	
	REPLY TO

ATTENTION OF
	DEPARTMENT OF THE ARMY

HEADQUARTERS, WESTERN REGION

UNITED STATES ARMY CADET COMMAND

BOX 339500

FORT LEWIS, WASHINGTON  98433-9500

	


ATOW-PA                                                                                               17 February 2004

MEMORANDUM FOR Western Region Brigades and Universities

SUBJECT:  Officer and NCO Evaluation Reports

1.  Purpose.  To provide the brigades and universities with general information on the Western Region evaluation program.

2.  References. 

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

     b.   AR 623-205, Enlisted Evaluation Reporting System.

     c.   AR 623-1, Academic Evaluation Reporting System.

3.  Facts.

     a.  The evaluation program is an intensively managed and zero-defect program.  All suspense dates must be met.

b. Completed evaluations are due to the region seven (7) days after the close out date,

unless the Region commander is the reviewer/senior rater, in which case they are due to the region on the close out date.  NG/USAR/IRR evaluations reports are due to the region 30 days after close out date.  A letter of lateness is required if the report does not arrive at region by the suspense date.
     c.  Rating schemes require approval of the brigade commander before publishing.  Provide approved rating schemes to HQ, Western Region, U. S. Army Cadet Command, ATTN:  ATOW-PA, MS 83, BOX  339500, Fort Lewis, WA  98433-9500 quarterly or immediately when changes occur.

     d.  Rating Schemes will follow the guidelines below:  EXAMPLES
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	5DUTY TITLE
	DATE OF ARRIVAL
	DATE OF LAST  REPORT
	RATEE RANK/FULL NAME/SSN/BR or PMOS/DUTY TITLE/AKO Email Address
	RATER RANK/FULL NAME/SSN/BR or PMOS/DUTY TITLE/AKO Email Address
	SENIOR RATER RANK/FULL NAME/SSN/BR or PMOS/DUTY TITLE/AKO Email Address
	REVIEWER RANK/FULL NAME/SSN/BR or PMOS/DUTY TITLE/AKO Email Address

	Command Group
	20000627
	20020627
	CSM John Doe                

xxx-xx-xxxx                                 00Z5M/Command Sergeant Major   lewis.ferguson@
	COL Jane Smith                           xxx-xx-xxxx                                 IN/Commander                    steven.corbett@
	BG Wanna Bee                   xxx-xx-xxxx                                 GO/CDR, Cadet Command                gratton.sealock@           
	MG Rock Steady                          xxx-xx-xxxx                                 GO/CDR, Cadet Command                   alan.thrasher@


	DUTY TITLE
	DATE OF ARRIVAL
	DATE OF LAST  REPORT
	RATEE RANK/FULL NAME/SSN/BR or PMOS/DUTY TITLE/AKO Email Address
	RATER RANK/FULL NAME/SSN/BR or PMOS/DUTY TITLE/AKO Email Address
	IMMEDIATE/SENIOR RATER RANK/FULL NAME/SSN/BR or PMOS/DUTY TITLE/AKO Email Address
	SENIOR RATER/REVIEWER RANK/FULL NAME/SSN/BR or PMOS/DUTY TITLE/AKO Email Address

	Commander
	20030801
	20030609
	COL Jane Smith                           xxx-xx-xxxx                       IN/Commander                    steven.corbett@
	BG Wanna Bee          xxx-xx-xxxx                           GO/DCG, Cadet Command       gratton.sealock@
	 
	MG Rock Steady                          260-80-6690                       GO/CDR, Cadet Command                   alan.thrasher@


     e.  Include intermediate raters for National Guard Officers.

     f.  The Region Commander must approve any deviation from the above.

     g.  Once a rating scheme is approved, you must provide all changes to the rating scheme as they occur.  To update an already approved rating scheme with a minor change, such as a new arrival, you will prepare a new rating scheme and forward it to the appropriate headquarters for the commander’s signature.

     h.  Update all rating schemes within 30 days of a PMS, Brigade Commander, or Region Commander departing this command.

     i.  Ensure all IRR/NG/AR/IMA officers and NCOs are included on your rating schemes.  All reports are processed at the region level.

     j.  When the rated officer receives an OER for his/her signature, he/she must ensure that the report is mailed back to the region via priority mail or overnight mail.  If the report cannot be sent back prior to the suspense date, call P&A and fax a copy of the complete report with the rated officer’s signature for processing until the original report arrives to region.
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     k.  Once an NCOER is reviewed by P&A for completeness, P&A will forward to Evaluations Branch.  Once an OER is reviewed by P&A for completeness, P&A will forward to 22d PSB for final review before sending to Senior Rater to forward to DA.  Ensure that the rated officer receive a copy of the report.  Reports must reach DA within 90 days of the “thru date” for OERs and 60 days of the “thru date” for NCOERs.

4.  Point of contact is SSG Smith at (253) 967-2181.

FOR THE COMMANDER:







 //Original Signed//

 





 ROBERTA A. ANTRY





 LTC, AG







 Chief, P&A Division
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