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Evaluations Management Procedures Checklist

Proponent Agency is ACofS, G-1.

UNIT INSPECTED: 





DATE:  

UNIT REPRESENTATIVE:  



PHONE:  

EVALUATOR:  




  
PHONE:  

Rating Criteria:  (Major Areas:  Items identified by the asterisk (*) on this checklist are considered critical during this evaluation.)

    o STRENGTHS:  Are indicated by all Major Areas checked “YES” which show efforts above and beyond the minimum required, with no on-the-spot corrections.  

    o WEAKNESSES:  Are any major areas checked “NO” and require corrective action.  If a major area has sub-areas marked “NO”, that major area cannot be a strength, and now possesses weaknesses.  

    o MAJOR FINDINGS:  Are those items marked with an asterisk that are recurring deficiencies and indicate serious systemic problems or negligence.  

(*Items not marked with an asterisk that show strengths or weaknesses can be summarized in a “Findings” section.)

NOTE:  Evaluators using this checklist are encouraged to note areas not specifically covered but which may need future attention.  Such notes will not be used as a basis for determining the unit rating.

EANC Form 258-1, AUG 99 (Replaces EANC 271-2R, 1 OCT 93, which is obsolete).

	Evaluations Management Procedures Checklist
	Yes
	No
	N/A

	RATING SCHEMES
	 
	 
	 

	1.  Does the S-1/orderly room have the following regulations, AR 623-105 and AR 623-205 update 6?
	
	
	

	2.  Does the S-1/orderly room maintain updated rating schemes?
	
	
	

	    a.  Officer Rating Schemes:
	
	
	

	    b.  Enlisted Rating Scheme:  
	
	
	

	3.  Are rating officials qualified?
	
	
	

	4.  Do rating schemes contain all required data IAW AR 623-205, 1-4b(1)(a)?
	
	
	

	5.  Are expired or blank conditions monitored when rating schemes are updated?
	
	
	

	6.  Are rating schemes published at least quarterly and posted on unit/S-1 bulletin board?
	
	
	

	7.  Are procedures in place to modify rating chains when a rater or senior rater outprocesses?
	
	
	

	CONTROL OF PROCESSING EVALUATION REPORTS:
	
	
	

	1.  Does the clerk understand the processing requirements/procedures for all types of reports?
	
	
	

	2.  Is an ADHOC query prepared to identify soldiers due Annual & PCS/Change of Rater evaluations?
	
	
	

	3.  Are procedures in place to ensure raters/senior raters are notified in the event they change due to PCS or change of duty position?
	
	
	

	4.  Are tracking logs used to assist with monitoring a soldier's evaluation from date of initiation to submission to PSD?
	
	
	

	5.  Are there any late report still outstanding?
	
	
	

	6.  Are procedures in place to ensure raters/senior raters are notified in the event the rated soldier is eligible for a Complete the Record evaluation?
	
	
	

	QUALITY ASSURANCE:
	
	
	

	1.  Does the S-1 clerk/PSNCO review completed evaluation reports prior to forwarding to PSD?
	
	
	

	2.  Does the S-1 clerk/PSNCO understand the procedures for the referred evaluation report?
	
	
	

	3.  Does the S-1/orderly room understand the appeal procedures?
	
	
	

	4.  Does the S-1/orderly room keep copies of evaluation reports?
	
	
	

	Remarks: 
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