	Instructions for Completing DA Form 4037 
The Officer Record Brief (ORB)
Note: This instruction sheet applies to IRR/IMA Officers and Warrant Officers ONLY.
Overview 
For promotion, your Officer Record Brief (ORB) is next in importance after your military photo and OERs. A neat, typed ORB helps the board get a clear picture of you and your professional credentials. The lack of an ORB in your consideration file is often interpreted as lack of interest in advancement. After completing your ORB, send a copy to the Board and maintain the original for your own records. Don't forget to sign and date the copies of your ORB in Section X - Remarks. 
General Rules 
1. Dates - Use only numerals in the sequence YYMMDD, where YY represents the year, MM the month, and DD the day. For example, 12 March 1940 should be shown as 400312. 
2. Abbreviations - Use authorized abbreviations and approved acronyms as much as possible. 
3. Accuracy - Enter only correct, verifiable data. Permanent documents (orders, diploma, etc) must exist to support entries. Don't guess; don't enter anything not absolutely true. Falsification of this record may cause your removal from the U.S. Army. 
Heading 
Starting with the very top row, leave the first and third blocks from the left blank. In the second block, enter your current date (YYMMDD). In the fourth block, enter your current rank and date of rank (MAJ 840127). In the fifth block, enter your basic control branch using the two-letter abbreviation (EN, AV, MS, QM, etc). In the sixth block, enter "USAR." Leave the seventh block blank. In the eighth block enter your Social Security Number (###-##-####) and, in the ninth block, enter your name (last name, first name, middle name, followed by Jr., Sr., III, etc., if appropriate). 
Section I - Assignment Information 
1. Overseas Duty - List a maximum of the six most recent overseas tours including any enlisted service. If you had no overseas duty, leave these blocks blank. Enter YR MO RTN (year and month returned from overseas), COUNTRY (of assignment), MONTHS (duration of tour in months), and number of SHORT and LONG tours under NUMBER OF OS TOURS, starting with your earliest tour, even if you had more than six tours. A short tour is considered any thing between 11 days and 18 months. 
2. Specialty MOS Data - Remember that any entries made in this section must be able to be verified by orders, course completion notices, or other acceptable documentation. In the left-hand block, enter the three or four position code for your Branch Area of Concentration (21B, 31A, 74A, etc) or Primary Military Occupational Specialty (420A, 153D, etc). In the right-hand block, enter the three position code for your Functional Area of Concentration (41A, 51A, 54A, etc) or Secondary MOS, if you have one. 
3. Additional SSI MOS - For officers, leave the block blank. For warrant officers, enter the one position character, which identifies your Skill Qualification Identifier (SQI). For your PMOS center it under the PMOS, and respectively the same for your SMOS. 
4. ASI Data - In the block for ASI Data, enter the two-position code for any special skills you possess. 
5. Specialties: In the block for Specialties, enter the titles of your Branch and Functional Areas of Concentration. Leave all the additional blocks blank. 
6. Aviator/gunnery Qualification - Enter your Aviation Service Entry Date (ASED) (YYMMDD). Make entries for each type of aircraft that you are qualified to fly, even if status is not current. Use the alphanumeric description (UH-1, UH-60, CH-46C, CH-47D, U-21, C-12, etc). 
Section II - Security Data 
Your DA Form 873 will contain the following information: 
1. SCTY CLEARANCE - Enter your present security clearance level. 
2. COMPL DATE OF SCTY INVES - Enter the date your investigation was complete (YYMMDD). 
3. TYPE COMD OF SCTY INVES - Enter the type of investigation conducted (NAC, NETAC, BI, etc), if known. 
Section III - Service Data 
Enter data in these blocks: 
1. PEBD - Pay Entry Basic Date (YYMMDD) 
2. BASIC DATE OF APT. - Your date of commission or appointment (YYMMDD). 
3. SOURCE OF ORIG APT. - OCS, ROTC, USMA, NGU, Direct Appt, Other 
4. TYPE OF ORIG APT. - RA, USAR, NGUS, AUS 
5. DATE OF PROJ/MAND RET. - Your mandatory retirement date (YYMMDD). 
1. Officers (LT-LTC): The date you turn 53 or 28 of years commission service which ever is soonest. 
2. Warrant Officers: The date you turn age 60. 
6. PDOR - Enter your date of rank (permanent) for each grade (YYMMDD) 
Section IV - Personal/Family Data 
· DATE OF BIRTH - YYMMDD 
· BIRTHPLACE - Enter the city and state/country. 
· COUNTRY OF CIT - Enter the country of citizenship 
· SEX/RACE - Example: M/CAU, F/HISP 
· NUMBER of DEPENDENT ADULTS/CHILDREN - Enter the number of adult dependents followed by a slash (/) and the number of dependent children. Example 1/2  DO NOT INCLUDE THIS INFORMATION ON YOUR ORB IF YOU ARE PREPARING AN ORB FOR SUBMISSION TO A BOARD. 
· RELIGION - Example: Bapt, Rom Cath, Meth DO NOT INCLUDE THIS INFORMATION ON YOUR ORB IF YOU ARE PREPARING AN ORB FOR SUBMISSION TO A BOARD. 
· MARITAL STATUS - Example: SINGLE, MARRIED, DIVORCED   DO NOT INCLUDE THIS INFORMATION ON YOUR ORB IF YOU ARE PREPARING AN ORB FOR SUBMISSION TO A BOARD. 
· SPOUSE BIRTHPLACE/CIT - Enter state abbreviation or country abbreviation of spouse's birthplace followed by slash (/) and the country abbreviation of citizenship. Example: MO/US, GER/US DO NOT INCLUDE THIS INFORMATION ON YOUR ORB IF YOU ARE PREPARING AN ORB FOR SUBMISSION TO A BOARD. 
· PUHLES/DATE - Enter your current physical profile and date of last physical exam form SF 88. Example: 111111/920101 
· HEIGHT/WEIGHT - Enter height in inches followed by a slash (/) and weight from last physical exam. If weight has changed drastically since last physical exam enter current weight. Example: 72/185 
· HOME OF RECORD AT EAD 
· MAILING ADDRESS  
Section V - Foreign Language 
Enter your LANGUAGE ie. German, Spanish, etc. For READ and LISTEN enter NONE, ELEM, LIMITED, MIN PROF, FUL PROF, NATIVE. Enter your last DLAT scores (if not more than 2 years old) or leave blank.
Section IV - Military Education 
Enter highest MILED Code:
	A
	Senior Service College

	B
	ILE/JPME 1, formerly-called CGSC (Year Group 1994 and subsequent (Year Groups 1995, 1996, etc.) must have completed BOTH ILE-Common Core (CC) AND Advanced Operations Course (AOC) or branch credentialing course; Year Group 1993 and earlier (Year Groups 1992, 1991, etc.) must have completed ILE-CC).

	C
	Completed only ILE-CC. AMEDD / JAG / Chaplain / Functional Area officers need only to have completed ILE-CC + your branch-specific credentialing course to be eligible to apply for SSC. Basic branch officers refer to MEL Code B above for applicable instruction.

	D
	Combined Arms and Services Staff School (CAS3). 

	F
	Captains' Career Course (CCC), formerly-called Commissioned Officer Advanced Course (OAC). 

	G
	Commissioned Officer Basic Course. 


Enter in chronological order each military school/course for which you have received a diploma or DA Form 1059 and the year of completion. The course must be at least two weeks in duration (or require equivalent effort if a correspondence course), be a requirement for promotion, or support your military specialty. Include any courses in which you are currently enrolled or for which you have received 50 percent completion certificate. Use approved abbreviations and restrict yourself to a single line for each course. 
Section VII - Civilian Education 
Enter highest CEL Code 

C = High School or General Education Development; 
D = Less than two Years college or GED Test for one year college; 
E = two or more years college, nongraduate (includes diploma graduate nurse), AA degree AD degree, 2CX Test for 1948-53, or 2 years college equivalency; 
G = College graduate, Baccalaureate Degree from Accredited College;
H = Year or more of post-graduate, no degree 
J = Master's Degree from Accredited University;
P = Doctoral Degree from Accredited University 

Enter in chronological order each institution above high school level that granted a degree and the year awarded. Use abbreviations and do not exceed the lines provided. 
· INSTITUTION - Enter the name of the College or University attended. 
· DISCIPLINE - Enter the major field of study. 
· DEG - If a degree was received, enter the type and year degree was awarded (BA, BS, MS, etc). If a degree has not been completed enter the number of semester hours earned toward the degree. 
· YEAR - Year in which education was completed degree was awarded. 
Section VIII - Awards and Decorations 
List awards, decorations, tabs, and badges awarded/earned in order of precedence. Use abbreviations. Show number of awards of the same medal as "ARCOM-3", meaning the Army Commendation Medal and two oak leaf clusters. Do not list state or National Guard awards.
a. Decorations are as follows in order from highest to lowest precedence: 
	Abbreviation 
	Item 

	MH 
	Medal of Honor 

	DSC 
	Distinguished Service Cross 

	DSM 
	Distinguished Service Medal 

	SS 
	Silver Star 

	DSSM 
	Defense Superior Service Medal 

	LM 
	Legion of Merit 

	DFC 
	Distinguished Flying Cross 

	SM 
	Soldier's Medal 

	BSM 
	Bronze Star Medal 

	PH 
	Purple Heart 

	DMSM 
	Defense Meritorious Service Medal 

	MSM 
	Meritorious Service Medal 

	AM 
	Air Medal 

	JSCM 
	Joint Service Commendation Medal 

	ARCOM 
	Army Commendation Medal 

	JSAM 
	Joint Service Achievement Medal 

	AAM 
	Army Achievement Medal 

	POWM 
	Prisoner of War Medal 

	GCM 
	Good Conduct Medal 

	ARCAM 
	Army Reserve Comp Achievement Medal 


b. Service medal in order from highest to lowest: 
	Abbreviation 
	Item 

	NDSM 
	National Defense Service Medal 

	ASM 
	Antarctica Service Medal 

	AFEM 
	Armed Forces Expeditionary Medal 

	VSM (1-17) 
	Vietnam Service Medal (1-17 campaign) 

	SWACM 
	Southwest Asia Campaign Medal 
	

	KCM
	Kosovo Campaign Medal

	ACM
	Afghanistan Campaign Medal

	ICM
	Iraq Campaign Medal

	GWOTEM
	Global War on Terrorism Expeditionary Medal

	GWOTSM
	Global War on Terrorism Service Medal

	KSM (1-10) 
	Korean Service Medal (1-10 campaign) 

	AFRM 
	Armed Forces Reserve Medal 

	HSM 
	Humanitarian Service Medal 

	MOVSM
	Military Outstanding Volunteer Service Medal

	AOM 
	Army of Occupation Medal 

	ASDR
	Army Sea Duty Ribbon

	NCOPDR 
	NCO Professional Development Ribbon 

	ASR 
	Army Service Ribbon 

	OSR 
	Overseas Service Ribbon 

	ARCOTR 
	Army Reserve Components Overseas Training Ribbon 


 c. Foreign decorations in order from highest to lowest: 
	Abbreviation 
	Item 

	UNSM 
	United Nations Service Medal 

	UNM 
	United Nations Medal 

	NATO
	North Atlantic Treaty Organization 

	RVNCM 
	Republic of Vietnam Campaign Medal 

	KLMSA
	Kuwait Liberation Medal-Saudi Arabia 

	KLMSA
	Kuwait Liberation Medal-Government of Kuwait

	RKWSM
	Republic of Korea War Service Medal

	ROKPUC 
	Republic of Korea Pres Unit Citation 

	VNPUC 
	Vietnam Presidential Unit Citation 

	ROVGCUC 
	Republic of Vietnam Gallantry Cross Unit Citation 

	ROVCAUC 
	Republic of Vietnam Civil Actions Unit Citation 


d. Badges: 
	Abbreviation 
	Item 

	CIB 
	Combat Infantry Badge 

	MEDBAD 
	Combat Medical Badge 

	CAB
	Combat Action Badge 

	EIB 
	Expert Infantryman Badge 

	EXPELDMB 
	Expert Field Medical Badge 

	PRCHTBAD 
	Parachutist Badge 

	PRB 
	Parachute Rigger Badge 

	MFFPB
	Military Free Fall Parachutist Badge

	ARAVBAD 
	Army Aviator Badge 

	SRARAVB 
	Senior Army Aviator Badge 

	MSTARAVB 
	Master Army Aviator Badge 

	SRPRCHTB 
	Senior Parachutist Badge 

	MSTPRCHT 
	Master Parachutist Badge 

	ASTROBAD
	Astronaut Device 

	FLTSURGB 
	Flight Surgeon Badge 

	SRFLSBAD
	Senior Flight Surgeon Badge 

	MSTFLSBAD 
	Master Flight Surgeon Badge 

	MASTDIVB 
	Master Diver Badge 

	FCDIVBAD 
	First Class Diver Badge 

	SALVDIVB 
	Salvage Diver Badge 

	SCDIVBAD 
	Second Class Diver Badge 

	SODB
	Special Operations Divers Badge 

	EODBAD 
	Explosive Ordnance Disposal Badge 

	MSTEODB 
	Master Explosive Ordnance Disposal Badge 

	SREODB 
	Senior Explosive Ordnance Disposal Badge 

	PRDRBAD 
	Pathfinder Badge 

	AAB 
	Air Assault Badge 

	AVBAD
	Aviation Badge

	SRAVBAD
	Senior Aviation Badge

	MSTAVBAD
	Master Aviation Bade 

	DMD
	Driver and Mechanic Badge 

	RGRT 
	Ranger Tab 

	SFTB
	Special Forces Tab

	SAPTB
	Sapper Tab

	ARAVMOB 
	Army Aviation Medical Off Badge 

	MSTACCMB 
	Master Aircraft Crewman Badge 

	SRACCMB 
	Senior Aircraft Crewman Badge 

	ACCMB 
	Aircraft Crewman Badge 

	PHYFTBD
	Physical Fitness Badge

	PREHUTAB
	Presidents Hundred Tab

	PSVCBAD 
	Presidential Service Badge 

	QUSIDBAD 
	Office of the Secretary of Defense Identification Badge 

	JCSIDBAD 
	Joint Chiefs of Staff ID Badge 

	ASLP
	Army Staff Identification Badge 

	GTUSIB
	Guard, Tomb of the Unknown Soldier ID Badge

	DISD
	Drill Sergeant ID Badge

	RB
	U.S. Army Recruiter ID Badge

	CCB
	Career Counselor Badge


Section IX - Assignment History
Leave DATE OF AVAILABILITY blank. 
· DATE OF LAST PCS - Leave this line blank.
· DATE OF LAST OER - Enter the ending date of your last officer evaluation or academic report (YYMMDD). 
· ORG ZIP CODE - Enter the zip code (ZIP + 4) of your unit of assignment. 
· PROJ - Leave this line blank. 
· CURRENT ASGMT - Start on the line for CURRENT assignment, then list prior assignments in reverse chronological order. Under FROM DATE column, enter the date you were assigned to your current unit (YYMMDD). In the MO column, enter the number of months served in the assignment. In the UNIT NO column, enter the unit numerical designation of the unit. The ORGANIZATION column, enter the unit description in not more than 19 characters. List enough of the unit designation to distinguish it from other like units. In the STATION column, enter the military installation or city. In the LOC column, enter abbreviation for the state, or for overseas, the country. COMD column, enter the major command. In the DUTY TITLE column, enter the official position title from the OER received for that assignment. Use authorized abbreviations (Opns Off, Co XO, Asst S-4) and, if necessary to clarify the scope of the position, include the organization title (Chief, Mob Tng Div; Bn S-3; Dep Ch, Trans Div). In the DMOS column, enter the 3-position or 5-position code for the MTOE/TDA duty assignment. If you held more than one position in the same unit enter the dates on separate lines and repeat the organizational information. 
If your current assignment is the IRR (not TPU or IMA), the entry in Section IX will be ORGANIZATION: HRC-IRR; STATION: FT KNOX; LOC: KY; DUTY TITLE: IRR; and DMOS: your current primary AOC. 
Section X - Remarks 
Enter and provide the following parenthesis: 
· Home phone number - (HPN: (XXX) XXX-XXXX) 
· Business phone number - (BPN: (XXX) XXX-XXXX) 
· Date of last photograph received by HRC St. Louis (formerly AR-PERSCOM) - (LAST PHOTO: (YYMMDD)) 
· BASD (OFF) 
· WBASD (WO) 
· RRD (RETIREMENT REMOVAL DATE) 
Summary 
Your ORB is just as important to advancement in your military career as an effective resume is to advancement in your civilian career. Your ORB summarizes your net worth to your profession. Basically it is a snapshot of your military life. 
 



