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Chapter 1 

Overview  

1-1. Purpose 
Prescribes National Guard Bureau (NGB) and Georgia Army National Guard (GAARNG) 
procedures governing the appointment, assignment, and management of Officers and Warrant 
Officers of the GAARNG. Provides eligibility requirements, administrative procedures, 

applications processing, and other related Officer personnel actions to include Branch and 
MOS change requirements, promotion, civilian, and federal recognition (FEDREC).  
 

1-2. References  
Required list related to publications and prescribed referenced forms are in Appendix A. 
 

1-3. Explanation of Abbreviations and Terms  
Required list of abbreviations and terms used in this SOP are in the glossary.  
 
1-4. Appendices  

Appendices B through Q provide specific examples for all packets, including checklists, naming 
conventions for packet submission, forms, example memorandums, and guides to create 
reports. 

 
Chapter 2 
Officer Accessions  

 
2-1. Applicability 
Civilians, officers, prior service officers, and enlisted personnel seeking appointment as an 
officer or warrant officer in the GAARNG. This includes: 

a. Appearances and Initial appointments for Federal Recognition:  
(1) Warrant Officer Candidate Appearance Checklist Figure 2-1 
(2) Officer Appointment – ROTC and ECP Cadet Figure 2-2 

(3) Officer Appointment – OCS Appointment Figure 2-3 
(4) Warrant Officer Appointment Figure 2-4 
(5) Army Medical Department (AMEDD) Officer Appointment 

(Initial/Reappointment/Break in Service/Commission) Figure 2-5 
(6) Chaplain Officer Appointment (Initial/Reappointment/Break in 

Service/Commission) Figure 2-6 
(7) JAG Officer Appointment Figure 2-7 

(8) Direct Appointments (not for AMEDD) Figure 2-8 
(9) Officer Appointment after a break in service Figure 2-9 

b. United States Army Reserve (USAR) officers in active status or in the Inactive Ready 

Reserve (IRR), Regular Army officers, and officers from another component (US Navy, US Air 
Force, etc.) These officers require federal recognition into the GAARNG. See chapter three for 
detailed information.  

c. National Guard officers and warrant officers transferring state-to-state require federal 

recognition for a change of state. See chapter three for detailed information. 

 
2-2. Actions Required of the Officer Strength Manager  

a. Locate valid positions for applicants in coordination with Major Subordinate Command 
(MSC) S1’s and Officer Personnel Branch (OPB). Newly commissioned officers will not be 
projected against any vacancies in Joint Force Headquarters. They must be assigned to an 

MSC. 
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b. Validate positions used for accessions are vacant, non-mobilization related, have a 
start date prior to the date of accession. 

c. Coordinate with applicants to complete appointment packets. Inform applicants who 
are not current GAARNG members that they cannot perform duties until packet has been 
approved by OPB and appointment orders have been issued. 

d. Process is complete when NGB processes an accession packet and produces NGB 

Form 0122E, permanent FEDREC order. The order for federal recognition will be placed in the 
Service Member’s IPERMS. 

 

2-3. Applications for Appointment 
Applications for appointment as an Officer or Warrant Officer in the GAARNG will adhere to the 
requirements for each type of accession.  

a. Initial appointments will include all documents listed in Figure 2-1 through Figure 2-8. 

All applicants are responsible for completion of the NGB Form 62E Application for Federal 

Recognition as an Army National Guard Officer or Warrant Officer and Appointment as a 

Reserve Commissioned Officer or Warrant Officer of the Army in the Army National Guard of 

the United States. Examples of the NGB FORM 62E can be found in Appendix G with 

instructions on how to complete form. All highlighted areas are required to be completed. Note: 

Page 5 of the NGB Form 62E is to be completed by OPB.  

b. All applicants for appointment as an Officer or Warrant Officer must meet the physical 

standards of fitness as outlined in AR 40-501, Chapter II for Commissioning Physicals or Class 

1 Flight Physicals. All applicants must have a current DD Form 2808, Genesis Printout, or 

DODMERB physical dated within 24 months (18 months for flight status) prior to the accession 

date.  

c. Any required waiver(s) must be approved at the appropriate level and included in 

application for appointment prior to the Federal Recognition Board. All waivers must be 

reviewed by the board.   

 

2-4. Additional Items of Consideration 

In addition to the eligibility criteria listed in NGR 600-100 paragraph 2-7, the following issues 
should be taken into consideration prior to acceptance of an applicant into the GAARNG: 

a. Time in Grade (TIG). The applicant's time in grade should be taken into consideration 

when considering appointment. Officers who are senior in grade may be under DA Promotion 
Board consideration. Active-duty officers not selected for promotion may be considered for 
appointment into the GAARNG. A waiver from Human Resources Command (HRC) will be 
required for any active-duty officer twice non-selected for promotion prior to appointment in 

GAARNG. 
b. Other than initial appointments, officers must be placed into branch qualified positions.  
c. Field grade officers (Major and above/ CW3 and above) require approval from the 

Chief of Staff (COS) prior to being accessed. Acceptance is based solely on the needs of the 
GAARNG. 

d. ROTC Early Commissioning Program. ECPs from the ROTC program require a letter 

of acceptance and a cadet statement of understanding found in NGR 600-100, Figure 12-1 
(Letter of Acceptance) and Figure 12-2 (Cadet Statement of Understanding). ECPs may have 
an active-duty service obligation (ADSO) that will require the officer to leave the National Guard 
service upon completion of their college degree and attendance of Basic Officer Leader Course 

(BOLC). 
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e. Service. Applicants will not perform Inactive Duty Training or Annual Training with a 
unit until OPB approves the completed packet. Applicants requiring a Federal Recognition 

Board (FRB) will not perform duty until after approved FRB results are received by OPB. 
f. Appearance Boards. Applicants seeking appointments/reappointments in the 

GAARNG will be required to appear in person before an FRB. Soldiers currently in the military 
are required to wear the Army Service Uniform. Civilians will wear appropriate business attire. 

Warrant Officer Candidates (WOC) must appear before the Federal Recognition Board prior to 
attending Warrant Officer Candidate School. WOC applicants will submit the documents listed 
in Figure 2-1 (Warrant Officer Candidate Appearance) to OPB to be scheduled for the board.  

g. Full-time personnel. Current Active Guard Reserve (AGR) enlisted Soldiers must be 
approved by the CoS and the Human Resources Office prior to being appointed as an AGR 
officer. They will not be appointed prior to approval. 

 
Chapter 3  
Officer Interstate Transfers (ISTs – In & Out) and In-Service Recruits (ISRs – In Only) 
 

3-1. Applicability  
Officers and Warrant Officers that are currently serving in Compo 1 or Compo 3, the Individual 
Ready Reserves (IRR) or any other military branch including the U.S. Navy, Marine Corps, Air 

Force, etc. who want to transfer as an In-Service Recruits (ISR) into the GAARNG. Officers 
and Warrant Officers that are currently serving in the Army National Guard who want to 
Interstate Transfer (IST) in or out of the GAARNG.  

 
Note: Officers and Warrant Officers that are currently serving in the GAARNG that want to be 
released to another military branch including the IRR need to refer to the G-1 Services 
Transitions Section SOP. Transitions Distro: ng.ga.gaarng.list.ngga-g1-transitions@army.mil. 

 
3-2. Criteria  
Officers and Warrant Officers must meet the minimum requirements listed below. See Figures 

3-1 through 3-3 for all required documents. Field grade officers (Major and above/ CW3 and 
above) require approval from the CoS prior to being accessed. Acceptance is based solely on 
the needs of the GAARNG. 

a. In-Service Recruits Transfer (ISR) Into the GAARNG (Figure 3-1) 
(1) Officers must have a letter of acceptance (LOA). If the officer is a Field Grade 

Officer, the transfer must first be approved by the CoS.  
(2) Officers cannot have a break in service.  

b. Interstate Transfer (IST) into the GAARNG (Figure 3-2) 
(1) Officers must have a LOA. If the officer is a Field Grade Officer, the transfer must 

first be approved by the CoS.  

(2) Officers cannot have a break in service.  
c. Interstate Transfer (IST) out of the GAARNG (Figure 3-3) 

(1) All officers must have a written request to transfer out of the GAARNG. See 

Appendix N for example.  
(2) All officers must have an approved conditional release memo from the GAARNG.  
(a) Officers will not receive an approval to IST out of the state if there is a non-

transferrable flag. 

(b) Officers must not be within 120 days of their Mandatory Removal Date 
(c) Officers must not be pending involuntary separation.  
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3-3. Actions Required of the Officer 
a. Officers that are ISR or IST into GAARNG will work with Recruiting and Retention 

(R&R) Officer Strength Manager to complete the required checklist. Units in the GAARNG 
other than R&R are not authorized to accept Officers into the state.  

b. Officers requesting IST out of the GAARNG will start the transfer process at the 

company level. Officers are encouraged to find a unit in the state where they are moving to 

obtain the LOA. Figure 3-3 

 

3-4. Actions Required of Unit 

a. Complete all Officer Evaluation Reports prior to the transfer to the gaining state. 
b. Verify the officer turns in all equipment prior to the transfer.  
c. Submit complete IST outgoing packets to OPB via the Customer Relationship 

Management (CRM) Module in IPPS-A with the following naming convention: “MISC IST XXX 
RANK LAST NAME, FIRST NAME.” 
 
Note: Individuals will have IPPSA access revoked for completing transactions accepting 

officers or warrant officers into the GAARNG without following proper procedures. All incoming 
officers must be routed through R&R and Field Grade Officers require CoS approval. 

 

3-5. Actions Required by Recruiting and Retention 
a. Review all ISR incoming and IST incoming packets for completeness and accuracy. 

Include all documents listed in Figures 3-1 and 3-2. 

b. Coordinate with the losing unit or compo to correct all packet issues that may hinder 

transfer. 

 

3-6. ROTC transfer into GAARNG from Another State 

ROTC graduates from another state who have not been appointed in that State will be 
processed for separation or transferred to the IRR by the losing State. Georgia will 
subsequently provide the appointment order and newly completed NGB Form 337.  

 
Chapter 4 
Officer Promotions  

 
4-1. Applicability  
Currently serving GAARNG officers and warrant officers recommended for promotion and 
federal recognition in the next higher grade. 

 
4-2. Officer Promotion Packet Requirements  
Officer promotions will adhere to the requirements in the following checklists. See Figure 4-1 to 

4-28 for detail requirements. 
a. 2LTs recommended for promotion to 1LT and WO1s recommended for promotion to 

CW2 will include all documents listed in Figure 4-1 (Officer TIG Promotion/Extension). 

Instructions for completing the NGB FORM 78 are in Figure 4-2 (Instructions for Completing 
NGB Form 78 for Promotion to 1LT or CW2). 

b. Officers recommended for a unit vacancy promotion will include all documents listed in 

Figure 4-26 (Officer Unit Vacancy Promotion). 

c. Officers who have been selected by a DA Promotion Selection Board and are 

recommended for promotion will include all documents listed in Figure 4-27 (Officer DA Select 

Promotion). 
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4-3. Time in Grade Promotions / Non-Recommendations / Extensions  
Time in Grade is an ARNG Officer’s years of service for purposes of promotion and federal 

recognition computed from the date of rank. 
a. The following requirements must be met for promotion from 2nd Lieutenant (2LT) to 

1st Lieutenant (1LT): 
(1) 2LT (minus ECP/Aviation/Chaplain Candidate 2LTs) must complete BOLC and 

have 18 months TIG. 
(2) All 2LTs must be awarded their Initial Appointment prior to submitting a promotion 

request. 

(3) ECP 2LTs must have 24 months TIG and are not required to have BOLC 
completed. A civilian education (CIVED) waiver of up to 12 months will be routed through OPB 
and The Adjutant General (TAG) for approval by the Commander, HRC, Fort Knox for 

completion of baccalaureate degree requirements. 

(4) Aviation 2LTs who have not graduated from BOLC may be promoted at 24 months 

of commissioned service if currently enrolled in Flight School XXI/BOLC and not flagged. 

(5) IAW PPOM 21-055, Chaplain Candidate (56X) 2LTs who have 18 months or 

more TIG will be considered eligible for promotion to 1LT regardless of CHBOLC completion 
status. Chaplain candidates (56X) are not eligible for promotion to CPT until appointed as a 
Chaplain (56A). 

(6) IAW AR 135-155, AMEDD officers, regardless of grade in which appointed, other 
than Specialized Training Assistance Program (STRAP) participants and MS officers with 
Medical Functional Area (MFA) 70 or Area of Concentration (AOC) 67J, are required to 

complete the AMEDD resident RC Officer Basic Course (BOLC) within 3 years after 
appointment. STRAP participants do not have to complete the AMEDD resident RC BOLC until 
3 years after the completion of their STRAP training program. 

(7) Must have current passing Army Combat Fitness Test (ACFT) within 12 months 

of the Promotion Eligibility Date (PED) and a passing height and weight (HTWT) within 6 
months of the PED. 

(8) Must have a valid security clearance verified by the G-2 or their unit Security 

Manager using the system of record. The memorandum verifying the security clearance must 
include the date the officer was entered into the continuous evaluation program. 

b. The following requirements must be met for promotion from warrant officer (WO1) to 

chief warrant officer 2 (CW2): 

(1) WO1 must complete Warrant Officer Basic Course (WBOLC) and have 24 
months TIG. 

(2) Enlisted applicants in the grade of E7 with a minimum of two-years TIG on the 

date of appointment as a WOC, may be appointed to WO1 upon completion of WOCS, and 

upon completion of WBOLC may be promoted to CW2. The date of rank will be the day after the 

completion of WBOLC (NGR 600-101 p.2-10). 

(3) All WO1s must be awarded their Initial Appointment and their primary MOS prior to 

submitting a promotion request. See section 5-4 for Warrant Officer MOS Change request. 

(4) Must have current passing ACFT within 12 months of the PED and a passing 

HTWT within 6 months of the PED. 

c. The PED for 2LTs and WO1s is the earliest date in which the officer meets all eligibility 

requirements. 

d. 2LT Promotions/Non-Recommendation/Extension NGB Form 78, Recommendation for 

Promotion to 1LT must be completed when the officer reaches minimum TIG regardless of 

whether or not the officer is recommended for promotion. If Officer is not recommended for 

promotion, a non-recommendation or extension request must be submitted. 
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(1) 2LTs will be considered for promotion at 18 months TIG. If the officer is found not 

qualified for promotion, they may be discharged. TAGs may retain 2LTs who have been found 

not qualified for promotion at 18 months TIG for an additional six months. See figures 4-1 and 4-

20 (Time in Grade Officer Promotion Non-Recommendation) for an example. 

(2) 2LTs not promoted at 18 months will be considered for promotion at 24 months 

TIG. 2LTs found not qualified for promotion at 24 months TIG will be separated unless 

previously approved for retention by TAG. TAGs may retain 2LTs who have been found not 

qualified for promotion at 24 months TIG for an additional 12 months. See figures 4-7 (Example 

of NGB FORM 78 2LT Promotion between 18-24 Months TIG) and 4-8 (Example of NGB FORM 

78 2LT Promotion between 24-36 Months TIG) for an example. 

(3) Early Commissioning Program (ECP) 2LTs may be promoted to 1LTs without first 

attending BOLC, at 24 months of commissioned service, but may not be promoted to Captain 

(CPT) until successfully completing BOLC and baccalaureate degree requirements. If they are 

not promoted at 24 months, an extension of up to 12 months will be routed through OPB for 

TAG approval. 

(4) The unit must submit an extension or separation request using the NGB FORM 78. 

The packet must include the NGB FORM 78, a waiver or extension memorandum outlining the 

reasons for the request, screenshot of Army Training Requirements and Resources System 

(ATRRS) reservation and a DA Form 4856, Developmental Counseling Form, counseling the 

officer on the non-recommendation for promotion and what they must do in order to be 

promoted or retained. See figures 4-13 thru 4-24 for examples. 

(5) Waivers up to 36 months are granted only when an officer is enrolled in BOLC 

through ATRRS. The start date must be prior to the first day of the 36th month and includes a 

statement which reflects separation proceedings initiated no later than the end of the 36th 

month. 

(6) Officers not promoted within 36 months must be discharged. By statute, no 

extensions beyond 36 months are authorized. This process is required regardless of the reason 

for the officer being found not qualified for promotion. TAG may separate the officer rather than 

request an extension at any time after 18 months per 10 USC 14503. No extensions beyond 36 

months are authorized. Separation proceedings will be initiated no later than completion of 36 

months of commissioned service with a separation date no later than 42 months of 

commissioned service. 

e. WO1 Promotions. NGB Form 78, Recommendation for Promotion to CW2, 

recommendation for discharge, or extension request must be completed when the officer 

reaches minimum TIG regardless of whether the officer is qualified or recommended for 

promotion. 

(1) If a WO1 is not recommended for promotion at 24 months TIG, an extension for up 

to one year to complete WBOLC may be requested through NGB’s Personnel Policy Division 

(ARNG-HRH) when through no fault of the warrant officer, he/she is unable to complete 

technical and tactical certification within the original two years from appointment. A warrant 

officer who starts their final phase of WBOLC prior to their 24th month does not require an ETP. 

(2) Waivers up to 36 months are granted only when an officer is enrolled in WBOLC 

through ATRRS. The start date must be prior to the first day of the 36th month and includes a 

statement which reflects separation proceedings initiated no later than the end of the 36th 

month. 
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(3) Warrant Officers not promoted within 36 months must be discharged. By statute, 

no extensions beyond 36 months are authorized. This process is required regardless of the 

reason for the officer being found not qualified for promotion. TAG may separate the officer 

rather than request an extension at any time after 18 months. No extensions beyond 36 months 

are authorized. Separation proceedings will be initiated no later than completion of 36 months of 

commissioned service with a separation date no later than 42 months of commissioned service. 

(4) Administrative Separation due to failure to complete minimum education 

requirements. Initiation of separation for failure to complete WBOLC will be processed by the 

officer’s commander through G-1 Services for separation approval and publication of separation 

order and in accordance with AR 135-175. Separation of Officers, 30 March 2020. OPB will 

coordinate with NGB for the withdrawal of Federal recognition. Discharge request is 

accomplished with or without the officer’s consent. TAG may request a waiver to NGB to 

reappoint an officer previously separated for failure to complete WBOLC. OPB may further 

request for Federal recognition only after NGB approves reappointment.  

 

4-4. Unit Vacancy Promotions  
a. UVPs consist of Officers who are eligible to be promoted to the ranks of CPT through 

COL and CW3 through CW5. This action requires a Federal Recognition Board.  
b. Commissioned Officers must be the primary slot holder of a higher-grade position or 

an Officer immaterial position. Warrant officers can remain in lower grade position up to CW4. 
For promotion to CW5, a CW4 must be in a higher-grade position. 

c. UVP packets will not be accepted for officers who are within the zone of consideration 

for DA Promotion Selection Board. 
d. If required, submit a Branch Transfer packet that requires a proponent approval well in 

advance of the UVP packet. See Appendix D of this SOP for branches which require proponent 
approval. If the branch transfer is denied by the proponent, the officer should be transferred to 

a slot for which they are qualified for their promotion. 
e. AMEDD Officers may be able to hold positions one grade above and up to two grades 

below their current rank depending on their branch and AOC per PPOM 17-004. 

f. All UVP packets must be completed (see Figure 4-26) and submitted to OPB prior to 

the cutoff date for each month’s FRB. For the current list of cut-off dates, follow the link to the 

OPB team’s Teams page: GAARNG G-1 Officer Personnel Branch | General | Microsoft Teams 

 

4-5. DA Promotions Selections Board (DA PSB) 

a. Commissioned Officers will be considered by Department of the Army Promotion 

Selection Board (DA PSB) the year prior to reaching maximum time in grade. The zones of 

consideration are published in the DA Reserve Component Board Schedule.  

b. Officers who are being considered by the DA PSB are not eligible for unit vacancy 

promotions. 

c. Officers who will be considered by the PSB will receive notification from HRC with 

specific board information to their .mil email address. Preparation for the PSB is an individual 

responsibility. Officers should review the Military Personnel (MILPER) message specific to their 

PSB and prepare accordingly. 

d. Board results are generally released four to six months from the date the board 

adjourned. Board results can be reviewed at:  

https://www.hrc.army.mil/content/Selection%20Boards  

 

https://dod.teams.microsoft.us/l/channel/19%3Adod%3A45914c7b7ef44e7bb22ce583e61fb73c%40thread.tacv2/General?groupId=550b4813-4a6e-447e-bdfd-98eb55b0414e&tenantId=fae6d70f-954b-4811-92b6-0530d6f84c43
https://www.hrc.army.mil/content/Selection%20Boards
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e. Officers selected by the PSB who are not assigned to a higher-grade position must 

submit a promotion delay memo to OPB or transfer to and accept a position in the USAR. The 

promotion may be delayed for up to three years for M-day officers. The promotion may be 

delayed indefinitely for AGR officers. 

f. Officers who are selected by the DA PSB, are assigned to a higher-grade position, and 

are otherwise fully eligible for promotion will submit a DA Select promotion packet.  Figure 4-27. 

g. Officers who have been considered and not selected by the DA PSB are not eligible for 

promotion. 

h. The DA Boards schedule can be found here: FY25 DA ARNG Component Board 

Schedule - 20240722.pdf 

 

4-6. Actions Required of Unit 

a. Verify the Officer meets all requirements for promotion.  

b. Prepare packet in accordance with the appropriate checklist.  

c. Submit complete packet to OPB via the CRM Module in IPPS-A.  

 

4-7. Additional Items of Consideration 

Officers must be fully qualified for promotion IAW AR 135-155, NGR 600-100, and NGR 600-

101 prior to being recommended for promotion. In addition to these qualifications, the following 

issues should be taken into consideration when recommending officers for promotion: 

a. Field grade promotions. Officers being promoted to MAJ through COL must be 

selected by the Field Grade Committee (FGAC) prior to submitting a promotion packet. OPB will 

not process any field grade promotion packet on an officer who has not been approved by the 

FGAC. 

b. AGR Officers recommended by the FGAC for promotion to MAJ through LTC must 

have a control grade authorized prior to submitting a promotion packet.  

c. Warrant Officers must be within 120 days of meeting minimum TIG eligibility at the time 

the FRB convenes in accordance with PPOM #19-042 and PPOM #19-029. 

d. The Command Chief Warrant Officer (CCWO) will review and validate all warrant 

officer promotion recommendations prior to consideration by the FRB. 

e. AMEDD promotions. Refer to PPOMs 17-004 & 23-048 (AMEDD Officer Personnel 

Management Guidance) for additional information on AMEDD promotions and assignments. 

 
Chapter 5 

Officer Personnel Classification Board 

5-1. Applicability  

The Officer Personnel Classification Board (OPCB) reviews assignments of Commissioned 

Officers to branch substitutable positions in other than their initial or additional Area of 

Concentration (AOC) / Functional Area (FA) Designation as well as requests for the award of 

additional AOC/FA. Officers currently serving in the GAARNG seeking branch change, MOS 

change, award of AOC/FA, and additional skill identifiers (ASI) no longer require federal 

recognition or approval from NGB but are required to be reviewed by the OPCB. All Warrant 

Officers seeking a MOS change need the Proponent Pre-Determination (PDP) Memo prior to 

the OPCB. The PDP memo is obtained through the Warrant Officer Strength Manager (WOSM). 

 

 

https://armyeitaas.sharepoint-mil.us/:b:/r/teams/GAARNGG-1OPB/Shared%20Documents/General/DA%20BOARD%20SCHEDULES%20BY%20FY/FY25%20DA%20ARNG%20Component%20Board%20Schedule%20-%2020240722.pdf?csf=1&web=1&e=bcIhFE
https://armyeitaas.sharepoint-mil.us/:b:/r/teams/GAARNGG-1OPB/Shared%20Documents/General/DA%20BOARD%20SCHEDULES%20BY%20FY/FY25%20DA%20ARNG%20Component%20Board%20Schedule%20-%2020240722.pdf?csf=1&web=1&e=bcIhFE
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5-2. Officer Branch Transfer Request 

a. IAW PPOM 22-035 a branch transfer permanently changes the commissioned officer's 

branch. Officers are usually not transferred without their consent. Branch transfers generally 

affect the ranks of lieutenant and captain; majors will be considered on a case-by-case basis. 

b. Branch transfers will be initiated by the officer concerned in writing through command 

channels and will clearly state the reasons for the transfer and will provide all supporting 

documentation or school graduate certificates. 

c. States will conduct an BOLCP in accordance with PPOM 23-035 paragraph 6-5. The 

OPCB will require that an Officer has completed the appropriate specific military education 

(MILED) per DA PAM 600-3 prior to approval of a branch transfer, and if applicable, a pre-

determination approval. 

(1) Prepare packet in accordance with Figure 5-1 (Branch Transfer Checklist), Figure 

5-2 (Officer Branch Change DA FORM 4187) and Figure 5-3 (Officer Branch Transfer Military 

Biographical Summary). 

(2) Submit complete packet to OPB via the CRM Module in IPPS-A with the following 

naming convention: “MISC BRCH XXX RANK LAST NAME, FIRST NAME.” 

(3) Branch transfers and name changes must be finished in IPPS-A at least 120 days 

before the convene date of a DA Selection Board.  

(4) TAG is the final approval authority for all AOC and MOS redesignations. 

(5) State OPB completes all PARs after OPCB approval.  

d. Refer to Appendix D (Branch Transfer Predetermination Requests by Proponent) of 

this SOP for predetermination requirements by branch. 

e. Branch transfers for specialty branch personnel (AMEDD, Judge Advocate General 

(JAG), and Chaplain) are not authorized. To transfer to or from any of these branches requires 

reappointment (see chapter 2 of this SOP). 

f. 2LTs who have been extended federal recognition or temporary federal recognition and 

who have not yet completed BOLC. These Officers are further exempt from the requirement for 

an OPCB. These exemptions do not apply to any Officer requesting reappointment from a Basic 

Branch into one of the Specialty Branches; a reappointment action requires an FRB.  

Note: Officers must have a commissioning source to request reappointment.  

5-3. Award of Area of Concentration (AOC) / Functional Area (FA) Designation / 

Additional Skill Identifiers (ASI) 

a. Award of initial appointment AOC will be approved at the MSC level. Soldier must have 

completed BOLC with the same AOC associated with the branch on the NGB FORM 0122E for 

initial appointment. 

b. Award of FA, AOC, ASI, and language indicator code (LIC) after the requisite testing, 

will be processed at the state level IAW NGR 600-100 and NGR 600-101. 

c. Withdrawal of AOC, FA, ASI, and LIC (if the periodic testing is not completed) may be 

accomplished on the recommendation of the commander, OPB, or the request of the officer 

concerned. Review should be accomplished annually to determine whether AOC, FA, ASIs, or 

LIC are valid or should be withdrawn. Officers should only retain those AOC, FA, ASIs, and LIC 

in which currently qualified. For officers who have not been assigned to an appropriate position 

or received related training (either military or civilian) within five years, consideration should be 

given to withdraw the AOC, FA, ASI, or LIC. 
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5-4. Warrant Officer MOS Change Request  

WOSM will initiate a CRM case for Warrant Officer MOS changes and route them to OPB. OPB 

will then verify source documentation. All Warrant Officer MOS Change PARs will be done at 

the State level. 

 

5-5. Actions Required of Unit 

a. Verify that the officer has met all eligibility requirements for the requested branch in DA 

PAM 600-3 Officer Talent Management or other applicable policies for each branch. 

b. Prepare packet in accordance with Figure 5-1, Branch Transfer Checklist, Appendix P, 

Officer Branch Change DA FORM 4187 and Appendix Q, Officer Branch Change Military 

Biographical Summary. 

c. Submit complete packet to OPB via the CRM Module in IPPS-A with the following 

naming convention: “MISC BRCH XXX RANK LAST NAME, FIRST NAME.” 

 
Chapter 6 

Other Officer Actions 

6-1. Officer Name Change 

a. Officer Name Change no longer requires federal recognition or approval from NGB. 

b. Legal documentation providing the name change must be provided and be in their 

iPERMS. 

c. Units may approve name change requests with proper documentation via PARs in 

IPPSA.  

d. If name change request is routed to OPB see Figure 6-1 for the checklist.  

 

6-2. Officer Mandatory Removal Date (MRD) Extension 

a. Officers in the below categories may request a MRD extension: 

(1) Military technicians may be retained up to two years to qualify for an unreduced 

annuity 

(2) Military technicians may be retained up to two years for essentiality 

(3) AGR officers with 18 or more years but less than 20 years Active Federal Service 

(AFS) may be retained until they reach 20 years AFS 

(4) M-day officers with 18 or more years but less than 20 years of federal service may 

be retained until they reach 20 years of service creditable towards a non-regular retirement 

(5) Fully qualified AMEDD and Chaplain officers 

(6) Officers serving as the United States Property and Fiscal Officer (USPFO) 

(7) For a mobilization (Voluntary Selective Continuation) 

(8) Officers pending a Medical Evaluation Board or Physical Evaluation Board 

b. MRD extension requests will be initiated by the officer concerned in writing through 

command channels. Refer to PPOM 23-014 Mandatory Removal Date (MRD) Handbook for 

Army National Guard (ARNG) Officers located here: https://www.milsuite.mil/book/docs/DOC-

1233864  

c. MRD extension requests must be submitted no later than six months prior to the 

officer’s MRD. Officers are encouraged to submit requests 12 months prior to the MRD. 

d. MRD packets will be prepared in accordance with Figure 6-2. 

https://www.milsuite.mil/book/docs/DOC-1233864
https://www.milsuite.mil/book/docs/DOC-1233864
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e. Submit complete packet to OPB via the CRM Module in IPPS-A with the following 

naming convention: “MISC MRD EXT XXX RANK LAST NAME, FIRST NAME.” 

f. Officers with approved MRD extension will have a NGB FORM 0126E placed in their 

iPERMS and OPB will update their MRD in IPPS-A.  

6-3. Officer Transfers  

a. Commissioned Officers (CPT and below) and Warrant Officers who voluntarily transfer 

to another MSC or are involuntary transferred due to Command Directive and/or Army 

requirements. Officers may request to be assigned to a qualified position in any GAARNG unit 

provided Chain of Commands agree to the request.  

(1) Create a Permanent Change of Assignment in IPPS-A. Upload the Letter of 

Acceptance (LOA) signed by the gaining unit to the assignment Personnel Action Request 

(PAR). 

(2) ADHOC the assignment request to the GA OPB Workflow as an Inserted 

Approver. 

b. Transfers between units within a MSC for Company Grage Officers should be 

approved and actioned within that MSC if there is an authorized vacant position. Units are 

authorized to create and approve Duty Position Change and Attachment. 

c. MAJ and above transfers are only sanctioned by the FGAC. Process will be complete 

when OPB transfers the Officer in IPPS-A.   

 
Chapter 7 

IPPSA Process Steps  

7-1. Creating a Customer Relationship Management (CRM) Case 

a. Click the “Case Management” Tile from the HR Professional screen. 

b. Select “Member 360 View/Create Case” 

c. Enter SM’s last name and first name then click “search” 

d. Once the SM’s name appears, click on their name. 

e. On the top right, Actions should read Add IPPS-A Help Center Case in the drop-down 

box. 

f. Click “GO” button. 

g. Refer to Figure 7-1 (Creating a CRM Case in IPPS-A) for steps on how to create a 

CRM case in IPPS-A. 

h. Refer to Figure 7-2 (IPPS-A CRM Naming Convention) for CRM case naming 

conventions. 

i. Refer to Appendix E for how to create a PDF Portfolio and naming conventions. 
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Appendix B:   

Figure lists are in Table of Contents. Link for live fillable checklist: 

https://ga.ng.mil/Portals/49/G1/index.html > https://ga.ng.mil/Portals/49/G1/sops.html 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://usg01.safelinks.protection.office365.us/?url=https%3A%2F%2Fga.ng.mil%2FPortals%2F49%2FG1%2Findex.html&data=05%7C02%7Cochieng.r.olenja.mil%40army.mil%7C3589e6ca3710455bae8508dceed1cc01%7Cfae6d70f954b481192b60530d6f84c43%7C0%7C0%7C638647832033691374%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=HBu%2FVvQt06utgYp6FH0ebwWBmVTgKQv31CMlijvV3Ns%3D&reserved=0
https://usg01.safelinks.protection.office365.us/?url=https%3A%2F%2Fga.ng.mil%2FPortals%2F49%2FG1%2Fsops.html&data=05%7C02%7Cochieng.r.olenja.mil%40army.mil%7C3589e6ca3710455bae8508dceed1cc01%7Cfae6d70f954b481192b60530d6f84c43%7C0%7C0%7C638647832033705638%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=6lSnLXtgdtPjqULcQtiCpw3CKFoiVAu6BFMsSe467Y8%3D&reserved=0
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Appendix C: GAARNG Form 0227-R 
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Appendix D: Branch Transfer Predetermination Requests by Proponent 

 

Adjutants General – The HRMQC-RC is not a substitute for any branch Captain’s Career 
Course (CCC). In order to attend the HRMQC-RC, CCC must be complete. No memo required 

from HRH. 

Air Defense Artillery - Memo required from HRH.  

AMEDD - Memo required from HRH. 

Armor - Memo required from HRH. 

Army Acquisition Corps - Memo required from HRH.  

Aviation - Memo required from HRH. 

Chaplain Corps – Memo required from HRH.  

Chemical - Memo required from HRH. 

Civil Affairs - Memo required from HRH.  

Cyber Warfare – No Memo required from HRH.  

Electronic Warfare - Memo required from HRH.  

Engineer - No memo required from HRH. 

Field Artillery - Memo required from HRH.  

Financial Management - Memo required from HRH.  

Infantry - Memo required from HRH. 

Judge Advocate General’s Corps - Memo required from HRH.  

Non-Logistics to Logistics Corps - Memo required from HRH. 

Ordnance, Quartermaster, and Transportation AOCs to Logistics Corps - No memo required 

from HRH.  

Military Intelligence - Memo required from HRH. 

Military Police - Memo required from HRH.  

Psychological Operations - Memo required from HRH.  

Space Operations - Memo required from HRH. 

Special Forces – No memo required from HRH.  

Signal Corps – No memo required from HRH. 
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Appendix E: Naming Conventions  
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Appendix E: Naming Conventions 
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Appendix F: Promotion Flow Charts 
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Appendix F: Promotion Flow Charts Continued 
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Appendix F: Promotion Flow Charts Continued 
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Appendix F: Promotion Flow Charts Continued 
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Appendix F: Promotion Flow Charts Continued 
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Appendix G: NGB Form 62E 
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Appendix G: NGB Form 62E Continued  
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Appendix G: NGB Form 62E Continued 
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Appendix G: NGB Form 62E Continued 
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Appendix G: NGB Form 62E Continued 
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Appendix H: CV Resume

 

 

 

SAMPLE CV 
APPLICANT’S  NAME 

 
HOME ADDRESS                                                                                           (XXX)XX-XXX 
C ITY ,  VA 22204                                                                    EMAIL .ADDRESS .MIL@ARMY .MIL  

 
EDUCATION 

NAME OF SCHOOL   
DEGREE AWARDED            DAY/MONTH/YEAR - Present 

• Degree honors or award if received.  
 

NAME OF SCHOOL   
DEGREE AWARDED      DAY/MONTH/YEAR - DAY/MONTH/YEAR 

• Degree honors or award if received.  
 

 
***Add transcripts from all schools attended 
 

PROFESSIONAL EXPERIENCE 
 

CURRENT EMPLOYER   
POSITION OR TITLE                           DAY/MONTH/YEAR – Present 
                    HRS/WK 

• 3 key bullet points with job description.  
 
SECOND EMPLOYER   
POSITION OR TITLE                DAY/MONTH/YEAR – DAY/MONTH/YEAR 
               HRS/WK          

• 3 bullet points with job description. 
 
THIRD EMPLOYER   
POSITION OR TITLE                DAY/MONTH/YEAR – DAY/MONTH/YEAR 
               HRS/WK          

• 3 bullet points with job description. 
 
***Add all other employments listed in DCA 

 
 

MILITARY SERVICE if prior service 
 

Branch  Status  Grade  MOS  Position       Unit     From   To 

ARNG  M-Day  E-7   74D    CBRN NCOIC      23rd CST-WMD  15-JAN-08  PRESENT 

ARNG   AD   E-5   74D    CBRN (DD214)    3rd CST-WMD  06-FEB-06  14-JAN-08 

ARNG   M-Day   E-4   14M  CBRN        BTRY B(-)1/213  21-JUL-97  05-FEB-06 

ARNG   AD   E-3   95B  AIT (DD214)      661ST MP CO   16-SEP-95  20-JUL-97 

ARNG  M-Day  E-3  95B Military Police      CO C 795TH MP 15-MAY-95 15-SEP-95 

 
LICENSES and CERTIFICATIONS 

Licenses Type   
Number Issue date (DAY/MONTH/YEAR – Expiration Date (DAY/MONTH/YEAR) Status 
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Appendix I: SAO Memorandum 
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Appendix J: DTMS ITR Instructions 

Step 1: Log in to DTMS site at https://dtms.army.mil/ 

Step 2: Search Soldier Member 

Step 3: Click ITR button in top right-hand corner of screen 

Step 4: In Section 1, select ACFT and HT/WT boxes 

Step 5: In Section 2, Export ITR and save as PDF 

 

  

https://dtms.army.mil/
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Appendix K: Statement of Understanding(SOU) 
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Appendix L: NGB Form 22
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Appendix M: Chaplain Constructive Credit Worksheet 
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Appendix N: Officer Request Interstate Transfer Memorandum 
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Appendix O: Outgoing IST Unit Clearance Memo 
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Appendix P: Officer Branch Transfer DA Form 4187 Example 

  



44 
GAARNG G-1/HR Actions Branch OPB, 1 October 2024 

 

Appendix P: Officer Branch Transfer DA Form 4187 Example 
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Appendix Q: Officer Branch Transfer Biographical Summary Example 
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Appendix Q: Officer Branch Transfer Biographical Summary Example 
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Appendix Q: Officer Branch Transfer Biographical Summary Example 
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Glossary 

ACFT 

Army Combat Fitness Test 

ADSO 

Active-Duty Service Obligation 

AGR 

Active Guard/Reserve 

AMEDD 

Army Medical Department 

AOC 

Area of Concentration 

ARNG/ARNGUS 

Army National Guard / Army National Guard of the United States 

ASI 

Additional Skill Identifier  

ATRRS 

Army Training Requirements and Resources System 

BOLC 

Basic Officer Leader Course 

CIVED 

Civilian Education 

CMB 

Career Management Board 

CRM 

Customer Relationship Management 

COS 

Chief of Staff 

DA PSB 

Department of the Army Promotion Selection Board  

FA 

Functional Area 

FEDREC 

Federal Recognition 

FGAC 
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Field Grade Assignments Committee 

FRB 

Federal Recognition Board 

GAARNG 

Georgia Army National Guard  

HRAB 

Human Resource Actions Branch 

HRC 

Human Resources Command 

HRO 

Human Resource Office 

HTWT 

Height and Weight 

ILE-AOC 

Intermediate Level Education-Advanced Operations Course 

iPERMS 

Interactive Personnel Electronic Records Management System 

IRR 

Inactive Ready Reserve  

ISR 

In-Service Recruits 

IST 

Interstate Transfer  

KD 

Key Development 

LIC 

Language Indicator Code 

LOA 

Letter of Acceptance  

MILED 

Military Education 

MILPER 

Military Personnel  

MOI 
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Memorandum of Instruction 

MRD 

Mandatory Removal Date 

MSC 

Major Subordinate Command 

NGB 

National Guard Bureau  

OCONUS 

Outside Continental United States 

OPCB 

Officer Personnel Classification Board  

PED 

Promotion Eligibility Date  

SSC 

Senior Service College 

SRB 

Selective Retention Board 

STRAP 

Specialized Training Assistance Program  

TAG 

The Adjutant General 

TIG 

Time in Grade 

USAR 

United States Army Reserve 

WOC 

Warrant Officer Candidate 

WOSM 

Warrant Officer Strength Manager 

 


