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HEADQUARTERS
DEPARTMENT OF THE ARMY
W..hington, DC, 27 A..,.,.t 1975

PERSONNEL SEIECTION AND CLASSIFICATION

ARMI PERSONNEL TESTS

Effective 27 September 1975

Thil cluJnge implemenu the\PrilJGCY Act of 1974 (5 U.S,C, 5524) by adding Privacy Act SIDtement'
for forms prescribed in thil pU~lication tluJt are covered under the act.

AR 6ll-5, 10 March 1969, 'il; chanp,ed as follows I

\
1. The following fonn(8) (calm b) Will be reproduced locally on 8" 10lh inch paper and made avail-,
able on and after 27 September 1975 tb the individual supplying data on fonn(s) in column a.

Column a COW,"" b

DA FOBMS 6000 Series- -\-

2. Page 3-1.
respectively.

DA Fom1S 6000 Series-R, Priv­
acy Act statement

Subparagraphs h and i, parnrrraph .3-2 are relettered i and j,
Subparagraph h is added, as follDws.

nh. Immediately before the directions' are read by the test exanrlner, the
examinees will be handed a locally~reproduced copy of DA Forms,
6000 Series-R, Privacy Act Statement., 26 Sep 75. The test examiner will
then explain that the information is "beinr, ~urnished as required by
law and that an"v individual who "iehes ',to do 90 may keep the f'om.

3. File this change sheet in front of the publication for reference purneses.

The proponent _ of tIlll publicotion II tile US Arn\Y Hilitary
Personnel Center. '
(Users.,. in,ltld to send comments II'Id IUW .tId hhpao, enll on DA Fonn
2028 IRecommendod Chonllll' to PuUI~ons.,dIlIlInk For l dinoct to

By Order of the Secretary of the Anny:

Official:
VERNE L. BOWERS
Major Genero~ United States Army
The Adjutant General

FREDe. WEYAND
Gener~ United States Army
Chief ofStaff

DISTRIBUTION: To be dietributed in accordance with DA Form l2-9A requirements
for AR, Personnel Selection and Classification. Active Amy, ARNG & %ARI A
Qty rqr block no. u02).



DATA REllUIRED BY THE PRIVACY ACT OF 1974

"
I.~ I '.." C. _i5~'QJ

rlTLE OF FOAM - 1.. "E;:n,,; .. 'BING DlREC1 IVE

DA FORMS, 6000 SERIES, ANSWER SKEETS AR 611-5
,. AUTHORITY

•• Disclosure of SSN - President la 1 Executive Order No. 9397, 22 Nov 43.
b. Collect ion of other personal data - 10 US Code 3012.

2. PRINC,PAl PURPoselS) ----

•• Identification of answer sheet with examinee.
b. Measurement of examinee's aptitude and potential for training and appointment as

• commissioned or warrant officer Or assigrunent to various other Army jobs.

J. ROUTINE UStS

•• Verify that the examinee's scores are collated with and transcribed to the
examinee's Army records.

b. Examinee's responses to personal questions; such as date and place of birth,
sex, knowledge, past or present behavior, background, attitudes, or beliefs; arc
scored, transcribed to appropriate Army records J and furnished to the evaluating
board or o·fficial.

r

I
I
I

I

.~-_.

4. MANDATORY OR VOLUNTARY DISCLOSURE AND EFFECT ON INDIVIDUAL NOT PROVIDING INFORMATION

a. Mandatory.

b. Mandatory: F.ilure to answer any or all questions might result in nonselection
or disqualification for preferred training or duty assignment.

6000 Series-R
DA FORMS • Privacy Act Stltement - 26 Sip 7S I ,"po le,·cce
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HEADQUARTERS
DEPARTMENT OF THE ARMY

WABHING'I'ON, DC, 8 September 1969

PERSONNEL SELECTION AND CLASSIFICATION

ARMY PERSONNEL TESTS
Effective 1 November 1969

This change incorporates provisions of DA message 917374, 23 July 1969,
with regard to policies and procedures/or safeguarding FOR OFFICIAL
USE ONLY Army personnel test materlols and in/ormation, and reporting
loss and/or compromise of Army personnel test materials and information.

A 611-5, 10 March 1969,is changed as follows:
. Paragraphs which have 'been changed are indicated. by a star.

2. Remove pages 2-1, 2-2, and 2--3 and insert reviosed pages 2-1, 2-2, 1md 2--3.
3. File this change sheet in front of the publication for reference purposes.

The proponent agency of this regulation is the Ofllce of Personnel Opera­
tions. Users are invited to send comments and suggested Improvements
on DA Form 2028 IRecommend,ed Changes to Publicationsl to Chief of
Personnel Operations, ATTN: OPOPMM, Department of the Army, Wash­
ington, DC 20315.

By Order of the Secretary of the Army:

Official :
KENNETH G. WICKHAM,
Major GeMral, United StateJJ Army,
The Adjutant General.

W. C. WESTMORELAND,
'General, United State8 A.rmy,
(Jltief of Staff.

Distribution:
ActWe A.rmy, NlG, and USAR: To be distributed in aooordance with DA

Form 12-9 requirements for AR, Personnel Selection and Classifica­
tion-A (qtJ' rqr block No. 464).

"'l'hIs cIumge 81Ipereec1ea DA meesage 917374, Zll Jal,. 1969.
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HEADQUARTERS
DEPARTMENT OF THE ARMY

WABIIINGTON, DC, B JUly 1969

PERSONNEL SELECTION AND CLASSIFICATION

ARMY PERSONNEL TESTS
AR 611-5, 10 Ma.rch 1969, is changed as follows:

~ Para.graphs which ha.ve been changed are indicated by & star.
2. Remove pages 2-1 and 2-2 and insert revised p~"l!S 2-1 and 2-2.
3. File this change sheet in front of the publicatioll for reference purposes.

The proponent agency of this regulation is the Office of Pellonne) Operations.
Usell are invited to send commenh and suggested improvemenh on DA Farm
2028 (Recommended Changes to Publications) to ChieF of Personnel Oper­
ations, A TIN: OPOPMM, Department of the Army, Washington, DC 20315.

By Order of the Secretary of the Army:

Official :
KENNETH G. WICKHAM,
Maj07' General, United States Army,
The Adjutant General.

W. C. WESTMORELAND,
General, UmtBd Statu Army,
Ohief of Staff.

Distribution:
ActiNa Army, ARNG, aud USAR: 'To be distributed in aooordanoe with

DA Form 12-9, requirements for AR,Personnel Selection and CIllSSifiClL-
tion-A (quan rqr block No. 464). , .
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HEADQUARTERS
DEPARTMENT OF THE ARMY
WASHINGTON, D.C., 10 March 1969

PERSONNEL SELECTION AND CLASSIFICATION

ARMY PERSONNEL TESTS

~/CW-/~­

c,\ \ 1; ~ABM:Y REGULATION}

No. 611-5

Effective 1 June 1969

This revision rep ces a directive of identical title; provides updated forwarding addresscs for
inquirics and req ts dealing with Army personnel tests; eliminatEs machine imtructiom
relating to test sco 'ng machines of specific manufacture; and establishes more stringent
~curity and requisiti ning procedures for Army personnel tests. Local limited supplementa­
tion of this regulation 's permitted. but is not required. If supplements are necessary, one
copy of each will be fur • hed to the next higher headquarters.
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10 March 1969

CHAPTER 1

GENERAL

AR6U-4i

1-1. Scope. a. GeMTaZ p1'Ot~1l8.This re.,ooulation
r.ontains policies and procedures governing the
administration, 98.fegua.rding, scoring and usc of
Army personncl tests. Army personnel tests, in
this context, is interpreted t.o mean not only the
test booklet containing questions, but: also aU ancil­
lary materials including scoring kp-)'s, conversion
tables, manual", and answer sheets. Army person­
nel tests inelude paper-and-pencil tests and related
instnlments such as ovaluation reports, hoa.rd in­
terview procedures and RCOring forms, and self­
report forms which are used in prol,'I'8.IIIs for the
selection of applicants and selcctive service regis­
trants for entry into the Army, for seloction of
applicants for appointmp-nt :~~ commis.~ioned or
warrant officers, for initial or subsequent classifi­
cation of enlisted personnel, and for selection of
officers and enlisted personnel for nssil,'1lment t.o
training or duties l'l~lujring specialized aptitudes
or qualifir.a.tions.

b. Tests included undc,' thi8 regulation. Tlus
r~<YUlation applies only to policies and procedures
:for Army personnel tests liswd in ])A Pam 310-8
(Indo:>: of Army pp-rsonnel Tests and Me.asure.s).
It does not govorn the sp'",ial te.sting programs in­
cluded under the Enlist'ld Evaluation System
(AR 600-200), the Genp-ral E,lucaLional Develop­
ment prog-ram of the e.s. Armed Forces Institute
(AR 621-5), or other speci" lize.d tseting pro­
grams under the diredion of Army research
agencies. Tosts used by clinir.'l.1 psychologists for
diagnostic purposl's are not lisW<l in VA Pam
310-8. Thcy are amilable through medi,"al supply
channels.
1-2. Responsibilities. a. The Deputy Chief of
Staff for P~rsOllllel is responsible for-

(1) Estahlishing policies governing the em­
ployment. of Army p~rsonnel t.ests for accomplish­
ing specific sele,ct.ion and classification objectives.

(2) Pro\'iding guid:tnce regarding the prior­
ities for the development of new 01' revised A.rmy
personnel test~ and relatoo instruments t.o meet
speeific seloction and classification objectives.

b. Tho e.s. Arm)' Behavioml Srience Hescarch
Laborat.ory is responsible for-

(1) Performing profe&lional psychological

TAQO 010.6.

research in order t.o provide the Army with tests
and related instramenw required for effootive per­
sonnel management in acoorda.nce "oith objectives
contained in .A.R 70-8.

(2) Providing advice and guidance regard­
ing the operational application of research
findings.

c. Tho Chier of Personnel Operations is respon­
siblo for-

(1) Developing detailed procedures and man­
agoment systems for the administration and saf&­
guarding' of Army personnel test.s.

(2) Preparing, or providing technical advice
and assistance in the preparation of, regulations
and directives which prescribe the use of Army
personnel tests for specific personnel procurement,
selection, clas.'ificntion, utilization, &Ild retention
programs.

(3) Developing systems and procedures for
collecting' and processing operational test score
data required t.o increase the effectiveDOSS of Army
pe.r;;oDnol tests.

(4) Controlling release of Army personnel
test materials and information to other Govern­
mont "h",ncies, private organi7.ations Il.Ild individ­
uals, and foreign governments, in conformaneo
with established policies.

d. ~Injor rommanders are responsiblc for-
(1) Heviewing the accuracy of the scoring of

test answer sheets and the computation of com­
posite scores on score transmittal forms or
work sheets which accompany applications for
personnel actions processed through headquarters.

(2) As.suring' that seh\Ct.ion or emluation
boards which they appoint. corre.eO;\, administer
prt'.scrihe.d Army personnel te",--ts and related
evaluat.ion inst.rument~.

(3) Appointing or designating test control
officers as mquired by appropriate directives to
perform advisory and scoring functions for per­
sonnel select ion or evaluation boards, and insuring
that Army personnel test material is effectively
safeguarded from loss 01' po'sible compromise.

(4) Providing adequate facilities for the ad­
ministration of Army personnel tests.

1-1



AR 611-5

1-3. Methods of prescribing use of Army per­
sonnel tests. a. The use of Army personnel tests
for specific purposes is normally prescribed in
Army regulations which govern the operation of
the specific program for which the test is to be
used. A listing of the regulations prescribing the
use of each Army personnel test is contained in
DA Pam 310-8. The following information cover­
ing the use of Army personnel tests will be found
in these referenced regulations, when appropriate:

(1) Description of test materials to be used.
(2) Designation of activity or organization

responsible fur administering and scoring the pre­
scribed tests, and for reporting or proeessing test
results and related information.

(3) Specific protective measures to be
observed in handling the test materials.

(4) A description of qualifications required
of examinees in order to be eligible to take
designated tests.

(5) Instructions for recording test scores on
personnel records and reports.

(6) Policies governing retesting.

1-2
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b. Department of the Army circulars are issued
to announce availability of new test materials or to
announce changes in the use of existing Army per­
sonnel tests. Guidance is provided in these circulars
for administration of new or revised test material
in support of specific programs, pending revision
or changes to appropriate Army regulations.
1-4. Identification of test materials. All Army
pnrsonnel tests (not including MOS evaluation
tests, USAFI test materials, and clinical psychol­
ogy diagnostic test materials) are listed in DA
Pam 31{}-8. All components of each test or battery
are identified by appropriate titles and numbers.
The components of a typical test include an ad­
ministration and scoring ma.nual, one or more test
hooklets, answer sheets, scoring keys, and, whnre
applicable, optical scanner test scoring ma.chine
control fonus (Q & K). The quantity of each test
component required to administer and score the
test described by the official title is prescribed in
DA Pam 310-8. The quantity indicated is to be
used lIoS a guideline by test control officers (TeO's)
when requisitioning test components.

TAOO 910A
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CHAPTER 2

TEST CONTROL AND RECORDS

C 2, AR 6H.-S

2-1. Test control officer. a. Appoilltment. .A. test
control officer (TCO) wiJI be appointed, and re­
lieved where applicable, on special orders to serve
at each organization or activity where Army per­
sonnel Wsts are required to be handled, stored, ad­
ministered and scored. Special order fonnat TC
3'50 wiJI be used. One copy of the special orders
appointing or relieving test control officers wiJI be
forwarded to the Chief of Personnel Operations,
ATTN: OPOPMM, Department of the Anuy,
Washington, DC 20315. One COpy of the special
orders will also be forwarded to the Commanding
Officer, U.S. Army AG Publications Center, 2800
Eastern Boulevard, Baltimore, Maryland 21220.
The TCO designated under the provisions of para­
graph 5--13, A.R 600--200, or under A.R 621-5, may
also be appointed as TCO under the provisions l>f
this regulation. Consolidation of TCO functions
should be accomplished to the greatest extent pos­
sible, so that the experience gained in test admin­
istration and scoring may be used to the maximum
ad"antage, and procedures and facilities for safe­
guarding test materials ma.y be madl'> more efFec·
tive. The TCO will be either a commissioned
officer or watTant officer. However, when it is con­
sidered desirable to consolidate testing WIder t.his
regulation with testing at U.S. Army Education
Centers (normally supervised by a civilian educa­
tion adviser), or when there are no available com­
missil>lwd or warrant officers, 11 Department of the
Army civilian employee (<78-5 or higher) may be
appointed us test control officer.

b. RCSp07lWility. The Test Control Officer will
be responsible fo1'-

{I) Advising the installation commander on
administration of personnel testinl! programs
underjurisdictil>ll of tlle command.

(2) Establishing and monitoring procedures
for the requisitioning, handling, storing, and dis­
position of test materials.

(3) Establishing lIJld mainmining a records
system for administratil'e operations of the testing
facility.

*(4) Establishing and monitoring procedures
governing security of test materials in accordance

TAGO ISSA

with this regulation, designating personnel who
are authorized to handle test material and ins~­

ing that these personnel are thoroughly in­
doctrinated regarding test security. Personnel
authorized a~ess to the testing material will be
designated in a written order.

(5) Inspecting testing 8effiions to determine
that tests are properly 11andled and administered,
insuring that test booklets, scoring ke.Yll, and com­
pleted answer sheets a£ter eadh test administration
are ,handled only by ·personnel authorized to han­
dIe test material.

(6) Checking periodically to determine that
test scores are recorded correctly on appropriate
personnel records.

(7) Determining that personnel w<OO admin­
ieter and score tests are qualified to perfonu their
dutiClS, and ·have d6ll1Onstrated that ilie)' under­
stand the procedures for administering and
scoriug each llSSigned test.

(8) 'Providing technkal assistance to selec­
tion and evaluation hoards regarding proper use
of interview report forms completed by board
rnelnbers. Scoring oompleted interview report
forms and, where required by appropriate direc­
tives, computing composite scores on test instru­
ments for applicants screened by selection and
o\'aluation boards.
*2-2. Security. a. General provisiolls. Security
"equirelllents estahlished in this regulation exceed
the requirements for "FOR OFFICIAl, USE
OXLY" materinl established in AR 340-16. Army
personnel tests 'have been developed for t>he 'Pur­
poseof impl"Oving the quality ofpersoullel selected
f'Or any pernonneI program for W'hich tests are em­
ployed. Their value is lost to the Army when the
contents of nny Army persounel test component is
compromised tJhrough impl'Opel' release of infor­
mation 00 Ullautharizedpersonnel. Test com­
ponents bear the designation "FOR OFFlCIAL
USE OXLY," except for answel' sheets which have
llot ·beeu oompleted by e:,:nminees. Test components
are to be shown to noone, inside or outside of the
Army, unless it ·has been determined that such dis­
closure is e-<;sential to the ·performance of official

2-1



C 2, AR 611-5

dutics prescribed in a,ppropriate direotives, and
concerned With test administration or scoring.
Completed test answer sheets wiH not be returned
to the examinees. The only information uhat may
be furnished to the examinee is the test score or
subscores and other administrative information
found in the identification portion of the answer
sheet. Test security is a rommandresponsibility.
Functions required to be performed in the estab­
lishment and maintenanee of adequate procedures
for test security maY'be delegated to the TCO who
must exercise clooe supervision o\'er all phases uf
test receipt; storage, protection, issue, administra­
tion, scoring, and <destruction. Security measures
will be established at all installations or activities
where Army personnel tests are 'handled, admin­
istered, or stored. These will include, at a mini­
mum, logging test oomponents in and out of se.­
curity containers, maintaining srock inventory
and disposition records, and storing test oompo­
nents in locked rooms or cabinets where they are
not accessible to unauuhOl~zedindividuals.

b. ProcedAJ.,'e8 cO'lUJe'rlliJng test security. The fol­
lowing are specific proCedures concerning test se­
curity and control that will be complied with-

(1) An inventory oHest materials, including
test booklets, administration and scoring manuals,
scoring keys, and optical scanner test control fonns
(Q & K) will be made once a month by the TeO
and upon change of TCO. More frequent inven­
tories may be conduotOO at the discretion of the
TCO. Locally developed inventory n.nd control
fonns for test components will·includc the follow­
ing minimum information:

(a) DA pamphlet or form number.
(b) Title of test (abbreviated).
(c) Number on hand (total).
(d) Number in storage.
(e) Number in use.
(I) Date.
(g) Signature of responsible individual.

(2) In cases where the "FOR OFFICIAL
USE ONLY" designation has not been preprinted
on test oomponents, the material will be so marked.

(8) Test booklets, manuals, scoring keys, and
optical scanner test scoring machine control forms
(Q & K) will be serially numbered for internal
security control. The prefix to the serial number
will consist of the correspondence oflioe symbol of

2-2
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the activity or the next higher headquarters which
has an assigned corresponde~e office symbol. Se­
rial numbers will be indelible. Serial numbers ot
previously destroyed materials will not be assigned
to newer test materials.

*(4) Loss or possible unauthorized disclosure
of Army personnel test materials has been deter­
mined to have potential Army-wide implications.
Upon discovery of loss and/or oompromise, the
local commander will nobify through command
channels, the Chief of Personnel Opera.cions,
ATTN: OPOPMM, Department of the Army,
Washington, DC 20315. Not.ification will include
a description of the material lost and/or com­
promised j identity of the releasing· party, the
recipient, and all other persons involved; the cir­
cumstances surrounding the loss and/or com­
promise j and the corrective action which has
been taken to prevent the recurrence of such
an incident.

( I) If the circumstances surrounding loss
and/or compromise ofA~ personnel test infor­
mation indicate that -an investigation conducted
under the provisions of AR llHi is appropriate,
results of the investigation will be forwarded to
the Chief of Personnel OpertVtions, ATTN:
OPOPMM, Department of the Army, Washing­
ton, DC 20315, when completed. Investigation
under AR 1lHi will in no way preclude or dela.y
the submission of reports required by (4) above.

(6) DA Label 87, prescribed for attachment
as a cover sheet to "FOR OFFICIAL USE
ONLY" material when it is removed from locked
containera or locked facilities, need not be attached
to Army personnel test material when the materia.l
is actually being used for test administration and
scoring purposes, whenever the attachment of the
label would interfere with the efficient utiliZ'lltion
of the matel~al. Specifically, the label need not be
attached to answer sheets and test booklets which
have been distributed, under the supervision of
qualified test examiners und proctors, to examinees
assembled for the pnrpose of taking Army person­
nel tests. The label need not be attached to scoring
keys, test manuals, or related materials when ita
attachment would interfere with the use of these
materials by authorized test examinersenga.gecl in
scoring or administering Army personnel tests.
DA Label 87 will be a.tta.ched to envelopes or

:rAGO 18BA



8 September 1969

wro.ppings containing test mo.terinls when such
materials :Ire remove<! from storage spaces for use
at locations not in proximity to storage spaces.

(7) All test materials marked "FOR OF­
FICIAL USE ONLY" which are paclmge<! for
shipment or mailing will be double wrapped.
When such materials are to be mailed, they will be
mo.iled by registered lIlai!. The inner envelope or
packaging material will be stamped with the fol.
lowing noto.tion :

FOR OFFICIA.I, USE ONLY
TEST )IA.TERIAL

TO BE OPENED BY TEST CONTROL OFFICER ONLY

These inner envelopes will not be opened by mes­
sa.ge center or mail room personnel, but will be de­
livered direct-tothe TeO upon receipt.

(8) W'hen test components, except answer
sheets, are taken from and retumed to tJle locked
room or cabinet" exact counts of these components
will be made. All components must be a"cotmted
for.

(9) Mutilated materials and..maI'ked com­
ponents which cannot be rendered usable byeras··
ing will be destroyed by burning, mulching, or
shredding. Destruetion 'of test components will be
by the appropriate TeO or under his supel'l'ision.
No destruction certificate is required of most ma­
ter:ia.1s; however, the TOO will maintain records of
destruction wh ich will list the serial number of
destroye<! booklets, answer keys and optical scan·
ner control forms.

TAGO 18SA
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(10) Test ma.terio.ls, eE6pt for blank answer
sheets, will be kept in a locked conto.iner or room
·by the using unit when not in transit or in use for
testing, scoring- or reference purposes. Test scor­
ing keys and optical scanner control forms
(Q & K) will not be stored in the same drawer as
test bookletsnnd blank nnswer sheets. Keys and
combinations to storage nl.Cility locks will be made
available only to persons whose duties require use
of the stored test materials.

*(11) Army personnel test material is ex­
empted from automatic time.phased downgrading
in accordance with parngt'aj,h 130, AR 340--16.
Army personnel test material will remn.in FOR
OFFICIAL USE ONLY indefinitely unless spe­
cific instructions are issued by the Chief of Per­
sonnel Operations, Department of the Army.
2-..1. 'Records of testing. Acti,·ities administering
Army personnel tests will retain for one ycar
copies of correspondence prepared for the purpose
of t.ransmitting- test scores to custodians of person·
nel records, to selection and evaluation boards, or
to other agencies authorized -to receive test scores.
This requirement does not apply to test scores
resulting from· personnel processing at Armed
Forces Examining and Entrance Stations and U.S.
Army Reception Stations, Rec"rds will contain, lIS

a minimum, the individual's name, service number
or Social Security Account Number, organization,
and all part and composite scores recorded on per­
sonnel qualification records or applications for
which the test was administered.
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CHAPTER 3
TEST ADMINISTRATION

AR·611"-S

3-1. Authorized test instructions. Specific direc­
tions for tm administration and scoring are con­
tained in manuals which accompany each Army
personnel test. They must be adhered to strictly.
Test examiners and proctors will use no other test
materials, such as commercial tests, in preparation
for or during Anny te..ot administrations. General
directions for test administration are given in the
following paragraphs.

3-2. Conditions of test situation. a. The te-,ting
room should be quiet and free of distmctions. Noise
which continues steadily at " moderate and fairly
even level of intensity can he "onsidered as not.
overly distr"ding.

b. The examiner's voi"e mu"t he dearly nu,libl"
to all personnel being tested.

c. The test.ing room will be well-lighted and
ventilated. There must be sufficient illumination
on the working surface to prevent. eye st.rain.

d. The exnminer should be provided wit.h :l

raised platform or rostn.m in a part of the room
where he can see nnd be seen by all personnel being
tested.

e. 'The space allotted to each individunl must be
wide enough to accommodate both a te-,t booklet
and a separate answer sheet.. elm;rs with writing
arms should not be used for test.ing.

f. When seating arrnngements do not permit
adequate sepnration of exnminees, alternate ver­
sions of the same teot, where available, will be used
in the same testing session, and distributed alter­
nately so that adjacent examinees do not take iden­
tical fonDS of the te..ot.

g. No examinoo will be allowed to give or receive
aid on the meaning of te.st questions during a test
administ.ration. The use of partitioned booths or
of alternate seat.ing will help to prevent collabora­
tion. Normally, one proctor will be prodded for
every 25 examinees or fraction t.hereof; but. there
will always be at least one proctor in the room if
the group contains less than 25 examine.es.

h. Testing will not be done following hard exer­
cise, long hours of waiting in line, or immuniza­
tion "shot.s." In all cases, the test control officer,
examiner, and proctors will be alert to signs of
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genulDe distress and aft'ected persons will- be
excused.

i. When more than one test is to be given, sched­
uling should avoid undue fatigne. Testing should
not e.ontinue for more than 2 hours without a break
nor more than 4 hours in one session. When more
than one session is required for the same examinees,
separate sessions should be scheduled on separate
days, preferably mornings. Testing during the
evening should be "voided lIS not. conducive to ade­
quate evaluation of the examinee's performance.
3-.'l. Preparation for testing session. a. Genertil.
The examiner will be selected for the quality of
his spellking voice and for his ability to handle
groups of men. His accent. should either be in­
digenolls to the group being te-<t.ed or, if the
eXlLmine.es comprising the group are from many
pllrt.s of the e.ountry, easily understood by all
examinees. Good t,e"ting administration requires:

(1) Careful selection of the testing team.
(2) Thorough preparation.
(3) Following directions exactly.
(4) Accurate timing.
(5) Care of te-,-t materials.

b. Ezaminer's preparation. The examiner will
make a careful study of the pamphlet prescribing
procedures for administration of the test to make
sure that he knows the purpose of the test, the m&­
terials needed to give the test, the directions to be
read, and the problems which are likely to arise.
He will study those directions to be read aloud
until he can read them in a normal manner. Famil­
iarity with tJ,e contents of the test itself is essen­
tial. Examiners and proctors will take each test in
the normal fashion before attempting to ad­
minister it, exeept when prohibited from doing SO

by instructions in specific test. mnnU'als. Results
achieved by individuals tested under these provi­
sions will be recorded in their Enlisted Qualifica­
tion Record (DA Form 20). This procedure will
be standard whenever a new teo-t is installed or new
examining personnel are trained. In this way, the
examiner gains an appreciation of the examinee's
viewpoint on the test and learns how to anticipate
questions which most commonly arise.

3-1
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c. Duties of proctors. The examiner will be re­
sponsible for instructing the proctors in their.ape­
cific duties. Regular testing teams will" be
designated to administer and to score tests, if prac­
ti"cable. Each proctor will be assigned a certain
section of the room for which he will be responsi­
ble. Before the testing period, he will check the
materials to be used to make sure that they are in
good condition llnd order and that there arc
enough of them. lIe will know the order in which
these materinls arc to be distributed and collected.
While directions are being read and the te.,t is be­
ing taken, he will patrol his nssigned area. He is
responsible for:

(1) Carrying out all instructions gj,'en by the
examiner, following each step in seqnence as cnllcd
for hy the examiner.

(2) At the proper time, seeing that each ex­
aminp,e has the neeessary materials Io!' taking the
test.

(3) Insuring that p.:lch examinee is following
directions correctly and underst"nds what he is to
do and how he is to do it. The proctor should be
alert to detect and recti iy incorrect methods of
marking answers where separate answer sheets are
employed. The prodor sllOuld ol>5er\"e each exami­
nee ill his Sf.·ction 10 determine that each examinee
is working on the proper part. of the test during
the prescribed time period.

(4) Seeing t.hat each examinee is doing his
own work, independent of his neighbors.

(5) Excusing from the examinntion any per·
son who is or oo,..,mes too ill to continue withont
discomfort.
3-4. Administration of t.est. a. Sta'l'Ukrd direc­
ti<YM. Oral directions will include a standard bricI
statement explaining the test to be given, how
results will be used, and why it is important for a
person to do his l"'st. The aim of these rP.marks
is to dispel anxiety and release tension and yet to
stress the necessity for earnest elTort. The examiner
will inform the examinees of what they are to do
by reading nloud the directions provided in the
manual. The directions must have been thoroughly
practiced and should be read verbatim, not para­
phrased, given from notes or memory, or adapted
to the examiner's idea of what is more appropriate
for local conditions. At the conclusion of the read­
ing of direct.ions, questions will be asked for and
answered.
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b. Time limits. Time limits which are specified
in the test pamphlet or manual must be strictly
observed. Start and stop times for eaeh test or sub­
tp.st will be conspicllously posted in the event -an
elapsed-time indicator is not used in the tp.sting
facility. Examiners will review test manuals care­
fully before administering a test to be certain that
they know how the time limits are to be applied.
Some tests have parts which are separately timed.
Examiners must assure that individuals stop work
when the time limit for a part ofthe test isTeaChed,
and do not start to work on the next part of the
tp_st until the time for that part begins. Correct
timing requires that examinees do not work on
another part of a tpBt during the time prescribed
for the part being administered.
3-5. Answering examinees' questions. Routine
questions asked by examinees prior to testing in
most cases should be answered. Permissible ques­
tions are those pertaining tn te.«ting procedures,
time limits, purpose and uses of the test. Adminis­
trators and proctors will be careful at all times to
avoid revea1in~ information that might influence
the proper eyaluation of the individual. Explana­
tions or answers to test questions wiIlnot be fur­
nished. At the e,omplp,t,ion of testing and at aU times
thereafter, no examinp.c will be permitted to have
ae.cess to his individual answer sheet.
3-6. Collection and disposition of test mate­
rials. a. OoUection. A£tel' the signal to stop work
has been gi"en, the materials will be oollected as
quickly as possible. All test forms and scratch I>lI.­
per, if provided, must be strictly accotmted for.
Test booklets must be oollectp.d from all examinees
and counted. before examinl'CS are dismio;sed.

b. Di8rni8sal of examinees. Frequently, some of
the examinees will give up or finish before the time
limit for the te6t has expired. Care will be taken
to insure that these men, if permitted to leave the
testing room, do not disturb other examinees when
lea,;ng. If indidduals are pel1nittp.d to leave dur­
ing the testing of others, the tp.st administrator
will !LSSuro that they have oomplied with all the
directions in the administration manual and have
tUJ"Iled in all testing materials and scratch paper.
Test materials will be checked for completeness
prior to the dismissal of an examiner from the
testing room for a.ny reason.

c. Di8pomibn of 1TIJI.dlllated or marked materials.

TAGO DIOA
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After each testing session, all answers or stray
marks of allY kind will be erased from test ma.­
terials which are to be reused. If marks cannot be
erased, or if the booklet is worn or torn, it will be
destroyed in =rdance with paragraph 2-20(9).
All used scratch paper will be destroyed. All tests
and testing supplies will be stored acoording to
test security procedures specified in paragraph
2-2.

d. Retemion of scored a1l8Wer SMets. Unless
other provisions are made in directives go\oerning

!l'AGO 810A
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adrrrinistration of particular tests, answer sheet.~

from Army tR.sting programs shall be retained by
the organization administering the tests for at
least thirty days. During this period the ~swer

sheets should be organi7.ed by date of testing so
as to facilitate identification of a.nswer sheets ac­
complished by particular individuals or groups.
Unless directives for specific tests make other pro­
visions, answer sheets shall be destroyed after the
thirty day retention period by shredding, mulch­
ing or burning.
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CHAPTER 4

TEST SCORING

AR611-5

~l. Authorized scoring instructions. TllSt scor­
ing irultructions are normally conUiined in the
manual for administering an Army personnel test.
For some tests, there are separate manuals of in­
structions for scoring. Scoring instructions must
be followed exactly.

~2. Meaning of scoring formula. The statement
of how the score is obtained is called the "scoring
formula" for the test and is stated in the scoring
directions. It also appears in abbreviated form on
the scoring key as, for example:
"R" The score is the number of right answers.
"R- W" The score is the number of right aIlSwers
minus the number of wrong answers.
"R-l/3'V" The score is the nwnher of right
answers minus one-third the number of wrong
answers.
4-3. Computation of composite scores. Many
Army personnel tests are parts of a test haUery,
for which a composite score, employing the scores
on the individual tests of the battery, is computerl.
In some test batteries, the score_s of one or more
of the indi ddual tests are adjusted, usually by
multiplying by a prescrihed weight or constant
StIch as 2 or 3, in order that the incliviclwll test
score may be weighted, as re.quired in the de.~ign of
the test batt.elJ', 'Then test manuals prescribe that
a weighted composite score will be computed, di­
rections governing the computation will he pro­
vided in the manual. 11,e directions prescribe
entry of test scores in appropriate boxes of answer
sheet.~, for adjustment of test scores to provide ap­
propriate weighting, and for computation of the
composite senre. Care must be taken to assure that
such computations arc correctly made and that ap­
propriate tables and charts are used. Failure to
adjust the score on one or more tests by multiply­
ing by the prescribed weights before adding the
scores is a common error in test scoring. This
type of error has serious consequences because of
the large discrepancies in nwnerical values asso­
ciated with such errors. Applicants can be severely
penalized through failure of test scorers to com­
pute this type of score correctly. Test control of­
ficers and other personnel responsible for the
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accuracy of test scoring will make frequent spot
checks of test scoring to assure that composite
scores are computed correctly.

4-4. Types of scoring. a. General. Some tests must
be hund scored, and oth"rs, when special answer
sheets and pencils are lisen, may be scored either
by hand or by means of the IBM Model 805 teSt
scoring machine or t.he DIGITgK Model 100 opti­
cal scanner scoring machine. All muchine-scorable
tests may also be hand scored for purpose., of qual­
ity control. Both hand and machine scoring meth­
ods muke use of scoring formula. "'ben the
formula requires subtraction of a proportion of
wrong answers, the neccssar)' arithmetic is per~

form~od automatically by the scoring machine; by
proper ,uljusllnent of the controls, the machine
yields the adjusted score directly. Specific proce­
dures for machine scored tests are found in scoring
dire.ctions for that test. General operating instrue­
tio"" are fJl'oyicled with the operator's manual for
each tYJl<' of scoring machine. The geneml method
for hand seoring nil Anny personnel tests is found
in the appendix to this rogullltion.

b. lifacltine scoring.
(1) Requisites. Machine scoriug of answer

sheet., has two ad\'antages over hand scoring: speed
and accuracy. Jn order to utilize these advantages,
four requisites must:. be met---

(a) Examine,cs must properly record their
resJlonses on the answer sheet.

(b) The scoring machine must be in proper
funetioning order.

(c) Th" operator must set IIp and operate
the machine correctly.

(d) Each type of scoring maehine must be
used with its specific operating equipment. All
scoring mllchincs require specially printed answer
sheet.~, and in the case of the IBM Model 805,
specilll electrographic pencils. The design of the
answer sheets and the alignment of the marking
spaces on the answer sheets and eontrol forms
must be compatible with the type of machine being
used, and must meet the specifications necessary for
the proper functioning of the type of scoring
machine involved.
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(2) Familiarity with 8coring i1l8tructi0n8. All
personnel involved in machine scoring will become
thoroughly familiar with the operator's manual for
the machine used and machine scoring procedures
for the specific test being scored. Assistance in
scoring procedurcsnot described in the appropriate
iRst administration and scoring manual may be
obtained from the Chief of Personnel Operations,
A'ITN: OPOPMM, Department of the Army,
Washington, D.C. 20315.

(3) Ohecks on accuracy oj machi'M 8Cores. In
the absence of quality control inst.nlctions in the
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manual for a specific test, the following procedures
will be used. As a quality control of machine scored
tests, five percent of all machine scored test answer
sheets (if the total number of tests of a single type
administered exceeds 20), on at least two out of
total number of tests of a single type administered
(if the number is twenty or less) will be rescored
by hand. Sampl<3S from machine scored test batches
will be randomly selected fTOm the top third, mid­
dle third and lower third of each batch of test
IUiswer sheets.

TAQO 110A
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CHAPTER 5

PROCUREMENT AND RELEASE OF ARMY
PERSONNEL TEST MATERIALS

AR611~

5-1. Procurement. a. By test control officers.
Newly developed Army personnel test materials
designed for use at activitips primarily eoncerned
with personnel testing and prOCffiSin~are initially
distributed directly to those activities. Army per­
sonnel test materials designated. for use by Test
Control Officers of oUlar installations and organi­
zations are not normally given automatic initial
distribution but must be requisitioned from the
U.S. Army AG Publications Center, Baltimore,
Maryland 21220 for supply requisitioning. Tpst
components are supplied by the U.S. Army AG
Publications Center only upon receipt of requisi­
tions from designated Test Control Officers of spe­
cific activities or organizations of the Active Army
or the Reserve components at which use of specific
Army personnel test components is authorized or
directed by appropriate Army regulations. Tpst
control offieers will use DA Form 17 (Requisition
for Publications and Blank Forms) to requisition
test materials, indicating in item 2 of the form tbe
justification for the requisition as follows:

Required tor autllOrlzed administration by _

(name nnd grade ot TeO)TeO aptd per SO • •

(SO Dumber) (Orga.nlUtiOD or unit)

(date)

Test control offieers will submit requisitions for
test materials to :

Commanding Officer
U.S. Army AG PubllcatiODB Center
2800 Eastern Boulevard
BalUmore, Maryland 21220

o. Special use of Army personnel tests. When
!ebi, materials are desired for a purpose not specifi­
cally authorized in a directive, the requisition for
or request to use Army personnel test materials
will be sent to the Chief of Personnel Operations,
A'ITN: OPOPMM, Department of the Army,
Washington, D.C. 20315, for necessary action. A
deta.iled statement of justification must accom­
pa.ny such a requisition or request. The justifica.­
tion will state fully the purpose for which the test
will be used, the number and type of personnel to
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be tested, and the qualifieations of those who will
administer the test. Under no cireumstances will
a test be used for pnrposes not currently author­
i7.ed until approval for its use has been obtained
from the Department of the Army.

o. Testing of Army cimlian employees. Army
personnel tests are not normally employed in civil­
ian personnel administration. If used for such pur­
POSPB, their use must be approved by Chief of Per­
sonnel Operations in accordance with 0 above, and
must be eonsistent with the guidnnce regarding
the use of personnel tests issued by the U.S. Civil
Service Commission or contained in Civilian Per­
sonnel Regulations issued by the Department of
the Army.
5-2. Release of test materials. a. GeneraZ. Copies
of Army l,,~t components may be released to proper
representatives of Federal, State, or local govern­
ITlent ngeneies or friendly foreign go..-ernments
provided such release does not jeopardize the use­
fulnpss of these materials for eurrent or future
Army purposes. Requests for such mnterial will
he sent to the Chief of Personnel Operations,
ATI'N: OPOPMM, Department of the Army,
'Washington, D.C. 20315. In cases of such release,
the ~ininl< agency or governments may be re­
quested to furnish the Office of Personnel Opera­
tions copies of operating statisties resulting from
the use of these materials.

o. Special oontrol for foreign gO'lJlJ1'7lment re­
quests. Correspondence and material to be for­
warded to friendly foreign conntrjps will be re­
viewed by Chief of Personnel Operations for
techni~.a.l factors or reasons of sensitivity and
transmitted as follows:

(1) Replies which contain any e1assified ma­
terial will be routed through the Assistant Chief
of Staff for Intelligence, Foreign Disclosure Of­
fice of Seeurity (ACSI-eIMF) when sent to-

(a) Military Assistanee Advisory Groups
and Missions.

(0) Frilmdly foreign attaches in Washing­
ton,D.C.

(0) Friendly governments to addresses out­
sideCONU8.
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(2) Replies which contain only unclassified
material will be routed:

(a) Direct to Military Assistance Advisory
Groups and Missions.

(b) Through ACSI-CIMF when Bent to
foreign attaches or other officials of friendly
foreign governments.

(a) Through ACSI-eIMF when sent to
any unofficial representative or nongoyernmental
person of a friendly foreign country.

c. Dcwrmination of doubtful requests. If doubt
exists as to whether requests for material should
be honored or refused, the request, with ll.ppro-

5-2
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priate recommendation, will be forwarded to the
Deputy Chief of Staff for Personnel for final
detennination.

d. Release to private indi'lJiduals or organiza­
tiowl. Copies of AmlY test components which are
currently in operational use by the Army or a.re
likely to be used in the future will not be released
to private individuals or organizations. Decision
as to whether or not obsolete tebi.s will be so released
will be made by the Chief of Personnel Operations
following consultation Witll the U.S. Army Be­
hnvioral SciencAl Research Luborntory.

TAGO 910.&
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APPENDIX

HAND SCORING ARMY PERSONNEL TESTS

AR 611-5

A-I. General. All Army personnel U>_%s can be
hand scored even though they may also be machine
scorable. The directions below apply to all teslB
which are hand scornble and which have only one
correct answer for each question. Specific direc­
tions for scoring a test with more than one correct
answer for each qucsl ion are given in the appro­
priate scoring manual or scoring section of the
manual for administering and scorin~ that teet.
A-2. Preparing answer sheets for scoring. a.
Tes~. having right. (R) score O7lly. Examine each
answer sheet for test questions to which more than
one answer has been marked and where there is no
clear indication of the intended answer. For any
such questions, draw It blue line through each
answer mark. Draw the hlue line only through the
marks a.nd not throu~h hlank boxes for tho item.

b. Test8 with rights (ll) aM wrong" (W) in
the scoring formula. Examine each answor sheet
for omissions and/or for questions to which more
than ono response has been marked (i.e., multiple
rp_,ponse.s). For each question that has more than
ono response marked, and there is no clear indica­
tion of the intended answer, draw a hlue line
through all marked responses. Do not draw the
blue line through the hlank responses for these
qucations. Draw a rod line t1u-ough all answer
spaces of questions for which no response has been
marked (omissions).
A~. Scoring the answer sheet. a. OOlJ,nting right
Answers. Place tho rights scoring key, printed
side up, over the answer sheet so that the edp;e of
the key opposite the identification margin of the
key is aligned with tho edge of the answer sheet
opposite the identification margin of the answer
sheet. Count all marks that appear tJlrough the
holes except those with the blue line drawn tJlrough
tJIOm. This is the numher right (R). Iw.ord the
number in the box on tho answer sheet 116 indieated
in the scoring directions for the particular test.
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b. OOlJ,nting wrong answers. To count wrong
answon;, align the rights scoring key again over
the answer sheet and count all unmarked answer
sp~ and ill answer spaces having a blue line
drawn through thorn. (Do not count those having
red lines drawn through them.) This is the number
wrong (W). Record the number in tho box on the
answer sheet as indicated in the scoring direotions
for tho particular test.

c. Ohecking. All scoring must be checked. The
ac,curacy of the count can be checked by totaling
the number of red lines (omissions), the number
of wrong answers and the number of ri/?:ht. The
total should equal tJle maximum score for the test.
This maximum score will be indicated in the scor­
ing directions. Ohock to be certain that the re­
sponse positions for all omitted questions have
b.",n marked with a red lino through all response
positions. Otherwise, omitted questions will be
counted as wrong and the raw score will be
ineorrPCt.

A-4. Raw scores. For tests having a rights (R)
scoring formula, the number right is c.a.lIed the
raw score. For tests with the scoring formula.
rights minus a fraction of wrongs, hand scoring
tablps are usually provided in the scoring direc­
tions so that the raw score is read directly from a
table. If there are no tables included in the direc­
tion.q, the proportion of wrong answers indicated
in the scoring instructions will be subtracted from
tho number right a.nd the result will be tho raw
score. The raw score will be recorded in the box on
the answer sheet as indicated in the scoring
directions.
A-5. Converted scores. If the test requires con­
version of raw scores, conversion tables are pro­
vidpn in scoring manuals which contain directions
for deriving percentile scores or standard scores
from raw scores.

A-l
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CHAPTER 2

TEST CONTROL AND RECORDS

AR6Uf

2-1. Test control oUicer. a..·lJ'l}oinlmud. c\. t",t
contl'ol officer (TCO) will be appoinloo, and rr.­
lic't"od where npplicahle, on specinl orders to serve
at each orgu.nization or n.cti \"it.)" where A.rmy per­
sonnel teSt6 are required to be handl...d, 5toroo, ad­
minist.ered and scor,,1. S]W<'ia.1 order format. TC
350 will be used. One copy of the spe<".i,d orders
appoint.ing or l't·.lic\'ing tr.51 eOJlt.rol offic-crs will be
forwarded to the Chirf of Personnel Operations.
ATIX: opop~nr, Departmrnt of the Arm)",
'WlIshiugt'lII, DC 20:\10. (lne copy of the spr.cilll
ordel'S will a.lso be forwarded to the Comma-ulling
Officer, U.S. Army AG Puhliralions rpnlPr, 2800
Eastern Boulevard, Ihlrimorr., Mliryland 21220.
The TCO <I,"'ignat"d 11Illler Lhe provisions of para­
graph 5 l:i, AH (iOO-200, or undpr A It (j21-;,~ lIIay

also he appointcd as TeO undrr the pro\'isions of
this rcgllllttion. Consolidftt,ion of TeO functions
should be ac.c.omplishr,! to t.hr grell.w.st rxtent po,
:-:iblp, so that tlw t'.xp('ril.~lH'-E' g-aiIl£':l1 ill tRst- admin­
ist.ration antI s('oring may he 115t'd to the mnximulIl
ndnl.ntage, and pl'{)('.eduI'l>.6 itliO fucilitic3 for safp·
gllu.rdillg tR6t IIltlwriftIs llW.y be mftdc D1OJ'(' cfTel'­
tive. The TCO will he "it.her a commi",iOl",d
oflic€'.J' or \\"arrant oflkl:'J'. JIowc-\'el', wlH~n it i::; C.oll­

sidnl'N.! dc..."iirahle to consolidat-t' t(~"'l ing HIllIer this
reg-ulal-ion with li·sting at P.;:';. ArIllY Edu~tion

Centers (normally supen ised by a ci ,. iliuu e,Ir",,,­
tion adviser) lor whml tlli·re 1U'P no u\'u.ilahle COlJl­

11Ii::-.'·;ioIH'd or walTallt Offi('(,I":-:, 3. !>PIHLrl,lllent of the
:\rm)' eidliall employep (08-5 or high('.l') may he
'appointi'd as ti.'.;.;t (',onl-l'o! officpr.

b. HesjJ07isibilit!l' Tlw T"st Conlrol Ot1i""," will
be responsible for--·

(1) .\(hh,ing th,· :1\:-;i.111iltioll commander on
adminbll':ltioll of IH'I':;:u:UlP.} t('St-ing progl'am:-:

under jnrisdirt ion of ~ he command.
(2) Estahlishin;! and monitoring IJI'()('t'~IUI'l's

for the lWi\lisitiolling, handling', storing, and dis­
position of t.e31 ma.tr.rials.

(3) Establishing and maintaining a rr.conl,
system for a.dlTlinist r:.t i v(' 0pcJ'll.t.ions of the t<'S1 ing
f""iJ ity.

*(4) Establishing and monitoring procoourc<;
governing securit.y of test materials in ll.ccordnncc

'r.&OO IU.

with this regulation and AR 345-15, designating
personnel who are aut.horized to hl1ndle !est ma­
tedll.l and. insuring t.hll.t these personnel are
thoroughly indoctrinll.ted regarding test security,
Personuel ll.uthorizoo ace.e."5 to the I.e.,ting material
will be designllted ina written order.

(0) I nspeding !est.iug ses.,ions to determine
Lhat W."t.' I1rc properly han,l!oo ll.nd administered,
insuring t.hat test honkle!.-, scoring keys, a.nd com­
plt't.f'.d answer sheets nfh'r ear-h tR~:;t administration
arc l",ndloo only by personnel ll.uthorized to han­
dle t<,st.mllteria!.

(6) Checking periodically to determine that
Il'.",t SCOl't',;'; tLN reeordcd correetly on appropriate
pt>,losonnel reeorl.ic;.

(7) Determining t.hat prrsonnel who admin­
i,t<'l" and ecore te.,ls are qualifiod to perform their
dnties, ,uHI have demonstrated that they under­
s! lLn<1 dw pl'o(',('dures for administering- and
~('()rillg' eRch a..s...~ignP<l test.

(8) Providing technic,,1 assistance to s(,le,,­
tion a.nd emlnlltion boards regllrding proper use
of inlerview report form;; completr.d by board
lIH>,IIllwl's. Sc{)rin~ C'omplt'ted interview report.
forms nn,!. whrre rr'luin~1 hy appropriate direc­
tin_~<.:, cOlllputing composit.e score..;;; on test instru­
mellt~ for a.pplicant-: sC'J'('('Ill'd by selection and
emluation bollrds,
2-2. Security. a. (;nc(:/,ll) IJf·(}I·i",iuli.~. Arm)' per­
sonn,,1 tests have becn ,lew!opr.d for the purpose
of iIIlprov ing t.lll' 'Inal it)" of pr.rsomwl selr"ted for
allY pl.·.rsonnp,l progrllnl for whieh tests are elll­
ploycd. Th"ir vlIlue is lost to t.he ArlllY when tIll'
{·ontout.;; of any A rmy per:=.;onn~l h.'sl. cOmpOJlPllt

i~ l'omprmni:-ipd f-!trongh improper release of in­
(Ol'lll,t1 iOll 10 llnanl.hnl'ize.d. personnel. Tt>"st C-0I11­

ponen!s beur th" d",ignation "FOR OFFICIAL
lOSE ONL Y, '. ('x"ept for answer sheets which haw
HOt- hNm eompletcd by ex:unill£*s. Test component;:;
arc to be shown to no onc, inside or outside of the
.Army, lIule..;;s it- ha..., lwpn dch.>l'mined tha.t stH~h dis­
e!osure is e_",*,nLial to the performance of officill.l
dut.irs prcscril>l'd in appropriate dirr",ti\'rs, and
r..onccrncn with te..,t administration or scoring.
Completed k<t allswer shr.cls will not be returnrd
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to the examinees. The only information that m&y
be furnished to the examinee is the test seare or
subscores and other administrative information
found in the identifirAtion portion of the answer
sheet. Test security is a command responsibility.
Functions required to be performed in the estab­
lishment and maintonanr.e of adequate procedures
for test security may be del"bouted to the TCO who
must exercise close supervision over all phases of
test receipt, storage, protection, L<;sue, administra­
tion, searing, and destruction. Security measures
will be established at all inst&llations or activities
where Army personnel tests are handled, admin­
istered, or stored. These will include, at a mini­
mum, logging test components in and out of se­
curity r.ontainers, maintaining stock inventory
and disposition records, and storing test compo­
nents in locked rooms or cabinets where they are
not nr,cegsible to unauthorized individuals.

b. Proccd<tres cO'Mermng te8t security. The fol­
lowing are specific pro"...dures concerning test Sll­

curity and control that will be complied with-
(1) An inventory of test materials, including

te!>ot booklets, administration and scoring manuals,
scoring keys, and optir",1 SCAnner test control forms
(Q & K) will be made once a month by the Teo
and upon change of TCO. More frequent inven­
tories ma.y be conducted at the discretion of the
TOO. Locally developed inventory and control
forms for te.oot r.omponp.nts will include the follow­
ing minimum information:

(a) DA pamphlet or form number.
(b) Title 0 r test (a},breviatoo).
(c) Number on hand (total).
(d) Number in storage.
(e) Number in use.
(I) Date.
(g) Sil,TJlature of rc.<pollsible individual.

*(2) In eases where the "F01t OFFICIAL
USE ONLY" designation has not heen preprinted
on test components, the material will be so marked.

(3) Test booklets, manuals, scoring ke}'s, and
optical scanner test scoring machine control forms
(Q & K) will be serially numbered for internal
security r.ontrol. The prefix to the serial number
will consist of the colTI'spondence office symbol of
the acti vity or the next higher headquarters which
has an assigned correspondenee office symbol. S&­
rial numbers will be indelible. Serial numbers of
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previously destroyed materials will not be assigned
to newer test materials.

*(4) Loss or possible unauthorized disclosure
of Army personnel test materials has heen deter­
mined to have potential Army-wide implications.
Consequently, reports required by paragraph I4d,
AR 345-15 will be initiated in all such cases, and
will not be withheld by any echelon between the
individual initiating the report lIJld The Adjutant
General. An additional copy of the required report
will be sent directly to the Chief of Personnel
Operations, ATTN: OPOPMM, Department of
the Army, Washington, DC 20315.

(5) If the circumstances surrounding loss
and/or compromise of Army personnel test infor­
mation indicate that an investigation conducted
under the provisions of AR 15-6 is appropriate,
results of the investigalion will be forwarded to
the Chief of Personnel Operations, ATTN:
OPOPMM, Depart-ment of the Army, Washing­
tion, 00 20315, when completed. Investigation
under AR 15-6 will in no way preclude or delay
the submission of reports required by (4) .above.

(6) DA Label 87, prescribed for attachment
as a. cover shoot to "FOR OFFICIAL USE
ONLY" material when it is removed from locked
containers or locked facilities, need not be attached
to Army personnel test material when the Il11l.terial
is actually being used for test- administration and
searing purposes, whenever the attachment of the
label would interfere with the efficient utilization
of the material. Specifica.lly, the label nero not be
attached to answer sheets and test booklets which
have been distributed, under the supervision of
qualified test examiners and proctors, to examinces
assembled for the purpose of taking Army person­
nel tests. The label need not be attached to scoring
keys, t'lSt manuals, or related materials when its
attachment would interfere with the use of these
maoorinls by aut-horized test e:mminers engaged in
seoring or administering Army personnel tests.
D.-\. Label 87 will be attached to envelopes or
wrappings containing test materials when such
materials are remo"cd from storage spaces for use
at locations not in proximity LO storage spaces.

(7) All test materials marked "FOR OF­
FICIAL l:SE ONLY" which are packaged for
shipment or mailing will be double wrapped.
When such materials are to be mailed, they will be
mailed by registered mail. The inner envelope or
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packaging material will be stamped with the fol­
lowing notation:

FOR OFFICIAL USE ONLY
TEST MATERIAL

TO me OPENED BY TEST CONTROL OFFICER O!'iLY

These inner envelopes wiII not be opened by mCS­
sage conter or mail room personnel, but will be de­
livered direct to the TCO upon receipt.

(8) When test components, except answer
sheets, are taken from and returned to the locked
room or cabinet, exact counts of these components
will be made. All components must be accounted
for.

(9) Mutilated materials and marked com­
ponents which cannot be rendered usable by eras­
ing will be destroyed by burning, mulching, or
shredding. Destruction of test components will be
by the appropriate TCO or under his supervision.
No destruction certificate is required of most ma­
terials; however, the TCO wiII maintain records of
destruction which wiII list the serial number of
destroyed booklets, answer keys and optical scan­
ner control forms.

(10) Test materials, except for blank answer
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sheets, will be kept in a locked container or room
by the using unit when not in transit or in use for
testing, scoring or reference purposes. Test scor­
ing keys and optical scanner control forms
(Q & K) will not be stored in the same drawer as
IRst booklets and blank answer sheets. Keys and
eombinations to storu~e facility locks wiII be made
available only to persons whose duties require use
of the stored t".'it nmterillls.
2-3. Records of testing. Aetivities administering
Army Iwrsonnel tests will retain for one year
copies of corr<>-spondenco prepared for the purpose
of transmitting test seores to custodians of person­
nel records, to selection and evaluation boards, or
to other agencies authorized to receive test scores.
This requirement does not apply to test scores
resulting from personnel processing at Armed
Forces Examining and Entrance Stations and U.S.
Army Reception Stations. Records will contain, as
a minimum, the individual's name, service number
or Social Security Ac.count Number, organization,
and all part and composite scores recorded on per­
sonne! qualifieation records or applications for
which the test was administered.
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CHAPTER 2

ST CONTROL AND RECORDS

2-1. Test control officer. a. .A
control officer (TOO) will be ap ointed, and re­
lieved where applicable, on special rders to serve
at each organization or activity wh,~ .Army per­
sonnel tests are required to be handl~, stored, ad­
ministered and scored. Special orde format TC
350 will be used. One copy of the sial orders
appointing or relieving test control am rs will be
forwarded to the Chief of Personnel rations,
ATTN: OPOP~L\I, Department of ill Army,
Washington, D.C. 20315. One copy of th specia.l
orders will also be forwarded to the Comm nding
Officer, U.S. Army AG PubliCAtions Cente 2800
Eastern Boulev'll.rd, Baltimore, :Mar}"land 1220.
The TCO designated un,l"r the provisions of m­
graph 5-13, A R 600--200, or under AR 621-5, ay
also be a.ppointed as TCO under the provisions of
this re-gulation. Consolidation of TOO functio s
should be accomplished to the greatest extent p ­
sible, so that the e>.-perience gained in test admin
istrntion and scoring may be used to the maximum
advantage, and procedures and facilities for safe­
guarding m<;t materials may be made more effec­
tive. The TCO will be either a commis.,ioned
officer or W'll.rrant officer. ITowever, when it is con­
sidered desirable to consolidate testing under this
regulation with m<;ting at U.S. Army Education
Centers (normally super\-ised by a civilian educa­
tion adviser), or when there are no available com­
missioned or warrant officers, a Department of the
Army civilian employee (GS-5 or higher) may be
appointoo as test control officer.

b. Re..pO'Mibility. The Test ('..antrol Offic.er will
be responsible for-

(1) Advising the installation commander on
administration of personnel resting programs
under jurisdiction of the c.ommand.

(2) Establishing and monitoring procedUre!
for the requisitioning, handling, storing, and dis­
position of rest materials.

(3) Establishing and maintaining a records
system for administrative operations of the testing
facility.

(4) Establish;ng and monitoring procedures
governing security of test materials in accordance
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with this regulation and AR 345-15; designating
personnel who are authorized to h'll.Ildle test ma­
terial and insuring that these personnel are
thorougWy indoctrinated regarding test security.
Personnel authorized aCCl'SS to the testing material
will be designated in a written order.

(5) Inspecting testing sessions to determine
that tests are properly handled 'll.Ild administered,
insuring that test booklets, scoring keys, and com­
pleted answer sheets after each test administration
are handled only by personnel authorized to han­
dle test material.

(6) Checking periodically to determine that
test scores are recorded oorroctly on appropriate
personnel records.

(7) Determining that personnel who admin­
is!.er and score tests are qualified to perform their
dnties, and have demonstrated that they under­
stand the procedures for lldminist.ering and
searing each assigned test.

(8) Providing technica.l assistance to selec­
tion and evaluation hoards regarding proper use
of inten-iew report forms completed hy board
members. Scoring completed interview report
orms and, where required hy appropriate direc­

t vas, comput.ing composite scores on test instru­
m nts for applicants screened by selection and
'" luation boards.

Security. a. General prot>i8iom. Arm}" per­
l tests have been developed for the purpose

roving the quality of personnel selected fur
rsonnel program for which tests are em­
Their value is lost to the Army when the
of any Army personnel test oomponent

is comp mised through improper release of in­
formatio ro unauthorized personnel. Test com­
ponents ar the designation "FOR OFFICIAL
USE ONI; ," except for answersbeets whic.h. have
not been co pleted by examinees. Test components
are to be sho n to no 'one, inside or outside of the
Army, unless t has been determined that such dis­
closure is I'SSe tial to the performance of official
duties proscri in appropriate directives, and
ooncerned with administration <Jr scoring.
Completed m<;t an er sheets will not be returned
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to the examinees. The only infonnation that may
be furnished to the examinee is the test score or
subsooros a.nd other administrative information
found in the identification portion of the answer
sheet. Test security is a command responsibility.
Functions required to be perfurmed in the estab­
lishment and mll.intena.nce of adequate proe<->duros
for test security may be delegated to the TeO who
must exercise close supervision over all phases of
test receipt, storage, protection, issue, administra­
tion, scoring and destruction. Security measures
will be established at all installations or activities
where Army personnel tests are ha.ndled, admin­
istered, or stored. These will include, at a mini­
mum, logging test components in and out of se­
curity containers, maintaining stock inventory
and disposition records, and storing test compo­
nents in locked rooms or cabinets where they are
not accessible to unauthorized individuals.

b. Procedturc8 concerning test security. The fol­
lowing are specific procedures concerning test se­
curity a.nd control that will be complied with:

(1) An inventory of test materials, including
test booklets, administration and scoring manuals,
scoringkeys, and optical sca.nnertest control fonDS
(Q & K) will be made once n month by the TOO
and upon clmnge of TOO. More frequent inven­
tories may be condueted at the discretion of the
TOO. Locally developed inventory and control
forms for test components will include the follow­
ing minimum infonnation:

(a) DApamphletorfonnnumber.
(0) Title of test (abbreviated).
(c) Kumber on hand (total).
(d) Number in storage.
(e) Number in use.
(I) Date.
(g) Signature of responsible individuaL

(2) In eases where the "FOR OFFICIAL
USE ONLY" designation has been preprinted on
test components, the material will be 90 marked.

(3) Test booklets, manuals, scoring keys and
optical 9C8JlIler test scoring machine control fonDS
(Q & K) will be serially numbered for intern&!
security control. The prefix to the serial number
will consist of the correspondence office symbol of
the activity or the next higher headquarters which
has an assigned correspondence office symbol. Se­
rial numbers will be indelible. Sari&! numbers of
previously destroyed materi&!s will not be assigned
to newer test materials.
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(4) Loss or possible unauthorized disclosure
of Army personnel test materi&!s has been deter­
mined to have potential Army-wide implications.
Consequently, reports required by paragraph 14d,
AR 345-15, will be initiated in all such cases, and
will not be withheld by any echelon between the
individual initiating the repoN and The Adjutant
General. An additional copy of the required report
will he sent directly to the Chief of Personnel
Operations, ATTN: OPOPMM, Department of
the Anny, Washington, D.C. 20315.

(5) If the circumstances surrounding loss
and/or compromise of Anny personnel test infor­
mation indicate that an investigation conduetsd
under the provisions of AR 15-6 is appropriate,
results of the investigation will be forwarded to
the Chief of Personnel Operations, ATTN:
OPOPMM, Depa.rtment of the Anuy, Washing·
ton, D.C. 20315, when completed. Investigation
under AR 15-6 will in no way preclude or delay
the submission of reports required by (4) above.

(6) DA Label 87, prescribed for a.ttlu>hment
as a cover sheet to "FOR OFFICIAL USE
ONLY" material when it is removed from locked
containers or locked facilities, need not be attached
to Army personnel test material when the ma.terial
is actually being used for test administration and
scoring purposes, whenever the attachment of the
label would interfere with the efficient utilization
of the material. SpecifieaJly, the label need not be
attached te answer sheets and tmt booklets which
have been distributed, under the supervision of
qualified test examiners and proctors, to examinees
assembled for the purpose of taking Army person­
nel teBts. The label need not be attached to scoring
keys, test manuals, or related materials when its
attachment would interfere with the use of these
materials by authorized test examiners engaged in
scoring or administering Army personnel tests.
DA La.bel 87 will be attached to envelopes or
wrappings containing test materials when such
materi&1s are removed from storage spaces for use
at locations not in proximity to storage spaces.

(7) .All test materiale marked "FOR OF­
FICIAL USE ONLY" which are packaged for
shipment or mailing will be double wrapped.
When such materiale are to be mailed, they will be
mailed by registered mail The inner envelope or
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