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SECTION I.
ADMINISTRATIVE DATA

	All Courses Including This Lesson
	
Course Number
Course Title 


7-12-C22 
Adjutant General Officer Advanced Course

	Task(s) 

Taught(*) or

Supported
	
Task Number
Task Title 

805C-042-0011 (*)
Manage the NCO Evaluation Report (NCOER) Program 

	Reinforced Task(s)
	
Task Number
Task Title



	Academic    Hours
	The academic hours required to teach this TSP are as follows:


Resident


Hours/Methods

4.0
/ Conference / Discussion

Test
.0 
 

Test Review
.0 
 


Total Hours:
4.0 

	Test Lesson Number
	
Hours
Lesson No.
Description

Testing:
1.5

CEA42111

Manage the NCOER Program


 Review of  



Test Results:
0
 

	Prerequisite Lesson(s)
	
Lesson Number
Lesson Title

None

	Clearance Access
	Security Level:  Unclassified

Requirements:  There are no clearance or access requirements for the lesson.


References

	Number
	Title 
	Date
	Additional Information

	 AR 623-205
	Enlisted Evaluation Reporting System
	31 Mar 1992
	


	Student Study Assignments
	Be familiar with AR 623-205.



	Instructor Requirements
	1 Instructor



	Additional Support Personnel Requirements
	None

	Equipment
	Name
	Quantity
	Expendable

	Required
	Overhead Projector or Proxima with Personnel Computer
	1
	No

	for Instruction
	Dry Erase Board
	1
	No

	
	Dry Erase Markers - Set of 4:  Black, Red, Green, Blue
	1
	No

	
	Dry Erase Board Eraser
	1
	No

	Materials Required
	INSTRUCTOR MATERIALS: 

AR 623-205

PowerPoint presentation

STUDENT MATERIALS: 

AR 623-205

	Classroom, Training Area, and Range Requirements
	GEN CLRM, 1080 SF, 16 PN

	Ammunition
	Name
	Student Qty
	Misc Qty

	Requirements
	None
	
	

	Instructional Guidance
	NOTE: Before presenting this lesson, instructors must thoroughly prepare by studying this lesson and identified reference material.

Follow the small group instruction method to manage the classroom.



	Proponent Lesson Plan Approvals
	
Name
Rank
Position
Date




tc "
Section II  Introduction " \l 2SECTION II.
INTRODUCTION

Method of Instruction:    Conference / Discussion

Instructor to Student Ratio is:    1:16

Time of Instruction:    0 hrs 5 mins

Media:    Viewgraphs

	Motivator
	Show viewgraph 1: Manage the Noncommissioned Officer Report Program.

One of the most important documents in a soldier's official file is the Noncommissioned Officer Evaluation Report (NCOER).  This document is the primary basis for promotions and career decisions in the life of every Noncommissioned Officer. Each one of you will be either a rater, senior rater, or reviewer of a NCOER.  Many of you will also be in a position with the responsibility of ensuring that NCOERs are correct and in compliance with AR 623-205. 

Show viewgraphs 2-4: Terminal Learning Objective.

	tc "Terminal Learning Objective - Manage the NCO Evaluation Report (NCOER) Program. " \l 3Terminal Learning Objective
	NOTE:  Inform the students of the following Terminal Learning Objective requirements.

At the completion of this lesson, you [the student] will:

	
	Action:
	Manage the NCO Evaluation Report (NCOER) Program.

	
	Conditions:
	Given a requirement to manage the NCO Evaluation Report Program and access to AR 623-205.

	
	Standards:
	Manage the NCOER Program to include: Identify basic concepts of the NCOER program; identify information in DA Form 2166-7 (NCO Evaluation Report), and identify elements of NCOER process IAW AR 623-205. 

	
	

	Safety Requirements
	None.

	Risk Assessment Level
	Low

	Environmental Considerations
	None.




	Evaluation
	The first part of the examination consists of 18 multiple choice questions.  The second part consists of a sample NCOER for review.  You will be asked to find the entry errors in the NCOER and identify the correct entries.



	Instructional Lead-In
	You are the PSD Commander.  The G1 wants you to present a briefing on the NCOER for noncommissioned and commissioned officers on the Division Staff.  Your Chief, Enlisted Records Section, and the NCOER Clerk are on emergency leave and the briefing is scheduled for next week.  You say to yourself, "What am I going to do now?"  When we finish this block of instruction, you will be well versed in the basics of the NCOER System and the briefing will be no problem at all.




tc "
Section III Presentation " \l 2SECTION III.
PRESENTATION 

NOTE:
 Inform the students of the Enabling Learning Objective requirements.

tc "Enabling Learning Objective A - Define basic concepts of the NCOER program. " \l 3A.
ENABLING LEARNING OBJECTIVE A 

	ACTION:
	Identify the basic concepts of the NCOER program.

	CONDITIONS:
	Given a requirement to define basic concepts of the NCOER program and access to AR 623-205.

	STANDARDS:
	Define basic concepts of the NCOER program to include: the purpose of the NCOER; the purpose of rating schemes; identify the different types of NCOERs in relation to their reporting requirements; and define rated and non-rated time in relation to how it affects each rating period IAW AR 623-205.


1.
Learning Step / Activity 1. Identify the purpose of the NCOER.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 5 mins



Media:
 Viewgraphs

NOTE:  Ask students to raise their hand if they have either managed or worked with the NCOER program.  After recognizing the amount of experience represented by the show of hands, solicit answers from students regarding the purpose of the NCOER System (NCOERS).

Show viewgraph 5: The NCOER System
a.
The NCOER System.  The NCOERS has four primary purposes.
(1)
Strengthen the NCO Corps.  The NCOERS strengthens the ability of the NCO Corps to meet the professional challenges of the future by integrating Army values and basic NCO responsibilities.  The continued use of Army values and NCO responsibilities as evaluation criteria provides and reinforces a professional focus for the rating chain's view of performance.  Over time, this results in acceptance of the values and responsibilities.  This leads to better performance, and a stronger NCO Corps.

(2)
Ensure the Selection of the Best Qualified.  The NCOERS ensures the selection of the best qualified noncommissioned officers to serve in positions of increasing responsibility. This is accomplished by providing the rating chain's view of performance and potential.

(3)
Improve Performance.  The NCOERS contributes to Army-wide improved performance and professional development by increased emphasis on performance counseling.  Evaluation reports provide the NCO with formal recognition of professional values, personal traits, and performance of duty.

(4)
Facilitate Personnel Management Decisions.  Accurate and complete NCOERs help make personnel management decisions that contribute the NCO's full potential. 

NOTE:  Conclude the discussion by summarizing the purposes of the NCOERS as shown in viewgraph 5.
NOTE:  Solicit responses from students regarding the purpose of the DA Form 2166-7.

Show viewgraph 6: The Purpose of the DA Form 2166-7.

b.
DA Form 2166-7.  The two main purposes for the DA Form 2166-7 are as follows:

•
Provides an assessment of the soldier's performance and potential for advancement.

•
Serves as a source of information essential to the effective career management of the soldier.

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

QUESTION:
What are the four primary purposes of the NCOERS?

ANSWER:
Strengthen the NCO Corps.

Ensure the Selection of the Best Qualified.

Improve performance of NCOs.

Facilitate Personnel Management Decisions.

QUESTION:
What is the purpose of the DA Form 2166-7?

ANSWER:
Provides an assessment of the soldier's performance and potential for advancement.

Serves as a source of information essential to the effective career management of the soldier.

QUESTION:
How does the NCOERS contribute to Army-wide improved performance?

ANSWER:
Through increased emphasis on performance counseling.

2.
Learning Step / Activity 2. Identify the purpose of rating schemes.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 5 mins



Media:
 Small Group Instruction (SGI)

NOTE:  Ask students to define the purpose of rating schemes.

a.
Rating schemes.  Rating schemes are published, by name, and are posted in  the unit so that all NCOs know their rater, senior rater, and  reviewer; the rating schemes will include the effective dates of  each rating official.  In the National Guard (ARNG), rating schemes are published by duty position, NOT by name.

b. 
Chain of Command.  Commanders are responsible for determining rating

schemes and ensuring that they correspond as nearly as is practical to the  chain of 

command and supervision within an organization.

NOTE:
Conduct a check on learning and summarize the learning activity. Ask the students the following questions:

QUESTION:
Who determines the rating schemes?

ANSWER:
The Commanders are responsible for determining rating schemes.

QUESTION:
Where are rating schemes posted?

ANSWER:
They are posted in the unit.

QUESTION:
Why are rating schemes posted?

ANSWER:
So that all NCOs will know their rater, senior rater, and reviewer.

3.
Learning Step / Activity 3. Identify the different types of NCOERs in relation to their reporting requirements.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 5 mins



Media:
 Viewgraphs

NOTE:  Ask students to identify the various types of reports.

Show viewgraph 7:  Types of Reports
a.
Initial Report and First Report:  The first evaluation report received by a soldier used to be called the Initial Report. They are now called First Reports.  First Reports are the first NCOER submitted on sergeants or above who have not been previously evaluated in the NCOER System. A first report may be initiated by a promotion to sergeant, a reversion to NCO status after serving as a commissioned or warrant officer for 12 months or more, or reinstatement in an NCO rank.

b.
Annual Report:  An annual report should be signed after the first day of the month following the ending month of the report.  A report will be submitted 12 months after the most recent of the following events:

•
Ending month of last report.

•
Effective date of promotion to sergeant.

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

•
Reentry on active duty in a rank of sergeant or above after a break in enlisted service of 12 months or more.


An annual report will not be submitted when the provisions for the change-of-rater report apply.  The 90 day rater minimum qualification period must be met.  In cases when it is not, the annual report period will be extended until the minimum rater qualification is met.

d.
Change-of-Rater Report:  The minimum rating period is 90 days. A change-of-rater report may not be signed before the date the change occurs.  However, in the event of a permanent change of station (PCS), the report may be completed and signed up to 10 days prior to the date of departure to ensure orderly outprocessing.  A report will be submitted whenever the designated rater is changed, as long as the minimum rater qualifications are met. Rater changes include the following:

•
Rater or rated NCO are reassigned.  

•
Rater or rated NCO depart on extended TDY or SD.

•
Rater or rated NCO are released from active duty (except for reenlistment).

•
Rated NCO is reduced to CPL or below.

•
Rater dies, is relieved, reduced, AWOL, declared missing, etc.  


In the case of the rater dying, being reduced, or declared missing, the senior rater completes both rater and senior rater portions of the NCOER. 

e.
Complete-the-Record Report:  At the option of the rater, a complete-the-record report may be submitted on a NCO who is about to be considered by a DA centralized board for promotion, school, or CSM selection.  The following conditions must be met:

•
The rated NCO must be in the zone of consideration. 

•
The rated NCO must have been under the same rater for at least six months. 

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


Complete-the-record reports will not be signed prior to the first day of the month following the ending month. Because this is an optional report, the absence of such a report from the Official Military Personnel File (OMPF) at the time of the board's review will not be a basis for request of standby reconsideration.

f.
Relief-for-Cause Report:  A relief-for-cause report occurs when a NCO is removed from a duty position, based upon personal or professional characteristics.  For relief-for-cause reports, the following regulations apply:

•
The rating official directing the relief will clearly explain the reason for relief.

(a)
If the official directing the relief is the rater, he or she will explain the reason for relief in Part IV.

(b)
If the official directing the relief is the senior rater, he or she will explain the reason for relief in Part Ve.

(c) If the official directing the relief is neither the rater nor senior rater, he or she will explain the reason for relief in an enclosure not to exceed one page.

•
Regardless of who directs the relief, the rater will enter the statement: "The rated NCO has been notified of the reason for the relief" in Part IVf.

•
Relief-for-cause reports may be signed at any time during the closing or following month of the report. 

•
The minimum rater and senior rater qualification and the minimum rating period are 30 days.  Authority to waive this 30 day minimum period in clear-cut cases of misconduct is granted to a general officer in the chain of command or an officer having general courts-martial jurisdiction over the relieved NCO.

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

QUESTION:
What are the five types of NCOERs currently used?

ANSWER:
First Report

Annual Report

Change-of-Rater Report

Complete-the-Record Report

Relief-for-Cause Report

QUESTION:
What are some events that may initiate a First Report?

ANSWER:
A first report may be initiated by a promotion to sergeant, a reversion to NCO status after serving as a comissioned or warrant officer for 12 months or more, or reinstatement in an NCO rank.

QUESTION:
How soon must an annual report follow the last prior report?

ANSWER:
An annual report should be submitted 12 months after the ending month of the last report.

QUESTION:
What are some conditions that could initiate a change-of-rater report?

ANSWER:
Rater or rated NCO are reassigned.

Rater or rated NCO depart on extended TDY or SD.

Rater or rated NCO are released from active duty (except for reenlistment).

Rated NCO is reduced to CPL or below.

Rater dies, is relieved, reduced, AWOL, declared missing, etc.  

QUESTION:
What event would trigger a complete-the-record report?

ANSWER:
The NCO is being considered by a DA centralized board for promotion.

QUESTION:
What event would trigger a relief-for-cause report?

ANSWER:
A NCO is being removed from a duty position.

4.
Learning Step / Activity 4. Define rated and non-rated time in relation to how it affects each rating period.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 10 mins



Media:
 Viewgraphs

NOTE:  There is a beginning period and an ending period in a report.  Have a student volunteer to explain how to determine the total number of months in the "period  of report."

a.
The beginning period.  The beginning period is always the first day of the  month in which the report begins. 

b.
The ending period.  The ending period is always the last day of the  month in which the report ends.


Once a report has been submitted, NCOERs will show a continuous record for each month and year unless there is a break in NCO status.  Each  NCOER begins where the last NCOER left off.  (Example:  If a  NCOER ends in October, the next report must begin in November.)

c.
Nonrated period.  Nonrated periods are periods during which the NCO is in a nonrated status.  Nonrated periods will not be counted toward a rating period nor rater and senior rater qualification. Table 2-1 in AR 623-205 lists codes, reasons, and definitions for nonrated periods. 

Show viewgraph 8:  Convert Nonrated Days to Months

d.
Convert nonrated days to months.  Using Table 2-2 in AR 623-205, convert the total number of nonrated days within the period of report to months.  In order to do so, you must follow these steps:

•
Add up all the nonrated days within the period of the report.

(a) The day a NCO signs out on a nonrated status is a nonrated day.

(b)
The day the soldier returns to the unit off of a nonrated status is a rated day.

•
If the number of nonrated days exceeds 165 days, divide the total number of nonrated days by 30.  

•
The result will give you the number of nonrated months.

Show viewgraph 9:  Convert Nonrated Days to Months

•
Check the remainder after dividing with Table 2-2.

(a)
If the remainder is 15 days or less, do not add a nonrated month.

(b)
If the remainder is 16-45 days, add 1 additional month to your total number of nonrated months.

(c)
If the remainder is 46-75 days, add 2 additional months to your total number of nonrated months.

(d)
If the remainder is 76-105 days, add 3 additional months to your total number of nonrated months.

(e)
If the remainder is 106-135 days, add 4 additional months to your total number of nonrated months.

(f)
If the remainder is 136-165 days, add 5 additional months to your total number of nonrated months.

•
Subtract the nonrated months from the total number of months in the period of the report and the difference will be the number of rated months left in the period of report.


These computations must be entered in Part I of the NCOER in blocks h, i, & j.  (Beginning Period, Ending Period, Rated Months, and Nonrated Codes.)  A nonrated code will not be entered on the NCOER if the total number of nonrated days does not exceed 15 days.

NOTE:  The students will now have five minutes to complete two practice exercises.  Hand out the Student Handout.  After five minutes, hand out the answer sheet.  Ask the students if they have any questions. 

e.
Example 1.  SPC Ridle is promoted to SGT (E5) with an effective date of 1 Jul 97.  She attended a service school from 1 Aug 97 to 16 Aug 97.  This is an Annual Report.  SGT Ridle does not get relieved and does not have a change of rater during the reporting period.  What are the beginning and ending dates of this report?   What type of report will this be, how many rated months will SGT Ridle have, and what are the nonrated codes, if any?

NOTE:  Discuss the answer.  See if there are any questions.


The answer is as follows:

BP:  9707

EP:  9806

Period Covered:  12 Months

Nonrated Months:  0 (15 Nonrated days)

Rated Months:  12 (Nonrated Codes: None/Blank)

Type of Report:  Annual

f.
Example 2.  SSG Smithers' last NCOER ended Mar 97.  He recently received PCS orders for Korea and will sign out of the unit on 26 Mar 98.  SSG Smithers has nonrated time from 1 Nov 97 to 17 Nov 97 for TDY, and 5 Dec 97 to 10 Dec 97 for being in the hospital.   What are the beginning and ending periods of this report?  What type of report should this be, how many rated months will SSG Smithers have, and nonrated codes, if any?

NOTE:  Discuss the answer.  See if there are any questions.


The answer is as follows:

BP:  9704

EP:  9803

Period Covered: 12 Months

Nonrated Months: 1 (27 Nonrated days)

Rated Months:  11 (Nonrated Codes: I,P,T)

Type of Report:  Change-of-rater

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

QUESTION:
How is the beginning period determined?

ANSWER:
The beginning period is always the first day of the month in which the report begins.

QUESTION:
How is the ending period determined?

ANSWER:
The ending period is always the last day of the month in which the report ends.

QUESTION:
How are nonrated days converted to months?

ANSWER:
Add up all the nonrated days within the period of the report.

If the number of nonrated days exceeds 165 days, divide the total number of nonrated days by 30. The result will give you the number of nonrated months.  

Check the remainder after dividing with Table 2-2.  Add the appropriate number of nonrated months to your total.

Subtract the nonrated months from the total number of months in the period of the report and the difference will be the number of rated months left in the period of report.

CHECK ON LEARNING:  Summarize the learning objective.  Ask students if they have any questions on the material covered.  Answer these questions before summarizing the ELO with the following:  In this section, we talked about the basic concepts of the NCOER program.  First we talked about the NCOER System and its purpose.  Next, we defined the purpose of rating schemes and identified the various types of reports.  We then defined rated and non-rated time in relation to how it affects each rating period.  In the next section, we will discuss counseling requirements.

tc "Enabling Learning Objective B - Ensure each rated NCO receives performance counseling. " \l 3B.
ENABLING LEARNING OBJECTIVE B 

	ACTION:
	Ensure each rated NCO receives performance counseling.

	CONDITIONS:
	Given a requirement to ensure that each rated NCO receives performance counseling and access to AR 623-205.

	STANDARDS:
	Ensure that each rated NCO receives performance counseling IAW AR 623-205.


1.
Learning Step / Activity 1. Ensure that each rated NCO receives performance counseling.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 1 hrs 



Media:
 Viewgraphs

NOTE:  Ask the students to explain the purpose of the DA Form 2166-7-1.

a.
DA Form 2166-7-1.  The DA Form 2166-7-1 is used by the rater along with a working copy of the NCOER to prepare for, conduct, and record results of performance counseling with the rated NCO.  The form is mandatory for counseling all NCOs, CPL through CSM.  The purpose of the checklist is to improve performance counseling by providing structure and discipline to the process.  The form contains a step-by-step guideline for conducting both the initial and later counseling sessions.

NOTE:  Ask the students to explain regulations regarding counseling sessions.

b.
Counseling regulations.  The initial counseling must be conducted within the first 30 days of the rating period or within 30 days of the effective date of lateral appointment to corporal, or promotion to sergeant.  Later counseling sessions will be conducted at least quarterly thereafter (every 3 months).

c.
Duty Description.  The duty description on the DA Form 2166-7 is essential to performance counseling and evaluation.  It is used during the first counseling session to tell the rated NCO what his or her duties are and what needs to be emphasized.  It may change somewhat during the rating period.  It is used at the end of the rating period to record what was important about the duties.

To summarize, show viewgraph 10: Counseling Regulations
NOTE:
Conduct a check on learning and summarize the learning activity.

QUESTION:
For what is the DA Form 2166-7-1 used?

ANSWER:
The form is used to prepare for, conduct, and record the results of performance counseling with the rated NCO.

QUESTION:
Is the DA Form 2166-7-1 and optional document to facilitate the counseling sessions?

ANSWER:
No, it is a mandatory document.

QUESTION:
How soon must the initial counseling take place?

ANSWER:
Within 30 days of the rating period.

QUESTION:
After the initial counseling session, when will the subsequent counseling sessions take place?

ANSWER:
Quarterly (every three months.)

QUESTION:
Is it mandatory that the Duty Description section be completed?

ANSWER:
Yes, it is used to inform the rated NCO of his or her duties.

CHECK ON LEARNING:  Summarize the learning objective.  Ask students if they have any questions on the material covered.  Answer these questions before summarizing the ELO with the following:  In this section, we talked about counseling requirements. In the next section, we will define the information on the DA Form 2166-7.

tc "Enabling Learning Objective C - Define the information on DA Form 2166 7 (NCO Evaluation Report). " \l 3C.
ENABLING LEARNING OBJECTIVE C 

	ACTION:
	Define the information on DA Form 2166 7 (NCO Evaluation Report).

	CONDITIONS:
	Given a requirement to define the information on DA Form 2166-7 (NCO Evaluation Report) and access to AR 623-205.

	STANDARDS:
	Define the information on DA Form 2166-7 (NCO Evaluation Report) to include define the data in Parts I through V; define the qualifications of the raters and reviewers IAW AR 623-205.


1.
Learning Step / Activity 1. Define the data in Parts I through V.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 1 hrs 



Media:
 Small Group Instruction (SGI)

NOTE:  Discuss the DA Form 2166-7 (NCOER).  Ask students to give you their basic understanding of the DA Form 2166-7.

a.
Introduction.  Values and ethics come into play when preparing the NCOER.  You must render a fair, objective, and complete report on the NCO.  Personal feelings and bias must not be used in preparing this form. 

NOTE:  Divide the students into four small groups.  Appoint a leader to each group.  Have Group 1 present Parts I and II; Group 2 will present Part III; Group 3 will present Part IV; Group 4 will present Part V.  There will be 10 minutes for discussion and 5 minutes for each presentation.

b.
Part I - Administrative Data.  Part I of the NCOER (Administrative Data) contains all the information pertaining to the individual NCO.  The TACCS will prepare the first few blocks (a-h) of the NCOER.  The PSB is responsible for ensuring that the shell (blocks l through o) of the NCOER is completed.

c.
Part II - Authentication.  It will be your responsibility to ensure that Part II is correctly completed.  You must ensure the following:

•
Ensure that the rating officials and the rated NCO sign Part II correctly.

•
Block e must contain a handwritten X in black ink.

•
NCOs and Warrant Officers must place their PMOSC in Part II (i.e. 75Z5X or 711A, etc.).

•
Commissioned Officers must list their branch in Part II  (i.e. AG, IN, FA, etc.) 

d.
Part III - Duty Description.  The duty description is essential to performance counseling and evaluation.  It is used during the first counseling session to tell the rated NCO what the duties are and what needs to be emphasized.  The DA Form 2166-7-1 is used to complete the counseling dates.  The narrative regulations for Part III are as follows:

(1)
Daily Duties and Scope.  Daily duties and scope must be a series of phrases, starting with action words and separated by semicolons.  Duties should address the most important routine duties and responsibilities.  This should include the number of people supervised, equipment, facilities and dollars involved and any other routine duties critical to mission accomplishment.

(2)
Areas of Special Emphasis.  Areas of special emphasis and appointed duties must be a list of tasks and duties separated by semi-colons and should include the most important items that applied at any time during the rating period.

(3)
Appointed Duties.  This portion should include those duties that are appointed and are not normally associated with the duty description.

(4)
Counseling Dates.  This portion should include the six digit appropriate date obtained from the DA Form 2166-7-1.  The absence of counseling will not be used as the sole basis of an appeal.

NOTE:  Pages 3 & 4 of the DA Form 2166-7-1 provide examples of bullet comments for Part IV of the NCOER.  Discuss the difference between a "success/meets standards" rating and an "excellence" rating.  For example, "excellence" bullets should be quantitative in some way or be written in such a way that clearly establishes the NCO as being among the best in a particular area.

e.
Part IV - Values/NCO Responsibilities.  The regulations for Part IV of the NCOER are as follows:

(1)
Bullet comments.  The regulations regarding bullet comments are as follows:

•
"Yes" ratings do not require bullet comments.

•
"No" ratings require mandatory bullet comments to explain the "no" rating.

•
All bullet comments must be short, concise, and to the point.

•
Bullet comments may be no longer than two lines and must be single spaced.

•
There must be double spacing between bullets.

•
Each bullet must begin with a lower case o. 

•
All bullet comments must be typed and there can be no narrative gimmicks within the bullet comments. (i.e.  underlining, bold print, italics, excessive margins, handwritten  comments, etc.).

(2)
"Yes" and "No" Box.  Each X must be handwritten in black ink.

(3)
Part IV, Blocks b-f.  This section discusses the level of the NCO's performance.  The regulations pertaining to this section are as follows:

•
"Excellence" is a rating that exceeds the standards and is demonstrated by specific examples and measurable results; special and unusual; achieved by only a few.  Bullet comments are mandatory for ratings of "excellence."

•
"Success" is a rating that meets all standards.  The majority of ratings will fall under this heading.  This rating is intended to be the equivalent of "125" score on the old EER.  "Success" means that the NCO is fully competitive for schooling and promotion. The counseling goal is to bring all NCOs to this level.  Bullet comments are optional for ratings of "success".

•
"Needs Improvement" is a rating that indicates the NCO missed meeting some standard.  Bullet comments are mandatory for ratings of "needs improvement".

(4)
The APFT Portion.  The regulations for the APFT portion in Block c are as follows:

•
Must have either PASS, FAIL, or PROFILE along with the date of the event (i.e. 9802).  Ratings of FAIL or PROFILE require mandatory bullet comments in Block c.

•
The Height/Weight portion in Block c must have height in inches and weight in pounds along with a YES or NO to indicate if the individual meets the height/weight standards of AR 600-9.

(a)
If the rated NCO does not meet the Height/Weight standards of AR 600-9, the rater must enter a bullet comment in Block c.

(b)
If the rated NCO exceeds the height/weight screening table in AR 600-9, but is within the body fat standard for his or her age group, the rater must enter "YES" and the bullet comment: "Within body fat standards of AR 600-9".

f.
Part V - Overall Performance and Potential.  The Overall Performance and Potential Section consists of: the rater box marks for promotion and service potential; the rater's specific positions recommendation; and the senior rater's choice of alternatives for future performance.  The regulations for Part V are as follows:

(1)
Block a.  Place a handwritten X in the appropriate block.

•
"Among the best" is used for NCOs who have demonstrated a very good, solid performance and a strong recommendation for promotion and/or service in positions of greater responsibility.

•
"Fully capable" is used for NCOs who have demonstrated a good performance.  "Fully capable should also serve as a promotion recommendation if sufficient allocations are available.

•
"Marginal" is used for NCOs who have demonstrated poor performance and who should not be promoted at this time.

(2)
Block B.  The rater lists up to three (at least two) different future duty positions in which the rated NCO could best serve the Army at the current or next grade.

(3)
Blocks C and D.  The senior rater fills in blocks c and d.  The senior rater evaluates overall performance and potential by placing a handwritten X (black ink) in the appropriate box for each area.  

 •
Successful/Superior.  A "1" or "2" rating represents a very good solid performance and is a strong recommendation for promotion.  A "3" rating also represents a good performance and, should sufficient allocations be available, is a recommendation for promotion.

•
Fair. A "4" represents NCOs who may require additional training or observation.  A NCO who receives a "4" rating should not be promoted at this time.

•
Poor.  A "5" represents NCOs who are weak or deficient and, in the opinion of the senior rater, need significant improvement or training in one or more areas..

(4)
Block E.  When the senior rater does not meet minimum time requirements for evaluating the rated NCO, he or she will enter the following statement in Block e: "Senior rater does not meet minimum qualification".  If this is the case, Blocks C and D will not be completed. For the senior rater, the following regulations apply:

•
Bullet comments are mandatory.

•
The senior rater must address marginal ratings given by the rater; and fair or poor ratings in part V.

•
Bullet comments should focus on potential, but may address performance, and/or the evaluation rendered by the rater.  

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

QUESTION:
What are the five parts of the DA Form 2166-7?

ANSWER:
Part I - Administrative Data

Part II - Authentication

Part III - Duty Description

Part IV - Values/Responsibilities

Part V - Overall Performance and Potential

QUESTION:
Who completes Part I, blocks l-o on DA Form 2166-7?

ANSWER:
The PSB.

QUESTION:
Who needs to sign Part II?

ANSWER:
The rating officials and the NCO.

QUESTION:
What should the Daily Duties and Scope include in Part III?

ANSWER:
The most important routine duties and responsibilities, including the number of people supervised, equipment, facilities, and dollars involved.

QUESTION:
Which of the following require bullet comments: "Yes" rating, "No" ratings?

ANSWER:
"No" ratings require bullet comments.

QUESTION:
Which of the following require bullet comments: "Excellence" ratings, "Success" ratings, "Needs Improvement"?

ANSWER:
"Excellence" and "Needs Improvement" ratings require bullet comments.

QUESTION:
Is it possible that a soldier not meet height and weight requirements in AR 600-9 and still pass the APFT section?

ANSWER:
Yes, if the soldier meets the soldier meets the body fat standard for his or her age group.

QUESTION:
If the senior rater does not meet the minimum time requirements what should he or she enter in Part V?

ANSWER:
If the senior rater does not meet the minimum time requirements he or she should enter in block e:  "Senior rater does not meet minimum qualification."  Also, the senior rater would not complete blocks c and d.

2.
Learning Step / Activity 2. Define the qualifications of the raters and reviewers.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 15 mins



Media:
 Small Group Instruction (SGI)

NOTE:  Ask the students to discuss the qualifications which apply to raters, senior raters, and reviewers.
a.
Raters.  The following qualifications apply to raters.

(1)
Minimum Time.  The rater must be the immediate supervisor of the rated NCO and designated as the rater for a minimum period of 90 rated days.  Additionally, the rater must be a sergeant or higher, if military, and senior to the rated NCO by either pay grade or date of rank.

(2)
Appointment.  Commanders may appoint U.S. civilians, GS6 and above, as raters when an immediate military supervisor is not available and when the civilian supervisor is in the best position to accurately evaluate the NCO's performance.

(3)
U.S. Military.  Members of other U.S. military services who meet the qualifications above may be raters.  Members of Allied Forces are not authorized to be raters.

b.
Senior Raters.  The following qualifications apply to senior raters: 

(1)
Minimum Time.  The senior rater must be in the direct line of supervision of the rated NCO and designated as the senior rater for a minimum period of two rated months.  Additionally, the senior rater must be senior to the rater by either pay grade or date of rank.

(2)
Appointments.  Commanders may appoint U.S. civilians, GS6 and  above, as senior raters when a military supervisor is not available and when the civilian supervisor is in the best  position to accurately evaluate the NCO's performance. 

(3)
U.S. Military.  Members of other U.S. military services who meet the qualifications above may be senior raters.  Members of Allied Forces are not authorized to be senior raters. 

c.
Reviewers.  The following qualifications apply to reviewers:

(1)
Minimum time. No minimum time period is required for reviewer qualification.

(2)
Officers. The reviewer must be a commissioned officer, warrant  officer, command sergeant major, or sergeant major in the direct line of supervision and senior in pay grade or date of rank to the senior rater.  Promotable master sergeants may serve as reviewers, provided they are working in an authorized CSM or SGM position.

(3)
Appointments.  Commanders may appoint as reviewers officers of other U.S. military services or U.S. civilians, GS9 and above provided the following conditions are met:

•
The grade and line-of-supervision requirements are met.  

•
Either the rater or senior rater is a uniformed Army official.  

(4)
Allied Forces.  Members of Allied Forces are not authorized to be reviewers.

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

QUESTION:
What is the minimum time requirement for a rater:

ANSWER:
90 rated days.

QUESTION:
Can members of other U.S. military services be a rater?

ANSWER:
Yes.

QUESTION:
What is the minimum time requirement for a senior rater?

ANSWER:
The senior rater must have been in the direct line of supervision for a minimum period of 2 rated months.

QUESTION:
What is the minimum time requirement for a reviewer?

ANSWER:
None.

CHECK ON LEARNING:  Summarize the learning objective.  Ask students if they have any questions on the material covered.  Answer these questions before summarizing the ELO with the following:  In this section, we talked about the DA Form 2166-7.  First we talked about the various parts of the form.  Next, we defined the qualifications of the raters and reviewers.  In the next section, we will discuss appeals and Commander's Inquiries.

tc "Enabling Learning Objective D - Ensure that  the PSB advises the appellant on how to process his or her appeal. " \l 3D.
ENABLING LEARNING OBJECTIVE D 

	ACTION:
	Ensure that  the PSB advises the appellant on how to process his or her appeal.

	CONDITIONS:
	Given a requirement to ensure that the PSB advises the appellant on how to process his or her appeal and access to AR 623-205.

	STANDARDS:
	Ensure that the PSB advises the appellant on how to process his or her appeal IAW AR 623-205.


1.
Learning Step / Activity 1. Ensure that the PSB advises the appellant on how to process his or her appeal.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 25 mins



Media:
 Small Group Instruction (SGI)

NOTE:  Call on a student to summarize an appeal and another student to summarize a Commander's Inquiry.
a.
Appeals.  The PSB has the responsibility to discuss with the NCO the right to appeal.  The NCO must prove that the NCOER in question includes errors or inaccurate appraisals.  The appellant has the burden or proof to provide evidence for the appeal.  Appeals may be submitted at any time.  There is no time limit but it is recommended that the appeal be forwarded to USAEREC as soon as possible or within five years of the ending date of the report.

b.
Commander's Inquiries.  Although the Commander's Inquiry is not a prerequisite for submission of an appeal, rated NCOs may seek an initial means of addressing errors through the Commander's Inquiry.  Commander's Inquiries are performed by a commander in the NCO's chain of command in the grade of Major or above.  The primary purpose of the Commander's Inquiry is to provide a greater degree of command involvement in preventing obvious injustices to the rated NCO and to correct errors before they become a matter of permanent record.

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

QUESITON:
On whom does the burden of proof lie in an appeal?

ANSWER:
The burden of proof lies with the appellant.

QUESTION:
What is the deadline for submitting an appeal?

ANSWER:
There is no time limit.

QUESTION:
Is the Commander's Inquiry a prerequisite for submitting an appeal?

ANSWER:
No.

QUESTION:
What is the primary purpose of the Commander's Inquiry?

ANSWER:
To provide a greater degree of command involvement in preventing injustices and to correct errors before they become a matter of permanent record.

CHECK ON LEARNING:  Summarize the learning objective.  Ask students if they have any questions on the material covered.  Answer these questions before summarizing the ELO with the following:  In this section, we talked about appeals and Commander's Inquiries. In the next section, we will discuss how appeals are processed.

tc "Enabling Learning Objective E - Ensure NCOER appeals are processed correctly. " \l 3E.
ENABLING LEARNING OBJECTIVE E 

	ACTION:
	Ensure NCOER appeals are processed correctly.

	CONDITIONS:
	Given a requirement to ensure that NCOER appeals are processed correctly and access to AR 623-205.

	STANDARDS:
	Ensure that NCOER appeals are processed correctly to include ensure that NCOERs are processed correctly; ensure that NCOER appeals are processed correctly IAW AR 623-205.


1.
Learning Step / Activity 1. Ensure that NCOERs are processed correctly.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 10 mins



Media:
 Small Group Instruction (SGI)

NOTE:  Ask the students to discuss the PSB's responsibility in processing the NCOER.

a.
PSB's responsibility in processing NCOERs.  Using TACCS, the PSB utilizes the NCOER Suspense Roster  (AACC71/C97) for all NCOs requiring a NCOER.  Ensure that all NCOs are rendered a report on time and that sufficient notification is given to the rating officials to prepare the report.  In processing the report the PSB must follow the preceding steps:

(1)
Screen the Total Army Personnel Command Centralized  Promotion board zones of consideration to identify NCOs that may be eligible for complete-the-record reports.

(2)
Notify commanders through their unit PSNCO that one of  their NCOs requires or is eligible for a report, if applicable.

(3)
Inform the unit of the suspense date to return the completed NCOER back to the PSB.

(4)
All NCOERs must be forwarded within 60 days after the ending period of the report (90 days for reserves).

(5)
Screen the NCOER using the soldier's Military Personnel Records Jacket (MPRJ), upon receipt of the completed NCOERs from the unit.

(6)
Ensure that the completed NCOER is in compliance with AR 623-205.

•
If any errors are detected, send the NCOER back to the soldier's unit with a suspense date.

•
Once the NCOER has been reviewed and is considered correct, give one copy of the form to the soldier (in a sealed envelope) and mail the original form to USAEREC via First Class.

b.
The MEV 2026 Report.  The MEV 2026 Report is used to ensure that there are no overlapping rating periods and no breaks in the rating periods for NCOs. The PSB requests that PERSCOM generate The MEV 2026 Report (Evaluation Report Data Reconciliation).  This should be done at least quarterly and preferably on a monthly basis.  The request should be submitted by SSN and Name of the NCO via AUTODIN.  Upon receipt of the MEV 2026, the PSB should comply with the following steps:

•
Screen each NCO's name and compare the ending month of the last report that PERSCOM has with the ending month in your PSB files.

•
If the current data you are requesting is dated 75 days or more from the ending month of the NCOER and the PERSCOM files have not been updated, obtain a "certified true copy" of the NCOER and forward it to USAEREC for processing.

•
If any error is detected and EREC has the most current data, submit an ERPT change via SIDPERS to update the incorrect data.

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

QUESTION:
How does the PSB check to see who's eligible for a complete-the-record report?

ANSWER:
The PSB screens the Total Army Personnel Command Centralized Promotion board zones of consideration.

QUESTION:
What should the PSB do if an NCO requires or is eligible for a report?

ANSWER:
Notify commanders through their unit and inform the unit of the suspense date.

QUESTION:
What should the PSB do if they discover an error in the NCOER?

ANSWER:
Send it back to the soldier's unit with a suspense date.

QUESTION:
For what is the MEV 2026 Report used?

ANSWER:
It is used to ensure that there are no overlapping rating periods and no breaks in the rating periods.

QUESTION:
How often should the MEV 2026 Report be requested?

ANSWER:
At least quarterly preferably on a monthly basis.

2.
Learning Step / Activity 2. Ensure that NCOER appeals are processed correctly.



Method of Instruction:
 Conference / Discussion



Instructor to Student Ratio:
 1:16



Time of Instruction:
 15 mins



Media:
 Viewgraphs

NOTE:  Ask students to discuss the appeal process as outlined in AR 623-205, Chapter 4.

Show viewgraph 11:  Appeal Process
a.
Receipt of appeals.  Receipt of appeals will be acknowledged directly to the originator.  The time required to process an appeal varies greatly depending on the complexity of the issues involved, the age of the evaluation being appealed, etc.  Appeals are processed in priority by date of receipt.

b.
Screening of appeals.  The reviewing agency screens appeals to separate claims of administrative error from claims of substantive inaccuracy or injustice.  Appeals are adjudicated by the Enlisted Special Review Board (ESRB).

c.
Acceptance or Denial.  An appeal may be approved in whole or in part, or it may be denied, depending upon the merits of the case.  It is possible that the result not be the same as that which the appellant requested. For example, the board may decide that the evidence justifies removal of the rater's evaluation, but that the senior rater's evaluation should remain because it was not proven inaccurate or unjust.  However, the board will not usually take action that might unintentionally worsen an appealed evaluation report.

d.
Promotion Consideration.  If the board grants an appeal, in whole or in part, that results in the removal or substantive alteration of an evaluation report, the ESRB will need to make a determination.  It is up to the ESRB to determine whether promotion reconsideration by one or more special boards is justified if the evaluation report was previously seen by one or more promotion boards and previously failed to select the appellant.

Show viewgraph 12:  Results Notification
e.
Results Notification.  The reviewing agency notifies each appellant by letter of the decision on his or her appeal and promotion reconsideration eligibility, if applicable. 

(1)
Denied appeals.  When an appeal is denied, a copy of the letter of notification is filed in the performance data section of the OMPF performance fiche.  

(2)
Denied appeals with amendments.  When a substantive appeal is denied but administrative corrections or amendments are made, a copy of the letter of notification to the appellant and a DA Memorandum for Record are placed in the performance data section of the performance fiche.  The appeal correspondence that resulted in a denied or a partially approved appeal will be placed on the OMPF restricted fiche.  

(3)
ARNG.  For ARNG (including AGR) this correspondence will be filed in a State file at the State records center. 

(4)
Appeals Without Action.  Documents that apply to appeals that are returned without action because of a lack of usable evidence are not filed in OMPF. 

f.
Reconsideration.  If the appeal is denied, an appellant may request reconsideration, seek new additional evidence and submit a new appeal.  He or she may submit  an appeal to the next agency in the Army's redress system, the Army Board for Correction of Military Records (ABCMR).  The ABCMR is governed by AR 15-185. If the case was initially decided by the ESRB, a case summary of the board's consideration is available under the Freedom of Information Act/Privacy Act (FOIA/PA).  A request per AR 25-55 and AR 340-21 for a case summary under the FOIA/PA should be sent to: Cdr, PERSCOM, ATTN:  TAPC-ALS, 200  Stovall Street, Alexandria, Virginia 22332-0400.

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

QUESTION:
Who adjudicates appeals.

ANSWER:
The ESRB.

QUESTION:
Can an appeal be partially approved?

ANSWER:
Yes.

QUESTION:
Can the board choose to amend a part of the appeal that was not requested.

ANSWER:
Yes.

QUESTION:
If the ESRB amends and NCOER, is the NCO eligible for promotion?

ANSWER:
The ESRB can determine whether promotion reconsideration is warranted.

QUESTION:
What is done with the letter of notification on denied appeals?

ANSWER:
A copy is filed in the OMPF.

QUESTION:
If the appellant is not satisfied with the ESRB's decision, to whom must he or she appeal?

ANSWER:
To the ABCMR.

CHECK ON LEARNING:  Summarize the learning objective.  Ask students if they have any questions on the material covered.  Answer these questions before summarizing the ELO with the following:  In this section, we talked about how NCOERs and appeals are processed.

tc "Section IV Summary " \l 2SECTION IV.
SUMMARY

Method of Instruction:    Conference / Discussion

Instructor to Student Ratio is:    1:16

Time of Instruction:    0 hrs 5 mins

Media:    Small Group Instruction (SGI)

	Review / Summarize Lesson
	Show viewgraph 13:  Terminal Learning Objective
We discussed the proper way to review a completed NCOER and have learned about the different types of reports and their codes along with nonrated time.  Additionally, we discussed the purpose of the NCOER and the impact it has on a soldier's career.  You should now have a greater understanding of the NCOER system and how it works.

The key to ensuring the usefulness of  the NCOER to the management of the Army's enlisted soldiers rests with those who prepare the reports.  Each of us must be involved in the system.  It is up to all of us to ensure that the NCOER becomes and remains the accurate and useful tool that it is intended to be.



	Check on Learning
	Conduct a check on learning.  Determine if students have learned the material presented by soliciting student questions and explanations.  Answer student questions and correct misunderstandings.




SECTION V.
tc "Section V  Student Evaluation " \l 2STUDENT EVALUATION

	
	NOTE:  Describe how the student must demonstrate accomplishment of the TLO standard.  Refer student to the Student Evaluation Plan.

	Testing Requirements
	The first part of the examination consists of 18 multiple choice questions.  The second part consist of a sample NCOER for review.  You will be asked to find the entry errors in the NCOER and identify the correct entires.



	
	NOTE:  Rapid, immediate 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.

	Feedback Requirement
	We have discussed the proper way to review a completed NCOER and have learned about the different types of reports, reviewers, raters, and senior raters.  We have also discussed nonrated time.  

NOTE:  Ask the students if there are any questions before beginning the evaluation.  Answer these questions clearly and completely to reinforce learning.

You will use the information that you learned in this lesson during the end of course CPX/FTX.  




tc "Appendix A  Viewgraph Masters" \l 1 Appendix A
Viewgraphs

Viewgraph 1:  Manage the NCOER Program

Viewgraph 2:  Terminal Learning Objective (Action)

Viewgraph 3:  Terminal Learning Objective (Conditions)

Viewgraph 4:  Terminal Learning Objective (Standards)

Viewgraph 5:  The NCOER System

Viewgraph 6:  The Purpose of the DA From 2166-7

Viewgraph 7:  Types of Reports

Viewgraph 8:  Convert Nonrated Days to Months

Viewgraph 9:  Convert Nonrated Days to Months (Cont)

Viewgraph 10:  Counseling Regulations

Viewgraph 11:  Appeal Process

Viewgraph 12:  Results Notification

Viewgraph 13:  Terminal Learning Objective

tc "Appendix B  Test" \l 1
Appendix B
Manage the NCO Evaluation Report Program

A Performance Test A

A Test Supplement A

B Performance Test B

B Test Supplement B

tc "Appendix C  Practical Exercise" \l 1
Appendix C
Not Used

tc "Appendix D  Handout" \l 1
Appendix D

Not Used
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