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EANC Form 258-1, AUG 99 (Replaces EANC 271-2R, 1 OCT 93, which is obsolete).

	PV1-SPC Advancements/SGT-SSG Promotions Checklist
	Yes
	No
	N/A

	ADVANCEMENTS (PVT THROUGH SPC/CPL):
	 
	 
	 

	1. Does the S-1/orderly room screen the AAA-117 Report against the AAA-095 Report to verify that soldiers are not flagged?
	
	 
	 

	2. Is the current AAA-117 report reconciled against the previous months report to determine if previous actions have processed?
	
	 
	 

	3.  Does S-1 screen the AAA-117 report for additions/deletions/grade discrepancies, and are the reports annotated with current data?  If changes are made, are they then transferred to the working adhoc query?
	
	 
	 

	4. Does the unit use a battalion roll-up (if applicable) to compute E-4 waiver allocations using AUTHORIZED E-4 strength only?  Are allocations computed correctly?
	
	 
	 

	5.  Is a memorandum prepared notifying each unit commander of the number of waiver allocations available?
	
	 
	 

	6. Do commanders review the AAA-117 report to determine advancement potential of each soldier by indicating  "YES/NO" next to the soldier's name and initialing?  Does the commander sign the report?  Does the battalion commander review and sign the report for all Specialist Advancements?
	
	 
	 

	7.  Is DA Form 4187 denying automatic advancement to PV2-SPC prepared and signed prior to the 20th of the month preceeding the month of promotion (if applicable)?
	
	
	

	8.  Is a Flag Transaction submitted NLT 20th of the month to stop automatic promotion and removed NLT the second working day when soldier would have been promoted?
	
	
	

	9.  Are erroneous advancements corrected in SUPER SERVER?
	
	
	

	10.  Is DA Form 4187 (Super-Server generated) prepared for all soldiers advancements/denial of advancement?(Not Automatic Promotions) 
	
	
	

	11.  Is a copy of the AAA-117 report forwarded to the PSD after completion and verification along with waiver computation worksheet, ADHOC query, and two copies of DA Form 4187 on each soldier selected for advancement?  Is the PSD suspense being met?
	
	
	

	12.  Is one copy of the AAA-117 report, waiver computation worksheet AAA-119, ADHOC QUERY and copy of promotion orders filed IAW AR 25-400-2?
	
	
	

	13.  Are there any illegal promotions?
	
	
	

	14.  Are advancement certificates (DA Form 4874) prepared for those soldiers advanced to SPC?
	
	
	

	15.  Are DA Form 4187s generated from Super Server for all SPC/CPL and below reductions?
	
	
	

	16.  Are soldiers that are advanced/denied receiving the correct pay for their new rank?
	
	
	

	SGT/SSG PROMOTIONS:
	
	
	

	1.  Does the commander use the Enlisted Promotion Report (AAA-294) to identify soldiers eligible for promotion to SGT/SSG?
	
	
	

	
	
	
	

	2.  Does the commander review the AAA-294 report for remarks that would place a soldier in a non-promotable status to ensure the remarks are still valid?
	
	 
	 

	
	Yes
	No
	N/A

	Does the commander complete the DA Form 3355 Section A for those soldiers

recommended for promotion?
	
	
	

	4.  Does the promotion authority complete DA Form 3355, Section A by entering the signature and checking approval or disapproval?
	
	
	

	5.  Is the promotion board properly appointed by the promotion authority?
	
	
	

	6.  Does the S-1/orderly room promotion clerk review the DA Form 3355 with the soldier to determine accuracy and completeness?
	
	
	

	7.  Is the soldier's signature obtained on the worksheet?  Are promotion boards convened prior to the 15th of the month?
	
	
	

	8.  Does promotion authority convene a promotion board and, after the board adjourns, review the report of board proceedings, either personally approve or disapprove the report within 3 working days.
	
	
	

	9.  Are the original report of board proceeding, DA Form 3356 and DA Form 3357 filed by the promotion authority IAW MARKS?
	
	
	

	10.  Are tracking systems established to monitor Reevaluations, Point Adjustments, Initials and the 24-month revalidation process to the PSD?  Is the progress monitored through completion until returned back to the S1/Soldier?
	
	
	

	11.  Are soldiers identified for removal from the Promotion Standing List and are requests for removal forwarded to the PSD?
	
	
	

	12.  Are copies of the AAA-095 report authenticated by the unit commander and forwarded to the PSD by the established suspense date?
	
	
	

	13.  Does the promotion clerk review the EDAS C-10 report for accuracy, ensure all recommended soldiers are listed on the report and report all discrepancies to the PSB for corrective action?
	
	
	

	14.  Does the S-1/orderly room ensure that the latest and most accurate scores are posted on the EDAS C-10 report  along with recommended soldier's initials?  Bn S-1 retains initialed C-10 for 2 years.
	
	
	

	15.  Does promotion clerk notify the PSD of reductions involving SGT/SSG personnel?  
	
	
	

	16.  Is DA Form 3355 filled out corrrectly for all soldiers "NOT RECOMMENDED" and does it include the Unit Commander and Promotion Authority signature?
	
	
	

	17.  Is DA Form 3355, initial and quarterly counseling filed at the Promotion Authority Level (PAC) for soldiers "NOT RECOMMENDED"? 
	
	
	

	18.  Are unit commanders providing PAC with copies of counseling (quarterly) for the Promotion Authority review?
	
	
	

	19.  Does the S-1/orderly room issue promotion certificates to soldiers advanced or promoted?
	
	
	

	20.  Are files maintained IAW MARKS?  (25-400-2
	
	
	

	Remarks:  


B-2
B-1

