.  

NOTE:  Show SLIDE #39 

d.  Flags are submitted when an unfavorable action or investigation (formal or informal) is initiated against a Soldier by military or civilian authorities. There are two categories of flags:

    	    (1) Non-transferable.  The flag may not be transferred to another unit (except where consistent with Para 1-15.)

               (2) Transferable.  The flag may be transferred to another unit.

e.  The following is a list of specific actions and investigations requiring non-transferable and transferable flags and the reason for removing the flag.

NOTE:  Refer students to AR 600-8-2, Chapter 1, Para 1-12, Page 4.  Explain the circumstances requiring a non-transferable flag to students.  

NOTE:  Show SLIDE #40 

               (1)  Adverse action requiring a non-transferable flag.

               (a)  Charges, restraint, or investigation.   Remove the flag when the Soldier is released without charges, charges are dropped, or punishment is completed.

               (b)  Court-martial.  Remove the flag upon completion of punishment, to include any term of suspension.

               (c)  Nonjudicial punishment.  Remove the flag upon completion of punishment, to include any term of suspension.

               (d)  Absent without leave (AWOL).  Remove the flag upon completion of punishment.

               (e)  Administrative reduction.  Remove the flag on the day of reduction.

               (f)  Memorandums of admonition, censure, or reprimand not administered as nonjudicial punishment.  Remove the flag upon completion of filing instructions.

               (g)  Army Medical Department (AMEDD) Soldiers who are not in compliance with (Clinical Quality Management) AR 40-68.  Remove the flag on the date of compliance.
 
             (2)  Elimination-field initiated.  Remove the flag when a Soldier is reassigned to a transition point.
 
             (3)  Removal from a promotion, command, or school selection list--field initiated. A flag for a Soldier on a Headquarters, Department of the Army promotion list who is flagged for removal from command, promotion, or school list can only be removed by Headquarters, Department of the Army.

    	 (4)  A referred officer evaluation report (OER) when on a promotion list.  Remove the flag when received and accepted by HQDA.

    	 (5)  A security violation.
 
             (a)  Local security violation.  Remove the flag upon direction of the commander.

             (b)  Violation of Title 18 of the United States Code concerning sabotage, espionage, treason,     sedition, or criminal subversion.

             (1)  When the case is closed favorably, remove the flag upon direction of the Commander, U.S. Army Central Personnel Security Clearance Facility (CCF)

             (2)  When the case is closed unfavorably, remove the flag upon direction of the Secretary of the Army.

             (c)  Violation of Articles 94, 104, 106, 133, and 134 of the Uniform Code of Military Justice (UCMJ). Remove the flag upon direction from the Secretary of the Army.    

            (d)  Elimination or removal from promotion, command, or school selection list-HQDA initiated. HQDA will remove the flag. 

NOTE:  Refer students to AR 600-8-2, Chapter 1, Para 1-13, Page 4.

NOTE:  Show SLIDE #41 

           f.  Specific actions and investigations requiring a transferable flag:

   	   (1)  HQDA directed reassignment of flagged Soldiers.  Remove the flagging action according to HQDA guidance.

   	   (2)  Movement of an adverse action into the punishment phase.  Remove the flag according to the rules in Chapter 1, Para 1-12a, Page 4.

             (3)  Failure to pass the Army Physical Fitness Test (APFT) or failure to take the APFT within a required period.  Remove the flag (code E/type report) on the day the Soldier passes the APFT or at expiration term of service (ETS), expiration of service agreement (ESA) and or mandatory release date (MRD).

             (4)  Entry into the Army Weight Control Program.  Remove the flagging action effective the day the commander has determined the Soldier is in compliance with the weight control program.  Remove the flag (code E/type report).

             (5)  Soldiers who are command referred to the Army Substance Abuse Program (ASAP) IAW AR 600-85, para 5-7.  Remove the flag on date of compliance (code E/type report).

NOTE:  Refer students to AR 600-8-2, Chapter 1, Para 1-14, Page 5.

        g.  The following are actions prohibited by a flagging action.

   	 (1)   Appointment, reappointment, reenlistment, and extension.
 
    	 (2)   Entry on active duty (AD) or active duty for training (ADT).
 
    	 (3)   Reassignment.
 
     	 (4)   Promotion or reevaluation for promotion.
 
     	 (5)   Awards and Decorations.
 
    	 (6)   Attendance at civil or military schooling.
 
    	 (7)   Unqualified resignation or discharge.
 
    	 (8)   Retirement.
 
    	 (9)   Advance or excess leave.
 
    	 (10)  Payment of enlistment bonus (EB) or selective reenlistment bonus (SRB).

    	 (11)  Assumption of command.

    	 (12)  Family members travel to an overseas command (when sponsor is overseas).
 
    	 (13)  Command sponsorship of family members in an overseas command (when sponsor is overseas.)

NOTE:  Refer students to AR 600-8-2, Chapter 1, Para 1-15, Page 5.

      h.  Processing Exceptions.

          (1)  APFT

               (a)  Flags for APFT failure block promotion, reenlistment, and extension only.

               (b)  A flag is not initiated if the Soldier has a limiting physical profile that specifically prohibits taking the APFT.

          (2)  Weight Control

              (a)  Flags for weight control block only attendance at a full time civil or military schooling, promotion, awards and decorations, assumptions of command, and reenlistment or extension.

              (b)  Soldiers attending a civil or military school on the date of the flag will not be removed from the schooling.

              (c)  Commanders may approve reenlistments and extensions under certain medical conditions as advised by the supporting total Army career counselor.

           (3)  Reassignment

              (a)  HQDA will reassign Soldiers returned to military control from dropped from the rolls (DFR).

              (b)  Soldiers in receipt of HQDA reassignment instructions may depart when the case moves into punishment phase if the punishment does not require the Soldier's continued presence.

              (c)  Major oversea commanders approve intra-command reassignments.

              (d)  Installations commanders approve intra-installation reassignments.

              (e)  Flagged Soldiers may be reassigned if-

                   (1)  The flag is based on APFT failure.

                   (2)  The flag is based on entry in the weight control program.

                   (3)  The flag case is in the punishment phase with no restraints on liberty imposed by civil court, court-martial, or Article 15.

                   (4)  Reassignment is deemed necessary by installation or major overseas commanders (within their command) for the maintenance of discipline, morale, and unit order.

          (4)  Advance or Excess leave

              (a)  The General Court-Martial Convening Authority (GCMCA) may direct excess leave to Soldiers sentenced by court-martial to dismissal or a punitive discharge when the sentenced has not yet been approved.

              (b)  The GCMCA or designee may grant an indefinite period of excess leave to Soldiers awaiting administrative discharge in accordance with AR 600-8-10.

              (c)  Commanders may grant advance or excess leave when emergencies exist.

          (5)  Unqualified resignation, discharge or retirement.  Flagged Soldiers may submit requests for consideration by HQDA

          (6)  Entry on AD or ADT

              (a)  Flagged ARNG and U.S. Army Reserve (USAR) Soldiers may not apply for AD or ADT.

              (b)  HQDA may direct involuntary AD or ADT for flagged ARNG and USAR Soldiers.

           (7)  Awards and decorations. Retirement awards and decorations for valor may be processed and presented to flagged Soldiers.

           (8)  Erroneous flag will be declared void and of no effect.

NOTE:  Refer students to AR 600-8-2, Chapter 1, Para 1-16, Page 5 and Chapter 2, Para 2-9 and Para 2-10, Page 10.

      i.  A Soldier will not be retained past their Expiration Term of Service (ETS)/Expiration Service Agreement (ESA), Mandatory Release Date (MRD) because they are flagged.  All actions must be executed prior to ETS/ESA/MRD, or authority must be obtained from HQDA to extend the ETS/ESA/MRD. Soldiers will not be retained beyond ETS, ESA, MRD, solely because they are flagged.  Soldiers who are flagged and the case cannot be completed prior to their separation may be retained in accordance with applicable regulations.  For example, when court-marital charges have been preferred or when directed by the GCMCA, retention may be authorized under the provisions of AR 27-10.

NOTE:  Refer students to AR 600-8-2, Chapter 2, Para 2-1, Page 6.

     j.  A separate flag will be initiated for each investigation, incident, or action.  The commander directs the flagging action.  The effective date of a flag is the date of the incident or the date the commander initiates the action, whichever is earlier.



	NOTE:
	Conduct a check on learning and summarize the learning activity.

Q:  What is the primary function of the Suspension of Favorable Personnel Actions System? 
A:  To guard against the accidental execution of specified favorable personnel actions for Soldiers not in good standing.  (AR 600-8-2, Chapter 1, Para 1-8) 

Q:  What are the flag categories?
A:  Non-transferable and transferable.  (AR 600-8-2, Chapter 1, Para 1-11)

Q: What are some personnel actions that a flag can prohibit?
A:  Promotion or reevaluation for promotion and, Awards and Decorations.  
(AR 600-8-2, Chapter 1, Para 1-14 for additional actions that flags prohibit.)

Q:  What is considered the effective date of a flagging action?
A:  The effective date is the date of the incident or the date the commander initiates the action, whichever is earlier.  (AR 600-8-2, Chapter 2, Para 2-1c)

Q:  What favorable action does an APFT failure flag block?
A:  Promotions, reenlistment, and extensions.  (AR 600-8-2, Chapter 1, Para 1-15) 





SECTION IV.	SUMMARY
Method of Instruction:    Conference / Discussion	
Instructor to Student Ratio is:    1:25	
Time of Instruction:   10 mins	
Media:    Slides 	
	Check on Learning
	
Determine if the students have learned the material presented by soliciting student questions and explanations.  Ask the students questions and correct misunderstandings.

Q:  The Semi-centralized promotion system provides promotion selection process for the ranks of Sergeant (SGT) and Staff Sergeant (SSG).  (True or False)
A:  True.

Q:  The intermediate rater may be any supervisor between the?
A:  Rater and senior rater in the rated officer’s chain of command.

Q:  You must be the ______________ of the rated NCO and designated as the Rater for a minimum period of 90 days, to qualify as the NCO’s Rater. 
A:  Immediate supervisor.

Q:  Name 3 actions that are prohibited by a flagging action
A:  Appointment, reappointment, reenlistment, and extension, Entry on active duty (AD) or active duty for training (ADT), Reassignment, Promotion, Retirement, and   Attendance at civil or military schooling.
 
Q:  ______________ can approve the award of the Legion of Merit, Meritorious Service Medal, Army Commendation Medal, and Army Achievement Medal to U.S. Army personnel.
A:  A General Officer









	Review / Summarize Lesson
	
NOTE:	Show Slide 42 -- TLO

Today you learned how to recommend administrative and personnel actions.  You can now manage the careers of the soldiers assigned to you and assist them to plan their careers.  




SECTION V.	STUDENT EVALUATION
	Testing Requirements
	NOTE: Describe how the student must demonstrate accomplishment of the TLO.  Refer student to the Student Evaluation Plan.

	
	This is an awareness lesson taught to the introductory proficiency level.  During the facilitated discussions, the instructor should seek to draw each student into the conversation so as to gauge each students understanding of the material.  

	Feedback Requirements
	NOTE: Feedback is essential to effective learning.  Schedule and provide feedback on the evaluation and any information to help answer students' questions about the test.  Provide remedial training as needed.

	
	The instructor determines if each student has met the introductory proficiency level and provides appropriate feedback to each individual student on their strengths and weaknesses.  At the instructor’s discretion, he/she may assign additional reading to those Soldiers who need additional learning opportunities.



