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Chapter 1
The Military Personnel Office

Section |
Introduction

1-1. Purpose

The purpose of this pamphlet is to provide guidance to military personnel offices and supported units in the areas of
internal organizational structure, functional responsibilities, and operational procedures applicable to the military
personnel office. Deviations from this pamphlet to meet local requirements are authorized provided that supported units
are given written guidance explaining the deviation and that support to the soldier and commander is not diminished.

1-2. References
Required and related publications are listed in appendix A.

1-3. Explanation of abbreviations and terms
Abbreviations and specia terms are explained in the glossary.

1-4. Definitions

a. Military Personnel Office (MILPO). In this pamphlet the acronym MILPO applies to al organizations which
perform personnel functions, such as a personnel service company (PSC), a personnel service division (PSD),
consolidated military personnel activities (COMPACT), a unit personnel section (UPS), a forward area support team
(FAST), and a regiona personnel center (RPC).

b. Levels of organization. The following levels of organizations apply to TOE and TDA units that input to or use
output from a MILPO.

(1) Primary level. A unit or element that serves as an originator of data for action by a MILPO or for input to
Standard Installation/Division Personnel System (SIDPERS). The originator is normally found at the company/troop/
battery/Personnel Administration Center (PAC) level.

(2) Intermediate level. An element that serves as the repository and administrative element for personnel records and
routinely provides data conversion for SIDPERS (e.g., PSC, PSD, RPC, COMPACT, and FAST).

(3) Command level. A unit that is responsible for maintaining the command automated personnel/SIDPERS files
(e.g., Division, COSCOM, area support commands located in a COMMZ, and instalations).

¢. Management Information Systems Office (MISO)/Division Data Center (DDC)/Distributed Data Center (DPC).
The office which deals with the administration, monitoring and management of automatic data processing systems.

1-5. Organization This pamphlet is organized as follows:

a. Chapter 1 contains information regarding organization and the division of functions at the intermediate level.

b. Chapter 2 discusses internal management practices associated with the operation of the MILPO.

c. Chapters 3, 4, 5 and 6 correspond to the four basic functional elements of the MILPO. The operating procedures
outlined in these chapters provide guidance for task and functional responsibilities in processing personnel actions
within and between the MILPO and the supported units. The functional areas are—

(1) Chapter 3—Personnel Management.

(2) Chapter 4—Personnel Actions.

(3) Chapter 5—Personnel Records.

(4) Chapter 6—Customer Service Activity (CSA).

d. Chapter 7 discusses information and procedures covering the administrative support element functions and
operations and the recommended routing of documents originating at primary level organizations.

e. Chapter 8 contains information covering military pay administration as related to the MILPO and finance office.

f. Chapter 9 contains information on battalion/unit administration.

1-6. Data on sample figures
Data to be entered on forms discussed in this pamphlet may be hand-written or typewritten.

Section 1l
Standardization of Organization of Personnel Offices

1-7. Recommended organization of a MILPO
a. Paragraphs 1-19 through 1-27 illustrate the recommended organization and division of the functions and tasks of
a MILPO. This facilitates standardization of personnel management and personnel administration requirements, Army-
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wide. This organizational structure and division of functions provides for the performance of tasks normally assigned to
the MILPO via Department of the Army regulations and directions.

b. The specific tasks shown by functional area in paragraphs 1-19 through 1-27 are applicable to both garrison and
field operation and are adaptable to units organized under and are adaptable to units organized under a Table of
Organizational Equipment (TOE) and a Table of Distribution and Allowance (TDA). The organization outlined in
paragraphs 1-19 through 1-27 is sufficiently flexible for adoption by personnel offices operated as PSD, PSC, UPS,
RPC, or COMPACT.

1-8. Combining of functions

When a MILPO supports less than 2,500 military personnel, it may combine several functions into one. For example,
the Personnel Actions and Personnel Management functions could be combined into one element with each function
maintaining its identity as a subelement. When a MILPO supports more than 2,500 military personnel, it may divide a
function into subelements. For example, the Personnel Management Function may be divided into assignments, testing,
classification, and promotion subelements.

Section Il
Types of Military Personnel Offices

1-9. General
This section identifies the five types of MILPO and where additional organizational information can be obtained.

a. Personnel service division (PSD). There are two types of PSD. One type is formed from TOE 12-17 series
(Adjutant General Company, Support Command Armored Division, or Infantry Division, Infantry Division (Mech), or
Airborne Division). The second type is formed from TOE 12-147 series (Administration Company, Separate Armored
Brigade, Separate Infantry Brigade, Separate Infantry Brigade (Mech), Air Cavalry Combat Brigade, Separate Light
Infantry Brigade, or Separate Airborne Brigade). Each PSD provides centralized support to all personnel and units
assigned or attached to the division or brigade. In addition, each PSD provides flexible support to detached maneuver
battalions or to brigade elements through FAST. (See para 1-11a) FM 12-1 (Adjutant General Support in Theaters of
Operation) and FM 12-4 (Division/Separate Brigade Adjutant General) FM 12-3-2 (Division/Separate Brigade Person-
nel and Administrative Doctrine) describe operational concepts that can be applied to the MILPO situation.

b. Personnel service company (PSC). The PSC is an area support unit organized by type from TOE 12-67G
(Personnel and Equipment Allowances) to service a varied number of troops. When deployed, the PSC is normally
attached to a Personnel and Administration Battalion located within the area occupied by the support command of a
field Army or Corps. The PSC may also be assigned to installations or to major headquarters of activities. FM 12-5
(Personnel Service Company) FM 12-3-3 (Corps Level Personnel and Administrative Doctrine) was written before
proliferation of SIDPERS; however, this Field Manual may be used to obtain command staff relationships and for a
general understanding of operational concepts.

¢. Regional personnel center (RPC). The RPC is a personnel support unit oriented to the European environment. An
RPC is assigned to a particular command but has the mission of supporting al units (corps or nondivision) located
within the geographical area assigned to the RPC. The RPC is a peacetime entity formed by combining elements of
organic PSC and PSD of serviced units. In time of mobilization, resources of the RPC would revert to the appropriate
command and become a supporting unit of its parent organization.

d. Consolidated military personnel activities (COMPACT). This is the HQDA approved concept for providing
MILPO support to CONUS and oversea installations and facilities. Deviations from the COMPACT configuration will
be made only with HQDA approva (para 4, AR 600-8). Deviations are considered appropriate only when it is proven
that geographical dispersion of units makes adherence to the COMPACT concept impractical. A COMPACT is formed
by a TDA and staffed in accordance with DA Pamphlet 570-551.

e. Unit personnel section (UPS). A UPS is formed only when the supported camp, station, or organization is
physically located in a remote area that cannot be serviced by another TOE or TDA element. The UPS is normally not
organized with a SIDPERS Interface Branch (SIB); hence, hard copy documents and mark sense forms are sent to
another element for data reduction.

1-10. Organizing a MILPO
Formation/activation of a new MILPO is not authorized without prior approval from HQDA. Requests are processed in
accordance with paragraph 15, AR 600-8.

Section IV
Team Concept

1-11. General

Multifunctional service and assistance teams may be tailored by the MILPO to provide specific personnel support. The
chief of each function in a MILPO is responsible for the technical supervision of the individuals performing the same
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function on the team. Overall physical control of the team is exercised by the senior team member. Organization and
size of a team depends on the mission and size of the supported unit(s).

1-12. Examples of teams

a. Forward area support team (FAST). A FAST is formed to provide specialized assistance to individuals remotely
located from the support base or prevented (unit on alert and confined area) from visiting the support base for
centralized service. A FAST is composed of individuals from each element of the MILPO and may be tailored to
include selected AG, finance, medical and staff judge advocate representatives. Personnel records, and if the FAST is
so tailored, finance and medical records may accompany the team during its absence from the MILPO or support base.
Assistance is provided at the unit’s location only for a temporary period of time. Personnel staffing of a FAST depends
upon its mission which may include, but not limited to, review and update of records, issuance of 1D tags, completion
of forms, or providing legal advice. The senior officer or NCO is designated to supervise the FAST while it is
performing its mission. Success of the FAST depends upon the ability of the organizer (MILPO chief or finance
officer) to schedule, coordinate and time the arrival of the team at a location where it can best provide service. The
MILPO chief, if appropriate, will, prior to movement of the FAST, coordinate with the finance officer, medical officer,
and SJA on the issuance of instructions and the need for administrative reports.

b. Composite team. A composite team is formed within the MILPO from each function element (except the SIB/
SID). The mission of the team is to provide complete personnel service for specific units on a permanent basis. As far
as possible, the teams are staffed alike and each team services an approximately equal number of personnel. The
number of teams will vary based on operational requirements. The team is an extension of the parent MILPO and is
responsible to that parent MILPO.

¢. Inprocessing team. An inprocessing team processes records and performs required personnel actions for incoming
replacements in accordance with DA Pamphlet 600-8-10. The team is normally placed under the supervision of a
representative of the MILPO’s personnel management element. Accurate and efficient inprocessing reduces the number
of subsequent visits to the MILPO and enables the gaining unit commander to use replacement personnel sooner. Table
1-1 illustrates a recommended staffing for an inprocessing team. (DA staffing guides are used to determine overall
manpower authorizations in TDA personnel organizations. MACRIT in AR 570-2 are used to determine overall
manpower authorizations in TOE personnel organizations.)

d. Outprocessing team. An outprocessing team processes personnel departing the organization in accordance with
DA Pamphlet 600-8-10. The team is normally placed under the supervision of a representative of the MILPO's
personnel records element. Table 1-1 illustrates recommended staffing for an outprocessing team.

Section V
Unit Administration

1-13. Personnel Administration Center (PAC)

The PAC is a center created at battalion level to perform all unit personnel and administrative functions. It is designed
to reduce the administrative functions of the unit commander and first sergeant in order to allow them to concentrate
on training, readiness, and leadership of the unit. PAC procedures, by making use of the principles of consolidation of
administrative resources, are designed to provide improved support to the soldier.

1-14. Units Not Organized Under a PAC
In those units not organized under the PAC concept, unit clerks will continue to perform personnel and administrative
functions in the unit orderly room.

Section VI
Responsibilities of Key Personnel Managers

1-15. Responsibilities of command

Commanders at all echelons have the authority and responsibility inherent in overall personnel management of their
commands even though they may not have the authority to directly supervise the MILPO providing personnel support.
Commanders retain the prerogative to review and comment on items they feel have direct bearing on the efficiency of
their organization. Each supported commander down to and including company level will ensure establishment of a
direct line of communication with the PSNCO supporting his unit to facilitate the expeditious flow of personnel actions
and SIDPERS reports.

1-16. Special staff officers

The Adjutant General of a TOE unit and the director of personnel and community activities (DPCA) of a TDA unit are
responsible for staff supervision and operational control of the MILPO. These officers, in their respective environ-
ments, supervise the MILPO chief except where the MILPO (PSC) is under operational control of a personne and
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administrative (P&A) battalion; then, the Adjutant General advises the P& A battalion commander on the operation of
the technical mission.

1-17. Personnel officer

The Chief of a MILPO is directly responsible for the management and control of the MILPO's operations and
resources. He is the custodian of the military personnel records jacket, US Army (DA Form 201) and allied documents.
He or she is responsible for accuracy, completeness, and timeliness of transactions processed and records maintained.
He or she also continuously attempts to improve the quality of data received, recorded, and reported. In accomplishing
these responsibilities, the MILPO chief coordinates with the MISO, PAC, Finance Office, and the Personnel Staff NCO
(PSNCO). The chief of MILPO will aso ensure that host-tenant/satellite agreements (AR 5-9) are initiated and updated
yearly for activities concerned. Most importantly, he or she is responsible for providing high quality personnel support
to serviced commanders and soldiers.

1-18. Primary level personnel responsibility

Responsibility for the military personnel function at this level is shared between the unit commander and the PAC
supervisor. The unit commander retains responsibilities for personnel management, e.g., training, selection or recom-
mendation for promotion, and proper assignment and utilization of personnel to a TOE or TDA space; however, all
formal administration relating to personnel management is performed by the PAC. The unit commander prepares
informal ora or handwritten requests and information documents that are forwarded to the PAC for necessary
completion and/or typing. The unit commander permits the individual to obtain personnel information at the PAC or
the MILPO and initiates changes in personnel status. DA Pamphlet 1-2 contains a list of actions describing those tasks
elevated above the unit.

1-19. Personnel Staff NCO (PSNCO)
The role of the PSNCO differs depending upon the environment, PAC or non-PAC.

a. In the PAC environment, the PSNCO shares previoudly traditional duties with the PAC supervisor. The PSNCO
is concerned with coordination between PAC, units, and MILPO. He provides advice and assistance to the commander
and staff and to members with unusual problems. He monitors internal personnel management, acts as the command
coordinator on such things as personnel replacements, strength/MOS imbalances, and proper utilization. The PAC
supervisor, on the other hand, is concerned with administration. He manages the paperwork flow and assists members
with routine problems. He supervises the PAC specialists and acts as the command coordinator on technical matters
such as personnel actions and SIDPERS.

b. In a non-PAC environment, the PSNCO performs all of the above functions. Ideally, an equal amount of time is
devoted to each “half” (as described above) of the job. The PSNCO must avoid the tendency to dedicate work efforts
predominantly on the administrative side of the job so that well-rounded personnel service support may be provided to
the soldier.

c¢. In either environment, care must be taken by commanders to ensure that duties assigned to the PSNCO are only
those which provide personnel service to supported soldiers. The PSNCO should not be assigned additional functional
duties. The PSNCO is a valuable personnel expert who directly supports the commander; his or her talents should not
be diverted to other areas.

Section VII
MILPO Organizational and Functional Areas and Tasks

1-20. Chief of MILPO

a. The chief of MILPO exercises total managerial responsibility for planning, organizing, directing, and controlling
the MILPO operations and resources. In addition the chief of MILPO—

(1) Provides direct supervision over section chiefs.

(2) Is responsible for ensuring total coordination among al elements of the MILPO and for resolving any
differences.

(3) Serves as the military personnel officer for each organization supported by the MILPO and ensures that equal
service is given to al.

(4) Monitors overal accuracy and reliability of all data entered into and/or maintained with the SIDPERS data base
a MILPO level.

(5) Establishes and maintains a continuing quality data analysis and control program to eliminate the causes for data
inaccuracy, to improve the quality of personnel data, and to maintain systems integrity.

(6) Establishes a continuing in-house training program.

(7) Is responsible for providing high quality personnel support to serviced commanders and soldiers.

b. A separate officer section under the chief of MILPO may be formed to handle personnel management, actions,
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and records (or any combination, thereof) for officers. (If such a section is formed, the necessary spaces will be
allocated from in-house resources.)

¢. Operational resource functional areas under the chief of MILPO’s control are detailed in paragraphs 1-20 through
1-27.

1-21. Personnel management section

a. The personnel management section—

(1) Makes initial assignment for officer and enlisted personnel.

(2) Selects enlisted personnel for special details and assignments and assigns personnel to allocated spaces.

(3) Assures that individuals not effectively utilized in initial assignment are continuously considered for reassign-
ment throughout the activities supported by the MILPO. (Reassignments which cross command lines must be closely
coordinated.)

(4) Monitors staffing of critical specialist positions, computes personnel shortages, provides information on require-
ments for training and adjusts overstrengths and understrengths by reassignment.

(5) Prepares and processes requests for intra-divisional/installation reassignment whether initiated by the individual,
unit commander or military personnel officer.

(6) Receives, reviews and maintains a copy of the unit manning report for al serviced units.

(7) Monitors release from active duty of officers.

(8) Processes enlisted reduction actions.

(9) Processes assignment instructions from higher headquarters and verifies individual eligibility to comply; initiates
transfer action, as required.

(10) Processes applications for concurrent travel of family members and assists in obtaining travel clearances,
passports and/or visas.

(11) Processes the daily strength report.

(12) Monitors duty status changes causes by attachment or assignment of patients to the hospital.

(13) Maintains a list of individuals who have received an enlistment or reenlistment bonus and monitors their duty
positions to assure proper utilization.

(14) Monitors the nuclear/chemical surety programs and assures that those duty positions are identified on the
appropriate unit manning report.

(15) Administers the Army Occupational Survey Program questionnaire.

(16) Coordinates with testing officials for the administration of skill qualification tests, Army personnel tests,
defense language proficiency tests and the Defense Language Aptitude Battery.

(17) Prepares surplus personnel reports and submits them through command channels to HQDA as required.

(18) Reports immediately available personnel.

(19) Processes requests for formal language training.

(20) Monitors commissioned officer speciaty designation actions.

(21) Prepares requisitions for officer and enlisted personnel.

(22) Processes applications for service school attendance.

(23) Monitors €ligibility of personnel for promotion and processes recommendations therefor.

(24) Processes applications for assignment to ROTC and Reserve Components.

(25) Processes requests for deferment from oversea assignment and reassignment due to extreme family problems
and processes applications of volunteers for oversea assignment.

(26) Monitors preparation and processing of applications for ranger, airborne, explosive ordnance disposal and
special forces training.

(27) Certifies reports and records OJE and OJT.

(28) Assists enlisted personnel who desire an exchange of assignment to prepare application.

(29) Monitors and processes applications for the career progression MOS (CPMOS) program, drill sergeant pro-
gram, noncommissioned officer logistics program (NCOLP), Army bands career program, enlisted club management
program, enlisted automatic data processing program and the personnel specialty career program.

(30) Processes the checklist for preparing officer replacements for oversea movement.

(31) Monitors eligibility of enlisted personnel to receive proficiency pay.

(32) Processes nominations for assignment to presidential support activities; assignment as instructors at uniformed
service schools; assignment to international and overseas joint organizations, and similar activities; assignment to
certain organizations and agencies and assignment to Armed Forces Examining Entrance Stations (AFEES).

(33) Processes requests for reassignment of married Army couples, reguests for MILPERCEN approva of assign-
ment actions (branch clearances), and reclassification of enlisted personnel.

(34) Monitors selection of military intelligence applicants.

(35) Assists in the preparation of applications for sole surviving son/daughter status. Monitors specified tour
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assignments and provides input for update of Data Item “Date of Loss’ or “DEROS’ in individual SIDPERS personnel
file. Prepares Input and Control Data—Personnel Change sheets for update of SIDPERS file.

b. Additionally, the personnel management section assures—

(1) That SIDPERS-generated error suspense notices related to personnel management functional responsibilities are
resolved.

(2) That input to correct data and eliminate error notices are provided to the SIDPERS interface branch.

1-22. Personnel action section

a. The personnel action section—

(1) Processes extensions or declinations of active duty for Reserve Component personnel.

(2) Processes matters pertaining to family travel.

(3) Processes cases pertaining to marriage, paternity claims, legitimization or adoption of children, payment of
private indebtedness, support of legal family members and civil-legal proceedings as applies in separation cases.

(4) Prepares and processes notification to individuals not eligible for reenlistment.

(5) Processes administrative-type discharges and monitors the expeditious discharge programs.

(6) Prepares and processes correspondence related to dependency separation for enlisted personnel.

(7) Processes requests for relief from active duty, retirement, resignation, and other types of separation.

(8) Acts as the focal point for assistance to retired personnel and their families.

(9) Reviews, processes, and monitors line of duty investigations, and ensures control of personnel actions in security
cases and investigations.

(10) Reviews board actions and processes matters pertaining to elimination cases.

(11) Processes al specia correspondence, e.g., congressiona inquires, etc.

(12) Processes and monitors recommendations for award.

(13) Requisitions and maintains an appropriate stock of decorations, service medals, and related devices to meet
local requirements.

(14) Processes applications for appointment of commissioned and warrant officers in the Regular Army, applications
for aviation warrant officer training and applications for officer candidate school.

(15) Processes extensions of officer periods for active duty service and extensions of enlistments.

(16) Monitors and coordinates actions pertaining to reenlistment, and requests for accelerated payment of SRB
(hardship or compassionate); assures timely assembly and transmittal of associated documents.

(17) Coordinates special clearance reguirements for personnel unable to rejoin their overseas unit.

(18) Processes and monitors requests for assignment by personnel with exceptional family members.

(19) Processes and monitors suspensions of favorable personnel actions.

(20) Makes casualty reports as required.

(21) Monitors the qualitative management program and the year group management program.

(22) Processes correspondence pertaining to EER appeals.

(23) Prepares Input and Control Data—Personnel Change sheets for update of SIDPERS file.

b. Additionally, the personnel action section assures—

(1) That SIDPERS-generated error suspense notices related to personnel actions functional responsibilities are
resolved.

(2) That input to correct data and eliminate error notices are provided to the SIDPERS interface branch.

1-23. Personnel records section

a. The personnel records section—

(1) Maintains the military records jacket and personnel qualification records for officer and enlisted personnel
assigned to supported units, to include AMEDD professional qualification records.

(2) Schedules and conducts required records review, except separation records review and classification interviews.

(3) Assures that the transfer data record (TDR) for inter-SIDPERS arrivals is input into the automated files and
provides new or correct data for blanks and errors on individual personnel data files in SIDPERS.

(4) Prepares change reports and maintains automated suspense files as a source of information otherwise not
available to other sections of the MILPO.

(5) Initiates inquiries pertaining to mission records.

(6) Monitors officer record briefs for accuracy and accomplishes update actions when necessary.

(7) Determines assignment eligibility and availability codes, posts personnel qualification records accordingly, and
reports data changes to HQDA.

(8) Maintains the educational development record, the record of emergency data, the reenlistment data card and the
extract of previous convictions.

(9) Administers actions pertaining to the bar to reenlistment.
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(10) Makes time in service and date of rank computations.

(11) Controls access to and release of information from all personnel records.

(12) Monitors automated suspense rosters to assure that enlisted evaluation reports are initiated and administers the
MILPO portion of the enlisted evaluation reporting system.

(13) Initiates preparation of and assures timely completion and submission of officer evaluation reports, both for
active duty personnel and for USAR personnel not on extended active duty.

(14) Processes academic evaluation reports for personnel attending uniformed service schools, attending courses at
civilian ingtitutions, or attending senior service college level courses.

(15) Prepares DD Form 214, Certificate of Release or Discharge from Active Duty, worksheets.

(16) Prepares input and control data—personnel change sheets for update of SIDPERS file.

Table 1-1
Recommended Staffing for Inprocessing/Outprocessing Personnel
Number of replace- | Personnel manage- | Personnel records | Processing clerk Personnel actions | Personnel informa- | Finance specialist
ments (per day) ment specialist specialist (Note 2) specialist tion system man-

(Note 1) agement specialist

(Note 3)

1-49 1 1 1 1 1 (Note 4)
50-64 2 2 3 3 2 (Note 4)
65-79 2 3 3 3 2 (Note 4)
80-99 3 3 4 4 3 (Note 4)
100-114 4 4 5 5 3 (Note 4)
115 or MORE 4 5 6 5 3 (Note 4)
Notes:

1 One or more Personnel Management Specialist will be designated as the Inprocessing Team Supervisor(s) based upon the number of individuals to be
supervised.

2 One or more Personnel Records Specialist will be designated as the Outprocessing Team Supervisor(s) based upon the number of individuals to be super-
vised.

3 One or more Personnel Information System Management Specialist will work in conjunction with Personnel Records Specialist(s) for personnel offices op-
erating in the SIDPERS environment.

4 One or more Personnel Records Specialists may work in conjunction with one or more Finance Specialists, as deemed appropriate by the Finance and
Accounting Officer, to ensure the compatibility of data contained in the MPRJ and PFR for all personnel inprocessing or separating from the service.

b. Additionally, the personnel records section assures—

(1) That SIDPERS-generated error suspense notices related to personnel records functional responsibilities are
resolved.

(2) That input to correct data and eliminate error notices are provided to the SIDPERS interface branch.

1-24. Customer services activity

a. The customer services activity—

(1) Receives and responds to telephone, written and persona inquiries concerning all aspects of the MILPO.

(2) Answers inquiries of a genera nature or those requiring minimum research.

(3) Refers unusual or complicated actions to the appropriate MILPO functional section.

(4) Controls visits to the MILPO and makes appointments for the functional sections.

(5) Assists in the preparation of officer and enlisted preference statements.

(6) Assists alien service members in preparing applications for citizenship for themselves and/or family members.

(7) Controls the issue of identification and privilege cards and identification tags.

(8) Monitors suspense rosters to assure that officia photographs are taken when required.

(9) Processes applications for mortgage insurance, the survivor benefit plan an servicemen’s and veterans group life
insurance.

(10) Monitors suspense rosters to assure that service members receive periodic medical/dental examinations and
meet reim- munization requirements.

(11) Ensures that new or revised personnel service support programs receive installation-wide publicity.

b. Additionally, the customer service activity—

(1) Provides information and referral services to retired and Reserve Component personnel when possible.
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(2) At the discretion of the Chief of the MILPO, performs the annual records audits. (Excepted are separation
records review and classification interviews, annual audit of officer record brief, record of emergency data, and other
suspense actions currently performed by other sections.)

1-25. Administrative services section
The Administrative services section—

a. Provides administrative support for the MILPO.

b. Processes and controls both unit and MILPO transmittal letters to the servicing finance and accounting office.

c. Upon receipt or request for orders, prepares and distributes orders as required.

d. Establishes a MILPO reading file and circulates new publications and/or other administrative communications
throughout the MILPO.

e. Maintains and controls central files and manages current administrative records including periodic evaluation and
disposal or retirement of administrative records. (Maintenance of files may be decentralized to functional sections in
large MILPOs.)

f. As the MILPO representative in the security program, maintains responsibility for classified documents.

g. Maintains a library of publications and provides working copies to the other functional sections.

h. Monitors the publication of locally written regulations and provides reproduction services for the MILPO.

i. Maintains a correspondence control suspense system for actions between functiona sections of the MILPO.

j- Reviews requests for printing.

k. Maintains a locator file of personnel assigned to the MILPO, when reguired by the Chief of the MILPO.

I. Sorts incoming mail and distribution; routes to appropriate MILPO sections.

m. Checks outgoing communications for administrative accuracy and authentication. (Returns those needing correc-
tion to the action section.)

n. Places outgoing distribution into proper channels and provides messenger service when required.

0. Procures, stores, controls, and assures maintenance of MILPO supplies and equipment.

1-26. Separation transfer point

a. The separation transfer point—

(1) Processes Army personnel for release from active duty; active duty for training (ADT); initial active duty for
training (IADT); active duty support (ADS); active Guard Reserve (AGR); and full time training duty (FTTD) by
transfer or return to Reserve Components, discharge, retirement for length of service, retirement for physical disability,
or resignation.

(2) Receives, orients, and accounts for personnel eligible for separation who have been assigned to the separation
transfer point.

(3) Arranges for housing, transportation, dining facilities, and collection of clothing as required by AR 700-84 (only
at separation transfer points which process oversea returnees).

(4) Gives separation orientation as required by AR 635-10.

(5) Collects and destroys family member identification cards.

(6) Receives and destroys military and family member identification cards mailed after separation.

(7) Makes final disposition of records and forms pertinent to separation processing and those accumulated during the
period of active duty.

(8) Prepares appropriate discharge and retirement certificates and certificates of appreciation for spouses.

(9) Conducts departure ceremonies as required.

(10) Transmits names and home addresses of those personnel eligible for reenlistment to USAREC.

(11) Upon written request provides information on reenlistment codes to USAREC recruiting officials on prior
service personnel.

(12) Ensures that claims for VA compensation are forwarded to the VA.

(13) Forwards fingerprint cards to the FBI.

(14) Provides information on aliens not lawfully admitted to the Immigration and Naturalization Service.

(15) Submits SIDPERS separation transactions.

b. Additionally, the separation transfer point assures—

(1) That SIDPERS-generated error suspense notices related to separation transfer point functional responsibilities are
resolved.

(2) That input to correct data and eliminate error notices are provided to the SIDPERS interface branch (SIB).

1-27. Trainee/student personnel section
a. The trainee/student personnel section—
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(1) Monitors and reports the progress of trainees during basic combat training and of students during advanced
individua training.

(2) Verifies the digibility of newly arrived students to attend various service schools.

(3) Processes and records class rosters, graduate reports, board cases, reclassification actions, course washouts and
security holds.

(4) Monitors airborne and other special groups throughout training.

(5) Receives assignment instructions for trainees/students and prepares reassignment orders.

(6) Reports to MILPERCEN all trainee/student deletions, deferments and other items required by AR 612-201.

(7) Requests alternate MOS training assignments.

(8) Obtains port calls under the port call system.

(9) Coordinates and monitors the DA program permitting retention of students for duties as instructors or assistant
instructors.

(10) Prepares weekly and monthly reports on holdovers by category and investigates questionable holdover
situations.

(11) Processes personnel actions pertaining to reassignment, discharge, elimination, promotion, waiver, breach of
enlistment contract/commitment, OCS and other applications.

(12) Performs all other functions pertaining to trainees/students such as—

(a) Flagging control under the provisions of AR 600-31.

(b) The hometown recruiting assistance program.

(c) Joint domiciles.

(d) CAP 1lI cycles.

(e) Junior enlisted travel, sponsor program, passports, and family travel.

(f) SIDPERS input/transactions.

(g) Other functions as needed.

b. Trainee/student personnel sections will be established only when required and will be organized according to DA
Pamphlet 570-551.

1-28. SIDPERS Interface branch
The SIDPERS interface branch performs functions as outlined in DA Pamphlet 570-551, tables 551-224.61, 551-
224.62, and 551-224.63.

1-29. Protecting personal privacy

Records custodians must protect personal privacy. Personnel records and information will be treated and safeguarded as
“FOUQ" whether bearing special markings or unmarked. (See AR 340-17, chap 1V.) All SIDPERS reports that are
produced that contain Name and SSN, will bear special marking as follow “FOR OFFICIAL USE ONLY—PRIVACY
ACT DATA".

Chapter 2
Management of Military Personnel Offices

Section |
Introduction

2-1. General
This chapter discusses some of the basic functions of managing a military personnel office.

2-2. Army management system
The Army management system is an integrated group of procedures, methods, policies, practices, and personnel used in
planning, organizing, directing, coordinating, and controlling an organization. To effectively use this management
system the following practical management tools are available to the MILPO chief.

a. DA Pamphlet 600-7, Personnel Management Assistance System Visit Procedures.

b. DA Pamphlet 600-8 series, Military Personnel Management and Administrative Procedures.

c. DA Pamphlet 600-44, MILPO Self Assessment and Evaluation Program (SAEP).

2-3. Military personnel management

Military personnel management is the process of planning, organizing, coordinating, and controlling the procurement,
training/ education, utilization, separation/retirement, development, and motivation of military personnel to assist in the
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successful accomplishment of the organizational mission. It includes all procedures related to military job analysis and
evauation, position classification, personnel classification, assignment, and utilization, and reports required for success-
ful operation of the Army personnel system; development of individual potential; and development of an organizational
climate that enhances the attitude, motivation, commitment, and sense of well-being of soldiers and their families.

Section I
Theoretical Principles

2-4. Planning

a. Planning is a continuing process by which managers select, define, and implement programs and objectives as
well as the policies, directives, and procedures for achieving them. To be effective, planning should occupy alarge part
of the time of the personnel manager. A manager must decide the type and amount of planning to reserve for himself
and the quantity and the type to be delegated to subordinates. In many instances, the most important plan begins with
the decision to delegate planning responsibility to subordinates. Essential to all plans is the clear recognition of the
limitations within which the personnel manager must operate and the objectives and the scope of the operation under
consideration.

b. The MILPO can never totally escape the requirement for reacting to fluctuations in population and changes in
available resources. The MILPO chief can reduce the time spent in reacting to recurring requirements by planning
peaks in workload and by cross-training specialists to work in several positions.

2-5. Organizing

a. The structured organization of the MILPO is directed by AR 600-8. Organization of special teams (FAST,
composite, infout processing) is discussed in chapter 1 of this pamphlet. This paragraph identifies organizing as a
function of management in the sense that providing order to time and work will help to reduce turbulence and to
stabilize operations as much as possible.

b. Uniform records filing procedures (A-Z or alphabetic by unit), customer appointments, and use of the DA Form
543 (Request for Records) for signing out records are just a few examples of organizing to maximize use of time and
work procedures.

2-6. Directing

a. Directing is providing to individuals the advice, information, and instructions necessary to smoothly and effi-
ciently accomplish the mission. For a successful MILPO chief, it involves the issuance of instructions and the
delegation of authority to section chiefs while retaining the responsibility for their actions. This type of directing can be
skillfully used only when the MILPO chief has established performance standards and receives reports pertaining to the
achievement of those standards from which necessary corrective action can be taken.

b. Examples of performance standards are timeliness and accuracy of SIDPERS transactions, the time it takes to
post and file documents received from outside the MILPO, and timeliness of evaluation report submission. Standards
can be established from DA guidance or from local standing operating procedures (SOP).

2—7. Controlling

Contralling is the action taken by a supervisor to ensure that plans, orders, directives, and policies are being
accomplished in such a manner that the objectives will be achieved. As applied to the personnel office, controlling
involves the measurement of job performance, ensuring that tasks are performed according to established plans,
policies, and procedures, and that corrective action is taken whenever actual performance deviates from approved
standards. The methods to control operations of a personnel office should be a matter of routine practice and should be
included in the SOP whenever possible. Widely used controls are logs, suspense files, checklists, checksheets,
verification of one document against another containing similar information, and supervisory review.

2-8. Coordinating

a. Coordinating is the process of integrating the manpower and material resources necessary to accomplish a given
objective. The purpose of coordination is to secure the cooperation and agreement of all individuals concerned in the
activity in the furthering of the overall mission of the organization. Proper coordination will prevent conflict and
duplication by alowing adjustment in plans or policies before their implementation.

b. Examples of coordination are MILPO/PAC conferences, briefings, MILPO, visits to support units PAC/com-
mander and vice versa, written correspondence, and continuous liaison with the finance and accounting officer, the
installation transportation officer and local medical department activity.
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Section Il
Practical Management Tools

2-9. General

The MILPO chief needs to have methods for linking the theoretical principles, above, with the daily redlities of the
MILPO. These methods are available in publications such as DA Pamphlet 600-7, DA Pamphlet 600-8 series, DA
Pamphlet 600-44, and application of management by objectives (MBO) procedures.

2-10. AR 600-61

This pamphlet, which establishes procedures for the visits of Personnel Management Assistance System (PERMAS)
teams, is designed to obtain for the commander and HQDA a status report on military personnel management practices
and procedures. The areas of review during PERMAS visits identified in AR 600-61 can be used as a guide by the
MILPO chief to check the efficiency and effectiveness of the MILPO. The results of the visit should be used to take
necessary corrective action in deficient areas so that soldiers and commanders will receive only the finest support.

2-11. DA Pamphlet 600-8 series
The entire series of pamphlets, this pamphlet included, contains standardized procedures for operations identified
below.

a. DA Pamphlet 600-8-1, Unit Level Procedures, provides guidance for units and defines the responsibilities of
commanders, first sergeants, PSNCO, and clerical personnel.

b. DA Pamphlet 600-8-2, Military Personnel Office Level Procedures, provides guidance for the servicing MILPO
and defines MILPO responsibilities in the SIDPERS environment.

c. DA Pamphlet 600-8-3, SIB Level Procedures-Organization and Operations (General), defines the SIB responsibil-
ities and provides procedural guidance for SIB chiefs and operating personnel.

d. DA Pamphlet 600-8-4, Supporting Files Records Keeping and Reporting, contains procedural guidance for SIB
personnel relating to certain SIDPERS files, i.e., the SAF, the SOMF, the SASF, and the SMEF.

e. DA Pamphlet 600-8-5, SIB Level Procedures—Reference Handbook, covers the remaining SIDPERS files: the
SPF, the SAIF, and the SESF. It also contains general information relating to the OMF and the EMF at the
MILPERCEN which are supported by SIDPERS reporting.

f. DA Pamphlet 600-8-6, SIB Level Procedures-Special Features and Command and Staff Reports, discusses
SIDPERS standard schedule reports, local information option capabilities, the SIDPERS Test Model File, SIRCUS
library maintenance, and information on the SIDPERS Automated Recommended Requisitioning subsystem.

g. DA Pamphlet 600-8-8, SIDPERS Guide for Commanders and Staff, defines responsibilities and serves as a
detailed summary of the system.

h. DA Pamphlet 600-8-10, Individual Assignment and Reassignment Procedures, provides guidance relating to
MILPERCEN’s CAP IIl System operating in a SIDPERS environment, and in/out processing.

i. DA Pamphlet 600-8-20, SIDPERS Handbook for Commanders, provides a general overview of the SIDPERS
program.

2-12. DA Pamphlet 600-44

This pamphlet provides a “do it yourself ” program designed to permit a MILPO chief to measure the effectiveness of
MILPO operations in providing services and support to soldiers and commanders. It uses a series of checklists with
questions which are tied to specific functional areas within the MILPO. The completed checklists can be used by the
MILPO chief to measure the qualitative performance within each functional area and to determine how the MILPO can
best serve the soldier and the commander.

2-13. Summary

The MILPO Chief has at his disposal both theoretical principles and practical management tools as discussed above.
Used properly and coupled with the idea that MILPO world-wide are interdependent, they should allow for only the
best possible support to the soldier and the commander.

Section IV
Training

2-14. General
Training is a frequently neglected aspect of MILPO management. Many MILPO managers tend to think they do not
have time to train and consequently very few MILPO have an effective training program. Y et, given the complexity of
our personnel systems and the relative inexperience of most MILPO clerks, no MILPO can ever reach its potential
without training.
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2-15. Assessing training needs

All MILPO can benefit from training, but the training needs will vary among MILPO. It is a fundamental responsibility
of each MILPO chief to determine the training needs within his or her MILPO and to provide the training needed. The
process of assessing MILPO training needs is neither difficult nor complicated. It is basically a matter of determining
which functions the MILPO is performing well and those it is not. The management tools for making this determina-
tion are available. The more important tools are summarized below:

a. Saf Assessment and Evaluation Program (SAEP). The SAEP is designed to enable a MILPO chief to measure the
effectiveness of MILPO operations. (See para 2-12, above, and DA Pam 600-44 for details.)

b. Personnel Management Assistance System (PERMAS). HQDA and MACOM PERMAS teams regularly visit
MILPO and assess the effectiveness of personnel services support. At the conclusion of each visit, a comprehensive
PERMAS report is provided to the commander and the MILPO concerned. These reports clearly assess the MILPO
performance and provide recommendations for improvement. (See para 2-10, above, and AR 600-61 for further
information.

¢. SDPERS Management Reports. The SIDPERS provides a variety of management reports which may be used to
assess performance in various MILPO functions. (See para 2-11, above, and DA Pam 600-8 series for further
information.)

d. MILPO Supervisors. MILPO supervisors are a prime source of assessment information. They supervise and
monitor MILPO operations daily. They know the problem areas. They know those subordinates who are inexperienced,
those who have not had formal training, and those who are perhaps overly specialized. MILPO chiefs should avail
themselves of this information when assessing the training needs of their MILPO.

2-16. Approach to training
Once the training needs have been determined, MILPO chiefs should attempt to make optimum use of al available
training methods. Such approach will normally involve a combination of the following:

a. Army Service School Courses. The Soldier Support Center, Fort Benjamin Harrison, Indiana, offers formal
courses to train soldiers as personnel speciaists. This method of training is ideal for those soldiers who have no formal
training in the field of personnel administration. DA Pamphlet 351-4, US Army Forma Schools Catalog, lists the
courses available and the prerequisites for attendance. Procedures for obtaining quotas and authority to send soldiers to
these courses are in AR 614-200.

b. Local School Training. Many installations conduct local courses of instruction in the field of personnel adminis-
tration and personnel management. This method of training is especialy suited for personnel specialists who need
refresher training to supplement their previous formal training. It is also an option which should be used when the lack
of quotas or funds preclude attendance at formal courses offered by the Soldier Support Center.

c. Extension Courses. The Soldier Support Center offers a variety of extension courses in the field of personnel
administration and personnel management. These courses offer the personnel specialist an excellent means of updating
present skills and gaining exposure to other areas of the personnel administration field. Participation in this form of
self-help training should be strongly encouraged.

d. On-the-Job Training (OJT). The core of an effective MILPO training program is OJT. This method of training is
best suited for developing the skills of personnel specialists and improving MILPO performance. It is especialy
effective in improving MILPO performance in those functional areas where assessments indicate poor performance.
However, it must be noted that effective OJT involves much more than simply assigning one personnel specialist to
work with another. Effective OJT emanates from the supervisory chain, beginning with the MILPO chief and extending
downward through the first line supervisor. Effective OJT will include the following:

(1) Supervisory assessments. To determine the training needs (see para 2-15, above).

(2) Open communication with all MILPO personnel. The workers must understand the need for training and they
should be given the opportunity for maximum participation. They need to be assured that the proposed training will be
purposeful and beneficial. In short, the workers have a right to know what is being programmed and how it will affect
them.

(3) Purposeful planning and preparation. The supervisory chain must plan the OJT program and prepare for its
implementation. This includes the development of a master schedule, supporting plans, and instructor preparation.

(4) Meaningful implementation by the supervisory chain. The conduct of OJT is a supervisory responsibility.
Implementation should include group classes as well as desk side coaching and assistance. Supervisor instructors must
be professionaly prepared for each class and the instruction must be presented in a meaningful manner.

(5) Supervisory monitorship and evaluation. The OJT program must be closely monitored and continuously evalu-
ated by the supervisory chain. Progression through a scheduled program of training is of no value unless the intended
training objectives are being met.

e. Cross-training. Cross-training is simply an extension of OJT. This method of training is the primary means used
to train individuals to perform jobs outside their regularly assigned duties. Though it need not be as structured as OJT
programs, the characteristics of effective OJT generally apply to cross-training as well. Cross-training is the MILPO
chief s primary means of—
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(1) Adding flexibility to the MILPO staff, thus enabling the supervisory chain to temporarily shift resources to meet
changes in work demands.

(2) Enhancing the professional development of those who have demonstrated the greatest potential for advancement
to positions of increased responsibility.

Chapter 3
Personnel Management

Section |
General

3-1. Military personnel management
Military personnel management as defined in the Dictionary of United States Army Terms is:

a. The process of planning, organizing, directing, coordinating, and controlling the procurement, training/education,
utilization, separation/retirement, development, and motivation of military personnel to assist in the successful ac-
complishment of the organizational mission. It includes all procedures related to: Military job analysis and evaluation;
position classification; personnel classification, assignment, and utilization; maintenance of an adequate system of
records and reports required for successful operation of the Army personnel system; Human Resources Development
activities to include development of individual potential; and development of an organizational climate that enhances
the attitude, motivation, commitment, and sense of well-being of soldiers and their families.

b. The objective of military personnel management is to ensure the success of the mission. To accomplish this
objective, available personnel resources must be used to the fullest extent possible. Consideration of the interest and
desires of the individual soldier should be balanced against the commander’s mission and availability of manpower
resources.

3-2. Establishing a personnel management program

a. Manpower, as the Army’s primary resource, must be considered on a priority basis in decision-making at al
levels. In order to use available manpower resources in the most efficient and effective manner, commanders at all
echelons should establish and aggressively enforce a military personnel management program that—

(1) Places the right soldier in the right job through efficient classification and careful assignment.

(2) Chalenges and stimulates the individual’s desire to produce through adequate incentives.

(3) Capitalizes on the individual’s intelligence, aptitudes, and interest through suitable training.

(4) Utilizes the individual fully on essential tasks.

(5) Ensures the individual has the opportunity for professional development and advancement through intelligently
planned and progressive rotation of assignments.

b. Commanders are responsible to review and comment upon those personnel actions which will have a direct
bearing on the efficiency of their organization. Personnel officers and unit commanders have the task of weighing the
facts when commenting upon a soldier’s qualification or eligibility needed to meet specific application regquirements
contained in governing Army publications.

¢. Commanders are to review each personnel action for completeness, adequacy of justification, and ensuring that all
factors bearing on the case are documented in the request. Include comprehensive documentation which supports a
waiver or exception to policy request. Commanders are to provide positive recommendations where approval is
contemplated and not merely “forward for consideration” those actions to HQDA. Although some personnel actions
which are governed by regulatory or statutory regquirements must be forwarded to HQDA for a final determination not
every personnel action initiated by a soldier requires it being forwarded up through the chain of command as an
exception to policy. If the individual does not meet submission criteria, prepare correspondence returning the request to
the applicant citing specific reason(s) for disapproval. Requests containing waivers may be disapproved at any higher
installation/command level before reaching HQDA. Commanders are responsible to exercise their discretionary (disap-
proval) authority on those actions which do not meet submission or qualification guidelines and return to requestor as a
disapproved action.

d. Once an action has been disapproved (either by installation commander or HQDA) six months must pass before
resubmission. As an exception to this guidance, a commander may forward an action for reconsideration wherein
circumstances have developed which significantly alter the originally submitted request and where the local com-
mander now recommends approval.

e. The following general guidance is provided to assist those responsible for reviewing personnel actions submitted
by soldiers. A commander should be able to answer YES to these questions. In most instances a NO response is
sufficient grounds for disapproval at the installation level. Prepare correspondence returning the request to the applicant
detailing the specific reason(s) for disapproval. Do not forward to HQDA as a routine action.
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(1) Have all specific requirements and prerequisites contained in governing Army publications been met by the
applicant?

(2) Has proper documentation been included which supports a waiver or exception to policy request?

(3) If PCS movement is required, is the soldier eligible and available for PCS movement now? Service members
currently stabilized may request other favorable personnel actions no earlier than 10 months prior to their current
stabilization termination date.

(4) Does the applicant possess/meet (where applicable):

() The proper MOS and paygrade needed for application?

(b) The required physical and weight standards?

(c) The required minimum military or civilian education?

(d) Leadership abilities or potential to perform in leadership positions?

(5) Do the soldier’s current and previous enlisted efficiency reports (EER) reflect favorably on the requested action?

(6) Are there other factors (financial irresponsibility, family problems, alcoholic or drug related problems, discipli-
nary problems, approved retirements, retention ineligibility limits reached, etc.) that in the opinion of the commander,
should prevent favorable consideration of the soldiers request?

3-3. Utilization of the military personnel office
This chapter contains detailed procedures by which effective military personnel management programs utilizing the
military personnel office as a nucleus can be instituted by commanders.

Section I
Procedures

3—4. Procedure 3-1 personnel reliability programs.
Moved to Procedure 9-21

3-5. Procedure 3-2 Army Occupational Survey Program
Procedure 3-2 covers the questionnaire administration for the Army Occupational Survey Program (AOSP).

a. Primary references: AR 611-3 and DA Pamphlet 611-3.

b. Forms used:

(1) DA Form 200

(2) DA Form 4308

(3) DA Form 4666

(4) DA Form 4773

(5) DA Form 4776

(6) DA Form 4777

(7) DA Form 5141

(8) DA Form 5233

c. This procedure supplements the above primary references. It provides guidance pertaining to the AOSP, which is
the Army’s primary method for evaluating the work done by its soldiers. Occupational data are collected Army-wide
through the administration of questionnaires.

d. Separate survey questionnaires for job incumbents are developed for enlisted and warrant officer MOSs and
commissioned officer specialties. Training factor questionnaires are developed for MOS/specialty supervisors and/or
subject matter experts (SME).

(1) The number of questionnaires for an MOS/speciaty alocated to a Military Personnel Office (MILPO) depends
upon a statistical sampling plan based on the MILPO share of overall MOS/specialty strength.

(2) Data collected are processed through the Comprehensive Occupational Data Analysis Programs (CODAP)
system for use in developing and evaluating training programs, Skill Qualification Tests, Soldiers Manuals, Military
Qualification Standards, and MOS/Specialty Classification Manuals (AR 611-101, AR 611-112, AR 611-201).

e. AOSP Project Officers are appointed and roster maintained by the MILPO.

(1) MILPOs are responsible for providing the information necessary to identify qualified survey respondents and to
provide organizational data on these respondents. In some instances, AOSP questionnaires may be mailed directly to
personnel by name or directed to the assigned units of the respondents. In these instances, the AOSP Project Officer
will not be responsible for respondent selection or questionnaire administration, but may be contacted for assistance in
ensuring the established suspense dates for surveys are met.

(2) AOSP Project Officers are responsible for identifying qualified respondents, administering questionnaires in
accordance with DA Pam 611-3, and returning questionnaires within 30 days (CONUS) or 60 days (OCONUYS) of
receipt.
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(3) Information of a personal nature may be disclosed or released only to authorized personnel in accordance with
AR 340-17 and AR 340-21 series.

f. The following actions will be taken for administration of Army Occupational Survey Program (AOSP)
guestionnaires.

Table 3-2
Procedure 3-2 Army Occupational Survey Program

Step: 1
Action required by: Military Personnel Officer
Description of actions: Ensures that AOSP Project Officers are appointed in accordance with Procedure 9-9.

Step: 2
Action required by: AOSP Project Officer
Description of actions: a. Receives AOSP shipment consisting of the following: Allocation List; Distribution List; DA Form 5233
(Acknowledgement of AOSP Shipment); DA Form 4308 (AOSP Questionnaire Data Sheet) for enlisted incumbents only; and AOSP
Questionnaires and Answer Booklets.

b. Verifies that number of questionnaires and answer booklets corresponds to the number allocated.

c. Acknowledges receipt of shipment by completing and returning DA Form 5233 (see fig 3-2-1) within 5 days of receipt.

d. Provides transmittal letter to the MILPO Personnel Management Specialist requesting a roster of personnel eligible to complete the
AOSP questionnaires.

Step: 3
Action required by: Personnel Management Specialist
Description of actions: a. Based on criteria in the transmittal letter, generates a roster of personnel eligible to complete AOSP
questionnaires. The roster must contain the following information: name; grade; social security number; duty MOS (enlisted and warrant
officer); specialty code (commissioned officer); authorized grade of MOS (enlisted); additional skill identifiers (ASI) for enlisted personnel
assigned to a duty position authorized an ASI; and unit identification code (UIC).

b. Ensures that personnel selected as eligible to complete the survey are working in the appropriate MOS or specialty code.

c. Ensures that first term soldiers selected to complete the survey are assigned to a duty position in the respective MOS for a minimum of 3
months.

Step: 4

Action required by: AOSP Project Officer

Description of actions: a. Receives roster of personnel eligible to complete AOSP questionnaires from Personnel Management

Specialist. Selects personnel to be surveyed in proportion to type unit (e.g., MTOE, TDA) and grade or skill level. For example: (see table 3-3)
b. Completes DA Form 4308 for each enlisted member selected to be surveyed and ensures personnel selected remain eligible to

complete survey. (See fig 3-2-2.)

Step: 5

Action required by: AOSP Project Officer

Description of actions: Distributes AOSP survey materials, e.g., transmittal letters, questionnaires, answer booklets, DA Forms 4308,
where applicable, and a copy of the roster of eligible personnel, to the AOSP questionnaire administrator(s) or First Sergeant, as appropriate,
with a suspense date for return of completed answer booklets.

Step: 6
Action required by: AOSP Questionnaire Administrator(s) or First Sergeant
Description of actions: Receives AOSP survey materials and coordinates roster of eligible personnel with unit PSNCO.

Step: 7

Action required by: PSNCO

Description of actions: Establishes availability of eligible personnel (e.g., PCS, ETS, personnel on leave or TDY beyond suspense date)
and identifies qualified alternates when possible. If a number of personnel eligible and available is less than number allocated, notifies the
AOSP Questionnaire Administrator or First Sergeant who will then notify the AOSP Project Officer.

Step: 8

Action required by: AOSP Project Officer

Description of actions: Makes determination if other personnel are available to complete the survey, and if not, requests authorized
reductions from SSC-NCR, ATTN: ATZI-NOS-D (telephone or message).

Step: 9

Action required by: AOSP Questionnaire Administrator or First Sergeant

Description of actions: a. Matches AOSP questionnaires with their corresponding answer booklets as follows:
(1) Enlisted incumbent with DA Form 4666.
(2) Enlisted training factor with DA Form 4777.
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Table 3-2
Procedure 3-2 Army Occupational Survey Program—Continued

(3) Commissioned officer incumbent with DA Form 4773.

(4) Commissioned/warrant officer training factor with DA Form 4776.

(5) Warrant officer incumbent with DA Form 5141.

b. All commissioned and warrant officer surveys—distributes questionnaires and corresponding answer booklets directly to the selected
officers or their units with a suspense for return of completed answer booklets.

c. Enlisted incumbent surveys only—completes DA Forms 4308 for alternate personnel identified by PSNCO. (See fig 3-2-2.). Notifies
PSNCO of personnel selected and the date, location, and time of questionnaire administration.

d. Enlisted training factor surveys only—notifies PSNCO of personnel selected and the date, location, and time of questionnaire
administration.

Step: 10
Action required by: First Sergeant/PSNCO Description of actions:

a. Provides completed DA Forms 4308 to enlisted soldiers who are selected to complete AOSP incumbent questionnaires.
b. Notifies selectees to report for questionnaire administration at specified date, location, and time.

Step: 11
Action required by: AOSP Questionnaire Administrator
Description of actions: a. Ensures central site is available for AOSP enlisted questionnaire administration.

b. Ensures the following survey materials are available for each participant:

(1) Adequate work space including a desk, table or lap board, and chair.

(2) One copy of the appropriate questionnaire and answer booklet.

(3) Two black lead pencils (no. 2 or 2 1/2).

c. Enlisted incumbent only—checks each DA Form 4308 against roster of eligible personnel to ensure the soldier's duty MOS is among
those being surveyed.

d. Enlisted training factor—checks duty MOS and grade of individuals reporting against roster to ensure they match criteria specified in
transmittal letter.

e. Provides the survey participants a brief explanation of the AOSP program. Example: “You are here today to complete an occupational
survey. The purpose of the survey is to collect data that will be used to evaluate and update training courses, Soldiers’ Manuals, and Skill
Qualification Tests.”

f. Directs survey participants to read the Foreword, General Instructions, and Instructions for Section | (Background Information). Asks
survey participants if there are any questions and, if any, provide specific answers.

g. Instructs survey participants to complete Section | (Background Information) and proceed at their own pace through the questionnaire.
Informs participants that they must read the instructions preceding each section and complete as indicated. Directs participants to request
assistance regarding any instructions they do not understand.

h. Before releasing survey participants, review completed answer booklets to ensure that—

(1) Participant’'s name, MOS Code from the questionnaire booklet, and, for enlisted incumbent only, current Duty MOS, are printed on the
cover.

(2) The items in Section | are completed property.

(3) The items in Section Il are not answered with patterned responses (e.g., zigzag or only one column).

(4) The item numbers in Section Il are not circled.

(5) Any erasures are clearly made.

(6) No item has more than one response.

(7) All stray marks are erased.

(8) The pages are securely stapled and any loose pages are restored to their proper places.

i. Separates answer booklets by type (incumbent, training factor) and MOS and transmits to AOSP Project Officer.

j. Checks names of survey participants versus list of individuals scheduled, and reschedules those who did not participate.

Step: 12
Action required by: AOSP Questionnaire Administrator
Description of actions: a. Receives completed AOSP answer booklets from commissioned and warrant officers.
b. Separates answer booklets by type (incumbent, training factor) and Specialty Code or MOS, and transmits to AOSP Project Officer.
c. Checks names of survey participants versus list of soldiers scheduled to participate, and contacts the units or officers to determine status
of surveys not completed.

Step: 13
Action required by: AOSP Project Officer

Description of actions: Receives completed AOSP answer booklets from survey administrator(s) and prepares a DA Form 200 (ADP Data
Transmittal Record). (See fig 3-2-3.)

Step: 14
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Table 3-2

Procedure 3-2 Army Occupational Survey Program—Continued

Action required by: AOSP Project Officer

Description of actions: IAW AR 340-3 and 340-5, packages and returns, by first class mail, completed AOSP answer booklets and DA Form
200 to US Army Soldier Support Center—National Capital Region, ATTN: ATZI-NOS-D, 200 Stovall Street, Alexandria, VA 22332-0400.
Ensures a Required Delivery Date (RDD) is put on cartons shipped from overseas areas.

Step: 15
Action required by: Military Personnel Officer
Description of actions: Evaluates administration of AOSP and takes corrective action where required.

Table 3-3

Number eligible

Skill level MTOE TDA Total
1 100 20 120
2 60 10 70
3 40 10 50
4 30 5 35
5 20 5 25
Total 250 50 300
Notes:

Total number of questionnaires to be administered from transmittal letter=100.

The percent of individuals with Skill Level 1 in MTOE is 100™300=.333.

The percent of individuals with Skill Level 1 in TDA units is 20™300=.067.

So, the number of incumbents with Skill Level 1 in MTOE units who should be selected to complete the AOSP questionnaires would be 100 (number allo-
cated x 0.333=33.

Likewise for Skill Level 1 in TDA units

100 (humber allocated) x 0.067=7

If the number of incumbents available is insufficient, i.e., number allocated exceeds total number eligible, SSC-NCR, ATTN: ATZI-NOS-D must be notified
telephonically or by message to request authorized reductions.

3-6. Procedure 3-4 surplus personnel reporting
Procedure 3-4 covers surplus personnel reporting (enlisted personnel).

a. Primary reference is AR 614-200.

b. Forms used are DA Forms 2496, 200, and 2632.

¢. This procedure supplements AR 614-200. It applies to al active Army permanent party enlisted soldiers, Army
National Guard and Army Reserve members serving on Federal Active Duty, other than Active Duty for Training
(ADT).

d. This procedure prescribes guidance for reporting surplus enlisted personnel in accordance with section VII,
chapter 2, AR 614-200.

e. Installations and organizations that submit requisitions directly to MILPERCEN are responsible for submission of
surplus reports.

f. MILPERCEN is responsible for reassignment of surplus personnel in accordance with distribution priorities and
assignment policies. MILPERCEN will provide assignment information pertaining to soldiers selected for reassignment
via the CAP IIl system.

g. Surplus reporting of enlisted personnel, with the exception of enlisted bonus recipients, who meet one or more of
the conditions outlined in para 3-22, and table 3-4-3 (table 3-4-3 is located after the last chapter in this pamphlet) is
optiona at the discretion of the installation/activity or oversea commander, unless otherwise directed by HQDA or
deemed appropriate by the local commander.

(1) Surplus reports will be submitted monthly (to arrive the first working day of the month) in the format prescribed
by table 3-4-1 for personnel in grades El to E8 to HQDA (DAPC-EPS-D), Alexandria, VA 22331

(2) Requests to remove individuals will be submitted by message to CDR MILPERCEN ALEX VA// DAPC-EPS-D/

(3) Changes to information that was previously reported will be submitted as they become known.
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(4) Surplus sergeants major and first sergeant/master sergeant personnel who are on E9 promotion lists will be
reported by message or command letter, at any time, to HQDA (DAPC-EPZ-E), Alexandria, VA 22331.

h. Requests for deletion or deferment from assignment instructions will be submitted directly to HQDA (DAPC-
EPS-S), (sec V, chap 2, AR 614-200, and procedure 4-1, DA Pam 600-8-10).

i. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be by burning, shredding, or other appropriate method.

j. The following action will be taken for surplus personnel reporting of enlisted personnel:

Table 3-6
Procedure 3-4 surplus personnel reporting

Step: 1

Action required by: Unit Cdr/1SG

Description of actions: Upon receipt of Unit Manning Reports (procedure 4-21, DA Pamphlet 600-8-1) notification of pending inactivation,
knowledge of improperly utilized soldiers, or by direction, identify all soldiers designated as surplus.

Step: 2
Action required by: Unit Cdr/1SG
Description of actions: Determine if soldier can be properly utilized (see para 3-6).

Step: 3

Action required by: Unit Cdr/1SG

Description of actions: Place bonus recipients in authorized positions over nonbonus recipients according to their bonus (or comparable)
MOS.

Step: 4

Action required by: Unit Cdr/1SG

Description of actions: Consider MOS conversion action for Career Management Fields (CMF) reconfigured under the Enlisted Personnel
Management System (EPMS).

Step: 5
Action required by: Unit Cdr/1SG
Description of actions: Identify numerical overstrength.

Step: 6
Action required by: Unit Cdr/1SG
Description of actions: Select soldiers who meet the conditions outlined in Rules 7 through 9, section 1; or Rule 3, section II; table 3-4-3.

Step: 7
Action required by: Unit Cdr/1SG
Description of actions: Determine MOS and grade.

Step: 8

Action required by: Unit Cdr/1SG

Description of actions: Review annotated Unit Manning Report to ensure that personnel should be reported surplus. Soldiers who must be
reassigned due to inactivation will be reported 150 days before inactivation date (Rule 10, section I; or Rule 4, sec Il; table 3-4-3).

Step: 9

Action required by: Unit Cdr/1SG

Description of actions: Purify Unit Manning Report if status of soldier has changed to a surplus status or from a surplus status to proper
utilization.

Step: 10
Action required by: Unit/BnPAC Clerk
Description of actions: If necessary, submit “POSN” SIDPERS transaction (procedure 2-19, DA Pam 600-8-1).

Step: 11

Action required by: Personnel management specialist

Description of actions: Screen SIDPERS Potential Assignment Report (procedure 3-8) against Unit Manning Report (procedure 9-16) to
identify personnel tentatively identified as surplus. Potential Assignment Reports consist of the PCN ACC-C92 (Part 4)-Mal-slotted
personnel.

Step: 12
Action required by: Personnel management specialist
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Table 3-6
Procedure 3-4 surplus personnel reporting—Continued

Description of actions: Screen previous surplus reports to ensure that soldiers have not been included if previously reported, unless
otherwise directed.

Step: 13
Action required by: Personnel management specialist

Description of actions: Verify soldier qualifications and report the MOS in which the soldier is capable of performing duty without extended
on-the-job refresher training. Priority of utilizations, as listed in paragraph 3-33 should be used to determine new assignment.

Step: 14

Action required by: Personnel management specialist

Description of actions: Check MOS inventories and Unit Manning Reports of all supported units to ensure that a vacancy does not exist for
this soldier and that the most eligible of all soldiers (by grade and MOS in all supported units) is reported surplus.

Step: 15

Action required by: Personnel management specialist

Description of actions: Identify careerists who are surplus and who possess a PMOS in an overstrength status at the current fiscal year
group (FYGP) (see DA Cir 611 series).

Step: 16

Action required by: Personnel management specialist

Description of actions: Identify first term soldiers who have completed 24 months active Federal military service and possess a PMOS in
overstrength status at the current FYGP.

Step: 17
Action required by: Personnel management specialist

Description of actions: Prepare CMT requesting Unit Commander to encourage the voluntary reclassification/retraining of soldiers holding
a PMOS which is overstrength in the current FYGP. (See procedure 3-46, this pamphlet.)

Step: 18

Action required by: Personnel management specialist

Description of actions: Prepare forwarding CMT to Unit Commander informing status of soldiers reported surplus, i.e., will be reassigned
locally, will be reported to HQDA, etc.

Step: 19
Action required by: Personnel management specialist
Description of actions: Prepare Surplus Qualification Cards with a computer listing (when facilities permit) (table 3-4-1 and table 3-4-3).

Step: 20

Action required by: Personnel management specialist

Description of actions: Prepare DA Form 200 for signature of the Military Personnel Officer. Give all documents to Personnel Management
Supervisor.

Step: 21

Action required by: Personnel management supervisor

Description of actions: Review MOS inventories and Unit Manning Report. Compare the grade and MOS data of surplus personnel with the
Unit Manning Report to effect appropriate local reassignments if such action is authorized.

Step: 22
Action required by: Personnel management supervisor
Description of actions: Review Surplus Qualification Cards and computer listing for keypunch and format error.

Step: 23
Action required by: Personnel management supervisor
Description of actions: Give cards with listings, DA Form 200, and DA Form 2496, Disposition Form, to the Military Personnel Officer.

Step: 24
Action required by: Military personnel officer

Description of actions: Review cards, Unit Manning Report, DA Form 2496 and recommended reassignments. Sign DA Form 200 and DA
Form 2496.

Step: 25
Action required by: Personnel management specialist
Description of actions: Forward documents as follows:

a. Annotated DA Form 2496 back to Unit Commander.
b. Surplus report/listing and DA Form 200 for personnel in grades E1 to E8 to HQDA (DAPC-EPS-D), Alexandria, VA 22331-0400.
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Table 3-6
Procedure 3-4 surplus personnel reporting—Continued

c. Surplus reports for Sergeants Major and First Sergeant/Master Sergeant personnel on E9 promotion lists by message or command letter
to HQDA (DAPC-EPZ-E), Alexandria, VA 22331-0400. Correspondence will include the soldier's name, SSN, PMOS, and the reason surplus
(table 3-4-1). Reports may be submitted under this paragraph at any time a surplus is created.

Step: 26

Action required by: Personnel management specialist

Description of actions: Surplus reports, with the exception of step 25 above, will be submitted on a monthly basis to arrive at MILPERCEN
not later than the first working day of each month.

Step: 27
Action required by: Personnel management specialist
Description of actions: Initiate action to effect necessary local reassignment.

Step: 28

Action required by: Personnel management specialist

Description of actions: Changes to information previously reported will be submitted as soon as it becomes known by entering in card
column 78 (table 3-4-1) the appropriate change code shown in table 3-4-2.

Step: 29

Action required by: Personnel management specialist

Description of actions: Requests to remove soldiers from surplus status will be submitted by electrical message to CDR MILPERCEN VA//
DAPC-EPS-D// and will include the grade, name, SSN, PMOS, and date originally reported.

Step: 30

: Personnel management specialist

Description of actions: Requests for deletion or deferment from assignment instructions will be submitted directly to HQDA (DAPC-EPS-S)
(sec V, chap 2, AR 614-200 and procedure 4-1, DA Pam 600-8-10).

Step: 31

Action required by: Unit Clerk

Description of actions: Upon receiving CMT from MILPO, confer with Unit Commander and designate a date for interviewing each soldier
designated as surplus.

Step: 32

Action required by: Unit commander/1SG

Description of actions: Encourage the voluntary reclassification/retraining of soldiers so identified in the DA Form 2496. (See procedure 3-
46, this pam).

Step: 33

Action required by: Unit Commander/1SG

Description of actions: If a soldier declines voluntary reclassification when his PMOS is overstrength in the current FYGP, advise the
individual that he may request a hearing before a reclassification board.

Step: 34
Action required by: Unit Commander/1SG
Description of actions: Interview all others to verify personnel data to be reported.

a. Inform the soldier—

(1) If being reported surplus and, if so, when.

(2) Pending receipt of disposition instructions, if being utilized in available position which is commensurate with grade and qualifications.

(3) That HQDA will consider area of preference in determining reassignment, but ultimate assignment will be based on the requirements of
the Army.

(4) If local assignment is directed.

b. Correct any deficiencies on the status of soldiers as directed by the MILPO.

Step: 35

Action required by: Unit clerk

Description of actions: Upon completion of the interview(s), prepare CMT to MILPO stating soldiers designated as surplus have been
interviewed and include Oversea Area of Preference, CONUS Area of Preference, and Surplus Reporting Code (see AR 680-29 and table 3-
4-2). Include a statement that actions have been taken in accordance with the preceding comment. Give to Unit Commander or 1SG, as
appropriate.

Step: 36
Action required by: Unit commander
Description of actions: Sign CMT and forward through channels.
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3-7. Determining a properly utilized soldier

a. A soldier who is assigned in accordance with band ¢ below, but who is not utilized in his or her position, is
considered improperly utilized.

b. Soldier is in a position—

(1) In the PMOS at the same grade of rank or two grades higher (provided there are not soldiers available in the
proper grade for assignment).

(2) In the career progression MOS (CPMOS) (provided skill level is other than “0" (zero)).

(3) In the SMOS at the same or higher grade of rank (only when no requirement exists in (1) above).

(4) In an MOS substitute for the PMOS as authorized in AR 611-201 (only when no requirement exists in (1)
above).

(5) In an AMOS at the same or higher grade of rank (only when no requirement exists in (1) above).

(6) In ashortage or balanced MOS, if current PMOS is listed as overstrength in DA Circular 611 series or otherwise
directed by HQDA, in which the soldier is being trained for award of a new MOS.

¢. Authorized exceptions include—

(1) The assignment is under actual combat conditions.

(2) The assignment is to meet urgent military requirements to satisfy an exceptional need for special temporary duty,
not to exceed 90 days, after which the soldier must be returned to perform duties in his assigned position for at least
120 days.

(3) MACOM are authorized to extend the utilization period up to 12 months for a soldier on special duty when it is
required to accomplish total mission.

(4) Soldiers with Enlistment Bonus or Selective Reenlistment Bonus must serve in the MOS for which bonus was
awarded, an MOS within normal career progression pattern, or in an MOS designated by HQDA as comparable.

(5) The assignment is for the sole purpose of qualifying the soldier for award of a shortage MOS (see DA circular
611 series).

(6) In support of Reserve summer training.

(7) The assignment is made under special instruction from HQDA.

(8) An NCO may be utilized in a specialist position at the same pay grade provided there are no NCO vacancies
available in his current pay grade and same or higher skill level.

(9) Soldiers surplus in accordance with AR 614-200 and this procedure, except pay grade E9, may be assigned and
utilized in their PMOS in a one-grade lower position to preclude PCS moves and to offset or space imbalance between
oversea and CONUS.

d. Other considerations include—

(1) A speciaist should not be utilized in an NCO position below his pay grade.

(2) In considering a specialist or private for utilization at a higher grade, this sequence should be followed:

(a) Specidlist position at the next higher pay grade.

(b) NCO position at present pay grade.

(c) NCO position at a higher pay grade.

(3) Assignment limitation recorded on the soldier’s Personnel Qualification Records must be considered.

Table 3-4-1

Format for surplus qualification card

Dara item Position
Name (last name first six characters and spaces) 1-6
PMOS 7-11
Blank 12-18
Military personnel class “E” 19
SSN 20-28
Assignment classification “S” 29
Status “S” 30
Blank 31-36
CONUS or Oversea area of preference 37-38
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Table 3-4-1
Format for surplus qualification card—Continued

Dara item Position

Blank 39-59

Source “M” 60

Type of transaction “S8” 61-62

Blank 63-69

RIG “B” 70

DPA “0” 71

Blank 72-77

Surplus report code 78

RIN “K” 79

DPA “0” 80

(ALPHA Character)

Notes:

See AR 614-200, appendix F and this pamphlet for additional information.

Table 3—4-2

Reporting codes for surplus personnel

Surplus personnel Initial report code Change report code
Personnel reported under rules 1 through 3, section |, and rule 1, section I, table 3-4-3 A 3

Personnel reported under rules 4 through 6, section |, and rule 2, section I, table 3-4-3

Personnel reported under rules 7 through 9, section |, and rule 3, section I, table 3-4-3

|0 |m

4
5
6

Personnel reported under rules 10, section |, and rule 4, section Il, table 3-4-3

3-8. Procedure 3-5 immediate available personnel
Procedure 3-5 covers reporting immediately available personnel.

a. Primary reference is AR 614-200.

b. Forms used are DA Forms 2, 2-1, 2496, 2635, DD Form 173, and DD Form 4 series.

c. This procedure supplements AR 614-200. It prescribes guidance pertaining to the reporting of personnel who
become available for, and require immediate reassignment from their current station.

(1) Immediately available personnel are defined, and policies pertaining to their reporting and reassignment are
contained, in AR 614-200, chapter 2.

(2) Cases involving personnel who become immediately available for assignment require rapid action to obtain
assignment instructions in order to preclude a loss of productive man-days.

(3) Personnel found to be immediately available will be reported to MILPERCEN by commanders of organizations
or agencies authorized to submit personnel requisitions directly to MILPERCEN.

(4) Reports will be submitted as soon as it can be determined that a soldier is, or will become immediately
available; but in no case will a report be delayed beyond 24 hours after the effective date of a soldier’s availability.

(5) These reports are, in effect, requests for assignment instructions and MILPERCEN will provide assignment
instructions by message or telephone within 72 hours.

(6) All required MOS reclassifications will be accomplished prior to reporting a soldier immediately available.

(7) Categories of immediately available personnel and the appropriate addresses for reporting those personnel are
contained in AR 614-200, chapter 2. Report format and instructions are contained in this procedure.

d. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with the applicable directives or by destruction when the purpose for which
authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

e. The following actions will be taken for reporting immediately available personnel:
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Table 3-8
Procedure 3-5 immediate available personnel

Step: 1

Action required by: Unit cdr/school commandant

Description of actions: All soldiers who fall into one of the categories listed in table 2-2, AR 614-200 will be reported HQDA MILPERCEN
using the appropriate codes. Soldiers in categories identified by codes D, E, and | are not required to be reported if a vacancy exists in which
they can be properly utilized at the reporting installation /activity in accordance with Chapter 3, AR 600-200.

Step: 2

Action required by: Unit cdr/school commandant

Description of actions: Provide unit/BnPAC clerk with the reason for reporting personnel immediately available as listed in table 2-2, AR
614-200, and with other personnel data needed to complete the report to the MILPO. (See fig 3-5-1, 3-5-2, and para 3-9.)

Step: 3

Action required by: Unit/bn PAC clerk

Description of actions: Prepare and submit DA Form 2496 (see fig 3-5-1), through channels to MILPO listing all soldiers who are
immediately available, other data as needed, and commander’s recommendation concerning retention in the organization for each soldier in
categories identified by codes D, E, and I. Give DA Form 2496 to commander.

Step: 4
Action required by: Unit/bn PAC clerk
Description of actions: Make appointment for reported personnel to be interviewed by the Personnel Management Specialist.

Step: 5
Action required by: Unit cdr/school commandant

Description of actions: Review the DA Form 2496 for accuracy and completeness, sign and forward through channels as appropriate.
(Have report handcarried if necessary to meet time limitations.)

Step: 6
Action required by: Personnel management specialist
Description of actions: Upon receipt of report, request DA Form 2, 2-1, and MPRJ from the Personnel Records Specialist.

Step: 7

Action required by: Personnel management specialist

Description of actions: For soldiers in categories identified by codes D, E, and |, screen MOS inventories (procedure 4-21, DA Pam 600-8-
2), Unit Manning Reports of all units with projected gains (procedure 4-35, DA Pam 600-8-2), and loss reports (procedure 4-22, DA Pam 600-
8-2); and personnel records of reported soldiers, to find out whether those soldiers may be properly utilized in accordance with AR 600-200
within an organization on the installation.

Step: 8

Action required by: Personnel management specialist

Description of actions: Interview all personnel who have been reported as immediately available by the Unit Commander/School
Commandant to obtain any required information to complete the report.

Step: 9

Action required by: Personnel management specialist

Description of actions: Prepare report of immediately available personnel in accordance with instructions and format as shown at figure 3-
5-2 and paragraph 3-9.

Step: 10

Action required by: Personnel management specialist

Description of actions: Provide the report, recommendations for local reassignments, and other documents to the Personnel Management
Supervisor.

Step: 11

Action required by: Personnel management supervisor

Description of actions: Review MOS Inventory and Unit Manning Reports. Prepare listing of recommended reassignments. Review report
of immediately available personnel. Give report and list of recommended assignments to the Personnel Officer.

Step: 12
Action required by: Military personnel officer
Description of actions: Review the recommended assignments and the report.

Step: 13
Action required by: Military personnel officer
Description of actions: Direct action to effect reassignments, if appropriate. Do not include in the report those personnel who are
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Table 3-8
Procedure 3-5 immediate available personnel—Continued

reassigned and properly utilized (e.g., soldiers in categories D, E, and | who can be utilized in accordance with chap 3, AR 600-200, need not
be reported.

Step: 14
Action required by: Military personnel officer
Description of actions: Sign report and forward to appropriate MILPERCEN addressee.

Step: 15

Action required by: Personnel management specialist

Description of actions: Set up suspense files. Notify Personnel Management Supervisor if assignment instructions are not received within
three working days after transmission of the report.

Step: 16
Action required by: Personnel management specialist
Description of actions: Upon receipt of assignment instructions, pull suspense copy and proceed to procedure 3-1, DA Pamphlet 600-8-10.

3-9. Personnel availability report

a. Reports will be prepared in two parts—part A for POR qualified personnel and part B for non-POR qualified
personnel. Reports will include the basic and supplemental data requested in ¢ and d below. Ensure reports are
combined according to AR 614-200, paragraph 2-31.

b. At figure 3-5-2 is a sample report of immediately available personnel. Subparagraphs ¢ and d, below, are keyed to
the respective lines of the sample report.

c. Basic personnel data

(1) Line A—Name, sex, grade of rank, SSN, and UIC of losing organization, Regimental Affiliation (if applicable).

(2) Line B—Pay grade/Enlistment Bonus or Selective Reenlistment Bonus Designator (i.e., EB, SRB), if applicable.
If no bonus, enter “NO BONUS".

(3) Line C—PMOS/SMOS/AMOS. Enter MOS preceded by “P’, “S’, or “A”", respectively. Report PMOS or
reporting code as prescribed by AR 600-200, chapter 2. Include skill level digit, special qualification identifier (SQI),
and additional skill identifier (ASI) as applicable. If a soldier has been awarded more than one MOS, report all
additional MOS. Only those MOS awarded and recorded on DA Forms 2 and 2-1 will be reported. The most
significant additional MOS will be reported as the secondary MOS if ho SMOS has been designated. The decision of
which MOS to report as SMOS will be based upon the soldier’s current grade, recency of experience, SQT or MOS
evauation scores, and physical condition. Report SQI and ASI with SMOS if applicable.

(a) Airborne and specia forces qualified personnel will be personally interviewed to determine whether they want to
continue in an airborne or special forces status in their next assignment. This must be done before reporting them with
the special qualification identifier (SQI) “S” or “P". If airborne or special forces duty is not desired, SQI “S’ or “P”
will be removed (AR 600-200, para 2-33).

(b) Prior-service soldiers (enlisting or reenlisting for training in an MOS that is not the same as the PMOS held in a
prior period of service), will be reported as the PMOS in which training is required. Skill level 0 (e.g., 11B00) will be
indicated to show that the soldier requires training in that MOS. The previous PMOS will be reported as SMOS or
AMOS if the soldier is till qualified in the MOS. If no further training is required on reenlistment, the soldier will be
reported as having PMOS and skill level for which he enlisted.

(c) If soldier is an MOS-qualified linguist (MOS 98G/96C) or fluent in a foreign language, regardiess of MOS,
indicate appropriate language code (AR 611-6).

(d) If soldier has an ASI (see AR 600-200 and 611-201 and item 4 and 18, Section |l, DA Form 2), report the ASl.
If soldier has an ASI and is aso fluent in a foreign language, al ASI and language codes will be reported. Annotate
additional ASI and/or language codes at the end of line C of the message (e.g., C. P75C4ALFR/S75D4LGM/also
awarded ASl A3).

(e) For soldiers attending civilian educational institutions under AR 621-1, use reporting code 09D00, and the
soldier's PMOS in parentheses following the reporting code.

(4) Line D—Overseas tour code/date returned from overseas service (DROS)/AEA code/expiration of term of
service (ETS). Enter the following items sequentially separated by “/”:

(a) Latest oversea tour code from the “TYPE” column of item 5, DA Form 2-1. Enter “NONE” if applicable.

(b) DROS from item 14, Section IV, DA Form 2. Enter DEROS if soldier is currently serving on oversea tour or is
being returned to duty from AWOL status from an oversea tour. Enter “NONE” if not applicable.

(c) AEA Code from item 15, Section 1V, DA Form 2.

(d) ETS from item 3, Section IV, DA Form 2.
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(5) Line E—Immediately Available Category. Indicate the category by entering the letter of the alphabet which
corresponds to the description of circumstances that have made the soldier immediately available for assignment as
shown in table 2-2, AR 614-200, (e.g., the letter “B” would identify a soldier becoming eligible for assignment
following release from a medical holding detachment). If no code applies, enter “SEE REMARKS’, and fully explain
the circumstances requiring immediate assignment in clear text in line H.

(6) Line F—CONUS Area of Preference/Oversea Area of Preference. Obtain information by interview. Enter the
following items separated by “/”. Note: Verify data with items 19 and 20, Section IV, DA Form 2. If not the same,
have soldier submit DA Form 2635 (procedure 6-3, this pamphlet).

(@) CONUS Area of Preference (para 1-18, AR 680-29).

(b) Oversea Area of Preference (para 1-53, AR 680-29).

(7) Line G—Basic Active Service Date (BASD)/Security Investigation Status/Defense Language Aptitude Battery
(DLAB) Score/Citizenship/Suspension of Favorable Personnel Actions Status/Physical Profile Serial/and Physical
Category Code. Enter the following items sequentially separated by “/”:

(@) BASD from item 2, Section IV, DA Form 2.

(b) Security Investigation Status from item 7, Section I, DA Form 2.

(c) DLAB score from item 10, DA Form 2-1. If none, enter “NONE”.

(d) For citizens of the United States, enter “US’; for aliens, enter the word “ALIEN” followed by the country of
citizenship in parentheses, item 12, Section I, DA Form 2 and item 23, DA Form 2-1.

(e) Indicate if the soldier is under suspension of favorable personnel actions (AR 600-31) by “YES' or “NO”.

(f) Report the physical profile serial (PULHES) and physical category code from items 9 and 10, Section II, DA
Form 2. When the physical profile category code represents a physical defect or assignment take action in accordance
with AR 600-60.

(8) Line H—Remarks. Include applicable supplemental personnel data indicated in paragraph 4b, below.

d. Supplemental personnel data. Request will contain in line H, Remarks, the following personnel data, as applica-
ble, according to the category of personnel reported. Each case that is not described by one of the categories listed
should be fully explained with this section.

(1) All categories.

(a) If the soldier has an enlistment contract that has not been completely fulfilled, report the terms of the contract,
what portion has been completed, and what portion remains unfulfilled. Obtain information by interview and review of
DD Form 4 series.

(b) Include a statement to the effect that assignment of the soldier will be an additional move in the fiscal year, (if
the requested move constitutes a second or subsequent change of station within the current fiscal year) and whether
soldier accrued entitlement to dislocation allowance as a result of the last PCS. Furnish pertinent data on which to base
a decision for the additional change of station in accordance with AR 614-6. Verify data in item 6, Section IV, DA
Form 2.

(2) Category A.

(@) Indicate reason for relief from school, organization and station from which ordered to school, and, if applicable,
the amount of prescribed foreign service tour completed prior to arrival in CONUS to attend the course.

(b) Report the specific cause of failure (not applicable for those attending OCS). Whenever academic deficiency is
responsible, indicate why (e.g., lack of motivation, lack of necessary mathematics, poor educational background in
primary subject area).

(c) Recommend, if appropriate, further training in arelated MOS or another specific MOS, if the soldier is qualified.
If the soldier is being eliminated from an MOS producing course, with no previously awarded MOS, and is qualified
for an MOS through a civilian acquired skill, indicate the MOS. Also indicate whether the soldier is fully qualified for
direct award of the MOS.

(d) Furnish following information if soldier has not completed training and only if new training is not available
through the retrieval system—Name, SSN, typing skill, recommended or preferred MOS training, and MOS training
previously failed.

(3) Category G.

(@) Indicate unit and station or area from which soldier is absent. If absence was an attempt to avoid oversea,
movement, indicate that fact and indicate which oversea unit and area. Cite applicable paragraph from AR 630-10 to
identify type of absentee.

(b) Furnish information required by paragraph d, below, only if soldier has not completed training.

(4) Category H. Report the following:

(a) All aptitude area scores.

(b) Motor Driver Battery score.

(c) Date of birth.

(d) Civilian education.

(e) Height.
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(f) High school subject in math and science.

(g) Typing skill.

(h) Auditory perception score.

(i) Whether or not the soldier has a valid state driver's license.

() Date and ingtallation at which soldier started basic combat/basic training.

(K) Whether soldier started but did not complete advanced individual training (indicate number of weeks completed,
MOS in which trained, and installation conducting training).

() If soldier has been eliminated from more than one MOS producing course, list al MOS training previously
failed/dropped, reason, and length of training.

(m) MOS recommended by commander for retraining.

(n) MOS preferred by soldier for retraining.

(5) Category 1. Indicate specific enlistment commitment for personnel who enlisted for a particular option, to
include authority for such enlistment. Soldiers who can be utilized in accordance with chapter 3, AR 600-200, need not
be reported if they are in the categories identified by Codes D, E, and I.

(6) Category J. Indicate date the soldier will be available for assignment, if not immediately available.

(7) Category K. If the soldier being reported as immediately available is married to another service member and
desires assignment to the installation/area where the spouse (MILPO must verify marriage before completing this
category K data) is assigned, indicate the following data for the spouse:

(@) Name

(b) Pay grade

(c) SSAN

(d) PMOS

(e) Unit and station of assignment

(H Marital status verified.

3-10. Procedure 3-6 language training
Procedure 3-6 covers applications for language training.

a. Primary reference is AR 611-6.

b. Forms used are DA Forms 2 and 2-1, 3180 (Personnel Screening and Evauation Record), 3444 series, 4187
(Personnel Action), DD Forms 1610 (Request and Authorization for TDY Travel of DOD Personnel), and 5160.41.

¢. This procedure supplements AR 611-6. It prescribes guidance for processing applications of service members who
meet eligibility and selection criteria and wish to volunteer for language training under AR 611-6.

(1) Applications for language training to qualify for assignment to a Military Assistance Advisory Group (MAAG)
or mission, the Defense attache system, foreign area officer, or other specialized assignment will be submitted under
the directive applicable to the special program.

(2) Selection of personnel for language training is governed by projected worldwide requirements by grade,
specialty or MOS, language, and proficiency level. Personnel who are involuntarily selected and ordered to language
training do not incur a service obligation.

(3) Service members who volunteer for language training under AR 611-6 must meet the service obligation or
service remaining requirement specified therein and in AR 614-200 for enlisted personnel. For personnel who apply for
language training in conjunction with a special program, the service obligation of the program will apply.

d. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a persona nature may be disclosed or released
under applicable directives only to authorized personnel in accordance with AR 340-17 and AR 340-21 series.
Disposition of documents will be according to applicable directives or by destruction when the purpose for which
authorized has been served. Destruction will be by burning, shredding, or other appropriate method.

e. The following actions will be taken on applications for language training:

Table 3-10
Procedure 3-6 language training

Step: 1

Action required by: Unit Cdr/1SG/BnPAC PSNCO

Description of actions: Encourage qualified personnel to apply for language training. See DA Circular 350 series and DA Circular 611
series.

Step: 2
Action required by: Unit Cdr/1SG/BnPAC PSNCO
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Table 3-10
Procedure 3-6 language training—Continued

Description of actions: Interview and counsel service members who indicate an interest to assure that individual is aware of the course
requirements; note when applicable that DLAT scores are no longer acceptable; type of assignment to follow; and service obligation.

Step: 3

Action required by: Unit Cdr/1SG/BnPAC PSNCO

Description of actions: Have applicant prepare DA Form 4187 as in figure 3-6-1; and complete statement as in figure 3-6-4. When
applicable, also have individual complete statement for waiver of enlistment contract; shipment of household goods and movement of
dependents; see examples in procedure 3-8. Attach statements as enclosures to DA Form 4187, checking to make sure they are properly
completed and signed.

Step: 4
Action required by: Unit Cdr/1SG/BnPAC PSNCO
Description of actions: Complete section IV (Remarks) as in figure 3-6-1. List the enclosures.

Step: 5
Action required by: Unit Cdr/1SG/BnPAC PSNCO
Description of actions: When advisable, arrange for additional counseling as follows:
a. Training officer, for course prerequisites qualification and eligibility requirements, and possibility of waivers; service obligation.

b. Career Counselor/ Reenlistment Officer, concerning extension of service (chap 3, AR 601-280); enlistment commitments and bonuses,
and requirements for waiver thereof. AR 601-210, AR 601-280, and chapter 8, AR 600-200 apply (enlisted personnel).

Step: 6

Action required by: Unit Cdr/Bn Comdr.

Description of actions: Complete section V. If unit commander recommends disapproval, reason must be given. Sign and forward DA Form
4187 with enclosures to MILPO, through command channels as appropriate. See Figure 3-6-2.

Step: 7
Action required by: Personnel management specialist
Description of actions: Review application and process as follows:

a. Screen Personnel Qualification Records and documents in MPRJ to verify information in the application and if individual meets the
course prerequisites.

b. Determine if individual has enlistment commitment and if a recipient of any type of (re)enlistment bonus (current enlistment only); and if
waiver is applicable. Provisions of AR 600-200 are applicable.

c. When required to meet the qualification prerequisites, arrange for testing or retesting in the Defense Language Aptitude Battery; or
retesting in the Armed Services Vocational Aptitude Battery. See procedure 3-25.
Note.DLAT scores are not acceptable.

Step: 8

Action required by: Personnel management specialist

Description of actions: If language training is to be followed by MOS training requiring a security clearance, check individual's security
clearance or status of security investigation. Unless previously accomplished, and individual meets the requirements and qualifications for
language training, take action to initiate investigation for security clearance.

Step: 9

Action required by: Personnel management specialist

Description of actions: Officer personnel. If applicant does not have sufficient remaining service to meet the service obligation, have
individual complete request for additional active duty (AR 135-215). See procedure 4-2. Attach request to application for training.

Step: 10

Action required by: Personnel management specialist

Description of actions: If individual will not be available for assignment (e.g., alerted for foreign service tour or suspension of personnel
action has been initiated) or is ineligible for the training requested, return application through command channels to the service member.
Prepare CMT giving reason for disqualification and if application may be submitted at a later date.

Step: 11

Action required by: Personnel management specialist

Description of actions: If individual meets criteria for training, prepare forwarding CMT as in figure 3-6-3 including statements as indicated.
If recommending disapproval, give justification. Forward to supervisor for review and signature.

Step: 12
Action required by: Personnel management supervisor
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Table 3-10
Procedure 3-6 language training—Continued

Description of actions: Review application for accuracy and completeness; set up suspense for reply and forward for signature. Return
MPRJ to the Personnel Records Specialist.

Step: 13

Action required by: Personnel management supervisor

Description of actions: Upon receipt of comeback copy, send to the Personnel Records Specialist for tiling in MPRJ as action pending
document.

Step: 14

Action required by: Personnel management supervisor

Description of actions: Upon receipt of approval or disapproval of application from HQDA, note additional personnel actions to be taken.
Give appropriate instructions to the Personnel Management Specialist.

Step: 15

Action required by: Personnel management specialist

Description of actions: If application is disapproved, forward to individual through command channels, as in step 10, above. Have action
pending copy of application withdrawn from MPRJ and file complete copy of correspondence in accordance with AR 340-2 or AR 340-18-7.

Step: 16

Action required by: Personnel management specialist

Description of actions: Upon receipt of approval of application, notify unit and service member to await assignment instructions (PCS or
TDY enroute) or travel orders if TDY to school and return to the same installation. Hold original correspondence as action pending document
for file in MPRJ (see step 20, below.)

Step: 17

Action required by: Personnel management specialist

Description of actions: If individual will attend school TDY and return to the same installation, request travel orders in accordance with AR
310-10. If school attendance will be PCS or TDY en route, upon receipt of assignment instructions, process in accordance with DA Pamphlet
600-8-10. Request orders (AR 310-10).

Step: 18

Action required by: Personnel management specialist

Description of actions: For enlisted personnel, verify that service member has sufficient remaining service to meet service obligation (AR
611-6 and AR 614-200). If not, notify individual through unit commander to initiate request for extension of enlistment or request for
enlistment in accordance with chapter 3, AR 601-280, and that action must be completed prior to commencement of travel. Set up
appropriate suspense to assure action is completed prior to departure from installation, whether PCS or TDY travel.

Step: 19

Action required by: Personnel management specialist

Description of actions: If assignment instructions indicate security clearance is required, check to see if necessary action has been taken
(step 8, above). If not, initiate request.

Step: 20
Action required by: Personnel management specialist
Description of actions: Make disposition of correspondence (copies of applications) as follows:

a. When applicable—

(1) Signed approval of request for waiver of (re)enlistment comment. Withdraw original from original application and replace with a
machine-reproduced copy (unless carbon copy with signature of approval authority is available). Send original of signed approval of request
for waiver to Commander, US Army Enlisted Records and Evaluation Center, ATTN: PCRE-M, Fort Benjamin Harrison, IN 46249-5301. (For
file in the Official Military Personnel File (OMPF). AR 640-10 applies).

(2) Statements concerning movement of household goods (HHG) and/or dependents (step 3, above). Withdraw original from application
and replace with machine reproduced copy (unless carbon copy with signatures is available). Original is filed in MPRJ in accordance with AR
640-10.

b. Send to the Personnel Records Specialist for file in MPRJ.

(1) Copy of each statement (when applicable, as indicated above) for file as permanent document.

(2) Complete copy of application for file as action pending document (to be withdrawn upon completion of the training to which the
application pertains).

Step: 21

Action required by: Personnel management specialist

Description of actions: Since the MPRJ does not accompany service members attending school TDY and return to the same installation/
station, ensure that the following documents are given to the soldier (to hand carry to the school) prior to departure for TDY:

a. Copy of request (including enclosures). Be sure official signatures are shown. Be sure, especially in cases likely to be questioned, that all
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Table 3-10
Procedure 3-6 language training—Continued

applicable information is included which is needed to establish eligibility for the proposed schooling.

b. When required for the course (DA Pam 351-4), ensure that copies 1 and 2, DA Form 3180, completed through Part IV, accompany the
service member (chap 3, AR 50-5), and TDR Card.

c. Copy of DA Form 2 produced from “INQY” SIDPERS transaction, and a photocopy or machine-reproduced copy of DA Form 2-1.

d. Terminal Digit File for Treatment Record (DA Forms 3444 series).

Step: 22

Action required by: Personnel records supervisor

Description of actions: Upon preparation of records for outprocessing (PCS), be sure a complete copy of the application is placed in the
MPRJ as an action pending document, to include signatures on copies of statements and approved request for waiver if any. This is to
preclude any copies of statements an approved request for waiver it any. This is to preclude any question of qualification for and possible
delay of entrance into the class by the student.

Step: 23

Action required by: Personnel management specialist

Description of actions: Upon receipt of approved application, alert Personnel Records Specialist so that if EER is required, it can be
properly completed, signed, and processed in accordance with AR 623-205.

3-11. Procedure 3-7 specialty designation
Procedure 3-7 covers speciaty designation (commissioned officers).

a. Primary reference is AR 611-101, 614-100, and DA Pam 600-3.

b. Forms used are DA Forms 2, 2-1 and 2496.

¢. This procedure supplements primary references listed above. It prescribes guidance for administrative processing
of the OPMS Specialty Designation of commissioned officers managed by HQDA, MILPERCEN.

(1) This procedure also applies to ARNG and USAR commissioned officers serving on extended active duty and on
the active duty list.

(2) This procedure does not apply to members of the AMEDD, Judge Advocate General’s Corps, or Chaplain Corps.

(3) OPMD managed officers may have another speciaty designation any time after commissioning. Development in
a second speciaty will not normally begin until skill qualification has been completed in an officer’'s accession
specialty.

d. The Director of Officer Personnel Management (OPMD), MILPERCEN, will designate a second specialty for
each OPMD managed officer not later than the officer's eighth (8th) year of active commissioned service based on
Army requirements and the individual’'s qualifications and desires.

(1) Qualifications will be determined from academic background training, experience, manner of performance, and
potential shown on individual officer evaluation reports.

(2) Officers will communicate their preference for specialty designation to the Director, OPMD, MILPERCEN, in
accordance with AR 611-101.

(3) Officers who indicate a preference for a speciaty prior to completion of their eighth year of commissioned
service may so request at any time subsequent to commissioning.

(4) Only Regular Army or other than Regular Army (OTRA) officers in voluntary indefinite status are eligible to
make such a request.

e. If an officer disagrees with his or her specialty designation, he or she may apply for redesignation after two years.
Officers are encouraged to communicate with their professional development officers in OPMD concerning any
guestions. Some officers may not be designated the specialty they requested because—

(1) The file review did not substantiate that designation; or

(2) Army requirements dictated their being designated in another specialty.

f. In addition, some officers may be designated two new specialties. This is a result of either a change in Army
requirements, the officer requesting a new speciaty, or the file review indicating that a new speciaty is appropriate.
Commissioned officers will be designated a year group identity which, for personnel management purposes, generally
corresponds to the fiscal year (FY) they entered on active duty. In determining the year entered on active duty, only the
entry date or adjusted entry date into active Federal commissioned service will be used. Commissioned officer
procurement is governed by year groups. Military personnel records and documents containing information of a
personal nature will be stored, handled, and transmitted in accordance with AR 340-17 and AR 640-10. Information of
a personal nature may be disclosed or released under applicable directives only to authorized personnel in accordance
with AR 340-17 and AR 340-21 series. Disposition of documents will be in accordance with applicable directives or by
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destruction when the purpose for which authorized has been served. Destruction should be by burning, shredding, or
other appropriate method.

g. The following actions will be taken for specialty designation commissioned officers:

Table 3-11
Procedure 3-7 specialty designation

Step: 1
Action required by: Personnel management specialist

Description of actions: Upon advance notification from HQDA of OPMS Specialty Designation for “YG” either by message or letter. Obtain
MPRJ from Records Branch.

Step: 2
Action required by: Personnel management specialist
Description of actions: a. Screen message or letter against MPRJ to ensure following criteria applies:
(1) Commissioned Officer.
(2) Not AMEDD, JAG, or Chaplain.
(3) Within 84-96 months active Federal commissioned service.
b. Return MPRJ to Records Branch.
¢. Maintain suspense until actual receipt of HQDA OPMS Specialty Designation packets.

Step: 3
Action required by: Personnel management specialist
Description of actions: Upon receipt of the actual Specialty Designation packets—

a. Make sure the packets are complete. They should include instruction sheets and a “YG” roster.

b. Compare the suspense roster against the HQDA roster.

(2) If an officer's YG on the HQDA produced roster is erroneous, annotate the roster in the right margin with the correct YG (e.g., “YG 70").

(2) If an officer is commissioned in one of the AMEDD branches, JAGC, or Chaplain Corps, annotate the roster in the right margin with the
correct branch (e.g., “JAGC Officer”).

(3) If an officer has already been designated two specialties, and appears on the HQDA roster, record the specialty codes (e.g., “1241") in
the right margin and have the officer complete a specialty preference statement.

(4) Advance notification from HQDA is on file in the suspense file and the officer is not on the HQDA roster, check his Branch, YG/AFCS,
name, SSN, and accession designation; if no discrepancies, add his name to the bottom of the HQDA roster and have the officer complete
the officer specialty preference statement.

(5) If an officer appears on the HQDA roster and advance notification is not received—

(a) Request MPRJ from Records Branch.

(b) Make maximum utilization of automated data files (e.g., AAC-C49, AAC-C11, AAC-C37, AAC-CO07, etc).

(c) If advance natification is found, screen MPRJ using criteria in step 2 and annotate HQDA roster.

(d) Return records to Records Branch.

(e) If record is not found, annotate roster, “No Record of Officer.”

(6) If the officer has departed (PCS), record “PCS” and the new unit of assignment in the right margin, e.g., “PCS to 7th Inf Div, Fort Ord,
CA”

(7) If the officer has resigned, is AWOL, DFR, in confinement, deceased, REFRAD, discharged, or retired, annotate the roster accordingly.

(8) If the officer is on TDY, forward the officer specialty preference forms to the individual with instructions to return the completed forms as
soon as possible but no later than the established internal suspense date.

Note. If the TDY officer’s specialty preference form is not received by the suspense date, DO NOT delay forwarding the remaining packets
with the HQDA roster to MILPERCEN. Annotate the HQDA roster with the words “TDY” and indicate that the specialty preference forms of
officers who are on TDY will be provided by separate correspondence.

Step: 4
Action required by: Personnel management specialist
Description of actions: Maintain annotated HQDA roster until receipt of completed packets from officers.

Step: 5

Action required by: Personnel management specialist

Description of actions: Ensure that internal suspense controls are established for individual packets so that the specialty preference forms
and the annotated HQDA roster are returned to HQDA by the required suspense date.

Step: 6

Action required by: Personnel management specialist

Description of actions: Transmit packets to officers through their commander in a personal envelope large enough to accept an 8 1/2 x 11-
inch mark-sense officer specialty preference and accompanying HQDA instruction sheet. A cover DA Form 2496 may be used to maintain a
local suspense control and provide additional information.

Step: 7
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Table 3-11
Procedure 3-7 specialty designation—Continued

Action required by: Personnel management supervisor/officer
Description of actions: Maintain close supervisory control to assure required tasks are accomplished in accordance with applicable
directives.

Step: 8
Action required by: Unit Cdr/1SG BnPAC/ PSNCO
Description of actions: a. Ensure each designated officer completes the mark-sense form as soon as possible but no later than the
suspense date.
b. Provide individual counseling in accordance with DA Pamphlet 600-3.
c. Ensure specialty preference forms are not FOLDED, STAPLED or MUTILATED.
d. Return all packets to the MILPO by the suspense date.

Step: 9
Action required by: Personnel management specialist
Description of actions: a. Ensure that completed mark-sense forms being returned to HQDA are accomplished in compliance with the
instruction sheet and DA Pamphlet 600-3 and that all packets are accounted for.
b. Forward packets with annotated roster to HQDA (DAPC-OPA-C), Alexandria, VA 22332-0400.
c. Ensure specialty preference forms are not FOLDED, STAPLED or MUTILATED.
d. Advise MILPERCEN by message of the date the completed packets were mailed.

Step: 10

Action required by: Personnel management specialist

Description of actions: Upon receipt of newly designated specialty report from HQDA, notify the unit commander or appropriate supervisor
so that the officer may be informed of his designated specialties.

3-12. Procedure 3-8 enlisted requisitions and MOS statistics

Procedure 3-8 covers enlisted requisitions, enlisted skills inventory and projection by MOS (PCN: AAC-C19), enlisted
MOS inventory (PCN: AAC-C31 (By name) and AAC-C33 (By Statistics), Mal-Slotted Personnel Report (AAC-C86),
Requisition Status Report (AAC-C80), and Parts 2 and 9 CAP Il Rosters and Cards (AAA-TO1).

a. Primary references: AR 600-200, AR 614-200, AR 680-29.

b. Forms used: DA Forms 200, 477 (Requisition for Enlisted Personnel), 477A (Specia Instructions for Enlisted
Personnel), and NSN 7530-00-270-6178.

¢. This procedure supplements ARs 600-200, 614-200, and 680-29. It prescribes guidance for preparation of enlisted
personnel requisitions. A personnel requisition identifies a need for a qualified individual holding a specific grade and
MOS. Only approved authorization documents will be used as the basis for requisitions. Requisitioning activity
commanders are responsible for the review, edit, consolidation, and timeliness of requisitions submitted by subordinate
units.

(1) Requisition lead time and schedule of submission for regular and emergency requirements and for specific
categories of personnel (linguist, special screening, etc.) are prescribed in AR 614-200, chapter 2, section IlI.

(2) Outstanding requisitions will be cancelled as soon as possible after determining the requirements no longer
exists. See AR 614-200, chapter 2, for details.

(3) The requisitioning activity commanders will ensure that personnel within their commands are properly assigned
and utilized according to AR 600-200, chapter 3.

d. The purpose of the C19 report is to provide the commander with an inventory of authorized and actual strength
by MOS of enlisted personnel within their organizations. The data in the report provide a strength inventory of the
authorized and accountable strength of al permanent party enlisted personnel. The report projects actual strength to a
maximum of 16 months in 12 progressive projection periods. The projection may be continuance, i.e., 1 thru 12 or in
multiple increments. Authorized strength can be current or projected. The projection periods assigned and authorized
are specified by the user. Projected gain data are normally obtained from the Assignment Instruction File. A projected
SPF record (Record Status Code Y) is used in the absence of a corresponding AlIF record. Projected loss data for
CONUS units are based on anticipated date of loss, or in the absence of anticipated loss, ETS. For overseas units l0ss
data are based on anticipated date of loss, or in the absence of anticipated date of loss, date eligible to return from
overseas, or in the absence of both, ETS. ETS is not used to project losses of grades E-6 or higher unless the SPF
contains the AEA Code A which indicates intention to retire or not to reenlist. Requisition data are obtained from the
AIF and represent open requisitions for which a CAP 111 fill notice has not been received. The utilization controls in
AR 600-200 chapter 3, section I, require commanders to keep current inventories of authorized and actual strength by
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MOS within their organizations. The Enlisted Skills Inventory and Projection by MOS is used to improve utilization of
personnel in accordance with AR 600-200. The report is prepared in four parts.

(1) Part 1 is sequenced by unit (company, battery, troop, or separate unit). A sample of Part 1 with explanation is
shown in figure 3-8-1.

(2) Part 2 is sequenced by Parent Unit Designator (PUD) or PUD/ARLOC. A sample of Part 2 with explanation is
shown in figure 3-8-2.

(3) Part 3is produced only if requested and is sequenced by Report Sequence Code or Mail Code. A sample of Part
3 with explanation is shown in figure 3-8-3.

(4) Part 4 is produced for overal SIDPERS. A sample of Part 4 with explanation is shown in figure 3-8-4.

e. The purpose of the enlisted MOS inventory is to provide the military personnel officer with information to assist
in accomplishing personnel management actions. It will enable the military personnel office to identify individuals by
MOS and unit of assignment to satisfy levy and reassignment requirements. The report is produced by Enlisted MOS
Inventory (By name) and Enlisted MOS Inventory (By Statistics). The Enlisted MOS Inventory (By Statistics) shows
the MOS dtatistics at parent unit level and the authorized and accountable PMOSC for all assigned enlisted personnel
by grade. The first four characters of the MOSC are identified. A sample of the Enlisted MOS Inventory (By name)
with explanation is shown at figure 3-8-5. A sample of the PEACETIME Enlisted MOS Inventory (By Statistics) is
shown at figures 3-8-6 and 3-8-7. A sample of the WARTIME Enlisted MOS Inventory (By Statistics) is shown at
figures 3-8-8 and 3-8-9.

f. The purpose of the Potential Assignment Report is to provide a listing of mal-dotted enlisted personnel based on a
search of the SIDPERS data base. The Potential Assignment Reports are designed to assist the Military Personnel
Office (MILPO) in the utilization and redistribution of onboard personnel—specifically those individuals who are in
other than the nine thousand (999) POSNO series. Within the major sequence option, each report is further sequenced
by UPC, MOS, and grade. Totals are printed for each major sequence option (Mail Code, Reports Sequence Code, or
PPA). The PCN: AAC-C86 (Personnel Mal-Slotted Report), is used to assist the military personnel officer in
identifying mal-dotted enlisted individuals within the SIDPERS data base considered to be mal-slotted based on MOS/
SSI criteria. Where potential mal-dotting exists the authorized strength record and the personnel record will be printed.
An enlisted member will be considered potentially mal-dotted if the—

(1) Bonus MOS does not equa PMOS.

(2) Bonus MOS is equal to PMOS and the first three positions of the PMOS are not equa to the authorized MOS of
the assigned dot.

(3) Soldier is drawing Special Duty Assignment (Proficiency Pay) and the first three positions of the PMOS are not
equal to the authorized MOS of the assigned dlot.

(4) First three positions of the PMOS/Promotion/Progression MOS or the first three positions of SMOS are not
equa to the authorized MOS of the assigned dlot.

(5) Fifth position of the DMOS is “X” and the fifth position of the PMOS is not equal to “X”.

(6) SPF grade is E9 and SASF grade is not equal to E9.

(7) SPF gradeis El through E6 and SASF grade is three grades higher. A sample of this report is shown in figure 3-
8-10.

g. The purpose of the Requisition Status Report (PCN: AAC-C80) is to provide the personnel management officer a
12-month projection of CAP Il gains in relation to requisition requirements. Enlisted gain records are selected from
the SAIF to format this report. For each requisitioned pay grade, MOS, and ASI, CAP Ill assignments (fills) are
displayed by arrival month. A sample of the C67 report with explanations is at figure 3-8-11.

h. The purpose of the AAC-TOL Parts 2 and 9 report is as follows: Part 2—RIG/RIN “KE" (TIT “P")-Cancelled
Requisition Record Displays gaining cancelled requisitions (TIT “P’) The record identifies by Enlisted Personnel
Management Directorate (EPD) Control and Live Number a requisition that has been cancelled by MILPERCEN. The
matching requisition on the SAIF is deleted from the file. If a cancelled requisition does not match a requisition on file
and the Unit Processing Code (UPC) matches the SIDPERS Organizational Master File (SOMF), it is posted to the
SAIF as transaction code “C” (Cancelled requisition held on file). Table 3-8-2 is a sample of cancelled requisition
format. A sample of the TO1 report, para 2, is shown at figure 3-8-12. The nonessential error mnemonic “MAIF" will
be displayed to the right of cancelled requisitions that have been posted to the SAIF as cancelled requisitions held on
file. See table 3-8-3. Sequence is—

(1) UPC (page break)

(2) EPD Control Number.

Table 3-8-1
Submitted requisition format

Iltem: 1
Data: Activity from which sent
Positions: 01-02
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Table 3-8-1
Submitted requisition format—Continued

Item: 2
Data: Record identification group (RIG)
Positions: 03

Iltem: 3
Data: Record identification number (RIN)
Positions: 04

Iltem: 4
Data: Regimental affiliation unit number
Positions: 05-08

Iltem: 5
Data: Regimental affiliation Branch
Positions: 09-10

Item: 6
Data: Requisitioned MOS
Positions: 11-15

Iltem: 7
Data: Requisitioned ASI
Positions: 16-17

Iltem: 8
Data: Requisitioned language
Positions: 18-19

Iltem: 9
Data: Requisitioned pay grade
Positions: 20

Iltem: 10
Data: Requisitioned sex code
Positions: 21

Iltem: 11
Data: Personnel security investigation required
Positions: 22

Item: 12
Data: Position personnel security status
Positions: 23

Iltem: 13
Data: Position personnel security requirement
Positions: 24

Iltem: 14
Data: Special qualification code
Positions: 25

Iltem: 15
Data: Parent unit designator
Positions: 26-28

Iltem: 16
Data: Descriptive designator
Positions: 29-30

Iltem: 17
Data: Organization designation & station
Positions: 31-54

Item: 18
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Table 3-8-1
Submitted requisition format—Continued

Data: APO (overseas)
Positions: 55-59

Item: 19
Data: State or gateway
Positions: 60-61

Item: 20
Data: CONUS requisition area or overseas country code
Positions: 62-63

ltem: 21
Data: Dependent travel status code
Positions: 64

Iltem: 22
Data: Requirement date (YYMM)
Positions: 65-68

Iltem: 23
Data: EPD control and line number
Positions: 69-75

Item: 24
Data: Command code
Positions: 76-77

Iltem: 25
Data: Restricted action
Positions: 78

Item: 26
Data: MILPERCEN use only
Positions: 79

Item: 27
Data: Special instruction trailer card code
Positions: 80

Table 3-8-2
Topload/modified/cancelled requisition format

Item: 1
Data: CAP cycle number
Positions: 01-02

Item: 2
Data: Blank
Positions: 03-04

Item: 3
Data: Activity to which sent
Positions: 05-06

Item: 4
Data: Blank
Positions: 07-08

Item: 5
Data: Record identification group (K)
Positions: 09

Item: 6
Data: Record identification number (E or X)
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Table 3-8-2
Topload/modified/cancelled requisition format—Continued

Positions: 10

Item: 7
Data: Type transaction T-T, (N or O or P)
Positions: 11

Item: 8
Data: Unit processing code
Positions: 12-16

Item: 9
Data: Requisition MOS
Positions: 17-21

Item: 10
Data: Additional skill identifier
Positions: 22-23

Item: 11
Data: Language code
Positions: 24-25

Item: 12
Data: Pay grade
Positions: 26

Item: 13
Data: Sex
Positions: 27

Iltem: 14
Data: Personnel security investigation requirement
Positions: 28

Item: 15
Data: Position personnel security status
Positions: 29

Iltem: 16
Data: Position personnel security requirement
Positions: 30

Item: 17
Data: Special qualification
Positions: 31

Item: 18
Data: Designation & station (CONUS only)
Positions: 67-61

Iltem: 19
Data: Army Postal Office (APO) (overseas only)
Positions: 32-56

Item: 20
Data: State or gateway
Positions: 62-63

Iltem: 21
Data: Dependent travel code
Positions: 64

Item: 22
Data: Requirement date (YYMM)
Positions: 65-68
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Table 3-8-2

Topload/modified/cancelled requisition format—Continued
Item: 23

Data: EPD control & line number

Positions: 69-75

Data: (Requisition activity code)
Positions: 69-70

Data: (Requisition control code)
Positions: 71

Data: (Requisition line number)
Positions: 72-75

Iltem: 24
Data: Command code
Positions: 76-77

Item: 25
Data: Blank
Positions: 78-80

Notes:
N=Field generated requisition modified by MILPERCEN

O=Generated and Toploaded by MILPERCEN to include M-Allocations
P=Cancelled Requisition

i. Requisitions data are received from the personnel management officer. The personnel management officer will
provide the SIB with a duplicate deck of requisition cards that were forwarded to MILPERCEN as required by AR
614-200. Activities that forward requisitions through functional headquarters must ensure that requisitioning data
submitted to the SIB for posting to the SAIF contain EPD Control and Line Numbers submitted to MILPERCEN. If
the requisition UPC matches the SOMF, the following actions will be taken:

(1) If a requisition does not match a requisition on the SAIF, it is posted to the SAIF.

(2) If a requisition matches a requisition on file, the requisition will replace (overlay) the one on file.

(3) If a requisition matches a cancelled requisition on the SAIF, the requisition is not posted and the “cancelled
requisition held on file” is deleted. Table 3-8-1 contains the requisitions card format. Also see AR 614-200, appendix
B.

(4) Field generated requisitions modified by MILPERCEN and requisitions generated and toploaded by MILPER-
CEN to include M-Allocations appear in part 9 of the TO1 report. A sample of part 9 of the TOL report is at figure 3-8-
13. Table 3-8-2 is a sample of the Topload/modified/cancelled Requisition Format.

j- Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be by burning, shredding, or other appropriate method.

Table 3-8-3
Error mnemonics applicable to CAP llI

Section | Definition of abbreviations and terms

Error mnemonic prefixes: E

Definition: Essential Validity Error—Data element in transaction is invalid and must be corrected before transaction will process.

Error mnemonic prefixes: C

Definition: Essential Compatibility Error—Data element in transaction is not compatible with one or more data elements on the SID-
PERS file to be update and the transaction and file must be brought into agreement before transaction will process.

Error mnemonic prefixes: N

Definition: Non—-Essential Validity Error—Data elemt in transaction was invalid but transaction processed. Action must be taken to cor-
rect the erroneous data element (normally by separate transaction if required)

Error mnemonic prefixes: M
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Table 3-8-3
Error mnemonics applicable to CAP lll—Continued

Definition: Non—Essential Compatibility Error—Data element in transaction was incompatible with data element on file, but transaction
processed. Action must be taken to correct the incompatible situation.

Section Il Error mnemonics and action required

Error mnemonic: AlF

PCN: TO1

Part: 2

Reason: T/T“P” posted to the SAIF as a cancelled requisition held on file

Action required: No local action required

3-13. Procedure 3-8A enlisted requisitions
The following action will be taken for the preparation of enlisted requisitions:

Table 3-13
Procedure 3-8A enlisted requisitions

Step: 1

Action required by: Personnel Management Specialist (or other designated person)

Description of actions: Routine requisitions. Use Parts 1 and 4 of the Enlisted Skills Inventory and Projection by MOS Report to project
losses and gains. (When installation requisitions for assigned units only.)

Step: 2

Action required by: Personnel Management Specialist (or other designated person)

Description of actions: Only after reviewing utilization alternatives outlined below will requisitions be prepared.
a. Personnel utilization (AR 600-200, chap 3).

b. Surplus personnel (AR 614-200 chap 2, sec VII).
c. Personnel in promotable status (AR 600-200 chap 7).

Step: 3
Action required by: Personnel Management Specialist (or other designated person)
Description of actions: Check to determine if surplus and promotable personnel can be slotted against current and projected vacancies.

Step: 4

Action required by: Personnel Management Specialist (or other designated person)

Description of actions: Prior to actual preparation of a requisition, complete a computation worksheet to determine valid vacancies. See
figure 3-8-14 for an example of a computation worksheet. Worksheet should cover at least 6 projected months and should include a column
for open requisitions to avoid double requisitioning. Ensure that alternatives listed in step 2 are completely checked out before replacement
personnel are requisitioned. A separate computation worksheet should be completed for each supported unit and a master computation
sheet should be completed to depict overall installation/division vacancies.

Step: 5

Action required by: Personnel Management Specialist (or other designated person)

Description of actions: Prepare requisitions in accordance with AR 614-200 chapter 2, section Ill. Prepare Special Instruction Trailer Cards
if required. See procedure 3-8E and AR 614-200, appendix D, for preparation instructions. Create requisition Text Header and Text Trailer
Cards. Upon completion of requisitions, forward to Personnel Management Supervisor or designated supervisor for review.

Step: 6
Action required by: Personnel management specialist (or other designated representative)
Description of actions: a. When preparing requisitions for personnel replacements for nuclear—capable units or units having Chemical
Surety positions, always ask the unit commander if the position being filled is a Critical or Controlled Position, if nuclear or a Chemical Surety
position. The units in question will have either a NDPR or a CSPR, and a copy will be available in the MILPO.

b. For enlisted personnel, punch “A” for CRITICAL or “D” for CONTROLLED PRP positions in column 24 of the Requisition Card for nuclear
assignments (AR 50-5). If AR 50-6 applies, punch “Q” in column 24. In both cases if a specific security clearance is required, punch the
appropriate code from paragraph 3-9b, AR 680-29, in column 23 of the requisition.

Step: 7
Action required by: Personnel Management Supervisor (or other designated supervisor)
Description of actions: Upon receipt of the requisitions and special instruction data, review, make appropriate changes, if any, and forward
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Table 3-13
Procedure 3-8A enlisted requisitions—Continued

to the SIDPERS Interface Branch (SIB) or the Administrative Machine Branch, if ADPE is used. If ADPE is not used, review, make
appropriate changes, if any, return to the Personnel Management Specialist or other designated individual.

Step: 8

Action required by: Personnel Management Specialist (or other Designated Person)

Description of actions: Upon receipt of requisitions from the SIB/Administrative Machine Branch, verify the rosters with source documents
for accuracy and completeness. If ADPE is not used, go to step 8.

Step: 9

Action required by: Personnel Management Specialist (or other Designated Person)

Description of actions: Prepare DA Form 200 indicating the requirement month and year and the total number of personnel items.
Requisition cards will be in sequence by MOS and grade in ascending numeric-alpha order (e.g., 05C30 E5, and 11B10 E3). Forward through
designated supervisor to personnel officer for signature and forwarding to appropriate headquarters for review and edit.

Step: 10

Action required by: Personnel Management Specialist (or other Designated Person)

Description of actions: Emergency requirements. The same procedures used for routine requisitions will be used. Indicate requirement
month that is at least 3 months after the month the requisition is to be received at HQDA.

Step: 11

Action required by: Personnel Management Specialist (or other Designated Person)

Description of actions: Requisitions requiring a “Z” Code will be punched in column 23 of the general purpose card and will be accompanied
by a DA Form 477A. See appendix D, AR 614-200, for guidance and preparation instructions. Requisitions for linguists will be submitted in
accordance with appendixes B and C, AR 614-200.

Step: 12

Action required by: Personnel Management Specialist (or other Designated Person)

Description of actions: Cancellations. Cancellations will be sent to HQDA using message or letter. Request will include requisition control
number, line number, requirement month, grade, MOS, and reason for cancellations.

Notes:
1 In conjunction with the organization’s security manager (G2/S2 equivalent), the Personnel Management Supervisor will ensure that personnel security/
investigative/special qualification, i.e., PRP, requirements are accurately reflected in personnel requisitions.

3-14. Procedure 3-8B enlisted skills inventory by MOS
The following action will be taken for procedure 3-8B enlisted skills inventory by MOS:

Table 3-14
Procedure 3-8B enlisted skills inventory by MOS

Step: 1
Action required by: Unit Commander
Description of actions: Use report to assist in utilization of enlisted personnel within the unit

Step: 2
Action required by: Unit/BnPAC Clerk
Description of actions: File and destroy upon receipt of new report.

Step: 3
Action required by: Personnel Management Specialist
Description of actions: Upon receipt of the Enlisted Skills Inventory by MOS, take the following actions:

a. Use parts 1 and 4 of the report to project losses and gains for requisitioning when installation requisitions only for assigned units. Use
parts 2 and 4 when installation requisitions for assigned and satellited units.

b. Part 3, if requested, provides information which may be used to measure the effectiveness of the requisitioning system, priority of fill, and
the strength status by MOS and grade.

c. Destroy upon receipt of new report.

3-15. Procedure 3-8C Enlisted MOS Inventory
The following action will be taken for Procedure 3-8C Enlisted MOS Inventory:
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Table 3-15
Procedure 3-8C Enlisted MOS Inventory

Step: 1
Action required by: Personnel Management Specialist
Description of actions: Use both the C31 and C33 reports to project losses and gains for reassignment purposes.

Step: 2

Action required by: Personnel Management Specialist

Description of actions: a. Use both the C31 and C33 reports to assure that each assignment identified and summarized on the enlisted

MOS inventory as having a different PMOS from DMOS is justified. These assignments are identified to continuously remind the personnel

officer and the commander that individuals identified occupy a position which must be changed or properly justified. Justification for having a

different PMOS from DMOS should be documented at verification time (that is, cross training, OJT, assignment within a secondary MOS).
b. Destroy upon receipt of new reports.

3-16. Procedure 3-8D Potential Assignment Reports
The following action will be taken for procedure 3-8D Potential Assignment Reports:

Table 3-16
Procedure 3-8D Potential Assignment Reports

Step: 1

Action required by: Personnel Management Specialist

Description of actions: PCN: AAC-C86 Potential Assignment Report, Part 4—Personnel Mal-slotted. Enlisted individuals appearing on this
report are potentially mal-assigned based upon MOS comparisons of the enlisted incumbent against his/her authorized position.

Step: 2
Action required by: Personnel Management Specialist
Description of actions: Destroy upon receipt of new report.

3-17. Procedure 3-8E Submission of Input Transactions (Requisition & Special Instructions) to HQDA
MILPERCEN.

a. This procedure prescribes requirements for sending input transactions directly to MILPERCEN (CAPIII/CAPY.)

b. Although written primarily on the basis that an AUTODIN station is readily available, this procedure also
addresses the possibility that this service is not always available and that data submission via aternate means is
necessary.

c. Joint Army, Navy, Air Force Publication 1280 (JANAP) prescribes overall instructions for transmitting data via
AUTODIN: however, pertinent instructions have been extracted from these directives and are included in this
procedure as a ready reference for preparing activities.

d. In the event of condition MINIMIZE, data will continue to be transmitted via AUTODIN.

e. MILPERCEN is the Data Processing Installation (DPI) for Centralized Assignment Procedures (CAPIII/CAPY).

3-18. Preparing transactions for dispatch

a. Transaction cards for each transmission will be divided into groups, not to exceed 496 transaction cards. They
will then be consolidated with four control cards to form a batch (total not to exceed 500 cards). Two of the control
cards (AUTODIN header and AUTODIN trailer) that are required for AUTODIN transmission control and instructions
for preparation are contained in figure 3-8-15 and the other two (text header and text trailer) are used by MILPERCEN
for operational control purposes.

b. The transaction and control cards will be sequenced as shown in figure 3-8-16.

c. Control card formats are shown in tables 3-8-4 through 3-8-6.
Note. When preparing control cards, al numeric digits will be right justified and preceding blanks will be filled with leading zeros.

For example, if the number of transaction cards in the batch is 29, card columns 49-53 of the text header and trailer records will be
code as 00029

d. Transactions from a requisitioning office utilizing two or more different PERSINS Processing Activity Codes
(PPA), will not be merged for shipment to HQDA. Separate control cards will be prepared and used for each
installation/activity PPA submission.
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Table 3-8-4
AUTODIN header card format—(Prepared by TCC)

Line No. Data field name card column Information entered
1 Procedures 1 Note 1

2 Language Media and format 2-3 CcC

3 Classification 4 U

4 Content Indicator Code 5-8 ADPB

5 9 Blank

6 Originator's Routing Indicator 10-16 Note 2

7 Station Serial Number 17-20 Note 3

8 21 Blank

9 Julian Date 22-24 Note 3

10 Time Filed 25-28 Note 3

11 29 Blank

12 Total Costs 30-33

13 34 -(hyphen)
14 35-38 Uuuu

15 39-40 -(hyphen)
16 Addressee’s Routing 41-47 RUEWRHA
17 48 .(period)

18 49-80 Blank
Notes:

1 A “Routing” (R) precedence will be assigned to all transactions except when local installations feel it necessary to transmit “PRIORITY” (P) in order to en-
sure time receipt by HQDA(DAPC-EPS-C).

2 This is the alphabetic code assigned to the servicing AUTODIN terminal. Obtain the code from the facility.

3 Enter the total number of cards in the batch, including control cards.

Table 3-8-5
AUTODIN-Text Header (ID: Length: Class: Date:)

Description: This record is used to Control Data Received, i.e., CYCL, RIG, RIN, PRA, no. of batches and records. It is the second re-
cord of an AUTODIN batch

Position: 1-5

Field: 1

Field titles: Header data
REP: A

Length: 5

Remarks: TXHDR
Position: 6-11

Field: 2

Field titles: Requirement control symbol (RCS)
REP: AN

Length: 6

Remarks: ENLREQ

Position: 12-48
Field: 3

Field titles: Blank
REP: AN

Length: 37
Remarks: SPACES

Position: 49-53

Field: 4

Field titles: Total transactions in batch
REP: N

Length: 5
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Table 3-8-5
AUTODIN-Text Header (ID: Length: Class: Date:)—Continued

Position: 54
Field: 5

Field titles: Blank
REP: AN

Length: 1
Remarks: SPACE

Position: 55-57

Field: 6

Field titles: Batch number
REP: N

Length: 3

Position: 58
Field: 7

Field titles: Blank
REP: AN

Length: 1
Remarks: SPACE

Position: 59-61

Field: 8

Field titles: Total batches in shipment
REP: N

Length: 3

Position: 62
Field: 9

Field titles: Blank
REP: AN

Length: 1
Remarks: SPACE

Position: 63-68

Field: 10

Field titles: Total transaction in shipment
REP: N

Length: 6

Position: 69
Field: 11

Field titles: Blank
REP: AN

Length: 1
Remarks: SPACE

Position: 70

Field: 12

Field titles: Record identification group (RIG)
REP: A

Length: 1

Remarks: B

Position: 71
Field: 13

Field titles: Blank
REP: AN

Length: 1
Remarks: SPACE

Position: 72-73

Field: 14

Field titles: Receiving PERSINS processing act (PPA)
REP: AN

Length: 2

Remarks: BLANK, ZERO

Position: 74-75

Field: 15

Field titles: Sending PERSINS processing act (PPA)
REP: AN

Length: 2

Position: 76
Field: 16
Field titles: Blank
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Table 3-8-5
AUTODIN-Text Header (ID: Length: Class: Date:)—Continued

REP: AN
Length: 1
Remarks: SPACE

Position: 77-78

Field: 17

Field titles: Shipment control number
REP: AN

Length: 2

Position: 79

Field: 18

Field titles: Record ID number (RIN)
REP: AN

Length: 1

Remarks: 9

Position: 80

Field: 19

Field titles: Control code
REP: A

Length: 1

Remarks: 1

Table 3-8-6
AUTODIN-Text Trailer (ID: Length: Class: Date:)

Description: This record is used to Control Data Received i.e., CYCL, RIG, RIN, PPA, no. of Batches and Records of an AUTODIN
Batch.

Position: 1-5

Field: 1

Field titles: Header data
REP: A

Length: 5

Remarks: TXTLR
Position: 6-11

Field: 2

Field titles: Requirement control symbol (RCS)
REP: AN

Length: 6

Remarks: ENLREQ

Position: 12-48
Field: 3

Field titles: Blank
REP: AN

Length: 37
Remarks: SPACES

Position: 49-53

Field: 4

Field titles: Total transactions in batch
REP: N

Length: 5

Position: 54
Field: 5

Field titles: Blank
REP: AN

Length: 1
Remarks: SPACE

Position: 55-57

Field: 6

Field titles: Batch number
REP: N

Length: 3

Position: 58
Field: 7

Field titles: Blank
REP: AN
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Table 3-8-6
AUTODIN-Text Trailer (ID: Length: Class: Date:)—Continued

Length: 1
Remarks: SPACE

Position: 59-61

Field: 8

Field titles: Total batches in shipment
REP: N

Length: 3

Position: 62
Field: 9

Field titles: Blank
REP: AN

Length: 1
Remarks: SPACE

Position: 63-68

Field: 10

Field titles: Total transaction in shipment
REP: N

Length: 6

Position: 69
Field: 11

Field titles: Blank
REP: AN

Length: 1
Remarks: SPACE

Position: 70

Field: 12

Field titles: Record identification group (RIG)
REP: A

Length: 1

Remarks: B

Position: 71
Field: 13

Field titles: Blank
REP: AN

Length: 1
Remarks: SPACE

Position: 72-73

Field: 14

Field titles: Receiving PERSINS processing act (PPA)
REP: AN

Length: 2

Remarks: BLANK, ZERO

Position: 74-75

Field: 15

Field titles: Sending PERSINS processing act (PPA)
REP: AN

Length: 2

Position: 76
Field: 16

Field titles: Blank
REP: AN

Length: 1
Remarks: SPACE

Position: 77-78

Field: 17

Field titles: Shipment control number
REP: AN

Length: 2

Position: 79

Field: 18

Field titles: Record ID number (RIN)
REP: AN

Length: 1

Remarks: 9

Position: 80
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Table 3-8-6
AUTODIN-Text Trailer (ID: Length: Class: Date:)—Continued

Field: 19

Field titles: Control code
REP: A

Length: 1

Remarks: 1

3-19. Dispatching transactions to HQDA (DAPC-EPS-C)

a. Batch transactions will be transmitted over AUTODIN to MILPERCEN using Routing Indicator Code
RUEWRHA. Under no circumstances will requisition and special instruction transactions be transmitted to any other
Routing Indicator Code.

b. Batched transactions will be dispatched to arrive at HQDA (DAPC-EPS) not later than 1200 hours on Tuesday of
each week. Late arrivas, including AUTODIN error rejections, will be processed during the next regularly scheduled
update.

c. Installations or activities that do not have available courier service to an AUTODIN terminal will transmit their
input transactions either by US mail or messenger (para 3-20). Airmail will be used when transmission by AUTODIN
cannot be accomplished because equipment is malfunctioning and is expected to be down for more than 48 hours.

3-20. Transactions submitted via US mail or messenger

a. All batches of cards that must be mailed or handcarried to HQDA (DAPC-EPS-C) will contain al four control
cards. Military personnel offices that regularly mail or hand-carry transactions to HQDA (DAPC-EPS-C) will prepare
AUTODIN text header/text trailer cards (paras 3-18 and 3-19) as modified below.

b. Each shipment will be carefully prepared for mailing to prevent damage to the cards while in transit. DA Form
200 (Transmittal Record) will be included in each shipment to be mailed or handcarried to: US Army Military
Personnel Center (MILPERCEN) ATTN: DAPC-EPS-F 2461 Eisenhower Avenue Alexandria, VA 22331-0400 US
Army Military Personnel Center (MILPERCEN) ATTN: DAPC-EPS-| 2461 Eisenhower Ave. Alexandria, VA 22331-
0400 US Army Military Personnel Center (MILPERCEN) ATTN: DAPC-EPS-O 2461 Eisenhower Avenue Alexandria,
VA 22331-0400

¢. In addition to the normal information required, DA Form 200 will also include the sequential shipment control
number, SON, and total number of transaction cards.

d. When transactions must be mailed or handcarried because AUTODIN equipment is malfunctioning, the mailing
instructions as described above will apply except the regularly assigned originator’s routing indicator code and station
serial number will be used as though the batches were to be transmitted by AUTODIN. Transactions mailed or
handcarried must aso arrive a8 HQDA (DAPC-EPS-C) not later than 1200 hours Tuesday of each week.

3-21. Nonreceipt of transactions by HQDA (DAPC-EPS-C)

a. When notified of nonreceipt of input transactions, the sending military personnel officer will request the
AUTODIN terminal facility to initiate tracer action (AR 680-6, para 4-1).

b. If unable to confirm transmission or if MILPERCEN’s routing indicator code in columns 41 through 47 of the
AUTODIN header card was incorrect, resubmit the transactions immediately.

3-22. Procedure 3-9 Officer Requisitions and Officer Skills
Inventory and Projection Report (MILPC-25) Procedure 3-9 covers preparation of officer requisitions and officer skills
inventory and projection report (PCN: AAC-C21).

a. Primary references are AR 614-102, 614-185, and AR 680-29.

b. Forms used are DA Forms 872 (Requisition for Individual Officer Personnel), 2755-R (Current Projected Colonel
Requirements—Section A), and 2755-IR (Current and Projected Colonel Requirements—Section B).

¢. This procedure supplements AR 614-102 and AR 614-185. It prescribes guidance pertaining to the preparation of
requisitions for officer replacements through the grade of rank of colonel.

(1) Major commanders and heads of agencies or activities under or dependent upon Headquarters, Department of the
Army (HQDA), for personnel support, requisition officer replacements to fill officer distribution plan (ODP) supported
position vacancies in the grades of rank of lieutenant colonel and below under provisions of AR 614-185.

(2) Officer replacements in the grade of rank of colonel are requisitioned in accordance with AR 614-102.

(3) HQDA vadlidates al requisitions for officers by comparing projected assigned strength of the command or
agency by control specialty and grade of rank against the OPD. Promotable commissioned officers are counted in the
projection of the next higher grade of rank. Warrant officers are not requisitioned or assigned by grade of rank.

d. MILPERCEN will provide status of requisitions to requisitioning activity. Either the requisitioning command or
MILPERCEN may cancel a requisition. Additionally, any nonvalid requisition may be changed by MILPERCEN to a
grade of rank and specialty that is ODP supported. Unprogrammed requirements may be forwarded with the next title
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month’s requisitions submitted to MILPERCEN. Because a replacement normally cannot be provided in less than 120
days, any position requiring earlier fill must be satisfied from local resources pending arrival of requisitioned
replacements.

e. Requisitions for linguists will include normal lead time and sufficient lead time for language training, plus 60
days administrative time.

(1) Lineitems will be annotated as required by the particular directive under which OPMS specialties, linguists, and
graduates of civil schools or other special training are authorized to be requisitioned.

(2) Requisitions will be submitted sufficiently in advance to alow for completion of the required specia training.

f. The “MTDR” SIDPERS transaction (procedure 2-50, DA Pamphlet 600-8-2) can be used to change the unit or
position number within a unit for a pending gain.

g. HQDA utilizes the current and projected Colonels Requirements Report (MILPC-25) submitted in accordance
with AR 614-102 to plan and control assignments of colonels on a worldwide basis within the applicable OPD. The
report will be submitted semiannually according to the schedule in AR 614-102.

h. Major headquarters concerned will maintain the MILPC-25 report, updated by interim page reports and telephone
cals, whichever is practicable, so that the report, may be utilized to the fullest extent.

i. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to 340-17 and 340-21 series ARs. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be by burning, shredding, or other appropriate method.

j- The following actions will be taken on the preparation of officer requisitions:

Table 3-22
Procedure 3-9 Officer Requisitions and Officer Skills

Step: 1

Action required by: Personnel Management Specialist

Description of actions: Requisitions for officer replacements, lieutenant colonel and below (AR 614-185). Using SIDPERS reports,
previously submitted requisitions and reports, reassignment instructions, Weekly Summary of Gains, and any other reliable sources of
information, determine—

a. If previous requisitions are valid, nonvalid, or valid not open.

b. Projected gains, with anticipated reporting dates.

c. Planned reassignments, with effective dates, within the command.

d. Known losses, with effective date of loss or expected date of departure in accordance with paragraph 2-4, AR 614-185.

Step: 2

Action required by: Personnel Management Specialist

Description of actions: Verify allocations of officers by control specialty and grade of rank using the ODP. Determine if any changes have
occurred since previous OPD.

Step: 3

Action required by: Personnel Management Specialist

Description of actions: Compare projected assignment strength (current operating strength plus known gains minus known losses through
the period covered by current requisitions) by control specialty and grade of rank (except for warrant officers) against the latest ODP. Include
promotable commissioned officers in the projection for the next higher grade of rank.

Step: 4

Action required by: Personnel Management Specialist

Description of actions: Determine replacement requirements for valid ODP supported position vacancies, including unprogrammed
requirements with required date of fill.

Step: 5

Action required by: Personnel Management Specialist

Description of actions: Complete prescribed forms for submission of requisition using machine roster format for punched cards of DA Form
872. Refer to AR 614-185 for detailed instructions as to format, data to be submitted, and priority arrangement or requirements.

Step: 6

Action required by: Personnel Management Specialist

Description of actions: Cancel previous requisition(s) for replacement(s) not required or no longer valid. If a previously submitted
requisition is to be changed or resubmitted, cancel old requisition if still open. Resubmit requisitions for all which were valid not open on the
previous cycle.

Step: 7
Action required by: Personnel Management Specialist
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Table 3-22
Procedure 3-9 Officer Requisitions and Officer Skills—Continued

Description of actions: Review for accuracy, completeness, correctness, and compliance with regulatory directives. Obtain authenticating
official’'s signature and forward.

Step: 8

Action required by: Personnel Management Specialist

Description of actions: Requisitions for Colonel Replacements (AR 614-102). Update and verify entries on working copy of most recently
submitted MILPC-25 report (DA Forms 2755-R and 2755-1-R) to reflect—

a. Current assignments of all colonels and promotable lieutenant colonels assigned to the command, including overstrengths.

b. For oversea commands, scheduled rotation dates, taking into consideration extensions and curtailments of oversea tours in accordance
with AR 614-30.

c. For CONUS commands, scheduled date of availability for reassignment.

d. Status of manning level positions; i.e., if filled, name and applicable data pertaining to incumbent; if vacancy, date on which the
replacement is required.

e. Planned reassignments, with effective date, with the command.

f. Losses, with effective date of loss or expected date of departure, projected for the period to be covered by the current MILPC-25 report.

g. Projected gains, with anticipated reporting dates.

Step: 9

Action required by: Personnel Management Specialist

Description of actions: Prepare MILPC-25 report (or feeder report to appropriate headquarters) on 30 April and 20 November of each year,
referring to AR 614-102 for detailed instructions. List in column (a) after the position requirement code and 06 ODP SSI used to support each
position entered on the DA Form 2755-R, including the unsupported General Officer positions.

a. DA Form 2755-R (Section A-Authorized Colonels Positions). If a feeder report, use address of appropriate headquarters. List all
authorized positions arranged according to the DA Master Priority List (DAMPL), showing incumbents of those positions which are filled. List
all unsupported General Officer positions and the incumbents on the last page of the DA Form 2755-1-R.

b. (Section B-Other Colonels assigned but not in Authorized Positions). List all other colonels and promotable lieutenant colonels and the
positions which they occupy.

c. Following the last entry in section B, enter signature block of authenticating officer responsible for the report.

Step: 10
Action required by: Personnel Management Specialist

Description of actions: Review for accuracy, completeness, and compliance with regulatory directives. Obtain authenticating official’'s
signature and forward.

Step: 11
Action required by: Personnel Management Specialist

Description of actions: Submit interim page changes as required to maintain MILPC-25 report up to date. If the need arises, submit
requisition for emergency replacement requirement(s).

Notes:
In coordination with the organizations’ security manager (G2/S2 equivalent), the Personnel Management Supervisor will ensure that personnel security/
investigative/special qualification, i.e. PRP, requirements are accurately reflected in personnel requisitions.

3-23. Procedure 3-9B Officer Skills Inventory and Projection Report

a. The purpose of this procedure is to provide commanders available statistical status of the office force to assist in
the accomplishment of various personnel actions and organization missions.

b. The report is prepared in three parts, consisting of two sections each. This procedure addresses only those parts
received by commanders (Parts land 2).

¢. The information contained in the report pertains to assigned commissioned and warrant officers. It is produced
within 7 days after the month-end processing. It contains the following information:

(1) Control specidty, PSSI, ID, and grade for commissioned officers. Branch, PMOS, and ID for warrant officers.

(2) Current authorized and accountable strength.

(3) Projected 7-month gains and 14-month losses.

(4) Tota for the above categories.

d. Part 1 is sequenced by parent unit designator (PUD) (See fig 3-9-1 and 3-9-2).

e. Part 2 is produced only if requested and is sequenced by report sequence code or mail code. (See fig 3-9-3 and 3-
9-4). Part 3 reflects SIDPERS totals for commissioned officers by control speciaty/PSSI/ID; and for warrant officers
by Branch/PMOS/ID (fig 3-9-5 and 3-9-6).
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f. The following actions will be taken:

Table 3-23
Procedure 3-9B Officer Skills Inventory and Projection Report

Step: 1
Action required by: PSNCO/Adjutant
Description of actions: Upon receipt of the Officer Skills Inventory and Projection Report, take the following actions:

a. Check for losses to determine the number and type of personnel that should be requisitioned.
b. Destroy upon receipt of new report.

Step: 2

Action required by: Personnel Management Specialist

Description of actions: This report should be used in conjunction with personnel management actions, personnel requisitions,
assignments, and reassignments.

a. Upon receipt of the report, take the following actions:

(1) Use parts 1 and 3 to project losses and gains for requisitioning purposes.

(2) Use part 3 of the report to assure that each assignment identified and summarized on the report as having a different PSSI/PMOS from
duty SSI/DMOS is justified. These assignments are identified to continuously remind the military personnel officer and the commander that
individuals identified occupy a position which must be changed or properly justified.

b. Part 2, if requested, provides information which may be used to measure the effectiveness of the requisitioning system, priority to fill, and
the strength status by SSI/MOS and grade.

3-24. Procedure 3-10 service school attendance (enlisted)
Procedure 3-10 covers applications for service school attendance (enlisted personnel).

a. Primary references are AR 351-1, 600-200, 604-5, 611-201, 614-200, and DA Pam 351-4.

b. Forms used are DA Forms, 2, 2-1, 87, 2446, 3180, 3444 series, 4187, 5120-R and DD Form 1610.

¢. This procedure supplements the primary references, above. It prescribes guidance for submission of requests for
service school attendance. Enlisted personnel interested in attending school courses will contact their unit commanders.
Unit commanders, when considering unit requirements, will select personnel from among those best qualified to attend
a particular course in accordance with established prerequisites.

(1) Additionally, individuals with a PMOS not reflecting a need may be selected for schooling to meet requirements
for retraining/reclassification into an MOS in need of soldiers.

(2) Applicants must meet prerequisites for the specific school course as established in DA Pamphlet 351-4 and AR
611-201, and must be eligible under other applicable directives. Personnel will be encouraged to apply for waivers of
course prerequisites in technical MOS-producing courses if they have demonstrated outstanding performance of duty in
prior service, or have a high mental capacity or formal education that indicates that they are capable of completing the
course of instruction.

d. Applications for individuals scheduled for rotation to CONUS will be submitted to MILPERCEN not more than
12 months nor less than 5 months prior to DEROS. Request for attendance at CONUS service schools, other than
NCOES, during term of service in overseas command will be submitted only when personnel qualified in the required
MOS are not available through normal overseas replacement action.

(1) As stated in AR 351-1, TDY attendance at NCOES courses and subsequent return to the overseas command is
authorized provided the soldier is on an overseas tour in excess of 13 months and will have a minimum of 6 months
remaining to serve in the overseas command following course completion.

(2) When a security clearance is required, the losing MILPO is responsible for verification of the individual’s
security clearance or requesting issuance of a security clearance from the USA Central Personnel Security Clearance
Facility prior to attendance at CONUS service schools.

(3) When time factors preclude receipt of a security clearance prior to movement of the soldier, the request for
security clearance shall designate the appropriate service school commandant as the recipient of the security clearance
authorization.

e. Specia clothing indicated in DA Pamphlet 351-4 will be furnished individuals before their departure for Army
service schools except when clothing is not available in oversea commands.

f. Except when specified by MILPERCEN, inservice career personnel must meet specific time remaining require-
ments. Enlisted personnel selected to attend service schools in accordance with AR 614-200 incur service obligation
ranging from 9 months to 36 months, depending on the length of the course attended.

(1) When an individual attends two or more courses, the combined length of the courses will determine the total
remaining service obligation; however, in no case will the obligation exceed 36 months.
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(2) The required amount of service time remaining will be computed from the date of graduation.

(3) Service members who do not have enough time remaining inservice to meet the obligation must reenlist or
extend their enlistment before departure from their present duty station.

(4) Unless otherwise directed by MILPERCEN, service obligations incurred by school attendance are prescribed in
para 4-66(1) AR 614-200, as shown in table 3-10-1 except that the service-remaining obligation for attending NCOES
course is 6 months regardless of the length of the course.

Table 3-10-1

School attendance service obligation

Length of Course (weeks) Service Obligation (months)
Less than 4 None
4-9 9
10-11 10
12 11
13 12
14-15 13
16 14
17 15
18-19 16
20 17
21 18
22-23 19
24 20
25 21
26-27 22
28 23
29 24
30-32 25
33-36 26
37-40 27
41-45 28
46-50 29
51-55 30
56-60 31
61-65 32
66-70 33
71-75 34
76-80 35
81 or more 36

g. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be by burning, shredding, or other appropriate method.

h. The following actions will be taken on applications for service school attendance (enlisted personnel):
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Table 3-24
Procedure 3-10 service school attendance (enlisted)

Step: 1

Action required by: Unit/PAC clerk

Description of actions: Upon request from individual to attend service school or training, have individual complete sections | and Ill, DA
Form 4187 (fig 3-10-1).

Step: 2
Action required by: 1SG/Unit Cdr
Description of actions: a. Determine the need for the training. If training is for local duty assignment, determine if vacancy exists.

b. Counsel individual with respect to the following:

(1) Requirement for requested school training. Individuals with PMOS not reflecting a need for soldiers (through a N/Y response) should be
encouraged to request retraining/ reclassification in MOS that indicate a need for soldiers (through a Y/N response). See the provisions of DA
Circular 611 Series (Career Management of the Enlisted Force).

Note: Individual in receipt of assignment instructions will not apply for school training when such training will preclude compliance with report
date.

(2) Cash enlistment bonus commitments. Individuals in receipt of an Enlistment Bonus, Selective Reenlistment Bonus, or those who
enlisted under The Stripes for Skills Program are precluded by chapter 2, AR 600-200 from being retrained in PMOS outside the career
pattern for their bonus MOS. Chapter 8, AR 600-200, applies for Selective Reenlistment Bonus.

(3) Extension of enlistment or current period of active duty. Individuals must be advised that any periods of extension after 10 May 1974 are
considered to be previously obligated service for bonus computation service. Chapter 8, AR 600-200, applies. If individual does not meet
service remaining requirements, individual will be required to extend or reenlist in accordance with chapter 3, AR 601-280.

(4) Retraining of First Term Soldiers. First Term Soldiers are prohibited by chapter 2, AR 600-200, from being reclassified out of the PMOS
for which trained except for mandatory reasons, normal career progression, or as directed by CG, MILPERCEN.

Step: 3
Action required by: Unit/PAC clerk
Description of actions: Make an appointment with BhPAC/PSNCO to see individual.

Step: 4
Action required by: BnPAC/PSNCO
Description of actions: a. Determine if individual meets course and MOS prerequisites. Coordinate with:

(1) Training Officer in connection with course prerequisites, eligibility and qualifications, and applicability of waivers. (See DA Pam 351-4,
AR 611-201, and AR 614-200.)

(2) Career Counselor/ Reenlistment Officer concerning extensions of service and enlistment commitments. (See AR 601-210 and AR 601-
280.)

(3) Military Personnel Officer concerning MOS reclassification, MOS needs, and position vacancies; and to provide assistance in
preparation of application when appropriate. (See AR 600-200, AR 614-200 and procedure 3-46, this pamphlet.)

b. Initial screening.

(1) Verify eligibility of individual who is not classified in a prerequisite MOS but has military or civilian training or experience, and also
possesses skills and knowledge equivalent to those outlined in AR 611-201 for the prerequisite MOS.

(2) Ensure individual possesses or can acquire required security clearance (AR 604-5) prior to attendance at school. Notify security
manager of clearance requirements.

(3) Ensure that if a waiver of qualification is required, such waiver is or can be obtained (AR 614-200).

(4) If individual desires to waive an enlistment/reenlistment commitment in order to attend a school course or to select an alternate course,
he or she must sign a statement, in duplicate (fig 3-10-2). (This statement will be filed as a permanent document in the individual's MPRJ and
attached to the original (DD Form 4 series) enlistment commitment.) If individual has an enlistment commitment for a specific unit, station,
command or geographic area, contact HQDA (DAPC-EPT-I), Alexandria, VA 22331-0400 (AUTOVON 221-8489 or 221-8490) before taking
any action. Waiver of enlistment commitment does not constitute authority to change the training MOS without prior approval of MILPERCEN.

(5) To ensure proper evaluation, waivers will be forwarded with application, appropriate justification, all aptitude area scores (arrange for
retesting in Armed Forces Classification Test when required), the course prerequisites to be waived, and any outstanding facts to support the
request.

(6) Ensure that individuals can meet the remaining service requirements for the course for which selected.

(7) If needed, arrange for individual to receive a medical examination for MOS qualification for special physical requirements.

(8) If needed, arrange for individual to be administered a PT test in accordance with FM 21-20.

(9) Ensure individual meets the Army weight standards in AR 600-9.

c. Final review: Upon receipt of required documentation, make final review to determine if individual has satisfied all requirements and is
eligible for schooling/training.

Step: 5
Action required by: BnPAC/PSNCO
Description of actions: Inform Unit Commander whether or not individual is eligible.

Step: 6
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Table 3-24
Procedure 3-10 service school attendance (enlisted)—Continued

Action required by: Unit commander
Description of actions: Complete sections IV and V, DA Form 4187 (fig 3-10-1). Include statement if training is/is not for a position vacancy;
if so give position number as appropriate. If recommending disapproval give reasons.

Step: 7

Action required by: Unit Commander

Description of actions: If applicantis in CONUS and applying for a course of less than 20 weeks duration, and is entitled to dependent travel
and shipment of household goods under the provisions of Joint Travel Regulations, give applicant “Handout for Personnel Assigned DA
Directed Schooling in Conjunction with PCS” Figure 3-10-4 and sign DA Form 5120-R (TDY Schooling in Conjunction with PCS Option
Statement) DA Pam 600-8-10. Attach DA Form 5120-R to the application. (This statement will be filed in the action pending section of the
individual's MPRJ).

Step: 8
Action required by: Unit commander
Description of actions: Sign and date DA Form 4187, attach enclosures as required, and have unit clerk forward to BnPAC/PSNCO.

Step: 9
Action required by: Unit Commander
Description of actions: If individual does not meet eligibility requirements, disapprove and return to individual. Give reasons.

Step: 10

Action required by: BhPAC/PSNCO/Bn CMDR

Description of actions: Forward DA Form 4187 with enclosures by GMT 2, through command channels as appropriate, to servicing MILPO.
(See fig 3-10-3.)

Step: 11
Action required by: Personnel management specialist
Description of actions: a. Obtain individual’s records from Records Branch.

b. Screen Personnel Qualification Records and MPRJ against course prerequisites in DA Pam 351-4 and requirements in AR 611-201 and
AR 614-200, including security clearance.

c. When applicable, request school quota in accordance with table 3-10-2; also indicate request for control number for retraining under DA
Circular 611 series (Career Management of the Enlisted Force).

Step: 12

Action required by: Personnel management specialist

Description of actions: Prepare forwarding CMT for signature of the Personnel Management Officer when required for approval of higher
authority. Include only that information specifically applicable to the course or school for which attendance is requested. Be sure that CMT is
directed to appropriate authority. Include the following information as applicable: Current command code, aptitude area scores pertaining to
the course requested, most recent MOS test score or SQT score, a statement indicating whether or not a vacancy exists, or if not applicable, if
vacancy will exist at current station upon completion of the course (courses less than 20 weeks duration which are not PCS).

Step: 13

Action required by: Personnel management specialist

Description of actions: Set up internal suspense for reply. Send documents to Personnel Management Supervisor for review, retaining
office copy.

Step: 14

Action required by: Personnel management supervisor

Description of actions: Review request. Obtain Personnel Management Officer’s signature on CMT and forward as required. Ensure that
request is directed to appropriate approval authority.

Step: 15

Action required by: Personnel management specialist

Description of actions: Return MPRJ with Personnel Qualification Records to Records Branch, with a copy of the DA Form 4187, including
signed copies of waivers to be filed in the MPRJ as an action pending document.

Step: 16
Action required by: Personnel management specialist
Description of actions: Upon receipt of reply, and notification that soldier was not selected for service school attendance, notify:

a. Soldier’s unit commander and remove internal controls relating to the action. Reasons must be given for disapproval or rejection of the
request.
b. Records Branch, to remove action pending documents from MPRJ. Copy of request will be filed in accordance with AR 340-2 or AR 340-
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Table 3-24
Procedure 3-10 service school attendance (enlisted)—Continued

18-7, as applicable.

Step: 17

Action required by: Personnel management specialist

Description of actions: Upon notification that soldier’s request is approved, verify service obligation, if any, and if soldier meets length-of-
service requirements. It not, have soldier initiate action to meet service remaining requirements. See chapter 3, AR 601-280.

Step: 18
Action required by: Personnel management specialist
Description of actions: a. If soldier’'s request is approved for PCS with TDY enroute, proceed to procedure 3-1, DA Pamphlet 600-8-10.
b. It soldier’s request is approved for TDY and return to the same installation/ station, prepare DD Form 1610. When in TDY status, and
school course requires a security clearance, enter soldier’s security clearance in ltem #8, and the following personnel security investigation
data in Item 16 of DD Form 1610:
(1) Type of investigation.
(2) Authority.
(3) Date completed.

Step: 19
Action required by: Personnel management specialist
Description of actions: Give correspondence to Supervisor for review.

Step: 20

Action required by: Personnel management supervisor

Description of actions: Review correspondence and DD Form 1610. Ensure that all requirements are met and that all required information
and instructions are included. Forward through Personnel Management Officer for signature.

Step: 21

Action required by: Personnel management supervisor

Description of actions: Furnish soldier a complete copy of the request, including a signed copy of each waiver (if any). Instruct soldier to
show the request to school authorities if required to establish eligibility for the course.

Step: 22

Action required by: Personnel management supervisor

Description of actions: Make disposition of correspondence for approved application (TDY and return to the same installation/station) as
follows:

a. Original signed statement of waiver of enlistment or reenlistment commitment. Send to Commander, US Army Enlisted Records and
Evaluation Center, ATTN: PCRE-M, Ft. Benjamin Harrison, IN 46249-5301.

b. Copy of approved DA Form 4187, complete with signatures, to include signed copy of all waivers, to Records Branch for file in MPRJ
(steps 23 and 24).

Step: 23
Action required by: Personnel records specialist
Description of actions: a. File copy of approved DA Form 4187 with inclosures in action pending portion of the MPRJ.

b. SIDPERS transaction—

(1) Establish suspense for submitting “INQY” transaction about 30 days prior to soldier’s departure for school. (See procedure 2-40, DA
Pam 600-8-2.)

(2) Submit one “INQY” transaction (TDR cards only) for each installation where soldier will be attending school in a TDY and return status.
The output code “M” will be entered to produce the TDR cards and the DA Form 2. DA Form 2 will be given to the soldier prior to departure for
TDY.

(3) Place TDR cards received per “INQY” transaction in a sealed envelope annotated “TDR Cards.” Do not punch holes or staples in cards.
TDR cards will be given to the soldier to hand carry to the school.

Step: 24

Action required by: Personnel records supervisor

Description of actions: Training approved PCS with TDY enroute. (See procedure 3-1, DA Pam 600-8-10.) Training approved TDY and
return to the same installation/station. Since the MPRJ does not accompany service members attending school TDY and return to the same
installation/station, ensure that the following documents are given to the soldier (to hand carry to the school) prior to departure for TDY:

a. Copy of request (including enclosures). Be sure official signatures are shown. Be sure, especially in cases likely to be questioned, that all
applicable information is included which is needed to establish eligibility for the proposed schooling.
b. When required for the course (DA Pam 351-4), ensure that copies 1 and 2, DA Form 3180, completed through Part IV, accompany the
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Table 3-24
Procedure 3-10 service school attendance (enlisted)—Continued

service member (chapter 3, AR 50-5), and TPR Card.
c. Copy of DA Form 2 produced from “INQY” transaction, and a photocopy or machine-reproduced copy of DA Form 2-1.
d. Terminal Digit File for Treatment Record (DA Form 3444 series).

Step: 25

Action required by: Personnel records supervisor

Description of actions: Check to be sure if Enlisted Evaluation Report is required. See chapter 2, AR 623-205. If so, see procedure 5-8, this
pamphlet.

Step: 26
Action required by: Service school/NCO Academy/servicing unit/MILPO
Description of actions: Attach individual in accordance with Procedure 2-92, DA Pamphlet 600-8-2. Enter duty status as “ATCH".

Step: 27

Action required by: Service School/NCO Academy/servicing MILPO.

Description of actions: a. Issue orders in accordance with AR 310-10 and paragraph 18g, AR 600-200 for award of a new PMOS with
appropriate skill level/SQI/ASI/LIC not later than midpoint of completion of training.

b. Submit “PMOS” or “ASI” SIDPERS transaction as applicable, in accordance with procedure 2-58 or 2-17, DA Pamphlet 600-8-2.

c. If individual is attending a course of instruction under the Noncommissioned Officer Education System (NCOES) submit a “NCOG”
SIDPERS transaction in accordance with procedure 2-52, DA Pamphlet 600-8-2 prior to completion of the course.

d. If the individual does not complete the training take the following actions:

(1) Issue orders in accordance with AR 310-10 to withdraw the award of PMOS/SQI, ASI/LIC.

(2) Submit “PMOS” or “ASI” SIDPERS transaction as applicable, in accordance with procedure 2-58 or 2-17, DA Pamphlet 600-8-2.

(3) Forward an electrical message or a copy of the individual's withdrawal order to HQDA (DAPC-EPT-F) Alexandria, VA 22331-0400.
Note: the enlisted master file (EMF) has been blocked so SQI and ASI deletion transactions submitted through SIDPERS will not update the
EMF.

(4) If the individual was attending a course of instruction under NCOES submit “NCOG” SIDPERS transaction in accordance with
procedure 2-52, DA Pamphlet 600-8-2 to show appropriate code.

Step: 28
Action required by: Service school/NCO Academy/servicing unit/MILPO.
Description of actions: Submit “RATH” SIDPERS transaction in accordance with procedure 2-20, DA Pamphlet 600-8-2.

Step: 29
Action required by: 1SG/BnPAC/PSNCO
Description of actions: Upon return of the soldier from school, take the following actions:

a. If the soldier successfully completed the course, forward the following documents to the Personnel Management Officer:

(1) Copy of DA Form 87. (Certificate of Training)

(2) Copy of MOS orders.

b. If the soldier did not complete the course, forward a copy of the noncompletion letter of the MILPO (Personnel Records Specialists).

Step: 30

Action required by: Personnel management specialist

Description of actions: Upon receipt of DA Form 87 and MOS orders, take the following actions:
a. Prepare request for orders reassigning the soldier on the installation, if applicable.

b. Prepare request for orders awarding or withdrawing SMOS, and/or AMOS as appropriate. (See chap 2, AR 600-200 and AR 611-201.)
c. Award appropriate CPMOS. (See procedure 3-21, this pamphlet.)

Step: 31
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished.

Step: 32
Action required by: Personnel management officer
Description of actions: Review and sign documents.

Step: 33
Action required by: Personnel management specialist
Description of actions: Make required distribution of documents. Forward DA Form 87 and MOS order to Records Branch.
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Procedure 3-10 service school attendance (enlisted)—Continued
Step: 34
Action required by: Personnel Records Specialist
Description of actions: a. Upon receipt of DA Form 87, MOS order, and other order as applicable, complete the following actions:
(1) Make appropriate entries in item 17, DA Form 2-1 (AR 640-2-1).
(2) Submit SIDPERS transactions to update DA Form 2. (See procedures 2-41, 2-67, and 2-79, DA Pamphlet 600-8-2.)
(3) File documents in MPRJ (AR 640-10).
b. Upon receipt of noncompletion letter, make appropriate entry in item 4, DA Form 2-1 (AR 640-2-1). Return copy of letter to soldier
through BnPAC/PSNCO.

Step: 35

Action required by: Personnel records supervisor

Description of actions: Maintain close supervisory control to ensure required tasks are accomplished in accordance with applicable
directives.

Table 3-10-2
Procedures for requesting quotas for attendance at Army service schools

If individual volunteers or is nominated for entry in: 1 MOS training at Army service school courses: 800-00J, 726-O0U.
Quota for school attendance will be requested: 2 By written application direct from installation/activity commander to HQDA (DAPC-EPM-
A), Alexandria, VA 22331-0400.

If individual volunteers or is nominated for entry in: 1 MOS training at Army service school courses 244-97B/97C.
Quota for school attendance will be requested: 2 See procedure 3-33, this pamphlet

If individual volunteers or is nominated for entry in: 1 MOS training at Army service school courses 431-55D.
Quota for school attendance will be requested: 2 See procedure 3-20, this pamphlet.

If individual volunteers or is nominated for entry in: 1 MOS training at Army service school courses: 501-OOE and 501-79D.
Quotafor school attendance will be requested: 2 By written application direct from installation/activity commander to HQDA(DAPC-EPM-
P), Alexandria, VA 22331-0400.

If individual volunteers or is nominated for entry in: 1 MOS training at Army service school courses 832-95D.
Quota for school attendance will be requested: 2 By written application direct from installation/activity commander, US Army Criminal
Investigated Command(CIDC-PT), 5611 Columbia Pike, Falls Church, VA 22041-5015.

If individual volunteers or is nominated for entry in: 1 USAR MOS-producing training at US Army service schools, US Army training
centers, and other training activities.
Quota for school attendance will be requested: 2 By written application through command channels to appropriate CONUSA.

If individual volunteers or is nominated for entry in: 1 MOS training at Army service schools in courses other than above listed in DA
Pamphlet 351-4.

Quota for school attendance will be requested: 2 By written application direct from installation/activity commander to HQDA(DAPC-EPT-
F), Alexandria, VA 22331-0400.

If individual volunteers or is nominated for entry in: 1 Functional training or non-MOS producing school-type training at an Army service
school. For Airborne, Ganger, and Special Forces training-see procedures 3-15, 3-19, and 3-22, this pamphlet.
Quota for school attendance will be requested: 2 By written application to HQDA(DAPC-EPT-F), Alexandria, VA 22331-0400.

Notes:
1If soldier is assigned overseas, request will be submitted through major overseas commander not more than 10 months nor less than 5 months prior to DEROS.
If serving a stabilized of five sixths of the tour.

2 HQDA (MILPERCEN) will approve or disapprove applications and issue assignment instructions accordingly.

3-25. Procedure 3-11 promotion to 1LT/CW2
(Moved to AR 624-100)

3-26. Procedure 3-12 ROTC/RC duty
Procedure 3-12 covers assignment to duty with ROTC or Reserve Components.
a. Primary references are AR 614-200, 614-100, and 621-101.
b. Forms used are DA Forms 483 and 4187.
c. This procedure supplements AR 614-200, AR 614-100, and AR 621-101. It provides guidance pertaining to
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assignment of officer and enlisted personnel to duty with ROTC and Reserve Components. Personnel may apply at any
time. Personnel currently serving in stabilized CONUS positions (AR 614-5) or aerted for oversea assignment may
apply; however, assignments normally will not be effected until such time as applicants complete their prescribed
oversea tour, or a 3-year CONUS tour whichever is applicable.

(1) Applications will be forwarded by commanders unless the applicant is considered not qualified.

(2) Criteriafor selection for assignment of enlisted personnel to Reserve Component/ROTC duty are set forth in AR
614-200 and other applicable regulations listed above.

(3) Enlisted personnel must be in pay grade E4 or above.

(4) All enlisted applications are submitted to HQDA (MILPERCEN). Officers may volunteer by submitting DA
Form 483 to the appropriate assignment division, HQDA (MILPERCEN, OTSG, OTJAG, Office of Chief of Chap-
lains), or in accordance with the provisions of AR 621-101.

d. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a persona nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be by burning, shredding, or other appropriate method.

e. The following actions will be taken for assignment to duty with ROTC or Reserve Components:

Table 3-26
Procedure 3-12 ROTC/RC duty

Step: 1

Action required by: Unit commander/ISG/BnPAC

Description of actions: Counsel enlisted applicant to include a determination as to financial responsibility. Assist individual in completion of
DA Form 4187, section Ill. See figure 3-12-1 for preparation of DA Form 4187; have applicant complete statement as in figure 3-12-2 as
enclosure. (See step 9 for officer personnel).

Step: 2

Action required by: Unit commander/1SG/BnPAC

Description of actions: Information required from records will be added at MILPO. If disapproval is recommended, give justification and
forward to MILPO.

Step: 3

Action required by: Unit commander/1SG/BnPAC

Description of actions: Forward DA Form 4187 with attachments to MILPO. Oversea commanders note that applications must be
submitted not less than 7 months before rotation month to HQDA (DAPC-EP appropriate career management branch), Alexandria, VA
22331-0400.

Step: 4
Action required by: Personnel management specialist
Description of actions: Screen personnel records against criteria set forth in section VI, chapter 8, AR 614-200.

Step: 5

Action required by: Personnel management specialist

Description of actions: Ensure that application includes the following information:
a. Description of all administrative and/or instructional experience, as applicable.

b. Statement of typing ability to include number of words per minute, applicable to administrative positions only.
c. Listing of 3 geographical areas where duty is desired in order of preference.

Step: 6

Action required by: Personnel management specialist

Description of actions: Forward application to HQDA, appropriate career branch. Prepare CMT2 (fig 3-12-3) in accordance with AR 614-
200 and AR 614-6 to include:

a. Statement of estimated date of applicant’s availability for ROTC or Reserve Component duty.

b. Statement that the applicant’s personnel records have been screened and contain no information which would prohibit assignment to
ROTC or Reserve Component duty.

c. If 2d FY PCS, include statement and justification for move as required under AR 614-6.

d. Indicate recommendation of approval or disapproval; if disapproval, give justification.

e. When individual is not qualified, return to individual through channels. Specify reason for disqualification, and if application may be
resubmitted at a later date.

Step: 7
Action required by: Personnel management supervisor
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Description of actions: Review case for correctness and completeness, and forward for signature.

Step: 8

Action required by: Personnel management supervisor

Description of actions: Send copy of request and forwarding comment to the Personnel Records Specialist along with MPRJ. Set up office
suspense for reply.

Step: 9

Action required by: MILPO

Description of actions: Advise officer personnel who are interested in volunteering for assignment to duty with a Reserve Component or
ROTC to make their desires known to HQDA (DAPC-OP-appropriate career management division), by submitting a DA Form 483 (Officer
Assignment Preference Statement) letter, or application utilizing DA Form 4187. Officer may also apply for the Advanced Degree Program for
ROTC Instructor Duty (ADPRID Program) in accordance with AR 621-101. Provisions of AR 614-5 and AR 614-6 apply.

3-27. Procedure 3-13 New Equipment Training (NET)
Procedure 3-13 covers the training of enlisted personnel undergoing force modernization new equipment training.

a. Primary reference is AR 600-200.

b. Forms used are DA Form 2 and 2496.

¢. This procedure supplements AR 600-200. It prescribes guidance pertaining to the identification, reclassification,
and stabilization of soldiers undergoing new equipment training which will result in the award of one of the MOSCs or
ASls listed in table 3-13-1. Also, guidance for processing related personnel actions is provided.

d. Selection criteria for new equipment training.

(1) Soldiers pending actions which will lead to separation will not undergo NET.

(2) Soldiers who have an approved reenlistment option or reenlist prior to beginning NET for an option assigning
the soldier to a location where the NET MOSC/ASI cannot be utilized, will not undergo NET, unless the soldier
waives his or her option.

(3) Soldiers assigned to units scheduled to undergo NET who are in receipt of reassignment instructions will comply
with those reassignment instructions. They will not undergo NET.

(4) Soldiers in receipt of reassignment instructions who are assigned to a non-NET unit will not be selected for
reassignment to a unit scheduled to undergo NET.

(5) Soldiers must meet the prerequisites for award of the NET MOS established in AR 611-201 prior to undergoing
NET.

e. Soldiers undergoing NET will be stabilized 60 days preceding NET, during formal NET training, through 60 days
following NET. Therefore, the total NET stabilization period is 5 months plus the formal NET training period for the
organization (e.g. battalion). The formal NET period is defined as that period during which actual training is conducted
by the NET team onsite, and does not include NET pretraining, weapons qualification, ARTEP, etc., either preceding
or following actual instruction. This stabilization policy applies to only those soldiers actually undergoing NET (e.g.,
operators and organizational maintainers) and not to other support personnel (e.g., personnel administrative specialists).
Stabilization of soldiers undergoing NET will be controlled in CONUS by an AEA code, and overseas by DEROS.

(1) CONUS—Soldiers undergoing NET in CONUS will be awarded AEA code “V.”

(2) Overseas—Soldiers stationed overseas will undergo NET when formal training can be completed by NET plus
30 days. This will allow the maximum number of soldiers to acquire the force modernization skills, while avoiding
involuntary extensions. Soldiers may voluntarily extend their oversea tours under the provisions of AR 614-30 to
complete training.

f. NET related personnel actions.

(1) Promotion—Soldiers will continue to be promotion eligible in their current MOS until the first month following
award of the NET MOS in accordance with paragraph 2-28, AR 600-200.

(2) Bonus recipients—Reclassification accomplished through NET is HQDA directed and will not result in recoup-
ment of any bonus (EB/SRB) entitlements.

(3) Volunteers for oversea service—Requests from soldiers who volunteer for oversea service will be held until after
completion of NET and award of NET MOSC/ASI.

(4) Reenlistment—There are primarily two areas which impact on NET, as follows:

(a) Soldiers who reenlist prior to NET for non-NET MOSC/ASI locations. These soldiers will not be selected for
NET unless they properly execute a waiver of contract in accordance with paragraph 4-6, AR 601-280.

(b) Soldiers who reenlist during NET for non MOSC/ASI locations. These soldiers (except those serving on their
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initial term of service) will not be eligible to reenlist for any option except Regular Army Reenlistment Option, table 4-
1, AR 601-280, until completion of NET.

g. Military personne records and documents containing information of a personal nature will be stored, handled, and
transmitted in accordance with AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or
released under applicable directives only to authorized personnel in accordance with 340-17 and 340-21 series ARSs.
Disposition of documents will be in accordance with applicable directives or by destruction when the purpose for
which authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

h. The following actions will be taken on soldiers for new equipment training.

Table 3-27
Procedure 3-13 New Equipment Training (NET)

Step: 1
Action required by: Unit commander/1SG
Description of actions: a. Identify soldiers for NET. Use criteria outlined in paragraph 3-38d above.
b. At the beginning of the NET stabilization period (NET start date minus 60 days), have roster of soldiers scheduled to undergo NET
prepared (in 3 copies) as follows:
(1) The following organizational heading information will be included:
(a) Unit
(b) Station
(©)
(d) NET dates (formal training)
(2) The following personnel data will be provided for each soldier:
(a) Name
(b) SSN
(c) Grade of rank
(d) Current MOS to include ASI and LIC
(e) NET MOSCI/ASI
(f) DEROS if overseas
c. Have 2 copies of the roster forwarded to the BnPAC/PSNCO. Have 1 copy of roster retained for unit use.
d. Submit additions and deletions to the NET roster on DA Form 2496.

Step: 2
Action required by: BnPAC/PSNCO
Description of actions: a. Verify soldiers scheduled for NET meet the eligibility criteria as prescribed in paragraph 3-38d above.
b. If any soldiers are found ineligible for NET, inform unit commander/1SG of disqualification and delete soldier's name from roster.
c. Forward 1 copy of the roster to the Personnel Records Branch.
d. Retain 1 copy of roster for file and use to monitor the soldiers undergoing NET. Ensure addition and deletions to the roster are forwarded
to the Personnel Records Branch.

Step: 3
Action required by: Personnel records specialist
Description of actions: a. Upon receipt of NET roster, take the following actions:

(1) Submit “PMOS” or “ASI” SIDPERS transaction as applicable in accordance with procedure 2-58 or 2-17, DA Pamphlet 600-8-2. If you
submit a “PMOS” transaction, enter the number 0 in the fourth position of the PMOS in accordance with paragraph 1-8b, AR 611-201.

(2) Submit “SMOS” SIDPERS transaction as applicable in accordance with procedure 2-79, DA Pamphlet 600-8-2. The previously held
PMOS will be entered into SIDPERS as the SMOS. During this process, the established order of precedence for SQI will be observed as
prescribed in paragraph 2-33, AR 600-200. The ASI will be retained with the new NET MOS if compatible (see chap 6, AR 611-201). If the ASI
is not compatible with the NET MOS, it will be transferred to the SMOS with the original PMOS.

(3) If in CONUS, submit “AEA” SIDPERS transactions in accordance with procedure 2-6, DA Pamphlet 600-8-2. AEA code “V” with a
termination date of NET completion date plus 60 days will be entered. (See procedure 5-3, this pamphlet).

b. Suspense NET roster for completion of NET.

Step: 4
Action required by: Personnel records specialist
Description of actions: a. Upon receipt of DA Form 2496 deleting soldiers from NET roster, take the following actions:

(1) Submit “PMOS,” “ASI,” and “SMOS” SIDPERS transaction as applicable in accordance with procedure 2-58, 2-17, or 2-79, DA
Pamphlet 600-8-2 to change back to their originally designated MOS data.

(2) If in CONUS submit “AEA” SIDPERS transaction in accordance with procedure 2-6, DA Pamphlet 600-8-2. AEA code “V" will be
replaced by “L,” unless another code is applicable. (See procedure 5-3, this pamphlet.)

(3) If the soldier has received reassignment instructions (PCS cover sheet on the MPRJ in accordance with procedure 3-1, DA Pamphlet
600-8-10), immediately inform the Personnel Management Branch.

(4) Update suspense copy of NET roster.

b. Upon receipt of DA Form 2496 adding soldiers to NET roster, take the following actions:
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Table 3-27
Procedure 3-13 New Equipment Training (NET)—Continued

(1) Submit applicable SIDPERS transactions. See step 3a above.
(2) Update suspense copy or NET roster.

Step: 5

Action required by: Personnel records supervisor

Description of actions: Maintain supervisory control to ensure required tasks are accomplished in accordance with applicable directives.
Ensure the Personnel Management Branch is informed of changes occurring in NET for soldiers in receipt of reassignment instructions.

Step: 6
Action required by: Unit commander/1SG
Description of actions: At the completion of NET, take the following actions:

a. Have a roster of soldiers who completed the training prepared in 5 copies. See step 1b above for required information. Unit commander
signature is required to certify soldier completed required training for the MOS/ASI.

b. Have DA Form 2496 prepared listing soldiers that failed to complete the NET.

c. Have 4 copies of the NET roster and 2 copies of DA Form 2496, if applicable, forwarded to the BhPAC/PSNCO. Have 1 copy of roster
and DA Form 2496 retained for unit files.

Step: 7
Action required by: BnPAC/PSNCO
Description of actions: a. Verify NET roster or DA Form 2496 as applicable. Account for all soldiers scheduled for training. Resolve
differences with unit commander/1SG and have NET roster and/or DA Form 2496 updated.
b. Forward 2 copies of the NET roster to the Personnel Management Branch.
c. Forward 1 copy of the NET roster and DA Form 2496 if applicable to the Personnel Records Branch.
d. Retain 1 copy of the NET roster and use to ensure reclassification orders are received for all soldiers that completed the training.

Step: 8
Action required by: Personnel management specialist
Description of actions: Upon receipt of NET roster for soldiers who completed NET, take the following actions:

a. Obtain MPRJ from Personnel Records Branch.

b. Prepare DA Form 2446 awarding or withdrawing PMOS, SMOS, AMOS to include SQI, ASI, and LIC as applicable. (See chapter 2 AR
600-200 and procedure 3-46 this pamphlet.)

c. Award of the NET MOSC/ASI is a HQDA directed reclassification action. No reclassification control number is required.

d. For soldiers who are bonus recipients, the following statement will be included in the “Additional instructions” leadline of the NET PMOS
(not ASI) reclassification order: “HQDA-directed reclassification.” This statement is required to preclude any future attempts to recoup bonus
entitlements.

e. Submit “PRMS” SIDPERS transaction in accordance with procedure 2-67, DA Pamphlet 600-8-2, if applicable.

f. For soldier on an E5/E6 promotion list (AAC-C10) take appropriate action in accordance with paragraph 7-28, AR 600-200, and
procedure 3-30, this pamphlet.

g. For soldiers on a centralized promotion standing list (to grade E7/E8/E9), prepare an electrical message (DD Form 173) to CDR
MILPERCEN ALEX VA//DAPC-MSP-E// advising MILPERCEN of the reclassification.

h. Send NET roster, MPRJ, DA Form 2446, and DD Form 173, if applicable, to supervisor.

i. Send copy of NET roster to Cdr, MILPERCEN, applicable career branch (see table 1-1, AR 614-200).

Step: 9
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished and forward to Personnel Management Officer.

Step: 10
Action required by: Personnel management officer
Description of actions: Review and sign documents.

Step: 11

Action required by: Personnel management specialist

Description of actions: a. Make distribution of DA Form 2446 and DD Form 173, if applicable.
b. Return MPRJ to Personnel Records Branch.

Step: 12
Action required by: Personnel records specialist
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Table 3-27
Procedure 3-13 New Equipment Training (NET)—Continued

Description of actions: Upon receipt of NET roster for soldiers who completed NET suspense roster pending receipt of reclassification
orders.

Step: 13
Action required by: Personnel records specialist
Description of actions: Upon receipt of DA Form 2496 for soldiers that failed to complete the NET, take the following actions:

a. Submit applicable SIDPERS transactions. See step 4a above.
b. Update suspense copy of NET roster.

Step: 14
Action required by: Personnel records specialist
Description of actions: Upon receipt of reclassification orders, take the following actions:

a. Submit “PMOS” SIDPERS transaction in accordance with procedure 2-58, DA Pamphlet 600-8-2, to change skill level from number 0 to
appropriate skill level.

b. File order in MPRJ in accordance with AR 640-10.

c. Remove NET rosters and DA Forms 2496 from suspense and verify that actions have been completed on all soldiers scheduled for
training. Inform supervisor of any incomplete actions.

Step: 15

Action required by: Personnel records supervisor

Description of actions: a. Maintain supervisory control to ensure required tasks are accomplished in accordance with applicable
directives. Resolve all incompleted actions with the Personnel Management Supervisor and/or BhPAC/PSNCO as applicable.

Table 3-13-1

New equipment training MOSC/ASI

System Old MOSCI/ASI New MOSC/ASI

M1/M1E1 Abrams 19E 19K
45N 45E
63N 63E

M60A3 MBT 19E 19E B8

M901 ITV 11H 11H E9
19D 19D E9

M2/3 Bradley FVS 11B 11M
19D 19D D3
45T 45T D3
63T 63T D3

HEMTT 13M 13M R4
15E 15E R4
16L 16L R4
16T 16T R4
64C 64C R4
76W 76W R4

DAS-3 55R 55R M6
71N 71N M6
74D 74D M6
76J 76J M6
76P 76P M6
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3-28. Procedure 3-14 volunteering for oversea service
Procedure 3-14 covers volunteering for overseas service.

a. Primary reference is AR 614-30.

b. Forms used are DA Forms 2, 209 (Delay, Referral or Follow-up Notice), 483, 2635, 4787 (Reassignment
Processing) and 4187.

¢. This procedure supplements AR 614-30. It prescribes guidance for processing applications of individuals volun-
teering for oversea service.

(1) Permanent party personnel who are eligible for oversea assignment may volunteer for assignment to a specific
geographical area in accordance with instructions in AR 614-30, chapter 5.

(2) Individual service members may also volunteer for specific types of assignments under applicable directives,
such as Army attache duty (AR 611-60), a course of study at a foreign service school (AR 351-1), or attendance at
language training courses (AR 611-6) with subsequent overseas assignment to duty requiring knowledge of a foreign
language.

(3) Regulations for other such assignments are listed in appendix A.

(4) Fisca year restrictions apply (AR 614-6) to permanent change of station. Assignment and travel must be
restricted according to AR 380-35 and AR 614-35 when applicable. Individuals must meet the prerequisites for the type
of duty as specified in applicable directives.

d. Submission of a request for overseas indicates an individual’s willingness to waive any entitlement to retention in
CONUS (or area of residence) assignment.

(1) Generad policies under AR 614-100, for officers, and AR 614-200 for enlisted personnel concerning overseas
tours of duty are applicable to individuals who volunteer for overseas service, i.e., the primary consideration is to fill
valid requirements with qualified individuals. Secondary to this is the policy that al personnel share overseas service,
alternating short and long tours. Individual desires are given consideration along with these policies and the demands of
the service.

(2) If there is no requirement to be filled in the indicated area of choice, the volunteer is not ordered overseas until
his or her normal turn. At that time the voluntary application no longer applies. The individual is assigned then through
normal procedures to meet the needs of the service, and an up-to-date preference statement would be considered insofar
as possible.

(3) Requests for overseas service should be included with other personnel actions when coordination is required or
desirable; for example, a request for branch transfer to be followed by oversea tour, or a volunteer request for training
to be followed by overseas tour. Disapproval of the first action does not negate the second, however.

e. When a DA Form 209 is included, volunteer applications submitted by enlisted personnel will be acknowledged
by MILPERCEN upon receipt. Once submitted, withdrawal of an application to volunteer for oversea service must be
approved by MILPERCEN. Request for withdrawal must include justification and be submitted through channels with
a recommendation for approval or disapprova by the major commander.

f. Preference statements which may be submitted during the period of time that action would be taken on the
voluntary assignment request should be consistent with the choice of assignment or geographical area as indicated in
the volunteer application. However, individuals applying for oversea duty under special programs must be guided by
specific instructions in the applicable directives pertaining to that program.

g. Military personnel records and documents containing information of personal nature will be stored, handled, and
transmitted in accordance with AR 340-17 and AR 640-10. Information of a persona nature may be disclosed or
released under applicable directives only to authorized personnel in accordance with AR 340-17 and AR 340-21 series.
Disposition of documents will be in accordance with the applicable directives or by destruction when the purpose for
which authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

h. The following actions will be taken on volunteering for overseas services:

Table 3-28
Procedure 3-14 volunteering for oversea service

Step: 1
Action required by: Individual
Description of actions: Inform immediate supervisor and unit commander of intention to volunteer for oversea service.

Step: 2
Action required by: Unit Cdr/1SG
Description of actions: a. Verify if soldier meets eligibility criteria in chapter 5, AR 614-30.

b. Advise soldier of requirements in chapter 5, AR 614-30, pertaining to oversea service requests. Point out specific requirements for
remaining service and how service obligation requirement can be met by extension of enlistment or by reenlistment. Inform soldier that
counseling is required under provisions of AR 601-280 if soldier declines to extend or, reenlist upon receiving assignment instructions based
upon a volunteer request. When applicable, inform soldier if waiver of enlistment commitment is a requirement. If appropriate, send soldier to
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Table 3-28
Procedure 3-14 volunteering for oversea service—Continued

career counselor for further guidance.

Step: 3

Action required by: Unit/BnPAC Clerk

Description of actions: If soldier is eligible to apply for oversea service, assist soldier in preparing request for “Volunteer for Oversea
Service” (DA Form 4187), as in figure 3-14-1. The request will contain the following:

a. Overseas area preference. Volunteers will list their choices (not more than 3) from appendix B, AR 680-29. If individual does not desire to
list a country in appendix B, AR 680-29, then he or she may select their choice from the code and destination group below. The automated
assignment process will only consider an individual’s first choice. Assignment personnel will consider other listed choices individually.
Therefore, second and third choices may be more specific than the areas listed below, e.g., Germany, Italy as second and third choices.

Code and Destination

00—No preference

02—Alaska

15—Hawaii

61—North America and North Atlantic

62—Europe

63—Far East and Pacific

64—South American and Caribbean

65—Africa and Middle East

b. For enlisted personnel, the following apply:

(1) The submission of a request for oversea service constitutes a commitment to have or to acquire remaining service if request is
approved and assignment instructions are issued. (See para 5-3, AR 614-30.) Include the following statement in section IV, DA Form 4187: “|
understand that, if this request is approved, and if | do not have sufficient remaining service to meet service obligation requirements
prescribed in paragraph 5-3, AR 614-30, | will be required to reenlist or extend my current enlistment in accordance with chapter 3, AR 601-
280, prior to departing my present duty station.”

(2) If soldier has an unfulfilled enlistment commitment, include the following statement in section IV, DA Form 4187: “If | am assigned in
accordance with my preferences, | will waive my enlistment commitment (enter enlistment commitment).”

Note. If soldier desires intertheater transfer (ITT) procedure 6-3, this pamphlet, applies.

Step: 4
Action required by: 1SG/PSNCO
Description of actions: Review DA Form 4187 to ensure request is complete.

Step: 5
Action required by: Unit Cdr
Description of actions: Complete DA Form 4187, recommending approval or disapproval. If recommending disapproval, give reason(s).

Step: 6
Action required by: BnPAC/PSNCO
Description of actions: Forward DA Form 4187 by CMT 2 through command channels as appropriate to servicing MILPO.

Step: 7
Action required by: Personnel management specialist
Description of actions: Upon receipt of DA Form 4187, take the following actions:

a. Obtain MPRJ and Personnel Qualification Records from Records Branch.

b. Verify that soldier meets eligibility criteria contained in chapter 5, AR 614-30.

c. If soldier does not meet eligibility criteria, return request through channels to soldier. Include in comment reasons for return; if deficiency
can be corrected, specify action taken.

d. If soldier is eligible, attach reproduced copy of DA Forms 2 and 2-1 to the DA Form 4187 and prepare comment forwarding request
through installation commander or major command (in accordance with installation/major command policy) to HQDA. See appendix C, AR
614-30, for address of appropriate HQDA career activity.

Step: 8
Action required by: Personnel management supervisor

Description of actions: Maintain close supervisory control to assure required tasks are accomplished in accordance with applicable
directives.

Step: 9
Action required by: Personnel management officer
Description of actions: Review actions and sign documents where applicable.
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Table 3-28

Procedure 3-14 volunteering for oversea service—Continued

Step: 10

Action required by: Personnel management specialist

Description of actions: Make required distribution of request with enclosures as follows:

a. Original and copy to HQDA.
b. One copy-Records Branch for file in MPRJ.
c¢. One copy-Off ice file copy in accordance with AR 340-2 or 340-18-7.

Step: 11
Action required by: Personnel management specialist
Description of actions: Return Personnel Qualification Records and MPRJ to the Personnel Records Branch with copy of requests.

Step: 12
Action required by: Personnel records specialist

Description of actions: a. Check oversea area of preference (DA Forms 2). Submit SIDPERS transaction to update when appropriate.
See procedure 2-16, DA Pamphlet 600-8-2.
b. File request for “Volunteer for Oversea Service” as action pending document in the soldier's MPRJ.

Step: 13
Action required by: Personnel records supervisor

Description of actions: Maintain close supervisory controls to assure records are updated promptly and all required tasks are accomplished
in accordance with applicable directives.

Step: 14
Action required by: Personnel management specialist

Description of actions: If request is disapproved by HQDA, prepare a forwarding comment to soldier through command channels informing
him of HQDA decision and request acknowledgement of receipt. Obtain signature of Personnel Management Officer and forward as
appropriate through command channels.

Step: 15

Action required by: Unit Cdr/1SG

Description of actions: Inform soldier of disapproval by HQDA. Prepare comment to DA Form 4187 for soldier's acknowledgement of
receipt of reply. Furnish a copy to the soldier. Return correspondence to MILPO.

Step: 16
Action required by: Personnel management specialist

Description of actions: Upon receipt of acknowledgement (of HQDA disapproval) from soldier, withdraw suspense copy of DA Form 4187
and take the following actions:

a. File one copy, of complete correspondence in office file in accordance with AR 340-2 or AR 340-18-7.
b. Inform Personnel Records Specialist to withdraw and destroy the copy filed in MPRJ.

Step: 17

Action required by: Personnel records specialist

Description of actions: Upon receipt of information from Personnel Management that request was disapproved, withdraw and destroy the
copy filed in MPRJ (step 12).

Step: 18
Action required by: Personnel management specialist
Description of actions: Upon receipt of reassignment instructions:

a. Process in accordance with DA Pamphlet 600-8-10.

b. Withdraw office file copy of request (step 10) and file in soldier's assignment file. See procedure 3-1, DA Pamphlet 600-8-10.
c. Inform Personnel Records Specialist to withdraw and destroy the copy of request filed in MPRJ.

Step: 19
Action required by: Personnel management supervisor

Description of actions: Maintain close supervisory controls to assure that required tasks are accomplished in accordance with applicable
directives.

Step: 20
Action required by: Personnel records specialist
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Table 3-28
Procedure 3-14 volunteering for oversea service—Continued

Description of actions: Upon receipt of information from Personnel Management Specialist that soldier has received assignment
instructions, withdraw and destroy the copy filed in MPRJ (steps 12 and 18 above).

3-29. Procedure 3-15 ranger training
Procedure 3-15 covers application for ranger training. (Officer and Enlisted Personnel).

a. Primary references are AR 614-100 and 614-200, and DA Pam 351-4.

b. Forms used are DA Forms 2, 2-1, 705 (Army Physical Fitness Evaluation Scorecard), 2446 (Request for Orders),
3349 (Physical Profile Board Proceedings Medical Condition Physical Profile Record), 3444 series, and 4187, and SF
88.

¢. This procedure supplements AR 614-100 and AR 614-200. Male personnel who desire to volunteer for Ranger
training will submit DA Form 4187 through their immediate commander to the appropriate approving authority. They
will attend the Ranger course of instruction on temporary duty and return to their parent organization, or proceed on a
permanent change of station to a Ranger organization.

d. An enlisted applicant must have sufficient service remaining on current enlistment to allow completion of the
minimum service after Ranger training; if not, he must extend his enlistment under the provisions of AR 601-280 or be
discharged under the provisions of AR 635-200 for immediate reenlistment. Actual accomplishment of discharge and
reenlistment or extension of service will be completed after approval of Ranger training and before compliance with
orders.

(1) Applications by personnel in overseas commands will be submitted not more than 8 or less than 5 months before
their expected date of return from overseas service.

(2) Individuals must complete their normal overseas tour prior to return to CONUS for training.

(3) Officer requests must be send to the appropriate career management division to arrive no less than 6 months
before date of return to CONUS.

(4) Officers and enlisted personnel must meet the following prerequisites:

(a) Applicants must volunteer for Ranger training.

(b) Officer personnel must be male company grade officers of the combat arms or combat support arms and eligible
for assignment.

(c) All personnel must meet minimum medical fitness standards as prescribed in AR 40-501. The medical examina-
tion must be administered not more than 1 year prior to attendance at the Ranger school.

(d) All personnel must attain the minimum scores on the Army Physical Readiness Test (APRT) to qualify for
Ranger training. The test must be administered within 30 days of application for Ranger training and DA Form 705
must be attached as an enclosure to the application.

(5) The following minimum scores on the APRT apply to qualification for Ranger training:

(a) 45 pushups in 2 minutes.

(b) 45 situps in 2 minutes.

(b) 2 mile run in 15 minutes, 59 seconds.

(d) 6 chinups.

(6) All personndl must qualify on the combat water survival test. They must have successfully negotiated a 15-meter
swim test, carrying a rifle and wearing fatigues, boots, pistol belt, harness, two ammunition pouches and two canteens
with covers.

(7) The immediate commander will certify the individual’s successful completion of both the APRT and the combat
water survival test.

(8) Enlisted personnel must have a standard score of 90 or higher in aptitude area CO or IN.

(9) Enlisted personnel must have 18 months or more of active duty service remaining after completion of course.

(10) Obligated service does not apply for Active Army commissioned officers.

e. Soldiers who desire to volunteer for assignment to one of the Ranger battalions, 75th Infantry, must submit a
formal application and meet the basic criteria as outlined in b above. Application must be forwarded through channels
to HQDA (DAPC-EPK-S), Alexandria, VA 22331-0400, for consideration. DA Forms 2, 2-1 must accompany all
enlisted applications.

(1) Ranger battalions are all volunteer units with individuals possessing the basic airborne qualifications before
assignment to the unit.

(2) Attendance at the Ranger course for personnel E4 and below will be accomplished once the soldier has been
with a Ranger battalion for a period of time.

(3) Personnel in grade E5 and above, who are accepted by a Ranger battalion, will proceed to the unit Ranger
school en route.
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f. In addition to meeting the prerequisites of b above, each individual must meet additional digibility criteria for
assignment to a Ranger battalion. All personnel are eligible to apply, with the following exceptions:

(1) Assigned to CONUS and alerted for or under orders to an oversea area, either as a member of a unit or as an
individual.

(2) Undergoing court-martial proceedings, under investigation which may result in trial by court-martial, or under
suspension of favorable personnel actions in accordance with AR 600-31.

(3) Convicted by specia or genera court-martial, or who have any record of time lost under Title 10, US Code,
Section 972, during their current term of service.

(4) Airborne or Ranger duty terminees unless termination was for reasons of extreme family problems.

(5) Ranger battalion option enlistees (table H-18, AR 601-210) need not apply and will be assigned to the
appropriate battalion in accordance with their enlistment commitment.

g. Personnel applying for assignment to a Ranger battalion must also meet the following selection criteria

(1) Volunteer for Ranger, and if not already qualified, Airborne training. (Sample volunteer applications are at fig 3-
15-1 and 3-15-4.)

(2) Meet the medical, physical and mental prerequisites for attendance at Airborne/Ranger schools as described in
AR 40-501 and DA Pamphlet 351-4, regardless of prior Airborne/Ranger qualifications. Waivers for age and grade
requirements are not required.

(3) Have 18 months retainability at expected time of arrival at a Ranger battalion, or take action to acquire sufficient
service to meet this minimum period prior to departing the losing command (AR 601-280).

(4) Possess a personal background record which would reasonably guarantee a minimum clearance of “Secret” (E5
and above) or “Confidential” (E4 and below).

(5) Possess one of the following PMOS or SMOS pay grades which are authorized in a Ranger/Light Infantry
Battalion:

(a) 00z E9

(b) OOR E7

(c) 11B El through E9

(d) 11C El through E6

(e) 12B E5 through E7

(f) 13F El through E7

(g) 29S E3 through E5

(h) 31C El through E6

(i) 31E El through E6

(j) 31K El through E4

(k) 31V E1 through E7

() 31z E7 through E9

(m) 54E E3 through E6

(n) 63B E3 through E7

(o) 63W EIl through E4

(p) 71D E3 through E5

(9 71L El through E5

(r) 7IM El through E4

() 71N E1 through E4

(t) 72E El through E6

(u) 73D El through E5

(v) 75B E1 through E6

(w) 75Z E7 through E8

() 76C E1 through E4

(y) 76Y El through E7

(2 76Z E8

(aa) 91A El through E4

(ab) 91B El through E7

(ac) 94B E1 through E7

(ad) 96B El through E8

(a€e) 96D E6 through E8

(af) 97B E5 through E7

h. All personnel planning to request Ranger training should be briefed on the Ranger course by a Ranger qualified
officer prior to making application. Airborne qualified personnel will be placed in jump status during the period of
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their attendance and will be required to participate in jump refresher training before performing parachute jumps during
the course.

i. Applications for Ranger training for enlisted soldiers desiring assignment to one of the Ranger battalions, 75th
Infantry, should be forwarded through channels to HQDA (DAPC-EPT-F). Applications for TDY and return training
must be forwarded through the installation activity that controls TDY funds.

j- Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with the applicable directives or by destruction when the purpose for which
authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

k. The following actions will be taken on application for Ranger training (officer and enlisted personnel):

Table 3-29
Procedure 3-15 ranger training

Step: 1

Action required by: Unit/BnPAC Clerk

Description of actions: Upon request from individual requesting Ranger training, prepare DA Form 4187 as in figure 3-15-1. Have individual
sign.

Step: 2
Action required by: Unit/BnPAC Clerk
Description of actions: Determine date of individual's last periodic medical examination.

a. If individual has undergone a medical examination within the previous 12 months, obtain a copy of the SF 88.

b. If individual has not had a medical examination within previous 12 months, schedule the individual for a medical examination.

c. If individual is volunteering for Ranger battalion and has had a medical examination within the previous 12 months, prepare a DA Form
3349 which reflects current physical status or attach a copy of medical examination with application.

Step: 3

Action required by: 1SG

Description of actions: Arrange for administration of the APRT and the Combat Water Survival Test in accordance with DA Pamphlet 351-4
and guidance furnished in the discussion portion of this procedure.

Step: 4

Action required by: Unit commander

Description of actions: Interview applicant to determine that individual is volunteering for the Ranger training. Arrange wherever possible
for the individual to be briefed by a Ranger-qualified officer prior to forwarding of the application. Ensure that all personnel are in and
maintaining excellent physical condition prior to reporting for the Ranger training.

Step: 5 Action required by: Unit commander
Description of actions: Review DA Form 4187 with medical examination and results of the APRT and the Combat Water Survival Test. If
individual meets required standards, sign DA Form 4187 and arrange for interview at the MILPO for individual to receive further assistance.

Step: 6

Action required by: Personnel management specialist

Description of actions: Obtain individual’s MPRJ and personnel qualification records. Screen request against prerequisites in DA Pamphlet
351-4. If eligible, encourage individual to submit application. If individual is not airborne qualified, have service member apply for airborne
training in accordance with procedure 3-19, this pamphlet.

Step: 7

Action required by: Personnel management specialist

Description of actions: If individual meets criteria, prepare statement (fig 3-15-2) for individual’s signature. If individual is volunteering for a
Ranger battalion, give assistance and have him sign statement (fig 3-15-4). Attach to DA Forms 4187 as enclosure.

Step: 8
Action required by: Personnel management specialist
Description of actions: a. If individual does not meet criteria, prepare comment returning request to applicant with specific reason(s) for
disapproval.

b. If individual is volunteering for a Ranger battalion, and meets the criteria as outlined for assignment to the Ranger battalion, prepare a
forwarding comment (fig 3-15-3).

Step: 9
Action required by: Personnel management supervisor
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Table 3-29
Procedure 3-15 ranger training—Continued

Description of actions: Review DA Form 4187; withdraw copy for file in action pending section of MPRJ. Send request to authenticating
official for signature and forward through channels to approving authority (see note, below).

Step: 10
Action required by: Personnel management supervisors
Description of actions: Return MPRJ and allied papers.

Step: 11

Action required by: Personnel management specialist

Description of actions: Upon receipt of approved application, complete actions required for processing. Initiate action for discharge,
reenlistment, or extension of individual at appropriate time, if required. This must be done prior to compliance with orders directing
movement.

Step: 12

Action required by: Personnel management specialist

Description of actions: Determine if APRT and Combat Water Survival Test and last medical examination are current. If so, initiate DA Form
2446. (Physical qualifications must be met; if not, orders must be delayed until all requirements are met.)

Step: 13

Action required by: Personnel management specialist

Description of actions: Obtain Military Personnel Officer’s signature on request for orders and forward. Furnish copy, showing all
signatures, of complete approved application, including waivers, for file in MPRJ. Training approved TDY and return to the same installation/
station. Since the MPRJ does not accompany service members attending school TDY and return to the same installation/station, ensure that
the following documents are given to the soldier (to hand carry to the school) prior to departure for TDY:

(1) Copy of request (including enclosures). Be sure official signatures are shown. Be sure, especially in cases likely to be questioned, that
all applicable information is included which is needed to establish eligibility for the proposed schooling.

(2) Copy of DA Form 2 and TDR Cards produced from “INQY” SIDPERS transaction and a photocopy of machine-reproduced copy of DA
Form 2-1.

(3) DA Form 3444 series.

Step: 14

Action required by: Personnel management specialist

Description of actions: When application is disapproved, or individual does not meet requirements, return through channels to applicant.
Return comment must state reasons for disapproval.

Notes:
Application for Ranger training will be forwarded to the following approval authorities, as appropriate:

a. Officers—HQDA(DAPC-OP appropriate career division), Alexandria, VA 22331-0400.
b. Enlisted—HQDA(DAPC-EPK-S), Alexandria, VA 22331-0400.
Assignment to Ranger battalions—HQDA(DAPC-EPK-S), Alexandria, VA 22331-0400.

3-30. Procedure 3-16 Rsg extreme family problems
Procedure 3-16 covers reassignment-extreme family problems.

a. Primary references are AR 614-6, 614-30, 614-100, and 614-200.

b. Forms used are DA Forms 31 (Request Authority for Leave), 483, 3739 (Application for Assignment/Deletion/
Deferment for Extreme Family Problems).

¢. This procedure supplements the primary Army regulations referenced above. It prescribes guidance for processing
requests for reassignment in cases of extreme family hardship. All personnel except general officers, regardiess of
status, may submit a request for a change in assignment because of family problems which warrant sympathetic
consideration (cases of extreme hardship which can be aleviated only by assignment to a specific ared). Officers may
apply for reassignment because of extreme family problems under chapter 6, AR 614-100; and enlisted personnel under
chapter 3, AR 614-200.

d. Applications for foreign service are processed under AR 614-30, but may be submitted under AR 601-210 or AR
601-280. For expeditious handling, it is important that applications be accurate, complete, and documented in accord-
ance with applicable directives:

e. Applications for reassignment because of extreme family problems are normally submitted through command
channels, and must be approved by Headquarters, Department of the Army. If assignment is made to a position against
which a requisition is pending, follow-up action must be taken.

f. Applications which do not meet required criteria will be disapproved by the General Court Martial authority and
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returned to the applicant. Commanders are responsible for careful screening of applications and forwarding only those
which meet established criteria. An eligible individual may be given preference over others for existing vacancies,
consistent with military requirements.

g. In emergency cases, enlisted personnel on leave in CONUS from an oversea command may submit application
direct to HQDA (DAPC-EPA-C), Alexandria, VA 22331. Initia action may be handled by telephone or by message,
followed with the necessary substantiating documents. Military personnel on emergency leave or in a transient status
may submit requests for reassignment because of extreme family problems through the nearest Army installation to
which they will be attached until action can be taken on the application. Individuals may request guidance and
assistance from the appropriate military personnel office, from the American National Red Cross, or from other
applicable agencies in obtaining assistance and substantiating documents when required.

h. Only the commander having disapproval authority may request additional information and verification through
the American National Red Cross representative serving that headquarters. Disapproved applications must be indorsed
to the applicant, advising him of the reasons for disapproval. A statement will be included informing the individual that
if the situation upon which the application is based increases in severity and he can document the necessity for his
physical presence, he may resubmit the application through the commander of his assigned unit. Exception may be
made for emergency situations which require the continued presence of the service member upon verification by the
American Red Cross or at the direction of HQDA. After evaluation and approval or disapproval by HQDA, specific
instructions will be issued with movement directive or separate instructions from the appropriate career branch to the
commander.

i. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted in accordance with AR 340-16 and AR 640-10. Information of a persona nature may be disclosed or
released under applicable directives only to authorized personnel in accordance with AR 340-17 and AR 340-21 series.
Disposition of documents will be in accordance with applicable directives or by destruction when the purpose for
which authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

j. The following actions will be taken concerning reassignment extreme family problems:

Table 3-30
Procedure 3-16 Rsg extreme family problems

Step: 1

Action required by: Unit commander/1SG

Description of actions: Upon request by individual for reassignment to a specific area based on family problems, determine nature and
urgency of the problem. Immediately provide as much relief as possible through available counseling and agency assistance, either in lieu of
or preparatory to reassignment.

Step: 2

Action required by: Unit commander/1SG

Description of actions: If individual appears to meet criteria for reassignment, assist individual in preparation of application. Have individual
complete and sign section Ill, DA Form 4187 (figure 3-16-1). Make arrangements for MILPO to prepare DA Form 3739, and to assist
individual in the preparation of enclosures as required; provide for legal assistance when appropriate. Requirements for submission of
applications are as follows:

a. Officers. DA Form 483, a statement including information specified in sec Il chap 6, AR 614-100; and statements or documents as
required to support the circumstances on which the request is based.

b. Enlisted personnel. Note that 90-day period of attachment, is determined by MILPERCEN (para 3-8b, AR 614-200) is permissive (at the
expense of the individual). Submit DA Form 4187 as in figure 3-16-1 with statements or documents as required in chapter 3, AR 614-200,
supporting the circumstances on which the request is based.

Step: 3

Action required by: Unit commander/1SG

Description of actions: Complete section IV, DA Form 4187, to indicate personal knowledge of individual’s circumstances. Indicate date of
availability of individual, or if an emergency, give justification for immediate reassignment. If individual is on a stabilized tour of duty under AR
614-5, so state, and how much of tour has been completed. Indicate if AR 600-31 is applicable, and status of case. Indicate recommendation
for approval or disapproval with reasons therefor. Sign and forward promptly by most expeditious means to MILPO.

Step: 4

Action required by: Personnel management specialist

Description of actions: Upon receipt of DA Form 4187, verify circumstances against criteria (in AR 614-100 or AR 614-200 as appropriate)
for existence of conditions listed below. Enlisted personnel may apply for reassignment under section Il, chapter 3, AR 614-200 if the nature
of the problem is such that it can be resolved within a reasonable period of time, normally 1 year. For a longer period of time, enlisted
personnel may apply under section Ill, chapter 3, AR 614-200.

a. Unusual circumstances which can be alleviated only by assignment to a particular geographical locality for specific reasons.
b. Problem did not exist and was not reasonably foreseeable at time of latest entry on active duty.
c. Conditions cannot be reasonably alleviated by leave, including leave for emergency reasons, by correspondence, power of attorney, or

66 DA PAM 600-8 1 August 1986



Table 3-30
Procedure 3-16 Rsg extreme family problems—Continued

by any other person; include justification as to why presence of service member is required.

d. Additional evidence to support specific situations:

(1) Circumstances involving parent-in-law, dependent upon individual for over one-half of the support, with no other members of the
spouse’s family to provide assistance. For definitions of family members, see AR 640-3.

(2) Circumstances involving iliness of a family member, a signed statement from attendant physician stating the specific medical diagnosis
and prognosis of the illness and other pertinent factors.

(3) Other circumstances of a serious nature, supporting statements from responsible persons who have personal knowledge of the facts of
the case.

e. For both officer and enlisted, identification of any previous request for reassignment or deferment from oversea service, including date
submitted, circumstances on which request was based, and action taken.

Step: 5

Action required by: Personnel management specialist

Description of actions: Verify name, SSN, and personal data in application against personnel records. Initiate a DA Form 483 or DA Form
3739, as appropriate.

Step: 6

Action required by: Personnel management specialist

Description of actions: For application based on medical reasons, prepare request to servicing medical activity (for signature of Military
Personnel Officer), requesting evaluation and recommendation as follows:

a. Current morbidity and mortality trends for the disease or medical condition.

b. Prognosis for recovery from the disease or alleviation of the medical condition.

c. Dates and duration of past, present and anticipated periods of hospitalization.

d. Anticipated benefits resulting from proposed reassignment, why reassignment to a particular area is necessary to resolve the problem or
medical condition. Include justification as to why the presence of the service member is required.

Step: 7

Action required by: Personnel management specialist

Description of actions: If individual is on leave from or intransit to an overseas command, request orders to attach the individual to unit while
awaiting final decision on application. Paragraph 3-7. AR 614-200, and procedure 4-5, this pamphlet, apply. Immediate action will be taken to
advise the individual's overseas commander of the date of attachment via Priority Precedence electrical message (DD Form 173). Copies of
DA Form 31 and/or attachment orders will be forwarded with application. The electrical message will be dispatched within 24 hours of the
effective date that the attachment is approved. Acknowledgment of receipt via electrical message will be requested from the overseas
commander. The following activities will be included as information addresses:

a. Appropriate USA MILPERCEN Personnel Assistance Point if intransit to an overseas command or on emergency leave.
b. CDRMILPERCEN ALEX VA// DAPC-EPA-CI/I.

Step: 8

Action required by: Personnel management specialist

Description of actions: Prepare comment to forward application to HQDA (career branch) for officers; for enlisted personnel to HQDA
(DAPC-DAPC-EPA-C), Alexandria, VA 22331-0400. See instructions in paragraph 6-6, AR 614-100 for officers; and chapter 3, AR 614-200
for enlisted personnel. Include the following items of information (as applicable) or statement that personal data in application have been
verified.

a. If on oversea tour, date of departure from CONUS and date scheduled to return.

b. Brief summary of any other personnel actions or requests involving assignment of the individual or statement that none is being
processed.

c. Statement if individual is or is not under suspension of personnel actions (AR 600-31).

d. Projected date of availability for assignment, if not available immediately.

e. If2d FY PCS, include statement and justification for move as required under AR 614-6. Cite applicable paragraph of AR 614-6; if exempt,
SO state.

Step: 9

Action required by: Personnel management specialist

Description of actions: Review comment for accuracy. Attach DA Form 4187, enclosures, and previous comments if any. Retain copy for
correspondence and set up suspense for receipt of comeback copy and receipt of reply. Submit outgoing correspondence with individual's
records to supervisor. Set up office suspense for reply.

Step: 10
Action required by: Personnel management supervisor
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Table 3-30
Procedure 3-16 Rsg extreme family problems—Continued

Description of actions: Review correspondence and attached application with enclosures for accuracy, appropriateness and adequacy of
action taken. Forward to or through Military Personnel Officer for signature.

Step: 11

Action required by: Personnel management specialist

Description of actions: Upon receipt of comeback copy, indicating original was signed, with date of dispatch, forward for file in MPRJ (action
pending).

Step: 12

Action required by: Personnel management specialist

Description of actions: If assignment instructions or orders are received or if individual is alerted for another assignment, take appropriate
action as required. Notify career branch immediately by phone or by message (para 6-6, AR 614-100 for officers; chap 3, AR 614-200 for
enlisted), and date application was submitted.

Step: 13

Action required by: Personnel management specialist

Description of actions: Upon receipt of approval or disapproval from HQDA, prepare forwarding comment for signature of the Military
Personnel Officer to individual through command channels. If disapproved, state reasons therefor. Include instructions for movement when
applicable (or wait for further instructions). Ensure that actions required by procedure 4-5, this pamphlet, are accomplished for soldiers
attached to CONUS installation/activities from oversea commands.

Step: 14

Action required by: Personnel management specialist

Description of actions: Upon receipt of assignment instructions, request orders. Notify unit commander and the individual unless previously
notified.

Step: 15

Action required by: Personnel management specialist

Description of actions: When application is disapproved, state reasons in notification to individual. If applicable, inform individual under
what circumstances he may resubmit application or other alternative action.

Step: 16

Action required by: Personnel management specialist

Description of actions: Send outgoing correspondence through Supervisor to Military Personnel Officer for signature, and forward by
expeditious means to individual through unit commander.

Step: 17
Action required by: Personnel management specialist
Description of actions: Take follow-up action as required to ensure that—

a. Orders are received and proper distribution is made.

b. Any change in duty status is reported as required under DA Pamphlet 600-8-1.

c. Individual’s unit of assignment and port of embarkation are furnished copy of orders with notification of action which has been taken.

d. Complete application and allied papers are removed from MPRJ and filed with related correspondence in accordance with AR 340
series.

e. Proper AEA code is recorded on qualification records and reported in accordance with AR 640-2-1 and SIDPERS procedures.

Step: 18

Action required by: Personnel management specialist

Description of actions: For assignment actions involving current or cancelled requisitions, make appropriate adjustment. See procedures
3-8 and 3-9, this pamphlet.

3-31. Procedure 3-17 regimental affiliation
(To be published.)

3-32. Procedure 3-18 exchange assignments Procedure 3-18 covers exchange of assignments
(enlisted personnel).

a. Primary reference is AR 614-200.

b. Form used is DA Form 4187.

c. This procedure supplements AR 614-200. It prescribes guidance for processing requests for exchange of assign-
ments which may be submitted only by enlisted personnel. An exchange of assignments is for the mutual convenience
of the soldiers concerned and they will bear all expenses incident thereto.
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d. Prior agreement between the two soldiers will be arranged on a person-to-person basis. Only one soldier will
submit to application; however, a statement signed by the soldier with whom the exchange is proposed will be attached
as an enclosure. The statement will include an acknowledgment that he agrees to the exchange and also agrees to bear
all expenses incident to reassignment. Policy and restrictions applicable to other permanent change of station assign-
ments are applicable to exchange assignments, except that fiscal year restrictions do not apply (AR 614-6); eligibility
for foreign service does not change; and no stabilization period is authorized for either soldier.

e. The installation receiving the application will coordinate with the other installation to ensure that the exchange is
agreeable with both and will obtain telephonic (CONUS) or electrical message (oversea) clearance for both soldiers
concerned from HQDA (DAPC-EP-appropriate career branch). (See table 1-1, AR 614-200.) No written correspond-
ence need be sent to MILPERCEN. Final approva authority for requests submitted by soldiers in CONUS is vested in
the commander of the CONUS installation/activity concerned; for requests submitted in an oversea area, approval
authority is vested in the major oversea commanders.

f. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted in accordance with AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or
released under applicable directives only to authorized personnel in accordance with AR 340-17 and AR 340-21 series.
Disposition of documents will be in accordance with applicable directives or by destruction when the purpose for
which authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

g. The following actions will be taken on exchange of assignments (enlisted personnel):

Table 3-32
Procedure 3-18 exchange assignments Procedure 3-18 covers exchange of assignments (enlisted personnel).

Step: 1

Action required by: Unit commander

Description of actions: Upon request by soldier for exchange of assignment, determine the nature of the circumstances prompting the
request. Determine if exchange of assignment is the best course of action and that the soldier does not meet criteria for reassignment
because of extreme family problems. (See procedure 3-16, this pamphlet.)

Step: 2

Action required by: Unit commander

Description of actions: Advise soldier that all expenses of exchange reassignment must be borne by him and that travel time will be
charged as ordinary leave. Advise soldier of the requirement to obtain a statement from the other soldier involved in the exchange
reassignment.

Step: 3

Action required by: Unit commander

Description of actions: If the soldier meets the requirements of paragraph 3-29, AR 614-200, have unit clerk prepare DA Form 4187. (See
fig 3-18-1.)

Step: 4
Action required by: Unit clerk
Description of actions: Prepare DA Form 4187 for signature of soldier and unit commander.

Step: 5
Action required by: Unit clerk
Description of actions: Schedule appointment for individual at MILPO for further assistance when required.

Step: 6

Action required by: Unit clerk

Description of actions: Obtain signatures of soldier and unit commander. Inform individual of his appointment at MILPO. Forward DA Form
4187 to the servicing MILPO.

Step: 7

Action required by: Personnel management specialist

Description of actions: Further counsel soldier regarding details of proposed assignment. Be sure he has a realistic estimate of the cost and
can pay for the move.

Step: 8

Action required by: Personnel management specialist

Description of actions: Prepare a statement (see fig 3-18-2) for signature of applicant. Also prepare statement (see fig 3-18-3) for signature
of the other soldier, if not previously accomplished.

Step: 9
Action required by: Personnel management specialist
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Table 3-32
Procedure 3-18 exchange assignments Procedure 3-18 covers exchange of assignments (enlisted personnel).—Continued

Description of actions: Contact installation MILPO of the other soldier concerned to ensure the exchange is agreeable to the commander
concerned; establish a mutually agreeable release date.

Step: 10

Action required by: Personnel management specialist

Description of actions: Obtain branch clearance, telephonic (CONUS) or electrical message (overseas), from HQDA (DAPC-EP-
appropriate career branch). (See table 1-1, AR 614-200.)

Step: 11

Action required by: Personnel management specialist

Description of actions: Prepare forwarding comment for signature of Military Personnel Officer to approving authority. Obtain signature of
Military Personnel Officer and forward application. Indicate release date and set up suspense for receipt of reply.

Step: 12

Action required by: Personnel management specialist

Description of actions: If application is disapproved, prepare forwarding comment stating reasons therefor. If approved, inform soldier
through his unit commander; coordinate with MILPO of other soldier as required for orders and leave.

Step: 13
Action required by: Personnel management specialist
Description of actions: Take followup action to ensure that—

a. Orders are prepared and proper distribution is made.
b. Change in duty status is reported.
c. AEA code is not changed as the result of this action.

Step: 14

Action required by: Personnel management specialist

Description of actions: File copy of complete application with any other correspondence concerning the application in accordance with AR
340 series. (Authorized for file in MPRJ as action pending document, to be removed upon completion of action.)

Step: 15

Action required by: Personnel management specialist

Description of actions: For assignment actions involving current or cancelled requisitions, make appropriate adjustment. (See procedure 3-
8, this pamphlet.)

3-33. Procedure 3-19 airborne training
Procedure 3-19 covers application for airborne training (officer and enlisted personnel).

a. Primary references are AR 614-110 and 614-200.

b. Forms used are DA Forms 2, 2-1, 705, 2446, 3444 series, 4187, and SF 88 (Report of Medical Examination).

¢. This procedure supplements AR 614-110 and AR 614-200. It prescribes guidance pertaining to the submission
and processing of volunteer applications by officer and enlisted personnel for airborne training assignment.

(1) Procedure 3-19-1 pertains to officer personnel and procedure 3-19-2 pertains to enlisted personnel.

(2) Individuals who desire to volunteer for airborne training will submit applications through their immediate
commanding officer to the servicing military personnel office (MILPO).

(3) Applications will be submitted on DA Form 4187 for both officer and enlisted personnel (fig 3-19-1 and 3-19-4).
Additional statements and information will be attached to DA Form 4187 as shown in figures 3-19-2, 3-19-3, and 3-19-
5.

d. Enlisted soldiers may not be scheduled for airborne training without assignment to an Airborne unit; however,
they must possess an MOS which is authorized in an Airborne unit.

e. Applicants must have 12 months service remaining after completion of airborne training; if not, enlisted personnel
must extend their enlistment under the provisions of AR 601-280 or request discharge under the provisions of AR 635-
200 for the purpose of immediate reenlistment. Officer personnel applications must be accompanied by a request for
extension of active duty, if applicable (AR 135-215).

(1) Each applicant will be required to meet the physical qualifications prescribed in AR 40-501 and successfully
accomplish the Army Physical Readiness Test within 30 days of application.

(2) Personnel reapplying after having previously been rejected from airborne training or duty because of a temporary
remedial physical defect or failure to qualify in the physical readiness test are eligible to volunteer at any time after
correction of the defect or upon demonstrating ability to pass the physical readiness test.
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(3) Personnel assigned to oversea commands that do not conduct airborne training will submit their applications not
earlier than 10 nor less than 6 months prior to expected date of return from oversea service.

f. The immediate commander of an individual may initiate request for waiver, when necessary, provided the
applicant is otherwise qualified for airborne training. All applications will be forwarded to HQDA, MILPERCEN,
ATTN: (Appropriate career management branch (EPMD) or career divison (OPMD)).

g. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted in accordance with AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or
released under applicable directives only to authorized personnel in accordance with AR 340-17 and AR 340-21 series.
Disposition of documents will be in accordance with applicable directives or by destruction when the purpose for
which authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

3-34. Procedure 3-19-1 application officers
The following actions will be taken on application for airborne training—officers:

Table 3-34
Procedure 3-19-1 application officers

Step: 1
Action required by: Individual
Description of actions: Inform immediate supervisor and Unit Commander of intention to volunteer for airborne training/assignment.

Step: 2

Action required by: 1SG

Description of actions: Arrange for administration of physical readiness test. (Test will be administered more than 30 days prior to date of
application.)

Step: 3

Action required by: Unit/BnPAC clerk

Description of actions: Schedule medical examination (AR 40-501 applies. SF 93 is not required.) AR 614-110 requires electrocardiogram
for field grade officers and warrant officers in grade W3 or W4 when 36 years of age or older; waiver of age is required. Medical examinations
administered within 1 year of date of application are valid for this purpose; if the examination on file is not of the scope specified in chapter 7,
AR 40-501, only those tests and procedures needed to meet additional requirements need be accomplished. Upon receipt of required
documentation, prepare DA Form 4187 (fig 3-19-1) and obtain individual’s signature.

Step: 4

Action required by: Unit commander

Description of actions: Counsel individual and arrange for applicant to obtain necessary assistance from the MILPO. Forward DA Form
4187 to the MILPO after completion and signature.

Step: 5

Action required by: Personnel management specialist

Description of actions: Obtain MPRJ and DA Forms 2 and 2-1. Determine whether individual meets eligibility and selection criteria in AR
614-110.

Step: 6

Action required by: Personnel management specialist

Description of actions: Assist qualified applicant in preparing statement (fig 3-19-2). Have individual sign statement and attach to DA Form
4187. Also attach request for waiver signed by individual when applicable.

Step: 7

Action required by: Personnel management specialist

Description of actions: If officer applicant (other than Medical and Dental Corps officer) will have less than 1 year active duty remaining
upon completion of airborne training, have individual complete request for additional active duty (AR 135-215). (See procedure 4-2, this
pamphlet.)

Step: 8

Action required by: Personnel management specialist

Description of actions: Prepare comment and forward direct to appropriate authority. (See notes 1 and 2, below.) When applicable, include
statement of prior airborne training and/or service. (See fig 3-19-3.) Forward through supervisor for signature of Military Personnel Officer.

Step: 9

Action required by: Personnel management supervisor

Description of actions: Review request to ensure individual meets prerequisites; and that all required documents are attached and in order.
Forward for signature.

Step: 10
Action required by: Personnel management specialist
Description of actions: Upon approval of application, take the following actions as required:
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Table 3-34
Procedure 3-19-1 application officers—Continued

a. When individual is entering airborne training more than 90 days after the date of his application, readminister physical readiness test. If
physical requirements are not met, orders will not be published.

b. When service member does not meet length-of-service criteria, initiate appropriate action for extension of current tour of active duty as
required in AR 135-215.

c. After all requirements are met, request orders in accordance with AR 310-10. Forward through supervisor to MILPO officer for signature.

Step: 11
Action required by: Personnel records specialist
Description of actions: File approved application with allied correspondence in MPRJ in accordance with AR 640-10.

Notes:

1 Officer attending service school in TDY en route status: to local service school commandant. Other officers absent from home station in TDY status: parent
organization except when on TDY to the Infantry School. Officers on TDY at the Infantry School: through Commandant, TIS, to HQDA(DAPC-OP-(Career
Divison)), Alexandria, VA 22332.

2 Officer desiring airborne training in conjunction with next PCS: (HQDA(DAPC-OP-(Career Division)), Alexandria, VA 22332-0400; HQDA(DAJA-PT), WASH
DC20310-2700; HQDA(DACH-PEP),WASH DC 20310; or CDr, USAMEDDPERSA, ATTN: SGPE-(Career Activity Officer), WASH DC 20324-2000, as
appropriate.

3-35. Procedure 3-19-2 application enlisted
The following actions will be taken on application for airborne training—enlisted:

Table 3-35
Procedure 3-19-2 application enlisted

Step: 1

Action required by: Unit clerk

Description of actions: Have individual read eligibility requirements and selection criteria in AR 614-200. Arrange for applicant to be
interviewed by Unit Commander.

Step: 2

Action required by: Unit commander

Description of actions: Counsel individual regarding nature and requirements of airborne training and that failure to meet requirements may
resultin temporary or permanent disqualification from airborne service. Note criteria in chapter 6, AR 614-200. MOS classification restrictions
in chapter 2, AR 600-200, apply.

Step: 3
Action required by: 1SG
Description of actions: Arrange for administration of physical readiness test.

Step: 4

Action required by: Unit clerk

Description of actions: Schedule medical examination in accordance with chapters 7 and 10, AR 40-501. SF 93 is not required. Note
requirements in chapter 6, AR 614-200, for individuals 36 years of age or over, pay grade E5 and above; electrocardiogram is required as an
exception to AR 40-501. Waiver for age may be requested if the examining medical officer so recommends.

Step: 5

Action required by: Unit clerk

Description of actions: Upon receipt of SF 88 and physical readiness test results, prepare DA Form 4187 (fig 3-19-4) for individual's
signature.

Step: 6
Action required by: Unit commander
Description of actions: Counsel individual and arrange for interview at MILPO. Sign DA Form 4187 and forward to MILPO.

Step: 7
Action required by: Personnel management specialist
Description of actions: Obtain individual's MPRJ.

Step: 8
Action required by: Personnel management specialist
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Table 3-35
Procedure 3-19-2 application enlisted —Continued

Description of actions: Screen request against eligibility and selection criteria in AR 614-200. Prepare statement (fig 3-19-5) and request
for waiver if required; have individual sign all copies.

Step: 9

Action required by: Personnel management specialist

Description of actions: Review request for accuracy and ensure all required information is included. Determine appropriate approval
authority. If waiver is requested, be sure application is forwarded through the headquarters having approval authority for the waiver.

Step: 10

Action required by: Personnel management specialist

Description of actions: If applicant meets criteria, with or without waiver, prepare forwarding comment with appropriate recommendation.
Forwarding comment will include the following:

a. Statement as to whether individual will be entitled to dependent travel and movement of household goods at Government expense.
b. Date of airborne qualification (if applicable).
c. Statement that individual meets selection criteria in AR 614-200.

Step: 11

Action required by: Personnel management specialist

Description of actions: If applicant does not meet criteria, prepare comment returning application to applicant. Comment will include
specific reason(s) for disapproval. Applications which are disapproved for reasons other than failure to meet selection criteria or lack of
vacancy will be forwarded through channels to approving authority (MILPERCEN).

Step: 12
Action required by: Personnel management specialist
Description of actions: Send documents to Personnel Management Supervisor.

Step: 13

Action required by: Personnel management supervisor

Description of actions: Review request and withdraw copy (to be placed in action pending section of MPRJ). Send request to authenticating
official for signature and forward to next higher headquarters; or if disapproved, return to unit.

Step: 14

Action required by: Personnel management supervisor

Description of actions: TDY and return status: If applicant will attend airborne training in a TDY and return status to his airborne or non-
airborne unitin CONUS, forward application to the installation activity that controls TDY funds. This activity should forward the application to
HQDA (DAPC-EPT-F). TDY en route status: If applicant will attend airborne training in a TDY en route status, forward application to HQDA
(DAPC-EP-appropriate career management branch).

Step: 15
Action required by: Personnel management specialist
Description of actions: Upon approval of application, take following required actions:

a. When individual is entering airborne training more than 90 days after date of his application, readminister physical readiness test. If
physical fitness requirements are not met, orders will not be published.

b. When individual does not meet length-of-service criteria, initiate action for discharge/reenlistment or extension of current term of
enlistment or tour of active duty in accordance with AR 601-280. Action must be completed before compliance with orders.

Step: 16
Action required by: Personnel management specialist
Description of actions: Request orders in accordance with AR 310-10. Give to supervisor for review.

Step: 17

Action required by: Personnel management supervisor

Description of actions: Review request for orders. After ensuring that individual meets all requirements and papers are in order, forward
request for orders for signature. Take follow-on action as required for distribution of orders.

Step: 18

Action required by: Personnel management supervisor

Description of actions: Furnish complete copy of application with all enclosures including copy of waivers in accordance with AR 640-10
(app) for file in action pending part of MPRJ, to be forwarded to service school. Approval of application and waivers will show signatures of
approving authorities. Training approved PCS and TDY en route. See procedure 3-1, DA Pamphlet 600-8-10. Training approved TDY and
return to the same installation/station. Since the MPRJ does not accompany service members attending school TDY and return to the same
installation/station, ensure that the following documents are given to the soldier (to hand carry to the school) prior to departure for TDY:
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Table 3-35
Procedure 3-19-2 application enlisted —Continued

a. Copy of request (including enclosures). Be sure official signatures are shown. Be sure, especially in cases likely to be questioned, that all
applicable information is included which is needed to establish eligibility for the proposed schooling.

b. When required for the course (DA Pam 351-4), ensure that a copy of the physical readiness test accompanies the service member.

c. Copy of DA Form 2 and TDR cards produced from INQY transaction, and a photocopy or machine-reproduced copy of DA Form 2-1.

d. Alphabetical and Terminal Digit File for Treatment Record (DA Form 3444 series).

3-36. Procedure 3-20 EOD program
Procedure 3-20 covers explosive ordnance disposal training and assignment (enlisted personnel).

a. Primary reference is AR 614-200.

b. Forms used are DA Forms 2, 2-1, 873, 2446, 3180, 3444 series, and 4187; and DD Forms 1610 (Request and
Authorization for DOD Civilian Permanent Duty Travel), and 1879 (Request for Personnel Security Investigation).

c. This procedure supplements AR 614-200. It prescribes guidance for selection, processing, and assignment of
enlisted personnel who volunteer for training in the Explosive Ordnance Disposal (EOD) Program; or who withdraw
from the EOD Program.

d. Individuals who enlisted for an active Army commitment may volunteer for duty in the EOD Program.

(1) Soldiers in grades E5 and below who have completed at least 2 years active Federal service may volunteer for
initiadl EOD training.

(2) Those in grades E7 and below who were previously qualified but are not now performing EOD duties may
volunteer for refresher training.

(3) See para 7-25, AR 614-200, for soldiers in categories who are not eligible to apply.

(4) Personnel volunteering for EOD training must meet the selection criteria and prerequisites shown in DA
Pamphlet 351-4 and the MOS requirements prescribed in AR 611-201.

e. Applicants desiring EOD duties and training will be interviewed by an EOD officer prior to submission of DA
Form 4187. Completed applications will be forwarded to HQDA (DAPC-EPT-S) for approval.

f. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted in accordance with AR 340-17 and AR 640-10. Information of a persona nature may be disclosed or
released under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series.
Disposition of documents will be according to applicable directives or by destruction when the purpose for which
authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

g. The following actions will be taken for explosive ordnance disposal training and assignment (enlisted personnel):

Table 3-36
Procedure 3-20 EOD program

Step: 1
Action required by: Individual
Description of actions: Inform immediate supervisor and Unit Commander of intention to volunteer for EOD training.

Step: 2
Action required by: Unit commander/1SG/BnPAC/PSNCO
Description of actions:  a. Verify if individual meets eligibility criteria and prerequisites as indicated in section 1V, chapter 7, AR 614-200,
DA Pamphlet 351-4, and the MOS requirements in AR 611-201.
b. If individual meets these requirements, arrange for an interview by an EOD officer.
c. Have individual obtain MPRJ, for review by EOD officer.
d. Request that health clinic review health and dental records according to AR 50-5.

Step: 3
Action required by: EOD interview officer
Description of actions: Take following actions:

a. Interview individual, explain the nature and requirements of the training, and that failure to meet training requirements will result in
permanent disqualification for EOD service. Inform the individual that, upon successful completion of the prescribed EOD training,
assignment will be to EOD duties in accordance with current policies and directives. (Use fig 3-20-5 as a guide for interview.)

b. Assist individual in preparing EOD volunteer statement (fig 3-20-1). Have individual sign statement and furnish the individual a copy.
Forward the original copy to the MILPO for file in individual’s MPRJ and furnish a copy to the individual's Unit Commander.

c. Prepare letter of acceptability for EOD training (fig 3-20-2). Have individual sign letter and furnish the individual a copy. Forward the
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Table 3-36
Procedure 3-20 EOD program —Continued

original to the MILPO for file in individual’'s MPRJ and furnish a copy to the individual's unit.

Step: 4
Action required by: Individual
Description of actions: Return DA Form 2 and 2-1, MPRJ, Health and Dental Records to their custodian. (See step 2c, above.)

Step: 5
Action required by: Unit commander/1SG/ BnhPAC/PSNCO
Description of actions:  a. Assistindividual in preparing DA Form 4187 (fig 3-20-3). Privacy Act Statement will be furnished individual prior
to having individual complete DA Form 4187.
b. Attach copy of volunteer statement (fig 3-20-1) and letter of acceptability (fig 3-20-2) to request.
c. Forward DA Form 4187, with inclosures, to MILPO after completion and signature.

Step: 6
Action required by: Personnel management specialist
Description of actions: a. Obtain MPRJ from the Personnel Records Branch.

b. Verify that individual meets eligibility criteria and prerequisites contained in AR 614-200, DA Pamphlet 351-4, and the MOS requirements
in AR 611-201.

c. Upon receipt of final approval of the soldier’s application for EOD training from MILPERCEN, the servicing MILPO will attach the soldier
to the installation EOD detachment for on-the-job training. Attachment will be effective 90 days prior to the date the soldier is to report for
Phase | training. When agreed to by the commander of the unit to which the volunteer is assigned, the soldier may be attached earlier than 90
days prior to the reporting date. If approved application is received less than 90 days prior to reporting date, the soldier will be attached as
soon as possible. No PCS will be involved and the attachment must be without expenditure of Government travel funds.

Note. The period of stabilization of soldiers assigned to stabilized positions will be terminated by the servicing MILPO upon receipt of the final
approval of the application from MILPERCEN.

d. Prepare forwarding comment to HQDA (DAPC-EPT-S), Alexandria, VA 22331-0400. Be sure copy of volunteer statement and letter of
acceptability are attached to the request. Reproduce and attach 1 copy of individual's DA Forms 2 and 2-1 to the request.

Step: 7
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished.

Step: 8
Action required by: Personnel management officer
Description of actions: Review and sign documents.

Step: 9
Action required by: Personnel management specialist
Description of actions: a. Make distribution of request for EOD training.
b. Return MPRJ to the Personnel Records Branch with a copy of request for EOD training.

Step: 10
Action required by: Personnel records specialist
Description of actions: File copy of request for EOD training as action pending document in MPRJ.

Step: 11
Action required by: Personnel management specialist
Description of actions: Upon receipt of HQDA response, take following actions as required:

a. Notify the individual through BnPAC/ PSNCO of acceptance or nonacceptance for EOD training.

b. If individual is not accepted, prepare DA Form 2446 terminating attachment to EOD Detachment if appropriate.

c. If individual is accepted, take the following actions as required:

(1) Ifindividual does not meet length of service criteria, initiate action for discharge/reenlistment or extension of current term of enlistment in
accordance with chapter 3, AR 601-280. Action must be completed prior to departure for training.

(2) Prepare DA Form 2466 or DD Form 1610 to attend EOD training, as appropriate. See AR 614-200, for appropriate status; i.e., TDY,
PCS with TDY enroute or TDPFO.

(3) Individual requires access to SECRET information. If individual will be attending training in a TDY status, enter security clearance in
Iltem 8 and the following personnel security investigation data in Item 16, DD Form 1610:

(a) type of investigation,

(b) authority, and

(c) date completed.
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Table 3-36
Procedure 3-20 EOD program —Continued

(4) Individual must be screened in accordance with AR 50-5 prior to reporting to school. (See procedure 3-1, this pamphlet.)

(5) Ifindividual is programmed to attend the 55D30 course, a request for background investigation (Bl) must be initiated prior to reporting to
school. Enter the following address in Item 7, DD Form 1879:

Commander

EOD Training Detachment No. 1

Indianhead, MD 20640-5040

(6) Individuals with binocular visual acuity less than 20/40 who require bifocal correction are required to have protective mask inserts in
their possession when reporting to school.

(7) If individual will be attending in a TDY status ensure the following documents accompany the individual.

(a) Copies 1 and 2, DA Form 3180, completed through Part IV.

(b) Copy of EOD volunteer statement.

(c) Copy of letter of acceptability for EOD training.

(d) Copy of DA Form 2 and TDR cards produced from “INQY” SIDPERS transaction, and a photocopy or machine-reproduced copy of DA
Form 2-1.

(e) Alphabetical and Terminal Digit File for Treatment Record (DA Form 3444 series).

Step: 12
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished.

Step: 13
Action required by: Personnel management officer
Description of actions: Review and sign documents.

Step: 14
Action required by: Personnel management specialist
Description of actions: Make distribution of documents.

Step: 15
Action required by: Outprocessing clerk

Description of actions: If individual is attending school in a PCS or TDPFO status, ensure the following documents are filed in individual's
MPRJ:

a. Copies 1 and 2, DA Form 3180, completed through Part IV.

b. DA Form 873.

c. DD Form 1879 requesting a Bl if individual is programmed to attend the 55D30 course.
d. Copy of EOD volunteer statement.

e. Copy of letter of acceptability for EOD training.

Step: 16

Action required by: Outprocessing supervisor

Description of actions: Maintain close supervisory control to assure required tasks are accomplished in accordance with applicable
directives.

Step: 17
Action required by: 1SG/BnPAC/PSNCO
Description of actions: Individuals attending school in TDY status. Upon return of the individual from school, take the following actions:

a. It the individual successfully completed the course, forward the following documents to the Personnel Management Officer:

(1) Copy of Certificate of Training.

(2) Copy of reclassification orders to MOS 55D.

b. If the individual did not complete the course, forward a copy of the noncompletion letter to the MILPO (Personnel Records Specialist).

Step: 18
Action required by: Personnel management specialist
Description of actions: Upon receipt of Certificate of Training and reclassification order, take the following actions:

a. Prepare DA Form 2446 reassigning the individual to the installation EOD unit.

b. Prepare DA Form 2446 authorizing payment of incentive pay for demolition duty (Format 332, AR 310-10). (See para 20321, AR 37-104-
3 and para 20331, DODPM.)

c. Prepare DA Form 2446 awarding, designating, redesignating, or withdrawing SMOS and/or AMOS as appropriate. (See chap 2, AR 600-
200 and AR 611-201.)
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Table 3-36
Procedure 3-20 EOD program —Continued

d. Award appropriate CPMOS. (See procedure 3-21, this pamphlet.) :

Step: 19
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished.

Step: 20
Action required by: Personnel management officer
Description of actions: Review and sign documents.

Step: 21

Action required by: Personnel management specialist.

Description of actions: Make required distribution of documents. Forward Certificate of Training and reclassification order to the Personnel
Records Specialist.

Step: 22
Action required by: Personnel records specialist
Description of actions: a. Upon receipt of Certificate of Training, reclassification order, and other orders as applicable, complete the
following action:

(1) Make appropriate entries in Item 17, DA Form 2-1 (AR 640-2-1).

(2) Submit SIDPERS transactions to update DA Form 2 (See procedures 2-41, 2-58, and 2-79, DA Pam 600-8-2.)

(3) File documents in MPRJ in accordance with AR 640-10.

b. Upon receipt of noncompletion letter, make appropriate entry in item 4, DA Form 2-1 (AR 640-2-1). Return copy of letter to individual
through BnPAC/PSNCO.

Step: 23

Action required by: Personnel records supervisor

Description of actions: Maintain close supervisory control to assure required tasks are accomplished in accordance with applicable
directives.

Step: 24
Action required by: Service school MILPO
Description of actions: Individuals attending school in PCS or TDPFO status

a. Issue orders awarding, designating, redesignating, or withdrawing SMOS and/or AMOS as appropriate. (See chap 2, AR 600-200, and
AR 611-201.)

b. Make appropriate entries in items 4 and 17, DA Form 2-1, as applicable (AR 640-2-1).

¢. Submit SIDPERS transactions to update DA Form 2 (See procedures 2-58 and 2-79, DA Pam 600-8-2.)

d. File documents in MPRJ in accordance with AR 640-10.

e. Award appropriate CPMOS. (See procedure 3-21, this pamphlet.)

Step: 25

Action required by: Individual

Description of actions: Withdrawal from the EOD program. Inform immediate supervisor and Unit Commander of intention to withdraw from
the EOD program.

Step: 26
Action required by: Unit Cdr/ASG/BnPAC/ PSNCO
Description of actions:  a. Assistindividual in preparing DA Form 4187 (fig 3-20-4). Privacy Act Statement will be furnished prior to having
individual complete DA Form 4187.
b. Forward DA Form 4187 to MILPO after completion and signature. Furnish the individual a copy.

Step: 27

Action required by: Personnel management specialist

Description of actions: a. Obtain MPRJ from the Personnel Records Specialist.
b. Forward MPRJ and DA Form 4187 to supervisor.

Step: 28
Action required by: Personnel management supervisor/personnel management officer
Description of actions: Take following actions:
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Table 3-36
Procedure 3-20 EOD program —Continued

a. If individual is in pay grade E5 or below—

(1) Make recommendation for new PMOS and prepare forwarding comments to HQDA (DAPEC-EPM-L), Alexandria, VA 22331-0400.
Include recommended PMOS.

(2) Determine if individual can be reassigned locally or should be reported surplus in accordance with section VII, chapter 2, AR 614-200.
(See procedure 3-4 this pamphlet.)

b. If individual is in pay grade E6 or above, make recommendation for new PMOS.

Step: 29
Action required by: Personnel management specialist
Description of actions: Take following actions:

a. If individual is in pay grade E5 or below—

(1) Prepare DA Form 2446 awarding designating, redesignating or withdrawing PMOS, SMOS, and AMOS as appropriate. (See chap 2,
AR 600-200, and AR 611-201.)

(2) Prepare DA Form 2446 reassigning the individual as appropriate.

(3) Report individual surplus in accordance with section VII, chapter 2, AR 614-200 if applicable. (See procedure 3-4, this pamphlet.)

(4) Award appropriate CPMOS. (See procedure 3-21, this pamphlet.)

b. If individual is in pay grade E6 or above, prepare forwarding comment to HQDA (DAPC-EPM-L), Alexandria, VA 22331-0400. Include
recommended PMOS.

Step: 30
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished.

Step: 31
Action required by: Personnel management officer
Description of actions: Review and sign documents.

Step: 32
Action required by: Personnel management specialist
Description of actions: a. Make required distribution of documents.
b. Return DA Forms 2 and 2-1 and MPRJ to the Personnel Records Specialist.

Step: 33
Action required by: Personnel records specialist
Description of actions: Upon receipt of reclassification order, take the following actions:

a. Make appropriate entries in items 4 and 6, DA Form 2-1 (AR 640-2-1).

Note. Enter in item 4 only if individual withdrew from EOD Program to avoid EOD duties, assignments and /or instructor duty (AR 614-200)
b. Submit SIDPERS transactions to update as appropriate. (See procedures 2-58 and 2-79, DA Pam 600-8-2.)
c. File documents in MPRJ in accordance with AR 640-10.

Step: 34

Action required by: Personnel records supervisor

Description of actions: Maintain close supervisory control to assure required tasks are accomplished in accordance with applicable
directives.

Step: 35
Action required by: Personnel management specialist
Description of actions: Upon receipt of HQDA response for E6 and above, take following actions:

a. Obtain MPRJ from the Personnel Records Specialist.

b. Prepare DA Form 2446 awarding, designating, redesignating, or withdrawing PMOS, SMOS, and AMOS as appropriate. (See chap 2,
AR 600-200 and AR 611-201.)

c. Award appropriate CPMOS. (See procedure 3-21, this pamphlet.)

d. In coordination with supervisor, determine if individual can be reassigned locally or is to be reported surplus in accordance with chapter
2, AR 614-200.
Note. If HQDA provided assignment instructions comply with assignment instructions.

(1) If individual is to be reassigned, prepare DA Form 2446 reassigning individual.

(2) If individual is to be reported surplus, prepare report. (See procedure 3-4, this pamphlet.)
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Procedure 3-20 EOD program —Continued

e. Notify the individual through BnPAC/ PSNCO of actions being taken.

Step: 36
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished.

Step: 37
Action required by: Personnel management officer
Description of actions: Review and sign documents.

Step: 38

Action required by: Personnel management specialist

Description of actions: a. Make required distribution of documents.
b. Return MPRJ to the Personnel Records Specialist.

Step: 39
Action required by: Personnel records specialist
Description of actions: Same as step 32.

Step: 40
Action required by: Personnel records supervisor
Description of actions: Same as step 33.

3-37. Procedure 3-21 CPMOS
Procedure 3-21 covers career progression MOS (CPMOS) (enlisted personndl).

a. Primary references are AR 600-200, 611-201.

b. Forms used are DA Forms 2, 2-1, 2496, and 4187.

¢. This procedure supplements AR 600-200 and AR 611-201. It prescribes guidance to award, retain, and withdraw
CPMOS in accordance with chapter 2, AR 600-200. This procedure applies to all enlisted personnel on active duty
through grade E7, including personnel of the Army National Guard and the Army Reserve while serving on active
duty.

Note. Provisions of this procedure have been suspended insofar as personnel in pay grades E8 and E9 are concerned until further
announcement by HQDA.

d. The CPMOS is that MOS authorized to be awarded at the next higher pay grade and in the line of normal
progression for the PMOS as indicated in AR 611-201. The CPMOS provides a “road map” to the soldier indicating
the route in which he should expand professional development efforts.

e. Award of CPMOS indicates whether or not the soldier has met the training and evaluation prerequisites
demonstrating the potential to perform in a skill level one grade higher than his current one. Within policies prescribed
by HQDA, classification and reclassification authorities are responsible for ensuring prompt award of CPMOS.

f. Authority to award CPMOS is vested in the custodian of the soldier’s Military Personnel Records Jacket (MPRJ),
provided the awarded CPMOS is a nonoptional career progression specified in AR 611-201. When a soldier has a
career progression option at the next higher grade, the authorities specified in paragraph 2-17, AR 600-200, will direct
the final award of CPMOS.

0. Reclassification authorities specified in paragraph 2-29b, AR 600-200, are authorized to change 3-character
CPMOS of soldiers, provided such action is in keeping with normal career progression as specified in AR 611-201.

h. The Commander, MILPERCEN is the reclassification authority when the 3-character CPMOS is not within the
definition of normal career progression as specified in AR 611-201.

i. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted in accordance with AR 340-17 and AR 640-10. Information of a persona nature may be disclosed or
released under applicable directives only to authorized personnel in accordance with AR 340-17 and AR 340-21 series.

j- Disposition of documents will be in accordance with applicable directives or by destruction when the purpose for
which authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

k. Career Progression MOS (CPMOS):
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Table 3-37
Procedure 3-21 CPMOS

Step: 1
Action required by: Personnel management specialist
Description of actions: a. CPMOS may be awarded or changed upon—
(1) Initial award of MOS.
(2) Designation/redesignation of MOS.
(3) Completion of the appropriate Noncommissioned Officer Education Course (NCOES) and attainment of a qualification score on the
SQT.
b. Obtain MPRJ from the Personnel Records Specialist.
c. Verify that individual meets eligibility criteria and prerequisites contained in chapter 2, AR 600-200 and AR 611-201.

Step: 2
Action required by: Personnel management specialist
Description of actions: If optional CPMOS is not within definition of table 1-1, AR 614-200, go to step 5.

Step: 3
Action required by: Personnel management specialist
Description of actions: If nonoptional CPMOS, go to step 14.

Step: 4

Action required by: Personnel management specialist

Description of actions: If CPMOS is not within definition of normal career progression (AR 611-201) or falls within table 1-1, AR 614-200, go
to step 18.

Step: 5

Action required by: Personnel management specialist

Description of actions: Optional CPMOS (not centrally managed within definition of table 1-1, AR 614-200). If paragraph 2-17 and the
glossary to AR 600-200 apply and soldier has a CPMOS option as described by CMF charts, MPRJ, and DA Form 2496 to supervisor.

Step: 6

Action required by: Personnel management supervisor

Description of actions: Review for completeness, accuracy, and adherence to AR 600-200 and AR 611-201. Forward documents to Military
Personnel Officer or Personnel Management Officer for review and return incomplete documents to Personnel Management Specialist.

Step: 7

Action required by: Military personnel officer/personnel management officer

Description of actions: Review to ensure that proposed designation of CPMOS is in accordance with DA policy. Give documents to
Personnel Management Supervisor.

Step: 8

Action required by: Personnel management specialist

Description of actions: a. Maintain suspense copy of DA Form 2496, pending receipt of comment from commander.
b. Return MPRJ to the Personnel Records Specialist.

Step: 9

Action required by: Unit Cdr/1SG/BnPAC/PSNCO

Description of actions: Counsel soldier. See AR 611-201 and DA Circular 611 series (Career Management of the Enlisted Force).
Determine his desires for CPMOS and have individual circle appropriate choice and initial above the circle. See figure 3-21-1. Include
commander’s recommendation.

Step: 10
Action required by: Unit clerk/BhPAC/PSNCO
Description of actions: Return DA Form 2496 to MILPO.

Step: 11

Action required by: Personnel management specialist

Description of actions: Upon receipt of DA Form 2496 from commander, review to ensure that proposed designation of CPMOS is in
accordance with DA policy. Forward DA Form 2496 to Military Personnel Officer/Personnel Management Supervisor for final approval.
Destroy suspense copy upon approval.

Step: 12
Action required by: Military personnel officer/personnel management officer
Description of actions: a. Select CPMOS to be awarded based on individual's qualifications, desires and commander’s comments. Use
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Procedure 3-21 CPMOS—Continued

DA Circular 611 series (Career Management of the Enlisted Force) in making a determination.

b. Prepare forwarding comment to inform soldier through appropriate command channels indicating CPMOS awarded. See figure 3-21-4.
Give reason if CPMOS awarded is different from that selected by individual.

c. Give documents to Personnel Management Supervisor for forwarding to Personnel Management Specialist.

Step: 13
Action required by: Personnel management specialist
Description of actions: a. Forward notification to unit commander through BnPAC/PSNCO.
b. Send copy of DA Form 2496 to the Personnel Records Specialist for filing and submission of SIDPERS transaction in accordance with
procedures in DA Pamphlet 600-8-2.
c. Go to step 23.

Step: 14

Action required by: Personnel management specialist

Description of actions: Nonoptional CPMOS. If paragraph 2-17 and the glossary to AR 600-200 apply and soldier has a CPMOS described
by CMF chartsin AR 611-201, prepare DA Form 2496 as in figure 3-21-4. Include name, SSN, grade, PMOS, CPMOS to be awarded, reason
for request, and inclosures, if any. Send MPRJ, DA Form 2496 and any enclosures or additional documents, it needed, to the Personnel
Management Supervisor.

Step: 15

Action required by: Personnel management supervisor

Description of actions: Review for completeness, accuracy, and adherence to AR 600-200 and AR 611-201. Forwarded documents to
Military Personnel Officer/Personnel Management Officer for review.

Step: 16

Action required by: Military personnel officer/personnel management officer

Description of actions: Review to ensure that proposed award of CPMOS is in accordance with DA policy. Give documents to Personnel
Management Supervisor.

Step: 17
Action required by: Personnel management specialist
Description of actions: a. Forward DA Form 2496 to unit commander for notification of soldier.
b. Return all documents (with copy of DA Form 2496) to the Personnel Records Specialist for filing and submission of SIDPERS
transaction.

Step: 18

Action required by: Personnel management specialist

Description of actions: CPMOS not within definition of normal career progression (AR 611-201) or optional CPMOS which falls within table
1-1, AR 614-200.

a. Prepare DA Form 2496 as in figure 3-21-2.

b. Send MPRJ and DA Form 2496 to supervisor for review for completeness, accuracy, and adherence to AR 600-200 and AR 611-201.
Supervisor should forward documents to Military Personnel Officer/Personnel Management Officer for review to ensure that proposed
designation of CPMOS is in accordance with DA policy.

c. Return MPRJ to the Personnel Records Specialist.

d. Maintain suspense copy of DA Form 2496 pending receipt of comment from soldier’'s commander. Destroy upon receipt of commander’s
comment.

Step: 19
Action required by: Unit Cdr/1SG/BnPAC PSNCO
Description of actions: a. Counsel soldier. See AR 611-201 and DA Cir 611 series (Career Management of the Enlisted Force).
Determine his desires for CPMOS.
b. Have individual submit DA Form 4187 as inclosure to DA Form 2496. See figure 3-21-3.
c. Include commander’s recommendation and return DA Form 4187 attached as enclosure through BhPAC PSNCO to MILPO.

Step: 20
Action required by: Personnel management specialist
Description of actions: a. Upon receipt of DA Form 2496 from commander, review to ensure that proposed designation of CPMOS is in
accordance with DA policy for centrally managed personnel.
b. Submit DA Form 2496 to Military Personnel Officer/Personnel Management Officer through Personnel Management Supervisor with
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CMT 3 (MILPO’s recommendation), or next appropriate comment, to be forwarded to HQDA, (appropriate career branch). See figure 21-5.
c. After Personnel Management Supervisor has reviewed for correctness and completeness, and forwarded for signature, send copy of DA
Form 2496 to the Personnel Records Specialist along with and MPRJ.
d. Set up office suspense for reply.

Step: 21

Action required by: Personnel records specialist.

Description of actions: Maintain copy of DA Form 2496 in action pending section of MPRJ. Destroy upon receipt of reply from HQDA
awarding CPMOS.

Step: 22

Action required by: Personnel records specialist

Description of actions: a. Upon receipt of reply from HQDA, prepare forwarding CMT to unit commander for notification to soldier.
b. Send copy of authorization document to the Personnel Records Specialist along with any other related documents.

Step: 23

Action required by: Personnel management specialist

Description of actions: Upon receipt of authorization document, enter new CPMOS on DA Form 2 by submitting SIDPERS transaction in
accordance with procedure 2-67, DA Pamphlet 600-8-2, within 5 days. Hold document in suspense file until successful processing of
transaction, then destroy.

3-38. Procedure 3-22 special forces training
Procedure 3-22 covers special forces training and assignment officer and enlisted personnel.

a. Primary references are AR 614-162 and AR 614-200.

b. Forms used are DA Forms 2, 2-1, 201, 2446, 3180, 3444 series, and 3349

¢. This procedure supplements AR 614-162 and AR 614-200. It prescribes guidance pertaining to the submission
and processing of applications by enlisted and officer personnel for Special Forces training/assignment. Special Forces
personnel requirements normally are met by assignment of eligible volunteers. Previously qualified Special Forces
personnel, airborne qualified personnel, and volunteers for airborne training may be assigned to meet these require-
ments. Applicants volunteering/selected for Specia Forces training must meet the following qualifications:

(1) Be airborne qualified or volunteer for airborne training.

(2) Meet the medical fitness standards for eligibility for airborne and Special Forces training and duty based on the
provisions of AR 40-501, including EKG and height and weight standards under AR 600-9.

(3) Individual must pass the Army Physical Readiness Test and the Combat Water Survival Test for Special Forces
in accordance with DA Pamphlet 351-4.

(4) Have as a minimum a CONFIDENTIAL security clearance. Action to obtain a SECRET security clearance, as
prescribed in AR 381-20 and AR 604-5, will be initiated immediately upon acceptance of the individual for Special
Forces training. Prior to assignment to Special Forces duty, personnel will possess as a minimum an interim SECRET
clearance.

(5) Enlisted applicants will submit applications through channels to HQDA (DAPC-EPK-S), Alexandria, VA 22331-
0400. If airborne qualified, application will be submitted in accordance with section 1V, chapter 6, AR 614-200; and if
not airborne qualified, submitted in accordance with sections Il and IV, chapter 6, AR 614-200. Trainee personnel
volunteer applications will be accomplished in and up to the 2d week of AIT. Applications for trainee personnel who
volunteer while in AIT will be submitted to HQDA (DAPC-EPT-1). Oversea application should not be submitted less
than 7 months from DEROS. Applications for language school training may be submitted at the same time the
individual volunteers for Special Forces training in accordance with AR 611-6. Upon completion of language training
individuals will be available for worldwide Special Forces assignment.

(6) Officer applicants must have a minimum of 12 months service remaining upon completion of Special Forces
training or applications must be accompanied by a request for extension of active duty. Medical and Dental Corps
officers are exempt from this requirement.

(7) Additional qualifications for officers are prescribed in paragraph 7, AR 614-162. Additional qualifications for
enlisted personnel are prescribed in section 1V, chapter 6, AR 614-200.

d. Applications will be submitted on DA Form 4187 for both officers and enlisted personnel (fig 3-22-1). Additional
statements and information will be attached to DA Form 4187 as shown in figures 3-22-2, 3-22-3, and 3-22-4. Military
personnel records and documents containing information of a persona nature will be stored, handled, and transmitted
according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released under
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applicable directives only to authorized personnel in accordance with AR 340-17 and AR 340-21 series. Disposition of
documents will be according to applicable directives or by destruction when the purpose for which authorized has been
served. Destruction should be by burning, shredding, or other appropriate method.

e. The following actions will be taken on special forces training and assignment (officer and enlisted personnel):

Table 3-38
Procedure 3-22 special forces training

Step: 1
Action required by: Individual
Description of actions: Inform immediate supervisor and Unit Commander of intention to volunteer for Special Forces training/assignment.

Step: 2

Action required by: 1SG

Description of actions: Arrange for administration of physical fitness test. Test will not be administered more than 30 days prior to date of
application.

Step: 3

Action required by: Unit clerk

Description of actions: Schedule medical examination to include EKG as required in AR 40-501. Chapters 7 and 10, AR 40-501 apply. (SF
93 is not required). Waiver of age is required. If enlisted personnel are not airborne qualified, assist applicant to volunteer for airborne training
(chap 6, AR 614-200). Upon receipt of required documentation, prepare DA Form 4187 (fig 3-22-1) and obtain individual’s signature.

Step: 4

Action required by: Unit commander

Description of actions: Counsel individual and arrange for applicant to obtain necessary assistance at the Military Personnel Office.
Forward DA Form 4187 to the MILPO after completion and signature.

Step: 5

Action required by: Personnel management specialist

Description of actions: Obtain MPRJ from Records Branch. Determine whether individual meets eligibility and selection criteria as
indicated in the discussion section of this procedure (AR 614-162 for officers and AR 614-200 for enlisted personnel).

Step: 6

Action required by: Personnel management specialist

Description of actions: Assist qualified applicant in preparing statement (fig 3-22-2 for enlisted, fig 3-22-4 for officer personnel). Have
individual sign statement and affix to DA Form 4187. Also attach request for waiver signed by individual when applicable. Attach request for
language training, if applicant desires, in accordance with AR 611-6. Enlisted soldiers must request specific Special Forces MOS in which to
be trained.

Step: 7

Action required by: Personnel management specialist

Description of actions: If officer applicant (other than Medical and Dental Corps officer) will have less than 1 year active duty remaining
upon completion of Special Forces training, have individual complete request for additional active duty under the provisions of AR 135-215.

Step: 8
Action required by: Personnel management specialist

Description of actions: Prepare forwarding comment. Direct to appropriate authority. Forward through supervisor for signature of Military
Personnel Officer.

Step: 9

Action required by: Personnel management supervisor

Description of actions: Review request to ensure individual meets prerequisites and that all required documents are attached and in order.
Forward for signature.

Step: 10
Action required by: Personnel management specialist
Description of actions: Upon receipt of approved request, notify individual through unit commander; take additional action as required.

a. Initiate action to obtain a SECRET clearance for individual (AR 381-20 and AR 604-5) if necessary. Individual must possess at least an
interim SECRET clearance before assignment to Special Forces duty.

b. Request assignment orders after individual has met physical requirements.

c. Enlisted personnel must meet time in service requirements specified in chapter 6, AR 614-200, before departure.

Step: 11
Action required by: Personnel management supervisor
Description of actions: Have the Military Personnel Officer sign DA Form 2446 and send to orders issuing agency. Send complete copy of
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Table 3-38
Procedure 3-22 special forces training—Continued

approved request to the Personnel Records Specialist for file in MPRJ (action pending) to be forwarded to service school in accordance with
AR 640-10. Since the MPRJ does not accompany service members attending school TDY and return to the same installation/station, ensure
that the following documents are given to the soldier (to hand carry to the school) prior to departure for TDY:

a. Copy of request (including inclosures). Be sure official signatures are shown. Be sure, especially in cases likely to be questioned, that all
applicable information is included which is needed to establish eligibility for the proposed schooling.

b. When required for the course (DA Pamphlet 351-4), ensure that copies 1 and 2, DA Form 3180, completed through Part IV, accompany
the service member (chap 3, AR 50-5).

c. Copy of DA Form 2 and TDR cards produced from “INQY” SIDPERS transaction and a photocopy or machine-reproduced copy of DA
Form 2-1.

d. DA Forms 3444 series.

Step: 12
Action required by: Personnel management supervisor

Description of actions: Upon receipt from higher headquarters of disapproved request, prepare comment returning request through Unit
Commander to applicant, giving specific reasons for disapproval of application.

Step: 13

Action required by: Personnel records specialist

Description of actions: Enlisted personnel. Upon completion of training, take necessary action to identify member by award of SQI PMOS
as prescribed in chapter 2, AR 600-200. Forward copies of orders to HQDA (DAPC-EPK-S), Alexandria, VA 22331.

Step: 14
Action required by: Personnel records specialist
Description of actions: Take necessary action to update DA Form 2, as required by procedure 2-17, DA Pamphlet 600-8-2.

3-39. Procedure 3-23 OJT
Procedure 3-23 covers processing of applications for on-the-job training (enlisted personnel).

a. Primary reference is AR 600-200.

b. Forms used are DA Forms 2, 87, 2446, 3339-R, 3340, 4187 and Optional form 41.

c. This procedure supplements AR 600-200. It prescribes guidance pertaining to processing applications for on-the-
job (OJT) training for active Army permanent party enlisted personnel. OJT is defined as a training process whereby
students or trainees acquire knowledge and skills through actual performance of duties under competent supervision in
accordance with an approved planned program.

d. Practical experience is afforded in leadership, supervision and technical or tactical training, either in addition to or
in place of formal academic training. Most OJT is given in CONUS units where equipment and authorized personnel
are available to conduct the training desired; however, certain types of skills and technical knowledge are best acquired
in laboratories, shops, service schools, or other types of organizations peculiarly suited to furnishing the kind of
functional training desired.

e. OJT, which may or may not be MOS-producing, is given to qualify an individual in a different or redesignated
primary MOS code, in a secondary MOS code, for award of SQI and/or ASI, in skills and knowledge additional to
MOS-producing training, in skills and knowledge necessary for performance of different groups of tasks within a given
MOS structure, in skills or knowledge pertaining to another MOS (cross-training), or in skills or knowledge pertaining
to new equipment.

(1) Training is command responsibility and includes preparation of programs of instruction for training in all
requirements of a particular MOS code or skill, maintenance of a record of training progress of each individual, giving
a comprehensive test before awarding an MOS, and awarding an MOS code, SQI, or ASI only to qualified personnel.

(2) The importance of a comprehensive OJT program cannot be overemphasized because of the opportunity
provided for motivation of individual personnel to attain their full potentia as soldiers.

f. After consideration of unit requirements and MOS balances within the command, unit commanders select those
best qudified to attend a particular course in accordance with established priorities for training.

(1) MOS reclassification, promotion, and reassignment restrictions, as well as course prerequisites and individual
qualifications, must also be considered, with the level of training corresponding insofar as possible to the applicant’s
grade.

(2) Enlisted personnel are encouraged by HQDA to apply for waivers to course prerequisites in technical MOS-
producing courses if they have demonstrated by outstanding performance of duty in prior service, by high mental
capacity, or by formal education, the capability of completing the selected course of instruction.
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(3) Selections must be approved by the appropriate command level, the training activity, and, in certain cases, by
HQDA.

g. Reclassification into a new PMOS upon completion of OJT must be accomplished within the guidelines of AR
600-200 and AR 614-200.

(1) Exceptions can be made only for former officers and warrant officers reverting to an enlisted status whose
training, experience, age, or physical condition warrant an exception; personnel retained on active duty under AR 635-
40 who are physically unable to perform the duties required by the present MOS classification; and personnel of
proven value to the service.

(2) Individuals in receipt of an Enlistment Bonus or Selective Reenlistment Bonus are precluded by chapter 2, AR
600-200, from being retrained during their current enlistment into a PMOS outside the career pattern for their bonus
MOS or in a comparable MOS as designated by HQDA.

(3) The objective is to maintain balance between authorized and actua strengths of the military occupational
specidties, consistent with the accomplishment of assigned missions.

h. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted in accordance with AR 340-17 and AR 640-10. Information of a persona nature may be disclosed or
released under applicable directives only to authorized personnel in accordance with AR 340-17 and AR 340-21 series.
Disposition of documents will be in accordance with applicable directives or by destruction when the purpose for
which authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

i. The following actions will be taken on processing of applications for on-the-job training (enlisted personndl):

Table 3-39
Procedure 3-23 OJT

Step: 1
Action required by: Individual
Description of actions: Request information and guidance from unit training officer in applying OJT.

Step: 2

Action required by: Training officer

Description of actions: Counsel individual as to types of OJT available; how proposed OJT fits into the MOS career pattern of the individual
concerned; if individual meets requirements with or without waiver; if there is a service obligation upon completion of the course. Refer
individual to Unit Career Counselor if necessary for extension of enlistment and impact on eligibility for enlistment bonus. Have individual
prepare DA Form 4187, Request for OJT (fig 3-23-1).

Step: 3

Action required by: Unit commander

Description of actions: Have unit clerk complete parts IV and V, DA Form 4187, sign, and forward to MILPO. If disapproval is
recommended, state reasons. OJT may not be approved in lieu of formal school courses or training

Step: 4
Action required by: Unit commander
Description of actions: Arrange for soldier to receive assistance at MILPO if necessary.

Step: 5

Action required by: Personnel management specialist

Description of actions: Upon receipt of application for voluntary OJT, or request to initiate involuntary reassignment to OJT, for permanent
party personnel, obtain MPRJ from Records Branch, determine if proposed OJT—

a. Meets criteria in AR 600-200, AR 611-201 and AR 635-40 when applicable, as to personnel utilization and MOS reclassification. Current
DA circular 611 series apply.

b. Is programmed or unprogrammed.

c. Quota is available, if required.

d. Funds are available, if required.

e. Meets established priorities for training.

Step: 6

Action required by: Personnel management specialist

Description of actions: For application for OJT which meets above requirements, screen MPRJ of individual applicant relative to the
following requirements.

a. Length of service remaining in current tour.

b. Security clearance, when applicable.

c. Date of last PCS, when applicable.

d. Enlistment commitment.

e. Selective reenlistment bonus or other type enlistment bonus.
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Table 3-39
Procedure 3-23 OJT—Continued

f. proficiency pay status.
g.Ifindividual qualifications meet the physical, mental, and special requirements for training and performance in MOS or skill for which he is
being trained. Note if any deficiencies are correctable or subject to waiver.

Step: 7

Action required by: Personnel management specialist

Description of actions: Arrange for testing of applicant, if required, to determine if individual is qualified for OJT, for MOS reclassification
when applicable, and capable of performing the duties required.

Step: 8
Action required by: Personnel management specialist

Description of actions: Upon receipt of test results, prepare an accompanying comment for signature of the Military Personnel Officer (fig 3-
23-2).

Step: 9

Action required by: Personnel management specialist

Description of actions: For application requiring HQDA approval, and/or written request for quota, forward to the appropriate agency
through command channels; otherwise, prepare comment as in figure 3-23-2. Prepare an application for each individual, to include
attachments as required; requests for waiver; acknowledgement of service obligations; and any other statements pertinent to the individual's
application.

Note. This application will be prepared for all applicants or selectees who can be given favorable consideration within current requirements
and training directives.

Step: 10

Action required by: Personnel management specialist

Description of actions: Counsel individual as to service obligation, if any; requirement to meet length-of-service extension or reenlistment
when applicable; transportation of household goods/dependents, when applicable, before signing statement.

Step: 11

Action required by: Personnel management specialist

Description of actions: For applicant or selectee who does not meet minimum prerequisites, or who cannot be given favorable
consideration for other reasons, prepare reply (CMT 2 or new CMT 1) (as appropriate) to the unit commander for the signature of the Military
Personnel Officer. Give reasons for disqualification or disapproval.

Step: 12

Action required by: Personnel management specialist

Description of actions: Set up suspense as required for replies. Send outgoing correspondence to Personnel Management Supervisor for
review/signature.

Step: 13

Action required by: Personnel management supervisor

Description of actions: Review correspondence and applications for correctness of content and compliance with applicable directives.
Ensure that all required documentation is included in order, and properly signed. Give to Military Personnel Officer for signature.

Step: 14

Action required by: Personnel management specialist

Description of actions: Upon receipt of application with final approval (or disapproval), notify unit commander. Take action to meet length of
service requirements if necessary.

Step: 15

Action required by: Personnel management specialist

Description of actions: Prepare DA Form 2446. Include quota number and fund citation when applicable. Forward to Personnel
Management Supervisor.

Step: 16
Action required by: Personnel management supervisor
Description of actions: Review DA Form 2446; be sure all prerequisites are met before orders are issued. Forward to MILPO for signature.

Step: 17
Action required by: Personnel management specialist
Description of actions: Return MPRJ to the Personnel Records Specialist with action-pending documents for file.

Step: 18
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Table 3-39

Procedure 3-23 OJT—Continued

Action required by: Personnel management specialist

Description of actions: Attach working copy of DA Form 2446 to application and hold for orders. Upon receipt of orders, check to make sure
orders are correct and contain required information.

Step: 19
Action required by: Personnel management specialist
Description of actions: For information and control purposes, annotate projected training on working copies of rosters as necessary.

Step: 20

Action required by: Training officer

Description of actions: Initiate a record of training to include area of instruction, number of hours of formal and practical training, results of
periodic and final evaluations, and a comprehensive test for qualification in MOS and/or skill or functional training in which being trained.

Step: 21
Action required by: Training officer
Description of actions: Set up suspense for completion of DA Form 87 and presentation to trainee upon completion of training.

Step: 22
Action required by: Personnel management specialist
Description of actions: When submitting the next requisition for replacement personnel, take the following action:

a. Requisition replacement for authorized position being vacated by trainee (loss to the organization).
b. Cancel any previous requisition placed for position which trainee is scheduled to fill within the organization (gain to the organization).

Step: 23

Action required by: Personnel management specialist

Description of actions: Take action in accordance with AR 614-200 as follows: OJT trainees, who for any reason cannot complete training,
cannot be recycled to another class, and become surplus to the organization or available for reassignment, are reported to the next higher
headquarters or to HQDA according to instructions in (Procedure 3-4 of this pamphlet).

Step: 24

Action required by: Personnel records specialist

Description of actions: Upon receipt of orders and verification that individual has complied with orders, annotate Personnel Qualification
Records. Set up suspense to make appropriate entries upon completion of training. Notify unit clerk to accomplish “OJT” SIDPERS
transaction in accordance with procedure 2-17, DA pamphlet 600-8-1.

Step: 25

Action required by: Personnel management specialist

Description of actions: Verify with training unit that OJT is being satisfactorily completed and initiate DA Form 2446 to award appropriate
MOS (PMOS, SMOS, or AMOS), SQI or ASI; redesignate current PMOS as SMOS or AMOS if appropriate. Have supervisor review, obtain
Military Personnel Officer’s signature, and forward to orders section to be published.

Step: 26

Action required by: Personnel management specialist

Description of actions: Upon completion of training and receipt of orders, post award of MOS, SQI, or ASI on current working copy of
rosters to be used for control purposes. Accomplish “PMOS” SIDPERS transaction in accordance with procedure 2-58, DA Pamphlet 600-8-
2.

Step: 27

Action required by: Personnel management specialist

Description of actions: Assemble copies of documents to be sent to the Personnel Records Specialist, attach OF 41 with instructions for
posting items of information to Personnel Qualification Records in accordance with AR 640-2-1 and DA Pamphlet 600-8-2, and terminate
suspense.

Step: 28

Action required by: Personnel management specialist

Description of actions: Prepare a statement to be attached to DA Forms 3339-R or DA Form 3340 when applicable that the training for
which the form is to be executed has been satisfactorily completed. Coordinate with the Personnel Actions Specialist in accordance with
procedure 4-3, this pamphlet.

Step: 29

Action required by: Personnel management specialist

Description of actions: File correspondence in accordance with AR 340-2, or AR 340-18-7 as appropriate. If individual goes PCS, be sure a
complete copy of the application including waivers is included in the MPRJ (action pending), showing signatures of approving authority. This
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Table 3-39
Procedure 3-23 OJT—Continued

is to preclude inquiries and subsequent delay in starting the course because of any questions concerning qualification for projected course
attendance. (App, AR 640-10 applies.)

3-40. Procedure 3-25 retesting in Army personnel tests
Procedure 3-25 covers retesting in Army personnel tests.

a. Primary reference is AR 611-5.

b. Forms used are DA Forms 2, 2-1 and 4187.

¢. This procedure supplements AR 611-5. It outlines retesting procedures for Army personnel tests. Retesting may
be permitted when additional in-service education, job experience, and training are acquired, with the result that the
origina score is no longer believed to be representative of the individual’s potential qualification for advancement,
selection for more specialized training, duty assignment, or retention in the service. Retesting is authorized on some
tests and prohibited on others. Retesting will be accomplished under the provisions of AR 611-5 and the Army
regulations applicable to the specific test and personnel selection program. Regulations governing the use of each test
are listed in DA Pamphlet 310-8. Retesting may also be permitted on any test, without time limitations, when
extenuating circumstances have been determined by the retesting authority to have invalidated test results.

d. Unless otherwise stated in the applicable regulations, retests on Army personnel tests will not be administered
until a minimum period of six months has passed since the last administration of the test.

(1) Different forms of tests will be used for each retesting if they exist, and are authorized for the specific personnel
program for which retesting is being accomplished.

(2) Immediate commanders may authorize the first and second retests.

(3) Requests for authority to administer third and subsequent retest, as well as requests for exception to policy, will
be forwarded through channels to USASSC-NCR (ATZI-NCO-0OD), Alexandria, VA 22332-0400.

(4) Scores achieved as a result of any authorized retest will be recorded on the individual’s Personnel Qualification
Record and will be used in lieu of previously attained scores for al classification, selection, training, assignment, or
retention purposes. Individuals will be informed of their test scores upon completion of retesting.

e. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted in accordance with AR 340-17 and AR 640-10. Information of a persona nature may be disclosed or
released under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series.
Disposition of documents will be according to applicable directives or by destruction when the purpose for which
authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

f. The following actions will be taken for retesting in Army personnel tests:

Table 3-40
Procedure 3-25 retesting in Army personnel tests

Step: 1
Action required by: Individual
Description of actions: Request retesting, using DA Form 4187 (Fig 3-25-1) through unit commander.

Step: 2

Action required by: Unit commander

Description of actions: Interview applicant for the purpose of determning that a valid basis exists for a retest. (Ref AR 611-5 and DA Pam
310-8.) Refer applicant to education center for counseling.

Step: 3
Action required by: Unit clerk
Description of actions: Assist individual in completion of sections | and Ill, DA Form 4187, including signature and date.

Step: 4

Action required by: Unit clerk

Description of actions: Enter in section IV of the DA Form 4187 information showing the original score is no longer believed representative
of the individual’s potential qualifications for advancement, selection for more specialized training, duty assignment or retention in service.
(Refer to fig 3-25-1.)

Step: 5
Action required by: Unit commander
Description of actions: Complete section V, DA Form 4187, and return the form to the unit clerk for distribution.

Step: 6
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Table 3-40
Procedure 3-25 retesting in Army personnel tests —Continued

Action required by: Unit clerk
Description of actions: Forward the completed DA Form 4187 to the servicing MILPO for processing.

Step: 7
Action required by: Personnel management specialist
Description of actions: Obtain the MPRJ from Records Branch.

Step: 8
Action required by: Personnel management specialist
Description of actions: Screen the request and records against the retest criteria prescribed by AR 611-5.

Step: 9
Action required by: Personnel management specialist
Description of actions: If the individual does not meet retest criteria, prepare comment to unit citing reason(s) for disapproval.

Step: 10
Action required by: Personnel management specialist
Description of actions: If individual is eligible for—

a. First and second retests. Prepare comment to appropriate testing facility.
b. Third or subsequent retest. Request approval of higher headquarters by preparing a forwarding comment. Include information listed at
figure 3-25-1.

Step: 11
Action required by: Personnel management specialist
Description of actions: Give case to Personnel Management Supervisor.

Step: 12

Action required by: Personnel Management supervisor

Description of actions: Maintain appropriate suspense controls to ensure that retest is administered. Copy of the DA Form 4187 will be
used for this purpose.

Step: 13

Action required by: Personnel Management supervisor

Description of actions: Review action. Obtain signature of Personnel Management Officer and forward to the Post Education Office or
designated test facility.

Step: 14
Action required by: Personnel Management supervisor
Description of actions: Return MPRJ to the Personnel Records Specialist.

Step: 15
Action required by: Personnel management supervisor

Description of actions: Upon receipt of test results, furnish information to unit commander for his use and to notify individual of the results.
Furnish test scores for posting to records as required by AR 640-2-1.

Step: 16
Action required by: Personnel records specialist

Description of actions: Post entries on DA Form 2-1. Prepare SIDPERS input in accordance with procedures 2-2A and 2-39, DA Pamphlet
600-8-2.

Step: 17
Action required by: Personnel records specialist
Description of actions: File copy of correspondence relating to test scores (AR 340-2 or AR 340-18-7).

3-41. Procedure 3-26 DLAB testing

Procedure 3-26 covers testing with the defense language aptitude battery.
a. Primary reference is AR 611-6.
b. Forms used are DA Forms 2, 2-1, 4187, and Optional Form 41.

c. This procedure supplements AR 611-6. It prescribes guidance for processing the Defense Language Aptitude
Battery (DLAB) for military personnel on active duty.

(1) The DLAB is designed to measure the ability of an individual to learn a foreign language.
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(2) Personnel officers are responsible for ensuring that the DLAB has been administered to enlisted personnel who
have attained a score of 100 or higher on the skilled technical (ST) aptitude area of the Armed Services Vocational
Aptitude Battery (ASVAB).

(3) The DLAB will aso be given to commissioned and warrant officers who are applying for language training.

(4) Commissioned officers in the grade of Captain or lower are required to be administered the DLAB and
appropriate entries recorded on their Personnel Qualification Records.

d. DLAB will not be administered if an individual’s Personnel Qualification Records indicate successful completion
of a formal language course.

(1) Individuals who fail to attain the minimum qualifying score 89 on the DLAB may request retesting after a period
of 6 months.

(2) If individual again fails to attain a qualifying score on the DLAB, a second retest will be considered on a case
by case basis by USASSC-NCR (ATZI-NCO-OD), ALEX VA 22322-0400.

e. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a persona nature may be disclosed or released
under applicable directives only to authorized personnel in accordance with AR 340-17 and AR 340-21 series.
Disposition of documents will be according to applicable directives or by destruction when the purpose for which
authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

f. The following actions will be taken for testing with the defense language aptitude battery:

Table 3-41
Procedure 3-26 DLAB testing

Step: 1

Action required by: Inprocessing clerk

Description of actions: Commissioned officers in the grade of Captain or lower. Annotate records checklist to indicate whether entry
appears on DA Form 4037 (ORB).

Step: 2

Action required by: Inprocessing clerk

Description of actions: Individual must be referred to the Personnel Management Specialist for further processing if there are no entries in
specified items of the ORB. MPRJ must accompany individual to the Personnel Management Specialist.

Step: 3
Action required by: Personnel management specialist
Description of actions: Advise individual that he will be notified when to report for DLAB testing.

Step: 4
Action required by: Personnel management specialist
Description of actions: Prepare request for testing to Test Control Officer (TCO).

Step: 5
Action required by: Personnel management specialist
Description of actions: Give request for testing and MPRJ to Personnel Management Supervisor.

Step: 6

Action required by: Personnel management supervisor

Description of actions: Maintain appropriate suspense controls to ensure that testing is administered. Copy of correspondence may be
utilized for this purpose.

Step: 7
Action required by: Personnel management supervisor
Description of actions: Review case. Obtain signature and forward as appropriate.

Step: 8
Action required by: Personnel management supervisor
Description of actions: Return MPRJ to the Personnel Records Specialist.

Step: 9

Action required by: Personnel management specialist

Description of actions: Upon receipt of test results from test facility, advise the Personnel Records Specialist of test results. Utilize OF 41 for
this purpose.

Step: 10
Action required by: Personnel records specialist
Description of actions: Upon receipt of DLAB test or retest results. Process a DLAB SIDPERS transaction (Proc 2-90 DA Pam 600-8-2).
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Table 3-41

Procedure 3-26 DLAB testing—Continued

Step: 11

Action required by: Personnel records specialist

Description of actions: File copy of correspondence relating to test score (AR 340-2 or AR 340-18-7).

Step: 12

Action required by: Personnel management specialist

Description of actions: Enlisted personnel who apply for language training. Obtain individual's MPRJ from the Personnel Records
Specialist. If DA Form 2-1 reflects individual has a ST score of less than 100 as a result of prior ASVAB testing, prepare requests for testing to
the TCO. See Note 1.

Step: 13
Action required by: Personnel management specialist
Description of actions: Give complete case to Personnel Management Supervisor.

Step: 14

Action required by: Personnel management supervisor

Description of actions: Maintain appropriate suspense controls and ensure that ASVAB testing is administered. Copy of correspondence
may be utilized for this purpose.

Step: 15
Action required by: Personnel management supervisor
Description of actions: Review case. Obtain signature and forward as appropriate. Return MPRJ to the Personnel Specialist.

Step: 16

Action required by: Personnel management specialist

Description of actions: Upon receipt of ASVAB test results and provided the individuals obtained an ST score of 100 or higher, prepare
request for testing to the TCO to administer DLAB

Step: 17

Action required by: Personnel management specialist

Description of actions: Prepare OF 41 to the Personnel Records Specialist requesting that ASVAB test results be recorded on DA Form 2-
1. Attach test results and DA Form 2-1 to OF 41.

Step: 18
Action required by: Personnel management specialist
Description of actions: Give complete case to Personnel Management Supervisor.

Step: 19

Action required by: Personnel management supervisor

Description of actions: Maintain appropriate suspense controls to ensure that DLAB testing is administered. Copy of correspondence may
be utilized for this purpose.

Step: 20
Action required by: Personnel management supervisor
Description of actions: Review case. Obtain signature and forward as appropriate.

Step: 21
Action required by: Personnel management supervisor
Description of actions: Send OF 41 with enclosures to the Personnel Records Specialist.

Step: 22
Action required by: Personnel records specialist

Description of actions: Upon receipt of ASVAB retest results make appropriate entry in item 8, DA Form 2-1 and process an “AATC”
SIDPERS transaction (Proc 2-2A DA Pam 600-8-2).

Step: 23
Action required by: Personnel records specialist
Description of actions: File copy of correspondence relating to ASVAB test scores (AR 340-2 or AR 340-18-7).

Step: 24

Action required by: Personnel management specialist

Description of actions: Upon receipt of DLAB results from test facility advise the Personnel Records Specialist of results. Utilize OF 41 for
this purpose.

Step: 25
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Table 3-41
Procedure 3-26 DLAB testing—Continued

Action required by: Personnel records specialist
Description of actions: Upon receipt of DLAB results, take the following actions:

a. Make appropriate entry in item 10, DA Form 2-1.
b. Process a “DLAB” SIDPERS transaction (Proc 2-90, DA Pam 600-8-2).
c. File copy of correspondence relating to Test Score (AR 340-2 or AR 340-18-7).

Step: 26

Action required by: Personnel management specialist

Description of actions: When DLAB is required for in-service programs (i.e., attache duty, language training, Special Forces training, etc.).
Upon receipt of application for an in-service program requesting a minimum DLAB score, obtain individual's MPRJ from the Personnel
Records Specialist.

Step: 27
Action required by: Personnel management specialist
Description of actions: Screen request and records against test criteria in AR 611-6. See Note 1.

Step: 28
Action required by: Personnel management specialist
Description of actions: a. If individual is eligible, (initial or first retest), prepare request for DLAB testing to the TCO.
b. Request for second retest will be prepared on DA Form 4187 and forwarded through channels to (USASSC-NCR (ATZI-NCO-OD).
Comments will include essentially that information reflected in note 2.

Step: 29

Action required by: Personnel management specialist

Description of actions: If individual does not meet retest criteria or second retest is disapproved by USASSC-NCR (ATZI-NCO-OD),
prepare endorsement to unit.

Step: 30
Action required by: Personnel management specialist
Description of actions: Give request for testing on DA Form 4187 and MPRJ to Personnel Management Supervisor.

Step: 31

Action required by: Personnel management supervisor

Description of actions: Maintain appropriate suspense controls, if applicable, to ensure that testing is administered. Copy of
correspondence may be utilized for this purpose.

Step: 32
Action required by: Personnel management supervisor
Description of actions: Review case. Obtain signature and forward as appropriate. Return MPRJ to the Personnel Records Specialist.

Step: 33

Action required by: Personnel management specialist

Description of actions: Upon receipt of DLAB test results from test facility advise Records Specialist of test results. Utilize OF 41 for this
purpose.

Step: 34
Action required by: Personnel management specialist
Description of actions: Complete processing of application in accordance with applicable procedures.

Step: 35
Action required by: Personnel records specialist
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Table 3-41
Procedure 3-26 DLAB testing—Continued

Description of actions: Process under steps 25, above.

Notes:
1. Review following items of DA Form 2-1:

(a) Item 10—DLAB score.
(b) Item 12—Language proficiency.
(c) Item 17—Completion of a Defense Language Course.
2. The following will be provided in forwarding personnel action when approval is required by USASSC-NCR (AZTI-NCO-OD).
(a) Reason for administration of test.
(b) Recommendation for approval.
(c) Date and scores attained on each previous administration of test.
(d) Years of active military service.
(e) Highest level of civilian education.
(f) Summary of military education specialized training.
(g) Primary and secondary MOS.

Table 3-26-1
Guide for determining requirements for DLAB testing

Rule: 1

When an individual: Without prior enlisted service initially enters active duty in a commissioned status
And: arrives at first duty station subsequent to completion of branch course

Then: DLAB is required.

Rule: 2

When an individual: When prior enlisted service initially enters active commissioned service and arrives at first duty station subsequent to
completion of branch course

And: DLAB has not been administered

Then: DLAB is required.

Rule: 3

When an individual: Indicates DLAB was previously administered
And: DA Form 2-1 does not reflect a language aptitude score
Then: DLAB is required.

Rule: 4

When an individual: Has a ST aptitude area score of 100 or higher on the ASVAB and is submitting an application for language training
And: DLAB has not been administered

Then: DLAB is required.

Rule: 5

When an individual: Has a St aptitude area score 100 or higher on the ASVAB and is submitting an application for language training
And: DA Form 2-1 does not reflect a language aptitude score but individual

Then: DLAB is required.

Rule: 6

When an individual: Is serving on active duty as a commissioned or warrant officer and is submitting an application for language training
And: DLAB has not been administered previously

Then: DLAB is required.

3-42. Procedure 3-27 language testing
Procedure 3-27 covers defense language proficiency testing.
a. Primary reference is AR 611-6.
b. Forms used are DA Forms 2, 2-1, 201, 330 (Language Proficiency Questionnaire) and Optional Form 41.
¢. This procedure supplements AR 611-6. It is applicable to Defense Language Proficiency Testing for Active Army
personnel and to members of the Army National Guard and Army Reserve who are on initial active duty for training
(IADT) or active duty for training (ADT) for a period exceeding 180 days.
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d. Defense Language Proficiency Tests (DLPT) are designed to measure the ability of an individual to understand
written and spoken words (reading and listening proficiency only) in certain foreign languages.

(1) There are also Defense Language Reading Proficiency Tests (DLRPT) in some languages.

(2) These tests are administered to graduates of courses of instruction provided at Government expense and to any
other individual who claims proficiency in a foreign language and volunteers for the Army Linguist Program.

(3) The tests are constantly being refined and modified to better accomplish their intended purpose. For this reason,
it is important that the latest version and/or modification of the DLPT and DLRPT and its scoring key be used.

(4) Obsolete tests must be promptly destroyed. Revisions of and supplemental instructions to DLPT usually are
announced in DA Circulars in the 611 series or in worldwide messages for Army Personnel Test Control Officers
(TCO).

(5) To determine which form of DLPT or DLRPT is current, consult DA Pamphlet 310-8 and files of DA Circulars
(current and expired) in the 611 series.

(6) Tables for determining linguist ratings from DLPT scores (using raw scores, DLPT-I; or converted scores,
DLPT-II and certain other factors) are contained in AR 611-6 and the reverse side of the DA Form 330.

e. Military Personnel Officers are responsible for—

(1) Assuring initial evaluation as a linguist when—

(a) Officer personnel are attending basic branch courses or their first duty station when not attending a basic branch
course.

(b) USMA and ROTC cadets upon completion of language training.

(c) Enlistees for options requiring a foreign language capability prior to enlistment.

(d) Enlisted personnel processing through the USARECSTA who claim proficiency in a foreign language.

(e) Graduates of Defense Language Ingtitute, Foreign Language Center (DLIFLC) and Foreign Service Institute
(FSI), excluding MOS 98G students.

(f) Individuals studying a foreign language at other military or civilian schools at Government expense.

(9) Individuals completing a nonresident defense language program.

(h) Individuals completing a self-improvement course (other than nonresident defense language program) supported
by Army funds under the provisions of AR 621-5.

(i) Individuals not identified above who claim knowledge of a foreign language and desire to be tested.

(1) ARNGUS and USAR enlisted personnel on IADT in excess of 180 days will be identified and evaluated by the
personnel testing activity servicing their station.

(2) Assuring proficiency reevaluation of individuals identified as linguists. Reevaluation will be accomplished every
2 years, as nearly as possible to their birthday anniversary.

(3) Determination of linguist proficiency ratings, completion of the DA Form 330, and distribution of the copies of
the DA Form 330 in accordance with the following procedure. (Linguist proficiency ratings are determined by using
raw or converted scores as reported by the TCO plus data from the MPRJ concerning source of language skills and
history of linguist assignments of experience.)

f. Test control officers are responsible for—

(1) Administration of the latest version of the DLPT or DLRPT, scoring the answer sheet, and converting raw scores
(for those which have conversion tables).

(2) Initiation of the DA Form 330 and its transmittal to the Military Personnel Officer for determination of linguist
ratings, signature, and distribution.

g. Preparation of the DA Form 330.

(1) The TCO furnishes only the information for which he is responsible, i.e,, name and identifying data for the
linguist, language (and code) evaluated, raw or converted scores, manner and date of evaluation, and (in Remarks) the
version of the test used (DLPT-I, DLPT-II, or other).

(2) The Military Personnel Officer provides the missing data pertaining to experience, country of birth, etc., and
determines linguist ratings. When other than the individual’s primary language is evaluated, or both primary and
secondary languages are being reported, the form should be prominently marked in order to prevent data regarding
primary language skills from being erased and superseded on the master tape by a secondary language evaluation or
reevaluation.

(3) Optionally, the TCO may provide the information by OF 41 to the MILPO for preparation of the DA Form 330
in one action.

h. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a persona nature may be disclosed or released
under applicable directives only to authorized personnel in accordance with AR 340-17 and AR 340-21 series.
Disposition of documents will be according to applicable directives or by destruction when the purpose for which
authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

i. The following actions will be taken for defense language proficiency testing:
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Table 3-42
Procedure 3-27 language testing

Step: 1

Action required by: Inprocessing clerk

Description of actions: Screen MPRJ and DA Forms 2 and 2-1 for documents and other information concerning language training and
language proficiency. Review DA Form 2; item 17, DA Form 2-1; DA Forms 330 and school transcripts (USMA) graduates and others who
have taken language training in civilian institutions) in the MPRJ.

a. If the individual claims proficiency and has not been evaluated, prepare an OF 41 advising the Personnel Management Supervisor. Be
sure to cite the correct Language Identification Code (LIC) from AR 611-6.

b. If the individual is (or should have been) identified as a linguist, but has not been evaluated or reevaluated within the past 2 years,
prepare OF 41 advising the Personnel Management Supervisor. Service members who have received formal language training, 40
classroom hours or more, at Government expense (such as USMA graduates) must be identified as linguists and may not decline evaluation
or biennial reevaluation until evaluated and rated as a “subproficient” linguist with a “0” (zero) level of proficiency.

c. If a member of the Army National Guard or Army Reserve, reporting to first duty station on a tour of active duty or ADT for a period
exceeding 180 days, remove copies of DA Form 330 and make distribution of copies of 1 and 2. Replace copy 3 in MPRJ. See step 17, below.

Step: 2
Action required by: Inprocessing clerk
Description of actions: Advise individuals they will be notified as to when and where to report for testing.

Step: 3

Action required by: Inprocessing clerk

Description of actions: If the individual has been identified as a linguist, and has been evaluated or reevaluated within the preceding 2
years, establish a suspense for reevaluation on or about the second year nearest his birthday anniversary date. See step 20, below.

Step: 4

Action required by: Personnel management supervisor

Description of actions: Upon receipt of notification (as in steps 1a or b, above), arrange with the TCO to schedule individual for testing and
evaluation.

Step: 5

Action required by: Personnel management supervisor

Description of actions: Maintain suspense controls to assure service member is scheduled for testing, is notified promptly when and where
to report, and that the test results are received promptly from the TCO.

Step: 6

Action required by: Test control officer

Description of actions: Administer the current version of the DLPT or DLRPT and score the answer sheet. Convert raw scores when a
conversion table (usually printed or pasted on reverse side of scoring key) applies. Forward scored DLPT-II or DLRPT answer sheets to
DLIFLC (for research purposes) after scores are transcribed on DA Form 330. Destroy DLPT-I answer sheets after 30 days.

Step: 7

Action required by: Test control officer

Description of actions: Initiate the DA Form 330 or furnish information to MILPO for completion of DA Form 330. Furnish following data:
Name and SSN, LIC, raw score or converted score (show which) in listening, reading, etc., date and manner of evaluation and version of test
administered (i.e. DLPT-I, DLPT-II, or other).

Step: 8.

Action required by: Test control officer

Description of actions: Transmit DA Form 330 in triplicate with applicable items completed (or information as indicated above) by OF 41 to
the Personnel Management Specialist for determination of linguist proficiency ratings and completion of DA Form 330.

Step: 9

Action required by: Personnel management specialist

Description of actions: Upon receipt of partially completed DA Form 330 from TCO (or information to complete the form), review Personnel
Quialification Records and documents in MPRJ for information to be entered on DA Form 330. If necessary, interview individual to obtain
complete, accurate, and up-to-date information pertaining to the following: country of birth, initial or, supplemental report, source of and
experience in language skill, grade, and MOSC (enlisted or warrant officer personnel) or specialty classification (commissioned officers).

Step: 10

Action required by: Personnel management specialist

Description of actions: Obtain formulas for determining proficiency ratings applicable to the version of the test administered. See AR 611-6
and reverse side of DA Form 330. Determine linguist proficiency ratings and complete the DA Form 330. If a multilinguist, determine whether
language evaluated is a primary or secondary skill. If secondary, mark the DA Form 330 in RED—"SECONDARY LANGUAGE.”
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Table 3-42

Procedure 3-27 language testing —Continued

Step: 11

Action required by: Personnel management specialist

Description of actions: Notify individual of linguist proficiency ratings.

Step: 12

Action required by: Personnel management specialist

Description of actions: Request orders be issued as applicable to award or withdraw the Special Qualification Identifier (SQI) “ L” and the
two-character LIC. For commissioned officers see section Il, chapter 1, AR 611-101; for warrant officers, see AR 611-112; and for enlisted
personnel, see chapter 2, AR 600-200, and chapter 5, AR 611-201. Best language skills should ordinarily be associated with PMOS, although
an individual might properly be assigned to duty in SMOS utilizing the best language or vice versa.

Step: 13

Action required by: Personnel management specialist

Description of actions: Forward through Personnel Management Supervisor to Military Personnel Officer for signature. Request return of
documents for distribution. Set up internal suspense for return of forms.

Step: 14
Action required by: Personnel management supervisor

Description of actions: Review DA Forms 330 for accuracy and completeness. Verify linguist ratings assigned and that orders are
requested as necessary. Assure distribution is made promptly after forms are signed.

Step: 15
Action required by: Personnel management specialist

Description of actions: Upon receipt of signed DA Forms 330, date and make distribution as indicated in the following steps. Distribution
must be accomplished within 30 days of date individual was tested.

Step: 16

Action required by: Personnel management specialist

Description of actions: Army National Guard and Army Reserve personnel on IADT and ADT for a period of 180 days or less or hot on
active duty tour must send all copies by OF 41 to the Personnel Records Specialist with instructions to place intact in MPRJ until service
member reports to first duty station on a tour of active duty or ADT exceeding 180 days.

Step: 17
Action required by: Personnel management specialist
Description of actions: All other personnel.
a. Send copy 3 (signed and dated) of DA Form 330 by OF 41 to the Personnel Records Specialist for appropriate action, i.e., SIDPERS

input, entries on DA Form 2-1, and file in MPRJ.
b. Copies 1 and 2 to USASSC-NCR (ATZI-NCO-0D), Alexandria, VA 22332-0400.

Step: 18

Action required by: Personnel records specialist

Description of actions: Upon receipt of completed DA Form 330 (signed and dated copy 3), and applicable orders (step 12, above). Process
SIDPERS transactions, as appropriate. Follow procedures 2-42, 2-42A, 2-58, and 2-79, DA Pamphlet 600-8-2. (Remember, the “L”
designation, although properly awarded in orders, may not appropriately be recorded as part of the MOSC if another SQI has been awarded,;
likewise, the LIC. See para 2-33b, AR 600-200.)

Step: 19

Action required by: Personnel records specialist

Description of actions: Establish suspense for reevaluation (as in step 3, above), for all individuals who have been identified as linguists
and have been evaluated or reevaluated within the preceding 2 years, on or about the second year nearest to their birthday anniversary date,
except for the following:

a. Was initially evaluated and rated by oral interview and written and/or tape-recorded language proficiency test does not exist for that
language.

b. Subproficient linguist with a “b” level of proficiency and whose proficiency has not increased since last evaluation or reevaluation.

c. Linguists with PMOS or SMOS of 98G or 96C currently performing duty in that MOS. For these individuals, prepare DA Form 330 for the
language evaluated as part of the SQT, inserting entries as indicated below. (For proficiency in other languages, reevaluation will be
conducted in the usual manner using DLPT.)

(1) Enter “NA” in place of scores,

(2) Enter arbitrary proficiency ratings of “3” for both listening and reading if the individual qualifies.

(3) Under “Remarks,” insert: “(Ratings assigned in applicable LIC) as the result of qualification in (MOS 98G or MOS 96C) SQT on (date).”

(4) Have the forms signed, dated, and distributed as above.
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Table 3-42

Procedure 3-27 language testing —Continued

Step: 20

Action required by: Personnel records specialist

Description of actions: File copy 3, DA Form 330 in MPRJ in accordance with AR 640-10. If earlier forms are in the MPRJ for the same
language (identical LIC), remove and return the forms to the individual service member.

3-43. Procedure 3-28 special duty pay
Procedure 3-28 covers special duty assignment pay for enlisted personnel.

a. Primary reference is AR 600-200.

b. Forms used are DA Forms 2, 2-1, 201, 2446, 2496, 3508-R (Application for Remission or Cancellation of
Indebtedness), 3686 (Military Leave and Earnings Statement), 3813 (SIDPERS Input and Control Data—Personnel/
Organization Change), 4943-R, and DD Form 149.

¢. This procedure supplements the primary references above. It prescribes guidance pertaining to award, retention,
termination, and reinstatement of Specia Duty Assignment Pay (SDAP). SDAP is authorized for award to soldiers who
are qualified and serving in certain designated special duty assignments. The SDAP positions and monthly rates are
listed in the “Announcement of special duty assignment pay/Selective Reenlistment Bonus/Enlistment Bonus/Compara-
ble MOS for Bonus Recipients’ (DA Circular 611 series). The objective is to encourage volunteers to qualify and serve
in specia duty assignments.

d. To qualify for award of SDAP, the soldier must be on active duty (other than ADT in USAR/NG status for less
than 180 days) and receiving basic pay, be serving in pay grade E3 or above, have completed schooling/training
requirements in accordance with chapter 5, AR 600-200, and be assigned and performing duties in an authorized
special duty assignment position.

e. Initial award, changes in pay rates, termination, and reinstatement of SDAP must be confirmed by issuance of
orders (Format 330, AR 310-10) citing paragraph 5-4, AR 600-200 as the authority. Annual issuance of confirmatory
orders for continuance of SDAP is not required. Once termination orders are issued, it may not be revoked except as
provided for in paragraph 5-4e, AR 600-200.

f. When a soldier fails to maintain the level of duty performance required, the commander or supervisor is
responsible for requesting termination to the commander who has authority to issue orders. SDAP may be reinstated
after completion of a probationary period of not less than 6 months if the commander or supervisor so recommends.
SDAP may also be terminated if the soldier is in patient or convalescent leave status due to drug/alcohol abuse, not
performing duties requiring qualification in SDA skills, or on termina leave. See paragraph 5-3, AR 600-200, for
details.

g. When a soldier is scheduled for a change in rate or termination of SDAP, written notification will be provided
and will include effective date and confirmatory orders will be issued. If termination is for cause, written notification
will aso include the reason.

h. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel in accordance with AR 340-17 and AR 340-21 series.
Disposition of documents will be according to applicable directives or by destruction when the purpose for which
authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

i. The following actions will be taken on proficiency pay for enlisted personnel:

Table 3-43
Procedure 3-28 special duty pay

Step: 1

Action required by: Personnel management specialist

Description of actions: Maintain current records to identify designated SDA (PP) position and eligible personnel receiving SDA (PP).
Personnel Information Roster, MOS inventories, or other SIDPERS/JUMPS rosters may be used.

Step: 2

Action required by: Personnel management specialist

Description of actions: Set up internal suspense for future action required. (Allow sufficient time to prepare written notification, request for
orders, publishing of orders, and finance actions.) Suspense items may include initial award, increased rates, termination date, changes as
annually announced in DA Circular 611 series, etc.

Step: 3
Action required by: Personnel management specialist
Description of actions: Prepare written notification (DA Form 2496) to the soldier through the unit commander informing them of the type of
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Table 3-43
Procedure 3-28 special duty pay—Continued

action and effective date, that orders will be published confirming action, and other information which may be pertinent. Correspondence will
be prepared in 4 copies with distribution as follows: 2 copies—servicing FAO, 1 copy—to individual, and 1 copy—retained as file copy.

Step: 4
Action required by: Personnel management specialist
Description of actions: Prepare DA Form 2446 using Format 330, AR 310-10.

Step: 5

Action required by: Personnel management specialist

Description of actions: Check notification correspondence and DA Form 2446 for accuracy and completeness and forward through
supervisor for review and signature.

Step: 6

Action required by: Personnel management supervisor

Description of actions: Review correspondence and actions taken. Obtain signature of Personnel Management Officer on DA Form 2496
and send to unit commander. Forward DA Form 2446 to activity responsible for preparing orders.

Step: 7

Action required by: Personnel management specialist

Description of actions: Use comeback copy of DA Form 2446/orders to update suspense system and to verify that desired action has been
accomplished.

Step: 8

Action required by: Unit commander BnPAC/1SG/PSNCO

Description of actions: Review notification correspondence and orders. Ensure soldier is assigned duties authorized SDAP and meets
eligibility criteria. Ensure “POSN” SIDPERS transaction is submitted in accordance with procedure 2-19 DA Pam 600-8-1. Maintain up-to-
date roster of SDAP recipients and rate at which paid. Ensure that the soldier is receiving pay in accordance with orders; if incorrect, notify
Personnel Management Supervisor.

Step: 9
Action required by: Unit commander/1SG

Description of actions: Evaluate SDAP recipients on standards of performance and utilization in accordance with chapter 3 and 5, AR 600-
200.

Step: 10

Action required by: Unit commander/1SG

Description of actions: Periodically counsel soldier on standard of performance, utilization, and changes to the SDAP program as they
occur.

Step: 11

Action required by: Unit commander/1SG

Description of actions: When a soldier fails to maintain the minimum level of qualification required for satisfactory performance of duty, unit
commander or supervisor will prepare a recommendation for termination of SDAP through the soldier to the approving commander.
Correspondence will be in a letter form (original and 3 copies) and must contain detailed justification for the termination.

Step: 12

Action required by: Unit commander/1SG

Description of actions: Prepare a statement of acknowledgment for the soldier’s signature (original and 3 copies). Statement will
acknowledge that the soldier—

a. Has read the letter recommending termination of SDAP.

b. Understands the nature of actions.

c. Understands the effective date of termination is the date removed from the special duty assignment.
d. Has received a copy of basic letter.

e. Does or does not desire to submit statements on his behalf.

Step: 13

Action required by: Unit commander/1SG

Description of actions: Review, sign, and date basic letter and attach the statement of acknowledgment as an enclosure. Send to the
soldier concerned with instructions to acknowledge receipt by signing statement (all copies) and return correspondence within 5 days.
Ensure that soldier receives a copy of basic letter and enclosures. Distribution of letter and enclosures: 2 copies—to servicing FAO, 1 copy—
to individual, 1 copy—retained as file copy. Ensure “POSN” SIDPERS transaction is submitted in accordance with procedure 2-19 DA Pam
600-8-1.

Step: 14
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Table 3-43
Procedure 3-28 special duty pay—Continued

Action required by: Unit commander/1SG
Description of actions: Recommendation for reinstatement or denial of reinstatement in accordance with paragraph 5-4, AR 600-200, will
be accomplished in the same manner as steps 11 through 13, above.

Step: 15

Action required by: Unit commander BnPAC/1SG/PSNCO

Description of actions: Ensure soldier has signed all copies of the statement of acknowledgment and any additional statements submitted
by the soldier are enclosed to basic letter. Send to approving commander.

Step: 16
Action required by: Approving commander
Description of actions: Review recommendation; approve or deny action recommended; forward case to AG for disposition.

Step: 17

Action required by: Personnel management specialist

Description of actions: Review correspondence of accuracy and ensure statement of acknowledgment is attached and signed. Follow
steps 3 through 5, above, to accomplish desired action.

Step: 18
Action required by: Personnel management specialist
Description of actions: Forward all paperwork through supervisor and appropriate MILPO sections for signature as follows:

a. DA Form 2446—Orders preparing activity.
b. Notification correspondence—Through unit commander to individual soldier.

Step: 19

Action required by: Personnel management supervisor

Description of actions: Review action taken for accuracy and compliance with current SDAP directives. Forward to Personnel Management
Officer for signature.

Step: 20
Action required by: Personnel records supervisor

Description of actions: Upon receipt of orders, have DA Form 2 posted in accordance with AR 640-2-1. (See procedure 2-64, DA Pam 600-
8-2.)

Step: 21
Action required by: Personnel records supervisor
Description of actions: When records are being prepared for out-processing of individual, be certain SDAP is terminated.

Step: 22
Action required by: Personnel records supervisor

Description of actions: When records are reviewed by SDAP recipients, verify SDA eligibility and rate of pay. Any discrepancies noted such
as erroneous award, wrong SDAP rate, soldier becomes ineligible, etc., should be referred to the Personnel Management Supervisor for
resolution.

Step: 23

Action required by: Individual

Description of actions: Keep informed of SDAP provisions. Verify orders to ensure validity. When in doubt, ask questions. Pay particular
attention to effective dates, rate of pay, and note changes as they are announced. Compare DA Form 3686-1 (JUMPS Army Leave and
Earnings Statement) with orders. If in error, inform unit commander and request corrective action be taken. Review DA Form 2 (Pro Pay/
Code).

Step: 24

Action required by: Unit commander

Description of actions: Be knowledgeable of SDA requirements and to whom, when, and at what rate, SDAP is paid. (See step 8.) Be
responsive to SDA requirements. If the soldier has a problem with SDAP, coordinate with Personnel Management Supervisor for corrective
action. Keep the soldier informed of action you take. Keep the SDAP Program working by terminating payment of SDAP and/or reassignment
out of SDA position, on substandard performers. (See steps 9 through 15.)

Step: 25

Action required by: Military personnel officer

Description of actions: Establish and maintain controls as required to ensure that the following actions are accomplished in accordance
with applicable directives:

a. Notification correspondence is prepared and orders issued as required.
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Table 3-43
Procedure 3-28 special duty pay—Continued

b. Necessary documents are transmitted to servicing FAO.

c. DA Forms 2 and 2-1 are accurately posted.

d. Incoming and outgoing personnel are screened for SDAP entitlement and action required for award/change/termination are
expeditiously accomplished.

e. Maintain suspense system for future actions.

f. Ensure your office is receiving SDAP publication/changes under pinpoint distribution (DA Form 12) in accordance with AR 310-2 and DA
Pamphlet 310-10.

3-44. Procedure 3-30 Advancement/ Promotion of Enlisted Personnel
Procedure 3-30 covers the advancement/ promotion of enlisted personnel to pay grades E-2 through E-9.

a. Primary references AR 600-200

b. Forms used: DA Forms 2475 (Personnel Data—SIDPERS), 2496, 3355, 3356 (Board Member Appraisa
(Worksheet)), 3357 (Board Recommendation), and 4187 (Personnel Action).

¢. This procedure supplements AR 600-200, chapter 7. This procedure prescribes guidance for processing actions
pertaining to advancement of enlisted soldiers to pay grades E2 through E4 and for promotion to pay grades E5
through E9. Authority for advancement to pay grade E4 may be delegated to the lowest authorized level. Commanders
are authorized to withhold advancement authority and to pool their subordinate commands' assigned strength at any
desirable management level. If this system is used, the soldier's advancement must be approved by his/her unit
commander. Procedure 3-26-1 provides procedures for advancement to pay grade E2, E3, and E4. Procedure 3-26-2
provides procedures for promotion to pay grade E5 and E6. Eligible personnel compete on a worldwide basis in their
PMOS/CPMOS and qualitative standing based on standardized promotion scoring, without regard for local position
vacancy. The qualitative standing is based on total point scores attained on the DA Form 3355 (Promotion Point
Worksheet), as determined by local Personnel Files, commanders, evaluations, and local selection boards. These scores
are reported to HQDA through SIDPERS. Promotion authorizations are announced as cutoff scores for promotion in
the speciaties where promotion capability exists. Soldiers are placed on the commanders Recommended List for
Promotion of Enlisted Personnel (AAC-C10) in order of merit by total point score. Soldiers who meet minimum
eligibility requirements, who are in a promotable status, and who are recommended by the unit commander, must
appear before a local selection board for attainment of local recommended list status. MILPO chiefs must ensure local
procedures are established that will allow sufficient time for receipt and completion of DA Form 3355 by the MILPO,
so the promotion authority can convene a promotion board NLT the 15th of the month. A soldier who is reassigned
before being promoted retains hissher recommended list status and is integrated into the recommended list (AAC-C10)
of the gaining command. Provided otherwise eligible, soldiers with valid recommended list status who meet an E5 or
E6 promotion point cutoff score while in transit will be promoted by the gaining promotion authority upon verification
of the soldier's recommended list status which is filed in the soldier’'s MPRJ as part of his’her promotion packet.
Procedure 3-30-3 provides for promotion to pay grades E7, E8, and EO9.

d. The parent organization commander is responsible for advancement/promotion, or recommendation for promotion
of personnel stationed in isolated areas or of personnel on temporary duty. Commanders under whom attached
personnel are serving should insure consideration for advancement/promotion of soldiers who are qualified. Command-
ers who deny recommendation for advancement/promotion for soldiers who meet eligibility criteria without waiver will
counsel soldiers who are considered but not recommended. This will help to anticipate and preclude development of
problems leading to denial of reenlistment, punitive action, or separation. Each soldier should be clearly informed of
required Army standards; his’her own deficiencies in attitude and performance; comparison with others in the same pay
grade; and improvements needed to meet Army standards for duty performance, promotions, and retention. Reenlist-
ment is denied to soldiers not advanced/promoted or recommended for advancement/promotion at designated career
points. Soldiers have a responsibility to put forth the maximum effort toward achieving a higher degree of leadership
and responsibility to be fully qualified and to be capable of performing in the MOS in which promoted. Career
progression patterns are published in AR 611-201.

e. Soldier can also improve chances for advancement/promotion by ensuring that their Personnel Qualification
Records are correct and promptly updated in accordance with AR 640-2-1 when applicable changes occur. Soldiers
should also ensure that copies of military correspondence subcourse and school completion certificates or civilian
education transcripts, orders for awards and decorations, certificates of achievements, and letters of commendation or
appreciation are placed in the MPRJ and the Official Military Personnel Files (OMPF) in accordance with AR 640-10.

f. A soldier may be removed from the recommended list by the promotion authority in accordance with AR 600-
200, paragraph 7-29.

g. This procedure aso provides guidance for the use of the SIDPERS-generated Enlisted Promotion Report (AAC-
C01) and Recommended List for Promotion of Enlisted Personnel (AAC-C10). The AAC-CO1 report provides a listing
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of names to assist commanders in effecting the timely advancement of enlisted personnel to pay grades E2, E3, and E4
and recommending personnel for promotion to pay grades E5 and E6. A sample of the CO1 report with explanation is
at figure 3-30-1. The report is divided into five parts.

(1) Part 1—A listing of El, E2, and E3 personnel that are eligible for advancement during the projected month of
the report.

(2) Part 2—A listing of El, E2, and E3 personnel who require a waiver of time in service (T1S) and time in grade
(TIG) for advancement to pay grades E2, E3, and EA4.

(3) Part 3—A listing of El, E2, and E3 personnel who are not eligible for advancement to pay grades E2, E3, and
E4 because of unfavorable personnel action; unfavorable duty status, ineligible for reenlistment, blank DOR or BASD,
previous action denying advancement submitted by the individual’s unit commander, or not previously selected due to
administrative error, oversight, or transit status.

(4) Part 4—A listing of personnel in grades E4 and E5 who are dligible for promotion to the next higher grade
based on DA policy for time in service (TIS) and time in grade (TI1G). Personnel appearing in this part are eligible
except for reasons appearing in the remarks column. Specific guidance for promotion is contained in AR 600-200,
chapter 7.

(5) Part 5—Promotion listing and cards for F&AO.

h. At requestor’s discretion, the AAC-CO1 report may be projected as much as 3 months from current month.
Advancement/promotion considerations are based upon HQDA policy for time in service and time in grade require-
ments. MILPO chiefs must ensure that the SIB is provided the latest HQDA time in grade and time in service criteria
for grades E2, E3, E4, E5, and E6 and percentages criteria. Waiver alocations for advancements are displayed at unit
levels to aid advancement authorities in their use of waivers. These computations are valid only when the report is
produced with a 1 month projection. Personnel selected for advancement listed in Part 1 will have SIDPERS “GRCH”
transactions formatted by the SIDPERS system with future dates and stored in the SIDPERS data base for input into
the SIDPERS system during the projected eligibility month.

i. The AAC-C10 report provides a listing of al soldiers in grades E4 and E5 who have been selected but not yet
promoted to pay grades E5 and E6. Names are listed by grade and zone in ascending MOS and descending promotion
point order. The AAC-C10 report will list all individuals on the SPF in grades E4 and E5 who have an entry in the
Current Promotion Points (PTS) field. The list places the recommended soldiers into two zones based on BASD and a
third zone if the BASD is blank. The primary and secondary zones will list those individuals meeting the time-in-
service requirements in AR 600-200, chapter 7. Individuals whose time-in-service meets the requirements for transfer
from the secondary to the primary zones will be displayed in both zone lists. They will continue to compete and have
secondary list status during this interim period that they are on both zone lists. When €ligible to compete in the primary
zone, they will not be listed in the secondary zone. Personnel listed in the “X” zone group of the C10 have Current
Promotion Points (PTS), but because of a blank BASD, it cannot be determined which zone they are to be listed in. A
sample of the CIO report is at figure 3-30-5.

j- Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted in accordance with AR 640-10. Information of a persona nature may be disclosed or released under
applicable directives only to authorized personnel in accordance with AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be by burning, shredding, or other appropriate method.

3-45. Procedure 3-30-1 Advancement to E2, E3, and E4
Procedure 3-30-1 covers the advancement to E2, E3, and E4

Table 3-45
Procedure 3-30-1 Advancement to E2, E3, and E4

Step: 1
Action required by: SIB
Description of actions: Produce CO1 on the first cycle of the month.

Step: 2
Action required by: SIB
Description of actions: Forward the CO1 to the Unit/BnPAC NLT 2 working days after the cycle date.

Step: 3

Action required by: Unit/BnPAC clerk

Description of actions: Screen the report for accuracy. Use AAC-C60, AAC-C95, AAC-C03, and DA Form 2475-2 to assist in verification
process. Place authentication block of unit commander on the last page of Parts 1 and 5. Annotate the report with corrections. Compare it
with your file copy of the previous month’s annotated report to determine if necessary actions were taken and necessary corrections were
made; if not, take necessary followup action.

Step: 4
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Table 3-45

Procedure 3-30-1 Advancement to E2, E3, and E4—Continued

Action required by: Unit/BnPAC clerk

Description of actions: Screen part 3 CO1 for blank data. Coordinate with MILPO Records Branch to obtain missing data. Annotate the
report with data received from Records Branch.

Step: 5
Action required by: Personnel records specialist
Description of actions: Upon notification of blank data on the CO01, take the following actions:

a. Determine correct data and inform unit/PAC clerk.
b. Submit “BSD” and “DOR” SIDPERS transactions, as appropriate, in accordance with DA Pamphlet 600-8-2 procedures 2-19 and 2-27.

Step: 6

Action required by: Unit/BnPAC clerk

Description of actions: Review computation of waiver promotion data for each unit according to AR 600-200, chapter 7. Prepare a DF
stating that unit commanders may use up to the number of waiver advancements indicated in the DF.

Step: 7

Action required by: Unit/BnPAC clerk

Description of actions: Have DF signed if applicable. Forward two copies of CO1 and DF to unit commander. Retain one copy of CO1 for
suspense.

Step: 8
Action required by: Unit/BnPAC clerk
Description of actions: Retain Part 5 cards of the CO1 for further actions.

Step: 9

Action required by: Unit commander

Description of actions: Prior to approving personnel for advancement to pay grades E2, E3, or E4, ensure that personnel being considered
meet the advancement criteria prescribed in AR 600-200, chapter 7. Seek the assistance of the PSNCO/BnPAC representative to assist in
this action. No waiver can be granted for members in a nonpromotable status AR 600-200, para 7-6. Ensure C01 appropriate forms (steps 10-
15) are completed and returned to BnPAC or unit clerk as appropriate NLT 2 working days after receipt.

Step: 10

Action required by: Unit commander

Description of actions: Review Part 1 of the CO1 to determine if any listed soldier should not be advanced. For any soldier denied
advancement, circle the “NO” next to his/her name and prepare a DA Form 4187 (fig 3-30-2) to deny advancement. Attach the DA Form 4187
with the CO1 report. No action is required to advance those selected soldiers listed in Part 1.

Step: 11

Action required by: Unit commander

Description of actions: Review Part 2 of the CO1 and cover DF from BnPAC/PSNCO if applicable. Determine which soldiers are to be
advanced within the waiver allocations stated on the cover DF or CO1. For those soldiers who are to be advanced with waiver, prepare a DA
Form 4187 (Figure 3-30-3) using sample 1 of figure 3-30-4. Enclose the DA Form 4187 with the CO1 report.

Step: 12

Action required by: Unit commander

Description of actions: Screen both Parts 1 and 2 of the CO1 and determine if any soldier whose advancement is to be denied, will be in an
intransit status on his/her eligibility date. To deny this advancement, complete a DA Form 4187 (fig 3-30-2), and add the statement “SM will be
in an intransit status on his/her eligibility date.”

Step: 13

Action required by: Unit commander

Description of actions: Review Part 3 of the CO1 report. Personnel listed in Part 3 may be advanced once reason for denying advancement
no longer exists and providing other advancement criteria are met. To advance these individuals listed in Part 3 take the following actions:

a. If the reason is “flagging action” and the suspension of favorable personnel actions was lifted, take the following actions:

(1) If DA Form 268 (Report for Suspension of Favorable Personnel Actions) was previously submitted, annotate the report accordingly
including date of DA Form 268.

(2) If DA Form 268 was not submitted, prepare DA Form 268 in accordance with procedure 9-19. Annotate the report accordingly. Attach
DA Form 268 to the CO1 report.

(3) Prepare a DA Form 4187 (fig 3-30-3) using sample 2 of figure 3-30-4. Attach the DA Form 4187 with the CO1 report.

b. If the reason is “duty status” and the unfavorable duty status has changed to a favorable duty status, take the following actions:

(1) If DA Form 4187 for duty status change was previously submitted, annotate the report accordingly including date of DA Form 4187.

(2) If DA Form 4187 was not submitted, prepare DA Form 4187 in accordance with procedure 9-1. Annotate the report accordingly. Attach
DA Form 4187 to the CO1 report.
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Table 3-45
Procedure 3-30-1 Advancement to E2, E3, and E4—Continued

(3) Prepare a DA Form 4187 (fig 3-30-3) using sample 3 of figure 3-30-4. Attach the DA Form 4187 with the CO1 report.

c. If the reason is “reenlistment code” and the ineligibility for reenlistment was lifted, take the following actions:

(1) Obtain the soldier's DA Form 1315 Reenlistment Data and enter the appropriate reenlistment eligibility code on the DA Form 1315 in
accordance with procedure 9-12. Annotate the report accordingly.

(2) Prepare a DA Form 4187 (fig 3-30-3) using sample 4 of figure 3-30-4. Attach the DA Form 4187 with the CO1 report.

d. If the reason is “promotion bar,” and the bar is lifted, take the following actions:

(1) Annotate the report accordingly.

(2) Prepare a DA Form 4187 (fig 3-30-3) using sample 5 of figure 3-30-4. Attach the DA Form 4187 with the CO1 report.

e. If the reason is “blank BASD/DOR” and the BASD/DOR annotated on the report by the Unit/BnPAC clerk reflects that the soldier is
eligible for advancement, prepare a DA Form 4187 (fig 3-30-3), using sample 6 of figure 3-30-4. Attach the DA Form 4187 with the CO1 report.

f. If the reason is “not previously selected” and the soldier is eligible for advancement, prepare a DA Form 4187 (fig 3-30-3) using sample 7
of figure 3-30-3. Attach the DA Form 4187 with the CO1 report.
Note: The date of rank may be earlier than the effective date if the commander determines that the solder was not advanced on time due to
administrative error or oversight. IF the commander determines the solder was not advanced on time, he/she will enter the correct earlier
DOR on the DA Form 4187 with a brief statement in additional instructions explaining why the advancement was late. This information is
necessary in preparing an application DD Form 149 (Application for Correction of Military or Naval Record Under the Provisions of Title 10,
U.S. Code, Section 1552) to the Army Board for Correction of Military Records (ABCMR) actions. (See ar 15-185.)

Step: 14
Action required by: Unit commander

Description of actions: If a soldier is advanced to grade E4 or below with a retroactive DOR, advise him/her of the right to apply to the Army
Board for Correction of Military Records (ABCMR). (See AR 15-185.)

Step: 15

Action required by: Unit commander

Description of actions: Review Part 5 of the CO1 report against Part 1. For personnel denied advancement in Part 1, line through their
names and initial the line outs.

Step: 16

Action required by: Unit commander

Description of actions: Retain the last copy of the CO1 report to use Part 4 for your E5 and E6 recommendations in accordance with
procedure 3-30-2

Step: 17

Action required by: Unit commander

Description of actions: Sign Parts 1 and 5 of the CO1. Forward C01, DA Forms 4187 and DA Forms 268 (Report for Suspension of
Favorable Personnel Actions) to BnPAC or unit clerk as appropriate.

Step: 18
Action required by: Unit/BnPAC clerk
Description of actions: Review the completed CO1 for correctness ensuring that DA Forms 4187 are present, for the following actions:

a. Individuals denied advancement.
b. Individuals denied advancement who will be in an intransit status on eligibility date.
c. Individuals selected for advancement with waiver from Part 2.
Note: Ensure that the number of utilized advancements do not exceed waiver authorizations.
d. Individuals now qualified and selected for advancement from Part 3.

Step: 19

Action required by: Unit/BnPAC clerk

Description of actions: Screen Part 3 of the CO1 for the following annotations made by the unit commander:
a. DA Form 268 previously submitted.

b. DA Form 4187 for duty status change previously submitted.
c. Change in reenlistment eligibility code.

Step: 20

Action required by: Unit/BnPAC clerk

Description of actions: Submit “PBAR” SIDPERS transactions on these individuals not selected for advancement and to remove the
promotion block from previously not selected soldiers, who are now being advanced in accordance with DA Pamphlet 600-8-1, procedure 2-
18.1. Annotate soldier's DA Form 2475-2. (See procedure 9-11.)

Step: 21
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Table 3-45

Procedure 3-30-1 Advancement to E2, E3, and E4—Continued

Action required by: Unit/BnPAC clerk

Description of actions: Submit “FLAG” SIDPERS transactions in accordance with DA Pamphlet 600-8-1 procedure 2-11.2 if appropriate
and comply with procedure 9-19, this pamphlet.

Step: 22

Action required by: Unit/BnPAC clerk

Description of actions: Submit appropriate SIDPERS transactions in accordance with procedures in DA Pamphlet 600-8-1, chapter 2, to
change unfavorable duty status if appropriate and comply with procedure 9-1, this pamphlet.

Step: 23

Action required by: Unit/BnPAC clerk

Description of actions: Submit “ERUP” SIDPERS transactions in accordance with DA Pamphlet 600-8-1 procedure 2-11, if appropriate and
comply with procedure 9-12, this pamphlet.

Step: 24

Action required by: Unit/BnPAC clerk

Description of actions: Submit “GRCH” SIDPERS transactions in accordance with DA Pamphlet 600-8-1 procedure 2-12 for those soldiers
advanced from Parts 2 and 3 of the CO1. Annotate soldier's DA Form 2475-2 (see procedure 9-11, this pamphlet).

Step: 25

Action required by: Unit/BnPAC clerk

Description of actions: For soldiers being advanced from Parts 2 and 3 of the C01 with a future effective date, take action to suspend the
SIDPERS “GRCH?” transaction until the effective date, since SIDPERS will not process a “GRCH” transaction with a future effective date to
E2, E3, or E4.

Step: 26

Action required by: Unit/BnPAC clerk

Description of actions: Screen Part 5 of the CO1 and cards and withdraw cards for soldiers who were denied advancement by their unit
commander. Destroy the withdrawn cards.

Step: 27

Action required by: Unit/BnPAC clerk

Description of actions: Forward two copies of the annotated Part 5 and DA Forms 4187 to the servicing FAO by unit transmittal letter.
(FAOs not under the JACS system must also be sent the Part 5 cards. FAOs operating under JACS may still require the Part 5 cards.)

Step: 28
Action required by: Unit/BnPAC clerk
Description of actions: Forward one copy of the annotated Part 5 and DA Forms 4187 to the MILPO Records Branch.

Step: 29
Action required by: Unit/BnPAC clerk
Description of actions: Retain one copy of all documents and a copy of the CO1 for unit file.

Step: 30
Action required by: Personnel records specialist
Description of actions: Upon receipt of Part 5 and DA Form 4187, take the following actions:

a. Make appropriate entries in item 18 of DA Form 2-1 (AR 640-2-1). Destroy part 5 upon posting of DA Form 2-1.
b. File DA Forms 4187 in MPRJ in accordance with AR 640-10.

Step: 31
Action required by: Unit/BnPAC clerk.
Description of actions: Prepare certificates of promotion in accordance with AR 600-200 paragraph 7-67, for soldiers advanced to E4.

Step: 32
Action required by: Unit commander
Description of actions: Hold ceremony in accordance with AR 600-200, paragraph 7-66.

3-46. Procedure 3-30-2
Procedure 3-30-2 covers the promotion of enlisted personnel to E5/E6.
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Table 3-46
Procedure 3-30-2

Step: 1

Action required by: Unit commander

Description of actions: Use Part 4 of the CO1 to assist in identifying soldiers eligible for promotion to E5 or E6. Prior to recommending
soldiers for promotion to pay grade E5 or E6, ensure that personnel being considered meet the promotion criteria prescribed in AR 600-200,
chapter 7. Seek the assistance of the PSNCO/BnPAC representative to assist in promotable status.

Step: 2

Action required by: Unit commander

Description of actions: Review Part 4 of the CO1 for remarks that would place the soldier in a nonpromotable status to ensure the reasons
are still valid.

a. If the remarks in “flagging action” and the suspension of favorable personnel actions were lifted, take the following actions:

(1) If DA Form 268 was previously submitted, annotate the report accordingly including date of DA Form 268.

(2) If DA Form 268 was not submitted prepare DA Form 268 in accordance with procedure 9-19 and annotate the report accordingly. Attach
DA Form 268 to Part 4 of the CO1.

b. If the remark is “duty status” and the unfavorable duty status has changed to a favorable duty status, take the following actions:

(1) If DA Form 4187 for duty status change was previously submitted, annotate the report accordingly including date of DA Form 4187.

(2) If DA Form 4187 was not submitted, prepare DA Form 4187 in accordance with procedure 9-1 and annotate the report accordingly.
Attach DA Form 4187 to Part 4 of the CO1.

c. If the reason is “reenlistment code” and the ineligibility for reenlistment was lifted, obtain the soldier's DA Form 1315 and enter the
appropriate reenlistment eligibility code on the DA Form 1315 in accordance with procedure 9-12. Annotate the report accordingly.

Step: 3
Action required by: Unit commander
Description of actions: Review personal data displayed on Part 4 of the C01 with the promotion eligibility requirements as follows:

a. PMOS. Individual must have been awarded or be fully qualified for award of the MOS in which promotion is to be made.
Recommendation for promotion in an MOS constitutes affirmation that the individual is qualified in the promotion MOS.

b. Education. Education requirements are not waiverable and soldiers must meet the Provisions of AR 600-200, paragraph 7-15.

c. Clearance. Soldiers must possess the appropriate security clearance or have a favorable security investigation required for the MOS in
which promoted. Waiver not granted.

d. Physical qualification. Must be physically qualified to perform duties of the MOS and grade to which promoted as outlined by AR 611-
201.

Step: 4

Action required by: Unit commander

Description of actions: Complete Part 1, DA Form 3355, for those soldiers recommended for promotion. An entry, in each item is
mandatory. Exception: the commander will enter at the end of paragraph 1 ¢ (Part 1, DA Form 3355) “see item 9, DA Form 2-1 " if the latest
weapon qualifications score is not available. This exception is primarily for units without weapon training. Advise individuals who were
recommended. Ensure that personnel eligible for promotion but not recommended understand why such action was taken and what can be
done to correct deficiencies.

Step: 5

Action required by: Unit commander

Description of actions: Forward Part 4 of the C01, DA Forms 4187 DA Forms 268 and DA Forms 3355 to BnPAC or unit clerk as appropriate
NLT 3 working days after receipt.

Step: 6
Action required by: Unit/BnPAC clerk
Description of actions: Upon receipt of part 4 of the CO1, take the following actions:

a. Withdraw DA Form 3355 and forward to BhPAC Supervisor/ PSNCO.

b. Screen Part 4 of the CO1 for the following annotations made by the unit commander.
(1) DA Form 268 previously submitted.

(2) DA Form 4187 for duty status change previously submitted.

(3) Change in reenlistment eligibility code.

c. Withdraw DA Forms 4187 and DA Forms 268.

Step: 7

Action required by: Unit/BnPAC clerk

Description of actions: Submit “FLAG” SIDPERS transactions in accordance with DA Pamphlet 600-8-1 procedure 2-11.2 if appropriate,
and comply with procedure 9-19, this pamphlet.
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Table 3-46

Procedure 3-30-2 —Continued

Step: 8

Action required by: Unit/BnPAC clerk

Description of actions: Submit appropriate SIDPERS transactions in accordance with procedures in DA Pamphlet 600-8—1 chapter 2 to
change unfavorable duty status if appropriate and comply with procedure 9-1, this pamphlet.

Step: 9

Action required by: Unit/BnPAC clerk

Description of actions: Submit “ERUP” SIDPERS transactions in accordance with DA Pamphlet 600-8-1 procedure 2-11 if appropriate, and
comply with procedure 9-12, this pamphlet.

Step: 10
Action required by: Unit/BnPAC clerk
Description of actions: File copy of Part 4 of the CO1 in unit file.

Step: 11

Action required by: BnPAC: clerk

Description of actions: Review recommendation for accuracy and completeness and forward to promotion authority for approval or
disapproval.

Step: 12

Action required by: Promotion authority

Description of actions: Complete Part 1, DA Form 3355, by entering signature block and signature and checking approval or disapproval.
(See AR 600-200, para 7-16.)

a. If the recommendation is approved it will be sent to the supporting MILPO for action in accordance with AR 600-200, paragraph 7-17,
and MILPO suspense instructions.

b. If recommendation, including waiver, is disapproved, it will be returned through channels to the recommending official for action in
accordance with AR 600-200, paragraph 7-16c(2).
Note: The soldier must be counseled and the counseling statement at the end of DA Form 3355 completed.

Step: 13
Action required by: Promotion authority
Description of actions: Appoint a promotion board. (See AR 600-200, para 7-19.)

Step: 14

Action required by: Personnel management specialist

Description of actions: Upon receipt of a recommendation for promotion (DA Form 3355):
a. Obtain MPRJ from Records Branch.

b. Ensure that personnel meet the requirements for promotion as prescribed in AR 600-200, chapter 7, section lIl.
c. Complete the DA Form 3355 (Promotion Point Worksheet) for signature of the designated responsible official.

Step: 15

Action required by: Personnel management supervisor

Description of actions: Review for accuracy. Obtain signature of the designated responsible official on DA Form 3355. Forward DA Form
3355 to the BnPAC/PSNCO for review and signature by the recommended soldier.

Step: 16

Action required by: PSNCO/BnPAC

Description of actions: Review DA Form 3355 with soldier to determine accuracy and completeness. Obtain soldier's signature on
worksheet.

Note: Documents to support award of any additional points will be forwarded to the MILPO with the completed DA Form 3355 after completion
of board action.

Step: 17

Action required by: Promotion authority

Description of actions: Convene a promotion board and, after the board adjourns, review the report of board proceedings and either
personally approve or disapprove the report within 3 working days. (See AR 600-200, para 7-19 and 7-20.) Complete DA Form 3355 for each
soldier by entering the date board proceedings were approved, signature block, and signature. Ensure boards are convened NLT 15th of
each month.

Step: 18
Action required by: Board recorder
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Table 3-46
Procedure 3-30-2 —Continued

Description of actions: Forward completed DA Form 3355 to reach the MILPO by the 4th working day following the adjournment of the
promotion board.

Note: The original report of promotion board proceedings, DA Forms 3356 and 3357, are retained in functional files of promotion authority for
2 years, in documents to support points added during preboard review are forwarded with completed DA Form 3355.

Step: 19
Action required by: Personnel management specialist
Description of actions: a. Review DA Forms 3355 for accuracy and completeness.

b. Return inaccurate or incomplete DA Forms 3355 to BnPAC/PSNCO for corrections or completion.

c. Submit “PRMS” SIDPERS transaction in accordance with DA Pamphlet 600-8-2, procedure 2-67.

d. In the event an individual becomes ineligible for promotion because of bar to reenlistment, QMP action, etc., remove name from
promotion list if required by AR 600-200, chapter 7. In these cases, remove promotion list from the individual's MPRJ (DA Form 201) and
delete “PRMS” transaction in accordance with DA Pamphlet 600-8-2 procedure 2-67.

e. Annotate a copy of AAC-C10 with newly recommended personnel.

f. Forward DA Forms 3355 to Records Branch for filing in the MPRJ (AR 640-10).

Step: 20
Action required by: Personnel records specialist
Description of actions: Upon receipt of DA Form 3355, take the following actions:

a. Update SIDPERS data base and DA Form 2-1 in accordance with procedures in AR 640-2-1 and DA Pamphlet 600-8-2, chapter 2, as
applicable.
b. File documents in MPRJ in accordance with AR 640-10.

Step: 21
Action required by: Personnel management specialist
Description of actions: a. Upon receipt of the MILPERCEN letter announcing the promotion cutoff scores, check against the
Recommended List for Promotion of Enlisted Personnel (AAC-C10) to identify soldiers who can be promoted. Ensure that newly assigned
personnel on the recommended list of another command are integrated into the current recommended list. (See step 22 below.)

b. Check with unit commanders, screen MPRJ of each soldier, and review AAC-C95 report to ensure promotable status before preparing
promotion orders. (AR 600-31 and AR 600-200 (para 7-6) apply.)

Step: 22

Action required by: Personnel management specialist

Description of actions: Accomplish the following actions for personnel in a reassignment status who are on a recommended list or who
meet promotion point cutoff scores announced by HQDA for promotion to E5 or E6.

a. If otherwise eligible, soldiers on the recommended list who meet an E5 or E6 promotion point cutoff score while in transit will be promoted
by the gaining promotion authority. The soldier's recommended list status must be verified. This is shown on the losing command’s most
current recommended list (C10) which is filed in the soldier's MPRJ as part of his/her promotion packet (AR 600-200, para 7-27, and DA
Pamphlet 600-8-10, procedure 5-1).

b. Newly assigned soldiers who are on a recommended list from a previous command will be added to the current recommended list of the
gaining command.

c. See AR 600-200, chapter 7, section VI, for promotion of Critically 111 and Form or Temporary Disability Retired List Personnel.

Step: 23

Action required by: Personnel management specialist

Description of actions: Ensure soldiers are in a promotable status and all service obligations have been satisfied. Prepare orders in
accordance with AR 310-10 and AR 600-200, paragraph 7-5. Take follow-up action to ensure orders are correct and properly distributed.
Submit SIDPERS “GRCH?” transaction in accordance with DA Pamphlet 600-8-2, procedure 2-37. Include MOS changes if applicable. Orders
published with a late effective date will contain instructions on how to apply to ABCMR for correction (AR 15-185)

Step: 24

Action required by: Personnel management specialist

Description of actions: Prepare certificates of promotion in accordance with AR 600-200, paragraph 7-67, unless delegated by GCM
authority.

Step: 25
Action required by: Personnel management specialist
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Description of actions: Take necessary action to remove soldier from promotion standing list when AR 600-200, paragraph 7-29 or 7-30,
applies.

Step: 26

Action required by: Promotion authority

Description of actions: Determine it the soldier will incur a service remaining obligation as the result of promotion and that the soldiers
understand they must remain on active duty for the required period of time if they accept the promotion (AR 600-200, para 7-33). Take follow-
up action as required under AR 601-280 for soldiers who accept a promotion and are required to extend their enlistment or want to reenlist or
decline the promotion to avoid the service remaining obligation. Promotion orders will not be published until the soldier meets the service
remaining obligation. Have promotion certificates prepared if authority was delegated by GCM authority.

Step: 27

Action required by: Promotion authority

Description of actions: Be sure the soldier receives copies of the promotion order promotion certificate and that the unit holds a ceremony in
accordance with AR 600-200, paragraph 7-66.

Step: 28

Action required by: Personnel management specialist

Description of actions: When required, take reassignment action in accordance with AR 600-200, paragraph 3-4. Soldier should be utilized
in position appropriate to MOS and grade.

Step: 29
Action required by: Personnel records specialist
Description of actions: Upon receipt of promotion order, take the following actions:

a. Update item 18, DA Form 2-1, in accordance with AR 640-2-1.
b. File order in MPRJ in accordance with AR 640-10.

Step: 30
Action required by: SIB
Description of actions: a. Schedule the (AAC-C10) Recommended List for Promotion of Enlisted Personnel during the first SIDPERS
cycle of the month. See AR 600-200, paragraph 7-22, for time in service required for primary and secondary zone. (See fig 3-30-5.)
b. Forward all copies to Personnel Management Branch.

Step: 31

Action required by: Personnel management specialist

Description of actions: Screen C10 for blank data. Coordinate with Records Branch to obtain missing data. Annotate the report with data
received from Records Branch.

Step: 32
Action required by: Personnel records specialist
Description of actions: Upon notification of blank data on the C10 take, the following actions:

a. Determine correct data and inform Personnel Management Specialist.
b. Submit “BSD” and “ETS” SIDPERS transactions, as appropriate in accordance with DA Pamphlet 600-8-2 procedures 2-19 and 2-32.

Step: 33
Action required by: Personnel management specialist
Description of actions:  a. Annotate the correct zone of consideration for those personnel who appear in zone X.

b. Make distribution of AAC-C10: Original and copy retained in Personnel Management Branch. Promotion authority for file in accordance
with AR 600-200, paragraph 7-22. Promotion authority for local use.

c. Maintain a master copy of the C10 which is annotated daily to show additions (arrivals holding list status or newly recommended.
personnel), deletions (PCS, removed from recommended list status, or promoted or reduced), or other changes in personnel data affecting
the C10. Indicate reason for change.

d. Furnish copy of the page of the C10 that contains the soldier's name to the Records Branch for filing in the MPRJ for soldiers being
reassigned. Annotate C10 accordingly.

e. Upon receipt of new C10 from the SIB, screen new C10 against annotated master C10. Take necessary action to resolve discrepancies.

Step: 34
Action required by: Personnel records specialist
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Table 3-46
Procedure 3-30-2 —Continued

Description of actions: Upon receipt of copy of C10 for soldier being reassigned, file in promotion packet in accordance with AR 600-200,
paragraph 7-27.

Step: 35
Action required by: Promotion authority
Description of actions: a. Review C10 for accuracy. Ensure all recommended soldiers are listed on the report. Report all discrepancies to
the MILPO for corrective action.
b. File in accordance with AR 600-200, paragraph 7-22.

Step: 36
Action required by: Personnel management specialist
Description of actions: Recomputation of Promotion Points

a. Identify soldiers who require recomputation.

b. Request MPRJ from Records Branch.

c. Notify commanders of soldiers requiring recomputation for completion of Part 1, DA Form 3356. Establish a suspense for the receipt of
all DA Forms 3355 at the MILPO.

d. Notify supported units of dates/times and locations recomputation will be completed.
Note: 1. Soldiers recommended for E5 will have their promotion points recomputed annually during the month of February using the records
as constituted as of 31 January.
2. Soldiers recommended for E6 will have their promotion points recomputed annually during the month of May using the records as
constituted as of 30 April.
3. Recomputed scores will be submitted to the SIDPERS data base not later than the last SIDPERS cycle of the recomputation month.

Step: 37

Action required by: Unit commander

Description of actions: Complete Part I, DA Form 3355, on all soldiers requiring recomputation, and forward DA Form 3355 to the MILPO in
accordance with local suspense. Commanders will ensure that all soldiers who hold recommended list status as of the end of the month
preceding recomputation have their scores recomputed. Commanders will also ensure that all soldiers verify their recomputed scores.
Note: Documents to support award of any additional points will be forwarded to the MILPO with the completed DA Form 3355.

Step: 38
Action required by: Personnel management specialist
Description of actions: a. Recompute promotion points in accordance with HQDA instructions.

b. Have soldier review for accuracy and completeness of points shown on DA Form 3355. Soldier will verify points by signing DA Form
3355.
Note: If the soldier is not available to sign the DA Form 3355 by 25th day of the recomputation month, the Personnel Management Officer will
verify the score.

¢. Upon completion of the recomputation process, submit the “PRMS” SIDPERS transaction in accordance with DA Pamphlet 600-8-2,
procedure 2-67. Ensure the recomputation score is submitted through SIDPERS NLT the first SIDPERS cycle after the end of the
recomputation month.

d. Upon receipt of the next month’s AAC-C10, ensure that all “PRMS” SIDPERS transactions are processed. Use DA Form 3813 and the
Personnel Transaction Register by Originator (AAC-P11) to verify data on the AAC-C10.

e. Submit “PRMS” SIDPERS transaction, if necessary.

f. Forward DA Form 3355 to the Records Branch for filing in the MPRJ (AR 640-10).

Step: 39
Action required by: Personnel records specialist
Description of actions: Upon receipt of DA Form 3355 take the following actions:
a. Update SIDPERS data base and DA Form 2-1 in accordance with procedures in DA Pamphlet 600-8-2 chapter 2, and AR 640-2-1 as

applicable based upon documents provided by soldier during recompute.
b. File documents in MPRJ in accordance with AR 640-10.

3-47. Procedure 3-30-3 Senior enlisted promotions (E7-E9)
Procedure 3-30-3 covers senior enlisted promotions (E7-E9)
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Table 3-47
Procedure 3-30-3 Senior enlisted promotions (E7-E9)

Step: 1
Action required by: Personnel management specialist
Description of actions: a. Upon receipt of Zone of Consideration message from HQDA, identify personnel in the zone and comply with
additional instructions.

b. Request SIB produce AAC-C87 Report (DA Form 2) for personnel in the zone of consideration. Provide the pay grade and DOR criteria
to the SIB.

c. Notify units of personnel in the Zone of Consideration.

d. Notify HQDA (USAEREC) of ineligibles and soldiers not listed in HQDA's listing of eligibles in accordance with zone announcement. Use
AAC-C60 and C95 to assist in identifying ineligibles.

e. Publicize the Zones of Consideration by all available media.

f. Retain a copy of all allied actions and annotate additions and deletions.

g. With the assistance of in/fout processing/ personnel records specialists/units/PAC, continue to monitor arrivals/departures and soldiers
who become eligible/ineligible for promotion consideration. Notify HQDA as appropriate.

Step: 2
Action required by: SIB
Description of actions: Generate an AAC-C87 (DA Form 2) for each soldier being considered for selection to E7, E8, and E9.

Step: 3
Action required by: Personnel records specialist

Description of actions: Upon receipt of DA Forms 2, verify that all forms are complete and accurate. Schedule soldier for records review.
Forward records to selection board in accordance with HQDA instructions.

Step: 4
Action required by: Unit/PAC
Description of actions: Notify soldiers that they are in the Zone of Consideration for Promotion

Step: 5
Action required by: Personnel management specialist
Description of actions: a. Upon receipt of the HQDA Selection List, compare the selection list against the listing of eligibles to ensure that
all soldiers were considered.
b. Notify HQDA MILPERCEN of any eligible soldier who was not considered for promotion and of any soldier who is ineligible.

Step: 6

Action required by: Personnel management specialist

Description of actions: Upon notification from unit that suspension of favorable personnel action has been initiated on a soldier on the
HQDA selection list, take the following action:

a. Check the soldier's promotion sequence number against the HQDA message announcing promotions for the next month.

b. If the soldier is projected to be promoted within the next 60 days, send an electrical message to HQDA (DAPC-MSP-E). Include the
following personal data in the message:

(1) Name, SSN, Current Pay Grade, and Unit of Assignment.

(2) Promotion grade, MOS, and sequence number.

c. If the soldier is not projected to be promoted in the next 60 days, no action is required.

Step: 7

Action required by: Personnel management specialist

Description of actions: Upon receipt of final suspension of favorable personnel action (DA Form 268) for a soldier on the HQDA Selection
List, take the following actions:

a. Verify the DA Form 268 includes the correct promotion sequence number.
b. Forward the DA Form 268 to HQDA (DAPC-MSP-E), 200 Stovall Street, Alexandria, VA 22332-0400.

Step: 8
Action required by: Personnel management specialist
Description of actions: a. Upon receipt of MILPERCEN Orders, reproduce and make distribution to:
(1) Individual through PSNCO
(2) MPRJ
(3) OMPF (see table 1-1, AR 310-10)
b. Prepare certificate of promotion in accordance with AR 600-200, paragraph 7-67. Forward certificates to unit commander through
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Table 3-47
Procedure 3-30-3 Senior enlisted promotions (E7-E9) —Continued

PSNCO.

Step: 9
Action required by: Unit commander
Description of actions: Hold ceremony in accordance with AR 600-200, paragraph 7-66.

Step: 10
Action required by: Personnel records specialist
Description of actions: Upon receipt of promotion order, take the following actions:

a. Make appropriate entries in item 18 of DA Form 2-1 (AR 640-2-1).
b. File order in MPRJ in accordance with AR 640-10.

3-48. Procedure 3-31 Presidential support nomination
Procedure 3-31 covers nomination for assignment to presidential support activities (enlisted personnel).

a. Primary reference is AR 614-200.

b. Forms used are DA Forms 2, 2-1, 2496, DD Forms 398, 398-2, 1879, and FD Form 258.

¢. This procedure supplements AR 614-200. It prescribes guidance for initiation of requests for personnel security
investigation of personnel nominated for assignment to Presidential support activities. Assignment of personnel selected
for Presidential support duties is accomplished by MILPERCEN.

d. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel in accordance with AR 340-17 and AR 340-21 series.
Disposition of documents will be according to applicable directives or by destruction when the purpose for which
authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

e. The following actions will be taken for nomination for assignment to presidential support activities (enlisted
personnel):

Table 3-48
Procedure 3-31 Presidential support nomination

Step: 1
Action required by: Personnel management specialist
Description of actions: Upon receipt of nomination of individual to the Presidential support activities, inform the BnPAC/PSNCO.

Step: 2
Action required by: BnhPAC/PSNCO
Description of actions: Inform the individual’'s unit commander of the nomination.

Step: 3
Action required by: Personnel management specialist
Description of actions:  a. Prepare requestin three copies to the Provost Marshal and local intelligence officer for review of their files. (See
fig 3-31-1.)
b. Prepare request in three copies for Health Records review by a medical officer who must be a United States citizen. (See fig 3-31-2.)
c. Request MPRJ from Records Branch.

Step: 4
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished.

Step: 5
Action required by: Personnel management officer
Description of actions: a. Review and sign documents.
b. Review individual's MPRJ for any adverse information. (Appendix G, AR 614-200.) If any adverse information is found, make note of it.
(See fig 3-31-4.)

Step: 6
Action required by: Personnel management specialist
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Table 3-48
Procedure 3-31 Presidential support nomination—Continued

Description of actions: a. Make required distribution of request for files and records review and set up suspense control for receipt of
reply.

b. Withdraw any notes made by the Personnel Management Officer during records review. Hold these notes pending completion of further
actions.

c. Return MPRJ to Records Branch.

d. Upon receipt of files and records reviews, prepare request (3 copies) for further action to BnPAC/PSNCO. (See fig 3-31-3.) Attach results
of Provost Marshal and local intelligence reviews. Hold Medical Officer’s review pending receipt of further actions.

Step: 7
Action required by: BhPAC/PSNCO
Description of actions: In coordination with unit commander and unit intelligence officer, complete required actions.

Step: 8
Action required by: Personnel management specialist
Description of actions: a. Review the documents for completeness and accuracy.
b. Assemble the following documents for forwarding:
(1) DD Form 1879—Original and two copies. (See fig 3-31-5.)
(2) DD Form 398—Original and four copies.
(3) DD Form 398-2—Original and three copies of each.
(4) FD Form 258—Original.
(5) Statement from unit commander—Original.
(6) DA Form 2496 from Medical Officer—Original.
(7) Attach all documents to DD Form 1879.
c. Assemble one copy of all remaining documents for office file. Use File No. 714-02, AR 340-2, as appropriate.
d. Address envelope and forward correspondence through supervisor to—
Personnel Investigations Control Center
Defense Investigative Service
P.O. Box 454
Baltimore, MD 21203

Step: 9
Action required by: Personnel management supervisor
Description of actions: Review documentation to ensure all required tasks are accomplished.

3-49. Procedure 3-32 married Army couples program
Procedure 3-32 covers reassignment of married Army couples.

a. Primary references are AR 614-100 and AR 614-200

b. Form used is DA Form 4187.

c. This procedure supplements the primary references listed above.

d. Whenever possible, and consistent with the needs of the Army, married Army couples will be assigned to
locations where they can establish a common household. It is the responsibility of both members to fulfill their fair
share of family separations; therefore, neither spouse will be excused from any assignment for which eligible, including
assignments involving stabilized or oversea tours.

e. This procedure pertains to Army members married to other Army members on active duty. Army personnel who
are married to members of other U.S. military forces are not covered by the Married Army Couple Reassignment
Program. They may submit an ordinary request for reassignment to a specific location on DA Form 4187 (Personnel
Action), indicating the reason for the request. The individua must complete at least 12 months at the present duty
station and be able to complete at least 12 months at the new duty station.

f. If either member of a married Army couple elects a reenlistment option that results in a permanent change of
station, the member must inform the reenlistment NCO that a joint assignment is desired. Coordination should be made
with the spouse’s assignment branch before the member reenlists.

g. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel in accordance with AR 340-17 and AR 340-21 series.
Disposition of documents will be according to applicable directives or by destruction when the purpose for which
authorized has been served. Destruction should be by burning, shredding, or other appropriate method.
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3-50. Procedure 3-32 married Army couples assignment
Procedure 3-32 covers automatic consideration for married Army couples assignment.

a. To enable assignment managers to identify both members of a married Army couple, data fields have been
developed on the enlisted and officer master files that permit pairing of Army personnel married to other Army
personnel by social security number (SSN) and military personnel class (MPC), i.e., officer, warrant officer, or enlisted.
This enables the assignment managers to provide adequate consideration of the married Army couple’s desire for a
married Army couples assignment early in the reassignment cycle. Before an assignment is processed on a service
member, the reassignment of the Army spouse will also be considered.

b. Married Army couples need only volunteer for the above program in accordance with this procedure on a one
time basis. They will be automatically considered for joint domicile in all future reassignments. In those cases where
married Army couples assignment cannot be accomplished, the second member will not be automatically considered
for assignment to the same long or short tour area. The second member may submit an individua request for
assignment to the same oversea area or a different oversea area to enable both members to rotate to CONUS at about
the same time (see procedure 3-14, this pamphlet).

c. AIT graduates are encouraged to volunteer for the above program, but it will not influence their first permanent
assignment. They must also apply for a married Army couples assignment prior to graduation in accordance with
paragraph 3-23c, AR 614-200. This is a two fold-action for training MILPO—

(1) Process the DA Form 4187 manua request, and

(2) Enroll the trainee and spouse in the Married Army Couples in accordance with procedure 2-93, DA Pam 600-8-
2.

d. Married Army couples may request to be added or deleted from this program by following this procedure and
stating their desire. Reassignment instructions for members of this program will reflect whether the joint domicile was
approved or disapproved.

e. The following actions will be taken on automatic consideration for married Army couples assignment:

Table 3-50
Procedure 3-32 married Army couples assignment

Step: 1

Action required by: Individual

Description of actions: Inform immediate supervisor and unit commander of intentions to volunteer for automatic consideration for joint
domicile in all future reassignments.

Step: 2
Action required by: Unit Cdr/ISG/BnPAC/PSNCO
Description of actions: a. Confirm that member is legally married to another Army member.

b. Advise the member of the following:

(1) Only one member of a married Army couple will submit the DA Form 4187 (figure 3-32-1), but both members must sign under the
statement in the remarks section.

(2) Submission means that if one member is nominated for reassignment, the other member desires to be automatically considered for
married Army couples assignment in all future reassignments.

(3) If HQDA considers but cannot establish a joint domicile, the first member will comply with reassignment instructions. The second
member may submit an individual request for reassignment to the same oversea area or a different oversea area to enable both members to
rotate to CONUS at about the same time (see procedure 3-14, this pamphlet).

(4) Either member can request to be deleted from the program by submitting the form at figure 3-28-1, indicating that deletion from the
program is desired.

(5) Applications will be effective upon receipt at HQDA and will not change current assignment instructions.

Step: 3

Action required by: Unit/BnPAC

Description of actions: If a member is eligible to apply, assist the member in preparing request for automatic consideration for married Army
couples assignment. The DA Form 4187 (fig 3-32-1) will contain the following information:

(a) Name, rank, specialty code (SC)/PMOS (and branch if officer) and SSN.

(b) Desired action, i.e., enter in the Other block, “Married Army Couple Data.”

(c) In Remarks, enter Request we be considered for married Army couples assignment in all future reassignments. Both members will sign
under this statement. If necessary, the member will send the application to the spouse for signature and return. Then add spouse’s name,
rank and SSN. For all officers, add control branch. For AMEDD officers, add PSSI.

Step: 4
Action required by: 1SG/BnPac/PSNCO
Description of actions: Review application to ensure document is complete.
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Table 3-50

Procedure 3-32 married Army couples assignment—Continued

Step: 5

Action required by: Unit Cdr

Description of actions: Complete Section V, DA Form 4187, indicating verification of data and recommending approval or disapproval. If
recommending disapproval, give reason(s).

Step: 6
Action required by: BhPAC/PSNCO
Description of actions: Forward DA Form 4187 by Comment 2 through command channels, as appropriate, to servicing MILPO.

Step: 7
Action required by: Personnel records specialist
Description of actions: a. Verify that member is married to another Army member.
b. Check item 13, Section I, DA Form 2 for marital status of enlisted member. For officers check Section IV of the ORB. Make appropriate
changes as necessary in accordance with Procedure 2-48, DA Pamphlet 600-8-2.
c. Submit 'SPDR SIDPERS transaction in accordance with Procedure 2-48, DA Pamphlet 600-8-2.
d. Review VA Form 29-8286, SGLI and DD Form 93 and take corrective action if required.

Step: 8
Action required by: Personnel Records Specialist

Description of actions: Return copy of application BnPAC/PSNCO via Optional Form 41 with annotation that data has been entered into the
system.

Step: 9
Action required by: BnPAC/PSNCO
Description of actions: Forward copy of application together with OF 41 to unit for soldier notification.

Step: 10
Action required by: Personnel management supervisor

Description of actions: Review application for accuracy and completeness. Forward correspondence to Personnel Management Officer for
signature and return.

Step: 11
Action required by: Personnel management officer
Description of actions: Review action and sign comment.

Step: 12
Action required by: Personnel management specialist
Description of actions: a. Make distribution of request as follows:
(1) Original and one copy—HQDA.
(2) One copy—office file in accordance with AR 340-2 or AR 340-18-7.
b. Return MPRJ to the Personnel Records Specialist and Record Update/Change, if applicable (see para c, step 7).

Step: 13

Action required by: Personnel records specialist

Description of actions: If any Records Update/Changes were noted by the Personnel Management Specialist (step 7), make appropriate
entries and submit necessary SIDPERS transaction (see procedure 2-48, DA PAM 600-8-2, for marital status code transaction (applicable to
both officer and enlisted personnel). This enrolls member in the married Army Couples Program.

3-51. Procedure 3-33 Military Intelligence Program
Procedure 3-33 covers personnel selection and classification interview guide for military intelligence applicants.
a. Primary references are AR 601-210, AR 614-103, 614-200, and 140-192.
b. Forms used are DA Forms 2 and 2-1, 873, 1811, 2446, 2496, 2784-R, 3180, 3286-3, 3881, 4037, 4187, DD Form
4 series, DD forms 398, 398-2, 1610, 1879, 1966, 2221, FD 258, SF 88, SF 93, and IA Form 92.
¢. This procedure supplements the primary references, above. It prescribes detailed guidance on required actions to
be accomplished involving the processing of applications for entry into Military Intelligence (MI). It consists of the six
sub-procedures listed below:
(1) 1—Applying for Active Duty Enlisted Military Intelligence Service (MOS 97B) While Already on Active Duty
(2) 2A—Entering USAR (Not on Active Duty) Military Intelligence Service (MOS 97B) With Prior Service (Active
or Not Active)
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(3) 2B—Entering USAR (not on Active Duty) Military Intelligence Service (MOS 97B) While Already in the
USAR (Not on Active Duty)

(4) 3A—Applications from Officers Already on Active Duty (Application Processing Guide for Entry Into the
Military Intelligence Branch and/or the Designation of OPMS Specialties 35, 36, or 37 or Warrant Officer MOS 961A,
962A, 964A, 971A, 973A, 982A, 983A, 984A, 985A, 986A, or 988A) (To be published.)

(5) 3B—USAR Officers Not on Active Duty Applying for Active Duty in Military Intelligence Branch, OPMS
Speciaty 35, 36, or 37 or one of the Warrant Officer MOS (To be published.)

(6) 3C—Precommissioned Applicants for Military Intelligence (To be published.)

d. Enlisted applicants for MI consist of three phases of procedure: Phase |—Orientation; Phase Il—Interview; and
Phase I1l—Preparation of the Statement of Interview (fig 3-33-5). The applicant processing checklist (fig 3-33-3) will
be used to plan the processing actions and may be locally reproduced for enlisted applicants.

e. The acceptance or rejection of an applicant is largely dependent upon the detailed and accurate recording of the
interviewer's finding and the evaluation of the applicant.

f. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served.

3-52. Procedure 3-33-1 AD application while on AD
The following actions will be taken on applying for active duty enlisted military intelligence service (MOS 97B) while
already on active duty.

Table 3-52
Procedure 3-33-1 AD application while on AD

Step: 1
Action required by: Individual
Description of actions: Inform immediate supervisor and Unit Commander of intention to volunteer for Ml service.

Step: 2

Action required by: Unit Cdr/1SG/BnPAC/PSNCO

Description of actions: Assist soldier in preparing DA Form 4187 requesting Ml training (fig 3-33-1). Privacy Act statement (fig 3-33-7) will
be furnished soldier prior to having individual complete DA Form 4187. (See procedure 9-1, this pamphlet.)

Note: DA Form 4187, with supporting documents from steps 4 and 5, should be sent to the MILPO within 2 weeks.

Step: 3
Action required by: PSNCO
Description of actions: a. Arrange an appointment with the S-2/G-2 or security manager for completion of DD Form 398 and FD Form
258.
b. Arrange an appointment with the photographic facility.
Note: Inform soldier that photograph is to be full length in Class “A” uniform.

Step: 4

Action required by: S-2/G-2 or security manager

Description of actions: Advise all applicants they must undergo an SBI. Current information on security forms and number of required
copies to initiate the investigation are contained in AR 604-5.

a. Complete 6 copies of DD Form 398. One copy will be original front and back.

b. Complete 2 copies of FD Form 258. Ensure all personal history and physical characteristics blocks are completed and both individual
and person taking fingerprints sign in the appropriate signature blocks.

c. Complete items 8-19 of DD Form 1879. (See fig 3-33-2.)

Step: 5
Action required by: Photographic facility
Description of actions: Prepare full length photograph of individual in Class “A” uniform.

Step: 6

Action required by: PSNCO

Description of actions: Upon completion of steps 4 and 5, arrange an appointment with the MILPO. Have soldier handcarry DA Form 4187
with supporting documents to the MILPO.

Step: 7
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Table 3-52
Procedure 3-33-1 AD application while on AD—Continued

Action required by: Personnel management specialist
Description of actions: a. Obtain MPRJ from Records Branch.

b. Verify that soldier meets eligibility criteria and prerequisites contained in section I, chapter 7, AR 614-200, DA Pamphlet 351-4, and the
MOS requirements in AR 611-201.

c. Ensure that DD Form 398, FD Form 258, DD Form 1879, and photograph are attached.

d. Prepare forwarding comment to local supporting Ml office. Reproduce and attach 1 copy of the soldier's DA Forms 2 and 2-1 to the
request.

Step: 8
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure tasks are accomplished.

Step: 9
Action required by: Personnel management officer
Description of actions: Review and sign documents.

Step: 10
Action required by: Records specialist
Description of actions: File copy of request for Ml training as action pending document in MPRJ.

Step: 11

Action required by: Personnel management specialist

Description of actions:  a. Arrange for an interview by an experienced Cl Agent.
b. On day of interview, have soldier obtain MPRJ for review by Cl Agent.
c. Have soldier take DA Form 4187 with enclosures to the interview.

Step: 12
Action required by: Cl agent
Description of actions: a. Plan the interview by utilizing the checklist outlined in fig 3-33-3.

b. Orient the soldier on the general mission and functions of US Army counterintelligence units, to include the duties and functions of a Cl
Agent. Utilize AR 611-201 and section I, chapter 7, AR 614-200. Explain the nature and requirements for training, DA Pamphlet 351-4, AR
601-210 and AR 601-280. Answer all the questions on career opportunities within classification limitation.

c. During the processing, afford soldier the opportunity to withdraw his application. Inform the soldier to contact you at any time if he
decides not to accept the obligation to serve in MI.

d. Advise the soldier of any waivers that may be required and that such waivers are generally approved only in exceptional circumstances.
The soldier should be instructed to obtain any necessary assistance from his MILPO in preparing the request and justification for waiver. In
the event that the soldier fails to meet any nonwaivable requirements, he will be tactfully informed that his application cannot be accepted and
the interview will be terminated in a courteous manner. The agency or unit requesting the interview will be expeditiously informed of the status
of the soldier’s processing.

e. Review soldier's DA Form 4187, with enclosures. Based on information extracted from DD Form 398, complete DD Form 398-2. This
form is also required for spouse and all foreign born parents, sisters, brothers, and children (over 18 years of age)(who reside or have resided
in CONUS.

f. Advise the soldier that all applicants accepted for training at the US Army Intelligence School are subject to a continuing assessment by
the school’s staff and faculty concerning the individual student’s objectivity, tact, discretion, judgment, appearance, demeanor, personal
standards, conduct, maturity, and motivation.

g. Advise the soldier that subsequent to successful completion of the prescribed course of instruction and award of MOS, all agent
personnel must undergo a probationary period for one year or until 21 years of age, whichever is longer, during which a continuing evaluation
is conducted. Continued subsequent retention is also dependent on satisfactory performance of duty, a continuing record free from
indiscretions, and continued eligibility with regard to MOS prerequisites.

h. Prepare Orientation Statement in duplicate. (See fig 3-33-4.)

i. Give the soldier a Privacy Act Statement prior to solicitation of any personal information. (See fig 3-33-7.)

j. Obtain a signed Contingency Statement (fig 3-33-6) from the soldier in duplicate; one copy for soldier, the second to be sent to HQDA with
Statement of Interview (fig 3-33-5).

k. Ensure the preparation of the soldier’'s composition within a controlled environment (i.e., in the presence of the Cl Agent or other office
personnel) and review them prior to conducting the interview.

I. Conduct the interview (AR 604-5 also has guidelines) so that it provides the opportunity to closely observe and evaluate the soldier,
especially to elicit certain information from the soldier. Exploit the following areas fully:

(1) Family background of soldier.

(2) Personal or marital problems which may limit worldwide utilization in intelligence duties.

(3) Linguistic ability and how acquired.

(4) ltems 11, 14,18,19, and 21, DD Form 398. Fully develop items answered in affirmative. In the event items 17 and 19 are answered in
affirmative, the provisions of AR 604-10 apply.
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Table 3-52
Procedure 3-33-1 AD application while on AD—Continued

(5) Financial responsibility.

(6) Association with the opposite sex.

(7) Course of study, technical training, or other skills or hobbies which enhance the soldier’s potential for intelligence duties.

(8) Knowledge and interest in political and world affairs.

(9) ROTC experience to include responsible positions held and reasons for leaving.

(10) Soldier’s reasons and basic motivation for applying for intelligence duties and the training desired (specific course).

(11) Whether he possesses a valid driver’s license.

(12) Any other subject deemed essential by the interviewer to properly evaluate the soldier and to complete the statement of interview.

m. Conduct interview in such manner as to provide a basis for properly estimating personality traits prescribed in paragraphs (1) and (2),
below, and appraising the soldier in order to determine other qualifications set forth in paragraphs (3), (4), and (5), below:

(1) Mativation and reasons for applying for MOS 97B, poise, mental alertness, sincerity, ability to think quickly, ability of oral expression,
personality, and maturity.

(2) The qualities and attitudes listed below are desirable and particularly sought by MI:

(a) Neatness (clean shaven, shoes polished, brass polished, clothing clean and pressed, hair combed and neat and clean fingernails).

(b) Posture (erect shoulder, back, etc.).

(c) Stature and physique (as outlined in AR 40-501 with special exception as to minimum requirements).

(d) Physiognomy (unscarred, unmarked, no outstanding characteristics to the extent the soldier could be readily identified or cause him to
stand out in a crowd).

(e) Demeanor (straightforward, looks directly at the interviewer when speaking, calm, poised, at ease, self-confident, courteous, respectful,
pleasing (not servile), animated, interested, voice quality (well modulated), no unpleasant qualities or unusual characteristics which may
cause easy identification or undue notice to the extent that it would be detrimental to the soldier's MI duties).

(3) Educational requirements.

(a) Attended accredited schools or received proper tutoring or self-instruction comparable to formal education requirements.

(b) Received passing grades in most subjects, especially in English, history, and political science courses.

(c) Worked toward definite goal.

(d) Intends to use his education to further career.

(e) Expresses intention of completing or improving his education.

(f) Has retained a fair amount of what he learned in school.

(g) Has ability to write correctly, using good grammar and spelling.

(h) Speaks English correctly.

(4) Development.

(a) Current events (well informed on current events, interested in national affairs, possesses ability to reason and form conclusions relative
to world affairs).

(b) Personal (has common sense, is quick to grasp a situation and quick to change his thoughts to new trends or changes in situation under
discussions).

(5) Moral. (Has definite ideas of right and wrong in personal and public life; has religious or moral ideals; has sense of personal
responsibility; has religious and racial tolerance).

n. An advisement of the soldier’s rights concerning self-incriminating statements under Article 31, UCMJ, or the 5th Amendment to the
constitution, as appropriate, will not be administered at the beginning of the interview. If at any time during the course of the interview, the
soldier furnishes information which is self-incriminating, the interviewer will immediately stop the interview and administer a rights warning.
The interviewer will then proceed with the interview only if the soldier voluntarily waives his rights by executing DA Form 3881 (see AR 190-
30). Interviews will not be conducted under oath unless a rights warning has been administered and the applicant has waived his rights.

0. At no time will the individual be informed of the interviewer’s recommendations nor will any promise be made concerning acceptance of
the applicant or future assignments.

p. Close the interview by checking to see if the soldier has any further questions; if none, advise the soldier that his application will be
forwarded to HQDA for final determination. Instruct the soldier to return his MPRJ to the Records Custodian.

g. Prepare a statement of interview in duplicate (triplicate if copy required to be forwarded through MI channels), annotated “FOR
OFFICIAL USE ONLY” unless defense information is included, then the minimum protection afforded will be “CONFIDENTIAL". (See fig 3-
33-5.) Formulate your recommendation based on all information developed during the processing cycle to include the soldier’s composition.
One copy will be forwarded to HQDA while the other will be retained for a period of one year. (The third copy, if required, will be forwarded
through MI channels as appropriate, using letter of transmittal (see fig 3-33-8.))

r. Inform the soldier’'s commander of the completion of the interview; the fact that the soldier's acceptance/nonacceptance is subject to a
higher level determination.

s. Forward the original statement of interview and DA Form 4187, with enclosures, by certified mail to HQDA (DAPC-EPL-M), Alexandria,
VA 22331-0400, within 10 days of the interview.

Step: 13

Action required by: Personnel management specialist

Description of actions: Upon receipt of HQDA response, take the following actions as required:
a. Notify the soldier through BnPAC/PSNCO of acceptance or nonacceptance for Ml training.
b. If soldier is accepted, take the following actions as required:

(1) If soldier does not meet length-of-service criteria, initiate action for discharge and reenlistment, or extension of current term of
enlistment, in accordance with chapter 3, AR 601-280. Action must be completed prior to issuance of orders.
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Table 3-52
Procedure 3-33-1 AD application while on AD—Continued

(2) Proceed with procedure 3-1, DA Pamphlet 600-8-10.

Step: 14
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished.

Step: 15
Action required by: Personnel management officer
Description of actions: Review and sign documents.

Step: 16
Action required by: Personnel management specialist
Description of actions: Make distribution of documents.

Notes:
For withdrawal from the MI program, see AR 614-200 and procedure 3-46, this pamphlet.

3-53. Procedure 3-33-2A USAR application with prior service

The following actions will be taken for entering USAR (not on active duty) military intelligence service (MOS 97B)
with prior service (active or not active):

Table 3-53
Procedure 3-33-2A USAR application with prior service

Step: 1

Action required by: Individual

Description of actions: Inform your local recruiting station of your interest in the MI career within USAR. Individual should provide the
following documents if available:

a. DD 214 (original or authorized copy).
b. DA Form 1811 (providing break in service is less than one year for portion pertaining to mental status and only six months for medical
status).

Step: 2
Action required by: Recruiter
Description of actions: a. Review with individual AR 140-192, AR 601-210, AR 611-201, and DA Pamphlet 351-4, if interest is in being a
commissioned officer; or warrant officer, review AR 135-100, AR 140-192, AR 611-101, AR 611-112 and DA Pamphlet 351-4.

b. Ensure that individual is still interested in an Ml career with USAR and meets 2 year requirement. If soldier desires duty with Active Army,
see procedure 3-33-1.

c. Proceed with chap 3, AR 601-210 and complete DD Form 1966.

(1) Verify prior service (DD Form 214). If applicant does not have his DD Form 214, request verification of prior service.

(2) Provide applicant a copy of the Privacy Act Statement (fig 3-33-7) and complete DD Form 1966.

(3) Ensure that individual is eligible to reenter the Army in accordance with chap 3, AR 601-210.

Step: 3
Action required by: Recruiting Station Commander
Description of actions: Review applicant packet for completeness before forwarding to MEPS.

Step: 4
Action required by: MEPS
Description of actions: Complete actions required in chap 3, AR 601-210.

(1) Orient applicant on processing at MEPS.

(2) If applicant can provide a valid DA Form 1811, the following will apply to required test as specified in chap 3, AR 601-210.

(a) Mental test (DOD Form 1304.12K) will not have to be taken provided there is no more than one year break in service.

(b) Medical examination (SF 88 and SF 93) will not have to be taken provided there is no more than 6 months break in service.

(3) If applicant cannot provide a valid DA Form 1811 or does not meet the criteria of paragraph (2), above, administer the above tests and
forward the results to the Guidance Counselor.

Step: 5
Action required by: Guidance Counselor
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Table 3-53
Procedure 3-33-2A USAR application with prior service —Continued

Description of actions: a. Complete actions required in chap 3, AR 601-210.

b. Review with individual results of mental and medical tests and ensure that individual meet prerequisites in AR 140-192, AR 601-210, AR
611-201, and DA Pamphlet 351-4. Counsel applicants who failed to meet specific qualifications, and advise of other available options.

c. Make the following determinations which will decide follow up actions:

(1) Is there a field office of INSCOM, or other appropriate active Ml unit? Are TDY funds and transportation for the interview of the applicant
by an active Army CO Special Agent available?
Note: If not, the interview by the CI Agent will become the responsibility of the unit commander (see step 8) provided applicant meets other
criteria.

(2) Was individual previously awarded MOS 97B?

(3) Is individual in a continuous military status (includes active or reserve component)?

(4) Have more than 12 months passed since his release from service?

(5) If less than 12 months since his release from service, has there been any significant change, (i.e., marriage to a foreign national,
arrests, mental instability)?

d. If individual holds MOS 97B/C and is in a continuous military status, verify award of MOS, that clearance is valid, and proceed with
assignment process; another interview by a Special Agent is not required.

e. All remaining cases will be referred to the security interviewer for further processing.

Step: 6

Action required by: Security Interviewer

Description of actions: Conduct screening interview utilizing DAPC-EPMD Form 169 and 604 series DA circulars as guides. Determine
which of the following (para a and b) individual qualifies for follow up actions.

a. Individual held MOS 97B/C and is applying within 12 months of separation from service. If any significant change since separation (i.e.,
marriage to foreign national, arrests, mental instability) go to paragraph b, below, interview for acceptance or nonacceptance, and advise
Guidance Counselor (step 7) of final decision.

b. Individual held MOS 97B/C and is applying with more than 12 months since separation from service or has never held MOS.

(1) If applicant is qualified, and Cl Agent is available for interview, assist in the preparation of DD Forms 398 (original and 5 copies), 398-
2(set), 1879(set), and 2221(1), and FD Form 258 (2 copies) or IAW AR 604-5 as revised; also ask individual to furnish full length photographs
in Class A uniform and civilian attire. (2) If applicant is qualified and Cl Agent is not available for interview, refer applicant to Guidance
Counselor with final decision.

Note. If MOS 97B or C was held previously, another interview by a Special Agent is not required unless significant changes were noted in
paragraph a above. Also completion of forms in (1) avove will be taken care of by individual's unit commander

Step: 7
Action required by: Guidance Counselor
Description of actions: a. Counsel applicants who fail to meet specific qualifications, and advise of other available options.

b. If applicant is found acceptable by the Security Interviewer and the interview by the Active Army Cl Agent is to be taken care of by
individual’s unit commander, go to paragraph d, below; otherwise continue with paragraph c, below.

c. If applicant is found acceptable by the Security Interviewer, make arrangements with the nearest field office of INSCOM, or other
appropriate active Army Ml unit, for an interview of the applicant by a Special Agent.
Note: Travel of the applicant to the interview site may be required.

d. When all preliminary processing has been completed, obtain school quota through “REQUEST” as required. Authority to enlist the
applicant must be obtained from enlisting officer.

e. Ensure appropriate parts of DD Form 1966 are completed for applicant in accordance with AR 601-210.

f. Complete DA Form 3286 and DD Form 4 series.

g. A copy of the enlistment orders or DD Form 4 will be forwarded directly from issuing agency to CDR FORSCOM.

Step: 8
Action required by: Unit Cdr
Description of actions: a. Upon arrival of individual, review records.
b. Determine whether required interview by Cl Agent has been arranged and forms completed. If not, arrange for the interview and assist
individual in preparing forms and statements in step 6, above.

Step: 9
Action required by: MI special agent
Description of actions: a. Check telephonically with MILPERCEN, ATTN: DAPC-EPL-M (AV 221-9363/4) to determine if applicant has
been previously rejected if processed for MOS 97B/C while on active duty during the last 5 years.

b. Ensure that unit commander did, in fact, recommend applicant for MOS 97B/C; do this telephonically, by personal contact, or by review
of available documents.

c. Prepare for and accomplish interview and preparation of documentation as prescribed in step 12 (a through i), procedure 3-33-1.

d. Obtain a signed Contingency Statement (fig 3-33-6) from the applicant in duplicate; one copy for the applicant, the second to be sent to
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Table 3-53
Procedure 3-33-2A USAR application with prior service —Continued

Cdr, RCPAC, ATTN: AGUZ-OPD-MI, with Statement of Interview (fig 3-33-5).

e. Continue as prescribed in step 12 (k through o), procedure 3-33-1.

f. If information develops during the interview that appears to disqualify assignment to a controlled MOS position or raises a question of
suitability for initial assignment to an Ml unit, finish the interview but terminate processing and return entire file to the unit commander for a
decision regarding retention in the unit, withdrawal of application, continuation or processing per unit commander’'s endorsement, or other
appropriate disposition.

g. Close the interview by asking if the applicant has any further questions; if none, advise the applicant that the application documents will
be forwarded to RCPAC for acceptance determination prior to initiation of a Special Background Investigation (SBI).

h. Prepare a Statement of Interview (SOI) in duplicate (triplicate it copy required to be forwarded through INSCON channels), annotated
“FOR OFFICIAL USE ONLY” unless classified defense information is included, then, the minimum protection afforded will be
“CONFIDENTIAL" (see fig 3-33-5). Formulate your recommendation based on all information developed during the processing cycle to
include the applicant’'s compositions.

(1) Retain one copy of the Statement of Interview in your files for 1 year.

(2) Within 10 days after the interview, if processing was not altered by Step 7, submit the original SOl and all other documents pertinent to
the application to the commander of the INSCOM, field office or the active Ml unit commander, as appropriate, for his or her critique and
endorsement to Cdr, RCPAC, ATTN: AGUZ-OPD-MI, 9700 Page Blvd., St Louis, MO 63132.

Note: If waiver had been obtained in accordance with Step 7c, above, the SOI and all documentation will be submitted to the commander of
the interviewing MI-USAR Special Agent for review and submission to RCPAC

(3) If not already accomplished, inform the applicant of the completion of the interview and the fact that the applicant's acceptance/
nonacceptance for MOS 97B/C is subject to a higher level determination.

Step: 10

Action required by: Unit commander

Description of actions: If information developed by Step 9f appears to disqualify the applicant, make a decision regarding suitability for
continued assignment in the unit or withdrawal of application, then return to Special Agent for continuation of processing for MOS 97B/C per
unit commander’s endorsement or other appropriate disposition.

Step: 11
Action required by: Cdr, RCPAC
Description of actions: Provide suitability/acceptance determination.

a. Review the application in the light of all pertinent regulations.

b. Review all available records at RCPAC, including GSA (TAG) files.

c. After review of records, criteria, and application packet, appraise the applicant’s qualification, aptitude, and potential as a Special Agent.

d. Notify applicant’s unit commander of acceptance for MOS 97B/C training, contingent upon favorable completion of an SBI; or include
rationale for nonacceptance.

e. Forward a copy of your acceptance/nonacceptance letter with the entire application packet including all security forms required by step
6b(1) to Cdr FORSCOM, ATTN: AFIN-CSP.

Step: 12
Action required by: CDR FORSCOM
Description of actions: Forward appropriate forms to DIS or CCF for SBI and/or final security determination.

Step: 13
Action required by: CCF
Description of actions: Adjudicate completed SBI and provide final security determination to Cdr, FORSCOM, ATTN: AFIN-CSP.

Step: 14
Action required by: Cdr. FORSCOM
Description of actions: a. Upon receipt of favorable adjudication from CCF, notify unit commander and CONUSA commander of
approved assignment in a controlled MOS.

b. If an unfavorable adjudication is received from CCF, notify unit commander and CONUSA commander so that other appropriate action
can be taken.

c. If applicant is not assigned to a specific USAR unit, forward a copy of FORSCOM letter to RCPAC, ATTN: AGUZ-OPD-MI.

3-54. Procedure 3-33-2B USAR application non-prior service
The following actions will be taken for entering USAR (not on active duty) military intelligence service (MOS 97B)
while already in the USAR (not on active duty):
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Table 3-54
Procedure 3-33-2B USAR application non-prior service

Step: 1
Action required by: Individual
Description of actions: Inform unit commander of intention to volunteer for MI.

Step: 2
Action required by: Unit Cdr Description of actions:

a. Verify that soldier meets criteria of AR 140-192, AR 611-201, or 614-103 and DA Pamphlet 351-4.

b. Assist soldier in preparing DA Form 4187 (fig 3-33-1). Privacy Act Statement (fig 3-33-7) will be furnished prior to completing DA Form
4187. (See procedure 9-1, this pamphlet.)

c. Prepare and attach the following enclosures:

(1) DD Form 1879. (SET)

(2) DD Form 398. (orig and 5 copies)

(3) DD Form 398-2.

(4) DD Form 2221.

(5) FD Form 258.

(6) Photographs. (Full length Class A Uniform or Civilian Attire)

(7) Any waivers.

d. Make arrangements with the nearest field office of INSCOM or other appropriate active or USAR MI unit, for an interview of the applicant
by a Cl Agent. TDY funds and transportation to the interview site may be required.
Note: If the interview by an active duty Special Agent is not feasible within 90 days, a waiver may be requested from Cdr, RCPAC, ATTN:
AGUZ-OPD-MI (AV 693-7824 or toll free (1-800-325-4988) to allow the interview by a reserve Special Agent, not of the same unit as
applicant, if possible. Justification to RCPAC must not be arbitrary; it must be valid and exceptional, including reason for waiver, data
concerning experience (active and/or reserve), maturity, objectivity, and current assignment of a proposed reserve MI-USAR CI Special
Agent.

Step: 3
Action required by: MI special agent
Description of actions: Follow the same procedures detailed in Step 9, procedure 3-33-2A.

Step: 4

Action required by: Unit Cdr

Description of actions: If information developed in Step 9f, procedure 3-33-2A, appears to disqualify the applicant, make a decision
regarding continued assignment in the unit, withdrawal of application, return to Special Agent for continuation of processing for MOS 97B/C
per unit commander’s endorsement, or other appropriate disposition.

Step: 5
Action required by: Cdr RCPAC
Description of actions: Follow same procedure as in Step 11, procedure 3-33-2A.

Step: 6
Action required by: Cdr FORSCOM.
Description of actions: Follow same procedure as in Step 12, procedure 3-33-2A.

Step: 7
Action required by: CCF
Description of actions: Follow same procedure as in Step 13, procedure 3-33-2A.

Step: 8
Action required by: Cdr, FORSCOM
Description of actions: Follow same procedure as in Step 14, procedure 3-33-2A.

3-55. Procedure 3-33-3A officers on AD
To be published with revision of AR 614-103.

3-56. Procedure 3-33-3B officers not on AD
To be published with revision of AR 614-103.

3-57. Procedure 3-33-3C precommission application
To be published with revision of AR 614-103.
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3-58. Procedure 3-34 drill Sgt program
Procedure 3-34 covers the drill sergeant program.

a. Primary reference is AR 614-200.

b. Forms used are DA Forms 2, 2-1, 2446, 2635, and 4187.

c. This procedure supplements AR 614-200. It prescribes guidance for application, selection, and assignment of
enlisted personnel into the Drill Sergeant Program.

(1) Procedures are generally applicable to personnel in the Infantry, Armor, Field Artillery, Air Defense Artillery,
and Engineer career management fields, however, individuals from other career fields are eligible for consideration for
selection and assignment into the program.

(2) CG, MILPERCEN, exercises centralized control over the assignment, classification, and reclassification of al
enlisted soldiers assigned to the program

(3) All selected individuals not SQI “X” qualified are required to attend the drill sergeant school.

(4) Personnel who fail to complete the school will be reported to HQDA (DAPC-EPK-ID) for reassignment
instructions.

d. Involuntarily selected individuals must be prepared to successfully complete the physical test in accordance with
AR 600-9 shortly after arrival at the duty station.

(1) Individuas in the drill sergeant program will normally serve only one tour, stabilized for a period of 24 months
from date of graduation from the school; however, a 1 year extension of stabilization period may be authorized.

(2) Members of the program may be removed for various reasons as indicated in AR 614-200.

(3) Drill sergeants are authorized specia duty assignment (proficiency pay) in accordance with chapter 5, AR 600-
200.

e. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be by burning, shredding or other appropriate method.

f. The following actions will be taken for the drill sergeant program.

Table 3-58
Procedure 3-34 drill Sgt program

Step: 1

Action required by: Personnel management officer

Description of actions: Notify unit commander of individuals who have been selected by their respective career branch for assignment into
the Drill Sergeant Program and have commander verify eligibility in accordance with section Il, chapter 8, AR 614-200.

Step: 2

Action required by: Personnel Management Officer

Description of actions: Have individual’'s MPRJ and DA Forms 2 and 2-1 screened against eligibility requirements prescribed in section |,
chapter 8, AR 614-200, pending receipt of reassignment instructions through normal channels.

Step: 3

Action required by: Personnel management officer

Description of actions: If individual is not qualified, HQDA (DAPC-EPK-ID) will be notified immediately and reassignment action held in
abeyance pending further instructions.

Step: 4

Action required by: Unit commander

Description of actions: Individuals indicating a desire to volunteer for the Drill Sergeant Program will be counseled and assisted in
preparing DA Form 4187 with supporting documentation as indicated in table 3-34-1.

Step: 5

Action required by: Personnel management specialist

Description of actions: Upon receipt of application, obtain individual's MPRJ from personnel records branch. Screen records and request
against eligibility prerequisites. If individual meets criteria, complete application and attach required enclosures as indicated in table 3-34-1.
Give correspondence and records to supervisor.

Step: 6

Action required by: Personnel management supervisor

Description of actions: Review application. If individual meets qualifications, forward application to personnel management officer for
signature. Have suspense set up for reply and place a copy in MPRJ (action pending document). Return MPRJ to the Personnel Record
branch and forward application through command channels to HQDA (DAPC-EPK-ID), Alexandria, VA 22331-0400. (See table 3-34-1.)

Step: 7
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Table 3-58
Procedure 3-34 drill Sgt program—Continued

Action required by: Personnel management specialist
Description of actions: Upon notification from HQDA of acceptance of individual, either involuntarily or voluntarily, to the program, notify
unit commander.

Step: 8

Action required by: Personnel management specialist

Description of actions: Prepare DA Form 2446 based on assignment instructions received from MILPERCEN. Give correspondence to
Personnel Management Supervisor.

Step: 9

Action required by: Personnel management specialist

Description of actions: Inform all individuals involuntarily selected for the program to be prepared to successfully complete the physical
fitness test shortly after arrival at duty station. (AR 600-9 applies.)

Step: 10

Action required by: Personnel records supervisor

Description of actions: Ensure that upon entry into the Drill Sergeant Program, a duplicate copy of DA Forms 2 and 2-1 is forwarded to
HQDA (DAPC-EPK-ID) if soldier is not centrally managed (see table 1-1, AR 614-200).

Step: 11

Action required by: Personnel management specialist

Description of actions: Volunteers who do not meet the criteria or who are not accepted for the program by HQDA, will be informed by return
comment through the unit commander specifying reasons for nonselection.

Step: 12

Action required by: Personnel management supervisor

Description of actions: Have personnel management officer sign DA Form 2446. Send complete copy of approved request to the Personnel
Records Specialist for filing in the MPRJ.

Step: 13

Action required by: Personnel records specialist

Description of actions: File approved copy of application and withdraw action pending copy of DA Form 4187. Forward to Drill Sergeant
School (AR 640-10).

Step: 14

Action required by: Personnel records specialist

Description of actions: Upon completion of Drill Sergeant School, take necessary action to identify member by award of SQI “X” to his/her
PMOS code as prescribed in chapter 5, AR 611-201. Take action as follows:

a. Forward copy of orders to HQDA (DAPC-EPK-ID), Alexandria, VA 22331-0400.
b. Update DA Form 2, in accordance with procedure 2-58, DA Pamphlet 600-8-2.

Table 3-34-1
Guide for processing applications for drill sergeant duty

Rule: 1

If the individual: Is eligible (paragraph 8-17, AR 614-200 and desires to apply for entry to the Drill Sergeant Program

Then the individual will: Submit an application on DA Form 4187 (citing AR 614-200 as authority), indicate 3 Army training centers (in order
of preference where he/she wishes to be assigned), and submit application between 8-11 months prior to DEROS (if he/she is assigned
oversea)

And the unit commander will ensure that the application is properly completed: And include a statement in his/her forwarding CMT that
the prerequisites prescribed by paragraph 8-17, AR 614-200, have been met, that the applicant has demonstrated leadership ability during
his present assignment, and is recommended for Drill Sergeant duties; furnish statement from the medical officer that applicant does not
have a record of emotional instability.

And forward application through command channels to: HQDA (DAPC-EPK-ID), Alexandria, VA 22331-0400 for approval/disapproval

Rule: 2

If the individual: Possesses SQI “X” and wants to reenter the Drill Sergeant Program (except individuals previously removed under the
provisions of paragraph 8-21, AR 614-200)

Then the individual will: Submit an application on DA Form 4187 (citing AR 614-200 as authority), indicate 3 Army training centers (in order
of preference where he/she wishes to be assigned), and submit application between 8-11 months prior to DEROS (if he/she is assigned
oversea)

And the unit commander will ensure that the application is properly completed: And forward application with recommendation to the
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Table 3-34-1
Guide for processing applications for drill sergeant duty—Continued

commander having custody of the applicant’s Personnel Qualification Records who will also furnish his recommendation
Note: Submission of DA Form 2635 by itself is not acceptable.

And forward application through command channels to: HQDA (DAPC-EPK-I), Alexandria, VA 22331-0400, for all Army training
centers, for approval/disproval.

3-59. Procedure 3-35 NCOLP
Procedure 3-35 covers noncommissioned officer logistics program (NCOLP).

a. Primary reference is AR 614-200.

b. Forms used are DA Forms 2, 2-1, 145, 1058, 2446, 2635, and 4187.

¢. This procedure supplements AR 614-200. It prescribes guidance pertaining to the submission and processing of
nominations/applications of enlisted personnel for the Noncommissioned Officer Logistics Program (NCOLP) to meet
worldwide logistics requirements. The NCOLP requirements are normally met by nominations of NCO who possess
the highest personal qualities and professional ahilities as required by AR 611-201. For the specific MOS included in
the program, see paragraph 7-17 and table 7-2, AR 614-200.

d. Applications are screened by a DA selection board. All applicants/nominees are notified of acceptance or
nonacceptance for the program. Nominees must voluntarily agree to assignment under the program. Career develop-
ment of members is accomplished through increasingly important assignments and attendance at the NCOLP course of
instruction conducted at the US Army Quartermaster School.

e. Enlisted personnel, including members of the National Guard and the United States Army Reserve, may submit
applications under the applicable paragraph in AR 614-200, through channels as indicated in table 3-35-1, this
procedure.

f. Commanders may also submit hominations in accordance with table 3-35-1. Applicants/nominees must be in pay
grade E6 or higher and be fully qualified at skill level 3 or higher in authorized PMOS (or DMOS for USAR
personnel). See guidance to commanders in chapter 2, AR 600-200.

(1) These criteria may not be waived. Soldiers in receipt of assignment instructions may submit applications, but
will comply with the assignment instructions unless otherwise directed. Request for waiver of other prerequisites may
be submitted for consideration by HQDA when individual is otherwise qualified.

(2) Soldiers selected for acceptance into NCOLP must continue to meet the standards of the program. Service
members who fail to meet the minimum requirements will not be considered for reentry.

(3) Any commander having under his jurisdiction an NCOLP member who fails to meet the standards or require-
ments of the program will submit through channels recommendation for release, with appropriate justification included,
to HQDA. The individual service member may also voluntarily request release from the program.

g. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a persona nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be by burning, shredding, or other appropriate method.

h. The following actions will be taken for the noncommissioned officer logistics program (NCOLP):

Table 3-59
Procedure 3-35 NCOLP

Step: 1

Action required by: Unit commander/SGM/CSM

Description of actions: Encourage qualified applicants to volunteer for NCOLP. Nominate NCO possessing the applicable prerequisites in
accordance with chapter 7, AR 614-200.

Step: 2

Action required by: Unit/BnPAC clerk

Description of actions: Upon application/nomination of the soldier for entry into NCOLP, provide information to the service member
concerning the program. In the orientation include a discussion of training requirements and normal assignments as outlined in AR 614-200.
A requirement of the program is that service member voluntarily agree to assignments under NCOLP prior to submission of application or
nomination.

Step: 3
Action required by: Unit/BnPAC clerk
Description of actions: Prepare correspondence as follows:
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Table 3-59
Procedure 3-35 NCOLP—Continued

a. Volunteer. Assist service member to prepare application on DA Form 4187. Include statement that individual voluntarily agrees to
assignments under the program in accordance with the requirements in chapter 7, AR 614-200.

b. Nomination. Prepare DA Form 4187 to indicate service member is nominated for entry into the NCOLP. Attach statement signed by
individual of voluntary agreement to assignments under the program in accordance with the requirements in chapter 7, AR 614-200.

¢. When applicable, prepare request for waiver in accordance with instructions of unit commander.

d. Check security clearance. If individual does not currently have a security clearance of SECRET or higher, check status of security
investigation; if not previously requested, initiate request for SECRET security clearance.

e. Letters of commendation may be attached if relevant to the soldier’s performance in leadership positions or in logistics related functions.

Step: 4

Action required by: Unit/BnPAC clerk

Description of actions: Prepare correspondence for the signature of the unit commander. Retain copy for suspense purposes and forward
signed application or nomination to the MILPO.

Step: 5

Action required by: Personnel management specialist

Description of actions: Upon receipt of application/nomination for NCOLP, obtain MPRJ and updated copy of DA Forms 2 and 2-1 from
Personnel Records Branch. Review records to see if soldier meets criteria (or is eligible with waiver). Take appropriate action as follows:

a. If service member is ineligible for acceptance into NCOLP, prepare comment to unit commander (or in case of application, to service
member through unit commander). Specify reason for return of application or nomination.

a. If service member meets eligibility requirements (with or without waiver), prepare forwarding comment. See table 3-35-1 for address and
for required enclosures to application or nomination. Legible reproduced copies of DA Forms 2, 2-1 may be used.

Step: 6

Action required by: Personnel management specialist

Description of actions: Give correspondence and records to supervisor for review. Set up office suspense for completion of action as
appropriate.

Step: 7

Action required by: Personnel management supervisor

Description of actions: Review correspondence for accuracy and completeness. If individual meets criteria in AR 614-200, check to be sure
required enclosures are attached (table 3-35-1). Forward correspondence to Personnel management officer for signature and return MPRJ
to the Personnel Records Branch.

Step: 8
Action required by: Personnel management specialist
Description of actions: Dispose of file copy of correspondence as follows:

a. Until action is completed, forward signed comeback copy of correspondence (include copy of waiver when applicable) to the Personnel
Records Specialist for file in MPRJ.

a. Upon completion of action in the case, have file copy withdrawn from MPRJ and follow provisions of AR 340-2 or AR 340-18-7 for filing
and disposition.

c. Destroy suspense file copy when it has served its purpose.

Step: 9

Action required by: Personnel management specialist

Description of actions: Upon receipt of notification from HQDA that service member has been accepted into NCOLP, notify service
member’s unit commander. Prepare appropriate comment to correspondence. If service member is not accepted, return application or
nomination to unit commander, or through unit commander to service member, as appropriate. If known, give reasons for nonacceptance.

Step: 10

Action required by: Personnel management specialist

Description of actions: Initiate DA Form 2446 to award SQI “K” to service member in accordance with chapter 2, AR 600-200 and AR 611-
201. DA Form 2, see Proc 2-58 DA Pam 600-8-2.

Step: 11

Action required by: Personnel management specialist

Description of actions: Determine if service member is to be reassigned to an NCOLP authorized position. If possible, reassign soldier
within the command. Take the following actions:

a. Notify unit commander of proposed assignment action.
a. Request orders if soldier is to be assigned locally.
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Table 3-59
Procedure 3-35 NCOLP—Continued

c. If soldier is not being assigned locally, await HQDA assignment instructions.

Step: 12
Action required by: Personnel management supervisor
Description of actions: Notify the Personnel Records Supervisor to take the following actions:

a. Withdraw action pending copy of application/nomination from the MPRJ. (See step 8 above.)
a. Update records to show award of SQI “K” (AR 640-2-1). See step 10 above.
c. File requests for orders as action pending documents until copies of orders are received.

Step: 13
Action required by: Personnel records specialist
Description of actions: Submit “PMOS” SIDPERS transaction in accordance with Procedure 2-58, DA Pam 600-8-2.

Step: 14

Action required by: Unit/BnPAC/MILPO

Description of actions: Upon acceptance of service member into NCOLP and upon receipt of membership certificate from HQDA, arrange
appropriate ceremony for presentation of certificate to service member.

Step: 15

Action required by: Personnel management supervisor

Description of actions: Upon removal from the NCOLP (for any reason), request orders to withdraw SQI “K” and take appropriate action to
update records. When possible, reassign soldier within the command to a position which is not included in the NCOLP; otherwise, await
assignment instructions from HQDA.

Step: 16

Action required by: Personnel records specialist

Description of actions: Upon receipt of orders to withdraw SQI “K”. Submit “PMOS” SIDPERS transaction in accordance with Procedure 2-
58, DA Pam 600-8-2.

Table 3—-35-1
Guide for processing applications for the noncommissioned officer logistics program

Rule: 1
If the individual: Is eligible (paragraph 7-17 and 1-18, AR 614-200) and desires to apply for entry to the Noncommissioned Officer Logistics
Program
Then the individual will: (1) submit an application on DA Form 4187 (citing AR 614-200 as authority);

(2) submit application between 8-11 months prior to DEROS (if he is assigned oversea);

(3) completion and attach DA Form 2635.Sumbit application 7 to 10 months prior to termination stabilization if the applicant is assigned in
CONUS and not occupying an NCOPL position

And the unit commander will ensure that the application is properly completed: And include a statement in his forwarding CMT that the
prerequisites prescribed by paragraph 7-17 and 7-18, AR 614-200, have been met; attach as inclosures any letters of appreciation/
commendation attesting to the applicant’s background and qualifications; obtain a duplicate copy of the applicant’s DA Forms 2 and 2-1 from
MILPO 9 for ARNG applicants, omit DA Form 2 if not available); if applicant is in receipt of assignment instructions for a non-NCOPL position,
include a statement that applicant “understands that if accepted in NCOLP, he should not expect any current assignment instructions to be
changed to accommodate an NCOLP requirement.” (For USAR applicants, include DA Form 145 or DA Form 1058.)

And forward application through command channels to: HQDA(DAPAC-EPM-L), Alexandria, VA 22331-0400, for approval/disapproval.

Rule: 2
If the individual: Is a member of the ARNG
Then the individual will: (1) submit an application on DA Form 4187 (citing AR 614-200 as authority);
(2) submit application between 8-11 months prior to DEROS (if he is assigned oversea);
(3) completion and attach DA Form 2635.Sumbit application 7 to 10 months prior to termination stabilization if the applicant is assigned in
CONUS and not occupying an NCOPL position

And the unit commander will ensure that the application is properly completed: And include a statement in his forwarding CMT that the
prerequisites prescribed by paragraph 7-17 , AR 614-200, have been met; attach as inclosures any letters of appreciation/commendation
attesting to the applicant’s background and qualifications; obtain a duplicate copy of the applicant’s DA Forms 2 and 2-1 from MILPO 9 for
ARNG applicants, omit DA Form 2 if not available); if applicant is in receipt of assignment instructions for a non-NCOPL position, include a
statement that applicant “understands that if accepted in NCOLP, he should not expect any current assignment instructions to be changed to
accommodate an NCOLP requirement.” (For USAR applicants, include DA Form 145 or DA Form 1058.)
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Table 3-35-1
Guide for processing applications for the noncommissioned officer logistics program—Continued

And forward application through command channels to: THRU: HQDA(NGB-ARP-E), Washington, DC 20310, TO: HQDA(DAPC-EPM-
L) Alexandria, VA 22331-0400

Rule: 3
If the individual: Is a member of the USAR
Then the individual will: (1) submit an application on DA Form 4187 (citing AR 614-200 as authority);
(2) submit application between 8-11 months prior to DEROS (if he is assigned oversea);
(3) completion and attach DA Form 2635.Sumbit application 7 to 10 months prior to termination stabilization if the applicant is assigned in
CONUS and not occupying an NCOPL position

And the unit commander will ensure that the application is properly completed: And include a statement in his forwarding CMT that the
prerequisites prescribed by paragraph 7-17 , AR 614-200, have been met; attach as inclosures any letters of appreciation/commendation
attesting to the applicant’'s background and qualifications; obtain a duplicate copy of the applicant's DA Forms 2 and 2-1 from MILPO 9 for
ARNG applicants, omit DA Form 2 if not available); if applicant is in receipt of assignment instructions for a non-NCOPL position, include a
statement that applicant “understands that if accepted in NCOLP, he should not expect any current assignment instructions to be changed to
accommodate an NCOLP requirement.” (For USAR applicants, include DA Form 145 or DA Form 1058.)

And forward application through command channels to: Commander USARCPAC ATTN: AGUZ-OPMD-E 9700 Page Boulevard St.
Louis, MO 63132-5200 (Include MPRJ.)

3-60. Procedure 3-36 branch clearances
Procedure 3-36 covers the request for MILPERCEN approval of assignment actions (branch clearances).

a. Primary reference is AR 614-200.

b. Forms used are DA Forms 2, 2-1, 2496, and DD Form 173.

€. This procedure supplements AR 614-200. It provides the Military Personnel Office (MILPO) with a standard
method of requesting MILPERCEN approval of an assignment action on branch clearances.

(1) AR 614-200 prescribes when commanders must obtain approval prior to reassigning certain soldiers within their
command. Commanders will ensure that approval is obtained prior to reassignment (paragraph 1-9, AR 614-200).

(2) Commanders with authority to direct permanent change of station (PCS) reassignments will carefully evaluate
the necessity of such action. Use of this authority will be only if operational requirements cannot be satisfied through
reassignment of individuals at the same installation, or by assignment of incoming replacement personnel.

(3) Any movement which constitutes a second or subsequent PCS in one fiscal year is prohibited except as
authorized in AR 614-6.

(4) Branch clearance requests can be initiated by the unit commander to the MILPO or by MILPO to instalation
commander or major command (in accordance with installation/major command policy) to HQDA.

d. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted in according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel in according to AR 340-17 and AR 340-21 series. Disposition
of documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be by burning, shredding, or other appropriate method.

e. The following actions will be taken on request for MILPERCEN approval of assignment actions (branch
clearances):

Table 3-60
Procedure 3-36 branch clearances

Step: 1
Action required by: Unit Cdr

Description of actions: Upon completion of the Unit Manning Report (UMR), procedure 9-16, screen the report for operational requirements
that cannot be satisfied through reassignment of soldiers within the unit or by assignment of incoming replacement personnel.

Step: 2
Action required by: Unit Cdr
Description of actions: Decide whether a request for branch clearance is required.
Note: Branch clearances are required for the following:
a. To request approval to reassign a soldier (paral-9, AR 614-200).
b. Before reassigning/changing the duties of any E9 or promotable E8 (para 5-24, AR 614-200).
c. To utilize soldiers who are not certified members of the Enlisted Club Management Career Program in OOJ duty positions, only under
emergency or unusual circumstances (para 7-51, AR 614-200).
d. To stabilize a soldier in a First Sergeant position immediately following completion of a stabilized tour in other duty positions located at
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Table 3-60
Procedure 3-36 branch clearances —Continued

the same station as the First Sergeant position (para 8-67, AR 614-200).

Step: 3
Action required by: Unit Cdr/1SG/BnPAC/ PSNCO
Description of actions: Provide unit/BnPAC clerk with information needed to request branch clearance (see fig 3-36-1).

Step: 4
Action required by: Unit/BnPAC Clerk

Description of actions: Prepare DA Form 2496 (see fig 3-36-1) for submission through channels to MILPO. Give DA Form 2496 to the 1SG
or BhPAC PSNCO.

Step: 5

Action required by: 1SG/BnPAC/PSNCO

Description of actions: Obtain signature of unit commander or BnPAC supervisor. Forward through command channels as appropriate to
servicing MILPO.

Step: 6
Action required by: Personnel management specialist
Description of actions: Request MPRJ from the Personnel Records Branch for the following:

a. Upon receipt of DA Form 2496 requesting branch clearance.

b. Upon completion of the UMR (procedure 9-16) by Personnel Management Supervisor. |dentity of operational requirements that cannot
be satisfied through reassignment of soldiers at the same installation or by assignment of incoming replacement personnel.
Note: Branch clearances are required for the following:

(1) To request approval to reassign a soldier (para 1-9, AR 614-200).

(2) Before reassigning/changing the duties of any E9 or promotable E8 (para 5-24, AR 614-200).

(3) To utilize soldiers who are not certified members of the Enlisted Club Management Career Program in OOJ duty positions, only under
emergency or unusual circumstances (para 7-51, AR 614-200).

(4) To stabilize a soldier in a First Sergeant position immediately following completion of a stabilized tour in other duty positions located at
the same station as the First Sergeant position (para 8-67, AR 614-200).

Step: 7
Action required by: Personnel management specialist
Description of actions: Determine if soldier meets the following criteria:

a. The reassignment will not cause a second PCS within the same fiscal year (AR 614-6).

Note: If a commander relieves a soldier from duty and the relief requires a PCS move, the commander must submit a request to MILPERCEN
for authority to reassign the soldier and provide justification therefore (para 1-9, AR 614-200, and AR 614-6).

b. Soldier will be able to complete 12 months at the new station from the effective date of assignment (Check ETS, DEROS, as applicable).
Approval of the reassignment does not guarantee any period of stabilization unless stipulated in the approval or authorized for First Sergeant
positions (AR 614-5).

c. Ensure that other assignment instructions have not been received.

Step: 8

Action required by: Personnel management specialist

Description of actions: Prepare DD Form 173 (fig 3-36-2) or letter containing the same data elements to installation commander or major
command (in accordance with installation/major command policy).

Step: 9
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished, if appropriate.

Step: 10
Action required by: Personnel management officer
Description of actions: Review and sign documents if appropriate.

Step: 11
Action required by: Personnel management specialist
Description of actions: Distribute copies as appropriate and return MPRJ to records branch.

Step: 12
Action required by: Personnel management specialist
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Table 3-60
Procedure 3-36 branch clearances —Continued

Description of actions: Set up suspense file.

Step: 13

Action required by: Personnel management specialist

Description of actions: If assignment instructions or orders are received or if the soldier is alerted for another unrelated assignment while
this action is pending, notify the appropriate career branch (table 1-1, AR 614-200) by message and provide the date branch clearance was
submitted.

Step: 14
Action required by: Installation Cdr/MACOM
Description of actions: Review request for branch clearance.

a. If recommending approval, prepare DD Form 173 (figure 3-36-2) or letter containing the same data elements to appropriate career
branch (table 1-1, AR 614-200).
b. If recommending disapproval, return to MILPO stating reasons.

Step: 15
Action required by: Personnel management specialist
Description of actions: a. If disapproval is received from installation commander of MACOM, notify unit commander and soldier of action
and reason for disapproval.
b. Upon receipt of reply from HQDA, pull copy from suspense file.
(1) If disapproved, notify unit commander and soldier of action and reason for disapproval.
(2) If approved, proceed with procedure 3-1, DA Pamphlet 600-8-10.

3-61. Procedure 3-37 sole surviving son/daughter
This covers sole surviving son or daughter status.

a. Primary references are AR 614-100, 614-200.

b. Forms used are DA Forms 2-1, 2446, 2496, 4037, and 4187.

c. This procedure supplements AR 614-100 and AR 614-200. It prescribes guidance for the administrative process-
ing of applications for sole surviving son or daughter status initiated by service members or their immediate family
members (parents or guardian). This procedure is applicable to al military personnel on active duty (except officersin
the Regular Army), including personnel of the Army National Guard and the Army Reserve while serving on Federal
active duty, other than active duty for training.

d. Upon his request or the request of his immediate family, the sole surviving son or daughter of a family which has
suffered the loss of the father or mother (or one or more sons or daughters) in the military service will not be required
to undergo the hazards of combat duty or be subjected to hostile fire.

e. A sole surviving son or daughter is defined as the only remaining son or daughter in a family where, because of
hazards incurred in the line of duty (AR 600-10) incident to service in the Armed Forces of the United States (Army,
Navy, Air Force, Marine Corps, and Coast Guard), the father or mother (or one or more sons or daughters)—

(1) Was killed in action or died in the line of duty as a result of wounds, accident, or disease.

(2) Is captured or in missing-in-action status.

(3) Is permanently 100 percent physically or mentally disabled as determined by the Veterans Administration or one
of the military services, and is hospitalized on a continuing basis, and is not gainfully employed because of such
disability.

f. Neither the acquisition nor retention of sole surviving son or daughter status is dependent upon the existence of
any other living family member.

g. Applications submitted by the service member will be forwarded to the commander exercising general courts-
martial (GCM) jurisdiction, who will authorize the assignment limitation when satisfactory evidence has been presented
and it can be established that the service member is the sole surviving son or daughter. When installations are without
GCM authority, commanders in the grade of rank of colonel and above are delegated the authority.

h. Members of the immediate family may submit requests on behalf of the service member direct to HQDA (DAPC-
EPA-S), Alexandria, VA 22331-0400, for enlisted personnel; HQDA (DAPC-OP—appropriate career division),
Alexandria, VA 22332-0400, for OPMD managed officers; CDR USAMEDPERSA (SGPE—appropriate career activi-
ties office), Washington, DC 20324-2000, for AMEDD officers;, HQDA (DAJA-PT), Washington, DC 20310-2000, for
JAG officers; and HQDA (DACHPEA), Washington, DC 20310-2000, for Chaplains. Requests will include substantiat-
ing evidence and identification of all personnel involved. HQDA will direct the appropriate assignment limitation upon
determination that evidence submitted warrants action. The service member concerned may waive his entitlement to the
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assignment limitation, whether entitlement was based on his own application or the request of members of his
immediate family.

i. A service member who has previously waived sole surviving son or daughter status may request reinstatement of
that status at any time. Initially, request for reinstatement may be submitted verbally but must be confirmed in writing.
Requests for reinstatement will be approved by commanders with GCM authority.

j. Mgor commanders are responsible for taking immediate action to remove service members who are applying for
sole surviving son or daughter status from the hostile fire area or to a “safe haven” within the combat zone until the
GCM authority has had an opportunity to review the case and make a decision.

(1) Service members in receipt of assignment orders or instructions to a combat zone or hostile fire area will be held
at the home station pending the GCM’s review. Upon favorable consideration by the GCM, requests for reassignment
instructions, if appropriate, will be forwarded to HQDA by the most expeditious means available.

(2) Sole surviving sons or daughters will not be assigned to—

(a) Designated combat and hostile fire areas.

(b) Duties requiring travel within the limits of the hostile fire zone.

(3) Exceptions to the sole surviving son or daughters assignment, policy may be made only when the sole surviving
son or daughter is assigned to a command where combat conditions exist, but is not physicaly located in the
established geographical limits of the hostile fire zone.

k. Enlisted personnel who become sole surviving sons or daughters following their enlistment or induction may
request discharge under the provisions of AR 635-200, except when the soldier qualifies as a sole surviving son or
daughter on the basis of a captured or missing-in-action status of the father, mother, sister, or brother. If a soldier
obtains sole surviving son or daughter status as a result of a captured or missing-in-action status of a father, mother,
sister, or brother, assignment limitations as outlined above apply.

|. Paragraph 2-14, AR 600-200, prohibits classification of enlisted sole surviving sons or daughters in combat MOS
unless entitlement to the assignment limitation is waived.

m. Military personnel records and documents containing information of a personal nature will be stored, handled,
and transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be by burning, shredding, or other appropriate method.

3-62. Procedure 3-37A initiated by service member
The following actions will be taken for sole surviving son or daughter status (initiated by the service member):

Table 3-62
Procedure 3-37A initiated by service member

Step: 1
Action required by: Individual

Description of actions: Inform immediate supervisor and Unit Commander of intention to apply for sole surviving son or daughter status and
initiate DA Form 4187 (see fig 37-1).

Step: 2

Action required by: Unit Cdr/1SG/BnPAC/ PSNCO

Description of actions: a. Counsel service member concerning policies contained in AR 614-100, for officer; or chapter 3, section IV, AR
614-200, for enlisted.

b. Verify if service member meets eligibility criteria as outlined in AR 614-100 for officers; chapter 3, section 1V, AR 614-200, for enlisted.

(1) If verification of the status of family members is needed, forward a request by electrically transmitted message, indicating name, grade
of rank, social security number (SSN), and branch of the Armed Forces, where applicable, to the proper address, as shown in table 3-37-1.

(a) Maintain copy of message in suspense file.

(b) Upon receipt of answer, attach both suspense copy and answer as enclosures to DA Form 4187.

(2) If service member does not meet eligibility criteria, give pertinent reasons for disapproval.

c. Forward completed DA Form 4187 with inclosures to MILPO.

d. Furnish the service member a copy of the DA Form 4187.

e. If the service member is in receipt of assignment orders or instructions to a combat zone or hostile fire area, hold the service member at
home station pending resolution of his case by GCM authority. Immediately remove the service member from designated combat and hostile
fire areas, and/or duties requiring travel within the limits of the hostile fire zone.

Note: The service member may be assigned to a command where combat conditions exist but where the service member is not physically
located in the established geographical limits of the hostile fire zone.

f. If necessary, submit deferment for service member in receipt of assignment orders or instructions pending resolution of case by GCM
authority.

Step: 3
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Table 3-62
Procedure 3-37A initiated by service member—Continued

Action required by: Personnel management specialist
Description of actions: a. Obtain MPRJ from the Personnel Records Branch. Also obtain DA Form 4037 if applicant is an officer.

b. Review documents for correctness and completeness and adherence to the regulation (AR 614-100 for officers; AR 614-200 for
enlisted).

c. Ensure all copies are signed and dated by the soldier.

d. Prepare appropriate forwarding comment to GCM authority.

e. If appropriate, submit deferment on service member in receipt of assignment orders or instructions to a combat zone or hostile fire area
pending resolution of his case by GCM authority.

f. Prepare DA Form 2446 reassigning service member from units which are engaged in active combat or are alerted for assignment to the
combat area.

g. Maintain suspense copy of all documents.

h. Forward DA Form 4187, with enclosures, through supervisor to Personnel Management Officer.

Step: 4
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished, if appropriate.

Step: 5
Action required by: Personnel management officer
Description of actions: Review and sign documents. Be sure enclosures are signed and dated.

Step: 6
Action required by: Personnel management specialist
Description of actions: Make distribution of documents. Return MPRJ to Personnel Records Branch.

Step: 7

Action required by: Personnel records specialist

Description of actions: File documents in the action pending portion of the MPRJ (AR 640-10). Disposition will be in accordance with AR
340-2 or AR 340-18-7.

Step: 8
Action required by: GCM Auth/Instl/Div Cdr/Cdr in grade of COL or above
Description of actions: a. Approve/disapprove.

b. State reasons for disapproval.

c. Return to MILPO.

Step: 9

Action required by: Personnel management specialist

Description of actions: Upon receipt of a directive providing for restricted assignment of service member as a sole surviving son or
daughter—

a. Alert service member through his BhPAC/PSNCO/1SG/Unit Commander utilizing the most efficient and quickest means available, of his
status and pending reassignment action (if any).
b. If appropriate, request reassignment instructions from HQDA.

Step: 10

Action required by: Personnel management supervisor

Description of actions: Maintain close supervisory control to ensure required tasks are accomplished in accordance with applicable
directives.

Step: 11
Action required by: Personnel records specialist
Description of actions: a. File documents in the action pending portion of the MPRJ (AR 640-10). Disposition will be in accordance with
AR 340-2 or AR 340-18-7.
b. Make following entry in item 4, DA Form 2-1 (AR 640-2-1): “Do not assign combat area (AR 614-100 or AR 614-200).”
¢. Submit AEA SIDPERS Transaction in accordance with procedure 2-6, DA Pam 600-8-2. (See procedure 5-3.)

Step: 12

Action required by: Personnel records supervisor

Description of actions: Maintain close supervisory control to ensure required tasks are accomplished in accordance with applicable
directives.
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3-63. Procedure 3-37B Initiated by family
The following actions will be taken for sole surviving son or daughter status (initiated by the service member’s
immediate family):

Table 3-63
Procedure 3-37B Initiated by family

Step: 1
Action required by: Personnel management specialist
Description of actions: Upon direction by HQDA—

a. Obtain MPRJ from the Personnel Records Branch.

b. Verify if service member meets eligibility criteria as outlined in AR 614-100 for officers; AR 614-200 for enlisted.

(2) If service member does not meet requirements, obtain information through BhPAC/PSNCO to determine if any change in family status
has occurred which would make him/her eligible for sole surviving son or daughter status.

(2) If service member meets requirements, prepare a DA Form 2496 for the signature of the Personnel Management Officer (fig 3-37-2)
with the HQDA instructions attached as enclosure, and send to the service member's commander requesting an interview to determine
whether or not the service member wants to waive his/her parent’s (or guardian’s) request.

(3) Maintain copy of DA Form 2496 in suspense file.

c. Return MPRJ to the Personnel Records Branch.

Step: 2
Action required by: BhPAC/PSNCO
Description of actions: When directed—

a. Have service member interviewed by 1SG/Unit Commander to determine if any change in status of immediate family has occurred that
would make service member eligible for sole surviving son/daughter status (AR 614-100 or AR 614-200).
b. Inform Personnel Management Specialist.

Step: 3

Action required by: Unit Cdr/1SG/BnPAC/PSNCO

Description of actions: a. Counsel service member concerning AR 614-200, for enlisted.
b. If soldier meets eligibility requirements—
(1) Determine if he/she wants to waive his/her parent’s (or guardian’s) request.
(2) Have service member execute statement (comment 2 to the DA Form 2496), in duplicate, (see fig 3-37-3) if he/she desires a waiver; or
(3) Have service member complete DA Form 4187, in the format of figure 3-37-1, if he/she wishes sole surviving son/daughter status.
(4) Ensure all copies are signed and dated by the service member.
c. Return DA Form 2496 with appropriate comment and all enclosures to MILPO.

Step: 4
Action required by: Personnel management specialist
Description of actions: Upon receipt of DA Form 2496 with statement or DA Form 4187—

a. Obtain MPRJ from Records Branch.
b. Prepare appropriate forwarding comment to HQDA.
c. Destroy suspense copy.

Step: 5
Action required by: Personnel management specialist

Description of actions: If BAPAC/PSNCO has determined that service member has become eligible due to a recent family status change,
and—

a. If verification is needed—

(1) Forward a request by electrically transmitted message, indicating name, grade of rank, SSN, and branch of the Armed Forces, where
applicable, to the proper address, as shown in table 3-37-1, to obtain verification of the status of other family members who are or were
service members.

(2) Maintain copy of message in suspense file.

(3) Upon receipt of answer, attach with suspense copy of message of DA Form 2496 as enclosure and send to commander in accordance
with step 1, above.

b. If verification is not needed, send DA Form 2496 to commander in accordance with step 1, above.

Step: 6
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Table 3-63
Procedure 3-37B Initiated by family —Continued

Action required by: Personnel management specialist

Description of actions: If BhPAC/PSNCO has determined that service member is not eligible and/or no status change has occurred,
prepare appropriate forwarding comment to HQDA.

Step: 7
Action required by: Personnel management specialist
Description of actions: Forward documents with enclosures through supervisor to the Personnel Management Officer.

Step: 8
Action required by: Personnel management supervisor
Description of actions: Review completed documents for accuracy.

Step: 9
Action required by: Personnel Management Officer
Description of actions: Review and sign documents. Be sure enclosures are signed and dated.

Step: 10

Action required by: Personnel management specialist

Description of actions: a. Make distribution of documents.
b. Return MPRJ to the Personnel Records Branch.

Step: 11

Action required by: Personnel records specialist

Description of actions: File documents in the action pending portion of the MPRJ (AR 640-10). (Disposition in accordance with AR 340-2 or
AR 340-18-7.)

Step: 12
Action required by: Personnel management specialist
Description of actions: Upon receipt of a directive providing for restricted assignment of service member as a sole surviving son/daughter—

a. Immediately prepare DA Form 2446 reassigning service member from units which are engaged in active combat or are alerted for
assignment to the combat area.

b. Alert service member, utilizing the most efficient and quickest means available, of his status and pending reassignment action, through
the BnPAC/PSNCO and Unit Commander/1SG.

Step: 13
Action required by: Personnel management supervisor

Description of actions: Maintain close supervisory control to assure required tasks are accomplished in accordance with applicable
directives.

Step: 14
Action required by: Personnel records specialist
Description of actions:  a. File documents in the action pending portion of the MPRJ (AR 640-10). (Disposition in accordance with AR 340-
2 or AR 340-18-7.)
b. Make following entries in item 4, DA Form 2-1 (AR 640-2-1): “Do not assign combat area (AR 614-100 or AR 614-200).”
c. Submit AEA SIDPERS transaction in accordance with procedure 2-6, DA Pamphlet 600-8-2.

Step: 15

Action required by: Personnel records supervisor

Description of actions: Maintain close supervisory control to assure required tasks are accomplished in accordance with applicable
directives.

Table 3-37-1
Guide for locating military personnel records of family members

Rule: 1la

If other family members are or were serving with the: Army

And if the service status of the family member is: Officer personnel on active duty.

Then, military records to verify his status are located at: HQDA(DAPC-OP-appropriate career branch), Alexandria, VA 22332-0400

Rule: 1b
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Table 3-37-1
Guide for locating military personnel records of family members—Continued

If other family members are or were serving with the: Army
And if the service status of the family member is: Enlisted personnel on active duty (including members of Reserve components).
Then, military records to verify his status are located at: US Army Enlisted Records Center, Fort Benjamin Harrison, IN 46249-5301

Rule: 1c

If other family members are or were serving with the: Army

And if the service status of the family member is: Officer personnel completely separated subsequent to 30 Jun 1917 or enlisted
members completely separated subsequent to 31 October 1912.

Then, military records to verify his status are located at: National Personnel Records Center, GSA (Military Personnel Records), 9700
Page Boulevard, St. Louis, MO 63132-5200.

Rule: 1d

If other family members are or were serving with the: Army

And if the service status of the family member is: Retired officer and enlisted personnel. Officers in Reserve status not on active or Army
enlisted reservists not on active duty; or a member of Army National Guard who performed active duty.

Then, military records to verify his status are located at: US Army Reserve Components Personnel an Administration Center, 9700 Page
Boulevard, St. Louis, MO 63132-5200.

Rule: 2a

If other family members are or were serving with the: Air Force

And if the service status of the family member is: Officer personnel on extended active duty and in a retired (pay) status.

Then, military records to verify his status are located at: Air Force Military Personnel Center (Air Force Section) Randolph AFB, TX
78148-6001.

Rule: 2b

If other family members are or were serving with the: Air Force

And if the service status of the family member is: Enlisted personnel on extended active duty and in a retired (pay) status.

Then, military records to verify his status are located at: Air Force Military Personnel Center (Air Force Section) Randolph AFB, TX
78148-6001.

Rule: 2c

If other family members are or were serving with the: Air Force

And if the service status of the family member is: Officer and enlisted personnel completely separated.

Then, military records to verify his status are located at: National Personnel Records Center, GSA (Military Personnel Records), 9700
Page Boulevard, St. Louis, MO 63132-5200.

Rule: 3a

If other family members are or were serving with the: Navy

And if the service status of the family member is: Officer and enlisted personnel on active duty. Officer personnel separated or retired less
than 1 year. Enlisted personnel separated or retired less 4 months.

Then, military records to verify his status are located at: Bureau of Navy Personnel, Records Branch, Washington, DC 20370-5036.

Rule: 3b

If other family members are or were serving with the: Navy

And if the service status of the family member is: Officer personnel 1 year after being separated or retired. Enlisted personnel completely
separated or retired 4 months or more since separation or retirement.

Then, military records to verify his status are located at: National Personnel Records Center, GSA (Military Personnel Records), 9700
Page Boulevard, St. Louis, MO 63132-5200.

Rule: 4a

If other family members are or were serving with the: Marine Corps

And if the service status of the family member is: Officer and enlisted personnel on active duty. Officer and enlisted personnel completely
separated-less than 4 months since complete separation.

Then, military records to verify his status are located at: Commandant of the Marine Corps, Headquarters, US Marine Corps,
Washington, DC 20380-0001.

Rule: 4b

If other family members are or were serving with the: Marine Corps

And if the service status of the family member is: Retired officers and enlisted personnel. Officers and enlisted personnel completed-less
than 4 months since completed separation

Then, military records to verify his status are located at: National Personnel Records Center, GSA (Military Personnel Records), 9700
Page Boulevard, St. Louis, MO 63132-5200.

Rule: 5a

134 DA PAM 600-8 1 August 1986



Table 3-37-1
Guide for locating military personnel records of family members—Continued

If other family members are or were serving with the: Coast Guard

And if the service status of the family member is: Officer and enlisted personnel on active duty. Officer personnel separated less than 3
months or before 1 January 1929. Enlisted personnel separated less than 6 months.

Then, military records to verify his status are located at: Commandant, US Coast Guard, (G-PE3) Washington, DC 20593.

Rule: 5b

If other family members are or were serving with the: Coast Guard

And if the service status of the family member is: Retired officer and enlisted personnel. Officer personnel completely separated, after 31
December 1928, except those separated less than 3 months. Enlisted personnel completely separated, except those separated less 6
months.

Then, military records to verify his status are located at: National Personnel Records Center, GSA (Military Personnel Records), 9700
Page Boulevard, St. Louis, MO 63132-5200.

Notes:
As used herein, the term “separate” includes deceased personnel.

3-64. Procedure 3-38 Army bands program
Procedure 3-38 covers army bands career program (ABCP).

a. Primary references are AR 220-90 and 614-200.

b. Forms used are DA Forms 2, 2-1, 1633-R, 2446, and 4187

¢. This procedure supplements AR 220-90 and AR 614-200. It prescribes guidance pertaining to the submission and
processing of applications of personnel for membership in the Army Bands Career Program (ABCP). All enlisted
personnel who possess, or are awarded an MOS in the 02 series are automatically included in the ABCP without
further action on their part.

(1) Soldiers may submit applications for the ABCP through channels to division or installation commanders who
will transmit applications recommended for approval through HQDA (DAAG-MSB), Washington, DC 20310-2000, to
HQDA (DAPC-EPM-A), Alexandria, VA 22331-0400. All applicants will be notified of acceptance or nonacceptance
in the program.

(2) Soldiers must meet the prerequisites indicated in section VI, chapter 7, AR 614-200. Waivers must be approved
by HQDA (DAAG-MSB). Commanders are urged to encourage personnel with musical talent to audition and apply for
the program. Career development of members will be accomplished through assignments and training in accordance
with the soldier's demonstrated performance.

d. Formal school training is conducted at the School of Music, Naval Amphibious Base (Little Creek), Norfolk, VA.
Soldiers selected for initial training and subsequent membership in the program will be assigned to the School of Music
on a PCS basis and will receive ultimate assignment instructions prior to graduation from the course.

e. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be by burning, shredding, or other appropriate method.

f. The following actions will be taken for the Army bands career program (ABCP).

Table 3-64
Procedure 3-38 Army bands program

Step: 1
Action required by: Individual
Description of actions: Inform immediate supervisor and Unit Commander of intention to volunteer for the ABCP.

Step: 2
Action required by: Unit Cdr/1SG/BnPAC/PSNCO
Description of actions: Interview soldier to determine validity of request. Use ABCP Criteria (para 3-64) as a guide to assist.

a. If soldier appears to be qualified, arrange for an interview and audition by the active duty Bandmaster of the nearest installation.
Expenditure of Government funds for travel or per them for purposes of audition is not authorized. Provide soldier DA Form 1633-R to record
results of audition. (See fig 3-38-1.)

b. If soldier is not eligible or not qualified, inform the soldier of the reason(s). If the request is not valid due to unfavorable information (para
1-4a, AR 600-37) refer soldier to paragraph 2-6, AR 600-37.
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Table 3-64

Procedure 3-38 Army bands program—Continued
Step: 3

Action required by: Individual

Description of actions: Report to Bandmaster for audition.

Step: 4
Action required by: Bandmaster
Description of actions: a. Conduct interview and audition. Brief soldier concerning requirements of paragraph 7-40, AR 614-200.
b. Record audition on DA Form 1633-R in triplicate.
c. If soldier successfully completes the audition and is acceptable for entry into the ABCP, provide soldier with a letter of recommendation.
Address the letter through HQDA (DAAG-MSB), Washington, DC 20310-2000, to HQDA (DAPC-EPM-A), Alexandria, VA 22331-0400.
d. If soldier is not acceptable, give reasons.

Step: 5
Action required by: Unit/BnPAC clerk
Description of actions: a. If favorably recommended by the Bandmaster, assist soldier in preparing DA Form 4187 requesting
assignment to the ABCP. Provide copy of Privacy Act Statement, prior to having the soldier complete the DA Form 4187. (See fig 3-38-2 and
procedure 9-1, this pamphlet.)

b. Attach original copy of DA Form 1633-R and the letter of recommendation from the Bandmaster to the DA Form 4187. A copy of these
documents will be mailed to HQDA (DAAG-MSB), WASH DC 20310-2000. A third copy will be maintained in unit files.

Step: 6

Action required by: 1SG/BnPAC/PSNCO

Description of actions: Review paperwork for completeness and adequacy of justification. Be sure all factors bearing on the case are
complete with required signatures. Forward to unit commander for his review and recommendations.

Step: 7
Action required by: Unit Cdr
Description of actions: Review request. Inform 1SG/BnPAC/PSNCO of your recommendation. If recommending disapproval, give reasons.

Step: 8

Action required by: 1SG/BnPAC/PSNCO

Description of actions: Have forwarding comment prepared and obtain signature of unit commander or BnPAC supervisor. Forward
request through command channels as appropriate to servicing MILPO.

Step: 9
Action required by: Personnel management specialist
Description of actions: a. Obtain soldier's MPRJ from the Personnel Records Specialist.

b. Verify that soldier meets the eligibility criteria and prerequisites contained in section VI, chapter 7, AR 614-200; DA Pamphlet 351-4; and
the MOS requirements in AR 611-201.

c. If soldier does not meet the criteria prepare a return comment to the soldier's unit commander stating reasons for disapproval.

d. If soldier does meet the criteria, prepare continuing comment addressed through HQDA(DAAG-MSB), WASH DC 20310-22000 to
HQDA (DAPC-EMP-A), Alexandria, VA 22331-0400. Ensure that the copies of DA Form 1633-R and the letter of recommendation from the
Bandmaster are attached as enclosures to the DA Form 4187. Add copies of soldier's DA Forms 2 and 2-1.

e. Give correspondence and records to supervisor.

Step: 10
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished.

Step: 11
Action required by: Personnel management officer
Description of actions: Review and sign documents as appropriate.

Step: 12
Action required by: Personnel management specialist

Description of actions: a. Make distribution of DA Form 4187 with inclosures. (See procedure 9-1, this pamphlet.)
b. Retain one copy for suspense file.
c. Return MPRJ to the Personnel Records Branch with a copy of application.

Step: 13
Action required by: Personnel records specialist
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Table 3-64
Procedure 3-38 Army bands program—Continued

Description of actions: a. File documents in MPRJ in accordance with AR 640-10.
b. File copy of soldier's DA Form 4187 with inclosures in the action pending portion of the MPRJ.

Step: 14

Action required by: Personnel records supervisor

Description of actions: Maintain close supervisory control to ensure required tasks are accomplished in accordance with applicable
directives.

Step: 15
Action required by: Personnel management specialist
Description of actions: a. Upon notification of acceptance/nonacceptance into the ABCP by HQDA, notify unit commander.

b. Pull copy from suspense file.

c. If the soldier is not accepted into ABCP, prepare comment returning the application through the unit commander to the soldier specifying
reasons for disapproval.

d. If soldier is accepted into ABCP, obtain soldier's MPRJ from the Personnel Records Specialist.

e. Determine the following actions from HQDA notification of acceptance:

(1) Has soldier been scheduled for formal training? (See procedure 3-10. this pamphlet.)

(2) Are reclassification orders required? If so, prepare DA Form 2446 awarding or withdrawing PMOS, SMOS, AMOS, as appropriate. (See
chap 2, AR 600-200; AR 611-201; and AR 310-10.)

(3) Are reassignment orders required? (See procedure 3-1, DA Pam 600-8-10, and AR 310-10.)

(4) If soldier does not meet length-of-service criteria, initiate action for discharge with reenlistment or extension of current term of enlistment
in accordance with chapter 3, AR 601-280. Action must be completed prior to departure for training.

Step: 16

Action required by: Personnel management supervisor

Description of actions: Maintain close supervisory control to ensure required tasks are accomplished in accordance with applicable
directives.

Step: 17
Action required by: Personnel management officer
Description of actions: Review and sign documents as required.

Step: 18
Action required by: Personnel management specialist
Description of actions: a. Make distribution of documents.
b. Return MPRJ to the Personnel Records Branch with copy of any new documents required for file in the MPRJ.

Step: 19

Action required by: Individual

Description of actions: For voluntary or involuntary withdrawal from the ABCP, see paragraph 7-45, AR 614-200 and procedure 3-46, this
pamphlet.

3-65. Army bands career program criteria

a. Enlisted personnel applying for the Army bands career program must meet the following criteria:

(1) Be qudlified for award of PMOS in the 02 series.

(2) Not be receiving an enlistment/reenlistment bonus on current enlistment.

(3) Not be aerted for or on orders to an oversea assignment.

(4) Not be under suspension of favorable personnel actions (AR 600-31).

(5) Not be aformer member of the ABCP who was involuntarily removed from the program for cause or for failure
to maintain a required level of proficiency.

b. In addition a soldier must have—

(1) A background in instrumental performance.

(2) An ability to read musical notation fluently in the clef(s) appropriate to the instrument.

(3) A working knowledge of major and minor scales and their related arpeggios, intervals, fundamentals of general
musical notation, musical terminology, and key signatures most commonly encountered in band literature for the
specific instrument.
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3-66. Procedure 3-39 club management program
Procedure 3-39 covers enlisted club management career program.

a. Primary references are AR 230-60, 611-201, and 614-200.

b. Forms used are DA Forms 2, 2-1, 2446, 2467, 2635, 4187, 5235-R, DD Form 4 series, DD Forms 398-2
(Department of Defense Personnel Security Questionnaire (National Agency Check)), 1610, and 1879.

c. This procedure supplements AR 230-60, AR 611-201, AR 614-200 and DA Pamphlet 351-4. It prescribes
guidance for the administrative processing of applications from enlisted personnel who volunteer for or request release
from the Enlisted Club Management Career Program and for commanders in the chain of command who recommend
involuntary removal of an individual from the program. This procedure is applicable to Active Army enlisted personnel
in grade E5 or above, serving on second or subsequent enlistment, and members of the US Army Reserve serving on
Federal Active Duty, other than Active Duty for Training. Personnel volunteering for the Enlisted Club Management
Career Program must meet the selection criteria and prerequisites shown in section VI, chapter 7, AR 614-200; and the
MOS requirements prescribed by AR 611-201.

d. The Commander, MILPERCEN, exercises centralized control over the acceptance, selection for training, classifi-
cation/ reclassification, assignment, retention, and career management of al soldiers in the Enlisted Club Management
Career Program. Club and Community Activities Management Directorate (CCAMD) acts as advisor and assistant to
the Commander, MILPERCEN in matters relating to the procurement and retention of soldiers in the program.
Authority for award of, and reclassification from, MOS OQJ is retained by the Commander, MILPERCEN. Soldiers
who request voluntary release from the program may apply for reentry at a later date if eligibility criteria contained in
chapter 7, AR 614-200, and the MOS requirements prescribed by AR 611-201 have been met.

e. Involuntary release from the Enlisted Club Management Career Program may be recommended by any com-
mander in the chain of command or initiated by the CCAMD, or the Commander, MILPERCEN.

f. Request for award/or redesignation of MOS OOJ as secondary or additional MOS will be approved only when
service member has possessed MOSC O0J as PMOS and then only by Commander, MILPERCEN.

g. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-20 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be by burning, shredding, or other appropriate method.

3-67. Procedure 3-39-1 application
The following actions will be taken for the enlisted club management career program—application.

Table 3-67
Procedure 3-39-1 application

Step: 1

Action required by: Individual

Description of actions: Inform immediate supervisor and Unit Commander of intention to volunteer for Enlisted Club Management Career
Program.

Step: 2
Action required by: Unit Cdr/ISG/BnPAC/PSNCO
Description of actions:  a. Verify if the soldier meets eligibility criteria and prerequisites as indicated in section VIII, chapter 7, AR 614-200;
and the MOS requirements prescribed by AR 611-201 (see figs 3-39-1 and 3-39-2).
b. If the soldier meets these requirements, arrange for an interview by an Installation/Area Club Manager.
c. Have the soldier obtain MPRJ for review by Installation/Area Club Manager.

Step: 3
Action required by: Installation/area club manager
Description of actions: Take the following actions:

a. Prior to interview, contact applicant’s unit commander to determine if applicant has&mdash

(1) Demonstrated skills or potential to undertake supervisory functions in the areas of food and beverage management, entertainment
programs, and retail food and beverage sales.

(2) A history of personal integrity and leadership conducive to occupying a position of trust and confidence.

(3) No record of unfavorable background or other derogatory information or evidence which reflects unfavorably on the soldier’s character,
integrity, trustworthiness and reliability.

b. Conduct the interview using figure 3-39-1. See figure 3-39-2 for waivers.

c. Assist the soldier in preparing Club Management Career Program volunteer statement (DA Form 5235-R) located in the back of volume.
Have the soldier sign statement and furnish the individual a copy.

d. Upon completion of interview, prepare summary of results and recommendation for or against acceptance into the program by letter (fig
3-39-6).
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Table 3-67
Procedure 3-39-1 application—Continued

e. Forward the original copy of document in paragraphs ¢ and d, above, to the soldier’'s unit commander.

Step: 4
Action required by: Individual
Description of actions: Return MPRJ to the Personnel Records Branch.

Step: 5
Action required by: Unit Cdr/1SG/BnPAC PSNCO
Description of actions: a. Assist the soldier in preparing request for entry into the Enlisted Club Management Career Program (fig 3-39-
5).

b. Have the soldier complete DA Form 2635 in accordance with procedure 6-3, this pamphlet.

c. If needed, have the applicant execute statement as required by paragraph 2-6, AR 600-37, for those recommendations against
acceptance which are based on unfavorable or derogatory information. (See fig 3-39-3.)

d. If the soldier desires to waive an enlistment commitment in order to attend the Club Management Course, soldier must sign a statement,
in duplicate, as in figure 3-10-2, procedure 3-10.
Note: Statement will be filed in the permanent section of the MPRJ (for junior enlisted personnel) attached to the DD Form 4. Waviver of
enlistment commitment statements for senior enlisted personnel will be filed in the OMPF only. If the soldier has an enlistment commitment
for a specific unit, station, command, or geographic area, contact HQDA(DAPC-EPT-1), Alexandria, VA 22331-0400 (AUTOVON 221-8489
or 221-8490) before taking any action. Waiver of enlistment commitment does not constitute authority to change the training MOS without
prior approval of HQ MILPERCEN

e. Ensure that soldier possesses or can acquire required security clearance (AR 604-5) prior to attendance at school. Take action to initiate
or update security investigation (ENTNAC or higher) within 5 years preceding date of application.

f. If applicant is in CONUS and is entitled to travel and shipment of household goods under the provisions of Joint Travel Regulation, have
applicant read statement as shown in figure 3-10-4, procedure 3-10, this pamphlet and take appropriate action.

g. Include statement by unit commander pertaining to applicant’s background, training, experience, and/or education which is considered
qualifying for acceptance of the soldier into the program and for subsequent Army-wide assignment in MOS OQJ.

h. If required, include unit commander’s recommendation for or against any required and authorized waiver of prerequisites for selection.

i. Forward DA Form 4187, with inclosures, to MILPO after completion and signature. Following inclosures are mandatory: Installation /Area
Club Manager Letter of Recommendation, Volunteer Statement, Enlisted Preference Statement. Other forms will be submitted when
appropriate. Furnish the soldier a copy of DA Form 4187.

Step: 6

Action required by: BnhPAC/PSNCO

Description of actions: Forward DA Forms 4187 with inclosures by CMT 2, through command channels as appropriate, to servicing MILPO.
(See fig 3-39-4.)

Step: 7
Action required by: Personnel management specialist
Description of actions: a. Obtain MPRJ from the Personnel Records Specialist.

b. Verify that the soldier meets eligibility criteria and prerequisites contained in section VII, chapter 7, AR 614-200; and the MOS
requirements prescribed by AR 611-201.

c. Prepare forwarding comment to HQDA (DAPC-OPA-C), Alexandria, VA 22332-0400. Be sure a copy of volunteer statement, letter of
recommendation, preference statement, and all allied papers such as statement of acknowledgement of unfavorable information, waivers
(signed copy), etc., are included. Reproduce and attach one copy of soldier's updated DA Forms 2 and 2-1 (to reflect service member’s
current height and weight) to the request.

(1) Applications submitted by soldiers serving in oversea areas in Europe and the Pacific (except Hawaii) will be forwarded by the major
oversea commander through the appropriate club management regional field officer (EUROPE: Chief, European Regional Office, Club and
Community Activities Management Directorate, TAGO, APO NY 09090), (PACIFIC: Chief, Far East Regional Office, Club and Community
Activities Management Directorate, TAGO, APO SF 96301) to MILPERCEN.

(2) Applications submitted by soldiers serving in oversea areas other than above will be forwarded by the major oversea commander
directly to MILPERCEN.

Step: 8
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished.

Step: 9
Action required by: Personnel management officer
Description of actions: Review and sign documents. Be sure requests for waiver(s), if any, including copies, are signed.

Step: 10
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Table 3-67
Procedure 3-39-1 application—Continued

Action required by: Personnel management specialist
Description of actions: a. Make distribution of request for entry into the Enlisted Club Management Career Program. (See procedure 9-1,
this pamphlet.)

b. Retain a copy for suspense files. Return MPRJ to the Personnel Records Branch with a copy of the DA Form 4187 and all pertinent
enclosures.

Step: 11
Action required by: Personnel records specialist
Description of actions: File copy of the DA Form 4187 with all pertinent enclosures as action pending document in MPRJ.

Step: 12
Action required by: Personnel management specialist
Description of actions: Upon receipt of HQDA response, take following actions as required:

a. Notify the soldier through BNPAC/PSNCO of acceptance or nonacceptance for entry into the Enlisted Club Management Career
Program.

b. Pull copy from suspense file. If the soldier is accepted, take the following actions as required:

(2) If the soldier does not meet length-of-service criteria, initiate action for discharge and immediate reenlistment or extension of current
term of enlistment in accordance with chapter 3, AR 601-280. Action must be completed prior to departure for training.

(2) Prepare DD Form 1610, as appropriate, to attend club management training.

(3) Soldier requires ENTNAC or higher, completed, or updated within 5 years. If the soldier will be attending training in a TDY status, enter
the following personnel security investigation data in Iltem 16, DD Form 1610:

(a) Type of investigation,

(b) Authority, and

(c) Date completed.

(4) It the soldier will be attending school in a TDY status, ensure the following documents accompany him:

(a) Copy of the Enlisted Club Management Career Program volunteer statement.

(b) Copy of letter of acceptability for club management training.

(c) Copy of DA Form 2 and TDR Cards produced from “INQY” SIDPERS transaction and a photocopy of DA Form 2-1.

(d) Health Records (DA Form 3444 series).

(e) DA Form 2467.

(f) DD Form 398-2 or 1879, if appropriate.

(5) Arrange for service member’s release from present unit of assignment for OJT within the Club Management System. The installation
club manager is required to evaluate service member's progress during OJT period, and attest to his/her successful completion of training.
(The installation club manager should use the applicant in a true OJT role for learning experience). If the soldier does not perform
satisfactorily, the installation club manager should recommend to HQDA (DAPC-OPA-C) that the applicant be deleted from assignment to the
club management course. If the soldier does not perform satisfactorily, the Installation Club Manager should recommend to HQDA (DAPC-
OPA-C), that the applicant be deleted immediately to preclude further processing and attendance at the club management course.

Step: 13
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished.

Step: 14
Action required by: Personnel management officer
Description of actions: Review and sign documents.

Step: 15
Action required by: Personnel management specialist
Description of actions: Make distribution of documents.

Step: 16
Action required by: Unit clerk/1Sg/BnPAC/PSNCO
Description of actions: Upon return of the soldier from school, take the following actions:

a. If the soldier successfully completed the course, forward a copy of Certificate of Training to the MILPO.
b. If the soldier did not complete the course, forward a copy of the noncompletion letter to the Personnel Records Specialist.

Step: 17
Action required by: Personnel management specialist

Description of actions: Upon receipt of Certificate of Training, prepare orders reassigning the soldier in accordance with HQDA-issued
assignment instructions. (See procedure 3-1, DA Pam 600-8-10).
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Table 3-67

Procedure 3-39-1 application—Continued

Step: 18

Action required by: Personnel management supervisor

Description of actions: Review documents to ensure required tasks are accomplished.

Step: 19
Action required by: Personnel management officer/military personnel officer
Description of actions: Review and sign documents.

Step: 20
Action required by: Personnel management specialist
Description of actions: Make required distribution of documents. Forward Certificate of Training to the Personnel Records Branch.

Step: 21
Action required by: Personnel records specialist
Description of actions: a. Upon receipt of copy of Certificate of Training and other orders as applicable, complete the following actions:
(1) Make appropriate entries in item 17, DA Form 2-1 (AR 640-2-1).
(2) File documents in accordance with AR 640-10.
b. Upon receipt of noncompletion letter, make appropriate entry in item 4, DA Form 2-1 (AR 640-2-1). Return copy of letter to individual
through BnPAC/PSNCO.

Step: 22

Action required by: Personnel records supervisor

Description of actions: Maintain close supervisory control to ensure required tasks are accomplished in accordance with applicable
directives.

Step: 23
Action required by: Personnel management specialist
Description of actions: Assign service member as a Club Manager (O0J).

Step: 24

Action required by: Personnel Management Specialist

Description of actions: Upon notification of acceptance for Enlisted Club Management Program by HQDA, prepare DA Form 2446
awarding or withdrawing PMOS, SMOS, AMOS, as appropriate. (See chapter 2, AR 600-200, and AR 611-201.)

Step: 25
Action required by: Personnel records specialist
Description of actions: Upon receipt of reclassification orders to PMOS OOJ, take the following actions:
a. Submit PMOS and SMOS SIDPERS transactions to update DA Form 2 (AR 640-2-1), as appropriate. (See procedures 2-58, and 2-79,

DA Pam 600-8-2).
b. File documents in accordance with AR 640-10.

3-68. Procedure 3-39-2 reclassification.
The following actions will be taken for the enlisted club management career program—release reclassification.

Table 3-68
Procedure 3-39-2 reclassification.

Step: 1

Action required by: Individual

Description of actions: Voluntary release. Inform immediate supervisor and Unit Commander of intention to request Voluntary release and
reclassification from the Enlisted Club Management Career Program. Service member will provide valid reasons for requesting release;
identify 3 MOS in which he/she qualifies and prefers to be reclassified, if release is approved; and any additional information deemed
appropriate to support the request. Prepare request on DA Form 4187 with above data and submit through command channels to HQDA
(DAPC-OPA-C), Alexandria, VA 22332-0400 for final action.

Step: 2

Action required by: Installation/area club manager

Description of actions: Interview service member to ascertain reasons for request and recommend for or against release from the Enlisted
Club Management Career Program. Furnish any additional information having significant bearing on the request to include present duties
assigned.
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Table 3-68

Procedure 3-39-2 reclassification. —Continued
Step: 3

Action required by: Unit Cdr/1SG/BnPAC/PSNCO
Description of actions: Ensure that—

a. 3 MOS are shortage or balanced MOS as listed in DA Circular 611 series and are MOS in which service member qualifies for
reclassification.

b. Installation/Area Club Manager’s recommendation is included.

c. Assistance is provided in preparing DA Form 4187. At Commander’s discretion, retain service member in club duties or direct other
utilization pending final action.

Step: 4

Action required by: Personnel management specialist

Description of actions: a. Obtain MPRJ from Personnel Records Branch for review and verification that minimum requirements are met
for requested MOS (AR 611-201). Prepare forwarding comment to HQDA (DAPC-OPA-C), Alexandria, VA 22332-0400. Reproduce and
attach one copy of service member’s updated DA Forms 2 and 2-1 to the request.

b. Applications submitted by soldiers serving in oversea areas in Europe and the Pacific (except Hawaii) will be forwarded by the major
oversea commander through the appropriate club management regional/field office (EUROPE: Chief, European Regional Office, Club and
Community Activities Management Directorate, TAGO, APO New York 09090; (PACIFIC: Chief, Far East Regional Office, Club and
Community Activities Management Directorate, TAGO, APO San Francisco 96301) to MILPERCEN.

c. Applications submitted by soldiers serving in oversea areas other than above will be forwarded by the major oversea commander directly
to MILPERCEN.

Step: 5
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished.

Step: 6
Action required by: Personnel management officer/military personnel officer
Description of actions: Review and sign documents.

Step: 7
Action required by: Personnel management specialist
Description of actions:  a. Make distribution of request for release/reclassification from the Enlisted Club Management Career Program.
(See procedure 9-1, this pamphlet).

b. Retain a copy for suspense file. Return MPRJ to the Personnel Records Specialist with a copy of request for release/reclassification and
all pertinent enclosures.

Step: 8
Action required by: Personnel records specialist
Description of actions: File a copy of the DA Form 4187 with enclosure as action pending document in MPRJ.

Step: 9
Action required by: Personnel management officer
Description of actions: Upon receipt of finalized action, notify the soldier of action taken through the BnPAC/PSNCO.

Step: 10

Action required by: Personnel Management Specialist

Description of actions: Upon notification of approved voluntary release from the Enlisted Club Management Program by HQDA, take the
following actions:

a. Obtain MPRJ from Personnel Records Branch.

b. Prepare DA Form 2446 awarding or withdrawing MPOS/SMOS/AMOS, as appropriate. (See chapter 2, AR 600-200, and AR 611-201.)
c. If reassignment instructions are received from HQDA, process IAW procedure 3-1, DA Pam 600-8-10.

d. Prepare DA Form 2446 reassigning the soldier, as appropriate.

Step: 11
Action required by: Personnel Management Supervisor
Description of actions: Review completed document for accuracy.

Step: 12
Action required by: Personnel Management Officer
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Table 3-68
Procedure 3-39-2 reclassification. —Continued

Description of actions: Review and sign documents.

Step: 13

Action required by: Personnel Management Specialist

Description of actions: a. Make distribution of documents.
b. Return MPRJ to the Personnel Records Branch.

Step: 14
Action required by: Personnel Records Specialist
Description of actions: Upon receipt of reclassification orders, take the following actions:

a. Submit “PMOS and SMOS” SIDPERS transactions, as appropriate. (See procedure 2-58 and 2-79, DA Pam 600-8-2.)
b. File documents in accordance with AR 640-10.

Step: 15

Action required by: Commander/installation club manager

Description of actions: b. Involuntary release. Anyone in the chain of command may request involuntary release of a club manager from the
Enlisted Club Management Career Program, providing sufficient cause can be proved. Commander/Installation Club Manager will counsel
soldier on proposed action that will be taken, and will comply with the provisions of AR 600-37. DA Form 4187 will be initiated to accomplish
the involuntary release of a club manager.

Step: 16

Action required by: Installation commander

Description of actions: Identify 3 MOS in which soldier is qualified for reclassification. Furnish any additional information deemed
appropriate to support the request. Ensure Installation/Area Club Manager has counseled soldier and included his recommendation. Give
soldier an opportunity to list 3 MOS in which he is qualified and desires reclassification and include a statement from the soldier indicating his
consent or objection to reclassification. At commander’s discretion, retain soldier in club duties or direct other utilization pending final action
by MILPERCEN.

Step: 17
Action required by: BnPAC/PSNCO
Description of actions: Review the DA Form 4187 for accuracy and to ensure that appropriate statements are attached.

Step: 18

Action required by: Personnel management specialist

Description of actions: a. Obtain MPRJ from Personnel Records Branch for review. Reproduce and attach one copy of service member’s
updated DA Forms 2 and 2-1 to the DA Form 4187.

b. DA Form 4187 submitted by Commanders/Installation Club Managers serving in oversea areas in Europe and the Pacific (except
Hawaii) will be forwarded by the major oversea commander through the appropriate club management field office (EUROPE: Chief,
European Regional Office, Club and Community Activities Management Directorate, TAGO, APO New York 09090) (PACIFIC: Chief, Far
East Regional Office, Club and Community Activities Management Directorate, TAGO, APO San Francisco 96301) to MILPERCEN.

c. DA Forms 4187 submitted by Commanders/Installation Club Managers serving in oversea areas, other than above, will be forwarded by
the major oversea commander directly to MILPERCEN.

Step: 19
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished.

Step: 20
Action required by: Personnel management officer
Description of actions: Review and sign documents.

Step: 21
Action required by: Personnel management specialist
Description of actions: a. Make disposition of the DA Form 4187 with enclosure in accordance with procedure 9-1, this pamphlet.
b. Retain a copy for suspense file. Return MPRJ to the Personnel Records Branch with a copy of the DA Form 4187 and all pertinent
enclosures.

Step: 22
Action required by: Personnel records specialist
Description of actions: File a copy of the DA Form 4187 with enclosures as an action pending document in MPRJ.
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Table 3-68

Procedure 3-39-2 reclassification. —Continued

Step: 23

Action required by: Personnel Management Officer

Description of actions: Upon receipt of HQDA response, notify the soldier of action taken through the BnPAC/PSNCO,

Step: 24

Action required by: Personnel Management Specialist

Description of actions: Upon notification of approved involuntary release from the Enlisted Club Management Program by HQDA, take the
following actions:

a. Obtain MPRJ from Personnel Records Branch.

b. Prepare DA Form 2446 awarding or withdrawing PMOS/SMOS/AMOS, as appropriate. (See chapter 2, AR 600-200, and AR 611-200.)
c. If reassignment instructions are received from HQDA, process in accordance with procedure 3-1, DA Pam 600-8-10.

d. Prepare DA Form 2446 reassigning the soldier, as appropriate.

Step: 25
Action required by: Personnel Management Supervisor
Description of actions: Review completed document for accuracy.

Step: 26
Action required by: Personnel Management Officer
Description of actions: Review and sign documents.

Step: 27

Action required by: Personnel Management Specialist

Description of actions: a. Make distribution of documents.
b. Return MPRJ to the Personnel Records Branch.

Step: 28
Action required by: Personnel Records Specialist
Description of actions: Upon receipt of reclassification orders, take the following actions:
a. Submit “PMOS and SMOS” SIDPERS transactions, as appropriate. (See procedure 2-58 and 2-79, DA Pamphlet 600-8-2.)

b. Make appropriate entry in item 4, DA Form 2-1, (AR 640-2-1).
c. File documents in accordance with AR 640-10.

3-69. Procedure 3-40 Instructors at service schools
Procedure 3-40 covers assignment as instructors at uniformed service schools. (Enlisted Personnel).

a. Primary reference is AR 614-200.

b. Forms used are DA Forms 2, 2-1, 2446, and 4187.

¢. This procedure supplements AR 614-200. It provides guidance for submission of regquests of active Army enlisted
personnel for assignment to duty as instructors at Army service schools, joint schools, and interservice schools.
Personnel must be in pay grade of E6 or above. It also applies to members of ARNG and USAR serving on Federal
active duty other than active duty for training (ADT). Qualified personnel may apply at any time. Applications will be
forwarded through channels to HQDA (DAPC-EP—appropriate career branch), Alexandria, VA 22331-0400, by
commanders unless the applicant is considered not qualified. Criteria for selection for assignment of enlisted personnel
as instructors at uniformed service schools are set forth in section 111, chapter 8, AR 614-200.

d. Personnel selected for assignment as instructors at uniformed service schools must meet the selection criteria
outlined in AR 614-200, paragraph 8-27.

e. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be burning, shredding, or other appropriate method.

f. The following actions will be taken for assignment as instructors at uniformed service schools:
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Table 3-69
Procedure 3-40 Instructors at service schools

Step: 1

Action required by: Individual

Description of actions: Inform immediate supervisor and unit commander of intention to volunteer as instructor at a uniformed service
school.

Step: 2

Action required by: Unit Cdr/ISG/BnPAC/PSNCO

Description of actions: Interview soldier to determine validity of request. Use paragraph 3-71 as a guide to assist.
a. If request appears to be qualified, go to next step.

b. If soldier is not qualified due to eligibility, inform the soldier of the reasons. If the request is not valid due to unfavorable information (para
1-4a, AR 600-37) refer the soldier to paragraph 2-6, AR 600-37.

Step: 3
Action required by: Unit/BnPAC clerk
Description of actions: a. Assist soldier in preparing DA Form 4187 (fig 3-40-1). Provide copy of Privacy Act Statement, prior to having
the soldier complete DA Form 4187 (see procedure 9-1, this pamphlet).

b. If a waiver of qualification is required (para 3-159 and AR 614-200), attach to DA Form 4187. Ensure that appropriate justification to
support the request for waiver and signatures are included.

Step: 4

Action required by: 1SG/BnPAC/PSNCO

Description of actions: Review request for completeness and adequacy of justification. Be sure all factors bearing on the case are complete
with required signatures. Forward to unit commander for his review and recommendation.

Step: 5

Action required by: Unit Cdr

Description of actions: Review request and make recommendation for approval or disapproval. If recommending disapproval, state
reasons in section IV, DA Form 4187. Affix signature in appropriate block and forward through command channels to the servicing MILPO.

Step: 6
Action required by: Personnel management specialist
Description of actions: a. Obtain soldier's MPRJ from the Personnel Records Branch.

b. Verify that soldier meets the eligibility and selection criteria in section Ill, chapter 8, AR 614-200, and AR 611-201.

(1) If soldier does not meet the criteria prepare a return comment to the soldier’s unit commander stating reasons for disapproval.

(2) If soldier does meet the criteria, prepare continuing comment addressed to HQDA (DAPC-EP—appropriate career branch), Alexandria,
VA 22331-0400. (See table 1-1, AR 614-200.) Add copy of soldier’'s DA Forms 2 and 2-1 as inclosures. Give correspondence and records to
supervisor.

Step: 7
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished, if appropriate.

Step: 8
Action required by: Personnel management officer
Description of actions: Review and sign documents, if appropriate.

Step: 9

Action required by: Personnel management specialist

Description of actions: a. Make distribution of application. (See procedure 9-1, this pamphlet.)
b. Retain one copy for suspense file.
c. Return MPRJ to the Personnel Records Branch with a copy of the DA Form 4187.

Step: 10
Action required by: Personnel records specialist
Description of actions: File copy of the DA Form 4187 with attachments in action pending section of the soldier's MPRJ.

Step: 11
Action required by: Personnel records supervisor

DA PAM 600-8 « 1 August 1986 145



Table 3-69
Procedure 3-40 Instructors at service schools—Continued

Description of actions: Maintain close supervisory control to ensure required tasks are accomplished in accordance with applicable
directives.

Step: 12
Action required by: Personnel management specialist
Description of actions:  a. If the soldier is alerted for another unrelated assignment while this action is pending, notify appropriate career
branch immediately by telephone or by message. (See table 1-1, AR 614-200.)

b. Upon notification of acceptance/nonacceptance of soldier for instructor duty by HQDA, notify unit commander.

c. Pull copy from suspense file.

d. If the soldier is not accepted by HQDA, prepare comment returning the application through the unit commander to the soldier specifying
reasons for disapproval.

e. If the soldier is accepted, obtain his MPRJ from the Personnel Records Branch.

f. Determine the following actions from HQDA notification of acceptance:

(1) Does soldier require on-the-job training (OJT)? (See procedure 3-23, this pamphlet.)

(2) Are reclassification orders required? Prepare DA Form 2446 awarding or withdrawing PMOS, SMOS, or AMOS, as appropriate. (See
chapter 2, AR 600-200, and AR 611-201.)

(3) Are reassignment orders required? (See procedure 3-1, DA Pam 600-8-10.)

(4) Has soldier been scheduled for formal training? (See procedure 3-10, this pamphlet.)

Step: 13

Action required by: Personnel management supervisor

Description of actions: Maintain close supervisory control to ensure required tasks are accomplished in accordance with applicable
directives.

Step: 14
Action required by: Personnel management officer
Description of actions: Review and sign documents, if appropriate.

Step: 15
Action required by: Personnel management specialist
Description of actions: a. Make distribution of documents.
b. Return MPRJ to the Personnel Records Branch with copy of any new documents.

Step: 16
Action required by: Personnel records specialist
Description of actions:  a. Upon receipt of reclassification orders and/or certificate of training, take the following actions:

(1) Make appropriate entries in items 4, and 17, DA Form 2-1 (see AR 640-2-1).

(2) Submit “PMOS or SMOS” SIDPERS transactions, as appropriate. (See procedures 2-58, and 2-79, DA Pam 600-8-2.)

(3) File documents in MPRJ in accordance with AR 640-10.

(4) Upon receipt of noncompletion letter, make appropriate entry in item 4, DA Form 2-1 (AR 640-2-1). Return copy of letter to soldier
through unit commander/1SG/BnPAC/PSNCO. Voluntary withdrawal or involuntary removal as instructor at uniformed service school. See
AR 614-200 and procedure 3-46, this pamphlet.

3-70. Criteria for assignment as instructor at uniformed service schools
Enlisted personnel applying for assignment as instructor at a uniformed service school must be serving in the grade of
E6 or above. They must also meet the following additional criteria
Be at least a high school graduate or equivalent as determined by GED test.
Have excellent character, good moral background, and emotiona stability.
Possess mature judgment and initiative.
Have served at least 3 years of active Federal service in any branch of the Armed Forces.

e. Have at least two years service remaining; if not, applicant must extend his enlistment or reenlist (chap 2, AR
601-280).

f. Have a security clearance consistent with that required to attend the school course in which applicant desires to be
an instructor.

g. Have no speech impediment.

h. Display good military bearing.

i. Be fully quaified in the MOS in which instructor duty is desired and have at least 1 year of experience in that
MOS.

apoTp
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j. Have a demonstrated ability to be an instructor.

Note. Attach waiver for grade or education to DA Form 4187. Ensure the complete justification to support the request for waiver
and signatures are included. HQDA will coordinate request for waiver with the commandant of the service school.

3-71. Procedure 3-41 special assignments
Procedure 3-41 covers assignment to international and overseas joint headquarters, US military missions, military
assistance advisory groups (MAAG), joint US military advisory groups (JUSMAG), and similar activities.

a. Primary reference is AR 614-200.

b. Forms used are DA Forms 2, 2-1, 2250, and 2446.

¢. This procedure supplements AR 614-200. It provides a uniform way of processing applications or nominations for
specia assignments as established in section IV, chapter 8, AR 614-200. A continual requirement exists for highly
qualified personnel assigned to the activities listed by country in table 3-41-1, this pamphlet. Waivers will be
considered in exceptional cases and then only for criteria identified by an asterisk (*) in table 3-41-2, this pamphlet.

(1) Soldiers who do not meet the selection criteria, except for those factors which may be waived, will not be
permitted to volunteer nor will they be nominated. Soldiers attending AIT may volunteer provided assignment
instructions have not been received.

(2) When there are an insufficient number of volunteers to meet requirements, installation and major commanders
within CONUS will be requested to furnish nominations of qualified soldiers to MILPERCEN.

(3) Soldiers who volunteer and are found to be qualified will be considered as immediately available for assignment.

(4) Commanders will ensure that the soldier's dependents meet the qualifications established in table 3-41-2, this
pamphlet.

(5) Applications will be forwarded directly from the MILPO to HQDA (DAPC-EP—appropriate career branch),
Alexandria, VA 22331-0400.

d. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be burning, shredding, or other appropriate method.

e. The following actions will be taken for assignment to international and overseas joint headquarters, US military
missions, military assistance advisory groups (MAAG), joint US military advisory groups (JUSMAG), and similar
activities.

Table 3-71
Procedure 3-41 special assighments

Step: 1
Action required by: Individual
Description of actions: Inform immediate supervisor and unit commander of intention to volunteer for a special assignment.

Step: 2
Action required by: Unit Cdr/1SG/BnPAC/PSNCO
Description of actions: Interview soldier to determine validity of request. Use the criteria in table 3-41-2 as a guide.

a. If the soldier and his/her dependents appear qualified, go to the next step.
b. If the soldier and his/her dependents appear to be not qualified due to eligibility, inform the soldier of the reasons. If the request is not
valid due to unfavorable information (para 1-4a, AR 600-37) refer the soldier to paragraph 2-6, AR 600-37.

Step: 3
Action required by: Unit/BnPAC clerk
Description of actions: Assist soldier in preparing DA Form 2250. (See para 3-87 and fig 3-41-1.)

Step: 4

Action required by: 1SG/BnPAC/PSNCO

Description of actions: Review request for completeness and adequacy of justification. Be sure all factors bearing on the case are complete
with required signatures. Forward to unit commander for his/her review and recommendation.

Step: 5

Action required by: Unit commander

Description of actions: Review request and make recommendation for approval or disapproval. If recommending disapproval, state
reasons on reverse side of the DA Form 2250. Affix signature in appropriate block and forward application through command channels to the
servicing MILPO.

Step: 6
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Table 3-71
Procedure 3-41 special assignments—Continued

Action required by: Personnel management specialist
Description of actions: a. Obtain soldier's MPRJ from the Personnel Records Branch.

b. Verify data completed on DA Form 2250.

c. Verify that soldier meets the eligibility and selection criteria in section IV, chapter 8, AR 614-200.

(2) If soldier does not meet the criteria prepare a return comment to the soldier's unit commander stating reasons for disapproval.

(2) If soldier does meet the criteria, complete the address of DA Form 2250 to HQDA (DAPC-EP—appropriate career branch), Alexandria,
VA 22331-0400 (see table 1-1, AR 614-200). Prepare the comments (i.e., block 26) for signature of Personnel Management Officer. If a
waiver is required, enter the appropriate paragraph number of the requirement to be waived. (See instructions in para 3-71.)

Step: 7
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished, if appropriate.

Step: 8
Action required by: Personnel management officer
Description of actions: Review and sign documents, if appropriate.

Step: 9
Action required by: Personnel management specialist
Description of actions: a. Make distribution of application.
b. Retain one copy for suspense files.
c. Return MPRJ to the Personnel Records Branch with a copy of the DA Form 2250 and its attachments.

Step: 10
Action required by: Personnel records specialist
Description of actions: File copy of the DA Form 2250 with attachments in action pending section of the soldier's MPRJ.

Step: 11
Action required by: Personnel records supervisor

Description of actions: Maintain close supervisory control to ensure required tasks are accomplished in accordance with applicable
directives.

Step: 12
Action required by: Personnel management specialist
Description of actions:  a. If the soldier is alerted for another unrelated assignment while this action is pending, notify appropriate career
branch immediately by telephone or by message (see table 1-1, AR 614-200).

b. Upon notification of acceptance/nonacceptance of soldier for special assignment by HQDA, notify unit commander through BnPAC/
PSNCO.

c. Pull copy from suspense file.

d. If the soldier is not accepted, prepare comment returning the application through the unit commander to the soldier specifying reasons
for disapproval.

e. If soldier is accepted for special assignment, obtain his MPRJ from the Personnel Records Branch.

f. Determine the following actions from HQDA notification of acceptance:

(1) Are reassignment orders required? (See procedure 3-1, DA Pam 600-8-10.)

(2) Has soldier been scheduled for formal training? (See procedure 3-10, this pamphlet.)

Step: 13
Action required by: Personnel management supervisor

Description of actions: Maintain close supervisory control to ensure required tasks are accomplished in accordance with applicable
directives.

3-72. Instructions for preparing DA Form 2250 (fig. 3-41-1)

a. Item 1. Sdf-explanatory.

b. Item 2. Enter primary MOS. If soldier is performing duty in other than primary MOS, enter duty MOS
immediately below PMOS, with total months served in DMOS; eg., 75C20-6.

c. Item 3. Enter present grade title and proficiency pay designator, if any.

d. Items 4 and 5. Self-explanatory.

e. Items 6 and 7. Self-explanatory. All applicants must get immediate proof of citizenship for later use in applying
for passport in accordance with AR 600-290.
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f. Item 8. Enter GT/ST score as shown on DA Form 2-1. Language item will reflect the most recent DLAB test
score for those soldiers requiring language training. CL item will reflect CL score (as shown on DA Form 2-1) in first
block and words-per-minute typing ability in second block. If the soldier has stenographic qualifications, CL item will
reflect words-per-minute dictation in the third block.

g. Item 9. Enter number of special and genera courts-martial and number of days lost in current and last enlistment;
e.g., 0/0, 1/20, if applicable.

h. Item 10. Enter security investigation status from DA Form 2 and basis therefor. If a security check is pending, the
type and date of request will be entered; e.g., NAC 15 Jul 79/BlI 5 Aug 79.

i. Item 11. Enter as recorded on DA Form 2.

j. Item 12. Enter as recorded on DA Form 2.

k. Item 13. Enter as recorded in item 4, DA Form 2-1. Personnel with physical limitations are not acceptable for
assignment to isolated areas, but may be considered for assignment to an area where adequate medical facilities exist.
For soldiers who apply from AIT, the following entry will be made in red pencil: “In AlT—graduation date.”

|. Item 14. Enter current language proficiency as recorded on DA Form 2. If the soldier is fluent in more than two
languages (other than English), only the two best qualified languages will be entered. If language training was received
at the Defense Language Institute, an asterisk will be placed immediately after the language.

m. Item 15. Enter as recorded on DA Form 2.

n. Item 16. Enter only the last completed foreign service tour as recorded on DA Form 2. For oversea applicants,
enter expected date of rotation in red pencil under “through.”

0. Item 17. Enter data for primary MOS as recorded on DA Form 2. When soldier has additional MOS, enter only
data for the additional MOS in which best qualified.

p. Item 18. Enter only highest level of civilian education attained as recorded on DA Form 2.

g. Item 19. Dependent Data—Name of spouse; date of birth; place of birth; education; if other than native born,
enter date of naturalization, or if not naturalized, enter “No”; children—enter age and sex only; e.g., M, 5—F. Also
indicate whether spouse/family members will accompany soldier overseas.

r. Item 20. Applicant or nominee—Ildentification photo 1 by 15/16-inches, will be securely glued to form. ID card
photo (AR 606-5) will be used where available facilities only.

s. Item 21. Photo of spouse.

t. Item 22. Indicates preferences for areas in numerical sequence.

u. Item 23. Applicant or nominee will be counseled only if applicable.

v. Item 24. Will be completed and signed only by nominee.

w. ltem 25. Before signing, the unit commander will ensure that the soldier and spouse/family members meet the
eigibility qualifications, that the form is factually and correctly prepared, and that al provisions of the referenced
section have been complied with. This procedure will be followed whether the soldier is a volunteer or a nominee.

X. Item 26. Entries will be completed by the MILPO. Reverse side of form will be used to request waiver as
authorized in paragraph 8-38. Cogent reasons for recommending disapproval of application will be given on reverse of
form. Additional sheet may be attached if required.

y. Sedf-explanatory.

z. Entries made in the passport and visa certificate block will include the age, relationship, and sex of family
members, other than spouse and children, and the applicant’'s signature.

3-73. Procedure 3-42 assignment to organizations/agencies
Procedure 3-42 covers assignment to certain organizations and agencies (enlisted personnel).

a. Primary reference is AR 614-200.

b. Forms used are DA Forms 2, 2-1, 4187, FD Form 258, DD Forms 398, and 398-2.

c. This procedure supplements AR 614-200. It prescribes guidance for the administrative processing of applications
submitted by soldiers who desire assignment to one of the organizations listed in section V, chapter 8, AR 614-200.
Soldiers must meet the specific qualification criteria as shown in table 8-4, AR 614-200, for that organization/agency.

d. Some of the organization/agencies listed in paragraph 8-46, AR 614-200, require that security investigation forms
be initiated at the losing command. These forms will be prepared in the quantity indicated and forwarded to the
appropriate address shown in section V, chapter 8, AR 614-200, after it is determined that the soldier meets the
selection criteria

e. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with the applicable directives or by destruction when the purpose for which
authorized has been served. Destruction should be by burning, shredding, or other appropriate method.

f. The following actions will be taken for assignment to certain organizations and agencies (enlisted personnel).
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Table 3-73
Procedure 3-42 assignment to organizations/agencies

Step: 1

Action required by: Individual

Description of actions: Inform immediate supervisor and unit commander of intention to volunteer for assignment to a certain organization
or agency.

Step: 2

Action required by: Unit Cdr/1SG/BnPAC/PSNCO

Description of actions: Interview soldier to determine validity of request. Use table 8-4, AR 614-200, as a guide.
a. If soldier appears to be qualified to go to next step.

b. If soldier is not qualified due to eligibility, inform the soldier of the reasons. If the request is not valid due to unfavorable information (para
1-4a, AR 600-37) refer the soldier to paragraph 2-6, AR 600-37.

Step: 3
Action required by: Unit/BnPAC clerk
Description of actions:  a. Assist soldier in preparing DA Form 4187. (See fig 3-42-1.)
b. Ensure that DA Form 4187 contains statement of soldier’s enlistment/reenlistment bonus designator for the current term of service. If
none, so state.

Step: 4

Action required by: 1SG/BnPAC/PSNCO

Description of actions: Review request for completeness and adequacy of justification. Be sure all factors bearing on the case are complete
with required signatures. Forward to unit commander for his review and recommendations.

Step: 5
Action required by: Unit Cdr
Description of actions: Review request. Inform 1SG/BnPAC/PSNCO of your recommendation. If recommending disapproval, give reasons.

Step: 6
Action required by: 1SG/BnPAC PSNCO
Description of actions: a. Have forwarding Comment 2 prepared and obtain signature of unit commander or BhPAC supervisor. Forward
request through command channels as appropriate to servicing MILPO.

b. Arrange an appointment with the S-2/G-2 or security manager for completion of security investigation forms listed in section V, chapter 8,
AR 614-200, if required.

Step: 7
Action required by: Personnel management specialist
Description of actions: a. Obtain soldier's MPRJ from the Personnel Records Branch.
b. Verify that soldier meets the eligibility and selection criteria in section V, chapter 8, AR 614-200.
(2) If soldier does not meet the criteria prepare a return comment to the soldier's commander stating reasons for disapproval.
(2) If soldier does meet the criteria prepare a continuing comment addressed to HQDA (DAPC-EP—appropriate career branch),
Alexandria, VA 22331-0400 (see table 1-1, AR 614-200). Add copy of soldier's DA Forms 2 and 2-1.
c. Give correspondence and records to supervisor.

Step: 8
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished, if appropriate.

Step: 9
Action required by: Personnel management officer
Description of actions: Review and sign documents, if appropriate.

Step: 10

Action required by: Personnel management specialist

Description of actions: a. Make distribution of application. (See procedure 9-1, this pamphlet.)
b. Retain one copy for suspense file.
c. Return MRPJ to the Personnel Records Branch with a copy of application.

Step: 11
Action required by: Personnel records specialist
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Table 3-73
Procedure 3-42 assignment to organizations/agencies—Continued

Description of actions: a. File document in MPRJ in accordance with AR 640-10.
b. File copy of individual's DA Form 4187 with attachments in action pending section of the MPRJ.

Step: 12

Action required by: Personnel records supervisor

Description of actions: Maintain close supervisory control to ensure required tasks are accomplished in accordance with applicable
directives.

Step: 13
Action required by: Personnel management specialist
Description of actions: a. If the soldier is alerted for another unrelated assignment while this action is pending, notify appropriate career
branch immediately by telephone or by message (see table 1-1, AR 614-200).
b. Upon notification of acceptance/nonacceptance of soldier by MILPERCEN, notify unit commander through BnhPAC/ PSNCO.
c. Pull copy from suspense file.
d. If the soldier is not accepted, prepare comment returning the application through the unit commander to the individual.
e. If soldier is accepted for assignment to a certain organization or agency, obtain soldier's MPRJ from the Personnel Records Branch.
f. Determine the following actions from HQDA natification of acceptance:
(1) Are reassignment orders required? (See procedure 3-1, DA Pam 600-8-10.
(2) Has soldier been scheduled for formal training? (See procedure 3-10, this pamphlet.)

Step: 14

Action required by: Personnel management supervisor

Description of actions: Maintain close supervisory control to ensure required tasks are accomplished in accordance with applicable
directives.

3-74. Procedure 3-43 assignment to MEPS
Procedure 3-43 covers assignment to military entrance processing stations (MEPS) (enlisted personnel only).

a. Primary references are AR 601-270 and 614-200.

b. Forms used are DA Forms 1, 2-1, 2446, and 4187.

¢. This procedure supplements AR 601-270 and AR 614-200.

d. A continual requirement exists for highly qualified soldiers for assignment to MEPS. This procedure establishes a
uniform method of processing applications for assignment to a MEPS. Applications will be forwarded directly to
HQDA (DAPC—appropriate career management branch) by the applicant’s servicing MILPO.

e. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be by burning, shredding or other appropriate method.

f. The following actions will be taken for assignment to military entrance processing stations (MEPS).

Table 3-74
Procedure 3-43 assignment to MEPS

Step: 1
Action required by: Individual
Description of actions: Inform immediate supervisor and unit commander of intention to volunteer for assignment to a MEPS.

Step: 2
Action required by: Unit Cdr/1SG/BnPAC/ PSNCO
Description of actions: Interview soldier to determine validity of request. Use paragraph 3-90 as a guide to assist.

a. If soldier appears to be qualified, go to next step.
b. If soldier is not qualified due to eligibility, inform the soldier of the reason. If the request is not valid due to unfavorable information (para 1-
4a, AR 600-37) refer the soldier to paragraph 2-6, AR 600-37.

Step: 3
Action required by: Unit/BnPAC clerk
Description of actions: Assist soldier in preparing DA Form 4187. (See fig 3-43-1.)
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Table 3-74

Procedure 3-43 assignment to MEPS —Continued

Step: 4

Action required by: 1SG/BnPAC/PSNCO

Description of actions: Review request for completeness and adequacy of justification. Be sure all factors bearing on the case are complete
with required signatures. Forward to unit commander for his/her review and recommendations.

Step: 5
Action required by: Unit commander

Description of actions: Review request and make recommendation for approval or disapproval. If recommending disapproval, state
reasons in section IV, DA Form 4187. Affix signature in appropriate block and forward through command channels to the servicing MILPO.

Step: 6
Action required by: Personnel management specialist
Description of actions: a. Obtain soldier's MPRJ from the Personnel Records Branch.

b. Verify that soldier meets the eligibility and selection criteria in section VII, chapter 8, AR 614-200.

c. Ensure that reassignment will not cause second PCS within same fiscal year (AR 614-6) and that he/she will be able to complete at least
12 months at the new station.

d. If soldier does not meet the criteria, prepare a return comment to the soldier’s unit commander stating reasons for disapproval.

e. If soldier does meet the criteria, prepare, forwarding comment addressed to HQDA (DAPC—appropriate career branch), Alexandria, VA
22331-0400 (see table 1-1, AR 614-200). Add a copy of soldier's DA Forms 2 and 2-1. Give correspondence and records to supervisor.

Step: 7
Action required by: Personnel management supervisor
Description of actions: Review documents to ensure required tasks are accomplished, if appropriate.

Step: 8
Action required by: Personnel management officer
Description of actions: Review and sign documents, if appropriate.

Step: 9

Action required by: Personnel management specialist

Description of actions: a. Make distribution of application. (See procedure 9-1, this pamphlet.)
b. Retain one copy for suspense file.
c. Return MPRJ to the Personnel Records Branch with a copy of the DA Form 4187.

Step: 10
Action required by: Personnel records specialist
Description of actions: File copy of the DA Form 4187 with attachments in action pending section of the MPRJ.

Step: 11
Action required by: Personnel records supervisor

Description of actions: Maintain close supervisory control to ensure required tasks are accomplished in accordance with applicable
directives.

Step: 12
Action required by: Personnel management specialist
Description of actions: a. If the soldier is alerted for another unrelated assignment while this action is pending, notify appropriate career
branch immediately by telephone or by message (see table 1-1, AR 614-200).

b. Upon notification of acceptance/nonacceptance of soldier for assignment to MEPS by HQDA, notify unit commander.

c. Pull copy from suspense file.

d. If the soldier is not accepted by HQDA, prepare comment returning the application through the unit commander to the soldier specifying
reasons for disapproval.

e. If the soldier is accepted, obtain his/her DA Forms 2 and 2-1 and MPRJ from the Personnel Records Branch.

f. Determine the following actions from HQDA notification of acceptance:

(1) Are reassignment orders required? (See procedure 3-1, DA Pam 600-8-10.)

(2) Has soldier been scheduled for formal training? (See procedure 3-10, this pamphlet.)

Step: 13

Action required by: Personnel management supervisor

Description of actions: Maintain close supervisory control to ensure required tasks are accomplished in accordance with applicable
directives.
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3-75. MEPS assignment eligibility criteria
Enlisted personnel applying for MEPS assignment must be serving in grade E5 or higher. They must also meet the
following additional criteria:

a. Possess good military bearing.

b. Be a high school graduate or GED equivalent.

c. Have at least 1 year remaining on date of assignment or must extend or reenlist to meet this requirement (chap 3,
AR 601-280).

d. Have excellent character and moral background.

e. Have no current record of excessive indebtedness or a history of recurring indebtedness.

f. Have no record of conviction by court-martial or time lost during current enlistment and no record of non-judicial
punishment under UCMJ within the last 3 years.

g. Have no record of civil convictions than those which are normally waived to permit the soldier to enlist or
reenlist.

h. Be financially able to maintain their families in communities where Government support facilities (such as
hospitals, exchanges, and commissaries) may not be available.

3-76. Procedure 3-45 personnel specialty program
Procedure 3-45 covers Personnel Specialty Career Program (PSCP) (Enlisted Personnel).

a. Primary reference is AR 614-200.

b. Forms used are DA Forms 2, 2-1, DD Form 1610, DA Forms 2446, 2635, and 4187.

c. This procedure supplements AR 614-200. It prescribes guidance pertaining to the submission and processing of
applications of enlisted personnel for the Personnel Specialty Career Program (PSCP).

d. The Commander, MILPERCEN, is responsible for the operation and supervision of the PSCP within the broad
policy guidance of the DCSPER. This includes procurement, training, assignment, career development, management,
and progression. Goals of the PSCP are attained by procurement of personnel who possess the highest personal
qualities and professional abilities within selected MOS containing primary duties in the personnel management and
administrative fields.

e. Individuals applying for entry into the PSCP who have prior experience or other qualifications for award of one
or more MOS in the program may submit applications through channels to HQDA (DAPC-EPM-A), Alexandria, VA
22331-0400. Individuas applying for entry into the PSCP who require training in one of the MOS in the program may
submit applications for that training through channels to HQDA (DAPC-EPT-S), Alexandria, VA 22331-0400. Upon
successful completion of the MOS producing course, the individual will be awarded the appropriate MOS and entered
into the PSCP. All applicants will be notified of acceptance or nonacceptance for the program. To meet requirements of
the program, applicants must meet the prerequisites indicated in para 3-162 and section V, chapter 7, AR 614-200.

f. Any commander having under his jurisdiction a PSCP member who in his opinion fails to meet the standards of
the program, will send through channels appropriate data and recommendations to HQDA (DAPC-EPM-A),
Alexandria, VA 22331-0400, for remova action. Career development of members will be accomplished through
assignment to progressively more demanding duty assignment and comprehensive training courses according to their
demonstrated ability and potential for advancement.

g. Military personnel records and documents containing information of a personal nature will be stored, handled, and
transmitted according to AR 340-17 and AR 640-10. Information of a personal nature may be disclosed or released
under applicable directives only to authorized personnel according to AR 340-17 and AR 340-21 series. Disposition of
documents will be in accordance with applicable directives or by destruction when the purpose for which authorized
has been served. Destruction should be by burning, shredding, or other appropriate method.

h. The following actions will be taken for the personnel specialty career program (PSCP) (enlisted personnel):

Table 3-76
Procedure 3-45 personnel specialty program

Step: 1
Action required by: Individual
Description of actions: Inform immed