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SUBJECT: United States Army Garrison Kaiserslautern (USAGK) Command Policy Letter #1 
Officer Evaluation Report (OER)lNoncommissioned Officer Evaluation Report (NCOER)/Base
System Civilian Evaluation Report and Senior System Civilian Evaluation Report Processing

1. This letter supersedes USAGK Commander Policy Letter #1 dated 26 May 2009.

2. References:

a. DA Pamphlet 623-3, Evaluation Reporting System (ERS)

b. AR 690-400, Chapter 4302, Total Army Performance Evaluation System (TAPES)

3. All Evaluation Reports for Soldiers and civilian employees will be accompanied by the
following documentation when in draft form and when ready for signature :

a. The rated Officer's Support Form (DA Form 67-9-1).

b. The rated Non-Commissioned Officer's (NCO) Counseling Checklist
(DA Form 2166-8-1).

c. The rated civilian's counseling form.

d. Proposed comments/input concerning the rated Officer 's, NCO 's or civilian's
performance and potential.

4. All reports must be submitted in rough draft form to the Directorate of Human Resources
(DHR) no later than 30 days prior to the through date of the report. DHR will review the report
for administrative errors prior to sending it through the ratee's rating chain for review and will be
returned to the rater for correction . In addition, the reports requiring the Commander's or the
Deputy Commander's rating or review must be turned in to DHR by the suspense date. This date
is indicated on the weekly staff slides or DHR may be contacted to obtain this information .
Missed suspenses are not acceptable and every Soldier/civilian will receive an evaluation at least
once a year.
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5. Reports for review by the Command Group must be administratively and grammatically
correct, must be proof-read by the respective Directorate, and then forwarded to DHR for
processing.

6. Raters and rated personnel are responsible for ensuring that DHR is notified within 2 days
when any change to the rating scheme occurs.

7. Point of contact is the Directorate of Human Resources at 493-4345.

£1El~M
LTC, EN
Commanding

DISTRIBUTION A

2


