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   01 July 2002

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  701ST Military Police Battalion Policy Memorandum #17 - Promotion Board Procedures

1.  References.

a.  AR 600-200, Enlisted Personnel Management System.

b.  AR 600-8-19, Enlisted Promotions and Reductions.

2.  Purpose.  To prescribe the policies and procedures for recommending soldiers to appear before battalion level promotion boards.

3.  Applicability.  Applies to all personnel assigned or attached to 701st MP Battalion.

4.  Procedures.  The following is a time line of all actions and suspense’s associated with conducting promotion boards.

a.  On or about the 25th of each month, S1 receives a CO1 roster from the Military Personnel Office (MILPO).  The CO1 is screened and forwarded to the units.

b.  On or about the first Wednesday of the next month, Company Commanders will coordinate with eligible soldiers’ chains of command to determine soldiers being recommended to promotion.  DA Forms 3355 will be prepared and submitted to Battalion S1 for those specialists and sergeants recommended to appear before the promotion board, or copies of counseling, done IAW AR 600-200 and AR 600-8-19, for soldiers not recommended.  Those recommended to appear before the board will review their 201 file at AG records Section in the month prior to submission of DA Form 3355. 

c.  Commanders will personally review the report and identify soldiers to be recommended for promotion, obtaining input from the soldier’s chain of command.  Commanders will annotate YES (for recommended) or NO (for not recommended) in the last column of the report.  Commander will personally authenticate the report by signing all copies of the CO1.  Unit Commanders will ensure soldiers who are eligible for promotion without waiver, but not recommended, are counseled in writing.  Commanders and supervisors will ensure soldiers 

understand why they were not recommended and what can be done to correct deficiencies.  Counseling will be done in accordance with current policy.

d.  Upon receipt of DA Forms 3355 and counseling from each company, Battalion S1 will ensure DA Form 3355 are properly typed, signed, and submitted to AG Promotions section NLT 21st of each month.  The Battalion Command Sergeant Major will review and contact First Sergeants on any questions about DA Forms 3355 and resolve problem areas.

e.  The Battalion S1 will coordinate to receive the DA Forms 3355 from AG by the 15th of each month.  At this time, soldiers must have reviewed their 201 file to reconcile the information on the DA Form 3355 with the Battalion Promotions clerk.

f.  The promotion Board will convene between the first and Twelfth Day of each month.  The Battalion Command Sergeant Major will preside and four senior NCO’s, one senior NCO will be an alternate member and one (1) recorder without a vote will sit on the board.  Each voting member of the board receives a DA Form 3357 (Board Recommendation).  After asking questions to the boarded soldiers, the members recommend soldiers who should be promoted and give him/her a score.  The recorder then collects the DA forms 3357 and averages the total score. The soldier is informed, after the promotion board finishes, of his/her score.

g.  Within three working days following the adjournment of the board, the promotion board authority will approve or disapprove the battalion promotion board results.

h.  On the fourth working day following the adjournment of the board and its approval, the completed DA Forms 3355 and board results will be submitted to the promotion section, Fort Leonard Wood, MILPO.

i.  For soldiers, who are not fully qualified, but eligible for promotion, but not recommended for promotion, a reason from the Company Commander or 1SG is required if the soldier is not recommended for promotion in the secondary zone.

5.  If, for any reason, the promotion authority disapproves a soldier from being promoted, the soldier will be informed immediately after the board adjourns.  DA Forms 3355, Section C, 1 though 6d will be completed.

6.  Company commanders must justify any mission requirements that preclude adherence to the aforementioned procedures by memorandum to the Battalion Commander.

7.  Step by step procedures to identify soldiers for recommendation and processing promotion packets are at enclosures one and two, respectively.

8.  ASSIST BY EXAMPLE!


     signed


     LTC, MP


     Commanding
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