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MEMORANDUM FOR RECORD

SUBJECT:  Evaluation Management Standard Operating Procedure (SOP)


1.	References:
 
     a.  AR 623-3, Evaluation Reporting System, 4 November 2015.

     b.  DA Pam 623-3, Evaluation Reporting System, 10 November 2015.

     c.  AR 614-200, Enlisted Assignments and Utilization Management, 11 October 2011.

 2.  Introduction.  Care must be taken to ensure that evaluations are completed as efficiently as possible.  Due to their importance, they must be thoroughly reviewed to ensure they are both error free and fairly reflect the rated Soldier’s performance.  Confidentiality is an inherent responsibility for the entire rating chain and those who process evaluations; it must be protected at all times.    

3.  Purpose.  The purpose of this SOP is to provide guidance for Soldiers of 3rd Squadron, 89th Cavalry Regiment for evaluations, reinforce the requirements of AR 623-3, and provide tips and techniques for the creation and submission of evaluations.  This SOP is not meant to replace AR 623-3 nor DA Pam 623-3; it is a tool to help us all succeed in meeting the Army’s requirements for complete, concise, and timely submission of evaluations.  Evaluations are required to reach Human Resources Command (HRC) no later than 90 days after the through date of the evaluation.

      a.  Counseling.  Counseling promotes a top-down emphasis on leadership communication. Counseling integrates the participation of rated Soldiers and Civilians in objective setting, performance counseling and the evaluation process. All Soldiers will have an initial and routine counseling completed IAW regulatory guidance. If a counseling is required from the Command Group, the rated Soldier must schedule an appointment with the adjutant within 30 days of assuming their duty position.  At a minimum, NCOs will receive counseling’s quarterly. 

     b.  Evaluation Entry System.  As of 1 January 2016, all evaluations will be created and submitted to HQDA through the Evaluation Entry System (EES) at the following URL: https://evaluations.hrc.army.mil.  

4.  Processing Procedures:

     a.  30 days prior to the thru date of the evaluation, the unit will submit a hard copy draft of the NCOER to S1 for review.  S1 will review the NCOER, then provide the copy to the Squadron CSM for his review.  The marked copy will then be returned to the unit for necessary corrections.  After making corrections, the unit shall submit the updated copy along with any marked copies of the NCOER through S1 for another review.  This shall continue until the evaluation is deemed free of administrative errors and is within regulatory guidance by the Squadron CSM.

     b.  Delegates in EES.  Anyone in a senior rater role will designate, at a minimum, the unit 1SG and the S1 NCOER clerk as a delegate with view, edit, and submit privileges.  Do not delegate the CSM.

     c.  An NCO shall only use the promotable status on their NCOER if they are already selected for promotion (i.e. have a sequence number or promotion points) and are serving in a position higher than their current rank.  

     d.  A supplementary reviewer is required when the senior rater is of the rank 2LT, 1LT, WO1, CW2, SFC, or MSG/1SG.  The reviewer will be CPT, CW3, SGM, or higher.

     e.  PMOSC is governed by AR 614-200, paragraph 3-14.

          (1)  The fifth character of the PMOSC will be the letter O or the number 0 when the rated NCO is not qualified for a SQI.  If the rated NCO has one or more SQIs, use the SQI determined by the order of precedence in paragraph 3-14.

          (2)  The sixth and seventh characters of the PMOSC will be OO or 00 if the rated NCO does not have an ASI.  If the rated NCO has one or more ASIs, the ASI associated with the MTOE position will be used, else the rated NCO may select the most appropriate ASI they have been awarded.

          (3)  The eighth and ninth characters of the PMOSC will be YY if the rated NCO is not qualified in a foreign language.  If the rated NCO has one or more language identifiers, use the language identifier associated with the MTOE position.  Else the rated NCO may select the most appropriate language identifier they have been awarded.

     f.  Duty Description Section.
    
          (1)  Principle duty title and duty MOSC comes from the MTOE, with exceptions approved by the CSM.

          (2)  Daily Duties and Scope may enter up to seven lines of text; beginning with action words; separated by semi-colons; end with a period; use present tense.

          (3)  Areas of Special Interest may enter up to two lines of text; Duty Titles; separated by semi-colons; end with a period. 

          (4)  Additional Duties may enter up to two lines of text; Duty Titles; Separated by semi-colons; End with a period.

     g.  Performance Evaluation Section.

          (1)  Enter the most recent APFT data.  If an APFT was not taken during the rating period, an APFT within one year of the thru date may be used.  Enter up to five lines of text.  Comments are mandatory if the APFT is marked as FAIL.

          (2)  Attributes Section.

          (a)  Use past tense bullet format for the six attributes, ending with a period.

          (b)  Up to eight lines may be used for each of the six attributes, but the space in-between the lines counts against the 8.

          (c)  EES is automatically deleting empty lines preventing bullets from being in regulatory guidance.  This is a bug in the coding and will be fixed.

          (3)  Comments on the rated NCO’s adherence to the Army SHARP and EO programs are mandatory in the Character block.

     h.  Overall Performance Section.

          (1)  The number of currently rated NCO’s in this rank is as of the thru date.

          (2)  Comments are in bullet format and may use up to five lines.

          (3)  Raters may not comment on future potential.  e.g. “This stellar PSG will make an outstanding 1SG someday”, “Will succeed at the next higher rank”, etc. are prohibited comments.

     i.  Senior Rater Section.

          (1)  The number of most qualifieds awarded must be less than 24% of the total ratings for that particular grade.  This number never resets, and will follow the senior rater through promotions.  So if you are a SFC and are a senior rater for a total of 12 SGT NCOERs, when you are promoted to MSG and senior rate your next SGT, he will count as your 13th NCOER for your senior rater SGT pool.  

          (2)  Comments on potential may be up to five lines of text in narrative format. 

          (3)  For Future Successive Assignments and Broadening Assignment, list one duty title only, per block.

5.  1SGs will submit the NCOERs for their unit.  Once submitted, they will email the S1 NCOER clerk and CSM that the NCOER is submitted.  

6.  The point of contact for this SOP is 
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