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1. REFERENCES:  
     a.  Army Regulation 614-185, Requisitions and Assignment Instructions for Officers, 15 March 1983.

     b.  Army Regulation 600-8-11, Reassignment, 1 October 1990.

     c.  Army Regulation 614-6, Permanent Change of Station Policy, 7 October 1985.

     d.  Army Regulation 614-100, Officer Assignment Policies, Details, and Transfers,

20 September 2000.

     e.  Army Regulation 614-200, Enlisted Assignment and Utilization Management, 

30 April 2003.

2.  BACKGROUND:  The purpose of this OI is to provide information on the Officer and Enlisted Requisition process.  

3.  FACTS:  

     a.  General.  There will be times when circumstances preclude you from strict compliance with these guidelines.  When those occurrences arise, please quickly communicate the situation to us.  We may be able to assist or implement extraordinary measures to achieve desired outcomes.  Our mission is to serve you and your soldiers in the most efficient manner.  However, your ability to work within these guidelines will significantly enhance our ability to be successful. 

     b.  Officer Requisition.  The requisitioning of officers are done on 3 cycles per year by Human Resources Command (HRC) for CONUS and OCONUS (Oct-Jan, Feb-May, Jun-Sept).  Requisitions by grade and speciality will be generated by HRC or submitted to HRC by Installation Management Agency, Human Resources Division, Military Personnel Branch, Command Strength Manager.  

         1.  Assignment of officers during the reporting cycle will not exceed approved authorization levels.

          2.  Do not submit requisition for garrison/ battalion level command positions for which officers are centrally selected by a DA command board.  Directed assignments will be made automatically by DA.

          3.  Officers accounts are managed by Unit Identification Codes (UIC), Commands Codes and Installation Activity Requisition Codes (IARC).  

          4.  Requisitions are filled based upon the Officer Distribution Plan (ODP).  For ARSTAFF, ODP usually equals TDA authorizations.  For most organizations other than ARSTAFF, ODP is less than authorizations.  ODP for IMA TDA was obtained by going through the Personnel Management Authorization Documents (PMAD) process.

           5.  The requisition process is automated via the Total Officer Personnel Management Information System (TOPMIS) based on TAADS.  TAADS is fed via SIDPERS.  Once requisitions are received at PERSCOM (via hard copy or automated 872), account managers and assignment officers meet to “validate” requisitions based on strength data.  For non- “must–fill” positions, requisitions are not validated if the inventory won’t support fill.

            6.  Directed Military Overstrength  (DMO) does not count against the cycle requisitioning of officers.  DMOs must be validated annually, this does not meant that a.  Once authorizations and ODP exist for the positions, officer assigned via DMO can migrate to the positions via the requisition process.  

            7.  Request for approval on No Cost PCS intrainstallation reassignment (crossing MACOM lines) of officer personnel will be sent through the Region to HQ IMA for recommendation and further processing to HRC.

4.  ROLES AND RESPONSIBILITIES:

     a.  The Garrison commander will recommend approval or exercise approval authority for all actions outlined above. 

     b.  HQIMA and Region MPBs will approve/disapprove or recommend approval to HRC, if appropriate.  It is the intent of the Agency HQ and Regions to support the garrison commander whenever possible.  

5.  PROCEDURES:  All personnel actions will be processed through the Garrison Commander and Region MPB to HQIMA for approval/disapproval for forwarding to HRC for final disposition, if necessary.  With the exception of the retirement requests outlined in para 3h above, personnel actions are not to be routed through the Senior Mission Commander for approval/disapproval unless this procedure is covered in an approved Memorandum of Understanding/Agreement.

6.  HQIMA MPB is the proponent for this OI.  POC is CW3 Ted Smith at

(703) 602-2257 (DSN 332), (email: theodore.smith@hqda.army.mil).
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