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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Procedural Guidance for First Sergeant Course Sub-Allocation

1. Purpose.  This memorandum provides procedural guidance for assigning first sergeant course sub-allocated reservations using quotas provided to MACOMs.  These procedures take effect 6 January 2003.

2.  References.

     a.  AR 40-501.  Physical Qualification.

     b. AR 350-41.  Standards of Medical Fitness.

     c. AR 600-9.  The Army Weight Control Program.

     d. AR 614-200.  Selection of Enlisted Soldiers for Training and Assignment.

     e. DA PAM 351-4.  U.S. Formal Schools Catalog.

     f. DA PAM 611-21.  Military Occupational Classification and Structure.

     g. www.atrrs.army.mil ATRRS Website.

3.  General.

     a.  Training the right soldier, at the right time and place to enhance force readiness requires quota managers to consider the personnel assignment process in reserving training seats.  Our objective is to be responsive to the needs of commanders in supporting readiness. To do that we must ensure Army-wide inventory levels are achieved and maintained in sub-allocated programs as well as those that are centrally controlled.

     b.  The size of the sub-allocated programs is based on the requirements of each specific MACOM.  PERSCOM determines the proper number of quotas IAW the MACOM’s strength, inventory, and projected gains and losses. PERSCOM will ensure proper distribution of quotas between MACOMs.

     c.  MACOMs are not responsible for scheduling soldiers TDY enroute. Soldiers on assignment instructions to a first sergeant position, who otherwise meet the prerequisites, will be scheduled for training by their career branch in PERSCOM. 

     d. All designated first sergeants will attend the First Sergeant Course within a one-year window beginning six months prior to the assumption of first sergeant duties. 

     e.  First sergeants will be stabilized in the first sergeant position for 24 months. OCONUS stabilization will not go beyond the normal tour length except when a soldier requests an extension (quota managers will verify through EDAS).

4.  Selection Criteria. Soldiers selected for attendance to the First Sergeant Course must meet the following criteria (also found on the “SL” ATRRS screen):

     a.  Be an active army or reserve component senior noncommissioned officer in the rank of SFC or MSG selected to be first sergeant.

     b.  If in the rank of sergeant first class, must be a graduate of ANCOC and must have completed one year of service after ANCOC graduation prior to attending the First Sergeant Course.

     c.  Meet Army height and weight standards.

     d.  Provide proof of medical clearance for soldiers 40 years old or older

     e.  Must not be on temporary profile.  If on a permanent P2 profile, the profile must be signed by the proper authorities. If on a permanent P3 profile, the profile must be cleared by the MMRB.

     f.  Although not mandatory, soldiers should take the Test of Adult Basic Education (TABE) and provide written proof of score prior to course start date.  Individuals scoring below 12th grade level should enroll in and complete remedial/referral instruction through local education centers to improve their reading and English skills prior to the course start date.

5.  Exception to Policy.  If a soldier does not meet the selection criteria, the installation can request an exception to policy waiver from PERSCOM (ATTN: TAPC-EPT-F Specialized Training Management Section Chief or email at TAPC-EPT-F@ hoffman.army.mil). The waiver must:

     a.  Be a written justification with valid rationale.

     b.  Be annotated in the “REMARKS” section of ATRRS (either “PENDING” or if approved, “APPR” with the date of the approval notice).

6.  Quota Management.

     a.  PERSCOM provides quality control and oversight of the sub-allocated program. If directed, MACOMs will cancel soldiers identified by PERSCOM that are not eligible for training.

    b.  MACOMs requiring an increase in training seats will coordinate with the appropriate manager at PERSCOM.  PERSCOM will submit a request for additional seats via the Training Resource Arbitration Panel (TRAP) process when necessary or redistribute quotas from other MACOMs to support Army needs.  If a redistribution of existing quotas is necessary, PERSCOM will coordinate with all concerned MACOMs prior to executing the transfer.  PERSCOM remains the final approval authority to redistribute sub-allocated quotas.

   c.  The Department of the Army benchmark for training course fill is 95%.  MACOMs will provide PERSCOM with justification for all no-shows.

   d.  Quota exchanges between MACOMs and other service branches (example:  Air Force, Reserves, National Guard, etc.) must be coordinated through PERSCOM (ATTN:  TAPC-EPT-F or email TAPC-EPT-F@hoffman.army.mil).     

   e.  The distance learning phase (Phase 1) of the First Sergeant Course will be closely monitored by quota managers to validate fill rates and class minimums for the resident phase (Phase 2).

(1) Phase I class minimum is 36. Managers must ensure Phase 1 attrition rates do not

 adversely impact Phase 2 classes.  

(2) The Phase 2 minimum for each site is 12. 

(3) The Phase I attrition rates could impact Phase 2 “site” starts. For example, if Phase 

1 was filled at the class minimum of 36 soldiers and 26 of the 36 do not complete the coursework, this may potentially impact the ability to start a Phase 2 class at a specific site since only 10 soldiers would be available for training versus the 12 needed for the Phase 2 minimum. 

(4) If a site cannot meet the minimum requirements, notify PERSCOM 

immediately.

7.  The points of contact at PERSCOM are SFC Myers, First Sergeant Action Officer, DSN 221-4591 and Ms. Cisneros, Section Chief, DSN 221-4655. You can email them at TAPC-EPT-F@hoffman.army.mil.  The fax number is DSN 221-4590.
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