OER CHECKLIST

As of 9 January 2004

Reference:  AR 623-105

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 unless the soldier is filling next higher rank position.

_____ Ensure date of rank is in this format 19990601 (year/mo/day) only.  

_____ Branch can only be two letters.  

Example: AG, IN, AD, AV

_____ Designated specialty two numbers and a letter.  Example 13A.

_____ Unit, organization, station, zip code or APO, major command (TRADOC).  Example, 4th Rgn (ROTC) w/dy Univ of Kansas, Lawrence, KS 66045 TRADOC

_____ Reason for submission, codes must be two digits.  See AR 623-105, page 26.

_____ Period covered.  Call DSN 221-2OER or COMM (703)325-2OER and follow the steps.  The report will start the day following the ending date of the last report.  Example:  Last report ended on 990601.  From date will be 990602 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 1 Jun 00 and he is PCSing on 10 Nov 00; the period is as follows 2000 06 01 to 2000 11 10, 04 PCS.

_____ Rated months see AR 623-105 page 15 to compute rated months.

_____ 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 a non rated code.  Refer to AR 623-105, page 27.

_____ Number of Encls.  Leave blank unless the report is a referred report and the rated officer wishes to make comments. 

_____ Command Code:  TC

_____ PSC Code: FS06

Authentication Data:

_____ Rater/Senior Rater, Reviewer Data.  Be consistent.  All caps or small and caps.  

Duty Description:

_____ Principal Duty Title per TDA Document (Professor of Mil Science or Assistant Professor of Mil Science).

_____ Position AOC per TDA document (01A00 or 02A00).

_____ Significant Duties and Responsibilities.  Refer to Part Iva, DA Form 67-9-1.  Bullet format is prohibited. 

____ Performance Evaluation, check all yes or no boxes.  Select 1 Attribute, 2 skills, and 3 actions.  If no is checked the report must be referred. 

____ APFT.  Pass or fail or left blank.  If fail the report must be a referred report.  If blank and explanation from the rater and senior rater are required.

____ APFT Date.  Must be month and four character year.  Example, May 2000.

____ Height/Weight.  Enter data.  Enter a yes or no after the Weight.

____ Junior Officer Development.  Enter N/A.

Performance and Potential Evaluation:

____ “X” applicable box.  If last two boxes are checked, the report must be referred.

____ Performance and potential comments, part Vb.  This portion must have a potential statement that must be specific.  Should address promotion, different assignment or schooling.  Use block format.  Comments on negative values will be addressed in this block.  A recall statement is added here when the officer is retiring from active duty.  

_____Do not use “quotation” marks.

____ Do not picture frame the report.

____ Do not indent.

____ Unique professional skills and potential career field, part Vc.  Comments on potential will not be address in this block.  Degrees or special skills other than what is in the duty description will be noted in this section.  Example, CPT Adams, speaks fluent German.  Potential Career Field will be type this way “Would serve the Army in Operations Career Field/IN 11.

____ Intermediate rater.  Only if the officer has an intermediate rater.

____ Senior rater. 

