NCOER CHECKLIST

As of 9 January 2004

Reference:  AR 623-205

Administrative Data:

_____ Soldier’s last name, first name, middle initial, Jr. Sr., I, II.  Either all caps or Caps and small letters.  Be consistent.

_____ Check the ssn.

_____ Check the rank.  No “P” indicators for promotable soldiers.

_____ Ensure date of rank is in this format 990601 (yr/mo/day) only.  

_____ PMOS can only be five, seven or nine characters long.  

Example: 11B5H2SGM

11B – PMOS

5 - Skill Level 1-5

H - SQI Authorized for MOS or enter O 

2S – Most recent awarded ASI compatible with PMOS or enter 00(zeros)

GM – Language Identifier soldier has been awarded or enter OO 

_____ Verify unit must have organization, station, zip code major command (TRADOC).  Example, 4th Rgn (ROTC) w/dy Univ of Kansas, Lawrence, KS 66045 TRADOC

_____ Reason for submission, codes must be two digits.  02 Annual, 03 Change of Rater, 04 Complete the Record, 05 Relief for Cause

_____ Period covered.  Call DSN 221-EREC or COMM (703)325-3732 and follow the steps.  The report will start the month following the ending date of the last report.  Example:  Last report ended on 9906.  From date will be 9907 regardless of what day the soldier signed in to the unit.  Thru date will be the month the action that creates the report ends.  Example:  Soldier’s last report was in Jun 00 and he is PCSing in Nov 00; the period is as follows 0006 0011 03 Change or rater.

_____ Non rated codes.  Check arrival date.  If the soldier did not arrive until September and his last report ended in May he/she has nonrated time and needs to have one of these non rated codes:

A – Awol/Desertion

B – Break in Active enlisted service (12 months or less)

C – Confinement 

D – Temporary Disability List

I – In transition between duty stations

M – Missing in action

P – Patient (including convalescence leave)

Q – Lack of rater qualifications

R – New Recruiter Program

S – Student at military or civilian school

T – TDY (other than school or compassionate)

W – Prisoner of war

Z – None of the above (reduction in rank)

_____ Number of Encls.  Normally for a relief for cause report or a report where the rater and senior rater do not agree on the soldiers performance.  

_____ Command Code:  TC

_____ PSC Code: FS06

Authentication Data:

_____ Rater/Senior Rater, Reviewer Data.  Be consistent.  All caps or small and caps.  PMOS for Enlisted and Branch for Officers.

Duty Description:

_____ Reviewer “X” must be handwritten.

_____ Principal Duty Title per TDA Document

_____ Duty MOSC per TDA document.

_____ Daily Duties and Scope.  Is a series of phrases, starting with action words separated by semicolons (not periods or comas), ensures phrases are associated with daily duties and scope, not appointed (additional duties) that should be reflected in part IIIe.  No parentheses are authorized unless they are spelling an acronym. Example, It is OK to say Field Training Exercise (FTX) is not OK to say MS I (junior) instructor. 

____ List areas of special emphasis as tasks/duties separated by semicolons.  Ensure they are not a continuation of daily duties and scopes.

____ List appointed (additional) duties divided by semicolons.

____ Counseling dates:  Must be either 991010 or 10 Oct 99.  Be consistent.  If counseling dates are missing rater and senior rater must explain why.

Values/NCO Responsibilities:

____ “X” are either typed or handwritten (you cannot mix both on the same report).  If the rater types then the senior rater must type.

____ If the NCO receives a NO on Values/NCO responsibilities a bullet comment must explain the reason for it.  

____ Begins bullet comments with “o”.

____ Double spaces between bullet comments.

____ Writes only one bullet per line. 

____ No bullet comments longer than two lines.

____ All bullet comments must be consistent in format throughout the NCOER. Example if you start your bullet comments with “o” and have two spaces after that and indent all your bullet comments must be the same way.

____ Do not start a bullet comment with he/she.

____ Do not use the NCOs name in any bullet comments.

____ Do not use “quotation” marks

____ Writes bullet comments that are short, concise and to the point.

____ Emphasizes specific examples of ratings “excellence” or “needs improvement”

APFT/Height/Weight Data:

____ APFT entries are Pass, Fail, Profile or Left Blank.  If Fail a bullet comment stating the scores, fail event and the measures taken to correct problem must be submitted.  If Profile a bullet comment stating whether or not profile hinders job performance must be included.  If a soldier fails to take an APFT during the rating period a bullet comment must explain the absence of an entry.

____ Height and weight data as of the date the rating period ends or you can use the data from the most recent APFT test.  Entries will reflect if the NCO pass or fail the standard.  62/140 YES or 62/140 NO.  Enter NO only when the NCO failed the tape test.  A bullet comment explaining the improvement or steps necessary to improve the weight must be entered.

Future Duty Positions:

____ Can be found on DA Circular 611-201.  Positions should reflect positions where the NCO can serve the Army in the future.  

____ Ensure NCOER is printed head to toe.

Senior Rater Overall Performance and Potential:

_____  The senior rater evaluates overall performance and potential.  The senior rater box marks are independent from the rater.  There are no specific box mark ratings required of the senior rater based on box marks by the rater.

