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Student Handout 1 
 

Advance Sheet 
 

 
Lesson Hours This lesson consists of five hours of small group instruction. 

 
 
Overview The objective of this lesson is to familiarize you with Enlisted Promotions and 

Reductions in the Active Army, National Guard and the Army Reserve.  This lesson 
will cover decentralized promotions, PV2 through SPC/CPL, semi-centralized 
promotions, Sergeant through Staff Sergeant; and an overview of the centralized 
promotion system, Sergeant First Class through Sergeant Major.  It will also cover 
the enlisted reduction process. 

 
 
Learning 
Objective 

Terminal Learning Objective (TLO). 

 Action: Analyze enlisted promotions and reductions. 

 Conditions: As a first sergeant, in a classroom room, given AR 600-8-19, 
AR (R) 140-158, NGR 600-200, and student handouts. 

 Standard: Determine the criteria for enlisted promotions and reductions, 
pass a written examination a written, objective examination, 
with score of 70 percent or better, IAW AR 600-8-19, AR (R) 
140-158, and NGR 600-200. 

 
 ELO A Discuss the component of the U. S. Army promotion and reduction 

system. 
 ELO B Discuss the component of the U. S. Army Reserve promotion and 

reduction system. 
 ELO C Discuss the component of the U. S. Army National Guard promotion 

and reduction system. 
 

 
Assignment The student assignments for this lesson are: 
 �� Study AR 600-8-19, Chapters 1 thru 7; SH-2; Extract of NGR 600-200, Chapter 

11; AR 140-158 w Chg 4, Chapters 3-8, and SH-3 before class. 
 

 
Additional 
Subject Area 
Resources 

None. 

 
 
Bring to Class ��

��

Pen or pencil and writing paper. 
All reference material received for this lesson. 
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Student Handout 2 
 

 
Extract This Student Handout contains Chapter 11 (48 pages) extracted from National Guard 

Regulation NGR 600-200. 
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Student Handout 3 
 

 
Extract This Student Handout consists of four pages (including this cover sheet) and is an 

Extract of Chapter 5, SIDPERS Procedural Guide. 
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SIDPERS-3 Procedural Guide 
 
Chapter 5 
Promotions and Reductions 
 
Section II 
PV2-SPC Advancements 
5-5. Procedure 5-1, Create the Unit Enlisted 
Advancement Report (AAA-117). This report 
lists the soldiers eligible for promotion thru the 
rank of SPC. A report is created for each unit 
and is produced for promotions effective for the 
following month. This is a management tool to 
assist commanders in the timely promotion of 
soldiers. 
 
a. Responsible agencies are: 
(1) Battalion S1 (BNS1). 
(2) Personnel Service Battalion (PSB) 
(3) Personnel Automation Section (PAS) 
(4) U.S. Total Army Personnel Command 
(PERSCOM) 
 
b. References: AR 600-8-19, Enlisted 
Promotions and Reductions. 
c. General guidance. 
(1) This task is performed in wartime unless 
further guidance is given at that time. 
(2) SIDPERS-3 update transactions will be 
generated to change/update the soldier’s 
rank/grade upon written approval from the 
commander. 
(3) The AAA-117 report will be cutoff at the end 
of each calendar year, retained two years and 
then destroyed (For example: the reports 
generated for 1998 promotions will be destroyed 
in Jan 2001). 
 
Section II 
PV2-SPC Advancements 
 
5-6. Procedure 5-2, the enlisted waiver 
allocations report lists the number of soldiers 
who are eligible for promotion thru the rank of 
SPC. A report is created for each unit and is 
produced for promotions effective for the 
following month. This is a management tool to 
assist commanders in deciding how many 
soldiers they may promote within the waiver 
zone. 
 
a. Responsible agencies are 
(1) Battalion S1 (BNS1) 
(2) Personnel Service Battalion (PSB) 
(3) Personnel Automation Section (PAS) 

(4) U.S. Total Army Personnel Command 
(PERSCOM) 
 
b. References: AR 600-8-19, Enlisted 
Promotions and Reductions. 
 
c. General guidance. 
(1) This task is performed in wartime unless 
further guidance is given at that time. 
(2) After obtaining the "Unit Enlisted 
Advancement Report" AAA-117, create the 
AAA-119 report. 
(3) SIDPERS-3 update transactions will be 
generated to change/update the soldier’s 
rank/grade upon written approval from the 
commander. 
 
d. The AAA-119 report will be filed with the 
coinciding AAA-117 report. 
 
Section II 
PV2-SPC Advancements 
 
5-7. Procedure 5-3, the processing 
advancement actions provide the capability to 
enter the action taken by the promotion authority 
for PV2 thru SPC. A personnel action Form (DA 
Form 4187-E) will be created. This will also 
create the grade change transaction for each 
form processed.  
 
a. Responsible agencies are: 
(1) Battalion S1 (BNS1). 
(2) Personnel Service Battalion (PSB)  
(3) Personnel Automation Section (PAS) 
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(4) U.S. Total Army Personnel Command 
(PERSCOM) 
 
b. References: AR 600-8-19, Enlisted 
Promotions and Reductions. 
 
c. General guidance. 
(1) This task is performed in wartime unless 
further guidance is given at that time. 
(2) After receiving the "Unit Enlisted 
Advancement Report" AAA-117 from the 
promotion authority, review it for completeness 
(YES/NO annotations, initials, signature, etc). 
Ensure the waiver authorization ceilings from the 
attached AAA-119 report are not exceeded. 
(3) Copies of the DA Forms 4187-E will be filed 
with the coinciding AAA-117 and AAA-119 
reports. 
(4) Unit commanders will ensure that soldiers 
who are eligible for promotion, without waiver, 
but not recommended are counseled in writing. 
 
 Counseling will take place as follows: 
(a) Initially when the soldier first becomes fully 
eligible, and 
(b) Periodically thereafter (at least every three 
months)  
 
Section III 
SGT and SSG Promotions 
 
5-8. Procedure 5-4, the unit enlisted promotion 
report (AAA-294) for SGT/SSG at the BNS1/Unit 
level lists the soldiers eligible for promotion 
consideration to ranks SGT/SSG. A report is 
generated for each unit and is produced for the 
following month’s promotion board. This is a 
management tool to assist commanders in the 
timely submission of promotion consideration, 
recommendations and counseling’s for fully 
eligible soldiers not recommended.  
a. Responsible agencies are: 
(1) Battalion S1 (BNS1). 
(2) Personnel Service Battalion (PSB). 
(3) Personnel Automation Section (PAS). 
(4) U.S. Total Army Personnel Command 
(PERSCOM). 
 
b. References: AR 600-8-19, Enlisted 
Promotions and Reductions. 
 
c. General guidance. 
(1) This task is performed in wartime unless 
further guidance is given at that time.  
(2) Soldiers are personally responsible for 
ensuring their automated (SIDPERS-3) training 

and personnel records are current at all times. It 
is critical that this is accomplished before the 
commander recommends the soldier to appear 
before a promotion board (the DA Form 3355 is 
generated using only the information already 
available in SIDPERS-3). The soldier will contact 
the following offices or personnel to ensure 
input-updating records in SIDPERS-3 is 
accomplished: 
(a) Unit training records are updated and 
maintained by the BNS3/Unit Training NCO. 
(b) Military correspondence course hours, 
Awards, Civilian Education and personnel data 
(BESD, BASD, ETS, SGT DOR, etc...) are 
updated by the servicing PSB. 
(c) Currently, only the updates made by the 
training schools actually change the formal 
schools training reflected on SIDPERS-3 (to 
include PLDC and BNCOC). 
(d) The BNS1/Unit will update FLAGS, DOR for 
SPC/CPL, reenlistment prohibition codes with 
input from the commander and reenlistment 
NCO, duty status, etc... 
(3) The BNS1 will ensure the commander 
receives the "Unit Enlisted Promotion Report" 
(AAA-294) NLT the first working day of the 
month proceeding the board month. 
(4) The commander will ensure the BNS1 
receives the completed "Unit Enlisted 
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Promotion Report" (AAA-294) NLT the 
third working day of the month proceeding 
the board month.  
(5) The BNS1 will review the AAA-294 for 
completeness (YES/NO annotations, initials, 
commander’s duty performance points (if 
applicable), signature, etc).  
(6) Appropriate commanders will counsel 
soldiers who are eligible for promotion, without 
waiver, but not recommended in writing. 
Counseling will take place as follows: 
(a) Initially when the soldier first becomes fully 
eligible. 
(b) Periodically thereafter (at least every three 
months).  
(7) The AAA-294 report will be cutoff at 
the end of the calendar year, retained two 
years and then destroyed (For example: the 
reports generated for 1998 promotion board 
months are destroyed in Jan 2001). 
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Student Handout 4 
 

 
Student Handout This Student handout contains visual aids with a blank area for writing notes. 
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U655/OCT03/VGT-1

OBJECTIVES OF THE ARMY
PROMOTION SYSTEM

� Fill authorized enlisted spaces with 
the best qualified soldiers.

� Provide for career progression and 
rank in line with potential.

� Recognize the best qualified soldier.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-2

OBJECTIVES OF THE ARMY
PROMOTION SYSTEM

(cont)

� Precludes promoting of soldiers who 
are not productive or not best 
qualified.

� Providing an equitable system for all 
soldiers.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-3

PROMOTION AUTHORITY

The CG, PERSCOM  is the promotion 

authority to PV2 for soldiers who meet 

eligibility without wavier while in 

transit.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 
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U655/OCT03/VGT-4

PROMOTION AUTHORITY
(cont)

Company, troop, battery and separate 
detachment commanders for other 
soldiers to PV2, PFC and SPC.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-5

ELIGIBILITY CRITERIA FOR 
PROMOTION TO SERGEANT

• Primary zone:
– 36 months TIS
– Eight months TIMIG

• Secondary zone:
– 18 months TIS
– TIMIG waiver to four months

• Special promotion categories:
– Special Forces, Rangers, and OCS

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-6

ELIGIBILITY CRITERIA FOR 
PROMOTION TO STAFF 

SERGEANT
• Primary zone -

84 months TIS
10 months TIMIG

• Secondary zone -
48 months TIS
Five months TIMIG

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 
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U655/OCT03/VGT-7

SIDPERS PROMOTION 
REPORTS

• AAA 117 - The official instrument used by 

commanders to recommend soldiers for 

promotion to SPC and below. 

• Produced for promotions effective  for the 

following month.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-8

SIDPERS PROMOTION 
REPORTS 

(cont)

• AAA-294 - Lists the soldiers 
eligible for promotion to ranks of 
SGT/SSG.

• Produced for the following 
month’s promotion board.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-9

REDUCTION AUTHORITY

• SPC/CPL AND BELOW - -
– Company, troop, battery and separate 

detachment commanders.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 
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U655/OCT03/VGT-10

REDUCTION AUTHORITY
(cont)

• SGT/SSG- - Field grade commanders 
of organizations authorized a LTC or 
higher commander
– In separate detachments or companies, 

the reduction authority will be the next 
senior headquarters in the chain of 
command authorized a LTC or higher 
grade commander.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-11

REDUCTION AUTHORITY
(cont)

• SFC, MSG, AND SGM - -
– Commanders of organizations 

authorized a COL or  higher grade 
commander. 

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-12

REDUCTION AUTHORITY
(cont)

In separate detachments or 

companies, the reduction authority will 

be the next higher HQ in the chain of 

command authorized a COL or higher 

grade commander.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

SH-4-5 



 

 
 

U655/OCT03/VGT-13

USAR PROMOTION 
SYSTEM OBJECTIVES

• Fill U.S. Army Reserve requirements 
with the best qualified soldiers

• Provide an equitable system for all 
qualified soldiers.

• Recognize the best qualified soldiers

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-14

• Provide for career progression and rank in line 
with potential.

• Preclude  promotion of soldiers who are not 
productive or are not best qualified.

USAR PROMOTION 
SYSTEM OBJECTIVES 

(cont)

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-15

PROMOTION AUTHORITY

• For PV2 through specialist/ corporal

• Company, troop, battery and separate 
detachment commanders may advance 
or promote assigned personnel

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 
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U655/OCT03/VGT-16

PROMOTION AUTHORITY 
(cont)

• Company, troop, battery and separate 

detachment commanders may advance 

attached eligible soldiers subject to 

concurrence of the assigned commanders

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-17

PROMOTION AUTHORITY 
(cont)

For SGT and SSG
• Field commanders of any unit authorized  a   
commander in the grade of LTC or higher  
may--

– Promote soldiers assigned to units 
attached to their command will be 
promoted only after coordination with 
parent  unit for determination of a valid 
vacancy.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-18

PROMOTION AUTHORITY 
(cont)

For SFC, MSG, and SGM

• The commander of an 
ARCOM/GOCOM/RSC is--

– The promotion authority for soldiers 
assigned to units of his or her command. 

– This authority may not be further 
delegated.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 
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U655/OCT03/VGT-19

CRITERIA FOR PROMOTION

Promotion to SGT
• TIMIG

– 12 Months as CPL or SPC.
– May waiver to 6 months.

• TIS
– 36 Months in PZ
– 18 Months in SZ. Soldiers in SZ 

require a waiver of TIS.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-20

CRITERIA FOR PROMOTION 
(cont)

Promotion to SSG
• TIMIG

– 15 Months as a SGT
– Waive to 8 months

• TIS
– 84 Months in PZ
– 48 Months in SZ

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-21

CRITERIA FOR PROMOTION 
(cont)

Promotion to SFC
• TIMIG

– 21 Months as a SSG
• TIS

– 11 years  primary zone 
– 9 years secondary zone

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 
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U655/OCT03/VGT-22

CRITERIA FOR PROMOTION 
(cont)

Promotion to MSG
• TIMIG

– 24 Months as SFC and/or PSG.
• TIS

– 15 years primary zone 
– 11 years secondary zone

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-23

REDUCTION AUTHORITY

• SPC/CPL and below--company, troop, 
battery and separate detachment 
commanders.

• SGT/SSG--Field grade commanders of 
organizations authorized a LTC or 
higher grade commander.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-24

REDUCTION AUTHORITY 
(cont)

• SFC, MSG, and SGM--Commanders 

of organizations authorized a COL or 

higher grade commander.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 
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U655/OCT03/VGT-25

•PV2 thru SPC/ CPL CDR: Co, Bat, 
Trp, Sep Det

•SGT thru SSG CDR: LTC or
HIGHER

•SFC thru MSG/1SG  CDR: COL or 
HIGHER

•SGM or CSM CDR: MG

PROMOTION AUTHORITY

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-26

CRITERIA FOR  
ADVANCEMENT TO PV2

TIS - 6 Months

TIMIG - NA

MOSQ - NA

POSN/VAC - NA

SEC CL - NA

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-27

CRITERIA FOR  
ADVANCEMENT TO PFC

TIS - 12 Months

TIMIS - 4 Months

MOSQ - NA

POSN/VAC - NA

SEC CL - NA

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 
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U655/OCT03/VGT-28

CRITERIA FOR  
ADVANCEMENT TO SPC/CPL

TIS - 26 Months (14 months w/waiver)

TIMIS - 6 Months (3 months w/waiver)

MOSQ - Yes

POSN/VAC - Yes (waivable w/26 mos TIS)

SEC CL - By MOS IAW DA PAM 611-21

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 
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CRITERIA FOR  PROMOTION  
TO SGT & SSG

FOR TIMIG TIS CES

SGT         6 Months         NA           NA

SSG         8 Months         NA           NA

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 

 

U655/OCT03/VGT-30

CRITERIA FOR  PROMOTION  
TO SFC & MSG

FOR TIMIG TIS CES

SFC         11 Months   9 Years    6 Years

MSG        12 Months  13 Years   8 Years

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 
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U655/OCT03/VGT-31

NCOES REQUIREMENTS

For PROM To: NCOES:

• SGT PLDC

• SSG BNCOC PHASE I

• SFC ANCOC PHASE I

• MSG ANCOC PHASE I
• SGM ENROLLED IN USASMC

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 
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COMMANDER 
RESPONSIBILITIES

• Verify the promotion eligibility roster.
• Add eligible soldiers
• Delete ineligible soldiers
• Enter missing or changed data on 

NGB FORM 4100-R-E
• Enter evaluation names or positions 

on NGB FORM 4101-1-R

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 
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FIRST LINE LEADER 
RESPONSIBILITIES

• Interview and counsel the soldier 
using NGB FORM 4100-1-R-E.

• Ensure the soldier verifies the 
individual data on the form.

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 
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•PV2 thru SPC/CPL CDR: Co, Bat,
Trp, Sep Det 

•SGT thru SSG CDR: LTC or 
HIGHER

•SFC thru MSG/1SG        CDR: COL or 
Higher

•SGM/CSM CDR: MG

REDUCTION AUTHORITY

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________ 
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