
No.1

AR 611-5
·C 1

IffiADQUARTERS
DEPART:~ffiKTOF THE ARMY
WASIDKGTOK, D.C., 15 August 1968

SONNEL SELECTION AND CLASSlnCATION

ARMY PERSONNEL TESTS
AR 611-5, l' ~eptember 1965, is changed as follows:

/Page 9. Pam.. ph 5a is superse<.lcd liS follows:
a. A test control ieer (TCO) will be appointed, and relieved wlw.re ap-

plic,1.ble, on spedal or TS to ser\-~ at each organization or acth-ity wherl\ Army
personnel rost", are reqt ired t.o be handled, stm'ed, acbninistered, mId scored.
Special order format. T • 3,,0 will be Il~~d. Two "opies of the special ordcrs a.p
pointing or "elieving test control officers will be forwarded t.o the Chief of
Personnel Operations, AT -: opop:\nr, Washington, D.C. 20315. A TCO
desiI,TJlat<>,d under the provisi s of parag.,tph 5 -13, AR 600-200, or under AR
621-5, may also 1m appointed TCO undt'r the prodsions of this regulation.
Consolidat,ion of TCO fmwtion should be ,weomp];shed ro tim greatest extent
possible, so that the experience g .incJ in t.est administrat.ion and scoring may
be used to the maximum aih'anta~ ,and so that. procedures and facilit.ies for
sa.feguarding t.est materials may be ,we more effective. The TeO will bt, eithlll'
It oornmil<Sioned officer or warm.nl. 0 1 "r. How""cr, when it. is consi,lere"l desir
able to consolidllow test.ing under thi regulat.ion with testing n.t. Education
Centers, normally superl'iS<'(] by a ch-ilJ n educal-ion ,w"isor, or when the.re are
no llovail:,ble conunissioned officers, or arrant. offic,c!'S, a Department of the
Army cidlian employe" (GS-5 or highe may be lloppointed ll.S test control
officer.

/"Page 10. l'llorn.grn.ph 21" is super,c,ded, follows:
v"·a. PersolUlel test mllol.erials nOl1na.lJy do n recei"e initial rustributJion, us
defined in AR 310-1. rnless otherwise indie-ate they are stocked in u.S. Ann)'
AG Publicllotions ('entpr, Baltimore, ~rd. 21220, I' supply requisit.ioning. Test
components lLl'8 supplied by U.S. Anny AG Pu li"ations Center only upon
receipt of re<]uisitions from desil,.'111lokd T,,-;t Coutr Officers of specific activi
ties or orglloniy,a.tions of the Acti,," Army, t.he Anny eseI've, or thllArmy Nllr
tional GUlloI'd, nt. which use of these specific test c01ll1 ncnts is llout.horiy,cd by
pertinent. Army regulaf.ions. Test. control officer>; will u DA Form 17 to6 l'e<]

uisition test IIllLtel'illols, indieatinlr in item 2 of DA Fo 17 the justification
for requisit.ioning the (est materials, as shown !)(llow. Test. ontrol officers will
submit l'~"luisitionti for ·test 1Il1lotcrin,]s to-

Commllnding Officer
U.S. Army AG Publications Center
2800 En.st.ern Boule\-ard
Baltimore, Md. 21220

Required for llouthorized n.dminist.ration by , TCO apt.d
(nnme 80l) erode ot TeO)

per SO , - , --------.
(SO lIumber) (or;l1Uizatloll or unit) (date)

"TItis .hange supersedes Part I, DA message 865825, 27 May 1968.

TAQO 20SA-AucuBt' 340--166c~-68



C 1, AR 611-5

The proponent agency of this regulation is the Office of Pel10nnel Oper
ations. Use11 are hwlied to send comments and suggested improvements to
Chief 01 Personnel Operations, A TIN: OPOPMM, Department 01 the
Army, Washington, D.C. 20315.

By Order of the -Secretary of the Army:

Official:
KE~TNETH G. WICKHAM,
Major General. United States Army.
The Adjutant General.

W. C. WESTMORELAND,
General, United States A1'In!l,
Ohief of Staff.

2

Distribution:
Active Army, ARNG, UEAR: To be distI"ibutcd in accordance with DA

Form 12--9 (Quan rqr block No. 464) requirements for AR, Personnel
Selection n.nd Classific:a.tion-A.
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I, Scope. This ~.gulationcontains policips and °bilities. Il. The "Oeputy Chief of
procedures governing ti,e administration,' safe- Statr for Pe el is re..o;ponsible for-
guarding, scoring, and use of Army personnel (1) Establning policies govern'ing ti,e em-
tests. Army personnel tests include personnel ployme olArmy pe"lOnnel'tests for ac-
tests and related instrumonts such as evaluation romp!"' specific selection 1lJlih:lassi-
roports, board interview proeedlll'll8 and scoring fieation 'ootiV'eso
form, and self-report fonns which aroused in (2) ProVidirig '·daneerogn.rdiI!'g'fue priori-
programs for the selection of applicants and selllC)- "ties fOr the velopment of'Armyperson-
tive service rogistrants for entry into "the Army, nll1 tests and lat.il<Hnstraments to meet
for-selection Clhpplican12"for appOintmenhs com· reqtiirilmeJitil' r"new or reVised tests to
missionoo or warrant officers, for iIlitial or"SllbSe- meet· S}leCific . Ml<ili alid clilssifieation
quent classification of enlisted personnel, and for ObjOOtives. j;".
selection of officers an.d enlisted personneIfor Il8- b.' The U.s. Arm.l' . n61ltesearoh OlIiee is
signm!lllt to .tri.ining 'Or duties·l"llq11iring ape- l'IlIlpOD8ible for- .
cializ~ aptitudes or 'llllli.1i.fieatiOll&(l) Performing pro . "'bmi.l" psyehological /

;,;tIIIlI reraJ.U... _1'IRlIIM AR I1~AlIP8t tHO, IncIHbIc U.("I 'Od01Ior ..... IIIIIilDA lI_lI1'IIIld..m.<
J611111rdlttIL
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research in order to provide the Army
Wiiliitests 'and related 'instruments re
quired for effeCtive personnel manage
ment in accordance with objectives con
tained in AR 70-:8.

(2) Providing advice and guidance,regarding
the operational application of research
findings.

c. The Chief 'of Personnel Operations is
responsihIe for-

(1) Developing detailed procedures and man
agement systems for the administration
and safeguarding of Army personnel
tests.

(2) Preparing, or providing technical advice
and,assistance in the preparation of reg
ulations and directives which prescribe
the use of Army personnel tests in specific
personnel procurement, selection, classifi
cation, utilization, and retention pro
grams.

(8) Developing systems and procedures for
collecting and processing operational test
score data required to increase the effec
tiveness of Army personnel tests.

(4) Controlling rel~.a.se of Army personnel
test materials and information to other
Government agencies, private organiza
tions and individuals, and foreign govern
ments, in conformance with established
policies.

d. Major commanders are responsible for-
(1) Reviewing the accuracy of scoring and

computation,of composite scores on test
answer sheets whiCh accompany applica
tions for personnel actions which are proc
essed through their headquarters.

(2) Assuring that selection or evaluation
boards which they appoint correctly ad
minister prescribed Army personnel tests
and rela.t.ed ev~uation instruments.

(8) Appointing or' designating test control
officers,as !'8!luired .Ily; appropriate direc
tives to perform advisory, and IlCOriDg
functions for pelsonnel selection or eval
uation boards, accUrate1y, andthat Army
personnel test material is eft'ectively B&fe
guarded, froni 1088 ,or possible compro-
mise. '

(4) P1:ovilling adegu~ facili~for the Me.
ministration of Army personnel teBl&

3. Methods of preseribing :_of.Army \per
BOnne) tests. a. The use of Army personnel tests
for specific purposes is normally prescribed ,in
Army regulations which govern the operation of
the specific personnel program in which tLe tests
are to be,used. A listing of the regulations pre
scribing the use of each Army personnel test is
contained in DA Pam 810-8. These personnel
management regulations provide the authority for
requisitioning test materials, and for administer
ing the tests to the personnel described in the sub
ject regulations as being eligible to take the tests,
The following information covering the use of
Army personnel tests will be found in these per
sonnel management regulations; when appro
priate:

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

responsible for administering and scoring
the prescribed tests, and for reporting or
processing test results and related infor
mation.

(8) Specific protective measures to he ob
served in handling test material.

(4) Duties and responsibilities of personnel
who administer and score the prescribed
tests.

(5) A description of related qualifications
required of examinees in order to be eligi
ble to take designated tests.

(6) Instrnctions for recording test scores on
personnel records and reports.

(7) Policies governing retest with subject
tests.

b. Department of the Army circolazs are issued
to announce availability of new teet materials or to
announce chaDgllS in the use of existing Army
personnel tests. Guidance is provided in these
circulars for the administration of new or revised
test material in support of specific personnel pro
grams, pending revision or changes to appropriate
Army regulations.

4. Identlfleation of test materials. AllArmy
personnel, tests (not inclnding MaS evaluation
tests, USAFI test materials, and clinical psycho!
ogy ,diagnostic test materials) are .listed in DA
Pam 310-:8. All components of each teet or battery
are identifiiid by appropriate titles and numbers.
The components of a typical teet include a manual,
one or more}ellt boo~ answer sheets and scor
ing keys. The quantity of each test compoDent re-

'1'AOO Uti
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AR 611-5

quired to a.dm;nister and score the test·described guidBUnes by authorized test control officers when
by the official test title is .prescribed in DA Pam requisitioning test material to test perllOllDll1 ire-
310-8. The titles and quantities of test materials quired to be tested under appropriate~ regu-
prescribed in DA Pam 310-8~ to be used as lations.governing personne1 progl'amB.

.},u-dJ Section II. TEST CONTROL

5. Test control officer. ~. Appointment. A form their duties, and havedemons~ted
test control officer (TCO) will be appointed, and that they understand the procedures for
relieved where applicable, on special orders to adminiBtering andscoriDg each assigned
SBrve at each organization or activity ",here Army test.
personnel tests are required to be handled, stored, (7) Providing technical assistance <to selec-
administered, and scored. A Teo designated tion and evaluation boards regarding
under the provisions of paragraph 5-13, AR 600- proper use of interview report forms
200, or under All 621-5, may also be appointed completed by board members. ,Scoring
as TCO under the provisions of this regulation. completed interview report forms and,
Consolidation of TCO functions should be accom- where required by appropriate direo-
plished to the greatRst extent possible, so that the tives, computing composite scores on test
experienr.e g".lined in test administration and scor- instruments for applicante screened by
ing may be used tQ maximum a.dvantage, and so selection and evaluation boards.
that procedur..s and facilities for saf~arding 6. Security. a. General prO'1Ji8Wm. Army per_
test mllterilll !flay be ma.de more effective. The sonnel tests have been developed for the sole pur-
TOO will be either a commis:'i~ned ~cer or w~r- pose of improving the quality'>f personnel selected
rant offir,er. J~owe\'er, ~'hen It IS cO~Idered d~Ir- for any personnel program for which tests are
able tQ consoll(!>de [('.,;tIng under tins regulatIOn employed. Their value is lost to 'the Army when
with [('.,ting at Education Centers, normally suo the contents of any Army personnel test compo-
porvised by a civili,Ul Education Advisor, or when nent is compromisedtlIrough improper release of
there are no available eommissioned officers, a De- test information'to unauthorized personnel. Test
parLment of ti,e Army civilian emplo)'ee may be components are protected under the provisions of
appointed as Lest control officer. this regulation and A:R 345-15. All components

b. RC8pollsilJility. The Test Control Officer bear the designation "For Official Use Only," ex-
will be responsible for- cept for answer sheets which have not been filled

(1) Advising the installation comm~nder or in. Test components are to be shown to no one,
a.dministration of personnel testing pro- inside or outside of the Army, unless it has been
grams under jurisdiction of the com- determined that such disc10sureiussential to the
mand. performance of offieial duties preseribecHn appro-

(2) F..stablishin~ ~d ?lonitor~ proced~res priate directives, and concerned .wi~test a.dmin-
for tile reqllliiltIonmg, hau~, stormg, iBtration or' scoring. Test seeurity18,g; 'COmmand
and disposition of test matenals. responsibility. Functions l'CIJUired' to,'be per_

(3) Establishing and monitoring procedures formed in the' establishment and maintenance of
governing security of test materials in adequate procedures for test security may be dele-
accordance with this regulation and AR gated to the Test Control'Officer"who'must exer-
345-15. . ., . cise close supervision' over an p'hases of test re-

(4) Inspecting testing SCSSJ,ous to determme OOipt, storage, protection, issu~, admiriiBtration,
that tests are properly handled and d • Seen 'ty men'lUl'eB will "be estab-
dministered. an scormg. ,n

(5) ~ecking periodically to determine that lished at all instlillll.tions where~ .are handled,
test scores are recorded correctly on ap- administered, o~ stored. These will ~ciIude, at a
propriate. personnel records. minimum, loggmg test ~~r:,~~nts.~ and oUdst,

(6) I>ete.rmining that porsonnlll who a.dmin- maintaiI\.ing stock c:ontral"-UU:""'!pos1tion recor ,
ister and score tests are qualified to per- and stormg.,testCOlIlp~ments,m,lockedroomsor

3
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cabinets where they are not &roeBsible to:unauthor
ized persons.

b.p~ oonIJemmg t68t .8eour.ity. The
following are specific procedures concerning teat
security that will be compiled with-

(1) .An inventory of test materials on-hand
will be made at least once a month.

(2) In cases where the "For Official Use
Only" designation has not been preprinted
on test components, the material will be
so marked.

(3) For actions to be taken in event of lOBS
or possible unauthorized disclosure of
safeguarded test materials, see paragraph
14, AR 34&--15. Loss or possible unau
thorized disclO6llre of Army personnel
test materials has been determined to
have potential Army-wide implications.
Consequently, reports required by pam
graph 14, AR 341>-15 will be initiated in
all such cases, and will not be withheld
by any echelon between the individual
initiating the report and The Adjutant
GtmeraI. An additional copy of the re
quired report will be sent directly to the
Chief of Personnel Operations, A'lTN:
OPOSSA, Department of the Army,
Washington, D.C., 20315.

(4) DA Label 87, prescribed for attachment
as a. cover sheet to For Official Use Only
material when it is removed from locked
conta.iners or locked facilities, need not
be attached to Army personnel test ma.
terial when the material is actually being
used for teat administration and scoring
purposes, whenever the attachment of the
Iabel would interfere with the efficient
utilization of the material. Specifically,
the 1a.beI need not be attached to answer
sheets and test booklets which have been
distrihutedto examinees assembled, under
the. snpel"¥ision' of qualified test ""am
iners and proctors, for the purpose of
taking Army personnel tests. The 1a.beI
need not be atta.ched to scoring keys, test
manuals, or related materials when its
attach!nent would .interfere with the use
of theile materials by authorized test ex
aminers engaged in scoring or administer
ingArmy personnel tests. DA LabeI 87
'will be attached to envelopes or wrap-

pings contAining test materials when such
materials'are removed from storage spaces
for use at locations not in proximity .of
storage spaces.

(5) For actions to be taken in event of pos
sible unauthorized disclosure of safe
guarded test material, see paragraph 14,
AR 34&--15. .An additional copy of the
required report of loss or possible unau
torized disclosure will be sent directly to
the Chief of Personnel Operations,
ATTN: OPOSSA, Department of the
Army, Washington, D.C., 20815, as soon
as possible.

(6) All test materials which are packaged for
shipment will be double wrapped. The
inner envelope or packaging material
will be stAmped with the following nota
tion:

FOR OFFICIAL USIlI ONLY
TEST MATERIAL

TO Bill OI'IiINED BY TIiIST CONTROL OFFlCIiIR
ONLY

These inner envelopes will not be opened
by message center or mail room person
nel, but will be delivered direct to the
TCO upon receipt.

(7) 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.

(8) Mutilated materials and marked com
ponents which cannot be rendered usable
by erasing will be destroyed by burning
or shredding. Destruction of test com
ponents will be by the appropriate TCO
or under his supervision. No destruction
certifiCate is required; however, the TCO
will maintAin records of destruction.

(9) Test materials, except for blank answer
sheets, will be kept in a locked conta.iner
or room by the using unit when not in
transit or in use for teating,test scoring,
or reference purposes. Keys and com
binations to storage facility locks will be
made available only to persons whose
duties require use of the stored test ma
terials.

TA0088U
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Section llL TEST ADMINISTRATION

7. Authorized test instructions, . Specific di
rections for test administration and scoring are
set forth in manuals which accompany each Army
personnel test llIld must be odhered to strictly.
Test examiners and prOctors will use no other test
materials, such as commercial tests, in preparation
for or during Army test administrations. General
directions for test admini,t.ration are giyen in the
following paragraphs.

8. Conditions of test situation. a. Thc t"",L
ing room should be quiet and free of distractions.
Noise w11ich continues sl.clLdily at a moderate and
fnirly even level of intensit.y can be considered as
not overly distracting..

b. The eX:JJlliner's yoiee mlIst be clearly audihle
to all men being tested.

c. The testing room will be well-lighted !lnd
ventilated. There must be sufficient illumination
on the working surfaee to prevent eye strain.

d. The examiner should be provided wiul a
raisod platform or rostrum in a PlLrt of the room
where he can see and be seen by all men llCing
teste<l.

c. The space nllo((eu to eaeh individual llllISt he
wide enough Lo aceonunodate both a tesL booklet
and a separate IInswcr sheet. Chairs with writing
arms should not be uscd for testing.

f. No examinee will bc allowed to give or reet\i\'c
..id during a testadminist.ration. The use o( par
tit.ioncd booths or of alternate seating will help to
prevent. collaborntioIL In addition, for groups
larger than 10, test proewrs should be used, one
proctor pel' 20 examinee.> or fraction thereof.

g. Testing willnoL be done following hard exer
cise, long hours of waiting in line, or inLllluniza
tion "shots." In all cascs, the lest control oIIicer,
examiner, and proctors will be alert to signs of
genuine distress and affccted persons will be
excused.

h. "'hen more UULn one test is to be given, sched
uling should avoid undue fatigue. Testing should
not continue 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 o.voided as not eon
ducive to adequate evaluation of the exo.minee's
performance.

TAOO 3S.fA

9. Preparation for testing session.. a. Gem
eral,. The examiner will begelected for the quality
of his speaking voice and for his ability to handle
groups of men. His o.ccent should .either be in
digenous to the group being tested or,if the exo.mi
nees comprising the group o.re from many parts of
the country, easily understood by all euminees.
Good testing administration requires-

(1) Careful selection of the testing team.
(2) Thorough preparation.
(3) Following direCtions eXllctly.
(4) Aceurate timing.
(5) Care of test materilLls.

b. Ewamirwr's preparati<m. The examiner will
make a eor,,(ul study of the pamphlet. prescribing
procedun's for administration of the test to make
sure th •.! he knows the purpose of the test, ·the
materials needed to gi\'e it, 1hc directions to be
read, nnd the problems which are likely to arise.
He will study those directions to be rend aloud
until he can rend them in a normal manner. Fa
miliarity with the contents of the test itself is
invaluable. Time permitting, examiners and proc
tors will take each test in the normal fashion be
fore attempting to administer it.. This procedure
will be st.andard whenever a new test is installed
or new examining personnel are trained. In this
way, the examiner gaillB an appreciation ·of the
examinee's viewpoint on the lest and learns how to
anticipate common questions which may arise.

c. Dutics ()f proctors. The exnminer will be re
sponsible for instructing the proctors in their
specific duties. Regular testing teams will be des
ignated to administer and to score tests, if practi
cable. Each proctor will be assigned a certain sec
tion of the room for which he will be responsible.
Before the testing period, he wiII cheek the mate
rials to be used to make sure that they are in good
condition and order and Ulat there are enough of
them. He will know the order in which these mate
rials are to be distributed and collected, While
directions are being read 'and the lest is being
ta.ken, he will patrol his assigned o.rea. .He is
responsible for-

(1) Seeing that eacl1 examinee has the neces
sary materials for ta.king the·,test.'!

(2) Insuring tho.t eo.ch exo.minee is following
directionscorrecllly o.nd underst&nds what
he is to do a.ndhow he is to do it.. The
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proctor should be alert to deteCtinoorrect
methods of marking answers where sep
arate' answer sheetsa.re' employed. The
proctor should observe 8>'aminoos to de
termine that each examinee is working
on the proper part of the test during the
prescribed time period.

(8) Seeing that each examinee is doing his
own work, independent of his neighbors.

(4) Excusing from the examination any per
son who is or becomes too ill to oontinue
without disoomfort.

10. Administration of test. a. Oral directions
will include a brief statement explaining the test
to be given, how results will be used, and why it is
important for a person to do his best. The aim of
these rema.rks is to dispel anxiety and release ten
sion and yet to stress the n~ssity for maximal
effort.

o. The examiner will infonn the examinees of
what they are to do by reading aloud the directions
provided in the manual. The directions must
have been thoroughly practiced and should be read
verbatim, not paraphrased, given from notes or
memory, or adapted to the examiner's idea or what
is more appropriate for local conditions.

c. Time limits, which are specified in the te."t
pamphlet, must be strictly observed. Examiners
will review test manuals carefully before adminis
tering 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 of a test is reached, and do not
st.art to work on the next part of the test until the
time for that part begins. Correct timing re
quires that examinees do not work on another part

of & test during the time prescribed for the part
of the test being administered.

lL 'Colleetion and disposition of test mate
rlalB. a. After the signal to stop work hll8been
given, the materials will be collected as quickly as
possible. All test fonna mnst be strictly accounted
for. Test booklets must be collected from all
examinees and counted before examinees are
dismissed.

o. Frequently, 80me of the examinees will give
up or finish before the time limit is up. Care will
be exercised to insure that these men do not leave
until they have complied with all directions in the
pamphlet for administration of the test and that
they have turned in all testing materials and
scratch paper. Test materials will be checked for
completeness prior to the dismissal of an examinee
from the testing room for any reason.

c. After each testing session, ern.se all answers
or marks of any kind from test booklets which
will be reused. If marks cannot be erased or if
the booklet is worn or torn, it will be destroyed in
accordance with paragraph 60(8). AlI used
scratch paper will be destroyed. All tests and
testing supplies will be stered according to test.
security procedures specified in paragraph 6.

12. Answering examinees' questions. Rou
tine questions asked by examinees prior to testing
in most cases should be answered. Permissible
questions are those pertaining to testing proce
dures, time limits, purposes, and uses of tests. Ad
ministrators and proctors will be careful at all
times to avoid revealing infonnation that might
influence the proper evaluation of an individual.
Explanatjons or answers to test questions will not
be furnished. After testing has begun, questions
which would not furnish answers to test items
should be answered.

Section IV. TEST SCORING

13. Authorized scoring instructions. Test
scoring instructions are normally contained in the
manual for administering an Army personnel test.
For some tests, tllere are separate manuals of in·
structions for scoring. Scoring instructions must
be followed exactly, and without deviation.

14. Meardng of scoring formula. The state
ment of how the soore is obtained is called the
"scoring formula" for the test and is stated in the
sooringdireetions. ,It also appeArs inabbrevinted

6

form on the sooring key ns, for example:
"R" for rights sooring
"R-W" for rights minus wrongs sooring
"R- W/8" for rights minus one-third wrongs

scoring
15. Computation of composite scores. Many

Army personnel tests are parts of a test ba.ttery,
for which a composite score, employing the :scores
on the individual tests of the battery, is computed.
J n some 1.$1; batteries, the soores of one or more of
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the individual tests are adjusted, usually by multi
plying by a prescribed weight or constant such as
2 or 3, in order that the individual test score may
be weighted, as required in the design of the test
battery. Whenever test manuals prescribe that a
weighted composite score shall be computed, di
rections governi~ the computation will be pro
vided in the manual. The directions prescribe
entry of test SCOI'I'_' in appropriate boxes of answer
sheets, for adjustment of test scores to provide
appropriate weighting, and for computation of
the composite score. Care must be taken to assure
that such computations are correctly n",de. Fail
ure to adjust the score on one or more tests by
multiplying by the prescribed weights before add
ing the scores is a common error in te_<;l; scoring.
This type of error has serious eonsequences be
cause of the high numerical values assoeiated with
such errors. Applicants ean be penalized tJlrough
failure to eomput.e this type of Beore eorreetly.
Test control offic"rs and other persOlmel respon
sible for t.he aecurncy of test scoring will make
frl.'<)uent. spot-cheeks of test scoring to assure thaI
composite Beores are eomputed correetly.

16. Types of scoring. Some tests must be hand
scored and ot.hers, when special answer sheets lind
peneils are used, nmy be seored either by hand or
by means of the IBM 805 Test Seoring Maehine.
Some other te_,fs may be e.ither scored hy hand or
hy mellns of an optical scanning scoring machine.
Both hand and machine scoring methods make u"e
of a scoring formula, but. with the seoring maehine
any deduet.ioo for a proportion of wrong answers
can be made automat.ieally. If a test can be ma
chine scored, the specific proeedures to he followed
will be given in tJle sc.oring directions. All
machine-scornhle tests may also be hand scored.

17. Answer sheets. Most Anny test booklets
are reusable and make use of a separnte answer
sheot upon whieh examinees indicate their answers.
Two types of separate answer sheets are used
machine scored or hand seored. Answer sheets are
precision printed, and will not be reprinted or du
plicated without specific authorization of The
Chief of Personnel Operat.ions, ATrN: OPOSSA,
Department of the Army, Washington, D.C.,
2o.~15.

18. Special pencils. Maehine scored answer
sheets can be aecurately scored by the IBM 805
Test Seoring Machine only if 8JlSWers have been
marked with pencils having & high graphite con-
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tent. Pencils containing P3B lead are satjsfao.
tory for this purpose. Some types of scoring ma
ehines may require only that answers be marked
with an ordinary No. 2 pencil.

19. Hand scoring. The following proeedures
apply for hand seoring answer sheets where there
is only one eorreet answer for eaeh question. Spe
cille inst.ructions for scoring a test with more than
oue eorrect answer for eaeh question are given in
the appropriate DA scoring pamphlet or seoring
section of the pamphlet for administering that
test.

a. P"epa";ng answer sheets for scoring.
(1) Tests ha1,ing RighU (R) score only. Ex

amine eaeh answer sheet for double
answers. Draw a red line through all
answer spaces for questions on which
11Iore ilian one answer has been marked
and where iliere is no clear indicAtiou of
the intended answer (double answers)'.

(2) TestB having Rights (R) and Wrongs
(W) Vn scoring fO'N1lula. Examine each
answer tilleet for que;,i.ions to whieh no
response has been marked (omission) or
1.0 which two or more have been marked
(double answer). Drnw a red line
through all the response positions for
these omissions and double answers.

b. Scoring a1l8Wer sheet.
(1) Oounting right answers. Place the ap

propriate Rights scoring key, printed side
up, over tJle answer sheet so iliat the edge
of the key opposite the identifieation por
tion of tJle key is alined with ilie edge of
the answer sheet opposite the identifiea
tion portion of the answer sheet. Count
all marks which show through the scor
ing key except those having red lines
drnwn through them. This is the number
Right (R). Reeord iliis number Right
in the box on ilie answer sheet as indi
cated in the scoring direetions for the
particular test.

(2) Oounting wrong answers. With ilie ap
propriate Rights scoring key again alined
over the answer sheet, count all unmarked
answers spaces showing through the scor
ing key except those having red lines
drawn through them. This is the number
Wrong (W). Reeord this number
Wrong in the box on the answer sheet. as
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indicated in the scoriDgdirections for
the particular test.

(3) Checbi4lg. All sooring must 00 checJr.ed.
The accur&Cyof the scores can 00 checked
by totaling the number of Right answers,
and number of blank answer spaces
(Wrong answors) , a.nd the number of red
lines. The sum sbould equal the ma.xi
mum score for the test. This maximum
score will be given in the scoring direc
tions. Check to be certain that the re
sponse positions for all omitted questions
have been marked with a red line through
all response positions.' OtilBrW isc, omit
ted questions will be counted as wrong,
and the raw score will be incorrect.

c. Raw 8cor68. For tests h~ving a Rights (R)
scoring formula, the number Right is called the
Raw Score. For tests having Rights minllli a frac
tion of Wrongs scoring formula, hand scoring
tables are usually provided in the scoring direc
tions where the Raw Score is read directly from a
table. If there are no tables included in the di
rections, the indicated proportion of Wrong
answers will be subtrncted from the number Right
and 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.

d. C<mvcrted 8C01'f-B. Conversion tables are
provided in scoring directions for obtaining Per
centile Scores or Standard Scores from Raw Scores
if such &. conversion is required for the particular
test.

20. Machinescoring. a. Bequi8itea. M~chine

scoring of answer sbeets genernlly has two advan
tages over hand scoring-speed and accuracy. In
order to utilize these adV8Jltagcs, four requisites
mustbemct-

(1) Examinees must properly record tileir re
sponses on the answer sbeet.

(2) The scoring machine must be in proper
functioning order.

(3) The operator must set up and oper~te the
machine correctly.

(4) Each type of scoring machine generally
requires specially printed answer sheets
and, in ,some cases, special pencils. Be
fore scoring answer sheets on .a machine,
be sure that the ~esigll of the sbeets and
that (If the marking spaces are &J)propri
ate for th~tmachine.

8

b. Per80ntnel invoked. All personnel involved
in maclllne scoring of tests will become thoroughly
flLJnilia.r with the ma.nnal for the machine used.
The prooed1l1'll8 ior ·machine scoring in the re
mainder of this para.gra.ph refer specifically to the
IBM Test Scoring Machine, Type 805. Assistance
in establishing scoring procedures for other ma
chines can be obtained from the ma.nufacturor or
from U.S. Army Personnel Research Office,
ATl'N: AIS, Dep~rtment of tile Army, 'Washing
ton, D.C., 20315.

c. Scanning a1l8'WC1' s/uJets. Answer sbeets must
meet the following conditions before they can be
machine-scored accurately:

(1) Marks must be made on a machine-scored
answer shoot with a special pencil. They
must be heavy and black enough to c~rry

a current. Answ"", sbeets witil mal-ks too
light, too 111in, or marked with other tllan
a special pencil will have to be 1'0-marked.

(2) Answer sheets mlllit contain only marks
intended as answers. Stray marks must
be erased and erasures must be clean.

(3) Marks on the answer sheets must covel'
completely the letter or the SplICe between
the pair of dotted lines of the examinee's
choice_

(4) Answer sheets badly wrinkled or tom
will not fit properly into the pooition
channel of the scoring machine and,
therefore, will not score accurately. An
swer sheets with one or morcof the above
irregularities that cannot be corrected
will be handscored.

d. Inserting 8co-ring key. For most tests, only
a Rights scoring key will be used. If an Elimina
tion key is necessary to score a test, the scoring di
rections will indicate the procedure to be used for
inserting the key. The following proc"dures will
be used for tests having only a Rights scoring key:

(1) Place the A.Ppropriate Rights scoring key,
printed side down, on the top leaf of the
scoring key frame with the narrow mar
ginof the key toward tlle hinges of tite
frame. The holes in the key should line
up with the ho1<1S in the frame.

(2) Closs the frame, insert it into the test
scoring machine so that the top loaf is
toward the back of the machine. Then
move the.frame into place ,by turning the
key.clamplever.
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e. Oheching themachi:ne.·· To·insure aoonrate
machine operation,'test checkBheets a.re required to
be prepared and used before scoring any specific
test. l'reparation and· use of these checkBheets are
described in the scoring directions for each test.
In addition, a complete check of all machine sens
ing contacts will be made by use of Field Check
sheets described in f below. The machine will be
completely checked with these Field Checksheets
at least once during each day the machinc is in use
and more often if called for by machine rlifficultic.s.

f. Fwld checkBheetR.
(1) Use 10 machine-scored standard 'LIlSwer

sheets with Ii-choice response positioIlS.
Mark with a special pencil all 75 response
positioIlS for field 1 (answer spaces 1
through 15) on the first answer sheet.
Mark all 75 l'ffiponse positions for field 2
(answer spae.es 16 t.hrough 30) on the sec
ond sheet. Continue marking the 75 re
sponse positions for each field on !lCparate
answer sheets through field 10. Every
possible response position will then have
been marked on one of the 10 sheets.

(2) To check the sensing contacts and t.he
Rights circuit on the A, B, C fields, set
the master control switch to "R." Insert
the first field checksheet into the machine.
The dinI rending should be 75. Insert
the other 9 field checksheets separately.
The di..l )'('"ding should be 75 for each
checkshect. This will insure that all of
the sensing contacts are correctly sensing
the pencil marks and the Rights circuit
is operating efficiently. There w:ill be
no scoring key used for this operation
but the key clamp lever is wound in.

(3) To check R- W circuit and also adjust
for a R-W /3 scoring formula, insert a
scoring key which has been punched in
the Rights and Wrongs positions on all
three field control positions (A, R, and
C) at the top and bottom of t.he scoring
key.. Set the master control switch to
"A" and set the A formula switch to
"W." Insert a field checksheet into the
machine and the dial reading should be
711, Set the A formula switch to "R - W."
The dial needle should drop below zero.
·Pull the negative score key on and adjust
the ".A.-" potentiometer so that the dial
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reading 2li Hllof75 wrongs). Score the
other 9 field test.sheets, pulling the nega-

. tive score key on; the "W" score should
be 75 1LIld the "R-W" score should be
2li with no further adjwttrnents. The
same procedure may be used to check the
B and C scoring fields.

(4) To adjust the machine for R-W/4
scoring formula, a set of 3 Field Check
sheets with 60 response positions marked
on any three separate fields is to be pre
pared. Follow the above step ( (3)
above) and adjust the machine for
R- W/4. The dial reading at "w"
should be 60 and 15 for R-W.

(5) To adjust the machine for other scoring
fonuulas, follow the same general proce
dure as that described above.

g. T1'OIlbie checkli8t. The following are some
points to cheek when the mlUlhine does not yield
accurate "".ores on the checkshoots:

(1) Are scoring keys properly placed in the
seoring rack ¥

(2) Is scoring rack in proper position in
machine I

(3) Is key clamp lever wound in ¥
(4) Are marks on checkshcets heavy and well

placed¥
(5) Are marks on checksheets made with

proper pencil ¥
(6) Are checksheets "ounted correctly!
(7) Are answer shl'Cts being inserted em-

reetly!
(8) Is power switch on!
(9) Is cord plugged in to 110-volt outlet!
(10) Is master control switch set to correct

field!
(11) Is formula switch set to desired

formula!
(12) Is feed channel clenr! (Answer shoo:>;

occasionally stick in the feed channel.)
(18) Are contact blades clean! (These can

be cleaned by turning off the power switch .
and brushing with a long, thin bruah pro
vided by IBM for this purpose. Besure
to tum off power switch before bMUlhing.)

(14) Are answer sheets completely dry! (A
heating unit is built into t.he machine to
dry out answer sheets ou humid days.)
If after these checks the machine still
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does not give accurate scores, 1m IBM
serviceman shouldbe cr.lled.

A.·&Dring and checking tM annoer ,Aut.
(lYPrior to machine scoring, :hand score

every '2OtIl :lllSwer sheet in the group for
the test being scored. Record the scores
in the boxes on the~nswer sheet·as speci
fied in the scoring plUIlphlet. Replace
these answer shoots in their original order
within the group.

(2) With the machine properly set, score all
answer sheets for the particular test using
the interspersed hand-scored sheets as a
check on the accuracy of the machine.

(3) When ·there is already a score entered
on the answer sheet and that score dif
fers from the machine reading, U,e source
of error must. be determined nnd cor
rected.

(4) If tJ1e score -obtained by hand is in
. error, oorrOOt it 1Uld l'roceed ·with ma
chine .scoring•.

(b) If the 'SCOre' 'Obtained by hand scoring
is correct, adjust the machine according
to the procedures given in g above.
When it is nccess&ry to adjust the ma
chine, the preceding 20 anRwer sheets
must be re-scored to insure the accurncy
of t.he machine scores.

i. Accurate recording. Accurncy and legibility
are the most importnnt factors to be stressed in
thc process of recording scores. When it is nec
essary 1.0 copy figures from one source 1.0 anotller,
complete, independent chec1:ing will be accom
plished, if possible. Numbers should be t.yped or
handwritte.n with care. Corrections should be re
written, not t.raccd o.er tho old numbers.

Section V. PROC~~~NT AND RELEASE OF ARMY PERSONNEL TEST MATERIALS

21. Procurement: a. Uc/uisitious for person- d. Army personnel tests are not normally em-
nol test Ulaterials whieh are &lJthorized to Ute using ployed in civilian personnel ndministration. If
activity by directive, will be submitted, by the test used for stich purposes, their use must be appro,-ed
control oflicer through normal AG publications by Chief of Personnel Operntions in accordnnce
channels, except as otllerwise specifically pre- with b "bove, and must he consistent with the
scribed in DA Pam :nO-8. Requisitions will spec- ~uidallee regarding the use of personnel tests is-
ify the authorizing regulations and the -designa- sued by Lhe U.S. Civil Service Commission or con-
tion of the organization or uniL which will actulllly !.ained in Civilian Personnel Hegulations iSo"ued hy
use the compon~.nls. the Department of the Army.

b. When test materials are desired for a purpose 22. Release of test materials. a. Copies of
~o~ specificnlly auLhorized in a directive, ti,e requi- Army lest components may be released to proper
sltlOn for or request 1.0 use Army Personnel test representatives of Federo.!, Stato, or local govern-
materials will be sent to the Chief of Persomlel ment agoencies or friendly foreign government,
Operations, ATTN: OP08SA, DepartmenL of the provided such release does not jeopardize the URe-

Army, 'Washington, D.C., 20315, for necessary ae- fulne,,*, of these materials for current or future
tion. A statement of justification must accom- Army purposes. In cases of such release the
pany such a requisition or request. The justifica- gaining agency or government roay be requ~ted
ti?n will state fully Lhe purpose for which the test to furnish the Office of Personnel. Operations
WIll 'be used, the number and type of personnel to c.opies of·operating statistics resulting from the
be tested, and the qualifications of those who will fl' 1 Req f h . I
ad • •st th test. U dar . st will use 0 t lese matena s. uests or snc matenamlD'JIlr 6 n no Circum :ADCA\'-. • .

•_.... be used" . t tl th·zed WIll be sent to the Chief of Personnel OperntlOns,a """'. ",01' purpose'no curren yau on
until approv.al for its use has been obtained from A'lTN: 01'08SA, Department of the Army,
the'Department of the Anny. Washington, D.C., 20315.

c. Tests used by clinical psychologists for ding- b. Correspondence and material to be forwarded
nOlltic purposes are not listed inDA Pam 310-8. to foreign countries will be reviewed by Chief of
They are available through medical supply cho.n- PBrSOnnel Operations for technical factors or
nels.·· reasons of S6Ilsitivity and transmitted as follows:
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(1) RepliPB which contain any clalrified ma
teri&l will be routed-

(4) Through Secretariat, United States
Military Information Control Commit
tee (S/USMlCC)· when sent to Mili
tary Assistance Advisory Gronps and
Missions.

(b) Through the Assistant Chief of Staff
for Intelligence (ASCI) when sent to
friendly foreign attach&! in Washing
ton, D.C.

(c) Through S/USMICC when SlInt to
friendly governments to addresses out
side CONUS.

(2) Replies which contain only unclaslfijied
material will be routed-

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

(b) Through ACSI when sent to foreign
(OPOSBJ

By Order of the Secretary of the Army:

Official:
J. C. LAMBERT,
Major GMle1'al, United Statu Army,
The Adjutant GMle1'al.

AR 611-5

&tt&cllM or other officials of friendly
foreign governments.

(0) Through ACSI when sent to anyun
official representative or nongovem
mental person of a friendly foreign .
country.

c. If doubt exists as to whother requests for
material should be honored or refused, the request,
with appropriate recommendation, will be for
warded to the Deputy Chicf of Staff for Personnel
for final determination.

d. Copies of Army test components which are
currently in operational use by the Army or are
likely to be used in the future will not be released
to private individuals or organizations. Decision
as to whether or not obsolete tests will be so re
leased will be made by the Chief of Personnel Op
erations, following consultation with the U.S.
Army Personnel Research Office.

HAROLD K. JOHNSON,
General, United Statu Army,
Ohiel 01 Staff·

Distribution:
Acti",e Army, NG, and USAll: To be distributed in a.coordance with DA Form 1~ requirements

for Military Personnel Procedures, Officer and Enlisted-A. -
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