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MEMORANDUM FOR:  See Distribution





SUBJECT:  Preparation and Conduct of Federal Recognition Boards








1.  Primary references:





a.  Secretary of the Army memorandum, dated 2 December 1996.





b.  NGR (AR) 600-100, dated 15 April 1994.





c.  NGR 600-101, dated 1 October 1996.





2.  Authority.  Under Title 32, USC, Section 307, a board of officers will be convened to determine whether applicants for federal recognition meet the medical, moral, and professional qualifications to perform the duties of the grade and position for which examined.  The Commanding General, First US Army, acting for the Secretary of the Army, has the authority to appoint Federal Recognition Boards (FRB).  This authority has been delegated to the Senior Army Adviser (SRAA).





3.  General.  FRBs will be conducted for officers who are nominated to fill a valid position vacancy, meet the requirements of the references above and, except for LTCs, are not under consideration by a Headquarters, Department of the Army (HQDA) board.  FRBs will address the following types of personnel actions:





a.  Officer and warrant officer promotions.





b.  Officer and warrant officer appointments.





c.  Officer and warrant officer branch and MOS redesignations.





4.  Procedures.  The procedures outlined in this memorandum are extracted from or are based on the applicable references as they pertain to the specific type of actions being undertaken by the FRB.  This memorandum standardizes the procedures that the New Jersey Army National Guard (NJARNG) will utilize in preparing for and conducting FRBs.





a.  Date, Time, and Location of the FRB.  FRBs will usually be conducted on the last Thursday of each month at 0900 hours.  Board members should arrive 15 minutes prior to the start time.  The normal location for the board is the DPCS conference room in Bldg 3650 on Fort Dix.  Actual date, time and location will be as stated in the appointment order.





b.  Composition of the Board.  The FRB will consist of three members.  One member will be from the Active Component (AC) and the other two from the NJARNG.  The senior officer appointed to the board will serve as the President of the Board and the junior officer will assume the duties of Recorder.  The SRAA will select the AC officer from personnel assets in the Fort Dix area and the ARNG officers from a list of available officers produced by DPCS (Enclosure A) by the 12th of the month.  The SRAA, in appointing the board, will consider rank, branch and minority requirements IAW with the references above.





c.  Notification of Board Members.  Initial notification of FRB members will be telephonic to ensure their availability.  The SRAA will contact the AC officer’s unit to request his presence on the board and DPCS will contact the ARNG officers not later than the 15th of the month.  By the 17th of the month, the SRAA will prepare and forward an appointment order to each board member (example at Enclosure B).  To assist the members prepare for the board, reference 1a and an extract from reference 1b will be enclosed with the appointment order.  The uniform for the board will be Class A unless otherwise directed in the appointment order.





d.  Notification of Applicants.  The SRAA will determine which applicants are required to appear before the FRB per references 1b and 1c and so notify DPCS by the 12th of the month.  The President of the Board, once appointed, may also request that any applicant appear before the board when he deems it appropriate.  DPCS will telephonically notify selected applicants for appearance not later than the 15th of the month.  By the 17th of the month, the SRAA will forward a letter to those applicants required to make an appearance providing the applicant with the date, time, location, uniform and any specific instructions for the FRB (example at Enclosure C).  Applicants selected for appearance will wear the Class A uniform.





e.  Administrative Review of Applicants.  Major Subordinate Commanders (MSC) and Staff Directors will forward applications for federal recognition to DPCS by the 1st of each month.  DPCS will administratively review the personnel and medical files of all FRB applicants using the board worksheets at Enclosure D and the above references.  The files of those applicants found to be eligible for federal recognition will be forwarded by DPCS to the SRAA by the 10th of each month.  The SRAA will also review the files for eligibility and notify DPCS of any deficiencies not later than 5 duty days before the board.  If sufficient time exists to correct the deficiency, DPCS will attempt to do so.  Otherwise, DPCS may elect to withdraw the applicant’s file for consideration by a subsequent board.  The decision to withdraw a file should be made as soon as possible, but prior to the convening of the board.  All files presented to the FRB will be considered and findings made IAW the above references.





f.  Conduct of the Board.  The FRB will be conducted IAW the references above.  The SRAA will provide instructions to the board prior to its convening and will dismiss the board following adjournment.  The President of the Board is responsible for the board’s actions while convened and will backbrief the SRAA on the board’s proceedings and findings after adjournment of the board.





g.  Review of Board Proceedings and Findings.  Following the Board President’s backbrief, the SRAA will review the board proceedings and findings to ensure they were accomplished in accordance with the applicable references above.  If so, the SRAA will forward his endorsement with each applicant’s file to DPCS within 3 duty days after the board.  DPCS will prepare an endorsement, on behalf of the TAG, recommending approval of the FRB’s findings, and forward the action to NGB for approval.





5.  Milestones:





a.  1st of month - Applications are due to DPCS from MSCs and Staff Directors.





b.  10th of month - Applications and files are due to SRAA from DPCS.





c.  12th of month - Board members and applicants required to appear before the board are identified by SRAA and DPCS is notified.





d.  15th of month - Telephonic notification of board members and applicants required to appear is made.  SRAA notifies the active duty board member; DPCS notifies all others.





e.  17th of month - FRB appointment order and letters to applicants required to appear are prepared and distributed by the SRAA.





f.  5 duty days prior to board - SRAA review is complete and deficiencies noted to DPCS.





g.  Last Thursday of month - Conduct of the FRB.





h.  3 duty days after board - SRAA review is complete and endorsement provided to DPCS.





6.  Responsibilities:





a.  Unit Commanders:





(1)  Prepare applications for federal recognition IAW the above references and the worksheets at Enclosure D.





(2)  Sign and forward applications to the MSC commander.





b.  MSC Commanders and Staff Directors:





(1)  Review applications for federal recognition.  Ensure applications are complete and accurate IAW the above references and worksheets at Enclosure D.





(2)  Endorse and forward applications to DPCS, by the 1st of each month, for federal recognition that same month.





c.  DPCS:





(1)  Conduct a thorough review of all applications for federal recognition.  Ensure that the applications are complete and that all supporting documentation is present IAW the above references and worksheets at Enclosure D.





(2)  Return incomplete or inaccurate applications to the MSC commander or staff director for correction.  As appropriate, prepare requests for waiver or predetermination and forward to NGB for approval.





(3)  If the applicant is fully qualified, prepare an endorsement on behalf of the TAG recommending federal recognition.





(4)  Forward applications along with personnel and medical files to the SRAA.  Applications should reach the SRAA, by the 10th of the month, for board consideration that same month.





(5)  Upon selection by the SRAA, telephonically notify the two ARNG board members and all applicants who are required to appear before the board NLT the 15th of the month.





(6)  Provide an appropriate location for the board to be held.  Post signs to keep persons not associated with the board out of the board room.  Provide a waiting area for applicants required to appear before the board.





(7)  Provide a representative to assist the board upon request by providing information related to the applicants or pertinent regulations beyond those routinely provided to the board.  This representative should be available throughout the conduct of the board.





(8)  After the SRAA’s review of the board proceedings and findings, receive the applicant’s files along with the SRAA’s endorsements.  Prepare endorsements on behalf of the TAG and forward the applications to NGB for approval.








d.  SRAA:





(1)  Receive applications, by the 10th of the month, from DPCS for board consideration that same month.  Check applications for completeness and notify DPCS of any immediate shortcomings.





(2)  After reviewing the applications, identify requirements for board members and applicants who must appear before the board.  Coordinate for an active duty officer to serve on the board.  Notify DPCS, by the 12th of the month, of specific requirements for two ARNG board members and all applicants for appearance.





(3)  Prepare and distribute, by the 17th of the month, the FRB appointment order to DPCS and each board member as well as the letter to applicants who must make an appearance.





(4)  Conduct a thorough review of each application to ensure applicant is eligible and qualified for federal recognition.  Prepare and provide to DPCS, not later than 5 duty days before the FRB, a list of deficiencies by applicant.





(5)  Prior to convening the board, prepare a non-binding recommendation for consideration by the board, a NGB Form 89 for each applicant, and the President of the Board’s endorsement for each applicant.





(6)  Immediately prior to convening the board, brief the board members on the Secretary of the Army’s guidance and instructions for the conduct of the board as outlined in references 1b and 1c above.





(7)  Remain available to respond to questions from the board, especially as they relate to board procedures.  Address any challenges of board members by applicants appearing before the board IAW references 1b and 1c above.





(8)  Receive a backbrief from the President of the Board on the board’s proceedings and findings.  Ensure these are consistent with the above references.  Remind all board members that they may not discuss any information contained in the applicant’s file or the board’s findings, except as authorized by the SRAA.





(9)  Within 3 duty days after adjournment of the board, prepare and forward to DPCS an endorsement along with the applications and files.  Maintain a file for each FRB with the necessary papers for future reference.





e.  President of the Board:





(1)  Prior to the board, familiarize yourself with the references above.  Focus on the SA memo and Chapter 10 of reference 1b.





(2)  Following the SRAA’s briefing to the board, convene the board and control its proceedings IAW the above references.  If a question arises as to the proper procedures to be used by the board or if an applicant appearing before the board challenges a board member, call for the SRAA.  Any questions related to an applicant’s qualifications or a request for additional references should be addressed to the DPCS representative.





(3)  After all applications for federal recognition have been reviewed and voted, adjourn the board and backbrief the SRAA and DPCS representative on the board proceedings and findings.





7.  Point of contact for these instructions is the undersigned.








							       “signed”





							JOHN A. KIDDER


							COL, IN


							Senior Army Adviser





Enclosures:


A - Available Board Members (COL-CPT)


B - Appointment Order (Example)


C - Notice to Appear (Example)


D - Board Worksheets (6 each)





Distribution:  D





Copy furnished:  Commander, TSBn Dix
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