DEPARTMENT OF THE ARMY
HEADQUARTERS, SEVENTH ARMY TRAINING COMMAND
UNIT 28130
APO AE 09114

AETT-CG 22 May 2004

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Memorandum of Instruction (MOI) on USAREUR Primary Leadership
Development Course (PLDC) Order of Merit List (OML) Management.

1. REFERENCE: Army Regulation 350-1, 9 May 2003; Army Regulation 600-19-8, 20
January 2004; Army in Europe Regulation 10-5, 11 October 2002; USAREUR Regulation 351-
1, 22 July 2002.

2. PURPOSE: To revise OML priorities and to define responsibilities for implementing the
policies concerning the USAREUR PLDC Order of Merit List. These revisions will ensure the
best qualified soldier fills every available PLDC slot in USAREUR.

3. APPLICABILITY: All USAREUR major subordinate commands and tenant commands.
Exception to this MOI must be approved in writing by the Command Sergeant Major of Seventh
Army Training Command (7TH ATC). Units will forward requests for exception through the
Commandant of the NCO Academy (NCOA\) and the Director of Training, 7TH ATC.

4. GENERAL: This MOI specifies procedures governing the suspense to establish and
maintain the single, USAREUR OML and establishes procedures used by USAREUR NCO
Education System (NCOES) for the distribution of PLDC slots.

5. OVERVIEW: All USAREUR and tenant command levels, from division and separate
brigade level down to company level, are responsible for ensuring that their soldiers’ status is
accurately reflected on the OML. Additionally, commanders must ensure that changes to a
soldier’s status are submitted through the Army Training Requirements and Resource System
(ATRRS) by the chain of command in a timely manner within 48 hours of the change.

6. EXECUTION: USAREUR and tenant commands must complete their input to the
USAREUR NCOES 51 calendar days prior to the class report date. See Enclosure #1 for Event
Timeline.

a. USAREUR and tenant command representatives will provide input to the USAREUR
NCOES section at the Combined Arms Training Center (CATC), who then builds a single,
USAREUR-wide OML using established criteria as described by the U.S. Army Sergeant Major
Academy (USASMA) and Department of Army.
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b. Input fields to the CATC OML database include the following mandatory information:

(1) Name (Last, First, Middle Initial)
(2) Rank (E4/ED)
(3) Social Security Number (000000000) No dashes
(4) Unit (Company /Battalion/lUSAREUR or tenant command)
(5) USAREUR or tenant command ATRRS Quota Source Code
(6) USAREUR or tenant command ATRRS Sub-Quota Source Code
(7) Gender
(8) MOS
(9) Star MOS (Y/N)
(10) SFAS (Y/N)
(11) Board Date (YYYYMMDD)
(12) Points
(13) Made Cutoff (Y/N)
(14) Date Made Cutoff (YYYYMMDD) Required if 13isY
(15) Physical Fitness Score within the last 6 months
(16) Eligible to Attend PLDC (Y/N) See note below
(17) Not Eligible Code (Required if 16 is N)
(18) Available to Attend PLDC (Y/N)
(19) Not Available Code (Required if 18 is N)
(20) Deployed (Y/N)
(21) Deployed to (Required if 19 is Y)
(22) Remarks
(23) Soldier’s AKO Email address
(24) Status (Provide latest status or change)
(25) Date validated or changed
(26) Validated or changed by

c. NOTE: USAREUR and tenant commands are responsible to enter all Sergeants and
promotable soldiers (E-4s recommended for promotion) into the database regardless of their
current eligibility or location. A promotable soldier is eligible to attend PLDC if the soldier has
no pending action prohibiting him or her from attending PLDC. A recommendation for a soldier
not to attend PLDC must be substantiated with proper documentation. Actions taken against
these soldiers (flags, bars to reenlistment, etc.) must be completed prior to changing the affected
soldier’s priority on the OML. “Command Withheld” is not an acceptable justification.
Requests to remove a soldier from the OML will be forwarded through the CSMs in the chain of
command and through the USAREUR NCOES to the Commandant, NCOA, and 7TH Army
Training Command. See Enclosure #2.

7. Suspense for inputs to the USAREUR OML.:

a. Commanders will complete verification of all boarded soldiers assigned to their
prospective units using the CATC OML database 51 calendar days before the class report date.
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b. After MSC verifications, the USAREUR NCOES will create a “by name list,” which will
be the USAREUR OML.

c. Soldiers will be placed on the USAREUR OML in the following priority:
(1) Priority One: Sergeants that are non-PLDC graduates.

(2) Priority Two: Promotable Specialists (SPCs) and Corporals (CPLs) that have met
their respective MOS cut-off score for E5 in the following order:

(@) STAR MOS - MOSs that would have had additional promotions if more
promotable SPCs/CPLs had been available as identified by PERSCOM promotion cut-off
memorandums.

(b) Other MOSs serving in an authorized NCO slot rank ordered on highest
promotion points.

(c) All other promotable SPCs/CPLs that have met their respective MOS cut-off
score rank ordered on highest promotion points.

(3) Priority Three: Promotable SPCs/CPLs that have not met promotion cut-off scores
ranked ordered by highest promotion points. Those in leadership positions have priority.

(4) Priority Four: Non-promotable SPCs/CPLs with demonstrated leadership potential
may attend PLDC to fill any vacant PLDC seats but only after exhausting all other higher
categories.

d. The 7TH Army NCOA will determine their training resources for the PLDC class 45
calendar days prior to class fill.

e. USAREUR NCOES will publish the final USAREUR OML 30 calendar days prior to
class fill. USAREUR and tenant command representatives will be responsible for reserving all
primary seated soldiers into ATRRS (PLDC class). The OML will not change except for
cancellations.

f. Cancellations: CSMs in the chain of command will forward a signed memorandum
through USAREUR NCOES to the Commandant, NCOA, 7TH Army Training Command,
stating the reason for a soldier’s cancellation or nonattendance. See Enclosure #2.

(1) The cancellation/nonattendance message must be forwarded to arrive at USAREUR
NCOES 14 calendar days before the class fill. USAREUR NCOES will cancel the soldier’s slot
in ATRRS and then notify the respective USAREUR or tenant command of the next available
soldier on the OML for submission into ATRRS.
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(2) Failure to follow these procedures will result in a letter being sent by the NCOA
Commandant to the first general officer in the chain of command and a requirement for
commanders to reply by endorsement to the NCOA Commandant.

g. Re-admittance: USAREUR and tenant command schools representatives will fax a copy
of the Report of Promotion Board Proceedings to USAREUR NCOES for all soldiers that are re-
attending PLDC. The memo must be received 45 calendar days prior to the class day and will be
maintained on file. Soldiers released from PLDC for medical reasons and emergency leave are
excluded from providing this memo.

h. Profiles: USAREUR and tenant command units will fax a typed copy with all required
signatures of any P2 or P3 profiles to the NCOA for signed approval by the commandant 30
calendar days prior to soldier attendance. Soldiers must have the original copy of this
memorandum with them on report day.

i. Dismissals/Failures to Attend: Soldiers dismissed from PLDC or who failed to attend for
any of the reasons stated in AR 600-8-19 will be coded in the ATRRS system according to the
reason.

8. Proper processing of the PLDC OML is critical to the education of our future NCO
leadership. Leaders throughout the command have a responsibility to provide our soldiers with a
timely opportunity to take this first step in their development into a professional NCO.

9. Point of contact is CSM, 7TH ATC at DSN 475-7166, or USAREUR NCOES at DSN 476-
3542/3429.

2 Encls ROBERT M. WILLIAMS
1. Event Timeline Brigadier General, US Army
2. Sample Memorandum Commanding



Enclosure #1

Event Timeline

Event

What

Who

Bi-weekly:

Update Unit OMLs

Update USAREUR
OML Database

Add all soldiers that have been
selected for promotion.

Report any status changes of soldiers
already on the OML.

Forward any profiles or memos that
need approval to USAREUR or

tenant command representative.

Insure that all information being
forwarded to the USAREUR or

tenant command is accurate,

complete, and free of errors.

Insure soldier and chain of command is
informed of soldiers status on the OML.

Forward most current USAREUR
OML Database listing to USAREUR
and tenant command representatives.

. Assist and provide information on

USAREUR OML Database.

Receive, review, and correct OMLs
from subordinate units.

. Compare unit OML lists to USAREUR

OML Database and resolve differences.
Update respective USAREUR or tenant.
command OML.

Forward updated command OML
database to USAREUR NCOES.

Unit Schools
Sections

USAREUR NCOES

USAREUR and
Tenant Command
Schools
Representatives

Event

What

Who

51 Calendar Days
Prior to Class Date

Deadline for OMLs

to USAREUR NCOES

w

Submit most recent updated command OMLSs to
USAREUR NCOES NLT 1300 hours.

Collects all command OMLs.
Develops USAREUR OML
(by-name prioritized list).

Sends official USAREUR OML to all
USAREUR and tenant commands
within two working days.

USAREUR and
Tenant Command
Schools
Representatives

USAREUR NCOES




Event Timeline (continued)

Event What Who
45 Calendar Days 1. Provides training resource information NCOA
Prior to Report Date to NCOES including upcoming PLDC
class size.
NCOA Class Size
2. Units send Re-admittance Memo USAREUR and

Re-admittances

to USAREUR NCOES for those
re-attending PLDC.

Tenant Command
Schools
Representatives

Event

What

Who

30 Calendar Days
Prior to Report Date

1. Publishes final USAREUR OML
and sends to USAREUR and tenant
commands.

USAREUR NCOES

OML finalized
2. Reserve all primary seated soldiers USAREUR and
into ATRRS (PLDC class). Tenant Command
Schools
Representatives
3. Fax typed copy of P2 and P3 Unit Schools
profiles to NCOA for signed approval. Sections
Event What Who
14 Calendar Days Any PLDC class cancellations must USAREUR and

Prior to Report Date

PLDC Cancellations

be received by USAREUR NCOES
NLT 1000 hours.

Tenant Command
Schools
Representatives

Event

What

Who

Class Report Date
Wednesday
In-processing

1. USAREUR and tenant command
representatives will report to the
Tower Theater with a list of all
soldiers present (0930).

2. NCOES will in-process all soldiers
at the Tower Theater and assign
sleeping arrangements (1330).

USAREUR and
Tenant Command
Schools
Representatives

USAREUR NCOES




Enclosure #2
EXAMPLE SHEET

DEPARTMENT OF THE ARMY
HEADQUARTERS, SEVENTH ARMY TRAINING COMMAND
UNIT 28130
APO AE 09114

AEAGC-TD-NCOES (350) DATE

MEMORANDUM FOR USAREUR NCOES (PLDC QUOTA MANAGER)

SUBJECT: CHANGE IN OML STATUS OF SOLDIER.

1. Request the OML status of the following soldier be changed for the following reason:
Soldier is on medical profile and is no longer eligible to attend PLDC at this time. Soldier has
been counseled on the changes.

2. The following information is provided:

(1) Name (Last, First, Middle Initial)
(2) Rank (E4/E5)
(3) Social Security Number (000000000) No dashes
(4) Unit (Company /Battalion/lUSAREUR or tenant command)
(5) USAREUR or tenant command ATRRS Quota Source Code
(6) USAREUR or tenant command ATRRS Sub-Quota Source Code
(7) Gender
(8) MOS
(9) Star MOS (Y/N)
(10) SFAS (Y/N)
(11) Board Date (YYYYMMDD)
(12) Points
(13) Made Cutoff (Y/N)
(14) Date Made Cutoff (YYYYMMDD) Required if 13isY
(15) Physical Fitness Score within the last 6 months
(16) Eligible to Attend PLDC (Y/N) See note below
(17) Not Eligible Code (Required if 16 is N)
(18) Available to Attend PLDC (Y/N)
(19) Not Available Code (Required if 18 is N)
(20) Deployed (Y/N)



(21) Deployed to (Required if 19 is Y)

(22) Remarks

(23) Soldier’s AKO Email address

(24) Status (Provide latest status or change)
(25) Date validated or changed

(26) Validated or changed by

NAME
LTC or CSM
Commander, Unit



