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Figure 5-22.
(1) Smallpoz immunization columns §4-30.
Enter month and year {as determined from
individual's Standard Form 605) in which
the next immunization is due.
(2) Typhoid immunization columns 56-57.
Enter month and year (as determined from
individual’s Standard Form 601) in which
the next immunization is due.
(3) Telanus Tmmunization --columns  §8-59.

Enter month and year s determined from

in which

Standard Form 601}
the next immunization is due.

mdividual’s

For local use.

Medical examination  columns 66-67. Fn-
ter the month and vear (as determined from
ltem 14, DA Form 66 or ltenkTs DA Form
20) in which the individual is due to receive
4 medical examination: if individual is due
only for a medical evaluation encircle the

1, B, C.—c¢olumns 60-65.
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CHAPTER 1
ORGANIZATION

Section I.

I-1. Definitions. The following definitions apply
to organizational elements deseribed in this regula-
tion:

a. Functional team. An organizational subdivision
of each functionsl element of the Personnel Service
Division except the Administrative Machine Branch.

b. Composite icam. A group of functional teams
consisting of one from each branch of the Personnel
Service Division, except the Administrative Machine
Branch, designed to provide complete personnel
service for a specific group of divisional units.

c. Second echelon support team. An equitable
subdivision of a composite team, predesignated for
attachment to specific divisional units detached
from the division for over 30 days, for the purpose
of providing complete second echelon personnel
support.

d. Special purpose team. A group of noncommis-
- sioned officers and personne! specialists, representing
one or more composite teams, designed to provide
specialized personnel service involving inprocessing,
outprocessing, military pay, or personal affairs.

1-2. A division of AG Section. As indicated in
FM 12-11, the Personnel Service Division is a major
element of the division AG Section. Accordingly,
the Personnel Service Division normally is delegated
the operational authorities and responsibilities for
military personnel management and administration
which are vested in the division commander. -

1-3. Role in division personnel support system
(AR 600-17). a. The Personnel Service Division
performs a central role in the division personnel
support system by serving as an executive activity

GENERAL

for the division commander and the division staff to
accomplish the following functions:

(1) Exercise, within command policy, the
division commander’s authority in per-
sonnel matters.

Monitor the utilization of personnel
throughout the division to insure sound
personnel management procedures.

Furnish statistical data on current and
projected personnel strengths.

Assign and reassign personnel to meet unit
requirements in accordance with estab-
lished priorities.

Prepare personnel reports for use by the
various levels of command and higher
headquarters.

Assume custodial responsibilities connected
with each of the individual personnel
records. _
Provide technical -advice on personnel
management and administration.

b. The division adjutant general must insure that
the division staff understands the division personnel
support Bystem to avoid the requesting of personnel
information from subordinate commanders which is
available in the division headquarters.’

¢. The Personnel Service Division provides service
to major subordinate commanders and battalion
commanders on those personnel matters which will
affect the combat effectiveness of their commands.
These commanders will be concerned with all fune-
tions listed above except that they will seek technical

(2)

(3)
(4)

(5)

(6)

@

- adviee on only those personnel matters which are

beyond the capabilities of their personnel staff
NCO’s.

1-1
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Section II. ORGANIZATIONAL STRUCTURE

1-4. Structure. The organizational structure of
the Personnel Service Division includes five func-
tional branches and is illustrated in appendix 1-1
(see also sec. IV). The important characteristics of
this structure are—

a. Provisions for a functional division of personnel
work. Appendix 1-II outlines functional responsi-
bility by branch. This division of work offers the

following advantages:

(1) It limits the range of skills and knowledge

(2)
3

required of each personnel specialist and
thus helps to minimize the detrimental
effects of high personnel turnover.

It facilitates training of new personnel.
It increases the skill and output of indi-
viduals through concentrated aitention to
a limited segment of personnel work.

b. Provisions for seven composite teams.
(1) Each branch of the Personnel Service

1-2

Division, except the Administrative Ma-
chine Branch, provides a functional team
“to serve in each of the seven composite
teams.
functional teams from the Personnel Man-
agement Branch consists of a Senior
Personnel Management Team Specialist
and two Personnel Management Team
Specialists.) Appendix 1-1II illustrates
the size of each functional team and the

(For example, each of the seven

resulting composite teams. A composite
team is shown in figure 1-1.
559 5r Pay ¢
Pers Pers Team Team
Sp gt Sp Lar Tar
FPers Pers
Act Lot Pay Rec
My L
Figure 1-1.

(2) Each composite team should serve a group

of units which represent approximately
one-seventh of the division. The composite
teams are staffed alike so it is important
that the groupings service similar numbers
of records. The personnel records of a
typical infantry division could be grouped
as follows:

Composile icam Uﬁih
1._.. Headquarters and Headquarters

Company,
Division,

Headquarters and Headquarters Company,
Support Command, and Band.

Supply and Transportation Battalion,

Maintenance Battalion.

Medical Battalion.

Administration Company.

2____ Military Police Company.

Aviation Battalion.
Signal Battalion.
Engineer Battalion.

3.... 3 Brigade Headquarters and Headquarters

Companies.
2 Infantry Battalions.

4._._ 3 Infantry Battalions.
5___. 3 Infantry Battalions.
6.... Cavalry Squadron.

2 Tank Battalions,

7---- Division Artillery,

(3) The composite team provides the following

advantages:
(a) Adapts to space limitations. The Per-
sonnel Service Division will operate best
in one building. However, if it is not

|

l F
Rept Con
Clk 8p

I
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(b)

(c)

possible to obtain a single building of
adequate size, a division into smaller
units will be necessary. Seven com-
posite teams, representing 168 personnel,
provide greater flexibility for the per-
sonnel officer in regard to space require-
ments because each composite team can
be separated from the others. A com-
posite team of 24 personnel may be
housed in two medium-gsize general
purpose tents in the field and the organi-
zational structure remains intact. Addi-
tional discussion of the physical layout
in garrison and the field is included in
chapter 2,

Facilitates direction by the branch
chiefs. Each functional team includes a
noncommissioned officer or senior spe-
cialist and thereby provides a channel
for the branch chief’s technical super-
vision in each composite team. This
functional supervision insures uniformity
of procedures and a uniform application
of policies. For example, the Personnel
Action Branch Chief can implement a
new Department of the Army directive
or the division commander's policy on
such matters as elimination board actions
by providing instructions for seven

senior specialists. Chapter 2 also con-

tains a further discussion of supervision.
Simplifies the responsibilities of inter-
mediate supervisors. The noncommis-
sioned officer or senior specialist in each
composite team provides a specialized
personnel service to a fixed number of
divisional units. This arrangement elim-
inates confusion over the scope of his
responsibility which might otherwise

prevail in an organization as large as the

Personnel Service Division, and permits

him to develop & close working relation-

ship with a limited number <! subordi-
nates and personnel staff NCO’s in
battalions or brigades. For example,
figure 1-2 illustrates that a Pay Team
Leader in a composite feam serving 3
infantry battalions receives technical
guidance from the Military Pay Branch
Chief, provides supervision for 6 pay
specialists, and deals with only 3 per-
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sonnel staff NCO’s on military pay
matters. These simplified responsibili-
ties permit a quick reaction on the part
of sll concerned. For example, & per-
sonnel staff NCO seeking pay informa-
tion or assistance shares the time and
sttention of the Pay Team Leader with
only 2 other personnel staff NCO's
instead of 26 others. This short reaction
time provides the personal service de-
sired by commanders.

CRIEr, MILITHY
PAY ERANCH

PAY TEEAM
LEATER

6 PAY
SPECIALISTS

el

PERSCINNEL PERSONNEL PERSORKEL
STAFF STAFY STAFF
" RCO RCO. HCO
Pigure 1-8.
(d) Clarifies the point of contact for per-

sonnel staff NCO's. A personnel staff
NCO in a battalion or a brigade should
experience no difficulty in understanding
the organization of the Personnel! Service
Division or his precise contact on any
matter because almost all of his personnel
support is represented in one composite
team. There are two types of excep-
tions. First, the Office Services Unit is
responsible for the publication and
distribution of all orders, therefore, a
personnel staff NCO should deal directly
with that unit on such matters. Sec-
ondly, a personnel stafi NCO should deal
with a functional téam member in the
composite team on routine matters in-
volving Reports, Processing or Control,
and contact the Reports, Processing or
Control Team Leader only on unusual
matters. For example, a personnel
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1-4

(e)

staff NCO should contact a reports
clerk in the composite team on questions
about an existing report; he should
contact the Reports Team Leader to re-
quest new reports or changes in report
formats. ,

Provides for organizationsl integrity.
Nearly all of the personnel management
and administration for a divisional unit
is performed within a composite team.
The exceptions are the services rendered
by the Office Services Unit. A company
or battalion commander visiting the
Personnel Service Division, for example,
needs only to visit one location and talk
with a limited number of personnel to
gain a complete understanding of the
personnel service available to his unit.
Likewise, the personnel specialists are
able to render more efficient and prompt
service when they are able to devote
their undivided sttention to a unit. For
exaraple, a personnel management Spe-
cialist should develop a thorough under-
standing of the MOS requirements
within the battalior he serves due to
the continuous assignments and classi-
fication actions performed; in addition,
he will have a good basis for understand-
ing the priorities established by the
battalion commander.

Simplifies the routing of source docu-
ments. A number of source documents
must be used by personnel specialists
in more than one functional branch.
The routing of such documents to large
branches organized on a functional
basis could result in a complex trans-
mittal pattern, delay or loss. It is
considerably less likely that a source
document will be lost after arrival in a
composite team and delay should be
reduced to s minimum because the func-
tional team members comprise the com-

_posite team. Routing a morning report

serves as a good example because the
procedural guidance, illustrated in figure
1-3, provides that each of two copies
are routed through functional team
members representing all four branches
in the composite team.

(9)

0

Figure 1-8.

Simplifies internal communications. Re-
quests for information, assistance and
various personnel records pose a problem
similar to that of routing source docu-
ments. An organization providing for
independent funetional branches would
present a serious obstacle to necessary
coordination whereas the composite
teams physically group the personnel
specialists who must work together.
For example, almost all of the tasks
performed by a personnel action spe-
cialist require a review of the 201 file
maintained by a records clerk.

"Provides for detachments. The Person-

nel Service Division must be capable
of responding to changing conditions,
and one such case may be & requirement
to provide direct second echelon per-
sonnel support to units detached from
the division. Normally, only the combat
elements are subject to detachment.
In this event, a second echelon support
team may be separated from the com-
posite team without hindrance to the
composite team because the detached
personnel specialists will have worked
continuously with the same unit records.
Figure 1-4 illustrates a typical second
echelon support team for an infantry
battalion. A Records or Pay Team
Leader should assume charge of a second
echelon support team from the time it is
detached from the Personnel Service
Division until it iz reported to the
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responsible 8-1. The Records or Pay
Team Leader again assumes charge of
the team upon detachment from the
battalion and will retain control until it
i8 returned to the physical control of the
Chief of the Personnel Service Division.
On the occasion of a detachment with no
subsequent attachment to another divi-
sion, the battalion -1 and personnel
staff NCO assume the duties of the per-
sonnel officer and personnel sergeant,
reapectively.
¢. Provision for a Machine Processing Unit.

(1) The provision for 8 Machine Processing
Unit represents the most significant de-
parture from the usual division personnel
support and, of course, necessitates the
centralization of personnel records. The
division commander and higher command-
ers have had punched card machine sup-
part for some time, however, that support
represented only a residual capability
because the primary mission of machine
activities has been service to Headquarters,
Department of the Army or other special
‘purposes. The Machine Processing Unit
support is designed to provide direct
personnel management and administration

- service to the division commander,

(2) The Machine Processing Unit contains an
suthorisation for equipment with proven
capabilities as an initial phase in the
transjtion to advanced equipment and

8«1
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systems. Accordingly, the initial applica-
tions are limited to the machine prepara-
tion of the presently required rosters,
reports and military pay vouchers which
are both time consuming snd subject to
etror when manually prepared..

(3) Inthe event the Personnel Service Division
is designated to function without punched
card equipment, the following note refer-
ence changes to TOE 12-37E or TOE
12-157E, as applicable, should be made in
the general order which nactivates the
Administraticn Company:

{a) Mililary Pay Branch. Add—
I1den- Num-
Designation tity MO8 ber  Groda
Unit Pers Tech. ... _..__ W_ .- THAO. ... 1.._. WO
(b) Personnel Records Branch. Add—
T wos N orode

- - Derignation Kty
Personnel Adm Clk_..._.._  E_._.. 71810... . 4. E4
Clerk-Typist._. ... ..._... E.._.. 7H10.__.. 2 .. E4

() Personnel Management Branch. . Add—

Idan- Num-
Clerk-Typist_._..._..._... E___.. T110. . __ 2... 4
Per Mgt Team 8p_........ E....-716.20___. 11__. EA

(d)  Administrative Machine Branch.. Delete
eniire paragraph. Add—
Tden-

. Designation ity 808 o Grets
Chief s O..... AG 2120 _1__. Lt
AdmBupy. ... E..... NCT1760. 1._. E-8
Adm Bpee. ..o Eeeeoos N710...._ 3.:. E-B
8r Cik-Typist. .o ... E.....7T1120..___ 1... E§
Clerk-Typist............... E-...7I110..... 6.._ B4
Adm Msg Clk______.____._ E_____ 71000 ____ 3. ._ E3
Mimec Op.. oot D Y 4 [ ( { S ... E3

1-§
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Section Ill. SPECIAL PURPOSE TEAMS

1-5. Incoming replacement processing team. a.
The personnel processing of replacements is an
important part of the total replacement processing
and should be scheduled as early as possible. In-
processing should be performed in the Replacement
Detachment except when there are fewer than 50
replacements. The Incoming Replacement Process-
ing Team should be thoroughly trained in its duties
in order to perform accurately and efficiently the
complete initial processing procedure. This will
enable the unit commander to utilize the replace-
ment upon arrival and in addition will eliminate a
number of subsequent visits to the Personnel Service
Division.’

b. The Incoming Replacement Processing Team
will be organized from representatives furnished by
the Personnel Management, Personnel Records,
Personnel Action and Military Pay Branches.

¢. From information on the number of replace-
ments to be processed the chief personnel manage-
ment NCO must determine the number of personnel
specialists required to accomplish the inprocessing.
To simplify this determination an inprocessing team
requirements formula should be devised to show the
number of personnel specialists required to process
different numbers of replacements and must be
modified as experience proves necessary. A sample
formula is shown in appendix 1-1V.

d. The chief personnel management NCO desig-
nates a Senior Personnel Management Team
Specialist as the team supervisor. The chief per-
sonnel manasgement NCO furnishes the date and
time for the processing and his personnel require-
ments to the chief noncommissioned officer of each
participating branch.

e. During the inprocessing of replacements the
following functions will be accomplished:
(1) A unit of assignment will be determined
(Procedure 3-15).
(2) All personnel records will be audited (Pro-
cedures 61 and 6-2).
{3) The replacement receives all back pay and
travel and related pay due (Procedure 5-1).

(4) A Personal Affairs Envelope will be pre-

pared (Procedure 4-26).
{5) Personnel information for unit commanders
-will be prepared (Procedure 3-15).
f. The inprocessing team should correct only
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those records which require information from the
replacement.

g. The division finance officer and the staff judge
advocate should be notified of the number of
replacements to be processed in order that they
may plan their workload.

k. An officer assigned to the Replacement De-
tachment should be appointed to sign documents
requiring a witnessing or certifying officer.

1. When there are less than 50 replacements to be
processed, inprocessing should be accomplished in
the composite team &t the Personnel Service Divi-
sion. :

1-6. Outgoing personnel processing team. a.
The Personnel Service Divigsion should plan for
outprocessing on & daily basis due to the large num-
ber of troops served. Each day’s workload will
represent soldiers from units throughout the division
and the processing of records maintained by one or
all of the seven composite teams in the Personnel
Service Division. In order to reduce the number of
soldiers reporting to the Personnel Service Division
and to minimize difficulties in routing and sched-
uling, an Qutprocessing Team should be pfovided.
The Outprocessing Team should be held responsible
for insuring that all personnel records leaving the
Personnel Service Division are complete and current.
The Qutprocessing Team should be provided facili-
ties in or near the Personnel Service Division, the
Transfer Point or the Replacement Detachment.
There may be occasions when the workload justifies
the Outprocessing Team functioning within a
battalion.

b. The Personnel Records Branch is responsible
for establishing the Outprocessing Team from
among personnel sssigned to the composite teams.
General supervision and responsibility for the
organization of the team rests with the Processing
Unit Supervisor. The composition of the Out-
processing Team is dependent upon the workload,
and the Processing Unit SBupervisor should provide
for a team which can complete the outprocessing
in 1 day. A Records Team Leader normally will
be designated as the OQutprocessing Team Supervisor.
The Processing Team should consist of pay and
records clerks. The assistant chief records NCO and
chief pay NCO should rotate the requirements for
outprocessing assistance among the composite teams.
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The Records and Pay Team Leaders should assign
only well qualified personnel to the Outprocessing
Team.

¢. All outgoing personne! should be processed as
rapidly as possible, and all processing of records
which can be completed in the Personnel Service
Division should be aecomplished prior to the
arrival of the individual for outprocessing. Pro-
cedures 6-5 and 6-86 provide instructions for
complefe outprocessing of records both prior to and
after an individual reports to the Quiprocessing
Team. Procedure 64 furnishes additional instruc-
tions regarding formation and operation of the
Outprocessing Team itself. The Processing Unit
Supervisor by following this procedure should be
able to determine the Qutprocessing Team require-
ments at least 1 week in advance. " At the same
time, the designated Outprocessing Team Super-
visor i8 naotified of his duty assignment, and shortly
thereafter receives a list of the personnel who will
comprise his team and a list of the soldiers scheduled
for processing by the team. The Pay and Records
Team Leaders are charged with the responsibility
for delivering the personnel records to the Processing
Unit Supervisor, who in turn provides them to the
Outprocessing Team Supervisor,

1-7. Military Pay Team. ¢. Experience indi-
cates that pay inquiries, complaints, and problems
are a major cause for visits to the Personnel Service
Division. Since the basis for these inquiries,
compaints, and problems often originate with the
pay specialist, the Personnel Service Division must
be responsible for their solution. To meet this
responsibility without individual visits to the
Personne] Service Division, Military Pay Teams
should be organized to answer questions and resolve
problems in the battalion area.

b. A Military Pay Team should be composed of
the two pay specialists who normally serve the
battalion. Each pay specialist may serve on

alternate months if the inquiry workload is reduced. .

¢. The Military Pay Teams should visit each
battalion on payday and be available at other times
upon call from the personnel staff NCQ. The team
should use & form letter “Request for Information”
to record the questions they cannot answer without
reference to the individual's pay records. A
suggested farm letter is shown in appendix 1-V.

d. Upon return to the Personnel Service Division,
the Military Pay Teams will reply promptly to the
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~ inquiries through use of the ‘“Request for Informa-

tion” form letter. These replies should be routed
through the Pay Team Leader to insure that they
are promptly handled. “Request for Information”
forms will also be received on occasions other than
payday.

¢. Pay Team leaders should also visit the bat-
talions on payday to determine the volume and
nature of pay problems. Pay Team Leaders should
contact the personnel staff NCO’s for information
on the nature of the pay inquiries to resolve problem
Areas. '

1-8. Personal affairs team. a. All Army divisicns
are responsible for maintaining a readiness capability
of varying degrees dependent upon the division
miission and station. Accordingly, emphasis should
be given to operating procedures which will minimize
the time required for officer and enlisted per-
sonnel to complete their personal affairs. Com-
manders should be able to expect that the
Personnel Service Division has provided continual
assistance - to their personnel so that the final proc-
essing of personal affairs will not hinder the unit if
an emergency situation arises. To meet this
responsibility, each Personnel Service Division
ghould determine which parts of the Personal Affairs
Envelope are appropriate to the division’s mission
and station, and provide for the preparation and
periodie review of those inclosures.

b. The Personnel Action Branch is responsible for
the organization and control of Personal Affairs
Teams. Teams will be organized to provide simul-
taneous service for each battalion and separate
company by assigning a team member for each
company size unit. A representative of the Personnel
Action Branch should be assigned to each battalion
to answer inquiries of the other team members while
also processing a company size unit. Alternate team
members must be designated in advanee to provide
service during leave or other absences of the assigned
team members. Personne]l Management Team Spe-
cialists and reports clerks should not be designated
as team members or alternates because they have
other important duties which coincide with the
Personal Affairs Team activities.

¢. A Personal Affairs Envelope should be prepared
during inprocessing as described in Procedure 4-26.
The Personal Affairs Envelope should accompany the
individual to his unit of assignment and remain at
the unit level. The {forms within the Personal Affairs
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Envelopé should be completed in detail except for
the signature and effective date which would be
entered in the event of an emergency.

d. In order to provide for review of the Personal

Affairs Envelope, the Chief, Personnel Action
Branch should periodically direct the personnel
action specialist to assemble the team and proceed
to the designated battalion or separate company to
accomplish the review (Procedure 4-27).

Section IV. APPLICATION TO SEPARATE BRIGADES

1-9. Organization. a. The organizational struc~
ture of the Personnel Service Division in a separate
brigade having 3 composite teams is illustrated in
appendix 1-VI. A Machine Processing Unit is not
authorized in the brigade because it is not feasible
to employ punched card machines to service the
reduced strength of a separate brigade. The pro-
cedures contained in chapter 7 which are applicable
to the Office Services Unit of the Administrative
Maschine Branch are more properly performed by
the Adjutant General's Administrative Services
Division with the exception of orders writing.and
the preparation of extract copies of morning reports.
" One of the administrative specialists (grade E-5)
assigned to the Administrative Services Division
should be assigned to the Office of the Personnel
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Officer to edit orders requests and prepare orders.
Preparation of extract copies of morning reports
is a responsibility of the Personnel Records Branch.

b. When there are more than 3,000 troops served
by the Personnel Service Division the organization
should be composed of composite teams staffed
to accommodate & grouping of units whose combined
strength does not exceed 2,250. Each composite
team would be organized along functional team lines
as well. When there are less. than 3,000 troops
served by the Personnel Service Division the use of
composite and. functional teams is not efficient due
to the necessary supervisory duplication involved.
In this case the organization as prescribed in DA
Pam 600-8 should be employed.
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APPENDIX 1-I
ORGANIZATION CHART—PERSONNEL SERVICE DIVISION

-1y
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PROCEDURE 3-1
CLASSIFICATION AND RECLASSIFICATION OF ENLISTED PERSONNEL

References. Procedures 10-1-3 and 11-1-3, AR
600-17; AR 61]1-201, AR 611-202
(Classified), AR ¥11-203, DA Pam
600-8, DA Pam 6]11-8.

Procedure \

1. The senior personnel management specialist
screens the Personnel Information Roster (PIR)
monthly and the morning report daily to identify—

a. Soldiers performing on-the-job training (OJT)
to qualify for award of & new PMOS.

b. Soldiers performing duties to qualify for award
of an MOS in the pattern of normal progression from
their present MOS as shown in DA Pam 611-8.

c. Soldiers laterally appointed as NCO's or
specialists.

d. Soldiers appointed to a higher NCO or spe-
cialist pay grade.

e. Soldiers reduced to pay grades not commen-
surate with MOS held.

2. For soldiers under paragraph la and b, if the
unit commander enters remarks on the PIR “to
indicate successful completion of training within a
reasonable period of time (60-120 days), the senior
PM specialist—

a. If the action is classification in an MOS in the -

pattern of normal progression from the current
PMOS as shown in DA Pam 611 8, prepares a
request for orders, signs and forwards to the Office
Services Unit.

b. If the action is classification in an MOS outside
the normal progression from the current PMOS as
shown in DA Pam 611-8—

(1) Prepares 3 copies of an overprinted DA
Form 1049 (fig. 3-1.1).

(2) Forwards the original and 1 copy to the
PM officer for review, signature and
dispatch.

(3) Retains 1 copy in the 31-day suspense file
pending reply from the unit.

3. Upon return of the DA Form 1049 from the
unit, the senior PM specialist reviews the reply and
takes one of the following actions, as appropriate:

a. Prepares, signs and forwards a request for
orders to the Office Services Unit when the reply
indicates agreement between the unit commander
and soldier for redesignation of a PMOS.

b. Prepares the case for MOS classification board
action when the reply indicates agreement between
the unit commander and soldier but will result in
the withdrawal of & VPMOS (Procedure 3-3).

c. Prepares the case for MOS classification board
action when the reply indicates disagreement
between the unit commander and the soldier
(Procedure 3-3).

4. If the unit commander does not enter remarks
on the PIR to indicate successful completion of
(OJT within a reasonable period of time (120 days),
the senior PM specialist-—

a. Prepares 3 copies of an overprinted DA Form
1049 (fig. 3-1.2) requesting an explanation of the
delay and a date by which the soldier may be
expected to become qualified.

(1) Forwards the original and 1 copy to the
personnel management officer for review,
signature and dispatch.

(2) Retains 1 copy in the 31-day suspense file
pending reply from the unit.

b. Suspends the future classification actions upon
receipt of an affirmative reply or consults with the
chief PM NCO upon receipt of a negative reply.

5. For soldiers under paragraph lc and d, if the
present MOS and/or skill level digit is not compat-

- ible with the new NCO or specialist status, thé senior
-PAI specialist refers to AR 611-201 or AR 611-202

{Classified), and determines the appropriate NMOS
and/or skill lever digit, prepares a request for orders,
sigus and forwards to the Office Services Unit.

For soldiers under paragraph le, the senior PM
spedqalist prepares 3 copies of an overprinted DA
Fo 1049 (fig. 3-1.1) requesting that the unit
co nder determine if withdrawal of the 4-digit
PAOS or the fourth digit only is appropriate.

a. Forwards the original and 1 copy to the PM
officer f§r review, signature and dispatch.

b. Retpins 1 copy in the 31-day suspense file
pending reply from the unit.

7. Upor\ return of the DA Form 1049 from the
unit, the sknior PM specialist reviews the reply
and—

a. If the upit commander determines that the
4-digit PMOS\should be withdrawn and requests
retraining in a new MOS, prepares the case for clas-
sification board agtion (Procedure 3-3), or
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b. If the unit commander determines that only
the fourth digit should bhe changed, prepares a
request for orders, signs and forwards to the Office
Services Unit.

8. The personnel management officer reviews and
signs all classification and reclassification corre-
spondence prior to dispatch to the unit.

9. When a soldier is appointed to a higher grade
in an MOS other than his current PMOS, the senior
specialist-—

a. Preperes a reguest for orders to designate the
MOS in which appointed as his PMOS and to
redesignate the old PMOS as his SMOS.

b. Signs the request for orders and forwards to
the Office Services Unit.
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PERSONNEL ACTION 0ATE 5-15 Aug 61
(AR 340-15) 10 Aug 61
FILC REFERENCE UBJELT
[Roclaasification of Enlisted Personnel ,
To: FROM:
C0, Co B, 19th Inf CG, 99th Inf Div
Ft Miller, Utah Ft Miller, Utah
L1} PRCCESSING AJTIONS
1 (X) The Personnel Information Roster verified as of 31 Jyl 61, contains a
remark indicating that mz_m_a._ﬂ_m BA 13 476 581, a member of your
unit, is considered qualified in his DMOS 111,60. Request this correspondence be
forwarded to the individual concerned for concurrence or non-concurrence in the
redesignation of his present PM0S 768,60 to PMOS 111,6Q.
| ( ) (Disciplinary action taken against) (Reduction of) ,
i , & member of your unit, could result in withdrawal of his
PMOS or change in the fourth digit only. Request this headquarters be
notified whether withdrawal of the 4 digit PMOS is contemplated or change of the
4th digit only is contemplated., In any event the fourth digit mst be adjusted
to conform to hia new grade,
i FOR THE CQMMANDER:
/ Capt AGC
Asat AdjJ Gen
2| THRU: CO, 3d Bn, 19th Inf  FROM: CO, Co B, 19th Inf 1, Aug 61
TO0: CG, 99th Inf Div
Attn: Pers Mgt Br
In compliance with Comment Nr 1, the following information is furnished:
i (X) EM concurs in redesignation of hia FPMOS 768,60 to PM0S 111.60.
I ( ) EM doea not concur in redesignation of his PMOS, Classification Board
[ Action is requested,
; ( ) EM does not concur in redesignation of his PMOS, EM is being reassigned
to a different duty position which will be ahown on the Perscnnel
Information Roster,
{ } Classification board action is requested.
( ) withdrawal of PMOS (is) (is not) contemplated, Clagsification
Board Action (is) (is not) requested.
( ) Request akill level digit be changed Trom to .
( ) Adjust skill level to conform to new grade.
THOMAS W, Hﬁ%
Capt, Inf
*X* appropriate block. Commanding
USE PLAIN PAPER FOR CONTINUATION OF COWMENTS
DA 1 ?Cmflll 04 9 MEPLACES ECITIONLOF ' OCT 83, HICH 18 OBBOLETE QPO . 1938 O - T4

A Pigure 3-1.1.

37
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PERSONNEL ACTION GATE 230 Aug 61
(AR 340-15) 5 Aug 61
Tl ReFERINCE TuB.tL”
On~The-Job Training
XX THRU: CO, 3d Bn, 19th Inf FRoR: 0G, 99th Inf Div
T0: €O, Co “B", 19th Inf Ft Miller, Utah
L1} o PROCESS I aCT iONS
1 l. The Personnel Information Roster verified for the period ending

Jul 61, does not reflect a remark indicating SP4 Walter R. Truman, RA 19463852,
s succassfully completing On-the-Job Training in his INOS 111.10.

2. 8ince ihe socldier has been performing duty in this position for a
ascnable amount of time (120 days), request this headquarters be furnished an
xplanation of the delay in qualifying for award of the MOS or a date by which
the scldier may be expected to become qualified,

POR THE COMMANDER:

'-A-//%X“-Zé
JOHN W. Smith
Cnp‘b, AGC

! Asst Adj Gen

/

USE PLAIN PAPER POR CONTINUATION OF COMMENTS

DA \ F;Dcﬁ:nl 04 9 MEPLACKS EOITION OF | OCY B3, WHICH IS OBIOLFYE R IS 0 WL

Figure 3-1.2.
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PROCEDURE 3-2
AWARD OF ADDITIONAL MOS TO COMMISSIONED AND WARRANT OFFICERS

References. AR 611-101, AR 611-102 (Classified),
AR 611-103, AR 6i1-112, AR 611-
113 (Classified).

Procedure

I. When Personnel Information Rosters (Proce-
dure 3-18) have been verified and returned from
units and staff sections, the senjor personnel man-
agement specialist—

a. Screens the rosters to identily officers and
warrant officers who have performed duties in other
than their PMOS for a period of 60 or more days.

b. If there are officers who have performed duties
in an MOS other than their PMOS for 60 or more
days, takes the following actions:

(1) Obtains the 201 files from the records
clerk and screens the Officer Qualification
Record (DA Form 66) to determine if the
MOS has been awarded as an additional
MOS.

(2) Prepares 3 copies of an overprinted DA
Form 1049 (fig. 3-2.1) addressed to the
officer’s immediate superior, if the MOS
has not been awarded as an additional
MOS.

(3) Signs and dispatches the original and 1
copy of the DA Form 1049 to the officer’s
immediate superior.

(4) Places a copy of the DA Form 1049 in the
31-day suspense file. Destroys the sus-
pended DA Form 1049 upon return of the
reply from the unit.

2. Upon return of the DA Form 1049 from the
unit, the senior PM specialist determines if the
MOS is approved for award as an additional MOS.

a. If award of the MOS is approved, and provid-
ing the approving officer is not the officer's com-
manding officer—

(1) Prepares a comment addressed to the
officer’'s commanding officer requesting
that he notify the officer of the MOS award.

(2) Signs the comment for the personnel man-
agement officer and dispatches the cor-
respondence to the commanding officer.

b. If award of the MOS is disapproved, suspends
the action for 4 months, then repeats the steps in
paragraph 1b(2) through (4).

c. If, at the end of 6 months from the date of
assignment to the duty position, the officer is still
not considered qualified for the award of the addi-
tional MOS, the senior PA specialist forwards the
disapproved DA Forms 1049 to the chiel personnel
management NCO for review.

3. The chief PAl NCO reviews and discusses the
classification action with the PM officer.

4, The PM officer contacts the officer's immediate
superior and/or commending officer to determine
which action under section 1I, AR 611-103 will be
taken.

5. Award of additional MOS for warrant officers
is subject to approval by the Department of the
Army. The basis for and conditions under which
additional MOS may be awarded to warrant officers
are prescribed in section IV, AR 611-103 and AR
611-112.
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AR 600-16

PERSONNEL ACTION SLEB.18 Jul &1
(AR 140-15) 8
FILE REFERURCE VB ECT

Aver @ of Additicnal MOB

‘Battalion Supply Officer o
1st Bn, 19th Inf, S9th Inf Div G, 99th Inf Div
Fort Miller, Utah Fort Miller, Utah

lal PROCESS the, ACT 10N

1! Perscunel records indicate that 28 Lt Harold . Miller, 01346789 has
fulfilled the minimmm training requirement to be awarded an additional MOS

of 4010, UP Section II, AR 611-103. Ae the officer‘e immediste superior,
request your cooments hereom and retuwrn of this correspondence through channela.

FOR THE COMMANDER:

/%ﬂ. it
/7 JOAN W. SMITH
Capt, AGC

Asst Ad) Gen

r————-— —_— e —— e ———— ——

USE PLAIN PAPER POR CONTINUATION OF CONMENTS

FORM
D T OcT s 49 REPLACKES EDITION OF 1 DCT B, MKICW 13 ORIOLETL CPO 1% O Mty

Figure 8-2.1.
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AR 600-16

PROCEDURE 3-3
MOS CLASSIFICATION BOARD PROCEEDING—ACTION REQUESTED BY UNITS

References. Procedures 10-1-3 and 11-1-3, AR
600-17; AR 611-201, AR 611-203.

Procedure

1. Upon receipt of a DA Form 1049 from & unit
requesting MOS classification board proceedings, the
senior personnel management specialist-—

a. Obtains the 201 file from the records clerk.

b. Evaluates the comments by the soldier and by
the unit and bhattalion commander.

¢. Prepares a letter in 3 copies to refer the case to
the president of the appropriate MOS classification
board.

d. Attaches the DA Form 1019 requesting bhoard
proceedings to 2 copies of the letter and forwards to
the chief personnel management NCO for review.

¢. Retains 1 copy of the letter for reference until
the board convenes.

f. Returns the 201 file to the records clerk.

2. The chief PM NCO reviews, signs and dis-
patches the letter to the president of the board.

3. On the date the board convenes, the personnel
management specialist—

a. Obtains the 201 file from the records clerk.

b. Delivers the 201 file to the president of the
board.

¢. Assists the president of the board as required.

d. Returns the 201 file to the records clerk.

4. Upon receipt of the board proceedings, the
senior PM specialist—

a. Examines the board proceedings to determine
if the board was conducted in accordance with
section 1X, AR 611-203.

b. Examines the board findings and recommenda-
tions to determine if training in o new MOS was
recommended.

c. H training in a new MOS was recommended—
(1) Determines if training in the recommended
MOS is authorized by current DA and local
directives governing MOS classification
procedures.

(2) Determines if the soldier meets the mini-
mum physical profile requirements for the
MOS as shown 1n AR 611-201.

(3) Prepares an informal note indicating the
soldier can or cannot be trained in the
reccommended NOS. IForwards the note
together with the board proceedings to the
personnel management officer.

d. If retention of the soldier’s PMOS is recom-
mended, forwards the board proceedings to the PM
officer.

5. The PM officer reviews and takes one of the
actions required by section IX, AR 611-203.

a. Prepares an informal note indicating the
final action.

b. Gives the board proceedings and the note to
the chief, PM NCO.

6. The chief PM NCOQ prepares a comment to the
DA Form 1049 which requested MOS classification
board proceedings. Includes the final action on the
case and requests that the soldier be informed.

a. Signs and dispatches to the unit.

b. Forwards the original copy of the board pro-
ceedings to the appropriate records clerk for in-
clusion in the 201 file.

¢. Forwards a duplicate copy of the board pro-
ceedings to the central files in the Office Services
Unit.

7. When final action on the case results in im-
mediate reclassification action, the chief PN NCO
prepares a request for orders, signs and dispatches to
the Office Services Unit.

3-11
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AR 600-16

PROCEDURE 3-4
MOS CLASSIFICATION BOARD PROCEDURE—FAILURE TO VERIFY QUALIFICATION IN MOS

References. AR 611-201, AR 611-203.
Procedure

1. Upon receipt of MOS test evaluation scores
from the test control officer (TCO), the senior
personnel management specialist—

a. Determines the names of soldiers having an
evaluation score of less than 70.

b. Obtains the 201 files from the records clerk.

¢. Determines whether the test was a 1st, 2d or 3d
MOS test failure.

d. For cases involving 1st or 2d MOS test failures,
prepares a letter (fig. 3—4.1) in 3 copies to the unit
advising the commander that the individual must
appear before an MOS classification board.

e. For cases involving 3d MOS test failures,
prepares a letter (fig. 3-4.2) in 3 copies to the unit
directing the commander to initiate board action
under the provisions of AR 635-209.

J. Signs the letter for the personnel management
officer and dispatches 2 copies to the unit.

¢. Suspends 1 copy of the letter pending reply
from the unit commander.

h. Returns the 201 file to the records clerk.

2. Upon receipt of a reply to the letter (par. 1d),
the senior PM specialist—

a. Prepares a letter in 3 copies, referring the case
to the appropriate MOS classification board.

b. Attaches the statements from the unit to 2
copies of the letter and forwards it to the chief

3~12

personnel management NCO for review and dis-
patch.

c. Retains 1 copy of the letter for reference until
the MOS classification board convenes.

3. The chief PM NCO reviews the letter and
attachments, and dispatches it to the president of
the MOS classification board.

4. On the date the board convenes, the personnel
management specialist follows the procedure in
paragraph 3, Procedure 3-3.

5. Upon receipt of the classification board pro-
ceedings from the president of the board, the
senior PM  specialist follows the procedure in
paragraph 4, Procedure 3-3.

6. Upon receipt of the case from the PM special-
ist, the PM officer follows the procedure in para-
graph 5, Procedure 3-3.

7. The chief PM NCO prepares a letter to the
unit commander indicating the final action and
requesting that the soldier be informed—

a. Signs and dispatches to the umt.

b. Follows the procedure in paragraph 64 and ¢,
Procedure 3-3.

8. When final action results in immediate re-
classification action, the chief PM NCO follows
the procedure in paragraph 7, Procedure 3-3.
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AR 600-1¢

HEAIQUARTERS
O9TH INFARTHY DIVISICGN
FORT MILLFR, UTAE 5~-9 August 1961

2 Angust 1961
SUBJECT: MOS Test Evaluation Failure

TO: Cammanding Officer
Company C, lst Dattalion
19th Infantry
Fart Miller, Utah

1. M08 test evaluation scores received during Jul 61
indicate that Sgt E-5 Robert L. Mason, RA 163377, & member of
your organization, falled to attain a minimmm score of 7O, there-
Ty failling to verify qualificatiom in his PMDS 111,60,

2. Personnel records indicate this to be a 24 MOS test
feilure., Secticn VII, AR 611-203, requires that soldiers with
lst or 210 MOS test evalustion failures appear before an MOS
classification board.

3. Request a statement concerning the individual be fur-
nished as an inclosure hereto. The statement should include, but
is not limited to, & suwmary of duties performed, conduct and
afficiency, and facts or circumstances possibly affecting test
perforsance and recompendations. Statements by the enlisted man's
immediate superiors may be sttached,

4, Rotification of the dste, time and place of the board
proceedings will be furnished by this beadquarters.

FOR THE COMMANIER:

I o Ao
. /JOHN W, SMITE

~ Capt, AGC

Asgt Ad) Gen

Figure 8-4.1.
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AR 600-16

3-14

HEADQUARTERS
99TH INPANTRY DIVISION
FORT MILLER, UTAH S-12 August 1961

1 August 1961
SUBJRCT: Elimination UP AR 635-209

TO: Comaunding Officer
Campany A, lst Battalion
1hth Infantry
Fort Miller, Utah

1. MOS test evaluation scores received during Jul 61
indicate that SPh Albert M, Henderaon, RA 35486239, & member of
your organization, failed to attain a minimm sccre of TO, there-
by failing to verify qualification in his PMOS 111,10.

2, Personnel records indicate this to be a 34 MOS test
fatlure, Section VII, AR 611-203, requires that soldiers with 3
MOS test evaluation failures appear before 8 board convened under
the provisions of AR 635-209,

3. It is directed that necessary action be initiated referr-
ing the case to the appropriate board convened under the provisions
of AR 635-209, and this headquarters be advised of action taken not
later than the suspense date.

FOR THE COMMANDER:

7 /r(// ),Z,«f/

JOHN W, SMITH

Capt, AGC
Asst Adj Gen

Figure 8-4.2.
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AR 600-16

PROCEDURE 3-5
ARMY LANGUAGE PROFICIENCY TESTING

Reference. AR 611-6.

Procedure

1. Upon receipt of Language Proficiency Test
results from the test control officer (arrangements
for testing may be made by the individual or
through his unit), the personnel management
specialist-—

a. Obtains the 201 file from the records elerk,

b. Screens the DA Form 20 (Enlisted Qualifica-
tion Record) or DA Form 66 (Officer Qualification
Record), as appropriate, and determines i the
test 1s an origingl or retake.

¢. If the test is an original and ratings are *“‘poor”’
on hoth parts—

(I Returns the 201 file and the test results to
the records clerk with instructions to
post the qualification record and destrov
the test results.

(2) Contacts the appropriate personnel staff
NCO and requests that he notify the
individual of the test results.

d. If the test s an original and ratings on either
part are “good” or “iair'” or the test is a retake and
the ratings on both parts are *'poor’”—

{17 Contacts the appropriate personnel staff
NCO and requests that he wrrange an
appointment for the individual to report
to the Personnel Serviee Division for
interview.

(2) Suspends the 201 file and test results for
the date of the appointnient.

2. On the date of the appointment, the PN
specialist—-

a. Prepares 1 DA Form 330 (Language Fluency
Questionnaire) in an original copy only (items 6
through 13 are completed on enlisted personnel
only) based on—

{1} Persongl interview with the individual.
(2) Information contgined in the 201 file.
{3) The test results.

b. Prepares a memo routing slip addressed to

the individual’s unit commander with instructions

to forward the DA Form 330 with the unit morning
report.

c. If the test was an original and u linguist
special qualifications digit or 2-digit language code
has been previously awarded—

(1) Attaches the memo routing shp to the
DA Form 330,

(2) Forwards the DA ¥orm 330 to the chief
personnel management NCO for review.

d. If the test was an original and a linguist
special qualifications digit or 2-digit language code
has not been previously awarded—-

(1) Prepares a request for orders awarding the
special qualifications digit or 2-digit lan-
guage code.

(2) Attaches the memo routing slip to the
DA Form 330 and forwards it together
with the request for orders to the chief
PAM NCO for review.

e. If the test is & retake and the ratings on both
parts are “poor”’—

(1) Determines if a special qualifications
digit or 2-digit language code has been
previously awarded.

(2) Prepares 4 request for orders to withdraw
the special qualifications digit or 2-digit
language code if previously awarded.

(3) Attaches the memo routing slip to the DA
Form 330 and forwards it together with
the request for orders to the chiei P
NCO for review.,

f. Returns the 201 file and the test results to the
records clerk with instructions to post the quali-
fication record and destroy the test results,

3. Upon receipt of the above mentioned docu-
ments, the chief PM NCO—

a. Reviews, signs and dispatches the request
for orders to the Office Services Unit, if applicable.

b. Reviews the DA Form 330 and gives it {o
the personnel management officer for review, sig-
nature and dispatch to the unit.

1. The PA officer reviews, signs and dispatches,

3~15'
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AR 600-16

PROCEDURE 3-6
REQUESTS FOR RETESTING FOR APTITUDE AREAS

References. Procedure 11-1-12, AR (600-17; AR
10-5, AR 10-50, AR 6i11-201, AR
611-203, AR 621-5.

Procedure

I. Upon receipt of a request from the unit, the
personnel management specialist—

a. Obtains the 201 file from the records clerk.

b. Screens the request against the retest cri-
teria in AR 611-203

c. Prepares a comment to the test contro! officer
(TCO) requesting arrangements be made to ad-
minister the test, if sereening indicates the request
s for a first retest and the individual meets the
criteria in AR 611- 203, or

d. Prepares a comment addressed to the head-
quarters having authorty te approve second
retests if sereening indicates the request s for a
second retest and the individua! meets the criteria
in AR 611-203, or

¢. Prepares a comment returmng the request to
the unit if the individual does not meet the eri-
teria in AR 611-203. Includes the reason for {ailure
to meet the retest criteria.

3-16

J. Returns the 201 file to the records clerk.

2. The PM specialist forwards all requests for
retesting for aptitude areas to the chief personnel
management NCO for review, signature and dis-
pateh. (The means and responsibility for notifying
the individual of the date, time and place to report
for testing is a matter of local poliey.)

3. The chief PM NCO reviews the request,
signs for the personnel manapement officer, and
dispatches it to the TCOQ.

4. Upon receipt of the test results from the
TCO, the PN specialist—

a. Ubtains the 201 hle from the records clerk.

b. Computes the test scores to determine changes
in aptitude area scores.

e. Returns the 201 file together with the test
results and the recomputation of the aptitude area
scores to the records clerk for posting.

d. Contacts the appropriate personnel staff NCO
and requests that he conmtact the individual and
inform him of the test results and arv changes in
aptitude area scores resulting from the retest.
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AR 600-16

DISPOSITION FORM

(AR J40-15)

OFFICE SYMBOL OR FILE REFERENCE

SUBJECT

Assigmrent of Replacements Report

To Pers Off, PSD
v AG

not £irm,
GRADE

Sp———————

E-T (BC)
B-6 (KC)

B-b (8p)

E-4 (Sp)

2. Followving is a list of the actual pumber of replacements received and

arrival during the period 3-10 Jul 61.

MOS

TL7.T0
111,60

768.20

FRom Pers Mgt W
PED

DATE 3 vul bl

1. PFollowing 18 a projected report of replacement personnel scheduled for
Projected assigmments are indicated, but are

MR PROJECTED ASSTGNMENT
1 (1) Division GL
12 (3) 24 Bn, 19th Inf
E ist Bn, 12th Inf
l 1st Bn, 19th Inf
30 (16) 2a Bn, 1hth Inf
8) 1st Bn, 19th Inf
3) 24 B, 15th Inf
3) 1st Bo, 12th Inf
1 (1) 234 B, 1kth Inf

assigments effected far the period 23 Jun - 2 Jul 61,

CGRATE

g a—

B-6 (KC)

E-5 (XC)

E-% (3p}

E-3

DA .54 2496

N8
113,60

T68.10

111.10

HR ACTUAL ASSIGRMENT
12 4) 1st Bn, 1Gth Inf
3) 34 Bo, 1ith Inf
2} 24 Bo, 12th Inf
3) lst BEa, 12th Inf
b 52; 24 Bo, 19th Inf
2) 1lst Ba, 12th Inf
3 1) 34 Bn, 14th Int
1} 24 Ba, 12th Inf
1) 1ist Ba, 12th Inf
48 (12) 34 B, 12th In
(9) 24 Bn, 19th Inf
{u 24 Bn, lhth Inf
16) 34 Bn, 16th Inf

A

S/ JOHR W

Capt, AGC
Pers Mgt Off

REPLACES DD FORM 86, EXISTING S

ISSUED AND USED UNTIL | FEB 83 UNLESS SOONER EXHAUSTED, ¢ 0.5, COVLRANLET PRINTING OFFISE L I6L O~ RXMED

Figure 8-14.1.

cWT 1
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AR 600-16

PROCEDURE 3-15
INITIAL ASSIGNMENT TO THE DIVISION—COMPANY LEVEL

References. AR 611-201, AR 611-202 (Classified),
AR 611-203, AR 611-208, AR 614-
210, AR 614 -280.

Procedure

1. The senior personnel management specialist
receives information on incoming replacements
allocated to battalions and separate companies
served by his composite team from the chief per-
sonnel management NCO, and takes the following
actions:

a. Considers assignment priority information
previously received from the chiefl PM NCO and
personnel staff NCQ's.

b. Determines projected company assignments by
using the Personnel Inventory Report, Part 1.

¢. Contacts the appropriate personnel staff NCO.

(1) Informs him of the number of expected
replacements by MOS and grade, projected
for assignment to each company.

(2) Requests information concerning con-
currence of the projected assignments
and ‘or changes in priorities for assign-
ments.

d. Posts the Personnel Inventory Report, Part I
(PIR). See Procedure 3-19 for preparation, posting
and use of the PIR, Part L

2. On the date enlisted replacements are to be
processed, the senior PM specialist having replace-
ments allocated for assignment to units of the
composite team he serves—-

a. Obtains the replacement source information
from the chief PAM NCO.

b. Reports to the Replacement Detachment.

c. Obtains the 201 files of the individuals to be
assigned to units served by his composite team.

d. Determines firm company assignments by--

(1) Screening each individual’s 201 file.

(2) Interviewing each individual.

(3} Considering existing vacancies and pro-
jected loss information reflected on the
PIR, Part1.

(4) Considering assignment priority informa-
tion received from personnel staff NCO's.

e. Takes 201 files for replacements who cannot be
assigned to their original projected assignment,
e.g., individuals having a different MOS from that
reflected on the source of assignment information,

3-28

and individuals having MOS changes and changes in
grade for whom amendments to their orders have
not. been received, to the chief PM NCO for deter-
mination of a new assignment.

f. Consults with the chief PM NCO on replace-
ments having special qualifications and/or training
for possible change of the original projected assign-
ment,

¢. Completes item 29 of the Enlisted Qualification
Record (DA Torm 20) and Section 5 of the Fnhsted
Service Record (IDA I'orm 24), when necessary.

h. Prepares 2 copies of an assignment letter (8ig.
3 15.1) to the unit indicating recommended assign-
ments, and signs for the personnel management
officer.

(1} Holds the original copy of the letter to be
given to the senior enlisted replacement for
delivery.

(2) Holds the duplicate copy of the letter for
later use to--

{a) Post the Personnel Inventory Report,
Part I1.

(b) Insure that unit commanders confirm
assignments by the suspense date.

1. Prepares an information sheet {Incl 1 to fig.
3-15.1) and attaches as an inclosure to the assign-
ment letter.

j. Prepares a request for orders assigning replace-
ments to companies.

k. Gives the 201 f{ile to the replacement and
directs him to report to the inprocessing clerk for
further processing.

[. Posts the replacement source information
(Advance Oversea Returnce lLists, Advance Indi-
vidual Trainee Lists, Orders) to indicate the actual
arrival of replacements.

m. Returns to the Personnel Serviee Division.

(1) Dosts the Personnel Inventory Report,
Part 11.

(2) Gives the requests for orders to the chief
PM NCO for review, signature and dis-
patch to the Office Services Unit.

(3) Returns the assignment source information
to the chief PN NCO.

3. The senior PM specialist designated as the
inprocessing team supervisor returns to the Re-
placement Detachment and performs the following
functions:
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a. Supervises the overall processing.

b. Attaches the information copy of the DA
Form 20 prepared by the records clerk, together
with the DA Form 1315 (Reenlistment Data Card)
received from the personnel action specialist, to
the appropriate assignment letter.

¢. Gives the following documents to the semor
enlisted man sassigned to each battalion or separate
company for delivery:

(1) The original copy of the assignment letters
with attachments.

(2) The Personal Affairs Envelope prepared
by the personnel sction specialist.

(3) Copies of orders.

d. Notifies the replacement detachment com-
mander when the records processing is completed.

e. Returns to the Personnel Service Division.

AR 600-16

f. Gives the processed 201 files to the appropriate
Records Team Leader.

4. Upon return of the assignment letter from the
unit commander, the senior PM specialist reviews
the letter and—

a. Determines if duty assignments were made as
recommended, and insures that the TOE paragraph
and line nurwber to which the individual is assigned
is indicated.

b. Insures that if assignments were not made as
recommended, that changes of assignment are
authorized by existing assignment and utilization
regulations.

¢. Posts the Personnel Information Roster,

d. Forwards the letter Lo the appropriate records
clerk.

3-29
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AR 600-16

HEADQUARTERS
9OTH INFPANTRY DIVISICH
FORT MILLER, UTAH 8-11 May 1961

AQPSD-M 6 May 1961
SUBJECT: Notification of Assigmments

70: Coammnding Officer
Company B, lst Battalion
1hth Infantry
Fort Miller, Utah

1. Individual(s) listed delow (have) (bas) been assigned to
your crganization this date. Assigmment(s) (vere) (was) made
based cn existing vacancies, assigmsent pricrity informaticn
received and expected losses, It is recommended that the indi-

GR, BAME, 58X P06 ABG TO IMOS
SPh Herbert L. Mays 111,10 111.10
08 55 431 933
SPh Joe R, Rogers 112,10 111.10
BA 19 330 012
SGT B-5 Robert L. Mathews 111.60 111.60
RA 16 295

2. An information sheet and & copy of each individual's
qualification record and Reenlistment Data Card (DA Porm 1315) is
attached hereto.

3. Confirmation of the actual assigmments made, to include
the TOF parsgraph and )line nmumber, to which each individual is
assigned will be furnished this headquarters not later than the
suspense date, Indicate the new duty MOS8 if different from the
recoammendsd Aduty MOS.

FOR THE COMMANTER:
; ’! .
Adot 7V ¥
3 Ined 2/ JoEm W, SUTTH
a8 (hpt: m
Anst Ad) Oen

Figure 8-15.1.
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AR 600-16

PROCEDURE 3-16
PROCESSING CONUS LEVIES

References. AR 614-6, AR 614-208, AR 614-254.

Procedure

1. Upon receipt of a CONUS levy, the chief
personnel management NCO—

a. Screens the Personnel Inventory Report, Part
I1, and determines which battalions and/or separate
companies have soldiers available and qualified to
fill the levy.

b. I{ screening indicates there are no available
soldiers, prepares a return indorsement or message,
ug appropriate, 8o stating, or

¢. If screening indicates there are available
soldiers, furnishes the levy criteria and the number
of soldiers required to fill the levy to the appropriate
senior personnel management specialist(s).

2. The senior PM specialist screens the Personnel
Inventory Report, Part I—

a. Determines which units have available soldiers
who can be nominated to fill the levy, insuring that
the requirements are spread as equitably as possible
between units.

b. Prepares 3 copies of an overprinted DA Form
1049 (fig. 3-16.1) requesting nominations. (Request
for nominations mey be addressed to the battslion
commander, and may be consolidated to indicate
each subordinate unit having available personnel.)

(1) Signs for the personnel management officer
and dispatches to the unit or battalion, as
appropriate.

(2) Places 1 copy in the 31-day suspense file
pending reply.

753-008 (7292A) O-63%-5

c. Notifies the chief PM NCO when the require-
ment cannot be completely filled to include the
reason therefor.

3. Upon receipt of the reply from the unit, the
genior PM apecialist—

a. Obtains the 201 file of nominated soldiers from
the records clerk.

b. Screens the 201 files to determine if the soldiers
meet the levy criteria and the criteria in AR 614-6.

¢. Attaches a note to each 201 file indicating the
pending action.

d. Returns the 201 file to the records clerk.

e. Destroys the suspense copy of the DA Form
1049,

J. Forwards the list of nominated soldiers to the
chief, PM NCO.

4. Upon receipt of the names of nominated soldicrs
from the composite team(s), the chief PM NCO—

a. Consolidates and prepares a reply to the levying
headquarters.

b. Gives the reply to the personnel management
officer for review, signature and dispatch,

¢. Retains 1 copy of the reply for reference.

5. The PM officer reviews, signs and dispatches.

6. If the levying headquarters provides assign-
mept instructions and authorizes the division to
publish the reassignment orders; the chief PM
NCO—

a. Prepares a request for orders.

b. Signs and dispatches to the Office Services Unit.
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AR 600-16

PERSONNEL ACT1ON oart B-12 Jaly o% |
(AR 340-18) 8 July &
FILe REFERENCE [CRTYA
AQPED-M r Naxinstion of Enlisted Personnal
* 00, Co B, 1lst B, 19th Inf : Commanding General
99th Inf Div 99th Inf Div
¥t Miller, Utsh Pt Mlller, Utah

LI}

PROCLSSInG ACTIGHY

1. Request nomination of enligted persaxmael as indicsted below, fer
u-mtonmn,mm;mmcmz.

GRAIE M08 . GRAIE v} ..}
B-h 112,10 3
R-5 12,60 1

2., Parsomnal nominsted must possess the following yrerequisite:
Have at lsast 12 months remaining oo current enlistaent.

3. Each individual selected for naminstion will be informad of this actiar
Pricr $0 reticm of this correspondence.,

b. Report of nominaticn to include NAME, GRAIE, SN, and leave address, will
be forwarded to this headquarters not later than 12 July 61.

5. Enlisted persosmnsl nominated will be retained in their curremt unit of
assigneent pending further instructions fram this headquarters.

kA

Asst Ad) Gen

USE FLAIN PAPER FOR CONTINUVATION OF COMMENTS

FORM
DA 1ocT 88 REPLACES EDITION OF | GCT 88, RMICH 13 ORIQLETE GO 1986 O MNTH

Pigure 8-18.1.
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C 2, AR 600-16

PROCEDURE 3-25

REPORT OF ENLISTED PERSONNEL ELIGIBLE FOR TEMPORARY APPOINTMENT
(RCS CSGPA-342 (R5))

Reference, AR 624-200.

Procedure

1. When notified by the chief personnel man-
agement NCO to furnish information to prepare
the Quearterly Report of Enlisted Personnel Eli-
gible for Temporary Appointinent, the personnel
management specialist—

a. Determines the cumulative vacancies for each
grade, by unit, and records the totals on a separate
worksheet (DA Form 2644-R) for each unit. Re-
fers to the applicable TOE and the latest morning
report strengths to obtain the authorized and ac-
tual strengths.

b. Screens the posted-to-date Personnel Infor-
mation Rosters verified at the end of February,
May, August or November, as applicable, to de-
termine eligible soldiers. Individuals are consid-
ered eligible when “yes™ is recorded in the remarks
column opposite their names (Procedure 3-18).

. Count the number of eligibles for each
grade and records the totals on each unit’s work-
sheet. See section TII, AR (24-200.

d. Consolidates the unit totals for each bat-
talion and enters the new totals on a battalion
worksheet.

e. Forwards the battalion and separate company

worksheets to the chief personnel management
NCO.

f. Retains the Personnel Information Rosters
for use in subsequent appointment allocations.

2. Upon receipt of the battalion and separate
company worksheets, the chief personnel manage-
ment NCO—

%a. Reviews the projected input for each bat-
talion and separate company and adjusts the
worksheets by adding the number of expected
eligibles by grade.

b. Consolidates the totals on each worksheet
and prepares a division report using DA Form
2644-R.

¢. Retains the battalion and separate company
worksheets for use in distributing subsequent ap-
pointment allocations,

d. Forwards the completed report to the person-
nel management officer for review, signature, and
dispatch,

3. The personnel managemeni officer reviews,
signs, and dispatches to the next higher head-
quarters.

4. The chief personnel management NCO sub-
mits amended reports if there is a major change in
authorized strength.
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AR 600-16

PROCEDURE 3-26

PERMANENT APPOINTMENT OF ENLISTED PERSONNEL—GRADES E-3
THROUGH E-9

References. AR 600-20, AR 624-200,

Procedure

1. Upon receipt of a suspense notification from
the control specialist which lists individusls
eligible for permanent appointment, the personnel
management specialist—

a. Screens the listing to determine the names of
soldiers listed as being eligible for appointment to
pay grade E-3.

b. Obtains the 201 files of these individuals from
the records clerk, and screens them against the
permanent appointment eligibility criteria in AR
624-200.

c. Annotates all copies of the listing to indicate
those ineligible for appointment, to include the
reason for ineligibility, e.g., favorable personnel
actions suspended under AR 600-31, erroneous
eligibility date on the suspense notification.

d. Returns the 201 file to the records clerk.

e. Prepares 3 copies of & DA Form 1049 (fig.
3-26.1) listing each eligible individual, and the
date on which action should be taken to appoint
those recommended by the unit commander.

/. Signs the DA Form 1049 for the personnel
management officer, and forwards the original and
1 copy to the unit.

¢. Retains 1 copy of the DA Form 1049 in the 31-
day suspense file or a date 3 workdays from the
latest date an appointment action is to be taken.

2. Ifthe unit has not completed the action by the
suspense date, the PM specialist—

a. Requests the senior PM specialist to contact
the appropriate personnel staff NCO and inquire
as to the reason for the delay.

b. Resuspends the DA Form 1049 for 3 addi-
tional workdays and informally notifies the control
specialist.

3. When notified by the unit that the action has
been completed, the PM specialist—

a. Withdraws the suspended copy of the DA
Form 1049 from the 31-day suspense file and
destroys it.

b. Returns a copy of the suspense notification to
the control specialist with an informal note indi-

cating that the completed action applies to soldiers
listed for permanent appointment to grade E-3.

4. Upon completion of the action in paragraph
1, the PM specialist—

a. Obtains the 201 files for soldiers listed as
eligible for permanent appointment to grades B4
through E-9.

b. Screens the 201 files against the appointment
eligibility criteriz in AR 624-200.

¢. Follows the procedure in paragraph le.

d. Prepares a Certificate of Appointment (DD
Form 216A) for each eligible noncommissioned
officer. Forwards the certificates to the personnel
management officer.

e. Prepares an informal note to the records
clerk--

(1) Listing the names of soldiers determined
eligible for permanent appointment.

(2) Requesting that the Service Record (DA
Form 24) for each eligible soldier be
posted in accordance with section ITI, AR
624-200.

f. Returns the 201 files together with the in-
formal note to the records clerk.

g. Returns the original suspense notification
to the control specialist with an informal note in-
dicating that the completed action applies only to
soldiers listed for permanent appointment to
grades F—4 through E-9.

5. The PM officer reviews, signs and dispatches
the DD Forms 2164, or reviews and forwards them
to the signing authority, as appropriate.

6. Upon receipt of a morning report which con-
tains an entry appointing a soldier from a non-
cominissioned officer grade to a higher temporery
noncommissioned officer grade, the PM specialist—

a. Obtains the 201 file from the records clerk.

b. Screens the 201 file and determines if the
grade from which appointed was temporary or
permanent.

¢. Follows the procedure in paragraph 44 and ¢
if the grade was temporary,

d. If the grade was permanent, returns the 201
file to the records clerk and takes no further action.
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AR 600-16

PROCEDURE 6-12
TRANSFER OF RECORDS WITHIN THE PERSONNEL SERVICE DIVISION

References. AR 623-201, AR 640-201, AR 640~

203.

Procedure

Transfer of Records Between Clerks Within the
Same Compostle Team.

1. Upon receipt of orders reassigning an individual
to another unit served by the same composite team,
the records clerk—

a. Files the orders in the 201 file.

b. I’repares and dispatches 8 DA Form 1049
(fig. 7-22.1, DA Pam 600-8) requesting a conduct
and efficiency rating. Places 1 copy of the DA
Form 1049 in the 201 file.

¢. Gives the 201 file to the records clerk who
maintains the records of the unit to which the
individusl is being reassigned.

2. Upon receipt of the 201 file, the new records
clerk— '

a. Places the DA Form 1049 in the 31-day
suspense file.

b. Prepares and dispatches a Notice of Transfer
(DA Form 14-159) not-ifying the custodian of the
individua!l’s health and dental Records of the
organizational change.

¢. Files the 201 file.

3. Upon receipt of the conduct and efficiency
rating, the records clerk—

a. Posts the ratings in the Service Record (DA
Form 24).

b. Obtains the initials of the Chief, Records
Unit on the DA Form 24.

¢. Destroys the rating information.

Transfer of Records Belween Composite Teams.

1. Upon receipt of orders reassigning an individual
to a unit served by another composite team, the
records clerk—

a. Files the orders in the 201 file.

b. Contacts the appropriate personnel staff NCQ
and requests & conduct and efficiency rating.

¢. If it is necessary to transfer the individual’s
health and dental records to another medical
factlity—

(1) Prepares a DA Form 14-159 requesting
that the records be returned to the Per-
sonnel Service Division.

{2) Signs and dispatches the DA Form 14-1359.

2. Onthe individual’s EDCSA, the records clerk—

a. Posts the conduct and efficiency ratings 1o the
DA Form 24,

b. Obtains the Financial Data Records Folder
(FDRY) from the pay specialist.

¢. Obtains the initials of the Chief, Records
Unit on the DA Form 24.

d. Prepares 2 copies of a DA Form 200 for
transmittal of the records. Includes the new unit of
assignment and the composite team to which the
records will be forwarded.

e. Attaches the original copy of the DA Form 200
to the 201 file and forwards the records to the
Records Team Leader (RTL).

3. Upon receipt of the records, the RTL forwards
them to the appropriate records clerk in the new
composite team.

4. Upon receipt of the records, the new records
clerk—

a. Withdraws the FDRF and gives it to the pay
specialist.

b. Prepares 8 DA Form 14-139 transferring the
health and dental records to the new medical
facility; or, if there is no change in medical facility,
prepares & DA Form 14-1539 to notify the medical
facility of the organizational change.

6-29
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AR 600-16

PROCEDURE 6-13
INITIATION AND TRANSFER OF TEMPORARY HEALTH RECORDS

Reference. AR 40-403.

Procedure

1. Upon receipt of a 201 file containing a notifica-
tion that the transmittal of individual's health
and/or dental records has been delayed at the losing
organization, the records clerk—

a. Initiates a ‘‘temporary’ record by preparing a
DD Form 722 (Health Record Jacket) and a DD
Form 722-1 (Dental Record Jacket), as appropriate.

b. Prepares a DD Form 735 (Abstract of Service)
in duplicate.

(1) Fastens 1 copy to the lower left edge of the
opened health records jacket.

(2) Places the other copy in the dental record
jacket.

(3) Prints the word ‘‘temporary” in ink on the
face of the jacket and enters the date of
initiation thereunder.

¢. Forwards the temporary records to the appro-
priate medicsal facility.

d. When delayed records are received, forwards
them to the appropnate medical facility.

2. Upop receipt of a 201 file which does not
contain the health and dental records or a notifica-
tion of delay, the records clerk—

a. Follows the procedure in parsgraph 1la
through c.

b. Initiates a request for the records from the
individual's last known organization.

(1) Files a copy of the request in the 201 file
until a reply has been received.

(2) 1i the reply indicates the records are lost,
prepares a letter addressed to The Ad-
jutant General, ATTN: Personnel Records
Branch, Department of the Army, Wash-
ington, D.C. 20310, requesting a search
be made for the records.

{3) If the records are later received, follows the
procedure in paragraph 1d.


ZapataMP
Pencil

ZapataMP
Pencil


C 2, AR 600-16

HEADQUARTERS
99th INFANTRY DIVISIOR
FORT MILLER, UTAE

12 September 1962

SUBJECT: Correction of Morning Report

A H Commanding Officer
Company D, lst Battalion, 19th Infantry
Fort Miller, Utah

Verification of the Personnel Roster prepared by the servicing
Data Processing Unit (DPU) revealed certain errors which must be corrected
by a morning report entry. The following correcting entries will be made
on the morning report prepared and submitted for your organization for the
period ending 2400 hrs. 18 Sepb2.

8 Aug 61 Smith, Irving H., RA 33562126 MSgt E-7 SN SHOULD BE RA3345216

25 Aug 62 Doe, Fred C.,US 34677985 Pfc E-3 Duty MOS 111.60 SHOULD EE
111.10. -

FOR THE COMMANDER:

W FPigure 6-16.1
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C 2, AR 600-16

PROCEDURE 6-17

% VERIFICATION OF THE ROSTER OF EXCEPTIONS AND THE PERSONNEL ROSTER
FROM THE SERVICING DATA PROCESSING UNIT

(Applicable in lieu of Procedure 6-16 when punched card machines are available.)

Reference. AR 330-504.

Procedure

1. The Machine Processing Unit (MPU) com-
pares the data received each month from the serv-
icing Data Processing Unit (DPU) with the data
which is on file in their punched cards in order to
identify the personnel for whom there is conflict-
ing data. The MPTU will prepare a Roster of Ex-
ceptions which lists each individual for whom
there is a conflict in data. The reports clerk to-
gether ‘with the records clerks must then screen
the 201 file and/or morning report to determine
the cause of differences in data. The Roster of Ex-
ceptions will include some names listed twice and
some names listed only once; when a name appears
only once and is followed by an asterisk, the data
1s that which is on file in the MPU and no corres-
ponding data was received from the DPU; when &
name appears only once and is not followed by an
asterisk, the data is that which is on file in the
DPU and no corresponding data is on file in the
MPUT; when a name appears twice, the second line
is always followed by an asterisk, and is the data
on file in the MPU. Section 1V, chapter 8 con-
tains details on making entries on machine cards,
and must be referred to by the reports and records
clerks when preparing processing cards to correct
data which is on file in the MPT.

2. Upon receipt of the DPU roster and the
Roster of Exceptions from the Reports Team
Leader, the reports clerk takes the roster of Ex-
ceptions to the records clerk who maintains the
201 files of the unit being verified. The reports
clerk and the records clerk jointly verify and cor-
rect the roster as follows:

a. When the name appears on two lines—

(1) Verifies the date on the first line against
the 201 file, and follows AR 330-504 for
making corrections.

(2) Compares the data on the second line
with data on the first line. If there is an
error on the second line, takes the follow-
ing action(s), as appropriate and appli-
cable:

% (a) If there is an error in the name, grade

6-36

or service number, obtains a Personnel
Data Card (DA Form 2468-1) from
the 201 file. Enters the correct data
in the appropriate blocks on the card,
and/or,

(&) I{fthereisan error in the expiration of
term of service, obtains a Personnel
Suspenss Card (DA Form 2470-1)
from the 201 file. Enters the correct
data in the appropriate blocks on the
card, and/or,

(¢) If thereisan error in any other items of
data on the roster, i.e, other than the
items mentioned in {a) and (&) above,
obtains a Personnel Qualifications Card
(DA Form 2469-1) or a Personnel
Data Card, as applicable. from the 201
file. Enters the correct dats in the
appropriate blocks on the card which
contains the incorrect information.
‘When there is other incorrect data on
the Personnel Data Card, and a card
was prepared to correct & name, grade
or service number ((a) above), enters
the correct data in the appropriate
blocks on the same card.

b. When the name appears on only one lineand is
followed by an asterisk screens the morning reports
and determines if the individual was reported asan
assigned gain or loss during the period covered by
the roster.

(1) If the individual was reported as g loss,
enters the individual’s name, prade and
service number on a blank Personnel Data
Card. Enters the date the individual
was reported us an assigned loss on the
face of the card, for example, “Assigned
Loss—Ref MR. ______..tdate) _______, ”

(2) 1f the individual was not reported as a
loss, or was reported as a gain, enters the
missing DPT data from the 201 file on the
blank line above the MPU data, and en-
ters the date the individual appeared on
the morning report in the right margin
of the roster.
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the appropriate entries in item 18 on the record
(see Procedure 4-1).

h. The annuval andit of the DA Form 86 is ac-
complished by forwarding the DA Form 66 in a
sealed envelope to the officer, utilizing DA Form
1049 (fig. 6-18.1) for transmittal. A copy of the
DA Form 1049 is retained in the 31-day suspense
file to control the return of the record. The review
of an officer’s MOS is accomplished by forwarding
the 201 file (o the appropriate personnel manage-
ment specialist when an officer is transferred, reas-
signed, or when an efliciency report is rendered.

2. Enlisted Qualification Record (DA Form
20). a. The records clerk maintains and, when
necessary, remakes the DA Form 20 in accordance
with the details outlined in AR 640-203.

b. 1t is required that a duplicate copy of the
DA Form 20 of enlisted personnel in the following
categories be maintained at Headquarters, Depart-
ment of the Army:

(1) Grades E-7, E-8,and E-9.
{2) Grades E-6 and below, as follows:

(a) Members of the noncommissioned ofti-
cers logistics program.

(8) Special Forces:

1. Personnel awarded special qualifica-
tions digit 4 to primary or duty MOS.

2. Personnel undergoing training in TOE
Special Forces Groups or units pre-
paratory 1o award of special qualifi-
cations digit 3.

(¢) Special duty assignment, MOS 002.

(d) Enlisted Aide, MOS 003.

(¢) Special Bandsman, PMOS 034.

{f) Scientific and Engineering Assistants,
PMOS 309, 409, 509, 709, 908, 909, and
930,

{¢) Nuclear Powerman, PMOS 353,

(h) Attaché Specialists:

1. Personnel awarded MQOS 705 as pri-
mary or duty MQOS,

2. Personnel undergoing on-the-job train-
ing in Attaché System preparatory to
award of MQS 703,

(#) Assistant  Criminal
PAIOS 953.

(7) Intelligence Specialist, PMOS 971 and
972,

(&) Military  Intelligence
PMOS 974,

e. Upon receipt of notifieation that an indi-

Investigator,

Coordinator,

735-008 {T292A) O0-69-1Y

C 2, AR 600-16

vidual has been newly appointed to E-T, or falls
within any of the categories listed in & ahove, the
records clerk--

(1) Prepares a duplicate copy of the DA
Form 20 not later than 5 working days
after the date of appointment. See AR
614-210 for details,

(2) Transmits the duplicate DA Form 20 {o
the Chief of Personnel Operations,
ATTN: EPADS, Deparunent of the Ar-
my, Washington, D.C.. 20310,

d. The records clerk reports changes to items
7, 14, 15, 17, 22, 23, 25, 26, 27, 29, 33 (include per-
manent change of station, change of duty station,
major permanent-type duty assignment changes
only}, and 34. DA Form 66A appropriately mod-
ified in accordance with the provisions of AR 614-
210 and AR 640-203 will be used to report these
changes.

(1) Follows the procedure in paragraph le
(8), except that the envelope is addressed
to the addressee indicated in ¢ above.

(2) Files the duplicate copy of the DA Form
664 in the 201 file for 1 year, or until a
new DA Form 20 is prepared.

¢. Whenever active service in grades E -7, E-8,
and E-9 is terminated for any reason (retirement,
separation without immediate reenlistment, or
death), a final report of change reflecting appro-
priate information will be submitted immediately.

f. Additional copies of the DA Form 20 will be
made 2s prescribed by Department of the Army
directives or for s specific purpose. Each addi-
tional copy so prepared will be clearly marked
“COPY” and will be destrayed immediately after
use for the specific purpose for which prepared.

3. Enlisted Service Record (DA Form 24). a.
The records clerk maintains the DA Form 24 as
prescribed in AR 640-201. When a DA Form 24
becomes unserviceable, it may be remade. The
statement, required by paragraph 7, AR 640-201
will be entered in Section 10 of the remade DA
Form 24, and will be signed and dated by the
Chief, Records Unit.

b. When an entry on the DA Form 24 must be
siened or initialed, the records clerk forwards the
record to the RTL, who will oldain the signature
or initials from the Chief, Records Unit, and re-
turn the record. If the Chief, Records Unit, au-
thorizes the use of a facsimile signature stamp,
the stamp should be in the possession of the RTI..

6-39
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C 1, AR 600-16

PERSORNEL ACTION OATE $-13 Oct 61
(AR 340-15) 2 Oct 61
REFERENCE OR OF FICE SYMBOL SUBJECT
AGPSD-A Aonual Audit of DA Form 66
Capt Thomas W, Lingen, 023 456 RN 66, 99th Inf Div
Co B, 1at Bn, 19th Inf Fort Miller, Utah
Fort Milier, Utah
NR PROCESSING ALTI1DONS
1 Sectiocn VI, AR 611-103, requires all officers to audit their Officer Qual-
ification Record (DA Form 66) annualy. The date of the last sudit as recorded
in Item 35 of your DA Form 66 is _ 11 Oct 60 .

2. Upon completion of thia audit erase present pencil entry in Item 35 and
record new date IN FENCIL,

3. DO NOT correct or change any entry on your DA Form 66 except Item 35.
Remarks concsrning other information on the record may be made in your return
camment,

4. This correspondence togsther with your DA Form 66 is to be placed in a
sealed envelope and hand-carried to the personnel staff NCO who will forward it
to thls headguartsrs, Messapge Center service will not be used.

5. Return completed action by Comment No. 2 not later than the suspense
date,

FOR THE COMMANDER;:
1 Incl EDWARD F. KENT
DA Form 66 (W0, W-3, USA
Asst Adj Gen
2 | TO: CC, 99th Inf Div FROM: Capt Thomas W, Lingen 11 Oct 61
ATTN: AGPSD-A Co B, 1lst Bn, 1%th Inf
Camment No, 1 complied with,
%«)ﬁﬂ pr
1 Incl CMAS W, LINGEN
no 023456
Capt, Inf
CONTINUE ENTRIES ON PLAIN WHITE PAPER
DA t m"i 049 REPLACES COITIONOF 1 DT 83, WHICH 13 ODIOLETE GPO ;i IPS O - MATWL

6-40

* Figure 6-18.1.
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Figure 8-20.
(6) Efficiency report due (officers only)--column eligible for this award. Columns 41-42
40. Enter the month (as determined from are blank when not applicable.
Ttem 2, DA Form 66) during which the (10) Military identification card~ columns 43-4/.
officer is due for an annual efficiency Enter expiration date of the individual’s
report. ID card as determined from Item 33, DA
(7) Completion of on-the-job training (enlisted Form 66; or Section 10, DA Form 24.
only)—column 40. Enter the month (as (11} Federal Housing Admnastration cligibnlily~
determined from Item 33, DA Form 20) column 43. ¥Fater month of January or
in which the individual will complete on- July, whichever is next, as determined
the-job training. This column is blank from DD I'orm 802 certifying the in-
when not applicable. dividual for eligibility. This column is
(8) Photograph (officers only)—columns 41 42. blank when not applicable.
Enter the month and year (as determined (12) Completion of 17-1/2 years service— columns
from Item 24, DA Form 66) in which the 46-47. This item is completed only for
officer is due to be photographed. Columns those individuals who have completed 10
41-42 are blank when not applicable. or more years of service; columns 4647
(9) Good Conduet Medal (enlisted only)—- are blank when not applicable. Enter

month and year (as determined from the
BPED, Item 33, DA Form 66 or Item 34,
DA Form 20) in which ndividual will

8-29
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AR 600-16 0001153195
complete 1714 years of creditable service. e. Major block— completion of 29 years active duty
BPED should be used to assist in the (enlisted only)
identification of these personnel when 10 mandalorz;rrhromcn[((nhsrcdnm’_;)
years of service is completed. eligibilily for promotion/appoint-
ment
\ — ” - ,—r
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Figure 8-21.

(1} Completion of 29 years active duty (enlisted of enlisted personnel to grades I2~3 through
only) --columns 48-49. This ilem 1s com- E-9 and temporary promotion of officers
pleted only for those individuals with more and warrant officers to 1st lieutenant and
than 20 years of active Federal service and CW0O, W-2. Columns 52-53 are blank
with a permanent grade of E-U or helow. when not applicable.

'Ih'eso columns are ‘b]ank for all other (@) Officers. Eligible after completion of 18

enlisted porsonuel. Enter month and year months active duty as 2 commissioned

(fls (lvt(*rtlmned. froAm .th.c most_rf‘(-('nl Dn officer. Enter the month and year as

Form A} in whieh individual will ;-mnpl?lo determined from Item 12 and ltem 18,

20 vears of active Federal service. The DA Form 66.

BASD recoeded on the DA Form 2409, . ticible af l

should be used to assist in the ideatification (o) ]_ arrant officers. 'lullgxbde alter (f-OH’;p e

of these personnel. tion of 1.8 months uz grade from the date

of appointment. ¥nter the month and

12y Mandatory retirement (enlisted only)-—cal- vesr as determined from ltem 12 and

wmns a1-51, Enter month and year as Iterm 18, DA Form 66.

determined from [tems 10 and 23, DA _— ..

crertn om tems .O anet =2 b (&) FEnlisted personnel. Ehgible as follows:

Form 20 and latest DD Form 1) in which L, .

C To ¥ 3, 8 months active duty; to E—4

individual may be due for mandarory RS , ,

retirement.  The olunins are bl and 12-3, 12 months as temporary E~4

ment, e s are olank . , - )

“c}m< 1021 T 11’: o 5o or F-5; 10 E-6 and E-7, 18 months as

en r . N - -

vhen not appheab temporary E-6 or 12-7; to }.-8 and E-9,

(3) Fligibility for promotion (oflicers) and ap- 2 years as temporary E-8 or K 9. Enter
pointment (enfisted personnel)—columns 52— the month and year as determined from
33. Applicable for permanent appointment Section I, DA Form 24.
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APPENDIX 1-O0

PERSONNEL SERVICE DIVISION

FUNCTIONS

OFFICE
OF
THE PERSONNEL OFFICER

AR 500-16

PFRSONNEL MANAGEMENT BRANCH

Responsible for classificstion including testing
and reclassification action.

Makes as3igTments 4o units, processes voluntary
applicationy for overses service, procenres levies
ard POR processing.

Processes applications for special truining,
schooling, spscial assigmeents, and special details,

Fixes parsonnel authorizations fron TOE's,
compates personnel shortages, and adjusta MOS
crarstrengths,

Responzible for utilisation of perscnnel including
utilization of ainority groups, mentally and physically
substandard personnel, and rehabilitated versormael.

Rasponsible for persorme. procurssent inaluding
requisitioning, procursment of perscansl lor CS,
Regular Army and USAR commissions, and Reguiar Ary
and USAR warrant of ficer appointmants.

Identifies peraonnel to be considersd for
slimination prior to expiration of their terms of
s rrice,

Administers the persomnel service divielon portion
of the snlisted evaluation system,

Handles all matters pertaining to appointments,
promotions, reductione, and demotions of officers,
warrant officers, and enlisted persomel.

Accomplishes sample surveys of military
persornel.

Develops, waintains, &nd furnishes MOS strength
and statistionl information as required.

Prepares reports on aligibles for promotion
and personnel surpluses &3 required.

Rasponsible for casualty reporting.

Responsitle for redeploysent and rotation of
officer and anlisted persornel as well s dependenis,

Processes advince oversei returmes lists and
tverassid returnés rostars.

Pmnnl TODOTLS ON DASSENgET FPAGE require-
mants issues Port Call instructions,

PERSONNEL ACTION BRANCH

Processes all matters pertsixing to elimination
cases, releass from active duty, discharges,
retirements, enlistments, extensicn of enlistaents,
raquesta for leave {(excess, emsrgmcy and non-COKUS),
branch tranefers and details of officers, extension
and curtallment of foreign service tours, service
medals, avarda and decorations, lssusnce of ailitary
and depencents identification cards, security
clearances. consusmation of initial appointments of
officers and warrant officers, axtansion or declina-
tiona of active duty for reserve officers, emergency
or disciplinary return of dependerts to the United
States from oversea commands. dependant medical care,
devendant schooling, decendent trevel, and other
matters pertaining to devendents.

insures preparation and submiesion of efficlency
reports on officera and warrant officers on extended
active duty. officers on active duty for treining
and RPA officers, and Regular Army enlisted personnel
holding 8 Reserve Officer appointment or ¥arrant
Officer status, and officer photogrephe.

Insures contrcl of nersonnel actions in
security and investigative cases, FProcesses all
cases derlaining to marriage, legitimirzation or
adontion of children, and civil.legal proceedings.

Asaists in cbtaining travel clearances, pasaports
and! visas,

Administers the life insurance and soldier
voting programs,

Handles all other matters of personwl
administration not specifically assigned o
anotber branch of the Personnal Service Divislon.

RECORDS BRANCH

Rgcords Unit

Prepares and maintains individuil persomnel records
to include officer and enlisted qualification records,
#ervise precords and personhel records fackets.

Roports Unjt

Prepares, verifies and submits rosters and reocorts
required in the Arwy persomel systea exceot those
specifically assigned to another branch of the Parsonnel
Service Divisiom,

Dovelops, maintains and furnishes strength and
statisticel tnforwation as required,

------ T T

Control Jnit

Maintains suspense files on actions pertaining to
individuals from information contained in personnal
records and not otherwise aveilable to the other branches
of the Personnal Service Division. Advizas the other
branches of thess actions and due dates.

Progessing Upit

Initiates end controls processing of outgcing parson-
nel including installation clearances and transmission of
personnel records. Participates in the inprocessing of
replacanant persomsl,

MILITARY PAY BRANCH

Maintains financial deta records folders, payroll
files, tax withholding records and leave records.

Prepares nilitary pay voucher and payroll files,
prepares and dlstributes #ithholding Tax Statements
{42}, savings data reports, accrued lekve reports
and notices of pay change.

Processes oharge sales slips, separste ration
suthorizations, debt liquidation schedules, state-
ments of charges, reports of survey, courts-martial
fines and forfeitures including Article 15 setions
affecting pay, allotaents, soldlers' deposits,
applications for basic allowance for quarters,
requests for special pay actions, pay discrepancies,
statements of service, clothing maintensnce allowances,
and all cther satters affecting the pay or sllowances
of individuals,

Docusents indiridusl antitlements to the varlous
items of pay ard allowances.

Answers queries from individuals and commanders
on all mattors pertaining to military pay,

ADMINISTRATIVE MACHINE BRANCH

Office Services Unit

Responaible for iaternal administration of the
Personnel Service Division, including:

Preparatior. of orders.

Prevaration of oxtracts and true coples of
persormel records.

Preparation of identificetion tags (military
and civilian).

Jistribution and messenger servicas.

Administirative files, acminisirative suspenss
files and recoris adninistration,

Classified document control,
Forms control.

Procurement anc distribution of office
supplies, publications and blank forms.

Maintenance of office furnitures and machines.

All other functions essential to the
administrative support of the Personnel
Service Division.

ne [ 1))

Performs PV@ched card machine and auytcmatic
typevriter ooerations to provide administrative support
for the Parsornnel Service Division.

Conducts systema studies for punched card appli-
cations.

Cooniinates with other eleaents of the Personnel
Service Division on matters pertaining to Hachine
Processing Unit operations.

Kaintains punched card filles required for prepa-
ration of alectrical sccounting machine reports and
statistica.

Haintains punched cerd machines.

Al-3
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APPENDIX 1-HI

Composite Team Organization (Division )

. PERSONHEL "KECORDS BRANCH Persormel [Yersonnel
Military P, Br&!} Records Control ocessing | .Reports |Managerent Action
Branch Chi Unit Unit Unit Unit Branch Brench
Pupy Pers Sp Supv[Pers SplSupv [Pers Sp{Supy Pers Sp Bupy |Pers SpBupy [Pers Sn|turvlors Sp
“Uverall Supv )
Officers 2 1 1 1 1
HRCO 1 1 1 1 1 1 1 1
_Gen Support A =i
TEAM MR 1 1 6 B 6 1 1 2 *3 *3
2 1 6 1 6 1 1 2 3 3
3 1 [ 1 6 ] 1 2 3 3
4 1 6 1 [ 1 1 2 3 3
5 1 6 1 6 1 1 2 3 3
4 ] 3 1 6 ] ] g 3 2
7 1 [ 1 6 1 1 3 3
Sub~Total 10 42 2 9 | A2 i T 1 7 1 14 2 25 1T 2 <3
Total 52 8L 2 5

=TON

Two (2} Personnel Mansgement Specialists and two (2) Clerk Typists.
Two Clerk Typlsts.
Senior Personnel Management/A

Action in Team Number 1 as well as in each other composite tesm.

ction Specialist serves as the working supervisor of Persomnel Management,/

. 91-009 AV
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APPENDIX 1-IV
SAMPLE
INPROCESSING TEAM REQUIREMENTS FORMULA

KR ®SR PERS PROCESSIRG PERS TOTAL

OF REFL PERS }GT PAY SP  RECORDS CLERKS ACTION TEAM
™ Sp CLERK Sp MEMBERS

50 - 64 1-7 6 2 3 3 15=21
65 - -7 7 3 3 3 1723
80 - 99 1-7 8 3 4 4 2026
100 - 114 -7 10 4 5 5 25-31
115 -~ 125 1-7 10 5 6 5 27-33

* A Senior Personnel Management Specialist ie required from each composite team
receiving replacements, ane of whom is designated as tne Inprocessing Team
Supervisor,

Al-6
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ORGANIZATION CHART—PERSONNEL SERVICE DIVISION

APPENDIX 1-Vi

(SEPARATE BRIGADE)

(2-3-86)
Chief,
PSD
*(1.0-2)

Personnel Personnel Personnel Military
Records Manegement Action Pay
Branch Branch Brunch Branch
(0~-1-38) =4 (10.15) _(0-2-9) (0-1-2

Military
Pay
Team
[ 1 |
Records Control Processing Reports
Unit Unit thit it
(0-0-20) __(0-0-7) {0-0-7) (0-0-4)
I 1 1 1
Records Control Processing Reports
Team Tean Team Tean
| | | A | S

* x

Includes 1 Adm Sp (Grade E-5) mssigned to the AG, Adm Sve Div
Includes 1 Repl Sgt MOS 113.70

| A

91-00% ¥V
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CHAPTER 2
MANAGEMENT

Section 1.

2-1. Function of the personne! officer. The
personnel officer, as chiel of the Personnel Service
Division, must be & manager who thoroughly under-
stands the principles and concepts of the Army
personne} system and the broad procedures for their
implementation. He must also supervise and de-
velop his subordinates in the technical application
of those principles. The personnel officer should
frequently visit divisional units to enable him to
measure more accurately the effcctiveness of the
personnel service being rendered and to evaluate
future requirements in this arca. He formulates
policies for the operation of the Personnel Service
Division and advises and assists the division adjutant
general in the development of personnel policies and
recommendations affecting the entire command.
The personnel officer should establish those checks
and controls over his division operation which he
considers essential and which will enable him to be
well informed and responsive to inquiries.

%2-2. Model SOP. Subsequent chapters con-
tain model SOP which may be employed in the
Personnel Service Division only after they have
been adapted to meet local circumstances. These

Section I1.

2-3. Personnel. The organizational structure
facilitates the personnel officer’s direction of the
Personne} Service Division. Each branch has a
clearly defined group of functions with the result
that there should be no duplication or jurisdictional
disputes. Five branch chiefs report directly to the
personnei officer. This number provides a manage-
able span of control.

2~4. Branch chiefs. The branch chiefs of the
Personnel Management, Personnel Action, and

PLANS, POLICIES, AND PROCEDURES

procedures should be used in conjunction with
those contained in DA Pam 600-8. Recommenda-
tions for additional procedures or modifications
which would apply Army-wide are invited, and
should be forwarded 1o The Adjutant General,
ATTN: AGCA, Department of the Army,
Washington, D.C., 20310. Certain features of
the procedures contained in this regulation are—

a. References to & personnel staff NCO do not
include o headquarters designation because the
document routing channels contained in AR 600-17
may be altered by local command requirements,

b. Command policy matters are purposely ex-
cluded. Tor example, the method of allocating
promotions is a command policy.

¢. Appendixes 2-1 and 2-1I supplement many
procedures in the succeeding chapters and are
included in this chapter as general references.
Each of the seven composite teams should be
provided sufficient copies of these appendixes to
insure complignee.

d. The Procedural Interaction Charts included
as appendixes to chapters 3 through 8 serve as con-
trol devices by clarifying the pattern of work rela-
tionships between branches.

DIRECTION

Military Pay Branches must direct their personnel
specialists throughout seven composite teams; how-
ever, a noncommissioned officer or senior specialist
in cach composite team represents their channel of
direction. Figure 2-1 illustrates this supervisory
channel. Four unit supervisors report directly to
the Personnel Records Branch chief as shown in

figure 2-2.

2+5. Records Branch. The Records Unit chief
exercises direction through & noncommissioned

2-1
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Chief, Military
Pay Rrsnch

CQMPOSITE

FF

Figure £-1.

Chief, Personnel
Reccrds Branch

e8s
Unit
80T}

Chief,
Records
Unit

Unit

Figure 2-2,

r&ssist&nt
Parsonnel]
Oofficer

Benior
NCO

Figure £-8,

officer in each of the seven composite teams in a
manner paralleling figure 2-1. Each of the other
unit supervisors in the Personnel Records Branch
provides direct supervision over his subordinates in
the composite teams. The Administrative Machine
Branch chief supervises the Office Services Unit and
directs the Machine Processing Unit through its
chief.

2~6. Composite team. The senior noncommis-
sioned officer in each of the seven composite teams,
regardless of branch assignment, supervises the

-2

activities of that composite team in all matters
other than technicel personnel operations. The
TOE has been so organized that the senior individ-
usl will be grade E-7. This arrangement for direc-
tion is more important in field operations but should
also prevail in garrison. During field operations,
thesc seven senior noncommissioned officers report
directly to the assistant personnel officer on such
matters as tent location, sanitation, transportation,
movement, ete. Figure 2-3 shows this channe) of
direction.


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


AR 600-16

Section III. TRAINING

2-7. Personnel Service Division. a. The various
sources of assistance to training are described in
DA Pam 600-8. That reference also cites the con-
tinuing need for field or on-the-job training in per-
gonne] management and administration. There is
a wide range of skill and knowledge requirements
within a Personnel Service Division, and there is
a correspondingly wide range of experience provided
in the authorized noncommissioned officer and
senior specialist positions as well as the commissioned
and warrant officer positions. The personnel officer
must develop & plan to utilize the experienced
personnel to conduct both on-the-job training and
formal courses of instruction.

b. In addition to the technical training require-
ments, all newly assigned personnel should receive
training in the organization and operations of the
Personnel Service Division and the Division Person-
nel Support System. The procedures contained in
the succeeding chapters and in AR 600-17 should
be used.

2-8. Personnel staff NCO's. Upon assighment,
the personnel staffl NCO’s should receive the same
pontechnical training as is provided newly assigned
personnel in the Personnel Service Division. Their
familiarity with the Personnel Service Division

Section IV.

2-10. Internal controls. a. Internal controls are
one of the most important factors in management.
They are the means wherchby an organization can
measure success or identify the causes of failure. For
example, the Chief of a Military Pay Branch beset
by pay errors or complaints begins to exert controls
when he systematically identifies the pay specialists
at fault and the types of errors; he improves con-
trols by looking behind the errors to determine the
causative factors, such as a failure to receive and
post the source documents, and he takes corrective
action. The most commonly accepted controls
employ audit techniques which are also applicable
to the management of personnel service; however,
no independent devices can substitute for the quality
of control exercised by a competent and alert
supervisor.

organization and its incumbents 1s no less important
than an understanding of their role in the Division
Personnel Support System. Initial training should
emphasize that personnel staff NCO's represent a
technical extension of the Personnel Serviee Divi-
gion, and should include summaries of experiences
and techniques found successful by other personnel
staff NCO's. It will be necessary also to provide
Personnel staff NCO’s with periodic instructions on
new or changing personnel procedures and policies.

2-9. Company clerk. The personnel staff NCO
has primary staff responsibility for assisting with
the personnel portion of company clerk training.
The procedurcs contained in AR 600-17 should
greatly assist the personnel staff NCO in his training
mission, and the Personnel Service Division should
be responsive to requests for assistance. The Per-
sonnel Serviee Division will become aware of sub-
jects in which the company clerks require training
by virtue of the receipt of personnel actions for-
warded directly from units which contain administra-
tive discrepaneies. In these cases, as well as in
departures from the document routing channels,
the personnel action should be returned through
the appropriate personnel staff NCO so that he will
be aware of the training requirement.

CONTROL

b. The organizational structure of the Personnel
Service Division provides for supervisory positions
in sufficient numbers and locations so that no duty
position should be beyond close control. The
standing operating procedures will permit super-
visors to devote their attention to unusual problems
while insuring an easy detection of departures from
approved methods. The suggested physical layout
also assists the supervisors by placing in close prox-
imity those personnel specialists who must work
together, and thereby [acilitates coordination.
Appendixes to chapters 3 through 8 illustrate the
necessary points of coordination between branches
and provide supervisors with advance warnings of
potential problem areas. Effective audit techniques
are provided in the model procedures for the Military
Pay Branch. Likewise, the central suspensc system

2-3
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AR 600-16

accounts for actions to be performed on fixed
occasions.

¢. A number of internsl controls are provided
the Personnel Service Division but additional
procedures will be required to account for new
problem areas as they arise. Personnel officers can
employ the outprocessing procedures to measure the
quality of records maintenance, but recurring audits
should be conducted to completely screen each
record at least semiannually.

2-11. Responsibilities in the Division Personnel
Support System. The personnel officer has a num-
ber of responsibilitiecs bevond the management of
the Pcrsonnel Service Division, as discussed above.
One of these requires him to exercise staff super-
vision over the Division Personnel Support System.
He must insure an understanding of such matters
as the document routing channels among all person-
nel assigned to perform personnel service bDecause
these channels represent more than an administra-

tive artifice—they represent the interest of com-
manders at cachechelon. Visits among the personnel
staf NCO’s will reveal the nature of require-
ments placed upon them by each echelon and are
essential to insure that they are permitted to perform
their primary mission.

2-12, Control of visits to the Personnel Service
Division. The procedures contained in this regula-
tion as well as those contained in AR 600-17 provide
for actions to substitute for personal visits to the
Personnel Service Division wherever possible. These
substitute actions are necessary because of the
distance between the Personnel Service Division and
the units, and the duty time consumed in such visits.
All supervisors must insure that their subordinates
do not request that officers or enlisted men visit the
Personnel Service Division for other than essential
reasons. Personnel staff NCO’s will contact the
appropriate supervisors in the Personnel Service
Division to schedule necessary appointments for
enlisted personnel.

Section V. COMMUNICATIONS

2-13. Internal routing. <. The size of the Per-
sonnel Service Division and the volume of corre-
spondence it processes require that the personnel
officer carefully plan an internal routing scheme.
Two important considerations in a routing plan are
the physical layout and the relative experience of
key personnel. Because these differ widely between
divisions, the advantages of two alternative routing
plans are as follows:

{1} One routing scheme provides for the
distribution of all incoming communi-
cations through the branch chiefs and is
appropriate—

{e) When the composite teams and branch
chiefs are widely dispersed, because it
reduces backtracking of important mat-
ters for the attention of the branch
chief.

(b} H inexperienced personnel are assigned
to the composite teams, due to their
inability to identify important matters
and the difficulties in preseribing them
with precision.

(2} Another scheme envisions direct distri-
bution to the composite teams and has
the advantages of —

(a) Reducing the handling of all routine
matters.

{(b) Applying the “exception’ principle and
there-by releasing the branch chief for
active supervision,

b. A compromise involves the assignment of
expericnced personnel to the message center in the
Office Services Unit and the initial distribution of
only important matters to the branch chiefs. Each
Personne! Service Division must evaluate its
resources and determine the most sappropriate
routing plan. An obvious and related matter
involves the necessity for dircet messenger service
between the Personnel Service Division and the
divisional units. Direct messenger service is
prescribed in chapter 7.

2-14. Response to units and applicants. It is
reasonable to expect that unit commanders and
individual applicants submitting personnel actions
may be concerned about the possibility of a relatively
impersonal attitude prevailing in a large Personnel
Service Division which is separasted from their
organization. Their initial concern will hecome
aggravated in direct proportion to the time interval
between an inquiry or application and a response.
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All personnel assigned to the Personnel Service
Division should be aware of these consequences and
should be imbued with the fundamental nature of &
service organization. For this reason, supervisors
should insist that all personnel specialists follow the
supplemental procedure contained in appendix 2-1.

2-15. Review of document routing channels.
(See ch. 8, AR 600-17.) The document routing
channels were cited earlier as one important matter

AR 600-16

for control by the personnel officer. The division
AG has primary responsibility for the operation of
the Division Personnel Support System, therefore,
the personnel officer should program sufficient
review of the routing channels to assure that
commanders are not unnecessarily burdened with
unimportant documents but receive information
which is essential to performance of their command
responsibilities.

Section VI. PHYSICAL LAYOUT, EQUIPMENT AND FACILITIES

2-16. Garrison. «. The efficient operation of an
office depends to a large extent on its physical
layout. Considerable time and thought should go
into assessing the available resources and planning
the physical layout of the Personnel Service Division
because a poor layout reduces efficiency through
wasted time and motion. DA Pam 600-8 contains
the basic principles of office layout and techniques
for analysis of workflow, and should be used when
determining the physical layout.

b. Physical layout is so important that it may
either facilitate or hinder the organizational struc-
ture. An important advantage of subdividing the
Personnel Service Division into seven composite
teams lies in the flexibility afforded by the smaller
space requirement of each composite team. When
the spatial standards include in DA Pam 600-8 are
applied to the entire organization, the Personnel
Serviee Division requires approximately 31,000
square feet of floor space—a room size which is
prohibitive at many locations. Each composite
team requires approximately 1,700 square feet of
floor space and thereby offers a greater selectivity of
building sites without an attendant reorganization to
adjust to physical limitations.

¢. Appendix 2-111 portrays a physical layout for a
typical composite team in garrison. This layout
offers the following advantages:

(1) Pay and Records Team Leaders are
situated to—
(a) Exercise control over their subordinates.
(b) Facilitate their discussion of common
problems.
(¢) Control visitors to the composite team.
(2) A pay specialist is located adjacent to a
records clerk who serves the corresponding
units. This arrangement facilitates—

(a) Routing of source documents.

{b) Exchange of information and records.

{¢) Proofreading of military pay vouchers
and the audit or cross-check of individual
personnel records.

{d) Transier of skills and knowledges.

(e) Joint use of telephone and tables.

(3) Personnel action specialists are near the
control specialist. This arrangement 1s
advantageous because many of the person-
nel action tasks are initiated by the
suspense system.

(4) The control specialist is near the reports
clerks. This arrangement is necessary
because their procedures require frequent
contact, and crosstraining between these
duty positions is essential.

(3) Source documents may be routed in s
straight line. For example, the route of
the two action copies of the morning
report are—

{e) Reports clerk —control specialist -pay
specialist —records clerk.

(b) Reports clerk —personnel action special-
ist— personnel management specialist.

(6) Processing and personnel management
specialists are located near the entrance
because of the visitor traffic.

d. This layout should be possible in nearly every
kind of building which normailly will be available
to Personnel Service Divisions. Accordingly, per-
sonnel officers should seek to gain as many of the
advantages as is possible if the available building(s)
are not completely amenable to this layout.

¢. Appendix 2-IV portrays a physical layout for
the Personnel Service Division in garrison. The
diagram illustrates the relative location of the

2-5
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composite teams to the supervisory and service
element of the Personnel Service Division. Avail-
able resources vary widely between installations and
few, if any, Personnel Service Divisions will be able
to obtain a building which will house the entire
Personnel Service Division. This layout has the
following advantages:

(1) The office Services Unit is located near the
entrance to facilitate messenger and visitor
control

(2) The personnel officer is near all of his
primary assistants except for the chief of
the Administrative Machine Branch.

(3) Branch chiefs are centrally located with
respect to the composite teams.

f. If space is not available to employ the layout
depicted in appendix 2-1V, personne) officers should
consider carefully the advantages listed above
because they are essential to control and direction
of the Personnel Service Division. When using
several buildings, messenger and visitor control
deserve special attention hecause the sbsence of
direction will lead to an unfavorable effect through-
out the division.

g. Other considerations in the physical layout
for the Personnel Service Division include—

(1) Physical facilities such as lighting, heat,
ventilation, plumbing, electrical outlets,
etc. The working conditions are important
because of their direct effect on the morale
of assigned personnel. Illumination, for
example, is worthy of attention by the
personnel officer because of the close rela-
tionship between visual conditions and
productive efficiency. Noise control will
be important to personnel specialists work-
ing in proximity to the punched card
machines.

(2) Easeof access. Thisincludes both entrance
to an area occupied by an organizational
element and freedom of movement within
the ares.

(3) A convenient parking area. A large service
organization such as the Personnel Service
Division must expect a large number of
visitors and the consequent need for
adequate and convenient parking space.

k. Providing the equipment necessary for garrison
operations is closely related 10 planning the physical

2-6

layout because the quantity, aize, and shape of
equipment to be used limits the layout. Initially,
the personnel officer should develop an exhaustive
list of equipment necessary to perform the assigned
duties. Next, he should determine the availability
of such equipment. Finally, he must plan a layout
which will accommodate the equipment and person-
nel in a8 pattern which satisfies the organizational
requirements as well as the basic principles of office
layout.

2-17. Field. a. The same basic principles of
physical layout apply to field operations. Only the
applications change due to tentage, terrain, and
tactical conditions. The equipment and facilities
are fixed by tables of equipment; and the personnel
officer determines their allocation.

b. Appendix 2-V portrays a physical layout for
a typical composite team in the field. This layout
offers the following advantages:

(1) A supervisor is placed in each tent to
avoid rearrangement of personnel when
the terrain requires separation of the
tents.

(2) The personnel specialists are grouped to
correspond to the units they serve. This
arrangement facilitates—

(a) The same advantages as afforded by the
proximate location of the pay specialist
and records clerk in garrison.

(b Forming a second echelon support team.
This 1s advantageous because the second
echelon support team requirements will
be generated by field operations.

(¢) Reduced traffic through the tents by
having tents marked with unit designa-
tions.

(3) The control specialist is near the reports
clerks for the same reasons as in garrison.

¢. FM 12-11 describes the arrangement of ele-
ments Jocated in the division rear echelon, and also
containg guidance on other factors to be considered
when operating under field conditions. Appendix
2-V] portrays a typical layout for the Personnel
Service Division in the field. The tent locations will
vary with the terrain, but the relative positions
should follow the depicted pattern. This layout
has the following advantages:
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(1) The Office Services Unit is located near the
dismount point for the convenience of
messengers and visitors.

(2} The composite teams are placed n satis-
factory tactical positions.

AR 600-16

(3) The personnel officer is near all of his pri-
mary assistants.

{4) Branch chicfs are centrally located with
respect to the composite teams.

Section VII. FIELD OPERATIONS

2-18. Planning. a. The size of the Personnel
Service Division and the wvolume of equipment
necessitate careful advance planuing of all matters
related to field operations. [Initially, the personnel
officer must delegate planning responsibility to his
primary assistants and reserve to himself a final
responsibility to merge the various plans into an
effective program. Plauning must consider per-
sonnel and equipment requirements in the successive
phases of preparation; loading and unloading: and
occupation and estahlishment of the bivouac area.

b. Planning for the preparation phase should
include a consideration of all fauctors which will
remain constant over a period of time. These
factors include—

{1) Volume, location, mventery, and inspec-
tion of TOE equipment.

(23 Volume, location, and tnventory of publi-
cations and blank forms.

(3) Type, stock level, and
expendable supplies.

{4) Volume and location of records and files.

{3} SOP for prepacking and packing. These
SOP should contain specific instructions on
what, where, when, how, and who.

(6) Transportation requirements.

(7) March planning when required.

(8) Advance or quartering party requirements.

(9) Control over personnel work being proc-
essed at the expected time of movement.

(10) Obtaining the health and dentsl records.

(11} Termination of garrison activities which

would not apply in the field.

inspection of

¢. The scheduling of inventory and inspection
of materials and equipment should provide for time
to replace obsolete forms and unserviceable equip-
ment which may be discovered.

d. Planuiing for the loading phase of field oper-
ations must consider the following factors:

(1) Notifications or warning orders.

(2) Personnel responsibilities, to include super-
vision.

{3) Time allowances.

(1) Final packing of records, supplies, and
equipment.

{5) Designation of transportation and loading
plans for personnel and records, supplies,
and equipment.

(6) Reports of completion or problems.

{7) Practice loading.

e. Planning for occupation and establishment of
the bivouac area should include—

(1) Development of plans for relative locations
of tents, equipment and vehicles.

(2) A definition of the specific duties of the
advance or quartering party.

(3} A standing operating procedure for estab-
lishment of the bivouac outlining the
specific duties and responsibilities of each
persort.

(4) Planning for required participation hy the
Personnel Service Division in the tactical
and damage control operations of the rear
echelon. See F) 12-11.

(3) IProvisions to insure that all personnel are
familiar with the plan and their specific
duties and respousibilities.

2-7
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Section VIII. APPLICATION TO SEPARATE BRIGADES

2-19. Applicability. The model SOP contained
in subsequent chapters and in AR 600-17 are appli-
cable to separate brigades functioning with com-
posite teams, as well as to divisions. However,
minor modifications may be required to meet local
circumstances. The responsibilities of the personnel
officer of a division, which are discussed in section I
above, are equally applicable to the personnel officer
of a separate brigade. Those procedures in chapters
3 through 7 which are concerned with operating
under the punched card machine system are not
applicable to separate brigades. However, for each
procedure which deals with a punched card machine
application, there is a procedure provided which
describes the function and the procedure for han-

dling the function manually. As an exception to
the above, there is no procedure provided for
preparation of the Personnel Qualifications Roster.
In this connpection information included on the
roster normally is furnished only by the brigade
PSD to commanders and personnel staff NCO's
upon request. When the brigade is operating under
DA Pam 600-8, ie., when there are less than
3,000 troops served and the Personnel Service
Division is not organized using composite and
functional teams, the functional branches must
continue to use AR 600-16 and AR 600-17 as they
pertain to personnel staff NCQ's and document
routing channels between units and the Personnel
Service Division.
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APPENDIX 2-1
PROCEDURE FOR RESPONSE TO UNITS AND APPLICANTS

Reference. AR 340-15.

Procedure

1. This procedure supplements all other pro-
cedures in which a written inquiry, an application, or
a request for any personnel action is received in the
Personnel Service Division. Examples include a pay
inquiry submitted on the form letter (app. 1-V),
an application for hardship discharge, or a request
for redesignation of primary MOS.

2. Upon receipt of an application or request for a
personnel action, or an inquiry on a previously
submitted application or request, the personnel
specialist—

a. Reviews inquiries and takes action to deter-
mine the status of the case. Prepares s reply to the
inquiry and forwards it to the supervisor for review,

b. Reviews applications and requests, and esti-
mateg whether positive action can be taken within 3
workdays. Positive actions include a reply to the
application or request, or furnishing the initiator a
copy of the forwarding indorsement or comment, if
the division cannot take final action on the case.

¢. Preparcs a Delay, Referral, or Follow-up Notice
(DA ¥Form 209) (fig. A2-1.1) for cases estimated to

require more than 3 workdays. Forwards the DA
Form-209 and the case to the supervisor for review,

3. Upon receipt of an inquiry, application, or
request from the personnelspecialist, the supervisor—

a. Reviews the case to determine the time required
for positive action.

b. Takes alternative action, such as assignment to
another personnel specialist, if appropriate.

¢. Signs and dispatches the DA Form 209 if—

(1) No alternative is appropriate or the

complex nature of the case requires more
than 3 workdays.
Final action on the case cannot be taken by
the division and it is estimated that the
action headquarters will not return the case
within 3 workdays.

d. Signs and dispatches inquiries if the reply is
suitable,

e. Returns the application or request to the
personnel specialist if ¢ above applies and insures
that processing begins as soon as possible.

4. I final action on a case previously estimated to
take less than 3 workdays is unforeseeably delayed,
the personnel specialist and supervisor follow the
procedure in paragraph 2c and paragraph 3, respec-
tively.

(2)
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APPENDIX 2-I1
PROCESSING REQUESTS FOR ORDERS FROM DIVISIONAL UNITS

Reference. AR 310-10.

Procedure

1. This procedure supplements all other pro-
cedures when requests for orders (DA Form 2446-R)
are received in the Office Services Unit from e
divisional unit. The request for orders will be
routed to the branch having functional responsibility
for the type of action to be accomplished by the
order. For example, & request for orders establishing
a board of officers will be routed to the Personnel
Action Branch; a request for orders involving 2
reassignment within a battalion will be routed to the
Personnel Management Branch, ete.

2. Upon reeeipt of & IDA Form 2446-R requesting
an action which is determined to be consistent with
the division policy, the personnel specislist—

a. Verifies the personnel data in the request with
the personnpe! records.

b. Adds any additional data and/or special in-
structions to the request as required by the pertinent
regulations.

¢. Makes a pencil note that the request for orders
has been forwarded to the Office Services Unit, e.g.,
the pay specialist notes on the number 5 worksheet
copy of an MPV “Req for sep rats 16 May 62,” the
personnel action specialist posts an order appointing
a board of officers to reflect “Req to delete Col Jones,
add Col Smith, 17 Jun 62.”

d. Annotates the DA Form 2446-R to indicate
verification and forwards to the Office Services Unit,

3. Upon receipt of & DA Form 2446-R requesting
an action which is determined to be inconsistent with
the division policy, the personnel specialist forwards
the request for orders to the branch chief for deter-
mination of the action to be taken. When a de-
termination has been made by the branch chief, the
personnel specialist follows the procedure in para-
graph 2, or takes other action as directed.
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APPENDIX 2-III
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APPENDIX 2-1V

PHYSICAL LAYOUT FOR PERSONNEL SERVICE DIVISION
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APPENDIX 2-V
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APPENDIX 2-VI
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CHAPTER 3
PERSONNEL MANAGEMENT

Section L

3-1. Discussion. Chapter 3, DA Pam 8600-8
contains a full disrussion of personnel management
concepts. AR 600-17 contains company and bat-
talion level procedures and indicates their effect on
personnel management actions in the division.
Some personnel management actions originate in
the office of the branch chief while others begin n
the seven composite teams. For example, the
branch chief takes action to assign incoming replace-
ments to battalions and separate cornpanies while
such matters as requests for on-the-job training are
included on the Personnel Information Rosters and
are initially considered by the personne! management
specialists in the composite teams. These differences
in operating procedures require the Personnel Man-
agement Branch Chief to devise controls to insure
that the work s carried out promptly and correctly.
The personnel management officer provides technical
guidance through the senior personnel management
specialisis in each composite team. These senior
specizlists serve as working supervisors because
they are the channel for the brauch chief’s technicsl
contral while also providing personnel managemernt
service Lo a specific unit or units.

Section II.

3-5. Responsibility. a. The division commander
is the classification authority since he is responsible
for custody of personnel records within the division;
however, proper classification is an implied respon-
sibility of commanders &t all echelons.  The
Personnel Management Branch should assist com-
manders to fulfill personnel management respon-
sibilities by—

{1) Furnishing unit commanders a copy of a
replacement’s Enlisted Qualification Record
(DA Form 20) as well as other information
from the personnel records at the time of
assignment.

GENERAL

3-2. Inprocessing. The Personnel Management
Branch is responsible for the operation of the inproc-
essing teams. Accordingly, i1 will be necessary to
coordinate the details of inprocessing with other
branches of the Personnel Service Division and such
other activities as the Stafi Judge Advocate, Divi-
sion Finance Office, Division Surgeon and the
Replacement Detachment.

3-3. Test control. The Personnel Management
Branch would also assume additional responsibilities
if the personnel management officer is designated as
a test control officer. Procedures for requisitioning
and safeguarding test materials as well as a number
of other administrative details would be necessary.

3-4. Procedural Interaction Chart. The Procedur-
al Interaction Chart (App. 3-1) lists the procedures
contained in the other chapters of this regulation
which affect the Personnel Management Branch.
This chart lists only those procedures originating in
another branch of the Personnel Service Division
which require action by the Personnel Management
Branch.

CLASSIFICATION AND UTILIZATION

{2y Using Personnel Information Rosters as
a communications device hetween the Per-
sonnel Management Branch and unit com-
manders. The Personnel Information
Rosters serve to advise the personnel
management officer of unit requirements
and problems in utilization of assighed
personnel as well as classification actions
desired by unit commanders.

Appointing MOS classification boards to
meet unit classification requirements as
well as the mandatory classification boards
required in the Enlisted Evaluation System.

(3)

3~1
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(4) Furnishing strength information to bat-
talion and separate unit commanders.
These reports reflect the present MOS
strength status and projected gains and
losses.

(5) Encouraging batialion and separate unit
commanders to provide assignment priority
information.

b. The Personnel Management Branch also has a
fundamental obligation to the division commander
for monitoning proper utilization of personnel
throughout the division. This responsibility should
be fulfilled by—

(1) Interviewing soldiers and screening quali-
fication records to effect the most appro-
priate assignments.

(2) Periodic visits to units to interview soldiers
on their assigned duties.

(3) Submission of surplus reports to advise
higher headquarters of the division require-
ments for qualified personnel.

¢. Apother Personnel Management Branch re-
spounsibility is that of insuring a quslitative distribu-
tion of personnel throughout the division. Some of
the qualitics that may be considered are physical
category, aptitude area GT, and educationsa)] level.
When desired other aress may be considered. A
sereening of personpel should be made periodically
to determine if there is an equitable distribution of
personnel between battalions and separate com-
panies, and appropriate adjustments made by
establishing assignment priorities for new replace-
ments. When punched card machines are employed,
much of this type of data will be available, and may
be requested from the Administrative Machine
Branch.

Section IIl. PROMOTIONS AND APPOINTMENTS

3-6. Scope. Officer promotion procedures in
this regulation are limited to promotions to first
lieutenant and warrant officer W-2 because Head-
quarters, Department of the Army controls tem-
porary and permanent promotions to all other

grades. The division commander may establish
Section IV,
3-7. Service. a. The Personnel Mapagement

Branch is a prime beneficiary of the services of the
Machine Processing Unit because much of their
time-consuming work is accomplished mechanically
with a greater degree of accuracy. In addition to
the machine applications included as Personnel
Mansgement Procedures, a number of other appli-
cations may be requested of the Machine Processing
Unit. Information in the punched cards will yield
reports on such matters as—
(1) Enlisted men eligible for permanent ap-
pointment.
(2) Enlisted men eligible for MOS testing.
{3) Personne! with special qualifications and/
or training,
(4) Personnel to be administered sample survey
questionnaires.
{5) Enlisted strength data by physical profile
and aptitude area GT.

3-2

promotion boards to consider nominees for promo-
tion to any enlisted grade even though a board i3
required by regulations only for appointment to
grades E-8 and E-9. The system for allocating
enlisted appointment quotas i3 also a matter of local
policy.

PUNCHED CARD MACHINES

(6) Projected loss data.
(7) Enlisted men awarded proficiency pay.

b. When punched card machines are available,
the Personnel Management Branch receives a
notification to accomplish suspense actions from the
control specialist by means of a Personnel Suspense
Card (DA Form 2470-1) and a Personnel Suspense
Roster (DA Form 2474). Otherwise, the procedures
for accomplishing the suspense actions remain
unchanged.

3-8. Augmentation when punched card machines
not available. Untili punched card machines are
available, the Personnel Management Branch
should be sugmented by 11 personnel management
specialists and 2 clerk-typiste to perform the
functions which normally would be accomplished
by the Machine Processing Unit. The office of the
branch chief should be sugmented by 4 personnel


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


management specialists and 2 clerk-typists, while
an additional personnel management specialist
should be added to each of the composite teams.

3-9. Obtaining gains and losses information.
The Personnel Management Branch furnishes pro-
jected gains and loss information to the Machine
Processing Unit. This information is transmitted

AR 600-16

by means of a Personnel Data Processing Card
(DA Form 2:168-1}. The branch furnishes gains
information by completing the basic data on a blank
card and furnishes loss information by using one of
the cards stored in each individual's 201 6le. Com-
plete information on the preparation and use of the
Personnel Data Card is included in chapter 8.
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PROCEDURE 3-1

CLASSIFICATION AND RECLASSIFICATION OF ENLISTED PERSONNEL

wReferences. Procedures 10-1-3 and 11-1-3,
AR 600-17; AR 611-201, AR
611-202 (Classified), AR 600-
200 DA Pam 600-8, DA Pam
611-8,

Procedure

1. The senior personnel management special-
ist screens the Personnel Information Roster
{(PIR) monthly and the morning report daily
10 identify—-

a. Soldiers performing on-the-job training
(0JT) to qualify for award of a new PMOS.

b. Soldiers performing duties to qualify for
award of an MOS in the pattern or normal
progression from their present MOS as shown
in DA Pam 611-8.

c. Soldiers laterally appointed as NCO's or
specialists.

d. Soldiers appointed to a higher NCO or spe-
clalist pay grade,

¢. Soldiers reduced to pay grades not coni-
mensurate with MOS held.

*Note, Enlisted personnel who possess skills and
knowledges required for any five-character MOS, as
specified in AR 611-201, or AR 611-202 may be
awarded that M(S provided individual meets physical
mental, and special requirements contained in specifi-
cation for MOS.

2. Vor soldiers under paragraph la and b, if
the unit commander enters remarks on the PIR
to indicate successful completion of training
within a reasonable period of time (60-120
days), the senior PM specialist—

a. If the action is classification in an MOS
in the pattern of normal progression from the
current PMOS as shown in DA Pam 611-8,
prepares a request for orders, signs and for-
wards to the Office Services Unit.

b, If the aclion is classification in an MOS
outside the normal progression from the cur-
rent PMOS as shown in DA Pam 611-8—

(1) Prepares 3 copies of an overprinted
DA Form 1049 (fig. 3-1.1),

AGO BEOJA

(2) Forwards the original and 1 copy to
the PM officer for review, signature
and dispatch.

(3) Retains 1 copy in the 81-day suspense
file pending reply from the unit.

3. Upon return of the DA Form 1049 from
the unit, the senior PM specialist reviews the
reply and takes one of the following actions,
as appropriate:

a. Prepares, signs and forwards a request for
orders to the Office Services Unit when the
reply indicates agreement between the unit
commander and soldier for redesignation of a
PMOS.

b. Prepares the case for MOS classification
board action when the reply indicates agree-
ment between the unit commander and soldier
but will result in the withdrawal of a VPMOS
(Procedure 3-3).

¢. Prepares the case for MOS8 classification
board action when the reply indicates disagree-
ment between the unit commander and the
soldier {Procedure 3-3).

4, 1f the unit commander does not enter re-
marks on the PIR to indicate successful comple-
tion of OJT within a reasonable period of time
(120 days), the senior PM specialist—-

a. Prepares 3 copies of an overprinted DA
Form 1049 (fig. 3~1.2) requesiing an explana-
tion of the delay and a date by which the
soldier may bhe expected to become qualified.

(1) Forwards the original and 1 copy to
the personnel management officer for
review, signature and dispatch.

(2} Retains 1 copy in the 31-day suspense
file pending reply from the unit.

b. Suspends the future classification actions
upon receipt of an affirmative reply or con-
sults with the chief PM NCO upon receipt of a
negative reply.

5. For soldiers under paragraph 1¢ and d, if
the present MOS and’/or skill fevel digit is not
compatible with the new NCO or specialist

3-5
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status, the senior PM specialist refers to AR
611-201 or AR 611-202 (Classified), and deter-
mines the appropriate MOS aud, or skill lever
digit, prepares a request for orders, signs and
forwards to the Office Services Unit.

6. For soldiers under paragraph 1le, the
senior PM specialist prepares 3 copies of an
overprinted DA Form 1049 (fig. 3-1.1) re-
questing that the unit commander determiue
if withdrawal of the (t-digit P'MOS or the
fourth digit only is appropnate,

«t, Forwards the original and 1 copy 1o the
PA officer for review, signature and dispaich.

b, Retains 1 copy in the 31-day suspense iile
pending reply from the unii.

7. Upon return of the DA Form 1049 from
the unit. the senior PM specialist reviews the
renly and—

@. If the unit commander determines that the
4-digit PMOS should be withdrawn and re-

quests retraining in a new MOS, prepares the
case for classification board action (Procedure
3-3), or

b. 1f the unit commander determines that
only the fourth digit should be changed, pre-
pares a request for orders, signs and forwards
to the Office Services Unit.

&. The personnet management officer reviews
and signs all classification and reclassification
correspondence prior to dispateh to the unit.

9. When a soldier is appointed te a higher
grade In an MOS other than his current
PMOS, the senjor specialisi—

«. Prepares a request for orders to designate
the MOS8 in which appointed as his PMOS and
to redesignate the old PMOS as his SMOS.

li. Signs the request for orders and forwards
to the Office Services Unit.

AGO BEGIA
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ERS L ACTION oavis= 15 Aug &5
PER o’-twiﬂ-;s:c 10 Aug &5
IEFFRENCE UF OFVICE SYMBOL SUBJECT

Roclassificstion of Enlisted rersonnel

% co, o B, 19th Inf FROM: 66, 99th Inf Div

Ft Miller, Utah Ft Miller, Utah

PROCESSING ACTIONS

o _medssoamows
(

¥) The Personnel Informe*ion Roster verified as of 31 Jul 6 contains a
remsrk indicating thet Sgt E5 Jerry R. Morris, RA 13 476 2%]. a member of your

luni‘t., is considered qualifisd in his DMOS 11BAO, Raquest this correspondence be
[fowerded to the individusl concerned for concurrence or non-congurrence in the

Iredesignation of his present PL0S 726K40 to PMOS 11B40.

NG

1

[ { ) (Disciplinery action trken against} (Reduction of ) y
: , & meaber of your unit, could result in withdrswsl of his

| 08 or change in the fourth digit only. Request this hesdqusarters be
|notified whether withdrawsl of the 4 digit vy0DS 1s contemplated or chenge of the
4th digit only is contexzpleted., In eny event the fourth digit must ke adjusted
to conform to his new zreds,

[ FOR THE GOM<ANDER:

|
i s/ JHN W, SITH
{ /7 Capt, AGC

f Asst Adj Gen

2! THRU: CO, 3d Bn  19th Inf FRO¥:s CO, Co B, 1%tnh Inf 1. Aug 65
I 10: €6, 99th Inf Div
i Attn: Pers Mgt Br
I
I In complisnce with Comment Nr X, the followlng informastion is furnished:
' (X) T concurs in redesignetion of his FA0S 76K40 to PHMOS 11B4D
I ( ) EX does not comcur in redesignstion of his P40S, Classification Board
g Action 1s requssted,
| ( ) EX does not concur in redesignation of his Fi0S. EX is being
. reassigned to a different duty position which will be shown on the
! Personnel Information Roster,
| ( } Classification bosrd action is requested,
I {( ) Withdrawal of PHOS (1s) (is not) requested,
| ( ) FHequest skill level digit be changed from to -
| ( ) adiust skill level to conform to new grade. -
j i\_,.(\b4;~:ffifffg;‘4§:;__“xsnir*H'“
. HOMAS W. LINGEN J
| Cept, Iaf
i Commanding
i "YW appropriate block.

CONTINEE FENTRIES ON PLAIN R HITE PAPER.
DA 1 8%“'25 ‘0‘49 REPLACLS ED*1ON OF 1 DCT 53 WHICH 15 OBSOLETE P Mgl ms Ny

wFigure 2-1.1.
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€ 3, AR 600-16
PERSONNEL ACTION %AB.]0 Aug 65
(AR 340-137 5 Aug 65
REFERENCE OR QFFICE SYMBOH SUBJECT
On-The-Job 1raining
™Y THRU: CO, 3@ Bu, 19th Iof FROM:

CG, 99th Inf Div

T0: €O, Co B, 19th Inf Ft Midler, Utah

PROCESSING ACTIONS

o
1

1. The FPersomnnel Information Roster verified for the period ending
| 31 Jul 65 , does oot reflsct a remark indicating SP4 Wslter R. Trumsn,
as sucessfully completing On-the~ Job Treining in his DN0S 11B40.

| 2. Sloce the soldier has been performing duty in this position for a

! the soldier may be expected to become qualified.

FOR THE CCi2iANDER:

JOHN :J. S"iITH

. cﬁpt 3
Asst Adj Gen

reagonatle amount of time (120 days) reguest this hesadquarters be furnished an
. oxplapstion of tho delay in quslii‘ying for award of the MDS or e date by which

63852

CONTINUE ENTRIFY ON PLAIN WIHITE PARER

FORM
DA 1 OCT 85 1049 REPEACES EDITION OF 1 OCT 3. WHICH 15 ORSOLETE “#D 1984 Q- Tin pis

3-8

*Figure $-1.8.

AGO 56034


ZapataMP
Pencil

ZapataMP
Pencil


C 3, AR 600-16

PROCEDURE 3-2

AWARD OF ADDITIONAL MOS TO COMMISSIONED AND WARRANT OFFICERS

References. AR 611-101, AR 611-102 (Classi-
fied), AR 611-103, AR 611-112,
AR 611-113 (Classified).

Procedure

1. When Personnel Information Rosters
{Procedure 3-18) have been verified and re-
tfurned from units and stafl sections the senjor
personnel management specialist—

a. Screens the rosters to identify officers and
warrant officers who have performed duties in
other than their PMOS for a period of 60 or
more days.

b. If there are officers who have performed
duties in an MOS other than their PMOS for
A0 or more days, takes the following actions:

(1) Obtains the 201 files from the records
clerk and screens the Officer Qualifi-
cation Record (DA Form 66) to deter-
mine if the MOS has been awarded as
an additional MQS.

(2) Prepares 3 copies of an overprinted
DA Form 1049 (fig. 3-2.1) addressed
to the officer’'s immediate superior, if
the MOS has not been awarded as an
additional MOS,

(3) Signs and dispatches the original and
1 copv of the DA Form 1049 to the
officer’s immediate superior,

{4} Places a copv of the DA Form 1049
in the 31-day suspense file. Destroys
the suspended DA Form 1049 upon
return of the reply from the unit.

2. Upon return of the DA Form 1049 from
the unit, the senior PM specialist determines
if the MOS is approved for award as an addi-
tional MOS.

AGO BGO3A

a. If award of the MOS is approved, and
providing the approving officer is not the offi-
cer's commanding officer—

(1) Prepares a comment addressed to the
officer’s commanding officer requesting
that he notify the officer of the MOS
award,

(2) Signs the comment for the personnel
management officer and dispatches the
correspondence to the commanding
officer.

b. If award of the MOS is disapproved, sus-
pends the action for 4 months, then repeats
the steps in paragraph 1b(2) through (4).

¢. If, at the end of 8 months from the date of
assignment teo the duty position, the officer is
still notl considered qualified for the award of
the additional MOS, the senjor PM specialist
forwards the disapproved DA Forms 1049 to
the chief personnel management NCO for re-
view,

3. The chief PM NCO reviews and discusses
the classification action with the PM officer.

4. The PM officer contacts the officer’s im-
mediate superior and, or commanding officer to
determine which action under section II, AR
611-108 will be taken.

s Note, Awards and changes of primary and addi-
tional MOS for AMEDS officers must be approved by
The Surgeon (eneral.

5 Award of additional MOS for warrant
officers is subject to approval by the Depart-
ment of the Army. The basis for and conditions
under which additional MOS may be awarded
1o warrant officers are prescribed in section
IV, AR 611-103 and AR 611-112.
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AR 600-16

PERSONNEL ACTION PATIE 318 Jul 61
(AR 340-25) 8 X 61

RN Y

Awar q of Additional MOS

FIr. .t wiFERENIC

3 FROM;
Battalion Supply Officer
lst Bn, 19th Inf, 99th Inf Div CG, 99th Inf Div
Fort Niller, Uteh Fort Miller, Uteh
L1 q" CotiRD AT e
__ N M. R

11 Personnel records indicate that 24 1t Harold E. m.uer, 013%789 has
'fulfilled the minimum trafning requirement to be awarded an additional MOS

of 4010, UP Section IJ, AR 611-103, As the officer's immediate superior,
requeat your ccmments hereon and return of this correspondence through channels.

. FOR THE COMMANDER:

” 7/742,/#:52"
77 JOEN W, SMITH
: Capt, AGC
! Asst Ad} Gen

USK PLAIN FAPER FOR CONTINUATION OF COMMENTS

DA 1tocr “1 049 REELACES ROITION OF | OCT S5 wWHICH (£ O830LETL LY S A et

Figurce £-2.1.

3-10 AGO 66034
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PROCEDURE 3-3

MOS CLASSIFICATION BOARD PROCEEDING—ACTION REQUESTED BY UNITS

v References. Procedures 10-1-3 and 11-1-3,
AR 600-17; AR 611-201, AR
600-200.

Procedure

1. Upon receipt of a DA Form 1049 from a
unit requesting MOS classification board pro-
ceedings, the personnel senior management
specialist--

«. Obtains the 201 file from the records clerk.

b. Evaluates the commenis by the soldier
and by the unit and battalion commander.

c. Prepares a letter in 3 copies to refer the
case to the president of the appropriate MOS
classification board.

d. Attaches the DA Form 1049 requesting
board proceedings to 2 copies of the letter and
forwards to the chief personnel management
NCO for review.

¢, Retains 1 copy of the letter for reference
until the board convenes,

f. Returns the 201 file to the records clerk.

2. The chief PM NCO reviews, signs and dis-
patches the ietter to the president of the board.

3. On the date the board convenes, the per-
sonnel management specialist -

. Obtains the 201 file from
clerk.

b. Delivers the 201 file to the president of
the board.

¢. Assists the president of the board as re-
yuired.

d. Returns the 201 file to the records clerk.

the records

4. Upon receipt of the board proceedings,
the senior PM specialist—

wa. Examines the board proceedings to
determine if the board was conducted in ac-
cordance with AR 6010 -200,

b. Examines the board findings and recom-
mendations to determine if training in a new
MOS was recommended.

c. If training in a new MOS was recom-
mended—

{1) Determines if training in the recom-

AGO 5603A

mended MOS is authorized by current
DA and local directives governing
MOS classification procedures.

{2) Determines if the soldier meets the
minimum physical profile require-
ments for the MOS as shown in AR
611-201.

{3) Prepares an informal nole indicating
the soldier can or cannot be trained
in the recommended MQOS. Forwards
the note together with the board pro-
ceedings to the personnel management
officer.

d. If the retention of the soldier's PMOS is
recommended, forwards the board proceedings
to the PM officer.

5. The PM ofticer reviews and takes oue
of the actions required by AR 600-200.

a. Prepares an informal note indicating the
final action.

b. Gives the board proceedings and the note
to the chief, PM NCO.

6. The chief PM NCO prepares a comment
to the DA Form 1049 which requested MOS
classification board proceedings. Includes the
final action on the case and requests that the
soldier be informed.

a. Signs and dispatches to the unit.

b. Forwards the original copy of the board
proceedings to the appropriate records clerk
for inclusion in the 201 file.

. If the individual is in pay grade E-T7 or
higher, or possesses an MOS listed under the
special categories in chapter 9, AR 600-2G0,
forwards notification of action to the Chief,
Records Branch so that a Report of Change
(DA Form 2876) can be submitted.

d. Forwards a duplicate copy of the board

proceedings to the central files in the Office
Services Unit.

7. When final aclion on the case results in im-
mediate reclassification action, the chief PM
NCO prepares a request for orders, signs and
dispatches to the Office Services Unit.

3-11
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C 3, AR 600-16

PROCEDURE 34

MOS CLASSIFICATION BOARD PROCEDURE—FAILURE TO VERIFY
QUALIFICATION IN MOS

% References. AR 611-201, AR 600-200.

Procedure

1. Upon receipt of MOS test evaluation
scores from the test control officer (TCO), the
senjor personnel management specialist—

a. Determines the names of soldiers having
an evaiuation score of less than 70.

b. Obtains the 201 files from the records
clerk.

¢. Determines whether the test was a 1st, 2d
or 3d MOS test failure.

% d. For cases involving Ist test failure, in-
dividuals performing duties of PMOS to sat-
isfaction of unit commanders will be inter-
viewed to determine cause of faijlure; if cause
is correctable PMOS may be retained until re-
sults are received from his next evaluation. If
the individual is not performing duty to sat-
isfaction of unit commander or cause of failure
is not correctable, individual will be required
to appear before a classification board.

¢. For cases involving 2d MOS test failure,
prepares a letter (fig. 3-4.1) in 3 copies to the
unit advising the commander that the indi-
vidual must appear bhefore an MOS classifica-
tion board.

f. For cases involving 3d MOS test failure,
prepares a letter (fig. 34.2) in 3 copies to the
unit directing the commander to initiate board
action under the provisions of AR 635-209,

g. Signs the letter for the personnel manage-
ment officer and dispatches 2 copies to the unit.

k. Suspends 1 copy of the letter pending reply
from the unit commander.

1. Returns the 201 file to the records clerk.

3-12

%2. Upon receipt of a reply {o the letier
(para 1¢) the senior PM specialist—

a. Prepares a letter in 3 copies, referring the
case to the appropriate MOS classification
board.

b. Attaches the statements from the unit to
2 copies of the letter and forwards it to the
chief personnel management NCOQ for review
and dispatch.

¢. Retains 1 copy of the letter for reference
until the MOS classification board convenes.

3. The chief PM NCO reviews the letter and
attachments, and dispatches it to the president
of the MOS classification board.

4. On the date the board convenes, the per-
sonnel management specialist follows the pro-
cedure in paragraph 3, Procedure 3-3.

5. Uipon receipt of the classification board
proceedings from the president of the board,
the senior PM specialist follows the procedure
in paragraph 4, Procedure 3-3.

6. Upon receipt of the case from the PM
specialist the PM officer follows the procedure
in paragraph 5, Procedure 8-3.

7. The chief PM NCO prepares a letter to
the unit commander indicating the final action
and requesting that the soldier be informed—

1. Signs and dispatches to the unit.

b. Follows the procedure in paragraph 6b
and r, Procedure 3-3.

~

8. When final action results in iminediate
reclassification action, the chief PM NCO fol-
lows the procedure in paragraph 7, Procedure
3-3.

AGO 5803A
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C 3, AR 600-16

HEADQUARTERS
99TH INFANTRY DIVISION
FORT MILLER, UTAH
5-9 August 1965

2 August 1965

SUBJECT: MOS Test Evaluatiom Pailure

TO: Commanding Officer
Compaay C, lst Battaliom
19¢h Imfaatry
Port Miller, Utah

1. MOS test evaluatiom scores received durimg Jul 65 imdicate
that Sgt E5 Robert L, Masoa, RA 14639277, a member of your organiza-
tiom, faiied to attaia a mimimum score of 70, thereby failimg to
verify qualificatioms in his PMOS 11B40.

2. Persommel records imdicate this to be & 2nd MOS test failure,
AR 600-200 requires that soldiers with a 2ad MOS test evalustiom failure
appear before am MOS classificatiom board.

3. Request & statement comceraimg the {imdividual be furnished as
an inclosure hersto. The statememt should imclude, but i{s mot limited
to, a sumary of duties performed, comduct amnd efficiemcy, and facts or
circumstances possibly affecting test performance and recommendations.
Statewments by the erlisted man's immediate superiors way be attached,

4. Notificatiom of the date, time amd place of the board proceed-
imgs will be furmished by this headquarters,

L Wi

/ JOHN W, SMITH
Capt, AGC
Asat Adf Gen

FOR THE COMMANDER:

wFigure 8-4.1.
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C 3, AR 600-16

3-14

READQUARTERS
99TH INFANTRY DIVISION
FORT MILLER, UTAH
S-12 Auguat 1965

1 August 1965

SUBJECT: Eliwination UP AR 635-209

10: Commanding Officer
Compawy A, lst Battalion
l4th Infantry
Fort Miller, Utah

1, MOS test evaluation scores received during Jul 65 imdicate
that SP4 Albert M., Henderson, RA 35486239, a member of your organiza-
tion, failed to artain a wminimum score of 70, thereby failimg to
verify qualificatios im his PMOS 11BA4Q.

2, Persomwel records iamdicate this to be a 3d MOS test faflure.
AR 600-200 requires that scldiers with 3 MOS test evaluatiom failures
appear before a board comvemed upder the provisions of AR 635-209,

3. It ia directed that mecessary action be initiated refecrring
the case to the appropriate board convened under the provisions of
AR 635-209, and this headquarters be advised of sction taken not
lacer thas the suspense date,

POR THE COMMANDER:

i ;
. :-v'{ ":;/1-/?..;/';4,5//’
</ JOHN W, SMITH
: Capt, AGC
Asst Adj Gen

wFigure 5-4.2,
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C 3, AR 600-16

PROCEDURE 3-5

ARMY LANGUAGE PROFICIENCY TESTING

Reference. AR 611-6.
Procedure
1. Upon receipt of Language Proficiency

Test results from the test control officer (ar-
rangements for testing may be made by the
individual or through his unit), the perc-.onnel
management specialist—

a. Obtains the 201 file from the records Llelk

b. Screens the DA Form 20 (Enlisted Quali-
fication Record) or DA Form 66 (Officer
Qualification Record), as appropriale, and de-
termines if the test is an original or retake.

% ¢. If the test is an original and ratings are
R-0 and S-0—

(1) Returns the 201 file and the test re-
sults to the records clerk with instruc-
tions to post the qualification vecord
and destroyv the test results.

(2) Contacts the appropriate personnel
staff NCO and requests that he notify
the individual of the test results.

v d. If the test is an original and ratings are
S-1 and R-1 or the test is a retake and the
ratings are R-0O or 5-0.

{1) Contacts the appropriate personnel
staff NCO and requests that he ar-
range an appointment for the indi-
vidual to report to the Personnel Serv-
ice Division for interview.

(2) Suspends the 201 file and test results
for the date of the appointment.

2. On the date of the appointment, the PM
specialist—
wi1. Prepares a DA Form 330 (l.anguage
Fluency Questionnaire) in an original and 1
copy (items 6 through 13 are completed on
enlisted personnel oniy) based on---
(1) Personal interview with the individ-
ual.
(2} Information contained in the 201 file.
{3) The test result.
% b. Prepares a memo routing slip addressed
to the individual’s unil commander with in-
structions to forward the DA Form 330 with

AGO B5603A

the unit morning report, and files the copy in
the individual's 201 file,

c. If the test was an original and a linguist
special qualifications digit or 2-digit language
code has been previously awarded—

(1) Attaches the memo routing slip to the
DA Form 330.

(2) Forwards the DA Form 330 to the
chief personnel management NCO for
review,

d. If the test was an original and a linguist
special qualifications digit or 2-digit language
code has not been previously awarded—

(1) Prepares a request for orders award-
ing the special gqualifications digit or
2-digit language code,

(2) Attaches the memo routing slip to the
DA Form 330 and forwards it to-
gether with the request for orders to
the chief PM NCO for review,

ye. If the test is a retake and the ratings
are 5-0 and R-0—

(1) Determines if a special qualifications
digit or 2-digit language code has
been previously awarded.

(2) Prepares a request for orders to with-
draw the special qualifications digit or
2-digit language code if previously
awarded.

(3) Attaches the memo routing slip to the
DA Form 330 and forwards it to-
gether with the request for orders to
the chief PM NCO for review.

f. Returns the 201 file and the test results
to the records clerk with instructions to post the
qualification record and destroy the test results.

3. Upon receipt of the above mentioned docu-
ments, the chief PM NCO—

a. Reviews, signs and dispatches the request
for orders to the Office Services Unit, if appli-
cable.

b. Reviews the DA Form 330 and gives it to
the personnel management officer for review,
signature and dispatch to the unit.

4. The PM officer reviews, signs and dis-
patches.

3-15
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C 3, AR 600-16

PROCEDURE 3-6

REQUESTS FOR RETESTING FOR APTITUDE AREAS

wReferences. Procedure 11-1-12, AR 600-17;
AR 10-5, AR 10-50, AR 611-
201, AR 600-200, AR 621-5.

Procedure

1. Upon receipt of a request from the unit,
the personnel management specialist—

a. Obtains the 201 file from the records clerk,

b. Screens the request against the retest c1i-
teria in AR 600-200.

¢. Prepares a conmment to the test confrol offi-
cer (TCO} requesting arrangements be made to
adminjster the test, if screening indicates the
request is for a first retest and the individual
meets the criteria in AR 600-200, or

d. Prepares a comment addressed to the head-
quarters having authority to approve second
retests if screening indicatles the request is for
a second retest and the individual meets the
criteria in AR 630-200, or

e. Prepares a comment returning the request
to the unit if the individual does not meet the
criteria in AR 600-200. Includes the reason
for failure to meet the retest eriteria.

f. Returns the 201 file to the records clerk.

3-16

2. The PM specialist forwards all requests
for retesting for aptitude areas to the chief
personnel management NCO for review, signa-
ture and dispateh. (The means and responsi-
bility for notifying the individual of the date,
time and place to report for testing is a matter
of local policy.)

3. The chief PM NCOQO reviews the request,
signs for the personnel management officer,
and dispatches it to the TCO.

4. Upon receipt of the test results from the
TCO, the PM specialist—

a. Obtains the 201 file from the records clerk.

b. Computes the test scores to determine
changes in aptitude area scores.

¢. Returns the 201 fle together with the test
results and the recomputation of the aptitude
area scores to the records clerk for posting.

d. Contacts the appropriate personnel staff
NCO and requests that he contact the individ-
ual and inform him of the test results and any
changes in aplilude area scores resulting from
the retest.

AGO 5803A
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AR 600-16

PROCEDURE 3-7
ARMY LANGUAGE APTITUDE TESTING

References. AR 611-82, AR 611-103. AR 621-5,
AR 600-200,

Procedare

1. Upon receipt of either an application for
language training, reassignment instructions involv-
ing language training or a suspense notification from
the control specialist, the personnel management
specialist—

a. Obtains the 201 file from the records clerk.

b. Screens the DA Form 20 (Enlisted Qualifica-
tion Record) or DA Form 66 (Officer Qualification
Record), as appropriate, to determine—

(1) If the individual meets the criteria con-
tained in AR 611- 82.
(2) If the test will be an original or a retake.
¢. Prepares a request for testing to the test control
officer (TCO) indicating that the individual meets
the criteriz in AR 611-82 and specifying which test
is to be administered (ALAT- 1 or ALAT-2).

d. Returns the 201 file to the records clerk and
retains the initiating correspondence pending receipt
of the results of the test. (The means and respon-
sibility for notifying the individual of the date, time

and place to report for testing is a matter of local
policy.)

e. Forwards the request for testing to the chief
personnel management NCO for review.

2. The chief PM NCO reviews, signs for the PM
officer and dispatches to the test control officer
(TCO).

3. Upon receipt of the test results from the TCO,
the PM specialist—

a. Forwards the information to the records clerk
for posting to the qualification record.

b. Prepares a forwarding indorsement to the
initiating correspondence, if applicable, and for-
wards to the chief PM NCO for review, or

¢. If testing was initiated by suspense notifica-
tion, notes the date tested on the notification and
returns it to the control spectalist.

4. The chief PM NCO reviews the forwarding
indorsemeut, if applicable, and forwards to the PM
officer for review, signature and dispatch.

5. The PM officer reviews, signs and dispatches
to the next higher headquarters.
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PROCEDURE 3-8

PREPARATION AND PROCESSING OF MOS PROFICIENCY TEST ROSTERS—
AND COMMANDER’S EVALUATION REPORTS

References. Procedures 11-14, 11-1-8, AR 600-
17, AR 601-210, AR 600-200,

Procedure

1. Upon receipt of an MOS test announcement
circular, the personnel management specialist—

a. Screens Personne] Inventory Reports, Part I,
and determines the number of soldiers to be tested
in each 4-digit MOS.

b. Furnishes the information to the chief person-
nel management NCO who consolidates the infor-
mation for the division and notifies the test control
officer (TCO) of the total number to be tested in
each 4-digit MOS.

¢. Annotates the posted up-to-date copy of the

personnel rosters (DPU) to identify the
names of soldiers to be tested.

d. Obtaing from the records clerk the 201 files of
soldiers to be tested.

¢. Screens the 201 files to determine eligibility
for testing using the criteria in AR 600-200 and
the test announcement circular,

J. Prepares Section I of DA Form 2166 (Com-
mander's Evaluation Report (CER)) in an original
copy only for each eligible individual.

g. Returns the 201 files to the records clerk.

h. Prepares 3 copies of a form letter (fig. 3-3.1,
DA Pam 600-8) addressed to units having soldiers
to be tested.

s. Prepares a separsate roster (5 copies) of personnel
for each 4-digit MOS by unit.

j. Attaches the CER's and 2 copies of the 4-digit
MOS rosters to 2 copies of the appropriste form
letter—

(1) Gives the letters and attachments to the
senior persoanel management apecialist
for review.

(2} Retains 3 copies of the 4-digit MOS rosters
peading return of the CER’s from the
unit, and receipt of MOS Ewvalustion Test
Aid Pamphlets from the TCO.

(3) Retains 1 copy of each form letter for
reference.

2. The senior PM specialist reviews the letters
and attachments, signs for the personnel manage-
ment officer and dispatches to the unit.
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3. The PM specialist screens the retained 4-
digit MOS rosters daily against the morning reports
and orders. Posts gains, losses and other changes in
status in order to maintain an accurate, up-to-date
listing of all individuals scheduled for testing.

4. Upon receipt of MOS Evaluation Test Aid
Pamphlets from the TCO, the PM specialist—

a. Prepares 3 copies of a8 DA Form 2496 (see fig.
3-3.2, DA Pam 600-8) to transmit the pamphlets to
the units.

b. Attaches 2 copes of the retained 4-digit MOS
rosters to the appropriate DA Iorm 2498.

c. Attaches 1 copy of the appropriate MOS test
aid pamphlet for each name on the rosters.

d. Signs the DA Forms 2496 for the PM officer
and dispatches together with the attachments to
the unit.

e. Retains 1 copy of the DA Form 2496 for
reference.

5. Upon return of the completed CER's from the
unit, the PM specialist—

¢. Reviews each CER against the critena in
AR 600-200,

b. Annotates the 5th copy of the retained 4-digit
MOS roster to indicate that CER’s have been
received.

¢. Arranges the CER’s alphabetically by grade
for each 4=ligit MOS.

d. Prepares an MOS Evaluation Test Roster (DA
Form 2165) in 4 copies for each 4-digit MOS by unit.

e. Attaches the CER’s to-the original and I copy
of the appropriate DA Form 2165—

{1} Gives the DA Forma 2165 and attachments
to the senior PM specislist for review.

(2) Retains 2 copies of each DA Form 2165
pending notification of the test schedule
from the TCO.

6. The senior PM apecialist reviews the DA Forms
2165 and attachments, signs and dispatches to the
TCO.

7. When individuals will be absent during the
test period or will be reassigned after receipt of the
test announcement circular but prior to the test
period, the PM specialist—

a. Contacts the TCO to obtain CER's if they
have been prepared and transmitted to that office, or
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b, Contacts the appropriate personnel staff NCO
to obtain CER'’s from units if they have been im-
tiated but not returned, or

c. Partially prepares (Section I} CER's and
forwards them to the appropriate personne! staff
NCO with a request to have them completed and
returned prior to the departure of the soldier.

8. Upon receipt of the test schedule from the
TCO, the PM specialist—
a. Annotates the 2 retained copies of the DA
Form 2165 with the date, time and place of the test.
b. Prepares 3 copies of & DA Form 2496 (see fig.
3-3.4, DA Pum 600-8).
c. Attaches 1 copy of the DA Form 2165 to the
original and 1 copy of the DA Form 2496—
(1) Signs the DA Form 2496 for the PM officer
and dispatches to the unit.
(2) Retains 1 copy of the DA Form 2165 and
the DA Form 2496 for reference.

9. When notified by the TCO that the testing
has been accomplished, the PM gpecialist furnishes
the information to the Personnel Records Branch
for posting DA ¥orms 20.

10. Upon receipt of the Evaluation Data Cards
and the machine prepared roster from the TCO,
the PM specialist—

a. Forwards the Evaluation Data Cards to the
Personnel Records Branch for posting DA Forms
20 and filing.

b. Retains the machine prepared roster pending
notification of the MOS test cutoff scores.

il. Upon notification of the MOS test cutoff
scores, the PM specialist-—

a. Prepares 3 copies of DA Form 1049 (fig.
3-3.5, DA Pam 600-8) addressed to units having
soldiers who were tested.

b. Attaches the roster of individuals tested and
the test scores achieved to the original and 1 copy
of the DA Form 1049—

(1) Gives the DA Forms 1049 and attachments
to the senior PM specialist for review.

(2) Retains 1 copy of the DA Form 1049 and
the roster for reference.

c. Prepares requests for orders to remove soldiers
from proficiency pay status who were previously
authorized proficiency pay but failed to achieve the

C 1, AR 600-16

the new cutoff score. Gives the requests to the
senior PM specialist for review.

12. The senior PM specialist—

a. Reviews the DA Forms 1049, signs for the
PM officer and dispatches to the unit.

b. Reviews the requests for orders, signs and
dispatches to the Office Services Unit.

13. Upon receipt of the names of enlisted men
approved and not approved for proficiency pay from
the unit, the PM specialist requests appropriate
orders.

% 14. Upon receipt of an Enlistment Qualifying
Application (Specially Recruited Personnel) (DA
Form 1696-R) from the Personne!l Action Branch
(Procedure 4-5) with a request for MOS evaluation *
prior to enlistment or reenlistment, the senior PM
specialist takes the following actions:

a. Verifies that the grade and 4-digit MOS in
which evaluation is requested as appropriate, and
verifies that the requirements of AR 600-200
are met,

5. Obtains the 201 file from the records clerk.

¢. Contacts the appropriate personnel staff NCO
and requests that he arrange for an appointment
to have the individual report to the Personnel Service
Division for interview.

d. When the individual reports for interview—

(1} Renders all possible assistance to the officer
in selection of an appropriate MOS and
grade.

(2) Instructs the individual that arrangements
will be made for evaluation testing and
that he will be notified of the date, time and
place for testing.

(3) Dismisses the individual,

(4) Returns the 201 file to the records clerk.

e. Arranges with the TCO for evaluation of the
applicant.

J. Notifies the appropriate personnel staff NCO
when and where the individual is to be tested.

g.- Upon receipt of the results of the MOS evalu-
ation testing—

(1) Records the test results on the DA Form
1696-R in accordance with AR G01-210.

(2) Forwards the DA Form 1696-R to the
appropriate personnel action specialist for
action under AR 601-210,
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PROCEDURE 3-9

PROCESSING AND ADMINISTRATION OF SAMPLE SURVEY OF
MILITARY PERSONNEL QUESTIONNAIRES

References. Procedure 10-1-2, AR 600-17, AR
600-45, DA Pam 600-8.
Procedure

1. Periodically the Data Processing Unit (DPU)
serving the division will forward Sample Survey of
Military Personnel Questionnaires {DA Form 1558-
series) and rosters of soldiers to be included in the
survey. Upon receipt of the questionnaires and
rosters, the personnel management specialist takes
the following actions:

a. Compares the posted up-to-date monthly
personnel rosters (DPU) with the survey question-
naire rosters, Updates the questionnaire roster to
indicate gains and losses that occurred prior to the
“as of’’ date of the survey.

b. Forwards a copy of the updated questionnaire
roster to the appropriate records clerk with an
informal request for the 201 file of each soldier on
the roster.

2. Upon
specialist—

a. Completes the questions on DA Form 1558-
series followed Ly the letters ‘2’ and “‘b” that are
under the heading “THE FOLLOWING QUES-
TIONS WILL BE COMPLETED BY THE
PERSONNEL CLERK.” Makes no entries on
DA Form 1558-series followed by the letter "¢

b. Contacts the appropriate personnel staff NCO—

(1) Furnishes names, by unit, of soldiers
included in the survey. If the number to
be surveyed is large, notification may be
made in writing.

(2) Advises that one officer from the battalion
will be required to act as supervisor.

{3) Requests that one NCO be furnished for
each group of 10-15 respondents to act
as Assistant supervisors.

(4} Advises of the time and date to assemble
the soldiers to be surveyed and requests
notification of the location of the survey
site.

(3) Requests the names of soldiers who will
not he available for the survey, to include
reason for their absence, be furnished on
the survey date.

¢. If there are soldiers who are attached on TDY
from another station, and should be included in
the survey-

(1) Contacis the appropriate personnel staff
3-20

receipt of the 201 files, the PM

NCO and requests that he arrange to have
the soldier(s) report to the Personnel
Service Division on (specify date).

(2) Obtains the 201 files from the records
clerk, if the files are available.

(3) Follows the procedure in a above.

3. On the date the TDY soldiers report, the PM
specialist administers the respondent’s portion of
the questionnaire.

a. Forwards partially completed questionnaires
on soldiers for whom there is no 201 file available
to their unit of assignment for completion and
forwarding to the DPU.

b. Forwards completed questionnaires on soldiers
for whom the 201 file is available to the DPU which
serves their unit of assignment.

4. On the date of the survey, the PM specialist
takes the DA Forms 1558-series and the 201 files
to the designated place.

a. Obtains the names of soldiers not available,
to include the reason for nonavailability, from the
personnel staff NCO,

b. Makes the 201 files available to the monitors.

c. Assists in administering the survey.

5. When each respondent has completed a
questionnaire and it has been reviewed by a super-
visor, the PM specialist returns to the Personnel
Service Division—

a. Returns the 201 files to the Personnel Records
Branch.

b. Enters the service number and grade of each
nonavailable soldier on the first page and the words
“not available” in the top margin of the question-
naire. Checks the reason for nonavailability on
the last page of the questionnaire,

¢. Annotates the questionnaire roster to indicate
soldiers who were not available, to include the
reason therefor.

d. Consolidates the completed, nonavailable and
returned questionnaires for soldiers on TDY. For-
wards the forms with 1 copy of the questionnaire
roster, properly annotated, to the chief personnel
management NCO for review.

6. The chief PM NCO reviews, spot checks for
completeness and accuracy and gives to the per-
sonnel management officer for verification and
dispatch.

7. The PM Officer reviews, verifies the question-
naire roster and dispatches to the DPU.
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PROCEDURE 3-10
APPLICATIONS FOR SERVICE SCHOOL ATTENDANCE

wReferences. AR 310-10; AR 350-22; Proce-
dure 11-1-3, AR 600-17;
AR 604-15; AR 611-201;
AR 611-202 (Classified); AR 600
=200,
DA Pam 20-21.
Procedure

1. Upon receipt of an application for service
school attendance from a unit, the senior personne!
management specialist—

a. Obtains the 201 file from the records clerk.

b. Screens the application for completeness and
waiver of proficiency rating if necessary.

¢. Screens the application againat the data in the
201 file and the criteria in DA Pam 20-21 and AR
600-200.

2. If the soldier meets the criteria in DA Pam
20-21 and AR600=-200, the senior PM specialist
sends the application with required personnel data
to the division G3 for approval.

3. If the application is based on a quots alloca-
tion and the division G3 approves the request, the
senior PM specialist—

a. Prepares a comment approving the application
and forwards it to the chief personnel management
NCO for review.

b. Prepares a request for orders and forwards it
to the chief PM NCO for review.

¢. Returns the 201 file to the records clerk.

4. If there is no school quota allocation, and the
division G3 approves the request, the senior PM
specialiat—

a. Prepares a comment recommending approval
and includes the data required by AR 350-22 and/
or personnel data required by the major commander.
Addresses the comment through channels to the
approving authority, and forwards to the chief PM
NCO for review.

b. Forwards 1 copy of the forwarding comment to
the unit for the applicant’s information.

¢. Returns the 201 file together with a copy of the
application and forwarding indorsement to the
records clerk.

5. If the individual is ineligible or fails to meet
the criteria for service school attendance, the senior
PM specialist—

a. Prepares a comment disapproving the applica-
tion. Includes the reason for ineligibility or failure
to meet criteria, as appropriate.

b. Forwards the application to the chief PM
NCO for review.

¢. Returns the 201 file to the records clerk.

6. The chief PM NCO reviews applications for
service school attendance and requests for such
orders. Forwards to the personnel management
officer for review, signature and dispatch.

7. The PM officer reviews, signs and dispatches to
the appropriate addressee.
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PROCEDURE 3-11
APPLICATIONS FOR AIRBORNE/SPECIAL FORCES TRAINING

* References. Procedure 11-1-1 and 11-1-2,
AR 600-17; AR 611-7, AR 614-
6, AR 614-30, AR 614-62.
Procedure

1. Upon receipt of an application for Airborne or
8pecial Forces Training (DA Form 2478) from a
unit, the senior personnel management specialist—

a. Obtains the 201 file from the records clerk.

b. Sereens the application against the eligibility
and selection critena in AR 611-7 or AR 614-62, as
appropriste. )

¢. Reviews the application to insure its correctness
and that all pertinent data is included, to include
requests for waiver of eligibility and/or selection
criteria, as applicable. (Providing the individual is
eligible, the division commander may request waiver
of eligibility or selection criteria on behalf of the
applicant, if such a request is not included as a part
of the spplication.)

d. Contacts the appropriate personnel staff NCO
to obtain missing information, or returns the
application to the unit, as appropriate.

¢. Returns the 201 file to the records clerk.

2. If the applicant meets the applicable critens,

3-22

or is eligible for waiver the senior personnel manage-
ment specialist prepares a forwarding indorsement
with an appropriate recommendation, through
channels, to the approving authority.

3. If the applicant is ineligible to volunteer or fails
to meet the criteria, and is ineligible for waiver the
senior personnel management specialist—

a. Prepares an indorsement returning the applica-
tion to the applicant, with a statement of ineligibility
or failure to meet criteria, as applicable.

b. Forwards the application to the chief PM NCO
for review,

4. The chief PM NCO reviews the application
and forwards to the personnel management officer
for review, signature and dispatch.

5. The PM officer reviews, signs and dispatches it
to the next higher headquarters or returns the
application to the unit, as appropriate.

6. Upon return of an approved application for air
borne training, the senior PM specialist requires the
applicant to sign the statement on the reverse of the
application reaffirming his voluntary application
prior to requesting orders.
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PROCEDURE 3-12

REQUESTS FOR SPECIAL ASSIGNMENTS AND ASSIGNMENT TO DUTY WITH
ROTC, RESERVE COMPONENT AND NATIONAL GUARD

References. Procedure 11-1-14, AR 600-17; AR
611-50, AR 611-60,
AR 614-5, AR 614-6, AR
614-20, AR 614-30, AR 600-~200,

Procedure

1. Soldiers will report to the Personnel Service
Division (PSD) after clearing through their unit
and the appropriate personnel staff NCO to make
application for any one of the following type of
assignments:

¢. Assignment to Army Attaché System.

b. Assignment as instructor at Army Service
School.

¢. Assignment to Field Operations Intelligence
Duties.

d. Assignment to Military Advisory Group,
International or Joint Headquarters.

e. Duty with ROTC, Reserve Component and
National Guard.

2. When an individusl reports to the Personnel
Management Branch to make application for one of
the above assignments, the personnel management
specialist—

a. Interviews the individual to determine which
assignment is requested.

b. Obtains the 201 file from the records clerk.

¢. Screens the 201 file against the criteria in the
applicable regulation(s).

d. If the individual meets the criteria, or is
eligible for waiver—

(1) Prepares an application for the individ-
ual’s signature. Includes requests for
waiver, when applicable.

(2) Prepares 2 form letter (fig. 3--12.1) to the
unit indicating any additional require-
menis to be met prior to submission of
the application.

e. Instructs the individual to hand-carry the
application 1o his unit for indorsement hy the
cormmanding officer.

J. Returns the 201 file to the records clerk.

3. Upon receipt of the application from the unit,
the PM specialist—

a. Obtains the 201 file from the records clerk.

b. Rescreens the 201 file to determine if the in-
dividual still meets the criteria in the applicable
regulations(s).

c. Examines the application to insure correctness
and that the required attachments are included.

d. If the apphcation is in order, prepares a for-
warding indorsement to the next higher headquarters
and forwards to the chief personnel management
NCOQ for review.

e. Returns 1 copy of the forwarding indorsement
to the unit for the individual’s information.

J. Returns the 201 file together with a copy of the
application and the forwarding indorsement to the
records clerk.

4. The chief PM NCO reviews and gives to the
personnel management officer for review, signature
and dispatch.

5. The P) officer reviews, signs and dispatches to
the next higher headquarters.
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HEADQUARTERS
99 INPANTRY DIVIEION
FORT MILLER, UTAH

19 May 1961
SUBJECT: Persomnel Interview

Commanding
Company A, lst Battalion
Fort Mller, Utah

1. ) R, Willisma, RA ¢ ®»omber of your
arganization, application for ass to &3 an
inrtructaratangservium.

2. Attached is enlisted man's basic application for your
comment., Pricr to sulmission, the following requirements must be
met and/or documents must be obtained for submission with the
application:

&, Requires minimm security clearsnce of secret (Interim
Bscret is acceptadbls).

b. Statement required Yy commanding officer: That
requirements of AR 600-200 are met, ~

FCR THR COMMANDER:

. ’ ,g,t)/”,,}'f,.zi/

1 Incl -/ J0BN W, GMITH

L Capt, AGC
Asst AdJ Gem

Figure 3-182.1.
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PROCEDURE 3-13
REQUEST FOR INTRADIVISION REASSIGNMENT

References. Procedure 11-1-10, AR 600-17; AR
611-201, AR 611-202 (Classified),
AR 614-6, AR 600-200,

Procedure

1. Upon receipt of & request from a unit, the
senior personnel management specialist—

a. Screens the Personnel Inventory Report, Part
I, to determine the status of the MOS in the current
unit.

b. Evaluates the soldier’s reasons for the request,
and the comments by the unit and battalion com-
mander.

c. Determines if 8 vacancy exists in the requested
unit, or in any unit, if no specific unit is requested.

d. Obtains the 201 file from the records clerk
and prepares a personnel data sheet.

e. Prepares u comment forwarding the request to
the unit commander of the requested unit of assign-
ment, requesting his comment.

f. Attaches the personnel data sheet to the request
and forwards it to the chief personnel management
NCO for review.

2. Upon return of the request, the senior PM
specialist consults with the personnel management
officer to obtain a final deecision.

a. If the decision is to approve the request—-

(1) Prepares a comment approving the request
and stating that appropriate orders will
be published. Includes the EDCSA.

(2) Prepares a request for orders.

(3) Forwards the approved request, and the
request for orders to the chief PM NCO
for review.

b. If the decision is to disapprove the request—

(1) Prepares a comment disapproving the
request to include the reason for dis-
approval.

{2) Forwards a copy of the request to the
records clerk for inclusion in the 201 file.

(3) Forwards the disapproved request to the
chief PM NCO for review.

3. The chief PN NCO reviews all requests for
intradivision reassignment and requests for such
orders, and forwards to the PM officer for review,
signature and dispatch.

4. The PM officer reviews, signs and dispatches.

% 5. When the date for review of temporary
misassigaments occurs (par. 7, procedure 3-18),
the senior PM specialist—

a. Contacts the unit or staff section to determine
if the critical shortage or emergency situation
continues to exist.

b. Establishes the next review date if the critical
shortage or emergency situation does continue to
exist.

¢. Reports the soldier's availability for reassign-
ment within the division to the chief PM NCO if
the critical shortage or emergency situation no
longer exists.

6. When notified by the PM specialist that a
soldier is available for reassignment within the
division (par. 5¢), the chief PM NCO—

a. Screens the Pergonnel Inventory Report, Part
II, to determine where the soldier’'s MOS is most
needed.

b. Advises the senior PM specialist where the
soldier is to be assigned and instructs him to request
reassignment orders,
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PROCEDURE 3-14
INITIAL ASSIGNMENT TO THE DIVISION—BATTALION LEVEL

References. AR 600-200.

Procedure

1. Upon receipt of information on incoming
enlisted replacements through Advance Lists of
Oversea Returnees, Rosters of Advance Individual
Trainees, special orders, and 201 files received
direct by mail, the chief personnel management
NCO—

a. Projects assignments to battalions and separate
companies by using the Personnel Inventory Report,
Part II, posted to date (see Procedures 3-15 and
3-19 for information concerning posting of Part II
of the Personnel Inventory Report).

b. Furnishes information concerning the number
of projected assignments and priorities for assign-
ment, by MOS and grade, to the senior personnel
mansgement specialists having replacements pro-
jected for assignment to units served by their
composite teams.

¢. Forwards 201 files received by mail to the sen-
ior PM specialist of the composite team serving the
unit to which the individual is projected for assign-
ment.

2. If information concerning the number and
projected assignments of expected replacements is
required by the Chief, Personnel Service Division
and ‘or the division adjutant general, the chiel PM
NCO will prepare a report showing the number of

3-26

replacements scheduled and their projected assign-
ment. The report should include the actual number
of replacements received since the last report and
should include the actual assignments effected. A
sample report is shown in figure 3-14.1. Frequency
of the report is as required.

3. The chief PM NCO receives information from
the division G1 on units with priority for assign-
ment and deadlines to bring units up to authorized
strength or an authorized overstrength. Priorities,
for example, could result from Preparation for
Oversea Movement, an oncoming field exercise or
a determination that any unit is at such a strength
that it impairs the unit’s capability to perform its
assigned mission.

4. The chief PM NCO actively and continuously
seeks information from battslion commanders on
their priorities and problems regarding assignments.
Some of the methods he may employ include—

a. Contacts with personnel staff NCO's to en-
courage their assistance in seeking such information.

b. Requesting the personnel managementi officer
to contact commanders when no information is
forthcoming from & command.

c. Publishing a division directive requiring bat-
talion and separate unit commanders to furnish
such information or submit negative reports, if
the above methods fail.
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DISPOSITION FORM

{AR J40-15)
OFFICT SYMBOL OR FILE REFERENTE !SU‘:‘:JECT

Aagignment of Replacemsntsa Report

ToFers Cff, FSD FROM  pers gt Br CATE 3 Jul 65 cur 1
Div #G PSD

1. Following is aprojectcd report of replacement personnel scheduled for
arrivcl during the period 3-10 Jul €5. IProjected eassignments are indicated, but
ere not firm.

GRADE M5 MR PROJECTED _ASCIGNMENT

E-7 (KC) M LLC 1 (1} Division Q1

E6 (NC) 11E40 12 (3) 29 Bn, 19th Inf
(5) 1st Bn, 12th Inf
(4) 1st Bn, 19th Inf

E~4 (Sp) 76K30 1 (1) 2d Bn, 14th Inf

2. Following is = 1list of the actual number of replacements received =nd
assizoments effected for the periocd 23 Jun - 2 Jul 65,

GRADE MoS NR ACTUAL ASSIGNAENT
E-6 (NC) 11B4C 12 (4} 1st Bn, 19th Inof

EB) 3d Bn, 14th Inf
2) 24 Bn, 1th Inf
(3) 1st Bn, 12th Inf

E-3 11B20 48 (12) 3d Bn, 12th Inf
(9) 24 Bn, 19th Inf
(11) 24 Ba, 14th Inf
(16) 34 Ban, 19th Inf

- odat

=4 JOHN W. SMITH

Capt, #GC
Pers Mgt Off
DA FORM REPLACES DD FORM 96, EXISTING SUPPLIES OF WHICH wil.L BE
" FEB B2 96 ISSUED AND USED UNTIL 1| FEH 63 UNLESS SOONER EXHAUSTED, U3 “OVLENMINT SniuTinc OFFICE 19420 20104

* Figure 8-14.1.

AGO 5603A 3_27
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PROCEDURE 3-15

INITIAL ASSIGNMENT TO THE DIVISION—COMPANY LEVEL

“wReferences. AR 611-201, AR 611-202 (Clas-
sified), AR 600-200.

Procedure

1. The senior personnel management special-
ist receives information on incoming replace-
ments allocated to battalions and separate com-
panies served by his composite team from the
chief personnel management NCQO, and takes
the following actions:

a. Considers assignment priority information
previously received from the chief PM NCO
and personnel staff NCO’s.

b. Determines projected company assign-
ments by using the Personnel Inventory Report,
Part 1.

¢. Contacts the appropriate personnel staff
NCO.

(1) Informs him of the number of ex-
pected replacements by MOS and
grade, projected for assignment to
each company.

(2) Requests information concerning con-
currence of the projected assignments
and/or changes in priorities for as-
signments.

d. Posts the Personnel Inventory Report,
PPart I (PIR}. See Procedure 3-19 for prepara-
tion, posting and use of the PIR, Part 1.

2. On the date enlisted replacements are o
be processed, the senior PM specialist having
veplacements allocated for assignment to units
of the composite team he serves—

a. Obtains the replacement source informa-
vion from the chief PM NCO.

b. Reports to the Replacement Detachment.

¢. Obtains the 201 files of the individuals to
ve assigned to units served by his composite
Ceam,
d. Determines firm company assignments
by—
(1)} Screening each individual's 201 file.
(2) Interviewing each individual.

3-28

(3) Considering existing vacancies and
projected loss information reflected on
the PIR, Part 1. ’

(4) Considering assignment priority in-
formation received from personnel
staff NC('s,

e. Takes 201 files for replacements who can-
not be assigned to their original projected as-
signment, e.g., individuals having a different
MOS from that reflected on the source of as-
signment information, and individuals having
MOS changes and changes in grade for whom
amendments to their orders have not been re-
ceived, to the chief PM NCO for determination
of a new assignment.

f. Consults with the chief PM NCO on re-
placements having special qualifications and/or
training for possible change of the original
projected assignment.

wg. Completes item 31 of the Enlisted
Qualification Record (DA Form 20) when
necessary.

h. Prepares 2 copies of an assignment letter
(fig. 3-15.1) to the unit indicating recom-
mended assignments, and signs for the person-
nel management officer.

(1) Holds the original copy of the letter to
be given to the senior enlisted replace-
ment for delivery.

(2) Holds the duplicate copy of the letter
for later use to—

(a¢) Post the Personnel Inventory Re-
port, Part II.

(b) Insure that unit commanders con-
firm assignments by the suspense
date.

i. Prepares an information sheet (Inci 1 to -
fig. 3-15.1) and attaches as an inclosure to the
assignment letter.

i. Prepares a request for orders assigning
replacements to companies.

k. Gives the 201 file to the replacement and
directs him to report to the inprocessing clerk
for further processing.

AGO 6603A
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{. Posts the replacement source informatisn
{ Advance Oversea Returnee Lists, Advance In-
dividual Trainee lists, Orders) tc indicate the
actual arrival of replacements.

m. Returns to the Personnel Service Division.

(1) Posts the Personnel Inventory Report,
Part IL.

(2) Gives the requests for orders to the
chief PM NCO for review, signature
and dispatch to the Office Services
Unit.

(3) Returns the assignment source infor-
mation to the chief PM NCO.

3. The senior PM specialist designated as the
inprocessing team superviser returns to the
Replacement Detachment and performs the fol-
lowing functions:

a. Supervises the overall processing.

b. Attaches the information copy of the DA
Form 20 prepared by the records clerk, to-
gether with the DA Form 1315 (Reenlistment
Data Card) received from the personnel action
specialist, to the appropriate assignment letter.

¢. Gives the following documents to the senior
enlisted man assigned to each battalion or
separate company for delivery:

AGO 5603A
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(1) The original copy of the assignment
letters with attachments.

(2) The Personal Affairs Envelope pre-
pared by the personnel action special-
ist.

(3) Copies of orders.

d. Notifies the replacement detachment com-
mander when the records processing is com-
pleted.

¢. Returns to the Personnel Service Division.

f. Gives the processed 201 files to the appro-
priate Records Team l.eader,

4. Upon return of the assignment letter from
the unit commander, the senior PM specialist
reviews the letter and—

a. Determines if duty assignments were made
as recommended, and insures that the TOE
paragraph and line number to which the indi-
vidual is assigned is indicated.

b. Insures that if assignments were not made
as recomnmended, that changes of assignment
are authorized by existing assignment and
utilization regulations.

¢. P'osts the Personnel Information Roster.

d. l'orwards the letter to the appropriate
records clerk,
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C 3, AR 600-16 HEADQUARTERS

99T INFANTRY DIVISION
FORT MILIFR, UTAH
S-11 May 1965

6 May 1965

AGPSD-M

SUBJECT: MNotification of Assignments

TO: Commen ding Officer
Compeny B, lst Battalion
14th Infantry
Fort Miller, Utszh

1, Individusl (s) listed below (beve) (bes) been assigned to
your organization this dete. Assignment (8) (were) (wzs) msde
based on exlating vacsncies, assignment priority information
received and expected lcsses. It is recommended that the indi-
vidual(s) be assigned to & duty position requiring the duty MOS
indicsted.

GR,NAME, SN EMOS ASG TO DMOS
SF4 Herbert L. Mays 11B20 11B20

US 55 431 933

SP4 Joe R, Rogers 11620 11B20

AR 19 330 012

SGT E5 Robert L. Mathews 11B40 11B40

AR 56 295 482

2. An informatlon sheet and a copy of esch individusl's
qualification record and Reenlistment Data Card (DA Form 1318) are
attached bereto.

3+ Confirmstion of the actusl assignments, te include
the TCE paragrsph and line number, toshich each individuel is
sgsigned will be furnished this headquarters not lester than the
suapense dste., Indicste the new duty MOS if different from the

recommended duty MOS.
Z’AA’\ (/J \()Vyuf}{

FOR THE COMMANDER:

3 Incl JOH.N W. SMITH
as Capt., £GG
Asst AdJ Gen

* Figurc $-15.1.

AGO B603A
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PERSONBEL RECORDS INFORMATION SBEET

The following information has been extracted fram the personnel
records of EP4 Herbert L. Mays, US 55 433 103.

*a. Conduct and efficlency ratings are recorded asg
Excellent/Excellent %exeeps (%Delete if not applicable).

Period to Conduct: Efficiency:

#b, Record of Courts-Martial: (¥es) (No) (Delete one)

Type:
HR:
Article:
Sextence:
Approved:

(mte,

c, [etter of cammendation or appreciation or other sward
from last assigment: (Yes) (Ne) (Delete cne)

d. XNumber of days accrued leave: %

e. Emergency sddressee; Mrs. Marths C. Mays (Mother)
1315 Broad §t., Nashville, Tenn.

2, Additiooal Pay Authorized: Nope

#Applicable to Enlisted Ferecmnel only.

Figure §-15.1—Continued.

AGO BE03A 331
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C 3, AR 600-16

3-32

(& Moy 65) 1lat Ind
SUBJECT: MNotification of Assigmeents

Hq, Co B, 14th Inf, 99th Inf Div, Ft Mller, Utah , 10 iay 65
LC: Commanding Gemeral, 99th Inf Yiv, Ft Miller, “tah

Duty assipnments were made as recommended except as indicated.

NAME DUTY MDS CHANGED TO PARA LINE Nr
Maya, H. L, Mo Change 04 06
Rogers, J.R. No Change 04, o7
Mathews, R.L. 11840 02 0l

THOMAS W,
Capt, Inf
Commsnding

* Figure ¥-15.1—Continued.
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PROCEDURE 3-16

PROCESSING CONUS LEVIES

% References. AR 614-6, AR 600-200.

Procedure

1. Upon receipt of a CONUS levy, the chief
personne!l management NCO—

a. Screens the Personnel Inventory Report,
Yart 1I, and determines which battalions
and/or separate companies have soldiers avail-
able and qualified to fill the levy.

b. If screening indicates there are no avail-
able soldiers, prepares a return indorsement
or message, as appropriate, so stating, or

¢. If screening indicates there are available
soldiers, furnishes the levy criteria and the
number of soldiers required to fill the levy to
ithe appropriate senior personnel management
specialist(s).

2. The senior PM specialist screens the Per-
sonnel Inventory Report, Part 1--

a. Determines which units have available
soldiers who can be nominated to fill the levy,
insuring that the requirements are spread as
equitably as possilile between units.

b. Prepares 3 copies of an overprinted DA
Form 1049 (fig. 3-16.1) requesting nomina-
tions. (Request for nominations may be ad-
dressed to the battalion commander, and may be
consolidated to indicate each subordinate unit
having avallable personnel.)

(1) Signs for the personnel management
officer and dispatches to the unit or
battalion, as appropriate.

{2} Places 1 copy in the 31-day suspense
file pending reply.

ALO 5B03A

c. Notifies the chief PM NCO when the re-
quirement cannot be completely filled to in-
clude the reason therefor.

3. Upon receipt of the reply from the unit,
the senior PM specialist—

a. Obtains the 201 file of nominated soldiers
from the records clerk.

b. Sereens the 201 filles to determine if the
snldiers meet the levy criteria and the criteria
in AR 614-6.

c, Attaches a note to each 201 file indicating

. the pending action.

d. Returns the 201 file to the records clerk,
e. Destroys the suspense copy of the DA
FForm 1049.

f. Forwards the list of nominated soldiers to
the chief PM NCO.

4. Upon receipt of the names of nominated
soldiers from the composite team(s), the chief
PM NCO—

a. Consolidates and prepares a reply to the
levying headquartlers.

b. Gives the reply to the personnel manage-
ment officer for review, signature and dispatch.

c. Retains | copy of the reply for reference.

5. The I'M officer reviews, signs and dis-
patches,

6. If the levving headquarters provides as-
signment instructions and authorizes the divi-
sion to publish the reassignment orders: the
chief PM NCO--

a. Prepares a request for orders,

b. Signs and dispatches to the Office Services
Unit.
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C 3, AR 600-16

! 2., Personnel nominsted must possess the following prerequisite:

HBave at leest 12 months remaining on current enlistment.

' prior to return of this correspondeancs,

PERSONNEL ACTION o4t 812 Jul 65
(AR 340-13) 8 I &5
REFERENCE O OFHCE SYMBOL SUBJECT
AGPSD-H Nomination of Enlisted Personnel
10: o, Co B, 1st Bn, 19th Iaf FROM:  Commanding General
99th Inf Div, 99th Inf Div
Ft Miller, Utah Ft Mller, Utah
NO. _P!OC‘ESSING ACTIONS _ .
1 1. Request nomination of enlisted personnel as indicated below, for
asgignment to 5411 ahoms Da cembe
GRADE XS ® GRADE Mo fusd
E~4 11c20 3
E~5 11¢C40 1

3, Each individus]l selected for nominsetion will be informed of this acticn

4e Report of nominetion teo include NAMFE, GRADE, SN, and leave address, will

be forwarded to this heasdquerters not later than 12 July 65.
5. Enlisted personnel nominated will be retsined in their current unit of
i assignment pending further instructions from this headquarters.
FOR THE COMAANCER: )
Aﬁj\‘ \L}D ' w\-—a
JOHN W. SMITH
Capt, AGC
Asst Adj Gen
CONTINUE TNTRIES ON PLAIN WHITE PAPER.
DA T B?;H.‘ii ]049 KEFLACES ED1DM OF * OCT 53 wriCr 1S OBSOLETE EY TR T S YYY

* Figure §-16.1.

AGO 5603A
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AR 600-16

PROCEDURE 3-17
PROCESSING OF REQUESTS FOR ON-THE-JOB TRAINING

References. AR 611-201, AR 611-202 (Classified),
AR 600-200, DA Pam
600-8, DA Pam 611-8.

Procedure

1. Upon receipt of a Personnel Information Roster
(PIR) remark or other request for on-the-job train-
ing, the senior personnel management specialist—

a. Obtains the 201 file from the records clerk.

b. Determines the appropriateness of the MOS
training by considering the individual's qualifica-
tions and the criteria in AR 600-200,

c. Screens the 201 file against the criteria in AR
611-201 to insure that the soldier meets the MOS
physical profile requirements and the specifications
and standards of grade authorization for MOS train-
ing, and verifies that the soldier is not in a proficiency
pay status.

d. Determines the necessity for MOS training by
considering—
(1) DA directives which list current and pro-
jected MOS shortages and overages.
(2) Present and requested MOS suthorization
and assigned strength on the Personnel
Inventory Report, Part 1.

(3} Present and requested MOS authorization
and assigned strength on the Personnel
Inventory Report, Part II.

(4) Projected input and known loss data.

2. If the MOS training is determined to be appro-
priate and necessary, the senior PM specialist—

a. Prepares, signs and forwards a request for
orders to the Office Services Unit.

b. Posts the date in the remarks column of the
Personnel Information Roster if the unit commander
has not already entered a date the training com-
menced.

3. If the MOS training is determined to be
inappropriate or unnecessary, the senior PM
specialist—

@. Prepares a return comment or initiates corre-
spondence to the unit commander indicating the
reasons for disapproval.

b. Forwards the correspondence to the chief PM
NCO for review.

4. The chief PM NCOQ reviews and gives to the
personnel management officer for review, signature
and dispatch,

5. The PM officer reviews, signs and dispatches
to the unit.
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PROCEDURE 3-18

PREPARATION, VERIFICATION AND USE OF PERSONNEL INFORMATION
ROSTERS (MANUAL)

References. AR®00-~200,DA Pam 600-8.

Procedure

1. This procedure is to be used in lieuof Procedure
3-36 when punched card machines are not available.
When punched card machines are available this
procedure is used together with Procedure 3-36.

2. The personnel management speciglist prepares
a Personnel Information Roster (PIR) in 5 copies for
each unit and staff section he serves not later than
the 3d workday of each month. The roster is
prepared in the format shown in figure 3-11.1,
Procedure 3-11, DA Pam 600-8, except that the
date of rank is added directly below the pay grade
and the proficiency pay status is shown opposite
rather than below the pay grade. Instryctions
printed on the reverse of the roster are not required
when they are furnished by cover letter.

3. The PM specialist prepares a letter (fig. 3-18.1)
in 3 copies listing instructions for verification,
completion and transmittal of the PIR.

a. Retains 1 copy of the letter and 1 copy of the
PIR for reference and as a working copy.

b. Forwards 2 copies of the letter with 4 copies of
the PIR to the senior personnel management
specialist for review, signature and dispatch.

4. The senior PM specialist reviews, signs the
cover letter, and dispatches the rosters to the units
and staff sections for verification.

5. When the PIR has been verified and returned,
the PM specialist—-

a. Reviews each roster.

b. Takes the action indicated in the remarks
column.

¢. Notes the reason in the remarks column, if the
action indicated cannot be taken.

d. Forwards 1 copy of the PIR to the personnel
action specialist for screening to identify officers
having changes in status which may cause the
rendition of an officer efficiency report. Upon
completion of the screening the PA specialist
forwards the PIR to the records clerk for posting
changes in DMOS and entering
efficiency ratings and changes in DMOS

Changes in DMOS must be further

3-36

substantiated by an appropriate morning report
entry.

e. Returns 1 copy of the PIR to the units and
staff sections indicating action taken and the reason
for any action not taken.

#6. The PM specialist posts the working copy
of the PIR daily using the morning report to re-
cord changes of grade, award and withdrawal of
proficiency pay rating and classification and re-
classification action (see note). Changes affecting
date of loss column are as follows:

a. Notification from the personnel action spe-
cialist of approved—
(1) Elimination cases.
(2) Applications for early release.
(3) Request for hardship or dependency dis-
charge.

b. Direction by the Department of the Army to
effect extensions of active duty periods or early
release of certain categories of personnel.

¢. Oversea levy.
d. CONUS levy.
e. DA special orders.

7. For individuals assigned to duty positions in
other than their PMOS, the PM speciahst takes one
of the following actions:

a. Posts the date of assignment to the duty
position in the remarks column to determine when
soldiers should complete on-the-job training, or

b. Posts a date and enters a comment in the
remarks column to indicate that the soldier has
been temporarily assigned to the duty position
because of a critical shortage or emergency situation
which exists, e.g., “Temporary assignment-—review
on {(date}.”

8. The PM specialist furnishes information from
the PIR to interested branches and stafl sections
when requested. The PIR is used by the Personnel
Management Branch to—

a. Assist in the classification and reclassification
of enlisted personnel (Procedure 3-1).

b. Determine discrepancies between the PIR and
the Personnel Inventory Report, Part I (Procedure
3-19).
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¢. Identify individuals assigned to duty positions
for on-the-job training (Procedure 3-17).

d. Identify soldiers temporarily misassigned due
to critical shortages or emergency situations.

e. Determine individuals eligible to fill CONUS
levies (Procedure 3-16).

“Note. Procedure 11-%-1, AR 800-17 includes in-
structions for use of the unit morning report for reporting
occupsncy of and changes to TOE paragraph and line
number positions. When this means of reporting duty
position information is employed, references contained in
this and other chapters will be disregarded. See also
Procedures 3-36 and 6-3.

C 1, AR 600-16

J. Identify individuals recommended for tem-
porary appointment (Procedures 3-25 and 3-27).

g. Assist in the processing and administration of
periodic Sample Survey of Military Personnel
Questionnaires (Procedure 3-9).

8. The PM specialist prepares a new PIR monthly
using the posted up-to-date work copy.
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AR 600-16

HEADQUARTERS
99TH IRFANTRY DIVISION
FCRT MILLER, UTAB

6 May 1961
SUBJECT: Verification of Persconel Information Roster

T0; Commanding Officer
Company C, 20 Battalion

19th Infantry
Fort Miller, Utah

l. Pour copiles of a Personnel Information Roster for your
organization/staff section are attached for verification and
camuent.

2. It is requested that the informmtion on the roster be
verified and changes and/or discrepancies noted in the remarks
column. An asterisk appearing in the remarks column opposite a
line entry indicates a possible malassigmnment or other discrepancy
in the data shown, An appropriate entry will be made on the unit
morning report to substantiate changes in data reguired to he re-
ported in accordance with AR 335-60.

3. Remarks to be entered are:

&, Changes of Quty assigmments.

b. Enlisted efficlency ratings in the event of supervisory
changes.

c. Classification or reclassification actions desired,
4. Satisfactary campletion of on-the-job training.

e. Discrepancies in duty titles or duty MOS,

f. Other pertinent information,

Figure §-18.1.
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AR 600-16

k, The Persoxmel Infarmation Roster verified in Feb, May, Aug
and Nov will be amotated with a "yes" opposite the names of soldiers
recoumended for appointment to the next higher temporary grade.
Recamended individuals must meet the appointment eligibility cri-
teria in ARG00 -200, or meet the criteria bty _ (specify aste)
to be recammanded for appointment.

LA GiH

1 Incl i/ JUBR W, SMITH
as

Capt, AQC
Asst Al Gen

Pigure 3-18.1—Continued.
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AR 600-16

PROCEDURE 3-19

PREPARATION, POSTING AND USE OF THE PERSONNEL INVENTORY
REPORT PART I (MANUAL)

References. ARS500-2003DA Pam 600-8.

Procedure

1. This Procedure ig to be used in lieu of Procedure
3-35 when punched card machines are not available.
When punched card machines are available this
Procedure is used together with Procedure 3-35.

2. The senior personnel management specialist
prepares and maintains & Personnel Inventory
Report, Part I (fig. 3-19.1) for each 4-digit MOS
authorized to the units he serves.

3. The senior PM specialist posts the Personnel
Inventory Report, Part I, daily using the morning
report, orders, the letter (Procedure 3-17) verifying
duty assignments, projected gain information fur-
nished by the chief personnel management NCO,
and date of loss information from the Persomnnel
Information Roster.

4. The Personnel Inventory Report, Part I, is
used as a source of authorized, actual and projected
MOS strength information to keep commsnders
informed of the work force available to accomplish
the mission of the units and staff sections served.
The report is also used to determine unit require-
ments for assignment of replacement personnel
(Procedure 3-15) and to determine units having

enlisted personnel avsailable to fill CONUS levies
(Procedure 3-16).

5. At the end of each quarter the senior PM
specialist compares the Personnel Inventory Report,
Part I, against the Personnel Information Roster
to determine any discrepancies, and if discrepancies
are found—

a. Searches out the source of error.

b. Corrects the discrepancy on either the Person-
nel Inventory Report or the Personnel Information
Roster.

¢. Posts the Personnel Inventory Report, Part 11,
maintained by the chief PM NCO if the record is
10 error.

6. The PM specialist posts the Personnel In-
ventory Report, Part II (Procedure 3-20), daily to
reflect changes posted to the Personnel Inventory
Report, Part I.

7. At the end of each month the senior PM
specialist prepares a new Personnel Inventory
Report, Part I, in 2 copies for each 4-digit MOS,
using the posted up-to-date report as a worksheet.

a. Dispatches the duplicate copy to the battalion
or separate company headguarters concerned not
later than the 2d workday of each month.

b. Retains the original copy of the new inventory
report as a working copy.
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MOa: 3]_&0

BR: HQ 10th Maint Bn Prepared as of

Page of Pages

PERSONNEL INVENTCRY REPORT - PART I (MARUAL)

“Gen | Col ) Lt Col Ca 12 1t | WO ~REMARKS
Campary “A" {Maint sgt ) I B-9 | B-B | E- ﬁ E-5 | E<b E-3 | B-2]E-1
Auth R B 2
A}L 9 9 3
= T Q/8 +1 +1 +;r
o,|ec g848
X Days 2 3 1
00 Daye_ 3 2 0
90 Days 3 1 1
* * * * * * *
R IOEALS
Auth K 11 2
% 12 12 3
_9_ 8 +] +1 +1
- Projected 0 Daya
Gains 2 4 0
Logses 3 3 1
/8 +2
Projected 60 Days
Gains N 3 1
Losses 3 3 0
O/S +1 +2 +1
Froiected 5 Daye.
Gains 5 0 ]
Losses 3 1 -1
0/8 +3 +1 2
Figure 3-13.1.

91-009 AV


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


AR 600-16

PROCEDURE 3-20

PREPARATION, POSTING AND USE OF THE PERSONNEL INVENTORY
REPORT PART IT (MANUAL)

References. ARBD0-200; DA Pam 600-8.

Procedure

1. This procedure is to be used in lieu of Pro-
cedure 3-35 when punched card machines are not
available. When punched card machines are
available, this Procedure is used together with
Procedure 3-35.

2. The chief personnel management NCO main-
tains & Personnel Inventory Report, Part II, for
each 4-digit MOS which reflects the authorized and
assigned strength by battalion and separate company
and projects 30-, 60- and 90-day gains and losses.
The format (fig. 3-20.1) is similar to the Personnel
Inventory Report, Part I, maintained by each

composite team except that Part Il portrays the
division strength.

3. The chief PM NCO makes the following uses
of the Personnel Inventory Report, Part I1:

a. Advises the division commander and staff
sections on the strength status of any authorized
MOS for a particular battalion or separate company.

b. Projects assignments of incoming personnel
to battalions and separate companies.

1. The senior personnel management specialist
of each composite team posts the Personnel In-
ventory Report, Part I1, daily to show new assign-
ments, losses, promotions, reductions, and changes
of MOS.
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Mos 12820

DIV 99th Inf
PERSCHNEL IRVERT(RY REPCRT - PART II (HAHUAL) FPage __] of Pagos
~Gen “%T% It Col Ca 172t T W
10th Engr Bn E-9 E-7 T T E-3 —oJE-1 FEMARKS
Auth 20 21
As 18 24
C/S -2 +3
“Projected 0 DLays
Gains 3 2
Lossen 1 3
o/8 +2
_ﬁ'odgcted &0 Days —
Gains 4 3
Logses 3 5
Q/8 +1 1
Projected 90 Days
Gains 3 -
Lossas 2 <]
_ofs +2 ~3
» » * » »
BIV TOTALS
Auth 20 2l
As 18 2L
gg -2 3
L"f?o,jcac‘bed. 30 Days
Auth -3 2
Asg 1 3.
0/8 +2
[ Projected 60 Days
Auth L 3.
Asg 3 L
0/8 +1 +1
Projected 90 Days
Auth 3 &
Asg 2 d
0/8 +2 -3
Figure 8-20.1.

91-009 IV
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PROCEDURE 3-21

PREPARATION, POSTING AND USE OF THE PERSONNEL INVENTORY
REPORT PART Il (MANUAL)

Reference. None.

Procedure

1. This procedure is to be used in lieu of Pro-
cedure 3-35 only when punched card machines are
not available.

2. The chief personnel management NCO pre-
pares and maintains a Personnel Inventory Report,
Part 111 (fig. 3-21.1), for each 4-digit MOS suthor-
ized within the division.

3. The Chief PM NCO posts the Personnel In-
ventory Report, Part 111, daily using the posted to
dste Personnel Inventory Report, Part I} (Pro-
cedure 3-20).

4. As of the last day of each month, the chief PM
NCO prepares a new Personnel Inventory Report,

Part III, in 3 copies. Retains the original copy
for use as 8 worksheet and forwards 1 copy each to
the Assistant Chief of Staff, Gl, and Adjutant
General.

5. The Personnel Inventory Report, Part I1],
is used to furnish accurate, up-to-date strength
information, by job speciality, thereby presenting
an overall picture of the division's work force
available to accomplish its assigned mission. This
report does not reflect the MOS strength of an
individual unit and the chief PM NCO must refer
to Procedure 3-20 to answer inquiries about units.

6. When the Personnel Inventory Report, Part
I11, is consolidated to portray the division strength,
the chief PM NCO refers to AR 380-5 for security
classification.
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PERSONNEL INVENTCRY REPORT, PART III (MANUAL)

Prepared as of

Page

of

Pages

E-9

Col

L% T_C_OI ﬁ (%Sm

1/2 1t

Auth

ASG

0/8

Projected 30 Daye

GATNS

10B83ES

9/s

0/8

| Projected 90 Days

GAINS

o/s

Figure 3-21.1.

91-009 ¥V
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#PROCEDURE 3-22

OFFICER REQUISITIONS

References. AR 614-102, AR 614-132, AR
614-140, AR 614-185, AR 621-108;
DA Pam 600-8.

Procedure

1. Requisitions for Officers Ezeluding Colonels
and General Officers. @. When notified by the
chief personpel management NCO to furnish
information on officer and warrant officer re-
quirements, the sepior personnel management
specialist—

(1) Screens the posted-to-date copy of the
latest Personnel Information Roster pre-
pared for each unit and staff section
served.

(2) Annotates each roster to identify author-
ized officer and warrant officer require-
ments as follows:

(a) Requirements for the 5th subsequent
mounth for CONUS divisions, excluding
those in Alaska and Hawaii.

(6) Requirements for the 7th subsequent
month for oversea divisions, including
those in Alaska and Hawaii.

{3) Using the annotated Personnel Informa-
tion Rosters, prepares separate work-
sheet requisitions for—

(a) Each commissioped officer branch.

(b) Each branch monitoring the particular
MOS for warrant officer requirements.

(¢) Branch Immaterial Army Aviator re-
quirements.

(d) KeyInformation Position requirements.

(4) Refers to AR 614-185 and insures that
all pertipent information to be included
in the requisitions is shown on the
workshests.

{5) Forwards the worksheets to the chief
personne]l management NCO for con-
solidation and preparstion of the division
officer requisition.

4. Upon receipt of the worksheeta from ths
senior personnel management specialists, the
chief personnel management NCO—

(1) Reviews each worksheet to insure all

8-46

information required by AR 614-185 is
included.

(2) Assembles the worksheets by category
(a(3) sbove) into separate requisitions
and prepares a draft division officer
requisition by consolidating the require-
ments for each category. Groups branch
requirements by grade and by prority
of assignment within grade.

(3) Instructs the clerk-typist to type the
requisition using DA Form 872 (Requi-
sition for Officer Personnel).

c. The clerk-typist types the requisition and
returns it to the chief personnel mapagement
NCO.

d. The chief personnel management NCO—

(1) Reviews the completed requisition agsinst
the draft for completeness and accuracy,
and arranges it into the sequence re-
quired by AR 614-185.

(2) Forwards the requisition to the personnel
management officer for review, signature,
and dispatch.

{3) Retaina the worksheets and one copy of
the completed requisition for later use
in determining assignments and for
furpishing informsation to interested com-
manders.

¢. The personnel management officer reviews,
signs and dispatches to the pext higher bhead-
gquarters.

2. Current and Projected Colomel Requirements.
A report of current and projected colopel re-
quirements will be prepared quarterly in accord-
snce with AR 614-102 and local command
policy. Details on preparation of the report are
contained in AR 614-102. The chief personnel
management NCQO maintains current data on
which to base the report, and should be responsible
for its preperation and forwarding to the major
commander not later than the established due
date. Preparation of the report should be co-
ordinated with division Assistant Chief of Staff,
G-1 and Adjutant General
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PROCEDURE 3-23
REQUISITION OF ENLISTED PERSONNEL—GRADES E-7 THROUGH E-9

Reference. AR 614-202.

Procedure

1. Upon receipt of a notice from the chief per-
sonnel management NCO to prepare a requisition
for enlisted personnel, grades E-7 through E-9,
the senior personnel management specialist—

. Screens the Personnel Information Roster to
identify E-7 through E-9 positions which will re-
quire replacements during the fifth subsequent
month if the division is located in CONUS, or dur-
ing the seventh subsequent month if the division is
located in an oversea command.

b. Prepares a draft requisition (DA Form 872).

¢. Forwards the draft requisition to the chief
PM NCO for consolidation.

2. Upon receipt of draft requisitions from the
senior PM specialists, the chief PM NCO—

a. Reviews and consolidates into one requisition
for the division.

b. Givesthe consolidated drafts to a clerk-typist.

3. The clerk-typist types the consolidated requi-
sition and returns to the chief PM NCO for review.

4. The chief PM NCO reviews and gives to the
personnel management officer for review, signature
and dispatch.

5. The PM officer reviews, signs and dispatches
to the next higher headquarters.
Note. The senior PM specialist must refer to AR 014-

202 to obtain the details and instructions on the prepara-
tion of DA Form 872.
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PROCEDURE 3-24

RECOMMENDATIONS FOR AUS PROMOTION TO FIRST LIEUTENANT AND CHIEF
WARRANT OFFICER, W-2

References. Procedure 9-1-1, AR 600-17; AR
624-115; AR 624-155; DA Pam
600-8.

Procedure

1. Upon receipt of a suspense notification from
the control specialist, the personnel management
specialist—

a. Obtains the 201 file from the records clerk and
verifics the officer’s promotion eligibility against
the criteria in AR 624-115 or AR 624-155, as ap-
propriate.

d. Determines if a favorable National Agency
Check or Background Investigation has been
conducted.

¢. Determines if the officer is subject to any ac-
tion under the provisions of AR 600-31.

d. Prepares a request for screening of the files of
the division provost marshal and intelligence of-
ficer, sigms and forwards in turn.

2. Tf the results of screening are favorable, the
PM specialist—

a. Prepares a DA Form 78 (Recommendation
for Promotion of Officer) in 3 copies (fig. 3-24.1).

5. Prepares 3 copies of form letter (fig. 3-24.2)
for transmittal of the recommendation.

c. Attaches the original and duplicate copy of
the DA Form 78 to 2 copies of the letter and for-
wards to the chief personnel management NCO
for review.

d. Returns the 201 file to the records clerk.

e. Places the triplicate copy of the letter and
DA Form 78 in the 31-day suspense file.

3. The chief PM NCO reviews and gives to the
personnel management officer for review, signature
and dispatch.

4, The PM officer reviews, signs, and dispatches
to the officer’s immediate commander.

5. If the division commander does not with-
hold promotion suthority, the PM specialist—

a. Receives the approved DA Form 78 and a
request for orders.

b. Forwards the DA ¥Form 78 to the records
clerk for filing.

o. Forwards the request for orders to the Office
Services Unit.
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d. Destroys the suspended copy of the DA Form
78 and letter of tranamittal.

6. If the division commander does withhold
promotion authority, the PM specialist receives
the DA Form 78 with commander’s recommenda-
tions, propares a memo routing slip and forwards
the DA Form 78 to the division AG and G-1 for
approval.

7. Upon return of the DA Form 78 from the
division AG, the PM specialist—

a. In the case of approved recommendations,
prepares a request for orders and forwards to the
personnel management officer for review, signature
and dispatch. (If the PM officer desires, the ap-
proved DA Form 78 will be attached to the request
for orders.)

b. In the case of disapproved recommendations,
confers with the PM oflicer regarding disposition
of the recommendation. (See para. 11 and 12 for
action on cases involving officers not promoted
within 1 month from promotion eligibility date.}

8. The PM officer reviews, signs and dispatches
to the Otffice Services Unit.

9. When the screening in 15 above does not
reflect the results of a security investigation, the
PM specialist prepares a request for a check of the
files of the Counter Intelligence Records Facility,
US Army Intelligence Center, Fort Holabird, Bal-
timore, Maryland 21219, at least 90 days prior to
the date the officer becomes eligible for considera-
tion for promotion.

10. When results of the check are received the
PM specialist conducts o second screening of the
201 file prior to taking the actions in paragraph
lcand d and paragraph 2.

% 11. 2. When & second lieutenant has completed
19 months active duty as a commissioned officer or
37 months in an active status as a reserve com-
missioned officer, recommendations for or against
promotion to first lieutenant will be made to The
Adjutant General, ATTN: AGPB-P, Depart-
ment of the Army, Washington, D.C. 20315. In
the case of a recommendation for promotion, an
explanation of why the promotion was not accom-
plished within the 30-day period following offi-
cer’s attainment of eligibility will be included. In
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the case of a recommendation against proinotion,
reasons for such action wil be included.

5. When a second lieutenant who has completed
16 months’ active duty as a commissioned officer
or 34 months in an active status as 2 Reserve com-
missioned officer is undergoing reassignment in-
volving a change of promotion authority, & recom-
mendation for or against his promotion will be
forwarded to The Adjutant General, ATTN:
AGPB-P, Department of the Army, Washington,
D.C. 20315,

w12. . When a warrant officer, W-1 has not

C 2, AR 600~16

been promoted to warrant officer, W-2 within 30
days following the date of eligibility, the recom-
mendation for or against promotion will be han-
dled in the manner described in paragraph 11a.

&. When 2 warrant officer, W-1, who has com-
pleted 16 months’ active duty as an officer or 34
months in an active status as 2 Reserve warrant
officer is undergoing reassignment involving =2
change of promotion authority, a recommendation
for or against his promotion will be forwarded to
The Adjutant General, ATTN: AGPB-P, De-
partment of the Army, Washington, D.C, 20315,
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AR §00-16

RECOMMENDATION FOR PROMOTION OF OFFICER e
(See AR 624-115 (Com OF) and AR 624155 (WO's) 25 Oct 61

- ' BASIC DAYA ON THIS FORM TO BE ORETAINED FROM D4 FORM & __‘__
FROM: ~manding Officer T2: Commanding General

Ool,ljth,lwm,”thInIMY 99th Inf Div

Fort Mller, Utah Fort Mlley, Utah
LAST MAME—FIRST NAME—MIDDLE IKITIAL T | senvice wousen Axxt on sTrv. [masac comeo. | DATE oF mirTH

OGLE, JAMES A. 05 431 278 Inf UBAR b Fed 32

THE ABCVE-MAMED OFFICER |3 WITHIN THI IONE OF cmumno}i"rou PROMOTION PURSUANT TO DEPARTMENT OF THE ARMY AMMOUNCEMENT,

Bection V, AR 624-115

DATES OF RANK 1K GRADE! o DATE OF E A_D, GRADE
m LT. 0% ", CAPTAIN MAJOR LT, COLONEL CURRENT TOUR | 7moe— Yo
worsia
23 May 60 | ' 23 My 60 |2a It st It
INCLUSIVE DATES | CATEGORY AMD
PRESINT DUTY AND ASSIGNMENT UNIT OR STATION kel EXPIRATION DATE
_ FROM— TO— _|_{Hhen apptrmbie)
Platoon Leader 001,1:1:&!,19&1!1110“ Prasent | OBY
99th Inf Div 22 MNay 62

Commanders will confine recommendations to brief siatements These statements should bel?hund to bring out the fact that the
officer sither does or does nol consider the officer fully qualified for promotion, that he would be fully agreeable

40 koop Lhe officer in his sommand if promoted to the higher grade, and that there s no disciplinary action pending op the officer.

THE ABOVE-MAMED OFF ICER D ] D IS MOT  RECOMMENDED FOR PROMOTION IN THE ARMY OF THE UNITID STATES FOR THE FOLLOWING REASONS:

TYYPED MAME, GRADE, AND ORGANIZATION OF RECOMMENDING OFFICER SIGHATURE OFf RECOMMEND|NG OFFICER

1 Pt RA Ofices profps dades by T—trmpersry. P - premansat. ! REYERSE S!DER FOR INDORSEMENTS

DA 1 ’I.l-l.l 78 PREVIOUS (DT ION OBSOLETL.

Figure 3-24.1.
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AR 600-18

HEADQUARYERS

9978l INPANTRY DIVISION
FORT MILLER, UPAH 5-15 Bovember 1961
25 October 1961

BUBJECT: Recommendation for Promotion

20: Comsanding Officer
Company A, lst Battalion

Fort Miller, Utsh

1. Request the stiached recammendation for pramoticn (DA Form

78), pertaining to 24 It James A, %; %ﬂg@,umm
returned through to this ¢ not later than

15 Nov 61. Subject officer meets the criteris UP of Section V,
Ig‘ﬁcﬁslsecum III, AR 62k-155.

2, Results of & survey of the following records/offices re-
garding the presence of derogatory inforsation are indicated below:

1 Incl JOHN W, SMTH
DA Form T8 (&upe) Capt, AGC
Asst Ad) Gen
Pigure $-24.2.
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C 3, AR 600-16

PROCEDURE 3-25

REPORT OF ENLISTED PERSONNEL ELIGIBLE FOR TEMPORARY APPOINTMENT
(RCS CSGPA—-342 (R5))

w Reference. AR 600-200.

Procedure

1. When notified by the chief personnel man-
agement NCO to {furnish information to pre-
pare the Quarterly Report of Enlisted Person-
nei Eligibie for Temporary Appointment, the
personnel management specialisi—

. Determines the cumulative vacancies for
each grade. by unit, and records the totals on
a separate worksheet (DA Form 2644-R) for
each unit. Refers to the applicable TOE and
the latest morning report strengths to obtain
the authorized and actuai strengths.

b, Screens the posted-io-date Personnel In-
formation Rosters verified at the end of Feb-
ruary. May. August or November, as applicable.
to delermine eligible soldiers. Individuals ave
considered eligible when “yes"” is recorded in
the remarks column opposite their names {Pro-
cedure 3-18).

% ¢. Counts the number of eligibles for each
grade and records the totals on each unit's
worksheet. See chapter 7, AR 600-200.

d. Consolidates the unit totals for each bat-
talion and enters the new totals on a battalion
worksheet.

AGO G603A

e. Forwards the battalion and separate com-
pany worksheets to the chief personnel man-
agement NCO.

f. Retains the Personnel Information Rosters
for use in subsequent appointment allocations.

2. Upon receipt of the battalion and separate
company worksheels, the chief personnel man-
agement NCO—

«t. Reviews the projected input for each bat-
talion and separate company and adjusis the
worksheets by adding the number of expected
eligibles by grade.

b. Consolidates the totals on each worksheet
and prepares a division report using DA Form
2644-R.

¢. Retains the battalion and separate com-
panv worksheets for use in distributing subse-
quent appointment allocations.

d. Forwards the completed report to the
personnel management officer for review, sig-
nature, and dispaich.

3. The personnel management officer re-
views, signs, and dispatches to the next higher
headquarters.

4. The chief personnel management NCO
submils amended reports if there is a major
change in authorized strength.
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C 3, AR 600-16

PROCEDURE 3-26
PERMANENT APPOINTMENT OF ENLISTED PERSONNEL—~GRADES E-3 THROUGH E-9

* References. AR 600-20, AR 600-200.

Procedure

1. Upon receipt of a suspense notification
from the control specialist which lists individ-
vals eligible for permanent appointment, the
personnel management speciatist—

¢t. Screens the listing to determine the names
of soldiers listed as being eligible for appoint-
ment to pay grade E-3.

*b. Obtains the 201 files of these mdivid-
uals from the records clerk, and screens them
against the permanent appointment eligibility
criteria in AR 600-200.

¢. Annotates all copies of the listing to indi-
cate those ineligible for appointment, to include
the reason for ineligibility, e.g., favorable per-
sonnel actions suspended under AR 600 31,
erroneous eligibility date on the suspense noti-
fication.

d. Returns the 201 file to the records clerk.

¢, Prepares 3 copies of a DA Form 1049 (fig.
3-26.1) listing each eligible individual. and the
date on which action should be taken to appoint
those recommended by the unit commander.

f. Signs the DA Form 1049 for the person-
nel management officer, and forwards the
original and 1 copy to the unit.

¢. Retains 1 copy of the DA Form 1049 in
the 31-day suspense file fur a date 3 workdayvs
from the latest date an appointment action is
to be taken.

2. 1f the unit has not completed the action
by the suspense date. the PM specialist —

@. Requests the senior T'M specialist to con-
tact the appropriate personnel staffl NCO and
inquire as 1o the reason for the delay.

b. Resuspends the DA Form 1049 for 3 addi-
tional workdays and informally notifies the con-
trol specialist.

3. When notified by the unit that the action
has been completed, the PM specialist- -

¢t. Withdraws the suspended copy of the DA
Form 1049 from the 31-day suspense file and
destroys it.

b. Returns a copy of the suspense notification
to the control specialist with an informal note
indicating that the completed action applies

3-52

to soldiers listed for permanent appointment
to grade E-3.

4. Tipon completion of the action in para-
graph 1. the PM specialist—

«. Obtains the 201 files for soldiers listed as
eligible for permanent appeintment to grades
E—4 through E-9.

b. Sereens the 201 files against the appoint-
ment eligibility criteria in AR 600-200,

e. Follows the procedure in paragraph le.

d. Prepares g Certificate of Appointment
(DD Form 216A) for each eligible noncommis-
sioned officer. Forwards the certificates to the
personnel management officer.

% . Prepares an informal note to the rec-
ords clerk —

{1) listing the names of soldiers deter-
mined eligible for permanent appoint-
ment.

{2) Requesting that the Qualification Rec-
ord (DA Form 20) for each eligible
soldier be posted in accordance with
AR 600-200,

J. Returns the 201 files together with the in-
formal note 1o the records clerk.

¢. Returns the original suspense notification
to the control specialist with an informal note
indicating that the completed action applies
oniv to soldiers listed for permanent appoint-
ment to grades E-4 through E-9,

5. The PM officer reviews, signs and dis-
patches the DD Forms 216A, or reviews and
forwards them to the signing authority, as ap-
propriate.

6. Upon receipt of a morning report which
containg an entry appointing a soldier from a
noncommissioned officer grade to a higher tems-
porary noncommissioned officer grade, the PM
specialist—

a. Obtains the 201 file from the records clerk.

b. Screens the 201 file and determines if the
grade from which appointed was temporary or
permianent.

¢. Follows the procedure in paragraph 4d
and ¢ if the grade was temporary.

d. If the grade was permanent, returns the
201 file Lo the records clerk and takes no
further action.

AGO BEDIA


ZapataMP
Pencil

ZapataMP
Pencil


AR 600-16

PERSONNEL ACTION onnmﬁ'r
(AR 340-15) 20 apr

FiLg REFEREWCE Sus {77

AGPSD-M Appointment of Enlisted Men
Commanding O£f4ocer " Commanding Ceneral
Co A, 12th Inf 99th Inf Div
Fort mr’ Utah Fort mr’ Utah

NR PROCESS ING ACTI0mS

1. Persomnel records partaining to the soldisrs listed below indicate
that on the date shown opposits their Dames they will be eligible for appointment
from PVT B2 to PFC E3, mroviding they are recommended for such appointment.

2. Request action be taken to publish appointment orders on the eligibility
i dats, and the date ths action was complated be noted in the column headed "Date

. Action Compl". Further request that this correspondence be returned not later
than the suspense date by return comment hereon, and the reason for any individual
not appointed on the eligibility date be indicated.

NAME SN ELIGIBILITY DATE DATE ACTION COMPL
Bubbins, J. L. RE13579864 25 ¥ay 65
Barcld, C. B. U557986420 May 6.5
Jerry, O Jo U85312h689 B m 65

|
|
|
}
i
i FOR THE COM{ANDER
[
|
|
|
I

USE PLAIN PAPER POR CONTINUATION OF COMMENTS

FORM
DA focT e 4 9 REFPLACES COITION OF | OCT BB, WHICKH IS ORSOLETE CRO 1913 O MMTIA

Figure 8-248.1.
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C 1, AR 600-16

PROCEDURE 8-27

4QUOTA ALLOCATIONS FOR TEMPORARY APPOINTMENT OF ENLISTED PERSONNEL
TO PAY GRADES E-4 THROUGH E-6

References. AR 600-20, ARSOO-200; DA Pam
800-8.

Procedure

1. Upon receipt of an appointment allocation
letter from the next higher headquarters, the chief
personne] management NCO—

a. Furnishes instructions to the senior personnel
management specialist of each composite team to
furnish lists, by unit, of individuals recommended
for appointment at the end of the last quarter.

b. Uses the retained copy of the battalion work-
sheets for the Quarterly Report of Personnel
Eligible for Temporary Appointment (Procedure
3-25) in determining the number of allocations for
each hattalion.

¢. Prepares an allocation letter in 3 copies to each
battalion headquarters and eeparste company
requesting recommendations and a report of those
allocations which cannot be used.

d. Holds the allocation letters pending receipt of
the lists from each composite team (a above).

2. Upon receipt of instructions from the chief
PM NCO to furnish lists of individuals recommended
for temporary appointment, the senior specialist—

a. Screens the Personnel Information Roster
verified as of the end of the Iast quarter to determine
the names of soldiers recommended for appointment.

b. Prepares 8 list in 3 copies, by unit, of recom-
mended individuals, less those reassigned and
reduced in grade. Adds names of soldiers assigned
gince the “as of’ date of the roster.

¢. Forwards 2 copies of the lists to the chief PM
NCO.

d. Retains the 3d copy of the lists pending receipt
of recommendations from units.

3. Upon receipt of the lists from each composite
team, the chief PM NCO—

a. Attaches both copies of the lists to 2 copies of
the appropriste allocation letter and gives to the
personnel management officer for review, signature
and dispatch.

b. Retains a copy of the allocation letter for
reference.

4. The PM officer reviews, signs and dispatches
to battalion and separate company headquarters.

5. Upon receipt of recommendations from the
unit, the senior PM specialist-—

a. Obtains the 201 files from the records clerk.

b. Screens the 201 file agsinst the eligibility
criteria in AR 624-200 and the sllocation letter and
returns the 201 file to the records clerk.

c¢. Prepares an indorsement to the unitsauthorizing
publication of unit orders for E-4 appointments.
Includes the names of soldiers ineligible for appoint-
ment snd the reasons for ineligibility.

d. Forwards the indorsements to the chief PM
NCO for review, signature and dispatch.

ve¢. Prepares a request for orders for individuals
to be appointed to grades E-5 and E-6 and for-
wards to the chiefl PM NCO for review,

#6. The chief PM NCO reviews the indorse-
ment authorizing unit orders for E—4 appointments
and the request for orders for appointment to
grades E-5 through E6 and gives to the PM
officer for review, signature and dispatch.

7. The PM officer reviews, signs, dispatches the
indorsement to the unit and the request for orders
to the office Bervices Unit.

8. The chief PM NCO reallocates any unused
allocations.

9. The chief PM NCO returns any unused alloca-
tions for the division to the allocating beadquarters.
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C 1, AR 600-18

*PROCEDURE 3-28

QUOTA ALLOCATIONS FOR TEMPORARY APPOINTMENT OF ENLISTED PERSONNEL
TO PAY GRADES E-7 THROUGH E-9

References. AR 600-20, ARS0C —200; DA Pam
600-8.
Procedure

1. Upon receipt of an appointment. quota alloca-
tion letter from the next higher headquarters, the
chief personpel management NCO directs the
genior personnel management specialist of each
composite team to determine the names of eligible
personnel.

2. The eenior personnel management gpecialiat
screens the Personnel loformation Rosters to
obtain the names of E—6 through E-8 personnel
who hold the specified MOS.

a. Screens the E~7, E-8, E~9 requisition file to
determine if a requisition for the vacancy has been
submitted and notification received that a replace-
ment cannot be furnished.

b. Obtains the 201 files from the records clerk
and screens against the sppointment eligibility
criteria in ARG00-200 and the appointment alloca-
tion letter.

c. Forwards a list of eligible individuals, by
unit, to the chief personnel mansgement NCO to
include name, grade, service number, date of rank
MOS, and any other pertinent data which may be
required.

3. The chiel porsonnel management NCO pre-
pares and dispatches a letter to units baving eligible
individuals. Includes name, grade, date of rank,
and instructions to the unit commander to—

a. Submit recommendations for individuals rec-
ommended for appointment to grades E-8 and
E-9.

5. Submit names of individuals selected for sp-
pointment to grade E-7 (Procedure 10-1-1,
AR 600-17).

¢. Advise eligible individuals prior to their
selection or recommendation of the provisions of
ARS00 -200 which require soldiers to serve an
additional 2 years active duty on appointment to

pay grades E-7, E-8, or E-9 unless at the time of
appointment they are eligible to retire in the same
or higher pay grade. See AR 635-230.

d. Furnish names of soldiers who declined ap-
pointment because of the service obligation they
will incur.

4. Upon receipt of the recommendations and
narnes of soldiers selected for appointment to E-7,
the chief personnel management NCO—

a. Obtains the 201 files from the records clerk
and rescreene i0 assure that recommended indi-
viduals remain in an appointable status.

b. Prepares a request for orders for individuals
selected for appointment to E-7. Signs and
dispatches to the Office Services Unit or forwards
to the Chief, Personnel Management Branch for
review, signature, and dispatch.

¢. Notifies the President of the E-8 and E-9
Promotion Board of the number of individuals to
appear before the board and obtains the date,
time and place of the board meeting.

d. Notifies the appropriate personnel staff
NCQ’s of the date, time and place of the board
meeting and informs them of the names and units
of individuals to appear before the board.

5. On the date of the board meeting, the chief
personnel management NCO—

a. Delivers the 201 files and the letters of recom-
mendation to the president of the board.

b. Assists the board as required.

c. Receives the list of board selections.

d. Returns to the Personnel Service Division.

e. Prepares & request for appointment orders,
signs and dispatches to the Office Services Unit.

7. Returns the 201 files to the records clerk.

Note. If the soldier declines appointment to avoid the
2-year service obligation, the chief personnel managenent
NCO reallocates the quots to another uait if other vacan-
cies exist or includes the vacancy in the next quarterls
report of personnel eligible for appointment.
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AR 600-18

PROCEDURE 3-29
VOLUNTEER REQUESTS FOR FOREIGN SERVICE

References. Trocedure 11-1-17, AR 600-17; AR
614-30.

Procedure

1. Upon receipt of a request from an enlisted
man, below grade E-7, the personnel mapagement
specialist—

a. Obtains the 201 file from the records clerk and
screens it against the criteria in AR 614-30.

b. Prepares a return comment disapproving the
request and enumerating the reasons if the appli-
cant does not meet the criteria. Forwards to the
personnel mansgement officer for review, signature
and dispatch, or

¢. Prepares a forwarding comment to the major
commander recommending approval, if the appli-
cant meets the criteria in AR 614-30.

d. Sends ) copy of the forwarding comment to the
unit for the applicant’s information.

e. Forwards the request to the PM officer for
review, signature, and dispatch.

J. Returns the 201 file to the records clerk.

2. The PM officer reviews, signs, and returns
disapproved requests to the unit or dispatches
requesta recommending approval to the next higher
headquarters.

3. Upon receipt of an approved request, the PM
specialist—

a. Prepares a forwarding comment to the unit
commander with instructions to—

(1) Make an entry on the morning report
changing the individusl’s Foreign Service
Availability Code.

(2} Inform the enlisted man of the action.

b. Forwards the duplicate copy of the request
to the records clerk for posting of the DA Form 20
and filing.

c. Signs the original copy of the request and dis-
patches it to the unit.

4. Upon receipt of an officer's request or a request
from enlisted personnel, grade E-7 through E-9,
the PM specialist—

a. Obtains the 201 file from the records clerk and
screens the request against the criteria in AR 614-30.

b. Consults with the PM officer and obtains a
forwarding comment.

(1) Prepares the comment through channels to
Chief of Personnel Operations, ATTN:
(Career Branch of Officer), Department of
the Army, Washington, D.C. 20310,
for officer personnel or

(2) Prepares the comment through channels
to Chief of Personnel Opersations, ATTN:
EPECD, Department of the Army, Wash-
ington, D.C. 20310, for enlisted per-
sonnel.

5. The PM officer reviews, signs and dispstches
to the appropriate addressee.
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AR 600-16

PROCEDURE 3-30
REQUESTS FOR DEFERMENT FROM OVERSEA SHIPMENT

References. Procedure 11-1-15, AR 600-17; AR
614-30, AR 614-215.

Procedure

1. Upon receipt of a request from a unit, the
senior personnel management specialist—

a. Reviews the request and the required support~
ing documents against the criteria in section 1II,
AR 614 -30.

b. If the request meets the criteria and can be
approved by the division commander, prepares an
approving comment for return to the unit, or

c. If the request meets the criteria, but cannot
be approved by the division commander, prepares
a forwarding comment to the approving authority,
or

d. If the request dges not meet the criteria,
prepares a disapproving comment for return to the
individual. Includes the reasen for failure to meet
the criteria.

e. Forwards the request to the chief personnel
management NCO for review.

J. Forwards a copy of the request to the ap-
propriate records clerk {or inclusion in the 201 file.

2. The chief PM NCO reviews and gives to the
personnel management officer for review, signature
and dispatch.

3. The PM officer reviews, signs and dispatches
to the approving headquarters or returns the request
to the unit, as appropriate.
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AR 600-16

PROCEDURE 3-31
REPORTS OF CASUALTIES ORIGINATING IN COMBAT AREAS

References. AR 600-65, AR 600-66.

Procedure

1. The personnel management specialist suspends
morning reports which contain entries on casualties
pending receipt of corplete casuslty reports.

2. Upon receipt of information of a battle or
nonbattle casuslty from unit commanders, com-
pleted casuslty feeder reports (DA Form 1156),
admission and disposition {A&D) reports, straggler
reports or any other reliable source, personne)
management specialist—

a. Withdraws the suspended morning report and
compares the dats thereon against the casualty
information. Discrepancies will be resolved with
the reports clerk. The reports clerk will be notified
when casuslty information is received and there
is 0o corresponding morning report data in suspense.
If essuslty reports supporting casuslty remarks on
morping reports are not received within a period
of time to be determined by the Chiel, Personnel
Service Division based on the current situation, the
persopnel management specislist contacts the unit
and requests submission of & casualty report.

b. Checks the report agsainat the master casualty
file and any other available information to determine
the correct status of the individual.

¢. Checks feeder casualty reports for wounded
personne) which do not show the degree of severity;
1.e., serious or light, agsinst the A&D reports to
obtain the degree of severity.

(1) If the degree of severity cannot be deter-
mined, identifies the casualty as “wounded
in action’” (WIA) without a degree of
severity.

(2) Suspends the source information pending
verification of the degree of severity in
order subsequently to amend the casuslty
report.

d. Buspends preparation of officia]l casualty re-
ports when the correct status of individuals cannot
be determined.

3. Based on the information received from the
sources listed in paragraph 2, the PM specialist
preparee separate casualty reports (DA Form 1154)
in 4 copies, for battle and nonbattle ecasualties.
Obtains the 201 file from the records clerk.

3-58

4. The PM specialist takes subsequent action
a8 required.

a. Submits corrected reports when the degree of
severity is obtained for casualties (par. 2¢(2)).

b. Submits casualty reports (DA Form 1154)
when the correct status of individuals has been
determined (par. 2d).

¢. Submits changes to casualty reports as required
by AR 600-66.

5. Upon receipt of 2 copies of completed casualty
reports (DA Form 1154) and separate listings, the
chief PM NCO—

a. Reviews the reports and separate listings for
completeness.

b. Prepares 3 copies of a transmittal letter
addressed to Army Headquarters.

(1) Assigns a control number to the transmittal
letter.

(2) Assembles the casualty reports by separate
unit, battalion and brigade.

(3) Attaches the casualty reports to 2 copies of
the transmittal letter,

(4) Gives the casualty reports and the trans-
mittal letter to $he personnel management
officer.

(5) Retains 1 copy of the transmittal letter for
reference.

6. The PM officer reviews, signs and dispatches to
Army Headquarters.

7. When an individual is reported as ‘‘nonbattle
missing,” as distinguished from “missing in action,”
sand the individuel has not returned to military
control or has not been determined to be dead within
9 days, the PM specialist—

a. Withdraws the suspended casualty report from
the 31-day suspense file.

b. Forwards the report to the chief PM NCO.

8. When reporte of missing persons (par. 7) are
received from the PM specialist, the chief PM NCO
follows the procedure in paragraphs 8 through 12,
Procedure 3~-33.

a. The board proceedings are forwarded through
casualty reporting channels,

b. Verifies the data included on the DA Form 1156
or other source information against the 201 file to
determine discrepancies in personne} dats.
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(1) If discrepancies are noted, corrects the
DA Form 1156 or other source informa-
tion.

(2) Holds the DA Form 1156 or other source
information for preparation of the Cas-
ualty Report (DA Form 1154).

¢. Screens the monthly personnel roster prepared
by the Data Processing Unit {DPU) against the
201 file.

(1) Notes discrepancies on a separate listing
indicating the date corrective entries will
appear on the morning report or the
previous date that the correct entry
appeared on the morning report.

(2) Insures that corrective remarks are en-
tered on the appropriate morning report
if necessary.

d. ldentifies the report by checking either the
battle or nonbattle block in the heading of the DA
Form 1154.

e. Obtains & control number from the senior
personnel management specialist and enters the
number on the report. One series of control num-

AR 600-16

bers is used for both battle and nonbattle casualty
reports.

f. Completes the Casualty Report (DA Form
1154) and returns the 201 file to the records clerk.

g. Attaches the separate listing in ¢(1) above to
2 copies of the appropriate casualty report and
forwards to the chief personnel management NCO.

A. Forwards 1 copy of the report to the records
clerk for attachment to the appropriate morning
report.

2. Retains 1 copy of the report for reference or
suspends the reports of individuals as “nonbattle
missing” for 9 days.

j. Notifies the unit commander of chapges in
the status of casualties made by the PSD, o2,
screening of the master casualty file indicated the
individual has been reported as captured whereas
the feeder report indicates the individual as miss-
ing in action.

k. Files the Casualty Feeder Reports (DA Form
1156) or other sources of informafion in the master
casualty file to provide a source of informetion on
casualties and to prevent the submission of dupli-
cals or erronsous reports.
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PROCEDURE 3-32

NOTIFICATION PERTAINING TQO CASUALTIES IN NONCOMBAT AREAS
(CROWN REPORT)

References. AR 600-65, AR 600-67.

Procedure

1. The following procedure is applicable if the
division commander is also the installation com-
mander.

9. When notified of the death (CROWN) of &
soldier assigned to a unit served by his composite
team, and after notifying the personnel manage-
ment officer, the senior personnel management
specialist—

a. Obtains the 201 file from the records clerk.

b. Obtains the Financial Data Records Folder
(FDRF) from the pay specialist.

Yec. Prepares a Joint Message Form (DD Form
173) in 4 copies. Includes the information re-
quired by appendix I, AR 60067, for electrical
transmission of notification to The Adjutant Gen-
ersl, ATTN : AGPB-C, Department of the Army,
Washington, D.C., and the Commanding General
of the Army area in which the next of kin resides.
See section II, AR 600-67 for information ad-
dressees, Letter notifications will be prepared if
considered more appropriate and expedient.

{1) Obtains the date, place, cause and circum-
stances of the death.

{2} Obtains a CROWN report control num-
ber from the chief personnel management
NCO.

(3) Enters the control number on the report
and forwards 3 copies and the 201 file to
the chief PM NCO.

(4) Retains 1 copy of the report for reference.

(5) Returns the FDFR to the pay specialist.

d. Prepares supplemental CROWN reports as
required by AR 600-67. Separate control numbers

are obtained from the chief PM NC() and assigned
to each supplemental CROWN report.

3. Upon receipt of a CROWNX report and sup-
plemental CROWN report (s), when prepared, and
the 201 file, the chief PM NCO—

a. Reviews the report for completeness and ac-
curacy.

b. Gives the CROWN report and supplemental
CROWN report(s) to the personnel mansgement
officer for review.

¢. Returns the 201 file to the records clerk.

4. The PM officer reviews, signs and dispatches.

5. When the division commander is responsible
for notifying the adult nexst of kin, the chief PM
NCO—

a. Prepares the initia]l death notification tele-
gram to include the information contained in ap-
pendix IV, AR 600-67, unless considered inappro-
priate, i.e., when the person to be notified is
obviously aware of the death and has been coun-
seled concerning the care of the remains,

b. Preperes a supplemental death notification
telegram when the death occurred away from home
and military or civil authorities have custody of
remains, See appendix V, AR 600-67.

¢. Prepares a confirmation letter to include the
information included in appendix V, AR 60067 if
the adult nest of kin was present at the place of
death and has been counseled concerning the care
of remains.

d. When the person to be notified is nearby,
arranges for notification to be made by an officer.

e. (Fives initial and supplemental death notifica-
tion messages or the confirmation letter (¢ above)}
to the PM officer.

6. The PM officer reviews, signs and dispatches
to the adult next of kin,
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PROCEDURE 3-33

NOTIFICATION PERTAINING TO CASUALTIES IN NONCOMBAT AREAS
(PUNCH REPORT)

References. AR 600-65, AR 600-67.

Procedure

1. The following procedure is applicable 1if the
division commander is also the installation com-
mander.

2. When notified that an individual is in a miss-
ing status, and after notifying the personnel man-
agement officer, the senior personnel management
specialist—

a. Obtains the 201 file from the records clerk.

%b. Preparesa Joint Message Form (DD Form
173) in 4 copies. Includes the information re-
quired by appendixz IX, AR 600-87, for electrical
transmission to The Adjutant General, ATTN:
AGPB-C, Department of the Army, Washing-
ton, D.C,, and the Commanding General of the
Army area in which the next of kin resides.
Sea AR 600-67 for information addressees. Letter
notifications will be made if considered more ap-
propriate and expedient.

(1) Obtains date the individual was reported
missing, area where missing, nature of
duty at time reported missing and con-

tributory  circumstances from such
SOUTCES AS—
(@) The individual’s unit commander and
immediate superiors.

(&) Persons assigned to work with or near
the individual.
(e} Military and civil police reports.

(2) Obtains a PUNCH report control num-
ber from the chief personnel manage-
ment NCO.

(3) Assigns the control number to the report
and forwards 3 copies with the 201 file to
the chief PM NCO.

(4) Suspends 1 copy of the report for a date
9 days from the date the individual en-
tered a missing status.

c. Take action fo obtsin information which
was not available when preparing the initial re-
port.

d. Prepares & supplemental PUNCH report to
furnish missing information or corrections, as
necessary. Separate control numbers are obtained

from the chief PM NCO and assigned to each sup-
plement PUNCH report along with a cross-refer-
ence to the initial report.

3. Upon receipt of 8 PUNCH report and sup-
plemental PUNCH report(s), when prepared, the
chief PM NCO—

a. Reviews the report for accuracy and com-
pleteness.

b. Gives the report to the personmel manage-
ment officer for review, signature and dispatch.

4. The personnel management officer reviews,
signs and dispatches,

5. Tf the missing individual returns to military
control prior to 10 days from the date he entered a
missing status, the senior PM specialist prepares a
supplemental PUNCH report, to include items
A, B, C, and H of appendix I1, AR 600-67.

6. If an individual is determined to be dead
prior to 10 days from the date he entered a missing
status, the senior PM specialist prepares a
CROWN report in accordance with Procedure
3--32.

7. If the individual has not returned 1o military
control or been determined to be dead within 9
days, the senior PM specialist—

a. Withdraws the suspended PUNCH report
from the 31-day suspense file.

b. Forwards the report to the chief PM NCO.

8. When s PUNCH report on an individual
who has not returned to military control or been
determined dead within 9 days from the date he
entered a missing status is received from the PM
specialist, the chief PM NCO—

a. Contacts the sappropriate personnel staff
NCO and obtains the names of 3 officers to be ap-
pointed to determine the facts concerning the
status of the missing individual. A warrant offi-
cer may serve as recorder.

b. Prepares a request for orders appointing the
board under the provisions of AR 15-6 and AR
60067,

c. Signs the request for orders and dispatches
to the Office Services Unit for publication.

9. The chief PM NCO furnishes the board of
officers with a copy of the initia] PUNCH report
and any supplemental reports.

3-61
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10. Upon receipt of the board recommendation
and proceedings, the chief PM NCO—

a. Prepares a memo routing slip addressed to the
division AG and attaches it to the procesdings.

b, Forwards the proceedings for final deter-
mination.

11. When the board proceedings are returned
from the division AG, the chief PM NCO—

a. If the recommendation involves a change in
status and is approved—

(1) Initiates action to require correction or
amendment of individual personnel rec-
ords and submission of the appropriate
notification.

% (2) Prepares an indorsement forwarding the
proceedings to Chief, Casualty Branch,

TAGO, DA, ATTN: AGPB-C Wash-
ington, D.C. 20315 indicating the action
taken to change the status and to correct
the prior reports.

(8) Gives the completed notification, indorse-
ment and board proceedings to the PM
officer for review, signature and dispatch,

b, If the recommendation is to continue the

missing status, &and is approved—

% (1) Prepares an indorsement forwarding the
proceedings to The Adjutant General,
ATTN: AGPB-C, Department of the
Army, Washington, D.C. 20315,

(2) Gives to the PM officer for review, signa-
ture and dispatch.

12. The PM officer reviews, signs and dispatches.
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PROCEDURE 3-34
REPORT OF SURPLUS ENLISTED PERSONNEL

References. AR 600-200,
245.

AR 614-

Procedure

1. Upon receipt of a notice from the chief per-
sonnel managemeni NCO to prepare a surplus
report, the personnel management specialist—

a. Screens the Personnel Information Rosters to
identify personnel designated surplus by unit
commanders.

b. Obtains the 201 file from the records clerk.

(1) Verifies that personnel designated surplus
who hold a special qualifications digit of
‘" or ‘p”" have submitted & statement
that they do or do not desire assignment
to an airborne unit.

(2) If such a statement has not been submitted,
requests the senior personnel management
specialist to obtain the statement by
contacting the appropriate personnel staff
NCO.

(3} Returns the 201 file to the records clerk.

c¢. Prepares s draft surplus report using DA Form
2090-R (Request for Disposition Instructiens for
Surplus Enlisted Personnel). Refers to AR 614-215
for personnel in grades E-! through E-6 and AR

600-200for personnel in grades E-7 through E-9

to obtain the details concerning preparation of the
report.

d. Retains 1 copy of the draft report for reference
and forwards I copy to the chief PM NCO for
consolidation.

2. Upon receipt of draft surplus reports, the
chief PM NCO—

%a. Compares the grade and MOS data for
E-1 through E 6 surplus designated personnel
with the Personnel lnventory Report, Part I,
to identify appropriate reassignments within the
division. See AR§0OD-200 for action on personnel
in grades E-7 through E- 9 when serving in an
oversea commend.

b. Forwards reassignment instructions to the
PM specialist when reassignments are identified
(a above).

¢. Consolidates the draft reports for the division
and gives to a clerk-typist for typing,

d. Reviews the typed report and forwards it to
the personnel management officer for review,
signature and dispatch.

3. The PM officer reviews, signs and dispatches
to the next higher headquarters.
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PROCEDURE 3-35

PERSONNEL INVENTORY REPORTS (MACHINE)
(Applicable together with Procedures 3-19 through 3-21 when punched card machines are available.)

Reference. AR 600-200.
Procedure

I. When punched card machines are available,
preparation of the Personnel Inventory Report
will be seccomplished by the Machine Processing
Unit (MPU) of the Administrative Machine Branch.
Machine prepared Personnel Inventory Reports
contain more detailed strength and personnel
utilization information due to the speed and ac-
curacy with which the reports can be prepared.
Procedures 3-19 through 3-21 provide the details
on the uses of Personnel Inventory Reports. Sample
machine prepared Personnel Inventory Reports are
shown in appendix 6-111, AR 600-17.

2. The Personnel Inventory Report will be
forwarded by the MPU to the chief personnel
menagement NCO on the 3d workday of each
month. A separate report will be furnished for
both officer and enlisted personnel and will consist
of 4 parts. Paragraphs 3 through 6 describe the
format of and information contained in each of the
4 parts. See appendix 7-1I for distribution of each
part of the Personnel Inventory Report.

3. The Personnel Inventorv Report, Part [ is a
recapitulation of each separate MOS authorized to
all divisional units and reflects—-

a. For both officer and cnlisted personnel; the
number, by grade, performing duty in the author-
ized MOS to include—

(1) The number having the authorized MOS
as their PMOS.

(2) The number having a PMOS that is
different from the authorized MOS.

{3) The number of projected gains and losses
for the 1st, 2d and 3d subsequent month
from the effective date of the report.

b. For enlisted personnel only; the number who
have been awarded s proficiency pay rating.

4. The Personnel Inventory Report, Part II
reflecis the same informstion for both officer and
enlisted personunel as Part 1, except Part Il is pre-
pared for each battalion and separate company
assigned to the division, and is & recapitulation of
each separate MOS authorized within the battalion
or separate company.

5. The Personne! Inventory Report, Part IiI
reflects only the number of officer and enlisted per-
sonnel having a different PMOS from the author-
ized MOS in which they are performing duty. The
report, for enlisted personnel also indicates the
number who have been awarded a proficieney pay
rating. Part 117 is prepared for each unit assigned
to the division and is a recapitulation of each separate
MOS authorized within the unit.

6. The Personnel Inventory Report, Part [V
reflects the same information for both officer and
enlisted personnel asx Part I, except Part IV is
prepared for each umt assigned to the division and
is a recapitulation of each separate MOS suthorized
within the unit. Part IV does not reflect projected
gains, however, projected losses for the 1st, 2d and
3d subsequent months from the effective date of
the report are shown.
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PROCEDURE 3-36

RECEIPT AND USE OF PERSONNEL INFORMATION ROSTERS (MACHINE)
(Applicable in lieu of Procedure 3-18 when machines are available.)

Reference. AR 600-200.

Procedure

1. Upon receipt of 5 copies of machine prepared
Personnel Information Roster (DA Form 2472) from
the Machine Processing Unit (MPU), the personnel
management specialist—

a. Verifies the roster against the posted up-to-
date copy of the previous month’s roster to deter-
mine any discrepancies.

(1) If discrepancies are noted, searches out
the source of error.

{2) Corrects the roster in error.

(3) Reports the error to the MPU when the
machine prepared roster was in error.

b. Prepares 3 copies of a form letter (fig. 3-18.1)
transmitting the rosters to unit commanders and
stafl sections for verification (see Procedure 3-18).

Forwards to the senior personnel management spe-
cialist for review, signature and dispatch.

2. The senior PM specialist reviews, signs and
dispatches to units and staff sections.

3. When verified Personnel Information
Rosters are returned from units end stafl sections,
the PM specialists repeats the steps in paragraph
6, Procedure 3-18. Changes in an individual's
secondary MOS and/or duty assignment (TOE
para. and line number only) and date of rank are
reported to the MPU through the use of a Per-
sonnel Data Card (DA Form 2468-1). (See
sec, IV, ch. 8 on preparation of machine processing
curds.) As an exceéption to paragraph 3, Pro-
cedure 6-3, changes to the above data should be
reported by the PM specialists rather than the
records clerk. (See also note in Procedure 3-18).

4. Machine prepared Personnel Information Ros-
ters are posted and used as outlined in paragraphs
7 through 9, Procedure 3-18.
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PROCEDURE 3-37
FURNISHING GAINS AND LOSS INFORMATION TO THE MACHINE PROCESSING UNIT

Reference. Chapter 8 of thia regulation.

Procedure

%1. The Personnel Manegement Branch
furnishes projected gsin and loss information
(other than loss by normal ETS) to the Machine
Processing Unit (MPU) to be used in the machine
preparation of Personnel Inventory Reports and
Personnel Information Rosters, Projected in-
formatiop that indicates an EDCSA will occur
during the current month is not reported.

2. Projected gain and loss information will be
furnished to the MPU through the use of a Per-

g. Direction by the Department of the Army to
effect early release or extension of periods of active
duty for certain categories of personnel.

4. Upon receipt of projected gain or loss infor-
mation from one of the sources listed in paragraph
3, the PM apecialist prepares a DA Form 24681 for
each individual concerned. Projected loss informa-
tion should not be reported on levied personnel
until after insuring that individuels on a levy
roster are eligible and availeble for reassignment.
See section 1V, chapter 8 for a description of the
method of recording dats on mechine cards.
The following information will be included on

sonnel Data Card (DA Form 2468-1). A sample | the DA Form 2468-1:

projected gain card is shown in figure 3-37.1.
Projected loss information will be furnished by
completing 8 DA Form 2468-1 obtained from
the individual’s 201 file. Projected information
will be furnished for both intra- and inter-division
gains and losses. However, projected information
pertaining to intra-division ggins and losses will
require that separate DA Forms 2468-1 be pre-
pared to reflect the loss from the old unit and the
gain to the new unit. Intra-division projected
gain and loss information will be furnished only if
the soldier's EDCSA will occur during the month
following the month in which the information
becomes known. A supply of blank DA Forms 2468-
1 for use in furnishing projected gains information
may be obtained from the MPU. Information to
be included for each type transaction is listed in
paragraph 4.

3. Information on projected gaing and losses is
received by the personnel management specialist
from such sources as—

. Advance Oversea Returnee Lists (AOR).
b. Advance Individual Trainee Lista (AIT).
c. Bpecial orders.
d. Oversea levies.
e. CONUS levies.
f. Notifieation from the personnel action spe-
cialist as approved—
(1) Elimination cases.
(2) Applications for early release.
(3) Requests for hardship or dependency
discharge.

-]

3-66

a. Projecled gasn.

(I) Name, items 11-28.

(2) Grade, itema 29-32.

(3) SN, items 1-10.

(4) PMOS, items 34-38 (circle VP if PMOS
ig verified).

{5) Projected month of assignment. Use the
date of loss block, items 53 and 54, for this
purpose.

{6} Projected unit of assignment, items 76-79.

{7) Projected DMOS, items ¢3-47.

{8) Enter “PRG"” in items 6466 to denote the
type of transaction.

b. Projected loss. Only the projected date of
loss i8 posted in items 53 and 34 on the DA Form
2468-1 which is obtained from the individual's
201 file.

d. At the end of each workday, the PM specialist
separates the DA Forms 2468-1 by projected gains
and logses, assembles the cards by unit, and forwards

them to the reports clerk for forwarding to the
MPU.

8. The PM specialist reports any chauge to pre-
viously furnished loss notification by obtaining
another DA Form 2468-1 from the individual's
201 file and entering the new projected date of loss
in items 53 and 54 on the card, and forwarding the
card as prescribed in paragraph 5. Changes to
previously reported projected gains are not reported
to the MPU, but must be posted to the work copy
of the previous month's Personnel Inventory
Reports and Personnel Information Roster.
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Personnel

Personnel

Military

Office

Reoords Action Pay Bervices General
Branch Branch Branch Branch
6-1 41 51 7-2 Appendix 2-1
6-2 4-5 7-4 Appendix 2-1I
6-3 4-22 7-7
6-8 4-28 7-8
6-10 7-0
614 7-11
615 7-14
616

A3-1
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CHAPTER 4

PERSONNEI. ACTION

Section I,

4-1. Discussion. A “personnel action” may be
defined as an action involving the military serv-
ice of a member of the Army, exclusive of
personnel management and financial matters.
The functional chart in appendix 1-II indicates
that the Personnel Action Branch is responsible

Section II.

4-2. General. The Personnel Action Branch
is responsible for controlling the accomplish-
ment of the majority of personnel suspense
actions initiated by the control
specialist in the Personnel Records Branch. Al
personnel action specialists must be thoroughly
familiar with the suspense system and the
followup actions required.

4-3. Mechanized When
punched card machines are emploved, the con-
trol specialists will use & Personnel Suspense
Card (DA Form 2470-1) and a Personnel Sus-

which are

suspense system,

Section III.

4-4. Control. The system of processing U.S.
Army Officer Efficiency Reports (DA Form
67-5) should be closely controlled by all super-
visors {o insure that officers have sufficieni time
for preparation, and that the reports are for-
warded on time to Headquarters, Department
of the Army. A reasonable suspense date should
e established to control the transmittal of
efficiency reports from rating officers to indors-
ing and reviewing officers. Physical limitations
preclude the Personnel Action Branch from
contacting officers throughout the division.
therefore, personnel staff NCQ’s should main-
tain control over Officer Efficiency Reports to

AGO G603A

GENERAL

for a wide variety of tasks. These tasks differ
enough from the usual responsibilities of the
other branches to justify their consolidation
under the Personnel Action Branch. Accord-
ingly. the Personnel Action Branch must co-
ordinate much of its work with other branches.

SUSPENSE SYSTEM

pense Roster (DA Form 2474) to notify the
personnel action specialists of suspense actions
due. At the same time, personnel action special-
ists will also receive instructions for reporting
the completion of personnel suspense actions.
Except for suspense notices on military identi-
fication cards and immunizations, which will
be torwarded direct to unit commanders for
action, the personnel action function under the
mechanized suspense system remains the same
as for the manual suspense system. Chaplers
6 and 8 of this regulation contain details re-
garding the machine application of the sus-
pense system.

OFFICER EFFICIENCY REPORTS

be rendered by officers assigned to their organi-
zations (ch. 9 and ch. 10, AR 600-17).

4-5. Preparation and handling. Procedure
41 provides a means of preparing and han-
dling the more common types of Officer Effi-
ciency Reports. For those kinds of efficiency
reports which are not covered in the Procedure,
the personnel action specialist must consult
with the chief personnel action NCO or Chief,
Personnel Action Branch, and the appropriate
regulation for guidance. Appendix 4-1 describes
the preparation and use of a chart to portray
the Officer Efficiency Report reporting chan-
nels.

4-1
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Section IV.

4-6. Responsibility and control. The Person-
nel Action Branch is responsible for preparing
the report forms and controlling periodic Re-
ports of Medical Examinations’Evaluations.
The control specialist in the Personnel Records
Branch will notify the personnel action special-
ist when periodic reports are due. Special re-
ports may be considered by a request from a
commander, applications for retirement, appli-
cations for discharge, applications for special

Section V.

4-7. Discussion. Careful attention must be
given to the administrative actions required
with the separation and reenlistment of enlisted
personnel. The variety and number of separa-
tion authorities, and their importance, dictates
a requirement for special training on these mat-
ters for personnel action specialists. All docu-

“ Section VI,

% 4-8. Establishment. The Personnel Action
Branch has the responsibility for the establish-
ment of boards of officers to be convened under
the provisions of AR 63589, AR 635-206, AR
635-208 and AR 635-209; and boards of officers
and noncommissioned officers convened under
the provisions of AR 600-200; in accordance
with the command policy. Members of a board
convened under the provisions of AR 635-209
should be designated by the officer authorized

REPORTS OF MEDICAL EXAMINATIONS/EVALUATIONS

assignment, etc. A 31-day suspense file should
be used to control these and similar actions,
When reports have not been returned by the
established suspense date, the personnel action
specialist should contact the appropriate per-
sonnel staff NCO and/or Medical Examining
Facility to determine the cause for delay. Daily
contacts may be required to insure return of
these reports in sufficient time to accomplish
the action intended.

SEPARATION AND REENLISTMENT OF ENLISTED PERSONNEL

ments prepared for separation actions and
separation ‘reenlistment actions sheuld be re-
checked against the source documents and indi-
vidual personnel records by another personnel
action specialist. Personnel action specialists
must be aware of the impact errors in these
documents have on an individual’s career.

BOARDS

by regulations to establish such a board. Mem-
bers of boards convened under the provisions
of AR 635—8%, AR 635-206, and AR 635-208
will be designated in accordance with command
policy. These boards should be monitored by the
Personnel Action Branch to insure that new
members are added when necessary, and to
recommend discontinuance of boards or ap-
pointment of additional boards as requirements
dictate.

Section VII. PERSONAL AFFAIRS

4-9. General. In order for the Personnel Ac-
tion Branch to render the proper service to the
personnel of the command, the specialists as-
signed to this branch need a general working

knowledge in the field of personnel affairs.
Chapter 5, DA Pam 600-8, outlines the per-
sonnel specialist responsibilities and problems
encountered in this area.

Section VII. AWARDS, DECORATIONS AND BADGES

4-10. General, The Personnel Action Branch
is responsible for the administrative processing
of awards, decorations and badges in accord-
ance with command policy. General orders will
announce awards and decorations in which the
division commander is the approving authority.

4-2

For approved recommendations, the Personnel
Action Branch forwards a request for general
orders direct to AG—Administrative Services
Division for publication. The award of badges
will be announced on special orders.

AGO E603A
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Section IX. PROCEDURAL INTERACTION CHARTS

4-11. Relationship te other branches. Personnel  the procedures included in appendix 4-JI represent
action procedures which affect other branches are  those initiated in other branches which affect the
referenced in the appropriate chapters. Likewise,  Personnel Action Branch,
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C 1, AR 600-16

#PROCEDURE 4-1
PREPARATION AND PROCESSING OF OFFICER EFFICIENCY REPORTS

References. AR 140-143; Procedures 9-2-1 and
10-2-2, AR 600-17: AR 611-103;
AR 623-105; AR 600=200.
Procedure

1. The personne! action specialist may receive
potification to initiate an Officer Efficiency Re-
port (DA Form 67-5}, to include efficiency reports
for USAR officers not on active duty as officers,
from various sources. A list of the more common
sources of notification is shown in figure 4-1.1.

2. When information is received which affects
an officer’s efficiency report status, the PA
gpecialist takes the following actions:

a. Obtains the 201 file from the records clerk.

b. Determines if an efficiency report is required
to include the type of report if one i8 required.

c. If an efficiency report is not required,
prepares 2 copies of 8 DA Form 2496 (Disposition
Form) (fig. 4-1.2).

(1) Forwards the onginal copy to the ap-
propriate records clerk for posting of
item 18 on the DA Form 66 (Officer
Qualification Record).

(2) Files the duplicate copy for reference.

d. If an efficiency report is required, determines
the rating, indorsing end reviewing officer by
referring to the Officer Efficiency Report Manning
and Control Rating Scale Chart (fig. A4-1.1)
which indicates efficiency report reporting channels.
(See paragraph 5 for action if the efficiency report
must be forwarded to an officer assigned to a divi-
sion staff agency, or the Personnel Service Divi-
sion, for rating, indorsing and reviewing.)

3. When an efficiency report is required and it
will be a8 “Complete’” efficiency report, annual or
other than annual, the PA specialist—

a. Initiates a DA Form 67-5 in an original copy
only by referring to the appropriate section of the
regulation which refers to the type of report
being rendered, and the component of the officer
concerned:

(1) Completes items 1 through 9 and 11
through 14, and the information required
to be typed in items 17, 18 and 19 of the
form (fig. 4-1.3).

(2) Enters “ATTN: AGPF-RE” in the
upper right corner of the form if the re-

port pertains to a USAR officer serving
a8 an active Army enlisted man.

(3) Enters the rated officers name and service
number above Part IV on the reverse
of the form.

b. Prepares 3 copies of a Personnel Action
Form (DA Form 1049) (fig. 4-1.4) and lists the
suspense dates by which the rating, indorsing
and reviewing officers, as applicable, must complete
their iteme of the form, and return it to the Per-
sonnel Service Division. Signs for the Chief,
Personnel Action Branch.

c. Prepares an envelope (Government messenger
or sealed) by addreesing it to the appropriate
personnel staff NCO.

(1) Places & copy of AR 623-105 andfor
AR 140-143, as applicable, in the
envelope.

(2) Attaches the partially prepared DA Form
67-5 to the original and 1 copy of the
DA Form 1049, and places both in the
envelope.

d. Posts the efficiency report routing log (fig.
4-1.5) to indicate the disposition of the report. (See
reverse of the log for instructions.)

e. Dispatches the envelope to the appropriate
personnel staff NCO and returns the 201 file to
the records clerk.

f- Retains 1 copy of the DA Form 1049 in the
31-day suspense file to control the return of the
report.

(1) If the report has not been returned by
the suspense date, requests the senior PA
speciahist to contact the appropriate per-
sonnel staff NCO to determine the status
of the report.

(2) Resuspends the DA Form 1049, as appro-
priate.

4. Upon return of the efficiency report, the PA
specialist—

a. Posts the efficiency report routing log.

b. Reviews the report for completeness and ac-
curacy, and insures that-—

(1) The raters signed the report in the proper
sections.

(2) The rater and indorsing officers properly
completed item 10.

4-5


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


C 1, AR 600-16

(3) The indorsing officer entered the reason
if he marked the block in item 16 “T AM
UNABLE TO EVALUATE THIS OF-
FICER.”

{(4) The reviewing officer has checked a box
pertaining to his review of the report.

c. If discrepancies are noted, prepares 2 copies
of a DA Form 1049 (fig. 4-1.6) returning the re-
port through the personnel staff NCO, to the
appropriate officer(s) for correction.

(1) Signs the DA Form 1049 for the Chief,
Personnel Action Branch, and dispatches
the report for correction and return.

(2) Posts the efficiency report routing log.

d. Upon return of the corrected report, if ¢
sbove applies, or if the report was administra-
tively correct when it was initially returned—

(1) Posts the efficiency report routing log, if
applicable.

(2) Verifies the computation of the scores in
parts IV, VI, and VII of the report. If
the indorsing officer checked item 16 and
did not complete parts IV through VII,
enters duplicate entries made by the
rating officer in part VII and computes
the composite score.

(3) Makes the appropriate entry in item 20
of the DA Form 67-5 i inclosures were
added by any of the rating officers.

(4) Enters the date the entry will be made on
the DA Form 66 or DA Form 24, as ap-
plicable, in item 21 of the DA Form 67-5.

(5) Prepares 2 copies of DA Form 2496 (fig.
4-1.7}, and forwards the original copy to
the records clerk for necessary entry in
item 18 of the DA Form 66 or in section
10 of the DA Form 24, as applicable.

(a) Posts the efficiency report routing log.
(b) Files the duplicate copy of the DA
Form 2496 for reference.

(8) Notifies the control specialist, of the com-
pleted action if the efficiency report was
initiated as & result of suspense notifica-
tion.

(7) Prepares an envelope addressed to The
Adjutant General, ATTN: AGPB-FP
or AGPF-RE, as applicable, Department
of the Army, Washington, D.C., 20310.

(8) Forwards the efficiency report, efficiency
report routing log and the envalope to

the chief personnel action NCO for
review.

5. After determining the rating, indorsing and
reviewing officer (para. 2d), the PA specialist takes
the following actions if the rating, indorsing or
reviewing officer is assigned to the division Head-
quarters'and Headquarters Company or Adminis-
tration Company, and performs duty with a divi-
sion staff agency, or the Personnel Service Division:

¢. Follows theprocedure in paragraph 3 a and b,
but does not sign the DA Form 1049.

b. Attaches all copies of the DA Form 1049,
together with the efficiency report routing log, to
the efficiency report, end forwards it to the office
of the branch chief to—

(1) Have the efficiency report completed by
the appropriate officer(s).

(2) Notifytherecords clerk, and if appropriate
the control specialist, of the completed
action.

¢. Returns the 201 file to the records clerk.

6. Upon receipt of a completed efficiency report
or an efficiency report to be handled by the office
of the branch chief (para. 5), the chief PA NCO
takes the following action, as appropriate:

a. If the report is completed and ready for initial-
ing by the Chief, Personnel Action Branch—

(1) Reviews the report for completeness and
ACCUTACY.

(2) Forwards the completed efficiency report
and the efficiency report routing log, to
the Chief, Personnel Action Branch for
review, initials, and dispatches to The
Adjutant General.

b. If the report is for completion by a rating,
indorsing or reviewing oflicer assigned for duty to a
division staff agency, or the Personnel Service
Division—

(1) Follows the procedure in paragraph 3¢
through f, as applicable, except that he
addresses and dispatches the envelope to
the appropriate rating officer.

(2) Follows the procedure in paragraph 4 and
e above, as applicable, upon return of the
completed efficiency report.

{3) Returns the duplicate copy of the DA
Form 2496 addressed to the records clerk,
to the PA specialist for filing and
reference.
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7. The Chief, Personnel Action Branch reviews
all completed efficiency reports for completeness
and administrative correctness - initials item 22
of the form, and dispatches 1t to the appropriate
address. Posts the efficiency report routing log
and returne it to the chief PA NCO for return to
the PA specialist, together with the DA Form 2496
(para. 65(3)).

8. When an efficiency report is required, and it
will be an “Administrative” efficiency report,
whether annual or other than annual, the PA
specialist—

a. Prepares a DA Form 67~5 in an original copy
only by referring to the section of the appropriate
regulation which refers to the component of the
officer concerned, and completing the items re-
quired for this type of efficiency report.

b. If the report is an annusl efficiency report,
enters the name, grade, service number, organiza-
tion and duty assignment of the Chief, Personnel
Action Branch in the section of item 17, that is
required to be typed and follows the procedure in
paragraph 4d(4) through (8).

c¢. If the report is other than an annual efficiency

C 1, AR 600-18

report, determines the rating officer only (para.
2d) and completes the section of item 17 that is
required to be typed.
(1) Follows the procedure in paragraphs 3b
through 454, except that he modifies the
DA Form 1049 to forward the efficiency
report to the rating officer only to inform
him that his signature and the date in
itern 17 are required to complete the
report.
(2) Follows the procedure in paragraph 4d(4)
through (8) upon return of the efficiency
report.

Nole. Prior to taking action to ipitiate an
““Administrative” efficiency report, the PA
specialist requests the Chief, Personnel Action
Branch to contact the appropriate commander to
determine if a *Complete”’ efficiency report will
be rendered under the conditions in paragraph
10, AR 623-105/paragraph 12, AR 140-143,
which gives the rating officer asuthority to ren-
der “Complete’” ‘efficiency reports for periods
of less than 60 duty dsys. When notified
by the Chief, Personnel Action Branch of the
determination, takes appropriate action as
prescribed in this procedure.

41
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C 1, AR 6800-16

SOURCES OF NOTIFICATION WHICH MAY CAUSE RENDITION OF
AN OFFICER EFFICIENCY REPORT AND/OR ENTRIES IN ITEM
18 OF THE OFFICER QUALIFICATION RECORD (DA FORM 66)

OR SECTION1S, ENLISTED QUALIFICATION
RECORD (DA FORM 20)
Notification from the control specialist:

1. When annual efficiency reports are due.
2. When an officer is scheduled for release from active duty.

Recelpt of orders:

1. Orders indicating assignment of or a8 change in an officer’s principal duty
assignment (affects the officer changing duty and the officer(s) for which he is
responsible to rate, 1o include USAR officers serving on active duty in an enlisted
status}.

2. Orders indicating the reassignment of officers (affects the officers in 1 above).

3. Orders indicating the reassignment of USAR officers serving on active duty
in an enlisted status (affects only the officer being reassigned).

Notification by a commander or rating officer to initiate an efficiency report:

1. When an officer is to be rated upon completion of a duty assignment in &
probstionary test period.

2. When a rated officer’s manner of performance of duty is considered so
outstanding or deficient as to justify the submission of a special report.

Screening of the Personnel Information Roster:

Changes of status reflected on the Personnel Informsation Roster received
from the personnel management specialist, e.g., changes in primary duty, adjust-
ments to expected loss date, and intra~division reassignments.

Review of the Officer Qualification Record:

1. Upon clearing the individual for reassignment or temporary duty, if previous
notification has not been received,

2. Initial review of the qualification record for officers newly assigned to the
division.
Receipt of Application for Regular Army Commission:

When an application for Regular Army commission is received and a
“Complete” officer efficiency report has not been rendered in the applicants

current active duty tour. (The completed report is disposed of in accordance
with section V, AR 600-100.)

Y Figure 4-1.1.
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—
DISPOSITION FORM
(AR 340-13)
OFF|ICE SYMBOL OR FILE REFERENCE SUBJECT
AGPSD-A Raview of DA Form 66 (Officer Qualification Record)
10 Records Teamw Leader FRoM Chief, CATE 2 Sep 61 cMT 1
Canpoaite Team Rr 3 Personnel Action Branch

1. A review of item 18, DA Form 66, pertaining to

P — ‘
fenz L. pnsie — B Ay Skl

reveals that an efficiency report is not required for the period __l Aug 61  to
-—2Sep 6l .

2, DBased on this review it is requested that the entries indicated below be
recorded in this item and that an appropriate Report of Change for DA Form 66 (DA Form
66h) be preparsd, as required by AR 611-103,

Close line entry eff _) Ayg A1 : o/ Yogo

Open 1ine entry eff _ 3 &8 ﬁ gﬁ&/Dutias: Fltlar
g: t erUtah

KEN WHITE
CWO, W-3, USA
Chief, Pars Action Branch

FOltm REPLACES DO FORM 96, EXISTING SUPPLIES OF WHICH WILL BE
DA 1 FED B2 2496 JSSUED AND USED UNTIL | FEB 83 UNLESS SOONER EXNAUSTED, W& GOTIRZMINT PRINTING OFTICE ; 1ML O—42140

Figure 4-1.2.
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C 1, AR 600-16

READ CAREFULLY REFERENCED SECTION W AR 823- 105 DEFORE ATTENPTING TO FILL OUT ANY ITEM

AMITATION, STATION AND MAJOR COMMAND

PARY | . PERIOWAL DATA (Raad Seciien IV, AR 625 183) 5. BRANCH 6 IMIT RA APNY
T LASY NAME - FIRSY BANS - SHDOL§ INITIAL II- MERVICT Huus TN ]L sRADE & BATE OF WaMK | BABC DEYANR e wo
e 1089089 _ 1at Lt|13 Jul 57 |Inf | X

PART B - REPORTING PERIOD AND DUTY DATA (Road Sections IV and ¥, AR 825 10F)

134

" .-
. PEAIDD COVERED *. MEABON FOA RENDERING REPOAT (Chach) [18.  AZPORT BAMED ON (Check) I nAYEA [ InpORsEn
L] To ANNY AL DAK Y CONTACT \ ‘}
T AT MONTW |YEAR — * T T
pay  |wowTH lveam (O . CMANOE OF mATER FRAEOUENT ORISRV ATION
B Bl phdk ——— —
15 Jul | 62 30 Nov 62 *CH RATED OFFICEA INFREOUENT OBIEAVATION H
ouTY pATY OTHER pavs CHANGE OF QUTY POR RATED OFFICER RECORDE AMD REPORTS
" - _ - - !

TR (Teeiin? o7 wm (peetir)

5

OUTY ALMGMME NT FOR RATED PEAIOD

11, PRIRCIP AL DAY ¥

13 AuTw

Platoon Leader

. AR ADDET ION AL DUTIRS

PART HI - MAMNER OF PERFORMAMCE (Wead peragraph 21v, AR $13-101)

15 RATER

. MOORER

[T31 A% UMABLE TO EVALUATE THIS OFFICER FOR THE FOLLOWING REASOR.

DA, 19%%.67-5

4-10

REFPLACES OA FORM S7-5, 1 FEB 82, WHMICHK (8

OBSQLETE EFFECTIVE 30 sXP &) AR &23-104)

Pigure 4-1.8.

US ARMY OFFICER EFFICIENCY REPORT
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AATED oFricens wae ano seavice wunetn Maptin, Hapey T, 0 29 QAQ
PART |¥ - PERSONAL QUALITIES (Read paragraph 21d, AR §23-108) PART ¥ - APPRAISAL OF QUALIFICATIONS
DEGAEE | IMADEQUATE WAMGINAL BELOW AVERAGE AVERAGE ANOVE AVERAGE EKENPLARY (Read peragreph s, AR 633-105)
LEGEND
NUMBER 0 A .2 3 4 5 DUTIEE RATER [ INDORSER
RATER | inpomsER 2. COMMAKO A TACTICAL UNIT
A, ADAPTASILITY (Adjuaia fo new o changing sifustions & stresses; baars up under p
& COMD MOWTACTICAL UNIT
. b AMBITION (Seaks and weicomes additionsl and more importent responaibilitiss) < STAFF PERSOHNEL { { )
€. APPEARAMCE {Possesaos military bearing and 14 nesl, smart, and weli-grocuned) umMeT () INTEL. ( ( )
d. COOPERATION (Works In harmony with others a® # team memnber) GEHERAL (G) OPERATIONS L (
. . a. DEPENDABILITY (T iy desired actions with sapervision} on LOGHTICS { [
. . f. ENTHUSIASH {Motivates othars by hia seal} ' JOINT () mapD ( [ )
. & ExPRELLOM (Exprersss himae!f clesrly and concissly both orally and in wriiing) couey {
" P 3 SPECIAL STAFF
. . h. FoRCE (E actions r) RATER (Specily)
. Ix TY (Finda soluti to probl, regardivas of obsilacias)
. §. IMITIATIVE (Takea nacessery and approprisie action on hiz own) INDORSER (SPecify)
. . k INTELLIGENCE (AéQuires knowledge end grasps readily)
. L JuDGEMENT {Thinks lagically and makes prectical decisione) "-m_“ rs;:cfﬁr')"""
. . M LOYALTY (Rendern falthful and wilfing support fo superiors and subordinates)
. . n. MORAL coungeg.ﬂnrollumar honeaty, willingness to stand up and be counted) INDORSER (—SP-DJ’;) _____
. . o FELF-DISCIPLINE {Conducte Mmeell in with d derda}
. . p. SELF-IMPROVEMENT (Takas action to Improve himeell) I WITH OTHER US FORCES
. Q- SOCIABILITY (Pariicipates fraely and sanily in social and commemity activitisa) OR AGENCIES -
. R r. STAMINA (Performs tulty andwe p d physical and meatal stress) 4. wTH FoRErGY FORCES
. , a. TACT [Sers of dows what is appropriste without slving wnnaceasary offmes) OR GOVERNMENTS
R .\ { UNDERSTANDING (Appraciatian of ancther person’s viewpoint) h. INSTRUCTOR
i} SCORE . MiTH mzeEAVE cammOMENTS
PART VI - OVERALL DEMONSTRATED PERFORMANCE AND ESTIMATED FOTENTIAL (Read paragraphs 21{ and 214, AR §23-103)
OVERALL OEMONSTRATED
PERFORMANCE EITIMATED FOTENTIAL
AATING EXPECTED DISTRIBUTION OF 100 OFFICERS RATED (1) 1)
MATER vALUE | inDORSER] RATER VALUE | INDORSER
¥ QUTSTANDING [ ] ’ 96 - 100 | 10
B EXCEPTIONAL ¢ 90 - 95 |* 9
B0 - 8% ]
¢ SUPEMION
] 70 - 79 7
Hitiithithg 50 - 69 6
d EXCELLENTYT
50 - 59 . 5
40 - 49 4
e EFFECTIVE
30 - 39 3
1w ARGINAL i) . 10-29 | 2
4 INADEQUATE ] . 10-19 |e
SCORE
PART Vil - NUMERICAL YALUE PART YIll - AUTHENTICATION (Read peragraph 211, AR 623-105)
(Read paragraph 1h, AR 623-103) T7. SIGNATURE OF RATER DATE
[Scores to be antersd by reter and Indoraer,
and veritied by & pureonnef afficer)
SCORES TY®ED NAME, GRADE. SRANCH, SEAVICE NUMBER, ORGANITATION, AND DUTY ASHONMENT
maTER | iwoomsga Jack Me StOllB, captl Inf, 0 31 567
S Co D, 1st Inf Bn, Commanding Officer
#ART i (1) . HOGMATURE OF INDORIER DATE
mART vi (1)
TOTAL TYPED NAME, GRADE, BRANCH, SERVICE NUMBER, ORGANIIATION, AND DUTY ASSIGHMENT
Frank A. Dudley, Major, 6 29 463
COMPOSITE SCORE ’ 2
1st Inf Bn, Executive Officer
13, meviewen (Read Sectlon VI, AR §23-105) WY REviEw [ INDICATES N0 FURTHER ACTION [) RESULTS (K ACTION STATED GH CONTINUATION SNEET
SGNATURE OF REVIEWER TYPED NAME, GRADE, BRANCH, SFAVICE NUMBER, ORGANITATION, AND |DATE
Y Alllﬂg!ﬂf .
ohn P. Smith, Lt Col, Inf, O 23 465
B 1st Inf Bn, Commanding Officer
. 1. DATE ENTERED OW A FOKM #5 12, PERSONNEL OF FICER'S INITIALS
THIT REPORT HAY INCLOSURES. (Twsert "0 If appropriaie)

Figure 4—1.83—Continued

U:S. GOYERNMENT PRINTING OFFICE . 1843 O —R9h-54d
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AR 600-16

PERSONNEL ACTION oatt
(AR 340-15) 1 Dec 62
Tiil cLfiaLncy UBJLL T
AGPSD-A Off'icer Efficiency Report

[To: (Rating Officer and QGrganiaation) Faow:

Indorsing Officer and Organisation Commanding General

Reviewing Officer and Organization 99th Infautry Divialon

IN TURN Yort Miller, Utah
NR — PROCESS ING a7 10ns .
1 1. Attached is Officer Efficlency Repart (DA Form 67-5) pertaining to

lat Lt Barry L. Martin,

2, In completing appropriate sections of DA Form 67-5, special emphasis is
placed on parsgraphs 21 and 23, AR 623-105,

3. Attached DA Yorm 67-5 for officer stated above must be mailed to Head-
quarters, Department of the Aymy by 11 Jan 1963, Flease camplete your action
and forward by the foliowing suspense dates:

Rater to Indorser 18 Dec 62,
Indorser to Reviewer & Jan 63,

! Reviewer to Peracnnal Service Division 9 Jan 63,

.l 4s 4n Officer‘'s Efficlency Report is to be treated as a confidential matter
(although not marked as such) and in transmitting the report between rater,
indorser and reviewver and this office, a sealed or messenger envelope will be
used 80 as to preclude the review of the repart by unautharised persons,
Efficiency Reparts to be indorsed or reviewed by officers assigned to Division
Headquarters will be tranamitted to the Persomnel Service Pivision for forwarding

] to the indorsing or reviewing officer,

. 5. The attached regulation will bs forwarded with the Efficlency Bsport
as outlived ir paregraph 3, above,

FOR THE COMMANDER:
| o A
2 Incls: KEN WHITE
1. DA Form 67-5 Capt, AGC
2. AR 623.105 Asat AG
USE PLAIN PFAPER FOR CONTINUATION OF COMMENTS
DA ' 'ooc',‘ "1 049 REFPLACES EDITION QF L QCT 18, WHIT ™ 18 COBBOLETE CPO IMS O Mty
Figure 4-1.4.
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EFFICIENCY REPORT ROUTING LOG

MARTIN, Harry L 0 089 089  1st Lt 13 Jul 57 Inf
Co D, 1st Inf Bn, 99th Inf Div, Fort Miller, Utab, Sixth Army

15 Jul &2

134

Flatoon isader

b
30 Nov 62
5
1542 lst Lt
D ON ©
FWD to Rating O: _I.M_a

C 1, AR 600-16

Returned fram Rating O:

Returned to Rating O for correction:

Returned from Rating O corrected:

FWD to Indorsing C:

Returned fram Indorsing O:

Returned to Indorsing O for correction:

Returned from Indorsing O corrected:

FWD to Reviewing O:
Returned from Reviewing Ot 9 Jan 63

Date sntered in Item 21:

0 Jan €3
Date DA Form 2496 FWD to Records Team leader _JQ Jan 63
Item 22 initialed: A Jag 63
Completed report dispatched to _AGPF-FP M Jap 63

Jack M. Stone, Capt, Inf, O 31 567
Co D, 1lst Inf Bn, Commanding Officer

Frank 4. Dudley, Major, 6 29 468
1st Inf Bn, Executive Officer

John P, Smith, Lt Col, Inf, O 23 465

lgt Inf Bn, Commanding Officer

Date entered on DA Form 66 _ 10 Jan 63 .

K Figure 4-1.5.
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AR 800-18

Instructions:
1. Place the DA Form 67-5 being initiated over this form and insert carbon.

2. Complete items 1 through 13.

3. Turn the DA Form 67-5 over, reinsert carbon, and complete the section of item 17, 18 and 19 that
is required to be typed.

4. Disposition of Report—self-explanatory.

5. Dates between forwarding the report to the rating officer and receiving it from the reviewing officer w
will be entered oniy if the report is required to be returned to the Personnel Service Division after
each officer has completed his items of the report.

Figure 4-1.6—Continued.
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AR 600-16

QATE

PERSONNEL ACTION

(AR 340-15) —
Foul REFTRLNCE Sugutlr
AGPSD-4 Correction of Officer Efficiency Report (DA Form 67..5P

m: FRON;

Commanding General

99th Infantry Division

Fort Miller, Utah
NR PROCESSING AZ710NS
1 1., A review of the inclosed efficiency report pertaining to

S ]

| /77 Part 11, Item 7 rater 7 iIndorser
L7 Part III, Item [ Fater L7  Indorser
7 Part IV, Item /— 7 Rater 7  Indorser
[T Part v, Item 7 rater [ Indoreer
/7 Part VI, Item [——7 rater 7  1Indoreer
=7 Part VII, Item 7 (Rater L7 Indorser
L7 Part VI, Itew [/ JReviever Rater L7  Indorser
Remariea:

{Grade, Hame, SN, Branch, Unit of Assigrment)
for the period 1o {Duty days ; Other days )
reveals deficlencies indicated below:

2, It 1s requested that this report be corrected and/or completed in
accordance with the provisions of the applicable regulations, and returned to
this headquertera, ATTN: AGPSD-4, as an inclosure hereto NLT .

FOR THE COM-ANDER:

1y
/{él: /Z%/Z’//
KEN WHITE
Cwo, W-3, UsA

Asst 4d3 Gen

USE PLATN PAPER JOR CONTINUATION OF COMMENTS ]

D A ) ?gm, ..‘ 049 REPLACES BDITION OF ' OCT B8, WHICH (8 OSSOLETE GRG .19 O - W

AGOD B803A

Figure 4-1.6.

4-15


ZapataMP
Pencil

ZapataMP
Pencil


C 3, AR 600-16

DISPOSITION FORM

(AR 340-15)
OFFICE SYMBOL OR FILE REFERENCE | SUBJECT

AGPSD-A Rendition of Officer Efficiency Report (DA Form 67-5)
™ Records Team Leador FROM Chief, PATE 31 My 65 cMT 1
Composite Temm 2 Personnel Actions Branch

1. An Officer Efficiency Report, D& Form 67-5, has been rendered on _Cept
{Grade

icherd B, Bo > 098709 3 CE s Co By 326th Eng Bn,
(Name; (SN) (Branch) (Unit of Assignement)

for the period 22 Yar 65 to _31 May 65 (Dy days _49 ; Other deys_ 22 ) .

2. Completion of items 21 and 22, DA form 67-5, hes been effected by this
branch, Date entered in item 21 was 31 May 65 .

3. It ie reguested that entries as indicated below be recorded in item 18,
DA Form é6 or Section 15, DA Form 20, as applicable, and a Report of Change for
DA Form 66 be prepared, as required.

Close line entry eff 2o Mar 65; ) /

Open line entry eff: 1 Jun 65/71331/Yutiea;: EngrCoPltldy/
Org: CoB326EngBnFtMillerUtah

/44/4%&5

KEN WHITE
WO, USA
Chiefr, Fers Action Brench

DA FORM 2 4 96 REPLACES DD FORM 96, EXISTING SUPPLIES OF WHICH wiLL BE
1 FER 62 ISSUED AND USED UNTIL § FEB 63 UNLESS SOONER EXMAUSTED,  + 3 SOresuta: raimtimc oriigt 1943 0 b1e1e8

% Figure 4-1.7.
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C 1, AR 600-18

PROCEDURE 4-2

PROCESSING APPLICATIONS FOR APPOINTMENT AS COMMISSIONED OFFICERS IN
THE REGULAR ARMY

References. AR 601-100, AR 601-105, AR 601-
107, AR 601-124, AR 601-125, AR
601-126.

Procedure

1. Upon receipt of an Application for Ap-
pointment (DA Form 61) or letter if the applica-
tion is from an officer who has served 10 years
Army active duty in a commissioned status, the
personnel action specialist—

a. Obtains the 201 file from the records clerk.

b. Reviews the application against the eligi-
bility criteria in AR 601-100 and other pertinent
regulations.

¢. Refers to table 1 and the section of AR 601-
100 under which application is being made con-
cerning the supporting documents required to
accompany the application.

d. Obtuins missing data by contacting the ap-
propriate personnel staff NCO or returning the
application to the unit, as appropriate.

2. If the applicant does not meet the criteria for
appointment, the PA specialist—

a. Prepares an indorsement returning the ap-
plication to the appropriste commander. ln-
cludes the reason for fuilure to meet the criteris.

b. Forwards the application and the 201 file to
the chief persunnel action NCO for review.

3. If the applicant meets the criteria for ap-
pointment, the PA specialist—

a. Initiates action for a medical examination in
anccordance with Procedures 4-4 if such action has
not already been accomplished.

b. Upon return of the medical report, consults
with the Chief, Personnel Action Branch to obtain
a recommendation for the forwarding indorsement.

¢. Prepares the indorsement forwarding the ap-
plication through command channels to the major
Army commander.

d. Attaches the medical report as an additional
inclosure.

e. Forwards the application and the 201 file to
the chief PA NCO for review.

4. If the applicant does not have the required
formal education but is otherwise qualified, the
PA specialist arranges with the chief personnel
management NCO to have the Educationsl Re-
quirements Test administered.

a. 1 the applicant attains a passing score, fol-
lows the procedure in paragraph 3. Includes a
statement as to the test results in the application.

b. If the applicant does not attain a passing
score, prepares an indorsement returning the
application to the appropriate cormmander. In-
forms the commander that the officer may retake
the test 6 months from the date of the first test,
and that if at that time a passing score is attained,
the application may be resubmitted. See AR
601-100 for 2d and 3d retests.

¢. Forwards the application with the 201 file to
the chief PA NCO for review.

5. Upon receipt of an application for appoint-
ment and the 201 file from the PA specialist, the
chief PA NCO—

a. Reviews and gives to the Chief, Personnel
Action Branch for review, signature and dispatch.

b. Returns the 201 file to the records clerk.

6. The Chief, Personnel Action Branch reviews,
signs, and dispatches the application to the next
higher headquarters, or returns it to the appro-
priste commander, as applicable.
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C 1, AR 600-16

PROCEDURE 4-3
PROCESSING APPLICATIONS FOR RETIREMENT OF OFFICERS

Reference. AR 635-130.

Procedure

1. When notified that an officer intends to retire,
the personnel action specialist—-

a. Obtains the 201 file from the records clerk
and reviews it against the eligibility criteria in
AR 635-130.

b. Initiates action for a medical examination in
accordance with Procedure 4-4.

¢. Returns the 201 file to the records clerk.

2. Upon receipt of the report of medical examina-
tion, the PA specinlist contacts the appropriate
personnel staff NCO and requests that he arrange
for the officer to visit the Personne] Service Division,

%3. On the date the officer reports for inter-
view, the PA specialist—

¢. Obteains the 201 file from the records clerk.

b. Preperes an applization for voluntary retire-
ment in accordance with section V, AR 635 130
by interviewing the officer and reviewing the 201
file

¢. Requests the officer to review and sign the
application.

d. Attaches the report of medical examination to
the application and gives it to the officer for delivery
to his commanding officer for comment and forward-
ing through channels.

418

e. Forwards a8 copy of the report of medical
examination (SF 88 and SF 89) to the medical
facility for inclusion in the individual's health
recorda.

f. Places a copy of the application in the 201 file,

g. Returns the 201 file to the recorda clerk
through the personnel management specialist as
expected loas notification.

4. Upon return of the application, the PA
specialist—

a. Consults with the Chief, Personnel Action
Branch and obtains & recommendation for the
forwarding indorsement.

b. Prepares the forwarding indorsement addressed
through command channels to The Adjutant
General, ATTN: AGPO-SR, Department of the
Army, Washington, D.C. 20315. Includes the
information required by paragraph 24, AR 635-105
in the indorsement.

c. Forwards the application to the chief personnel
action NCO for review,

5. The chief PA NCO reviews the application
and gives it to the Chief, Personnel Action Branch
for review signature and dispatch.

6. The Chief, Personnel Action Branch reviews,
signs and dispatches to the next higher headquarters.
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AR 600-16

PROCEDURE 4-4
NOTIFICATION, FOLLOWUP, AND RECORDING OF MEDICAL EXAMINATIONS

AR 40-500; Procedure 1]-2-5, AR
600-17.

References.

Procedure

1. Upon receipt of a DA Form 1049 (fig. 4-4.1)
from the control specialist containing notification
that certain individuals require medical examina-
tions‘evaluations (separation, retirement {manda-
tory only), annuals, etc.), the personnel action
specialist—

a. Obtains the 201 file from the records clerk.

b. Initiates a Report of Medieal Examination
(SF 88) by typing the information required in items
1 through 5: 7 through 14; and 17 on the form.
Enters (in pencil) the individual's latest recorded
physicai profile in item 76.

c. Initiates a Report of Medical History (Si 89)
by typing the information for item 1 on 1 copy of the
form. (This form is not required for periodic
medicals.)

d. Attaches the completed SF 88 and SF 89 to
2 copies of the DA Form 1049, signs and dispatches
te the unit.

e. Places 1 copy of the DA Form 1049 in the 31-
day suspense file.

7. Returns the 201 file to records clerk.

2. Upon receipt of a request for a special medical
examination, i.e., medical examinations required for
soldiers processing applications for reenlistment,
airborne training, OCS, appointment as commis-
sioned or warrant officers, etc., the PA specialist -

a. Obtsins the 201 file from the records clerk.

b. Initiates SI° 88 and SF 89 as preseribed in
paragraph 1b and ¢  Determines the number of
copres of each form required by referring to AR
40-500.

c. Prepares 3 copies of a DA Form 1049 (fig.
4-4.1).

d. Foliows
through j.

3. When the DA Form 1049 is returned from the
umt, the PA specialist—

a. Verifies that all required medical examinations
have been completed.

the procedure in paragraph 1d

b. Removes the duplicate copy of the DA Form
1049 from the 31-day suspense file and destroys it.

c. If all medical examinations were not com-
pleted, contacts the appropriate personnel staff
NCO and requires that he obtain the approximate
date the medical examinations will be completed.
Resuspends the DA Form 1049, as appropriate.

4. If the DA Form 1049 is not returned by the
suspense date, the PA specialist—

a. Contacts the appropriate personnel staff NCO
to ascertain the reason for the delay.

b. Resuspends the duplicate DA Form 1049, as
appropriate.

c¢. Notifies the chief personnel action NCO when
the reasen for noncomplisnce with the suspense
date is considered unusual.

5. Upon receipt of the SI' 88 and SI* 89 from the
Medical Examining Facility, the PA specialist
forwards the forms to the control specialist and
records clerk (in turn) for posting.

6. Upon return of the forms from the records
clerk, the PA specialist—

a. In sll cases of normal periodic medical exam-
inations, forwards the ST 88 to the custodian of the
individual's health records. For ofheers in the grade
of colonel or higher, forwards a copy of the SF
88 to The Adjutant General, ATTN: AGPF-O,
Department of the Army, Washington, D.C.
20310,

b. In all cases of separation or reenlistment
medical examinations, forwards the original copy
of the SF 88 and SI' 89 to the records clerk for
inclusion in the 201 file pending the individual's
ETS. Forwards the duplicate copy of the SF 88
and SF 89 to the custodisn of the individual's
health records.

c. In all cases of special medical examinations,
withdraws 1 copy of both SF 88 and SF 8% and
forwards to the custodian of the individual’s health
records. Forwards the remainder of the forms to
the activity requesting the examination,
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AR 600-16

4~20

PERSOKNEL ACTIONM 047t Sa3 Mar 61
(AR 340-15) 20 Jan 61

FI.C RiSINIHCE SuB.ec T

AGPSD=A Madical Examinstion/Evaluation

T0:

FROM:

Commanding Officer Comaanding General

Co B, 12th Bn, 19th Inf 99th Infantry Division
Fort Miller, Utah Fort Miller, Utah

FRCJESS InG alT10mg

evaluation.

1. The Personnel listed below are required to take a medical examination/
evaluation during the period indicated, SF 88 and 89 are attached for each
individual and will be completed as indicated in para 2,

GRADE NAME SN .- TYFE NET DATE NLT DATE DATE COMPL

SP L Statzer, Luther 0 RA13965823 Sep 10 Peb 61 2, Feb 61
PFC Taylor, Thomas A Us551276890 Sep 15 Feb 61 2 Mar 61

2, Personnel requiring medical examinations/evaluation wills

2, Complete SF 89 (Report of Medical History) in their own handwri ting
in ink. This form is not required for periodic medicals,

be In their own handwriting, enter in ink in item 73 of SF 88 (Report
of Medical Examination) statements concerning their health since their last
medical and sign the form.
Ce Be informed of the day and time to report for medical examination/
de Obtain Health Records (ED Form 722) from the servicing dispensary on
the day schedulsd for the examination/evaluation,

e. Heport to building Nr Th36l, with health records and partially
completed SF 88, and if required SF 8%, for examination,

3. This correspondence will be returned not later than the suspense date,
Uit commanders will enter the date the medical examination/evaluation is
completad in the "Date Compl" column opposits the individual’s name,

FOR THE COMMANDER?

.Ze
k Incl WHITE

a/s , W=2, USA
Asst AdJ Qen

USE PLAIN PAPER FOR CONTINUATION OF CONMENTS

DA 1 ocT ..1 049 AEFPLACES EODITION OF 1 OCT B3, WHICH 18 OBSOLKTE C#O  lbis O - MiTi4

Figure 4-4.1.
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AR 600-16

PROCEDURE 4-5
PROCESSING DISCHARGES (ETS) AND IMMEDIATE REENLISTMENTS

References. AR 60149, AR 601-210, AR 604-10,
AR 612-22, ARSOG-200,
AR 640-10, AR 635-5, AR 635-200,

AR 635-205.

Procedure

1. Upon receipt of information from the career
counselor that an individual intends to enlist or
reenlist, the personnel action specialist contacts
the appropriate personnel stafl NCO and requests
that arrangements be made to have the individual
report to the Personnel Service Division 7 days, if
possible, prior to his expiration term of service
(ETS) for interview.

2. On the date the individual reports for inter-
view, the PA specialist takes the following actions:

a. Obtains the 201 file from the records clerk, and
the Financial Data Records Folder (FDRF) from
the pay specialist.

b. Reviews the 201 file and the Report of Medical
Examination filed therein, against the criteria in
AR 601-210, and insures that the individual is
eligible for enlistment or reenlistment, as applicable.

¢. Prepares 2 copies of 1 DA Form 2377 (Consoli-
dated Work Sheet for Preparation of Separation
Forms). Interviews the individual and reviews all
available records to complete the form.

(1) If cash settlement for accrued leave is
authorized and desired, refers to the
Military Leave Record (DA Form 481), and
determines the number of days accrued
leave for which payment can be made.
Enters in item 43 of the worksheet: “Lump-
sum payment made for____days leave.”

(2) If travel allowance by reason of the separa-
tion is authorized, inquires of the individual
whether travel allowance to his home of
record (HOR) or place of enlistment (POE)
is desired. Enters in item 43 ¢n the dupli-
cate copy of the worksheet: “Tvl Alw to
______ (enter HOR or POE as appropriate)
requested.”

d. Dismisses the individual with instructions to
return to the Personnel Service Division 2 days prior
to his ETS for final processing.

e. Returns the FDRF and the duplicate copy of
the DA Form 2377 to the pay specialist with an

informal note requesting that appropriate military
pay vouchers be prepared, and that the military
leave records be closed for cash settlement, if
applicable.

3. Prior to the individual’s return to the Person-
nel Service Division, the PA specialist—

a. Using the DA Form 2377 and all available
records, prepares the following documents in the
number of copies required by the applicable regula-
tion:

(1) Enlistment Record (DD Form 4) (AR
601-210).

(2) Armed Forces of the United States Report
of Transfer or Discharge (D12 Form 214)
(AR 635-5) (destroys copies not required).

(3) Appropriate discharge certificate (AR 635-

200).

(4) Pertinent statements required by AR
601-210.

(5) Reenlistment Data Card (IDA Form 1315)
(AR 601-280).

b. Places all of the documents in the 31-day
suspense file for a date 2 days prior to the individual’s
ETS.

c. Prepares a request for orders to effect the dis-
charge and reenlistment. Signs for the Chief,
Personnel Action Branch and forwards it to the
Office Services Unit for publication. (If required by
the Chief, Personnel Action Branch. the request for
orders will be forwarded to the office of the branch
chief, for review, signature and dispatch.)

d. Returns the 201 file to the records clerk.

4. On the date the individual returns to the Per-
sonnel Service Division for final processing, the
PA specialist-—

a. Obtains the 201 file from the records eclerk.

b. Withdraws the documents from the 31-day
suspense file,

c. Requests the individual to review each docu-
ment {0 insure its correctness. I discrepancies are
noted, resolves the difference immediately, and
prepares new documents as required.

d. Requests the individual to sccomplish a new
Armed Forces Security Questionnaire (DD Form
98). Refers to AR 604-10 and AR 601-210 per-
taining to completion of the questionnaire.
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AR 600-16

e. Attaches the following documents to the
original copy of the DD Form 4:

(1) Statements required by AR 601-210.
(Also attaches a copy of these statements
to the duplicate copy of the DD Form 4.)

(2) Report of Medical Examination (SF 88)
and Report of Medical History (SF 89)
(originals).

(3) Copy number 2 and 3 of DD Form 214.

f. Places all of the documents in an envelope
addressed to the appropriate career counselor.

g. If the individual is reenlisting in a permanent
noncommissioned officer grade, informs him to
present his latest warrant (DD Form 216a) still in
effect to the enlisting officer to place an indorsement
on the reverse of the form continuing the warrant in
force. If the warrant is not available instructs the
individual to report to the personnel staff NCO and
request that a new warrant be issued. See AR
600-200.

k. Gives the envelope containing the documents
to the individual and instruets him to—

(1) Report to the pay specialist to review his
military pay vouchers and complete any
further processing that may be required.

(2) Hand-carry the envelope to the career
counselor who will further instruct him
when and where to report on his enlist-
ment/reenlistment date.

t. Obtains the signature and initials of the Chief,
Personnel Action Branch on the DD Form 98, and
places it in the 201 file.

j- If the 201 file contains a Record of Court-
Martial Conviction (DA Form20B), attaches an
informal note requesting it be withdrawn on (specify
date) in accordance with AR 640-10, and forwarded
to The Adjutant General, ATTN: AGPF-I, Depart-
ment of the Army, Washington, D.C. 20310.
Returns the 201 file to the records clerk.

5. Prior to the date the individual is to enlist or
reenlist, the PA specialist contacts the appropriate
career counselor and requests that he insure that—

a. All documents requiring signature are gigned by
the signing authority.

b. The unit is furnished the appropriate copies of
the documents required to be forwarded with the
morning report.

22

¢. The individual is furnished the discharge
certificate and copy number 1 of the DD Form 214.

d. The duplicate copy of the DD Form 4 with
attached statements is forwarded to the appropriate
records clerk for inclusion in the 201 file.

e. The triplicate copy of the DD Form 4 is
dispatched to the ZI army commander or major
oversea commander having jurisdiction over the
division.

f. The new Reenlistment Data Card is given to
the unit commander.

6. Upon receipt of information that an officer or
warrant officer intends to enlist/reenlist, by receipt
of an Enlistment Qualifying Application (Specially
Recruited Personnel) (DA Form 1696-R), the PA
specialist forwards the DA Form 1696-R to the
Personnel Management Branch with a request to
have the officer evaluated in accordance with AR

600~200,

7. Upon return of the DA Form 1696-R from the
Personnel Management Branch, the PA specialist
obtains the information for the forwarding indorse-
ment from the Chief, Personnel Action Branch—

a. Prepares the forwarding indorsement addressed
through the major commander to the Commanding
Officer, U.S. Army Records Center, ATTN: AGSE,
9700 Page Boulevard St, Louis, Missouri 63132.

b. Attaches any supporting documents to the
application and forwards it to the chief PA NCO for
review.

¢. Forwards 1 copy of the DA Form 1696-R and
the indorsement to the records cierk for inclusion in
the 201 file.

8. The chief PA NCO reviews the indorsement and
forwards it to the Chief, Personnel Action Branch
for review, signature and dispatch.

8. The Chief, Personnel Action Branch reviews
the application, signs and dispatches.

10. When the application with a grade and MOS
determination is received from the Depariment of
the Army, the PA specialist takes action to effect
separation and enlistment/reenlistment.
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AR 600-16

PROCEDURE 4-6

PREPARATION OF SEPARATION DOCUMENTS PRIOR TO TRANSFER
ACTIVITY PROCESSING

References. AR 606-5, AR 612-22, AR 635-5.
Procedure

1. Upon receipt of information that an individual
is to be separated from the service and does not
intend to enlist or reenlist, the personnel action
specialist—

a. Obtains the 201 file from the records clerk and
the Financial Data Records Folder (FDRF) from
the pay specialist.

b. Initiates action for a medical examination in
accordance with Procedure 4-4 if the individual is
being separated for a reason other than normal
ETS.

¢. Refers to AR 612-22 and initiates and com-
pletes the appropriate separation forms required to

be completed prior to transfer activity processing.
(If necessary, contacts the appropriate personne!
staff NCO and arranges for the individual to visit
the Personnel Service Division for completion of
the forms.)

d. Obtains the necessary signature on the forms.

¢. Places all the forms in the 201 file and returns
it to the records clerk. Returns the FDRF to the
pay specialist.

2. If the Personnel Service Division is responsible
for transfer processing, the PA specialist will accom-
lish additional separation documents as required by
the appropriate discharge regulation and AR 635-5
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AR 600-16

PROCEDURE 4-7
PROCESSING REQUESTS FOR HARDSHIP OR DEPENDENCY SEPARATION

References. Procedure 11-2-10, AR 600-17, AR
635-207.

Procedure

1. Upon receipt of an Application for Separation-
Hardship or Dependency (DA Form 2476), the
personnel action specialist—

a. Obtains the 201 file from the records clerk and
the Financial Data Records Folder (FDRF) from
the pay specialist.

b. Reviews the 201 file and the FDRF against
the eriteria in AR 635 207 and insures that the re-
quired supporting evidence is furnished with the
request.

¢. Contacts the appropriate personnel staff NCO
if additional information and ‘'or evidence is re-
guired, or returns the request to the unit, as appro-
priate.

2. If the request is administratively correct for
processing, the PA specialist considers carefully the
facts upon which the request is based and- -

a. Procures any additional information that may
be necessary to determine the validity of the re-
guest. Services of the American National Red
Cross may be used for this purpose.

b. If the individual was inducted under the Uni-
versal Military Training and Service Act or is
serving on an initial enlistment, and the request does
not contain conclusive evidence upon which to base
e clear-cut decision, prepares a letter in accordance
with AR 635-207, forwarding the request and sup-
porting evidence to the Director of Selective Service
of the State in which the individual’s local board of
jurisdiction is located. Attaches the request to the
letter and forwards both to the chief PA NCO for
review,

¢. Places the request, or a copy of the request, to-
gether with a copy of the letter (b above), as appro-
priate, in the 31-day suspense file pending receipt of
information, if required.

3. When requested information (par. 2) is re-
ceived, or if no additional information is required to
process the request, the PA specialist consults with
the Chief, Personnel Action Branch and obtains a

&2

decision as to whether the request is to be approved
or disapproved.

4. If the decision is to disapprove the application,
the PA specialist—

a. Prepares an indorsement to include the reason
for disapproval.

b. Obtains the signature of the Chief, Personnel
Action Branch.

¢. Irilles the application in the 201 file and returns
it to the records clerk. Returns the FDRF to the
pay specialist.

d. Prepares a letter addressed to the unit com-
mander informing him of the action and requesting
that the individual be informed. Forwards the
letter to the chief PA NCO for review,

5. If the decision is to approve the request, the
PA specialist—

a. Prepares an indorsement approving the ap-
plication.

b. Obtains the signature of the Chief, Personnel
Action Branch.

¢. Prepares a request for orders to effect the
separation and forwards it to the chief PA NCO for
review.

d. Files the request in the 201 file and returns it
to the records clerk through the Personnel Manuage-
ment Branch as expected loss notification.

¢. Repeats the procedure in paragraph 4d, and
includes the date established for separation.

. Initiates action for & medical examination in
accordance with Procedure 4—4,

g. Prepares the appropriate separation documents
as prescribed in Procedure 4-6.

6. Upon receipt of the above meutioned docu-
ments from the PA specialist, the chiel PA NCO—

a. Reviews all of the documents for completeness.

b. Signs the request for orders and dispalches
it to the Office Services Unit for publication.

c. Gives the letter(s) to the Chief, Personnel
Action Branch for review, signature and dispatch
to the appropriate addressee(s).

7. The Chief, Personnel Action Branch reviews,
signs and dispatches.
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C 1, AR 600-16

PROCEDURE 4-8

PROCESSING RECOMMENDATIONS AND BOARD PROCEEDINGS INITIATED
UNDER AR 635-209 (UNSUITABILITY)

Procedure 10-2-5 and 11-2-9, AR
600-17; AR 635-209,

References.

Procedure

1. Upon receipt of approved board proceedings,
or the recommendation for board proceedings (the
latter will be received only if the convening authority
directs transfer to & new unit in lieu of board action)
from the convening authority, the personnel action
specialist takes the following actions:

a. Obtains the 201 file from the records clerk.

b. Reviews the case against the criteria in AR
635—-209.

¢. Processes the case in accordance with para-
graph 1c(1), Procedure 4-10 if the convening
authority directed transfer to a new unit in lieu
of board action.

d. If the final action is to retain the individual in
the service—

(1) Returns the 201 file together with the
original copy of the case and a copy of
each inclosure to the records clerk.

(2) Forwards a copy of the medical reports to
the medical facility for incjusion in the
individual's health records.

(3) Forwards a copy of the case and a copy
of each inclosure to the central files in
the Office Services Unit.

e. If the final action is to refer the case to a board
of officers convened under AR 635-208, processes
the case in accordance with Procedure 4-10.

/. If the final action is to discharge the individual
because of unfitness and the case involves an excep-
tion in paragraph 4, AR 635-209—

(1) Prepares an indorsement addressed to
The Adjutant General, ATTN: AGPO-
XD, Department of the Army, Washing-

ton, D.C. 20315, forwarding the pro-
ceedings for final determination.

(2) Forwards the case and the 201 file to the
chief PA NCO for review.

(3) If the individual has completed 1914 years
of active Federal service, prepares a letter
addressed to the individual affording him
an opportunity for retirement on comple-
tion of 20 years active Federal service.

*g. I the final action is to discharge the indi-
vidual, and if f above does not epply—

(1) Initiates action for a medical examination
in accordance with Procedure 4—4.

(2) Consults with the Chief, Personnel Action
Branch and obtains the date the individual
will be discharged.

(3) Prepares a request for orders effecting
discharge and forwards it to the chief PA
NCO for review,

{4) Prepares appropriate separation documents
in accordance with Procedure 4-6, except
that the type of discharge certificate to be
furnished wiil be that which is directed by
the convening authority.

(6) Returns the 201 file to the records clerk.

h. Upon return of cases mentioned in f(1) above,
takes appropriate action in accordance with these
procedures.

2. Upon receipt of the documents and 201 file
mentioned above, the chief PA NCO—

a. Reviews and forwards to the Chief, Personnel
Action Branch for review, signature and dispatch.

b. Returns the 201 file to the records clerk.

3. The Chief, Personnel Action Branch reviews
the documents, signs and dispatches to the appro-
priate addressee.
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PROCEDURE 4-9
PROCESSING RECOMMENDATIONS FOR DISCHARGE BECAUSE OF MISCONDUCT

Reference. AR 635-206.

Procedure

1. Upon receipt of & recommendation from a unit
to discharge an individusl because of misconduct,
the personnel action specialist—

a. Obtuins the 201 file and reviews the recom-
mendation against the criteria in AR 635-206.

b. Obtains missing data by contacting the appro-
priate personnel staff NCO, or returning the recom-
mendation to the unit, as appropriste.

2. If the recommendation does not meel the cri-
teria in AR 635-206, the PA specialist consults with
the Chief, Personnel Action Branch—

o. Prepares an indorsement disapproving the
recommendation, or directing other action, ss
appropriate.

b. Forwards the 201 file and the case to the
chief personnel action NCO for review.

3. If the recommendation meefs the criteria in
AR 635-206, the PA specialist proceeds in accord-
ance with the appropriate section of the regulation.

a. If referral to a board of officers of The Adjutant
General is not necessary. the PA specialist escer-
tains from the Chief, Personne! Action Branch the
type of discharge certificate to be furnished, and
prepares the appropriste separation documents in
accordance with Procedure 4 6.

b. If referral to a board of officers or The Adjutant
General is required, prepares an indorsement for-
warding the recommendation. (If referred to The
Adjutent Genersl, see AR 635-206. and include a
recommendation as to the type of discharge certif-
icate to be funished.) Forwards the 201 file and
the case to the chief PA NCO for review.

4. Upon return of the case from a board of officers
and referral to The Adjutant General is not neces-

sary, the PA specialist takes the action prescribed
in paragraph 2 or 3a, as appropniate.

5. If referral to The Adjutant General is required,
the PA specialist prepares an’ indorsement {rans-
mitting the case, and includes a recommendation
obtained from the Chief, Personnel Action Branch
as to the type of discharge certificate to be fur-
nished. Forwards the case to the chief PA NCO
for review,

6. Upon receipt of the case from the PA specialist,
the chief PA NCO reviews and takes the following
actions:

a. If the case is referred to a board of officers. and
the individual does not waive the right to appear -

(1) Notifies the president of the hoard of the
case, and obtains the date, time, and place
the board wiil convene.

{2) Notifies the appropriate personnel staff
NCO when and where the individual is to
report.

(3) Places 8 note in the 31-day suspense fife
that the individusl’s 201 file 15 to be for-
warded to the president of the board on
the specified date.

(4) Posts the worksheet report {Procedure 4-
13) if board action is waived by the com-
mander exercising discharge authority. and
forwards the case to the Chief, Personnel
Action Branch for review, signature and
dispateh.

b. If the recornmendation is disapproved, or is
to be referred to The Adjutant General, reviews and
forwards to the Chief, Personnel Action Branch for
review, signature and dispatch.

7. The Chief, Personnel Action Branch reviews,
signs and dispatches to the appropriate addressee.
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PROCEDURE 4-10
PROCESSING RECOMMENDATION FOR DISCHARGE BECAUSE OF UNFITNESS

Procedures 10~-2-4 and 11-2-8, AR
600~17; AR 635-208.

References.

Procedure

1. Upon receipt of a recommendation, or approved
board proceedings (AR 635-209) referring the case
to & board convened under AR 635-208 the person-
nel action specialist—

a. Obtains the 201 file from the records clerk and
determines if the—

(1) Proposed action meets the criteria in AR
6.35-208.

(2) Commanding officer’s report and applicable
statements by the individual are included.

(3) Medica! evidence required is included.

b. Obtains missing data, when required, by con-
tacting the appropriate personnel staff NCO, or
returning the case to the unit, as appropriste.

¢. Reviews the recommendation and determines
if an intermediate commander disapproved the
recommendation and directed that the individual
be transierred 10 a new unit. If the recommendation
was disapproved and transfer directed, takes the
following actions:

(1) Forwards a copy of the recommendation
to the appropriate personnel management
specialist together with an informal request
to transfer the individual and notify the
Personnel Action Branch of the new unit
of assignment.

{2) Returns the 201 file together with the
original copy of the recommendation to
records clerk.

(3) Forwards a copy of the medical reports to
the medical facility for inclusion in the
individual’s health records.

(4) Forwards a copy of the recommendation
to include a copy of each inclosure to the
central files in the Office Services Unit.

{5) Forwards a copy of the commanding offi-
cer's report to the new unit commander
when notified by the Personnel Manage-
ment Branch that the transfer has been
efiected.

d. 1f the recommendation was approved by inter-
mediate commanders and forwarded for action under
AR 635-208, delivers the 201 file and the recommen-
dation to the Chief, Personpel Action Branch and

consults with him to obtain a determination con-
cerning the disposition of the case.

2. Upon receipt of the recommendstion, the
Chief, Personnel Action Branch—

a. Reviews the case and determines disposition if
he has teen delegated this authority.

b. Recommends a disposition of the case to the
convening authority, or a delegated authority, if
he has not been delegated this authority.

¢. Informs the PA specislist of the determination
reached in either a or b above, and diretts appro-
priate action.

3. If the determination is to direct action under
AR 635-209, the PA specialist—

a. Prepares an indorsement returning the case to
the appropriate commander directing such action.

b. Forwards the case to the chief personnel
action NCO for review.,

¢. Returns the 201 file to the records clerk,

4. If the determination is to transfer the individual
to another unit, the PA specialist follows the pro-
cedure in paragraph 1c and prepares a letter to the
individual’s unit commander indiesting the action
and requesting that the individual be informed.
Forwards the letter to the Chief, Personnel Action
Branch for review.

5. If the determination is to convene a board of
officers to determine whether the individual should
be discharged, the PA specialist—

a. Prepares an indorsement to the recommenda-
tion referring the case to a board of officers to be
convened under AR 635-208.

b. Forwards the case and the 201 file to the chief
PA NCO for review.

6. If the individual has waived his right to a
hearing by a board of officers and the determination
15 to direct discharge because of unfitness or un-
suitability, the PA specialist—

a. Consults the Chief, Personnel Action Branch
concerning the type of discharge certificate to be
issued and the date the individual will be discharged.

%b. Prepares the appropriate separation docu-
ments in accordance with Procedure 4-6. See para-

graph 4, AR 635-208 and AR 635-209 for individ-
usls listed as exceptions to this action at this time.
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c. Ii the individual is not an exception (b above)—
(1) Prepares a request for orders to effect
discharge, and forwards it to the chief PA

NCO far review.

(2) Returns the 201 file and the case to the
records clerk through the appropriate PM
specialist 8s expected loss notification.

d. 1f the individual 1s an exceplion (b above),
prepares an indorsement forwarding the case 1o
The Adjutant General (TAG), ATTN: AGPO-XD,
Department of the Army, Washington, IDN.C.
20315 for final determination. Includes the de-
termination to discharge the individual and the
type of discharge recommended, as a recommenda-
tion to the case, and forwayds it to the chiel PA
NCO for review.

e. If the individual has completed 1915 vears
active Federal service, prepares a letter addressed
te the individual affording him the opportunity to
apply for retirement on completion of 20 years
active Federal service.

f. Prepares a request for orders to reduce the
individual to the lowest enlisted grade, if not
serving in that grade, when being discharged
because of unfitness, Forwards the request to the
chief PA NCO for review,

7. Upon receipt of the above mentioned docu-
ments, the chief, PA NCO—

a. Reviews the letter to the unit commander or
the individual, when applieable, and forwards it
to the Chief, Personnel Action Branch for review,
signature and dispatch,

b. Reviews the request for orders (ordering
discharge and reduction, when applicable) and
forwards it to the Chief, Personnel Action Branch
for review, signature and dispatch.

¢. If paragraph 5 applies—

(1) Notifies the president of the board of the
case and obtains the date, time, and
place the board will convene.

(2) Notifies the appropriate personnel staff
NCO of the date, time, and place the
individual is to report.

(3) Places a note in the 31-day suspense file
that the individual's 201 file is to be
forwarded to the president of the board
on the specified date.

(4) Forwards the case to the Chief, Personnel
Action Branch for review, signature and
dispatch.
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d. If paragraph 3 or 6d applies, reviews the case
and forwards it to the Chief, Personnel Action
Branch for review, signature and dispatch.

8. Upon receipt of the above mentioned docu-
ments, the Chiefl, Personnel Action Branch reviews,
signs and dispatches to the appropriate addressee.

9. Upon receipt of the case from the president of
the bourd (if processed under AR 635-208), the PA
specialist delivers the case to the Chief, Personnel
Action Branch to obtain a determination coneerning
the fAnal disposition. If the case was referred to
and processed by a board convened under AR
635~209, processes the case in accordance with
Procedure 4-8.

10. Upon receipt of the processed case, the
Chief, Personnel Action Branch f{ollows the pro-
cedure in paragraph 2.

11. If the determination is to retain the individual
in the service, the PA specialist —

a. Prepares a letter to the individual's unit
commander indicating the final action and request-
ing that the individual be informed. Forwards the
letter to the chief PA NCO for review.

b. Disposes of the case and the 210 file in the
same manner as prescribed in paragraph le(2},
(3), and (4)

12. If the determination is to discharge the
individual either for unfitness or unsuitability, the
PA specialist follows the procedure in paragraph 6.

13. Upon receipt of the documents mentioned in
paragraph 11 or 12, or the case when it 15 to be
referred to TAG, the chief PA NCO reviews for
completeness and forwards to the Chief, Personnel
Action Branch for review, signature and dispatch.

14. Upon receipt of the above documents, the
Chief, Personnel Action Branch reviews, signs and
dispatches to the appropriate addressee.

15. When any of the sbove actions direct an
undesirable discharge, or if the case involves an
individual who is an exception (par. 6b), regardless
of the character of discharge, the Chief, Personnel
Action Branch will obtain the signature of the
convening suthority fo the document prior to
processing.
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PROCEDURE 4-11

PROCESSING REQUESTS FOR DISCHARGE AND RELEASE FROM ACTIVE DUTY—
CONVENIENCE OF THE GOVERNMENT

References. Procedures 11-2-1 and 11-2-2, AR
600-17; AR 635-205.

Procedure

1. Upon receipt of an application for discharge or
release from active duty for convenience of the
Government, the personnel action gpecialist—

a. Obtains the 201 file from the records clerk.

b. Reviews the application and determines the
specific reason on which the request ig based.

c. Screens the application against the appropriate
paragraphs in AR 635-205 and insures that—
(1) The individual meets the criteria required
for the reason separation is being requested.
(2) The application is administratively correct
and contains all required information to
include supporting documents and/or evi-
dence required 1o accompany the applica-
tion,

d. Contacts the appropriate personnel staff NCO
if additional information, documents or evidence is
needed, or returns the application to the unit, as
appropriate.

e. If the individual does not meet the criteria in
AR 633205, and it is not necessary to refer the
application to The Adjutant General- -

(1) Prepares a comment addressed to the
individual’s unit commander disapproving
the application and giving the reason there-
for.

(2) Forwards the application together with the
201 file to the chief personnel action NCO
for review.

J. If the individual meets the criteria in AR
635205, takes one of the following actions:
(1) 1f the application must be acted on by
The Adjutant General -

(@) Consults with the Chief, Personne!
Action Branch to obtain a recommendas-
tion.

(b) Prepares a forwsrding comment ad-
dressed to The Adjutant General, ATTN:
AGPO-XD, Department of the Army,
Washington, D.C. 20315. Includes
the required assignment information.

(¢) Forwards the application together with
the 201 file to the chief PA NCO for
review.

{2) Prepares a forwarding comment addressed
to the Director, Selective SBervice System,
Washington, D.C. 20435, requesting his
recommendation, if the request is from an
individual who claims that prior to in-
duction he was denied a procedural right,
as provided by the Universal Military
Training and Selective Service Act, and asa
result he was erroneously inducted. For-
wards the application together with the
201 file to the chief PA NCO for review,

(3) If paragraph 1f(1) or (2) does not apply—

{a) Consults with the Chief, Personnel Ac-
tion Branch and obtains the date the
individual will be separated.

(b) Prepares & comment approving the
application,

{¢) Obtains the signature of the Chief,
Personnel Action Branch.

(d) Prepares a request for orders effecting
separation or release from active duty,
and forwards it to the chief PA NCO for
review.

(e) Files the application in the 201 file and
returns it to the records clerk through
the appropriste personnel management
specialist as expected loss notification.

(fy Prepares a letter addressed to the
individuai's unit commander informing
him of the action to include the date
established for separation or release from
active duty, and requesting that the
applicant be notified.

(g) Prepares the appropriate separation
documents in accordance with Procedure
4-6, except that the discharge certificate
to be issued will be based on the indi-
vidual's character of service rendered.

2. When paragraph 1f{1) or (2) applies, the PA
specialiat takes the following actions upon return
of the application:

a. Follows the procedure.in paragraph 1f(3) if
separation i8 directed.
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b. If an action other than separation or releace
from active duty is directed—
L

(1) Prepares a letter addressed to the individ-
ual’s unit commander informing him of
the action and requesting that he notify
the individual.

(2) Forwards the letter to the chief PA NCO
for review.

(3) Forwards the sapplication to the records
clerk for inclusion in the 201 file.

3. Upon receipt of the above mentioned docu-
ments from the PA specialist, the chief PA NCO
reviews each, as applicable,

a. Signs the request for orders and dispatches it
to the Office Services Unit.

b. Gives the letter(s) and/or application to the
Chief, Personnel Action Braanch for review, signa-
ture and dispateh.

¢. Returns the 201 fle to the records clerk.

4. The Chief, Personnel Action Branch reviews
the documents, signs and dispatches to the appro-
priate addressee(s).
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PROCEDURE 4-12
PROCESSING APPLICATIONS FOR RETIREMENT OF ENLISTED PERSONNEL

References. AR 601-210, AR 614-30, AR 635~
130, AR 635-200, AR 635-230.

Procedure

1. The personnel action specialist will receive
notification from the following sources that an
enlisted man intends to retire:

a. Information received from the individual’s
unit.

4. Direct notification by the individual con-
cerned,

¢. Notificution from the Personnel Management
Branch that an individual intends to retire under
the provisions of paragraph 10¢, AR 635-230.

d. Suspense notification from the control spe-
cialist indicating mandatory retirements,

2. When notified by one of the above means that
an onlisted man intends to retire, or must be re-
tired, the PA specialist—

a. Obtuins the 201 file from the records clerk.

b. Screens the 201 file and determines if- —

(1) The individual meets the eligibility eri-
teria in AR 635-230.

(2) The individual's ETS is prior to his date
of retirement.

(3) The individual is eligible to retire under
the provisions of AR 635-130,

¢. If 5(2) above applies, contacts the appro-
priato personnel staff NCO &nd requests that he
inform the individual that prior to submitting an
application for retirement, he must—

{1} Request extension of bis enlistment or
reenlistment under the provisions of AR
601-210, or

{2) Request retention under the provisions
of paragraph 14k, AR 635-200 in cases
where he is not eligible for extension of
his enlistment.

d. Tf 5(3) above applies, processes the individ-
ual in accordance with Procedure 4-3.

e. 1f the individual meets the criteris in AR
635-230 and 5(2) or b(3) above does not apply,
contacts the appropriate personnel staff NCO and
arranges for the individual to report to the Per-
sonnel Action Branch with his personal copies of
enlistment,/separation documents and other docu-
mentary evidence of service, if appropriate.

f- Tubs the 201 file to indicate that the individual

intends to retire and returns it to the records clerk.

3. On the date the individual reports to the Per-
sonnel Action Branch the PA specialist—

a. Obtains the 201 file from the records clerk.

b. Prepares 3 copies of an Application for Re-
tirement (IDA Form 2339), and prepares a request
for transfer to the Retired Reserve if the indi-
vidual is retiring with 20 but less than 30 years
service. Obtains the information to prepare the
application as follows: :

(1) Interviewstheindividual.

(2) Reviewsthe 201 file,

(3) Reviews the records and/or documents in
the individual’s possession.

(4) Obtains information from the individ-
ual’s memory if it is not available in the
201 file and if the individual has no rec-
ords or documents to supply certain
needed information. .

(5} Refersto AR 635-230 to obtain informa-
tion on—

(a) Details for completing the form.

{0} Statements required to be included on
the application.

(¢) Documents required to verify service in
addition to Army service, and the
sources to obtain this verification if the
documents are not available.

{d) The wording of the request for trans-
fer to the Retired Reserve,

¢. Requests the individuai to review and sign the
application and the request for transfer to the Re-
tired Reserve, if applicable.

d. Prepares a memo routing slip addressed to
the individual's unit commander requesting he
sign the application and return it to the Personnel
Service Division.

e. Attaches the memo routing slip to the appli-
cution and gives it to the individual with instruc-
tions to hand-carry the application to his unit
commander for signature and forwarding.

4. pon completion of the actions in paragraph
3,the PA specialist—

a. 11 the documents in paregraph 35(5; (¢) are
required but not available, prepares a request for
verification of service and forwards it to the chief
PA NCO for review.
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b. Initiates action for & medical examination in
accordance with Procedure 4-4.

c. Suspends the 201 file pending return of the
application for retirement, medical examination
and documents verifying service, if requested.

5. Upon return of the documents (para. 4¢) the
PA specialist—

a. Withdraws the 201 file from the 31-day sus-
peass file.

b. Prepares the application for the signature of
the Chief, Personnel Action Braach.

e. Attaches the medical examination and the
documents verifying service, if applicable, to the
application and forwards it to the chief PA NCO
for review.

d. Places 1 copy of the application, less the
inclosures, in the 201 file and returns it to the
records clerk through the appropriate personnel
management specialist as expected loss notification.

e. Forwards & copy of the Report of Medical
Examination (SF 88) and a copy of the report of
Medical History (S¥ 89) to the appropriate med-
ical facility for inclusion with the individual’s
health records.

7- Notifies the control specialist of the completed

action if notification to initiate retirement proce-
dures was received by suspense notification.

6. When the chief PA NCO receives ah applica-
tion for retirement from the PA specialist he
reviews it for completeness and forwards it to the
Chief, Personnel Action Branch for review, signa-
ture and dispatch.

% 7. The Chief, Personnel Action Branch re-
views, signs and dispatches to The Adjutant Gen-
eral, ATTN: AGPO-XS, Department of the
Army, Washington, D.C. 20315, direct or through
channels, as required by the major commander,
except that all applications submitted as an ex-
ception to paragraph 10, AR 635-230 will be for-
warded through the major commanders concerned.

8. The PA specialist processes applications for
retirement submitted under the provisions of para-
graph 10¢, AR 635-230 as above, providing the
application can be processed in time to arrive in
Headquarters, Department of the Army, within
30 days after receipt of alert or assignient orders,
whichever is earlier.

9. Upon receipt of orders directing retirement,
the PA specialist takes action in accordance with
Procedure 46 to prepare the appropriate separa-
tion documents.
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*PROCEDURE 4-13
RECORDING AND REPORTING OF WAIVERS OF BOARD ACTION

Reference. AR 635-200

Procedure

1. The chief personnel action NCO prepares a
waiver of board action report (RCS AG—422)
once each fiscal year on a date established by the
major commander. In order to maintain current
and complete data to prepsre the report & work-
gheet is maintained to record the number of cases
in which board action was waived and undesirable
discharge was direcied. The worksheet will
indicate—

a. Totels, by authority for discharge, of cases
directing undesirable discharge under provisions of
AR 635-89, AR 635206, AR 635-208, and AR
635-220 resulting from acceptance of resignations
from individuals who waived consideration by a
board, and

b. The number of cases directing undesirable

discharge under provisions of AR 635-206 in
which board action was waived by the division
commander.

2. Upon receipt of a case directing undesirable
discharge, the chief personnel action NCO deter-
mines if the action should be included in the report,
and, if appropriste, posta the workshest to indicate
the category of the case (para. 1 a and 3).

3. Using the worksheet posted as above, the
chief personnel action NCO prepares the report by
totaling the number of cases in each category for
the period of the report.

a. Forwards the completed report to the chief,
personnel action braach for review, signature, and
dispatch.

b. Retains a copy of the report for reference.

4. The Chief, Personnel Action Branch reviews,
signs, and dispatches the report through channels
to the major commander.
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PROCEDURE 4-14
EXTENSIONS OF ENLISTMENT—REGULAR ARMY ENLISTED PERSONNEL

Procedure 11-2-3, AR 600-17; AR
601-210.

References.

Procedure

1. Upon receipt of a request from a umt, the
personnel action specialist—

a. Obtains the 201 file from the records clerk.

b. Reviews the request with the 201 file and the
criteria in AR 601-210.

¢. If the individual is ineligible for extension of his
enlistment, or is eligible, but is required to sign a
statement of intent to reenlist in addition to ex-
tending his enlistment—

(1) Prepares a comment returning the request
to the unit and giving the reason for in-
eligibility. In cases where a statement of
intent to reenlist is required in addition to
the extension of enlistment, requires the
individual to acknowledge, by return
comment to the original request, that he
is aware of this requirement.

(2) Forwards the request and the 201 file to
the chief personnel action NCO for review.

d. If the individual is eligible for extension Jof
his enlistment and, when appropriate, has indicated
that he is aware that he must sign a statement of
intent to reenlist in addition to extending his enlist-
ment—

(1) Prepares an Oath of Extension of Enlist-
ment (DA Ferm 16953) in duplicate.
Leaves the date of execution blank. Re-
fers to AR 601-210 for prior action re-
quired on individuals under 18 years of
age.

(2) Prepares a statement of intent to reenlist
in duplicate, if applicable. Leaves the
date of execution blank.

(3) Prepares a comment returning the request
to the unit commander with instructions
to—

{a) Have the oath of extension executed in
duplicate by the individual and sworn
to before a commissioned officer author-
ized to administer osths.

(b) Have the statement of intent to reenlist,
if applicable, executed in duplicate by
the individual and witnessed by a com-
missioned officer.

(c¢) Attach both copies of the oath of exten-
sion and statement of intent to reenlist
to the morning report on the specified
date.

{4) Attaches both copies of the oath of ex-
tension and the statement of intent to
reenlist to the request, and forwards it
together with the 201 file to the chief PA
NCO for review.

{5) Forwards a copy of the request to the
reports clerk to insure that the proper
morning report entry is made on the
specified date.  Attaches an informal
note requesting that the duplicate copy
of the oath of extension and the statement
of intent to reenlist be withdrawn from
the morning report and forwarded to the
records clerk for inclusion in the 201 file,

2. Upon receipt of the request and the 201 file
from the PA specialist, the chief PA NCO- -

a. Reviews the request for correctness and
forwards it to the Chief, P’ersonnel Action Branch
for review, signature and dispatch.

b. Returns the 201 file to the records clerk.

3. The Chief, Personnel Action Branch reviews,
signs and dispatches to the unit.
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PROCEDURE 4-15

EXTENSIONS OF CURRENT PERIODS OF ACTIVE DUTY—ENLISTED PERSONNEL OF
THE ARMY OF THE UNITED STATES

Y References. Procedure 11-2-3, AR 600-17; AR
601-49; AR 601-210; AR 635-5.
Procedure

1. Upon receipt of a request for extension of
active duty from a unit, the personnel action
specialist—

a. Obtains the 201 file from the records clerk.

%b. Reviews the request with the 201 file and
against thecriteria in AR 601-210.

2. If the individual is not eligible or does not
meet the criteria, the PA specialist—

a. Prepares a comment returning the request to
the unit and stating the reason for ineligibility or
failure to meet the criteria.

5. Forwards the request and the 201 file to the
chief personnel action NCO for review.

3. If the individual is eligible and meets the
criteria, the PA specialist—

a. Prepares a comment to the individual’s unit
commander approving the request and specifying
that the individual will be released from active
duty, transferred to the Army Reserve on (specify
date) and ordered to active duty as a reservist and
remain assigned to his present unit.

b. Forwards the request and 201 file to the chief
PA NCO for review, Requests the chief PA NCO
to return the 201 file immediately after review.

4. Upon receipt of the request and 201 file from
the PA specialist, the chief PA NCO—

a. Reviews the request and forwards it to the
Chief, Personnel Action Branch for review, signa-
ture, and dispatch to the unit.

&. Returns the 201 file to the PA specialist for
preparation of the required separation documents,
or returns it to the records clerk in the case of
disapproved requests.

5, The Chief, Personnel Action Branch reviews
the request, signs, and dispatches.

6. Upon return of the 201 file from the chief
PANCQO, the PA specialist—

a. Prepares a request for orders effecting the
separation and transfer 1o the Army Reserve and
forwards it to the chief PA NCO for review.

&. Prepares an Armed Forces of the United

States Report of Transfer or Discharge (DD Form
214). (See sec. JII, AR 635-5 for details on
completing the form.)
¢. Places the DD Form 214 in the 81-day sus-
penss file pending the separation date.
d. Prepares an informal note indicating the in-
tended action and forwards it to the pay specialist.
¢. Places & copy of the approved request in the
201 file—
* (1) Attaches an informal note indicating
that the remarks required by paragraph
38, AR 601-210 must be entered in the
soldier’s DA Form 20,

{2) Forwards the file to the records clerk,

/. Contacts the appropriate personnel staff
NCO and requests that he arrange for the indi-
vidual to report to the Personnel Action Branch
on the separation date.

7. Upon receipt of the request for orders, the
chief PA NCO reviews, signg, and dispatches to
the Offico Services Unit for publication.

8. On the date of separation and when the in-
dividual reports, the PA specialist—

a. Removes the DD Form 214 from the 31-day
suspenss file.

b. Requests the individual to review the form
and corrects discrepancies noted during the re-
view, or remakes the form, as appropriate.

¢. Escorts the individual to the Chief, Person-
nel Action Branch.

d. Requests the individual to sign the DD Form
214 and obtains the signature of the Chief, Per-
sonnel Action Branch.

¢. Gives the original (No. 1) copy of the DD
Form 214 to the individual and dismisses him.

f. Attaches a copy of the separation orders to
the No. 2 and No. 3 copies of the DD Form 214
and forwards them to the reports clerk for attach-
ment to the morning report which records the
separation and reentry remark,

g- Refersto AR 601-49 and prepares a Notifica-
tion of Entry into Active Military Service (DD
Form 53)—

((Qualification Record),
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(1) Obtains the signature of the Chief, Per-
sonnel Action Branch in item 12 of the
form.

w(2) Mails the completed form to the State
Director of Selective Service for the State
having jurisdiction over the individual’s
local board as shownm in item 3 of the
form. Ifthe information isnot available,

mails the form to the State Director of
Selective Service for the State of home
address as shown in item 4.

Note, A form contajning 8 home address
outside of the United States, IPuerto Rico, the
Yirgio Islands, Guam, or the Canal Zone which
cannot be identifled with a local board of juris-
diction will be forwarded to the Director of
8elective Services, Washlogton, D.C., 20435.
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PROCEDURE 4-16

REQUESTS FOR EXTENSION OF PERIODS OF ACTIVE DUTY—
US ARMY RESERVE ENLISTED PERSONNEL

References. AR 140-111; Procedure 11-2-3, AR
600-17; AR 601-210, '

Procedure

1. Upon receipt of a request from a unit, the
personnel action specialist—

a. Obtains the 201 file from the records clerk.

b. Reviews therequest with the 201 fileand against
the criteria in AR 601 - 210,

2. If the individual is ineligible or {ails to meet
the criteria, the PA specialist—

a. Prepares s comment returmng the request and
giving the reason for ineligibility or failure to meet
the criteria.

b. Forwards the request and the 201 file to the
chief personnel action NCO for review.

3. If the individusl is eligible, meets the criteria
and hag sufficient time remaining in his current
enlistment to cover the additional duty tour, the
PA specialist—

a. Prepares 8 comment to the individual’s unit
commander approving the request and stating that
appropriate orders will be issued.

b. Prepares a request for orders (see par. 8, AR
601— 210).

¢. Places a copy of the approved request in the
201 file.

d. Forwards the request for extension, request for
orders, and 201 file to the chiefl PA NCO for review.

4. If the individual is eligible and meets the
criteria but does not have sufficient time remaining
in his current enlistment to cover the additional
active duty tour, the PA specialist—

@. Insures that the request contains a request for
concurrent extension of the soldier’s enlistment.

b. Prepares a request for orders (see par. 8, AR
601- 210).

c. Prepares an Oath of Extension of Enlistment
(DA Form 1695) appropriately modified, in dupli-
cate. Leaves the date of execution blank.

d. Prepares a comment to the individual's unit
commander approving the request and containing
instructions to—

(1) Have the Oath of Extension of Enlistment
executed in duplicate by the individual and
sworn to before a commissioned officer
authorized to administer osths.

{2) Inform the mndividusl that orders will be
issued extending his sctive duty tour con-
current with the extension of his enlist-
ment.

(3) Make the appropriate entry on the morning
report reflecting the extension on the date
the action i3 accomplished and attach
both copies of the DA Form 1695 to the
morning report.

e. Forwards a copy of the request to the reports
clerk to msure that the proper morning repori
entry is made on the specified date. Attaches an
informal note requesting the duplicate copy of the
DA Form 1695 be withdrawn and forwarded to the
records clerk for inclusgion in the 201 file.

f. Attaches both copies of the DA Form 1695 to
the request for extension and forwards it, together
with the 201 file and request for orders, to the chief
PA NCO for review.

5. Upon receipt of the above documents from the
PA specialist, the chief PA NCO—

a. Reviews the request for extension and request
for orders and gives to the Chief, Personnel Action
Branch for review, signature and dispatch.

b. Returns the 201 file to the records clerk.

6. The Chief, Personnel Action Branch reviews,
signs and dispatches the request for extension to
the unit and the request for orders to the Office
Services Unit.
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PROCEDURE 4-17

REQUESTS FQR EXTENSION OF PERIODS OF ACTIVE DUTY—ARMY NATIONAL
GUARD OF THE UNITED STATES (ARNGUS) PERSONNEL

vwReferences. Procedure 11-2-3, AR 600-17;
AR 601-210.
Procedure

1. Upon receipt of a request from a unit, the
personnel action specialist—

a. Obtains the 201 file from the records clerk.

wb. Reviews the request with the 201 file and
against the criteria in AR 601-210.

2. If the individual is ineligible or fails to meet
the criteria, the PA specialist processes the request
in accordance with paragraph 2, Procedure 4-18.

3. If the individual is eligible, meets the criteria
and has sufficient time remaining in his current
enlistment to cover the additional sctive duty tour,
the PA specialist processes the request in accord-
ance with paragraph 3, Procedure 4-18.

4. If the individua!l is eligible and meets the cri-
teria, but does not have sufficient time remaining
in his current enlistment to cover the additional
active duty tour, the PA specialist—

a. Insures that the request contains a request
for concurrent discharge and immediate reenlist-
ment in the ARNGUS and reorder to active duty,
to cover additional active duty tour.

4. Prepares a comment to the individusl’s unit
commander informing him that action will be
taken to discharge the soldier (specify date), im-
mediately reenlist him in the ARNGUS, reorder
him to active duty (specify date), and concur-
rently extend his active duty tour. Forwards the
request and 201 file to the chief personnel action
NCO for review.

¢. Initiates action for a medical examination in
accordance with Procedure 4-4.

d. Initiates action to discharge and immediately
reenlist the individual in accordance with Pro-
cedure 4-5, modified as appropriate.

vre. Propares a vequest for orders and forwards
it to the chief PA NCO for review.

5. Upon receipt of the request for extension and
request for orders from the PA specialist, the
chief PA NCO reviews and gives to the Chief,
Personne! Action Branch for review, signature
and dispatch. Returns the 201 file to the records
clerk.

6. The Chief, Personnel Action Branch reviews,
signs, and dispatches the request for extension to
the unit and the request for orders to the Office
Services Unit.
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PROCEDURE 4-18
ISSUANCE OF UNIFORMED SERVICES IDENTIFICATION AND PRIVILEGE CARD

References. Procedure 11-2-12, AR 600-17; AR
606-5.

Procedure

1. Upon receipt of 2 copies of DD Form 1172
(Application for Uniformed Services Identifica-
tion and Privilege Card) from & unit, the person-
nel action specialist—

a. Obtains the 201 file from the records clerk
and Financial Daia Records Folder (FDRF)
from the pay specialist.

b. 1f the application pertains to the individual’s
primary dependents (wife and unmarried legiti-
mate children, stepchildren and adopted children
(for whom there are properly certified court adop-
tion papers) under 21 years of age), takes she fol-
lowing actions:

(1) Verifies dependency with the individual’s
DD Form 137 (Application for Basic Al-
lowance for Quarters for Member with
Dependents) and/or DA Form 41 (Rec-
ord of Emergency Data.)

{2) Completes items 10e, 10k, and 101, Sec-
tion II and items 22 and 23, Section IV
of the application.

(3) Obtains the signature of the Chief, Per-
sonnel Action Branch in item 24 of the
application.

(4} Returns the 201 file to the records clerk
and the FDRF to the pay specialist.

(5) Forwards the application to the unit with
instructions to the individual to have his
dependents report to the agency responsi-

ble for issuing uniformed services identi-
fication and privilege cards.

¢. If the application pertains to other than the
individual’s primary dependents, the PA special-
ist—

% (1} Prepares a letter forwarding the appli-
cation for a determination of dependency
to the Commanding General, Finance
Center, U.S. Army, ATTN: Allotment
and Deposits Operations, Indianapolis,
Indiana 46249, Includes the documen-
tation required by section VI, AR 606-5.
{Contacts the appropriate personne) staff
NCO and arranges for the individual to
report to the Personnel Service Division
in thiscase.)

(2) Attaches the application to the letter and
forwards it to the chief personnel action
NCO for review.

2. Upon receipt of the letter, the chief PA NCO
reviews for completeness and forwards to the
Chief, Personnel Action Branch for review, signa-
ture, and dispatch.

3. The Chief, Personnel Action Branch reviews,
signs, and dispatches.

4. Upon return of an application with a de-
pendency determination from the Finance Center,
the PA specialist follows the procedure in para-
graph 15(5).

5. Upon receipt of the original copy of the DD
Form 1172 from the issuing authority, the PA
apecialist forwards it to the records clerk for in-
clusion-in the 201 file,
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PROCEDURE 4~19

MORTGAGE INSURANCE—
ISSUANCE OF CERTIFICATES OF ELIGIBILITY AND TERMINATION OF CERTIFICATES

Beferences. Procedure 10-2-7, AR 600-17: AR
608-8; DA Pam 600-8.

Procedure

A. Processing requests for issuance of ““Certificate
of Elinbility” for morigage insurance.

1. Upon receipt of a request from a unit, the
personnel action specialist—

a. Obtains the 201 file from the records clerk.

b. Insures that the request contains a statement
that the individual requires housing, and whether
a previous certificate of eligibility has been issued,
to include the disposition of the certificate if pre-
viously issued.

¢. Verifies the individual’s eligibility by reviewing
the 201 file against the criteria in AR 608-8.

2. If the individual 15 ineligible, the PA
apecialist—

a. Prepares a comment to the request indicating
the reason for ineligibility.

b. Sigos the comment for the Chief, Personpel
Action Branch and dispatches the request to the
unit.

¢. Returns the 201 file to the records clerk.

3. If the individual is eligible, the PA specialist—

a. Prepares a DD Form 802 (Request for and
Certificate of Eligibility) in an original and 5 copies
by completing Parts I and II of the form.

b. Obtains the signature of the Chief, Personnel
Action Branch in item 11 of the form,

c. Prepares a comment to the request with
instructions for the personnel staff NCO to contact
the individual and—

(1) Require completion of the form by ob-
taining the individual's signature in item 7
on all copies of the form.

(2) Inform him of his responsibilities as
outlined in paragraph 10¢, AR 608-8.

(3) Instruct him to—

(@) Give the original and 3 copies of the
certificate to the lender at the time he
makes application for his FHA loan.

(b) Retum a signed copy of the form not
later tuan (specify date), to the Personnel
Service Division for inclusion in the 201
file.

d. Tiles 1 copy of the DD Form 802 in the 31-day
suspense file pending the specified date.

e. Attaches the original and 4 copies of the DD
Form 802 io the request, signs for the Chief,
Personnel Action Branch and dispatches it to the
appropriate personnel staff NCO.

f. Upon return of the signed copy of the DD Form
802, withdraws and destroys the suspended copy of
the DD Form 802 and forwards the returned copy
through the control specialist to the records clerk for
filing.

B. Preparation of *“Certificates of Termination’ of
eligibility for mortgage insurance.

1. Upon receipt of notification from the control
specialist that an individual’s eligibility status for
continued payment of mortage insurance requires
verification, the PA specialist—

a. Forwards the original suspense notification to
the appropriate personnel staff NCO to accomplish
the verification.

b. Files 1 copy of the suspense notification in the
31<day suspense file pending the verification.

2. Upon return of the suspense notification from
the personnel staffi NCO, the PA specialist de-
termines the individual’s eligibility status and—

a. If the individuel retains his eligibility status,
returng the suspense notification to the control
specialist indicating such status.

b. If the individual is not eligible to retain his
eligibility status—

(1) Obtains the 201 file from the records clerk.

(2) Prepares a DD Form 803 (Certificate of
Termination) in an original and 6 copies by
completing Part I of the form.

(3) Obtains the signature of the Chief, Per-
sonoel Action Branch in item 6 of the form.

(4) Completes the certificate on the reverse of
the form and obtains the individual's
signature if the resson for termination of
eligibility is ‘“sale of property.” (The
personnel staff NCO requires the individual
to report to the Personnel Service Division
in this case.)

(5) Distributes the copies of the form in
accordance with AR 608-8.

+39
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{6) Returns the suspense notification to the
control specialist indicating that a certifi-
cate of termination has been prepared.

3. Upon receipt of a suspense notification from
the control specialist that an individual with
mortgage insurance is scheduled for separation or is
to be dropped from the rolls as a deserter, the PA
specialist—

a. Obtains the 201 file from the records clerk.

b. Prepares a DD Form 803 in an original and 6
copies by completing Part I, less the date causing
the termination.

c. Obtains the signature of the Chief, Personnel
Action Branch in item 6 on the form.

d. Inserts all copies of the DD Form 803 in the 201
file and returns it fo the records clerk.

e. Returns the suspense notification to the control
specialist indieating the completed action.
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PROCEDURE 4-20

ELECTION OF OPTIONS UNDER THE RETIRED SERVICEMAN'S
FAMILY PROTECTION PLAN

References. AR 37-104-1, AR 608-30; DA Pam
335-1, DA Pam 600-6, DA Pam 600-8.

Procedure

1. Upon receipt of a notification from the control
specialist that an individual has completed 1714
years of service creditable for pay purposes, the
personnel action specialist-

a. Obtains the 201 file from the records clerk and
verifies the individual's basic pay entry date.

b. Prepares 2 copies of a DA Yorm 1049 (fig.
5-2.1, DA Pam 600-8).

¢. Attaches a copy of the following reference
material to the original copy of the DA Form 1049
to assist the individual in determining which
option(s) he desires to elect:

(1) DA Pam 355-121.

(2) Copy number 5 of a DA Form 1041
(Election of Options Under the Retired
Serviceman’s Family Protection Plan).

d. Signs the DA Form 1049 for the Chief, Person-
nel Action Branch and dispatches it to the individual.

¢. Files the duplicate copy of the DA Form 1049
in the 31-day suspense file for a date 2 weeks later.

7. Returns the 201 file to the records clerk.

2. If the individual fails to report on the suspense
date, the PA specialist contacts the appropriate
personnel staff NCO and arranges for a new report-
ing date.

3. On the date the individual reports to the
Personnel Service Division, the PA specialist—
a. Withdraws the suspended copy of the DA ¥orm
1049 from the 31-day suspense file and destroys it.
b. Obtains the 201 file from the records clerk.
(1) Advises commissioned and warrant officer
personnel that the chief personnel ection
NCO will conduct an interview concerning
their election of options under the plan.
(2) Advises enlisted personnel that the senior

personnel action specialist will conduct an
interview concerning their election of
options under the plan.

4. The senior PA specialist and the chief PA NCO
conduct an interview to include—

c. Information on each option available as out-
lined in AR 608-30.

b. The costs and benefits as outlined in DA Pam
355-131.

¢. Examples applicable to the individual projected
to his situation at the time of his expected retire-
ment.

d. Answering any questions the individua! may
have concerning the options available.

5. When the individual has determined the
option(s) destred, the interviewer instructs him to
return the 201 file to the PA specialist who will
prepare & DA Form 104]).

6. Upon return of the individual with his 201
file, the PA specialist—-

a. Obtains information from the individual and
his 201 file and prepares 8 DA Form 1041 (set of
5 numbered copies) (fig. 5-2.2, DA Pam 600-8).

b. Requires the individual to sign item 15 of the
form.

c. Signs item 14 of the form as a witness.

d. Gives the individual copy number 5 of the form:

(1) Informs him that he will receive an official
copy of the form after it has been duly
receipted.

(2) Dismisses the individual.

e. Obtains the signature of the Chief, Personnel
Action Branch in item 22 of the form.

J. Makes distribution of the remaining copies of
the form as indicated in the lower margin of each
numbered copy.

g. Returns the 201 file to the records clerk.

h. Notifies the control specialist of the completed
action.
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PROCEDURE 4-21
PROCESSING REQUESTS FOR MILITARY IDENTIFICATION CARDS

References. Procedure 11-2-6, AR 606-17; AR
606-5.

Procedure

1. Upon receipt of a suspense notification from
the control specialist identilying personne! having
Military Identification Cards (DD Form 2A} which
will expire in the near future, the personnel action
specialist—

a. Signs and dispatches the original copy of the
notification to the appropriate unit commander.

b. Places 8 copy of the notification in the 31-day
suspense file.

2. Upon receipt of processed DA Forms 428
(Application for Identification Card) from the
issuing agency, the' PA specialist—

a. Withdraws the suspense notification from the
31-day suspense file.

b. Reviews the DA Forms 428 with the suspense
notification to determine if all personnel listed there-
on have been issued a new DD Form 2A.

3. If appropriate, and after a reasonable period
of time, the PA specialist contacts the appropriate
personnel staff NCO to determine the status of
applications for individuals for whom no DA Form
428 was received.

a. Prepares a DA Form 2496 forwarding the proe-
essed DA Forms 428 together with the attached
photographs to the control specialist.

(1) Includes information as to the approximate
date the balance of the forms are to be
received.

(2) Requests that the DA Forms 428 be for-
warded to the appropriate records clerk
for inclusion in the 201 files.

b. Resuspends the suspense notification pending
receipt of the balance of the DA Forms 428, Tollows
the above procedure upon receipt of the balance of
the forms.
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% PROCEDURE 4-22
PROCESSING APPLICATIONS FOR ARMY OFFICER CANDIDATE SCHOOL

References. AR 350-50; Procedure 11-2-7, AR
600-17.

Procedure

1. Upon receipt of an application for attendance
at an Army Officer Candidate School (DA Form
61), from & unit, the personnel action specialist—

a. Obtains the 201 file from the records clerk.

b. Screens the application egainst the 201 file
and the criteria in AR 350-50 and insures that- -

(1) The required papers (sec. I1I AR 350-50)
are attached to the application.

(2) The application and accompanying pa-
pers have been properly prepared.

(3) Approved requests for waivers, if appro-
priate, are included with the application.

{4) The unit commender’s lst indorsement
includes the information required by
paragraph 29, AR 350-50.

c. Obtains missing dats by contacting the ap-
propriate personnel staf{f NCO, or by returniog the
application to the unit, as appropriate.

d. Makes the following arrangements:

(1) Arranges with the personnel management
specialist to have the Officer Candidate
Test (OCT) administered, if necessary.

{2) Arranges for the applicant to appear be-
fore a medical officer for a special medical
examination (Procedure 4—4).

{3} Within 3 months prior to appearance be-
fore the OCS examining board, contacts
the personnel staff NCO and requests
that be arrange for the applicant to
undergo the Physical Combat Proficiency
Test as prescribed by TM 21-200, and
forward a statement of the date tested
and score attained.

2. Upon receipt of the test scores and medical
examination (SF 88 and SF 89) results (para. 1d),
the PA specialist—-

6. Prepares an indorsement forwarding the ap-
plication (in triplicate) and accompanying papers
to the OCS examining board.

b. Prepares a request for orders directing the
applicant to the OCS examining board.

¢. Prepares a letter to the unit commender re-
questing that he advise the Personnel Service
Division of all changes in status of the individual

which would meterially affect hig eligibility or
availability for Officer Candidate School.

d. Prepares a notice outlining the reassignment
restrictions imposed by AR 350-50, and attaches
it to the applicant’s 201 file.

e. Forwards the application and attachments
together with the letter to the unit commeander,
201 file and request for orders to the chief per-
sonnel action NCO for review. (The applicant’s
qualification record (DA Form 20, or DA Form
66 for warrant officers) must accompany the
application to the examining board.)

3. The chief PA NCO reviews the application,
the letter to the unit commander and the request
for orders and forwards them to the Chief, Por-
sonnel Action Branch for review, signature, and
dispatch. Returns the 201 file to the records
clerk.

4. The Chief, Personnel Action Branch reviews,
gigns, and dispatches—

a. The application to the designated examining
board.

b. The letter to the unit commander.

¢. The request for orders to the Office Services
Canit.

§. If the individual is transferred to another
major command prior to the final action on the
application, the PA spacialist—

¢. Prepares a letter transmitting the applica-
tion and allied papers to the receiving commeander.

b. Forwards the letter to the chief PA NCO for
review.

6. If information affecting the individual’s
status (para. 2c) is received from the unit com-
mander, the PA specialist prepares a letter of
notification to the major commander, and for-
wards it to the chief PA NCO for review.

7. Upon receipt of the notification of selection
or nonselection from the major commander, the
PA specialist—

a. If the applicant is selected to attend—

(1) Prepares an indorsement forwarding the
notification to the applicant with instruc-
tions that he acknowledge receipt of the
notification in accordance with paragraph
44, AR 350-50.

{2) Forwards the notification to the chief
PA NCO for review.

4-43


ZapataMP
Pencil


C 1, AR 800-16

b. If the applicant is not selected to attend—

(1) Forwards the originsl copy of the notifi-
cation to the applicant.

{2) Forwards a copy of the notification to
the records clerk with instructions to
withdraw apnd destroy the notice of
asgignment reetrictions that is attached
to the 201 file.

8. The chief PA'NCO reviews the indorsement
forwarding the notification of selected applicants,
and forwards it to the Chief Personnel Action
Branch for review, signature, and dispatch.

9. Upon receipt of a disspproved application
from the major commander, the PA specialist
forwards it to the records clerk for inclusion in the
201 file and appropriate service record entry.
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PROCEDURE 4-23
PROCESSING REQUESTS FOR EMERGENCY, EXCESS OR NON-CONUS LEAVE

References. Procedures 10-2-1 and 11-24, AR
600-17; AR 612-50,
AR 614-30, AR 614-32 (Classified),
AR 630-5.

Procedure

1. Upon receipt of a request from an individual
for an emergency, excess or Non-CONUS leave,
the personnel action specialist—

a. Obtains the 20] file from the records clerk and
the Financial Data Records Folder (FDRF) from
the pay specialist.

b. Reviews the leave request, DA Form 481
(Military Leave Record) and the 201 file against
the criteria in AR 630-5.

#2. If the request is for an emergency leave and
the individual meets the criferia in AR 630-5, the
PA specialist—

a. If the emergency has not been verified by the
Amarican Red Cross, initiates action t¢ request
such verification by contacting the local American
Red Cross Chapter and requesting their assistance.

b. If overseas, requests the Field Director,
American Red Cross, to initiate action to have the
local chapter in the area of emergency venfy the
facts. (See para. 10¢, AR 630-5 for exception.)

¢. Takes the following actions when the emer-
gency has been verified:

(1) Determines the urgency with which the
individual must be processed to begin
leave.

(2) Prepares a comment approving the
request.

(3) Prepares a request for orders authonzing
leave and travel. As a minimum orders
will include the information indicated in
appendix III, AR 630-5. (See para. 3
if PCS will result.)

(4) Forwards the leave request, request for
orders and the 201 file together with the
FDRF to the chief personnel action NCO
for review.

(5) Contacts the appropriate personnel staff
NCO:

(a) Requests that the unit commander be
notified of the action and advised to
inform the individual of the approval.

(5) Furnishes instructions and information

necessary to advise the individual when
orders will be published, when and
where he will depart, and what is
required of him to facilitate rapid
processing.

3. If a permanent change of station will result
in connection with the leave (see AR 614-30 an
AR 612-50), the PA specialist requests appropriate
reassignment orders and furnishes sdditional in-
structions to the personnel staff NCO to advise
the unit commander to initiate a unit clearance on
the individual.

4. If the request is for excess leave (DA Form 31
(Request and Authority for Absence) will be
attached), and the individual meets the criteria
in AR 630-5, the PA specialist—

a. Prepares an approving comment to the request
if the period of excess leave will be 30 days or less,
or

b. Obtains a recommendation from the Chief,
Personne] Action Branch and prepares a comment
addressed to the major commander, forwarding
the requeat for approval, if the period will be from
31 to 60 days, or

¢. Obtains a recommendation from the Chief,
Personnel Action Branch and prepares a comment
addressed through channels to the Chief of Parson-
nel Operations, Department of the Army, ATTN:
EPAS, for personnel in grades E—6 and below; or
ATTN: EPADS, for personnel in grades E-7
through E—-9, as appropriate, for approval if the
period will be over 60 days.

d. Places a copy of the requeat in the FDRF.

¢. Forwards the requeet, 201 file and FDRF to
the chief PA NCO for review.

5. If the request is for leave to visit areas outaide
the continental United States (other than the areas
cited in pars. 6a(1), AR 630-5), and the individ-
ual’s leave balance is sufficient to cover the period
for which leave is requested, the PA specialist—

a. Determines if the individual has sufficient
time remaining on his current period of survice to
complete the leave and accomplish necessary
separation processing.

b. Determines if the individual desires leave in an
ares listed in AR 614-32, and whether he has an
asgignment or travel restriction in effect.
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¢. Prepares a comment approving the request if
the leave can be approved. Includes instructions
which must be entered in the remarks on the DA
Form 31, or be attached to the form. See
paragraph 6, AR 630-5.

d. Forwards the request, 201 file and FDRF to
the chief PA NCO for review.

6. If the request is for leave to visit areas outside
the continental United States and pertsains to a
genersl officer, the PA specialist prepares a com-
ment forwarding the request to The Adjutant
General, ATTN: AGAQ-L or to the major oversea
commander, as applicable, for approval. Forwards
the request to the chief PA NCO for review.

7. Upon receipt of the documents and records
mentioned above from the PA specialist, the chief
PA NCO reviews and forwards the documents to
the Chief, Personnel Action Branch for review,
gignsture and dispatch. Returns the 201 file to
the records clerk and the FDRF to the pay

specialiat.

8. The Chief, Persounel Branch reviews the
documents, signs and dispatches to the appropriate
addressee.

9. If a request for emergency leave is disap-
proved for any reason, the PA specialist—

a. Prepares a disapproving comment citing the
reason for disapproval.

b. Prepares a report addressed to the Chief of
Personnel Operations, Department. of the Army,
ATTN: EPAS, for personnel in grades E-6 and
below; or ATTN: EPADS, for personnel in grades
E-7 through E-9, as appropriate, to include a
summary of circumstances, if the request for
emergency leave ir denied for military reasons.

¢. Forwards disapproved requests, the report
(b above), if applicable, together with the 201 file
and FDRF, to the chief PA NCO for review.

10. The chief PA NCO and the Chief, Per-
sonnel Action Branch take the actions in paragraph

7 and 8 respectively.
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PROCEDURE 4-24
ADMINISTRATIVE ACTION TO SUSPEND FAVORABLE PERSONNEL ACTIONS

References. Procedures 9-2-2, 10-2-6, 11-2-11,
AR 600-17; AR 600-31; DA Pam
600-8.

Procedure

1. Upon receipt of a Report for Suspension of

Favorable Personnel Action (DA Form 268) for a
case from a unit, other than a case involving na-

tional security, the personnel sction specialist—

a. If the DA Form 268 pertains to a commis-
sioned or warrant officer, to include those serving
on active duty in an enlisted status—

% (1) Prepares 4 copies of a Joint Message
Form (DD Form 173) addressed to The
Adjutant General, ATTN: AGPO-SEF,
Department of the Army, Washington,
D.C. 20315. Includes a reference to
the appropriate section of AR 600-31
and to items 1 through 12 and 16 of the
DA Form 268,

{a) Forwards the original and 2 copies of
the message to the chief personnel ac-
tion NCO for review.

(b) Attaches 1 copy of the message to a
copy of the DA Form 268 and places
both in the 31-day suspense file.

{2) Forwards a copy of the DA Form 268 to
the records clerk for inclusion in the 201
file.

(3) Prepares necessary envelopes and makes
appropriate distribution of the remaining
copies of the report in accordance with
AR 600-31.

4. Insures by suspense followup that—

% (1) The first interim report is submitted
not later than 60 days after the date of
the initial report.

(2) The second interim report is submitted
120 days after the date of the first interim
report.

(3) Subsequent interim reports are submitted
each 30 days thereafter, as required.

¢. Distributes the interim reports to the same
individuals and addressees as the initial report,
unless distribution was changed by transfer of the
flag control.

d. Upon receipt of the final report removing the

flagping action, makes the same distribution as
that for the initial report, or as changed by transfer
of the flag control.

vre. In cases closed unfavorably, copies of final
actions taken will be forwarded to the Adjutant
General, ATTN : AGPO-SEF, with the final DA
Form 268 as follows:

(1) One copy of separation orders, except
those included in orders issued by Head-
quarters, Department of the Army.

(2) Two copies of court-martial orders.

(3) Original and 1st copy of the record of
punishment imposed under Axrticle 15,
UCMJ.

% /. In commissioned officer and warrant officer
cases, reports and copies of corrective action within
the meaning of paragraph 128, MCM 1951, will
not be included with final reports.

2. Upon receipt of the message for transmission
to The Adjutant General from the PA specialist,
the chief PA NCO reviews and forwards it to the
Chief, Personnel Action Branch for review, sig-
nature, and dispatch.

3. The Chief, Personnel Action Branch reviews,
signs, and dispatches,

4. XIf the DA Form 268 pertains to an enlisted
person not holding an appointment as a Reserve
commissioned or warrant officer, the PA spe-
cialist—

a. Forwards a copy of the report to the records
clerk for inclusion in the 201 file.

b. Places a copy of the report in the 31-day
suspense file.

¢. Follows the procedure in paragraph 1b.

d. Removes and destroys the suspended report
on receipt of the final report.

e. Disposes of the final report in accordance with
Section ITI of the form.

f. Forwards a copy of the report to the records
clerk for removal of the flagging action.

5. For cases involving national security, initiated
under AR 604-10, or other security regulations or
directives, the PA specialist processes the case in
accordance with this procedure and section II,
AR 600-31.

4-46.1
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PROCEDURE 4-25
NOTIFICATION AND FOLLOWUP OF IMMUNIZATIONS

References. AR 40403, AR 40-562.

Procedure

1. Upon receipt from the control specialist of &
DA Form 1049 identifying individuals who re-
quire immunizations, the personnel action spe-
cialist—

*a. Signs and dispatches the original and dupli-
cato copy to the appropriate unit commander.

b. Places a copy in the 31-day suspense file.

2. Upon return of the DA Form 1049 from the
unit, the PA specialist—

a. Reviews and determines if all persons listed
thereon received the required immunizations.

b. If all immunizations have been completed—

(1) Withdraws the copy of the DA Form 1049

from the 31-day suspense file and destroys
it

(2) Returns the origins) copy of the DA
Form 1{49 to the control specialist.

¢. If all immunizations have not been com-
pleted—

(1) Contacts the appropriate personnel staff
NCO to determine the appropriate date
the remainder of the immunizations will
be completed.

(2) Annotates the original copy of the DA
Form 1049 to indicate the expected date
the immunizations will be completed, and
returns it to the control specialist.

(3) Resuspends the duplicate copy of the DA
Form 1049 for the new suspense date.

3. When notification is received indicating the
remainder of the immunizations have been com-
pleted, the personnel action specialist follows the
procedure in paragraph 24 and &.
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PROCEDURE 4-26

PREPARATION OF THE PERSONAL AFFAIRS ENYELOPE AND REENLISTMENT
DATA CARD

References, Procedure 11-5-2, AR 600-17; AR
601-280; and applicable Army regu-
lations which prescribe the prepa-
ration of the forms listed below.

Procedure

1. When performing duty as a member of the
Inprocessing Team, and during the interview of a
replacement, the personnel action specialist—

a. Advises the replacement that the forms to
be prepared and inclosed in the Personal Affairs
Envelope are for use in the event of a military
emergency, and that the entries on the forms per-
tain to a future date rather than the present.

b. Prepares a Personal Aflairs Envelope by
recording the replacement’s name, grade and serv-
ice number in the upper left corner of a 9- by 11-
inch envelope.

c. Prepares the following forms as required and
applicable, in the number of copies indicated.
Interviews the individual and reviews the Finan-
cial Data Records Folder (FDRF) and the 201
file to complete the forms.

(1) DA Form 613 (Checklist for QOverses
Movement) (Duplicate) (AR 612-35).
(2) DD Form 1099 (Application for Non-

Temporary Storage of Household Goods)
(Original) (AR 55-42).

(3) DD Form 1175 (Change of Address and
Directory Record) (Triplicate) (AR
65-75).

(4) DD Form 528 (Geneva Conventions Iden-
tification Card) (Original) (AR 606-5).

(5) DD Form 884 (Application for Trans-
portation for Dependents) (Original)
(AR 55-48),

(6) DD Form 1101 (Household Goods Stor-
age Information) (Duplicate) (AR 55-
492).

(7) DD Form 1299 (Application for Ship-
ment of Household Goods) (Original)
(AR 55-42).

wd. Rescinded.

e. Withdraws the DA Form 1341 (Allotment
Authorization) (Quintuplicate), DA Form 2142
{Request for Pay Action) (Duplicate), and DD
Form 137 (Application for Basic Allowance for
Quarters for Member with Dependents) (Quad-
ruplicate) prepared by the pay specialist Inproc-
essing Team member, from the FDRF, if applic-
able.

/- Insures that ail forms are completed in detail
except for the signature of the individual and the
sffective dates.

g- Places the forms in the Persons]l Affairs En-
velope.

2. After the Personal Affairs Envelope has been
prepared, the PA specialist—

a. Advisesthe individual—.

(1) On the benefits, privileges and rights
which a service member may obtain while
on active duty or after separation, and
in some cases, his survivors may obtain
after his death.

(2) To consult & representative of the staff
judge advocate to execute a will and/or
power of attorney, if desired.

(3) To keep a “Personal Affairs Record”
posted up-to-date, and available in the
event of emergency.

. Forwards the Personal Affairs Envelope, 201
file and FDRF to the Inprocessing Team Leader.

3. The PA specialist screens the 201 file prior
to forwarding the Personal Affairs Envelope to
the Inprocessing Team Leader to determine if it
contains 8 Reenlistment Data Card (DA Form
1315).

a. If a card is on file, forwards it together with
the Personal Affairs Envelope to the Inprocessing
Team Leader.

b. If a card is not on file prepares one by tran-
scribing the pertinent data from the 201 file. For-
wards the card together with the Personal Affairs
Envelope to the Inprocessing Team Leader.
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PROCEDURE 4.27
MAINTENANCE OF THE PERSONAL AFFAIRS ENVELOPE

References. AR 600-17 and applicable Army
regulations which prescribe the
preparation of the forms listed in
Procedure 4-26.

Procedure

1. When directed by the Chief, Personnel Action
Branch, the Personal A ffairs Team will make peri-
odic reviews of the Personal Affairs Envelope.
These reviews normally will be conducted in the
unit areq.

2. As a member of the Personal Affairs Team,
the personnel action specialist—

a. Reviews the forms contained in the Personal
Affairs Envelope with the individual to insure that
8]l data remains accurate.

b. Prepares new forms as required.

8. When an individual reports to the pay spe-
cialist in the Personnel Service Division to initiate
or change a Class Q allotment, he will bring his
Personal A flairs Envelope (seech. 11, AR 600-17},
The pay specialist—

a. Prepares the required forms.

b. Withdraws the old forms from the envelope
and destroys them,

¢. Places a copy of each new form in the
envelope.

d. Gives the individual his Financial Data Rec-
ords Folder (FDRF) and his Personal Affairs
Envelope, and instructs him to report to the rec-
ords clerk for review of his Record of Emergency
Data (DA Form 41).

%4. When the individual reports, the records
clerk—

a. Prepares a new Record of Emergency Data
(DA Form 41), if required.

b. Gives the FDRF, 201 file and Personal Af-
fairs Envelope to the individual, and instructs him
to report to the PA specialist.

$. When the individual reports, the PA. special-
ist—

a. Reviews the contenis of the Personal Affairs
Envelope with the individual, his FDRF and 201
file.

b. Prepares any new forms required.

¢. Places all of the forms in the Personal Affairs
Envelope and instructs the individual to return the
envelope to his unit commander,

d. Returns the FDRF to the pay specialist and
the 201 file to the records clerk.
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APPENDIX 4-1

MAINTAINING AN OFFICER EFFICIENCY REPORT
MANNING AND CONTROL RATING SCALE CHART

When it becomes necessary tc initiate an Army
Officer Efficiency Report (DA Form 67-5), the
personnel action specialist must identify the proper
rating, indorsing and reviewing officers. In order to
determine this information with a minimum of delay,
the PA specialist shouid prepare and maintain s
chart which reflects the efficiency report channels by
duty position. A division directive will announce
the command policy on efficiency reports and should
be used as the guide in preparation of this chart.
A sample chart is shown in figure A4-1.1.

A chart outlining the flow of Officer Efficiency
Reports in a battalion or brigade should be for-
warded periodically to the appropriate personnel

staff NCO requesting the commander’s verification
of the correctness of the channels.

A chart outlining the flow of Officer Efficiency
Reports in the Division Headquarters Company and
the Administration Company should be prepared and
maintammed in the office of the branch chief. This
chart should be verified periodieally by forwarding it
to the various division stafl agencies with a request
for verification of the correctness of the channels.

The PA specialist should review morning reports,
orders, etc., and post the chart to reflect changes in
the names of officers occupying the positions of
rating, indorsing or reviewing officers. Sufficient
space should be provided by each duty position to
enter the name of the incumbent officer.

Ad-1


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


A

OFFICER EFFICIENCY REPORT
MANNING AND CONTROL RATING SCALE CHART

Mortar 16th _Inf
TOE ESTI- DUTY DUTY DATE “—ﬁn‘_mm_- LAST DAY RAT-  INDOR- REVIEW
GRADE  MATED POSITION MOS ASG BY SENT OF BASIC BR OF PD OF INO SING 1o
AUTH OR LEVEL TITLE CODE POSITION QRADE INCUMBENT SK (DETAIL BR)LAST E/R OFF OFF OFF
£
Mortar Jacobs, Col Col Gen
Capt Btry Codr{ 1193 1LMay6l | Capt |Hal B, | 03019822 ARTY 1May6l | Martin{ B Lowis
Col
Mortar Stapelton Capt | Lt Col |Ber-
It Btry X0 1193 25May6l | lstlt [larry R, | 081322 | ARTY 1| Jaccbs| Martin | nard
Mortar Col
Btry Recon| ainbert, Capt { Lt Col |Ber-
1t Survey Off| 1183] 2cMay6l | 2dIt [R. A, 095387 | ARTY _1ay6) | Jacoba| Martin [nard
Col
Btry ls, AD Date | Capt | It Col {Ber-
1t FO 11891 WSdunbl 2dL4 « T 096721 | ARTY 1] Jagoba| Martin |nard

Pigure Aj4-1.1.

91-00% AV
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PROCEDURAL INTERACTION CHART

Personnel Military Personnel Office
Management Pay Records Services General
Branch Branch Branch Unit
3-8 5-1 6-1 7-2 Appendix 2-1
3-18 6-2 74 Appendix 2-11
6-3 7-7
64 7-9
6-5 711
6-6 7~-14
69
6-10
6-14
6-15
6-17
6-22

A3


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


AR 6800-16

CHAPTER 5
MILITARY PAY

Section 1.

5-1. Discussion. a. The introductory sections
and appendixes in chapter 6, DA Pam 600-8 are
applicable to the military pay system in the Person-
nel Service Division. The information and guidance
in DA Pam 600-8 should be used in conjunction
with this chapter.

b. As indicated in foregoing chapters of this
regulation, the number of visitors to the Personnel
Service Division could become a major problem
if not controlled. Military pay inquiries and prob-
lems can be responsible for a large number of these
visits, To minimize the number of time-consuming
visits and inquiries, it is necessary to take preventive
action in areas in which problems arise. It may be
desirable to establish special purpose teams other
than those described in chapter 1 to accomplish
special pay actions such as allotments. advance
payments, and travel vouchers in connection with
temporary duty travel, and other matters which
require expeditious action and involve a consider-
able number of individuals.

c. In order to control the operations of the
Military Pay Branch it is necessary to establish
well defined lines of communication with the subordi-

GENERAL

nate units. All Military Pay Branch personnel
should be aware of, and abide by these established
lines of communication. Communications from the
military pay specialists in the composite teams
should be channeled through their respective Pay
Team Leaders. Pay Team Leaders should eommuni-
cate directly with personnel staff NCO's. Telephone
requests for information from Financial Data
Records Folders may come directly from the unit to
the pay specialist.

d. Special attention should be given to pay
matters that require immediate action, such as
reenlistment bonuses, and other payments in connec-
tion with reenlistments, emergency partial payments,
and advance travel payments. These matters
should be handled expeditiously.

5-2. BRelationship to other branches. Personnpel
in the Military Pay Branch should be aware of
actions in the other branches of the Personnel
Service Division that affect their work. This knowl-
edge expedites coordination and facilitates the
exchange of information. The Procedural Inter-
action chart (app. 5-I) lists the procedures in other
branches that affect military pay operations.

Section II.

CONVERSION FROM DA PAM 600-8 TO MANUAL AND PUNCHED
CARD MILITARY PAY VOUCHER SYSTEM

5-3. Discassion. a. All personne) assigned to the
Military Pay Branch should be familiar with the
manual and punched card machine operation of
the military pay system. As indicated in chapter 31,
AR 37-104 and the procedures included in this
chapter, there are certain conditions under which
pay vouchers will be prepared manually even though
the punched card method is in operation.

b. The Procedures in chapter 6, DA Pam 600-8,
were developed primarily for use in the manual
military pay voucher system in unit personnel
sections; however, an application of the changes in-
dicated in appendix 5-11 will permit the use of these
procedures in the Military Pay Branch for both the
manual and punched card military pay voucher
system. Procedures 5-1 through 56 are new pro-
cedures and do not appear in DA Pam 600-8.

5-1
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¢. Procedure 56, Initiation and Maintepance of
Leave Records, is applicable to both the manual
and punched card systems except that the accrued
leave report will not be prepared in the Military
Pay Branch when punched card machines are avail-
able. The Military Pay Branch should furnish
information to the Personnel Records Branch when
an individual’s status prohibits the accrual of leave,

52

The Report of Savings Program described in Pro-
cedure 5-5, should not be prepared by the Military
Pay Branch when punched card machines are
available because this report should be furnished
commanders by the division finance officer. When
punched card machines are not available, an
additional warrant officer should be authorized as
an assistant to the Military Pay Branch Chief.
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PROCEDURE 5-1

INPROCESSING FINANCIAL DATA RECORDS FOLDERS
(OUTSIDE PERSONNEL SERVICE DIVISION)

1. References. Paragraphs 26-31 through 26-
35, AR 37-104; DA Pam 600-8.

2. Forms used.

a. DD Form 137 (Application for Basic Allowance
for Quarters for Members with Dependents).

b. DA Form 1341 (Allotment Authorization).

¢. DA Form 2139 (Military Pay Voucher {(MPV)).

d. DA Form 2142 (Request for Pay Action).

e. DA Form 2143 (Financial Data Records
Folder (FDRF)).

J. DA Form 2356 (Payroll Suspense Documents
Envelope).

3. Discussion. This procedure prescribes the
actions to be taken by the pay specialist serving as
a member of the Inprocessing Team as described
in chapter 1.

4. Responsibilities.

a. Inprocessing pay specisalist.

b. Pay specialist.

¢. Pay Teain Leader.

d. Chief, Military Pay Branch.

5. Procedure. a. Review of FDRF.

Inprocessing pay specialist. Upon receipt of the
FDRF and a checklist (fig. 7-1.1, DA Pam 600-8),
takes action indicated in paragraph 5a, Procedure
6-1, DA Pam 600-8.

b. Correcting discrepancies in pay records.

Inprocessing pay specialist. Corrections requiring
information from the individual should be ac-
complished during inprocessing; others should be
corrected later by the pay specialist in the composite
teams. Discrepancies in pay records are corrected
as indicated in paragraph 5b, Procedure 6-1, DA
Pam 600-8.

c. Updating pay records.

Inprocessing pay specialist. When an individual
is inprocessed, takes the following actions to bring
his pay records up to date:

(1) Prepares necessary travel vouchers, which
may include—
(a) Individual travel (with or without ad-
vance payment of travel allowance).
(See Procedure 6-18, DA Pam 600-8.)
(b) Dependents travel allowance. (See Pro-
cedure 6-19, DA Pam 600-8.)

(¢) Trailer or dislocation allowance. (See
Procedures 6-18 and 6-19, DA Pam
600-8.)

(2) Prepares forms to change allotments as
desired by the individual. (See Procedure
6-15, DA Pam 600-8.)

(3) Posts the number 5 worksheet copy of
the MPV in the FDRF up-to-date if any
unposted documents affecting the in-
dividual's pay are found in the FDRF,

(4) Enters in item 11 of the number 5 copy of
the MPV “Trfd fr (former station).”

(5) Prepares an MPV for the individual if
he has not been paid for the preceding
month.

(8) Enters the individual's unit of assignment
on DA Form 2356 (Payroll Suspense
Documents Envelope).

(7) Has the above documents certified or
suthenticated as required, and forwards
them with the payroll suspense documents
envelope to the division finance officer
immediately.

%(8) When required, and if desired by the
individual, prepares the following docu-
ments and inserts them loosely in the
FDRF for later inclusion in the individ-
ual’s Parsonal Affairs Envelope by the
Personnel Action Inprocessing Team
member (Procedure 4-26):

(@) DA Form 1341 (Allotment Author-
ization).

() DD Form 137 (Application for Basic
Allowance for Quarters for Member
With Dependents}.

{¢) DA Form 2142 (Request for Pay Action).

(9) Refers the individual to the Personnel
Action Inprocessing Team member.

Note. I anindividual does not have his FDRF
and it hers not been received in the Personnel
Service Divinion, inform him that he will be called
to the PSD for inprocessing of his FDRF when it
arrives, or for preparation of a temporary FDRF.

d. Aclions upon return lo the Persomnel Service

Dirision.

(1} Pay specialist. Upon receipt of the FDRF
and checklist from the Pay Team Leader,
reviews the list for discrepancies and—

53
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(a)

&)

If the Payroll Suspense Documents
Envelope or the number 5 copy of the
last MPV is missing from the FDRF,
refers to paragraph 26-33, AR 37-104
for the action to take. Prepares neces-
88ry correspondence.

If the complete FDRF or other items of
pay dats are missing, determines where
the information (documents or data)
may be obtained or where to query
concerning the missing documents or
data, e.g., last unit of assignment;
Finance Center, U.S. Army, etc. Pre-
pares the necessary correspondence (let-
ter or message, &8s appropriate). See
paragraph 26-34, AR 37-104,

(©)

Forwards the correspondence to the Pay
Team Leader.

{d) Corrects any other discrepancies noted

on the checklist, and forwards the check-
list and the FDRF to the processing
clerk within 7 workdsays.

(2) Pay Team Leader,
{(g) Reviews the correspondence for com-

(b)

(3) Chief, Military Pay Branch.

pleteness and appropriateness of source
and method used.

Forwards the correspondence to the
Chief, Military Pay Branch for signature
and dispatch.

Signs and

dispatches the correspondence.
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PROCEDURE 5-2
CONVERSION TO PUNCHED CARD MILITARY PAY VOUCHER SYSTEM

1. References. Chapter 31, AR 37-104; chap-
ter 6, DA Pam 600-8.

2. Forms used.

a. DA Form 1996 (Tax Withholding Record).

b. DA Form 2139 (Military Pay Voucher
{(MPV)).

¢. “Proof” copy of DA Form 2349 (Military
Pay Voucher ( MECH)).

d. DA Form 2350 (Notice of Pay Change).

e. Substantiating documents as required.

f. DA Form 2143 (Financial Data Records
Folder (FDRF} }.

3. Discussion. Manusl procedures will be for
the first repular payment to an individual report-
ing to & unit and to effect miscellaneous payments
such as partial payvments, casual pavments and ad-
vances of pay; multimonth payments; payment of
items which accrue by reason of separation such
as travel ailowance and accrued leave; payment of
reenlistment bonus; end payment upon final sepa-
ration.

4. Responsibilities. Puax speciulist.

5. Procedure. Pay specialist.

a. When an individual is newly assigned to the
division, prepares and submits to the division fi-
nance office n manual MPV according to Proce-
dure 6--4, DA T'am 600-8, if the individual was not
paid for the preceding month. This should be
done during wnprocessing. (See Procedure 5-1.)

. Forthe first regular payvment—-

(1) Preparess manual MPV, Tn addition to
other remarks in item 11 which may be
required, enters in item 11 the number of
vears of service completed by the individ-
ual and the date of such completion, such
as: “10 vrs sve compl 31 May 60."”

(2) Checks the DA Form 1996 (Tax With-

holding Record) to insure that it is posted
to date.

(3) Forwards the DA Form 1996 with the
MPYV to the division finance office.

¢. After payment has been made on the MPV,
the division finance office will return the DA Form
1996, totaled and annotated to show that the in-
dividual has been placed under the punched card
procedures. Files the DA Form 1996 on the left
side of the individual’s FDRF.

d. The division finance office will also return
with the DA Form 1996, skeletonized copies of
DA Form 2350 (Notice of Pay Change) and the
“proof” copy of DA Form 2349 (Military Pay
Vouchar (MFECH}). (All thesa documents are
shown as figures in chapter 31, AR 37-104.) Upon
receipt of these forms, takes the following actions:

(1) Files DA forms in the individual's
FDXRF.

(2) Checks the “proof” copy of DA Form
2349 against the documents in the individ-
ual’s FDRF to determine if the data on
the “proof” copy is correct.

{a) If thereare errors found on the “proof”
copy, enters the correct data on a copy
of DA Form 2350 and submits it to the
division finance office immediately.

{d) If there are no errors on the “proof”
copy, files the “proof™ copy in the
FDRF until the number 2 copy of the
first MPV paid under the punched card
system is received from the division
finance office. When the number 2
copy is received, verifies it and destroys
the number 5 copy of the last MPV and
the *proof” copy.

(3) Files the number 2 copy on the right side
in theindividual’s FDRY.


ZapataMP
Pencil


C 2, AR 600-16

PROCEDURE 5-3
OPERATION OF THE PUNCHED CARD MILITARY PAY VOUCHER SYSTEM

1. Reference.
2. Forms used.
a. DA Form 2350 (Notice of Pay Change).

b. DA Form 2351 (Transmittal for Notices of
Pay Change).

¢. Substantiating documents as appropriate.

d. DA Form 2139 (Military Pay Voucher
(MPV)).

e. DA Form 2143 (Financial Data Records
Folder (FDRF)).

3. Discussion. The responsibilities of the Mili-
tary Pay Branch under the punched card military
pay voucher system are basically the same as under
the manusl MPV system. The operational differ-
ence under the punched card system is that notifi-
cation of changes affecting an individual’s pay is
furnished to the division finance office by means of
a DA Form 2350 (Notice of Pay Change), or the
document authorizing the change. Under the
punched card system, the Military Pay Branch is
not responsible for the following:

a. Preparing regular MPV’s (other than the
first regular payment MPV),

b. Preparing DA Form 2140 (Military Pay
Voucher Summary and Certification Sheet ;.

c. Posting tax data to the DA Form 1996 (Tax
Withholding Record).

d. Preparing TD Forms W-2 (Tax Withhold-
ing Statement), except for individuals paid under
the manual system for pay period ending 31 De-
cember.

e. Maintaining a copy of the DA Form 2141
(Debt Liquidationt Schedule).

4. Responsibilities.

a. Pay specialist.

b. Pay Team Leader.

¢. Chief, Military Pay Branch.

%5, Procedure. Pay specialist. a. Prepara-
tion and subdmission of a Nolice of Pay Change
(DA Form 2350) or the document authorizing the
change. Paragraph 31-23, AR 37-104 prescribes
the details on preparation of notices of pay
changes. Paragraph 31-24, AR 87-104 lists the
documents which are authorized to notify the Fi-

Chapter 31, AR 37-104.

nance Officer of pay account changes, and the time
the documents are to be submitted.

b. Preparation and submission of DA Form
2851 (Transmittal for Notices of Pay Change).

Pay specialist.

(1) DA Form 2351 will be used to forward
the notices of pay change and/or docu-
ments to the division finance office on a
regular basis. The preparation and sub-
mission of this form is described in para-
graph 31-25, AR 37-104. After DA
Form 2351 has been prepared and docu-
ments and/or notices of pay change at-
tached, forwards them to the Pay Team
Leader.

Pay Team Leader.

(2) Reviews the forms for accuracy and com-
pleteness. Forwards them to Chief,
Military Pay Branch.

Chief, Military Pay Branch.

(3) Signs the DA Form 2351,

{4) Dispatches the DA Form 2351 and at-
tachments to the division finance office.

c. Action upon receipt of copy of pay voucher.
The division finance office will return the number
2 copy of a paid voucher to the Personnel Service
Division. Upon receipt of this copy, the follow-
ing action is taken:

Pay specialiat.

(1) Ascertains that all required changes have
been made and that collection has been
effected on partial payments, if any.

(2) Examines the “Remarks” section of the
number 2 copy to determine whether a
debt liquidation schedule has been estab-
lished, revised or settled, and annotates
the FDRF accordingly..

(3) If requested changes have not been made
or if corrections appear necessary, noti-
fies the division finance office immediately
by means of a Notice of Pay Change.

(4) Files the number 2 copy on the right side
of the individual’s FDRF.

(5) Destroy the file copy of DA
Form 2350,
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PROCEDURE 54

OUTPROCESSING FINANCIAL DATA RECORDS FOIDERS (FDRF) UNDER
THE PUNCHED CARD MILITARY PAY VOUCHER SYSTEM

1. References. Paragraphs 31-27 through 31-31,
AR 37-104; Procedure 6-2, DA Pam 600-8.

2. Forms used.

a. DA Form 1996 (Tax Withholding Record).

b. DA Form 2139 (Military Pay Voucher (MPV)).

c. Numbers 2 and 5 copies of DA Form 2349
(Military Pay Voucher (MECH)).

d. DA Form 2356 (Payroll Suspense Documents
Envelope).

¢. DA Form 2143 (Financial
Folder (FDRF)).

J. DA Form 14-159 (Notice of Transfer In-Out-
Intrapost).

g. Checklist (fig. 7-1.1, DA Pam 600-8).

3. Discussion. Procedure 6-2, DA Pam 600-8
prescribes actions to be taken upon transfer of
individuals under the manual MPV system. The
actions to be taken under the punched card MPV
system are similar, except as indicated in these
procedures.

4. Responsibilities. Pay specialiat.

5. Procedure. a. Discontinuance of punched card
pay account.

Pay specialist. Pay accounts under the punched
card system will end on the last day of the month
prior to the month the individual—

(1) Is transferred on a permanent change of
station (PCS) or is ordered on temporary
duty (TDY) and takes his FDRF.

(2} Recieves un intrapost transfer to a unit not
operating under the punched card MPV
system.

(3) Is absent in a nonpay status.

(4) Is separated and not immedistely reen-
listed.

b. Transfer on PCS or TDY orders and lakes
FDRF.

Pay speciaiisi.

(1) When & soldier reports for outprocessing,
prepares and submits to the division
finance office 8 DA Form 14-159 (Notice of
Transfer) according to instructions in
Procedure 6-2, DA Pam 600-8. If a
partial pay or advance pay is desired,
submits & manual MPV (DA Form 2139)

Data Records

@

AR 600-16

with the notice of transfer. The division
finance office will make payment and
return the number 2 copy of the paid
special voucher, the ndmber 5 copy of the
prior regular monthly payment and the
Payroll Suspense Documents Envelope
(DA Form 2356).

Upon receipt of thése documents, follows
the action prescribed in Procedure 6-2, DA
Pam 600-8 and takes the following actions
to prepare a DA Form 1996 (Tax With-
holding Record):

{a) Enters the disbursing station symbol

number and the cumulative tax informa-
tion as shown on the number 5 copy of
the last regular MPV in the appropriate
columuns for the month the individual was
lust paid.

{6) Enters “year to date” on the same

month line of DA Form 1996 in the
column headed “Voucher Number.”

¢. Intrapost transfers.

Pay specialtst.

(1)

(2)

When an individual is transferred out of
the division, prepares a Notice of Transfer
(DA Form 14-159) showing the new
organization designation. The division
finance office will advise the Personnel
Service Division whether or not the new
organization is under the manual or
punched card MPV system. If it is under
the manual system, procedures in & above
apply, except that a partial or advance of
pay will not be made. If the individual's
new organization is under the punched
card MPYV system, the only action required
is that the individual's FDRF be trans-
ferred to the gaining personnel officer
upon receipt of the documents from the
finance office.

If the individual is transferred to another
unit in the division, prepares a notice of
transfer to the finance office showing the new
unit designation and transfers the FDRF
to the pay specialist serving the unit to
which the individual is transferred.

5-7


ZapataMP
Pencil

ZapataMP
Pencil


AR 600-16

d. Separations. Below are actions to be taken in
connection with various types of separations:
Pay spectalist.
(1) Final—no immediate reenlistment.

(a)

(b)

Prepares and forwards to the division
finance office a notice of transfer an-
notated “Separation—30 Sep 61."
Takes action indicated in b above less
preparation of an advance or partial
pay MPV.

(2) Immediate reenlistment.

(a)

(6)

(c)

Prepares manual MPV’s (Final/Reenl
and Reenl Bonus) for payment of items
which accrue by reason of separation
(accrued leave and travel allowance)
and reenlistment bonus. See Procedure
6-8, DA Pam 600-8.

Upon receipt of the number 2 copy of
the paid regular MPV for the month
in which separation occurred, checks the
tax to date thereon to assure that the
tax figures were properly recorded.

If no amounts accrue to the individual
by reason of separation, prepares a
manual ‘“‘Statement of Account” MPV.

e, Individual absent in a nonpay staius. When it
has been ascertained that an individual has entered
& nonpay status, takes the following action:

Pay spectalist.
{1) Prepares and submits a notice of transfer

to the division finance officer.

Enters in

the remarks column of the Notice of
Transfer the individual's status and re-
quests the number 5 copy of the last
regular MPV and any substantiating
documents, for example: “AWOL—Re-
quest number 5 copy of MPV and DA

‘orm 2356.”

{2) Upon receipt of the above documenta—
(a) Posts any changes to the individuals

(b)
(e)

pay status not already recorded on the
number 5 copy of the MPV.

Prepares Tax Withholding Record (DA
Form 1996) for the individual.
Maintains the individual’s account num-
ber and the manual procedures until
such time as the account is reestablished
under the punched card MPV sgystem,
or appropriate disposition is made of
the record.
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PROCEDURE 5-5
REPORT OF SAVINGS PROGRAM

1. Reference. Nooe.
2. Form nsed. Report of Savings Program (fig.
5-5.1).

3. Discussion. A report of savings program will
be prepared for the unit commanders and consoli-
dated reports will be prepared for each unit and bat-
talion commander and the division savings officer,
The Military Pay Branch will prepare the reports
at the end of the designated reporting period. The
suggested format shown in figure 5-5.1 may be used
in rendering this report. This format may be
modified to meet local requirements.

4. Responsibilities.

Pay specialist.

Pay Team Leader.

Chief pay NCO.

Chief, Military Pay Branch.

5. Procedure. a. Pay specialist.
Report of Savings Program as follows:
(1) Addresses 3 copies of the report form to
the commander for each unit served.
(2) Enters the required information in the
report form as follows:
(a) o column (a), the numerical designation
of the unit, such as, “329th Ord Co.”
(d) Incolumn (b), the total assigned military
strength on the last day of the reporting
period as shown on the morning report.
(¢) In column (c), the number of officers and
enlisted personnel who are buying savings
bonds by payroll deduction. This can
be obtained by counting the Finsncial
Data Records Folders with Class B or
Class Bl allotment notations on the
right side.
(d) In column (d), the quotient is obtained
by dividing the number in eclumn (c)
by the number in column (b), and the
percentage is obtained by multiplying
the quotient by 100.
(¢} In column {e), the number of enlisted

Ao oa

Prepares the

personne] assigned to the unit on the last
day of the reporting period as shown on
the morning report.

(f) In column {f), the number of individuals
making deposits by payroll deduction
and cash deposits during the reporting
period. This information can be ob-
tained from the Summary Sheet for
Soldier’s Deposit Tickets (DA Form
2080) by subtracting the number of
deposit tickets as shown in ‘‘Remarks”
from the number of tickets shown in “b”’
of DA Form 2080.

(g) In column (g), the quotient is obtained
by dividing the number in column (f)
by the number in column (e), and the
percentage is obtained by multiplying
the quotient by 100.

b. Pay Team Leader.

(1) Reviews the report form for accuracy and
completeness.

(2) Using the same report format, prepares in
triplicate a consolidated report for each
battalion. Addresses the report to the
appropriate battalion commander, The
report will list, by unit, the data ghown on
the unit report forms.

(3) Forwards sll copies of both reports to the
chief pay NCO.

c. Chief pay NCO.

(1) Detaches a copy of each unit and battalion
report.

(2) Prepares a consolidated report, using the
same report format, in triplicate and
addressed to the division savings officer.
This report will contain the data by
battalion and separate company.

(3) Files a copy of each report in a savings
reports file.

(4) Forwards all remaining copies of the reporis
to the Chief, Military Pay Branch.

d. Chief, Military Pay Branch. Signs and dis
patches the reports to the appropriate addressees.
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REPORT CF SAVINGS PROGRAM

PERICD COVERED

To

RO :

Coemanding Ceneral
99th Inf Division
Ft. ¥iller, ytah

510

SATINGS BONDS SCLTIFRS' DEPCSITS
Total No. of |Percent-| Enlisted { No. of Percent-
ORCARIZATION Strength | Partici - age Strength W age
pants Nepoglting
a b c d e T g
TOTALS:
FOR THE COMMANLER: Hlchanots Kertna
RICHARD EVANS
™C , X-3, USA
Asst Adjutant
FPigure 5-6.1.
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PROCEDURE 5-6
INITIATION AND MAINTENANCE OF LEAVE RECORDS

w1. References. AR 630-5;appendix 6-V, DA
Pam 600-8.

2. Forms used.

a. DA Form 481 (Military Leave Record).

b6. DA Form 1049 (Personnel Action;.

¢. DA Form 2143 (Financial Dats Records
Folder (FDRF)).

3. Discassion. Unused leave represents money,
therefore, leave records must be kept current and
accurate. Control procedures must be established to
insure that all leave is entered on the leave record and
that entries are accurate. Careful audit and vernfi-
cation of the leave balance must be made annually,
and when the leave record 8 being closed out, to
prevent overpayments to individuals and the cost
involved in attempting to recover overpayments.
All entries on the leave record should be made by
typewriter if possible, except item 4 which 18 made in
peucil. Each pay specialist should be supplied with a
locally reproduced computation chart complete with
codes for entering the different kinds of periods for.
which leave does not accrue. This procedure is
divided into 12 separate actions as follows:

a. Initiating leave record.

b. Informing unit commanders of individual's
accrued leave.

¢ Posting leave from morning report.

d. Fxcess lesve.

¢. Computing leave and posting leave entries from
travel vouchers.

f. Correcting error on leave record.

9. Remaking leave record.

h. Balancing leave record.

i Audiung Jesve record of reassigned personnel.

2. Auditing leave record of personnel being
separated.

k. Procedure when leave record 1= filled.

{. Furnishing information affecting the leave
record to the Machine Processing Unit.

4. Responsibilities.

a. Pay specialist.

b. Pay Team Leader.

c. Chief, Military Pay Branch.

d. Processing clerk (Procedure 6 6).

5. Procedure. a. [nitiating Military Leave Record
(DA Form 48!). Leave records are initiated in

sccordance with the provisions of AR 630-5 for those
personnel not subject to reception processing, and
when the old leave record has been closed out.
(1) Pay specialist.
(@) To initiate a leave record (see fig. 1,
AR 630-5) the following entries will be
made with typewriter or blue-black
ink unless otherwise stated:

Item 1. Self-explansatory

Item 2. Opening date of the period
to be covered by the new
leave record.

ltem 3. No entry until the leave
record is closed out.

Item 4. Makes entry in pencil. Self-
explanatory.

* [tem 6. Signature block for the Chief,

Military Pay Branch

when there is & plus or
minus entry iu item 8d.
(b) Takes the leave record to the Pay Team
Leader if there is an entry in 8d other
than *“None.”

(2) Pay Team Leader.

(a) Reviews the leave record for correctness,

(b) Obtains the Chief, Military Pay Branch
signature in item 5b.

(¢ Forwards the leave record to the pay
specialist.

(3: Pay specialis!.
record—

{a) Places the leave record in the FDREF.
(b} Refles the FDRF.
L. Informing wunil commanders
acerued lears.

{I' During inprocessing each individusal's leave
balance will be computed and entered on
information sheet whick is forwarded to
the unit commander. (See Procedure
3-13.)

{2) To keep the unit commander informed of
each individual's accrued leave, a quarterly
accrued leave report will be prepared for
each unit as follows:

Pay specialist.

{a) Prepares 3 copies of a unit roster to
include name, grade, and service number
of each individua! assigned or attached.

Upon return of the leave

of indiridual's
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Addressograph plates may be used for
this purpose.

(b) Computes the leave balance for each
individual by using an “as of” date of
31 Decembeyr, 31 March, 30 June, or
30 September, as appropriate. This
computation is not recorded on the Mili-
tary Leave Record.

(c) Posts the computed leave balance to the
unit rosters.

{d) Prepares a DD Form 93 (Memo Routing
Slip) addressed to the unit commander.

{¢) Assembles the following documents:

I. DD Form 95 addressed to the unit
commander.

. Original and 1 copy of the new roster.

3. Retained copy of the previous quarterly
roster.

4. Military Leave Record of each indi-
vidual listed on the roster.

(fy Forwards the assembled documents to
the Pay Team Leader not later than the
8th workday of January, April, July, or
October, as appropriate.

(g) Files the retained copy of the new roster.

0

(3) Pay Team Leader. Upon receipt of the

assembled documents—

(a) Reviews the computations and returns
the Military Leave Records to the pay
specialist. Destrovs-the retained copy
of the roster {or the previous quarter.

(5) Signs the DD Form 95 and dispatches.

(4) Pay specialist. Uses the retained copy of

the roster to compute the lenve balance
for the next quarterly roster as follows:

(a) Adds the accrued leave to the balance
indicated on the retained roster. Leave
accrues at the rate of 214 days for each
month of active service, except for the
periods listed in AJ 630 5.

{h) Subtracts the total leave taken since the
last acerued leave report from the sum
in {a) above. This is the leave halance
tn be entered on the new guarterly
roster.

t3) This report will not be prepared if punched

512

card machines are available. In this case,
accrued leave information will be furnished
commanders on the Personnel Qualification
Roster (DDA Form 2473).

¢. Posting leave from morning report.

{1) Pay specialisi.

{a) Upon receipt of & morning report con-
taining an entry on an individual in-
volving leave—

1. Obtains the individual’'s FDRF and

withdraws the Military Leave Record.

2. Types items 64, 6d and 6e from informa-

tion on the morning report.

3. Initials the left margin of entry on the
morning report to indicate action has
been completed.

. IForwards the morning report to records
clerk.

5. Places the leave record in the 3i-day
suspense file for the date following last
day of leave.

6. Refiles the FDRI".

{6) Upon receipt of morning report contatn-
ing an entry on an individual returning
from leave—

1. Withdraws the leave record from 31-day

suspense file.

. Types entries in items 6b and Gc.

3. Iniuals the left margin of the leave
entry on the morning report and at-
taches the morning report to the leave
record.

. Upon completion of posting all other
entries on the morning report, gives
morning report and leave record to
the Pay Team Leader.

(2) Poay Team Leader. Reviews the entry on
leave record for correctness. Returns the
feave record to the pay specialist. For
wards the motning report to the record:
clerk.

(3) Pay specialist.

taj Places the leave record in the I'DIRE sne

refiles it

{6) If an individual’s return from leave i

not recorded on the proper morning
report, checks with reports clerk ¢
ascertain 1f individual is present for
duty.

d. Ercess leave. Iixcess leave may be approved
up to 30 days in the Personnel Service Division.
Requests for periods of excess leave from 31 to 60
days will be forwarded to the major commander for
approval. Requests for excess leave over 60 days
will be forwarded through the major commander to

L=

2]
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the Chief of Personnel Operations, Department of
the Army, for approval. See AR 630-5 and Pro-
cedure 4-23 for information concerning requests for
excess leave. Requests for excess leave will he
prepared in the individual’s unit and 2 copies of the
request (DA Form j049) will be forwarded to the
Personnel Action Branch in the Personnel Service
Division. If the request for excess leave is approved,
takes the action indicated in ({)(a) below. Exvess
leave is sometimes erroneously granted as ordinary
leave. Whenever posting or auditing of the leave

record reveals that the individual 15 or was in an excess

leave status, take the action indicated in (1)(b)
below.

{1} Pay specialisl. Takes the following action

for approved excess leave:

#(a) When the excess leave entry appears on
the morning report, enters the total
number of days in pencil in Item 8¢ of
DA Form 481 as daye excluded. Does
not enter as leave taken on DA Form
481, but posts Item 9. Files the
original copy of DA Form 1049 with
the individual's DA Form 481.

{b) Processes excess leave erroneously
granted as ordinary leave ag follows:

1. Computes the period of excess (days
excluded must be considered when
computing excess leave).

2. Prepares 5 copies of DA Form 1049
(fig. 5~6.1). The individual will be
required to report to the PSD to sudit
his leave record only if there is no
occasion for a pay specialist to visit
his unit or battalion headguarters
during the 5 days following preparation
of letter.

3. Attaches the computation to the leave
record and DA Fonn 1049, and for-
wards it to the Pay Team Leader.

(2) Pay Team Leader.

{a) Reviews the excess leave computations
for accuracy.

(b) Returns the leave record to the pay
specislist with instructions for corrective
entries or remaking, depending upon
whether the period of excess leave is
current or in a prior period.

{¢) Reviews the DA Form 1049 and obtains
the signature of the Chief, Military Pay
Branch.

C 1, AR 600-16

{d) Distributes the DA Form 1049 as follows:

. Original copy to the individual.

2. Duplicate copy to the unit rommander
for morning report entry.

3. Duplicate copy to the reports clerk
(suspends for morning report entry,
if applicable).

4. Duplicate copy to the pay specialist
{suspends for collection entry on
MPV).

e. Compuling and posting leave taken in connection

with authorized iravel.

(1} Pay specialist. Upon return of a copy of
a processed travel voucher (ST 1012a) from
the division finance office, obtains the
FDRF and withdraws the leave record, or
withdraws the leave record from 31-day
suspense file.

(a) Subtracts the official travel time indi-
cated on the reverse side of the SF 1012a
from the reporting date. This date is
the first day of travel. The day preced-
ing the first day of travel is the last
day of leave. The date of departure
from the post or installation is the first
day of leave.

Makes entries to
conform to the computation.

(b) Enters the amount and period of leave
charged to individual under the official
travel time.

{c) Takes leave record and travel voucher
to Pay Team Leader.

(2) Pay Team Leader.

(a) Reviews the leave entry for correctness.

{b) Returns the leave record and travel
voucher to the pay specialist.

(3) Pay specialist.

{a) Replaces the leave record in the FDRF.

() Refiles the FDRF.

f. Correcting error on leave record.
(1) Pay specialist. 1i an erroneous entry on
a leave record is discovered, takes the
following action:

(@) Draws a single fine line in ink through
the erroneous entry without destroying
its legibility.

(b) Makes the correct entry.

(¢) Teakes the correct leave record to Pay
Team Leader.
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(2) Pay Team Leader. Reviews the correction
and new entry for correctness, obtains the
initials of the Chief, Military Pay Branch
and returns the leave record to the pay
specialist.

(3) Pay specialist. Replaces the leave record
to the FDRF and refiles it.

g. Remaking a leave record.
(1) Pay specialist.

(a) When a leave record becomes illegible
or mutilated, it will be replaced with
a new record. With the exception of
torn or mutilated records, legibility
should be the major factor to be con-
sidered in remaking a leave record.

(b) Should it be necessary te remake a leave
record—

1. Types a new DA Form 481, repeating
all informsation on the old record
except erroneous entries.

2 Types a statement in the first unused
line under items & through 8, such
a5 “Remade 15 Nov 61 at Hq, 99th
Inf Div."

3. Proofreads the new record against the
old record with the Pay Team Leader.

4. Audits the leave record.

5. Gives the leave record to the Pay Team
Leader.

{2) Pay Team Ieader.

{a} Checks the sudit of leave record.

(b) Obtains the initials of the Chief, Military
Pay Branch in the ‘“Remade” state-
ment and his signature in the Audit
and Verification of Leave Balance section
of the leave record.

(¢) Destroys the old DA Form 481.

(d) Returns the remade DA Form 481 to
the pay specialist.

{3) Pay specialist. Places the remade DA

Form 481 in the FDRF and refiles it.

k. Balancing legve record. Once each year, as of
30 June, the leave record will be balanced and the
leave account audited and verified. To insure
accuracy, an adding machine should be used for
this purpose from the date of injtiation.

(1) Pay specialist.
(a) Obtains the individual’s 201 file from the
records clerk.

514

(b) Checks section 6, DA Form 24 to insure
that all days excluded are entered on
leave record.

{(¢) Subtracts all days of leave taken from
al] leave credited and enters the balance
in the “Balance Available’ columns of
the Jeave record.

(d) Types the nume, grade, SN, and organ-
ization of the Chief, Military Pay Branch
in space provided on reverse of leave
record.

() Attaches the adding machine tape to
leave record.

(f) Places the FDRYF in the 201 file, together
with the leave record and gives it to
the Pay Team lcader.

(2) Pay Team Leader.

{a) Audits and verifies the leave balance by
following procedures outlined in ap-
pendix 6~V, DA Pam 600-8.

(b) Forwards the leave record and audit to
the Chief, Military Pay Branch.

(3} Chief, Military Pay Branch.

(a) Reviews each leave record.

(5) Initials the annual balance entry and in
the space provided for identification of
initials on the reverse of the Jeave record.

{¢) Returns all records to the pay specialist.

(4) Pay specialist.

(a) Returns the 201 file to the records clerk.

(8) Checks to insure the Chief, Military Pay
Branch has initialed each leave record.

{c) Tollows the procedure in #(1){b) below.

1. Auditing leave records of reasgigned personnel.

(1) Pay specialist.

(a) Ontheday priortothe date the individual
is to report to the Personnel Service
Division {or final outprocessing, takes the
action indicated in A(1)(a) and (b) above.

(b Subiracts all days of leave taken from
leave credited during the audit period
and eunters the audit period and leave
balance in the appropriate columns on
the reverse of the leave record.

{c) RRefiles leave record in the FNDRY.

(2) Pay specialist. Gives the FDRE to the
recards clerk for inclusion in the 201 fle
and forwarding to the Processing Team
Leader.

(3} Chief, Military Pay Branch. Signs the
Audit and Verification of Leave Balance
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section, and returns leave record to
processing clerk.

J. Auditing leave records of personnel being sep-

araled.
(1)

Pay specialist. In addition to the action
indicated in #(1)(a) and (b) above—

{a) Types entries in item 3, 10, 11, and 12

according to the instructions in AR
630--5.

(b) Draws diagonal line through the re-

maining spaces in items 6, 7, 8, and 9
(see fig. 1, AR 630-5).

(¢} Follows the procedure in #(1)(c) and #(2)

2)

above.
Chief, Mililary Pay Branch. -Signs item
13 and the Audit and Verification of Leave
Balance section, and returns leave record to
processing clerk. '

k. Procedure when leave record s filled.

Pay specialist.

(1)

2

When a leave record is not being closed out
and the lines in item 6, 8, or ¢ are filled, or
within' 2 lines of being filled, adds an
additional page.

To add a new page, first completes all the
lines in any of items 6, 8, or 9, then “X”
out items 10 through 13 on the original
sheet. Then fastens a new copy of DA
Form 481 on top of the completed leave
record (cellophane tape is recommended
when leave record entries are made by
typewriter). Completes items 1 and 4 on
the new page and makes appropriate
adjustment in item 4 of preceding pages.
This procedure is followed for additional
pages. When the space for entries on the
reverse of the leave record is filled, attaches
a separate 8 by 1014-inch sheet of bond
paper to the leave record. These pages
need not be numbered, and will be filed
behind the numbered pages on the leave
record.

. Furnishing information affecting leave record to
the Machine Processing Unil.

Pay specialist. Obtains a Personnel Qualifications
Processing Card (DA Form 2469-1) from the
individual’s 201 file and enters a new leave balance
when any of the following occasions oceur:

(1)

Upon receipt of the number 2 copy of a
paid Final/Reenl MPV on which an
individual received cash settlement for

@

(3}

AR 600-16

accrued leave. Enters on the card a “0”

leave balance, as of the date of discharge.

Yorwards the card to the reports clerk.

On completion of the annual audit of leave

records, and upon return of the leave

records from the Chief, Military Pay

Branch (j(3) above) obtains the Personnel

Qualifications Roster prepared as of 30
June. Reconciles leave balances shown on
the roster and audited leave records.
Resolves differences between balances by
correcting the balance on the leave record
or the roster, as appropriate. If the Per-
sonnel Qualifications Roster was in error,
enters the correct leave balance as of 30
June on the card and forwards the card to
the reports clerk. During the reconctliation,
identifies those individuals who had a
balance in excess of 60 days as of the 30
June audit, and for whom the balance on
the leave record reverted to and was
recorded as 60 days. Enters on the card
a new leave balance of 60 days as of 30
June. Forwards the card to the reports
clerk. Refiles the leave records in the
FDRF when the reconciliation is com-
pleted.

TUpon receipt of notification that individual
has been absent from duty for a period of
more than 1 day as a result of intemperate
use of drugs or aleoholic liquor, or because
of disease or injury resulting from his own
misconduct, .takes the following actions:

(a) Totals the period of absence together

with any other period of absence for
which leave did not accrue since the last
time the leave record was audited.

(b) Determines the number of days leave

eredit to be subtracted from the current
balance by using the scale provided for
this purpose in AR 630-5.

(¢) Subtracts the number of days leave credit

determined in (b) above from the current
leave balance and posts the new leave
balance as of the current date on the

card to the reports clerk.

Note. Personnel' Qualifications Processing
Cards prepared to ghow new leave balances for
any of the above reasons must have the “‘as of”’
date for which the new leave balance was
computed. This date is written on the face of
the card, for example, “Lv Bal as of _ {date) ',
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PERSONNEL ACTION DATE
(AR 340-15) 1 Dec 1961

LE REFERENCE UBJELT
Excess Ieave

W THROt GO FRON:
T0: SP, James R, Campbell CG, 99th Inf Div
329th Ord Co Ft Miller, Utah
Pt Miller, Utah

PROCESS NG ALTVONE

l. Audlt of your Military leave Record (Di Form 43l1) reveala you were in an
excess leave atatus from § May €1 to 12 May 6] inclusive. Periods of excess leave
are without pay and allowances, 3ince there is no evidence of collection or re-
payment contained im your Financial Data Records, a charge will be made against
your pay account to collect _(5] {ive days basic pay, (clothing allowsnce), (and
ledve retioms), paid to you for the above period.

2. () It is requested that you audit your leave record at the Personnel
Service Division within 5 workdays after receipt of this ccrrespondence,

(X) A representative of the Military Pay Branch will visit your (Co or
Bn Hqs) on (br and date). Arrange with your commanding officer to be present at
that time to audit your leave record,

3. The unit morning repat of the unit to which you were assigned during the
leave period will be corrected to reflect the excess leave statua.

4. If this indebtedness will prove a severe financial hardship you may mques+
payment of the amount by montbly instaliments. Request will be submitted on
A Form 1049 under provisioms of Section IV, Chapter 13, AR 37-104. Circumstances
concerning the hardship must be included in your request. Final determination of
the amcumt of repayment by monthly imstallment rests with the

(Co, Bde, or Div Comdr]
Failure to sutmit a request for repayment by installment within (5) five workdays
Mill result in the entire amount being applied against your next regular momthly

pay voucher,
%m%ms

FOR THE COMMANDER:
CW0, W-3, USA

Asst Adjutant

USE PLAIN PAFER POR CONTINUATION OF COMNENTS

DA. oOCT e 1 049 REFPLACES EDITIGK OF 1 OCT BJ, WHICH 12 OBSOLETE CPO. 178 O - 3MTIe

5-16

Y Figure 5-6.1.
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APPENDIX 5-1
PROCEDURAL INTERACTION CHART

Personnel Personnel Office General
Action Branch | Records Branch Services Unit

4-5 6-1 Appendix 2-1
4-6 6-2 7-2 Appendix 2-11
4-26 6-3 74 Applicable procedures contained
in DA Pam 600-8.
4-27 64 7-7
6-5 7-8
6-6 7-9
69 7-11
6-10 7-14
6-14
6-15
22
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APPENDIX 5-11
CONVERSION FROM DA PAM 600-8 TO MANUAL AND PUNCHED CARD MPV SYSTEM

91-009 HY T O

m Page number | Peregraph number Manoal Remarky Puncbhed oard Ramurks

General. Make the following |...._ .. . ... ___...._. Same as Manual.
word substitutions wherever
they appear:

UPS——change to P8BD.

Subeection-—change to branch.

Unit Permonnel Bection—change to
Persoppel Bervice Division.

Pay Supervisor—change to Pav
Team Leader,

Perscnnel  Officer—change to
Chief, Military Pay Branch,
61|87 . This procedure is applicable when | Bee Procedure 5-1 for in- | Same as Maoual__._._.{ Same as Manual
inprocessing is performed io processing outside of

PSD. P8D.

60 ... Ba(1)(d)._ ... Delete “a draft of’* in last sen- | In the PSD, the pay Bame a8 Mapual . ___._ Same as Manual

tence. specialist does his own

typiong.

89 ___.. 5d(1)(c}-......| Delete s draft of’' in thia sub- | Same a8 above_.... R Bame 88 Maoual _. . _.. Bame as Manual

paragraph,

6-9.__... 5d(2)(a) and Delete.

(b).

6-9__ ___. Sd(2)(c)--..... Delete ““Administrative Support

Bubeection’ and insert ‘‘pay

specialist.”

62 .| &1L SN No change when outprocessing of | . .. . . .. _..._. Use Procedure 54
the FDRF is accomplished at together with Pro-
the PSI) and the individual is cedure 6-2, DA
present. Pam 600-8,

When outproceesing ia accom- | The individual will be Bame as Mapual ______ Bame as Manual
plished at an outprocessing site, present during this
delete paragraph 4 and sub- phase of the out-
stitute the following: processaing of his

“Fifteen days prior to ab ip- FDRF.
dividual’s separation or depar-
ture date the pay specialist gives
the FDRF to the records clerk
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5a(6). . ...

5a(6y(d)._.._.

.| Sa(®). ...

Sb. o

for inclusior in tbe 201 fiie and
forwardiog to the Proceesing
Team Leader. At the out-
proocessing site, the pay espo-
cialist member of the out-
processing team will take the
actions prescribed io paragraph
Sa(l) through b5a{4) below.
Upon return of the FDRF, the
pay speciaslist in the composite
team takes the following actions:
a. Initiates action to obtain
missing documenta as presoribed
in paragraph 5a(4), if necessary.
b. Two days prior to the date
the individual reports to the
transfer activity for separation
or prior to his date of departure,
completes the records process-
ing as prescribed in paragraph
5a(8) through 5a(8).
¢. Gives the FDRF to the
records clerk for inclusion in the
201 file and forwarding to the
procesaing clerk.
No change. _.

No change. .. ..
No ochabge. ... .. ._. .-
Nochange. ... .. __ ... ._.

Delete *‘either'’ and
“"or a copy of the
orders effecting ro-
assignment.”’

Delete_ ... .. _.o-..

Delete first sentence._ ..

Delete and substitute
the following: “Place
triplioate copy of
DA Form 2351 to-
gether with dupli-
cate copy of DA
Form 2350 in unit
payroll file pending
return of dupliocate
copy of DA Form
2351 from the divi-
sion finance office.”

Orders are not used as
a meaps of notifioa-
tion of transfer,

Same as above,

See Procedure 54,

See paragraph 31-25,
AR 37-104.

91009 ¥Y ‘1 D


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


v

CONVERSION FROM DA PAM 600-8 TO MANUAL AND PUNCHED CARD MPV SYSTEM—Continued

Proosdure
number

Page nnmber

Manusl

Rematks

Punched card

Rotmarks

08E..___.

Paregrapb number
be . ....._.
Sa___ . _.....
ba_ ...

Nochange. ... ._.__._...___....

Nochange_ . . ... ......
Nochange .. .. ___.._ .. .......-

Noohange. . ... _..____.__.___..

Add to this subparagraph: "'If DA
Form 1307 is maintained by the
pay specialist make appropriate
entry on the form and file it on
the left side in FDRF.”

Noohange . _____ ...

Pay specialista will pre-
pare DD Form 137 only
in conpeotion with
Class Q Allotment.

Delete and subetitute
the following: * Upon
receipt of annotated
duplicate copy of
DA Form 2351 and
copy of DA Form
10~-243 (Roeter and
Statement) if appli-
cable remove and
destroy the tripli-
cate copy of DA
Form 2351. File du-
plicate DA Form 2351,
DA Forms 2350 appli-
cable thereto and the
copy of the IDA Form
10-243 in the unit
payroll file.”

NA.

Delete all references to
entries on MPV and
submission of DD
Form 137 to F&
AQ.

Bame as above __._____

Bame as Manual.
lete all refersnces to
entries cn MPY.

Delete all references to
entries oo MPV.

Same as above.

Advise Finance of leave
by Notice of Pay
Change.

See paragraph 31-24,
AR 37-104,

Bame as above
Bame as above
Bame as above

Bame as above

87009 ¥V ‘1 0
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67, ...
6-8_ .. ...
9 ___.__
6-10A__ .. _
6-10B_.

8-10C_.. .
6-10D. . ..
6-11 __ ...
6-12 ___ ..
6-13_.. ...
6-14__.__.

6-52

Sall)(a}. . ...
S6(1)__._... .

5b(2) .._......

Sbed)____. ...

56(6).-...-._.

S5e(2)__._. ... -

5d(1)(a)._....

5d (1) (b), (¢)
and (d)

5bd (2) and (3).

Noohango.....__ ... ........_..
Nochange... .__.____..___._.._.
Nochange. ... .. _..._._ ...

Nochange. . ... ... ._.._.
Nochange ... ... . __._ ... ...
Change the word “give’ to
ward '’
Delete. .. ... ... ... ...
Nochange .. ... ..____.
Nochange.. ... ... .._.___ ‘-
No change___...__.____.

Nochange ... ... ._____. .._.._. .- .- ]

Nochange ____.__ ... ______.. __.
Nochaoge_.__ ___ ._..
No change .. . __
Nochange .. ... ____..___..
Nochange. ... _... .

Nochange ... ________________.
No change . _.

Nochange _______.__ . ._______..

Nochange. .. ... ... .  ._.___ .

Nochange_ ___ .__ .. __.__ .. .__.

Nochange _._ .. _._._.___._. ...
No change_.._ ...

Nochange _______.___ . _______

See Procedure 11-3-3,
AR 800-17,

Delete all references to
ontries on MPV,

Bame as Maoual ... ..
Same a8 Mannul. .. __

NA_ ..

Same a8 Manusl
Same as Manual
Same a8 Manual
Same a8 Manual

NA. . ool
NA. . o emiaa.
Same as Manual

NA oL

Same ag Manual
NA.
Same as Manual

Same as Manual
Satne a8 Manual - ____.

Ielete all references to
poating the No. 5
worksheet copy of
MPV and the DD
Form 139.

Notify FO by means of

Notice of Pay Change
or sauthorizsing doou-
ment.

Bee Procedure 54

Same aa above

See Procedure 5-3, and
paragraph 31-26, AR
37-104.

See paragraph 31-24,
AR 37-104,

Same as above

Same as above

Same as above

Same aa above
-
Same as above.

Notify FO by Notioe of
Pay Change and file
DA Form 2467 on
left side of FDRF,

Notify FO by Notice of
Pay Change.

Same as above

Same a8 Manual

8¢e paragraph 31-24,
AR 37-104.

91009 UV T D
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CONVERSION FROM DA PAM 600-8 TO MANUAL AND PUNCHED CARD MPV SYSTEM-—Continued

P::.:db:" Pape number | Paragraph nnmber Mannal Remarks Punched card Remarks
6-15..._.. 6-57_ .| Ba.__ . ..___.. Delete and subatitute the fol- | Individual will forward | Same aa Manual_ _____ Same as Manual
lowing: partially completed
“"Upon receipt of partially and signed DA Form
prepared DA Form 1341, the 1341 to PS8D. (Sec
pay specialist will complete Procedure 11-3-1, AR
item 20 apd insure the allot- 800-17.)
ment authorization is proper for
processing and return the No.
3 copy of the form to the indi-
vidual. The pay specialist
processes the form in accord-
ance with b and ¢ below.”
658 ___. Sbande_.._ Nochange .. ... .. ... o ceoo| cmrcm i NA. .. See paragraph 31-24,
AR 37-104.
616 ... 6-63. .| Sa(D(D1_.... Delete and aubstitute the follow- ' See Procedure 11-3-1, Bame as Manual...._._ Same as Manuai,
ing: AR 600-17.
“Give individuat No. 3 copy
of [3A Form 134! an} return his
documenta. Ask individual for
his personal affairs envelope.
Make necessary chaonges to any
form pertaining to pay in per-
sonal affaire envelope. Prepare
and place in the envelope DA
Form 2142 (Request for Pay
Action) for future use. Tell
{ndividual to report to the reo-
ords clerk ao other forma in 201
file and personal affairs envelope
may be corrected, if nooessary,’’
6-63...-. Ba(d)...__.__. Nochange ... .. ... oo oafoae e e cece e NA. .. . Bee paragraph 31-24,
AR 37~104.
84-83. ... 55(2) ... .. Nochaage. .. .. oo.oouooouo.. Disposition of the re- NA s Bame as abovs,
maiping forms is in
sccordance with para-
graphs 5b(2)(b)# and
(2 (b)5.
6-17_.__.. 667 .. .. ... Nochange ... .. .. .. . . e eiiaaooas Bame as Manual.
6-18..__.. 6-71._ ... b, S Add following at end of paragraph: | Bee Procedure 5-1..__._. Bame as Manual... ... S8ame as Manual.

"8ec Procedure 5-1 AR 600-16
for action to be taken during in-
processing."’

91-009 ¥V 1 D
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5 a through d.

Same as above

Add following at end of paragraph:
‘‘S8ee Procedure 5-1, AR 600-16
for action to be taken during in-
processing.”

SBeeremarks _______ . __ . ____.....

Wherever "commanding officer’

appears in this subparagraph
add “‘or Class A agent.”

Nochange.. . __ .. . ... _cooooo-.
Nochange . . ________ ... ......

Delete first sentence and subeti-
tute the following: ‘‘Ordinarily
TD) Form W-4 will bo complet-
ed in the unit and forwarded to
PSD. However if the individ-
ual is at the PSID for other pur-
posees, he may request pay spe-
cialist to prepare Ti) Form W-4
for him."”

No change

Nocbange ._. ___ __ __ . _. ...

No change except as indicated
below.

In the last sentence change “Ad-
ministrative Support Subsec-
tion” to “Office Services Unit.”

Bee Procedure 5—-1._____._

Paragraph § a through
d is applicable only as
a reference in PBD.
Cash deposits will be
made to unit com-
rmander or Class A
Agent. Bee Procedure
11-3-4, AR 600-17.

Same asabove___.____ ..

Same as Manual..... -

In addition to changes
for Manual Qpera-
tion, delete all refer-
‘ences to entries on
MPV.

Delete all references
to entries on MPV,

Same as Manual

Same as Manual

Bame aa Manual.

Bame as Manual,

Same as Manual,

Same sa Manual.

See paragraph 22-81,
AR 37-104.

Change number of ex-
emptions on DA
Form 1996 and for-
ward notice of pay
ohange to FO.

Bee Procedures 5-2
through 5-4 of this
chapter,

The FO prepares TD
Form W-2 except
for individuals paid
under the manual
MPYV aystem for
psy period ending
31 December.

Follow paragraphs 31—
23 and 31-24, AR
37-104, and Proce-
dure 5-3 for sub-
mitting information
to FO.

v

91-008 ¥V T D
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AR 600-18

CHAPTER 6
PERSONNEL RECORDS

Section I. CHANNELS OF COMMUNICATION

6-1. General. Technical advice, guidance, and
supervision of the Personne! Records Branch origi-
nates in the Office of the Personnel Records Branch
Chief and flowe into the seven composite teams
through the Records, Reports, Processing, and
Control Team Leader. Contacts with the person-
nel staff NCQO's in the divisional units should follow
prescribed channels. For example, the processing,
control and reports clerks must have direct contact

with the personne! staff NCO'’s. Communications
from the records clerks in the composite teams
should be channeled through their respective Rec-
ords Team Leaders. Records Team Leaders should
communicate directly with appropriate personnel
stafi NCO’s. Telephone requests for information
from a 201 file may come directly from the unit to
the records clerk.

Section I. PUNCHED CARD MACHINES

§-2. Service. a. A number of procedures have
been included in this chapter which apply only when
punched card machines are employed in the Person-
nel Service Division. These procedures provide for
screening personoel suspense cards, submission of
punched card feeder data and the handling of per-
sonnel rosters prepared by the servicing Data
Processing Unit and morning reports.

b. The Machine Processing Unit will be able to
accomodate further applications of reports or
procedures which are included in this chapter as
manual procedures. Some of the types of informa-
tion which the Machine Processing Unit can furnish
to the Personnel Records Branch for preparation
of reports are—

(1) Rosters of aliens.

(2) Rosters of individuals by component.

(3) Rosters of individuals by race.’

(4) Rosters of individuals claiming residence

outside of CONUS.

{5) Rosters of individuals indicating educa-
tional level.

(6) Rosters of individuals indicating security
clearance.

6-3. Preparation and updating of machine cards.
Section IV, chapter 8 of this regulation contains
procedures explaining the manper in which in-

formation is recorded on Personnel Data (DA
Form 2468-1) and Personnel Qualifications (DA
Form 2469-1) Processing Cards by the records
clerks. Chapter 8 also provides guidance on the
initial preparation of the Personnel Suspense Card
(DA Form 2470) by the inprocessing clerk, and
procedures for updating the suspense card by the
control specialist through use of the Personnel
Suspense Processipg Card (DA Form 2470-1). A
copy of chapter 8 should be provided to all personnel
specialists assigned to the Personnel Records Branch
when punched card machines are being used.

6—4. Personnel suspense actions. When punched
card machines are being used, the control specialist
will provide the appropriate personnel in the
Personnel Records Branch with a notification of
suspense actions due, e.g., annual audit of the DA
Form 66, by means of a Personnel Suspense Proc-
esging Card and a Personnel Suspense Roster (DA
Form 2474). The records clerk and reporis clerks
should be furnished information on reporting and
accomplishment of personnel suspense actions as
they are changed from the manual suspense system.
Otherwise, their function in the suspense system
remains unchanged.

6-1
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6-5. Augmentation when punched card machines
are not available. When punched card machines
are not available, the Personnel Records Branch
should be augmented by additional personnel. One

additional reports clerk and one additionsl control
specialist should be authorized in each composite
team while the Reporta Unit should be augmented
by two clerk-typists.

Section III. PERSONNEL RECORDS

6-6. Control. Both the personnel management
and personnel action specialists require the use of
the personnel records in performing their duties.
Consequently, the records clerk must use file charge-
out records (DA Form 1615) to maintain control of
the records. In addition, unit commanders will
occasionally reguest personnel records. On request
the records should be furnished the unit commander,
but at the same time, the Records Team Leader
and personnel staff NCO should devise an informal
control method of acecounting for these records. If
a congiderable number of these requests are received,

the Personnel Records Branch Chief should develop
& suitable substitute for the necessity of transmitting
the personnel records, i.e., 8 new information sheet
or periodic visits by the records clerk to the units
with their records. Periodic visits to the units
should also be considered to accomplish such
matters as the annual audit of the DA Form 41.
At the same time, the records could be referred to
the unit commander for review. These visits are
possible alternatives to procedures contained in
this regulation, and should be implemented when-
ever local circumstances dictate their feasibility.

Section IV. PROCESSING OF PERSONNEL

6-7. Inprocesszing and outprocessing. The in-
processing and outprocessing functions of the
Personnel Records Branch are performed by special
purpose teams which usually will complete the
processing in some location other than the Personnel
Service Division, e.g., the Replacement Detachment.
When there is not a sufficient number of personnel
to be processed to require information of an out-
processing team, outprocesging will be accomplizhed

Section Y.

6-8. Control. The Office Services Unit maintains
administrative control of all recurring reports, and
will notify the Personnel Records Branch of suspense
dates for submission of reports. Daily reports
e.g., the Consolidated Strength Report, is not sub-
ject to this control. However, the Personnel Record,
Branch should establish an internal suspense system
for preparation of the reports in the composite teams.

in the composite team. The purpose, organization,
and responsibilities of the special purpose teams are
contained in chapter 1. The Personnel Records
Branch is charged with the responsibility for
organizing and operating the outprocessing teams.
Although the Personnel Management Branch is
responsible for the inprocessing team, the Personnel
Records Branch is an important participant in this
function.

REPORTS

Requests for special reports by personnel staff
NCO’s should be referred to the Reports Team
Leader. All arrangements for preparation of the
report should be handled by the Reports Team
Leader when the source data is available in the
Personnel Records Branch. I the request involves
another branch the personnel staff NCO should be
referred to the appropriate supervisor.

Section Y1. HEALTH AND DENTAL RECORDS

6-9. Responsibility. The normal responsibility
of the Personnel Records Branch for processing,
posting and transferring health and dental records
are included in the procedures contasined in this
chapter. In addition, AR 40-403 prescribes that
the health and dental records will be filed with
personnel records in combat situations. Prior to
entering combat, the Personnel Service Division

6-2

will obtain all health and dental records, and return
them to the normal custodian at the termination of
the combat situation. The Personnel Records
Branch is responsible for filing documents received
from the medical treatment facilitics in the health
and dental records while they are in the custody of
the Personnel Service Division.
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Section VII. MORNING REPORTS

6-10. Uses. The morning report should be used
as a control device in the Personnel Records Branch.
After insuring that the morning report is complete
and accurate, the reports eclerk should utilize a
printing and heat developing machine to reproduce
any additional copies required for use in the Per-
sonnel Service Division. The copy of the morning
report routed through the records clerk can provide
the records clerk with a checklist of the orders that
are required to be filed in the 201 file. For example,
an entry on the morning report may indicate that

Section VIII.

6-11. Auditing. The inprocessing and out-
processing procedures provide mesasures for rou-
tinely auditing all records entering or leaving the
Personnel Service Ihvision. However, additional
methods should be provided for auditing the records
while they are being maintained by the Personnel

an individual has been awarded a new Primary
Military QOccupational Speciality. This entry indi-
cates that a copy of the orders awarding the new
MOS should be in the records clerk suspense file.
This copy of the morning repcrt provides an addi-
tional control technique. After it has been initialed
by the records clerk, the Records Team Leader
should spot check to determine whether the indicated
records have actually been posted by the records
clerk.

INDIVIDUAL PERSONNEL RECORDS

Records Branch. Other methods are suggested in
chapter 7, DA Pam 600-8.

6-12. Maintemance. The procedures contained
in this regulation do not: prescribe the details of
daily maintenance of individual personnel records.
Other appropriate regulations provide guidance in
these matters.

Section IX. PROCEDURAL INTERACTION CHART

6-13. Relationship to other branches. The
Procedural Interaction Chart (app. 6-1) lists the
procedures contained in the other chapters of this
regulation which affeet the Personnel Records
Branch. This chart lists those procedures origi-
nating in another branch of the Personnel Service

Division which requires some type of action by
the Personnel Records Branch, and two general
procedures included in chapter 2. It does not in-
clude the routine requests for 201 files which are
contained in the procedure of other branches.
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PROCEDURE 6-1
INPROCESSING RECORDS BY THE INPROCESSING CLERK

References. DA Pam 600-8, applicable regulations
relating to the forms cited on the
Records Checklist.

Procedure

1. When serving as an Inprocessing Team Leader,
the inprocessing clerk performs the following func-
tions:

a. Obtains the records from the replacement.

b. Screens the records in accordance with Pro-
cedure 7-1, DA Pam 600-8.

c. Prepares a Records Checklist (fig. 7-1.1,
DA Pam 600-8) in triplicate. Notes discrepancies
on the checklist which must be corrected by the
records clerk and pay specialist.

(1) Places ! copy in the Financial Data Records
Folder.

{2) Places 1 copy in the 201 file.

{3) Holds the onginal copy for delivery to the
inprocessing clerk in the composite team
that serves the unit to which the replace-
ment is assigned.

d. Compares the entries on the individual's
personal Immunization Certificate (IDD) Form 737)
with the Immunization Record (8F 601) contained
in his health records.

(1} Determines immunization suspense dates
and enters them on a Personnel Suspense
Card (DA Form 2431 or 2470, as appro-
priate}. 1f there is s difference in entries on
the two records, e.g., more recent dates or
omission of entries on the DD Form 737,
establishes the suspense date from the

entries on the SF 601 and corrects the DD
Form 737 accordingly.

(2} Prepares a form letter (fg. 8-1.1) wo the
medical facility if the individual does
not have a DD Form 737, and establishes
the immunization suspense dates from the
entries on the SF 601.

e. Completes preparation of the Personnel Sus-
pense Card in accordance with Procedure 6-7.

f. Places the suspense card and, if prepared, the
form letter in the 201 file.

g. Gives the 201 file to the replacement and in-
structs him to report to the records clerk Inproc-
essing Team member who will conduct further
processing and direct him to the pay specialist
Inprocessing Team member.

2. As & member of 8 composite team in the Per-
sonnel Service Division, the inprocessing clerk—

a. Receives the original copies of the record
checklist from the Inprocessing Team. Places the
checklist in the 31-day suspense file for a date 7
workdays from the date of receipt.

b. Receives corrected records from the pay spe-
cialist and records clerk on or before the 7th work-
day.

(1) Returns the satisfactory records and de-
stroys the checklist.

(2) Returns the unsatisfactory records with
instructions for correction and resuspends
the checklist for an additional 3 workdays.

¢. Contacts the Pay or Records Team Leader
when corrected records have not been received by the
appropriate suspense date.
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HEADQUARTERS
99th INFANTRY DIVISION
FRT MILLER, UTAH

19 October 1961
SUBJECT: Immunization Record

03 (Appropriate Madical Facility)

l. Request & personal Immnization Certificate (DD Form 737) be
prepared from information recorded on the Immunization Record (SF 601)
maintained in the health record pe to the individuals listed
below, Furthsr request the completed DD Forms 737 be forwarded to the
individualts unit of assigment,

NAME GRADE N PARENT UNIT
COXN, JOHN R. SPh RAL2 389 756 Co "C" lith Inf
T<E, ABIE L. SPy UsSs LLk 897 Co "A" 1lth Inf

2+ Personal interview during inprocessing of replacements revealed the
requested records were either lost, misplaced, or had not been previocusly
furnished,

3« Suspense dates for future immunizations have been established from
the information recorded on the SF 601,

FOR THE COMMANDER:

A
é&w
EINARD F, KENT W
CWO, W3, USA
Asst Adl Gen

Figure 6-1.1,

6-6
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PROCEDURE 6-2
INPROCESSING RECORDS BY THE RECORDS CLERK

References. AR 40-403, DA Pam 600-8.
Procedure

1. When serving as an Inprocessing Team mem-
ber, the records clerk performs the following fune-
tions:

a. Obtains the 201 file from the replacement.

b. Checks the items circled on the records check-
list. Interviews the replacement to obtain infor.
mation necessary to complete the records.

c. Corrects only discrepancies which require the
presence of the individual. (Discrepancies which do
not require the presence of the individual are corrected
by the records clerk in the composite team.)

d. Checks the replacement’s identification tags.
Il new ones are needed, advises the individual to
inform his first sergeant.

¢. Reviews the Record of Emergency Data (DDA
Form 41) with the individual and prepares a new
record 1if necessary. Preparcs one additional copy
for inclusion in the Personnel Affairs Envelope
(see Procedure 6-19).

/. Reviews the Armed Forces Security Question-
aire (D) Form YR8), and prepares a new one if
“oeessary (see Procedure (-20).

y. Takes the replacement and the completed forms
to 1 Replacement Detachment ofticer who has been
designated to review and sign certain completed
forms. and obtains the necessary signature.

2. As a member of a composite team in the
Personnel Service [ivision, the records clerk—

a. Receives personnel records for newly assigned
replacements from the Records Team Leader.

b. Posts the medical records in accordance with
appropriate regulations.

¢. Corrects discrepancies noted on the records
checklist and forwards the records together with the
checklist within 7 workdavs to the inprocessing
clerk for review,

d. Prepares a DA Form 14-159 (Notice of Trans-
fer) transmitting the health and dental records, if
applicable, the DA Form 669 (General Educational
Development Individual Record) to the appropriate
facility.

(1) Attaches the records to the appropriate DA
IForm 14-159, and forwards them to the
Records Team Leader for signature on the
DA Form 14-1359, and dispatch.

(2) Retains 1 copy of the DA Form 14-159 for
reference.

3. Upon return of the 201 file from the inprocessing
clerk, the recc.ds clerk correets records which were
iound unsatisfactory, and returns themn for further
review within 3 workdays.

4. Prior to filing, the records clerk forwards
Officer Qualification Records (DA [Form 66) to the
personnel action specialist for review of item 18
(Record of Assignments). The PA specialist insures
that the officer's efficiency report status is current
and correct, and returns the record to the records
clerk {(see Procedure 4 -1).

5. When punched card machines are available,
the records clerk as & member of a composite team,
takes additional action to prepare certain forms
required to establish a punched card file for each
replacement (see Procedure 6-3).

&7
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PROCEDURE 6-3
INITIATION AND MAINTENANCE OF MACHINE CARDS

References. AR 330-330 and chapter 8 of this

regulation.
Procedure

1. When punched card machines are available,
the records clerk takes the following additional
actions upon receipt of 201 files for newly assigned
replacementa:

a. Obtains the Financial Data Records Folder
from the pay specialist.

b. Prepares & Personnel Data Card (DA Form
2468) and a Personnel Qualifications Card (DA
Form 2469) by extracting the pertinent informa-
tion from the applicable record. Details on mak-
ing entries on these cards, and codes pertaining
to the entries are contained in section 1V, chapter
8 of this regulation. Since the TOE paragraph
and line number to which an individual will be
asgigned is not available during inprocessing, the
records clerk must refer to the unit commander’s
indorsement which confirms recommended as-
signments made by the senior personnel manage-
ment specialist (Procedure 3-15), or request the
reporta clerk to enter the data from the morning
report (see note in Procedure 3-18). A supply of
blank DA Forms 2468 and 2469 is furnished by
the Machine Processing Unit (MPU) for use in
supplying the initial data to establish their punched
card files.

¢. Requests the pay specialist to verify the
asocrued leave balance and returns the FDRF.

d. Forwards the completed cards to the reports
clerk for further forwarding to the MPU to-

gether with the appropriate morning report (Pro-
cedurs 6-15).

2. The MPU will furnish five Personnel Data
Processing Cards (DA Form 2468-1), Personnsl
Qualifications Processing Cards (DA Form 2469-1)
and Personnel Suspense Processing Cards (DA
Form 2470-1), for each individusl newly assigned
to the division. These cards contain the individ-
ual’s name, grade and service number, and are
to be used to report changes in data that are not
reported on the unit morning report. The proces-
sing cards are inserted in an envelope and stored
in the 201 filo. When the last of any of the three
types of cards has been used, the MPU will auto-
matically furnish five replacement cards.

3. Upon receipt of a source document which
necegsitates & change or correction in personnel
records data contained in the Personnel Data or
Qualifications Card, for which a8 morning report
entry is not required (see AR 335-60; para. 3,
Procedure 3-36; and note in Procedure 3-18),
the records clerk—

a. Posts the change to the appropriate record
in the 201 file.

b. Obtains a DA Form 2468-1 or DA Form
2469-1, as appropriate, from the 201 file.

c. Enters the new data in the appropriate
blocks on the card.

d. Forwards the completed processing card to
the reporta clerk.
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PROCEDURE 6-4
FORMATION AND OPERATION OF OUTPROCESSING TEAMS

Reference. None.

Procedure

1. On the first workday of each week the proc-
essing clerk —

a. Determines the total number of individuals to
be outprocessed each day of the following week by
referring to copies of the Report of Personnel Eligible
for Separation, special orders, and DA Forms 1049
in the 31-day suspense file (see par. 2d Procedure
6-6).

b. Prepares a hst of names of the individuals to
be outprocessed for each workday of the week.

¢. Prepuares a report of the number of individuals
to be outprocessed by day, using an overprinted DA
Form 2496 (fig. 6—4.1). Forwards the report to-
gether with the lists of names to the Processing
Team leader.

2. On the second workday of each week, the
Processing Team Leader assembles the DA Forms
2496 and lists of names received from the processing
clerks.

a. Determines the total number of records clerks
and pay specialists required for the Qutprocessing
Teams for each duy of the following week.

b. Selects an Outprocessing Team Supervisor
(OTS) for each day of the week, and prepares a
Memo Routing Slip (fig. 6—4.2) to notify the individ-
ua! concerned.

¢. Attaches the Memo Routing Slip to the appro-
priate list and forwards to the OTS concerned.

d. Prepares an Outprocessing Team Require-
ments Form (fig. 6-4.3) and dispatches 8 copy to
each Records Team Leader (RTL) and Pay Team
Leader (PTL) concerned.

3. Upon receipt of the Outprocessing Team Re-
quirements ¥orm, from the Processing Team Leader,
the RTL and/or PTL—

a. Selects the records clerks or pay specialists by
name who will be assigned to the Outprocessing
Team for each day of the week. Lists the names on
a disposition form and forwards a copy to the
designated OTS’s.

b. Informs the records clerks or pay specialists
concerned of their assignments.

4. On the day prior to the day the individual is
to report for outprocessing, the RTL assembles the
records from the various clerks and forwards them
to the Processing Team l.eader.

5. The Processing Team leader receives the
records from the various R'TL’'s and places them in
the Outprocessing Team's pickup box.

6. The OTS obtains the records, assembles the
team and reports to the outprocessing site.

7. At the outprocessing site the QTS withdraws
the FDRF from the 201 files, and divides among the
available records clerks and pay specialists.

8. The pay specislists and records clerks accomp-
lish the outprocessing in accordance with appendix
5-1I and Procedure 6-5 respectively.

9. When all individuals have been outprocessed,
the OTS returns the team to the Personnel Service
Division, and delivers the 201 files to the appro-
priate RTL's.
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DISPOSITION FORM

(AR 340-13)

OFFICE SYMBOL OR FILE REFERENCE | SUBJECT

Individusls To Be Cutprocessed

TO FROM ) DATEh SOp 61 cMT §
Sgt Green Sp L Smith
Processing Team Leader Proc Clerk
Tean Mr L
— For the week “Individuals To Be Outprocessed T_T;Feam 0. f
of 11 Sep ¥Mon Tes Wed %ﬂr Fri Weeks Lo
Uit
2 Inf Bn{ 3 1 2 8 b 2
3d Inf Bn{ 7 3 L 1 10 25
Lith Inf Ba]l )4 2 18 23 23 L8

_

DA FORM u% REPLACES DD FORM 3, EXISTING SUPPLIES OF WHICH WILL BE
tFrEs 2 1SSUED AMD USED UNTIL | FEO 83 UNLESS SOONER EXKAUSTED, " 41 SovERsusny FuRTiM OF7icE, 1044 o—t2210s

Pigure 6-4.1.
610
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VALS. 8
MEMO ROUTING SLIP | ™" Crcomances, on siniuan ACTIONS

LI (-] Sgt &rth
Composite Team #

INITIALS

DATE

FiLk

PER
YERSATION

HeRATURE

WOTE ARD [
RETURN

REMARKS

The following named indiviguals are designated
as Outprocessing Team Supervisors for the week of

D D ":z:':o 95 RLSLACKS PRLY

Pigurs 6-4.2,

11 Sop 6).
Mon: Sgt Smith - Composite Team #1
Tues: Sgt Roe #
Ved:  Sgt How #2
Thur: None -
Fri: SP 4 Jones #i
7
T $SGT ReE _iZ— o
Processing Team Laader —
43821
v o SANION. RGQPC 1984800238

AR 600-16
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DISPOSITION FORM
STTICE TIRROUOR FICE SEF EREHTE TRGRIEST
Qutprocessing Team [equirements
™  Sgt Brown FROM  got, Green OATE 5 sepey T
Tean #2
" For the week Med
— oLl Sog  Mon ¢ Tuss ¢ Wad Thur| _Prd __Maeks Total
Jeam No lo | 2 2 A 0 2 7
2, d 3 "y 0 2 e
3 3 g 2 o] 1 7
faa b 2 3 Q ¢ 1
S 3 1 0 )y 2 1
s > 2 2 0 1 %
Ta 1 3 1 1 py i
J9TAL 13 7 W 2 9. 48
ors Sgt Smith | Sgt Roo | Sy Hoy =—=_| SP4 Jopea
locatian d Ba

DA FORM 24 REPLACES DD FORM 4, EXISTING SUPPLIES OF WHICH wWiLL SE
tFED 82 96 ISSUKD AND.USED UNTIL | FES $3 UNLESS SOONER EXHAUSTED, * %5 COVGRNBINT pRINTISS SI1CK 1 A96) 0423140

Figure 6~4.9.
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PROCEDURE 6-5
OUTPROCESSING RECORDS BY THE RECORDS CLERK

References. DA Pam 600-8, applicable regulations
relating to the forms cited on the
Records Checklist.

Procedure

1. Upon receipt of a notice confirming an out-
processing action such as special orders, approved
requests for separation or reassignment, of the
Report of Personnel Eligible for Separation/Reas-
signment, the records clerk—

a. Suspends the notice for 18 workdays, where
possible, prior to the separation or departure date.

b. On the suspense date, prepares 1 copy of a
Records Checklist {fig. 7-1.1, DA Pam 600-8) and
places it in the 201 file.

c. Prepares u Checklist for Oversea Movement
(DA Form 613) in triplicate for individuals being
reassigned to an oversea area. See AR 612-35 and
AR 61240 for details.

d. Places the records checklist and DA Form 613
in the 201 file, and forwards it to the processing
clerk.

2. Upon return of the 201 file from the processing
clerk, the records clerk— \

a. Makes the necessary corrections in the records
as noted on the records checklist.

b. Suspends the 201 file for a date 15 days prior to
the separation or departure date.

3. On the suspense date, i.e., 1 day prior to the
individual's reporting to the Qutprocessing Team,
the records clerk—

a. Obtaing the Financisl Data Records Folder
(FDRF) from the pay specialist.

b. Places the FDRF in the 201 file and forwards
it to the Records Team Leader (RTL) for delivery
to the Processing Team Leader.

4. When the individual arrives at the outprocess-
ing site, the records clerk serving as an Quiprocessing
Team member—

a. Reviews the 201 file with the individual. If
discr:pancies are discovered, notes them on the
records checklist.

b. Obtains the new residence of the individual's
dependents, if it will change and is firm, and pre-
pares a new DA Form 41 as necessary.

c. If the individual is being reassigned to an
oversea area, reviews the individual's Immunization

Certificate (DD Form 737) and determines if re-
quired immunizations have been received for the
area to which reassignment is indicated.

d. Reviews the DA Form 613, POR checklist and
201 file to determine if the individual is POR quali-
fied. See AR 612-35 and AR 612-40.

e. Examines the Identification Card (DD Form

2A) and identification tags to determine if new ones
are needed.

J. Queries the individual concerning the status of
his dependents identification and privilege cards
(DID Form 1173) to determine if new ones are needed.
Informs the individual of the procedure to obtain
new ones, if needed.

¢- Informs the individual of any deficiencies
noted and how they must be corrected.

h. If the individual is an officer or a USAR
officer serving as an active Army enlisted man—
(1) Instruets him to hand-carry his 201 file
to the personnel action specialist for
clearance after processing is completed by
the pay specialist.
(2) Requests the officer to return the 201 file
upon obtaining clearance from the PA
specialist.

t. Refers the individual to the pay specialist
Outprocessing Team member.

j. After processing is completed, places all the
documents and the records checklist in the 201 file
and returns the file to the Outprocessing Team

Leader for return to the appropriate Records Team
Leader.

5. Upon receipt of the 201 file from the RTIL,
the records clerk in the composite team—

a. Removes the FDRF and returns it to the pay
specialist.
b. Removes the records checklist, notes dis-

crepancies indicated thereon, and takes corrective
action A8 necessary.

c. Prepares 3 copies of a Notice of Transfer
(DA Form 14-159) for the medica) facility, request-
ing that the health and dental records be forwarded
to the Personnel Service Division 5 days prior to
the date of separation or departure.

6-13
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6. Upon receipt of the health and dental records
from the medical facility, the records clerk—

a. Reviews for completeness and insures that the
information in the records that the personne) officer
is responsible for mainteining is current and
properly posted.

b. Places the records i the 201 file.

614

7. Two days prior to the individuals reporting
date (when reporting to the transfer activity for
separation) or date of departure, the records clerk—

a. Obtains the FDRYF from the pay specialist.

b. Obtains the Persounel Suspense Card (DA
Form 2431) from the control specialist.

¢. Places the FDRF and the suspense card in the
201 file and forwards the file to the processing clerk.
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PROCEDURE 6-6
OUTPROCESSING RECORDS BY THE PROCESSING CLERK

References, AR 640-10, DA Pam 600-8, applicable
regulations relating to the forms
cited on the Records Checklist.

Procedure

1. The processing clerk receives expected loss
notification from such sources as—

a. Orders involving reassignment outside the
division,

b. The Report of Personnel Elgible for Separa-
tion prepared by the control specialist (see Procedure
6-11).

2. When notification is received that an individual
1s being reassigned outside the division or is scheduled
for separation from the service, the processing
clerk—

a. Determines the “Will Proceed” (WP) date for
personnel being reassigned outside the division
(if not shown in the order).

& Determines the “Report Date’ and “*Termina-
tion Processing Date’ for personnel to be processed
for separation.

¢. Determines the date individual will be out-
processed by the Qutprocessing Team, ie.. where
possible, 14 workdays prior to the separation or
WP date.

d. Prepares an original and 3 copies of a DA
Form 1(HY (fg. 6 -6.1), and distributes as follows:

(1) Original copy to the individusl's unit
commander.

{2) Duplicate copy to the records clerk who
maintains the individual's 201 file.

(3) Triplicate copy to the pay specialist who
maintains individual’s Financial Data Rec-
ords Folder.

(4) Quadruplicate copv—placed in the 31-day
suspense file together with a copy of the
reassignment orders, if applicable. for a
date 2 days prior to the separation “Report
Date," or WP date.

3. Upon receipt of the 20) file from the records
clerk, approximately 4 days prior to the date the
individual reports to the Outprocessing Team, the
processing clerk—

a. Reviews the records for completeness and
correctness.

b. Notes any discrepancies revealed during the
review on the records checklist and returns the 201
file and the records checklist to the records clerk.

4. After completion of the outprocessing actions
{Procedure §--5), all personnel records are received
from the records clerk. On the WP date or separa-
tion '‘Report Date,”” when the individual reports
for final outprocessing, the processing clerk—

a. Obtains the following forms and records from
the individual, when applicable:

(1) Installation Clearance Record (DA Form
137).

(2) Individual Clothing Record
10-195).

(3) Organizational Clothing and Iquipment
Record (DA Form 10-102).

(4 Driver Qualification Record (DA Form
348).

(3 General Educational Development In-
dividual Record (DA Form 669).

(6) Reenlistment Data Card (DA Form 1313),
if being reassigned outside the division.

b. Completes the statement on the number 5
worksheet copy of the last Military Pay Voucher
terminating basic allowance for subsistence efiective
the day prior to the WP date, or on the date of
separation, as appropriate. Posts the actual hour
and date of departure.

¢. If the individual has a charge against him for
Government property lost, damaged or destroyed,
insures that action has been taken to effect collection.

d. Follows the procedure in appendix 6-V, DA
Pam 600-8 for auditing the Military J.eave Record
(DA Form 481}). If the individual is being re-
assigned, takes the following actions:

(1) Makes the appropriate entries on the
reverse of the leave record.

(2) Requests that the individual review his
leave record and sign the audit and verifica-
tion of leave balance section.

{3) If the individual is authorized delay en
route, makes an opening leave entry in
item Ga.

¢. If the individual has a Certificate of Eligibility
for Mortgage Insurance (DD Form 802) in his 201
file, inquires if he still owns the property covered
by this certificate.

(DA Torm
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(1) If be does own the property, forwards the
DD Form 802 with the records.

(2) If he does not own the properiy, refers the
individual to the appropriate personnel
action specialist.

f. Enters the conduct and efficiency ratings
recorded on the DA Form 137 in the
Qualification Record (DA Form 20),

g. Closes the open entry in Section 4 of the Service
Record, and if applicable, opens an en route entry.

k. Insures that a Commsnder’s Evaluation Report
(DA Form 2166) e included in the 201 fle, if
required.

i. Plaves the DA Forms 10-195, 10-102, 348, 669,
1315, as applicable, in the 201 file.

J- Reviews and initials all copies of the DA
Form 137,

{1} Files the original copy in the 201 file.

(2) Gives the duplicate copy to the individual.

(3) For officers, retaing the triplicate copy for
the central files.

16

k. Reviews and completes the DA Form 613, eg.,
status of ID card, ID tags, etc., for individuals
being reassigned to an oversea ares.

. Reviews and inventories the records to insure
that all documents are correct and present. Makes
necessary corrections or refers records to the records
clerk or pay specialist for correction.

m. Obtains the signature and/or initials of the
Chief, Records Unit and Chief, Military Pay Branch
on the appropriate records and forms.

5. When outprocessing is complete, the processing
clerk places the 201 file in 8 transmittsl envelope—

a. Dispatches the envelope to the transfer
processing sctivity for individuals being separated or,

b. Gives the envelope to the individual to hand-
CATTY, Or

c. Dispatches the envelope by mail, as appro-
priste. (See AR 640-10 for methods and details for
transmitting personnel records.)
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PERSONNEL ACTION BATE
{AR 340-15)

FiLl RCFERENCT SuaJtct

AGPSD-R Persormel for Separation/Reassigoment
To: Cosmmanding Of ficer ' Commanding General

Co B, 1st Bn, 19th Inf, 99th Inf Diy

Fart Lewis, Utah Fort Mller, Utsh
uR PROCESS IMG ASTIDNS
1 1, Reass t and Separation: The persomsl of your organization indi-

cated o The Sthoces

cBBd st will repart to the Outprocessing Team (OT) of the
Parsame) Service “ivision, this headquarters, (Bldg ), for processing
HLY hours” on the date indicated under TQ 0T* column,
Rach Individual being avaigned will be counseled converning partial paymemnt,
advance of travel allowances and advance of pay, which may be authorised, and a
Request for Fay Action (DA Form 2142) prepared, as appropriate, The request for
pay action will be given to the individual foar delivery to the OT,

2. Separation i Peracnnel listed for separation processing will re-
part to the ﬁfﬁw-ﬁnﬁa of the Transfer Processing Activity, (Bldg )
for preliminary processing at hours on the "REPORT DATE", as indicated.

Whan such processing is completed, Indi L{8) will be available Tor narmal
duty until the "TERMINATION PROCESSING DATE", as indicated., On that date at

[ hours individual(s) will agein repart to the Transfer Processing Activity for

final processing and separation, Orders will net be published reassigning in-

dividuals for transfer processings., Transportation to and from the procesaing

points is the responsibility of the unit commander,

3, A1l individuals schedulsd for both resssigmment and separation will re.
part to the PSD at hours on the date indicated with the following records
snd forms, as applicable,

s. DA Form 137 (Installation Clsarance Certificate) (in triplicate for
of ficers, in duplicate for en)isted persomel),

b. DA Form 10-102 and DA Form 10~195 (Clothing and Equipment Recards),
(See AR TOO-8,00-1 and 612-35),

0. DD Farm 362 (Statement of Charges),

d, DA Form 38 (Drivers Qualification Recard),

o. Di Parm 669 (Ceneral Education Development Individual Record),
f. DA Foarm 1315 (Reenlistment Data Card), if being reassigned).
FYOR THE COM{ANDER¢

S ey

CWO, W3, USA
Apst Adj Gen
USKE PLAIN PAFER FOR CONTINUVATION OF COMWENTS
DA‘m'.'O49 mEPLACEKS lDlY!Dn_ OF 1) OCY 8B, mHICH 18 OBIOLETER GRO . L0k O - T
Figure 8-6.1,
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Persopnel to be Processed: TEFM
REPORT REPORT REPORT FPROC SEPARATION OR
RANK NAME ASN TC OT 1O PSD DATE DATE VP DATE
Pigure 8-6.1—Continued.
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PROCEDURE 6-7
PREPARATION OF PERSONNEL SUSPENSE CARDS

Reference.

Procedure

1. While serving as 8 member of the Inprocessing
Team (Procedure 6-1), the inprocessing clerk takes
the following actions in conjunction with the
inprocessing of personnel records.

a. If a Personnel Suspense Card (DA Form 2431)
is included in the 201 file, verifies the information by
using Procedure 7-6, DA Pam 600--8, to obtain the
details on each suspense item.

b. Initiates a DA Form 2431 (fig. 7-6.1. DA Pam
800-8) as prescribed in Procedure 7-6, DA Pam
600-8, of one is not included 1n the 201 file,

¢. Resolves discrepancies or conflicts between
records fs necessary.

Procedure 7-8, DA Pam 600-8.

2. Upon receipt of processed 201 files from the
Inprocessing Team Supervisor, the Records Team
Leader (RTL) -

a. Hemoves the personnel suspense cards and
forwards them to the control specialist,

b. Withdraws the letters to the medieal facility, if
applicable, signs for the Chief, Records Unit, and
dispatches.

3. The control specialist maintains the personnel
sugpense card ne preseribed in Procedure 6-8 and
sereens the card for suspense actions that are as
prescribed in Procedure 6 9.

4. When punched card machines are available, the
inprocessing clerk follows the procedure in paragraph
1, using DA Form 2470 instead of DA Form 2431.
Section IV, chapter 8 contains details on making
entries on machine cards. A supply of blank DA
Forms 2470 for use in initial processing is furnished
by the Machine Processing Unit (MPU).

5. The RTL follows the same procedure outlined
in paragraph 2 under the punched card system.

6. Upon receipt of DA Forms 2470 from the RTL,
the control specialist—

a, Obtains the 201 file and the health records from
the records clerk, and the Financial Data Records
Folder (FDRF) from the pay specialist.

b. Verifies the information in each item of the
DA Form 2470 as preseribed in Procedure 7-6, DA
Pam 600-8.

¢. Forwards the verified DA Forms 2470 to the
reports clerk for forwarding to the MPU together
with the appropriate morning report (Procedure
6-15).

d. Returns the 201 file and health records to the
records clerk, and the FDRE to the pay specialist.

7. The control specislist takes action as prescribed
in Procedure 6-10 upon receipt of suspense rosters
and corresponding suspense cards.

619
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PROCEDURE 6-8
MAINTENANCE OF PERSONNEL SUSPENSE CARD (MANUAL}

References. Procedures 7-6, 7-7, and 7-8, DA
Pam 600--8.

Procedure

1. This procedure is to be used in lieu of Procedure
6~10 when punched card machines are not available.

2. Upon receipt of a Personnel Suspense Card
(DA Form 2431) from the Records Team Leader, the
control specialist—

a. Tabs the first month in which a suspense action
18 to occur and enters the item in penell in itemn 44;
if the first action is 12 or more months in advance,
tabs the first left edge of the ‘‘Serial Number” item
and enters the item number in pencil in item 44,

b. Files the suspense card alphabetically by unit
in the suspense file.

3. Upon receipt of source documents, such as
morning reports, orders, correspondence, and re-
ports, the control specialist—

620

a. Records and/or updates the data on the
suspensc card.

b. Flags suspense cards to suspend favorable
personnel actions, when necessary.

4, As part of continuing maintenance of the
suspense file, the control specialist—

a. Screens the 31-day suspense file every day for
actions pending and follows tip on those actions that
have not been completed.

b. Updates the suspense cards when actions have
been completed and destroys the suspense copy of
the DA Form 10346,

¢. Enters in pencil in item 44, the item number of
the next action due.

5. During the month of January, the control
specialist—

a. Screens the untabbed cards to identify the next
action due.

b. Takes the action described in paragraph 2a.
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PROCEDURE 6-9
SCREENING THE PERSONNEL SUSPENSE FILE (MANUAL)

Refcrence. Procedure 7-8, DA Pam 600-8.

Procedure

1. This procedure is to be used in lieu of Procedure
6-10 when punched card machines are not available.

#2. The control specialist screens the suspanse
file to identify cards with actions required during
the following month.

3. Upon identification of a card with actions
required, the control specialist—

a. Selects the proper notifications required and
preparcs by printing or typing the data on the
proper DA Form 1049, (See figs. 7-8.1 through
7-8.4, DA Pam 600-8.)

b. Prepares the notification in the number of
copies prescribed in Procedure 7-8, DA Pam 600-8,
or determined locally.

¢. Screens the card for the next action due, enters
the item number in pencil in item 44, and moves the
suspense tab to the next action month.

4. The control specialist repeats the procedure in
paragraph 3 for each card tabbed in the next month,
and adds the additional names to the appropriate
DA Form 1049.

5. The control specialist distributes the DA Forms
1049 as indicated in Procedure 7-8, DA Pam 600-8.
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C 1, AR 600-16

PROCEDURE 6-10

OPERATION UNDER THE MACHINE SUSPENSE SYSTEM
(Applicable in lieu of Procedures 6-8 and 6~9 when punched card machines are available.)

References. DA Pam 600-8; section IV, chapter 8
of this regulation.

Procedure

1. The Machine Processing Unit (MPU) will
notify the control specialist of suspense actions that
are due the following month by means of a Personnel
Suspense Roster (DA Form 2474) and Personnel
HSuspense Processing Cards (DA Form 2470-1).

a. The Personnel Suspense Roster is 8 list of
individuals in a specific unit and indicates the sus-
pense action required. Part I (fg. 6-10.1) includes
personnel suspense actions which are controlled by
action branches within the Personnel Service
Division. Part II (fig. 6-10.2) includes personnel
guspense actions which are controlled exclusively
by the control specialist and forwarded directly
to the units for accomplishment.

b. A separate suspense card is provided for each
suspense action. Therefore, there 8 a poasibility
that there will be more than one eard for individuals
listed on the roster.

2. When suspense rosters (Part I) with corre-
sponding suspense cards are received from the MPU,
the control specialist holds the rosters and cards
until a date near the end of the month.

a. Separates the suspense cards by action branch.

b. Prepares 8 Memo Routing Slip (fig. 6-10.3)
forwarding the suspense cards and 1 copy of the
suspense roster to the appropriste personnel spe-
cialist. (Additional copies of the suspense roster will
be furnished action branches, if requested.)

¢. Annotates 1 copy of the roster to indicate the
action branch to which the cards were forwarded.
Retains the annotated copy of the roster to control
the return of the suspense cards,

4. When the suspense cards are returned, the
control specialist—

(1) Lines out the old suspense date on the face
of the suspense card and enters a new
suspense date in pencil. Refers to DA Pam
600-8 for details on establishing suspense
dates, and to section IV, chapter 8, of this
regulation for details on making entries on
the suspense cards.

(2) Annotates the retained roster to indicate
date the action was completed.
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(3) Forwards suspense cards for individuals
who have been locally reassigned to the
appropriate control specialist.

%(4) Forwards suspense cards requiring no
further action to the reports clerk. (If
the suspense action no longer applies, the
completed suspense card may be de-
stroyed.)

3. When suspense rosters (Part II) with corre-
sponding suspense cards are received from the
MPU, the control specialist holds the rosters and
cards until a date near the end of the month.

a. Prepares 2 copies of a DA Form 149 (fig.
6-10.4) transmitting the suspense cards and suspense
roster to the appropriate unit for accomplishment of
the suspense actions.

b. Attaches the original copy of the DA Form
1049 to the suspense roster and corresponding
suspense card. Signs for the Chief, Records Unit,
and dispatches to the unit.

¢. Forwards 1 copy of the roster to the personnel
mansgement and personoel action specialists.

d. Retains 1 copy of the suspense roster and 1
copy of the DA Form 1049 in the 31-day suspense
file to contro) the return of the suspense cards.

e. When the suspense cards are returned from the
units, the control specialist—

(1) Prepares & Memo Routing Blip (fig. 6
10.3) to forward—

(a) Cards pertaining to the Good Conduct
Medasl to the personnel action specialist.

(b) Cards pertaining to completion of on-
the-job training to the personnel manage-
ment specialist.

(¢) Cards for individuals who have been
locally reassigned to the appropriate
control specialist.

(2) Withdraws officer photographs and for-
wards them to the appropriate records
clerk,

(3) For suspense cards not requiring further
action by a branch of the Personnel Service
Division—

(a) Posts the next suspense date on the face
of the card.

(b) Annotates the retained roster to indicate
the completed action.
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(¢) ‘Forwards the suspense cards to the re-
ports elerk.

4. When suspense cards that were forwarded to
the personnel action and management specialists
(par. 3e¢(1)) are returned, the control specialist
follows the procedure in paragraph 3e(3).

5. The control specialist screens the retained per-
sonnel suspense roster once monthly,

a. Determines which suspense cards have not
been acted upon and returned from the units and/or
action branches of the Personnel Service Division.

b, Contacts the appropriate personnel staff NCO
or personnel specialist in the composite team to
determine the status of the suspense action.

6. The control specialist provides other change
information to the MPU when events occur which
alter the suspense dates included on the suspense
cards maintained by the MPU. The following
events indicate a necessity for change data:

a. Temporary appointment of enlisted person-
nel—

(1) Suspense date for eligibility for permanent
appointment to temporary grade in which
appointed must be established.

AR 600-16

(2) Vacates requirement for a suspense date
for permanent appointment in grade ap-
pointed from, if that grade was temporary.

b. Reduction of enlisted personnel—

(1} Vacates requirement for suspense date for
eligibility permanent appointment to grade
reduced from, if that grade was temporary.

(2) Vacates requirement for suspense date for
‘permanent appointment to grade E-3 if
reduced from E-2,

¢. Initiation of a Record of Court-Martial Con-
victions (DA Form 20B),

d. Forwarding of the DA Form@to Headquar-
ters, Department of the Army.

e. Changes in eligibility for award of the Good
Conduct Medal.

7. When the events listed in paragraph 6 occur,
the control specialist obtains a Personnel Suspense
Processing Card from the individual's 201 file and
enters a new suspense date or enters a “0” in the
appropriate block(s) on the card. (Entering 0"
indicates the suspense item is no longer applicable.)
Forwards the card to the reports clerk.
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ACTION BRANCHES
PERSONNEL SUSPENSE SYSTEM—PART 1

PERSONNEL ACTION BRANCH

Armed Forces Reserve Medal

Federa! Housing Administration
Completion of 174 years of Federal Service
Mandatory Retirement

Expiration of Category

Efficiency Report

Medical Examination

Non-CONUS Resident

PERSONNEL MANAGEMENT BRANCH

Completion 29 Years Active Duty
Eligibility for Appointment (EM)
Eligibility for Promotion (Off) (WO)

PERSONNEL RECORDS BRANCH

Annual Audit of DA Form 68 (Records Clerk)
Adjust BPED (Records Clerk)

Forward DA Form 26 (Reports Clerk)
Review DA Form 41

Review DA Form 20 (Records Clerk)

Expiration of Term of Service (ETS) (Control Specislist)

Adjust BASD (Records Clerk)
Figure 6-10.1.

SUSPENSE ACTIONS
PERSONNEL SUSPENSE SYSTEM—PART II

Adjust FSA Code
Qualification in Arms
Completion of QJT
Good Conduct Medal
Identification Card
Officer Photo
Smallpox

Typhoid

Tetanus

Figure 6-10.2,
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action. 1
MEMD ROUTING SLIP | " concuanonces, on sitian aceions—
1 70 [T{17 ATE |
Perscnnel Action Specialist
Camposite Team #2 BATE
a \
VERSATION
Y SEE

REMARKS
The attached Personnel Suspense Roster and
Parsonnel Suspense Cards are forwarded for action,

Epter the date the suspense action 1s taken on
the reverse side of the cards and return them by
(specify date) .

Suspense cards for individuals who have been
locally reassigned, or will be reassigned prior to the
date of the suspense action, will be returned priar
to the suspense date, Annotate the suspense card to
show the new unit of assigmmnt ar expected unit of
aasigmnant,

no“ DATE
22 Jan
CONTROL SPECTALIST, Composite Team #2 prrerr
lussz7
D D 1’:)%::‘0 95 REPLACES PREVIOUS EDITION. WGAO 1861800238

Figure 6-10.8.
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AR 600-18

PERSONNEL ACTION pate
{AR 340-185) 22 Jarmary 1962
T’ w TOEJTLY
AGPSD-LC Personnel Suspense Actiona
[: Carmanding Crricer FROoN:
Ce B, 1st Bn, 19th Inf CG, 99th Inf Div
Fort Miller, Utah Fort Killer, Utah

(1] PROCESSIMC ACTI0NS _

1 1, Inclosed are Personrel Suspanse Processing Cards (DA Form 2470-1) and a
Personrel Suspense Roster (DA Form 2474) listing individuals who require the
indicated per=onnel actions, The roster also shows the date by which these
actions should be completed, or approval/disapproval indicated.

2, Instructions for completing the suspense actions are at inclosure 3.

3. As the required suspense actions are asccompiished note the date the
action was completed on the reverse side of the card, and return the cards to
this headquarters as they are completed,

4. Retain the suspense cards for those individuals who are on leave,
hoapitalized, AWOL, or otherwise unable to complete the required action at the
prescribed time. Suspense actions for these individuals will be accorplished
ap soon as possible and the cards returned as indicated in paragraph 3.

5. If an individual has been locally reassigned or will be locally
reasaigned prior to the date of the suspense action, annotate the card with the
nev unit of assigmment or expected unit of aseigmeent, and return the card to thiJ
headquarters,

FOR THE COM/ANDER:

3 Inclas ;14 EDVARD F, KENT
1, Pers Suspense Proc Cards CWo, W-3, USA
2, Pers Suspsnse Roster Asst Ad) Gen
3. Instructions for completing
Suspense Actions
YSE PLAIN PAPER FOR CONTINUATION OF COSNENTS
DA t z‘," l 049 MEFLACKEE EDITION OF | OCY §3, WHIC K il OBBOLETE OO N O - WATia
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C 1, AR 600-16

SUSPENSE ITEMS AND ACTIONS REQUIRED

FSA CODE—Enter a remark on the Morning Report to change the indi-
vidual's FSA Code to “L"” on the date indicated. Enter the date the action
was taken on the reverse of the suspense card.

QUALIFICATION IN ARMS—Enter the date the individua! completed
annusl qualification or familiarization in arms on the reverse of the suspense card.

COMPLETION OF OJT—Enter on the reverse of the suspense card:
a. Satisfactory completion of training, or
b. Training will be completed = (date)

IDENTIFICATION CARD—Prepare DA Form 428, give it to the indi-
vidual and have him report to the agency responsible for issuing identification
cards. Enter the date of issue on the reverse of the suspense card.

OFFICER PHOTO—Notify the officer concerned to report to the agency
responsible for photographs. Enter the date the action is completed on the reverse
of the card, and attach the photograph thereto.

*ELIGIBLE FOR APPOINTMENT TO PAY GRADE E-8—Ap-
proved or disapprove. If approved, issue orders eflecting promotion and
enter the date of appointment on the reverse of the suspense card. If disap-
proved, enter & notation of disapproval and the date on the reverse of the
suspense card,

IMMUNIZATIONS—Have the individual report to the medical facility
for immunizations. When evidence of immunization ie received, enter the date
of the immunization on the reverse of the suspense card.

Figure 6-10.4—Continued.

6-27


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


C 1, AR 600-16

PROCEDURE 6-11

ALERTING UNIT COMMANDER AND TRANSFER POINT OF PERSONNEL]
ELIGIBLE FOR SEPARATION DURING FOLLOWING MONTH

%References. AR 635-61; Procedure 7-9 DA
Pam 600-8.

Procedure

I. The control specialist screens Item 20 of the
Personnel Suspense Card (DA Formn 2431) for the
individuals scheduled for separation during the fol-
lowing month. When punched card machines
are available, this information will be available on
the Personnel Suspense Roster (DA Form 2474).

2. Using a report form (fig. 7-9.1, DA Pam
600-8) as a worksheet for each unit, the control
specialist lists the individuals scheduled for sep-
aration.

3. The control specialist forwards the worksheet
to the records clerk.

4. The records clerk verifies the data, enters the
individual’s home of record, and returns the work-
sheet to the control specialist.

€28

5. The control specialist types an original and 3
copies of a new form from the worksheet.

a. Addresses envelopes to the transfer activity
and to the appropriate career counselor.

b. Forwards all documents to the Control Team
Leader.

6. The Control Tcam Leader reviews, signs and
dispatches the original and duplicate copies of the
report form to the transfer activity; forwards the
3d copy to the control specialist; forwards the 4th
copy to the appropriate career counselor and
destroys the worksheet.

7. The control specialist files the 3d copy of the
report in the 31-day suspense file,

8. Upen receipt of the duplicate copy of the report
from. the transfer activity, the control specialist,
withdrawg the copy from the suspense file and
forwards both copies to the processing clerk.
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C 3, AR 600-16

4 PROCEDURE 6-12

TRANSFER OF RECORDS WITHIN THE PERSONNEL SERVICE DIVISION

References. AR 600-200,

Procedure

l. Transfer of Records Between Clerks Within
the Sume Composite Team.

1. Upon receipt of orders reassigning an in-
dividual to another unit served by the same
composite team, the records clerk—

a. Files the orders in the 201 file.

h. Prepares and dispatches a DA Form 1049
(fig. 7-22.1, DA Pam 600-8) requesting a con-
duct and efficiency rating. Places 1 copy of the
DA Form 1049 in the 201 file.

c. Gives the 201 file to the records clerk who
maintains the records of the unit to which the
individual is being reassigned.

2. Upon receipt of the 201 file, the new rec-
ords clerk—

a. Places the DA Form 1049 in the 3i-dev
suspense file.

b. Prepares und dispatches o Nuotice of
Transfer (DA Form 14-159) notifving the cus-
todian of the individual's health and dentul
Recourds of the orgamzational change.

c. Files the 201 file.
3. Upon receipt of the conduct and efficiency
rating, the records elerk—

a. Posts the ratings in the Qualification Rec-
ord (DA Form 20).

b. Rescinded.
¢. Destroys the rating information.

. Transfer of Records Between
Teams

Composite

1. Upon receipt of orders reassigning an in-
dividual to a unit served by another composite
team, the records clerk—

a. Files the orders in the 201 file.

AGO BGOZA

b. Contacts the appropriate personnel staff
NCO and requests a conduct and efficiency
rating.

¢. If it is necessary to transfer the individ-
ual's health and dental records to another medi-
cal facility—

(1) Prepares a DA Form 14-159 requesi-
ing that the records be returned to
the Personnel Service Division.

(2) Signs and dispatches the DA Form
14-159.

2. On the individual’s EDCSA, the records
clerk—

«. Posts the conduct and efficiency ratings to
the DA Form 20.

b. Obtains the Financial Data Records
Folder (FDRF) from the pay specialist.

¢. Rescinded.

d. Prepares 2 copies of a DA Form 200 for
transmittal of the records. Includes the new
unit of assignment and the composite team to
which the records will be forwarded.

e. Attaches the original copy of the DA Form
200 to the 201 file and forwards the records to
the Records Team Leader (RTI.).

3. Upon receipt of the records, the RTL for-
wards them to the appropriate records clerk in
the new composite team.

4. Upon receipt of the records, the new rec-
ords clerk—

t. Withdraws the FDRF and gives it to the
pay specialist.

b. Prepares a DA Form 14-159 transferring
the health and dental records to the new medi-
cal facility; or, if there is no change in medical
facility, prepares a DA Form 14-159 to notify
the medical faecility of the organizational
change.
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AR 600-16

PROCEDURE 6-13

INITIATION AND TRANSFER OF TEMPORARY HEALTH RECORDS

Reference. AR 40—403.

Procedure

1. Upon receipt of a 201 file containing a
notification that the transmittal of individual's
health and ‘or dental records has been delaved
at the losing organization, the records clerk—

a. Initiates a “‘temporary” record by prepar-
ing a DD Form 722 ( Health Record Jacket) and
a DD Form 722-1 (Dental Record Jacket), as
appropriate.

b. Prepares a Form 26568 (Abstract of Serv-
ice) in duplicate.

(1) Fastens 1 copy to the lower left edee
of the opened health records jacket.

(2) Pluces the other copy in the dental
record jacket.

(3) Prints the word “temporary” in ink
on the face of the jacket and enters the
date of initiation thereunder.

¢. Forwards the temporary records to the
appropriate medical facility.

d. When delayed records are received, for-
wards them to the appropriate medical facility.

2. Upon receipt of a 201 file which does not
contain the health and dental records or a no-
tification of delay, the records clerk—

a. Tollows ihe procedure in paragrapn la
through c.

b. Initiates a letter request for the records
from the individual's last known organization.

(1) Files a copy of the request in the 201
file unti! a reply has been received.

(2) If the reply indicates the records are
lost, prepares a letter addressed to The
Adjutant General, ATTN: Personnel
Records Branch, Department of the
Army, Washington, D.C. 20310, re-
questing a search be made for the
records,

(3} If the records are later received, foul-
lows the procedure in paragraph 1d.

AGO 6503A
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AR 600-16

PROCEDURE 6-14
PROCESSING MORNING REPORTS

References. AR 335-60; Procedure 11-5-1, AR
600-17; Da PAm 600-8,

Procedure

1. Upon receipt of the number 1 and 3 copies of
the morning report {MR) from each unit served by
his composite team, the reports clerk takes the
following actions:

a. Notes the receipt of the MR in a Morning
Report Control Sheet (suggested formaf, fig. 6~
14.1) which may be modified to meet local require-
ments.

b. Compares the entries and supporting papers
with source documents in the MR 31-day suspense
file.

. Insures that each entry on the MR is accurate
and complete and that the strength totals have
been adjusted according to remarks affecting the
strength section.

d. Contacts the appropriate personnel staff NCO
if there are any errors and requesis a corrected MR
the same date, or returns the MR through the
personnel staff NCO to the unit for correction, as
appropriate.

e. Separates the number 1 and 3 copies of the
MR with supporting papers and forwards—

(1) The number 1 copy with supporting papers
to the Reports Team lLeader for review,
consolidation and transmittal to the serv-
icing Data Processing Unit (DPU).

(2) The number 3 copy and attachments to
the control specizlist, not later than 1330
bours on the day of receipt.

(3) A reproduced copy through the personnel
action specialist to the personnel manage-
ment specialist,

/- Retaios a reproduced copy for preparing the
Daily Consolidated Strength Report (Procedure 6—
27} and the Officers Strength Report by Branch
{Procedure 6-28).

2. Upon receipt of the number 3 copy of the MR
from the reporte clerk, the control specialist—

a. Posts the pertinent data to the personnel sus-
pense card.

b. Initials the appropriate entries and forwards it
to the pay specialist not{ later than 0800 hours of
the day following receipt in the PSD,

3. Upon receipt of the MR from the control
specialist, the pay specialist—

a. Posts the information to the worksheet number
5 copy of the MPYV if it affects the individual’s pay
status, and posts the DA Form 481 (Military Leave
Record), if required.

b. Initials the appropriate entries and forwards
the MR to the records clerk not later than 1200
hours on the day of receipt.

4. Upon receipt of the MR from the pay special-
ist, the records clerk extracts all required informa-
tion, initials the appropriate entries and forwards
the MR to the Chief, Records Unit by 1200 hours
on the 2d workday after receipt.

5. Upon receipt of the posted MR from the
records clerk, the Chief, Records Umit reviews,
initials, and forwards it to the control specialist.

6. Upon receipt of the MR from the Chief,
Records Unit, the control specialist—

a. Reviews and insures that each entry requiring
posting has been initialed by the pay specialist and/
or the records clerk.

b. Retains the MR for ! month subsequent to
the last day of the current month.

¢. Forwards the month's MR's to the central files
in the Office Services Unit.

7. In combat the reports clerk suspends morming
report entries for casualties pending receipt of a
Casulty Report (DA Form 1154).

a. Contacts the personnel management specislist
to determine the status of the casualty report.

b. Venifies the dats reported in the morning
report.
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C 1, AR 600-16

PROCEDURE 6-15

PROCESSING MORNING REPORTS AND FORWARDING TO MPU
{Applicable when punched card machines are available.)

Reference. AR 335-00.

Praocedure

1. The reports clerk will receive a DA Form
2468 (Personne] Data Card) and 2469 (Personnel
Qualifications Card) from the records clerk, and a
DA Form 2470 (Personnel Suspense Card) from
the control specialist for each newly assigned
soldier. The reparts clerk holds these cards until
receipt of the morning report which records the
individual as an assigned gain then takes the action
indicated in paragraph 25,

2. Upon receipt of the number 1 and 3 copies of
the morning report (MR) from each unit served
by his composite team, the reports clerk—

a. Follows paragraph la through d, Procedure
6-14.

*b. Compares the entries on the MR with the
entries on the machine cards (para. 1). If the
TOE paragraph and line number to which new
guins are assigned for duty are not indicated on the
Personnel Data Card, consults with the personnel
management specialist, and obtains the informa-
tion, or enters the information from the morning
report, as appropriate (see note in Procedure
3-18), prior to forwarding the number 3 copy of

the MR and the cards to the Machine Processing
Unit (MPUO).

c. Separates the number 1 and 3 copies with
supporting papers.

d. Forwards the number 1 copy with supporting
papers to the Reports Team Leader for review,
consolidation and transmittal to the servicing Data
Processing Unit {DPU).

e. Prepares a batch contro) card as prescribed by
section VII, chapter 8.

f- Attaches the machine cards to the batch con-
trol card and forwards them together with the
number 3 copy to the MPU.

g. Forwards a reproduced copy to the control
specialist not later than 1330 hours on the day of
receipt.

h. Forwards a reproduced copy through the
personnel action specislist to the personnel man-
agement specialist.

1. Retains a reproduced copy for preparing the
Daily Consolidated Strength Report (Procedure
6-27) and the Officers Strength Report by Branch
(Procedure 6-28).

3. The reproduced copy of the MR received by
the control specialist is processed as prescribed in
paragraphs 2 through 7, Procedure 6-14.
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C 2, AR 600-16

PROCEDURE 6-16

% VERIFICATION OF THE PERSONNEL ROSTER FROM THE SERVICING DATA
PROCESSING UNIT

“References. AR 830-504, DA Pam 600-8,
AR 330-104.
Procedure

1. This procedure is to be used in lieu of Pro-
cedure 6-17 only when punched cerd machines are
not available.

%2. During the month the reports clerk posts
gains, losses, and changes as they occur to a “work-
ing copy” of the previous personnel roster.

3. % Upon receipt of the personnel roster from
the servicing Data Processing Unit (DPU), the
reports clerk—

a. Compares it with the working copy, making
necessary additions, deletions and changes.

b. Verifies the roster against information in the
201 file with the records clerk, making necessary
changes in accordance with the procedure outlined
in AR 330-504.

¢. Insures that all required information is en-
tered for each individual.

d. Adjusts the strength totals on the last page of
the roster if names of individuals have been added
or deleted from the roster.

Yre. Totals the strength by grades as listed on
the personnel roster and compares each tota]l with
the strength by grade on the morning report for

the “as of” of the roster. Resolves any differ-
ences and makes corrections as necessary.

/- Prepares 3 copies of a letter (fig. 6-16.1) to
the unit if morning report corrections/entries are
required.

(1) Signs the letter for the Chief, Records
Unit and dispatches 2 copies through
the appropriate personnel staff NCO.

(2} Places 1 copy in the morning report
suspense file for the date the correcting
or substantiating entries are to appear
on the unit morning report.

¢. Enters the signature block of the Chief, Rec-
ords UTnit on the last page of the personnel roster.

k. Retains 1 copy for the working copy.

i. Forwards 1 copy to the personnel manage-
ment specialist.

j- Takes the remaining copies to the Records
Team Teader (RTL).

4. % Upon receipt of the verified personnel ros-
ters from the reports clerk, the RTL—

a. Screens the rosters for completeness and spot
checks for accuracy.

b. Consolidates the rosters for the divisions.

c. Obtains the signature of the Chief, Records
Unit and dispatches the rosters to the servicing
Data Processing Unit.
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C 3, AR 600-16

HEADQUARTERS
99TH INFANTRY DIVISION
FORT MILLER, UTAH

12 July 1965

SUBJECT: Correction of Morning Report

TO: Commanding Officer
Compsny D, 1st Battalion, 19th Infanotry
Fort Mlller, Utah

Verificatlon of the Fersonnel Roster prepared by the msrvicing
Date Processing Unit (DFU) revealed certain errors which muat be corrected
by & morning report entry, The following correcting enmtries will be mads
on the morning report prepsred snd submitted for your organizatlon for the
period ending 2400 hrs, 18 Jul 65,

8 Aug 65 Smith, Irving H., RA 33562126 MSgt Eg SN SHOULL BE RA 3345216
25 Aug 62 Dos, Fred C., US 34677985 Pfc E3 Duty M0S 1)BLO SHOULD EE

11820,
Go T

EDWARD F. KENT
WG W3, OSA
Asst Adj Gen

FCR THE COMMSNJER:

* Figure 6-16.1.
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C 2, AR 600-16

PROCEDURE 6-17
% VERIFICATION OF THE ROSTER OF EXCEPTIONS AND THE PERSONNEL ROSTER
FROM THE SERVICING DATA PROCESSING UNIT
(Applicable in lieu of Procedure 6-16 when punched card machines are available.)

Reference. AR 330-504.
Procedure

1. The Machine Processing Unit (MPU)
compares the data received each mouth from
the servicing Data Processing Unit (DPLU)
with the data which is on file in their punched
cards in order to identify the personnel for
whom there is conflicting data, The MPU will
prepare a Roster of Exceptions which lists each
individual for whom there is a conflict in data.
The reports clerk together with the records
clerk must then screen the 201 file and’/or
morning report to determine the cause of dif-
ferences in data. The Roster of Exceptions will
include some names listed twice and some
names listed only once; when a name appears
only once and is followed by an asterisk, the
data is that which is on file in the MPU and
no corresponding data was received from the
DPU; when a name appears only once and is
not followed by an asterisk, the data is that
which is on file in the DPU and no correspond-
ing data is on file in the MPU; when a name
appears twice, the second line i1s alwavs fol-
lowed by an asterisk and is the data on file in
the MPU. Section 1V, chapter 8 contains details
on making entries on machine cards, and must
be referred to by the reports and records clerks
when preparing processing cards to correct
data which Is on file in the MPLU.

2. Upon receipt of the DPU roster and the
Roster of Exceptions from the Reports Team
Leader, the reports clerk takes the roster of
Exceptions to the records clerk who maintains
the 201 files of the unit being verified. The ve-
ports clerk and the records clerk jointly verify
and correct the roster as follows:

a. When the name appears on two lines—

{1} Verifies the data on the first line
against the 201 file, and follows AR
330-504 for making corrections.

(2) Compares the data on the second line
with data on the first line, 1f there is
an error on the second line, takes the
following action(s), as appropriate
and applicable:

v (a) lf there is an error in the name,

grade or service number, obtains a
6-36

Personnel Data Card (DA Form
2468-1) from the 201 file. Enters
the correct data in the appropriate
biocks on the card, and’or,

(k) If thereis an exror in the expiration
of term of service, ohtains a Per-
sonnel Suspense Card (DA Form
2470-1) from the 201 file. Enters
the correct data in the appropriate
blocks on the card, and/or,

(¢) If there is an error in any other
items of data on the roster, i.e.,
other than the items mentioned in
{(¢«) and (b) above, obtains a Per-
sonnel Qualifications Card (DA
Form 2469-1) or a Personnel Data
Card, as applicable, from the 201
file. Enters the correct data in the
appropriate blocks on the card
which contains the incorrect infor-
mation. When there is other incor-
rect data on the Personnel Data
Card, and a card was prepared to
correct a name, grade or service
number {{a) above) enters the cor-
rect data in the appropriate blocks
on the same card.

b. When the name appears on ounly one line
and is followed by an asterisk screens the
morning reports and determines if the individ-
ual was reported as an assigned gain or loss
during the period covered by the roster.

(1) If the individual was reported as a
iuss, enters the individual’s name,
grade and service number on a blank
Personnel Data Card. Fnters the date
the individual was reported as an as-
signied loss on the face of the card, for
example, “Assigned Loss—Ref MR

”n

{Date)
{2) If the individual was not reported as a
loss, or was reported as a gain, enters
the missing DPU data from the 201
file on the blank line above the MPU
data, and enters the date the individ-
ual appeared on the morning report in

the right margin of the roster.
AGO be03A
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¢. When the name appears on only one line and
is not followed by an asterisk, screens the morning
reporte and determines if the individual was re-
ported as an assigned gain or loss during the period
covered by the roster.

(1) If the individual was reported as a loss,
draws a fine line through the entire entry
and enters the date the individual appeared
on the morning report in the right margin
of the roster.

(2) If the individual was reported as a gain,
verifies the entry as prescribed in a(l)
above, and from the information in the
201 file, prepares a Personnel Data Proc-
essing Card, Personnel Qualifications Proc-
essing Card, and a Personnel Suspense
Proceasing Card. Enters on the face of
esch card, the date the individual was
reported as an assigned gain, for example,
“Assigned Gain-Ref MR~ sy 7

3. Upon completion of the verification of each
Roster of Exceptions, the reports clerk returns to
his work area with the corrected roster and the
processing cards prepared during the verification.
Takes the following actions:

a. Transfers the corrected data and morning
report references from the first line of each 2-line
entry and I-line entry not followed by an asterisk
from the Roster of Exceptions to the DPU roster.
Adds or deletes names from the roster that should
or should not have appeared on the roster.

b. Checks the strength totals on the last page of
the DPU roster and adjusts the totals if names of
individuals have been added or deleted.

AR 600~16

c. Prepares 4 copies of a letter (fig. 6-16.1)
addressed to each unit having morning reports that
require corrections to previously reported data, and/
or require entries of new data not previously re-
ported.

(1) Signs the letter for the Chief, Records Unit,
and dispatches 2 copies through the appro-
priate personnel staff NCO to the unit.

(2) Places 1 copy of the letter in the morning
report suspense file for date on which the
correcting or substantiating entries are to
appear on the unit morning report.

(3) Holds 1 copy of the letter to be forwarded
to the MPU together with the processing
cards.

d. Enters the signature block of the Chief,
Records Unit on the 1ast page of the DPU roster.

e. Removes 2 carbon copies of the DPU roster—

(1) Forwards 1 copy to the personnel manage-
ment specialist,

(2) Retains 1 copy as a working copy to be
posted up-to-date as changes occur.

(3) Delivers the remainder of the copies to
the Reports Team Leader for consolidation
and return to the servicing DPU.

J. Retains the corrected Roster of Exceptions for
reference.

g.- Assembles the processing cards prepared for
each Roster of Exceptions, by card form number, and
attaches them to the appropriate letter to the unit
{c(3) above).

h. Forwards the cards and letters (¢(3) above) to
the MPU with the number 3 copy of the appropriate
morning report {Procedure 6-13).
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PROCEDURE 6-18
INITIATION AND MAINTENANCE OF QUALIFICATION AND SERVICE RECORDS

References. AR 611-103, AR 614-210, AR 640~
201, AR 640-203, DA Pam 600-8.

Procedure

1. Oficer Qualification Record (DA Form 66).
a. When pecessary to initiste or remake an officer
qualification record (sec V, AR 611-103), the
records clerk prepares DA Form 66 in duplicate,
using AR 611-103 to obtain the details on making
the entries in each item. Information to complete
the record is obtained from such sources as old
qualification records and personal interview.

b. If the officer is not physically present when
the new record is prepared, the records clerk for-
wards both copies of the DA Form 66 in a sealed
envelope to the appropriate personnel stafi NCO
requesting that the officer review, sign both copies,
and return them to the Personnel Service Division.

¢. Upon return of the DA Forms 66, the records
clerk—

(1) Insures that both copies have beer properly
signed by the officer,

(2) Files the original copy in the 201 file.

(3) Prepares an envelope addressed to the
Chief of Personnel Operations, ATTN:
OPD- (Control Branch of Officer), De-
partment of the Army, Washington, D.C.
20310. (See sec I, AR 611-103 for officers
and warrant officers of the Army Medical
Service, Judge Advocate General's Corps
and for Chaplains.)

(4) Forwards the duplicate copy together
with the envelope to the Records Team
Leader (RTL) for review.

(5) 1f the old DA Form 66 was remade, places
the old record together with the related
Report of Change for DA Form 66 (DA
Form 66A) in the 31-day suspense file
for a date 30 days after the date the new
record is forwarded to the Control Branch.
Destroys the old records and reports of
change on the suspense date.

d. Upon receipt of & new DA Form 66 from the
records clerk, the RTL reviews the record for
completeness and accuracy. Places the record in
the envelope and dispatches to Department of the
Ammy.
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e. Upon receipt of information which requires an
entry on the DA Form 66, other than in item 18
(g below), the records clerk posts or changes the
record, as appropriate.

(1) Prepares an original and duplicate copy
of 2 Report of Change for DA Form 66
for changes in old dats and entries of new
data as required by section 1X, AR 611-
103. Refers to section IX, AR 611-103
for details on preparation and submission
of DA Form 66A.

(2) Files the duplicate copy of the DA Form
66A in the 201 file for 1 year, or until 30
daye after the date a new DA Form 66 is
prepared and forwarded to the Control
Branch.

(3) Posts the record of reports of change item
on the DA Form 66 by blacking out (in
pencil) the next change number in the
‘“‘changes’ block on the record.

(4) Prepares anenvelope addressed to the Chief
of Personnel Operations, ATTN: OPD-
(Control Branch of Officer), Department
of the Army, Washington, D.C. 20310.
{See sec I, AR 611-103 for officers and
warrant officers of the Army Medical
Service, Judge Advocate General’s Corpe
and for Chaplains.) Forwards the original
copy of the DA Form 66A together with
the envelope to the RTL for review. (If
required by the RTL, the DA Form 66A
will be attached to the DA Form 66.)

J. Upon receipt of the DA Form 66A from the
records clerk, the RTL reviews and obtains the
signature of the Chief, Records Unit.

(1) Places the DA Form 66A in the envelope
and dispatches.

(2) Returns the DA Form 66 to the records
clerk, if applicable.

¢- Upon receipt of a source document such as
the morning report or copy of orders which requires
an entry in item 18 of the DA Form 66, the records
clerk forwards the records to the personnel action
specialist with an informal request to review the
record and determine if the change will require the
rendition of an Officer Efficiency Report (DA Form
67-5). Upon receipt of notification from the
personnel action specialist, the records clerk makes
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the appropriate entries in item 18 on the rec-
ord (see Procedure 4-1).

h. The annual audit of the DA Form 66 is
accomplished by forwarding the DA Form 66
in a sealed envelaope to the officer, utilizing DA
Form 1049 (fig. 6-18.1) for transmittal. A copy
of the DA Form 1049 is retained in the 31-day
suspense file to control the return of the record.
The review of an officer’s MOS is accomplished
by forwarding the 201 file to the appropriate
personnel management specialist when an offi-
cer is transferred, reassigned, or when an effi-
ciency report is rendered.

2. Enlisted Qualification Record (DA Form
20).4 a. The records clerk ‘maintains and,
when necessary, remakes the DA Form 20 in
accordance with the details outlined in AR
600-200.

b. 1t is required that a duplicate copy of the
DA Form 20 of enlisted personnel in the follow-
ing categories be maintained at Headquarters,
Department of the Army:

(1) Grades E-7, K-8, and E-9.
(2) Grades E-6 and below, as follows:
(e) Members of the noncommissioned
officers logistics program.
{(b) Special Forces:

1. Personnel awarded special qualifi-
cations digit 3 to primary or duty
MOS.

. Personnel undergoing training in
TOE Special Forces Groups or units
preparatory to award of special
qualifications digit 3.

() Special duty assignment, MOS 002,

(d) Eniisted Aide, MOS 008.

(¢} Special Bandsman, PMOS 034.

(/) Scientific and Engineering Assist-
ants, PMOS 309, 409, 509, 709, 908,
909, and 939.

(¢g) Nuclear Powerman, PMOS 358.

(h) Attaché Specialists:

I. Personnel awarded MOQOS 705 as pri-

mary or duty MOS,

2. Personnel undergoing on-the-job

training in Attaché System prepar-
atory to award of MOS 705.

o

AGO 5603A
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(i) Assistant Criminal Investigator,
PMOS 953.

(7) Intelligence Specialist, PMOS 971
and 972,

(k) Military Intelligence Coordinator,
PMOS 974.

¢. Upon receipt of notification that an indi-
vidual has been newly appointed to E-7, or falls
within any of the categories listed in b above,
the records clerk—
+% (1) Prepares a duplicate copy of the DA
Form 20 not later than 5 working davs
after the date of appointment. See AR
600-200 for details.
(2) Transmits the duplicate DA Form 20
fo the Chief of Personnel Operations,
ATTN: EPADS, Department of the
Army, Washington, D. C. 20310,

% d. The records clerk reports changes to
items 7, 14, 15, 17, 22, 23, 25, 26, 27, 29, 33
(include permanent change of station, change
of duty station, major permanent-type duty as-
signment changes only), and 34, DA Form 2876
will be used Lo make changes.

(1) Follows the procedure in paragraph
1c(3), except that the envelope is ad-
dressed to the addressee indicated in
¢ above.

4 (2) Files the duplicate copy of the DA
Form 2876 in the 201 file for 1 year,
or until a new DA Form 20 is pre-
pared.

¢. Whenever active service in grades E-7,
E-8. and E-9 is terminated for any reason
(retirement, separation without immediate re-
enlistment, or death) a final report of change
reflecting appropriate information will be sub-
mitted immediately.

f. Additional copies of the DA Form 20 will
be made as prescribed by Depariment of the
Army directives or for a specific purpose. Each
additional copy so prepared will be clearly
marked “COPY"” and will be destroved imme-
diately after use for the specific purpose for
which prepared.

% 3. Enlisted Service Record (DA Form 24).
Rescinded.

6-39
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PERSONNEL ACTION B4TE 5.13 Oct 61
(AR 340-15) 2 Oet 61
"Ll REFERENCE SupJicy
AGPSD-A Annual Audit of DA Form 66
FRONM:

Capt Thomas W. Lingen, 023 456 CG, 99th Inf Div
Co B, 1st Bn, 19th Inf Fort Miller, Utah
Fort Miller, Utah

NR FROCEES RS AT I1ONS

1 Section VI, AR 611-103, requires all officers to audit their Officer Qual-
ification Record (DA Form 66) annualy. The date of the last audit as recorded
in Item 35 of your DA Form 66 is _ )1 Oct 60 .

2. Upon completion of this audit erase present pencil entry in Item 35 and
record new date IN FENCIL,

3. DO NOT correct or change any entry on your DA Form 66 except Item 35.
Remarkes concerning other information on the record may be made in your return
comnent .

4. This correspondence together with your DA Form 66 is to be placed in a
gsealed anvelope and hand-carried to the personnel staff NCO who will forward it
to this headquartera. Message Center service will not be used.

5. Return completed action by Comment No., 2 not later than the suspense

date.
FOR THE COMMANDER:
1 Incl EDWARD F, KENT
DA Form 66 G40, W-3, USA
Asst Adj Gen
2 [ TO: CG, 99th Inf Div FROM: Capt Thomas W. Lingen 11 Oct 61
ATTN: AGPSD-4 Co B, lst Bn, 19th Inf

Capment No, 1 complied with.

1l Incl OMAS W. LINGEN
nec 023456 /
Capt, Inf

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS
DAI?«;‘T‘“1O49 AERLACES EOITION GOF | OCT B3, wHICH IS OBSOLTTE GRO 1133 O - MHTLY

HFigure 6-18.1.

6—40 AGO B803A


ZapataMP
Pencil


C 2, AR 600-16

PROCEDURE 6-19
PREPARATION OF RECORD OF EMERGENCY DATA

References. AR 64040, DA Pam 600-8.

Procedure

1. When serving as a member of the Inprocessing
Team, the records clerk takes the following action
as a part of inprocessing of personnel records
(Procedure 6-2):

a. Removes the current Record of Emergency
Data (DA Form 41) from the replacement’s 201
file and requests that he review the form for cor-
rectness,

Wb. 1f there are changes which necessitate re-
making the current DA Form 41—

(1) Prepares a new DA Form 41 by referring
to AR 64040 and Procedure 7-14, DA
Pam 600-8 to obtain the details on com-
pletion of the form.

{2) Requests the individual to review the new
DA Form 41 and sign in item 22,

(3) Signsinitem 23 as a witness.

(4) Places both copies of the new DA Form
41 in the 201 file,

%c. 11 there are no changes which necessitate re-
making the current DA Form 41—

(1) Requests the individual to review the
form.

(2) Entersnew review date in pencil.

(3) Placesthe form in the 201 file.

2. As s member of a composite team in the
Personnel Service Division (PSD), the records
clerk—

a. Examines the contents of 201 files received for
new replacements to aetermine if 8 new DA Form
41 was prepared during inprocessing.

wb. 1f a new DA Form 41 was prepared—

(1) Removes the original (card) and places
it together with any other new DA Forms

41 prepared for that date in an envelope
addressed to Chief, Casualty Branch,
TAGO, Department of the Army, Wash-
ington, D.C. 20315, and dispatches.

(2) Withdraws the old (yellow) copy of the
form from the 201 file and destroys it.

(3) Files the new (yellow) copy of the form
in place of the old form.

3. The records clerk will routinely receive in-
formation which may cause a DA Form 41 t~ be
remade. Sources of such information are—

a. Notification by the individual concerned.

b. Information from the pay specialist when-—

(1) An individual’s marital status changes.

{2) There is a birth or an adoption of a child.

(3) There is an increase or decrease in an
individual’s withholding tax exermptions.

(4) An individual requests termination of
authority to ration separately,

¢. Receipt of the 201 file copy of an Application
for Uniformed Services Identification and Pruvi-
lege Card (DD Form 1172).

4. When information is received which indicates
that 2 new DA Form 41 is to be prepared and the
individual is not present in the PSD, the records
clerk—

a. Follows the procedure in paragraph 15(1).

% b. Places the new DA Form 41 in an envelope
together with an informal note requesting that the
individual review the new form, sign in item 22
on all copies and return them to the PSD by
(specify date). (The company clerk or first
sergeant may witness the signing of the new form.)

¢. Dispatches the envelope to the individual’s
unit.

5. Upon return of the signed forms, the records
clerk follows the procedure in paragraph 2b.
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PROCEDURE 6-20
PREPARATION AND PROCESSING OF ARMED FORCES SECURITY QUESTIONNAIRE

References, AR 604-10, DA Pam 600-8.

Procedure

1. If the inprocessing clerk indicates that an
Armed Forces Security Questionpaire (DD Form
98) must be remade, the records clerk—

a. Prepares a new DD Form 98 in an original
copy only.

b. Requires the individual to read the form and
personally complete the answers under question 2
by writing “YES” or “NO” in the appropriate
blocks.

c. Requires the individual to return upon com-
pletion of the days inprocessing or at a designated
time.

2. When inprocessing is completed, or at the
designated time, the records clerk takes the DD

Form 98 and the individual to a designated officer
assigmed to the Replacement Detachment.

3. The designated officer reviews the DD Form
98, and 1f in order—

a. Has the individual sign the form,

b. Signsasa witness of the signature.

c. Dismisses the individual.

d. Returns the form to the records clerk.

4. The records clerk files the new DID Form 98 in
the 201 file. Old DD) Forms 98 ate not destroyed
but retained in the 201 file indefinitely.

5. If an individual answers YES under question
2, Section IV, qualifies his DD Form Y8, or refuses
to accomplish it in its entirety, the records clerk
takes the individual and the DD Form 98 to the
Chief, Records Branch for interview and action
under AR 604-10.
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PROCEDURE 6-21

RECORDING COURT-MARTIAL CONVICTIONS, REMISSION OR SUSPENSION OF
SENTENCE, VACATING SUSPENDED SENTENCE AND DISPOSITION OF RECORD

References. AR$00-200,DA Pam 600-8.

Procedure

1. Upon receipt of a court-martial order or sum-
mary court-martial case, the records clerk—
a. Screens the 201 file to determine if it contains a

Record of Court-Martial Conviction (DA Form20B),

b. Enters the data from the court-martial order
or case on the existing DA Form 2QR or prepares a
new DA Form20B as appropriate. Refers to AR
600-200¢or details on initisting and entering infor-
mation on the DA Form 208,

t. Makes an entry in the 201 file index for a newly
initiated DA Form 20B,

d. Posts the Service Record (DA I'orm 24) and
Qualification Record (DA Form 20), as necessary.

e. Forwards the 201 file together with the DA
Formp(Om and court-martial order or case, to the
Records Team leader (RTL) for review.

2. Upon receipt of the above records and docu-
ments from the records clerk, the RTI—

a. Reviews for completeness and insures that
the necessary entries have been posted to the DA
Form 20, DA Form 24, and the 201 file index.

b. Obtains the signature of the Chief, Records
Unit on the DA Form 208,

¢. Returns the records and documents to the
records clerk.

3. Upon return of the records and documents from
the RTL, the records clerk- -

a. Files the DA Form20RBin the Military History
Section of the 201 file.

b. Files the copy of the court-martia! order or
case, as a temporary document in the 201 file.

¢. Notifies the eontrol specialist that a suspense
date must be established for forwarding of the
DA Forn(OB to The Adjutant Genersl.

4. When a court-martial order is received which
remits, suspends, or vacates a suspended sentence,
the records clerk—

a. Withdraws the DA Forimpg from the 201 file.

b. Records the information on’ the form as pre-
scribed in AR 600-200.

c. Attaches the court-martial order to the DA
Form2(0Band forwards it to the RTL for review.

5. The RTL reviews the DA Form20B, obtains
the signature of the Chief, Records Unit, and returns
the form and court-martial order to the records
clerk,

6. When the DA Form 20B and court-martial
orders are returned by the RTL, the records clerk
follows the procedure in paragraph 3.

7. The records clerk withdraws the DA Form 20B
from the 201 file and forwards it to The Adjutant
General, ATTN: AGPF-I, Department of the Army
on the following occasions:

a. Upon discharge and immediate reenlistment.

b. Upon release from active duty or active duty
for training, and return to the ARNGUS or return/
transfer to the Army Reserve. (In this case the
records clerk will forward the DA Form20Bonly if
the division is responsible for transfer activity
processing.)

¢. Three years from the date of the last court-
martial conviction.

8 When 8 DA Form20Bis to be forwarded to
The Adjutant Genpersl, the records clerk—

a. Withdraws the form from the 201 file.

b. Lines out the entry in the 201 file index.

e. Prepares an envelope for transmittal of the

form.

d. Forwards the 201 file, DA Form20B and
envelope to the RTL.

e. Notifies the control specialist of the completed
action.

9. The RTL dates the lined-out entry in the
201 file index and obtains the initials of the Chief,
Records Unit.

a. Returns the 201 file to the records clerk.

b. Places the DA Form20Bin the envelope and
dispatches it,
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PROCEDURE 6-22
PREPARATION OF EXTRACT OF MILITARY RECORDS OF PREVIOUS CONVICTIONS

References. AR 630-10, DA Pam 600-8, Manual
for Courts-Martial (MCM-1951}.

Procedure

1. When a request for an Extract of Military
Records of Previous Convictions (DD Form 483) is
received from the unit, personnel staff NCO, or
other official sources, the records clerk—

a. Inquires of the requestor if other documents
or data are required from the Personuel Service
Division e.g., Extract Copy of Morning Report
(DA Form 188), or pay data for charge sheets.

b. Notifies the Records Team Leader (RTL)
immediately if priorities must be established, or if a
portion of the work must be reassigned to another
clerk.

¢. Requests the Office Services Unit to prepare
the extract of morning report entires (Procedure
7-13), if requested, and obtains the pay data from
8 pay specialist, as appropriate.

d. Screens the 201 file to determine if the indi-
vidual has a Record of Court-Martial Conviction
(DA Forn@(®) which pertains to his current term
of service, and is not over 3 years old.

(1) If a DA Form2CRis on file, prepares DD
Form 493 in the number of copies re-

quested, by extracting the pertinent infor-
mation from the DA FormeOBand entering
it on the DD Form 493.

(2) If there is no DA Form20Bon file, prepares
DD Form 493 in the number of copies
requested, modified to indicate there is
no record of previous convictions.

e. Prepares an envelope addressed to the re-
questor, and attaches the DD Form 4983 together
with the other documents or data, as appropriate,
and forwards the envelope to the RTL. (The
RTL may require that the DA Form20Baccompany
the DD Form 493 if there is a record of previous
convictions.)

2. Upon receipt of the completed DD Form 493,
and when requested, other documents or dats, from
the records clerk, the RTL—

a. Reviews for correctness and completeness.

b. Obtains the necessary signatures from the
Chief, Records Unit.

¢. Places the documents in the envelope and
dispatches it to the requestor.

d. If appropriate, returns the DA Form2(B to
the records clerk.
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PROCEDURE 6-23

ADMINISTRATIVE ACTIONS RESULTING FROM ABSENCE WITHOUT LEAVE
AND DESERTION

References. AR 630-10, AR 640-10, AR 600-200,

DA Pam 600-8.

Procedure

1. When a morning report entry indicates an
individual is AWOL., the reports clerk places a note
in the 31-day suspense file for the 9th day of
AWOL &8s s reminder to insure that the unit
commander notifies the individual's nearest rela-
tive not later than the 10th day of AWQL.

2. The control specialist flags the personnel
suspense card to prevent any favorable personnel
actions.

3. T'he records clerk receives & copy of the DA
Form 268 from the personnel action specialist,
places it in the 201 file and gives the file to the
Records Team Leader {RTL).

4. The RTL acts as custodian of the 201 file
pending fizal disposition.

a. Places a note in the 31-day suspense file for
the 30th day of AWOL as a reminder to prepare
DD Form 553 (Absentee Wanted by the Armed
Forces).

*%b. Places a note in the 31-day suspense file
for the 117th day of AWOL as reminder to close
out the records and forward them to The Adjutant
Genera] providing a report of return to military
control or confinement by civil authorities has
not. been received.

5. When a copy of the letter to the nearest
relative 1s received from the unit commander, the
RTL places it in the 201 file.

6. On the 30th day of AWOL, the RTL—

a. Prepares and distributes DI} Forms 553 in
accordance with instructions in AR 630-10.

(1) Insures that the complete distribution of
the forms is noted on the reverse of each
form prepared.

(2) Obtains the siguature of the Chief,
Records Unit on each form.

(3) Dispatches the forms not later than the 2d
workday after the date the individual is
dropped from the rolls of his organization
a8 a deserter.

b. Places 1 copy of the DD Form 553 in the 201
file to be retained with the records.

¢. Insures that the proper entry has been made
on the unit morning report by checking with the
reports clerk. Qualification

d. Makes an entry in the Record (DA
Form?0 ) dropping the individual as a deserter
(see AR 600-200),

% 7. On the 117th day of AWOL the RTL takes
action tu obtain the substentiating documents
which must sccompany the re¢ords to The Ad-
jutant General (see AR 630-10). Instructs the
records clerk to obtain the individual’s health and
dental records from the medical facility.

8. Upon receipt of the health and dental rec-
ords, and the substantiating documents to accom-
pany the records, the RTL forwards all the records
and documents to the outprocessing clerk.

9. Upon receipt of the records from the RTL,
the outprocessing clerk—

a. Qutprocesses the records in accordance with
Procedure 6-6.

*b. Prepares a letter of transmittal and dis-
patches the records to The Adjutant General,
ATTN: AGPO-XDA, Department of the Army,
Washington, D.C., 20315.

10. When an individual has been absent for less
than 30 days and is returned to his unit of assign-
ment—

a. The RTL returns the records to the records
clerk and destroys the notes in the 31-day suspense
file.

b. The records clerk makes the necessary entries
in thé service record and refiles the records.

w11. When an individual has been absent for
30 days or more but less than 119 days and 18
returned to military control, the RTL takes the
following action, as appropriate—

a. If the individual is reassigned to his previous
unit of assignment—

(1) Prepares DD Form 616 (Report of Return
of Absentee), obtains the signature of the
Chief, Records Unit, and dispatches the
forms to the recipients of the DD Forms
553, except that only 3 copies of the form
are forwarded to The Adjutant General.

(2) Returns the records to the records clerk
who follows the procedure in paragraph
10b.

8-45
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b. If the individual is not being returned to the
divisiop for final disposition, returns the records
to the records clerk with instructions to notify the
pay specialist, and initiate outprocessing proce-
dures in accordance with Procedure 6-5. Requests
the records clerk to prepare an Extract of the
Morning Report (DA Form 188) listing all morn-
ing report entries pertaining to the unauthorized
absence. (DA Form 188 is authenticated by the
Chief, Records Unit and forwarded with the 201
file to the commagnder who is to take final action to
dispose of the case.)

12. Upon receipt of information that an individ-
ual has been apprehended, and is not being re-

6-46

turned, and his records have been forwarded to
The Adjutant General, the RTL—

a. Prepares a letter informing the gaining com-
mander that the individual’s records should be
requested from The Adjutant General.

b. Has the letter signed by the Chief, Records
Unit, and dispatches it.

13. The sbove procedure does not spply to
soidiers serving on ACDUTRA who enter an
AWOL status. When a soldier serving on
ACDUTRA enters into an AWOL status, the
procedures outlined in AR 630~10 under the
paragraph heading “ACDUTRA Personnel in
AWOL Status” will be followed.
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PROCEDURE 6-24

PROCESSING REQUESTS FOR MILITARY IDENTIFICATION TAGS

References. AR 606-5; Procedure 11-4-2, AR
600-17; DA Pam 600-8.

Procedure

1. Upon receipt of a request for identifica-
tion tags from the unit (two blank tags are
attached to the request), the records clerk—

a. Verifies the information in the request
against the individual's 201 file.

AGO BE03A

b. Contacts the individual to resolve differ-
ences between information in the request and
the 201 file.

c. Initials the request to indicate that the

information in the request has been verified
against the 201 file.

2. Forwards the request together with the
blank tags to the Office Services Unit for em-
bossment and return to the unit. (Procedure
T-15).
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PROCEDURE 6-25

RECEIPT AND RECORDING OF ENLISTED CONDUCT AND EFFICIENCY RATINGS

wReferences, Procedure 11-4-1, AR 600-17;
AR 600-200; DA Pam 600-8,

Procedure

~ 1. Upon receipt of the Personnel Records
Branch copy of the Personnel Information Ros-
ter, from the personnel action specialist, the
records clerk—

a. Screens the remarks section of the roster
for conduct and/or efficiency ratings for indi-
viduals having changes in duty assignments
and/or supervisory changes.

wb. Enters the appropriate ratings in the
individual’s Qualification Record (DA Form
20).

¢. After the ratings have been entered, for-
wards the DA Forms 20 to the Records Team
Leader (RTL) to obtain the initials of the
Chief, Records Unit.

2. The records clerk prepares a DA Form
1049 (Personnel Action) (fig. 7-22.1, DA Pam
600-8) in 2 copies, requesting conduct and/or
efficiency ratings——

a. If the Personnel Information Roster indi-
cates changes which require conduct and/or
efficiency ratings, and no ratings are recorded.

b. Upon receipt of orders effecting discharge
and immediate reenlistment.

3. When paragraph 2 applies, the records
clerk-—

a. Forwards 1 copy of the DA Form 1049 to
the RTL for review,

b. Places 1 copy of the DA Form 1049 in the
31-day suspense file pending return of the re-
yuested ratings.

¢. Follows the procedure in paragraph 1b
and ¢ upon return of the DA Form 1049 {rom
the unit.

4. U'pon receipt of an order awarding the
Good Conduct Medal, the records clerk enters
the appropriate ratings in the DA Form 20
and forwards the record to the RTL, who gives
it to the Chief, Records Unit for review.

5. Upon receipt of an order indicating a
change in principal duty assignment, or reas-
signment of a commissioned or warrant officer,
the records clerk—

a. Requests the RTL to contact the appro-
priate personnel staff NCO and request a roster
of enlisted personnel supervised by the officer
and applicable ratings.

b. Follows the procedure in paragraph 1b
=nd ¢ upon receipt of the requested rouster.

6. tlpon receipt of the above mentioned docu-
ments from the records clerk, the RTL—

a. Signs DA Form 1049 for the Chief, Rec-
ords Unit and dispatches it to the unit.

#b. Rescinded.

AGO 58034



ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


AR 600-16

PROCEDURE 6&-26
IDENTIFICATION OF ENLISTED ALIEN PERSONNEL

References. AB6(X)..200,DA Pam 600-8.
Procedure

1. On the first workday of each month the reports
clerk—

a. Withdraws the file copy of the DA Form 1049
prepared for the previous month, for each unit,
listing the names of enlisted aliens, enlisted under
the authorities cited in AR 600-200,

b. Screens items 8, 9 and 18 of the Personnel
Buspense Cards (DA Form 2431) and posts gains,
losses, changes of assignment and duty MOS to
the DA Form 1(49.

c. Obtains the 201 file from the records clerk
and checks DA Form 20 for changes in the duty
poeition title,

d. Types 3 copies of & new DA Form 1049 (fig.
7-21.1, DA Pam 600-8) and addresses an envelope

to each unit commander and battalian S-2 con-
cerned.

¢. Withdraws 1 copy of the DA Form 1049
and places it in the 31-day suspense file for use in
preparing next month'’s report.

f. Forwards the origina! and duplicate copy
together with the envelopes and the work copies
of the old DA Form 1049 to the Reports Team
Leader.

2. Upon receipt of the documents from the
reports clerk, the Reports Team Leader—
a. Reviews, signs and dispatches the original
copies to the unit commander.
b. Assembles the carbon copy of each unit DA
Form 1049 by battalion.
(1) Prepares a division consolidated listing by
battalion using a new DA Form 1049.
(2) Dispatches the carbon copies (unit listings)
grouped by battalion to the battalion S-2.
(3) Signe and digpatches the consolidated
listing to the division G-2.
c. Destroys the old copiea of the DA Form 1049.
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PROCEDURE 6-27
PREPARATION OF TBE DAILY CONSOLIDATED STRENGTH REPORT

Reference. None.

Procedure

1. Upon receipt of the morning report (MR), the
reports clerk—

a. Processes the MR in accordance with Proce-
dure 6-14.

b. Assembles the reproduced copies of the MR
which have been retained for use in preparing the
daily Consolidated Strength Report (CSR).

¢. Prepares 2 copies of a CSR by transcribing the
strength totals for each unit from the MR onto a
preprinted form, using a separate set of forms for
each battalion and separate company. A sample
format is shown in figure 6-27.1 and may be modified
to meet local requirementa.

d. Enters the totals for each battalion and
separate company on the last line of the report.

e¢. Forwards the original copy of each battalion
and separate company report to the Reports Team
Leader for consolidation.

f. Retains the duplicate copy of each report as a
working file copy for 90 days, and destroys.

2. Upon receipt of the CSR's from the reports
clerks, the Reports Team Leader—

a. Reviews the reporta for completenees.

b. Prepares 3 copies of consolidated CSR for the
division by transcribing the totals for each battalion
and separate company onto the preprinted report
form (fig. 6-27.1).

¢. Enters the grand total for the division on the
last line of the consolidated report,

d. Forwards 1 copy of the consolidated report to
both the division AG and G-1.

e. Attaches 1 copy of the consolidated report to
the individual reports. Retains for 30 days, and
forwards to the Office Services Unit for filing.
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Figure 6-£7.1.
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PROCEDURE 6-28
PREPARATION OF THE OFFICERS STRENGTH REPORT BY BRANCH

Reference. None.

Procedure

1. The reports clerk prepares a daily Officers
Strength Report by Branch for each battalion
and separate company served by his composite
team. The report reflects the number of officers,
by branch, and warrent officers, by monitoring
branch, authorized and sssigned. Figure 6-28.1
is a suggested format and may be modified to
meet local requirements.

2. Upon receipt of the morning report, the
reports clerk—

a. Screens the remarks section and notes gains,
losaes, branch transfers, and changes in PMOS of
warrant, officers.

(1) Compiles all changes by battalion and
separate company.

(2) Adjusts the previous days report by
posting any changes.

b. Prepares the new report in 4 copies using the

posted previous days report as a worksheet.

¢. Forwards the original and 2 copies to the
Reports Team Leader.

(1) Retains 1 copy for reference and use as a
workshest.
{2) Destroys the previous days report.

3. Upon receipt of the Officers Strength Report
by Branch from the reports clerks, the Reports
Team Leader—

2. Reviews for completeness.

b. Assembles the reports by battalion and
ssparate company by numerical designation within
major subordinate command.

¢. Prepares 8 Memo Routing Slip (DD Form 85)
for transmittal.

(1) Forwards 1 copy to both the division
G-1 and AG.

(2) Retains | copy for 30 daeys then forwards
it to the central files in the Office Service
Unit.
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* Figure 6-28.1.
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PROCEDURE 6-29
PREPARATION OF MONTHLY OFFICERS ROSTER

Reference. Local directives.

Procedure

1. Upon receipt of information, e.g., copy of
orders or 8 morning report entry, which causes &
change to the Monthly Officers Roster (MOR), the
reports clerk—

a. Posts the new information to the “working
copy”’ of the previous month’s MOR.

b. If necessary to obtain additional information,
1.e., an office or quarters telephone number, quarters
address, ete., contsacts the appropriate personnel
staffl NCO and requests that he obtain the in-
formation.

¢. Posts the requested information when received.

2. On a predesignated cutoff date, the reports
clerk—

a. Prepares a new officers roster (a suggested
format is shown in fig. 6-29.1) using the information

on the posted up-to-date working copy of the
previous month’'s MOR. (The MOR is prepared
on stencil to facilitate duplication.)

b. Proofreads the new MOR against the working
copy of the old MOR.

¢. Forwards the stencil{s) to the Reports Team
Leader for review.

3. Upon receipt of the stencils from the reports
clerk, the Reports Team Leader—

a. Collects and collates the stencils, insuring that
all have been received for the division.

b. Reviews the stencils for correctness and
completeness.

c. Prepares a stenct! for the MOR cover sheet.

d. Numbers the pages.

e. Prepares 8 DD Form 844 (Requisition for
Local Dupheating Service).

f. Forwards the stencils and the DD Form 844
to the Office Serviees Unit for duplication and
distribution.
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Figure 6-28.1.

-609 AV


ZapataMP
Pencil

ZapataMP
Pencil


AR 6800-16

PROCEDURE 6-30
PREPARATION OF EDUCATIONAL LEVEL SURVEY

Reference. AR 621-5.

Procedure

1. Upon notification from the Reports Team
Leader to prepare an Educational Level Survey,
the reports clerk coordinates the preparation of the
report with the verification of the monthly personnel
roster (DPU) (Procedure 6-16). A suggested
formst for this report is shown in figure 6-30.1 and
may be modified to meet local requirements,

a. Screens item 16, DA Form 66 and item33,
DA Form 20, and enters the educational level
beside each name on the rosters. (The copy of
the ‘DPU roster that is to be retained as the working
copy i8 used for this purpose.)

b. Completes the survey by adding the numbers of
individuals in the various levels of education, and
posting them to s worksheet (fig. 6-30.1).

¢. Using the posted worksheet, prepares 3 copies
of an Educational Level Survey for each unit.

¢. Forwards all copies of the survey to the Reports
Team leader, and retains the worksheet for ref-
erence.

2. Upon receipt of the unit surveys from the
reports clerks, the Reports Team Leader—

a. Reviews the surveys for completeness.

b. Attaches a memo routing ship marked for
“information” to the original copy of each unit

survey, and dispatches to the unit commanders
concerned.

c. Prepares 3 copies of an Educational Level
Survey for each battalion by totaling the unit
survey figures and entering them on a new survey
form.

d. Attaches a memo routing slip marked for
“information” to the original copy of each battalion
survey and 1 copy of the appropriate unit surveys,
and dispatches to the battalion commanders
concerned,

e. Prepares 2 copies of an Educational Level
Survey for the division by totaling the battalion
and separate company figures and entering them
on 8 mew survey form..

J. Attaches 8 memo routing slip marked for
“information’ to the original copy of the division
survey and 1 copy of each battalion and separate
company survey, snd dispatches to the division
G-~1.

g. Attaches the duplicate copy of the division
survey to the remaining copy of the battalion and
unit surveys and forwards to the central files in
the Office Services Unit.

3. When punched card machines are available
information to prepare the Educational Level
Survey is available in the Personnel Qualifications
Roster.


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


EDUCATIONAL LEVEL SURVEY

{Unit)
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EDUCATIONAL LEVEL

NUMBER OF PERSONNEL

WARRANT
OFFICERS { OFFICERS

_ENLTSTED

B~ - B9} E~1 - E-3)

TOTAL

Eighth Grade -~ Not Completed
High School - Not Completed
College - below 2 years
College - 2 to 4 years
College Graduates ,

TOTAL

REMARKS:

Figure 6-30.1,


ZapataMP
Pencil


wAPPENDIX 6-1
PROCEDURAL INTERACTION CHART

C 1, AR 600-16

Personnel Personnel Military Offioe
Management Action Pay Branch Bervices General
Branch Branch Unit
3-5 41 5-1 7-2 Appendix 2-1
3-6 44 54 74 Appendix 2-I1
3-7 46 *6-1 7-7
3-8 4-10 *6-2 7-8
3-29 4-14 *6—4 78
3-36 4-15 *65-22 7-11
4-16 7-13
4-17 7-14
4-18 7-15
421
4-22
4-26
4-27

*These prooedures are contained in DA Pam 600-8.
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CHAPTER 7
OFFICE SERVICES UNIT

Section I.

7-1. Discussion. a. The Office Services Unit is
designed to provide routine administrative support
for the Personnel Service Division. This activity is
not intended to provide total administration support
but exists to lessen the impact of routine adminis-
tration on the operating elements of the Personnel
Service Division.

b. Many of the functions found in the Office
Services Unit are closely related to those functions
of the AG Administrative Services Division. Every
effort must be made to avoid a misunderstanding of
responsibilities. Such functional areas ‘as records

GENERAL

administration, reports contrel, and publications
control for the command are the responsibility of
the Administrative Services Division. The Office
Services Unit should be properly identified as &
supporting element of the Personnel Service Divi-
sion and not of the division headquarters.

¢. A Procedural Interaction Chart (app. 7-1)
lists the procedures containgd in the other chapters
of this regulation which affect the Office Services
Unit. It does not include the routine transmittal
of correspondence.

Section [I. MAIL AND DISTRIBUTION

7-2. Responsibilities. a. The Office Services
Unit should be responsible for the mail and dis-
tribution function of the Personnel Service Division.
This will include receiving and internslly routing
all classified and unclassified mail, including elee-
trically transmitted messages, correspondence and
publications, and the dispatch of such mail to the
divisional units and/or the Mail Distribution Cen-
ter, AG Administrative Services Division.

b. A messenger service should be provided to
facilitate communications between the Personnel
Service Division apd the divisional units and is
discusced in section III. Most of the mail flowing
between the composite teams and the personnel
stafl NCO’s can be picked up and delivered without
sorting in the Office Services Unit. This should be
accomplished through the use of special mail pouches
provided for this service. Certain documents which
originate in the Office Services Unit, e.g., copies of
special orders, should be included in the runs to

the personnel staff NCO’s. The Message Center
should clearly identify the unit designation on all
such mail so that the messengers can insert it in the
correct mail pouch.

c. All incoming mail received from the Mail Dis-
tribution Center, AG Administrative Services Divi-
sion, should be sorted by the Message Center clerks.
These clerks must be thoroughly familiar with the
functions of the branches and composite teams of
the Personnel Service Divigion so that sorting of
incoming mail can be accomplished in a routine and
expeditious manner. Whether the mail should be
sorted for the composite teams or merely by branch
will depend upon the internal routing scheme being
used by the Personnel Service Division. An internal
messenger service to the branches and composite
teams may or may not be provided, depending upon
the resources and needs of the Personnel Service
Division.

7-1
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Section IIl. MESSENGER SERVICES

A7-8. Service to divisional units. In order to
provide timely service to the divisional units, the
Personnel Service Division should employ a direct
messenger service on a regularly scheduled basis.
The Office Services Unit should provide this service
between the personnel service and the battalion and
brigade personnel staff NCO’s in the division. The
approach to this service should be based on the
concept that the Personnel Service Division is
servicing organization and the delivery of mail
between the serviced unit and the Personnel Service
Division should take into consideration the needs of
the unit. For example, copies of orders reflecting
changes in personnel status occuring on a particular
day are needed for preparation of the morning report
the following morning. Therefore & messenger run
should be scheduled to leave the Office Services Unit
immediately after final distribution of the special
orders. The frequency of the messenger runs will be
predicated upon the geograpbical location of the
various divisional units, but at least one run should
be scheduled for each morning and each afternoon
where possible.

7—4. Service within the Personnel Service
Divigion. a. At the time an internal routing scheme
is being devised, the practicality of establishing an
internal messenger service within the Personnel

Service Division should be considered. The alterna-
tives will be affected by the internal routing schemes
sclected for the Personnel Serviee Division. Regular
messenger service can be provided by the Office
Services Unit to include a stop at each branch and
composite team in the Personnel Service Division.
This system would require a central receipt and
delivery point at each composite team. Further
distribution within the composite team would be a
duty assigned to a designated tean member. The
delivery of mail between the branch and its func-
tional teams would be included, but delivery from
the Office Services Unit directly to the composite
teams would depend on the internal routing scheme.
This internal messenger run could also be integrated
with the messenger run to the divisional units,
provided the geographical layout and time limita-
tions do not prohibit it.

b. The alternative to an internal messenger service
is to charge each branch with the responsibility for
picking up from and delivering to the Office Services
Unit. This, in turn, would require the branches to
provide for the fiow of mail between the branch and
composite teams. The composite teams could
pick up from and deliver to either the Officer Services
Unit or the branch, depending on which internal
routing scheme is in effect.

Section IV. CENTRAL FILES

7=5. General. a. The Personnel Service Division
will be designated as an office of record for the divi-
sion headquarters to the extent determined by the
local files plan. Correspondence of interest to more
then ope staff division will be generated by the
Chief of the Personuel Service Division in hiscapacity
as a member of the division adjutant general’s staff.
The record copy of such correspondence properly
belongs with the headquarters central records files
and would be filed in the office designated by the
headquarters files plan.

b. The Office Services Unit centrally files record
documents {other than documents to be filed in
Military Personnel Records) for the Personnel Serv-
ice Division. These files include, but are not limited
to, a record set of special and letter orders and a

-2

publications reference file. The file containers
ghould each have a File Charge-Out Card (DA Form
1615) in open view and readily accessible to facilitate
the control of reference publications. Each file
container should be accessible only through the
services of a member of the Office Services Unit.

¢. Personnel of the Office Services Unit should be
designated to assist elements of the Personnel
Service Division during the period that files cutoff
is being accomplished. This assistance will be
required principally for the identification of ac-
cumulated and unidentified files and for determining
the disposition of files on the schedule. Technical
assistance for records disposition should be furnisbed
by the Division Records Management Officer.
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Section V. DUPLICATING SERVICES

7-6. General. a. Within the Office Services
Unit duplicating machines have been provided for
the purpose of reproducing all publications, direc-
tives, authorized internal blank forms and other
requested material. A mimeograph machine will
serve to reproduce normal daily publications such
as special orders. A copying machine should be

Section VI.

7-7. Preparation and control. a. Overall control
of orders preparation has been vested in the Office
Services Unit. It will be the responsibility of this
unit to maintain the necessary controls for the
receipt, preparation, and disposition of all special
and letter orders prepared within the division.
Provisions of AR 380-44 apply when mechanical
writing equipment is used for vrders preparation.

b. The Office Services Unit will receive requests
for orders (DA Form 2446-R) from commanders
within the division who are authorized to approve
the order requested. Subsequently, the request for
orders will be routed to the branch having functional
responsibility for the type of action to be accom-
plished by the order. For example, a request for
orders establishing a board of officers will be routed
to the Personnel Action Branch; a request for orders
involving & reassignment will be routed to the
Personnel Msanagement Branch, ete. Requests for

obtained and made available for general copy
work.

b. Reproduction facilities in the Personnpel Serv-
ice Division are for the support of that division
only. The Administrative Services Division of
the Adjutant General Section performs reproduction
work for other elements of the division head-
guarters,

ORDERS

orders will also originate within the branches of the
Personnel Service Division.

¢. One individual, normally an administrative
specialist, should be designated to supervise the
preparation and distribution of orders. It will be
his responsibility to receive the request for orders,
provide for the manual or machine preparation of
the order, and forward to the duplicating area for
final reproduction.

d. The Office Services Unit is responsible for
coordinating with the Machine Processing Unit to
effect machine preparation of orders. Essentially,
this will be accomplished in the same fashion as the
manual preparation of orders, the only exception
being that of forwarding the request for orders to
the Machine Processing Unit to prepare the stencil.
Two additionsl clerk-typists should be authorized
for the preparation of orders when automatic
typewriters are not available.

Section VII. PUBLICATIONS AND FORMS

7-8. Responsibility. The Office Services Unit is
responsible for requisitioning and maintaining a
stock of blank forms, and the preparation of req-
uisitions for publications for use within the Personnel
Service Division. An area of primary importance
is the necessity for insuring the availability of blank

forms and the adequacy of storage space. To
insure that sufficient copies are available for usage a
30-day stock level should be maintained. New or
revised local forms require approval of the local
forms management officer.

Section VIII. SUPPLY AND MAINTENANCE

7-9. Responsibility. a. The Office Services Unit's
responsibility for supply and maintenance includes—
(1) Procurement of expendable and non-
expendable supplies and equipment.
{2) Maintenance of records to include location
of nonexpendable supplies and equipment.
(3) Periodic physical inventories.

(4) Safeguards to insure against loss and
misuse of property.
(5) Turn-in of surplus and unserviceable propw.
erty.
b. Normally the Chief, Personnel Service Divigion
will designate the Chief, Administrative Machine
Branch, as the responsible person for assuring
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informal accountability of property. The Chief,
Administrative Machine Branch should control the
issue of property to the branch chiefs within the
Personnel Service Division by requiring these chiefs
to sign for the property issued to their branches.
Property issued to the branch chiefs should be
further receipted to the senior NCO in each com-
posite team. Hand-receipt files in duplicate should
be established by the Chief, Administrative Machine
B-anch, for each user to whom he has issued prop-
er y. The original of each file will be in the posses-
sion of the Chief, Administrative Machine Branch,
and the duplicate in possession of the user. As a
minimum each file will consist of the following:
(1) A folder clearly identifying the user and
hand-receipt file number.
(2) Hand-receipts listing items for which
direct responsibility has been fixed.

Section IX.

7-10. General. a. The Personne! Service Divi-
sion will prepare a number of recurring personnel
type reports, The administrative control of these
reports will be the responsibility of the Office
Services Unmit. In addition to personnel-type re-
ports, the Office Services Unit will be responsible
also for monitoring all other recurring reports. This
section and the procedures contained in other
chépters of this regulation, provide guidance only
for those recurring reports which pertain to per-
sonnel support.

b. Requests for reports will be initially referred
to the Reports Team Leader in the Personnel
Records Branch. The Office Services Unit will act
on a request for a report after the request has been
approved as feasible by the appropriate branch
chief. The Office Services Unit is the focal point for
reports control within the Personnel Service Divi-
sion. Final approval of the report and the assign-
ment of & reports control symbol is the responsibility
of the division stafl exercising reports control
authority for the division headquarters.

¢. The reports control clerk of the Office Services
Unit will maintain a master reports register listing
all recurring reports prepared by the Personnel
Service Division. A sample register is included as
Appendix 7-11.  An extract of those reports per-
taining to a particular branch will be prepared by
the reports control clerk and furnished to the branch.
The branches are responsible for maintaining their
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¢. Expendable housekeeping and office supplies
need not be accounted for, however, the Chief,
Administrative Machine Branch, may maintain an
informal record of issues to assist in determining
amounts to be requisitioned. Requisiions will be
submitted on DA Form 2496 to the AG Administra-
tive Services Division or Administrative Company
as applicable.

d. One individual within the Office Services Unit
should be charged with the responsibility of con-
ducting routine inspections of the office facilities,
the TA, and the TOE equipment on a periodic
basis. He should be designated as the contact for
requesting maintenance service from the appro-
priate technical service, making the request either
by telephone or by submitting 8 DA Form 2407
(Maintenance Request), and insuring followup
action as required (see Procedures 7-11 and 7-12).

REPORTS

copies of the register and forwarding any changes
in reporting requirements to the reports control
clerk. The branches are responsible also for
coordinating and consolidating reports, and estab-
lishing report preparation procedures among the
composite teams. Reports prepared by the branch
will be reviewed for accuracy and content and signed
by the branch chief. An extra copy of each report
will be prepared for the Personnel Service Division
Central Files. Reference file copies may be retained
in the branch and/or composite teams.

d. In addition to & master reports register the
reporte control clerk will maintain a suspense
control gystem for all recurring reports. From
information in the suspense file and the master
register, the reports control clerk will establish
suspense dates, which will be forwarded to the
branch responsible for preparing the report (fig.
7-14.1). Branches will be responsible for main-
taining their own control system and for suspense
dates for their functional team. Daily reports, e g.,
the Consolidsted Strength Report, which are a part
of the normal routine, are an exception to this
control and do not require notification of submission
and suspense dates once the report has been estab-
lished. Procedure 7-14 outlines the steps to be
followed by the reports control clerk for controlling
recurring reports. Procedures for preparing an
individual report are contained in the chapter
pertaining to the branch concerned.
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PROCEDURE 7-1
SORTING OF INCOMING MAIL

References. AR 65-75, AR 341-1, AR 341-10,
AR 341-50.

Procedure

1. Upon receipt of incoming mail from the divi-
sional units or the Mail Distribution Center, AG
Administrative Services Division, the Message Cen-
ter clerk—

a. Sorts the mail into controlled and routine mail.

b. Refers uncommon mail to the administrative
supervisor in the Administrative Machine Branch
for a determination of the action branch.

c. Prepares a DA Form 2445 (Mail Control
Record) for mail received from the divisional units
which requires priority action.

d. Removes a copy of the DA Form 2445 from
mail when the Mail Distribution Center, AG Admin-
istrative Services Division has established a sus-

pense date.

e. Handles incoming registered, certified and
numbered insured mail in accordance with section
III, AR 65-75.

f. Places routine mail into the racks for the action
branches of the Personnel Service Division.

g- Reproduces sufficient copies of mail requiring
simultaneous action within more than one branch or
composite team.

h. Prepares a DA Form 187 (Missent Slip) for
mail that does not pertain to the Personnel Service
Division and places the mail, with the slip attached,
in the outgoing mail rack.

2. Upon receipt of an article of mail requiring
priority handling, the Message Center clerk—
a. Notifies the supervisor of the branch concerned.

b. Delivers the article of mail to the branch or
gives it to a branch representative when he arrives.
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PROCEDURE 7-2
CONTROL OF SUSPENSE MAIL

Reference. AR 34i-1.

Procedure

1. The Message Center clerk receives the follow-
ing types of mail which require control:

a. Correspondence bearing a suspense date within
its contents.

b. Action copies of electrically transmitted mes-
sages.

c. Other selected categories of mail established by
policy to warrant priority action, e.g., congressional
inquiries, correspondence or circulars emanating
from higher headquarters, and certain correspond-
ence from civilian officials.

d. Correspondence from divisionsl units in which
commanders have reqguested priority gction or
reflected a sense of urgency. This type of corre-
spondence will require the preparation of a DA
Form 2445 (Mail Control Record) and processing as
discussed in paragraph 2.

2. Upon receipt of any of the above types of mail
from divisional units or the Mail Distribution Cen-
ter, AG Administrative Services Division, which has
a DA Form 2445 attached, the Message Center
clerk—

a. Determines the branch which will prepare the
reply.

b. Enters the branch designation on the DA Form
2445.

(1) Detaches a copy of the DA Form 2445 and
places it in the suspense control file for
the suspense date.

(2} Torwards the correspondence and attached
DA Form 2445 to the action branch.

3. Upon receipt of the correspondence, the chief
NCO of the branch—

a. Determines the composite team member who
who will prepare the draft reply.

b. Notes the designation on the DA Form 2445.

¢. Removes I copy of the DA Form 2445 and
places it in the branch suspense file.

d. Forwards the correspondence and remaining
copies of the DA Form 2445 to the composite team
member who will prepare the reply.

4. The chief NCO of the branch screens the
suspense control file each day to control suspense
vuses distributed to the composite teams.
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5. If the action cannot be completed by the
suspense date, the individual preparing the draft
reply—

a. Contacts the chief NCO as soon as it is apparent
that he cannot meet the suspense date.

b. Explains to the chief NCO his reasons for
failure to meet the suspense date and requests a
new suspense date.

6. Upon receipt of notice that a suspense date
cannot be met, the chief NCO—

a. Determines & new suspense date.

b. Notifies the Message Center clerk of the reasons
for not meeting the suspense date and requests an
extension of the old suspense date.

7. Upon receiving a request for an extension of a
suspense date, the Message Center clerk—-

a. Requests approval of the extended suspense
date from the Mail Distribution Center, AG
Administrative Services Division giving the reasons
therefor; or refers requests on cases included in
paragraph 1d to the administrative supervisor.

b. Notifies the chief NCO of the branch concerned
of the new suspense date.

¢. Refiles the DA Form 2445 in the suspense
control file for the new suspense date.

8. The Message Center clerk screens the suspense
conirol file each day and checks with the chief
NCO of the appropriate branch regarding the
status of replies suspended for the current day.

9. Upon receipt of the drafted reply with the DA
Form 2445 to the basic correspondence, the chief
NCO of the branch—

a. Reviews the draft for correctness and com-
pleteness,

b. Has the draft completed in final form.

¢. Withdraws the suspense copy of the DA
Form 2445 branch suspense control file and destroys
it.

d. Forwards the correspondence and attached
DA Form 2445 to the Message Center clerk.

10. Upon receipt of the correspondence and DA
Form 2445, the Message Center clerk—

a. Removes the DA Form 2445 from the suspense
control file and destroys it.

b. Forwards the correspondence to the unit
concerned or to the Mail Distribution Center, AG
Administrative Services Division.
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PROCEDURE 7-3
FILING OF UNCLASSIFIED MATERIAL

Reference. AR 345-210.

Procedure

1. Upon receipt of correspondence to be filed,
the administrative message clerk—

a. Reviews each piece of correspondence, de-
termines the appropriate file classification and
- affixes the file number in accordance with the
Functional Files System (AR 345-210).

b. Places the file classification in the right margin
of the paper, exercising caution not to obliterate
sny other markings.

¢. Assembles papers in top to bottom order in
one of the following methods:

(1) Under date of basic paper.
(2) Under date of latest action.

d. Checks to insure that all papers which should
be included to complete ihe record are attached
and are in proper sequence.

e. Discards unnecessary documents such as en-
velopes, routing slips and extra copies,

f. Uses DA Form 1614 (Consolidated Cross-
Reference Sheet or List of Papers) for cross-
references.

¢. Places correspondence in the folder corre-
sponding to the file classification insuring that each
piece is in chronological order.

-7
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AR 600-16

PROCEDURE 7-4
RECORDS DISPOSITION

Reference. AR 345-215.

Procedure

1. At a time designated by the records disposition
officer, the administrative specialist—

a. Prepares 2 copies of DA Form 2496 requesting
each of the branch chiefs to review his files and
withdraw files requiring disposition in accordance
with the records disposition schedule.

b. Reviews those files located in the Central Files
ares in accordance with the same directive.

2. Accumulstes &l files received from the branches
and withdrawn from the Central Files. Separates
the files into two distinct groupings; those requiring

7-8

transfer to the records holding area and those re-
quiring destruction:

a. Destroys those files eligible for destruction in
gccordance with Army regulations and local direc-
tives.

b. Transfers those files requiring transfer to a
records holding area in accordance with local
directives.

(1) Prepares 4 copies of DA FFarm 2172 (Rec-
ords Shipment List) and refers to AR 345~
215 for packing and shipping procedures.

(2) Retains 1 copy of the DA Form 2172 for
file.
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AR 600-16

PROCEDURE 7-5
PREPARATION OF ORDERS

References. AR 310-10, AR 380—44(S); Procedures
9-5-1, 11-56—4, AR 600-17.

Procedure

1. Upon receipt of a Request for Orders (DA Form
2446-R), the administrative specialist—

a. Reviews the request for completeness and
accuracy, and insures that the correct transaction
code has been assigned and that the request is
properly authenticated.

b. Determines the priority of the request.

¢. Completes the orders control sheet by entering
the paragraph number; name of the individusl, to
include unit of assignment; and transaction code.
Figure 7-5.1 is a suggested format and may be
modified to meet local requirements.

d. Annotates the request with the date, paragraph
and order number.

e. Assembles sufficient paragraphs for an extract
and gives the requests to a clerk-typist or, when
mechanical typewriting equipment is available hand-
carries the requests to the Machine Processing Unit.
{When a request is of such priority as to warrant
immediate publication, the paragraph is published
as 8 separate extract.)

2. Upon return of the orders requests together
with the completed stencil{s), the administrative
specialigt—

a. Completes the “From Typ/MPU” column of
the orders contro! sheet.

b. Reviews the extract for accuracy and format,
and insures that each individual's name appearing
on an order request is accounted for on the extract.

¢. Prepares 1 copy of a Requisition for Local
Duplicating Service (DI} Form 844).

d. Takes the extract to the Chief, Administrative
Machine Branch for authentication.

¢. Delivers the completed extract and the request
for duplicating service to the reproduction area.

3. When the last paragraph has been assigned to
an order, the administrative specialist completes
the orders control sheet to indicate the inclusive
paragraphs contained in the consolidated order.
Posts the paragraph number of each paragraph
assigned a security classification:

a. Files the request for orders for reference, or
forwards them to the central files for filing.

b. Furnishes information, when requested, con-
cerning the publication of orders, by referring to
the completed orders control sheet.

4. Orders containing classified security informa-

tion should be prepared on a standard (manual)
typewniter.
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ORDERS CONTROL SHEET
HEADQU ARTERS

99th Inf Div, Ft Miller, Utsah

Page 12 of 12 Pages

ORDERS NR_130, DATED_8 Sept 62 INCLUSIVE PARA: _1  THROUGH_65 CLASSIFIED PARA: __8 and 43

PAR C TO FROM TC

NR NAME AND UNIT NR | TYP/MPU TYP/MFU EEI;U REMARKS
/65') BROWN, L. C. B-50|350] 4 o o

€3] HENRY, B. E. A-327 120 o v

@ BELLOWS, R. A. C - 187 | 120 e d

65 | JAMES, N. G. B - 506 | 310 ~

65 | RIVERS, E, R, B-- 506 | 310 'd

(&> | ParKs, F. R. B - 506 | 310 v

Mgure 7-5.1.

91-009 UV
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PROCEDURE 7-8
PREPARATION OF EXTRACTS OF DEPARTMENT OF THE ARMY SPECIAL ORDERS

Reference. AR 310-10.

Procedure

1. Upon receipt of Department of the Army
Special Orders, the administrative specialist—

a. Screens the orders in detail to determine if
they pertain to any personnel assigmed to the
division.

b. Annotates the name of each individual so
identified with a checkmark.

¢. Forwards the annotated DASO to a clerk-
typist with instructions to prepare the extract.

% d. Takes & copy of the DASO wo the postal
loentor {provided the QST does not maintain a

locator file) to screen the names in those para-
graphs which do not include 2 unit designation.

e. Follows the procedure in & and ¢ above if
additional names are identified.

2. Upon return of the typed extract the admin-
istrative specialist—

a. Reviews foraccuracy.

b. Tokes the completed extract to the Chief, Ad-
ministrative Machine Branehi for authentication.

¢. Prepares 1 copy of DD Form 844 (Requisition
for Local Duplicating Service).

d. Forwaids the completed stencil and the DD
Form 844 1o the duplication area {or reproduction,
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AR 600-16

PROCEDURE 17-7
INFORMAL ROUTING AND REQUISITIONING OF ADMINISTRATIVE PUBLICATIONS

Reference. DA Pam 310-1.

Procedure

1. Upon receipt of an initial distribution of
administrative publications from the Publications
Supply Point, the administrative specialist—

a. Withdraws 1 copy of each new publication
for routing to the Chief, Personnel Service Divi-
sion, branch chiefs, and the Chief, Machine Proc-
essing Unit.

b. Places all the copies to be routed in a U.S.
Government Messenger Envelope (SF 65).

¢. Prepares an internal routing slip containing

7-12

the statement : “Initial Distribution—Individuals
desiring copies indicate name and number of copies
desired on the reverse of this form.”

d. Dispatches the envelope to the first addressee
on the routing slip.

2, When the routing has been completed and
the publications are returned, the administrative
specialist—

a. Checks the internal routing slip and compiles
a list of persons requiring copies and the number of
copies desired.

b. Prepares a requisition as prescribed in Proce-
dure 7-8.
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PROCEDURE 7-8

PREPARATION OF REQUISITION FOR ADMINISTRATIVE PUBLICATIONS
AND BLANK FORMS

References. DA Pams in the 310-series.

Procedure

1. After a blank forms usage factor has been
determined, the administrative specialist routinely,
on a designated date during each month, prepares
a requisition to replace blank forms used by the
Personnel Service Division since submission of
the last blank forms requisition. In addition, the
administrative specialist requisitions administrative
publications based on the requirements indicated
on the routing slip discussed in Procedure 7-7.
Requisitions for administrative publications and
blank forms are prepared and submitted in ac-

cordance with the schedule contained in local
directives governing requisitioning procedure.

2. After a requisition has been prepared, the
administrative specialist forwards 2 copies to the
AG Administrative Services Division for consolida-
tion with requisitions submitted by other elements
of the division. Retains 1 copy of the requisition
for reference.

3. Upon receipt of the filled requisition, the
administrative specialist makes distribution of the
administrative publications to the requestors and
replaces the used blank forms with the new stock.
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PROCEDURE 7-9
PREPARATION OF REQUEST FOR NONEXPENDABLE SUPPLIES

Reference. AR 735-35.

Procedure

1. Upon receipt of an informal written request
from a branch chief; the Chief, Machine Processing
Unit; or the senior NCO in a composite team, the
administrative specialist—

a. Reviews the request sgainst the TOE, TA or
other operating allowance to insure that the items
requested are authorized,

b. Reviews the hand-receipt file and determines
the amount on hand.

(1) If the items requested exceed the operating
allowance. checks with each branch chief
to insure that full utilization is being made
of those items already issued.

(2) If the item requested is within the operating
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allowance, prepares a requisition as indi-
cated in ¢ below.

c. Prepares an original and 2 copies of DA FForm
2496 (Disposition Form) requesting issue of the
items required. Includes the following information
in the request.

(1} Federal supply number (if applicable).
{2) Item description.

(3) Uuit.

(4) Amount.

{d) Authority.

d. Retains 1 copy for file and forwards the original
and 1 copy to the AG Admimstrative Services
Division.

2. Items received as a result of the request are
issued as prescribed in Procedure 7-10.
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PROCEDURE 7-10
ISSUE OF NONEXPENDABLE SUPPLIES AND EQUIPMENT

Reference. AR 735-35.

Procedure

1. Upon receipt of item to be issued from the
property officer, the administrative specialist—

a. Checks the file copy of DA Form 2496 re-
ceived {rom the requestor to determine the place of
issue.

b. Contacts the requestor and advises that the
item is available for issue.

c. Prepares DA Form 2062 (Hand Receipt) in
duplicate, completing the following:

(1) Stock number.
(2) Item description.

(3) Total allowance for hand receipt.
(4) Cwrent operating allowance for hand
receipt.

2. When the recipient arrives to receive the item
of issue, the administrative specialist—

a. Obtains the recipient’s signature, in the column
which indicates the quantity issued, on both copies
of the DA Form 2062.

b. Issues the item of supply and furnishes the
recipient with the duplicate copy of the DA Form
2062.

¢. Files the original copy of the DA Form 2062
in the Hand Receipt Card File.
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AR 800-16

PROCEDURE 7-11
INFORMAL INSPECTION OF TABLE OF ALLOWANCE AND TOE EQUIPMENT

Reference. AR 735-35.

Procedure

1. At s time designated by the Chief, Adminis-
trative Machine Branch, the administrative spe-
cialist—

a. Obtains the hand receipt file for the items
issued to clements of the Personnel Service Division.

b. Goes to the area where the property is phys-
ically located and advises the responsible officer or
NCO that sn inventory snd inspection of the prop-
erty for which he is charged is to be conducted.

c. inventories the property according to the
nomenclature and quantities indicated on the hand
receipts and concurrently inspects the physical
condition of the property.

(1) Insures that documentation is produced to
substantiate the alsence of property, or to
reconcile differences in quantities.
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(2) Inspects all items to insure proper first
echelon maintenance, weorking condition,
and serviceability.

(3) Advises on procedures for obtaining minor
repairs of property and indicates main-
tenance deficiencies to the responsible
individual.

d. Reviews the current TOE and TA authoriza-
tion and the current operating allowance following
the inspection.

2. The Chief, Administrative Machine Branch,
should be furnished an informal written report of
the results of the inspection. The administrative
specialist prepares 8 memorandum to the Chief,
Administrative Machine Branch, indicating--

a. The general condition of the property in
the PSD.

h. Deficiencies
maintenance.

noted in individual property
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PROCEDURE 7-12
INFORMAL INSPECTION OF FACILITIES

Reference. None.

Procedure

1. At a time designated by the Chief, Administra-
tive Machine Branch, a routine inspection of the
office facilities within the Personne! Service Division
will be made. The Administrative specialist—

a. Proceeds to each area occupied by the Person-
nel Service Division and appraises the office facil-
ities.

(1) Examines each item in regard to first
echelon maintenance, serviceability, and
proper working condition.

(2) Makes notes on those items in need of
repair.

b. Returns to the Officer Services Unit and pre-
pares & meaintenance Request (DA Form 2407) for
those items in need of repair.

(1) Types, on DA From 2496, the results of
the inspection and action taken, and for-
wards to the Chief, Administrative Machine
Branch.

(2) Prepares an informal note as a reminder to
repeat the inspection on a subsequent date.

(3) Places note in suspense file.
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PROCEDURE 7-13
PREPARATION OF EXTRACT OF MORNING REPORTS

References. AR 33560, AR 630-10, DA Pam
600-8.

Procedure

1. Upon reeeipt of a request for an Extract Copy
of Morning Report (DA Form 188), the administra-
tive specialist—

a. Requests the pertinent morning report(s) {(MR)

from either the Central Files, reports clerk, or the
Machine Processing Unit.

b. Instructs a clerk-typist to—
{1) Prepare DA Form 188 {fig. 1, AR 630-10)
in the requested number of copies.
{2) Prepare an indorsement to the request. if
appropriate, and an envelope for the pro-

tection of the extract while in distribution
channels,
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2. Upon receipt of the typed correspondence from
the clerk-typist, the Administrative specialist-—

a. Reviews for correctness and completeness.

b. Obiains the signature of the Chief, Administra-
tive Machine Branch on the correspondence and
all copies of the extract.

¢. Dispatches the DA Form 188 and the return
indotsement.

d. Returns the MR’s and s copy of the indorse-
ment to the appropriate files.

3. Upon receipt of a priority request (Procedure
6-22) from a records clerk for an extract copy of a
MR, the Administrative specialist—

a. Follows the procedure in paragraphs la through
2b. except that a return indorsement is not required.

b. Forwards the extract direct to the records clerk
concerned and returns the MR's to the appropriate
files.
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PROCEDURE 7-14
CONTROL OF RECURRING AND SPECIAL REPORTS

Reference. AR 335-15.

Procedure

1. The administrative specialist screens the reports
control suspense file once monthly and—

a. Determines the suspense dates for the reports
which must be prepared during the current month.

b. Prepares a Disposition Form (DA Form 24496)
(fg. 7-14.1) to notify the chief NCO of the hranch
responsible for preparing the report.

¢. Dispatches the notice to the appropriate branch
and places a copy in the 31-day suspense file.

2. Upon receipt of a notice that a report is to be
prepared, the chief NCO of the branch—

a. Determines 4 suspense date for the composite
teams by which they must furnish the report or
furnish information on which to base the report.

b. Notifies the appropriate composite team mem-
ber of the suspense date and the information
required.

¢. Places the notice in the 31-day suspense file
for the suspense date.

3. Upon reeipt of the completed report or infor-
mation which must be consolidated to prepare the
report, the chief NCO of the branch—

a. Checks the report for completeness and
accuracy or consolidates the information, drafts the
report, and gives the draft to a clerk-typist for
typing.

b. Obtains the necessary signutures.

c. Withdraws a reference file copy, as necessary.

d. Removes the suspense notice from the 31-day
suspense file and destroys it.

e. Forwards the completed report to the Office
Services Unit.

4. Upon receipt of the completed report from the
branch NCO, the administrative specialist—

a. Reviews for completeness and insures that
the report is properly authenticated.

b. Removes the suspense copy of the DA Form
2406 from the 31-day suspense file and destroys it.

c. Dicnatches the report to the addressee.
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(AR 340-13)

OFFICE $YMBOL OR FILE REFERENCEK

SUBJECT

Notification of Report Suspense Date

To Ch, Records NCO
Personnel Records Branch

3 1
Faou Of"ice Services Unit pATE 31 Oct 61 il

According to the records of the Office Services Unit, the report(s) listed below
must be completed by your branch and forwerded to this unit for dispatch by the sus-

pense date indicated:

Jitle of Report Suspenge Date
Identification of Enlisted Alien Persomnel 14 Nov &1

|
|

ELbvarnS' 5. Helomes

EDWARD G, GIBSON
1st Lt, AGC
Chief, Adwin Machine Br.

" L

DA FORM 2496 MEPLACES DD FORM D6, EXISTING SURPLIES OF WHICH WILL @
]

FLB 82

7-20
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ISSUED ANO USED UNTIL 1 FEB 83 UNLESS SOONER £XHAUSTED. ¥ 6% SOVERRINT PaiTIg S£71CE 1 1361 S—0m MR

Figure 7-14.1.
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PROCEDURE 7-15
PREPARATION OF IDENTIFICATION TAGS

Reference. AR 606-5.

Procedure

1. Upon receipt of a request for identification
tags from s unit or from the Personnel Records
Branch, the administrative specialist—

a. Checks the request to insure that 2 blank
identification tags are attached.

b. Routes the request to the appropriate records
clerk for verification of the data to be embossed on
the tags if the request is received from a divisional
unit and has not been routed through the Personnel
Records Branch {Procedure 6-24).

2. Upon receipt of a verified request from the
reecords clerk, the administrative specialist—

a. Prepares the identification tags in the format
specified in AR 606-5.

b. Prepares a comment to the request returning
the completed identification tags to the unit.

c. Places the identification tags in an envelope
and attaches the envelope to the request.

d. Signs the ecomment for the Chief, Administra-
tive Machine Branch, and dispatches the corre-
spondence to the unit.
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Personnel Record Branch
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APPENDIX 7-11

MASTER REPORT REGISTER

Reporta control symbol

Assigned locally .. _._.

Assigned locally . . ... ..

AG-422. .. ... ... .

CSGPA-342(R4) .. ... .

CSGPA-658. .. ...... .

None...... ... ........

Asgigned loeally. ... __ .

Apsigned locally . .. ...

Amsigned locally. ... ___..

Assigned locally . ... _. ...

Assigned locally . _____._._.

Tite and form number

Requiring direetive

Frequency

Date

At

Preparing branch

Rpt of Accrued Iv
(Unit Roster).

Rpt of Savings Pro-
gram (fig. 5-5.1).

Waiver of Boand
Aclions ([.etter).

Sample Survey of Mil
Pers Questionnaire
(DA Form 1558-
series).

Enl Pers Eligible for
Temp Appointment
(DA Form
2644-IR).

Requisition for Off
Pers (DA Form
872),

Caaualty Report
(XA Form 1154},

Personnel Inventory
Report, Part, 1
{Manual) (6g.
3-19.1).

Personnel Inventory
Report, Part 11
{Manual) (fig. 3~
20.1).

Personne! Inventory
Report, Part 111
{Manual} {fig.

3 21.1).

Pers Information
Roster (Manual)
(fig. 3-11.1, DA
Pam 600-8).

Rpt of Newly Asg
Pers {fig. 3-14.1).

AR 600-16. ... .| Qtrly (not required Last day of gtr___.__
if punched card
mach are avail- l
able), |
AR G00-16. ... _. Anrequired. ... .. l As required__ . _.___ .
AR 835-200. ... __ Annually__.___.__. | Amof 15 Jun (ea
yrj.
ARGOD-45__. ... .| Periodie. .. ... ... | Asrequired. .. __.
AR 600=200.. 1Qtrly_ .. ... NTL 12th workday
i of rept period.
AR GI4-185. ... Monthly and as Ag required by
rqd. major comdr,
AR 000-63, ARR Asrequired. ... ._..| Asrequired.._ __ __.
600-66 and
| AR00 67. |
AR 600-16 and Monthly .__ ... _. | 2d Workday. .. ...
AR 600-200,
AR 600-16 and Monthly_ ... .. ... 2d workday_._._ .. _.
AR 600-200,
AR 600-16 and Monthly_ .. ______.. 2d workday.._......
AR 600-200,
ARG00O-16__.._ .. . Monthly_.__.___._. 3d workday of mo_._.
AR 600-16....... Asrequired. ... ... Asrequired. . __ ...

!
l
l
)
I
|

Each unit___ .

Ea unit, bn and
div savings off.
Major comdr. . ____.

Servicing DPU__ .

Next higher has._ ..

Major comdr . _ . ____

Army Haa...._...__

Bn and sep unit
hqs.

Ch pers mgt NCO.__,

Div AC of §; G-1;
and adj ben.

Ea unit and staff
section.

Div AG and Ch,
PSD.

Mi} Pay.

Mil Pay.

Pers Act.

Pers Mgt.

Pers Mgt.

Pers Mgt.

Pers Mgt.

Pers Mgt.

Pers Mgt.

Pers Mgt.

Pers Mgt.

Pers Mgt.
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Request for Disposi-
tion Instructions
for Burplus Enlisted
Personnel {DA
Form 2090-R).

Requisition for
Officer Pers (DA
Form 872).

Note, For grades E-8 and
E-9 line out word
*Ofmoer’’ and subetituts
"Enllated. '’

Current and Pro-
jected Colonel Re-
quirements (DA
Form 2755-1-R).

Monthly Pers Roster
(DPL) (DA Forms
305, 305-1, 305-3
and 305-4).

Cousolidated
Strength Rpt (fig.
8-27.1).

Educational Level
Survey (fig. 6-30.1).

Identification of
Enlisted Alien
Personnel (fig. 7—
21.1, DA Pam 600~
8).

Monthly Officers
Roster (fig. 6-29.1).

Officera Strength Rpt
by Branch (fig.
6-28.1j.

Pers Information
Roster (Machine)
{DA Form 2472).

Pers Inventory Rpt
Part I (Machine)
(DA Form 2471).

Pers Inventory Rpt
Part I1{ Machine)
(DA Form 2471).

ARG00-2008nd

AR 814-245.

ARSO0=200... _.

AR 614-102___...

AR 330-104_... ..

AR 600-18 and
local direc-
tives.

AR 600-18___...__

AR 600-16.._.._.

AR 600-16 and
ARS00=200,

AR 800-16 and
AR 600-200,

Monthly and as
required.

Monthly and as
required.

As required by

Determined locally .

Determined locally._

34 workday.._...__.

3d workday........

Neoxt higher hgs__._

Next higher hqs____

Next higher bqa.___

Servicing DPU_.__._

Civ G-1and AG...

Ea bn and unit
bgs; Div G-1.

Bn and sep unit
hqs; div G-1.

Ea unit and staff
section and other
hqa, a8 required.

Div G-t and AG__.

Units, PMB and
stafl sections.

Div AC of 8; G-1;
AG; Ch, PBD
and PMB.

PMB, Br and
Separate Co Hq.

Pars Mgt.

Pers Mgt.

Pers Mgt.

Pera Mgt.

Pers Recorda.

Personnel
Reoords.

Personnel
Reocords,

Personnel
Records.

Personnel
Records.
Admin Maochine,

Admin Maochine.

Admin Machine.
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MASTER REPORT REGISTER--Cantinued

Reports control symbel Tite sad form number Requirtng directive Froquenoy Due Propartng branch
Dats At
Assigned locally ___.___ Pers Inventory Rpt AR 600-16 and Moathly . ... . ... 3d workday..._-_._ PMB._ .. .. Admin Maochine.
Part 111 (Machine) ARSO0=-200,
(DA Form 2471).
Assgigned locally. . _.__. Pers Inventory Rpt | AR 600-16 and | Monthly__________| 3d workday..._.._. PMB, Bn and Admin Machine,
Part IV (DA Form Aﬂsmm. Beparate Co Hg.
24710).
Assigned loeally ____._.. Pers Qual Roster AR 600-16_ . ____ Mopthly . ___..__. 10th workday..._._ Ea unit and bn, Admin Machine,
{DA Form 2473). Hq, Pers Reo-
ords Br.
Assigned locally_____. .. Pers Suspense Roster | AR 600-16______ Moothly . _._ ... 4th workday_..._._. Pers Records Br.._.| Admin Machine,
Parts I and 11
{DA Form 2474).
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AR 600-16

CHAPTER 8
MACHINE PROCESSING UNIT FUNCTIONS

Section 1.

8-1. Purpose. The procedures established herein
are to accomplish through the use of punched card
machines (punched card and punched paper tape
machines) the following functions:

. Personnel strength accounting.

. Perscnnel data qualifieations reporting.

. Identification of pending personnel actions,
. Organizations] accounting,

. Order preparation.

8-2. Objectives. . To provide punched card
machine (PCM) support and services to the division
commander. the division staff, subordinate unit
commanders and the Personnel Service Division.

bh. To furnish the above agencies with accurate
and up-to-date information regarding strength,
personnel qualification data, replacement operation,
locator service, and casualty data,

¢. To mechanize as many of the routine clerical
operations of personnel management and admin-
istration as possible.

8-3. Scope. a. These procedures apply to all
divisions having punched card machines and sup-
porting equipment.

b. Bervices to be provided are limited for the
present to those required by the division. Punched
card applications prescribed herein are only initial
requirements and are not intended to limit the work
of the Machine Processing Unit.

8-4, Basic concept. These procedures employ the
basic concept of transcribing selected data concern-
ing a single individual or organization from many
source documents into a uniform medium—the
punched card. By simultaneous or repeated me-
chanical processing of the punched cards, the several
types of data can be extracted to produce & variety
of useful reports, statistics, and listings. Data
contained in punched cards and completed reports
are dependent upon the accuracy and timeliness of
source documents and the skill of the machine
processing personnel. It follows then that com-
pleted reports can be no more accurate, complete,

SDoe

o

~

GENERAL

or up-to-date than the contents of source documents,
and that punched card report contents are limited
to the data maintained in the punched ecards.

8-5. Responsibilities and functions. Through
the use of punched card and punched paper tape
machines, the Machine Processing Unit is responsi-
ble for performing personnel and administrative
services to assist in the management of personnel
and organizations. The types of services to be
performed will consist of, but are not limited to, the
following:

a. Preparing rosters reflecting essential facts on
individuals and organizations.

b. Preparing reports which summarize data by
organization, MOS, grade, actual and authorized
strengths, ete.

¢. Making available the necessary machine time
to the division finance officer for updating and
preparing military pay vouchers and other pay
statistics.

d. Prepsring locator and postal directory punched
cards when required.

e. Furnishing the data transceiver link with the
Army headquarters for operation of the Theater
Army Replacement System (TARS).

/- Establishing and maintaining punched card
records and related controls.

g. Operating and maiataining PCM,

h. Conducting studies, coordinating punched
card activities, and establishing procedures to
exploit fully the capabilities of the PCM.

t. Preparing speciz] orders and other routine repet-
itive writing requirements using the punched paper
tape machines.

8-6. Procedural Interaction Chart. The Pro-
cedural Interaction Chart (app. 8-I) lists the proce-
dures contained in other chapters of this regulation
which affect the Machine Processing Unit, The
chart lists those procedures which describe the use
of machine output or the method of furnishing
source data to the Machine Processing Unit

81
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AR 600-16
Section II.

8-7. General. The Machine Processing Unit of
the Administrative Machine Branch, Personnel
Service Division is organized, staffed, and performs
functions as indicated in figure 8-1. TFigures 8-2
through 8-6 show the recommended arrangement
for mounting the punched card machines and auto-
matic typewriters within the four mobile expansible
vans provided by TOE,

8-8. Responsibilities. a. The Chief, Personnel
Service Division coordinates punched card activities
with staff officers and unit commanders and approves
requests for punched card machine services.

b. The Chief, Administrative Machine Branch
must insure receipt of necessary source data main-
tained in punched cards and is responsible for
providing the punched card machine services re-
quired for administrative support of the division.

¢. The Chief, Machine Processing Unit is respon-
sible for the utilization of personnel, equipment, and
supplies necessary to perform punched card opera-
tions and for the maintenance of mnobhile equipment
and generators.

8-9. Figure 8-7.
following.

¢. Elements of personnel data to be maintained
in each of three punched cards and the number of
columns used in each card.

b. Reports in which these data are 1o be refiected
and the number of print wheels utilized by the
accounting machine in the printing of the reports.

¢. Source of the personnel data.

8-10. Punched card machine services. a.
Punched card machine services will be expanded as
required to meet the needs of the division; however,
additional personnel and equipment may be required
to satisfy all needs.

b. Initially the reports and services shown in
figure 8-8 are provided,

c¢. Detailed procedures necessary to perform these
services and to update punched cards and files will
be issued by separate Department of the Army
directives. These procedures will include—

(1) Work orders.

(2) Narrative procedures and flow charts.
{3) Card forms.

(4) Sample reports.

(5) Control panel wiring diagrams.

Figure 8-7 identifies the

82

ORGANIZATION AND FUNCTIONS

8-11. The Division PCM Work Request. DA
Form 2749-R (Punch Card Machine Work Request)
(fig. 8-9) will be used in facilitating and controlling
requests for punched card machine services by
using agencies. Form will be locally reproduced on
8 x 104 inch paper. The form is submitted in
duplicate to the Chief, Personnel Service Division,
who provides such assistance as may be necessary
for its completion. A brief explanation of this
work request follows:

DATE. Date request is initiated.

CONTROL NUMBER. FEnter job coutrol num-
ber when the report is approved.

FROM. Renuesting agency.

JOB REQUESTED. Indicates whether the
request is to be special (one-time) or of a recurring
nature.

TITLE OF JOB. Suggested appropriate title
descriptive of the contents of the completed work.

PERSONNEL OR UNITS CONCERNED. Ap-
propriate blocks identify personnei (officer, warrant
officer, or enlisted) on which request is made, their
status, suspense data, or other data such as branch
of service, date of rank, ete. Under “Unit” a
check in the appropriate box indicates which units
are to be included.

ADDITIONAL QUALIFYING DATA. 1f only
a limited number of units of & type checked in block
3 are to be included, list selected units in block 4.
Also show the information to be included in the
completed work sheet, such as grade, MOS (primary,
duty, or secondary), type of suspense data, ETS,
branch of service, organization, or other qualifying
data.

SPECIFICATIONS:

8. Service Requested. A check in the appropriate
box indicates the format for the completed request.
(Summarized information is considered a statistical
report.) Copies. Indicate number desired. Se-
guence. Specify whether sequence is to be alphabeti-
cal, by grade, or by unit, or alphabetical within
grade by unit, etc.

b. Frequency. A check in the appropriate box
indicates the frequency of service required.

c. Data. Data to be printed on completed job
such as unit designation, columnar heading, individ-
ual names, MOS, service numbers, grades, or sus-
pense actions, authorizations, subtotals, totals, ete.,
are specified.
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d. Effective Dale. Information will be current
as of 2400 hours on the effective date specified. To
facilitate preparation of reports, effective date
normally is specified as the last day of the month.

e. Due Date. This is the date on which the
completed request is to be received by the using
agency. As a general guide, a minimum of 72 hours
is allowed from the time of receipt of the request
until return of the completed job.

DISTRIBUTION BY MPU. Under Description
of Item, indicate the title of the report; or if the
service requested includes several parts or listings
and punched cards, indicate each part, listing, or
set of punched cards. Under Copies, the number of
copies to be distributed to each recipient should be
specified. To whom or to which office each copy is
to be distributed is indicated under Rectpient.
Under AMethod, indicate how copies are to be dis-
tributed, i.e. normal messenger channels, special
courier, ete,

DESCRIPTION OF USE. Self-explanatory.

REMARKS. Remarks deemed appropriate such
as reference to telephone calls, authority, clarifying

Section III.

8-12. Pictorial flow chart. Figure 8-10 is a
general flow chart and is not intended to contain
the details necessary to prepare a punched card
report. Its purpuse is to portray a simple outline
of work flow which will provide an understanding
of the effort required to produce some of the services
furnished the division by the Machine Processing
Cnit.

a. The chart outhnes broad objectives to be
attained by the Machine Processing Unit and
summarizes operations. The output indicated is
not all-inclusive.

bh. The chart also clearly delineates the four
basic functions inherent in all data processing
activities which are accented in an electrical ac-
counting machine activity. These are- -

AR 600-16

information not shown elsewhere, etc. are o be
enumerated in this block.

TYPED NAME AND TITLE OF REQUEST-
ING PERSONNE]. Self-explanatory.

SIGNATURE OF REQUESTING PERSON-
NEL. Seli-explanatory.

Upon determination of action to be taken after
receipt of completed Division PCM Work Request,
the Chief, Personnel Service Division should return
the duplicate copy to the initiator. The use of this
work request is not intended to limit requests for
punched card services, but rather to serve as a guide
for using agencies to insure they obtain needed
information in the desired format. The Division
PCM Work Request also will provide the necessary
controls and information to establish machine pro-
cedures, schedules, and distribution. The use of
this form does not preclude the initiation of verbal
requests for machine services when the urgency of
the request demands immediate attention. Tele-
phone requests for items of data on an individual
may be made at any time.

PICTORIAL FLOW CHART

(1) Securing source data (input).
(2} Controlling.
(3) Updating records.

(4} Producing management type statistics and
reports {output).

e. The chart may be used to-—

(1) Onent personnel.

{(2) Provide information for supervisory per-
sonnel as a basis for a common under-
standing and mutual control of operations
within the Personnel Service Division.

{3) Brief visitors on the nature and scope of
the work performed by the Machine
Processing Unit.
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MACHINE PROCESSING UNIT

ADMINISTRATIVE MACHINE BRANCH

MACHINE PROCESSING UNIT

1=-{W0)(741B) Data Prooessing Technician (PoM)

matters psrtaining to the MPU

and squipment,

1. Respomaidble for the operation of the MPY
2, Maintains lighm with otber offices relative to

3. Responsible for the efficlent utilisation of perwonpel

4. Pespoonible for PCM supplies snd equipment

5. Canducts sjutems studies for.-pinched serd applications

WANAGEMENT. 8FFICE

1= (ET)(TH2.T) Oider of Operations
:-5 '{Ej h‘m Actg Bhift Leadar
- Actg Specimlist
hg Til.l) Clexk Typist

1. Feepares tnd mmintaios NFU procedurss
2, Initistes all work orders
3 S persconel and sachine
Eatahli Tnhgumunt
k. Mrpousible for scourate recording of parecom
el and machinge tims
5+ Paceives and oontyols source Aocumante
6. Audita all WPU reports
T Frepares Teporta for distribetion
B, Muintains sdministrative files sod office

supplies

TAPE AND CARD PUNCE SUB WRIT

FILE MAINTENANCE SUB ONIT

PCN MAINTENANCE SUB WNIT

3-(Ek){Th1.1) Card & Tape Writer
3-}:3“7&1.1 Cand & Tnpe Vriter
5=(2k){T11.1) Clerk Typist

1. Perforss oard punch mnd sy
verifying cperstions

2. Operutes tupe and edge punch oard
equipment for the preparation of
orders

T49.1) Pers Actg Specialist

1.§as§g-rha.62 Chief Anmlyst
2.1%5
1-(Zh }(Th2.1) Pere Actg Specialiat

1. Apalyses and codes sOuree docu-

MACHINE ACCOUNTING SUB UNIT

1-(B6 {Th3.6) Mach Actg Shift Leader
2-(B5 ){(Th3.1) Mach Actg Specialist

Ltmgfm.a) Moch Actg Supv
T-{E4){T43.1) Mach Actg Specialist

e e

1. Performs mxintenance on wll
Tusiness mchines within the DFU

ments required for mintenance of
punched card files

2, Indtistes and coptrols Aiscrep-
ancy forms to control errors in
source docusents

3. Performs cperations necessary
to effect chunges to punchad card
files

k. Maintaine all punched card files

1. Performs &1l electrical account-
ing machine operation to update
punched cayd files and prepare
reports

2. Schedules perscrmel snd machines
in accordance with estadlished
mnagement cottrals

3. Maintains required level of POM
supplies and equipment

4. Provides drivers for mbile
equipmant,

2. Farfuras muintarsncs work on
mobile squipment and gensrators

3, Maintains supply of spare party
for business machines

Figure 8-1,

9I-009 ¥V


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

EppsS

EppsS

EppsS

EppsS

EppsS

EppsS


N NYa

I

€ ¥N NVA

EXPANSIBLE VAN CONFIGURATION
RECOMMENDED

CARRISCN

SEE CHAPTER 2 APPENDIX 2-VI FOR FIELD

LAYOUT
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WITH

RAIN COVER

CONTROL PANEL

POWER POLEJ’
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GENERATOR W™ I

Figure 8-2.
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VAN NR &2
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EQUIPMENT CONFIGURATION

EXPANSIBLE VAN
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Pigure 8-3.
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EQUIPMENT CONFIBURATION
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PLHIONNBL PEROMNEL [ PEMSONHRL | PRMJONNEL |PRUSONSEL PrisoNpgl | PanSUNMEL
DaTa CaRD SIALIPICA- | sUsPiss | INFORMATIDN |INYENTORY SUSPENSE WJALIPICA-
TIONS CaRD CARD BOSTER HEPOHT ogTER TIONS
RLEMANTS OF DaTa ROJTER SOURCE

OFF | uNL | owr &NL) ofr | ENL ] oFF | L | opp | @L |OFP 21 § oFF | mNL OFP ENL
1. HERVICE NUMBER 10 10 10 10 10 |10 X X X X X X ME ]
2. NUE 18 18 18 18 18 |18 X b4 X b4 X x ME MR
3. GHAIR 4 4 4 4 4 14 X b X X X X X X MR MR
4. PHOPICIRNCY PAY 1 X NA MR
5. MOS - PHIMAHY 5 5 X b3 12} ME
6. M08 - SECONLARY 4 X Na MR
7. M08 - MTY 5 5 X ] X x MR My
8. DaTE OF Hank (Day-¥onth-Year) 5 5 X X OdR ENL Uil
9. DATB OF 0SS (Month-Yewr) 2 2 X X x X MH ME

OR ROTATION DATE {Mo-Tr-Day) L L b X ] MR
10, TAaNSACTIUN (Type-Day-Month) 6 6 x X x X MR ME
11, TOE (Paragraph-Line) 4 4 X b 4 MR MR
12, FROCESSING COUB 4 4 4 4 4 |4 X X x X b X b1 x MR M
1). Canp ¥URBER (1) (2) and (3) 1 1 1 1 1 |1 op G
1,, WTY sRaNCH F3 x MR NA
15. CONTHOL BHANCH 2 X i} BA
16. BasIC BAANCH 2 X O Na
17. CITIZENSHIP {QUUNTKY) 3 X KA ENL JUAL
18. gr (Soors) 3 x Na ENL QUAL
19, OQHMUNKNT 1 X KR A
20. Fsa OODE 1 X Ha ME
21, - CATEUOKY 1 X MR Ha
22, HaCE 1 1 X X i MR
23, MARITAL LKPENUENCY 9TATUS 1 1 % x Outt ENL JUAL
2, FHYSICal CavEUORY 1 1 X X OxA MR
25. PC3 (last) {Month-Year) 3 3 X X OuR SRAP
26, DATE HNTURN FHOM OVERoka (Mo-Yr) 3 3 % X M MK
27. LAST FORRIGN HERVICE ARKa 1 i x x O«R R
20, s Luglic. 1 1 MH MB
29, BPKD (Month-Year) 3 3 X X OgR MH
30, ADVITIUKAL PAY 1 1 MR ¥R
11, DTS OF BIRTH {Day-Month-Year) 5 5 X b4 OuR ENL UAL
32, LaNGUAQR 2 2 b ¢ X O4l ME
J). ROUCATIONAL LEVEL 1 1 X X Ok ENL Wl
3h, PaSIC AUTIVE SREVICK DATE (Mo-Ir) 5 X ENL UaL
35, SUDITIVMAL SPeCIAL DALIFICATIUNS i 1 X X Oult ENL QUaL
3. SECURITY CLAAHANCE 1 1 X X O4R e
37. ACCHUBL LaaVE 3 3 £ X Ly Hac Lv Bec
38, 4BMED FORCHS HESA«VE MEUAL {Month-Year} 2 2 X X SRaP SEAP
39, NON CONUS RESIDENT - ETs DATE {Mo-Yr) 2 3 Ha ENL GUAL
). WALIPICATION IN BM3 (Month-Year) 2 |2 b4 X O<R ENL JUal
bl. ANMUAL AUDIT - 66 (Month} 1 X oult L
L2. ADJUST Fid CODE (Month) 1 X KA ENL SOaL
k3. EPYICIENCY HEPORT {Month) 1 X Ot N
Ll. OOMPLETION OJT (Month) 1 X Nk ENL QUAL
LS. PHOTO (Month-Year)} 2 X OuR A
L&, G0UD CONDUUT MELaL (Month-Year) 2 x Ha SHAP
k7. I D CaRD (Month-Year) 2 2 ) ¢ X O<R SRAP
kR, Fda (Month) 1 11 X X DD Fors 801 | DD Form 802
U9+ 174 YRS ¥ED SVC (MontbeYear) 2 |z x X 0.8 BNL QUAL
5o, ¢9 YRS /D (Month-Year) 2 1 N SHAP
51, MANDATOHY HaTIMKMENT (Month-Year) 2 X Ha SRAP
52, ELICIBLE FOE PROMY?ION/APPOINTHENT (Mo-Yr) 2 2 X X O«E SRAP
§3, SMALLFOX (Month-Year) 2 |2 X x Imn Reo Iro Rec
Sh, TYPHOID (MontheYear) 2 |2 4 X Inm Hec Imc Rec
55, THTANUS 2 ]2 X oofx I hag Ias Reo
56, NEDICAL KIuM (Month-Year) P F3 X X Ol ENL QUal
S7. DA FORM 26 (Month-Yesr) 2 X i DA FURM 26
Fa. Ip roum (!bnt;h) 1 h X X e MB
59+ BTS - RXP Q4T (Month-Year) 2 |2 X X o Sap
£O. 400U KPKD (Month) 1 r X X - SHAP
Figure §-7.
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' MPU contro! pumber Frequency and efectiva date Dua date Distribution Purpome

Title of report or service

—_——

Personne! Informsation Roster {(Officer | 300 ... _...._.. Monthly as of last day SthwD__ ... Original and fimt 3 To establiah personnel
end Enlisted). of month. carbons for ataft management com-
Reflecta authorized speces and sections, aa applicable. munication between
individuals assigned duty posi- Original and firat 2 the division personne!
tions by neme and TOE par. carbons {or unite, as officer and unit com-
and line number; also indicates applicable. 3d carbon manders ar staff super-
primary and secondary MOS, to baitalion 4th car- visors, as appropriate.
date of loss, proficiency pay, date bon to PMB. 5th
of rank, and attached personnel. carbon to MPU.
Personnel Inventory Report (Officer | 350 (Part IV)._._. Monthly as of last day 3dWD__.._.____. Original and first carbon | To effect personnel
and Enlisted Personne) Separately). of month, to PMB., 24 and management actions,

4 '

Part IV. TReflects totals by
grade of authorized and as-
sigped strength for each Duty
and Primary MOS within each
compaty and battalion, The
assigned strength is further
broken down within each of
these cutegories {ar thase per-
sonttel who are currently draw-
ing proficiency pay and those
who are not.

Lusses projecled for 3 peri-
ods {30-60-90 days) are also
indicated by grade for each
MOS8, if applicable.

Differences between the au-
thorized and nesigned strength
are alse indicated by grade.

Part 1. TReflects the same data
in the same sequence as Part
IV except that this part is pre-
pared by battalion or brigade
and includes gains projected |
by period for 30-60-9) days, if :
applicable. L

Part HI. Reflects only those | 350 (Part III)

lines indicuted in Port IV aa |
YPMOS—1MOS DIFF." The )
punched cards used to refiect
the totals in Part IV fur those
lings are rearranged so that
within each battalion or bri-
gade they are broken down by

350 (Part II)

Monthly as of last day
of month.

Monthly aa of last day
of month.

3d carbons to batta-
lion or separate
company. 4th carbon
to Chief, PSD. 5th
carbon to MPU.

Original and 1st carbon

to PMB. 2d and 3d
carbons 10 brigade,
battalion, or separate
company. 4th carbon,
to Chief, PSI), 5th
carbon to MPU.

Original, 1st, 2d, 3d and

4th carbons to PMB.
5th carbon to MPU.

personnel requisitions,
assignments, reassign-
ments, promotions,
ete. To provide
coordination between
division and higher
headquarters on per-
sonnel management.
Taq present to the
division personnel
officer and the com-
manders a picture of
the work force avail-
able to accomplish
prescribed missions.
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yI-8

company, Within each com-
pany they are arranged by
PMOS within DMOS, Totals
are indicated by grade.

PartI. Reflects the same data as
in Part I'Vexcept thesequenceis
for the division and within the
division by DMOS. Gains
projected by pericd (30-60-90
days)areincluded, if applicable.

Personnel Suspense Roster (Officer
and Enlisted).

Reflects by name, service num-
ber, and grade those individuals
listed by unit on which suspense
type actions are to be effected
during the first succeeding month.
Punched cards fer each suspense
action for each individual are to
serve as the updating document.
Part 1. Identifies suspense ac-
tions which require action by
branches of PSD before for-
warding to the unit.

Part II. Identifies suspense ac-
tions to be forwarded to the
individual’s unit of assignment
through PRB.

Personnel Qualifications Roster (Offi-
cer and Enlisted).

Prepared by name (alphabeti-
cally) within morning report unit
to reflect individual supplemental

qualifications—educations, for-
eign language, ete.
Verification of DPU Person-

nel Rosters, AG-53 (Officer and |

Enlisted Separately).

Personnel data cards of the MPU
will be mechanically matched
against those maintained by the
DPU. Only unmatched cards
(thuse ‘having discrepancies) are
used to prepare a “‘Roster of Ex-
ception’’ which is used to obtain
correct data from the records.

350 (Part I}......

600 (Part T and
Part IT).

Monthly as of last day
of month.

Monthly as of last day
of month. Cards to
be prepared daily when
new assignments to
division require actions
in current month.

Monthly as of lzat day
of month.

Monthly as of last day
of month.

Figure 8-8.—Continued,

Original to division C/8.

1et carbon to division
G-1. 2d carbon to
division AG. 3d and
4th carbons to PMB.
5th carbon to MPU.
Original, 1at, 2d, 3d and
4th carbons and Per-
sonnel! Suspense Proc-
essing Cards (DA

Form 2470-1) to Chief,

Personnel Records
Branch. 5th carbon
to MPU.

Original and 2d carbon
to battalion. 1st car-
bon to company. 3d
carbon to PRB. 4th
carbon to PMB. 5th
carbon to MPU.

The Roster of Excep-
tions and
Personnel Rosters are
forwarded to Chief,
PRB to be verified in
accordance with pro-
cedure contained in

chapter 6, AR 600-16.

To provide notification

on individuals re-
quired to undergo
specified suspense type
actions and to update
individual records.

To provide commanders

supplemental qualifi-
cations data on indi-
viduals ag extracted
from personnel
records.

To mechanically verify

Personnel
Rosters received from

Army Data Processing

Unit.
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Tite of report or service MPU control number Frequeney and sfsctive date Due date Distribution Purpose

Preparation of Qrders.

Automatic typing of orders will | 260 .___.__.___._ Asrequired . _......... Aa required....__. As required.. ... To automatically type
be accomplished by paper tape orders.
and edge punched card type-
writers.
Figure §-8—Continued.
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AR 600-16

ATE

PUNCH CARD MACHINE WORK REQUEST
(Submit in Duplicate)
(AR §00-18)

MPY CONTROL NUMBER
FOR WPU USE

TO0:

Chief, Personne] Service Divislon
ATTN: Administeative Machine Breach

FROM;

t.

JOB REQUENTED {Check appropriate block.) a.

Ciareciac [ mecumming

TITLE OF JOB

PERSONNEL OR UNITS CONCERNED(Check applicabls blockie).)

[Jorrickn [ JwARRANT OFFICER
[ aestenee
T ATTACHED
(C]amsgnr
CJauTheomizke
[ )susPEnsE OATA (Specily}

CJewesveo

[T QUALIFPICATIONS DAT A (Specily)

(-] OTHER (Specity)

] uweTist
CJowvision

T eam.ganE

D BATTALION
Clcompany
Clsecrion
CloETacHMENT

CJ oTHER (Specity}

4. ADDITIONMAL QUALIFYING DATA {Deacribe fully all neceasary data or reguirements 10 be ussd in the

personne! or unita Indicatad.)

slmnination or selection of the

SPECIFICATIONS

a. SEAVICE REQUESTED b, FREGQUENCY
COPIES IEQUENCE B
E]no"zaiunmc- _ CJoanx
Cs7atsvicar nEronT - [OweeneLy
] PuNcHEo canos 7] [ menTHLY
) oTHEn {Specity) i —: [ owe.mime
Ej OTHER (Specily)

€.

DATA (Spacity data to be indicated on cards, roaters/livtinge or reports.)

8-16

d. EFFECTIVE OCATE {As of dais) #. DUR CATE Ses Note 4 on reveree )
.. DISTRIBUTION BY MPU {L{et sach copy)
OESCRIFPTION OF ITEM coPIES . T mECIMIENT METHOO
9
DA FORM 2749-R, 1 DEC 8]
Figure 8-9,
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AR 600-16

OESCRIPTION OF USE (Inciude a brie! statement of what the report will be uaed for.}

REMARXE

TYPED MAME AND TITLE OF REQUESTING PERPONNEL SIGHATURE OF REQUESTING PERBONNEL

NOTES

1. Separate Work Requests are required for each job or
parts theteof containing separste specifications.

2. ldentified samples of completed job o report format
may be submitted if deemed necessary.

3. The Personnel Service Division will return one copy
of the Work Request as acknowledgment indicating action

to be taken and any changes due to technical necessity.

4. ““Due Date’’ is dete completed work is due in the
hands of the requesting agency. Consideration must be
giventothe volume of job and prior requirements placed
on the Machine Processing Unit. Normally 72 hours will
be the minimum time in which a punched card report

can be prepared,

Figure 8-9—Centinued.
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81-8

INPUT

PERSONNEL SERVICE DIVISION

MACHINE PROCESSING UMIT

PROCESSING

“TFILE UPDATING

REPORT PREPARATION

PICTORI AL FLUW CHART

Figure 8-10,

o outpPutr
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C 1, AR 600-16

Section IV. SOURCE DOCUMENTS AND CODING

8-13. Punched card data. Elements of data
contained in punched cards and reflected in machine
prepared reports and rosters must be made available
to the Machine Processing Unit from source docu-
ments. Elements of new or changed data must be
transcribed from source documents to processing
cards in usable form. Processing cards are designed
to aid in this transcription. This will be
the only manual effort required in the use of PCM
to prepare rosters and statistical reports, and to
identify those individuals having suspense type
actions.

8-14. Source documents. Information main-
tained by the Machine Processing Unit in the per-
sonnel records punched card files deseribed in
section V will be obtained from the following source
documents:

a. Personnel records, to include the gqualification
records, medical records, pay records and 201 files.

b, Morning reports.

¢. Directives such as oversea levies from higher
headquarters which chunge personnel assignments,

d. Tables of organization or other manpower
directives.

8-15. Coding source documents. Raw data in
these source documents are not readily adaptable
to PUM processing.  They must be converted to
machine lgnguage through coding.  Primarily,
coding standardizes like information by limiting
the number of its characters to the number of
columns reserved for that tvpe of information in
the punched card.

8-16. Prepunched cards for records jacket.
Processing cards, which are prepunched with name
and service number, are used to report changes in
personnel data to the Machine Processing Unit.
They will be filed in the records jacket and are
designed as described below.

§-17. General coding instructions. The following
basic coding instructions apply to the division
punched card application:

a. Numeric zeros will be indicated as @.  Al-
phabetic O will be underscored, e.g. 0. An 11-zone

punch or “X' punch, will be identified by the letter
X both overscored and underscored, e.g. _)E An
overscore to 4 numeric quantity indicates a control
punch (“X"") in that card column, e.g. 2. Caution

must be used to insure clear formsation of the letier
I and the number 1 to avoid confusion.

b. Anitem of data to be punched into a processing
card cannot contain a greater number of characters
than the number of columns of the field reserved
for that data in the punched card. For example,
the name ficld is limited to 18 characters or columns
in the punched card and the last name is entered
first. Names having in excess of 18 characters
counting spaccs between names will omit all char-
acters over 18. Thus the name CHRISTOPHER
P. COLUMBUS would be entered as shown on the
sample processing card (fig. 8 11).

*c. Names prefixed with “NAD” “MO “DE”
“VAN" ete. will be spaced on the processing card
when the first letter after the prefix is capitalized.
When names contain an apostrophe, do not space

or record the apostruphe. Examples are as
follows:
Name Av entered on procesminy card
11 12 13 14 15 18 17 18 19 20
MeAfee ... . _ ... ... .. MZC AFEE
Meaffe ..., ... ... MCAFY E
O'Brien.... _.... ._... OBRI1I EN

Van Heusen ..., ... YV AN HE U8 EN

A hyphen will be entered between compound
names {fig. 8-12),

d. The service number field of the processing
card contains 10 characters for officers and enlisted
personnel. Examples for entering service number in
the columus provided on the processing card are
as follows:

Service number As entered on proceasing card

1 23 4 5 6 7 8 9 10
Officers
10 1986132 ... ... O- 1985132
PIQ 245, L. ... O- 8 ¢ 8 2 6 9 5
QF 100001 .. ... OF - 81908 8 81
Warrant officers
IRW 805078, . ... ..RW- $# 9 8 5 08 7 8
Enlisted
RA 32165134.......... R A3 216 513 4
IRA 14796 ... .... RA® S 81479 6
ER 33276255..... ... ERA3 3 276 25 5
US 36387336, ... .. .. U8 363873 50

I A hyphen is always entersd in column 3 for officer personnet.

1 A onecharacier officer’s pervice number prefix 1o entered in column 2,
ind column 1 s left blank.

3 Numerical designation of service numbers {(columns 4-10 for officers;
columns 3-10 for ¢nlisted) is entered so as to end in cotumn 10;5.e. the units
are ericred in column 10. Zeros are entered in columns to the left 1o fill
those columns of the nuinmerical designation that would otherwise be left
blank becwuse of ingufBicient numetic tharaciers in the service number.
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Figure 8-11. Sample Processing Card.

ok = Tue 1 ki.]
NAME SERVICE MUMBER erane T Ags-PIELEY wes scoonmer | osDuTY

. Y v_IW 11§13
°8 TRANSAL TION 1o€ WIEE £ 1
B L "™ wos-PRWARY  [VF|" " mos-scconmaRt |~ MOS-DUTY i BERVICE NUMBER
e PERSONNEL

%
g2 DATA
2§ CARD -
3 2

""" DATE DF RANK P3arE o7 Lays B NAME
oAY | w0] vear (Mo | ¥
M1 |TIH] - [Clo v |w|alaly

e imamron [ lire taamaction o0 ToOE T PROCESSING LOOE | EAny Y T GRADE
DAY [ w0 | Fax LINE | il ee |30 [
it |
= rvY TATE OF [2g
orFICE GRADE | iﬁé TAARSAETION ToE

ENLISTED

aosa3. 5. DA FORM 2468+, | JUNE 63

.1 ) RANK

uO3 =
™
NAME a{% al nos =13
SERVICE _ NUNBER . PESIG 1S PRIMARY Forcommer | 9TV lyyyfa| we Juls] . rree Yot {o L ra et |] S5
1334587418 llul)ulslnnnnnnnua:nnz!:l:lnnbln!illnannup:uun-qrn 51 52{33{34[55 % 57 50 90 64 §1 B2 G343 ST GRBTE THTY A TS|

Figure 8-18. Sample Processing Card.

¢. Card fields which are not spplicable or for which
the entry of “‘none” would be appropriate will be
left blank unless otherwise indicated; e.g., if an
individual is not qualified in a foreign language
enter 00 in columns 61-62 (field reserved for language
qualifications) of the Personnel Qualifications Card.
Some other exceptions are shown below:
(1) Enter hyphen-hyphen for indefinite service
agreement (officer only) or indefinite term
of service enlisted for date of loss in columns

&-20

(2)

3

53-54 of the Personnel Data Card and col-
umns 71-72 of the Personnel Suspense Card.
These columns are blank for RA officers.
When individuals have had no oversea
service, column 47 is left blank and “NO”
is entered in columns 4849 (date returned
from overseas) of the Personnel Qualifi-
cations Card.

When individuals have had no oversea
service, the letter “Z’’ is entered in column
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50 (area of last foreign service tour) of the
Personnel Qualification Card.

(4) Column 51 “Area of Residence—Non-
CONUS” of the Personnel Qualification
Card is left blank when not applicable.

f. The Type of Transaction field, columns 64-66,
and the Date of Transaction field, columns 67 -69,
of the Personnel Data Card are for use by the Ma-
chine Processing Unit and will be completed by the
personnel accounting specialist.

g. Dates,

(1) When day must be entered in a date field,
it will be recorded as $1, 02, 11, 12, etc.
(2) When only one column is assigned for
month in a date field it will he entered in
accordance with following codes:
Month Column entry
Jabuary. ... ..
February . _ ...
March.
Apni._.
May. ..
June._ _.
July ..
August.
September .
QOctober
November. ... ...
December. ... L.

b B =N B TREVL B X

.......... .... 8B
............... .. 9
“X’ (1]) Punch
J

K

(3) When two columns are reserved for year,
enter the tenths and units position (62 for
1962). 1i only one column has been
reserved for year, enter the units position
only (2 for 1862).

k. Current DA directives c: ntaining codes now in
effect have been referenced together with the items
of data to which they pertain. Other codes estab-
lished to meet the needs of the Personnel Services
Division's punched card system are contained in
parggrapn 8- 25.

§-18. Reporting changes. Branches of The
Personnel Service Division other than the Admin-
istrative Machine Branch will provide the Aachine
Processing Unit with complete personnel information
on individuals initially assigned te the division,
and changes to personnel data maintained in
punched cards, which are not reported on the
morning report, Changes to personnel data main-
tained in punched eards, which are reported on the
morning report, will be extracted by the MPU and
placed on the appropriate punched card. Certain
personnel data are also reported for individuals

AR 600-16

who will be assigned to the division in the future.
The data to be reported for projected gains or losses
is outlined in chapter 3.

8-19. Processing cards. The three processing
cards used to report personnel changes to the
Machine Processing Unit are explained in subsequent
paragraphs. These cards are dual purpose and con-
tain blocks to identify the date to be entered on
the face of the cards manually by the records clerks.
Coding blocks eliminate the need for a variety of
coding forms and permit the use of prepunched
cards for reporting and coding changes. Changed
data may be punched directly into the source docu-
ment. These blocks also assist card purch operators
in the punching of this data. Each card form con-
tains a scries of major blocks; the term major
block refers to a grouping of connected blocks in
which characters are manually entered. The cards
are prepunched with name and service number of
the individual to whom they pertain, and are filed
in the individual’s records jacket (DA Form 201)
until needed.

8-20. Personnel Data Processing Card (DA
Form 2468-1). a. Major block—service number-—col-
ymns I-10. Information for this block is entered on
all processing cards in accordance with paragraph
8-17d. Changes to service number will be made
from unit morning reports.

b, Major block—name—columns 11-28, Name I8
entered on all processing cards in accordance with
paragraph 8-17h and ¢. Note that it is limited to
18 characters and written with the last name first.
All over 18 characters, counting spaces, are omitted.
Changes to name will be made from unit morning
reports.

¢. Major block—grade—columns 29--32.  Three-
digit abbreviations for grade or rank are listed in
AR 330-330. Column 32 .contains the grade code
which also is listed in AR 330-330. Chunges to
grade will be made from unit morning reports.

d. Major block—proficiency raling designator Code

{enlisted only)
primary MOS
secondary MOS (enlisted only)
duly MOS
Changes to data in this major block also are made
from unit morning reports.
(1) Proficiency rating designator code (enlisted
only) column 33. Tor enlisted personnel
who have been awarded proficiency pay,
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n—y . -

NAME SERVICE NUMBER GRADE [ IF T mos-summ B0 SECOMINT | MOS-DUTY Gl o

| BAN

cmlmf L S
2]

[13 il |

M1

|
TRANSACYIOHN
LTa B

MOS-PRIMAR Y Jerl™ ™ wos-seconpany MOS-QUTY BERVICE NUMBER

T

REPLACES EQIT:On OF |
WHICK MAY BE USED

PERSONNEL

cand RIA3(S|V|7]1|7|5]S

DATE OF RANK " aatE ¢ 108 [ AME

CiolnvomiBILIS CRQlkToPH

T

¥ [Fa- =
£ 1amre | OHE Inmaciin TOE PROCESSING COOE

DA FORM 2468-1, | JUNE 83

DAY | MO PAR LINE [ enune Py sy [T

TRARSACYI0N TOE

13
e

w1358

NS
SLowDARY TYPE [OAT | | MR JUIRE

OFFICER GRADE DATE OF
ENLISTED =] mos MOS RanK
SERVICE  NUMBER NAME DE 516. PRIMARY DuTY

T2 4817 4 520 MWD N2 0N % aaxaln ’

T
51 57

£

i cook

= arew]

MEBHHHHHQ““S& ndunn HIJ

M35 063 3 QA PTG K
MR -

Figure 8-13. Personnel Data Processing Card.
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Figure 8-14.

enter the units position of the proficiency Form 20 enter the individual’s primary
rating designator as recorded in Item 2, MOS and special qualification digit. When
DA Form 20; e.g. the proficiency rating the enlisted MOS is a verified primary
designator P1 would be entered on the MOS8, encircle the VP located in the units
processing card in column 33 as 1. When ~ position (column 36) of the MOS PRI-
not applicable this field is 1éft blank. This MARY block (see example fig 8-14).

field is left blank for officers. A zero (@) is (3) Secondary MOS (enlisted only)—columns
used to denote withdrawal of a proficiency 39-42. From Item22, DA Form 20 enter
pay code. the individual's secondary MOS3; leave
Primary MOS—columns 34-38. From blank when the individual does not posscss

Item 9, DA Form 66 and Item22, DA a secondary MOS.
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Duty—columns 43-47. This data must be
taken from unit morning reports.

MOS and special qualifications codes. Con-
sult AR 611-101 (officer), AR 611-112
(warrant officer), and AR 611-201 (en-

C 1, AR 600-16

listed) for military occupational specialty
and special qualifications codes.
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Figure 8-15.

Date of rank—columns 48-62. For com-
missioned officers and warrant officers use
date of AUS rank; for enlisted personnel
use temporary date of rank unless individ-
ual has only a permanent date of rank.
Changes to date of rank will be made from
the morning report unless the change is of
such a nature that reference to the individ-
ual’s personnel records must be made.

Date of loss (mo—yr)—columns 53-64 or ro-
lalion date (mo—yr—day) for o/s divisions—
columns 53-56. Unless the indivdiual hasan
earlier date of loss by reason of oversea levy
(CONUS), early separation (CONUS) will
be shown for those officers having a definite

commitment, and date of expiration of

term of service (CONUS) will be shown
for enlisted. Enter (hyphen-hyphen)

(CONUS) for those officers having indef--

inite categories enlisted personnel having
an indefinite term of service. These col-
umns will be blank for (CONUS) RA
officers.

Enter day of rotation date (o/s divisions)

immediately following The Date of Loss
block.

. Major block—Type of tranasction

(1

C %(2)

(3)

dale of iransaction

TOE paragraph number

TOE line number

TOE grade (not used)

processing code
Type of transaction code (cols. 64-66) and
date of transaction (cols. 67-69) will be
determined and entered by the personnel
accounting specialist. Type of transaction
code is listed in paragraph 8-25.
TOE paragraph (cols. 70-71) and TOE
line number (cols. 72-73) will be entered
as 9998 when personnel are assigned not
joined; the appropriate paragraph number
and 99 line number when personnel are
declared surplus to a specific function
(paragraph) within an organization; and
999 when personnel are attached. This
data is obtained from the unit morning
report.
TOE grade (col. 74)—this field is not
used.
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Duty—columns 43-47. This data must be
taken from unit morning reports.

MOS and special qualifications codes. Con-
sult AR 611-101 (officer), AR 611-112
(warrant officer), and AR 611-201 (en-
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listed) for military occupational specialty
and special qualifications codes.
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Figure 8-15.

Date of rank—columns 48-62. For com-
missioned officers and warrant officers use
date of AUS rank; for enlisted personnel
use temporary date of rank unless individ-
ual has only a permanent date of rank.
Changes to date of rank will be made from
the morning report unless the change is of
such a nature that reference to the individ-
ual’s personnel records must be made.

Date of loss (mo—yr)—columns 53-64 or ro-
lalion date (mo—yr—day) for o/s divisions—
columns 53-56. Unless the indivdiual hasan
earlier date of loss by reason of oversea levy
(CONUS), early separation (CONUS) will
be shown for those officers having a definite

commitment, and date of expiration of

term of service (CONUS) will be shown
for enlisted. Enter (hyphen-hyphen)

(CONUS) for those officers having indef--

inite categories enlisted personnel having
an indefinite term of service. These col-
umns will be blank for (CONUS) RA
officers.

Enter day of rotation date (o/s divisions)

immediately following The Date of Loss
block.

. Major block—Type of tranasction

(1

*(2)

(3)

dale of iransaction

TOE paragraph number

TOE line number

TOE grade (not used)

processing code
Type of transaction code (cols. 64-66) and
date of transaction (cols. 67-69) will be
determined and entered by the personnel
accounting specialist. Type of transaction
code is listed in paragraph 8-25.
TOE paragraph (cols. 70-71) and TOE
line number (cols. 72-73) will be entered
as 9998 when personnel are assigned not
joined; the appropriate paragraph number
and 99 line number when personnel are
declared surplus to a specific function
(paragraph) within an organization; and
999 when personnel are attached. This
data is obtained from the unit morning
report.
TOE grade (col. 74)—this field is not
used.
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Figure 8-17.
(5) Basic branch (commissioned officer only)— agreement recorded in Item 13, DA Form
columns 37-38. From Item 8, DA Form 66. Changes to this data will be taken
66, enter the officer’s basic branch code.as from unit morning reports. Codes are
listed in AR 330-330. These columns are listed in AR 330-330. This column is
left blank for warrant officers. Changes blank for RA officers.
to this data must be provided by the . .
Personnel Records Branch. (9) Column 40. Blank in the enlisted Person-
(6) Component (officers only)—column 39. En- nel Qualifications Card.
ter code aslisted in AB 330330 for officers (10) Racial group—column 41. Enter the code
component recorded.m' Item 3, DA Form for the individual’s race recorded in Item
66. Chfanges t'o this item will be taken 5, DA Form 66 or Item7, DA Form 20.
from unit morning reports. Codes are listed in AR 330-330. If the
7 F ‘;Tag" .;e‘;mceEav:zlabzhéy (F"I‘Sfefi_@(iy)T enlisted personnel is an alien, enter a
cotumn ' nter code lor individuals hyphen over the race code (fig. 8-17).
FSA as recorded in Item16, DA Form 20. P (fg )
Changes to this data will be taken from (11) Marital/dependency status—column 42. En-
unit morning reports. Codes are listed ter as a single-digit code from Items 26 and
in AR800~200, This column is not used 27, DA Form 66, and from Item 10,
by divisions located outside CONUS. DA Form 20. A zone punch- denotes
(8) Service agreement (officers only)—column marital status and numeric punches indi-

40. Enter the code for the officer’s service

cate number of dependents.
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(12) Physical category—column 43.

(a) Officers.

(b

The physical code used for
enlisted personnel will be applied to the
physical status for officers recorded in
Item 14, DA Form 66. Changes to this
data must be provided by the Personnel
Records Branch.

Enlisted. Enlisted physical code will be
shown as recorded in [tem17, DA Form
20. Changes to physical code for enlisted
personnel will be taken from unit morning
reports.

(13) Date of permanent change of station—col-

umns 44-46. Enter day, month, and vear
of last permanent change of station as
recorded in Item 18, DA Form 66, or in
Item 16, DA Form 20. Changes to this
information must be provided by the Per-
sonnel Records Branch. These columns
are left blank for individuals who have had
no permanent change of station.

e. Major block—date returned from overseas

area of last foreign service tour
area of non-CONUS residence .
basic pay eniry date '
additional pay
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Figure 8-18.

(1) Daie returned from overseas—columns 47—

49 (CONUS only). TForm Item 17, DA
Form 66 or Item 31,DA Form 20, enter
the month and year in which the individual
returned from his last foreign service tour.
If the individual has had no oversea service
enter “NO” in columns 48-49; column 47
is left blank. The columns are not used by
divisions located outside CONUS.

(2) Area of last foreign service tour—column

8-26

50 (CONUS only). Enter a code for the
area of last foreign service tour as recorded
in Item 17, DA Form 66, or Item 31,DA
Form 20. Codes are listed in paragraph
.8-25. Enter Z in this column for those
individuals who have had no oversea
service.

(3)

4)

(@) Officers.

(b) Enlisted.

L'A;'l' 'E'?':g"toi DATE o
v [ vm 1212 ] vm Js2{oRY N[ va
4 -
adarlas sl is)isolsa sl 5 aelse sl 6 eoilce

b LEVEL

Area of residence, non-CON US—column 51.
Determine and enter the code for area of
non-CONUS residence, as recorded in Item
33, DA T'orm 66 or Item 12, DA Form 20.
Codes are listed in AR 330-330. Leave
this column blank if not -applicable. -
Changes to this item will be taken from
unit morning reports.

Basic pay entry date—columns 52-54. Enter

" month and year of basic entry date recorded

in Item 33, DA Form 66, or Item16, DA
Form 20.

Changes to BPED must be
provided by the Personnel Records
Branch.

Changes to BPED will be -
taken from unit morning reports.



(5)

Additional pay—column 55. Enter code
for additional pay data recorded in Officer’s
Financial Data Records Ifolder or in Item
5. DA Form 20 for enlisted personnel.
dides are listed in AR 330-330. Leave
this column blank if not applicable.
Changes to this data will be taken from
the unit morning reports.
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Figure 8-19.

Date of birth—columns 56-60. Enter day,
month, and year of individual’s birth as
recorded in Item 4, DA Form 66 of Item

6’ DA Form 20. This information must be

provided by the Personnel Records Branch
for all initial assignments to the division.

Language code—columns 61-62. When no
language is applicable enter @ (zero) in
each of these columns. Codes are listed
in AR 330-330.

Enter appropriate code for
foreign language in which the officer is

most proficient as recorded in Item 32, .

DA Form 66; if a second foreign language
is listed, encircle the “2nd’ over the
unit’s position (col. 62) of the code (see
example, fig. 8-19). Changes to this
data must be provided by the Personnel
Records Branch.

(b) Enlisted. Enter appropriate code for

(3)

(4}

foreign language in which the individual
is most proficient as recorded in Ttem30s
DA Form 20; if a second language is
listed, encircle the “2nd’* over the unit’s
position (col. 62) of the code. Changes
to the most proficient language will be _
taken from the unit’s morning report;
changes to the second language must be
provided by the Personnel Records
Branch. -
Educational level—column 63. Enter edu-
cational level code from Item 16, DA Form
66, or from Item32, DA Form 20. Codes
are listed in AR 330-330. Changes to
this data must be provided by the Personnel
Records Branch.
Enter in columns 64-66 the basic active
service date (BASD) applieable to Regular
Army enlisted personnel.
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(5) Additional qualification—column 67. Enter
# (zero) if individual has no additional
quslification other than the special quali-
fication recorded in his MOS prefix or
suffix.  When individual has such an
additional qualification in Item 13, DA
FForm 66 or Item27 y DA Form 20, enter the
code a3 a second speeial qualifieation.
Changes to this data must be provided by
the Personnel Records Branch.

(6) Sccurtty clearance—column 68. Codes are
listed in AR 330-330.

(a) Officers. Enter code for security clear-
ance recorded in Item 11, DA Form 066,
Changes to this data must be provided by
the Personnel Records Branch.

(6) Enlisted. Enter code for security cleat-
ance recorded in Iteml9, DA Form 20.
Changes to this data will be takeu from
the unit morning reports.

(7 Accrued leave-—columns 69-71. Accrued
leave is taken from DA Form 481 (Military
leave Record). Enter @ (zero) in each of
these columns when individual has no
accrued leave.

(a) Enter number of whole days in columns
69-70. Enter half a day as 5" in column
71, If individual has less than 10 days
acerued leave, enter number of whole
days in column 70; enter @ (zero) in
column 69, If half days are not applica-
ble enter ¥ (zero) in column 71.

{b) The Military Pay Branch must provide
the mnecessary information when an
individual fzils to accrue leave. The
Machine Processing Unit will update
geerued leave {rom entries recorded on
the unit morning reports and by auto-
matjcally adding 2.5 days to the accrued
leave amount once each month. Sec
chapter 5 for reporting exceptions.

(¢} Negative balance entries for leave must
be identified by recording the symbol
“CR"” in red above columns 69-71.

(8) Processing code—columns 76-79. See para-
graph 8-207(4).

8-22. Personnel Suspense Processing Card (DA
Form 2470-1). This punched card is used to report
changes to which suspense dates are used to identify
those individuals requiring personnel actions at
a specified time.
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Major block—service number.  See paragraph

8-20qa.

. Major boci—name. Sce parggraph 8-200,

Majar blucli—grade. See poragraph 8-20c.
Major bock—ecligibility for Armed Forces Re-

(1

(2)

(3)

()

serve Medal
non-CONUS resideni—ETS da'e
qualification in arms
annual audil of D4 Form 66
{officers only)
Joreign  sereice aravlglility  code
change {enlisicd only)
efficiency report duc {officers only)
complefion of on-the-job training
tenlisted only)
photograph (officcrs only)
eligibility for (Good Conduct Medal
(enlisted only)
military ideniification card
Federal Housing Adminislration
cligibitity
complciion of 17-1/2 years service
Eligibility for Armed Forees Reserve M edal—
columns 33-345. Enter month and year
(as determined from individual’s 201 file)
in which individual will become eligible
for the award of this medal. These columns
will be left blank when not applicable.
Non-CONU'S restdent— ETS dale—columns
35-36. If non-CONUS resident (col.
51—DA Form 24069), enter the date (month
and year) 90 days prior to ETS.
Qualification tn arms—columns 37-38. En-
ter month and year (as determined from
Item 23, DA Form 66 or Item29, DA
Form 20} in which individual is to qualify
in arms. If individual is required to fire
for familiarization only, Encirele “F" in
columnar heading of the year ficld, column
38 (fig. 8-20).
Annual audit of DA Form 66 (officers
oenly)—column 39. Eunter month (as de-
termined from Item 35, DA Torm 606)
in which the officer's qualification record
is due for annual audit.
Foreign  service aratlubility code change
{enlisted onlyy—column 35, Lnter mouth
(as determined from Itemlé, DA lorm
20) in which the FSA code must be re-
viewed or changed. This column is blank
when not applicable.
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Figure 8-20.

(6) Efficiency report due (officers only)—

* (7)

(8)

*(9)

AGO 5603A

column 40. Enter the month (as deter-
mined from Item 2, DA Form 66)
during which the officer is due for an
annual efficiency report.

Completion of on-the-job training (en-
listed only)—column 40. Enter the
month (as determined from Item 38,
DA Form 20) in which the individual
will complete on-the-job training. This
column is blank when not applicable.
Photograph (officers only)—columns
41-42. Enter the month and year (as
determined from Item 24, DA Form
66) in which the officer is due to be
photographed.. Columns 41-42 are
blank when not applicable.

Good Conduct Medal (enlisted only)-—
columns 41-42. Enter the month and
vear (as determined from Item 4,
DA Form 20) in which individual

becomes eligible for this award. Col-
umns 41-42 are blank when not
applicable.

% (10) Military identification card—columns

(11)

(12)

43—44. Enter expiration date of the
individual’s ID card as determined
from Item 33, DA Form 66; or from -
the file copy of DA Form 428 in the

201 file for enlisted. '
Federal Housing Administration eli-
gibility—column 45. Enter month of
January or July, whichever is nexf,
as determined from DD Form 802,
certifying the individual for eligibil-
ity. This column is blank when not
applicable.

Completion of 1715 years service—
columns 46-47, This item is completed
only for those individuals who have
completed 10 or more years of service;
columns 46-47 are blank when not ap-
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Figure 8-21.

plicable. Enter month and year (as
determined from the BPED, Item 33,
DA Form 66 or Item 34, DA Form
20) in which individual will complete
17145 years of creditable service.
BPED should be used to assist in the
identification of these personnel when
10 years of service is completed.

e. Major block—completion of 29 years ac-

(1)

*(2)

tive duty (enlisted only)

mandatory retirement (en-
listed only)

eligibility for promotion/
appointment

Completion of 29 years active duty

(enlisted only)—columns 48-49. This

item is completed only for those in-
dividuals with more than 20 years of
active Federal service and with a per-
manent grade of E—6 or below. These
columns are blank for all other en-
listed personnel. Enter month and
year {as determined from the most
recent DD Form 4) in which individ-
ual will complete 29 years of active
Federal service. The BASD recorded
on the DA Form 2469, should be used
to assist in the identification of these
personnel,

Mandatory retirement (enlisted only)
—columns 50-51. Enter month and
year (as determined from Item 11,

(3)

Dbl el

DA Form 20 and latest DD Form 4)
in which individual may be due for
mandatory retirement, These columns
are blank when not applicable.

Eligibility for promotion (officers)
and appointment (enlisted personnel)
—columns 52-53. Applicable for per-
manent appointment of enlisted per-
sonnel to grades E-3 through E-9

- and temporary promotion of officers

and warrant officers to 1st lieutenant
and CWO, W-2, Columns 52-53 are
blank when not applicable.

(a) Officers. Eligible after completion of

(b)

*(c

18 months active duty as a com-
missioned officer. Enter the month
and year as determined from Item
12 and Item 18, DA Form 66.
Warrant officers. Eligible after com-
pletion of 18 months in grade from
the date of appointment. Enter the
month and year as determined from
Item 12 and Item 18, DA Form 66.
) Enlisted personnel. Eligible as fol-
lows: To E-3, 8 months active duty;
to E-4 and E-5, 12 months as tem-
porary E-4 or E-5; to E-6 and E-T7,
18 months as temporary E-6 or
E-7; to E-8 and E-9, 2 years as
temporary E-8 or E-9, Enter the
month and year as determined from
Item 33, DA Form 20.
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f. Major blocks—smallpoz

typhoid

tetanus

A

B

C

medical examination

couris-martial record lo be for-
warded, DA Form 26 (enlisted

AR 600-16

annual review of DA Form 41
(Record of Emergency Data)
and DA Form 20 (Enlisted
Qualification Record)

expiration of service agreement
(officers only)

expiration of enlistment or service
(enlisted only)

basic pay eniry date, adjustment
date (enlisted only)

- ~

DA FORM 24701,

(1

2)

(3) Tetanus

only) processing code
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Figure 8-22.

Smallpox tmmunizalion—columns §4--55.
Enter month and year (as determined from

individual’s Standard Form 60¢1) in which

the next immunization is due.

Typhotd immunization—columns 56-57.
Enter month and year (as determined from
individual’s Standard Form 601) in which
the next immunization is due.

immunization—columns  58-59.
Enter month and year (as determined from

(4}
(5)

individual’s Standard Form 601) in which
the next immunization is due.

A, B, C,—columns 60-65. For local use.

Medical examinalion—columns 66-67. En-
ter the month and year (as determined from
Item 14, DA Form 66 or Iteml7s DA Form
20) in which the individual is due to receive
a medical examination; if individual is due
only for a medical evaluation encircle the
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(6)

@

®)

(9)

“EY” in the heading of column 67 (fig.
8-22).

Record of courts-martial to be forwarded, DA
Form20Q (enlisted only)—columns 68-69.
Enter month and year (as determined from
DA Form20 contained in individual's 201
file) in which the courts-martial record is
to be forwarded. Columns §8-69 are blank
when not applicable.

Annual review of DA Form 41 (Record of
Emergency Data)—column 70. Enter month
(as determined from Item 18, DA Form 41)
i which the individual's Record of Emer-
gency Data must be reviewed. This item
also will be used to screen DA Form 20 for
E-7-8-9 personnel at the time DA Form
41 is reviewed.

Ezxmpiration of service agreement (officers
only)—columns 7/-72. Enter month and
vear (as determined from Items 13 and
33, DA Form 66! in which the officer’s serv-
ice agreement will expire. Enter a hyphen
{-) in each of columns 71-72 for those
officers on active duty for an indefinite
period. Changes to this information will
be taken from the unit morning reports.
These columns are biank for RA officers.
Ezpiration of enlistment or service {(enlisted
only)- columns 71-72. Enter month and
vear (as determined from Item1ll, DA

AR 600-16

Form 20) in which the enlistmment or
service will expire. Enter hyphen (-}
in each of columns 71-72 for those in-
dividuals on active duty for an indefinite
period. Changes to this information will
be taken from the unit morning reports.

(10) Basic pay entry dafe, adjustment dale
(enlisted only)—column 73. Enter month
(as determined from Item 33, DA Form
66 or Iteml6, DA Iorm 20) in which
individual’s basic pay entry date must
be adjusted by a morning report entry.
Leave blank when not applicable. Changes
to this information must be provided by the
Personnel Records Branch.

(11) Processing code {(officers and enlisted)—
columns 76-79. See paragraph 8-20f(4).

§-23. Interdivision gains. When an individual
is initially assigned to the division, DA Forms
2468, 2469 and 2470 are prepared by the records
clerk. These cards accompany the morning report
containing the remark assigning the individual.
All items on the cards will be completed.

8-24. Attached personnel. a. Only the Personnel
Data Card (DA Form 2468) will be prepared and
maintained for attached personnel. Necessary
data will be taken from the morning report and
identified only by ihe type of transaction code as
recorded in card columns 64- 66,
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Figure 8-24.
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b. The following ig recorded in the Personnel
Data Card for attached personnel:
(1) Name.
(2) Service number.
{3) Grade.
(4} Type of transaction code.
(5) Date of transaction.
(6) TOE paragraph and line number (99499).
(7Y Processing code of orgamzation to which
attached.

(8) Card number (4 in column—80}.

8-25. Codes. Except as noted, codes and abbre-
viations used in the Personnel Service Division
punched card accounting system are contained
in AR 330 330. Codes listed in a through ¢ below
must be kept up-to-date and notification of changes
must be provided to interested offices aud umits
of the division.

a. Area of last foreign service four and {ravel
status. The letter “Z” ix used to identifv those
individuals who have had no aversea service,

Uin.
Oversea greo Accompenied occompanted  Bajkeine

Europe (long tours in ] A K
Germany, France,
Italy, Greece, Turkey
and other Furopean

areas),
Korea.. ...... ..... .. 2 B - i.
Japan_____. .. e e - 3 C AL
Ryukyus {Oktnawa) ... 4 D N
Alaska. . ... ... ... ..... a K r
Caribbean Area_. .. _.._. 6 |y Q
Hawaii... . ... .. ... . h G R
Other long tour areas as 5 H 2

outlined in AR 611-30.
Other short tour aress an 9 J T
outlined in AR §14-30.

b. Country of cilizenship.

Albrasation—Code Counlry
AFG (... ... . Afghanistan

AL .0 ... . Alaska

ARB . ... . . Saueli Arabiy
ARG R . Argentina
AST. o Austrana

AL .. R - Austria

AZO . Azores

BAII . . Bahamu Islunds
BEA. . Briush Fast Africs
BET. . Belgium

BER.. .. .. .. .. ... . .... . Bermuda

BOL .. . . _.... . RBolivia

BRA . 0 o0 o . Brazil

BUR. ... . ..... ... .. ... . Burma

(AN e -« . ... ..... Cambodia

Abbreviation —Code
CAN . .. . . . ..

CAR. ... ... ... ...

Couniry
Cuonada

. Caroline Islands

China
Chile

. Colombis

. . Costa Rica

Cuban

Canul Zone
Czechoslovakia
Denmark

Dominican Republic
Ecuador

. Egypt

El Saivador

England

Eritrea

Ethiopia

Finland

France

Frenehh West Africa
Germany

(reece

Gireentaned
Ciuatemala

. Haiu
. Hawaiian Islunds

Hong Kong

. Honduras

Hungary
lecland
Indonesia

. Indin

Ireiand

. Iran
. ITrag
. lsracl

ltaly

. Japan

. Johnston Istund
. Jordan

. Kashmir

. Korea
. Lnos

. Libya

. Lebanon

. Liberta

. Luxembourg

. Malayun Federation
- Marna Isbands

. Mexico

. Moroeco

- . Marshuil Islands
. Nepal
. Netherlands
- Nicaragua
. Norway
- New Zealand
. Pacifie
. Pakistan

Palestine
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Abbreviation—Code Country
PAN e ireem—————— Panama, Republic of
PAR L ial_.. Paraguay
PER. .. Peru
Pl Ll Philippine Islands
POL__ . ... Poland
POR. . e Portugal
g Puerto Rico
RUM .. ... Rumania
RUS. .. Russia
RYK .. Ryukyu Islands
SAF e South Africa, Union of
SBIN L. Singapore
SPA. e Spain
SUD. .. Sudan
SWE . . Sweden
SWI_ ... Switzerland
BYR._ .. Syria
TAL. ... Taiwan
THI e Thailand
TRS . . Trieste
TYN L Tunisia
TUR. - . e Turkey
URU . ... Uruguay
U8 .. United States
VEN . Venezuela
VI L Virgin Islands
VN e Viet Nam
WAL .. Wales
Wl oo eeaao. Wake Island
YUG. . Yugoslavia

¢. Marilal/dependency status.
Code Definstion
0. ... No dependents.

AR 600-16

Code Definition

) Single—one dependent.

2. Single—two dependents.

: T, Bingle—three dependents.

4 . Single—four dependents.

S Single—five dependents.

6. .. Single—six dependenta.

F . Single—seven dependents.

8 .. Single—eight dependenta.

Lt S Bingle—nine or more dependents.

T, U Married—one dependent, the wife.

B ... Married—two dependents, the wife is one.

o Martied—three dependents, the wife is one.

Do Married—four dependents, the wife is one.

E Married—five dependents, the wife is one.

P Married—=six dependents, the wife is one.

G ... Married—seven dependents, the wife is one.

H ... _. Married—eight dependents, the wife is one.

I Married—nine or more dependents, the wife
is one.

d. Processing code. Processing codes will be
established for each unit by the MPU, and will be
furnished to each unit activity. Processing code
structure is defined in paragraph 8-27¢(1).

e. Type of transaction. Type of transaction codes
are used primarily to account for personnel strengths
and to identify those individuals who may be
attached or in an absentee status as reflected on the
unit’s morning reports. In addition, these codes
will facilitate processing changes to the Personnel
Records punched card file and are to be applied as
appropriate remarks appear on the morning report.

Section V. MACHINE PROCESSING UNIT FILES

8-26. General. Files required in the Machine
Processing Unit can be grouped into two categories:
punched card files and supporting document files.

8-27. Punched card files. a. The personnel
records file consists of three different punched card
forms for each assigned individual: Personnel Data
Card (DA Form 2468), Personnel Qualifications
Card (DA Torm 2469), and Personnel Suspense Card
(DA Form 2470). Data in these cards are in most
instances in coded form. These cards are punched
and interpreted as outhined in table 8-I. The Per-
sonnel Data Card contains information which is
used in the preparation of most strength reports.
The Qualifications Data Card reflects the data most
commonly consulted in connection with management
functions. The Personnel Suspense Card records
suspense data which is used to assist in handling the
many personnel actions and to alert appropriate

personnel of pending actions. These cards are
designed to reflect the current status of each in-
dividual assigned or attached to organizations within
the command jurisdiction of the division head-
quarters. This file is the basis for most PCM
reports. A variety of data may be quickly extracted,
accumulated and summarized for specific groups of
individuals or organizations. The currency and
accuracy of these reports are dependent upon prompt
and accurate reporting. The file is maintained by
subunit within the parent unit. Within the subunit
the cards are arranged alphabetically (first ecight
letters of surname) by service number (three terminal
digits). TParent units may by grouped so that the
personnel accounting specialist may be assigned a
specific group of organizations in order to expedite
updating and report preparation.  This group nor-
mally coincides with eomposite team arrangement,
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9t-8

Table 8-I. Types of Transaction Codes

File affected
1;::!? Applioation M/R group ) :m dala I Pera qual Peta susp | Daily str l Alpha loc | Not present
I ‘ Of. Enl off. En) o, l Ent : OR. ; Enl Df. ; Enl i OF. I Enl
. ! —_—— - | Rt
| GAINS TO ASSIGNED STRENGTH | | | i 1
110 | Individual is amsigned and joined to & unit | Assigned Gaina_____. X X x | X X X X ‘ X | X | X ‘ I
of the division—reassigned from outside | | |
the division, | | | | |
126 : Individual assigned joined to a unit of the | Amsigned Gains ... ..| X X | X X X X X X X X
division— reassigned from outside the _ l l | {
division. (Individual is in an intransit l | | | ] J
status—Transaction Code 420 must be | [ [ | :
applied subsequently when individual is | ‘ I 1 |
reported joined.) | | | f | | | I l
130 | Individual is8 returned from a “Dropped | Assigned Gaing._ . ox X X | X | X | X I X , X | X | X
from the Rolle'’ status. | | ; . i l
140 | Individual enlists, reenlists, or is called to | Assigned Guina.____ . x Px oox Ux Px Px ot ox | x | x |
nctive duty snd is initially aesigned to | | | | | | | | | |
the reporting unit. | | | | 'I ' | .
150 | Individual ie assigned from another unit | Aesigned Gaina.. ...| X X X X X X | X | X I X | X |
within the division. l i I ] l | } | } !
160 | Individual is assighed not joined (intrangit) | Assigned Gains._.___1 X | 3 | X | X } X poX ! Y E X X , X .
from another unit within the division. ! ' ! i l
190 | Revoeation of & loss reported under Trans- | Assigned. . __... ..., X X | X | X ] X | X ! X 11X | X | X i
action Code 210, 230, or 240. I [ | 1 i i | | .
195 | Revocation of 4 loss reported under Trans- | Assigned - .. .. _..| X |oX | X | X | X , X "X N o X I I
action Code 250. | | : l | ‘| ! ‘ | | | I
LOSSES TO ASSIGNED STRENGTH | | | J i | % : : ! ! ’
! : | 1
210 | Individual is reassigned outside the division | Assigned Losses. . _. . l X ! X l X l X ! x , X | X | x | X | X ‘
230 | Individual is "Dropped from the Rolla.” .. _| Aesigned Losses. .. | x | X | X | X i X | X | X | X X X '
240 ° Individua! is separated or discharged from | Assigned Losses___. -| X | X [ X | X | X i X X X | X X | !
active service. i i | | | % | |
250 | Individual is reasaigned another unit with- | Assigned. .. .. ... .I x | x | x | X | X | X | X | X | X I X ]
in the division. i ‘ | | | : | | |
260 | Death.. ...._.___ ... e e Assigned Losses __. g X X X X X X X x ! x x | |
290 | Revocation of gain reported, under Trans- | Assigned Losses ..., X | X | X | x Ix | X | X | X | x X | |
action Code 110, 120, 130, or 140, | | | | | I | l
285 | Revocation of a gain reported under Trana- | Assigned Losscs. _ . , hY | X | X , X X "X X X l X | X l l
action Code 150, ! | | ‘ { | | |
. I T S
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ATTACHED PERSONNEL | [

|
|
pending EDCSA ). |
320 | Attached and joined pending LDCSA-- | Attached. __ ... __. X X e T [ | ...... S R B 4
individual must be subsequently reported !
under Transaction Code 110 or 150. ' | l
|
|
|
|
|

| I
310 | Individual is attached for duty (other than | Assigned Pera____ l X | X : ..... i ______ s
| l
|
l
|

840 I Individual returns from absent in confine-
ment.

Misc Changes _.._..| X

890 | Erroncously reported under Transaction ! Mise.. ... ... __.. X

Code 710, 720, 730, 740, or 750.

MISCELLANEOUS STATUS
CHANGES

Misc Changes ... ___ X
grade and date of rank. {Duty MOS and I
TOE paragraph and line number may
alno change -prucess simultaneously.)

Immediate reentry on active duty— reen- | Imm Reentry on D S X X» X+ X* xX»

Active Duty. [

920
listments or discharge regulting in im-
mediate recall to active duty.

Demation resulting in change to current | Misc Changes __.__.l._.__. X X X X X | oL
grade and date of rank. {Duty MOS and I !

TOE paragraph and line number may l
aléa change -process simultaneously. s
940 \ Chunge to name or gervice number_ . __ . l
950 | Adjustient to date of rank or change to

910 l Promnotion regulting in change to current
|
[
[
830
[
|

Misc Changes ... __.

4
o

i data of loss. ‘ iI
960 ' Chunge to MOS or special qualification— | Misc Changes ._. .. .

| Primary, secondary, or duty. Change |
in duty MOS should alsu reault in change \
to TOE paragraph and line number— |
process simultaneously.
470 | Change to proficiency pay designator code. | Misc Changes _____. X X
980 | Individualis juined from an intranait atatus | Misc Changes
(individual previously reported under
Type Fransaction Code 120, 160 or 780. \
YH} | Revocatiun to Transaction Codes 910, 920, | Misc Changes ______ X 1 X X
030 or 940 and
990 Vaso, v6vorvro.. o o .. . )X

I

e
-

-

710 | Individual departs on ordinary leave. _....] Misc Changes ___. .. X p. S N
720 ; Individual departs on detached serviee. - ., Mise Changes. . ... X X faeoaas

|
|
l 1
S | |
OTHER DUTY STATUS

*Service number, ETS, and date of Joas changes necessitate changes to cands 1, 2, and 3.

P
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Table 8-1I. Types of Transaction Codes—Continued.

Trans

Application

File affected

o M/R group Pers data Pers qual Pers susp Daily str Alpha loc Not present
<0ode "
off Enl Off. Enl Off. Enl Off. Enl Off. Eal Off. Enl
OTHER DUTY STATUS—Continued
730 | Individual is reported absent—sick_ .______ Mige Changes.-..... X b G PR RN FRURURUUEN VRPN SRPUIUPIN (RPIUUPUPR (RPRRPIPIPR IR X X
740 | Individual is reported absent in confine- | Mise Changes._._____ X b, SR FRORDRES JRONDIURRIUN DRORORPRNUN NN FNORPNY FUURN RPN P X X
ment, military or civilian.
750 | Individual departs pending EDCBA of | Misc Changes._.__.__ X X
transfer—to be subsequently reported
under Transaction Code 210 or 250.
780 | Individual Enlists, reenliata or is called to | Misc Changes_._____ X b, S P I IR VRSN AU N, X X
active duty (assigned not joined—in-
transit). Individual simultaneously re-
ported under type Transaction Code 140.
790 | Erroneously reported .under Transaction | Mise Changes_______ X b SR P (U NP (RN DU FNPRUITNN FUNRRIP PRI X X
Code 810, 820, 830, or 840,
§10 { Individual returned from ordinary leave. .. | Misc Changes._._.__. X X X X b |eo_ola. SR DR IR B X X
820 | Individual returned from detached service_ .| Misc Changes. ._.___ X p: S IR (RS IRURDIUON NUNUS SRRpRvive PSRRI PP R X X
830 | Individual returned from absent—sick_____ Misc Changea.._._._ X b S VEURUNUN SUVURORSY IR SR AR PP S [, X X
300 | Revocation to Transaction Code 410 or 420_t Attached Pers______. X X
410 | Relieved from attached (other than pend- | Attached Pera_______ X X
ing EDCSA).
420 | Relieved from attached pending EDCSA— | Attached___________ X
individual must be teported under Trans-
action Code 110 or 150.
490 | Revocation to Transaction Code 310 or 320_| Attached__________._ X p. SR RN FEVRRURUN INURRRUIS NN PROVORR (R X X
UNAUTHORIZED ABSENCE
510 | Individual is reported absent without leave_| Misc Changes. ... - X b, G S SNURUURR (RURURUUI OIS UNRIDUSY (NI DRI IR X X
520 | Individual is reported missing____________ Misc Changes..... - X D, G RSN SRR PRI (RRUR NP RRUpup USRS B X X
590 | Individual erroneously reported under | Misc Changes_._____ X b SO SRR PSR (RORPROROIN) NN (RSP [P FU U FPRRIPN X X
Transaction Code 610 0r620_________._.
610 | Individual returns from abeent without { Misc Changes....._. X b G RN R PPN HONOIPIUNY FOUPIRvir FRRGRErs I Ep Ity X X
leave before being. “Dropped from the
Rolle.”
620 | Individual returns from missing before | Misc Changes._..._. X b, G RN NV VPN RPN PPN [t PP i X
being “Dropped from the Rolls.”
690 | Individual erronecusly reported. under | Misc Changes.......| X D, N PR SRR [NGRIORPNN [N Ny SR ORI X
Transaction Codes 510-520. ‘

91009 UV
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(1) The Personnel Data Card (DA Form 2,68).
(@) The Personnel Data Card (DA Form 2468
for officer personnel will be punched,
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interpreted and maintained by the Mach-
ine Processing Unit as illustrated in

table 8-I1I.

Table B-1I. The Personnel Data Card (DA Form £468)

{For Officer Personnel}

Elements of data ’ ' Columns | Type
No. ) Reference punched wheels
Description l l interpreted
_ —[. , —_
1] Service number_ . . o i et e e e i l I-10 20-29
2 Name. . . . o e s JR I N - - 11-28 1-18
3 I Grade:
Alpbadesignation. . ... ___ ... __ ... ... ... ... _.... AR 330-330.... ....... 29-31 31-33
Code. . o el el e l AR 330 330___.__.___.. 32 34
4 | Blank. o e e e e eweewe Nl il el 33
5 | MOS =PHMATY: oo oo o e e e | AR 611-112
AR 611-101
AR 611-103
AR G14-110
, Note 1
D 5 U 34 38
GO0 oo o e e e | ______________________ 3538 | 39-12
6 . RBlank_ . i} . Cpnes semeeeoes ooeeee ] 30 42
71 MOS—Duty:. .. . e meireiaeeo... - ARGIL-112 ‘
AR 611-101
AR 611-103
AR 6Gi14-110
Note 2
Prefix.. .. e . S B I 43 49
Code. ... o e e il it i ieian | ..................... | 44-47 50-53
8 | Date of rank: f | |
) T i 48 49' 53-56
Month. oo O T | 50 57
YeRr ... ool ciiiiiiiiil - e e - -] S8z 58-59
9 1 Drate of loss or rotation date: .. ... ... .. ... . .. o e.. © Note 3 :
Month_. ... .. . P N 53 | 48 L
Year .. o el i i .. . I D - 54 39 L
Dav {o/sdivisions). . ._.... .. ... ...... . . R . o 55‘? 35-36 L
10 | Blank (CONUS divisions) .. . ... ... .. .o cooo e . e e b B85
11 | Transaction: . ... . e it e e s |I Section 1V ;
BT <L - A S [ 61 66 [ 4143 L,
Date:
3 7 U SR | 67 068 4445 L
Month. . . . e . } 69 46 L
12 | TOE:
Paragraph. e o i e i e e e e e |I 70-71 | 48-49 L
Line number .. ... .. ... . e . . 72-73 50-51 L
VB BIADK oo oo . 74-75‘
14 Processing code ... .. L. L il e i oo NoOted ‘ |.
Parent unit.. ... _. U DO . 76 77 a45-56 L
Subunit. . ... _..... ... e e . e oo - 78 57L
Analyst and composite teBM . ... _. oo iy s . i 70 58 L
15 0 Card number_ . . ... e e Note 5... .. . .. 80! 60 L
|
See notens on next page.
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NOTES

1. Primary MOS will be MOS na reported under item 10f, DA Form 1 (Morning Repott).  MOS will include the prefix, or degree of proficiency for Atmy
Medical Service officers, when applicable. When a prefix is not applicable. s 2010 will be punched in column 34.

2. Dhaty MAOS will be the duty code st reported under Mem 10m. YA Form 1 (Morning Report) ineluding the prefix, when applicable.  When a prefix
in not applicable, a zero will be punched in column 43.

3. These columns for peryonnel having no date of loss. will be left blank. Two 12-zone punchoes wili be punched for personnel with indefinite categoties.

4. The processing code will be the cods reRected in the organizstion card. The processing code is & 4-digit code uaed to identify the parent unit, subunit,
composite team and analyst.

5. A one (1) will be punched in column 80 to identify the card, In addition. column BO will contain 8 control “X ™ (11-zone) punch.

(5) The Personnel Data Card for enlisted and maintsined by the Machine Process-
personnel will be punched, interpreted ing Unit as illustrated in table 8-111.

Table 8-111. The Personnel Data Card (DA Ferm 2468)

(For Enlisted Personnel)

Elements of dats | | Columns i Type
No. L | Reference I punched I . wheels
Description ( | l interpreted
— - - - — = =
1| Servicenmumber. ... ___ . .. __._ .. ..o ... ... l - | 1-10 | 202y
_2
T DR st e e [ e ML 18
Alpha designation. .. ... ... ... oo ... [ AR 330-330. . .. ... ... = 20-31 | 31-33
Code.. .. i e . ‘ AR 330-330.. . ... .. -4 32 34
4 Proficiency rating designator code. . .. ... ... .. ... . L. aiil|e e e .. -] 33! 36
S| MOS—Primary: _. ... ... .. i el | AR 611-201 i |
i Note ] '
Code .o e .. D 34--36 | 38-40
Skill level BUfix. .-~ oo oo o A i 37 4l
Special quatificationsuffix. _ ... .. ... ... ... . ...V i 38 42
6 | MOS—Secondary:. .. .. ...... .. ... ... . j AR 611-201 '
. Note 2
Code. ... ...l il | bo3941| 44-16
Skilllevel suffix_ .. ... .. .. . ... ... ... ... . _.... | oo e o 'II 42 47
T MOS—Duty: o e i o el | AR 611-201 i
| Note 3 |
Code . oo e e ._.' ...................... 1 43-45 49-51
Skilllevelsuffix_ . __ . .. .. o b i 16 52
Sperial qualifications suffix_ .. _ . ... ... ... ... ... ... . 47 ! 53
B | Date of rank: ) ! J
DAY oo oo e e e . b 4849 55-36
T R l . N 5o| 57
Y OAT e e e e e e e : 51-52 | 58-59
91 Dateof loss orrotationdate. . . .. ... ... .. ...... -l Note 4 j i
Month. . ... _ .. ... .. __... O 33 8L
D S } 5 : 39 L
Day (o/s divisions)_ .. ... .. loee e e o ol 55-56 35-36 L
10 | Blank (CONUS divisions) . ... ....__..... .................... S | 5563
11 | Tran»action: | l I
WP e e e e e e e e e e e I Seetion IV.. ........ .. 64-66 ] 4143 L
Date:
DAY e e eea e l ..................... | 67-68 l 4445 L
MOth. .o e e 69 | 46 L
12 | TOE: !
PArBEIAPE e 70-71 [ 48-49 L,
Line number.. .. _...... e et aemeas 72-73
131 Blank. .ot it el el N SO e s | 74-75

Bee notes at end of table,

8-40
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Table 8~-1F1. The Personnel Data Card (DA Form 2468)—Continued
(For Eglisted Personpel}

Eloments of data Columns Type
No. e Reference punched wheels
Description interproted
14 | Processing eode:. _ ... . Liaiiali.. Note §
Parent unit. .. e e 76-77 55-56 L
Subunit.. ... . ... ... .. ... e e e 78 5TL
Analyst and compoaite Team ... .. ... __. R (R e 79 58 L
15| Gardnumber_ _. ... .. .. . . .._... e e Note6.. .. ... ..... 80 680 L
NOTEB

1. Primary MOS will be MOB as reported under item 10f, DA Form 1 {(Morning Report). A verified Primary MOS8 will be identified by an “X" (11)
tone in rolum:%;.Wben the okill level suffx or special qualifications sufx is not applicapte, a tero will be punched in the approprinte column.

2, Becondary MOS will be as reportad on the DA Form U (Morning Report).

3. Duty MOS8 will be the MOS s reported under item 10m, DA Form 1 (Morning Report). When the skill level suffix is not applicable, a zero will be
punched.

4. These columna [or those individuals having no date of loas (CONUS) will be left blank. Two 12-zone punchea will be punched for CONWUS personnel
with indefinite terma of service.

5. The processing code will be the code reflected in the organitation card.  The proceasing code in & 4-digit code used to identify the parent unit, subuai,
torepobite veam and snalyst. )

8. A one (1) will be punched in coluta 80 to identify the card. In addition coluinn B0 will contain a contral "X {11-30n¢} punch.

(2) The Personnel Qualificaiions Card (DA punched, interpreted and maintained by
Form 2459). the Machine Processing Unit as illus-
(a) The Personnel Qualifications Card (DA trated in table 8-TV.

Form 2468) for officer personnel wil] be

Table 8-1V. The Personnel Qualifications Card (DA Form £48%)

(For Officer Personnel)

Elements of data | Columns i Type
No. e | Reference punched | wheels
Description | i 1 interpreted
| [ { i
1 I Service number .. .. L L. { -10 | 2029
2! Name._..__._._.. . .. .. U F [ 1t-28 1-19
3] Grade: |
Alpha designation_ . ___.._........ e . : AR330 330 . ... ... 1 20-31 [ 31-33
Code . _.___... e e aecmeeearao- e e | AR 330-330_._......... 1 32 34
4 | Branch: . .. ... __....... e meie e eaadeian | Note ] i
Dutydetsil ... .. .. .. .l oo ARV330-330.... ... ... | 33-34 36-37
Control/monitor degignation_. . __._ .. ... ___ .o ... | AR 330-330.._. . ... 35-36 38 39
Basic .. . il L .. e meeeas | AR 330-330...... . ... | 37-38 4041
5] Component. .. ... ..o e iiio | AR330-330_. _........ | 39 43
6 | Service agreement. ... ... . ... .. ... .. ... e .1 AR330-330.........._. | 40 45
T ) RACAl rOUP. ... eeii il i et .- . YARB330-330........ ... ! 41 47
8 | Marital/Dependency status_. ... . .. .. ... ... e e a SectionIV.... ..... ... ! 42 49
Note 2 1
9 | Physical clegory .. - . L e et e eae e e e 435 51
10 ; Last permanent change of station:
Month. .. e reneeae e e m— e e e 44 53
Year. .. _.___... e e e ae i S, 415-46 H 35
11 j Date of return from overseas (CONUSonly): ... .. .....0 .. .. Note 3
Month. i o e e e [ 47 57
B =7V B 4849 58 -59

Bee notes at end of tabls,
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Table 8~FIV. The Personnel Qualifications Card (DA Card £2£69)—Continued
{For Ofhcer Personnel)

Flements of data | Columns Type
No. Reference punched wheels
Description f interpreted
—_— —— — | — r—— e ——— et | —— ——
12 | Last foreign service grea.__. . __. ... ..... ... . ..... . lSection IV .. 50 G0
13 | Residence (Non-CONUS}.. . ... ___. ... ... ... .... ] ........ 51 221
14 | Basic pay entry date:
Month..__. e e et i mmee e I e e e 52 24 1.
VOB oo e 2 53-54 | 2526 1.
15 | Additional pay eligibility. . _... ... .._...... AR336-330... __. ...} 55 28 1.
16 ; Date of birth: | '
Day. ... . ... . e e .- . ; 56-57 30-31 L
Month.... ... ... e ; ; - 68 32 L
YenAr . .. o e i e I i H9-60 33-34 L
17 | Languagecode. ... ... .. ... ... ..... e e oo ... AR 330-330.. .. | 61-62 36-27 1,
Note 4 i
18 | Edueation level. .. .. ... .. ... ol e .. ... | AR 330-330. .... , 63 391
19 { Blank. ... _._...._.. ..... e e e e oo 6466
20 | Additional special qualifieation. ... ... _.__..... ... ... AR S1L-112. __ . l 67 47 L
" AR 611-101
| AR 611-103
AR 614-110 ,
21 | Security clearance. .. ..._. ______.. e e AR 330 330 | 68 47 L
22 ° Accrued leave:. _ ... e e R s 1 7 1
Frays. ... ... ... e e il el T 69-70 49-30 1.
Y4day. oo e e e s B TR 7 5L
23| Blank.... ... _.._..... e e e e e e I Note6_. L T2-75H
24 | Proeessingeode: ... ... ... ... ........ e e o | Note T :
Parentunit __ ... ... __. e e e e T6-77 55-50 L,
Subunit_.. .. ... .. A e R | 78| 57 L
Analyst and composite team. .__. ... ... ... ... _.... e e e e : 79 58 1,
25 | Card pumber_. ... ... ..... U e Note8...... ........ | 80} 60 1.
i

NOTES

1. The duty detail braach (branch in which serving) n:ay be identical with the control branch. The control branch and duty detail branch for general
officers will be “GO.”” The control branch {or warrant officers will be the monitor designation: the duty and basic for warrant officers will not be punched.

2. Muarita! dependency status will be the number of dependenty cods {code number 10) in AR 330-330. A 12-z0n¢ junch over the number of dependents
will indicate the individual is married.

3. “NO" will be punched in columns 4848 when personnel have no oversea service.  Column 47 =il be blank.

4. The uaita position of the language code wil de overpunched with a 12.zon¢ punch (o indicate proficiency in a foreign language ather thun the one
recorded. A language must be recorded when the PMOS containn u special qualifizations digit of 6.

5. In addition to the nuinber of days leace accrued in columns 84 -70. column 7} will contain & 5 or 0 1o indicate 3§ day @1 noue.
column 89 indicates s negative leave bulance.

6. Columna 72-73 are remerved for computing the new leave balance at the end of cach month,

?. The proceming code will be the code reflacied in the organization card,  The processng code is 8 4-digit code used to identsfy the parent unit, subumy,

composile team and analyst.
8. A two (2) will be punched in column 80 to identify the eard number. I addition cotumn 80 will contain & control 11-z0ne punch.

An il-zone punthin

(b The Personnel Qualifications Card (DA by the Machine Processing Unit as
Form 2469) for enlisted personnel will illustrated in table 8-V.
be punched, interpreted and maintained
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Table 8-V. The Personnel Qualificaisons Card (DA Form 2489)

(For LEnlisted Personnel)
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18

19
)

ot

21
22
23

1, H the individunl s an ohen. the alphabetic location code (AR 330 357 wili be vaed 1o indicate forcign country of citizenship.  In the

two-character abbreviation ia necemsary. ¢olumn 35 will be blank. Coiuwnin 41 must then be punched to indicate that the individual is an sijen.

| Elements of data Columns Type
X Reference punched wheels
Description interpreted
Service number_ e el 1-10 20-29
NAME. .. ce et c et ee e e e e 11-28 1-19
Grade:
Alpha designation. . .... ... ... ... ... o..o...o..... AR 330-330 20-31 31-33
Code. .o e e e e AR 330-330 32 34
Citizenship {country)... _... ... ... o lii... I Note 1 33-35 36-38
i Section IV
l General Technical Aptitude AreaScore..  ___ ... (... _ .. _.. | . . 36-38 39-41
i Foreign service availability .. _ .. _.. __.____ . ... (... .. [ . 39 13
' Blank .._.. ... ... ... e e e cee e Nol.c2 ................. 40
i Racial group ..._..__. . - Noted___. ... ......... 41 | 47
’ Marital dependency st.at.us ..................... e e e I Section 1V 42 49
Note 4
| Phygical category. ... ... oo ... Cee e e eeeeaean } ......... . —— 43 I 31
i Last permancnt change of station: . .
| Month. . ...._ ... N | ...... e eem s 44 53
Year... ... e e e ) e e .. R 45 46 54-05
| Date of rcturn from overscas ((‘O\ us only) _______ eee .e. ... Note5
i Month ... . ..o oo .. e e e e e | e e ._| 47 57
| Year.. ... ... e em dae eee e e b el ... 48-49 58-59
Last fureign serviece aren (C”\ U8 onl\ Yol e e Section IV.._._..... .- 50 60
I Residence (non-CONUS;_ ... ... ... _. . AR 330-330. ... ... .. 51 22 L
! RBasie pay entry date: I '
; Month. . L e el e e i e e e e : 52 24 L
| Year.... ... e e e e il el |- | 83584 25-26L
\'Jdmonnl pay clu,lbtllt\ e e e e e e e VAR 330-330. ... . : 35 : 28L
Date of birth: l l ]
DIV, . o i e e e el 56 57 30-31 L
Month.. ... ......... e | oo e I 58| 32L
YORT oL i e e e e el o e e e . 59-60 33-34 L
| Language. . .o oo il i L AR330-330... ......., 61-62| 36-37L
| Note 6 |
Edueationlevel .. ... ... ... .. e e | AR 330-330. ... ... .. 63 L
 Basic active service date’
Month., ... .._.. .... e e e et ien eem] e e aeiemmee e 64 41 L
i Year.o. o e e el e i l ............. e e 65-55 42 43 L
| Additonal special thhcntnons- N, e AR 611-201_ e - 67 45 L
Security clearance. .. _. e e e e e s | AR 330-330. R __-| 68 47L
I Accrued leaver. .o .. L. e e e vee ie.., Note7
P — 69-70 | 49-50 L
Yoday. ... el o .l e e [ 51L
Blank ._____... e e e e e e . ‘-__] Now 2. .. __ . ________. l 7275 l
Processing code:. ... ... ... e i . Notwe 8 :
Parent unit. ... __. .. . L i) e e il el | 76-77 95-56 L.
Subwunit . .. .. e e e . . 78 ML
Amlv:,tnnd mmpn'ul,c 1770 I e et e e | 79 a8 L
Card number. .. ... ... .. L. L.l Lol ol .. "Note 9., .. ... | 80 G0 1.
S . _

NOTES

2 Column 40 and columns 72-7 are renerved for locr! use and computing the new leave balance at the end of each month.

3. 1 addition to the racial group code, a 12-20nc punch wiil be punchedin column 41 to identify aliens.

must e punched to indicate country of citizenship.

event only a

Il alien status is indicated herein, eolumny 33-35

8-43
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4. Marital dependency atatus will be the number vf dependenta code (code number 10} in AR 330-330.
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NOTEB—Continued

will indicate individual is inarried.

5. “N0" will be punched jn colunirs 48 -49 when CONUS personnel have no overses servite,

for other than CONUS divisiona,
6. The unit position of the language code will be overpunched with a 12-2one punch to indicate the individual speaks a forsign Iangusge other than the
one recorded. A )angurge inust be recorded when the PMOS contsins s apecind qualifications digit of ''6."
7. In addition to the number of days leave acerued in columna 69-70, colutnn 71 will contain 5 or 0 to indicate 34 day or none,
8. The processing code will be the code reflected in the organization eard.  The processing code 1s a 4-digit code used to identify the parent unit. subanit,
composite team sncd analyst,

9. A

two (2) will be punched in eolumn B0 to identify the card number.

(3} The Personnel Suspense Card (DA Form

2470).
(a) The Personnel Suspense Card (DA Form
2470) for officer personnel will be

Table 8-1°1.
(For Officer Personnel)

Column 47 will be left blank.

A 12-30ne punch over the number of dependents

Both these columns are blank

In addition, column BQ will contsin & contro! 11-rone punch.

punched, interpreted and maintained by
the Machine Processing Unit as illus-

trated in table 8-V1

The Personnel Sugpense Card (DA Form 2470)

Elements of data Columas Type
No. Reference punc hed wheels
Description interpreted
1 | Service number. . e memam- PR R B 1-10 20~-29
2 NBME. . o e e ae—e—aan T 11-28 1-18
3 | Grade
Alpha designation_ ... ... . . .i..iii..o. AR 330-330__.._ .___._. 29-31 31-33
Code. e e i AR 330-330........... 32 34
4 | Armed Force Reserve Medal:
Month e e e e e e i 33 36
Year. ... __....... et e emmaea | e e 34 37
5! Blank. .. __....._. o P 35-36
6 i Qualification in arma:
Month_ ... L ... s ] e mem e mmmae e 37 42
B (¥ U Notel .. ... .. _____.. K 43
7 1| Annual sudit of DA Form 66:
Month e e e e e 39 45
8 | Efficiency report:
Month. . e . 40 47
4 | Photograph:
Month. . e e e e b e e 41 49
B - R N 42 50
10 | Identification card:
Month______. e e e e e meeaaaa. 43 52
Year ____.__. N S 44 53
11 | Federal Housing Administration:
Month. i e 45 59
12 | 1714 years Federal service:
Month. e e e e 46 57
B (0 U, 47 58
13 | Blank. . .o e icaae e e e 48-51
14 | Eligible for promotion:
Month. e e 52 7L
B U DN 53 8L
15 | Smallpox:
Month. o e el . 54 0L
Year e e e e e maaa 55 11L
16 | Typhoid:
Month . e 56 13L
D 7Y U D 57 14 L

Bee notas at end of table,

844
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Table 8-VI. The Personnel Suspense Card (DA Form 2470)—Continued

AR 600-16

(For Officer Personnel)
Elements of data Columuns Type
No. . Referonce punched wheels
Dexcription interpreted

17 | Tetanus:

Month | e e e 58 16 L

Year.. . .._. S U SO 50 17L
8- 2 - N N Noted_ .. .. .. __.___. 80-61 19-20 L
18 | B, .- @ emmeimemaeiicicie s Noted L. 62-63 22-23 L
I [ O U PRV Noted_ .. . _.._.. 84-65 2526 L
21 | Medical examination and type:

. % Y 1 Y B 66 28 L

YT, e e e Note2_ . ___ ... _..... 67 29 L
22 | Blank. ... e eeeaet e e e e 6869
23 | DA Forms 20-41:

Month___.._.. ._....__..... Y DA 70 4L
24 | Date of expiration of service agreement_ .. __ . ... ___.___._.__. Note 3

Month . e o T R 71 36 L

B 02 o 72 37 L
25 3 Blank_ . . e et ieaemaa- Noted_ _______. ______. 74-75
26 | Processing code:... ... Ll e Note §

Parent unit. . e e e . 76-77 55 06 L

Subunit. oL e e 78 571

Analyst and composite team.__ .. ... o Lo o L. ool il 79 81
27 ) Card number_ ... ... ... ... . ..... . . Noteb._ ... .._..... 80 60 L

NOTES

1. Column 38 {yenr} will be overpunched with a 12-zon® punch w indicate the individual will fire for familisrization onlv,
2. Column 67 {yeari will be overpunched with o i2-zone punch o indicats the individual is scheduled for an evaluation type examination.
3. Date of expiration for officem vn active duty fos an indefinite period will be punched with two 12-zone puncher. These columns will be blank for R4

officers.
4. Columa 74 is reserved for use in compuling the number of suapense actions maturing each moath. Columns 6065 and 75 are reserved for local use

The processing code is & 4-digit code used to identify the parent unit, subunit

5. The processing code will be the code reflected in the organization card.

cotmposite team snd analyst.

6. A three (3) will be punched in column 80 to identily the card number.

(b) The Personnel Suspense Card (DA Form
2470) for enlisted personnel will be
punched, interpreted and maintained by

Table 8-V1]. The Personnel

In addition column 80 will contain a control X" (11-20ne) punch,

the Machine Processing Unit as illus-

trated in table 8-VII.

Suspense Card (DA Form 2470)

(For Iinlisted Personnel)

Elements of dawa Colummns ! Type
Nao. Reference puached whoels
Description interprated
1 | Service number_ e e e 1-10 20-29
2 Name. e e 11-28 1-18
3 | Grade: .
Alpha designation. _.__. . _.______._.__. . e e .. AR 330-330____________ i 20-31 31-33
Code_ . . ... imen- e emmana AR 330-330_.__.____.___ 32 34
4 . Armed Forces Reserve Medal: ;
Month. ... ...... e o e e e e e e e e e e mm e e e e e — e m—u | 33 36
YORT e oo e et | 34 37

8-45
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Table 8-VII  The Personnel Suspense Card (DA Form 24{70)—Continued
(For Fnlisted Perzonnel}

Eioments of dats Columas Type
No. Reference punched wheels
Description interpreted
5 ' Non-CONUS resident—ETS date (80 daye prior to ETS)_____.__.._ Note 1
Mobth_ . el L. & eiemmmemea|ee e e ecica. 35 39
(- Y RS e immmaaoan 36 40
6 | Qualification in arms:
Month. o . e oL 37 42
b ¥ RPN Note2 . ___________._. 38 43
7 | Adjust foreign service availability code:
Month. i caieeeeeeaa]ee e aam——— 39 45
§ | Completion of on-the-job training:
Month. .. ... R e ieeeaeas 40 47
9 | Good Conduct Medal:
Month. L.l L il [ e wnee m e ee e 41 49
B N ) RO e s 42 50
10 | Identification card:
Month_. ... el o 43 52
YeRr e o e iwmemmmmema e e 44 53
11 | Federal Housing Administration:
Month___ .. e .- e i madaae-- 45 53
12 | 1734 years Federal service:
Month. . e s e 46 57
Year. ... e o .. s 47 58
13 | 29 years active duty:
Month. . e eeeeie . ! 48 1L
! Year.. ... . . . ._._..... e eeemmaeae R ] 419 2L
14 | Mandatory retirement:
Month. . ____ . . ..., PN 50 4L
Year . . e R 51 5L
15 { Eligible for appointinent:
B € e 52 7L
401 ) DA 53 8L
16 | Smallpox:
Month. .. il 54 0L
Yesr.. . L e R 55 11 L
17 | Typhoid:
Month . e el e 56 13L
Y e e e 57 14 L
18 | Tetanus:
Month ) PO 58 16 L
Year e 59 17 L
8 Noteb6__________....... 60-61 19-20 L.
20 B e Note6______..___...... 62-63 22-23 L.
2 2 Note6___ . ._._....... 6465 25-26 L
22 | Mediecal examination:. ... ... ... .o .. e eeiieen Note 3 .
Month_ . e Ll : 66 28 L
T N ' 67 29 L
23 | DA Form 26: :
Month. el 68 3L
YR, e e . 69 2L
24 | DA Forms 20 and 41:
Month. . el 70 34 L
25 | Date of expiration of enlistment of service:. .. .. ... ______.____| Note 4
Month__._ .. e e memeeaeeaas e e 71 38 L
Year.... . i ; e PO 72 37L

See rotes at end of tabie.
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Table 8-VII. The Personnel Suspense Card (DA

(For Enlisted Personnel}

AR 600-16

Forn £470)—Continued

26

27

29

1. The month and year 00 days prior to ETS in reflected in this field. if the individual in 2 non.CONUS resident.

Elements of data Colummuns i Type
Reference puncbed wheels
Description . interpreted
_— —: -
Adjust BPED:

Month ... e oo - | Noteb_..__.___..... 73 9L
Blank . e s - Note6___....____.. 74-75
Processingcode: - .. ... ... —...] Note?

Parentunit. ... ..o .. ... ... . T 76-77 56-55 L

Subunit .o i e e 78 57 L

Analyst and composite team_ ... ... ... ... oo . 79 58 L
Card number . ... . e e . | Note 8. . ....... ... . 80 ! 60 L

NOTES

a remident code must be indicated in column 51 ol DA Form 2469.
Column 38 {year) will be, overpunched with a 12-20ne punck to indicate the individual will fire for familiarization only.

2
3
4.
5
6.
7.

Expiration date of an indefinite enlistment will be punched with two 12-rone punches.

Colutnn 74 is reserved for usc in computing the number of suspense sctions maturing e
The processing code will be the rode refected in the organizatior card.

analyst and composite team,

8

A three (3) will be punched in coluinn 80 taadentily the card.

b. To establish and mainiain the controls neces-
sary for updating the Personnel Records Punched
Card File, certain other punched card files are

required.

No.

These include—

(1) Morning Report Strengih Control File.
This file is reproduced daily from the
organization file in the format shown in

Table § VIII. Morning Report Strength Control Carda (DA Form 2685)

Il & date is reflectad in this field then

. Column 67 (yeary will be overpunched with s high (12) punth to indicate the individual is scheduled for an evalustion type examination.

. The month of the basic pay entry date {enl 72 -1XA Form 2469) will be panched when an adjustment to BPEID is acheduled.

ach month. Colummns 6 65 and 75 are reserved for local use.

The processing code is & 4-digit code used to identify parent unit, subunit,

In addition coluran 83 will contain 8 conttnl [1-zone punch

table 8-VIII. These cards are used in the
procedure for processing changes reported
on the morning report. Morning Report
Strength Contral Cards (DA Form 2625)
will be punched and interpreted in the
Machine Proeessing Unit as illustrated in
table 8-VIII.

Elemeats of data

Dencription

[ 3=

Day. oo

Warrpm-t -c;fﬁcers
Enlisted. _.....__.__._ . .
Attached strength

See notes at end of table.

Columns Type
Relerence punched wheels
interpreted
Note 1
................... - 1-4 1-4
.................. | 56 | o6
................... 7-22 7-22
| Note 2
................ 23-24 23-24
________________ R 25-26 25-26
____________________ - 27-28 27-28
Note 3
................ - - 29-31 20-31
................ .- 32-33 33-34
................ - - 34-36 36-38
Note3........ 37-38 40-41
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AR 600-16

Table 8-VII]. Morning Report Strength Control Cards (DA Form £6256)—Continued

| Elementa of dats Columns Type
No. | Refarence punched . wheels
Description iaterpreted
5| Absentstrength:_ _ ________. ... .. ... . olL.l. Note 3
a. Officers:
! MDY .. . e eeeeiiie e e i 3940 1-21,
Intransit. . .. o aeiei. e ieieiaiiieas e 4142 4-5 L
LT U B 43 44 781
Arrestfeonf .. ialll e el o il I 45 10 L
7 - DY 4647 12-13 L.
AWOL, L. e e e e 48 . 151,
LS T ¢ 49 17 L
L. Warrant, officers:
4 0 . SR PPN . bt 19 L.
Intraneit_ _ . .. .. ... o aaii. aeeeieaaeiin . e - 5l 200
ik . . L e e e e e 32 . 23 1L
Arrest/eont . e e e e e 53 25 1.
Leave. s e e e e M-55 2728 1,
AWOL e e i e e e 56 30 L
MiBBing. - . e et e e e 57 32 L
c. Enlisted
TDY . et i .. e e, 58-59 34-35
I bransil . e e Note 4. ...... 60--61 7-38
£ Y S _ 6263 40-44
Arrest/conf . __..___. .. .. e i e, . 64-65 43- 44
Leave. . . e eememeeaaan- L - 66-67 4647
AWOL e e e | __________ L6869 49-50
MBI DR . . . e e e T ! 07 52-53
6, Subunit e08e . e e as AR 330-330... ' T4-75 55-56
7 | Processing code: ... aeemma e e Note 1
Parentunit. . ... .. el . o o el ‘ __________ 76-77 57- 58
Subunit L. Ll oo e e 78 ' 59
Analyst and composite team__..._..  _....... ... ; ..................... 9 !' 60
NOTES
1. Theee clements of data are reproduced from the organization fle,
2. This field is gang-punched with the appropriate date.
3. These ficlds are punched according w the totals poated dauly from the morning report to the card.
4. A control 11-30ne punch is placed in column 60.

(2) Daily Strength Summary Cards will be
punched, interpreted and maintained in

the Machine Processing unit as illustrated
in table 8-1X.

Table 8-1IX. Daily Strength Summary Card File

Elementa of dats Columns Type
No. Reference puncbed wheela
Description interpreted
1 | Morning report date:
DAY o e tmm e e emee e eemea i e 23-24 23-24
Month . e e e e e 25-26 25-26
4 N Y R 27-28 27-28
2 | Moming report strength:
Commissioned officera. . ..o e e e amaa 29 .31 30-32
Warrant officers_ . . . .. e e 32-33 34-35
Enlisted e e 34-36 37-39


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


AR 600-16

Table 8-1X. Daily Strength Summary Card File—Continued

Elsmenis of data Columns Type
Na. i Rafervooe puncbhed wheels
Dewription intsrpreted
3 | Attached morning report strength .. e e emcmc e 37-38 41-42
4 | Personpe! file ptrength:
Cormamissioned officers. . . e il e e miaaa——- 39-11 30-32 L
Warrant ofBcers. . .. el emaaa 4243 34-35L
Enlsted. . oo n o e m e ;- 4440 37-30 L
Total. oo e SR T 47-50 41-44 L
5 | Proceming code. ___ . . _ . e e--. -.-.] Note I
Parent Utiit. _ o . e e e m e m e ——————- 76-77 57-58
VY o111 1 P e e 78 59
Anpalyat and composite team_ . __ .. ____e_a_-_-. L ] 79 | 60

NOTE

1. A control X" (11} is punched in columa 78.

(3) Type Transaction Masier Card File. Type
transaction cards are prepared for cach
transaction code and indicates whether or
not the code is authorized for officer or
enlisted personnel. These cards are used

Table §-X. 7'ype Transaction Master Card File

for the preparation of the Daily Type
Transaction Control Tabulation. Type
Transaction Master Cards are maintained
by the Machine Processing unit as illus-
trated in table 8-X.

Eiemencaof i — Soer | T,
' Descriptivn interpreted
|
1 | Transactions to be reflected in— :
a. Personne] Data File:
Officers;
Yes 0 N0 e e e mem e e 1-3 -3
: Enlisted:
' Y€8 OF NOu oot e e e o e e I g10) 810
b. Personnel Qualifications File: I '
Offcers:
Yesor No.. ... e e e S 15-17 15-17
I Enlisted: .
b e L T [e o e e e e ) 22-24 22-24
¢. Personnel Suspense File: | .
Officers:
Yed of NO oo o i e b e 20-31 20-31
i Fnlisted:
[ Yes 0 NO. oot o et e S 36-38 36-38
d. Alphabetical Fite: !
Officers: l
Yes or NO. oot e e e i e e e - - 4343 43-45
Enlisted:
) Yesor No._.._.._. e e el il e el - 50-52 50-52
| € Type Transaction Code. .. .. N Note L. __.__... 64-~66 58-60
f. Not Present for Duty File: '
Officers:
YesorNo.____.._. R SO 67-68 1-3 L
[ Enlisted:
f Yesor No_......... s DO R , 74-76 8-10 1,
NOTE

1. A control 11-gane punch is placed in column 80.
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(4) Intra Division Trangfer Notice Conlrol
File. This file contains DA Forms 2468,
2469, and 2470 for personnel on which a
corresponding loss or gain has not been
reported.

Alphabetical File. This file contains DA
Forms 2468 for all assigned and attached
personne] and is maintained in alphabetical
sequence by surname (10 positions).

Not Present for Duty File. This file contains
Personnel Dats Clards (DA Form 2468) for
personnel who are not present for duty,
When individuals are returned to duty
these cards are selected and the total
number of man-lays lost recorded therein.
These cards are used to prepare reports for
the division commander and for immediate

(3)

Table 8-XI. Orpanization Card File

reference. They may be used also for

auditing the Military Leave Record (DA

Form 481} at the end of each fiscal year.
c. Other punched card files include:

(1) Organization Card File. The organizational
data reflected in this file is in coded and
abbreviated form because of the imitation
imposed by the capacity of the punched
card. This file contains a card for each
subunit and parent unit within the com-
mand jurisdiction of the division head-
quarters. These cards are updated by
means of changes reflected in general
orders. Organization cards subunit and
parent unit will be punched, interpreted
and maintained in the Machine Processing
Unit as illustrated in table 8- XI.

Elements of dats

Description

Unit Identification Code-.

Number..____.__.....

Subunit designation._....
Table of organization:
Base number_ _.

2
3
4 | Statiopcode_ . ... ... ......... PO
S5
7

Columane Type

Relerence punched wheels

ioterpreted
— R e

AR 18-50-—— 57=62 | 55=60U

.............. i we-- 1-4 1-4

.- | AR330-361. . ... . _.__. h-6 6-7

....... AR 330-361. .. . I 7-21 $-23

..... AR 330-356___ e 22-30 25-32

....... AR 330-356... . __.. 31-33 34-36

....... IAR330-356...  _...| 33-38 | 38-42
..... " AR 330-357.... .._... 39-50 9-20 L
........................... 66-67 41-42 L
Note l____.. ......_... 68--70 4446 L
______________________________ 71 48 L
______________________________ 72-73 S0-51 L
....... AR 330-330. s 74-75 53-54 L

...... Note 2 ;
........................ e 7677 55-536 L
_______ e 78 57L
_______________________________ . 79 58 L
i

NOTES

1. A control X" (11) will be punched in column 70.

2. A proccesing code ia assigned 1o each parent unit and subunit,
flezted in all punched card files requinng oTganization identification
otherwine be used for organizational uuts are made available for personnel data.

Thia code identifies the parent unit, subunit, analyst and composite team and is e
By uaing thw shbrevisted code for orgunization, other card columas which would
When 1t 18 necessaty to indicate organizationsi data in a report, this code

providea s means of brioging together the organizational file which containa the organisation designation And processing code with any other file containing

& [irocemaing code.

The code is assigned locally but will be ao arranged sa to provide space for expansion and Lo permit asaignment of specific unita to certain

personnel anslyats. The followiug cxumples are provided to sssist in establishing s processing code:
a. The first 2 digita (from left to right) will identily the parent unit of those unita smigned or attached to the divinion.

EXAMPLE

01 would identify the 1ot Infantry Battalion
02 would identify the 345 Artiliery Battalion
03 would identify the 501 Infantry Battalion

b. The third position from the lelt would identify the subunit and would benumbered 1 through 9 starting with HQ. This column weuld be punched

sero il there are no subunits.

¢. The {oyrth position (unita pouition) will be coded tu identify the PSD composite team and the MPU analyat.
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NOTES--Continued
EXAMPLE
Team code Units which compose the team
Y e cvrwe e e m—m Div Hq and Hq Co, Support Cmd, Band, Supply and Trens. Bn. Maint Bn., Med. Bn., Admin Co.
D e e emmmmeeeamana M.P. Co., Avistion Bn., S8ig. Bn. Eng. Bn.
AR 3 Brig. Hqa Co., 2 Inf. Bns.
e eeiccacaaeeeeeaa——- 3 Iaf. Bos.
- 3 Inf. Bne.
B ieiccrecmeeaiameman—an- Recon. Bquad, 2 Tank Bns.
F e e m——————— Div Artillery
Analyat cods Teams processed by the analyat
12 punch. . oo i aeaa e e e e eama e mmmm e Composite team—1 and 2
B0 B AL V1T P Composite team—3, 4
“0" (numeric) puneh_ . ... e Composite team—5
(2) Localor cards. These may be prepared as by the Machine Processing Unit, when
a byproduct of each up-dating cycle. The required, as illustrated in table 8-XII or
elements of data included in this card may in the form (unpunched) indicated in figure
be altered to meet the requirement of each 8-25.

division. Locator cards may be prepared
Table 8-XII. Locator Cards

Elements of data Columns Type
No. Rererence punched wheels
Description interpreted
L N A e e e e e e e e e e e 1-18 1-18
2 | Service number_ _ _ .. . oo m e emcemceamaae 19-28 20-29
3 | Grade: ‘
Alpha designation . - .- oo AR 330-250. . .. _.__.. 29-31 31-33
Code e e —————— e AR 330-250. - - - 32 34
4 | Unit
NUMDBeT . o o o oot e e e oo o e e e ee e e cmm e - 33-36 36-39
Braneh__ el AR 330361 o 37-38 41-42
TP - e e e o e e e | mamammmmmmmmmam e 39-53 44-58
5 | Station NaIMe _ _ o o o o e e e AR 330-356_ .. . ______.. 54-62 36-44 L
6 | Location . - o o ma— e AR 330-356. . maeen- 63-65 46-48 L
7 1 Station code - oo e e e AR 330-356_ - __._._ 66-70 8-12 L
AR 330-357
8 | Transaction code (1st digit)- o o e ia|m e cmcim oo 80 60 L

o MAME Tsnd, Fraot, Midule Iratral) ITRVICE NUMBER GRaoE [ OHCAMZATION =OX NUMBER
3z - N e e T LT HOME FHONE
i BU-342
i =34271
i:| . 253 HUTLAND ROAD 5,920
HIADQUARTEAS ) FYTT ¥ O part 40C3a OR DUk DATE BUTY A5SIGNEERT
t 1563
NEwy ouwe ' MEHARKS
ii
H
i3
T3
LAODUARTERS ~ o PTEYS v auate OCEL QR QU DRIL GATL DEFARIZD
THIS CHANGE 'S .| PERMANERT: |7 TEMpPORARY FOR Dars. EFFECTIVE
NOTICE 1O CORRESPONDENTS, POLTMASTERS, MAR CLERKS AMD POSTAL CHHICERS HOHCE T4 FURITHERS
- PLEASE WITHHOLLD MAILING FUBLICATION UNTIL ! FLEANE MAIL FUTURT ASU TO MY
YAk ENMOUTE, PLEASE HOLD MY MAIL PENDING MY ARRIVAL. ALASCMETION KET NO
DaATK SIGNATLAE
DO NOT WRITE UNTIL YOU MEAR ROW ME
WHITE TO ME AT MY NEW AGORESE.

FOKM Sulyuis (RS 08 Teng FOdn o FOaM (hie dmb mmee *8lh
DD 2t 1175 XF FuRm 105 ARL GByILLIE . TR e 102 CNA;EIIC:J&:DII!:‘(;:DA.IG

Figure 8-£5.
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{3) Authorized Strength File. A card for cach

line and a separate card for each paragraph
for each TOE authorized in u division is
contained in this file. The file 15 used for
the preparation of reports containing

Tabie 8-X1II.  Authorized Strength File

1

guthorized strength.  Authorized strength
cards will be punched, interpreted and
maintained in the Machine Processing
Unit as illustrated in table §-XIIL

! Flements of data Coluinne  + Type
No. Reference punched wheels
f Deseniption J interpreted
' I
i | TOE: | |
Paragraph designation or position designation. ... ........_.. PNote oL Ll 1-18 | i-18
2 . Identity code i .. AR 330-330._ ... ___ B 19 | 20
3 Brapch .ol .. .. ‘ ______________________ 20-21 ‘ 22-23
4 | Grade: )
| Alpha desigoation. .. ... ... ... i _______________________ 29-3) | 31.33
Code. ... . e e e el R 32 34
5| Totalstrength__._. . ________ oo, ceee e - 33-35 7 36-38
6 {MOS. ... . e e T g 43-47 [ 4053
7 Blonk. ol o Note 2. .. 45-69
B | TOE-Index: [ | |
Paragraph pumber_.... __....... .. e . . TO-7 46 47 L
Line number. . ... . . _ .. il il .- e e el 7o-T 49 50 L
9 | Proceming code: ll | |
Parent unit.. . ... __.... e e il el el el 6-77 55-50
SubUDIt . . . e e e e el | 78 | 57
Analyst and composite teBM. ... . Lo el aail el e 70 58
i { I S S
NOTES

1. A separate card is punched to identify each paragraph heading.

indicated in the TOE.
2. Columns 48 through 69 will be blank vxcept an "X [11) eonzrol will be puneched in columnp 67,

(4) Awuthorized M(OS Master Card File. This

file contuins a card for each MOS code and
title authorized for officers, warrant officers
and enlisted personnel by appropriste

This card contains the processing Code (cols 76-79) in addition 1o the information

regulations. Authorized MOS master cards
will be punched, interpreted and main-
tained in the Machine Processing Unit as
llustrated in table 8-X1V.

Table 8~XIV. Authorized MOS Maaster Card File

Elements of dats Columns Type
No. Reference punched wheels
Descnption ioterpreted
1| MOS;
Titde o e e e e e em——ee AR 611-101_ . __________ 1-40 140
AR 611-112
AR 611-201
2 | MOS:
G0 e —————— ARG6I1-100. ... _..._.. 34-28 5660
AR 811-112
AR 611-201
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Table 8-X1V., Auwhorized MOS Master Card File—Continued

AR 600-16

Elementy of data Columna Typs
No. A Raference punched whaels
Description interpreted
3| Gradesauthorized: . . _ .. e cmm—————n Note 1
oS PRI PSP 46
B8 oot cie| e e eaas 47
e (5 PR F PP 48
BB ot e e aeieaetecmemeec-teessacma|acecmeaccmmeeceeaee—an- 49
E-5 e e e amecee e e eeeana- 50
0 Y PR 51
B3 e et rac e cmmme e ammm i mman 52
B2 i e cmiccmc e cammm e eeaccimee e —aaa 53

NOTE

L. An X" (11) punch in the designated columns indicates that particulsr grade is not authorised for that MOS,

d. Supporting Document Files. In addition to the
punched card files, the following files will be main-
tained in the Machine Processing Unit:

(1} Morning Report File.
(2) Job Work Folder File.
{3} Recurring Reports File.

(4) Nonrecurring Reports File.

(3) Army Regulations and Other Directives
Pertaining to Machine Processing Unit
QOperations.

(6) Personnel and Machine Utilization File.

Section YI. ROUTINE ORDERS

8-28. General. This section provides the nec-
essary instructions to prepare routine orders by
mechanical methods. AR 310-10 prescribes proce-
dures to accomplish the preparation, development,
reproduction, and distribution of routine orders.
Appendixes 1 and 11, thereto, outline the standard
formats to be used and how to construct new stand-
ard formats. With regard to the use of automatic
writing  cquipment, attention is directed to the
provisions of AR 380 -46.

a. The function of preparing routine orders
mechanically is the responsibility of the Administra-
tive Machine Branch and includes mechanically
preparing routine orders; maintaining the routine
order format file; and maintaining automatic type-
writing equipment.

b. Administrative Machine Branch personnel con-
cerned with the preparation of routine orders must
be thoroughly familiar with the provisions of AR
310-10 and these instructions.

8-29. Scope. Routine orders as used in these
instructions include special codes and letter codes.
Requests for routine orders initiated by staff sections

of unit commanders are forwarded through appro-
priate channels to the Personnel Service Division
(Records Branch) where they are approved, neces-
sary data is entered, and they are submitted to the
Administrative Machine Branch for processing. To
initiate the preparation of routine orders the “Re-
quest for Orders” worksheet is received by the
Machine Processing Unit from the office Services
Unit. The MPU through the use of punched paper
tape and edge punched card formats will emit
automatically, repetitive data pertaining to the
routine order from the punched paper tape type-
writer.

8-30. Forms required. «a. Request for Orders
(DA Form 2446-R) (to be reproduced locally).

b. Orders Control Sheet (to be reproduced locally).

c¢. Routine Order Format. Cards (to be prepared by
MPID.

8-31. Procedures. The Request for Orders
worksheet received in the MPU must reflect the
order and paragraph number and also state any
special instructions pertaining to the routine order.
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a. Control clerk. Upon receipt of the Request for
Orders, the control clerk should enter on the Orders
Control Sheet (fig. 7- 5.1) opposite the corresponding
paragraph number as shown on the request, the
time the request was received and to which clerk-
typist the Request for Orders was assigned. The
contral clerk then hand-carries the Request for
Orders to the assigned clerk-typist.

b. Clerk-typist. The clerk-typist who is to prepare
the mimeograph stencil initials the Kequest for
Orders, then performs the following steps in sequence:

(L)

(2)

(4)

{6)

9

&

8-54

Inserts a blank mimeograph stepeil in the
punched paper tape typewriter.

Selects from the Routine Order Format
Card File the Routine Order Forma:
Heading Card, that will produce the
desired heading and inserts it in the tape
readers of the punched paper tape machine.
Depresses the “Start Read” switch to
automatically type the routine order head-
ing format. Removes the Routine Heading
Format Card from the tape render and
refiles.

Selects from the Routine Order Format
File the Routine Order Transaction Code
Format Card that corresponds to the
transaction cade shown on the Request for
Orders and inserts it into the tape reader
of the punched paper tape typewriter.
Depresses the “Start Read” switch 1o
automatically type the standard paragraph,
manually types the routine order paragraph
number from the Request for Orders, then
depresses the “Start Read” switch again
to complete typing the standard parapgraph.
Manually types the Standard Name Line
as shown ori the Request for Orders,
Depresses the “Start Read” switeh to
automatically type the “Constant” in-
formation “Lead Lines” and manually
types the “Variable” response to the “lLead
Lines” shown on the Request for Orders
opposite the corresponding “Lead Lines.”
Notes and complies with any special
instructions shown on the Reguest for
Orders.

Removes the Routine Order Transaction
Code Format Card from the tape reader
and refiles.

(10

(11

Selecis from the Routine Order Format
File the appropriate Authentication and
Distribution Scheme Routine Order For-
mat Card and inserts it into the tape
reader of the punched paper tape type-
writers.

Depresses the ‘‘Start Read” switch fo
automatically type the routine order au-
thentication and distribution scheme. The
local distiibution scheme will be manually
typed as shown on the Request for Orders.
Removes the routine order Authentication
and Distribution Scheme Format Card
from the tape reader and refiles.

Removes the completed mimeograph sten-
cil extract order from the punched paper
tape typewriter.

The clerk-typist proofreads the mimeo-
graph steneil against the Request for
Orders. In case of errors the clerk-typist
makes the necessary corrections, paper-
clips the mimeagraph stencil behind the
initigled Request for Orders, then hand-
carries to the control clerk in the OSU7,

¢. Control clerk.

(1

(2

(3)

Verifies the mimeograph stencil against the
Request for Orders to insure completeness.
On the Orders Control Sheet opposite the
corresponding paragraph number, logs the
time the Request for Orders 1s completed.
The control clerk insures that ail Requests
for Orders are properly initialed and that
every mimeograph steneil has a8 matching
Request for Orders. He will then hand-
carry the completed order to the adminis-
trative specialist of the Office Services
Unit (OSU).

At the close of the work day, the control
clerk of the MPU and the admiinistrative
specialist of the OSU should reconcile their
respective Orders Control Sheets to insure
that all Requests for Orders and mimeo-
graph stencils are accounted for.

The old Orders Control Sheet is filed in
the completed routine order file established
for this purpose. A new Orders Control
Sheet is then prepared and placed in a
folder for the next day.
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Section VII. MANAGEMENT CONTROLS

8-32. Purpose. The following management con-
trols should be established to provide a means of
achieving the most effective, efficient and economical
utilization of punched card machines and personnel.
The guidance furnished in this section will provide
all the data necessary to prepare the Personnel and
Machine Utilization Report (MPU Control Number
650) which is used to prepare the PCM Inventory
Utilization and Computation of Rentals required by
AR 700-7420-1. Periodicelly this headquarters will
1ssue separate guidance in the form of a letter
covering the format and disposition of copies of the
Monthly Machine Rental and Utilization Reports
required by AR 700-7420-1. This letter will include
instructions pertaining to reporting discontinuance
and receipt of rental equipment.

8-33. Control numbers. Control numbers should
be assigned to each function perfortned in the
Machine Processing Unit. Numbers should also
be assigned to account for time of a nonproductive
nature (e.g., training, leave, rest periods, etc.).
These control numbers are listed in paragraph 841
dealing with the preparation of the utilization record.

8-34. Job work folder. A job wark folder should
be maintained for each report. The folder should
contain a copy of the work order, u sample report,
procedural flow charts with narrative supplement to
mclude time and volume factors, controls to be used
to insure accuracy, disposition of cards and reports,
control panel dingrams, machine setup instructions,
test decks and card form layouts.

8-35. Daily Utilization Record. «a. Daily Utiliza-
tion Record (DA Form 2477) has been designed to
record both personnel and machine time for each indi-
vidual gssigned or attached to the Machine Process-
ing Unit. The form is readily convertible to punched
cards for ease in preparing personnel and machine
utilization reports. Tnstructions for the preparation
of the utilization record are included in paragraph
8-40. These instructions should be distributed to
all newly assigned personnel by the Administrativs
Machine Branch at the same time personnel numbers
are assigned. The personnel numbers should be
assigned from a block of numbers allotted for appro-
priate letters of the alphabet according to the last
name of the individual.

b. The shift supervisor should assure that Utiliza-
tion Records are prepared correctly for all personnel

assigned to his shift. This should include an audit
to insure that each individual has properly accounted
for all machine and personnel time.

8~36. Document Coptrol Records. Document
Control Records should he maintained for all in-
coming documents used to effect a change to a
punched card file. An example of a document con-
trol record i1s the Morning RReport Control Register
indicating organization, date of the morning report,
and time and date received.

#8-37. Batch control. Batch Control Cards
(DA Form 2750) will be used to [acilitate the
processing of documents throughout the Machine
Processing Unit.  Form will be requisitioned
through normal AG publications supply chan-
nels.  Sample of the Butch Control Card is at
figure 8-290,

8~38. Schedule of operations. A schedule of
operations showing available and scheduled time
for each report or function for personnel and
machines should be prepared for each month,
during the preceding month. The time and volume
figures indicated on the procedural flow charts will
serve as & basis for estimating scheduled time. As
experience is gained, the scheduled time may be
adjusted.

8~39. Work order. DA Form 2751-R (Work
Order) 1= prepared for esch recurring and non-
recurring report. The basic information for the
work order is obtained from the job request sub-
mitted by the requesting agency. (Section IT of
this chapter contains the procedure for preparing
Job Requests.) The Work Order should be placed
in the Job Work Folder for recurring reports and
should accompany the job throughout each step of
the procedure. Work Orders for nonrecurring
{special one-time} reports should accompany the
report and be filed with the MPU retained copy of
the report. A sample Work Order (DA Form
2751-R) 15 shown in figure 8-28, Form will be
Joeally reproduced on 1044 x 8 inch paper.

8-40. Preparation of the Utilization Record.
a. Accurate recording of personnel and machine
time is necessary to arrive at the operational cost
of each function or report and to provide a sound
basis for scheduling future operations in order to
level off peak workloads wherever possible.

8-55
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b. The Utilization Record is required for each
workday. The record must reflect proper time for
each person whether that person is present for
work or not. If a person is absent on leave, pass,
AWOL, sick, training, TDY or for any other
reason this must be recorded.

c. Following is an explanation of the entries to
be made on the Utilization Record. Sample entries
are included in figure 8-27.

NAME: Last and first

DATE: Day and month

SHIFT: Check appropriate block
PERSOXNNEL NUMBER: Three-digit number

8-41. Control number. a. Assignment of. Enter
the 3-digit eontrol number assigned to the report
or function being performed. The following control
numbers are established initially, and as new reports
or functions are added other control numbers
should be assigned. Control numbers for non-
recurring reports are indicated on the work order.

Coniral numbrr Nonproductive lime funclrons

. Administrative Overhead -used only when
gupervision cannot be related to a function
or report.

010...... .. Adninistrative Overbead (Other;— to be used
by other than supervisory personns! in
reporting time that cannot be related to a
function or report, ¢.g., ¢leaning machines,
sorting panel wires, arranging card and
paper stock,

Rest Periods—record the titne of each rest
period during the day (i) for a.m. (2) for
p.m.

. Training-—used when time spent in training
is not of a productive nature {i.e., cannot
be charged to s apecific control number aa
time contributed toward completion of a
funetion or report, such us on-the-job
training).

040.... .. .. Absent- sick in quarters or hospital.

050... ... .. Absent- unauthorized leave.

060.. .__... Absent—authorized leave.

080.. ... ... No Work—used only when the supervisor

has determined there is no work availabie.

090_... .. .. No Machine—used only when as operation

is delayed and no other step can be com-
pleted because a certain type machine is
not available. The type machine that ia
not available may be entered in the columns
headed Work Units.

095... _..... Machine Breakdown and Repair.

100.. .. ... No Power—to be used when work is delayed

as the result of no electrical power.

.

Control number Productive fime funciions
200 ... ._.._. Maintenance of the Personnel

Punched Card File,

Record

210 ....... . Maintenance of the Authorized Strength File.
220 ... __. . Maintenance of the Organization File.

225 ..., Month-End Operations.

230.... . . Maintenance of Alphabetical File.

290 ... . Maintenance of the Not Prescnt for Duty File.
250 ... ... .. Preparation of Loecator Cards.

260 .. ... Order Preparation.

Control number Reports— recurning

300... . Personnel Information Roster.

350... ... . Personnc! Inventory Report.

400 ...... . Personmel Qualifications Roster.

450. .. .. . Verifieation of DPU Monthly  Personnel
Rosters.

60U .. . Personnel Suspense Roster.

630. .. . Personnel and Machine Utilization Heport.

684 ... .. . Militery Pay.

Control numbes Reporta—nenrecurring

TO00 .. L. Punched Card Conversion-—Personnel
Records.

701 ... _. . Punched Card Conversion -Miuitary Pay.

qgu

b. Operation Code. Operation code is entered
for manual type operations only. The operation
code for machine time is identified by the machine
type (e.g.. sorting—083, key punching-—026, etc.).
Following 1s a list of operation codes most cormmonly
used. Select and use the one most appropriate.

02 —Auditing

04 —Bursting, Deleaving, Assembling
06 —Cleaning

08—Coding

09—Posting

10 —Controlling
12—Compiling Statistics
14—Drafting Correspondence
16—Filing

I§—Instruction

20 —Liaison

22 —Locator Service
24—Messenger
26—Procedures
28—Research

30—Seiecting

32—Sorting
34—8upervision—Chargeable to funetion
36—Typing

38—Verifying

40 —Wiring Control Panels
42—XNlultilith or Mimeograph
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99—Used with nonproductive time; this code
has been preprinted on the form in those
instances where it will be used.

80—Equipment Repair

82—Preventive Maintenance

¢. Personnel time. Time that cannot be charged
to & machine operation is entered on the face of the
Utilization Record. Time that is chargeable to
machines is entered on the reverse. Time is recorded
in military style. Overtime ({ime in excess of the
normal assigned shift) is circled.

d. Rerun time. Rerun time is charged to the con-
trol number assigned to the report. “RERUN" is
written above the control number. This should
include time required for re-auditing reports. Rerun
time because of machine failure should be identi-
fied apart from other rerun time.

e. Work units. 1f the work being performed is
measurable, the number of units of work may be
entered in this column. As experience is gained,
standards may be established for the purpose of
performance evaluation.

AR 600-16

f. Card passes. Enter the total number of cards
passed through the machine being used, e.g., if
1,000 cards are sorted on 5 columns enter 5,000.

8-42. Preparation of the Machine Breakdown,
Repair and Inspection Card. An operator initiates
a8 Machine Breakdown, Repair and Inspection
Card (suggested format, fig. 8-26) at the time it is
determined a machine is not functioning properly.
(This format may be modified to meet local require-
ments.) This condition usually is verified by the
supervisor. The military repairman will enter
Control Number 095 on his Utilization Record (DA
Form 2477) to account for the personnel time re-
quired to repair equipment. Either Operation Code
80 or 82 is used to indicate whether the equipment is
down because of a malfunction or if it is inoperable
because of a scheduled period of preventive mainte-
nance. If it is a period of preventive maintenance,
the military repairman will initiate the Machine
Breakdown, Repair and Inspection Card used to
account for the total time the machine is down. This
information is required in certain reports. The
card is also useful in maintaining the required level
of spare parts.

T i i
MACHINE | WACHINE | OPERATOR - OPERATOR SUPYR vog SERYVICE
P BER DAY MONTH YEAR ETIALS | iwiTiaLs TIME KUMBER HOURS CODE

47 o | K2

4D

WACHINE SER HEL wumB ER
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P 55 5
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Figure 5-26,
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UTILIZATION RECORD

DATA PROCESSING EQUIPMENT

SHIFT

PERS NO.

) s ]z 1es-n

PERSONNEL TIME

conTROL MACHINE TIME
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WORK ORDER
(AR §00-16)

y T ATE DATE DUR
CONTROL NUMBER [C] sPeciaL (] RECURRING CLABSIFICATION EFFECTIVE D
REPORT TITLE
REQUESTED BY (Or refershce) paTE
REPORT FREQUENCY REMARKS (Contihus on reverse side, I neceasary) INDICATE FORM PART SPACING SEQUENCE

DAILY

WEEKLY

MONTHLY

QUARTERLY

SEMI-ANNUALLY

ANNUALLY

A3 CHANGES OQCCUR

QFFICER

ENLISTED

CARDS

LIATING

ROSTER

TABULATION

DISTRIBUTION

CARD NUMBER |

COPIES

RECIPIENT

METHOD

CARD NUMBER 2

CARD NUMBER 3

ASSIGNED

ATTACHED

TEMPORARY DUTY

AUTHORIZED

TOTALS FOR

APPROVED BY

REVISED BY

INITIATED BY

MONTHS IN FILE

SUPPLIES

DA FORM 2751-R, ' DEC 63

Figure 8-28,

91-009 AV
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BATCH CONTROL CARD ¢AR 600-15)

BATCH NUMBER INITIALS !

IN i
FROM TQ ROUYING IN ouT TE PATE

1 PERSONNEL RECORDS BRANCH

REPORTS CLERX

2 ADMINISTRATIVE MACHINE BRANCH

CONTROL

CODING

VERIFY CODING

CARD PUNCH

YERIFY PUNCHING

MACHINE ACCOUNTING SUB UNET

DA FORM 2750, ) DEC 43

FRONT

PROCESSING ACTION

WIS C !
TYPE OF DOCUMENT GAINS LOSSES CHANGES OTHER TOTAL

DA FORM 2470}

DA FORM 24691

DA FORM 24601

DA FORM 2468

DA FORM 2469 |

DA FORM 2470 I

!
TOTAL !_

ol

SFrO 1884 0= Fta-d14

REVERSE
s Pigure 8-89.

8-61
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APPENDIX 8-
PROCEDURAL INTERACTION CHART

AR 600-16

Personnel Management

Military Pay

Office Services

Personnel Records

Branch Branch Unit Branch
3-35 55 7-5 6-3
3-36 56 67
3-37 6-10
6-15
6-17
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