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1 April 2004



MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Brigade Policy Memorandum #17-04, NCOER Processing

1.  Commanders are responsible for ensuring that their rating schemes correspond to their chains of command and supervision.  They will forward a copy to the Brigade Headquarters NLT the 1st day of each month.

2.  Commanders will ensure that rating officials meet their responsibilities and know who they are responsible to counsel, coach, and evaluate.

3.  Commanders will ensure that rating officials give timely counseling to subordinates on the published rating scheme.

4.  Commanders will ensure that all Soldiers receiving an NCOER receive a copy before departing their unit.

5.  Commanders should charge the noncommissioned officer support channel command sergeant major (CSM) or sergeant major (SGM) with the responsibility for quality control of NCOERs.

6.  The Battalion will update the Brigade daily on the status of late NCOERs (late to MILPO and DA).  The Brigade S1 will send the NCOER Log to the Battalion PAC weekly; the Battalions will update the logs and bring to the weekly S1 meeting held at Brigade.  The Battalion PAC will submit a list of NCOERs due each month by the 1st of the month (all NCOERs).

7.  In the case of NCOERs returned by MILPO and DA, the Battalion will resubmit the NCOERs through Brigade within one working day.

8.  The Battalion CSM will schedule an appointment with the Brigade CSM within the first week following the rated month.  During this meeting the Battalion CSM will review all NCOERs with the Brigade CSM.  Also at this meeting, Brigade S1 personnel, in coordination with Battalion S1 personnel, will review the final draft copies of all NCOERs for administrative data, grammar, and spelling.  Once the Battalion makes all corrections, company 1SGs will review each of their NCOERs with the Brigade CSM.

9.  Post a copy of this policy on all bulletin boards.
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