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STANDARD OPERATING PROCEDURES 
  
 

  
 
By Order of the 1st SQDN 230th CAV REGT Commander: 
 
MELVIN R. CLAWSON 
LTC, AV, TNARNG 
Commanding 
 
Official: 
 
  
 
Summary:  This Standard Operating Procedure (SOP) outlines the process for preparing, 
reviewing, and submission of packets for future Aviators.  The selection process of Aviation 
Warrant Officers for both initial entry training (IERW) and soldiers who are already Aviation 
designated is also outlined.  The intent is to provide directions with enclosures for these packets 
and the selection process by which current or projected vacancies within the TNARNG Aviation 
program.  
 
Applicability:  This Standard Operating Procedure Applies to all units and soldiers in the TNARNG 
and is effective for planning purposes. 
 
Suggested Improvements:  
TNARNG, 
ATTN: Commander, 1-230th AV CAV REGT  
VTS, Bldg. 510 
Fitzhugh Boulevard, Smyrna, TN 37167 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 3 

SECTION 1 Procedures for Initial Aviation (IERW) Packets Page 
1-1 Packet checklist 4 
1-2 Figures with enclosures  4 
   
SECTION 2 Procedures for Other Source Accession (OSA) Packets  
2-1 Packet checklist 5 
2-2 Figures with enclosures 5 
   
SECTION 3 Selection Process 6 
3-1 Quarterly Board Procedures 6 
3-2 Letter of Acceptance (LOA) Figures with enclosures 6 
3-3 Notification process 7 
3-4 Re-submission of packets 7 
   
   
Appendix A Items to prepare Initial Entry (IERW) Packet 1-31 
Appendix B Items to prepare Other Source Accession (OSA) Packet 1-29 
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   



 4 

SECTION 1 – Procedures for Initial Aviation (IERW) Packets 
 
1-1. Packet Checklist 
 

  A.  Any enlisted soldier who is currently serving in the Tennessee Army National Guard 

(TNARNG) that meets the basic requirements (Figure 1/Enclosure 1) is eligible to complete the 

outlined items on the Initial Aviation packet checklist (Figure 2/ Enclosure 2) .  

 

1. Basic Requirements are as follows:  

18-30 years of age 

Must be a US Citizen 

Must score at least 110 or higher on GT Aptitude Test 

Must score at 40 on Selection Instrument for Flight Training (SIFT)  

Must have a High School diploma or GED 

Must have approved Secret security clearance 

Must pass the standard 3 event APFT with 70 points in each event 

Must pass the 1W Flight Physical  

Must complete all required items on checklist (Figure 2/ Enclosure 2) 

 

1-2. Figures and Enclosures  
 
Figure 1/ Enclosure 1 are the Basic Requirements and Figure 2/ Enclosure 2 is the Aviation  
 
Warrant Officer checklist.  Both items contain contact information to be used for further clarification  
 
as needed.  The complete packet is contained in Appendix A of this SOP. 
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SECTION 2 – Procedures for Other Source Accession (OSA) Packets 
 

2-1. Packet Checklist   
A. Completion of Figure 3/ Enclosure 3 is required for anyone seeking consideration. 

 

2-2. Figures and Enclosures  
Figure 3/ Enclosure 3 is the Other Source Accession (OSA) checklist.  It contains contact 

information to be used for further clarification as needed.  The complete packet is contained in 

Appendix B of this SOP.  
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SECTION 3 – Selection Process for Aviation Warrant Officers 

 
3-1. Quarterly Board Procedures  
 
  A.  Aviation Squadron Commander will select board members consisting of at least (3) Aviation 

Warrant Officer. 

 
  B.  Selection Boards will be scheduled quarterly (October, January, April and July) of each 

calendar year.  However, projected flight school allocations may dictate a change to the board 

calendar.  Aviation Squadron Commander will coordinate exact dates and times with Squadron S3 

and Warrant Officer Accessions Officer. 

 

 C.  After the conclusion of each board, candidates will be placed on an Order of Merit List (OML) 

and sent to the Aviation Squadron Commander for approval.  

 

  D.  Upon receipt of a letter of acceptance, the Warrant Officer Strength Manager will schedule 

selected individuals for the federal recognition board.  

    

3-2. Letter of Acceptance (LOA)  
 
Figure 4/ Enclosure 4 is the format and working example of the Letter of Acceptance (LOA) that will 

be issued by the Aviation Commander once a decision has been made.  The LOA will contain the 

UIC, line and paragraph number for the position assigned to the soldier.  A LOA is required for both 

initial entry and OSA soldiers.   
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3-3. Notification process 
 
After the board convenes, the AVN BN Commander will forward the board results on each packet 

to the Warrant Officer Strength Manager (WOSM).  The WOSM will then notify each soldier as to 

the results and one of the following outcomes from the board.  

 

1.  Letter of Acceptance (LOA) has been issued for the soldier 

2.  Re-submit packet for consideration next quarter 

3.  Packet was reviewed but is not approved for boarding; do not recommend for future 

consideration.    

 

3-4. Re-submission of packets 
 
The WOSM will hold packets for re-submission and contact the eligible soldiers once the next date 

for the quarterly board is announced.  The WOSM will notify the soldiers if any items need to be 

updated for inclusion and ensure to manage re-submission in a timely manner to meet the 

submission deadline prior to the convening date of the next board.   

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



Warrant Officer Flight Packet Checklist:  
 

 

Name:__________________________ SSN: _________________ DOB:_____________ 
                                        (Age limit: 33 yrs old) 

             

Email: ________________________________ Phone: ____________________________ 

 

 

 ________ 1.  Initial Contact with your Warrant Officer Strength Manager 

     

  CW2 Victoria E. Murphy    (615) 557-7313    victoria.e.murphy2.mil@mail.mil 

 

Administrative Requirements:   

 

________ 1.  Copy of Selection Instrument for Flight Training (SIFT) results.  

                    {SGT McClanahan (615) 313-0604} 

 

________ 2.  Proof of ASVAB GT score of at least 110. {SGT McClanahan (615) 313-0604} 

 

________ 3.  Proof of Security Clearance (Secret) – Contact current unit for JCAVS summary.  

 

________ 4.  Resume (form and instructions attached) 

 

________ 5.  Current APFT card. (Within 6 months/ 70 points in each event) 

 

________ 6.  Height/weight certificate. (Within 6 months) 

 

________ 7.  Essay (LOI and template attached) 

 

________ 8.  Class 1W Flight Physical stamped “qualified” by Ft. Rucker (valid for 1 year). 

                     {SFC Michael Wall, Middle/West Tennessee (615) 367-5534}  

                       Cell (615) 971-3162 

          {SSG Giovanni Dezuani, East Tennessee (865) 985-4644} 

 

________9.  Letter of recommendation from current Company or Unit Commander  

                     (form and examples attached) 

 

________10.  Have you ever been arrested/convicted of a crime Y/N. If yes, include a 

statement.  

 

Screening by Aviation Commander: 

 

 

________ 1.  Approved for boarding; notify of the next quarterly board. 

 

                      Date:______________Time:______Location:_____________________________           

         

________ 2.  Re-submit for consideration next quarter.   

                     Submit to WOSM for review by _____________________________________  

 

________ 3.  Packet was reviewed but is not approved for boarding; do not recommend for 

future consideration.    

 

Revised: April 2016 































Aviation Warrant Officer Essay Instructions 

Due to the limited number of Warrant Officer Aviator positions, the 
Aviation Battalion Commander is now convening a quarterly selection 
board for these positions. 

Each soldier who wishes to complete and submit a packet for 
consideration, both initial (IERW) and Other Source Accession (OSA), 
must prepare an essay using the format provided.  

This will enable the Aviation Board members to gain insight into your 
desire to join the Aviation community for the Tennessee Army National 
Guard.  This essay should reflect your background, current abilities and 
all assets you can provide as a valuable resource to continue the high 
level of Aviation readiness, both now and into the future.  There is no 
minimum number of words required.     

This is your opportunity to gain approval for one of these highly 
coveted positions.  

 

CW2 Victoria E. Murphy 
CW2 AG TNARNG 
WOSM RRB 
Office: (615) 313-3133  
Cell: (615) 557-7313 
Victoria.e.murphy2.mil@mail.mil  
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