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CHAPTER 1

GENERAL

AR611~

1-1. Applicability. Tills regulation applies w the
Activo Army, U", Army l\'ntiontll Guard, and the
Army Reserve.
1-2. Purpose. If. Gelltl"lfl l)/,OI7;S;olls. TIlls regula­
tion establishes poliey, assigns responsibilitie.s,
and prescribes "",eedures governing the procul'e­
Blcnt, adluinistl'll.tion, sllfeg1.ln.rdiDg', scorin~, nJIIl

relense of ArlIlY l'e,"".!!!JPcJ tes~.

b. Scope. Army I"-I',;onnol test menns not only
the test booklet and magnetic tapes con tllillin~

questions, but aloo aU lill"iUary materials incJudin~

lWSWcr slloot8, scoring keys, conversion t..hle.,;,
manutlls for administration and scoring, and au to­
mated systems for admiuistration, scoring and
rocording of rostut". Army personnel tests inelude
paper.and-pencil tL'SLs, evaluation reports, hoo.rd
interview procedures and scoring forms, and self­
report forms whieh arc nsed in programs for the
selcetion o[ applicallb and selective 8Crvice reg­
istrnnts for entry ill to tile .\cti,e A.1nly, Army'
National Guard (•.un,G) or Army R",er\"c
(USAR), [01' sdedion of spplicants for appoint­
ment as commi.<;.sioned or "'arrant officers, for
initial or subSC<juent ch-;,;ifieation of enlisted per­
sonnel, and for Rl'Jection o[ officcrs lUld enlisted
personnel for Il6Signmcnt w training 01' dnti""
requiring spoeializ<ld aptitudes or qualilicatiollS.

c. Testa indwkd under tJtill regulation. 'nus re~·

ulation applies only to policies and procedUI"t-'S for
Army personnel tcst" list<>d in DA Pam 31~S

(Indo.... o[ Army P<".rsonnel 'l'cs15 and Mea.qure;).
All components of caell test arc identified in DA
Pam 310-8 by "ppropl'iate titles and num!>el's
and include aumilti.,;tration and scoring manus],;,
test booklets, questioltnll.ires, answer sheel", SCol'­
in" keys, anti, where npplicnble, optical SCIillIl('r
U:t seoriug machine conl"ol forms Q altd ~\... The
quantity of each test component rcqull'ed W
administer and score the lest is prescribed in DA
Pam 31~8 and is w be used by test conkol omeers
(TCOs) when requisitioning components.

d. Test3 not indwkd under tJds regula/·;01l. Tlll~

regulation docs not govern tests not lisl~d in DA
Pam 31~8 such as "peci"l tests1Mll other instru­
mente ineluded under the Enlisted Evaluation
System (AR 135·205 or AR 000·200), the lioll-

TACO 108,\

ertll Educationtll Development program (AR
021-5), specialized test" administered as part of
rcsenreh and development pr"Warns, or tests used
hy dinic,u psycllologists for diagllo<;tic purposes.
13. ResponsiblHties. a. The Deputy Chief of
St "ff for Pel'8Onnel is responsihle {or-

(1) Establislring poli("i,', 6'o"erning the em­
ployment of A.1-my personnel t.<"I.s in accomplishing
personnel selection and d""ifi"ation I\nd personnel
pro!!ralll objectives.

, (2) Proyiding guidalH:e rega"ling the prior­
ities for the de,e1opment of new or re-rised Army
personnel tes15 and related inRtrtllllentB to meet
specific personnol selection nnd dl\-,sific~tion and
personnel program objecti"",s.

(3) EstablislUng poliey for lhe release of Army
]>"rsonnel test materia.ls to ot·her US Government,
State, and locsl agen";,'.';, privl\te organizations
alld indi-riduals, and forei~n ~o\·ernments.

(4) Designating a point of contact in the
Omee of the Deputy Cllief of Staff for Personnel
for coordination of t<lStin~ matters between the
CG MILPERCEK lloIld the directors of tbe vari­
ous personnel progralJls usin~ Army personnel
!<'sts.

b. Tile US Army Research lnstituw for the
I~havioraland Soeitll Sciences i" responsible for--

(I) Performing professionnl psychological
1"(',earch in order to provide the Army with tests
and related instruments required for effeetive
]><"1'50nnel management in Rceordl\nce with objec­
ti,",," contained in AR 70-S.

(2) P"oYiding advice and ~,Li,l"nce regarding
the operntiono.l appliention of research findings.

c. The De[ense Language llbtitute is responsible
[or··--

(I) Performing l'l"ofc...-;lona! rese&1"ch to 1'1'0­

"ide the DclCDSO J.angllagc l'rogram (DLP)
with foreign language tests and related instru­
ments required lor effectivo personnel management
of the DLP in accordance with AR 350-20.

(2) Establishing sLandlU"ds for administering,
scoring, e,aluating and re,'or,ling results of
language aptitude, l'l"o{i,·;,-,wy "nd achievement
tcsts for the DLl>.
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CHAPTER 2

TEST CONTROL AND RECORDS

1 October '1975

2-1. Test control officer. Go Appointment. A test
control oBker (TCO) will be appointed, and
relieved, where applicable, in writing to serve
at eaeh organization or activity, or State Ad­
jutant General Office where Army personnel
tests are required to be requisitioned, handled
stored, administered, and ""-Ored. A State Adjutant
General may appoint more than one TCO if this
is considered to be warrant"d by geographic and/or
strengt.h factors. The number of TCO's m'I'I· be
kept t.o the absolute minimum in u command, on
an installation, or in a ~tate, in the (:llse of the
ARJIi'G, to properly perform the required duties.
To provide for situations where small units are
scattered and/or isolated, where unit.< are geo­
graphically split, where II heavy testing sehedule
exists, or under other cir"umstances where t"sting
operations would be fllcili ta ted, one or more
alternate TeO's nl.y be appoillwd. An alternate
TCO will be appointed foreaeh ARNG Stat"TCO
to function in the llbsene"" of the TCO. Alternate
TCO's will be appointed and relieved by the same
procedures as the TCO. Procedure 7-10, DA
Pamphlet 600-8 will be used. Appointment uf a
new TCO will be made in accordance with para­
graphs 1 through 4. Relief of an old TeO will be
accomplished in paragraph 5, "Special Instruc­
tions." AppelldL" B, NG R 310--10 will be used for
appointment and relief of ARXG TCO's. One
eopy of the written appointment or relief of
Control oflieers' will be forwarded to IIQDA
(DAPC-PMl>-T) Alex. VA 22331. One c:opy
of the written appointment or relief will also be
forwarded to the Commander, US Army AG
Publications Center, 2800 Eastern Blvd, Balti­
more, :\ID 21220. The TCO designated under the
provisions of AR 135-205, AR 600--'200, or AR
621-5, or the Personnel Survey Control Officer
(PSCO) designated under provLqionsof AR 6OD-­
46, may also be appointed as TOO under the
provisions of this regulation. Consolidation of
TCO functions should be accomplished, to the
greatest extent possible, sO that the experience
gained in test administration and scoring may be
used to the maximum advantage, and procedures
and fac:ilities for safcguarding test materials may

be made more effective. The TCO or ll.1ternate
TOO will normally be either a commissioned
ofliecr or warrunt offieer. IIowever, when it is
considered desirable to eonsolidate testing under
this regulation with testing at US Army F.duea­
tion Cent~rs (normally supervised by a eivili""
education ad"ist'r), or when there are no available
commissionpd or warrunt- oflit'f.>fS, n Depart.ment
of the Army eidlian employee ur an ARJ\;G
technician (G&-5 or higher) IIlay be appointed as
test control offie('r or n.ltcl'nntt' test control offief:\f.

b. Respun.$ibility. The Test Control Olli"er or
alternate TCO will be re$ponsihle for-

(1) AII\'ising t·he installMion commander or
Stnl" Adjut.ant. General on administration of
personnel test.ing programs unuer j urisdid,ion of
the command.

(2) Maintaioing a testing facility SOP. This
SOP will include a reeords system for adminis­
Irat.i"e operations of U", t~sting facility and will
conhiin proceclllfP:-; for requisit.ioning, handling,
storing, scheduling and administration oftesL_,
and seorinl! of t.esls, disposition of test mat"rials.
and transmit.ting (BSt msuIts to the appropriate
offiee, board, or ageney. This SOP will also e.()n­
tain procedures governing security of test mate­
rials in accordanee with this re.gulation; designat­
ing in writing p('rsonu~l who arc authorized
aecc.'" to, Ilnd who handle test materials, and
insuring that all personnel in the testing facility
are thoroughly indoctrinated regarding test se­
curity. This SOP wiII be reviewed by all personnel
on their assignment to the testing facilit.y, and
quarterly thereafter.

(3) Monitoring all procedures specified in the
testing facility SOP.

(4) lru;uring that all test resulte are reported
to in-service, AR~G, and USAR personnel who
have been tested as soon as possible after comple­
tion of scoring.

(5) Inspecting testing sessions to determine
that tests are properly handled and administered,
insuring that test booklets, scoring keys, and com­
pleted answer sheela after each test administration
8.l'8 handled only by personnel· authorized to
handle test materill.1.
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10dober 1975

(6) Checking periodically to determine ~t
test scores &1'0 recorded correctly on appropriate
personnel reoords.

(7) Determining t1illt personnel who admin­
i~icr and score t""ts are quuJific-d to perform their
duLies, to include interpretatiou of te8t s('ores and
haye ,1"lllou'tr"I,," that the,- untIershl.nd and
pl'aciiee t:Ol"l'oct pr()(:(\(lure:; 10; ntlm..ini.,tf·ring and
s<:oriug ".",h I\.<;siglil-U lest.

(8) Providing t.edillku.l a~:--isliU..lCC Iv .~~ICl'lioll

nnu evuJuntiOll bounl:; r(~gnrlling pr0l'('l' usc of
interview r(\pOl·t forllls eowple.c.,.} by bo.....1 mem­
bers. Scoring cOlllplcl,'d inlA"',i,'w report forllls alld,
wherc required by appropritLl<, directives, eOlllput­
iug composilC ::;cores ull t{,.,1. in:-:l'-rlllDf'.uls fo1' »1'­
plicant.:.; sCl'c(\J\("tl hy sdcetion 1\11(1 eyu.luf\(.ioll
hoards.
2-2. Security. a. G,;Jlt.'J'fll jJJ·fjr~.~;QH6. &·('tlril~· J'('­

quirements eSlal,lisheJ ill I.his r"gulation lIleet the
requirmnenls for hanJling "FOH OFFICIAL USE
ONLY" materi,tlest"blishe,1 in AR 340 Ili. Army
jlCrSolllwltests han lJcen dnelopeJ by u Jong and
Yery rxpensi'-e proerss for t.h,· pnrJlose of impro,-­
iug the qnalit~· of J"'I"Sonne! Sl'I,'eled lor auy pel'­
sonnd program lor which h'sts nrc elllpJoyed.
Thei.r nIllle is Jool to tJlI' A"llIY wbeu tl ... cOlltenls
of any Army peroollnd \.<," ,·olllponent. nrc eom­
pl'omi:;etf thl'Ollgh improper 1"l'1('H~ of inforlUution
to unatllhorized 1)(\,-,;ollllOJ. H,'platl'ment of a (.c,;t.
that has becon,,' wiJely tompmmise,1 couJd
require n yeal' 0)' lIlore nuu cost ll~ much uS huH n
nu1lion dollars. Test components bear the dcsignu­
rion "FOR OFJ<'lClAJ, USE o~,n,Y," 01' "COX­
TROLLED ITEM (TEST ~IATElUAL)"except.
lor an",-er sheels which hn\"(' not. bccn compldcd by
~xaminers, ,,·orkshcels an,1 Aptit.ude Area COIll­
putin~ 'femplat,,,,. 'f""t eomponents in opera­
tional usc b)' the Army nrc to be shoml to no one,
inside or outside 01 the Army, unless directed
under the pro\-bions of 5 esc 55Z (The Freedom of
Information Act), or unless it hns been determined
that sueh disclosure is esscntiul to !.he performance
of official duties prescribed in nppropriute diree­
th'cs, lUld as neeessary for those indhi<lunls thnt
administer and score tests. Completed tI",t answcr
sheets will not be returned to the e..~alllinees. The
only information that will be furnishe,J to the
examinee is the test score or subsco"", and other
.,Iministrntive information found in the identifica­
tion p4lI1ion of U1e _eF sheet. Test sccwity is a
command responsibility. :Fundious required to 1><,

l'AGO lOU

AR m.:.s
performed in the esW.)jshD!llDt llIldmaintenanee
of .,Iequate procedures for test security may 'be
delegated ~ • TOO or an alternate TCOwho
mUll\. exercise close supervision over all phases of
\.est receipt, storage, protection, issue, administra­
tion, swring and de.truction. Security measures
will be established at all ill.st"llut.ious or activities
where Army llCrsonnel test.s nrc hftlUlll-u, udmin­
i;;tcrcJ, or storc-u. These will indllde, lit n mini­
mUlH, log-~iug tt~l eomponeIll.-; in iUltI out of sc­
(~lll'ity ('vutniuCfh, UUlulll\in.illg s\ock inlrcntory
nlld dis,",,;iuon r""ords, ftlltl "Loring test eOUlpo­
nents in locked roollls antI contuiuers where they
"I'e nol ul'I:l'ssil.>l" tu unauthorized iudi,'iduals.

b. l'n,,:<Jures ",;"ctrllillg test scL'I!rily. The fol­
lowing arc specilic procet!u,"" concerning test sc­
curity and eontroJ thnt will be complied with-

(I) An innmiory of tesl lllated"ls, including
Icsll>uoklel:;, aumiuistrtltion unu scoring m.anuals,
8Cori~ k"ys, nud optical sealUll'r test control forms
(Q & K) will be Illude once II month by the TCO
IIUJ UI"lIl <:hange "f TCO. :'Ilore frequent inven­
lOdes llIay be cOIlllucted III the discretion of th"
TCO. Lo"u11y d,,\,plollCJ illwiltory and control
lorms for u'St COIllI"lIlCJlts will inclutIe the follow­
ing' minillltim in(01'1\latiou:

la) D.-\ plllllphiet or f"nll nuwl)<'r.
Ib) Title of test (abbreyiated).
te) Numb",' on hand (l.otnl).
\d) 'Xumlwl' ill storngp .

(r) ~U1llh('I' in use.
If) Date.
(g) Signalure of re'Il<JIlsihle ullli\'idllal.

(Z) In eases where the "FOR OFFICIAl,
USE O!\ LY" designation has not been preprinted
on test components, the material will be so marked,
unless the material is excppted from control
requirements as slated in partlgraph Z 2a nbove.

(3) 'fest booklets, manual~, scoring hr., lUltl
oJltieal ""anne-r tfflt scoring mnr:hine con lrol forms
(Q &: K) ",ill 00 ,;erinlly numbered for internal
scelll·il.y eont.rol. Tho prefix l<J the scri,,1 number
will eOllsi,t of t.he correspolUl,'nr:~ office symbol or
the aetivity 01' the np"t higlwr headquarters ....hich
has an assigned eorr'lSpond~lU:o office s~"nboI. Se­
rial numbers will 1M' indelibl~. Serial numbers of
previously Mstroyoo materials will not I)/' ftssigne.l
to newor test materials.

(-t) DA Labcl 87, proscril>ed for attachment
lIS a cover sheet to "FOR OFFICIAL USE
ONLY" IllAterial when it is removed from lot--ked
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,containers or locked facilities, need not be attached
to Army personnel test material when the material
is actually being used for test administration and
BCOring purposes, whenever the attachment of the
label would interfere wit.h the efficient utilization
of the material. SpL'Cifically, the label need not be
attached to answer sheet" and test hookle!..q which
have been distributed, under the supervision of
qualified test examiners, to examinees assembled
for the purpose of taking Army personnel tests.
The label need not be attached to scoring keys.
test manuals, or related materials when its
attachment would interfere with the use of the$e
materials hy authori7.ed u'St emminers eug-aged in
BCOring or administering Army personnel tests.
DA Label 87 will be altadll·d w ennlopes or
wrappings containing test mnterinls when sn"h
materials arc removed from storngp Bpaces for lise
at locations not. in proximity tA) st.orage spRCes.

(5) All test lila tcrials lIlurked <oFO R OF­
FIOIAL USE ONLY" whieh are packaged for
shipment or mailing will be douhle wrapped.
When such materials arc to be mailed, tn"J ... if. l~

mailed by registerl·d Inail. The innt'f ell vl~;Oilf (,r
packaging material will be stumpe.1 with t.he fol­
lowing notation:

~'OR On·ICIAI. USE ONLY
TI':ST ~IATEHIAI. TO BE OPENED BY TI':sT

COKTIlOL OFFICER OKLY

These iuner envelopes will not be opened hy llles­
sage center or mail rOOIll personnel, hnt will be de­
livered direct t.o tlw TOO upon reeeip!..

(6) All test (:omponenls lIlnst be a(:eounled
for at all times. When test "Omponents, except
unused answer sheets, are taken from and returned
to the locked (:abinets, exact '"mnts of thpse com­
ponents will be made, and they will be individually
logged out and iu on a log maintained for I.his
purpose. This log will be retained for one year.

(7) Test. components, for exaDlple, test book­
leLA, test administration mauuals, answer keys,
etc., except for test answer sheets that have been
filled in by test examinees, that have become
mutilated, marked, etc., through usc, and which
cannot be made usable by erasing, transparent
tape, or restapling, ete., will be destroyed by
burning, mulching, or shredding. Destruction of
such test components will be accomplished by
the TOO having custody of these materials, or
under his supervision. No destruction certificate

2-2
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is required for most materials; however, the TCO
will maintain a separate record of each item
destroyed, for example, test booklet, IlDBwer key,
in accordance with appendix A, AR 340--2 or
AR 340--18-7 IlS applicable. These destruction
records will list the serial Dumber of the destroyed
test componen!..q.

(8) Tost materials, exc.ept for blank answer
sheets, will be kept in locked rooms and con tainers
by the using·unit when not in transit or in use {or
testing, scoring or reference purposes. Test scoring
keys and optical scanner control forms (Q &: K)
will not be stored in the same drawer as test
booklets llnd blank answer sheets. Keys and
':ombinations t<l sl<lrag-e facilit.y locks will be made
available only to persons whose duties require use
of (.he stored test materials.

(9) Army pl'rsonnel test material is exempted
from autolDatic time-phased downgrading in
uccorduncc with AR 340-16. Army personnel
test material will remain FOR OFFICIAL US}<~

O~LY indefinitely unless specific instructions are
issued by the CG MILPERCEN.

2-3. I.oss. compromise or possible compromise
of test materials. Loss or possihle unau thorized
disc.losure of Army personnel te.-t. materials has
been deterrnined to have potential Army·wide
implieations. Upon discovery of loss, ('om promise,
or suspected compromise, the following procedures
will be strictly followed;

a. The responsible TOO or altemate TOO will­
(1) Immediately notify the local commander

or the eenter commander in the cllSe of USAR
uni!..q.

(2) If one or more alternate forms of the
test are availahle and use is authorized by current
directives, stop all testing with the form of the test
or (.e.qt battery jeopardized, for example, if form
X-I is jeopardized, stop testing with form X-I
but eontinue testing with alternate forms sll('h as
X-2 or Y I, ete.

(:l) Impound all test", test bat.t.eries, and
cODlpleted answer sheets of the jeopardized form
or the test with the eX('eption of the answer .heeu.
completed before the compromise, suspected com­
promise, or loss occurred. Place these materials in
a locked cabinet.

(4) Resume testing with the form of the test
or test battery concerned only when authorized to
do 80 by the major commander.

TAGO 10SA
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(5) IC no oilier forms are avo.ilable, continue
ws(j~g with the jeopardized test or teet battery.
)'Tomoor all subsequent testing scssions very
doscly for any evidence 01 compromise.

b. The local comman,ler will-

(J) Xotily through "oulluand channels I-lQDA
(lUPC-I'),!P-T) Alex. YA 22331. KotiJica­
tion will irwhHIe It descriptiou of the lllat"rinllost.
and/or rompromised; iUrmtit.y of the l'clcn:;ing
party, the n·tipient, and all othe,' pe",O/IS ill\'o]"ed;
the dl'f~11l11st:HH:~(S '511ITOllIHling the h.l":-:; nnd for
cOlllIH'OIUi..:C'; and the ('OITPf'ti,·c n(~tioll wi iii'll lin:.;
heen tnk('n to preyent. t.Il~ rCcttJTflllf:C of such :IJl

illf'.idcnt.

(2) H th(~ cil'tUIHs{aIW{'S :-;UlTOUlhliIlg Joss null!
01' (~ompl'olJ)j:'f~ of Army !Jt'I'-.;ollnel tcst illffJl'mntioll
indil:ntr. thal all illY(,)~tj.glllil)l1 j:-; waIT<lu(rd ('.~.
ull,ler p'\l'ap:nlph 32b or ::::n. ),IC),!, I!)(i9 (Re~")
or AR 15 .(i), re_sults of II", investiglltion will he
10rwarde,I through COllllll'lIld <:hannels 10 lIQDA
(DAPC-P),j 1'-'1'), Alex. \'A 2233 J, ,d,,·)) com­
pleted. '1'1,,' ill\'e, I igH ti"l1 11lld"r Jl",."graph :;21,
or 330. ),1(:\[ IOGg (Hev) or AR 15 Ii \\"ill ill 110

wny predude or uelay tlte sllbmi""ioll 01 l'<'ports
required by (I) abo,"e.

c. The mnjor COInIll,lIl1lf'J' or Stnk Ac1jutllJll
(;el1cral \\"ill-·-

(1) Insure IhnL n. l-hol'ol\gh illY<'.-.:\i;!Htioll of
the cODlpromi:.;c, possible eOHlpl'Olllis~, or loss hu:;
he",n made and that approprint<J llctions Hre initi­
ated to p1'(~H~nt I'CCl.llTC'Ili'P of los.:; or f'(lll1l)J'nllli~e

of t(,5t Jl1a(('rilll~.

(2) Xotily llQDA[DAPC-P.\II'-T). Al(·x.
\'A 223;jl through eOllllllHl1d channels "f the
nn (urc :t1Hl find iogs of any tHIdhionu I iny<-,sli­

gn t ion, HI'I iOBS 1nkt'll 1t) P'"C"Cll t f II j,1I I'C COlll­

pl'Ollli:-,(' 01' lo-,:~, it1<:luclillg rccOHlIlH'lldlltiollS, or
I'(lSUlIlP\·illll of tl':=;ting willl 111l~ t(lst or t.Pst. b:l1t('l'y

nJlH:enH'll.
(:{) l>il't\(·t resumption of retcsting wiLh the

(.('sl 01' 1(':4 hllltery l'ol1l;('rncd when ol1thorizcd
loy the t'ti \IILPEHt'E\ in conjllw:tion with
t he lest. propour.nt.

(4) 'I'uke Imlller aeti ..,n if re'l"este.1 1>y
CU )'JlLI'E RCJ<:K.

d. The CO MILPEHCj<~Nwill-
(1) nc,ie\\' the iD\'e;;tigati'e J'('1'01-( and

rl~f'olllmenuat ions.
(2) COOl'dinate with the director of the

personnel program IIsin~ the tc~t, the point 01
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contact for testing matters in the office of the
Deputy Chief of Staff for Personnel, /IJld the
Co=andcr, US Army Research Institute for
the Behavioral and Social Sciences, or the Director,
Defense Language Institute.

(3) Authorize the mlljor cOmDl'lllder or State
Adjutant Gen"ral to re~Ullle festing or take other
npPl'Opl'inl c uetjolls.

2-4. Records of testing. u. Test score transmittal
data. Aetivitie., Itdminislering Army personnel
lests will n·t ain eopie5 01 correspondence prepared
for t.he 1111"JlO~P. of trnn~mittiDg test- scores to
(:ustowullS of IJC'1'8onnel records, to selection and
e,'nluntion bo,'rds, or to other ugencics Itllthorized
to r(~c('.ivc t.est scorcs, in aeeol'dance wit.h appen­
dix A, AU :aO-2 or AH :140-18-7, as applieable.
Thi>; requirelllcnt does !lot. apply to test scores re­
'''ltlt-i.ng froUl personnel l'l'(l('c.<.:sing at Armcd Forces
ExaDlinin~ and EntJ'anee Stations and VS Army
Reception Stlttions. Heeords will contain, as
n luinullulll, the indiviuual's nome, sodol :-;ecurity
Illlmbcl', or.!!:lui:/,ntion, nnd nil port und composite
S('.Ol'cs recorded 011 pcrSOll1lf'1 qunlificnt-ioll records
01' applications lor which I he te_<t wn~ adrniniswred.

b. Testing operatiolls records. The TCO will
JHUlutlliUl'p<'ol'ds or l'cq\li..:.itions for te!'t. umwrials,
t(·,t- m.ll{·ri,tb received by automatic distribution
oJ' requi::;ition, the nunllwl' or Ctlch per:-;onncl test
ndmiuisterC'd illdlldiug u. ~('pnru.le count for each
lorlll of Ihe I('sl, nnd the rCllson~ fo1' te.4ing, These
r" ...ords will he maintuilU',1 in nccord'lllcc with
appendix A, AU 340-2 :';ublunctiollal Category
file numh"r i :lO, or AR 340-J8-14 SuhrunctiOllttl
C:ltegOl'y file number )4:)0, as appliclLhle.
2 ·5. Withdrawal or test from use. a. Statu.s oj
"'itltJraum ust. When an Army per~onnel wst has
be"n withdrawn from US" the test will be rc,"iewed
1m a recolllmendation eonc(,l'JIing the luture stntus
01 Ihe teot hy the ltgency re-spolt,ihle lor the per­
sonnel program in which the test WIlS used and by
I·he COlllnllllHler, US Anny Rp,Search Institute for
Ihe Behaviorulund Social :';cienees 01' the Director,
Defense I.Hug'unge Inslitutp, whichc\"er ucvelopcJ
1.lm tc.st. The review will be complewd wiHUn "
90-day )leliod lollowing the dnl<J of wit.hdrawal.
Bused on the recommendations by tho responsihle
ageney and t.he Conlll1under, US Army Resco.rch
Jn~titute lor the Behaviol'l>land Social Sciences or
t.he Director, Dele.nse Language Institute, and
other considcmt-ions liS may he dccmed appro-
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priate; the Deputy Chief of Sta.ff for Personnel
will declare the \,egt to be "Discontinued" or
"Obsolete." This designation may be changed
subsequently if circumst8nc.~s so dictatp-. A test
that ha.s been declared "Discontinued" is one
that may be used operationally again or one that
contain.s e-ertain types of uniqu" test questjons
that are similar to questious used in " test that is
operational or a tr~st that is seheduloo to become
operational, and that if practieed hy taking the
discontinued test, could invalidate tho results of
ll.Il operational test. Kormally, a discontinued test
will be treated the same way as llll operat.ional

1 October 1975

test with respect to socuri ty and release. An
"Obsolete" test i.s one that contains conventional
question.s, practice on which would not invalidate
the rcsults of an operational test or one scheduled
to bee-orne opcraJional. N"ormu,lly, n test whieh is
ob,;01ct" may he cOllsidered for rele8se.

b. Destruction of ("st materials. Army personnel
test muteriuls which llre withdruwn from opera­
tional usc will he destroyed, using the methods
.illd procedures in paragraph 2-2b(7l, unless their
ret"ntion is specifically required by a directive
which aunounces their wit.hdrawal.

TAGO lOU
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CHAPTER 3
TEST ADMINISTRATION

AR611-5

3:1. Authorized test instructions. Spe<:ific ,Jiree­
tl~n." fo.r test adminisLration and scoring ·are r.OIl­
talIled III lIlanua],; which llr.compauy each ArlUY
personnel t<,st. They must be lulhered to stri<:t.ly.
Test pxumiupl's and proetors will uso no other t-c~o.;t
1l1u.t.eriul.5, such as eOIllIDel'{'iul te.:~1s, in pn'.parution
for or during ArulY test udnunist-rn,tiolls. GCJlerul
directiolls for test :u]milli....;lrntioll :lrc giY('1l ill !lie
following pu,n\gl'n.ph~. "
3-2. Test Administration Personnel. a. 1'e.t FJ:­
ami,a-,. Any cOlllIni-;sioJu'o or wnrr:lIIt ofEq·I',
Active AI'IllY enlisLcd per,.;onnel in grlule E-6 or
higher nS:-:iigneJ to fin :H.:li\;{ Y 01' ol'~uubmtioll

where Army pl·r:-OllllCl lest::; 'arc Udl;lilli~u:n'd,
Depllrtment of t,he Army !Oiviliuu emplo) ,"'s
(GS-~ orhi~lll'r). or Al{:'\(; leellllician,.; ("xt!u,lill!;
orglLllizfl.tional IllH.-inteuanec tedlniciuns) mn.y 1)0

desil!lllLted hy t.he k;t conlrol ollker or 1I\t'~':llat.c
TeO to lldlllini~I('r Army ])Cf,;';(Jl)nel l-<':';ls. En­
]i:;tcd persoIlnel, tlppoint-eJ :lS (est. c-xl.Hllinel's (.0

ndministN' tesls 111' AR GOI-2JO only, 11111)" be in
grllde E-5 01' high,·J'. AppoillI nH'lIts will he written
ns dC'Helilwd in par:lgl'uph 2-10. Test.- ('XR.millcrs
must be phy,icllJly pl'e,,"lIt dUl'ill!; 1111 phases of
testing.

b. 'res! ['roc!'". Tc;.t proctor,; arc nulit.llry
personnel in grllde 1<:-4 or high!'l', or J)l'purtmenl
of the Army ciyililln eIllployees (05-2 or higll<'r).
Nonnlllly one lest. proctor will he employcd for
eyery 25 eXHminef':"!, Formal writ Icn nppoint-lllt'llt
is llOt required. The test prodor performs dillies
llS indicated ill parngl'llph 3-4c Dud us U'5:-:.iglH'U
by the leso exumll,,'r.
3-3. Conditions of test situation. a. The tc.sting
room should he '1ui!'t lind f",'e of di,.;ll'Qctions. );'oi,.;e
whidl conlinues sleadily lit a nlUderate lind f ..irly
evcn levcl of inl,'n"i!y "lin be ('onsidered liS 1I0t
oYrrly c.li<-:trncting.

b. The eXlllUin('l"~ Yoic(' nl\lst be clcarly llUdible
to "II personnel being tested.

c. The testing room will be well-lighLcd and
venlilatcd. There IUUSt be sufficient illumination
on lhe working surface to prevent eye strain.

d. The exallliner should be provided with a
mised pliltform or rostrum in a part of the room
where he clln sec nnd be seen by nil personnel
being tested.
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e. The space allotted to el\.Ch individual must
he wide enough to accollllnodo.t.e both a test
hooklet lind a seplLl'IlLc answer shee!. Chuirs with
writing arms should not be 11~ for le::>ting.

.t. '''hen c::.cnting ltrrllug('lllcllts do not, permit
adHqua-t.e sc.pll.ru.lion of nxa.minccs, 11lt.crnu.tc ver­
:-;iou::; of the ~1l1ne t('.~t., where available, Will be
u~r.d ill the sl).tllC testing s(>:-:;~ion, and distributed
altel'Il:ltt'ly so that ·adjaceut examinees do 'not
l.ake j,lentic,,] forms of the tes!.

D. :!\o ~xn..minee will he allowed to give or
J'<''.'.eivc nid on the meaning of test questions
dlll'in~ a tc:;t n.dministrat.ion. The usc of par­
t,ilionf.'d hooth, or of altcrnule scating will help
to ]lrl"'l'llt colhborntion. NOrDlnlly, one proc\.or
will bl' j>roYide,1 for f.'wrv 25 f.'xlLminecs or fraction
t.hel'Cof; bnt there will" nlways be at lellst one
proc1·ol' in Ow. room if tllP group contn.ing Ir.sq
tlllln 25 cXillninp-c::=;.

I,. Jmmedi:Jt.!'ly hefore Ihe instructions are
rNld by the t,'st I'xnmhwl', all eXllminf.'es will
be given verhnlly :Jnd in writing (fig. 3-1) the
inforJJJ:ltion reqlli,'ed by ihe l'riv"l'y Act of 1974.

·i. An individuill will not he tested if there are
pcrsonul conditions that heishe feel" will prevent
optimum test. perfonnllncc. Before ench person
i.s tesled, the tl'st e:"'miner \\;11 est.ublish whether
(lJ' not there are rensons the individunl should not
he lcs\('(l, for example, rtlti~uc, illness, emotioDal
distre;;,.;, family problems, linnnci,,1 problems or
olher circumstances which r.ould interfere with
hisfher pcrformunce in the tes!. All in-service
exnminecs only will wl1lpld.c nnd sign the staLc­
ment (fig. 3 2) before he/,.;he is tested. If the
individual indiclltes on this statClnmlt that heishe
is not physie"lIy andiol' mentlllly able to he tested,
testing \\;11 be rescheduled nt a lut.'r titne accept­
IIble to l,he TCO, the Ullit commnnder, and the
pel'son eoncerned. The eXllminee's signed Test
Administrntion St"temcnt. will bc maintJ,ined in
accordance with apJ>Cndix A, AIt 340 2 Sub­
functionnl Cat.egory file number 7-30, or AR
340-18-7 Subfunctional Clltegol'y file number
713-06, as applicable.

j. When more than one teBt is to be given, sched­
uling should avoid undue fatigue. Testing ebould

3-1
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not continue for more thlln 2 hOUlo without a break
nor more than 4 hours in one session. Whcn more
than one Hession is required for the same examinees,
separate sessions should be scheduled on sepl\rate
days, preferably mornings. Testing during the
evening Rhould be avoided as not condueive to ade­
quate evaluation of the examinee's performance.
!-4. Preparation for testing session. a. General.
The examiner will be selected for the quality of
his speaking voice and for hi, ability to handle
groups of men. Hid accent Rhould either he in­
digenous to the group being tesl.ed or, if the
exnminef'6 comprising the group ftre from many
parts of the country, easily understood by n.ll
examinees. Good testing administration req uire.s:

(I) Careful selection of Lhe tesling tellOl.
(2) Thorough preparation.
(:I) Following directions {·xaetly.
(4) Ae<:urate timing.
(5) Care of test materials.

b. Ern.miner'8 preparation. The eXIIOliner will
make a careful study of the mllnual prescribing
procedures for adminislrat.ion of the te.st to make
sure that he knows tho purpose and usc of t.he
test, the materials needed to give t.he t.est, the
directions to be read, and the problems which arc
likely to arise. He will study those directions to be
read aloud until he Clln read t.hem in n nonnal
manner. The eXllminer will also conduct a com­
plete practice test administration seosion involving
all of the administration procedures specified in
the administration manual for lhe lest concerned.
To insure that lhe proctors arc familiar with all
of the test administration procedures, they will
function Ill; examinees for this practice admin.i..,tra­
tion session. For practice purposes, the iden tilica­
tion informalion, for example, name, grade, unit,
etc., will be filled in on the answer sheets aud the
practice questions answered, however, the ques­
tions of the test proper wiII not be an;;wered or
inspected by the practice examinees. Familiarity
with the eont.ents of the test iloelf is essential for
the eXllminer. The procedure will be standard
whenever a new ta,t is installed or new eX81nining
personnel are trained. In tbis way, the examiner
gains an appreci"tion of the examinee's viewpoint
on the test and lellfl1s how to anticipate and answer
qua,tions whith most commonly arise.

c. DutWi oj proctors. The examiner will be re­
sponsible for instructing the proctora in their spe­
cific duties. Regular testing U'ams will be dcaig-

3-2
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nated to admini'l er te"ts, if practicable. Eath
proctor will be a"igneel a e<>rtain seelion of t.he
room for which he wiII be responsible. Before the
testing period, he will cllL'ck the materials to be
IIsed to make sllre that there are enough of t.hern.
He will know the oreler in which these maleri"ls
are to be distributed and collected. Howeyer,
under no circumstances will t.he test proctor be
allowed to open or review sny test booklet, be
given access t.o test answer ke)'s, or score Army
personncl tests. While directions are being read
and the test is being taken, he will pstrol hi.~

assigned area. He is responsible for-
(1) Carrying out all instructions gil'en by the

examiner, following ('u('h strp in :-;cquence us cnllcd
for by the examiner.

(2) At the proper time, ,eeing that each
exsnunee ha~ the IlPce'i'ary materials for tnking
the test.

(:I) Insuring tllllt {'aeh examinee is following
directions correctly lind understands what he is to
do and how he is to do it. The proctor should be
n.lert to deLeeL aud rectify incorrect methods of
marking answers where separate aUbW(lr sheets are
employed. The procl or should observe eath exam­
inee in his sect·ion to determinc that each exa.rninoo
is working on the proper purt of the test during
the prescribed time period.

(4) Seeing that ellch examinee is doing hi"
own work, independent of his neighbors.

(5) Excusing from the examination any per­
son who is or beeoltles too ill to continue wit.hont
discomfort.

!-5. Administration of tesl. a.. Standard dinc­
tion... The examiner will re"d the "tandard or:>l
administration directions from the adminbtration
manual of the test concerned. The oral directions
will include a st/mdard brief statemcnt explaininl!:
the Lest to be given, how results will be used, and
why it is important for a pel'>;on to do his be-I.
The aim of these remltrks is to dispel anxietJ' and
release tension and yet tn stress the nee<>ssity for
ellfllest efforl" Thc examiner will inform the
examinees of what they are to do by reading aloud
the directions provided in the manun.l. The
directions must have been thoroughly pl'llcticed
and should be read verbatim, not paraphrased,
given from noteo or memorJ', or adapted to the
examiner's idea of what is more appropriate for
local conditions. At the conelusion of I.he reading

TAGO l08A
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of direction" elucslions will be asked t.o and
answered by the examiner.

b. Time limits. Time limits which are specified
in the test pamphlet or manual must be striclly
observed. Start nnd stop times for each test or
subtcst will bc cOll:-picuou,;ly post<'d in the eyent
an elapsed-t,ime indicator is not used in the testin~

facility. EXllminen; will revicw te"t. manual" eare­
fuJly before IIdminist<'ring II test lo be cerlain thllt
they know bow the time limiLs arc to be applied.
Some test" hll\"l' purl" which am s"parakly timed.
EXlllllincl':3 Illust U"'i~lll'C thai illdhidl1ul~ ~I()}J work
whr.n the time linlit for a part of the (,(>st i., r,'ached,
and ,10 not ,tart to work on the next purt of tlltl
lrst \lntil lhe time fol' thul purt begins. (,'onef:t
timing n'quu'cB tha.t eXllminees do not work Oil
nnol her pnrt of n t ('st <.lUling' the lime })J'C'.:.;rrib(·(1
for the pari b<'ing llChnini'("red.
3-6. Answering examinees' questions. Rou till,'
que:-;tions n::-k,'cJ by ('"\n.mlllc(',-; should be answered.
Permissible qllci-itiollS UJ'~ t.ho~e pertuining t.o
testin~ pro,~'<!ul'es, time limits, purpose ancillscs of
the It·,\. Admi.ni'lrators lind proctors will he
can'Cui at ull \..illlCS \'0 nvoiu l'ovculing iurortnation
thnt, might illlhleU<:i> the JlI'tlper evuluation of the
indivi(lllul. Exphmu dono; 01' (llhW(')'S 1() tc"t
qllestions will Ilol he flll'Uish,·d. ALLhe eOlllpletion
or [,(o:-;t-ing and at all tjlll~S tlwl'cnJtnr, no (~X3.nllllCe

"ill be.' }H'J'Jllillr'd to ]Ul\'c :lCf."lh;:; ttl his illtlividll:d
8.nsw('l' ShN'1.
3-7. Colledion and disposition of test materials.
ct, elllcct;(Jli. After lhc si;.!llHI to .""top work bus
been g-iy(~u, l.1Jo mR.Lcl'ial~ will on collected "a..s

'lui,'kly It.s I'os.-ihl,·. All""t f"I'llb alld sel'llkh pa­
per, if proyidcd, must be slricLly nccouut..ed for.
Test hooklt'ls IUUst be eolIed'~ from all eXILmince's
1'.11<1 {'ounk(l hdOTl' ('xilllliIl{'es firc diSlUi~~l'd.

b. J.)iS/1i;i.'i;:;(l1 (If t:J:aHiillft.:-i. Il'C(l1lcntly, sOJwe of
the ('XlllUiJH'('S will h";n~ up or finish bcrort~ the time
limit. fol' Ih .. lest I".s expil'cd. Curc will he tnken
to insurc t baL tlH'se inuividun.I:·\ if permit,ted to
JClLve tJw tes1.in~ room, do not disturh other
CXfilllillet'S \\hr.n jp:I\-ing. If indiYidunls lll'C PPl'­

llIilte,l to I,,,tve dllritl~ dIe tc;;lin~ of odwrs, the
lest udlllinistmlor ,,;11 IL<;:;uro tlllLt th,·y h~vc

complied with all the t1ir"etions ill th,' IldOlin­
ist.ratioll mllllunl Itlld have ('lII'nt',l ill ,,11 testin:;
matcrilll. ltnd semwh l"tper. Test lIIut~rials

\d11 be cheeked for eOllll']ewlless prillI' to the
dismissal of l\ll eX:LmLtlee from til<, te:;l ing 1'00\11

fo\' uny \,e:to.;on.
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c. [)ispo~ition uf ,nuUlatcd 01' marked materials.
After each testing session, all answers or stray
marks of any kind will be erased from test mate­
riaJs which are to be reused. If marks ca.nnot ho
erased, or if the booklet i" worn or torn and cannot
be repaired, it will be destroyed in aceordancc
with par~raph 2- 2b(7). All used sel'l1wh paper
will be de_,t.royed. All tests and testing suppliC!l
will be stored 1L<'"ording to test security 1'1'0­

eedm'cs specified in paragrnph 2-2.
d. Helen/ion of ""urcd allS'We!' sheels. Unless othe'\'

pruvision~ firc made in direct ivcs governing
adlllinistmlion of plU'ticuhU' tests, answer sheet..
from A\'m)' testing progmllis will be r~t.uined by
the organization aJ.nlinis1t'l'ing the t('~"i\-S in a ....­
cordlLllce withul'pendi.", A, AR 340-2 Subfunc­
tionlll Category iii,· numbe'r 7-30,01' AR 340-18-7
Sl<hfulletionlt] Cawgory file number 713- 07,
as ILpplicable. During t.his period the .1UI""er
sheets should be organized by dILte of 'lC!\ting so tIS

to f.,eilitate. ident.ification oLanswcr sheets accom­
plishedby particular individuals or groups. Unless
t.lir('dive~ [or spe('ific t.csls Hlakr other provit;ion~l

nuswer sheets will be <1..st.royec! after the 1 y"ar
)·nt.ention pnri<Hl hy shredding, lllU1ehillg or
bUl'lling.
3· IS. Reporting test results to examinees. The
TeO 01' Itlternul" TCO will repo\'t all IRst result"
10 t he person t",t"d as soon as possiblc after the
k,'iL has bL~m 8cOI"~1. Scon,;; should be interpret.ed
t<, t.he !lel'SOn t""t,,<1 in "'rms .of. sig.nilieance for
the Ynrioll~ pC1'5olltwl progru.tn:-; (·ollccnwo.
3 9. Retesting., a. Poli.cy. Ret,,"ting \\lilY he
permitted where Itcquir"d in-sorvice education,
jub rxperipIlcr, aud training ".re considcl"C'u to h:lye
c1\1\l1gL~I· tho individual such that the original
"core is .no lon~or believed to he repr"sentati"e
of the individual's potential 'luulification rUI'
advancement, selection for mom "J""'iaJi7.cd (.mill­
ill~l duty l.v~sigumcllt, or rctention in t.he seryj"l.'.
Het{~slin~ i!-i o.ut.hm1zed 011 some tcsLr.; and pro­
hibited 011 othor l.ests. Reh"lting will be ll,t:­

romp1ished ulldel' circuJIIstnllecq nnd eoudhiOlh
aut.horize,l in tho Army regulntioD8 appJicllhl"
to the speoific test and pcn;ollnc! selodion pro­
gram. Rt'glllatiollH governing t.he use of each t('~t

are listed ill DA Pam :\1 0·-8. Ret"stinl; lUay "Iso
be permitted 011 IIny t<,st, without time limita­
tions, wlwre ('Xtl'llllR.tillg dl'CUIU:-;tll-llCeS Ilu,yC heC'll

dekrmined by Ih" rett,;;ting nllLhol'ity to l\ltV"
invalidated lest. results.

" .,u-.,
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b. Time limits for retesting. Unless otherwise
statoo in the applicable regulation, retests on
Army personnel tests will not be administered
until a minimum period of 6 months has passoo
since the last administration of the test. Different
forms of testg will be used for each retesting if
they exist and are authorized for the specific
personnel program for whirh retesting is being
accomplished.

e. ApproL,,1 of refesting for ;o-ser,.;ce, .1B.\'G,
and USAR personnel.

(I) First refest. The first r!'test Illay be nc­
complished on approval of t.he individual's im­
mediate commander.

(2) Second rew.s/.. The seeono rete-st rl'quir!'s
approval by the individual'. major Army COIll­
mander or State Adjut"nt Genrral. Request for
approval of a seeond retest wiIl be submittrd
through channels.

(3) Third and 811bsequent Tetests. Third and
sub,;equent rrt<lsts must be approved by the CO
MII,PERCEN. Requests for approval of third ano
subsequrnt retrsts, as wrll as requf>Sts for retesting,
as an exception to policy, will be forwarded
through command ehunncls tv HQDA(DAPC ..
PMP-T), Alex. VA 223:11.

(4) ApproL-al.'disapprotal aut/lOri/y. E"ch lewl
of romOland will review the re-quest for retest
and has approval/disapproyal authority. Ap­
proved and dis"pproveo requests for rete.sting
will be returned through channels to the originating
agene-y.

d. Request for retest of ir.-ser1!ice, ARNG, and
USAR personnel. Request for ret<,st will be
initi"ted and signrrl by the individual cone-erned.
All reqursts for retest will inrlude the basi"
information listed in paragraph (I) through
(4)(g) below: This information wiIl be verified by
the TCO. Requests for retest will be submittcd
on DA Form 4187.

t October 19T.>

(1) The specific purpose for whidl rew.sl is
desired.

(2) The rensons previously attained scores
are not considered vl<lirl.

(3) Extent of eEorL the individual has made
to improve his general ability and effectivene13s in
the Army sinr.e last arlministration of the test.

(4) The following iuformation extmct<lrl from
the individual's pel"SDnnel rerords:

(a) Dute and score, attllinerl on e"eh
previous ndministmLion of the test.

(b) Yellrs of Actiye militnry sen·ire nnd/or
Aetiye ARNO or USAR service.

(e) Assignment limitations.
(d) Hi/rhest. level of civilian cduc'atiou.
(e) Summary of milit.nry cduclLtion aBel

sp(,(·jali7.crl t-rainin~.

(f) Primary lLnd secondary MOS.
(g) Duty ~1OS.

e. An indiyidual who succes,full.'" complews
preparatory high school instruction lLnd "ttaing
a hij!h s('hool diploIlla, GED Equivalency (':"rtifi­
cate, or " State-issued diplolll" under the provision
of AR 621-5, may be retested with Lhe CJa.<;sifie-a­
Lion Test Battery in ",-e wit.hout re;;urd to the
provisions of b, above.

f. ScOrL'S achieved as the result of nny nut hor­
ized "dministr"tiou of an Army personnel test
will be recorded on Lhe individuul's Pcrsonnel
Qualification Hecorcl and will be used in lieu of
previously attained scores for "II dn'sifir.• tion,
select-ion, tra.ining, fL.,~ignrncn t'J or retention
purposes.

g. Actiyities admini,tering Army pernonnej
tests ,,~II retain copies of requests for retesting in
accordance with appendix A, AR 340-2 Sub­
funet.ion,,1 Category file number 7-30, or AR
340-18-7 Subfun('tionlll Clltegory file number
701-{12, ns npplirabJr.

TAOO t08A
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DATA REQUIRED BY
THE PRIVACY ACT OF 1974

(5 U.S.C. 552a)

(Army Personnel Tests)

I. In <:onncction with the administration of this tcst or questionnaire you may be
required to disclose your social security number (SSN). Authority for thi.. require.
ment i, Presidential gxecutive Order No. 9397, 22 Nov 43. Your SSN will be
used to verify that the score you make is eorrectly transcribed to your Army per­
sonnel records, which are maintained pcr authority of 5 l~S Code 301. If r"'luested
to do ~o, it is mandatory that you disclose your 5S;'; at this time.

2. Additionally, you may be asked to furnish personal data conl'eming your:;elf,
such ag your place of birth, knowledge, PlIst or present behavior, background, atti·
tudes, or beliefs. The authority for collecting this information is contained iu
Section 3012 of Title 10, United States Code, and its disclosure is also mandatory.
'fhe data is FOR OFFICIAL USE ON I,Y and will he maintained and used in
strict confidence in lIeeordance with Federal law and regulations. The prineipal
purpose, for collecting it are to (neasure your aptitude for enlistment, reenlLst­
ment, t.ra.ining, or appointment as a cornmi6Sioned or warrant officer or for assign­
ment to various other Army jobs. 'fhe scores you make will be transeribed onto
the appropriate Army record and furnished to the evaluating bOlU"d or oln,·ia\.
Should you fail t{) answer any or all of the.;e persou,d questions, you may not be
selecle,l or you mllY he disqulllified for preferred training or duty assignment.

Fig"re 3-1

DA FORM 6000-Sorl...R. Privacy Act Statement, 1 Oct 75.

AR611-5

REPLACES DA FORM 'OOO-SERIES·R.
PRIVACY ACT STATEMENT, 2& Sept 71

TAOO IOBA
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TEST ADM1NISTRATION STA'l'!<;MENT

1 _
(Name or Exuminec)

(For In-Scrvice E""mmoes Only)

ullden;!And t.hat I am not. T<>quire<!

________________ this date if t.here are extenuating circumstances such as
cn"ttcry/l'esq

fatigue, illne_,-s, emotianal distress, family or fina.ncial prohlems, ek. which
may interfere with my performance in the t.cst; and that the test will he admin­
istemd at Mother time a<:ceplable to me, the TCO concerned and my unit
commllll{ler_

o lam pl,ysieally lLnd mcnlall.,- abl" to be te4ed t.hi" date.

o I Am not physically and/or mentally ahle to he Ie, ted this dak
I will be l1dmiuistcred this te,t at another time.

(Signature of EX:JIninee Rnd lJntc)

Figure ,t;···z. T(·~t Admhlis/raliufl Sfalcmf'l'It.

'I'AGO t08A. ~7
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CHAPTER 4,

TEST SCORING

1 .october'19'75

4-1. Authorized 8CJOring instrnctions. Test scor­
ing instructions arc normally contained in the
mllllual for administering an Army personnel test.
For some tests, there =e separuLc manuals of in­
structions for scoring. Scoring i11strud.ions must
be followed exactly.

. 4-2. Meaning of scoring formula. The slu!.ement
of how the score is obtained io ('ull,·d t.he "s"oring
formulu" for the test und is slnh-d in t.he scoring
directions. It ,Lloo appears in n!Jlm'vinlcd form on
the scoling key us, for cxamplc:
"R" The score is the llUluber of right ulhWer:-i.
"R_"~JI The score is tho number or ri:,;ht aJhjw<.'r~

Juinus the number of wrong ftllSWCI"S.

"R-1j3W" The s"ore is the 11l1mb,\!' of ri~ht

answers minw; one-I-hird the Jlumber of wrong
answers.

4-3. Computation of composite scoreS. Mnny
Army pCl"onncl !.eo!s are purls of :> te.st hattcl)',
for which n. eOlllposite s"orc, employing the Scoraq
on the individulIl (.e,;(s of the bll.l.tery, is computed.
In some tcst. battedes, Lhe s<:on's of one 01' more
of the individunl (C$(S lire adjusted, usually by
mnltiplying by 11 pmscribed weight 01' constant
such uS 2 01' 3, in ordcr t hat the individual te.qt
score may be wci~h ted, liS re'll1ired in (he dosign of
(he lest bUlt.ery. Wheu l.est m'lOl111ls prescribe that
a weigh led eornpo,ite score will he romputcd, di­
rection.; govC'I'nillg lhe comput-ation will be pro­
vided ill the IllUlIUll!. The directions preEeribe
entry of lesl .,,:ores in nppropri"te boxes of nnswc.r
sheets, for adju;lll1ellt of trst ;('orcs t<J provide ap­
propriute weighting, and for eOlllpll!nlion of the
cornposit.e score. Cnre lllusl bo I"ken t<J assure that
such comput.nt.ioll, are eonectly mnde and that ap­
propri,,(e (nblcs und charts ure IIsed. Fnilure to
:>djnst (he score on one or Illore h'sts by multiply­
ing by (he prescribed weights before ndding the
scores is a rommon error in test scoring. This
type of errol' has serious consequences because of
t.he large discrepancies in numerical values lISSO­

ciated willl such el1·ors. Applicant.q can be severely
penalized through failure of test acorers to com­
pute this type of score correetly. Teat control of­
ficers and other personnel responsible for the

accuracy of test scoring will have u second person
check alI composite scores.
4-4. Types or IlCOring. a. General. Some tests must
be hand-scored, and others, when special answer
sheets and pencils nre used, may be scored either
by hand or by menns of the IBM Model 805 test
scoring muchine or the DIGITEK Model 100 opti­
cal scanner scoring machine. All machinEHleorable
tests may also be hand-scored for purposes of quul­
ity control. Both hand and machine scoring meth­
ods make use of scoring formulae. When the
formula requires subtraction of a proportion of
"Tong answers, the necessary arithmetic is per­
formed automatically by the scoring muchine; by
proper adjustment of the controls, the machine
yields the adjllBted score directly. Specific proce­
dures for machine-scored tests are found in scoring
directions for that test. General operating inst.ruc­
tions are provided with the operator'e manuul for
each type of scoring machine. The general met.hod
for hand scoring alI Anuy personnel tests is fOllnd
in the appendix to this regulation.

b. Machi1U 8oorino.
(1) Ref[Uml£8. Machine scoring of answer

sheets has two advantages over hand scoring: speed
and accuracy. In order to utilize these udvantages,
four requisites must be met--

(a) Exuminees must properly record their
responses on the answer sheet.

(b) The scoring machine Illust be in propcr
functioning order.

(c) The operator must set up and operate
the machine correctly.

(d) Euch type of scoring machine must. be
used with its specific operating equipment. All
scoring machines require specially printed answer
sheets, and, in the case of the IBM Model 805,
special electrographic pencils. The design of (.he
answer sheets and the alignment. of the markin~

spaces on t.he answer sheets and control forms
must be compatible with the type of machine being
used, and must meet the speci1icutions necc.ssary
for the proper functioning of the type of scoring
machine involved.

(2) Familiarity with 800ring imtructions. All
personnel involved in machine Bcoring will become

TAGO· 10S.\
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thoroughly familiar with the operator's 1Il&Il11al. fer
the lDJlIlbjne II8lld amlmadDmJ'lJllOI'iqgpoced"l11'M
for the specific test being scored. ABaist&nce in
scoring procedures not described in the appropriate
teat adminiatramoll ed scorUlg manUM may be
obtaineti from HQDA (DAl"o-PMP-T), Alex.
VA 2233t.

(3) Oh«J1ca on fUJOOroCl/ of machine 8C<n'e8. In
the .bsell.C8 ef ~u~ 'COntrol instructions in the
manual for 1L lIpecilie test, dte following procedures

A"ll 611-5

'WiU be used. As a quality control of machine scored
~te, five pe1'oent of all'1IlsobinesooredblBttllllAiW
sheets (d the total JlIlIIlber..of i.estB..of.JI...singls.tnw
admjnistered exceeds 20), or at least two out of
total number 1)f tests of a single type administered
(if the number ;s twenty or 183.'" will be rB8rored
by hand. Samples from m'8Chine-scored 'test
batches will be randomly Belected from the top
tl,ird, middle third and lower third of ll&Ch"bate"
of test answer sheeta.
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CHAPTER l)

PRGCUREMENT AND RELEASE OF ARMY PERSONNEL TEST MATERIALS

Hequirl.'d ror :llllhorized lulmini:5lralioD hy __ ..".

---------- - ----------------,--_ .. _----_ .. _-----
(oq;oIllj:~aliou or Ullit) Id~It')

CorumUlHler
US Army AG Publications Cenl{'r
2800 Easl.cm Boulevard
Baltimore, MD 21220

The writll'n uppointment of lhe TCO Illllst eithel'
be on tile with the AG Publications Ccnter 01'

attllchcd to DA Form )7 when requisitionin~.

TCO's signnture illllst be on DA Form 17 for ull
requi::iitiolli'o Pnpef shortagcs, incl'cnscd printing
eoslo;, und reJuctions in the printing budget. make
it Illundutory t.hut TCO's requi~ilion only the
IlJllOllut of tcst 1I1llterinb that ure uetuully necessary
({, curry out their I.csting mission. Test conlrol
ollicers will sllbmit requisilions for t~st materials
to:

b. Special 'Use oj Anny pcrsonnel tests. Wh?n test
lllat~rials are desired fOl' a purpose not spccifieally
authorized in II directive, the requisition for or
requC$t to use Army pCl':>onncl test matcriuIs will
be sent to HQDA (DAPC-PMP-T), Alex.
VA 22331, for necessary action. A detailed stll~

mcnt of justificat.ion mllst accompany such a
mqllisition 01' requc.;(·. The justification will stale
flllly the purpose for which the t~st will be used,
UlC nllmber nlld type of per;;OlUlel to be tested,
llnd the quulificlll;""'; of tho"e who will administer
the test. Und"r no ,·.irCtmlSlllnCC.' will a test be
u"ed fol' purposes not. current.ly llut.hOlized until
approvul for it, the has been ohtnined from t.he
Department of the AI·IllY.

e. 1'1'.1';"1/ oj ~I/'my ci"ilia'll mnployees. Army
personucl te;;ts 1I1'C not normlllly employed in
ciYiliaJl persom'el aJlllinislmtion. If used for sueh
pllrpose", t.heir the llluat be appl'Oved by CG
~llLl'ERCEl\ in ll"eordllnce wit,h b above and
IlIl1st he eon;;istcnt, \lith t,he guidance )'egarding
IhI' usc of personnel I.e.,la issued by t.he US Civil
~cryi(;e COJllmis.c;ioll 01' (:ont.uinctl in Civilian
P"rsonnel Uegllilltjon" ;"""ed hy the Depal'tment
of the Army.

5--2. Release of test materials. a, Policy. Copies
of Arlll)' personnel test /'omponents ma~' be re­
leased to propel' repl'e,,·.nlllliYe, of 1'edel'01, Stllte
or loetLl goVel1lIllent. ngcml'ic:; 01' friendly foreign
governments and privut~ organizations aud in­
dividuul.;.; pl'o\"id(~d ~lIch :l l'Cl(~IL""C docs not
jPopluodiz.c the lJscfulness of these ruo.tclials for
".uncn t 01' fu ture ArlllY mId Depal'tment of
Dd"nsc purposes, llnd pl'Oviding the ;;pecifieation"
of Alt 340-li lIud ;; V::;C 552 (The Freedom of
Infol'lIlation Act) ure cOlllplied with whell a request
fol' release i" being e\'f\luated. The Deputy Chief
of ::;tnfI for Per;;ollllel \\ill eslabJi,h policy for 1I1C
release of Army per;;onnel te,l ma\.C1ials except
foreign lllugullge selection and proficicncy te;;L~,

IUld will make tinal detcl'lninntion for such release.
The Director, Defense Language Institnte will
establish policy for the release of foreign langnage
selection and profieien"y te;;t matCiials, and will
make final del.crmination for their relellSe. The
CG ~ULPERCEX will release AmlY personnel

_"j TeO apld per SO ~ ,
\:-iO llUlllocr)\llUlllf~ nnd grath- "r Teo)

5-1. l'rocoremeot. a. By test con/loot ojJice1·s.
Newly devoloped Army personnel test Ulaterials
lIlay be initially distributed automatically te the
TCO's of thc activities whcre thcy will be uscd,
automatically distributed t<) some activities but
require II requisition by othel' activitjeR, or requirc
a requisition by all activitie.;. The lIltltlner of
initial dist.ribution will bc set fort.h in thc perl.incnt
announcement, ]).'1. cireulara and lett.cr;;. Aftel'
initilll distl'ibution, llll requirements fol' ll,IUitionlll
test matcl'i"l~ must bc filled by l'equiRitioli fl'om
thc US Al'my Ali Publications Cent"l', 2800
Eastem Bouleval'd, Baltimol'e, !liD 21220.
ARNG TCO's will submit rcquisition;; throu~h

ARNG publications channels to t.llC US Army
AG Publicat.ion Cent.cr. Tcst C01l1pOllen(s nrc
supplied by t.he US AI'IDY An ]'ublicat.ions Center
only upon receipt.. of requisitions from de.~ig'Ilnl('J

Test.. Control Offi<:el'l'; of specifie :u:t.hitie:; or
orgunizlltions of t.he Act.ive Arm)' or the lteoselTo
components at. whi"h use of spe"ific Arlll}' per­
Ronnel t,,-,t cOlllponcnts is lluthorized or dil'edcd
by approprillte Arm)' regulutions. Test eonkol
ofliccn; will uae ]).'1. FOMII 17 (Rcquisition for
Publieatiolls and B1nnk Forills) to rcqui.~tion

tcst matNials, indicut.ing in item 2 of the forlll the
juslifi<:lltioli for tbe requi.,ilion us follows:

TAGOIOSA
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test materials in conIormwce with policy estab­
lished by the Deputy Chief of Staff for Personnel
and the Director, Defense Language Institute.
Requeste for releaBe of Army personnel teste, ex­
cept foreign lwguage selection and proficiency
tests, will be sent to HQDA (DAPE-MPF.rCS),
WASH DC 20310. Requests for release of foreign
langnage selection and proficiency test rnateriaJs
will be sent to the Director, Defense Language
Institute, ATTN: DLIR, Presidio of Monterey,
CA 93Mo;·In the cases of release of Army per­
Bonnel test materials, the gaining Government
agency or foreiin government may be requested
to furnish operating Btatistic,s resulting from t.he
use of these materials.

b. Special coontrol for foreign government requests.
Correspondence and material to be forwarded to
friendly foreign countries will be reviewed by
CG MILPERCEN for technical factors or
reasons of sensitivit.y end transmitted as follows:

TAGO toU
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(1) Replies which contain any claasified
materia.! will be routed through the Assistant
Chief of Staff for Intelligence, Director of Foreign
Liaison, DAMI-FL when sent to-

(a) Military Assistance Advisory Groups
wd Missions.

(b) Friendly foreign attachoo in Wash­
ington, DC.

(e) Friendlygovemments to addresses out:­
side CONUS.

(2) Replies which contain only unclaasified
meteria.l will be routed-

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

(b) Throngh DAMI-FL when sent to
foreign aHaches or other officials of friendly
foreign governmente.

(e) Through DAMI-FL when Bent to
any unofficial representative or nongovernmental
person of • friendly foreign country.
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APPENDIX

HAND SCORING ARMY PERSONNEL TESTS

A-I. Genecal. All Army personnel testa can be
hand scored even though they may also be machin.
scorable. The directions below .apply to all testa
which are hand scorable and which have only one
correct answer for each question. Specific direc­
tions for scoring a test with more thlln ODe correct
answer for each question are given in the appro­
priate scoring me.nual or scoring section of the
manual for administering and scoring that test..
A- 2. Preparing answer sheets for scoring. a.
1'es/8 /ULmng ri{Jhts (R) score oniV. Examine each
answer sheet for test questions to which more than
one answer hIlS been marked and where there l' no
clear indication of the intended answer. For any
such questions, draw a bluc line through pach
answer mark. Dmw the blue line only through the
lIlarks and not through blank boxes for the iu.,m.

b. Test8 with right8 (R) and wongs (IV) in
the scoring funmLla. EXIlmine each aDSwer sheet
Cor omissions and/or for quest.ions to whith more
than one response has been Inl\rkcd (i.e., mult.iple
responses). For each question that has more than
one response marked, and there is no clear indica­
tion of the intended answer, draw a blue line
through all marked responses. Do not draw the
hlue line through the blank responses for t.hese
questions. Draw a red line t.hrough all answer
"paces of quest.ions for which no rc";p0ll--,, has been
marked (omissions).
A-3. Scoring the answer sheet. a. COll nling right
answers. Place tbe rigbts scorinv; key, printed
side up, over the answer shect. so that the edge of
the key opposite the identificat.ion margin of the
key is aligned with the edge oC the answer sheet
opposite the identification margin oC the answer
sbeet. Count all marks that appear through the
holes except tho,e witb a red or bille line drawn
through them. This is the number right (R).
Record the number in the box on the answer sheet
liS indicated in the scoring directions for the par­
ticular test.

TA.GO lOU

b. ClYUnting wrong a1l8'lM"8. To count wrong
answers, align the righta scoring key again over
the answer sheet and count all unmarked answer
spaces and aU answer spaces having a blue line
drawn through them. (Do not.count those having
red lines drawn through them.),'fhis is the number
wrong (W), Record the number in the box on the
answer sheet as indicated in the scoring directions
Cor the particular test.

c. Chedcing. All scoring must 00 checked. The
accuracy of the count can be checked hy totaling
the numoor of red lines (omissions), the numoor of
wrong answers and the number of right answers.
The total should equal the maximum score for the
test. This maximum score will be indicated in the
scoring directions. Check to be certain that the
response positions Cor all omitted questions have
heen marked with a red line through all response
positions. Otherwise, omitted questions will be
,:ounted us wrong and the raw score will be
incorrect.

A-4. Raw scores. For tests having a righta (R)
seoring Cormula, the number right l" called the
raw score. For tests wit.h the scoring formula
right, minus a fraction of wrongs, hand scoring
tl\bles are usually provided in the scoring direc­
tiOIL" so that the raw score is read directly from a
table. If there are no tables included in the direc­
tiens, the proportion of wrong answers indicated
in the scoring instructions will be subtracted from
the numher right and the result will be the raw
score. The raw score will be recorded in the box on
the answer sheet 8S indica ted in the scoring
directions.

A-5. Converted scores. If the test requires con­
version of raw scores, conversion tables are pro­
vided in seoring manuals which contain directions
Cor deriving percent.ile s".orcs or standard scores
from raw score~-i.

A-I
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The proponent agency of this regulation Is the US Army Military Penon­
nel Center. Users are invited to send comments and suggested Improve­
ments on DA Form 2028 (Recommended Changes to Publications and
Blank Forms) dired ta HQDA IDAPC-PMP-n Alexandria, VA 22331.

By Order of the Secretary of the Army:

AR 611-5

OffieiaJ :
PAUL T. SMITH
Major General, United Siaies Army
The Adjutant General

l<'RED C. WEYAND
General, United StalM Anny
Ohkf of Staff

DISTRIBUTION:
Active Army. ARNG, USAR: To he distrihuted in llCoordanee with DA Form 12-9A requirements

for AR, Personnel Selection and Clussification-A (Qty Rqr Block No. 402).
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