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PERS'QNNEL—GENER'A'L ,
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This revision:is pub ished to reflect the Office of Personnel Operations as the Department

of the Army Staff agen
Service Companies; Co
supplementation of this re
Operations.

OpPErations. L teoueio it h e lele N2l

1. Purpose. This regulation prescribes—

a. General policies governing the organization
and mmtlon of military personnel offices.

b. The responsibilitics for command and staft

supérvision of military personnel offices.

¢. Functions .11)1)10[)11(\&3 to t'lle ml‘nr.u\ per- .

sonnel ofhce
2. Explanatmn of terms. a. Personnel office. A

personnel office is eithera stallelement of the orga-”

nization heing served or a separate unit responsible

for storing and maintaining basic military per-.

sonnel records, pmnduw personmel management
services whicl satisfy the personal requirements
of individuals supported, and performing the
necessary personnel management functions hstgd
in pfumrmph 4. A personnel office usnally will bear
one of the following designations: “Personnel
Service Division, (PsD) " “Personnel Service
(‘ompfln\' (PSC),” “Consolidated Personnel Office
(CPO),” or “Unit Personnel Section {UPS).”

b PERMACAP. Personnel Management :ind
Accounting ‘Card Processors {PERMACAP) is
an automatic data processing system which deals
with personnel data and links the Army division
or PSC with the military personnel information
system operated at the major command data proe-
-essing activity (DIPPA) and Headquarters, Depart-
ment of the Army.

“compayy

responsible for supervision.of Personnel Service Divisions, Personnel
olidated Personnel Offices, and Unit Personnel Sections. Local
lation is prohibited excent upon approval of the Chief of Personnel

Parngraph

~ O R QI

3. General policies. a. Military personnel offices

will be established and organized in accordance
with approved TOL, TDA MTOE, MTDA, or
JTD,

5. PERM \CAP operations in an Administra-
tivy Machine Braneh/Division {AMB/AMD) of
a pexsonnel service division or personnel service
with TORE-authorized automatic data
processiye equipment will be governed by AR
6801
4, Functions of the military personnel office.
The "major Yunctions of  the military personnel
office’nre to— :

-a. Insure accjracy of personnel accounting and
personnel managgment data on all personnel rec-
ords, and timely sybmission of changes for auto-
mated records at higher lev els.

b. Verify and corriet personnel accounting and
personnel managemend data n thes month]y per-
sonnel' rosters provide® by the senlcmw data
processing activity.

¢. Prepare accurately an§ submit promptly per-
sonnel data for the maintenahge of the Department
of the Army military pergonnel information
system.

d. Prepare, main‘ain, and pyocess personnel
rosters and reports and other statigtical informa-
tion as required.

*This regulation supersedes AR 600-8, 28 April 1970, and DA mi ssage OPOPMM 102002Z Jun TO0YU), subject:

AR 850-8.
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AR 600-8

e. Select,-classify, assign, lEQulSlthll\,\ and mon-
itor utilization of military personne]

f. Prepare, maintain, and insure proper dispo-
sition of personnel records.
 g. Process actions required under the Enlisted
Evaluation System, Officer Efficiency “Reporting
System, Proficiency P
“listment Bonus Program, and Personal Affairs
Program not covered by .\h 608111

. k. ‘Procéss appointments, - promotions redue-
tions, and deniotions. -

4o Process” applicationsv for' special -training,
schooling, special assignments, and details.

j. Initiate, control, and conduet the processing
of incoming and outgoing personnel, and inspect
personnel records to insure that personnel data arve
correct,

. Process upplications and personnel actions
for relief from active duty,
retirement,

{. Accomplish
personnel..

. -Report casualties. ;

sample surveys -of  military

n. Provide admmlstmtwe Support fm the re-

enlistment program.

- 0. Prepare and process mzscellnneous personnel.

actions.

5. .Responsibilities. ‘@
Operations, . Headquarters,
Army will—

Department. of the

(1) Design and. develop standards, - systems,

and procedures-for operation of military personnel
management activities and recommend procedures
“for procurement, selection, classification, assign-
ment, 'uti]izafim), and l'ct_ention of
pusonnd . :

N

(2) Develop speclﬁ(, planf-; and protmnns for

personnel management of the Army’s military
personnel. v

(3) - Exercise staff xespon%:lnlztv at He.ld-
quarters, Department of the Army over the oper-
ation of personnel offices, Army-wide,

ay System, Vmable Reen-_

discharge, and

The Chief of. Personnel '

military.

(4} Develop and disseminate personnel pro-
cecdures and operational guides for military per-
sonnel offices.

(')) Review directives emanating from other
DA Staf agencies which atfect administration and

_edures within military personne! offices,
b Commandars gt all eche]ons are responsible

“for—
- (1) Insuting the acardey mid timeliness of
‘information on. Morning Reports and other docu-

nents used to'proiide personnel data from the per-
onnel-office tothe.Department of the Army mili-
ary personnel information system.

(2) Proper wutilization of assigned or at-
tached personnel.

(3) Providing adeqlmte petqmme] adminis-
tration support.. -

¢. Adjutants general/adjutants are respousible
to commanders for stalf supervision of personnel
ofices unless the commander specifically assigns
this responsibility to another staff element,

d. Persommel oflicers are responsible for opera-
tion of the personnel nfﬁcc and for advising com-
manders on personnel management matters.

6. Servicing attached or detached organiza-
tions. YWhen units are attached, detached, or given

independent or. semi- mdependent m]ssmns, the

commander issuing the orders will determine the
required changes in peISOnnel administration sup-
port and issue .Lpproprmte instructions in the im-
plementmfr order.
7. Operatlons. a. DA P.mehlet 600—8 Military
Personuel Office Management and \dmlmstmtlv
P:ocedums contains procedural guidance for the
opelatlon of military personnel ofﬁces

b. Personnel offices will operite in accordance
with DA Pdmphlet 600-8 to the maximum extent
consistent with local command requirements. |

e Commande;s are authorized and encour‘ured
to make optlmum consolidation of militat y per-
sonnel offices in order to pr q\'lclc more effective and
cfficient nveration.

T
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AR 600-8

The proponent agency of this regulation is the Office of Personnel Opera-
tions. Users are invited to send comments and suggested improvements
on DA Form 2028 (Recommended Changes to Publications) to Chief of
Personnel Operations, ATTN: OPOPMM, Department of the Army, Wash-
ington, DC 20315, '

By Order of the Secretary of the Army:

W. C. WESTMORELAND,
General, United States Army,
Official : ' ' Chief of Staff.
KENNETH G. WICKHAM,
Major General, United States Army,
The Adjutant General.

Distribution: - | :
Active Army, ARNG, and USAR: 'Ta be distributed in accordance with DA Form 12-9 require-
ments for AR, Personnel General—B {(qty rqr block No. 435).
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