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PERSONNEL—GENERAL

Standard Personnel Plate

Purpose _ - - - _ _
Equipment nuthorfAtt ion.
Equipment recommended.
I'rt'panuiOM, u*r, tnii\s:uLs>ion, and disposition of standard personnel plntcs.
Us*- of other plates

Paragraph
1

1. Purpose. This regulation pre^ariK's a standard
personnel plate us shown in figurea 1 nnd 2 for use.
where addressing equipment is available for prep-
aration of Army mi l i t a ry personneX records. This
regulation does not prohibit the, ini t ia t ion and use
of other addre^ing machine plates to imprint in-
formation not w i t h i n the capability o^ the stand-
ard plate.
2. Equipment authorization, a. Procurement of
equipment for the preparation and use of Standard
personnel plates by prrsonnel ofiices is a lo\al com-
mand decision to be based oil workload as specified
in (TA 50-9 l.'J for appropriate TDA) and on
local availabili ty of funds. This equipment- m\iy be
made available in the interest of economy wn a
local service, center bu>is to several personnel offices
for preparation of repetitive personnel record
writing1 operations. It is not necessarily recoil
mended that the service center concept, as applied
encompass separate ba t t a l ions or larger t ac t i ca l
un i t s which are subject 10 independent oj>erations
or frequent moves.

If. Reception stations and transfer activities
qualify for this equipment under the provisions of
CTA 50-913.

c. The use of addre^ing equipment should not
be authorized where electrical accounting ma-
chines, punched paper tape, typewriters, or other
mechanical devices successfully accomplish repeti-
tive writing operations for personnel offices.
3. Equipment recommended, a. The following
equipment is recommended for maximum utiliza-
tion of the standard personnel plate:

(1) One addressing machine.
(2) One embossing machine.

regulation supersedes AR 600-26, 5 August 1960.

('}) Cabinet, plate, addressing machine (of
sufficient size to accommodate plates for the num-
ber of personnel serviced).

b. The addressing machine should be equipped
for the standard plate and include—

( 1 ) Three cutofl' platens and corresponding
ribbon guard designed to produce the impressions
shown in figure 3.

(•3) One dater. regular, to provide the date if
required.

(3) One last plate stop, to provide, uninter-
rupted flow.

(4) One linter for roster production.
(5) One lister gage, for narrow left margin

on listings.
(0) One. lister extension gftge. to provide ad-

justable margins.
(7) One- nmltiprinter unit , for making dupli-

cate impressions.
c. The embossing machine should be capable, of

providing a plate its sj>ecified in figure 4.
(L Supplies should consist of sufficient quanti-

ties of two-section plate frames, index cards, and
tabs (quantities dependent upon the number of in-

\dividuals serviced).
e. Electrically driven equipment can be effi-

cAontly used by nontaotical personnel offices serv-
ing large numbers of individuals.
4. Preparation, use, transmission, and disposi-
tion of standard personnel plates, a. Prepara-
JvV/nAStandard personnel plates will be prepared
by UJS. Army reception stations for all personnel
processed under the provisions of AR 61*2-10.
Reception stations will emboss only the name,
social security account number (SSAN), and
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AR 600-26

soundex code when initiating the standard plate.
Grade and ETS will he added to the plate by the
gaining organization.

b. Com-po*i(i0n of the standard />rritoniu>t plate.
The standard plate consists of two parrs. Part T
contains informat ion concerning name, social secu-
rity account number (SSAN), grade or rank and
pay grade, ETS, and date EAI) or enlisted: it is
inserted in the top section of the plate frame. Part
11 consists of information concerning organization
and location; it is inserted in the bottom section
of the plate, frame.

<". K-mboxyi-fM} xpccificationx. Figure 4 contains
embossing specifications giving the specific loca-
tion for each i tem of information included on the
standard personnel plate. Figure '2 identifies each
item of information contained on this plate. Devia-
tions from the. specifications shown by figure 4 are
not authorized on the standard plate. Specific
characters can be located on these, plates by em-
ploying the guides provided on the embossing
machine.

ft. Tci'ijif'ation of />/aff'.i. The assurance of ac-
curacy of the information included thereon is a
great advan tage in the use of standard personnel
plates. Verification of the plates against source
documents on each of the occasions listed in ( I )
through di) below provides maximum accuracy.

( 1 ) Immediately fol lowing in i t ia t ion of the
plate.

(2) Immediately following any change, addi-
tion, or deletion of a character or item.

(3) Immediately following receipt by a new
unit using the plates.

c. Fifhig of plate*. Uni ts possessing addressing
equipment will find it advantageous to file stand-
ard personnel plates in the plate cabinet by grade
in reverse alphalwtical order, that is, to begin at
the back of the file cabinet drawer and progress
toward the front. This arrangement facilitates
loading the plates into the addressing machine for
volume imprinting of records. The use of tabs at-
tached to the plate frame is useful in filing.

/. Updating procedure. Additions, changes, or
corrections to information ini t ial ly placed on the
standard personnel plate wi l l be made by person-
nel offices using addressing equipment at the time
the change is recorded in personnel records. New
characters may be embossed directly over the old
characters to make the change. Normally, it is not

necessary to initiate a new plate to make correc-
tions or changes since a character may be changed
several times before, becoming illegible.

g. Applications of standard personnel plate.
Applications may include but are not limited to
preparation of—

DA Form l-l (Personnel Data Report)
DA Forms 20,20A, 20R {Enlisted Qualification

Record)
DA Forms 66, 66H. 660 (Officer Qualification

Record)
DA Form 201 (Military Personnel Records

Jacket, U.S. Army)
DD Form 345 (Armed Forces Liberty Pass)
DA Form 018 (Check List for Preparation of

Replacements for Oversea Movement)
DD Form 714 (Meal Card)
DD Forms 722, 722-1 (Health Records)
DA Form 1315 (Reenlistme.nt Data Card)
DA Form 1096 (Tax Withholding Record)
DA Form 2143 (Mil i tary Personnel Financial

Data Records, U.S. Army)
DA Form 2431 (Personnel Suspense Card)
DA Form 3078 (Personal Clothing Request)
DA Form 3136 (Laundry/Pry Cleaning Roster

and Statement)
DA Form 3298 (Authorization to Start or Stop

IUQ Credit)
DA Form 3326 (Individual/Organizational

Clothing and Equipment Record (Female))
DA Form 3327 (Individual/Organizational

Clothing and Equipment Record (Male))
DA Form 14-159 (Notice of Transfer—in—

out—intrapost)
TD Form W-2 (Wage and Tax Statement)
TD Form W-4 (Employees Withholding Ex-

emption Certificate)
Local forms, records, and reports, to include

rosters and listings.
h. 7'ranJrm-i#8io?i and disposition of standard

personnel platc». Personnel records forwarded
under the provisions of AR 640-10 will include
the standard personnel plate. For the purpose of
transmission, this plate will be. considered to be a
part of personnel records. When personnel records
are prepared for t ronsmission, part 11 of the stand-
ard personnel plate- will be removed from the plate
frame. An envelope will be imprinted with a full
impression of part I of the standard plate. Organi-
zation and location will be omitted. The plate
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frame with part- I and the index card wil l be in-
serted in the envelope which will then be secured
under the fastener, on top of the PA Form 201 a
(Field Personnel File divider) w i t h i n the DA
Form 201 (Mi l i t a ry Personnel Records Jacket).
Part. II wi l l be retained by the losing organization,
ready for insertioji into the standard personnel
plate frame, along wi th pan 1 and the index card
when received with the. records of incoming
personnel.

*, Prorcdu.rc.fi for wilts not using w/<frrxxing
equipment. Units not equipped with addressing

AR 600-26

equipment are not required to initiate or update
standard personnel plates. Plates received by these
units wi l l remain in the Military Personnel Rec-
ords Jackets and wi l l be forwarded to the next unit
of assignment.

5. Use of other plates. The preparation and use
of plates other than the standard personnel plate
may be of considerable value when identical infor-
mation is written repeatedly. Initiation of addi-
tional plates is enrouraged when their use is in the
interests of increased efficiency and economy.
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AR 600-26

TABS **
PLATE FRAME **
INDEX CARD *

TOP SECTION *
(PART I)

BOTTOM SECTION **
(PART II)

* Index card and top section (Part I) are forwarded with records.
** Plate frame with tabs and bottom section (Part II) are retained

by losing organization.
Tigire 1. Standard personnel plate

PARTI
(Inserted in top section of plate frame)

GRADE -^^

UttAUCJ

ETS DATE -"

nATnr riv i?*r

BAILEY, JOHN W.

^ 29 APR 70
30 APR 60

1

262-30-5940'
B387-

ŜOCIAL SECURTTY
ACCOUNT NUMBER
—SOUNDEX COEE

OR H4LISTMENT

PART II
(Inserted in bottom section of plate frame)

ORGANIZATION—-CO B 1ST BN (A) 504 DJF
FT BRAGG N C 28307 — ORGANIZATION

ADDRESS

Figure 2. Standard personnel plate impression
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AR 600-26

BAILEY, JOHN W.
CPL E4

29 APR 70
30 APR 68

CO B 1ST BN (A) 504 INF
FT BRAGG N C 28307

262-30-5940

LOCATOR CARDS
SUSPENSE CARDS

BAILEY, JOHN W.

30 APR 68

262-30-5940
B387

CO B 1ST BN (A) 504 INF
FT BRAGG N C 28307

MILITARY PAY VOUCHER

BAILEY, JOHN W,
CPL E4

262-30-5940

TAX WITHHOLDING RECORD
TRANSMITTAL ISTTERS
ROSTERS AND REPORTS
CLOSING & EQUIRGOT RECORDS

Figure 3. Standard cutoffs
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AR 600-26

The proponent agency of this regulation is the Office of Personnel Opera-
tions. Users are invited to send comments and suggested improvements
to Chief of Personnel Operations, ATTN: OPOPM, Department of the
Army, Washington, D.C. 20315.

By Order of the Secretary of the Army:

Official:
KEX.YETH G. WICKHAM,
Major General, United Slates Army.
The Adjutant General.

W. C. WESTMORELAXD,
General, United Statcx Army,
Chief of Staff.

Distribution:
Active -4?my, ARNG^ and USAR: To be distributed in accordance with DA Form 12-9 require-

ments for AR, Personnel General—A (quan rqr block No. 434).
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