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1. OER Administrator from Department or Service creates OER Support Form.
a. Support Form should be created within 30 days of the new rating period and used as a counseling tool; significant accomplishments should be added 30 days prior to the end of the rating period.
2. Administrator routes Support Form “as original” to rated officer in AKO.
3. Rated officer completes Support Form and returns to department OER administrator.
4. OER administrator creates OER “shell” then routes “shell” and Support Form to Department or Service Chief in AKO.
5. Department or Service Chief drafts proposed rater and senior rater comments.
a. For Department Chief OERs, Chief will include summary of significant accomplishments on the OER Support Form added as “attach form” to uploaded OER Support Form.
b. Add comment “See attachment” to Section Vb.
c. Note that only Word 2003 or earlier can be used as a Form Flow attachment.  Word 2007 does not work.
6. Chief routes completed OER and OER Support Form “as original” to Ms. Baumgardner if DCCS is Rater, to Ms. Mitchell if Commander is Rater.
a. Info copy the other administrative assistant (for example info copy Ms. Mitchell if form is routed to Ms. Baumgardner) and Mr. Kelvin Howard at Medical Center Brigade.
b. DO NOT send to Command Suite if the administrative info on the form is incomplete or incorrect.  Specifically, please make sure that APFT, HT and WT data are correct.
c. Please ensure that the rater does not sign the OER more than 14 days prior to the OER thru date and that the rater, senior rater, and ratee all sign in sequence.
7. Ms. Mitchell or Ms. Baumgardner check administrative data, then route to DCCS or CDR.
8. DCCS or CDR completes rater section and routes to SNR Rater.
9. Senior Rater completes senior rater section and routes completed OER back “as original” to Ms Baumgardner or Ms Mitchell (administrative assistant of the Senior Rater), and info copy the other administrative assistant.  
10. Ms. Baumgardner or Ms. Mitchell (administrative assistant of the Senior Rater) sends the final version to the Rated Officer for signature.
11. Rated officer routes completed OER to his/her departmental OER administrator.  
12. Departmental OER administrator routes final version to Bde with info copy to Ms. Baumgardner and Ms. Mitchell.
13.  Brigade routes completed form to DA.
