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1 April 2006
MEMORANDUM FOR SEE DISTRIBUTION
SUBJECT:  Active Guard/Reserve (AGR) Policy Letter #2 – Kansas National Guard (KSNG) AGR Program Management.
1. References:
a. National Guard Regulation (AR) 600-5, The AGR Program Title 32, Full-Time National Guard Duty (FTNGD), dtd 20 February 1990

b. Army Regulation (AR) 135-18, The Active Guard Reserve Program, dtd 1 November 2004

c. Memorandum for Human Resources Officers, All States, The Commonwealth of Puerto Rico, The U.S. Virgin Islands, and the Commanding General-District of Columbia (TN-05-01), Subject:  Key Staff Positions, dtd 05 January 2005

d. National Guard Bureau Memorandum 05-019, SUBJ:  Professional Education Center (PEC) FY 06 and 07 Mandatory Full Time Unit Support (FTUS) Training

e. Memorandum for Human Resources Officers, All States, The Commonwealth of Puerto Rico, The U.S. Virgin Islands, and the Commanding General-District of Columbia, Subject: ARNG Promotion and Reduction Policy, (Chapter 7), dtd 1 February 2005
2. Purpose – This policy letter updates and replaces the previous version dated 30 June 1993.  An orderly, well managed program with opportunities for military education, upward mobility, and timely promotion is essential for attracting and retaining qualified personnel.  Progressive duty assignments and military schooling provide an avenue to meet current needs and develop necessary skills for future assignments.  The AGR section will assist in identifying mandatory courses as they are specified by NGB and DA, however, Soldiers will schedule these courses through their chain of command.







ENLISTED AGR PERSONNEL
3. AGR Tour Stabilization – An enlisted AGR Soldier will serve in the same position for a minimum period of 18 months, per NGR (AR) 600-5.  During this period of time, AGR Soldiers will not be considered for a vacant position, neither within their unit of assignment or positions advertised outside their unit.  Exceptions to this policy for reasons that are in the best interest of the Kansas National Guard may be approved by the Adjutant General.  Written request with complete justification will be processed through the chain of command with command recommendations and forwarded through the HRO to the Adjutant General.  Final approval or disapproval is at the discretion of the Adjutant General.
4. AGR Tour Renewal – No later than 6 months prior to an AGR Soldier reaching his/her ETS, the Soldier will receive a subsequent tour renewal packet. The packet includes a memorandum to request extension and a DA Form 4187 to be completed by the AGR Soldier.  Renewal requests require the following documentation:

a. A passing APFT within the previous six months validated by a copy of current DA form 705.  Height and weight must be indicated on the DA form 705 OR unit commander’s certification must be enclosed.
b. DA Form 4836 Oath of Extension of Enlistment or Reenlistment.
c. Letters of recommendation, commendation or appreciation, although optional are encouraged.
5. Once a request is approved, the tour renewals orders will be published based on data provided on the DA Form 4836 Oath of Extension of Enlistment or Reenlistment.  
6.  Filling Vacant Enlisted AGR Positions – All requests to fill enlisted AGR vacancies will be forwarded through the chain of command to the HRO.  AGR positions will be filled utilizing the following priorities in the sequence listed.  There are two exceptions to this policy:  1) The Adjutant General may exercise his option to fill Key Staff positions by direct appointment per item 1c of this Policy Letter.  

     2) Command direct reassignments forwarded through the chain of command for approval by the Chief of Staff.    

a.  Excess Personnel/Priority Placement Program – When, through no fault of their own, an enlisted     AGR member becomes over-grade or excess in their current AGR position (i.e. Force Structure changes an MTOE or TDA and the associated manning document), they will automatically enter in the priority placement program.  This process requires all individuals in excess or over-grade status be considered for placement ahead of all others.  Individuals who are in the Priority Placement Program will be notified by HRO, in writing, through the chain of command

(1) Eligibility – Personnel will remain within the Priority Placement program as long as they remain in AGR status.  Removal from the Priority Placement Program occurs only if:
(a) Changes occur via NGB mandates.
(b) Individual is offered a position and accepts.
(c) Individual is offered a position and declines.
(d) Individual requests to separate from the AGR Program.
(e) Involuntary separation from the AGR Program for reasons other than those listed. 
(2) Notification of Soldier when Referred – Enlisted AGR members referred under the Priority Placement Program will receive written notification from the AGR section when considered for a position.  Once notified, the individual will complete and return the Statement of Agreement (Encl #1), NGB Form 34-1, and a current and complete DA Form 2-1 through command channels to the AGR section.  Once notified, individuals will have 14 calendar days to respond.  Extensions will be considered when coordinated prior to the suspense date.
(3) Selecting Supervisor Non-concurrence – Should the selecting supervisor non-concur with the referral of a Priority Placement member, a detailed justification must be submitted through the chain of command to the HRO for approval/disapproval by the Adjutant General.
(4) Placement in the Priority Placement Program does not preclude members from administrative reduction or involuntary separation procedures.
b.  Lateral Reassignment – All enlisted AGR vacancies will first be advertised for lateral reassignment.  All positions that are advertised as MOS immaterial; advertised as both technician and AGR; or advertised as “joint” (open to Army and Air personnel) will only be advertised as a lateral reassignment for KSARNG members.  The process to advertise a position will follow para 6d (1)-(7).  If the Soldier’s military unit of assignment and/or their Support Personnel Manning Document (SPMD) position is changing, a DA Form 4187 will be submitted with the memorandum.
c.  EPS - The process defined in Section IX of ARNG Promotion and Reduction Policy (Chapter 7, AR 600-8-19) will be followed when using EPS to fill vacancies.  
(5) The G-1 is responsible for boarding and promoting all AGR Soldiers.  The G-1 will publish a separate AGR EPS list and provide it to the HRO for the purpose of filling vacant AGR positions.  When filling a position from the EPS list the first eligible AGR Soldier on the list will be offered the position.  AGR Soldiers will not be promoted to MSG or SGM positions without a controlled grade allocation.  HRO will make notification when the AGR controlled grade allocation becomes available.  AGR Soldiers are not subject to the commuting distance standards, and as such are eligible for assignment state wide for any position for which they are fully qualified.  AGR Soldiers declining reassignment or promotion should know that refusal is grounds for relief from full-time National Guard duty and from the promotion list.  Declination of transfer and promotion of AGR Soldiers will be accomplished in writing by the Soldier and forwarded through their chain of command to the HRO.  When an AGR Soldier declines, he or she will be removed from the promotion list IAW Para 7-52c.  Soldier’s experiencing hardships should request declination of assignment through their chain-of-command to the G-1.  Hardships approved by the Adjutant General may remain on the promotion list but will not be considered for reassignment or promotion until the hardship no longer exists. Soldiers, who refuse to decline an EPS promotion in writing, will be terminated from the AGR program.  The EPS list will be updated immediately and forwarded to HRO when:

      (a)  A traditional soldier becomes AGR.

      (b)  An AGR soldier gets promoted.

      (c)  An AGR soldier declines to accept a position for promotion.
(6) Recruiter Promotions – Specialists who become recruiters will be promoted IAW ARNG Promotion and Reduction Policy (Chapter 7, AR 600-8-19), para 7-50j.  The AGR Soldier must be boarded IAW EPS guidance and will be promoted in sequence.   
d.  Advertisement – Upon exhausting the above methods of hire, an enlisted AGR vacancy will be selected through competitive process.  The following process will be used to advertise a position, establish the order of merit list (OML), and approve board results:

(7) The selecting supervisor submits a written request (Encl #2) through the chain-of-command to the J1-HRO.  The request must include the SPMD and MTOE position information, which will be included in the job announcement.
(8) The AGR section reviews and validates the request per AR 135-18, the unit MTOE or TDA, and the corresponding SPMD, builds the job announcement, and advertises to fill the vacancy.
(9) Enlisted applicants submit their packets to the AGR section per the application procedures outlined in the respective job announcement.  These packets are reviewed for administrative correctness and overall eligibility (per AR 135-18) and qualified by AGR section personnel, then forwarded (by transmittal letter) to the selecting supervisor.
(10) The selecting supervisor and respective chain-of-command will convene a Selection Board per NGR (AR) 600-5 and this policy letter.  By utilizing the Appraisal Worksheet (Encl #3) and the Board Consolidation Sheet (Encl #4), selection boards will list applicants in the order of their potential to perform the duties of the position.
(11) In finalizing the board proceedings, the Board President completes the Selection Board Order of Merit Listing (Encl #5) and submits it with all applications, Appraisal Worksheets, etc. to the AGR section for review.  After reviewing the board process, TAG or his designated representative (the J1-HRO) will either approve the board results or reconvene the board.  
(12) Once approved through J1-HRO, the notification of the applicants will be done by the selecting supervisor.  No applicant will be notified of selection or non-selection until TAG/HRO approval is complete.
(13) Key full-time support staff positions in Division Headquarters Company (HHC 35th Infantry Division), E8 and above, must be advertised among all states comprising the 35th ID and approved by the Division Council per Division Council MOA.
e. Selection Boards

(14) Board Composition – The Administrative Officer (AOs) or Chief of Staff, as applicable, will appoint an AGR Selection Board on a memorandum for record and submit a copy to J1-HRO as part of the completed board packet.  The composition of the board will be established per NGR (AR) 600-5 and will include one commissioned officer as a voting board member.  Address questions concerning board composition to the AGR section prior to conduct of the board to ensure validation of the board recommendations.  If applicants include Air personnel an Air National Representative of equal or greater rank of all applicants, must be included in the board composition.  If applicants include technicians the same rules for board composition apply.   

(15) Conduct of the Selection Board – The selection board will follow the procedures outlined in NGR (AR) 600-5.  However, every qualified applicant forwarded to the selecting supervisor must be interviewed by the board.  If an applicant is unable to appear before a board, a telephonic interview by the board may be conducted in lieu of a personal appearance by the applicant.
(16) Selection Criteria – The board will determine the best qualified individuals for each position by “norming” the board and conducting the interviews.  The Appraisal Worksheet (Encl #3) provides minimum criteria for assessing applicant packets and interviews and results in a quantitative measure for creating an Order of Merit List (OML).  ICW NGR 600-5 para 2-5h, an Order of Merit Listing for the top 5 scoring applicants, including Air National Guard members and/or technicians, will be developed.
(17) Board Approval – Once the selection is approved, the selecting supervisor will be notified of actions required prior to ordering selectee to AGR status (i.e. passing CH 3 physical, current HIV screen, drug free urinalysis, etc.) per AR 135-18.  Once all requirements have been met and appropriate documentation received and verified by the AGR section, an in-processing date will be established through the MSC.

7.  Supervisor’s Responsibility:
a. Encourage cross training of enlisted AGR personnel to enhance progression in their chosen career.
b. Provide objective appraisals of all enlisted AGR personnel under their supervision.
c. Provide opportunities for developmental training and NCOES (ensure Total Army Training System (TATS) approved courses).
d. Counsel, evaluate, and motivate enlisted AGR personnel with respect to a career goal and progression.





OFFICER AGR PERSONNEL

8.  AGR Tour Stabilization – An AGR Officer will serve in the same position for a minimum period of 18 months, per NGR (AR) 600-5.  During this period of time, AGR Officers will not be considered for a vacant position, neither within their unit of assignment or positions advertised outside their unit.  Exceptions to this policy for reasons that are in the best interest of the Kansas National Guard may be approved by the Adjutant General.  Written request with complete justification will be processed through the chain of command with command recommendations and forwarded through the HRO to the Adjutant General.  Final approval or disapproval is at the discretion of the Adjutant General.
9.  AGR Tour Renewal – No later than 6 months prior to an AGR Officer reaching his/her tour end date, the Officer will receive a subsequent tour renewal packet. The packet includes a memorandum to request extension and a DA Form 4187 to be completed by the AGR Officer.  Renewal requests require the following documentation:
     a. A passing APFT within the previous six months validated by a copy of current DA form 705.  Height and weight must be indicated on the DA form 705 OR unit commander’s certification must be enclosed.
     b. Letters of recommendation, commendation or appreciation, although optional are encouraged.

10.  Once a request is approved, the tour renewals orders will be published and distributed through normal channels.   
11.  Filling Vacant Officer AGR Positions – All requests to fill Officer AGR vacancies will be forwarded   through the chain of command to the HRO.  AGR positions will be filled utilizing the following priorities in the sequence listed.  There are three exceptions to this policy:  1) The Adjutant General may exercise his option to fill Key Staff positions by direct appointment per item 1c of this Policy Letter; 2) AGR officers who have been placed on the state promotion Order of Merit List (OML) and occupy an MTOE or TDA position commensurate with the next higher grade but the SPMD position does not provide for promotion to the next higher grade and if otherwise qualified, the officer may be placed in the next higher SPMD position to support career progression.  3) Command direct reassignments forwarded through the chain of command for approval by the Chief of Staff.    
 a. Excess Personnel/Priority Placement Program – When, through no fault of their own, an AGR Officer becomes over-grade or excess in their current AGR position (i.e. Force Structure changes an MTOE or TDA and the associated manning document), they will automatically enter in the priority placement program.  This process requires all individuals in excess or over-grade status be considered for placement ahead of all others.  Individuals who are in the Priority Placement Program will be notified by HRO, in writing, through the chain of command.
(1)  Eligibility – Personnel will remain within the Priority Placement program as long as they remain in AGR status.  Removal from the Priority Placement Program occurs only if:
(a) Changes occur via NGB mandates.

(b) Individual is offered a position and accepts.

(c) Individual is offered a position and declines.

(d) Individual requests to separate from the AGR Program.

(e) Involuntary separation from the AGR Program for reasons other than those listed. 
(2)  Notification of Soldier when Referred – Officers referred under the Priority Placement Program will receive written notification from the AGR section when considered for a position.  Once notified, the individual will complete and return the Statement of Agreement (Encl #1), NGB Form 34-1, and a current and complete DA Form 2-1 through command channels to the AGR section.  Once notified, individuals will have 14 calendar days to respond.  Extensions will be considered when coordinated prior to the suspense date.
(3)  Selecting Supervisor Non-concurrence – Should the selecting supervisor non-concur with the referral of a Priority Placement member, a detailed justification must be submitted through the chain of command to the HRO for approval/disapproval by the Adjutant General.

(4)  Placement in the Priority Placement Program does not preclude members involuntary separation procedures.

b. Advertisement – Upon exhausting the above methods of hire, an AGR Officer vacancy will be selected through competitive process.  The following process will be used to advertise a position, establish the order of merit list (OML), and approve board results:
(1)  The selecting supervisor submits a written request (Encl #2) through the chain-of-command to the J1-HRO.  The request must include the SPMD and MTOE position information, which will be included in the job announcement.
(2)  The AGR section reviews and validates the request per AR 135-18, the unit MTOE or TDA, and the corresponding SPMD, builds the job announcement, and advertises to fill the vacancy.
(3)  Officer applicants submit their packets to the AGR section per the application procedures outlined in the respective job announcement.  These packets are reviewed for administrative correctness and overall eligibility (per AR 135-18) and qualified by AGR section personnel, then forwarded (by transmittal letter) to the selecting supervisor.
(4)  The selecting supervisor and respective chain-of-command will convene a Selection Board per NGR (AR) 600-5 and this policy letter.  By utilizing the Appraisal Worksheet (Encl #3) and the Board Consolidation Sheet (Encl #4), selection boards will list applicants in the order of their potential to perform the duties of the position.
(5)  In finalizing the board proceedings, the Board President completes the Selection Board Order of Merit Listing (Encl #5) and submits it with all applications, Appraisal Worksheets, etc. to the AGR section for review.  After reviewing the board process, TAG or his designated representative (the J1-HRO) will either approve the board results or reconvene the board.  
(6)  Once approved through J1-HRO, the notification of the applicants will be done by the selecting supervisor.  No applicant will be notified of selection or non-selection until TAG/HRO approval is complete.
(7)  Key full-time support staff positions in Division Headquarters Company (HHC 35th Infantry Division), O4 and above must be advertised among all states comprising the 35th ID and approved by the Division Council per Division Council MOA.
c. Selection Boards

(1)  Board Composition – The Administrative Officer (AOs) or Chief of Staff, as applicable, will appoint an AGR Selection Board on a memorandum for record and submit a copy to J1-HRO as part of the completed board packet.  The composition of the board will be established per NGR (AR) 600-5 and will include one commissioned officer as a voting board member.  Address questions concerning board composition to the AGR section prior to conduct of the board to ensure validation of the board recommendations.  If applicants include Air personnel an Air National Representative of equal or greater rank of all applicants, must be included in the board composition.  If applicants include technicians the same rules for board composition apply.   

(2)  Conduct of the Selection Board – The selection board will follow the procedures outlined in NGR (AR) 600-5.  However, every qualified applicant forwarded to the selecting supervisor must be interviewed by the board.  If an applicant is unable to appear before a board, a telephonic interview by the board may be conducted in lieu of a personal appearance by the applicant.
(3)  Selection Criteria – The board will determine the best qualified individuals for each position by “norming” the board and conducting the interviews.  The Appraisal Worksheet (Encl #3) provides minimum criteria for assessing applicant packets and interviews and results in a quantitative measure for creating an Order of Merit List (OML).  IAW NGR 600-5 para 2-5h, an Order of Merit Listing for the top 5 scoring applicants, including Air National Guard members and/or technicians, will be developed.

(4)  Board Approval – Once the selection is approved, the selecting supervisor will be notified of actions required prior to ordering selectee to AGR status (i.e. passing CH 3 physical, current HIV screen, drug free urinalysis, etc.) per AR 135-18.  Once all requirements have been met and appropriate documentation received and verified by the AGR section, an in-processing date will be established through the MSC.

12.  Supervisor’s Responsibility:
a. Encourage cross training of AGR Officers to enhance progression in their chosen career.

b. Provide objective appraisals of all AGR Officers under their supervision.

c. Provide opportunities for developmental training and OES (ensure Total Army Training System (TATS) approved courses).
d. Counsel, evaluate, and motivate AGR Officers with respect to a career goal and progression.

13.  Point of contact for this memorandum is the AGR Section Personnel at commercial numbers (785)   274-1182 or 1186 or 1636.




Kathryn L. Hulse, Col, KSANG



Human Resources Officer

Distribution A
5 Encls
STATEMENT OF AGREEMENT


                           EXCESS PERSONNEL/PRIORITY PLACEMENT PROGRAM
1.  I understand that I am being considered for placement in the AGR position of 
 at                                                    .

2.  I understand that if I am selected for and decline this position, or if I indicate a desire NOT to be considered for the position, I will be removed from the Priority Placement Program. 

3.  If a Permanent Change of Station is involved, I understand that by my removal from the Priority Placement Program, I may be subject to removal from the AGR Program within one year.
4.  I understand that if I am NOT selected for the position indicated, I will remain in the Priority Placement Program as outlined in paragraph 4, J1-HRO/AGR memorandum dated 1 April 2006, Subject:  Active Guard/Reserve (AGR) Policy Letter #2 – KSNG AGR Program Management.

5.  I am indicating my choice by placing my initials in appropriate box below.

	
	If selected, I will accept the position indicated.



	
	

	
	I do NOT wish to be considered for the position indicated above, knowing full well that I may be removed from the AGR Program at the end of my current tour.


6.  My signature below confirms that I have read and understand the above information and have no questions at this time.
Printed Name (Last, First MI)

Signature

Date









Encl 1

(OFFICE SYMBOL)
DATE
MEMORANDUM FOR Joint Headquarters - Kansas, HRO-AGR Section,  2800 SW Topeka Blvd., Topeka, KS  66611

SUBJECT:  Request for AGR Position Fill – (Full-Time Document Position Title), at (Unit) 

1.   Request AGR Vacancy Announcement to fill the (SPMD Position Number, MTOE or TDA PARA/LIN, Position Title) at (unit designation and location) with duty at (unit designation and location).
2.  Explain reason for vacancy, for example:  “Must fill position due to SSG I.M. Leaving retiring effective 30 Apr 07.”

3.  The following conditions are required (“x”) one item in each subparagraph as appropriate, or fill in the blanks as appropriate):


a.

	
	Limited to current Title 32 AGR members of the KSARNG

	
	Limited to current members of the KSARNG

	
	Limited to current members of the KSARNG or those eligible to become members of the KSARNG



b.

	
	Must be MOS _____________qualified to be considered for this position

	
	Must be eligible to become MOS _____________qualified


c.  Maximum grade requirement for this position is ______.


d.  Open to qualified applicants in pay grades _________  to  _________.


e.  This position requires a _________________ security clearance or investigation.


f.  Selecting Supervisor is _______________________ (name and phone number).


g.  Point of contact for duties of this position is ______________________ (names and phone numbers).


h.  Number of days for position to be advertised _____________ (usually two weeks).


i.  Other stipulations or remarks:  (Such as, “this position is also being announced as a Mil Tech Vacancy”.)
 (AUTHORITY LINE)


(SIGNATURE BLOCK)









             Encl 2

BOARD MEMBERS APPRAISAL WORKSHEET FOR AGR EMPLOYMENT
	APPLICANTS LAST NAME, FIRST, MI


	SSAN



	GRADE


	JOB ANNOUNCEMENT NO.


	TITLE OF AGR POSN


	DUTY LOCATION




During appraisal of applicant use the rating scale 1 through 5 (1=low, 5=high) in each area.
	SECTION 1 OF APPRAISAL (RECORDS REVIEW)
	POINTS

	1.  Applicant’s ,military experience and job knowledge in the advertised position (career Management Field)
	

	2.  Applicant military education in advertised position (MOs), i. e., RC Schools, AC schools, VO-Tech schools, OJE, SOJT, AEC, etc.
	

	3.  Applicant’s total years of service in RC and /or AC.
	

	4.  Applicants civilian education.
	

	5.  Applicant’s civilian related occupation and experience as it relates to advertised position.
	

	6.  Applicant’s special achievements, i.e., certificates of commendation, military awards, letters of appreciation.
	

	7.  Applicant’s history of stability and dependability in past employment.
	

	TOTAL FOR SECTION 1
	


	SECTION 2 OF APPRAISAL (INTERVIEW)
	POINTS

	1.  Applicant’s personal appearance.
	

	2.  Applicant’s ability to communicate.
	

	3.  Applicant’s interest expressed in position.
	

	4.  Self assurance demonstrated by applicant.
	

	5.  Attitude reflected by applicant.
	

	6.  Military courtesy reflected by applicant.
	

	TOTAL FOR SECTION 2
	


	SECTION 3 OF APPRAISAL (Complete if position requires managerial skills.)
	POINTS

	Past management experience
	

	TOTAL FOR SECTION 3

	


	TOTAL FOR SECTIONS 1 THROUGH 3
	


Remarks by board member (optional)   _______________________________________________________________________________________________________________________________________________________________________________________________________________

_________          __________________________      _____________________________

   (DATE)             (GRADE OF BOARD MEMBER)     (SIGNATURE OF BOARD MEMBER)












  Encl 3
BOARD CONSOLIDATION SHEET FOR AGR EMPLOYMENT

	APPLICANTS LAST NAME, FIRST, MI


	SSAN



	GRADE


	JOB ANNOUNCEMENT NO.


	TITLE OF AGR POSN


	DUTY LOCATION




POINT RESULTS

	BOARD

MEMBER
	SECTION 1

(Records

Review)
	SECTION 2

(Interview)
	SECTION 3

(Managerial

Skills)
	BOARD MEMBER

TOTALS

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	(Divide the grand total by the number of board members to determine board total)
	GRAND TOTAL
	

	
	BOARD TOTAL
	


_________          _________________________      _____________________________

   (DATE)             (RECORDER’S SIGNATURE)        (BOARD PRESIDENT SIGNATURE)










Encl 4

SELECTION BOARD ORDER OF MERIT LISTING

1. 
TO:  J1-HRO
2. 
POSITION TITLE, SPMD POSITION NUMBER, MTOE/TDA PARA/LIN, MOS AND MAX GRADE AUTHORIZED:


______________________________________________________

3.
ORGANIZATION AND DUTY STATION


______________________________________________________

4.
SELECTION BOARD’S RECOMMENDATION. The following individuals, listed in priority, are selected for the above position.


*a.
First Choice






  b.
Second Choice  





  c.
Third Choice
 





  d.
Fourth Choice  






  e.
Fifth Choice





*The Board President must fully justify, in writing, on a separate sheet, those cases where non-MOSQ qualified personnel or personnel requiring NGB waivers are selected over fully qualified applicants.

Date



Name of Board President

Signature of Board President








       Encl 5
8

