

DEPARTMENT OF THE ARMY

BROOKE ARMY MEDICAL CENTER

FORT SAM HOUSTON, TEXAS  78234-6200


REPLY TO


ATTENTION OF

MCHE-TC                                                                                     20 February 2004

MEMORANDUM FOR TROOP COMMAND, BROOKE ARMY MEDICAL CENTER (BAMC), PERSONNEL, FORT SAM HOUSTON, TX  78234-6200

SUBJECT:  OER (Policy Memorandum #13)

1. REFERENCE.  Army Regulation 623-105, Officer Evaluation Reporting System, 1 October 1997.

2. PURPOSE.  This policy memorandum prescribes the procedures for processing and forwarding OER’s of officers assigned or attached to Brooke Army Medical Center. 

3. GENERAL.  Completion of OER’s requires direct and personal senior rater involvement in profile management.  Senior raters have the unique challenge to develop a strategy that is fair and consistent with adhering to the timeliness standards established by HQDA.  The standard for OER timeliness at Brooke Army Medical Center is 100% of all reports received at Human Resources Command OER Evaluations Branch NLT the 90th day after the “thru” date of the report.  The following guidelines will be enforced to ensure that every soldier receive the proper care necessary to succeed in today’s Army.  

4. GENERAL PROCEDURES.  

a. Military Personnel Branch will generate email shells for all annual reports 30-45 days prior to the “thru” date.  The shell will contain all the basic administrative data necessary to complete the report.  At a minimum, shells will be emailed to the rated officer, rater and senior rater.   

b. The Senior Rater is responsible for notifying Military Personnel Branch when a shell must be generated for all required evaluations other than Annual OER’s (e.g. Change of Rater, Change of Duty, Senior Rater Option, Relief for Cause, Complete the Record, and all others listed in Table 3-3 AR 623-105).  Notification should be as early as possible to ensure the shell is sent out and the report is completed according to regulation. 

c. The senior rater will ensure that all completed OER’s and any required supporting documentation is forwarded to the Military Personnel Branch Evaluations Clerk for verification of accuracy within 45 days following the “thru” date of the report.  The rated officer and all rating officials must sign and date the OER prior to forwarding the report.  
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d. Military Personnel Branch will then forward all evaluations to the Human Resources Business Center (HRBC) on Fort Sam Houston for final review.  Reports will be returned to the Senior Rater within 5 days with a cover letter stating the report is ready for submission to Human Resources Command.

e. Senior Raters are responsible for ensuring 100% of all reports are received at Human Resources Command OER Evaluations Branch NLT the 90th day after the “thru” date of the report.  Senior Raters are also responsible for forwarding a copy of the completed report to the rated officer.    

f. Reports that are not received by Military Personnel Branch for processing by the 45th day following the “thru” date of the report will trigger additional control measures on the part of Military Personnel Branch and the chain-of-command.  Any report not turned into Military Personnel Branch by the 75th day after the “thru” date will be elevated to the Troop Commander that we are approaching the danger-close threshold.

5. PROCEDURES WITH THE COMMANDING GENERAL IN THE RATING SCHEME. 

a. Rater.  When the Commanding General is the rater, the rated officers support form is due to the Command Suite by the 1st duty day following the “thru” date of the report.  This requirement is an absolute must to ensure adequate time to prepare and complete the evaluation report.  

b. Senior Rater. When the Commanding General is the Senior Rater, Military Personnel Branch will serve as the Collection Point prior to completing the Senior Rater portions of any report.  By the 12th day after the “thru” date, the partially completed report (ie. Administrative and rater portion) is due to Military Personnel Branch Evaluations Clerk.  Military Personnel Branch will ensure the administrative data is correct before forwarding it to the Command Suite for the senior rater portion.           

6.  The importance of OERs cannot be over-stressed.  Officers will not be allowed to sign out unless their OER and those who they rate have been turned into the BAMC Military Personnel Division.  Soldiers’ work hard every day for you, devote the effort to ensuring a quality product is produced on time.

Encl                                                          JAMES A. MUNDY
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For non-annual evaluations (ie. deployments, change of rater) the time frames will be compressed based on when MPB is notified a shell must be generated.  Strict adherence to getting the rater portion completed and turned in will be followed to ensure the Commanding General has sufficient time to prepare his/her section of the evaluation.
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