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Chapter 1 
Overview 

 
1-1.  Purpose 

 
This standard operating procedure (SOP) establishes procedures, polices, and responsibilities to assist 
commanders and full-time unit personnel in the management of incentives offered under the Select 
Reserve Incentive Program (SRIP).  

 
1-2. References 

 
Required, related, and referenced publications are listed in Appendix B. 

 
1-3.  Incentives Objectives 

 
The ARNG incentives program is designed for command teams to incentivize Soldiers to 
remain in or join the ARNG. The program utilizes monetary, as well as student loan repayment 
programs. This SOP will provide a source of information and reference the duties and 
responsibilities associated with personnel supporting the incentives program from the unit level 
to state level. 

 
1-4. Points of Contact 

 
 a. SLRP: ng.ga.gaarng.list.ngga-g1-pei-loans@army.mil 
 
 b. BONUS: ng.ga.gaarng.list.ngga-g1-pei-bonuses@army.mil 
 
 c. State Incentive Manager: (678) 569-5309

mailto:ng.ga.gaarng.list.ngga-g1-pei-loans@army.mil


 
 

Chapter 2 
Responsibilities 
 
2-1. General  
 
Successful execution of the incentives program is the responsibility of every leader within the Georgia Army 
National Guard (GAARNG). However, commanders and their senior enlisted leaders (SEL) have direct 
responsibility for the retention, education, and incentives programs within their command. Our current 
operating environment requires the retention of qualified personnel and understanding of the direct impact 
the incentive programs have on retention.  
 
2-2. GAARNG Commander 
 
The Commander of the GAARNG will assist with the development and implementation of the Incentive 
management program. The Commander of the GAARNG will: 
 

a. Provide guidance to establish and conduct effective programs to aid in the management 
of incentives at every level of command. 

 
b. Hold unit leaders at all levels accountable for timely and accurate processing of all 

incentives offered under the Select Reserve Incentive Program for the corresponding fiscal year 
(FY). 

 
2-3. Military Personnel Officer (G1) 
 
The G1 ensures that all policies and programs relating to incentive management are adhered to. The G1, in 
coordination with the State Incentive office ensures that Major Subordinate Command (MSC) Commanders are 
educated on the latest incentives being offered to Soldiers of the GAARNG.  
 
2-4. State Incentives Team 
 
The State Incentives Office consists of Incentive Managers (IM) and the State Second Reviewer. Their main 
objective is to ensure the Soldier’s eligibility for the following incentives prior to forwarding to United States Property 
and Fiscal Office (USPFO): Non-Prior Service Bonus (NPSB), Prior Service Bonus (PS), Reenlistment/Extension 
Bonus (RE), Officer/Warrant Officer Retention Bonus (ORB & WORB), Student Loan Repayment Program (SLRP), 
Chaplain Loan Repayment Program (CLRP) and the Blended Retirement System (BRS). The State Incentive 
Office will: 
 

a. Manage the workflow of personnel assigned to the office to ensure incentives are 
processed in a timely manner. 

 
b. Establish a training program to ensure all users of the Guard Incentive Management 

System (GIMS) are educated on how to use the system proficiently. 
 
c. Respond to all inquiries from outside parties (i.e. Inspector General, Congressional 

Liaison, Army Board of Military Corrections (ABCMR) advisory opinion requests). 
 
d. Ensure that all documentation required for processing a Soldier’s incentives(s) are 

uploaded into GIMS and the Interactive Personnel Electronic Records Management System 
(iPERMS). 

 
e. Initiate terminations and exception to policy requests (ETP). 
 
f. Approve, disapprove, suspend and revalidate GIMS access for HR Professionals. 
 
g. Provide personnel to support all Soldier Readiness Processing (SRP) events. 



 
 

h. Conduct quarterly Incentives Microsoft Teams meeting with all MACOM Career 
Counselors to provide updates on the incentives program. 

 
i. Complete necessary administrative correction requests.   

 
2-5. Major Subordinate Command (MSC) Commanders 
 
Commanders are essential in ensuring that incentive management objectives are accomplished at each echelon 
under their leadership. It is imperative that they partner with the State Incentives Office to ensure the timely 
processing and payment of incentives. The MSC Commander will:  
 

a. At a minimum, appoint an MSC Career Counselor (MCC) that is serving on Active Duty 
for Operational Support (ADOS), a current member of the Active Guard Reserve (AGR) program or 
a Federal Technician. This appointee will be a member of the Brigade S-1 full time staff and serve 
as the primary point of contact on behalf of the MSC regarding incentives with the State Incentives 
Office. As an additional duty, an alternate MCC will be appointed to ensure continuity during times 
of personnel transition. 

 
b. Ensure that each Battalion Commander appoints a Battalion Career Counselor (BCC) that 

is serving on Active Duty for Operational Support (ADOS) or a current member of the Active Guard 
Reserve (AGR) program. This appointee will be a member of the Battalion S-1 full time staff. As an 
additional duty an alternate Battalion Career Counselor will be appointed to ensure continuity 
during times of personnel transition. 

 
c. All appointments should be completed on a memorandum for record and the 

corresponding role should be updated in the “GA CONTACTS” application. 
 

2-6. Major Subordinate Command Career Counselors (MCCs) 
 
The Major Subordinate Command Career Counselor is the driving force behind a successful strength 
management program. Due to the nature of their positions and amount of contact and influence they have 
with the MSC full-time staff and Soldiers, it is imperative that they work in partnership with unit leadership, 
the State Incentives Office, and the Recruiting and Retention Attrition Management Team (RRAM). MCC 
duties and responsibilities are as follows: 
 

a. Serve as the primary point of contact on behalf of their MSC with the State Incentive 
team. The MSC Career counselor will conduct individual research prior to submitting Requests for 
information (RFI) to the State Incentives Office. 

 
b. Serve as the subject matter expert and primary trainer on how to properly use the Guard 

Incentive Management System (GIMS) for Battalion Career Counselors assigned to their MSC. 
 
c. Action all items in the Unit Bonus Eligibility Roster to ensure timely processing of bonuses 

issued to Soldiers of their MSC. 
 
d. Action all items in the Generate DD Form 2475 and Pending DD Form 2475 work bins by 

contacting Soldiers to provide National Student Loan Repayment Debt System (NSLDS). 
 
e. Collaborate with the State Incentive Team to improve training aids and workshop 

curriculum. 
 
f. Load all extension and incentive documents into iPERMS and the GIMS Awaiting 

Document(s) upload work bin. 
 
 



 
 

2-7. Battalion Career Counselors (BCC) 
 
The Battalion S-1 is the driving force behind any successful battalion incentives management program. Due 
to the nature of their positions and amount of contact and influence they have with the battalion full-time 
staff and Soldiers, it is imperative that they work in partnership with unit leadership, subordinate company 
Readiness NCOs and the MACOM Career Counselor. The appointed BCC will: 
 

a. Process all incentives within their Unit Bonus Eligibility Roster (UBER) bin; request 
assistance from the MSC Career Counselor as needed. 

 
b. Action all items in the Generate DD Form 2475 and Pending DD Form 2475 work bins by 

contacting Soldiers to provide National Student Loan Repayment Debt System (NSLDS).  
 
c. Submit requests for information to the MACOM Career Counselor on behalf of Company 

Readiness NCOs regarding all incentive issues. 
 
d. Serve as the subject matter expert regarding Bonus and SLRP processing at the battalion 

level. 
e. Load all extension and incentive documents into iPERMS and the GIMS Awaiting 

Document(s) upload work bin. 
 

f. Ensure that subordinate units have Soldiers in possession of an incentive contract are 
properly slotted on the Unit Manning Report (UMR) in a duty military occupational specialty 
qualified (DMOSQ) position. 

 
g. Review exception to policy requests submitted by Soldiers assigned to the battalion prior 

to submission to the State Incentive Office. 
 

h. Ensure that all contract documents generated are uploaded into iPERMS and GIMS 
within 14 days of contract creation. 

 
2-8. Unit Readiness NCO 
 
Unit Readiness NCOs are the driving force behind any successful unit incentives management 
program. Due to the nature of their positions and the amount of contact and influence they have with 
traditional Soldiers; it is imperative that they work in partnership with the BCC and unit leadership to 
ensure that incentives are processed in a timely manner. Readiness NCOs will: 
 

a. Generate the DA Form 4836 and NGB Form 600-7 Bonus Addendum/Student Loan 
Repayment addendum in the Retention Management System (RMS) for qualified Soldiers. 

 
b. Load all extension and incentive documents into iPERMS and the GIMS Awaiting 

Document(s) upload work bin within 14 days of contract creation. 
 
c. Action all items in the UBER bin, Generate DD Form 2475, and the Pending DD Form 2475 

returned bin. 
 
d. Maintain contact with Soldiers entitled to Student Loan Repayment installments to ensure 

documents are submitted within 30 days of the date of entitlement (DOE). 
 
e. Ensure that Soldiers in possession of an incentive contract are properly slotted on the 

Unit Manning Report (UMR) in a duty military occupational specialty qualified (DMOSQ) position. 
 
f. Provide command concurrence or non-concurrence memo on behalf of Soldiers who 

have initiated an exception to policy request. 
  



 
 

Chapter 3 
Training & Initiatives 
 
3-1. Purpose 
 
The State Incentives Office will provide training opportunities and programs to prepare leaders in the 
GAARNG to efficiently manage incentives processing. Beginning with the MCC, GIMS familiarization training 
will be provided within 30 days of initial appointment by the MSC Commander. This training is incumbent on 
units to request. MCCs are responsible for ensuring that all users within their MSC receive initial training in 
GIMS.  
 
3-2. ARNG Unit Retention NCO Course 
 
Soldiers assigned with the additional duty as Unit Career Counselors (UCC), BCC, or MCC, are encouraged 
to attend the ARNG Unit Retention NCO Course held at the Army National Guard Professional Education 
Center (PEC) at Camp Robinson, North Little Rock, Arkansas. This course is critical to the successful 
implementation of the incentives program across the state. MSC Commanders are highly encouraged to 
require this training for any Soldier who will manage and generate incentives contracts for their Soldiers. 
 
3-3.  Incentives Training Workshops 
 
Incentives training workshops will be provided by the State Incentives Office upon request by MSCs that 
have more than 10 individuals that require initial familiarization training in GIMS. The workshop will be 
conducted via Microsoft teams or in person at the Clay National Guard Center located in Marietta, Georgia. It 
is the responsibility of the MCC of the requesting unit to submit a request via email to the State Incentives 
distribution list at ng.ga.gaarng.list.ngga-g1-pei-bonuses@army.mil. Funding for travel to and from the 
workshop is the responsibility of the parent unit for all personnel in attendance.   
 
3-4.  MSC Focus Week 
  
The State Incentive Team will conduct direct incentive support with each MSC annually. This initiative will 
provide each MSC the opportunity to resolve and process any outstanding incentive issues. Each MSC will 
be allotted multiple days of unimpeded time to collaborate with the State Incentive Team for an in-person 
review of all incentives within GIMS. Each MSC will provide the MCC and a BCC to assist with the focus 
week in support of the entire MSC. Scheduled dates for FY25 are TBD.  
 
3-5. Quarterly Incentives Call  
 
The State Incentive Manager will host a quarterly sync via MS Teams with all appointed MCCs to provide 
clarity on new guidance, policies, and address any outstanding issues or concerns from MSC 
representatives. The call will be held quarterly and will be mandatory for individuals appointed as the MCC 
for their respective MSC. In the event the MCC cannot attend the MSC S-1 will provide a member of the staff 
to attend. 
 
3-6. GAARNG G-1 Incentives Microsoft Teams Channel 
 
The State Incentive team will keep the most up to date information, regulations, and trackers on the 
GAARNG MS TEAMS Channel. To request access to the channel, follow the link below: 
 
https://dod.teams.microsoft.us/l/channel/19%3adod%3a857df03febdd47ed959c120cfbe9353f%40thr
ead.tacv2/General?groupId=baec94a0-32cf-49e9-ad83-5de4c2c5f007&tenantId=fae6d70f-954b-
4811-92b6-0530d6f84c43 
  

https://dod.teams.microsoft.us/l/channel/19%3adod%3a857df03febdd47ed959c120cfbe9353f%40thread.tacv2/General?groupId=baec94a0-32cf-49e9-ad83-5de4c2c5f007&tenantId=fae6d70f-954b-4811-92b6-0530d6f84c43
https://dod.teams.microsoft.us/l/channel/19%3adod%3a857df03febdd47ed959c120cfbe9353f%40thread.tacv2/General?groupId=baec94a0-32cf-49e9-ad83-5de4c2c5f007&tenantId=fae6d70f-954b-4811-92b6-0530d6f84c43
https://dod.teams.microsoft.us/l/channel/19%3adod%3a857df03febdd47ed959c120cfbe9353f%40thread.tacv2/General?groupId=baec94a0-32cf-49e9-ad83-5de4c2c5f007&tenantId=fae6d70f-954b-4811-92b6-0530d6f84c43


 
 

Chapter 4 
Systems 
 
4-1.  Guard Incentives Management System (GIMS) 
 
 a. GIMS is the required system of record for incentives processing. If GIMS is unavailable, manual 
processing will be used only at the direction of the State Incentives Office.  
 
 b. Unit Commanders are responsible for the processing of all incentives offered under the SRIP policy for 
the corresponding fiscal year. This responsibility may be delegated to an authorized representative (i.e. 
Readiness NCO, BCC, MCC). 
 
 c. To request access to GIMS users will log onto https://smms.army.pentagon.mil then click on the GIMS 
icon. Users will request access through the website by uploading a DD Form 2875 and a Command 
delegation memo authorizing them to process incentives on behalf of the unit Commander. Reference 
Appendix B for templates. 
 
 d. To complete the DD Form 2875 (SAAR), Soldiers should utilize the “GA SAAR MANAGER” 
application found in the Power App Catalog on Microsoft Teams. Select the “Guard Incentives Management 
System (GIMS)” from the “System” dropdown. 
 
 e. Roles at echelons below G-1: 
   
  (1) Unit Commander: This is the appropriate role for most users at the MSC level and below. 
 
  (2) Unit Career Counselor: This is the appropriate role for any user that is not authorized to operate 
as a command representative but still requires GIMS access for various actions and reporting requirements.  
 
4-2. Interactive Personnel Electronic Record Management System (iPERMS) 
 
 a. All required contract documents will be entered into iPERMS immediately following signature by the 
Soldier and certifying officer.  
 
 b. Re-enlistment contracts that are created through the retention management system (RMS) must be 
uploaded into GIMS and iPERMS to be considered a valid contract. 
 
 c. Units will have 30 days upon creation of the incentive contract to upload the signed DA Form 4836 and 
signed bonus addendum. Failure to appropriately upload these signed documents into GIMS and iPERMS 
will result in contract invalidation. This policy applies to all REB contracts, to include the Student Loan 
Repayment Program (SLRP) and the 79T Active Guard Reserve (AGR) REBs. Reference Appendix A (FY 
25 SRIP, para  
 
 d. To request access to iPERMS log onto https://iperms.hrc.army.mil. Users will then submit a DD form 
2875 to the appropriate unit representative in accordance with the standard operating procedure of their 
respective MSC. 
 
4-3. Retention Management Software (RMS) 
 
 a. RMS is the only authorized system that will be utilized for extensions that include an incentive 
contract. If RMS is unavailable guidance will be disseminated from the State Incentives Office to MSC 
representatives on how to proceed. 
 
 b. The managing proponent of RMS for the GAARNG is the Recruiting and Retention Attrition 
Management (RRAM) Team. 
 
 c. To request access to RMS log onto https://smms.army.pentagon.mil then click on the RMS icon. The 



 
 

RRAM Team is the approval authority for all users requesting RMS access. The RRAM Team also serves as 
the approval authority for all requests for information and override requests within RMS. 
  



 
 

Chapter 5 
Automated Incentive Processing 
 
5-1. Select Reserve Incentive Program (SRIP) Payments 
 
 a. Unit Commanders or delegated representatives will be responsible for ensuring that all contracts 
within the Unit Bonus Eligibility Report (UBER) are submitted immediately to the State Review work bin in 
GIMS. It is imperative that unit representatives monitor the UBER work bin to ensure all bonuses are 
processed in a timely manner. It is imperative that units maintain a regular battle rhythm of checking and 
processing payments in their bins regularly to avoid payment delays for Soldiers. 
 
 b. UBER Process Steps 
 
  (1) Users will navigate to the UBER and select individual Soldier’s incentives profile 
 
  (2) Conduct basic eligibility check of the following: 
 
   (a) ACFT/APFT history: Soldier does not have two consecutive “For Record” failures. 
 
   (b) MIL TECH history: Soldier has not been a MIL TECH for over 179 days during the 

contract period. Ensure the Soldier is not a dual-status permanent technician. 
 
   (c) DMOS and PMOS: Ensure the Soldier’s DMOS/PMOS matches the contracted MOS. 
 
   (d) Unsatisfactory Participant history: Ensure Soldier does not have nine “U” codes in the 

“Unsat” tab. 
  
   (e) Position information: Ensure Soldier is not in an excess position (coded 9993 or 999E). 
 
   (f) Source documents: all source documents are CAC signed and signature dates match. 
 
  (3) Eligible Soldier: The unit representative will input remarks annotating that the Soldier is eligible 
and submit the payment installment via the “Eligible” button. 
 
  (4) Ineligible Soldier: The unit representative will input remarks annotating that the Soldier is 
ineligible and why. The user will select the “payment denied” button. If the payment requires temporary 
suspension (i.e., flagged for any reason). The user will select "cancel next payment" if the Soldier has 
violated the terms outlined in the FY25 SRIP that requires cancellation of the annual installment. Reference 
FY25 ARNG SRIP. 
 
5-2. Student Loan Repayment Program (SLRP) Payments 
 
 a. Unit Commanders or delegated representatives will be responsible for monitoring the Generate DD 
Form 2475 bin and Pending DD Form 2475 Return bin in GIMS. The unit representative will ensure that 
Soldiers sign a DD Form 2475 within 45 days of the date of entitlement. 
 
 b. The only authorized signature on the DD 2475 are digital signatures with the Common Access Card 
(CAC) or wet signature. Digitally drawn signatures are unauthorized. 
 
 c. Soldiers will provide their unit representative with their National Student Loan Data System printouts 
(NSLDS) in pdf format combined into one file. This documentation will be pulled from https://studentaid.gov 
within 30 days of the scheduled date of entitlement. Once all documents are obtained, they will be uploaded 
into GIMS and submitted to State review for further processing. The representative that generates the SLRP 
contract will be responsible for the manual input of the Soldier’s loans into GIMS. Reference Appendix B for 
examples of required documents. 
 



 
 

 d. Forfeiture of payment. 
 
  (1) Soldiers that do not submit LRP documentation within 365 days of payment entitlement will forfeit 
the payment for that year. 
 
  (2) All Soldiers that had a payment due prior to 1 OCT 2024 will have until 1 JAN 2025 to submit 
NSLDS and a signed DD 2475 or they will forfeit outstanding payments. Once payment is forfeited the 
Soldier will have 45 days to file an Exception to Policy Request (ETP). 
 
 e. Issuance of Student Loan Repayment Contracts 
 
  (1) Guidance Counselors at the Military Entrance Processing Stations (MEPS) are no longer required 
to obtain a Pre-Approval Memo from the State Incentives Office. It is the responsibility of the individual 
issuing the contract to verify the eligibility of the applicant. 
 
  (2) Military Entrance Processing Station ARNG Guidance Counselors and Reserve Component 
Career Counselors are required to verify that a National Student Loan Data System (NSLDS) document is 
dated within 30 days of the date of enlistment. The NSLDS document must validate at least one or more 
eligible loans in good standing prior to the issuance of any SLRP incentive (including but not limited to 
NPS/PS/09S) 
 
  (3) Unit representatives or Retention NCOs must verify that a NSLDS document is dated within 30 
days of the date of extension for current ARNG members. The NSLDS document must validate at least one 
or more eligible loans in good standing prior to the issuance of any SLRP incentive (including but not limited 
to reenlistment/extension SLRP, CHLRP). 
 
  



 
 

Chapter 6 
Exception to Policy Requests (ETP) 
 
6-1. ETP Overview 
 
 a. An ETP Request is submitted to waive the requirements of a set policy to be paid the proceedings of 
an incentive or to prevent a debt to the government that are deemed legal according to such policy and other 
applicable laws and regulations.  
 
 b. Soldiers are entitled to file an exception to policy request whenever a discrepancy is found that may 
terminate their contracted incentive.  
 
 c. Soldiers wishing to file an ETP must submit a signed memorandum explaining the reasoning for the 
exception and supporting details and documentation. If the ETP request is in response to a termination 
notification, the memorandum must be submitted within 45 days the post marked date of receipt of the 
termination notification. The memorandum will be submitted to the ng.ga.gaarng.list.ngga-g1-pei-
bonuses@army.mil for review and submission to the National Guard Bureau (NGB). Refer to Attachment 1 
(Soldier ETP Request MFR Template). 
 
 d. Commanders may opt to provide a command concurrence or nonconcurrence memorandum to 
support the Soldier’s case. This supporting document is not required, but it is recommended. Refer to 
Attachment 2 (Command Concurrence ETP Request MFR Template). 
 
 e. ETPs typically take 90-120 days from submission to G-1 to receive an NGB determination. Once 
formal determination has been received by the GAARNG, the parent unit of the requesting Soldier will 
receive a copy of the determination memo. The memo will be uploaded into the Soldier’s iPerms and GIMS 
profile for historical reference. 
 
 f. Soldiers who wish to appeal the decision of the NGB ETP determination may file a case with the Army 
Board for Correction of Military Records at the link below: 
https://actsonline.army.mil/gui/Login.aspx?ReturnUrl=%2f 
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Figure 2-1 
DD Form 2475 



 
 

 
 

Figure 2-2 
NSLDS Detailed Loan Sheet Example 

 
 



 
 

 
Figure 2-3 

NSLDS Loan Status History Example 
 

 
 



 
 

 
Figure 2-4 

NSLDS Summary Aid Example 

 



 
 

 
 
                                                                                            Figure 2-5 
                                                                                  GIMS Informational Aid 
 
 
 
 



 
 

 
 

Figure 2-6 
GIMS SAAR Template 

 
 

 
 
 
 
 
 
 



 
 

 

 
 

Figure 2-7 
Commanders Delegation Memo 

 
 

 
 
 
 



 
 

Glossary 
 
Section I 
Terms 
 
HR Automated Systems 
Computer programs and websites utilized by HR professionals to manage or update personnel records. 
These include, but are not limited to: IPPS-A, iPERMS, GIMS, and RCAS. 
 
Unit Representative 
Typically, the Readiness NCO, Unit Career Counselor, Battalion Career Counselor, or Brigade Career 
Counselor. 
 
Unit 
The lowest level of military organization authorized a unit identification code (UIC), such as a company, troop, 
battery, flight, or detachment. 
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