9/14/2017 (Office of Personnel Management)

OFFICE OF PERSONNEL MANAGEMENT (OPM)

The Compensation Group of the Office of Personnel Management (formerly the Bureau of Retirement
and Insurance, U.S. Civil Service Commission) still uses the old Civil Service Commission Form BRI
46-143, Verification of U.S. Military Service. Requests seek information needed to determine eligibility
for, and/or the amount of, monetary benefits due federal civilian employees, under the Civil Service
Retirement Act. Credits for military service are allowable under the Act.

The left side of BRI 46-143 is the request portion, containing identifying information and the service
claimed. The NPRC reply is made by placing check marks (certifying information is correct) or writing
in correct information to the right of the dark vertical line.

Complete form by verifying the following:

e Veteran’s name, service number, or social security number

» All branches of service and active duty dates - If veteran served in multiple branches of
service, ALL service should be verified on same form.

» All active duty for training dates - If there is insufficient space to enter all ACDUTRA, you
may provide copies of service record documents which show the dates*, OR you may attach a
complex Statement of Service. Circle in red all training duty dates.

» Type of separations(s) - Show character of service for active duty periods; show “Training
Duty” for ACDUTRA dates.

« All time lost - Either show inclusive dates (from and to) or total number of days, according to
the way it is shown in record.

e Any additional information requested

*If you are providing copies of AF Form 526, you MUST provide this explanation of the codes
shown on the form:

"AF Forms 526 used from 1972-1974, show creditable service in alphabetical character “A” on page 1,
and numerical character “1" on page 2. The forms dated 1975-1978 show five numerical characters in
codes 1 through 5, but only code “1" is creditable. Forms dated 1979 and subsequent years show
nine numerical characters in codes 1 through 9, but only codes “1 to 5" are creditable. Check the
summary sheets for the total active duty points received during the subject year(s). If codes 1 through
5 are used, the totals should balance."

Source: NPRC 1865.46
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9/21/2017 "Open Service Records" (records which indicate member deserted and never

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
National Personnel Records Center
St. Louis, Missouri 63132-5100

NPRC 1865.98C
August 24, 1989

SUBJECT: "Open Service Records" (records which indicate member deserted
and never returned to military control)

1. Purpose. This memorandum provides instructions for handling requests and determining the
disposition of records in NPRC's custody which pertain to deserters who have never returned to
military control.

2. Cancellation. NPRC 1865.98B is canceled.

3. Reason for revision. This memorandum is revised to reflect the use of the new three-part NA
Form 13008, Loan or Transfer of Records, which consists of two paper sheets and one hard
copy for filing. The new form should be used for referrals to ARPERCEN instead of the current
procedure.

4. Applicability. This memorandum is applicable to employees of the correspondence sections of
the military reference branches and the Records Reconstruction Branch, and all employees of
the Special Inquiries Section.

5. Instructions. Normally, the records of deserters from military service are not retired to NPRC
(MPR) unless they have been closed out and the individual discharged. However, from time to
time "open service records" do appear. When an "open service record" is discovered among
NPRC's holdings, the record shall be forwarded to the military service department which created
it. (Seefigs.1and2.)

6. Forms. This memorandum provides for the use of the following forms:

NA Form 13008, Loan or Transfer of Records
NA Form 13013, File Chargeout Card
NA Form 13053, NPRC Acknowledgment/Referral

DAVID L. PETREE
Director

Figure 1: Instructions for determining the disposition of "open service records"

IF OPEN SERVICE RECORD THEN:
PERTAINS TO SERVICE IN THE:

Air Force, Army, Marine Corps, Navy, or a. Prepare NA Form 13008, Loan or
Coast Guard (with or without an inquiry) Transfer of Records. (Obtain

appropriate address from fig. 2.)
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NOTE (ARMY): These instructions also
apply to "paper records close-out" cases
as outlined in the reference service
agreement between NPRC and AR-
PERSCOM.

In the "Remarks" section of form,
write "open service record."

. Refer any inquiry pertaining to the

record, along with the "open
service record," to the creating
service department. Notify the
requester of this action by using
NA Form 13053, NPRC
Acknowledgment/ Referral.

. Staple original NA Form 13008 to

inquiry attached, if applicable).

. File the first copy of NA Form

13008 in the loan and transfer file
(AF and Navy branches) or the
IBR file (Army and Records
Reconstruction branches).

. Route the record, along with the

inquiry, to the supervisor for
review. Send the second (hard)
copy of NA Form 13008 to the
appropriate search and file
section.

Figure 2. Addresses to which "open service records" are forwarded
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FORWARD "OPEN SERVICE RECORDS" AND REQUESTS PERTAINING TO
THEM TO THE APPROPRIATE OFFICE LISTED BELOW:

Air Force HQ, AFMPC/DPM/DOM4
Northeast Office Place
9504 IH 35 North
San Antonio, TX 78233-6636

Army AR-PERSCOM
Attn: PAS-AA
Navy Navy Military Personnel Command

Department of the Navy
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Attn: 312
Washington, DC 20370-5000

Marine Corps Commandant, U.S. Marine Corps
Code MMRB-10
Quantico, VA 22134-0001

(THRU: Marine Corps Liaison Officer)

Coast Guard Commandant, U.S. Coast Guard
Attn: GPIM-2/E
2100 2nd St., SW
Washington, DC 20593-0001
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Index Chart
Air Force Medals Sidebar

Air Medal

American Campaign
Medal

American Defense
Service Medal
Antarctica Service Medal
Armed Forces
Expeditionary Medal
Armed Forces Reserve
Medal

Army Aviator Badge
Army Commendation
Medal

Army of Occupation of
Germany WWI

Army of Occupation
Medal WWII

Asiatic Pacific
Campaign Medal
Aviation (Aircraft
Crewmember) Badge

Belgian Fourrageére
Bronze Star Medal

Combat Infantryman
Badge
Combat Medical Badge

Commendation Ribbon
w/Metal Pendant
Distinguished Flying
Cross

Distinguished Service
Cross

Distinguished Service
Medal

Distinguished Unit Citation
Diver Badges

Drill Sergeant
Identification Badge
Driver and Mechanic
Badge

European African Middle
Eastern Campaign Medal
Expert Infantryman Badge
Explosive Ordnance Disposal
Badges

file://1J:/crg/JobAids/Medals/VD.html

"V" Device

"V" Device

The "V" device is worn to denote participation in acts of
heroism involving conflict with an armed enemy. It was
originally worn only on the suspension and service ribbons of
the Bronze Star Medal to denote an award for heroism (valor).
Effective 29 Feb 1964, the "V" device was also authorized for
wear on the Air Medal and Army Commendation Medal for
heroic acts or valorous deeds not warranting awards of the
Distinguished Flying Cross or the Bronze Star Medal with "V"
device. Effective 25 Jun 1963, the "V" device was authorized
additionally for wear on the Joint Service Commendation
Medal when the award is for acts of valor (heroism) during
participation in combat operations. In the case of multiple "V"
devices for the same award, only one "V" device is worn on
the service ribbons.

The "V" Device is authorized for the following awards:

Bronze Star Medal
Air Medal

Army Commendation Medal

Specific requirements for this award are contained in Army
Regulation 600-8-22: paragraph 6-5
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9/19/2017 "V" Device

Y Flight Surgeon Badges
Y French Fourragére

Y Glider Badge

Y Gold Star Lapel Button

Y Good Conduct Medal

Y Guard, Tomb of the
Unknown Soldier
Identification Badge

Y Honorable Service
Lapel Button WWII

Y Korea Defense Service
Medal
Y Korean Service Medal

Y Legion of Merit

Y Medal of Honor

Y Medal of Humane Action

Y Meritorious Unit
Commendation

Y Mexican Border Service
Medal

Y Mexican Service Medal

Y National Defense Service
‘ Medal
Y Netherlands Orange Lanyard

Y Parachute Rigger Badge

Y Parachutist Badges

Y Pearl Harbor Commemorative
Medal

Y Philippine Defense Ribbon

Y Philippine Independence
Ribbon

Y Philippine Liberation Ribbon

Y Philippine Republic
Presidential Unit Citation

Y Presidential Unit Citation

Y Prisoner of War Medal

Y Purple Heart Medal

Y Ranger Tab

Y Republic of Korea Korean
War Service Medal

Y Republic of Korea Presidential
Unit Citation

Y Silver Star
Y Soldier's Medal
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9/19/2017 "/" Device
Y Special Forces Tab

Y United Nations Medal
Y United Nations Service Medal

Y Women's Army Corps
Service Medal

Y World War | Victory Button

Y World War | Victory Medal

Y World War Il Victory Medal

Y Arrowhead

Y Berlin Airlift Device

Y Clasps

Y Numerals

Y Oak Leaf Cluster

Y Service Star

Y Ten-Year Device

Y "V" Device

Y Weapons Qualification
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
National Personnel Records Center
St. Louis, Missouri 63138-1002
NPRC 1600.1B
December 20, 2016

SUBJECT: Release of information from archival Official Military Personnel Files
(OMPFs)

1. Purpose. This memorandum issues guidance for screening an archival OMPF and
making determinations about which information must be redacted or withheld before
photocopied documents from the OMPF may be released.

2. Cancellation. NPRC 1600.1A is cancelled.

3. Reason for revision. This memorandum is being revised to:

a. Modify the guidance for the release of veterans' social security numbers.

b. Modify the guidance to require redaction of contact information that is less than
20 years old.

c. Clarify when proof of death is required for release purposes.

4. Applicability. The provisions of this memorandum apply to all NPRC personnel
who screen archival OMPFs in response to requests for information from archival
OMPFs received from veterans, the deceased veterans' next of kin, authorized
representatives, federal agencies, and the general public.

SCOTT LEVINS
Director



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
National Personnel Records Center
St. Louis, Missouri 63132-5100
NPRC 1600.1A
April 15, 2008

SUBJECT: Release of information from archival Official Military Personnel Files
(OMPFs)

1. Purpose. This memorandum issues guidance for releasing information from
archival OMPFs.

2. Cancellation. NPRC 1600.1 is cancelled.

3. Reason for revision. This memorandum is being revised to:

a. Amend screening requirements for archival Official Military Personnel Files to
exclude autopsy or death scene photographs.

b. Modify guidance for redacting references to alcohol/drug abuse.

4. Applicability. The provisions of this memorandum apply to all NPRC personnel
who screen archival OMPFs in response to requests for information received from the
veteran, the veteran's authorized representative, Primary Next of Kin, federal agencies,
and the general public.

R. L. HINDMAN
Director



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
National Personnel Records Center
St. Louis, Missouri 63132-5100
NPRC 1600.1
November 30, 2007

SUBJECT: Release of Information from Archival Official Military Personnel Files
(OMPFs)

1. Purpose. This memorandum issues guidance for releasing information from
archival OMPFs.

2. Applicability. The provisions of this memorandum apply to all NPRC personnel
who screen archival OMPFs in response to requests for information received from the
veteran, the veteran's authorized representative, Primary Next of Kin, federal agencies,
and the general public.

3. References. This memorandum supplements procedures outlined in NARA
Directive 1601, Screening Federal Records for Information Covered by FOIA
Exemptions and the Freedom of Information Act (5 U.S.C. 552).

4. Background. Under a joint decision by NARA, the Department of Defense, the
military service departments and the United States Coast Guard, legal custody of
OMPFs is transferred to the National Archives 62 years after the date of the member's
discharge, death in service or retirement. With the transfer of the OMPFs to the
National Archives, the Privacy Act (5 U.S.C 552a) no longer applies. However, in order
to protect the privacy of the veteran, his/her family, and third parties named in the
records, the personal privacy exemption of the Freedom of Information Act (5 U.S.C.
552 (b) (6)) may still apply and preclude the release of some information. The guidance
provided in the attachment outlines what information should and should not be released.

5. Forms. This memorandum provides for the use of the following forms:

SF-180, Request Pertaining to Military Records
DD-214, Report of Separation

R. L. HINDMAN
Director
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SECTION A
GENERAL INFORMATION

1. REDACTION REQUIREMENTS Archival OMPFs are open to the public. However,
to protect the privacy of the veteran and other individuals, each OMPF must be
screened to identify information that must be redacted or withheld under the privacy
restrictions of the Freedom of Information Act [5 USC 552(b)(6)]. The redaction
requirements are described in Sections B-E below, depending upon the source of the
request and factors involving the veteran.

2. DEFINITIONS and GENERAL INFORMATION

a. Redact. Redact means to censor or obscure information that may not be
released. Each item of information that is redacted must be completely unreadable by
the recipient; however, it also must be evident that information has been redacted.
When most of the information on a document is releasable, create a redacted copy as
follows:

(1) Make a one-sided photocopy of the document (Copy A).

(2) Use a black felt-tip marker to cover the non-releasable information
(ensuring that the ink does not bleed through onto other documents, the record jacket,
or your desktop).

(3) Take the marked photocopy (Copy A) and make another photocopy
(Copy B). Ensure that the non-releasable information on Copy B cannot be read by
holding the paper up to a light.

(4) Provide Copy B to the requester with the response.
(5) Place Copy A in an acid-free folder and (with pencil) write the CMRS

service request number on the front of the folder for retention in the record. This
document serves as evidence that the appropriate information was redacted.

When redacting information on a photocopy from a Navy "brick” (tri-fold
jacket), place it in an acid-free folder cut to 3 7/8" x 8 3/4".
A supply of precut folders is available in each core.

b. Withhold. If most of the information on a document is not releasable:

(1) Do not provide a photocopy of the withheld document with the
response.
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(2) Make a photocopy of the document and write "Withheld" in pencil on
the copy (not the original).

(3) Place that photocopy in an acid-free folder and write the CMRS
service request number (in pencil) on the front of the folder for retention in the record.

When redacting information on a photocopy from a Navy "brick" (tri-fold
jacket), place it in an acid-free folder cut to 3 7/8" x 8 3/4".
A supply of precut folders is available in each core.

c. Next of Kin The next of kin is the deceased veteran's surviving spouse (even
if remarried) or child. For purposes of this memorandum, a request from the spouse or
child of a living veteran is treated as a request from the general public.

d. Authorized Third-Party Requester An authorized third-party requester is
either:

(1) an individual with written release authorization (and the signature of
the veteran or the deceased veteran's next of kin) to receive photocopies of documents
in the archival OMPF, or

(2) a court-appointed legal guardian of, or person with the legal power of
attorney for a veteran (or deceased veteran's next of kin). The request must include a
copy of the authorizing document(s).

3. SIGNATURE REQUIREMENTS
a. A request for an archival record does not require a signature. However, the

presence or absence of a signature will determine which release and redaction
procedures apply.

b. If the requester claims to be the veteran or the deceased veteran's next of kin,
a signature is not required.

2
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4. MEDICAL RECORDS
a. Archival medical records.

(1) For all branches of service, medical records filed within an archival
OMPF are archival documents and must be screened according to the requirements
described in Sections B-E below.

(2) If Army, Army Air Corps, Army Air Force, and Air Force medical
records are filed in separate B-files (or R-files) for the same veteran, branch of service,
and period of service (ending 62 or more years ago), these records would have been
filed within the OMPF if not for the actions taken to salvage records after the 1973 fire.
Therefore, these medical records are archival and must be screened according to the
requirements described in Sections B-E below.

b. Medical records that are NOT archival. The procedures in this
memorandum do not apply to the following records:

(1) Clinical records from military treatment facilities filed separately from
an OMPF are NOT archival records.

(2) Navy and Marine Corps medical records filed separately from an
OMPF (such as those filed in the non-Registry Navy Medical Block, Registry records
with NM service codes) are not archival documents.

These records remain subject to the Privacy Act and Freedom of Information Act
restrictions for non-archival records. See NPRC 1865.16 for guidance.

5. CORRESPONDENCE, REFERENCE REQUESTS, REPORTS, AND SIMILAR
DOCUMENTS An archival OMPF may contain documents that were filed within after
the record was "closed". Examples of such documents include correspondence,
replies, reference requests, forms, questionnaires, work notes, routing slips, finding aid
reports, CMRS reports, search reports, and similar items. These documents are part of
the archival record and must be released when requested after being screened as
described in Sections B-E below.

6. DETERMINING RELEASABILITY If you are unable to determine whether
information is releasable (as a result of illegible handwriting, unfamiliar terms, unknown
abbreviations, or similar circumstances), you must err on the side of privacy and redact
the suspect information or, if appropriate, withhold the document in full.
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7. QUESTIONS ABOUT UNUSUAL SITUATIONS If the guidelines within this
memorandum do not seem to apply to a specific request or archival OMPF, have your
coach or ET send an email message to stl.archives@nara.gov with "Archival Redaction
Question" and the SR number in the subject line.

8. NOTIFICATION OF REDACTIONS AND WITHHOLDINGS

a. When information is redacted or withheld, add the required notification to the
response letter by using the standard text found in Get Paragraph >> Archival >>
Copies Enclosed-Info Deleted or Withheld.

b. This paragraph is used to meet the legal requirements that the requester must
receive notification when information is redacted or withheld along with information
about the available rights to appeal any such redaction or withholding. The specific
citation for this action is the personal privacy exemption of Freedom of Information Act
(5 U.S.C. 552 (b) (6)).

SECTION B
REQUESTS FROM FEDERAL AGENCIES

1. AUTHORIZATION. Federal agencies have full access to review archival OMPFs for
official government business.

2. ACCESS. An agent of a federal agency may review an archival OMPF on site in the
research room or NPRC will provide photocopies of a complete record. Archival
records do not leave NPRC under any circumstances, even when requested as an L&T
(Loan and Transfer).

SECTION C
REQUESTS FROM VETERANS, DECEASED VETERANS' NEXT of KIN,
and DOCUMENTED LEGAL REPRESENTATIVES

1. AUTHORIZATION

a. Most of the information in an OMPF is releasable to the veteran who is the
subject of a record or to that veteran's next of kin (spouse or child) if the veteran is
deceased.

b. That information is also releasable to a requester who has the written
authorization (including signature) of the veteran or the deceased veteran's next of kin.
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c. However, certain information pertaining to persons OTHER than the subject of
the record must be withheld (as identified below) to protect the privacy of those
individuals.

2. SCREENING AND RELEASE REQUIREMENTS

a. Redact or withhold the following information or documents from photocopies
that will be sent to the veteran, deceased veteran's next of kin, or authorized
representative:

(1) All Social Security Numbers (SSNs) pertaining to someone OTHER
than the subject of the record.

(2) Sensitive information pertaining to someone OTHER than the subject
of the record. Sensitive information includes any reference to rape, family abuse (child
or spouse), bestiality, incest, homosexuality, psychiatric/mental health conditions, and
sexually-transmitted diseases [such as chlamydia, genital warts, gonorrhea, hepatitis,
herpes, HIV/AIDS, pubic lice (crabs), scabies, syphilis].

(3) References to a medical diagnosis and/or treatment for alcohol or
drug abuse pertaining to someone OTHER than the subject of the record. [Do not
redact references to drug or alcohol use without a corresponding medical diagnosis.]

(4) Photographs of death scenes and/or autopsies.

(5) All contact information, for individuals other than the current requester,
that is less than 20 years old [street address, city, state, zip code, phone number, and
email address]. This will most commonly appear on correspondence and reference
requests. All contact information is released if it is more than 20 years old.

b. After the items listed in subparagraphs (1) -(5) above have been redacted or
withheld, you must provide copies of ALL other information and documents in the record
to the requester.

SECTION D
REQUESTS from the GENERAL PUBLIC involving
ARCHIVAL OMPFs of DECEASED VETERANS
and VETERANS BORN 100 OR MORE YEARS AGO

1. AUTHORIZATION. Archival records are, by definition, open and releasable to the
general public. However, certain information must be redacted or withheld to protect
the privacy of the veteran and other persons who may be mentioned in the record.
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2. PROOF OF DEATH.

a. If the veteran was born 100 or more years ago and nothing in the record or
the request indicates that the veteran may be living, proof of death is not required.
Assume that the veteran is deceased and release information from the record as
described in this section (Section D).

b. If the veteran was born less than 100 years ago, proof of death is required in
order to release information as described in this section (Section D).

(1) If valid proof of death is not in the record or provided by the
requester, you may search for proof of death in online databases, such as the Social
Security Death Index (SSDI) or the VA's Nationwide Gravesite Locator.

(2) You may also search online for an obituary or newspaper article
that mentions the death.

(3) If you do find proof of death, include a request note in CMRS to
document the source, then follow the redaction and release procedures in this section
(Section D).

c. If the veteran was born less than 100 years ago and if proof of death is
not available, assume that the veteran is still living and follow the redaction and
release procedures in Section E below.

3. SCREENING AND RELEASE REQUIREMENTS

a. Redact or withhold the following information or documents from photocopies
that will be sent to the a member of the general public if the veteran is deceased (and
we have proof of death) OR if the veteran was born more than 100 years ago:

(1) All Social Security Numbers (SSNs) pertaining to someone OTHER
than the subject of the record.

(2) Sensitive information pertaining to someone OTHER than the subject
of the record. Sensitive information includes any reference to rape, family abuse (child
or spouse), bestiality, incest, homosexuality, psychiatric/mental health conditions, and
sexually-transmitted diseases [such as chlamydia, genital warts, gonorrhea, hepatitis,
herpes, HIV/AIDS, pubic lice (crabs), scabies, syphilis].

(3) References to a medical diagnosis and/or treatment for alcohol or
drug abuse pertaining to someone OTHER than the subject of the record. [Do not
redact references to drug or alcohol use without a corresponding medical diagnosis.]
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(4) Photographs of death scenes and/or autopsies.
(5) Birth certificates of dependents born fewer than 75 years ago.

(6) All contact information, for individuals other than the current requester,
that is less than 20 years old [street address, city, state, zip code, phone number, and
email address]. This will most commonly appear on correspondence and reference
requests. All contact information is released if it is more than 20 years old.

b. After the items listed in subparagraphs (1) -(6) have been redacted or
withheld, you must provide copies of ALL other information and documents in the record
to the requester.

SECTION E
REQUESTS from the GENERAL PUBLIC involving
ARCHIVAL OMPFs of LIVING VETERANS
and VETERANS BORN LESS THAN 100 YEARS AGO

1. AUTHORIZATION. Members of the general public may obtain information from an
archival OMPF. However, certain information must be redacted or withheld to protect
the privacy of the veteran and other persons who may be mentioned in the record.

2. SCREENING AND RELEASE REQUIREMENTS

a. Redact or withhold the following information or documents from photocopies
that will be sent to a member of the general public if the veteran is living was born fewer
than 100 years ago AND the veteran is living:

(1) All Social Security Numbers (SSNs).

(2) Sensitive information pertaining to any person. Sensitive information
includes any reference to rape, family abuse (child or spouse), bestiality, incest,
homosexuality, psychiatric/mental health conditions, and sexually-transmitted diseases
[such as chlamydia, genital warts, gonorrhea, hepatitis, herpes, HIV/AIDS, pubic lice
(crabs), scabies, syphilis].

(3) References to a medical diagnosis and/or treatment for alcohol or
drug abuse pertaining to any person. [Do not redact references to drug or alcohol use
without a corresponding medical diagnosis.]

(4) Photographs of death scenes and/or autopsies.
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(5) Birth certificates of dependents born fewer than 75 years ago.

(6) All contact information, for individuals other than the current requester,
that is less than 20 years old [street address, city, state, zip code, phone number, and
email address]. This will most commonly appear on correspondence and reference
requests. All contact information is released if it is more than 20 years old.

b. After the items listed in subparagraphs (1) -(6) above have been redacted or
withheld, you must provide copies of ALL other information and documents in the record
to the requester.
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TYPE of REQUEST

INFORMATION TO REDACT OR WITHHOLD

. Request from

* a Veteran,

* a Deceased Veteran's Next of Kin, or

* an Authorized Third-Party Requester (with
signature of Veteran or Deceased Veteran's NOK)

¢ Information about persons other than the subject of the record
ee Social Security Numbers
e+ Sensitive Information (described below)
** Drug & Alcohol Abuse information (described below)
* Photographs of autopsies or death scenes
* Contact information less than 20 years old
pertaining to someone other than the current requester (described below)

. Request from the General Public
AND
you have proof of the veteran's death

. Request from the General Public
AND you don't know if the veteran is living

* Information about persons other than the subject of the record
ee Social Security Numbers
e+ Sensitive Information (described below)
** Drug & Alcohol Abuse information (described below)

* Photographs of autopsies or death scenes

¢ Contact information less than 20 years old

AND veteran's date of birth is 100 or more years
ago

pertaining to someone other than the current requester (described below)
* Dependent birth certificates if the dependent'’s date of birth is less than 75 years ago

* Information about any person (including the veteran who is the subject of the record)
ee Social Security Numbers
** Sensitive Information (described below)
** Drug & Alcohol Abuse Information (described below)
* Dependent birth certificates if the dependent's date of birth is less than 75 years ago
* Photographs of autopsies or death scenes
e Contact information less than 20 years old
pertaining to someone other than the current requester (described below)

4. Request from the General Public
AND you have some indication the veteran is living

5. Request from the General Public
AND you don't know if the veteran is living
AND the veteran's date of birth is under 100 years ago

SENSITIVE INFORMATION - any reference to rape, family abuse (child or spouse), bestiality, incest, homosexuality,
psychiatric or mental health conditions, and sexually-transmitted diseases [such as chlamydia, genital warts, gonorrhea,
hepatitis, herpes, HIV/AIDS, pubic lice (crabs), scabies, syphilis]

ALCOHOL or DRUG ABUSE INFORMATION - any reference to medical diagnosis or medical treatment of drug and alcohol
abuse. Do not redact or withhold references to drug or alcohol abuse without a corresponding medical diagnosis.

CONTACT INFORMATION - any instance of a street address, city, state, zip code, phone number, and/or email address for a
person who is NOT the current requester on any document that is less than 20 years old (usually correspondence). The
individual's name and/or signature are releasable.

* All data not specifically listed above MUST be released to any requester. *

NOTE: The following items in archival records must be provided to the requester AFTER all non-releasable information is redacted or withheld as
described above: correspondence to or from the veteran, other reference requests, forms, questionnaires, finding aids, search reports, CMRS reports, and
other documents.

Figure 1. Summary Chart - Screening and Redaction Requirements for Archival Records
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Figure 2-3: Instructions for verifying service pertaining to Philippine Scouts (AUS) (Part 1 of 2 - Next)

SUBJECT/TYPE OF INQUIRY: Requests involving Philippine Scouts (AUS) records, Philippine Army, or Philippine Guerrilla
status

PROCESSING LEVEL: RC4
PRIMARY REFERENCE: None

INSTRUCTIONS

1. Requests involving personnel records of Philippine Scouts who joined as members of U. S. Army during WWII are
processed as routine inquiries.

2. Philippine Scouts were assigned service numbers from 10,000,000 - 10,640,000.

3. Records of Philippine Scouts specifically involving service in the 14th Infantry Regiment (Philippine Army) did not always
result in Army of the United States (AUS) status. See parts 2 thru 4 of this figure.

4. Requests citing 14th Infantry regarding persons NOT listed in parts 2 thru 4 of this figure are referred to ARPERCEN (PAS-
EAP).

5. Retired Philippine Scout requests and determination regarding the Missing Persons Act are referred to ARPERCEN (PAS-
EAP).

6. Inquiries involving the personnel records of members of Philippine Army and Philippine Guerrillas are referred to
ARPERCEN (PAS-EAP).

a. Philippine Army (PA) personnel have low six digit service numbers (e.g., 003000).

b. Guerrilla units are identifiable by symbols: LGAF, PQOG, or EGLGA.

Figure 2-3: Instructions for verifying service pertaining to Philippine Scouts (AUS) (Part 2 of 2)

1. The Department of the Army has completed an exhaustive study of the history and organization of the 14th Infantry
(Philippine Army), which was one of the units called into the service of the Armed Forces of the United States pursuant to
the Military Order of the President of the United States 16 July 1941. This unit served in the Northern Luzon area of the
Philippine Islands and during 1942 was under the command of Lieutenant Colonel Everett L. Warner, USA and Lieutenant
Colonel Guillermo Nakar, PA (AUS). Some of the members were appointed or inducted into the Army of the United States
pursuant to an authorization of General Douglas MacArthur, CINC USAFFE contained in radio message HQ USAFFE
dated 12 July 1942.

2. After a complete study and review of the status of each individual alleged to have been a member of the 14th Infantry, it is
determined that 122 individuals were appointed or inducted into the Army of the United States.

3. The individuals listed below are the only Philippine Army personnel determined to have acquired ARMY OF THE UNITED
STATES STATUS while serving with the 14th Infantry (Philippine Army).

4. 10 000 000 numbers indicate enlisted; 0 888 000 numbers indicate officer.

1. Aguilar, Irineo 10 335 544 62. Librojo, Manuel L. 10 626 136
10 626 033

2. Alejo, Jose A. 63. Licayan, Roman 0 888 147

3. Alvarez, Igmedio 10 626 008 64. Liguan, Sixto 10 626 977
10 335 463

4. Ancheta, Marcelo A. 65. Managad, Melchor 10 335 566

5. Angel, Paulino S. 10 626 835 66. Manuel, Moises R. 10 626 925
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10.

1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

Araiza, Raul L.

Arro, Nicanor B.

Asuncion, Juan

Aviles, Emilio F.

Avilla, Bonifacio R.

Baladhay, Geronimo C.

Balanay, Vicente D.

Baltar, Arcadio A.

Baluarte, Jose

Bangley, Gavino A.

Bansagon, Vicente

Barbadero, Esteban G.

Belbes, Florentino M.

Benedicto, Severino P.

Bergante, Generoso

Betita, Joaquin B.

Bisana, Victor R.

Bonjibod, Evangelista P.

Braganza, Hilario J.

Bueno, Eulogio
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10 626 268

10 626 982

0 888 076

0 888 084

10 626 064

10 626 870

10 626 062

10 626 855

10 626 002

0 888 099

10 626 973

10 335437

10 626 867

10 626 019

10 626 005

10 626 017

10 626 260

10 626 957

10 626 911

0 888 103

67.

69.

70.

71.

72.

73.

74.

75.

76.

77.

78.

79.

80.

81.

82.

83.

84.

85.

86.

Marcellana, Salvador

Mayuga, Mario

Medina, Sotero

Mesa, Celso C.

Millendez, Felix P.

Minel, Pedro F.

Mosquera, Lucilo A.

Muriera, Geronimo

Nakar, Guillermo

Napat, Vernoico

Navarra, Mateo H.

Norico, Froilan

Obina, Fermin L.

Padilla, Maximo Q.

Pangusan, Alfredo

Pascual, Sixto M.

Pasilan, Eugenio A.

Perdigueros, Julian P.

Perido, Antonio

Pigar, Leopoldo R.

10 626 038

10 626 094

10 626 838

0888 117

10626 175

10 626 516

10 626 004

10 626 174

0888 070

10 626 003

10 335 565

0 888 091

0888 077

10 626 569

10 335 563

10 626 242

10 626 046

0888 145

10 335 444

10 626 484
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26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44,

45.

Caballero, Dominador A.

Cabanero, Jose

Caditan, Daniel G.

Camias, Domingo D.

Canoy, Emilio R.

Cantere, Narciso

Carpio, Bonifacio

Castro, Antonio

Castro, Miguel A.

Catung, Patricio G.

Coma, Juan A.

Comawas, Pedro, P

Cordova, Felipe G.

Cruz, Enrique E.

Cui, Gerardo, V.

De la Cueva, Antonio B.

Dingcong, Arturo L.

Dolatre, Benjamin

Domingo, Catalino A.

Escarta, Rizal P.
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10 335515

0 888 108

10 626 694

10 626 968

10 335 553

10 626 027

10 626 992

0 888 106

0888 133

10 626 037

0 888 902

10 335 564

10 626 312

0 888 097

10 626 020

0 888 114

0888 079

10 626 018

10 626 383

10 626 109

87.

88.

89.

90.

91.

92.

93.

94.

95.

96.

97.

98.

99.

100.

101.

102.

103.

104.

105.

106.

Plaida, Alberto B.

Plaza, Anastacio

Progoso, Salvador

Ramos, Escolastico F.

Ramos, Placido R.

Raquinio, Cesario R.

Reyes, Gervacio T.

Reyes, Monico

Reyes, Tesoro A.

Rosario, Silverio M.

Ruiz, Donato G.

Sabordo, Andres N.

Sabordo, Ramon P.

Sacro, Eliseo, R.

Sagaydora, Federico

Salvador, Felix C.

Santa Ana, Alfonso N.

Santos, Filomeno C.

Sarandi, Dionisio A.

Sebastian, Marcelino B.

10 626 047

10 335 561

10 626 014

10 626 024

10 335 459

10 626 195

0888 122

10 335 439

0 888 078

10 626 010

10 335 587

10 335 545

10 626 241

10 626 164

10 626 054

10 626 853

0 888 095

10 335 492

10 626 852

10 626 013
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46. Felix, Rodrigo L. 10 626 040
47. Flores, Herminigildo L. 10 626 522
48. Fuentes, Felizardo P. 10 626 032
49. Galima, Leonardo C. 0 888 085

50. Galiza, Roman V. 10 626 850
51. Ganaba, Antonio M. 10 626 049
52. Glanza, Vincente V. 10 626 206
53. Guardiano, Benjamin 10 626 987
54. Halili, Conchito C. 10 626 042
55. Hernaez, Sofronio G. 10 626 775
56. Huevos, Hospicio M. 10 626 044
57. Impio, Protacio C. 10 626 753
58. Jiminez, Roque B. 10 626 523
59. Latido, Claudio 10 626 619
60. Lazaro, Pascual 10 335 540
61. Lepana, Ramon T. 10 626 254

107.

108.

109.

110.

1"M1.

112.

113.

114.

115.

116.

117.

118.

119.

120.

121.

122.

Senador, Marcelino P.

Senoron, Tranquilano B.

Silvano, Federico T.

Soliva, Laureano

Suita, Jose R.

Tamelin, Porfirio

Tigas, Primitivo M

Tomas, Simeon R.

Torrecampo, Anacleto M.

Ulbe, Alfonso Y.

Valcarcel, Rodrigo B.

Vea, Pedro B.

Velasco, Pedro T.

Velasco, Prescillano

Villaestiva, Bienvenido

Yao, Yee

10 626 984

10 335 546

10 626 224

10 626 190

10 626 077

10 626 068

10 626 542

10 626 996

10 626 011

10 626 980

10 626 915

0 888 169

10 626 424

0 888 152

10 626 148

10 626 001

Figure 2-5: Instructions on VA requests involving certification of pay grade (Part 1 of 11 - Next)

SUBJECT/TYPE OF INQUIRY: VA-3101, Request for information
(Certification of Pay Grade)

PROCESSING LEVEL: RC5

PRIMARY REFERENCE: 1865.41
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4/15


file:///J:/crg/memo/1865107b.html

8/29/2017 1865.107 Assorted Figures for 1865.107 Chapter 2.
INSTRUCTIONS
1. When no record is available, use alternate record sources (e.g., pay voucher, separation document furnished by VA,
morning report, etc.) to reconstruct rank at time of discharge.
2. See parts 2 thru 11 of this figure in order to convert rank designation to appropriate pay grade.
3. If it is known that the veteran held a higher rank/grade than the one at time of discharge, refer the case with "R/B" file to
ARPERSCOM, ATTN: PAS-EAD, if the veteran is living; or PAS-AC, if the veteran is deceased.
4. On rare occasions, the VA may specifically request information about the amount of the veteran's earning. This information
is contained in the Records Reconstruction Branch library in a monograph entitled, "Military Grade Conversion and Pay
Tables."
Figure 2-5: Rank Designation for the Army (Parts 2 - 6 of 11- Next)
ARMY - ENLISTED
PAY 1/1/08 - 6/30/20 7/1/20 7/1/22 10/1/40 6/1/42 8/1/48 7/1/55 6/1/58 7/1/62
GRADE to to to to to to to to
6/30/22 9/30/40 5/31/42 7/31/48 6/30/55 5/31/58 6/30/62 12/1/72
E-1 Bugler -INF, CAV, ARTY, Pvt Pvt Pvt Pvt Rct PVT (E- Rct Pvt E-1
CE, QMC, Depot Brigade Pvt, Sp Pvt, SP Pvt, SP 1 Oct 49 1) (E-1)
Candidates & Civ Candi- 5th CL 6th CL 6th CL to Under Rct
dates (Compute with Pvt, SP 21Jan 51 | 4 mos changed
less than 4 mos) 6th CL Pvt to Pvt
Private - ARTY, CAYV, INF, 22 Jan 51 effective
Cg, SC, QMC, Med Dept to 14 Jul 61
Private 30 Apr 52
Private, 2d CL - Ord Dept
E-2 Bugler, 1sr CL Pfc Pfc Pfc Pfc Pvt Pvt Pvt (E-2) | Pvt (E-
Pvt, 1st CL INF, CAV, ARTY, Pfc, SP Pfc, SP Pfc, SP (E-2) 2)
CE, Ord Dept, SC, QMC, 5th CL 5th CL 5th CL (over
Med Dept, MPC, U.S. Pfc, SP Pfc, SP Pfc, SP 4 mos)
Guards 6th CL 6th CL 6th CL
Pvt, SP Pvt, SP
5th CL 6th CL
E-3 Chief Mechanic - FA Cpl Cpl Cpl Cpl Pfc Pfc PFC PFC
Corporal Pfc, SP Pfc, SP Pfc, SP T5
Cpl, Bugler 3d CL & 4th CL 4th C1
Cpl - CE, Ord Dept, Sc, 4th CL Pvt, SP Pvt, SP
QMC, Med Dept, ARTY, CAV, | Pvt, SP 3dCL & 3dCL &
INF, Depot Brigade, M.T.C. 3dCL & 4th CL 4th CL
Air Svc, Ammunition Train 4th CL
MPC, Development Bn,
Indian Scout, CAC, Chem-
ical Warfare Svc, U.S.
Guards
Cobler
Farrier
Farrier - Med Dept
Lance Cpl
Mechanic - Depot Brigade,
QMC, ENGRS, INF, CAV,
FA, Med Dept, CAC
Musician 3CL - INF, CAV,
ARTY, CE (See E-4)
Saddler - INF, CAV, FA, CE,
med Dept
Teamster - QMC
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Wagoner
Wagoner - INF, CAV, FA,
CE, Med Dept

1865.107 Assorted Figures for 1865.107 Chapter 2.

E-4

Postal Express Svc,

Veterinary Corps,

Adj Gen Depot, Chemical

Warfare Svc, Develop-

ment Bn (See E-5)

Sgt Mechanic - Depot
Brigade

Sgt Pioneer - INF

Stable Sgt - CE, FA, INF,

CAV

Band Cpl - ARTY, CAV,
INF, CE

Color Sgt - FA, INF,
CAV, CE

Cook - ARTY, INF, CAV,
CE, SC, QMC, MD, Depot
Brigade, M.T.C., Army
Svc Corps, Air Force,
CAC

Fireman - CAC

Head Blacksmith - CE

Horseshoer - INF, CAV,
ARTY, CE, SIG C. MD

Mess Sgt - Depot Brigade,
CE, INF, CAV, ARTY

Musician 3d CL - (See E-5)
INF, CAV, ARTY, CE

Musician 3d CL - (See E-3)

Radio Sgt - CAC

Sgt - ARTY, CAV, INF,
Depot Brigade, Tank
Corps, LTC, TC, Army
Svc Corps, Air Svc,
U.S. Guards, CAC, FA,
Ammunition Train,
Military Police Corps

Sgt

Pfc, SP
1st CL

Pfc, SP
2d CL

Pvt, SP
1st CL

Pvt, SP
2d CL

Sgt

Pfc, SP
1st CL

Pfc, SP
2d CL

Pfc, SP
3d CL

Pvt, SP
1st CL

Pvt, SP
2d CL

Sgt

Pfc, SP
1st CL

Pfc, SP
2d CL

Pfc, SP
3d CL

Pvt, SP
1st CL

Pvt, SP
2d CL

Sgt
Ti4

Cpl

Cpl
SP 3CL

Cpl
SP4

Cpl
SP4

E-5

Band Sgt - ARTY CAV, INF,
CE, Air Svc

Chauffeur - SC

Electrician Sgt, 2d CL -
CAC

Musician 1st CL - INF,
CAV, ARTY, CE (See E-6)

Musician 2d CL (See E-4)

Sergeant (See E-4)

Sergeant - CE, Ord Dept,
SC QMC, MD, Military
Intelligence Dept.,

(See E-4)

Supply Sgt - CE, INF, CAV,
ARTY, Depot Brigade,
Ammunition Train

Sgt 1st CL - Tank Corps,
MTC, ASC, AS, INF, Ord
Dept, CWS

Sgt Sr Gr - QMC

S/Sgt

S/Sgt

S/Sgt

S/Sgt
/3

Sgt

Sgt
SP 2 CL

Sgt
SP5

Sgt
SP5

Ass't Band Leader - INF, CAYV,
CE, ARTY

Ass"t Engineer - CAC

BN Sgt Major - CE, FA, INF

BN Supply Sgt - CE

Electrician Sgt 1st CL - CAC

1st Sgt - ARTY, CAV, INF, CE,

Army Service Corps, MPC,

Depot Brigade, MD, U.S.
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T/Sgt
1st Sgt

T/Sgt
1st Sgt

T/Sgt
1st Sgt

T/Sgt
1st Sgt

31 Aug
42)

SFC

SFC
SP 1CL

SFC(*)
S/Sgt
SP6

S/SGT
SFC ()
SP6
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Guards
Master Gunner - CAC
Musician 1st CL- (See E-5)
Post Commissary Sgt
Sgt 1st CL
Sgt Major
Sgt Major, Jr Gr - CAC
Squadron Sgt Major - CAV
* Transitional title for those who held this grade continuously since May 31, 1958.
E-7 Engineer- CAC M/SGT M/Sgt M/Sgt M/Sgt M/Sgt M/Sgt M/SGT(*) | P Sgt
Hospital Sgt - MD 1st Sgt MSP P Sgt SFC
Master Engineer Jr Gr - CE (eff SFC M/Sgt
Master Electrician Jr Gr 1 Sep 42) SP7 *)
Ordnance Sgt - Ord. Dept. SP7
Quartermaster Sgt - QMIC
Regimental Sgt Major - FA,
CAV, INF, CE
Regimental Supply Sgt - INF,
CAV, FA, CE
Sgt 1st Class - MD
Sgt Major Sr Gr - CAC
* Transitional title for those who held this grade continuously since May 31, 1958.
E-8 M/Sgt 1st Sgt
1st Sgt M/Sgt
SP8
E-9 Sgt Maj Sgt
SP9 Maj
Figure 2-5: Rank Designation for the Army (Parts 7-9 of 11 - Next)
ARMY - OFFICERS
PAY 1864 - 12/21/42 12/22/42 - 6/21/44 6/22/44 - 5/31/58 6/1/58 - 12/1/72
GRADE
O-1 Brevet 2nd Lt 2nd Lt 2nd Lt 2nd Lt
2nd Lt (Lieutenant) 3rd Lt - Philippine
2nd Lt - (Mounted) Army (1940 to
2nd Lt - (Unmounted) 1946)
Act Ass't Surgeon (1899 Nurse or Head
to 1903) Nurse - ANC
Army Nurse - ANC Dieticians and
Reserve Nurse - ANC Physical Therapy
Aides - WMSC
0-2 1st Lt 1st Lt 1st Lt 1st Lt
1st Lt - (Mounted) Chief Nurse - ANC
1st Lt - (Unmounted) Head Dietician -
Ass't Surgeon with WMSC
less than 5 yrs svc Head Physical Ther-
Chief Nurse - ANC apists Aides -
WMSC
file:///J:/crg/memo/1865107b.html 7115
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0-3 Captain Captain Captain Captain
Chaplain (Act of Ass't Director -
2 Feb 01 authorized rank ANC
as Capt. Chaplains Ass't Superintendent -
with less than 7 yrs ANC
svc ranked as 1st Lt Chief Dietician -
0-2 by Act of 21 Apr WMSC
04) Chief Physical Therapy
Captain - (Mounted) Aide - WMSC
Captain - (Unmounted)
Ass't Superintendent,
Director, & Ass't
Director - ANC
Ass't Surgeon - with
5 yrs or more svc
0-4 Major Major Major Major
Superintendent - Ass't Superinten-
ANC (Act of dent or Director -
3 Jun 16) ANC
Director of Dieti-
cians - WMSC
Director of Physical
Therapy Aides -
WMSC
0-5 Lt Colonel Lt Colonel Lt Colonel Lt Colonel
Ass't Superintendent - (Act of 22 Jun 44
ANC authorized commis-
Director - ANC sion of nurses,
dieticians, and
physical therapists
to relative rank
held prior to Act)
0-6 Colonel Colonel Colonel Colonel
Superintendent - ANC
(Act of 22 Dec 44)
O-7 Brigadier General Brigadier General Brigadier General Brigadier General
0-8 General of the Army General of the Army General of the Army Major General
General of the Armies General of the Armies General of the Armies
of the U.S. of the U.S. of the U.S.
Chief of Staff to the Chief of Staff to the Chief of Staff to the
President President President
Chief of Staff, US Army Chief of Staff, US Army | Chief of Staff, US Army
General General General
Lt. General Lt. General Lt. General
Maj. General Maj. General Maj. General
Chairman of Joint Chairman of Joint Chairman of Joint
Chiefs of Staff Chiefs of Staff Chiefs of Staff
0-9 Lt. General
0-10 General of the
Army
Chairman of the
Joint Chief
of Staff, PSA
Chief to Staff to
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the President
General

Figure 2-5: Rank Designation for the Army (Part 10 of 11 - Next)

ARMY - WARRANT OFFICERS
PAY BEFORE 6/8/18 6/9/18 - 5/31/42 6/1/42 - 6/30/46 711/46 - 9/30/49 10/1/49 - 12/1/72
GRADE
W-1 Master Engineer, Senior 2nd Mate, AMPS Warrant Officer, Warrant Officer, WOJG or
Grade - TC, CE Junior Grade Junior Grade WO W-1
Master Sergeant - MD Flight Officer
Master Signal Electrician Flight Officer
- Air Svc, SC
Master Electrician - Air
Svc, CAC
Master Hospital Sergeant
-MD
Paymaster - QMIC
Band Leader - Inf, Cav,
Arty, CE
Band Master
Band Sergeant & Asst.
Leader
Quartermaster Sergeant,
Senior Grade - QMC
W-2 Army Field Clerk 1st Mate & Asst. CWO CWO CWO W-2
Field Clerk - QMC Engr, AMPS (Army 1st Mate & Asst. 1st Mate & Asst.
Pay Master Clerk Field Clerks, & Engr, AMPS Engr, AMPS
(Act of 29 Aug 16 aptd Field Clerks, QMC
Field Clerks, QMC & aptd WO, Act of
Army Field Clerks) 27 Apr 26).
Other WO's
W-3 Master and Chief Master and Chief | Master and Chief | CWO W-3
Engineer, Army Engineer, AMPS Engineer, AMPS
Mine Planter Svc
(Act of 9 Jul 18
provided for apmts
of WO, AMPS, CAC.
(Act of 1 Jul 20
provided for apmts
of WO in addition
to WO, AMPS.)
W-4 CWO W-4

Figure 2-5: Rank designation for the Air Force (Part 11 of 11)

AIR FORCE - ENLISTED

PAY
GRADE

9/26/47 | 8/1/48 10/1/49 4/1/52
to to to to
7/31/48 | 9/30/49 | 3/31/52 8/31/54

9/1/58
to
10/19/67

file:///J:/crg/memo/1865107b.html
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E-1
Pvt Pvt Pvt Am Basic Am Basic
E-2 PFC PFC PFC Am 3d CL Am 3d CL
E-3 Cpl Cpl Cpl Am 2nd CL | Am 2nd CL
T/5
E-4 Sgt Sgt Sgt Am 1stCL | Am 1stCL
T/4
E-5 S/Sgt S/Sgt S/Sgt S/Sgt S/Sgt
T/3
E-6 T/Sgt T/Sgt T/Sgt T/Sgt T/Sgt
E-7 M/Sgt M/Sgt M/Sgt M/Sgt M/Sgt
1st Sgt | 1stSgt | 1st Sgt
(to
3/1/50)
E-8 Senior
M/Sgt
E-9 Chief
M/Sgt

Figure 2-7: Instructions on VA requests involving eligibility for complete separation (Parts 1 & 2 of 6 - Next)

SUBJECT/TYPE OF INQUIRY: VA-3101, Request involving eligibility for complete separation
PROCESSING LEVEL: RC6
PRIMARY REFERENCE: 1865.38

INSTRUCTIONS
R IF THEN
U
L
E
1 | VA-3101 indicated Request VA send copies of ALL separation documents.
separation document on
file. -The first separation document may give the term of service or it may indicate "reason for authority" for
discharge.
-The separation document for the second period of service (ending dishonorably or OTH) should include
any time lost. Compute whether or not the veteran fulfilled original period of active service obligation.

file:///J:/crg/memo/1865107b.html
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2 | VA-3101 is incomplete and Request VA send copies of ALL separation documents.
fails to indicate WHETHER
OR NOT separation
document is on file.

3 | VA-3101 indicates Request search of auxiliary pay and discharge records.
separation document is
NOT on file. -Pay vouchers provide the period of active service obligation.

-WWII vouchers carry a notation regarding time lost for those veterans who were discharged dishonorably
or OTH.

4 | Data cannot be Request VA contact the veteran for dates of first and second enlistments, and all units and dates of
reconstructed from auxiliary | assignment.
pay and discharge records.

5 | Requested information Request OR search of morning reports for:
furnished.

« the first unit of assignment (first period of service) for term of obligation; and
« the first unit of assignment (second period of service) for any time lost.

6 | Requested information Request OR search of morning reports for the final unit of assignment.
partially furnished.

-The organizational record may reference a special order which will indicate the term of service.

7 | All efforts fail to establish Reference record and inquiry to ARPERSCOM, (PAS-EAV) using NA Form 13098. Write the following
original term of service statement: "A Fire related record - unable to determine if the veteran was eligible for complete
and/or eligibility for separation (or could have been eligible) prior to dishonorable/other than honorable discharge."
complete separation. Send referral card, NA Form 13053, to VA.

See parts 4 through 7, this figure for additional information that may assist in establishing dates of service.

Figure 2-7: Supplemental information on requests involving eligibility for complete separation (Parts 3 & 4 of 6 - Next)

1. WWII Adjusted Service Rating Cards (ASR). ASR's were created as of 9-16-40 (Selective Service and Training Act).
Points were granted for (a) months of service credit since Sept. 16, 1940: (b) months of overseas credit; 8 number of
combat decorations and Bronze Stars; and (d) number of dependent children under 18 years old. See part 6, this figure for
criteria used to establish date of separation by applying Apoint system." Information found on the ASR Card can help
establish dates of service.

2. Korean War extensions of enlistment. During the Korean conflict enlistments in the regular Army, national guard, and Air
force were INVOLUNTARILY EXTENDED as follows:

Enlistment schedule to expire Extended
July 27, 1950 - June 30, 1952 12 months
July 1, 1952 - June 30, 1953 9 months

file:///J:/crg/memo/1865107b.html

a. Part 7, this figure shows the scheduled expiration of enlistment, the extended period of enlistment, and the adjusted
date of release as affected by DA Circular 38 (effective April 4, 1952, to stagger separations).

(1) Persons who would have been separated prior to July 27, 1950, but were making up for "time lost" are NOT
included in the extension.
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(2) Persons who VOLUNTARILY EXTENDED were NOT included in the involuntary extension or adjusted release
program.

. In addition to the schedule in reduction of involuntary extension of enlistments, DA Circular 47 was issued on June 6,

1952, and provided for the release of enlisted Korean returnees three months in advance of the expiration of their
involuntary period of service or their extended enlistment. If they had served honorable in Korea for ANY PERIOD
SINCE JUNE 24, 1950, and had less than three months remaining on their involuntary period of service or their
extended enlistment, they were eligible for immediate release (discharge or transfer to reserved). Those with more
than three months involuntary service remaining were to be released under this program when they became eligible
under the following criteria:

(1) Enlisted members of the reserve components were eligible for release from active duty or discharge, as
appropriate, when they had completed 21 months on current tour or when they had less than three months to serve in
their enlistment as extended.

(2) Enlisted members of the Regular Army were authorized to be discharged when they had less than three months
to serve in their enlistments; as extended. The provisions of this Circular are applicable only to that period of service
in excess of the voluntary contract.

(3) Inductees were eligible for release from active duty and transfer to the reserve when they had completed 21
months of active service.

(4) Those individuals who had volunteered in writing, prior to issuance of this directive, to remain on active duty for a
longer period were not eligible for release under this program.

. The authorities for separation between July 27, 1950 and July 30, 1952 include:

(1) AR 615-360 and DA Circular 38 (1952) - eligible for complete separation.
(2) AFR 39-10 and Msg. AFPMP-4 78/52 - eligible for complete separation.

NOTE: The DA Circular and Msg. Indicate eligibility for complete separation. AR 615-360 and AFR 39-10 without
citing the DA Circular or Msg during this period do not establish eligibility for complete separation.

. Individuals inducted under the provisions of Selective Service Act of 1948 (June 25, 1948 to June 19, 1951) were

inducted for a period of 21 months active service. By law, inductions on or after June 20, 1951 were extended to be
for a period of 24 months.

Figure 2-7: World War Il discharge criteria for enlisted men based on point or length of service as indicated on
Adjusted Service Card Rating (ASR) (Part 5 of 6 - Next)

Point Total or Length of Service on Adjusted Service Rating Card (ASR)

Separation Date
ASR Score 85 May 12, 1945
ASR Score 80 September 3, 1945
35 years to 38 years of age with 2 years of service September 7, 1945
ASR Score 70 October 1, 1945
ASR Score 60 November 1, 1945
If surplus with less than 60 points and with more than 2 years of service November 1, 1945

file:///J:/crg/memo/1865107b.html
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Surplus in the Air Force with 50 to 59 points inclusive

November 1, 1945

ASR Score 55

December 1, 1945

4 Years honorable service

December 1, 1945

ASR Score 50

December 31, 1945

42 months service

December 31, 1945

ASR Score 45 or 30 months service to be out or returning by April 30, 1946; ASR Score 40 or 24 months

service to be out or returning by June 30, 1946.

January 15, 1946

20 months service

June 26, 1946

18 months service by November 30, 1946

October 1, 1946

After November 30, 1946, by the end of the month in which 18 months service is completed

November 30, 1946

Returning from overseas within six months of being eligible for discharge

September 24, 1946

Inducted in 1945

October 16, 1946

All non-volunteer army enlisted men to be discharged not later than June 30, 1947, unless being retained

for hospitalization or other military reasons

March 3, 1947

Figure 2-7: Reduction of Involuntary Extension and Enlistments (Part 6 of 6)

Column 1
Normal Expiration of
Enlistment

Column 2
Expiration of enlistment
as involuntary extended

by Executive Orders

Column 3
Adjusted expiration
of enlistment as in-
voluntarily extended

May 1951
June 1951
July 1951

May 1952
June 1952
July 1951

1-15 May 1952
16 - 31 May 1952
1-15 June 1952

August 1951
September 1951
October 1951

August 1952
September 1952
October 1952

16-20 June 1952
1-15 July 1952
16-31 July 1951

November 1951
December 1951
January 1952

file:///J:/crg/memo/1865107b.html

November 1952
December 1952
January 1953

1-15 August 1952
16-31 August 1952
1-15 September 1952
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February 1952

February 1953

16-30 September 1952

March 1952 March 1953 1-15 October 1952
April 1952 April 1953 16-31 October 1952
May 1952 May 1953 1-15 November 1952
June 1952 June 1953 16-30 November 1952
July 1952 April 1953 1-15 December 1952
August 1952 May 1953 16-31 December 1952
September 1952 June 1953 1-15 January 1953
October 1952 July 1953 16-31 January 1953

November 1952
December 1952
January 1953

August 1953
September 1953
October 1953

1-15 February 1953
16-28 February 1953
1-15 March 1953

February 1953
March 1953
April 1953

November 1953
December 1953
January 1954

16-31 March 1953
1-15 April 1953
16-30 April 1953

Appendix 2-A: Topical guide for use of NPRC instructions

TOPIC

USE LATEST REVISION OF
NPRC MEMO:

Alternate Sources of Information

Board of Correction of Military Records

California Cases

Change or correction of records

ClL's

Data procurement procedures

Discharge Certificate

Discharge Review Board

Genealogical request

file:///J:/crg/memo/1865107b.html

1865.111; 1865.112

1865.38; 1865.79

1864.106; 1865.51

1864.96; 1864.102; 1865.87

1865.51

1865.112

1865.51; 1865.72

1865.38; 1865.79

1865.86

14/15


file:///J:/crg/memo/1865111.html
file:///J:/crg/memo/1865112.html
file:///J:/crg/memo/186538.html
file:///J:/crg/memo/1864106.html
file:///J:/crg/memo/186551.html
file:///J:/crg/memo/1864102.html
file:///J:/crg/memo/186587.html
file:///J:/crg/memo/186551.html
file:///J:/crg/memo/1865112.html
file:///J:/crg/memo/186551.html
file:///J:/crg/memo/186572.html
file:///J:/crg/memo/186538.html
file:///J:/crg/memo/186586.html
file:///J:/crg/memo/1865107b.html

8/29/2017 1865.107 Assorted Figures for 1865.107 Chapter 2.

Last known address 1864.102; 1865.16; 1865.49
Medical records 1865.103

Replacement of separation papers 1865.51

Social Security Administration requests 1865.52

Statement of Service requests 1865.60

Statements of service when no separation document is available 1865.51

Veterans Administration requests (VA-3101) 1865.37;1865.38
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Figure 2-5.2: Decision Logic Table - Criteria for determining initial and
subsequent steps concerning data procurement requests and referral actions

CASE DECISION LOGIC TABLE

Instructions for using Decision Logic Table (DLT):

1. Assume ALL B/R file(s) have been pulled, analyzed, and contain insufficient information, and
BIRLS is queried.

2. The Decision Logic Table IS NOT applicable to requests from the VA.

3. A request indicating "VA home loan," "Gl loan," "buying house," etc. is NOT considered a
request for VA benefits.

RULE 1. REQUEST FOR SERVICE INFORMATION
-C FILE AT RMC, VARO, or NARA FACILITY
-FAR SHOWS QM RECORD(S) ARE/ARE NOT AVAILABLE

STEP 1 STEP 2 STEP 3

a. If requestis NOT for VA a. When search report is received
benefits and QM/QT and QM/QT record(s) DO NOT
record(s) are not attached, contain sufficient information, and:
then request appropriate
QM/QT record(s) (see
NPRC 1865.111, pars. 6

and 7). (1) Cfile is located at a VARO or | a. When response to NA
NARA facility, then request Form 13023/NA Form 13160
records using NA Form 13023 or is received and VA records
NA Form 13160 (see fig. 2-6.1 or DO NOT contain sufficient
2-6.2). Send requester delay information, then see NPRC
notice using NA Form 13024. 1865.111, figs.16 or 17.

(2) CFileis located at VA
Central Office, then refer
requester to the VA using NA
Form 13045.

b. If request is for VA
benefits, then refer
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RULE 2. REQUEST FOR MEDICAL INFORMATION

-C FILE AT RMC

-QM C/QT H RECORDS ARE/ARE NOT AVAILABLE
STEP 1 STEP 2 STEP 3

a. Ifrequestis
NOT for VA
benefits, and the
QM C and/or QT H
record is/are
available, then
request the
record(s).

a. When search report is
received and the QM C and/or
QT H record(s) is/are attached,
then send medical records using
NA Form 13045.

a. (1) NO QM C or QT H record is
available, then request VA records
using NA Form 13023 (see fig. 2-6.1).
Send requester delay notice using NA
Form 13024.

(2) When response to NA Form
13023 is received from RMC, and VA
records DO NOT contain sufficient
information, then send requester NA
Form 13055, Request for Information
Needed to Reconstruct Medical Data.

b. If request is for
VA benefits, then
refer requester to
the VA using NA
Form 13060.

NOTE: IfQTH
record is available,
obtain applicable
information and
attach to the
referral response.

b. (1) If requester expresses
any dissatisfaction with the VA,
and/or implies or expresses
desire NOT to go to the VA for
the requested record, then
request records using NA Form
13023.

(2) If requester
SPECIFICALLY requests copies
of morning or sick reports, then
send requester NA Form 13055.

RULE 3.

REQUEST FOR MEDICAL INFORMATION

-C FILE AT VARO OR NARA FACILITY
-QM C/QT H RECORDS ARE/ARE NOT AVAILABLE

file:///J:/crg/memo/74911205.html
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STEP 1 STEP 2 STEP 3
a. Regardless of the | a. (1) If requester expresses any a. When response to NA Form
reason for dissatisfaction with the VA, and/or 13023/NA Form 13160 is
requesting the implies or expresses desire NOT to go received and VA records DO
information, refer to the VA for the requested record, then NOT contain sufficient
the requester to the request records using NA Form information then send
VA using NA Form 13023/NA Form 13160. requester NA Form 13055.
13045.

(2) If requester SPECIFICALLY
NOTE: IfQTH requests copies of morning or sick
record is available, reports, then send requester NA Form
obtain applicable 13055.

information and
attach to NA Form
13045.
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MPR REFILE PROCESS

Pre-process are the set of tasks to look for
records that are not proper for refile and begin to
organize records that are proper for refile..
Records are moved to mobile sort tables by

PRE-PROCESS category (military branch) and the order they will
go into our retile racks.. At the same time, staff
look for auxiliary records, and loans and
transfers that need CMRS update.

3

\4

SORT
Sort is the set of tasks to ensure
that records contain proper refile
data, look for combined records and
perform a rough sort into the sort
racks Batch is the set of tasks
to update CMRS with
status and prepare
accountability forms to
BATCH ensure proper record
filing.
Refile are the set of task
to return the record to its
REFILE

proper file location

Reconcile are the set of

tasks to correct any

problems encountered Q
during the refile process RECONCILE

and ensure that the

record was returned to

the correct location



PRE-PROCESS

Is it an original

record? Records are
No—— destroyed via

recycling bin.

2 Refile Employees Place records on
Fi] Remove records » mobile sort tables
& from carts by military branch
When the sort table is
s it a Clinical N Is Preservation Is refile a Loan and NO—> full, move the records
Record? Notice attached? Transfer? to the appropriate shelf
S location.
o
S
o YES YES A
v 5 *d : Place record in
Send record Preseer;vat(i)on vEs proper sort
back to Core ) rack bin
section
YES
\ 4
2 Support
3 Update CMRS
§ that record has
S returned
\ 4
Pll “DH “H” Or “C”
file DO NOT GET ves—p  SeNd1OOR !
Section for refile
REFILED \ 4
< END GOTO
= A SORT
L




Does record have a
Chargeout or L&T Barcode
label attached?

FROM PRE-

PROCESS Should Record Have __Are two or more recor

Registry Label? " banded together?

A 4

Floor Lead determines if

records should be < Give to Floor Lead

separated for review
\ 4 v
upport determines if there | r::oﬁzg ?;E)OS;EES Support place into
an outstanding Search Request — — . » OUPPOTLP
: (Registry and non- sort racks
in CMRS :
registry)
| \ 4
v GOTO

BATCH




BATCH &

Cart Maker Put Begin batch sheet Place L&Ts Remove Chargeout Place check sheet
S ';%?{'\4' .| records in order by | preparation. Add first and folders so that from records and .| on cart and move
o " Registry No. or “file "| last record identifiers and L&T label is "I group together at front cart to support
= sequence” Cart Maker signs form visible. of cart area
g
\ 4
Support Scan
2 the bar code for Support Complete Support Add batch
4
3 each of the Sslazi\:vzr:escz?;ci?w Séitris No— creation of batchin ———— info to the log
2 FARs and L&T CMRS sheet
g into CMRS
s}
YES
@ Support Place Batch Support Annotate Support
§ sheet into “Lead bin” | Batch Sheet to show | _ “g::(io;:;?sn P Support Print | Export the data
S grouped by record Batch # created by | cart with refiles D “Check sheet” | - from CMRS
£ block CMRS and sign form into excel
(<]
S
\ 4 v
% Return record to TO
i Core REFILE




EROM Floor Lead retrieves
and annotates the
BATCH > —_—
Batch Sheet and Log
Book

e : . Refiler Annotate
Reﬂlgr Go Pink” wante orrect Chargeout found R‘*f'.' er Refiler Check Sheet that
tofile . : : - Refile » Chargeout —» ]
: card found? n correct file location? Chargeout card
location record card .
is attached
v \ 4
DO NOT Refiler Place Chargeout Refiler Annotate Check
REFILE > attached to Wanted Card in Sheet that Chargeout card Refiler Retain record
RECORD file Retain Wanted Card was not in file etiier metain reco
» and return with batch
sheet
10 Refiler Turn in Batch Sheet (copy), Refiler Count Chargeout
RECONCILE All items - Chargeout Sheets, anotated Qheck < cards and any records <
accounted for? Sheet and any records not refiled to brought back. Compare to
Audit Lead number on batch sheet

' Notify Audit Lead
of discrepancy




A\ 4

\ 4

Support
Wand Charge
Out Sheets

Audit Lead
determines if all

| refiles in the batch

are accounted for

Audit Lead determines
“accountability” by ensuring all
FARs are returned, OR, if
FARs are missing,
corresponding records are
returned

Audit Lead
discard Charge €«—
Out Sheets

J

All items
Refiled?

YES means the Refiler returns
Chargeout and/or Record

All items

ccounted For?

NO means Chargeout and/or
Record is missing

Record

Available?

NO means the target
record is missing

v

¢ ¢ /Emples: No record label, ’
No Chargeout Found, wrong
record encountered
Record
|_ found?
|
v
v v Search Supervisor
Audit Lead Update Audit “rewe\'/vs CMRS”
Lead Terminal Batch
CMRS to show |« : < <« o
. ” refiles Screen, initiates
status as “REFILED :
records misplaced search
J + when necessary
|
\ 4
Y Update CMRS to Record Send for
END REFILE  Record error <4— remove item from - misplaced
found?
batch search?
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NPRC MPR INTERFILE PROCESS

@ COLLECTION COLLECTION phase consolidates Interfile
v Material from all sources

Sort phase collates interfile material into
segments that require different form of
processing. Some material are in ready-to-
interfile state while others require additional

research and analysis before routing decision
can be made. \—¢
Batch represents the set of tasks required to

create logically grouped material to facilitate ease
and efficiency in the intefile process

BATCH - Process also provides crucial checkpoints in the
auditing process

SORT

Interfile represents the steps necessary to join the

subject material to the intended target location.

- Process also allows for the handling of unexpected INTERFILE
outcomes, such as target record loaned to outside

agencies, or mismatched record information.

'@
A

Reconcile are the set of tasks necessary to
ensure the Interfile process was performed

correctly. RECONCILE

Remediation is only necessary when a
‘ batch of work containin ANY discrepancies
REMEDIATE are identified.
- Auditors perform expanded search and
recovery steps necessary to rectify any
discrepancies.



COLLECTION PROCESS @

Material from
Stacks

- Any loose documents are to
be picked up by ANY NPRC
member when encountered.
Material to be placed in
Loose Documents Bin

Material from

Material arrived

Material arrived
from External

distributed throughout Stack Reference Cores from Tennant Agencies
5 Members with File NPRC (Received by
S Maintenance (CIOHGCtGd by Mailroom and
2 Responsibilty) Refile Members (Received by routed to
© - Refile members wil as aSS|g.ned by Records Branch Records Branch)
routinely retrieve bins Refile When Tennant offices
- Retrieval can also be supervisor) through L&T encounter loose material,
initiated by a call from any process) they will forward them onto
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
National Personnel Records Center
St. Louis, Missouri 63138-1002
NPRC 1865.126
February 27, 2013

NPRC MEMORANDUM

SUBJECT: Standard Operating Procedure (SOP) for Refile Section, Records Retrieval Branch

1. Purpose. This memorandum along with its attachments define the functions, responsibilities,
processes, and procedures of Refile Section, Records Retrieval Branch.

2. Cancellation. Not applicable, this is the first issuance of this directive.

3. Reason for revision. Not applicable, this is the first issuance of this directive.

4. Applicability. The information contained herein applies to all members of the Refile Section,
Records Retrieval Branch.

5. References.
- 1865.28 — Refiling and Interfiling Military Personnel and Medical Records

6. Instructions. This memorandum defines the key roles and responsibilities critical to the successful
operation of the Refile Section. Further, it describes the internal processes for Refile, and Interfile

activities, both in narrative and graphical flow-chart format. For best results, follow the graphical
flow-chart appendices while reading their corresponding section in the text.

7. Figures and Forms.

= Interfile Form

SCOTT LEVINS
Director

Distribution: AFN-MR, AFN, AFN-Staff
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1 Refile Section Overview

This is the section in the Records Retrieval Branch (RRB) that is responsible for returning
records to their correct locations in the Stacks and for interfiling late-flowing or loose documents
into the correct folders. Additionally, the Refile Section also performs the critical task of space
maintenance, which is the process of physically maintaining the records holdings and the stack
area, ensuring the records are properly protected. All employees should observe appropriate
safety precautions when working in the file areas.

The Refile Section consists of one supervisor, one assistant supervisor, four lead technicians, and
approximately 50 employees who carry out the refile and interfile duties. The Refile Section is
comprised of the following personnel roles, which are described in detail in the respective
process sections later in this document:

Refile Section Supervisor
- Responsible for directing the Refile staff in achieving its overall mission through efficient
and timely management of resources, using reports that identify areas where resources
need to be applied.

Assistant Section Supervisor
- Responsible for directing the Refile staff in achieving its overall mission through efficient
and timely management of resources, using reports that identify areas where resources
need to be applied. Serves as the Refile Section Supervisor when the Supervisor is
absent.

Refile Lead (Floor)
- Directs operations in the office. Assigns refile/interfile batches of work.
- Provides training to Refilers and documents individual training charts.
- Is available to answer questions from Refilers.

Refile Lead (Stacks)
- Directs operations in the stack area.
- Provides on-the-job training to Refilers.
- Is available to answer questions from Refilers.

Refile Lead (Audit)
- Conducts audits of work completed by Refile employees.
- Provides on-the-job training to Refilers.
- Is available to answer questions from Refilers.

Interfile Lead (Audit)
- Conducts audits of interfile work completed by Refile employees.
- Provides on-the-job interfile training to Refilers.
- Is available to answer questions from Refilers.
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Refiler
- Picks up and sorts records for refile.
- Refiles records in correct locations, using data printed on record labels.
- Sorts documents and enters interfile data into database.
- Interfiles documents in correct records, using data printed on Finding Aid Reports (FAR).
- Replaces damaged boxes stored in stacks and keeps stack areas neat.

In addition, the Refile Section receives requests from customers attempting to locate a record
that has been removed from the file location and is being processed for refiling. Customers send
e-mails to the MPR Refile mailbox, which is monitored and answered by the Refile Supervisor
and Assistant Supervisor. If the record is located, the supervisor arranges with the customer to
process the record.
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2 Records Refile Process

The records refile process involves returning records that have been previously charged out of
their proper locations for delivery to requesters. A critical part of this process is making certain
that the records are returned to their correct locations. The details governing the Refile Process
are described in Appendix A - MPR REFILE PROCESS flow chart attached at the end of this
document. Itis crucial that the process specified is followed closely and accurately. Any
deviation potentially places records at risk of being misplaced. Any unspecified situations
encountered should be resolved through NPRC’s Supervisory/Management chain.

The Refile Process is composed of the following steps:

Step Description
Pre-Processing During this step, records are gathered from all sources and placed
on mobile sort tables based on military branch of service.
Sorting This step consists of organizing the records into groupings that are

conducive to efficient filing in the Center holdings. By grouping
records whose designated locations are in close proximity to each
other, the Refiler can achieve the maximum rate of refile while
expending the minimum amount of time.

Batching Records are placed in batches on carts. Charge out sheets are
removed from records and batches are created using CMRS
wanding.

Refiling This step is the physical act of replacing the records in their correct

locations in the stacks. Charge out sheets from the stack locations
are wanded into CMRS documenting that records were refiled.

Reconciling All charge out sheets are delivered to the Audit lead for review. If
any discrepancies are found during the CMRS wanding to Refiled,
the auditor resolves each situation through documented procedures.

2.1 Pre-Processing

This step consists of determining whether a record is ready to be refiled. Records are picked up
from requesters (Cores, Research Rooms, and tenant agencies) using large carts and are
delivered to the Refile area by Refile staff members. Records are removed from the carts and
placed on mobile sort tables where they are grouped by military service branch. If the records
have a notice attached from the Preservation Department, they are routed to that section to
handle and process. Records that are returned from another agency (Loan & Transfer returns)
must be wanded into CMRS by Support employees to change the Search status to LT Returned.
Records that are returned through the mail room are delivered directly to the Support area to be
wanded in CMRS. Clinical records that are sent to RRB in error are returned to the Core that
ordered them. If an auxiliary record is found to have been returned to RRB in error, it is
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removed from the process. Auxiliary records should be copies only and are never refiled. If the
auxiliary records are copies, they are discarded in the Witness Disposal Containers. Original
documents are sent to the Organizational Records Section Supervisor to be refiled.

When the sort table is full, the records are moved to the appropriate sort rack bin.

Task Ownership:

e The Refile Supervisor is responsible for designating individuals to retrieve records
from requesters.

o Refile employees are responsible for routing records requiring special handling to the
appropriate locations.

e Support employees are responsible for wanding all returned L&T records into CMRS.

2.2 Sorting

During this step, records are reviewed by Refile employees and placed in the appropriate bins. If
the record does not have a FAR, or L&T bar code sticker attached, it is placed in the designated
bin for Support employees to search CMRS. If an entry is found for the record in CMRS, a FAR
is printed out and attached to the record. The record is then placed in the appropriate sort rack
bin. If there is no data in CMRS for the record and, therefore no FAR can be printed, the record
is placed in the bin for NON-CMRS records and is refiled using that process.

If the record is missing an identifying label, a Support employee searches the Registry System
using the veteran’s name, service number or SSN. If a file location is found in the system, the
employee prints out a new label and attaches it to the record.

Employees sorting records also look for two or more records that are banded together. If the
records belong to different individuals, the employee separates them and continues with the
sorting process. If the records belong to the same individual, the employee routes the records to
the Floor Lead. The Floor Lead then reviews the records and determines the proper location for
them.

The records are then placed in the appropriate sort rack bin.

The sort rack bins are grouped by records blocks. Record blocks are records filed in the stacks
that have been grouped by common identifying information (i.e. U.S. Marine Corps Enlisted
records prior to 1963, Army Retiree Records with Registry locations beginning A50, etc.). The
bins within each record block are then divided by location ranges and labeled accordingly. The
non-Registry records are labeled with the appropriate alphabetical or service number designation,
according to the filing system that pertains to the records involved.

Records are sorted by record block and placed in the sort rack bins according to the range of
record locations designated on the bins for each block.



February 27, 2013 NPRC 1865.126

Task Ownership:
o Refile employees are responsible for placing records into the correct bins.
e Support employees are responsible for replacing missing labels and FARs.

2.3 Batching

This step begins with removing a group of records from one or more bins on the sort rack and
combining them into a batch of refile work. The records are placed on a refile cart by a Refile
employee and arranged in order according to the appropriate filing system for the record block to
which they belong (alphabetically or numerically, by service number or Registry location). The
number of records in a batch is determined by the amount of records a cart can hold; however, all
of the records in one batch must be in the same record block.

A Batch Sheet is prepared for each cart of refile work and is initiated by the employee who
assembled the cart. ldentifying information for the first and last record in the batch is annotated
on the Batch Sheet. The employee who created the batch, then signs the batch sheet in the space
designated to identify who created the cart of work.

The employee who created the batch then removes all of the charge out sheets from the records
on the cart. If arecord has an L&T bar code sticker instead of a charge out sheet, the record is
turned upright so that the bar code is visible. The employee places all of the charge out sheets
and the Batch Sheet on the top shelf of the cart in front of the first record in the batch and moves
the cart to the Support area for further processing.

A Support employee retrieves the charge out sheets from the batch of work on a cart. A new
Refile batch number is created in CMRS and each charge out sheet is wanded into CMRS to
show the record has been placed into that batch. If a record is found with a Search Status other
than “Out of Core”, the record is removed from the batch and returned to the Core to correct.

The data entered into the new batch is exported into an excel spreadsheet called a “Check Sheet”.
The Check Sheet is printed out and placed on the cart. The batch number is written on the
corresponding Batch Sheet. The Support employee then signs the batch sheet in the space
designated to identify who created the batch in CMRS. In addition, the Support employee adds
the batch information to a logbook specifically used to document the assignment of Refile
Batches. The Batch Sheet is then given to the Floor Lead for assignment and the cart is moved
into the Cart Room that is designated for storing work ready to be assigned and refiled.

Task Ownership:

o Refile employees are responsible for sorting records into batches, creating carts of
refile work, and entering information onto a Batch Sheet.

e Support employees are responsible for creating a new batch in CMRS and annotating
information on the Batch Sheet and in the Logbook.
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2.4 Refiling

This step is the physical act of replacing the records in their correct locations in the stacks. The
Floor Lead assigns batches of work to the Refilers and annotates both the Batch Sheet and the
Logbook to show who was assigned the Batch number and the date of the assignment.

The Refiler takes that Batch Sheet and goes to the cart room to locate the assigned work. The
Refiler goes to the stacks with the cart of work and refiles each record in the correct location,
collecting the charge out sheet from each location at the same time. If there is no charge out
sheet in the location, the Refiler leaves the record on the cart and does not attempt to refile it.
The Refiler annotates the check sheet next to each name to indicate that the record was properly
refiled or that no charge out sheet was found.

Any record that has a pink “Important Notice” card, NA Form 13131, in the location is brought
back to the office along with the pink card. The Refiler leaves the file charge out sheet in place.
The record, the duplicate charge-out sheet and pink card are turned over to the Audit Lead.

At the completion of the batch of work, the Refiler counts the charge out sheets plus any un-
refiled records to ensure that the total number of items completed equals the total number
assigned on the check sheet. The Refiler then turns in to the Audit Lead the Batch Sheet, the
Check Sheet, all charge out sheets and all records that were not refiled.

Task Ownership:
e The Floor Lead is responsible for assigning batches of records to Refilers and for
reassigning batches, when necessary.
o Refilers are responsible for refiling the records assigned in the correct locations and
for turning in charge out sheets and/or records to the Audit Lead.
o All employees are responsible for observing safety precautions when working in the
file areas.

2.5 Reconciling

The Audit Lead is responsible for determining that all of the work was completed correctly. The
Audit Lead reviews the work turned in by the Refiler and corrects any minor discrepancies by
checking CMRS or by talking to the Refiler who completed the work. The Audit Lead then
gives the batches of charge out sheets to Support to wand in CMRS and change the record status
to “Refiled”. Support generates a report in CMRS that shows whether or not any discrepancies
were identified during this process. Support returns all batches of work with discrepancies to the
Audit Lead. Batches with no discrepancies are closed by Support and a print out of the report is
given to the Audit Lead.

The Audit Lead checks all records returned by the Refiler as the result of a missing charge out
sheet in the record location. The Audit Lead goes to the correct record location in the stacks and
determines if an error was made by the Refiler. The Audit Lead performs a verification search
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for any record that is missing from the batch. All discrepancies are reported to the Refile
Supervisor. All completed batches of work are turned in to the Refile Supervisor.

The Refile Supervisor determines if the Refiler made any errors during the process of refiling the
batch of records. If errors are determined, the Refile Supervisor prepares an error sheet and
issues the error to the Refile employee. Errors are recorded in the Charts Records Retrieval
Performance Reporting System. Documentation that the error has been discussed with the
employee is maintained by the Refile Supervisor.

Any missing records that cannot be located by the Audit Lead are turned over to the Refile
Supervisor. The Supervisor removes the entry for the missing record from the batch of Refile
work and closes the batch. The record information is then entered into a Search Batch named
“Terminal Misplaced Batch” that is kept open in CMRS. The Search Supervisor assigns these
searches to Verification Searchers to complete an in-depth Misplaced Search. If the record is not
found after completing one misplaced search, a second misplaced search is assigned to a
different verification searcher. If the record is not found after the completion of two misplaced
searches, the record is reported as a discrepancy. Detailed resolution steps are captured in the
Remediation step and can be found in Appendix B — INTERFILE PROCESS.

Task Ownership:

e The Audit Lead is responsible for examining each Refile action in a batch, using the
respective Check Sheets that have been annotated by the Refiler.

e Support employees are responsible for changing the record status to “Refiled” in
CMRS, generating a report, and closing batches with no discrepancies.

e The Audit Lead is responsible for reporting all deficiencies encountered to the Refile
Supervisor and resolving minor defects.

e The Refile Supervisor is responsible for determining errors and discussing them with
the Refile employees.

e The Search Supervisor is responsible for assigning misplaced searches for records that
were not located by the Refile Audit Lead.
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3 Interfile Process

The document interfile process, also referred as “Interfiles”, is the process in which loose or late-
flowing documents are found to be apart from their intended record, potentially leaving the
record incomplete. It is crucial that any interfile material is returned to the correct record as
quickly as possible while maintaining active control and accountability. The key challenge for
positively tracking interfiles, rests in the fact that there are many different situations which may
be encountered during the interfile process that may affect both the interfile material and the
target record. Each requires a different way to rectify, which, in turn, influences how NPRC
invoices customers.

The specific execution details governing the Interfile Process is described in the Appendix B —
INTERFILE PROCESS attached to this document. It is crucial that the process specified is
followed closely and accurately. Any deviation potentially places the interfile material at risk.
Any unspecified situations encountered should be resolved through NPRC’s Supervisory /
Management chain.

The Interfile Process is composed of the following steps:

Step Description

Collection During this step, interfile material is gathered from all sources and
organized into three categories of work, based on the source of
material and its respective level of complexity to process.

Sorting This step consists of organizing each type of work into groupings
that are conducive to efficient filing in the Center holdings. By
grouping material whose target records are located in close
proximity to each other, the Refiler can achieve the maximum rate
of interfile while expending the minimum amount of time.

Batching Interfiles are batched utilizing a NPRC-developed application to
capture pertinent information that describes the interfile material
and allows the creation of fixed-sized batches of work suitable for
Refilers to perform.

Interfiling This step encompasses the physical act of filing interfile material
into the correct records. To permit speedy and accurate processing,
any unusual circumstances are reassigned to auditors to be rectified.

Reconciling The Reconciling step provides for two mechanisms to
independently verify and validate the interfile actions performed by
the Refiler. The goal is to confirm positive accountability and
control of each piece of interfile material.

Remediation If any discrepancies are found during the Reconciling step, the
auditor confirms the finding and resolves each situation through
documented procedures.

10
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3.1 Collection

This step is further separated into two stages: Consolidation and Pre-sorting. Consolidation
collects all interfile material from all sources while Pre-sort performs the first of many sorting
actions necessary to properly categorize work.

Consolidation - There are four potential sources from which Interfile materials are received:

Stacks — Through the course of an average day, there are thousands of records in the
process of being retrieved or replaced within our stacks. During the process of
movement, record contents, especially those that are smaller than the typical 8 ¥2” x 11”
size, are at risk of dropping from their folders. Red “Recovery” bins are clearly marked
and strategically placed throughout the Stacks to serve as convenient collection points for
this type of material. Every member of NPRC is required to pick up ANY loose
materials encountered and place them in these bins. At the end of each workday, Refile
members will collect materials from all of the bins and place them in temporary holding
bins until the next pre-sort cycle. The loose material found in the stacks is considered
to be the result of NPRC’s normal operations, and therefore, “Non-Billable” work.

Task Ownership:

e The Refile Supervisor is responsible for designating individuals to collect and retrieve
material from the stacks.

e Every member of NPRC who has access to the stack area is required to pick up ANY
loose materials encountered and place them in the “Red Loose Document” bins.

Reference Cores — There are two types of interfile material collected from Reference
Cores: Loose Material and Misfiled Material. There are corresponding bins in each
Core to capture and collect both types of work. The distinction between these is crucial
because the type of material affects its billing status. The bins are collected once a week
by members of the RRB. Core management can also initiate an out-of-cycle pickup by
requesting it through RRB Headquarters.

o Loose Material — The same likelihood of material dropping during the course of
record transport from the stacks also exists while the record is moving through the
Reference Cores. Once a cart of records is delivered by RRB, each record is
processed and handled by multiple individuals as it makes its way to the
requesting Technician. Each step has the potential of material being dropped or
becoming separated from the host record. The loose material found in the
Reference Cores is considered to be the result of NPRC’s normal operations,
and therefore, “Non-Billable” work.

o Misfiled Material — During the course of answering customer requests, our Core
Technicians may discover a different individual’s information misfiled within the
veteran’s record. Misfiled documents are usually caused by the record’s
original agency and not caused by NPRC’s normal operations; therefore, this
is considered “Billable” work.
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Task Ownership:

e Core employees are responsible for placing interfile materials in the correct bins
on their core.

e The Refile Supervisor is responsible for designating individuals to retrieve
material from Reference Cores.

- Tenant Offices — Co-located at the One Archives Drive facility are a number of tenants
who regularly request to access our records. Records are loaned and returned on a
regular basis, and through the course of record handling by the tenant office, the same
risk exists for loose material to become separated from its host record. When loose
material is turned in by our tenant offices, it is considered “Billable” work.

- External Agencies — A number of external agencies, primarily military bases undergoing
major realignment or closures, may route late-flowing or loose documents to NPRC for
consolidation into their respective veteran’s records. The documents received may range
from a few pages belonging to one veteran to thousands of pages pertaining to hundreds
of veterans. Material is typically received by the Mail Room and routed to RRB to be
interfiled. Material received from external agencies is considered “Billable” work.

Pre-sort — As material is received, it is placed in temporary holding bins until the initial presort
is performed. The Presort stage is performed by RRB employees assigned to the Interfile Team,
which organizes all interfile material into one of three bins: “Non-Billable”, “Billable-High”,
and “Billable-Low”.

- Non-Billable — Material in this bin is a result of actions and activities performed by
NPRC members and internal processes.

- Billable-High — Material in this bin consists of interfile material that does not have a
Finding Aid Report (FAR) attached. Material without a FAR requires additional labor
and effort by Refile personnel and therefore NPRC must charge a higher rate for the
effort.

- Billable-Low — Material in this bin consists of interfile material that had a FAR already
attached when received, allowing NPRC to charge a lower rate for the interfile effort.

These separate divisions must be maintained throughout the interfile process to ensure that the
correct amounts are reported at the end of each billing cycle.

Task Ownership:

¢ Interfile Team Members are responsible for performing Pre-sort.
e The Refile Supervisor is responsible for assigning employees to the Interfile Team.
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3.2 Sorting

After the completion of the Collection process, interfile materials are sorted into one of three
bins. The sorting step is further separated into three stages: Filter, Standardize, and Organize.

Filter — This stage is performed by the Interfile Team and provides the first level of handling for
materials that do not have a Finding Aid Report (FAR) attached. Materials with corresponding
FARs attached, bypass this step and proceed directly to the Organize stage.

Materials without FARs are evaluated, using NPRC’s Registry System and/or the Department of
Veterans Affairs (VA) BIRLS system to determine if the target record is in our records holdings.
If the target record is in our holdings, the material is passed on to the Standardize stage.

If a corresponding record is not a part of NPRC holdings, Interfile Team members refer the
material to the Refile Supervisor, who is responsible for determining the proper agency to
receive the material. Agency information can be found in the NPRC Case Reference Guide
(CRG). Once the agency information is located, each item is entered into the Batch Control
Application (BCA) individually, capturing in the following data fields: the Veteran’s name,
Veteran’s Social Security Number, Veteran’s Branch of Service, and a General Description of
the Material Type. A copy of the captured data is printed out. The Refile Supervisor ensures the
material is properly packed for shipment, encloses a printed copy from the BCA listing, and
routes it to the mailroom for processing. The mailroom is responsible for shipping the material,
using methods that provide for positive tracking and receipt. The mailroom must provide
tracking information to the Refile Supervisor for entry into the BCA.

If records/documents are found with corresponding records at the NPRC Annex, follow the same
procedure outlined above. Records/documents going to the Annex, are routed through the
Courier instead of through the mail. The Refile Supervisor will pack them for shipment in the
same manner, label the box for routing to the Annex, and route it to the mailroom for pick up by
the Courier in the next delivery cycle.

Task Ownership:

e The Interfile Team members are responsible for determining if the target record is in
NPRC records holdings.

e The Interfile Team members are responsible for creating FARs for records in NPRC
records holdings, while continuing to maintain the separation of materials by correct
billing status.

e The Refile Supervisor is responsible for identifying material destined for external
agencies or for the Annex and ensuring proper safeguarding and transmission.

e The Mailroom Supervisor is responsible for providing tracking information for
material sent to external agencies.

Standardize —The goal of this stage is to ensure that all material destined for NPRC holdings
have record location information attached before progressing to the next stage. This stage is
performed by the Interfile Team, whose members will create a FAR to attach to those interfile
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materials that are without one. They will generate a new FAR using CMRS for records located
in the Registry System. For records not in the Registry System (Pre-Registry Records), they will
fill out a form with record location information and attach it to the interfile materials. Sample of
the form is attached to this document.

Task Ownership:
o Interfile Team Members are responsible for creating a finding aid to show the
locations of records in NPRC records holdings and attaching it to the interfile material.

Organize — The purpose of this stage is to sort the interfile material by the geographical location
of its corresponding record. Efficient grouping allows the Refiler to maximize interfile effort
with a minimum of physical labor and time. This step is performed by the Interfile Team. Each
billable labeled group of material is sorted in the following way:

By branch of service

By floors and catwalk levels

By “millions” Registry number range

By numerical sequence order within that range

By Alphabetical or Service Number range for Non-Registry records

®o0 o

Once sorted, material is placed in corresponding holding bins and is ready for the Batch stage.

Task Ownership:
¢ Interfile Team members are responsible for sorting material into ranges ready to be
batched.

3.3 Batching

At the end of the Sorting step, interfile materials that are going to be placed in NPRC record
holdings are properly tagged with FARs, sorted for efficient refile effort and are now ready for
Batching. Sorting captures information about the material that allows the creation of interfile
“batches” which are sized for maximum efficiency and minimum risk to the material.

Performed by the Interfile Team member, each item is entered into the Batch Control
Application (BCA) individually, capturing in the following data fields: the Veteran’s name, the
Registry Number of the target record (if one is found), Veteran’s Service Number, Veteran’s
Branch of Service, and a General Description of the Material Type. This information is crucial
as it allows positive auditing later in the Interfile process. A Batch number is generated by the
BCA when the batch is initiated. As each entry is created in the BCA, the application
automatically limits the batch size according to the batch type. A batch may remain “open” until
full, or it may be manually closed prior to reaching the size limit. A closed batch is in a status
called “Awaiting Assignment” until it is assigned in the BCA.
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A Batch Sheet is prepared for each batch of interfile work and is initiated by the employee who
entered the data into the BCA. Identifying information for the first and last record in the batch is
annotated on the Batch Sheet along with the batch number generated in the BCA. The
appropriate TASK Code is annotated on the Batch Sheet, based on the billing status of the
materials in the batch. The FAR attached to each item in the batch is stamped with the date the
batch was created. The employee who created the batch, then signs the batch sheet in the space
designated to identify who created the batch of work. The Batch Sheet is attached to the
corresponding batch of interfile material.

Task Ownership:

¢ Interfile Team member is responsible for creating each batch and capturing the
material description information for each item comprising a batch.

e The employee who creates the batch of work is responsible for entering identifying
information onto a Batch Sheet and attaching it to the corresponding batch.

3.4 Interfiling

This step consists of the physical act of interfiling the material according to how it is batched.
The process detailed in Appendix B — INTERFILE PROCESS, attached to this document,
designed to assist the Refiler in efficiently handling unusual events by moving the process onto a
separate path, where it is then resolved by members of the Refile Team trained to remediate
those events.

Using the Batch Control Application (BCA), the Floor Lead assigns a batch of work to a Refiler
and provides the corresponding Batch Sheet, Check Sheet, and material to be filed. The Refiler
proceeds to the locations specified on the Batch Check Sheet and interfiles each item. The
procedure of interfiling requires the Refiler to:

- Sign and date each FAR
- Interfile the item
- Annotate completion/problem on the Batch Check Sheet

This process is repeated until the entire batch is complete. Once complete, the Refiler turns in
the annotated Batch Check Sheet to the Audit Lead. The Refiler completes the Batch Sheet with
the appropriate data (i.e., date, number completed, etc.). The Audit Lead then directs an Interfile
Team Member to enter the Refiler’s annotations into the Batch Control Application. At this
point, the batch is ready for the Reconcile stage.

During the course of the interfile process there are several obstacles that the Refiler may
encounter:

- Missing record — with CMRS chargeout
- Missing record — without CMRS chargeout or without chargeout of any kind
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- Mold on record
- Insufficient room in record or container

The only unusual situation that the Refiler is allowed to resolve is when the record is missing
from its assigned location but a CMRS chargeout is found. In this situation, the Refiler is
required to place the interfile material inside a green Interfile Papers Pouch and place the pouch
in the target file location. When the target record returns to the rightful location, the target
record’s refiler will ensure the interfile material is incorporated into the record.

The Batch is assigned to the Refiler until complete. If the batch isn’t completed by the end of the
workday, the Refiler resumes the interfile process for the given batch on the next workday until
complete. If the Refiler is out due to sickness or other reasons, preventing the batch from being
completed by the assigned Refiler, the Refile Supervisor will reassign the remaining items to
another Refiler.

If the Refiler is in a training status, Off-Standard TASK Codes will be used based on the billing
status of the Interfile Material assigned.

Task Ownership:

e The Floor Lead is responsible for assigning batches of interfiles to Refilers

o Refilers are responsible for interfiling the material assigned in the correct locations

o Refilers are responsible for taking a sufficient supply of green Interfile Papers Pouch
to the stacks with their batch of work, to have available when needed

e The Refile Supervisor is responsible for reassigning batches of work when necessary

e The Interfile Audit Lead is responsible for receiving the completed work from the
Refiler

e The Interfile Audit Lead is responsible for directing the Interfile Team member to
capture the annotations from the Batch Check Sheet at the conclusion of the interfiled
batch

o All employees are responsible for observing safety precautions when working in the
file areas.

3.5 Reconciling

This step provides for the ability to conduct two different levels of auditing: Reconcile and
Audit. While both methods are designed to provide independent validation and verification
(IV&V), Reconcile is a role that can be performed by another Refiler while the Audit role can
only be conducted by an Auditor. The primary purpose of Reconciling is to reduce the backlog
of batches from the Auditor’s workload while maintaining the ability to trigger a standard audit
when discrepancies are found in any given batch. This approach gives the Audit Lead flexibility
to audit at any level of depth while focusing resources where needed to address backlogs.
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Another key difference between Reconcile and Audit, is that Reconcile can resolve minor
discrepancies and confirm when a batch is deemed “discrepancy-free”. If a major discrepancy is
found in a batch, the confirmation and its resolution can only be performed by an auditor.

At the conclusion of the Interfile step, a batch of interfile materials has been completed and the
Audit Lead has directed the Interfile Team to capture the Refiler’s annotations shown on the
Batch Check Sheet. The information captured becomes part of the official record and enables
the Audit Lead to select either the Reconcile or Audit IV&YV path.

If the Audit Lead elects the Reconcile path, the percentage of total items within a batch to be
verified is entered into the Batch Control Application. The application will randomly identify
the corresponding number of interfile actions that the Reconciler will need to confirm. The
Audit Lead then prints the Reconcile Check Sheet and assigns a Reconciler to perform this task.

The Reconciler examines each target record location, confirms the presence of the interfile
material, and resolves minor issues. Whether the material is found or not, the Reconciler
annotates each finding until the batch is complete. At the end of the Reconcile process, the
Reconciler submits the annotated Reconcile Check Sheet to the Audit Lead who then directs the
Interfile Team to capture the Reconciler’s notes using the BCA.

At this time, the Audit Lead may elect to close out the batch if it’s confirmed to be discrepancy-
free during the Reconcile process. Alternatively, the Audit Lead may elect to initiate the formal
Audit process.

IMPORTANT: Itis Federal Record Center (FRC) standard policy to audit 5% of all
Interfile and Refile actions. If the 5% audit confirms a defect-free batch, no further
analysis is necessary. However, if the 5% audit confirms defect(s) found, a mandatory
10% audit is ordered. If additional defects are found, a 100% audit is conducted.

In the event a discrepancy is found during the Reconcile process, the Audit Lead must initiate a
formal Audit by entering the percentage of total items within a batch to be audited using the
Batch Control Application. The Refile Supervisor establishes the percentage to be audited and
adjusts the rate when needed. The BCA will randomly identify the corresponding number of
interfile actions that the Auditor will examine. The Audit Lead then generates the Audit Check
Sheet and assigns an Auditor to perform this task.

With the Audit Check Sheet in-hand, the Auditor locates each record associated with an interfile
action to be verified and annotates findings. When possible, problems are resolved as they are
encountered. Detailed resolution steps are captured in the Remediation step and can be found in
Appendix B — INTERFILE PROCESS, attached to this memo. Information pertaining to
misplaced documents are forwarded to the Refile Supervisor to be tracked. Verification and
misplaced searches are conducted by Audit Lead, when needed to locate missing documents
and/or records.

Task Ownership:
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The Audit Lead is responsible for selecting Reconcile or Audit paths of verification
and validation.

The Audit Lead is responsible for assigning the percentage of material within a batch
to be Reconciled or Audited.

The Audit Lead is responsible for assigning a batch to be examined by either a
Reconciler or Auditor.

The Reconciler is responsible for examining each interfile action in a batch as directed
by the Audit Lead, using the respective Check Sheets generated through Batch Control
Application.

The Auditor is responsible for resolving ALL defects encountered through
documented steps outlined in the Remediation step.

Refile Supervisor is responsible for tracking misplaced documents.

3.6 Remediation

The primary goal of Remediation is to “make right” any discrepancies encountered by the Refiler
and identified through the Reconcile process. While it may not be possible to outline every
single discrepancy type that may be encountered, the process outlined in the NPRC-MPR-RRB-
Standard Interfile Process Document, attached to this memo, addresses four common situations:

Missing Interfile Material or Missing Record
Missing Record without charge out information
Mold discovered on record or record container
Insufficient space in record container

The Auditor follows the procedures prescribed for each situation. Any new situations
encountered should be brought to the attention of the Refile Supervisor. The Auditor and
Supervisor will determine the best course of action and submit their findings to the NPRC
Change Management Process for incorporation into future updates to the Appendix B —
INTERFILE PROCESS document attached to this memo.

Important: Informational artifacts pertaining to Interfile activities, such as data
maintained in the Batch Control Application or that of its various outputs are considered a
part of NPRC Administrative records and should be maintained and disposed of
accordingly.
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4 Space Maintenance

The process of space maintenance involves checking the stack areas to resolve all issues that
might impact the ability of employees to complete their assigned tasks. In addition, any loose
documents must be retrieved and turned in to the Assistant Refile Supervisor for processing.

Records are stored at this Center in cardboard boxes that deteriorate over time due to the amount
of use. Space maintenance involves replacing boxes that are torn or damaged, making sure the
records inside of boxes are filed correctly, straightening boxes on shelves to clear aisles for
ladder movement, and retrieving documents that occasionally fall out of records during the
searching and refiling processes. The Refile Supervisor assigns Refilers to specific stack areas to
conduct space maintenance.

- Replacing damaged boxes — Refilers take new boxes to the files with them every day.
They locate damaged boxes on shelves in their areas of assignment. They remove the
records from the box, transfer information from the front of the damaged box onto the
front of the new box and place the new box back in the same location.

- Checking records inside of boxes — Before replacing the new box on the shelf, the refiler
reviews the records that were transferred to the new box to ensure that the records are in
the correct order and removes any records that are misfiled. All misfiled records are
turned over to the Stack Lead.

- Straightening boxes on shelves — Boxes that protrude from the shelves create a hazard
for employees attempting to move ladders down the aisles. The Refiler assigned to Space
Maintenance looks for boxes that are protruding into the aisles and pushes them back into
the correct space.

- Retrieving documents fallen out of boxes — In the process of removing and returning
records to their designated locations, documents occasionally fall out of the records. The
Refiler assigned to Space Maintenance is responsible for retrieving documents found
outside of a record. All employees who work in the stacks are also tasked with retrieving
these documents when discovered. Loose documents are placed in bins in the stacks that
are designated as receptacles. The Stack Lead is responsible for ensuring the removal of
documents from the bins and their return to the Refile Section for interfiling.

The Stack Lead goes to the stack areas each day and directs the work of employees to ensure that
correct processes are being followed and to address any issues that have a negative impact on
workflow. The Stack Lead provides on-the-job training and assistance to employees as needed.
In addition, the Lead reports any health or safety hazards to the Refile Supervisor and conducts
routine ladder inspections. Under-shelf inspections are conducted by the Stack Lead throughout
the stack areas as per the designated weekly schedule and the inspection completion date is
documented. The completed sheets are turned over to the Refile Supervisor and are maintained
according to the schedule established for administrative records.

Task Ownership:
e The Refile Supervisor ensures there is a Refile Lead assigned to the stack area each
day.
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e The Stack Lead is responsible for monitoring work in the stacks, assisting employees,
reporting hazards and inspecting ladders, and conducting under-shelf inspections.

e The Stack Lead is responsible for under-shelf inspections to locate any documents that
may have been erroneously placed there.

o Refilers are responsible for properly maintaining the space in the stacks assigned to
them by the Refile Supervisor.

¢ All employees are responsible for observing safety precautions when working in the
file areas.
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Appendix A - MPR Refile Process
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Appendix B - MPR Interfile Process
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Figure 3-11: Guide to Military Records Sources Pertaining to Special Categories
of Veterans (Part 2 of 2)
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Figure 2-10. Addresses and phone numbers of state offices

ALABAMA
1.
Adjutant General Phone: 334-271-7200
P. O. Box 3711 FAX: 334-271-7366
Montgomery, AL 36109-0711 E-mail address: hennies@al-

ngnet.army.mil

2. Phone: (No phone service)
Director, Department of Veterans Affairs

P. O. Box 1509
Montgomery, AL 36192-3701

3. Phone: 334-242-4435
Director, State Archives & History Research

Div.
P.O. Box 300100
Montgomery, AL 36130-0100

*ADDITIONAL INFORMATION: The office of the Adjutant General advises it has
personnel locator cards on all WWI personnel.

The Department of Veterans Affairs advises that additional military records may be located
in one or more of 67 county field offices. All inquiries should include any known Alabama
address element that may assist in locating and researching all available records locations.

ALASKA
1.
Adjutant General Phone: 907-428-6003
P.O. Box 5800 FAX: 907-428-6019

Fort Richardson, AK 99505-5800 E-mail address: jlestenkof@akanc.ang.af.mil

ARIZONA

Adjutant General Phone: 602-267-2710

ATTN: AZAA-PRE-RHA FAX: 602-267-2715

5636 E. McDowell Road E-mail address: g=vandyke%hq%161rg@azphx.ang.af.mil
Phoenix, AZ 85008-3495
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ARKANSAS
1.
Adjutant General Phone: 501-212-5001
Camp J. T. Robinson FAX: 501-212-5009
N. Little Rock, AR 72118-2200 E-mail address: tagar@ar-ngnet.army.mil
2.
Arkansas Department of Veterans Affairs Phone: 501-370-3820
c/o VA Regional Office
P. O. Box 1280
Bldg. 65, Fort Roots, Room 119
N. Little Rock, AR 72115
3. Phone: 501-682-6900

Arkansas History Commission
One Capitol Mall
Little Rock, AR 72201

CALIFORNIA
1.
Adjutant General Phone: 916-854-3000
9800 S. Goethe Road FAX: 916-854-3671
Sacramento, CA 95826-9101 E-mail address: tbozeman@catalyst.net

*ADDITIONAL INFORMATION: Some of the records (specifically those for last names
beginning with the letters A, B, C, E, K, and P) were lost in a fire in December 1972.

Copies of the California Military Benefit Index Cards for WWI, WWII and Korea were
furnished to the NPRC (MPR). These records are identified in the registry file index as

IIQTD-II
COLORADO
1.
Adjutant General Phone: 303-397-3023
6848 South Revere Parkway FAX: 303-397-3281
Englewood, CO 80112-6703 E-mail address: tagco@co-ngnet.army.mil
2. Phone: 303-866-2055

Division of Veterans Affairs
789 Sherman, Suite 460
Denver, CO 80203
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*ADDITIONAL INFORMATION: The Division of Veterans Affairs has an alphabetical

listing of the names of individuals who entered the Armed Forces from Colorado during

WWI. The listing is divided by county and shows name, rank or grade, branch or

organization, and home post office.

CONNECTICUT

Adjutant General

National Guard Armory
360 Broad Street
Hartford, CT 06105-3795

2.
Commandant, Veterans Home and Hospital
287 West Street
Rocky Hill, CT 06067

3.

Connecticut State Library
(is unable to provide service at this
time due to budget reasons.)

Phone: 203-524-4953
FAX: 203-524-4898

Phone: 203-529-2571

Phone: 203-566-3692

*ADDITIONAL INFORMATION: Copy of WWI roster furnished to NPRC (MPR)

DELAWARE
1.
Adjutant General Phone: 302-326-7001
First Regiment Road FAX: 302-326-7196/7119
Wilmington, DE 19808-2191 E-mail address: hastings@de-ngnet.army.mil
3. Phone: 302-736-5318

Division of Historical and Cultural Affairs
Hall of Records

State of Delaware

Dover, DE 19901

*ADDITIONAL INFORMATION: The Delaware Public Archives Commission furnished
NPRC (MPR) a copy of "Delaware's Role in World War 1l, 1940-1946" and microfilmed

separation documents for WWI and Korea.

DISTRICT OF COLUMBIA

1a.
file:///J:/crg/memo/1865112b.html
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Army National Guard Phone: 202-433-5220
District of Columbia N. G. Armory FAX: 202-433-3432
2001 East Capitol Street

Washington, DC 20003-1719

1b. Phone: 202-433-5114/5115
Air National Guard

DC Air National Guard
2001 E. Capitol St.
Washington, DC 20003-1719

FLORIDA
1.
Adjutant General Phone: 904-823-0100
State Arsenal FAX: 904-823-0125
P. O. Box 1008 E-mail address: tagfl@fl-ngnet.army.mil

St. Augustine, FL 32085-1008

*ADDITIONAL INFORMATION: The Adjutant General's Office advises it has publications
on the following: Fatal Casualties for WWI, WWII, & Korean Conflict; & compiled
summaries of service, casualties, & list of citations for WWI.

GEORGIA

2. Phone: 404-656-5940
Department of Veterans Service

Floyd Veterans Memorial Bldg., E-970
Atlanta, GA 30334

3. Phone: 404-656-2350
Georgia Department of Archives and History

Attn: Governmental Records Section
Atlanta, GA 30334

*ADDITIONAL INFORMATION: Copies of the WWI statement of service summary
cards were furnished to NPRC.

HAWAII
1.
Adjutant General Phone: 808-733-4246
3949 Diamond Head Road FAX: 808-733-4238

Honolulu, HI 96816-4495
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E-mail address:

erichardson@hihik.ang.af.mil

Phone:

Director, Department of Human

Services
P. O. Box 339
Honolulu, HI 96809

2b.
Oahu:

Bureau of Conveyance
1151 Punchbowl St.
Rms. 120 & 121
Honolulu, HI 96813

2c.
Hawaii:
Veterans Affairs Counselor
Hawaii Branch
P.O. Box 1562
Hilo, HI 96720

2d.
Maui:

Phone:

Phone:

Phone:

Veterans Affairs Office - DHS

Maui Branch
54 High Street, Rm. 125
Wailuku, HI 96793

2e.
Kauai:
Veterans Affairs Counselor
Kauai Branch
P.O. Box 1707
Lihue, HI 96766

*ADDITIONAL INFORMATION:
papers dating from 1917.

Adjutant General
4040 W. Guard Street
Boise, ID 83705-5004
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jkane@id-ngnet.army.mil or
jkane@idboi.ang.af.mil

2. Phone: 208-334-1245
Executive Secretary

Veterans Affairs Commission
P. O. Box 7765
Boise, ID 83707

ILLINOIS
1.
Adjutant General Phone: 217-785-3500
1301 N. MacArthur Blvd. FAX: 217-785-3736
Springfield, IL 62702-2399 E-mail address: austind@il-ngnet.army.mil
2.
Department of Veterans Affairs Phone: 815-626-2468
Lee Wayne Plaza Bldg. FAX: 815-626-2856
2319 E. Lincolnway
Sterling, IL 61081
3. Phone: 217-782-3545

lllinois State Archives
Springdfield, IL 62756

*ADDITIONAL INFORMATION: "Roster of the lllinois National Guard & lllinois Naval

Militia," listing those individuals Federalized in 1917 for WWI service, was furnished to the
NPRC (MPR).

The Dept. of Veterans Affairs maintains a very complete record on all veterans, living and
deceased. Also maintains a card file, alphabetically, on all veterans buried in the State of

lllinois.
INDIANA
1.
Adjutant General Phone: 317-247-3274/9
ATTN: MDI-AG FAX: 317-247-3540
2002 South Holt Road E-mail address: tagin@in-ngnet.army.mil
Indianapolis, IN 46241-4839
2. Phone: 317-232-3910

Department of Veterans Affairs
Indiana Government Center S.
Rm E-120
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302 W. Washington St.
Indianapolis, IN 46204

*ADDITIONAL INFORMATION: The Adjutant General has a WWI Gold Star Honor Roll
(1914-1918) consisting of brief histories of men and women who died in WWI.
Alphabetical by county. Also has WWII Honor List of Army only. The SSS copies of
Reports of Separation are on microfilm and in most cases are very poor copies. Some are
in alphabetical order, some not. Also has separation forms for Korean veterans from
Indiana, and rosters showing only name, branch of service, and home address at time of
service. Alphabetical by county. These records are all in addition to its regular National
Guard records.

IOWA
1.
Adjutant General Phone: 515-252-4211
7700 NW Beaver Dr., Camp Dodge FAX: 515-252-4787
Johnson, IA 50131-1902 E-mail address: tag@ia-ngnet.army.mil
2. Phone: 515-252-4313

Veterans Affairs Division

lowa Dept. of Public Defense
Camp Dodge, 7700 NW Beaver Dr.
Johnston, IA 50131-1902

*ADDITIONAL INFORMATION: The Veterans Affairs Division advises it has Armed
Forces Grave Registration records on veterans buried in the State of lowa from the
Revolutionary War thru the Vietham War. These show name, date of birth, date of death,
names of next of kin/survivor, place of death, place of burial, general service information
and undertaker.

Bonus claims files covering WWI, WWII, & Korea were furnished to NPRC (MPR).

The Veterans Affairs Division advises it has DD2l4's in Korean Bonus Files; & a Federal
Listing on lowa veterans of the Mexican Border Service (1916) & WWI (1917-1918).

KANSAS
1.
Adjutant General Phone: 913-274-1001
2800 SW Topeka Boulevard FAX: 913-274-1682
Topeka, KS 66611-1287 E-mail address: tagks@ks-ngnet.army.mil
2. Phone: 913-296-3976

Director, Commission on Veterans Affairs
Jayhawk Tower, Suite 701
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700 SW Jackson Street
Topeka, KS 66603

*ADDITIONAL INFORMATION: The State Adjutant General advises that the SSS copies
of Report of Separation are exclusive of veterans of WWII, however statements of service
are available on WWII veterans.

KENTUCKY
1.
Adjutant General Phone: 502-607-1558
100 Minuteman Parkway FAX: 502-607-1271
Frankfort, KY 40601-6168 No e-mail address
2. Phone: 502-564-4883
Military Records and Research Branch FAX: 502-564-4437

Kentucky Department of Military Affairs
1121 Louisville Road
Frankfort, KY 40601

LOUISIANA
1.
Adjutant General Phone: 504-278-6211/6212
Hdqts. Bldg. Jackson Barracks FAX: 504-278-6554
New Orleans, LA 70146-0330 E-mail address: tagla@la-ngnet.army.mil
2. Phone: 225-922-0500

Director, Department of Veterans' Affairs
P. O. Box 94095

Capital Station

Baton Rouge, LA 70804-4095

3. o Phone: 225-922-0105
State of Louisiana 225-922-1207

Secretary of State

Division of Archives

Record Management & History
P. O. Box 94125

Baton Rouge, LA 70804-9125

*ADDITIONAL INFORMATION: The Dept. of Veterans Affairs advises it has a book listing
WWI discharges by Parish.
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The SSS copies of Report of Separation have actually been broken out to the County
Veterans' Affairs Offices; however, all inquiries should be directed to the Dept. of Veterans
Affairs office at Baton Rouge. That office will check with the county office.

MAINE
1.
Adjutant General Phone: 207-626-4271/4205
Hdqts., Maine National FAX: 207-626-4509
Guard E-mail address: earl.adams@state.me.us or tagme@me-
Camp Keyes ngnet.army.mil
Augusta, ME 04333-
0033
2. Phone: 207-626-4464/8
Bureau of Veteran
Services

State House Station #117
Augusta, ME 04333

*ADDITIONAL INFORMATION: The Bureau of Veteran Services advises it has WWI
service record cards & discharge papers. WWI rosters (in book form) were furnished to
NPRC(MPR).

The Bureau of Veteran Services also advises it has an incomplete collection of DD2I4's
from WWII & Korea. However, they do have Selective Service Cards relating to those
veterans whose DD2l4's are missing.

MARYLAND
1.
Adjutant General Phone: 410-576-6097
5th Regiment Armory FAX: 410-576-6079
Baltimore, MD 21201-2288 E-mail address: tagmd@md-ngnet.army.mil
2. Phone: 301 962-4700

Director, Maryland Veterans Commission
Federal Bldg. - Rm 110

31 Hopkins Plaza

Baltimore, MD 21201

3. Phone: (No phone service)
The War Memorial Commission

War Memorial Building
Lexington & Gay Sts.
Baltimore, MD 21201
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*ADDITIONAL INFORMATION: WWI and WWII records in book form have been
obtained from the Maryland Historical Society.

The Maryland Veterans Commission advises it has a WWI book of discharges of veterans
who entered service from Maryland which lists date of entry, date of discharge, type of
discharge, & generally age at time of entry. The Commission also has a WWII book which
lists veterans names, service numbers, & residence at time of entry.

Inquiries pertaining to WWII records should be sent to address #3.

MASSACHUSETTS

1a. Phone: 617-944-0500 Ext. 240
Adjutant General, Camp Curtis Guild

25 Haverhill St.
Redding, MA 01867

1b. Phone: 617-727-2964/2965
Adjutant General

Military Records Section, Rm 1000
100 Cambridge Street
Boston, MA 02202

*ADDITIONAL INFORMATION: The Military Records Section of the Adjutant General's
Office advises it has DD214's from 1950-1955; & 1958- 1975. Also, the Military Records
Section has Bonus Locator Cards only. The bonus records are under the jurisdiction of the

Treasurer & Receiver General, Bonus Div., Rm. 1203, McCormack State Office Bldg.,
Boston, MA 02108.

MICHIGAN
1.
Adjutant General Phone: 517-483-5507
2500 S. Washington Avenue FAX: 517-482-0356
Lansing, Ml 48913-5101 E-mail address: stumpg@state.mi.us
2. Phone: 517-335-1632

The Michigan Veterans Trust Fund
611 W. Ottawa
Lansing, Ml 48913

3. Phone: 517-335-1408
Michigan Dept. of State

Bureau of History
Archives Section
3405 N. Logan
Lansing, Ml 48918
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MINNESOTA

1.
Adjutant General Phone: 651-282-4666
4th Floor Veterans Service Bldg. FAX: 651-282-4541
20 West 12th Street E-mail address: tag@doim.dma.state.mn.us
St. Paul, MN 55155-2098

2. Phone: 651-296-2562
Commissioner
Department of Veterans Affairs
Veterans Service Bldg., 2nd Floor
St. Paul, MN 55155-2079

3. Phone: 651-296-6980

Minnesota Historical Society
Research Center

1500 Mississippi St.

St. Paul, MN 55101

*ADDITIONAL INFORMATION: The SSS copies of Reports of Separation were broken
out to each County Veterans Service officer.

The Adjutant General's Office advises it has Army National Guard records for the following:

1946 - 1978 Officer Records
1950 - 1978 Enlisted Records

This office also has records relating to the NG prior to WWI & the Mexican Border Conflict.
The Dept. of Veterans Affairs advises it has National Guard records from 6-27-50 to 7-27-
53, covering those veterans who were called to active duty during the Korean Conflict and

who received a state bonus.

The Historical Society advises it has payroll records covering the Mexican Border Conflict.

MISSISSIPPI

1.

Adjutant General Phone: 601-973-6232

P. O. Box 5027 FAX: 601-973-6251

Jackson, MS 39296-5027 E-mail address: tagms@ms-ngnet.army.mil
2.

Director Phone: 601-354-7205 (WWI & 1)

State Veterans Affairs Board 601-576-4850 (Korea)

file:///J:/crg/memo/1865112b.html
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4607 Lindbergh Dr.
Jackson, MS 39209

MISSOURI

Adjutant General Records & Archives  Phone: 573-638-9890

2302 Militia Drive FAX: 573-638-9546
Jefferson City, MO 65101-1203 E-mail address: tagmo@mo-ngnet.army.mil
2.
Missouri States Archives Phone: 573-751-3280
Jefferson City, MO 65102 FAX: 573-526-7333
MONTANA
1.
Adjutant General Phone: 406-444-6910
P. O. Box 4789 FAX: 406-444-6973
1100 North Mail Street
Helena, MT 59604-4789
NEBRASKA
1.
Adjutant General Phone: 402-471-7100/7114
1300 Military Road FAX: 402-471-7171
Lincoln, NE 68508-1090 E-mail address: tagne@ne-ngnet.army.mil
2. Phone: 402-471-2458
Director
Department of Veterans Affairs
301 Centennial Mall, South
P. O. Box 95083
Lincoln, NE 68509
NEVADA
3. Phone: 702-885-5210

Nevada State Library and Archives
Division of Archives and Records
101 S. Fall Street, Capitol Complex
Carson City, NV 89710
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*ADDITIONAL INFORMATION: The State Archivist indicates good coverage,
alphabetically arranged dating from 1864 for records of the National Guard, State Militia,
and Adjutant General.

NEW HAMPSHIRE

Adjutant General Phone: 603-225-1200/1380
#1 Airport FAX: 603-225-1257
State Military Reservation E-mail address: tagnh@nh-ngnet.army.mil

Concord, NH 03301-5652

NEW JERSEY
1.
Adjutant General Phone: 609-530-6957
Eggert Crossing Road, CN 340 FAX: 609-530-7097
Trenton, NJ 08625-0340 E-mail address: glazar@dmava.state.nj.us
2. Phone: 609-292-9303

Director, Dept. of Veterans Service
143 E. State St., Rm. 505
Trenton, NJ 08608

NEW MEXICO

1.

Adjutant General Phone: 505-474-1202

State Programs Office, Room 201 FAX: 505-474-1355

47 Bataan Blvd. E-mail address:

Santa Fe, NM 87502 mmontano@tagnmhqg.ang.af.mil
2. Phone: 505-827-6300

Director, Veterans Service

Commission

P. O. Box 2324

Santa Fe, NM 87503

*ADDITIONAL INFORMATION: Bonus records are available from the Veterans Service
Commission only if veteran has applied for a tax exemption.

NEW YORK
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1.
Adjutant General Phone: 518-786-4502/4855
330 Old Niskayuna Rd. FAX: 518-786-4325
Latham, NY 12110-2224

2. Phone: 518-474-3752
Division of Veterans Affairs

5 Empire State Plaza, Suite 2836
Albany, NY 12223-1551

*ADDITIONAL INFORMATION: The Div. of Veterans Affairs advises it has Veterans
Readjustment Allowance Records (52-20 & 26-26 Clubs) for WWII and the Korean
Conflict. These records pertain to unemployment insurance payments made to veterans
by the state of N.Y. A verification from the Div. of Veterans Affairs that an individual
received this benefit is proof of honorable military service. However, the dates of service
cannot be verified. In order to search these records the SSAN is needed.

NORTH CAROLINA

1. Phone: 919-644-6101

Adjutant General 919-664-6141 (WWI)
4105 Reedy Creek Road FAX: 919-664-6400

Raleigh, NC 27607-6410 _ _
E-mail address: tabnc@nc-ngnet.army.mil

2. Phone: 919-733-3851
Assistant Secretary of Veterans Affairs

Division of Veterans Affairs
227 East Edenton Street
Raleigh, NC 27601

3. Phone: 919-733-3952
Department of Cultural Resources

Division of Archives and History
Archives and Records Section
State of North Carolina

Raleigh, NC 27611

*ADDITIONAL INFORMATION: The Adjutant General's Office advises coverage of WWI
records includes: alphabetical card file (1917 - 1919); & a card file of those killed in action
or died of disease (1917 - 1919).

The Adjutant General's Office also advises it has coverage of NG records from: prior to
WWI; & 1947 to present.

A duplicate set of WWI Service Record Cards for North Carolina has been furnished to
NPRC (MPR).
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Many of the records in the Division of Archives and History (address #3 above) are
arranged by county. Always try to furnish home address.

NORTH DAKOTA

Adjutant General Phone: 701-224-5102

P.O. Box 5511 FAX: 701-224-5180

Bismarck, ND 58502-5511 E-mail address: otag@emh1.tic.bismarck.nd.us
2. Phone: 701-239-7165

Commissioner

Department of Veterans Affairs
15 Broadway

Fargo, ND 58102

*ADDITIONAL INFORMATION: Address #1 holds records dating from 1950 and prior;
address #2 holds records dating after 1950.

Rosters of WWI, WWII, and Korean Conflict (in book form) have been furnished to NPRC

(MPR).
OHIO
1.
Adjutant General Phone: 614-889-7070
2825 West Dublin Granville Road FAX: 614-889-7074
Columbus, OH 43235-2789 E-mail address: tagoh@oh-ngnet.army.mil
2. Phone: 614-466-5453
Director

Division of Soldiers Claims &
Veterans Affairs

State House Annex, Room 11
Columbus, OH 43215

*ADDITIONAL INFORMATION: Copy of the WWI roster was furnished to NPRC.

The Adjutant General's Office also has service records of Ohioans who served on
extended active duty during World War Il and the Korean Conflict, consisting of copies of
certificates of discharge and Reports of Separation.

The Division of Soldiers Claims & Veterans Affairs advises it has copies of discharge
papers/separation documents for the following periods:

WWI - Apr, 1917 to Nov, 1918;
WWII - 12-7-41 to 9-2-45;
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Korea - 6-25-50 to 7-19-53; &
early 1960's (if served in Vietnam).

OKLAHOMA
1.
Adjutant General Phone: 405-425-8201
3501 Military Circle, NE FAX: 405-425-8524
Oklahoma City, OK 73111-4398 E-mail address: scortright@okokc.ang.af.mil
2. Phone: 405-521-3684

Director, Department of Veterans Affairs
P. O. Box 53067
Oklahoma City, OK 73152

*ADDITIONAL INFORMATION: The Dept. of Veterans Affairs advises it has lists of
officers and enlisted men who lost their lives in WWI. These are listed in alphabetical
order by County of residence. The lists indicate whether veteran was killed in action, died
of disease, wounds, or accident.

The Adjutant General's Office advises their records begin in late 1946 & 1952 when units
were Federally recognized.

NPRC(MPR) was furnished discharge documents from 1940 thru 1971. These records are
identified in the registry file index as "QMD."

OREGON
1.
Adjutant General Phone: 503-945-3991
Oregon Military Department FAX: 503-945-3987
P.O. Box 14350 E-mail address: rrees@orpdx.ang.af.mil
Salem, OR 97309-5047
2. Phone: 503-373-2085
Oregon Veterans' Building
700 Summer Street, NE
Salem, OR 97310-1270
PENNSYLVANIA
1.
Adjutant General Phone: 717-861-8500/1
Department of Military Affairs FAX: 717-861-8314
Fort Indiantown Gap E-mail address: tagpa@pa-ngnet.army.mil

Annville, PA 17003-5002
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Division of Archives & Manuscripts Phone: 717-783-9877
Box 1026 717-787-2911
Harrisburg, PA 17108-1026

*ADDITIONAL INFORMATION: The Adjutant General's Office advises it has state bonus
applications for WWI, WWII, and Korea. In order to search Korean bonus applications, the
AG's office needs a service number.

The Div. of Archives & Manuscripts advises it has Muster Rolls from 1916 to 1917; Service
Records & Bonus Applications from 1917-1948; Draft Board Registration & Induction
Records from 1917-1948; Veterans Compensation & Bonus File Records

c. 1950; & National Guard records from 1867-1969. When requesting information from this
source furnish: complete name; township or county of residence at time of entering
service; approximate period of service; & date of birth. Information as to company,
battalion, or regiment with which an individual served is beneficial.

Most Pennsylvania veterans were urged to record their discharges with their county
records officer. This was free and most veterans took advantage, particularly for WWII.

PUERTO RICO

Adjutant General Phone: 809-724-1295
P. O. Box 3786 FAX: 809-723-6360
San Juan, PR 00904-3786

RHODE ISLAND

1.

Office of the Adjutant General Phone: 401-457-4102

1051 N. Main Street FAX: 401-457-4338

Providence, Rl 02904-5717 E-mail address: tagri@ri-ngnet.army.mil
2. Phone: 401-277-2488

Chief, Veterans Affairs Office
Metacom Avenue
Bristol, RI 02809

SOUTH CAROLINA

Adjutant General Phone: 803-748-4217
#1 National Guard Rd. FAX: 803-748-4499
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Columbia, SC 29201-4766 E-mail address: tagsc@sc-ngnet.army.mil

2. Phone: 803-734-0200
Director, Department of Veterans Affairs

1205 Pendleton Street
Columbia, SC 29201

3. Phone: 803-734-8577
South Carolina Dept. of

Archives and History
1430 Senate St.
P. O. Box 11669
Columbia, SC 29211

*ADDITIONAL INFORMATION: The office of the Adjutant General advises it has WWI
Roster. The SSS copies of Report of Separation that were furnished to the Adjutant

General were used to compile an "Official Roster" for WWII. A copy has been furnished to
NPRC(MPR).

The Dept. of Archives and history advises it has the following records:

WWI Service Record Cards

Muster Rolls and Enlistment Records - 1907-1922 (transferred from the office of the A.G.)
Record of decorations for action between 1909-1918

Muster Rolls of Mexican Border Service - 1916-1917

"Official Roster" of S.C. soldiers - 1917-1918

Applications for WWI Victory Medals 1920-1921; and 1925-1926

Company files after induction - 1940-1943 (transferred from the office of the A.G.)

Discharge and releases from military service - 1941-1943 (transferred from the A.G.)
S.C. State Guard Enlistment Records - 1941-1947

SOUTH DAKOTA

Adjutant General Phone: 605-399-6702
2823 West Main FAX: 605-399-6677
Rapid City, SD 57702-8186 E-mail address:

sykorah@s1128707.11287.cac.rcas.mil

2.
South Dakota Veterans Affairs Phone: 605-333-6869
c/o VARO FAX: 605-333-5386
Box 5046

Sioux Falls, SD 57117

TENNESSEE
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1. Adjutant General Phone: 615-313-3001/2666
Houston Barracks FAX: 615-313-3129
P.O. Box 41502 E-mail address: tagtn@tn-ngnet.army.mil

Nashville, TN 37204-1501

TEXAS
1.
Adjutant General Phone: 512-465-5006
Box 5218, Camp Mabry FAX: 512-465-5578
Austin, TX 78763-5218
2. Phone: 512-463-5538

Executive Director

Veterans Affairs Commission

P. O. Box 12277, Capitol Station
Austin, TX 78711

*ADDITIONAL INFORMATION: The Adjutant General's Office advises WWI cards

indicate: date & place of enlistment; & date & place of discharge. Also has roster of 36th
Division from 1914-1918.

The AG's office has list of Texans killed in WWI, WWII, & Korean conflict.

UTAH
1.
Adjutant General Phone: 801-576-3900
12953 S. Minuteman Dr. FAX: 801-576-3575
Draper, UT 84020-1776 E-mail address: tagut@ut-ngnet.army.mil
3. Phone: 801-538-3012

State Archivist and Records Administrator
State Archives and Records Service
State Capitol

Salt Lake City, UT 84114

VERMONT

2. Phone: 802-828-3379/3381
Director

State Veterans Affairs
120 State St.
Montpelier, VT 05620-4401
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VIRGINIA

Phone: 804-775-9120
FAX: 804-775-9338
E-mail address: tagva@va-ngnet.army.mil

General Phone: 804-692-3500
Reference Phone: 804-692-3888
Fax: 804-692-3556

*ADDITIONAL INFORMATION: The Library of Virginia advises that WWI records are
arranged by the county or city of induction. WWII separation documents (1942-1950) are
arranged alphabetically by veteran's last name.

VIRGIN ISLANDS

Phone: 809-773-6663

Director, Division of Veterans Affairs

P. O. Box 708
Christianted
St. Croix, VI 00820

Adjutant General
Camp Murray, Building 1
Tacoma, WA 98430-5000

Dept. of Veterans Affairs
P. O. Box 9778
Olympia, WA 98504-9778

Adjutant General
1703 Coonskin Drive
Charleston, WV 25311-1085
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WASHINGTON

Phone: 206-512-8201
FAX: 206-512-8497
E-mail address: tagwa@wa-ngnet.army.mil

Phone: 360-753-5586

WEST VIRGINIA

Phone: 304-341-6316/18
FAX: 304-341-6466
E-mail address: tagwv@wv-ngnet.army.mil
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2. Phone: 304-558-3661
Division of Veterans Affairs

1321 Plaza East - Suite 101
Charleston, WV 25301-1400

3. Phone: 304-348-0230
Archives & History

The Cultural Center
Capitol Complex
Charleston, WV 25305

*ADDITIONAL INFORMATION: The Adjutant General's Office advises it has a brief
statement of WWI service. The office of Archives & History advises it has WWI service
record cards; & burial & cemetery records. This office also has some WWI bonus records,
as well as the Mexican Border Conflict bonus records.

WISCONSIN
1.
Adjutant General Phone: 608-242-3001
P. O. Box 811 FAX: 608-242-3111
Madison, Wl 53708-8111 E-mail address: tagwi@aol.com
2. Phone: 608-266-3602

Department of Veterans Affairs
77 N. Dickinson St.

P. O. Box 7843

Madison, WI 53707

*ADDITIONAL INFORMATION: The Dept. of Veterans Affairs advises it has Grave
Registration records of veterans buried in the State of Wisconsin which include military
records information.

WYOMING
1.
Adjutant General Phone: 307-772-5234
5500 Bishop Boulevard FAX: 307-772-5910
Cheyenne, WY 82009-3220 E-mail address: eboenisch@wycys.ang.af.mil
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
National Personnel Records Center
St. Louis, Missouri 63132 5100

NPRC 1867.6D
June 18, 2007

SUBJECT: Restrictions and release policies for Official Personnel Folders

1. Purpose. This memorandum sets forth the established restrictions and release policies
concerning Official Personnel Folders which are in the physical custody of NPRC (CPR).

2. Cancellation. NPRC 1867.6C is canceled.

3. Reasons for revision. This memorandum is revised to update agency addresses for Official
Personnel Folders in those cases where agency contact is needed. It also includes new pages
in Fig. 3-2 with guidance on release of Non-Appropriated Fund (NAF) Merged Records
Personnel Folders.

4. Applicability. The provisions of this memorandum are applicable to employees of the
Reference Service Branch.

5. Instructions. The information in this memorandum is provided to NPRC by the agencies that
control these records. The restrictions which have been established must be adhered to. The
instructions provided do not cover every possible situation; therefore, when the directions are
unclear, or do not seem to apply to a particular request, bring the case to the attention of the
immediate supervisor. Finally, this memorandum does not cover the use of transmittal forms,
the completion of a transcript of service, etc. The technician must be familiar with and will need
to refer to other appropriate memorandums.

6. Forms. This memorandum provides for the use of the following forms:

Standard Form 66 C, Merged Records Personnel Folder (MRPF)

Standard Form 85, Data for Nonsensitive or Noncritical-Sensitive Position
Standard Form 86, Security Investigation Data for Sensitive Position

Standard Form 127, Request for Official Personnel Folder

Standard Form 176, Election, Declination or Waiver of Life Insurance Benefits
Standard Form 2802, Application for Refund of Retirement Deductions (CSRS)
Standard Form 2806, Individual Retirement Record

Standard Form 2817, Life Insurance Election

R. L. HINDMAN
Director

RESTRICTIONS AND RELEASE POLICIES FOR OFFICIAL PERSONNEL
FOLDERS TABLE OF CONTENTS

CHAPTER 1. GENERAL INFORMATION

Paragraph Titles Paragraph Number
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Instructions 2

Screening of personnel folders 3
Questions 4

Figure 2-2. Requests for OPM records

CHAPTER 3. RESTRICTIONS AND RELEASE POLICIES FOR
NON-OPM CONTROLLED RECORDS

Purpose 1
Instructions 2
Questions 3

Figure 3-2. Requests for non-OPM records

Appendix A. Partial listing of Federal agencies which have created
records under a system other than OPM/GOVT-1

Appendix B. Partial listing of D.C. Government agencies

CHAPTER 1. GENERAL INFORMATION

1. Purpose of restrictions. Restrictions and release policies are established for several reasons.
The restrictions ensure compliance with legal requirements, most commonly from the Privacy
Act and the Freedom of Information Act (FOIA). The restrictions also ensure compliance with
the restrictions imposed by the agencies which have legal custody over the records. The
restrictions protect the privacy and rights of the individuals whose records are stored at this
Center.

2. Differing personnel systems. Some Federal agencies create records under a different system
than does the Office of Personnel Management (OPM). These other personnel systems require
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different kinds of documents to be retained in the employee's Official Personnel Folder (OPF)
and require that documents be kept in the OPF for different periods of time. As a result, if an
employee has worked under two or more different personnel systems, the OPF must be handled
with special care to ensure that records created and maintained under one system are not
mistakenly removed from the folder by an agency which follows a different system of
instructions.

3. Definitions. The correspondence technician should understand the meaning of the following
terms:

a. Physical custody. NPRC has the physical custody of records stored at this Center.
NPRC is responsible for receiving and disposal of records, providing storage of records,
and for providing reference service from the records in its physical custody. But, NPRC
does not "own" the records.

b. Legal custody. Even though NPRC stores records, it does not have legal custody of the
records. The legal custodian of the records is the agency which either created the record
or which has the authority to determine the policies and practices related to the creation
and maintenance of a record. For example, GSA creates records. However, the way in
which GSA creates records is governed by OPM, under a system known as OPM/GOVT-
1. Therefore, the OPM/GOVT-1 system also falls under the legal jurisdiction of OPM. Ch.
3 deals with agencies which created records under a different system. The legal custodian
determines what information NPRC may furnish to requesters, as well as how to handle

requests for non-releasable information. NOTE: Some agencies which created records
may no longer be in existence. Therefore, the successor agency now has legal custody of
the records.

c. Access. Requests for access are requests to examine, obtain information from, and/or
photocopy records.

d. Amendment. An amendment to a record is a change in any information that the record
contains. The change may be an addition, deletion, or correction of information.

e. Disclosure. A disclosure is the release of any portion of information found in an OPF.

4. Notification of referral action. Many times, due to a restriction of one type or another, it will be
necessary for the technician to forward or refer a request and the requested OPF to the agency
which is the legal custodian of the record. When such a referral is made, the requester should
be notified that a referral was made. Provide the requester with the address of the agency to
which the request was referred. Send the requester a copy of the original request.

5. Unusual requests. When a requested disclosure is not clearly described in this memorandum,
the technician should inform the supervisor. The request may require referral to the agency
whose records are involved. Also, inform the supervisor if a request questions or challenges
NPRC release policies. Since the release policies are established by the agencies which have
legal custody, such a request may require coordination with the agency whose records are
involved.

6. Releasable information under FOIA. Most information in an OPF is not releasable to the
general public without the written consent of the individual whose record is involved. The
Freedom of Information Act does allow, however, certain information to be released without an
individual's consent. OPM has determined that the following information is releasable to the
public:

a. Name.
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b. Past and present positions.
c. Past and present titles.

d. Past and present salaries.
e. Past and present grades.

f. Past and present job locations.

NOTE: In this memo, these items are referred to as "basic releasable information." Any
exceptions will be noted in the appropriate sections which follow.

7. Privacy Act. The Privacy Act of 1974 established certain legal requirements which apply to
records created by executive branch agencies of the Federal government. Under the major
provisions of the Act, the individual has a right to:

a. determine what records pertain to him/her.

b. prevent records pertaining to him/her from being made available for purposes other than
the purposes for which the records were established.

c. gain access to his/her records.
d. obtain copies of all or any portions of his/her records.

e. request a correction or amendment to his/her records.

NOTE: Each executive agency has the responsibility to establish procedures for implementing
Privacy Act requirements. NPRC may only disclose records according to the rules and
procedures established by each of those agencies. This memorandum sets forth the known
rules and procedures. Those pertaining to OPM will be found in ch. 2, and those pertaining to
other agencies will be found in ch. 3.

8. Requirements of a valid authorization.

a. Individual/third party requests. To obtain any information in addition to the basic
releasable information, a request must meet the following requirements:

(1) Signature. The request or authorization must be signed (handwritten signature) by the
person whose record is involved. If a person can neither write nor print, the authorization
may be marked ("X"), which must be accompanied by a statement signed and dated by
two witnesses other than the requester.

(2) Date. The request or authorization must be dated. NPRC does not honor
authorizations that are not dated or that are more than one year old.

(3) Authorized access. The authorization must specify the person or company who is
being authorized access to the record involved.

(4) Information requested. The authorization must specify what information is to be
released from the OPF.

b. Federal agency requests. If the request is from a Federal agency, the letterhead or fax
cover sheet must indicate the complete name of a recognized official of that agency who is
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requesting the information or OPF in the performance of his/her duties. SF-184 requests
must have written signatures of authorized requesters.

c. Return for authorization. If an authorization or request does not meet the above
requirements, it should be returned to the requester. Indicate why the request is being
returned and specify what is needed to make the request valid.

9. Accounting of disclosure. \When a record (or information from a record) is released, the
Privacy Act requires that an "accounting” of that release or "disclosure" be kept in the record.
The accounting of disclosure must show what information was released, when it was released,
and to whom it was released. The Act allows the individual who is the subject of the record to
request information on the accountings of disclosure. At NPRC, the accounting of disclosure is
maintained as follows:

a. If specific information is released, the original (or copy) of the request and a copy of the
response are kept in the OPF.

b. If the record is loaned or transferred to a Federal agency, a copy of the Standard Form
127, Request for Official Personnel Folder, is kept in file (and later with the OPF when it is
returned to the Center).

c. If the record was reviewed by an investigator in the Research Room, an accounting of
disclosure, usually a copy of the investigator's request, is kept in the record.

NOTE: The Privacy Act does not require that an accounting of disclosure be kept if the
disclosure was made under the provisions of FOIA or to an official of the agency which created
the record. However, it is the practice of NPRC to maintain an accounting of all disclosures.
Therefore, an accounting would be kept for each release of an OPF or information from it.

10. C4F information. A C4F request involves a Federal agency requesting access to or loan of a
folder that may be restricted, or may contain service in more than one agency. In most cases
the entire OPF is being requested. The technician screens the requested OPF to determine if it
(or any part of it) is releasable to the requesting agency. Follow these basic guidelines when
working a C4F case:

a. Non-restricted. If the agency requests OPF's for any or all service of a former Federal
employee, and none of the OPF's are restricted, send all OPF's to the requesting agency.

b. Restricted. If any of the OPF's are restricted (in whole or in part):
(1) send all non-restricted OPF's to requesting agency, and

(2) follow procedures set forth in this memo concerning the restricted folders for the
particular agency involved.

11. Merged folders. Merged folders are those OPF's which contain records that were not all
created under the same records system. For example, a person who worked for GSA and for
the GAO, may have one OPF, but all the records will not have been created under the same
system. GSA records are under the jurisdiction of OPM while GAO records are not. This type of
record is a SF-66C, Merged Records Personnel Folder (MRPF). The folder is bright orange in
color. Screening of OPF's for possible restricted records is important so that, for example, one
agency does not remove the records of another agency from the OPF. NPRC has received
definitive guidelines for handling MRPF's from some Federal agencies. If not specifically
addressed in fig. 3-2, consult supervisor in the handling of MRPF's.
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NOTE: An MRPF is only one folder. At NPRC, when multiple folders are on file at various
locations, these folders are usually combined at the highest registry number. At the highest
registry number, the technician may encounter two or more folders together. These are not
necessarily merged folders. A merged folder is one that has been combined by an agency, NOT
by the registry system of NPRC.

12. Non-OPM records. App. A contains a listing of Federal agencies which are known to have
created records under a system other than OPM/GOVT-1. (This is not a complete list.) Some of
the agencies listed have provided NPRC with guidelines for the release of their records;
however, many have not. If a requested record belongs to one of the agencies listed in app. A,
and processing instructions have not been provided in fig. 3-2, handle the request according to
OPM release procedures and restrictions found in ch. 2.

13. Verbal requests. \Whenever NPRC receives a verbal request for access to records in its
custody, such as from a "walk in," the Research Room Attendant will handle this type of request
in accordance with the policies and procedures contained in this memo.

14. Other memorandums. The technician should consult the latest revision of the following
memorandums as needed:

a. NPRC 1867.7, Furnishing verification of Federal service.

b. NPRC 1867.10, Miscellaneous inquiries not covered in individual memorandums.

c. NPRC 1867.11, Requests involving medical records (Civilian Reference Service Section).
d. NPRC 1867.13, Missing Persons Act (Public Law 490).

e. NPRC 1867.14, Retirement inquiries from the Compensation Group, OPM.

f. NPRC 1867.32, Requests involving enrollment in the Civilian Conservation Corps.

g. NPRC 1867.47, Screening the Official Personnel Folder to comply with general and
specific agency restrictions.

h. NPRC 1867.55, Congressional inquiries at NPRC(CPR).
i. NPRC 1864.113, Freedom of Information Act (FOIA) requests.

CHAPTER 2. RESTRICTIONS AND RELEASE POLICIES FOR OPM RECORDS

1. Purpose. This chapter sets forth the restrictions and release policies for OPF's which are in the
legal custody of the Office of Personnel Management (OPM). The procedures outlined herein
apply to those records created under OPM/GOVT-1.

2. Instructions. Fig. 2-2 provides the release restrictions which are to be applied to OPM records.

3. Screening of personnel folders. Certain information contained in some OPF's cannot be sent
out with the OPF. This is information which pertains to "investigative" files. In OPF's created in
recent years, this type of material is very rare. It will be found mainly in OPF's created around
the 1950's. Investigative files are not considered to be a permanent part of the personnel folder.
Such information/documents are removed from the OPF and given to the supervisor.
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a. Agencies involved. The following agencies, plus the U. S. Civil Service Commission
(now known as the Office of Personnel Management), have retired investigative files in the
OPF:

(1) Department of the Army. This includes the War Department and Army Air Corps
before September 26, 1947. Non derogatory investigative files may be sent with the OPF.

(2) Department of the Air Force. This is for dates after September 26, 1947.

(3) Department of the Navy.

(4) Department of Veterans Affairs (VA), formerly known as Veterans Administration.
(5) Department of Agriculture.

(6) Office of the Comptroller of the Currency (Treasury Department). The technician
should give any removed files to the immediate supervisor.

(7) Post Office Department. Investigative files relating to wrongful acts are removed by
the technician and given to the immediate supervisor.

b. Additional Information. The above information serves only to call attention to the fact
that certain OPF's must be screened closely before releasing them. When such an OPF is
encountered, refer to the release procedures in this memo as well as the latest revision of
NPRC 1867.47.

4. Questions. If there are any questions pertaining to OPM records, the technician should consult
other appropriate NPRC memorandums. If the answer cannot be found, consult immediate
supervisor.

CHAPTER 3. RESTRICTIONS AND RELEASE POLICIES FOR
NON-OPM CONTROLLED RECORDS

1. Purpose. This chapter sets forth restrictions and release policies which have been given to
NPRC by Federal agencies whose records are not in the legal custody of the Office of Personnel
Management (OPM). At this time, NPRC has been given guidelines by the following agencies:

a. ACTION.
b. Agency for International Development (AID) - (foreign service employees only).
c. Agriculture Stabilization and Conservation Service (ASCS) - (county employees only).

d. Animal and Plant Health Inspection Service (APHIS) - (USDA foreign service employees
only).

e. Arms Control Disarmament Agency (ACDA) - (foreign service employees only).

f. District of Columbia Government (see Appendix B for partial listing of D. C. Government
agencies).

g. Federal Bureau of Investigation (FBI).

h. Foreign Agriculture Service (FAS) - (foreign service employees only).
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i. Foreign Nationals (all services local hire FS & CS).
j- General Accounting Office (GAO).
k. National Security Agency (NSA).
l. Non-Appropriated Fund (NAF).
m. Nuclear Regulatory Commission (NRC).
n. Peace Corps.
o. State Department (foreign service employees only).
p. Tennessee Valley Authority (TVA).

g. United States Information Agency (USIA) - (formerly ICA and USICA) (foreign service
employees only).

r. United States Postal Service (USPS) - (for records after July 1, 1971).
s. Administration Office of the United States Courts.

t. VA Title 38 Employees.

u. White House Office (WHO).

2. Instructions. Fig. 3-2 provides the release restrictions which are to be applied to each of the
agencies listed in par. 1, above. NOTE: Any agency not listed should be treated as an OPM

agency and the procedures found in ch. 2 should be followed. Instructions concerning medical
records are contained in the latest revision of NPRC 1867.11.

3. Questions. |If there are any questions pertaining to non-OPM controlled records, the technician
should consult other appropriate NPRC memorandums. If the answer cannot be found, consult
immediate supervisor.

Figure 2-2. Requests for OPM Records
REQUESTS FOR OFFICE OF PERSONNEL MANAGEMENT (OPM) RECORDS

Agency requests for the loan or transfer of record. An OPF/MRPF may be transferred to an
agency upon receipt of a properly completed SF-127.

Requests from investigators. Furnish the OPF/MRPF to a properly authorized and identified
Federal investigator for an on-site review.

If the request is for an off-site review, furnish the record only if the investigator provides a properly
executed SF-127 and a letter of authorization from the appropriate Personnel Officer.

If the request is from a private investigator under contract with a Federal agency to conduct an on-site
review, furnish the OPF/MRPF only if the investigator presents identification that indicates he/she is
acting in an official capacity. A private investigator under contract is NOT authorized to conduct an off-
site review.

file:///J:/crg/memo/1867-6.html 9/30


file:///J:/crg/memo/1867-6.html

8/29/2017 1867.6 Restrictions and release policies for Official Personnel Folders

Requests from Congressional offices. If the request is from the office of an elected member of
Congress working on behalf of a constituent, and the request is for a complete copy or review of an
OPF/MRPF, forward request and record to the Chief, Personnel Reference Service Section (NRPCR-
P).

If the request is for a specific document, information, or transcript, furnish requested copy, information,
or transcript according to agency's release policies.

If the request is from a Congressional committee (or similar body), give the request to the Chief,
NRPCR-P. The request must be coordinated with the Deputy Associate Director of the Center for HR
Systems, Requirements and Strategies, Room 6500, US Office of Personnel Management, 1900 E.
Street, NW, Washington, DC 20415-6000. Furnish only photocopies, not original documents, to
Congressional committees.

Requests from former employees (subject of record). Requests must contain the handwritten
signature of the person whose records are involved. If the request is for a complete copy or review of
OPF/MRPF, forward request and record to the Chief, NRPCR-P.

If the request is for a specific document, information, or transcript, furnish the requested copy,

information, or transcript. EXCEPTIONS: If request is for any of the following types, forward
request and record to the Chief, NRPCR-P, unless otherwise specified. Notify requester of referral.

1. Records of a law enforcement agency;

2. Records classified in the interest of national defense (including information about loyalty
proceedings under E.O. 9835 and E.O. 10450.);

3. Pre-employment inquiries, including telephone inquiries;
4. Letters of reference or recommendations;

5. Investigation records or reports (except SF-85, Data for Nonsensitive or Noncritical Sensitive
Position, SF-86, Security Investigation Data for Sensitive Position, and notices of security
clearance; copies of these may be furnished to the former employee); and

6. Retirement data (including SF-2806, Individual Retirement Record, SF-2802, Application for
Refund of Retirement Deductions, correspondence dealing with the refund of retirement
deductions, and correspondence dealing with related matters). Refer to Office of Personnel
Management, Retirement Programs, 1900 E St., NW, Washington, DC 20415.

If the request is for an amendment to the record, forward the request and record to Deputy Associate
Director of the Center for HR Systems, Requirements and Strategies, Room 6500, US Office of
Personnel Management, 1900 E. Street, NW, Washington, DC 20415-6000. Notify requester of the
referral.

Third party requests (authorized). An authorized third party request contains the written consent of
the person whose records are involved. See chapter 1, par. 8a for requirements of a valid
authorization. Furnish requested information or documents.

Third party requests (unauthorized). Furnish basic releasable information only.

Third party request involving records of deceased person. If the request is for a copy of specific
document, information, or transcript, and the request or record contains proof of death, furnish copy,
information, or transcript. If there is no proof of death, furnish basic releasable information. Inform
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requester that proof of death is required before further information may be released. Release if 100
years of age or older. Refer to 1867.47.

If request is for review/complete copy of OPF/MRPF, forward request and record to Chief, NPRCR-P.

If releasing information would create an unwarranted invasion of privacy of a person now living; i.e.,
family members, do not release information. Forward the record and request to the Chief, NPRCR-P.

All other 3rd party requests. Refer all other third party requests to the Chief, NPRCR-P.

Figure 3-2. Requests for non-OPM records (Part 1 of 30)
REQUESTS FOR ACTION RECORDS

ACTION civil service personnel records. ACTION civil service personnel records are part of the
OPM government-wide system. Apply the OPM release policies to these records.

ACTION Foreign Service personnel records. Transfer the folders or provide information only to an
ACTION requester. Release the basic releasable information to any requester. Forward all requests
for other information to ACTION. Notify requester of the referral.

ACTION referral address:

Corporation for National and Community Service
Director, Human Resources

1201 New York Avenue

Washington, DC 20525

Figure 3-2. Requests for non-OPM records (Part 2 of 30)

REQUESTS FOR AGENCY FOR INTERNATIONAL DEVELOPMENT (AID) RECORDS
AID civil service personnel records. The personnel folders of AID civil service employees are part
of the OPM government-wide system. Apply the OPM guidelines to requests for these records.

AID Foreign Service Personnel records: Process requests as follows:

Requests from third parties. Furnish only the basic releasable information. Forward
all requests for other information to AID. Notify the requester of the referral.

Requests from Federal investigators. Release the records only to investigators from
AID. Forward all requests from other investigators to AID. Notify requesters of the
referral.

All other requests. Forward all other requests to AID. Notify requester of the referral.

AID referral address:
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U.S. Department of State Records & Information Management Division ATTN:
HR/EX/RIM, SA-1 2401 E Street, N.W., Room H-804 Washington, DC 20522-0108

NOTE: Under Department of State effective October 1, 1999.

NOTE: The International Cooperation Administration was abolished in 1961. Requests involving
these records should be forwarded to AID at the above address.

Figure 3-2. Requests for non-OPM records (Part 3 of 30)

REQUESTS FOR AGRICULTURAL STABILIZATION AND
CONSERVATION SERVICE (ASCS) RECORDS

ASCS regular Federal personnel records. ASCS regular Federal personnel records are part of the
OPM government-wide system. Apply the OPM guidelines to requests for these records.

ASCS county personnel records: May be released to ASCS Federal Requesters and to ASCS
County Requesters.

Requests from Federal agencies. Transfer the folder or release information only to ASCS
requesters. Forward all other requests to ASCS. Notify requester of the referral.

Requests from investigators. Release the ASCS folders for on-site review by authorized Federal
investigators.

All other requests. Forward all other requests to ASCS. Notify requester of the referral.

ASCS referral address:

USDA/FSA/HRD/DOB/Services/STOP 0594
1400 Independence Avenue SW
Washington, DC, 20250-0594

Figure 3-2. Requests for non-OPM records (Part 4 of 30)

REQUESTS FOR ANIMAL AND PLANT HEALTH INSPECTION
SERVICE (APHIS) RECORDS
(Foreign service employees only)

Requests from former employees (subject of record). If the request is for a specific document or
transcript, furnish the requested copy or transcript.

Requests from investigators. NPRC may grant access to an APHIS record to investigators from
OPM, USDA, or other Foreign Affairs agency.

All other requests. All other requests should be referred to APHIS. Notify requester of the referral.

APHIS referral address:
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International Program Management and Liaison Staff
Animal and Plant Health Inspection Service

U.S. Department of Agriculture/APHIS

4700 River Road, Unit 6

Riverdale, MD 20737

Figure 3-2. Requests for non-OPM records (Part 5 of 30)

REQUESTS FOR ARMS CONTROL DISARMAMENT
AGENCY (ACDA) RECORDS

ACDA civil service personnel records. ACDA civil service personnel folders are part of the OPM
government-wide system of records. Process requests for these records according to the OPM
guidelines.

ACDA Foreign Service personnel records. Transfer ACDA Foreign Service personnel records only
to State Department and ACDA requesters. Furnish these records only to State Department and
ACDA investigators.

All other requests. Forward all other requests to ACDA. Notify requester of the referral.

ACDA referral address:

U.S. Department of State

Records & Information Management Division

ATTN: HR/EX/RIM, SA-12401 E Street, N.W. Room H-804
Washington, DC 20522-0108

Figure 3-2. Requests for non-OPM records (Part 6 of 30)
REQUESTS FOR DISTRICT OF COLUMBIA (DC) GOVERNMENT RECORDS

Agency requests for transfer of record. Transfer D.C. Government personnel records only to D.C.
Government requesters. Send transcripts of employment to other Federal requesters. Send
photocopies of the following documents with the transcript, if requested:

¢ all health benefits forms

o statements of annual and sick leave balances

e SF-176, Election, Declination or Waiver of Life Insurance Benefits; or
e SF-2817, Life Insurance Election

Requests from investigators. Forward requests and records to D.C. Government. Notify requester
of the referral.

All other requests. Forward requests and records to D.C. Government. Notify requester of the
referral.
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D.C. Government referral address:

D.C. Office of Personnel

Reeves Center

2000 14th Street, N.W. 4th Floor
Washington, DC 20009

Requests for OPF's of other agencies. D.C. Government agencies may only receive D.C.
Government OPF's. Process requests for the OPF's of other agencies according to each particular
agency's release policies as outlined elsewhere in this memo.

Figure 3-2. Requests for non-OPM records (Part 7 of 30)
REQUESTS FOR FEDERAL BUREAU OF INVESTIGATION (FBI) RECORDS

In January 2005, the first shipment of FBI personnel files was received at the National Personnel
Records Center, Civilian Personnel Records facility. This shipment consisted of personnel files of
former FBI support (non-agent) employees who have been out of service 15 years or longer. NPRC
(CPR) will continue to receive shipments as these 'closed' personnel files become 15 years old. An
FBI personnel file created prior to 1994 contains personnel, security and medical information
consolidated in one personnel file (PF). Personnel files created during or after 1994 consist of
several separate folders: Personnel Folder, Employee Medical Folder (EMF), Security Folder, and
Other Government Service File (OPF which documents service with an agency other than FBI).
NPRC will not see PFs with separate folders until approximately 2010.

See NPRC Memo 1867.62 for specific guidance.

Figure 3-2. Requests for non-OPM records (Part 8 of 30)

REQUESTS FOR FOREIGN AGRICULTURE SERVICE (FAS)
FOREIGN SERVICE RECORDS

Agency requests for transfer of record. Transfer FAS personnel records (also called administrative
folders) only to FAS. If an FAS record is requested by any other Federal agency, transfer the record
and request to FAS. (This applies to records containing only FAS employment information and also to
MRPF's containing employment information for FAS and any other Federal agency.)

Requests from investigators. Furnish the record to OPM and U.S. Department of Agriculture
investigators for an on-site review.

Requests from former employees (subject of record). If the request is for a copy of a specific
document or transcript, furnish the requested copy or transcript.

All other requests. Forward all other requests and records to FAS. Notify requester of the referral.

FAS referral address:
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Director, Office of Human Resources Management
Foreign Agricultural Service, Room 302-W

U.S. Department of Agriculture

Whitten Federal Building

12th and Jefferson Drive, SW

Washington, DC 20250

Figure 3-2. Requests for non-OPM records (Part 9 of 30)

REQUESTS FOR FOREIGN NATIONAL RECORDS
(Local hire)

Foreign National (FNO) records were created by the various agencies such as Army, Air Force, State
Department, etc. These are records of foreign civilian personnel (non-U.S. citizens) who were locally
employed in their own country. The only definitive guidelines available are:

Requests from former employees (subject of record). If the request is for documents or transcript,
furnish requested copies or transcript.

Requests from former Viethamese civilian employees seeking to enter the United States.
Vietnamese civilian employees who are seeking to enter the United States under the Orderly
Departure Program sometimes write to various government agencies seeking help. If such a request
is received, verify the requested service and forward response to:

U.S. Consulate General Ho Chi Minh City
Refugee Resettlement Section

4 Le Duan Blvd., District 1

Vietnam

Figure 3-2. Requests for non-OPM records (Part 10 of 30)
REQUESTS FOR GENERAL ACCOUNTING OFFICE (GAO) RECORDS

The personnel records of GAO employees were part of the OPM system of records until October 1,
1980. Records including GAO service that ended before October 1, 1980, should be processed
according to the guidelines for OPM records. The following instructions apply to requests involving
GAO employment that ended on or after October 1, 1980.

Requests from Federal agencies and investigators. Even if the GAO employment ended on or
after October 1, 1980, process the requests according to OPM guidelines.

Requests from Congressional offices and legal demands. Forward the requests and records to
GAO. Notify requester of the referral.

Requests from former employees (subject of record). Furnish a transcript of employment or

verification of information when requested by the former employee. Forward requests and records for

any other information/documents or amendment of a record to GAO. Notify requester of the referral.
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Requests from third parties. Furnish the basic releasable information when requested. If a
requester seeks additional information, forward the request and record to GAO. Notify requester of
the referral.

Requests involving the records of deceased persons. Forward the record and request to GAO.
Notify requester of the referral.

GAO referral address:

Director of Personnel

U.S. Government Accountability Office
441 G Street NW

Washington, DC 20548

Figure 3-2. Requests for non-OPM records (Part 11 of 30)
REQUESTS FOR NATIONAL SECURITY AGENCY (NSA) RECORDS

All requests. Forward all requests and records to NSA. Notify requester of referral.

NSA referral address:

National Security Agency

Attn: FOIA/PA Office

(DC34)

9800 Savage Road, Suite 6248

Ft. George G. Meade, MD 20755-6248

Figure 3-2. Requests for non-OPM records (Part 12 of 30)

REQUESTS FOR NON-APPROPRIATED FUND (NAF) PERSONNEL RECORDS
(NAF-ONLY) PERSONNEL RECORD

Definition. NAF-ONLY personnel records are those that have NOT been merged with another type
Civil Service record. They are in their own folder.

Agency requests for the transfer of the record. Transfer (NAF-ONLY) personnel records to NAF
requesters or Federal requester at military addresses.* If the request is from any non-military Federal
requester, send a transcript of the NAF service to the requester.

All other requests. Forward all requests and records to the NAF activity that created the records
involved. Notify the requester of the referral.

NAF referral addresses:

file:///J:/crg/memo/1867-6.html 16/30


file:///J:/crg/memo/1867-6.html

8/29/2017

1867.6 Restrictions and release policies for Official Personnel Folders

Army and Air Force Exchange Service

HQ AAFES

Attn: Records Management, CS-A-M Cole
3911 Walton Walker Blvd.

Dallas, TX 75222

Navy Exchange Service

Navy Exchange Service Command
Attn: Juanita Hunt

Bldg. CD-1/Code H

3280 Virginia Beach Blvd.

Virginia Beach, VA 23452-5724

Army

Department of the Army

Office of the Assistant G-1 (CPP)

Attn: DAPE-CP-NAF

NAF Personnel Policy and Programs Division
Hoffman | Room 164

2461 Eisenhower Avenue

Alexandria, VA 22332

Figure 3-2. Requests for non-OPM records (Part 13 of 30)

REQUESTS FOR NON-APPROPRIATED FUND (NAF) PERSONNEL RECORDS

(NAF-ONLY) PERSONNEL RECORDS (Continued)

Marine Corps

Deputy Commandant of the Marine Corps

Manpower and Reserve Affairs Department

Personal & Family Readiness Division

NAFI Human Resources and Training Branch (Code MRG)
3044 Catlin Avenue MCB

Quantico, VA 22134-5099

Navy

Commander, Navy Installations Command
Millington Detachment

5720 Integrity Drive, Building 457
Millington, TN 38055-6530

Air Force
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Department of the Air Force

HQ AFSVA/SVXH

10100 Reunion Place, Suite 502
San Antonio, TX 78216-4138

Coast Guard

Commandant (CG-103) U.S. Coast Guard
Office of Exchange and Morale

870 Greenbrier Circle, Suite 502
Chesapeake, MD 23320-2681

* Although legally the Coast Guard is only a military activity during time of war, for this purpose
consider as "military address" any Coast Guard activity.

Figure 3-2. Requests for non-OPM records (Part 14 of 30)
REQUESTS FOR NON-APPROPRIATED FUND (NAF) PERSONNEL RECORDS

(NAF) MRPF PERSONNEL FOLDERS

PORTABILITY BENEFITS

Personnel records of individuals who move between Civil Service and NAF positions within the
Department of Defense under the provisions of the Portability of Benefits Act as of January 1, 1987
without a break in service of more than 3 calendar days only will be placed in a Merged Records
Personnel Folder (MRPF) (SF 66-C). Medical records will be placed in an Employee Medical Folder
(EMF) (SF 66-D).

An MRPF and EMF established by DOD under Portability (NAF or Civil Service) may be transferred to
other Federal agencies once that individual meets the requirements for employment under the
Portability Act. Records in the MRPF and EMF of the separated NAF employees are stored at the
National Personnel Records Center. Once an MRPF is established for the NAF employee by DOD
and that employee becomes federally employed again, that MRPF will then be retrieved from NPRC
by the employing agency and all rights and benefits will be applied

DEFINITIONS

DOD Components means the Office of the Secretary of Defense, the Military Departments (Army,
Navy, and Air Force), the Defense Agencies, and the Army and Air Force Exchange Service.

Employee Medical Folder (EMF- -SF 66-D) means a file containing occupationally-related civilian
employee medical records created during the course of an individual's Federal civilian service under a
personnel system subject to Title 5, U. S. C. as well as another agency's occupational medical records
created under a separate personnel system when the agency has entered into an MOU agreement
with OPM and NARA.

Merged Records Personnel Folder (MRPF- -SF 66-C) means a file that is the subject of an agency
/OPM /NARA recordkeeping MOU and that contains personnel records related to civilian employment
under both the Civil Service system and one or more non-Civil Service Federal personnel systems, or
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to civilian employment under one or more non-Civil Service Federal personnel systems only. These
records are sometimes placed in a SF-66 by Personnel Offices and should be worked accordingly.

Figure 3-2. Requests for non-OPM records (Part 15 of 30)
REQUESTS FOR NON-APPROPRIATED FUND (NAF) PERSONNEL RECORDS

(NAF) MRPF PERSONNEL FOLDERS (Continued)

DEFINITIONS (continued):

NAF Employee Medical Folder (NAFEMF) means a file containing occupationally-related civilian
employee medical records created during an individual's DOD NAF employment.

NAF Instrumentality (NAFI) means an integral DOD organizational entity through which (a) an
essential Government function is performed, and (b) other DOD organizations are provided or
assisted in providing morale, welfare and recreational programs. The NAFI is established and
maintained individually or jointly by the Heads of the DOD Components.

NAF Official Personnel Folder (NAFOPF) means a file containing records and documents relating to
DOD NAF employment.

NAF records mean personnel records created by DOD instrumentalities that are subject to NAF
policy.

Official Personnel Folder (OPF - SF 66) means a file containing records and documents related to
civilian employment under Title 5, U. S. C.

OPM records means personnel records created by Federal agencies that are subject to OPM
regulations (Title 5, Code of Federal Regulations).

Figure 3-2. Requests for non-OPM records (Part 16 of 30)
REQUESTS FOR NON-APPROPRIATED FUND (NAF) PERSONNEL RECORDS

(NAF) MRPF PERSONNEL FOLDERS

DEFINITIONS (continued):

Third Party Request means a request for information about an individual, by someone other than that
individual from outside the agency creating or owning the individual's record and other than an
individual specifically authorized by the data subject to receive the information. Transcript of Service
means an employee's work history that is prepared with and limited to data releasable under 5 CFR
293.311(a) and 5 U. S. C. 552a (b) (2), respectively, for Title 5 and NAF employees. For the purpose
of this MOU and filing in the MRPF, NAF chooses to prepare Transcripts of Service in accordance with
OPM procedures and data release criteria given at 5 CPR 293.311 (a).

PROCESSING REQUESTS FOR NAF MRPF PERSONNEL FOLDERS
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Federal agencies to include DOD/NAF requesters: \When NPRC receives a request from a Federal
agency for the loan or transfer of a former NAF employee's MRPF, NPRC will forward the MRPF to
the agency. NPRC will honor such requests only if the agency has submitted an SF-127, Request for
Official Personnel Folder.

Former employee: When NPRC receives a former NAF employee's request for a copy of a specific
document, information, or transcript from a NAF record retained in the MRPF, NPRC will provide the
requester with the requested copy, information, or transcript of service.

When the NPRC receives a former NAF employee's request for a complete copy of his/her MRPF and
the MRPF contain records created under both NAF and Title 5 authorities, provide the requester with
a copy of his/her Title 5, U.S.C. records. Then forward the request and the MRPF to the applicable
DOD component for appropriate action regarding his NAFI records, and notify the requester of the
referral. Addresses are in Parts 12 and 13 of Fig. 3-2 on processing (NAF-ONLY) personnel records.

When NPRC receives a request from a former NAF employee for amendment of his/her NAF
record(s), and the records are in an MRPF, NPRC will forward the MRPF to the appropriate DOD
Component at the address in Fig 3-2, Parts 12 and 13, on processing (NAF-ONLY) personnel records.

Figure 3-2. Requests for non-OPM records (Part 17 of 30)
REQUESTS FOR NON-APPROPRIATED FUND (NAF) PERSONNEL RECORDS
PROCESSING REQUESTS FOR NAF MRPF PERSONNEL FOLDERS (Continued)

Third party: When NPRC receives a request from a third party for a Transcript of Service of NAF
records retained in an MRPF, and the requester has not provided written authorization for the data
subject, NPRC will furnish the following information: former employee's name, effective dates of
actions, and types of personnel actions (position title or occupation, pay plan, series,
grade/step/salary, last employing agency and, if specifically requested by a prospective non-Federal
employer, date, nature of action, tenure, civil service status, and the length of service in the agency
and the Government as show on the relevant Notification of Personnel Action). This pertains to
DOD/NAF merged folders only.

When NPRC receives a request from a third party for information or a copy of a specific document
from the MRPF of a former NAF employee and the requester has provided written authorization from
the data subject, NPRC will furnish the appropriate document or information. If the document or
information cannot be found, NPRC will refer the request to the appropriate DOD Component and
notify the requester of the referral.

When NPRC receives a request from a third party for a copy of the complete MRPF or EMF of a
former NAF employee who is deceased and the request or documents in the record contain proof of
death, NPRC will forward the request and record to the appropriate DOD Component responsible for
responding to requests, and notify the requester of the referral.

When NPRC receives a request from a third party for a copy of a specific document, information, or
Transcript of Service from the MRPF of a former NAF employee who is said to be deceased and the
request or record contains proof of death, NPRC will provide a copy of the specific document,
information, or Transcript of Service to the requester.

When NPRC receives a request without proof of death from a third party for information from the
MRPF of a former NAF employee who is said to be deceased, NPRC will furnish on the information
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releasable under Title 5 CFR 293.311(a). NPRC will inform the requester that proof of death (obituary,
death certificate, etc.) is needed before further information may be released.

For all other requests from a third party for a copy or review of any part of an MRPF or EMF of a
former NAF employee, NPRC will provide the request and the record to the appropriate DOD
Component responsible for responding to request, and notify the requester of the referral.

Figure 3-2. Requests for non-OPM records (Part 18 of 30)
PROCESSING REQUESTS FOR NAF MRPF PERSONNEL FOLDERS (Continued)

Request from investigators: When NPRC receives a request from a federal investigator who
produces investigative credentials that are issued by the agency (i.e., FBI, CIA, DIA, NSA, DIS, DEA,
OPM, Postal Inspector) for on-site review of former employee's records that are retained in an MRPF,
and the MRPF contains Title 5 and NAF records, NPRC will furnish the MRPF to the investigator for
review at NPRC. Title 5 records may be reviewed off-site only by contacting OPM's Assistant Director
for Workforce Information. An investigator who wishes off-site review of that portion of an MRPF
containing NAF records must have a letter from the appropriate DOD Component's Civilian Personnel
Director at the address provided in Fig 3-2, Parts 12 and 13, on processing (NAF-ONLY) personnel
records.

Private investigator: A private investigator under contract with a Federal agency to review on-site an
MRPF containing records of a former NAF employee must present documentation that indicates
he/she is acting in an official capacity to conduct an investigation. The private investigator also must
have from both the appropriate DOD NAF Component's Civilian Personnel Director and the Assistant
Director for Workforce Information, OPM, a letter authorizing NPRC to provide the data subject's
MRPF for review. NPRC will not release the MRPF for review of Title 5 or NAF records unless they
receive these documents from the private investigator.

Congressional requests: \WWhen NPRC receives a request from either a member of Congress or a
Congressional Committee for disclosure of NAF records contained in a MRPF, NPRC will forward both
the request and the MRPF to the appropriate DOD NAF Component at the address in Fig 3-2, Parts
12 and 13, on processing (NAF-ONLY) personnel records.

ACCESS TO MEDICAL RECORDS

Former employee: When NPRC receives a request from a former employee for a copy of his/her
EMF (SF 66-D) and the EMF contains records created under both NAF and Title 5 authorities, NPRC
will process the Title 5 portion of the request and then forward the request and the EMF to the
applicable DOD NAF Component for appropriate action regarding its NAF records, and notify the
requester of the referral.

Federal agency: When a Federal agency wants access to a former employee's EMF (SF 66 D) at
NPRC, and the EMF contains NAF records, the agency must submit to NPRC a SF 184, Request for
Employee Medical Folder, properly completed to include the name, title, and address of the agency's
officially authorized EMF system manager or designee. NPRC will then forward the EMF to the
agency.

Figure 3-2. Requests for non-OPM records (Part 19 of 30)
REQUESTS FOR NUCLEAR REGULATORY COMMISSION (NRC) RECORDS
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The NRC has requested that records under their legal custody be handled according to OPM policies
and restrictions. Therefore, when working cases involving NRC OPF's, consult the procedures in
chapter 2 of this memo.

If a referral is needed, use the following address:

U.S. Nuclear Regulatory Commission
ATTN: Office of Human Resources
Washington, DC 20555-0001

Figure 3-2. Requests for non-OPM records (Part 20 of 30)
REQUESTS FOR PEACE CORPS RECORDS

Peace Corps records are handled according to OPM policies and restrictions. Therefore, when
working cases involving Peace Corps OPF's, consult the procedures in chapter 2 of this memo.
(Effective October 2001.)

If a referral is needed, use the following address:

Peace Corps.

Paul D. Coverdell Peace Corps Headquarters
1111 Twentieth Street, NW

Washington, DC 20526

Figure 3-2. Requests for non-OPM records (Part 21 of 30)

REQUESTS FOR STATE DEPARTMENT RECORDS
(Foreign Service Only)

NOTE: These restrictions apply only to Foreign Service employees of the State Department, NOT to
Foreign Service Nationals. Foreign service records will be annotated as such, or will be marked with a
designation such as "FP," "FE," "FS," or "FSS." These restrictions also apply to MRPF's that contain
both Foreign Service employment and regular Federal employment.

State Department regular Federal employment records only. Process requests for these records
according to OPM guidelines.

State Department Foreign Service records: Process requests as follows:

Requests from Federal agencies for transfer of a record. Forward State Department
records only to State Department requesters. Forward all other requests and records to
the State Department. Notify requester of the referral.

Requests from Federal agencies for information or documents. Forward the
request and record to the State Department. Notify requester of the referral.
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Requests from Federal investigators. Furnish the record to a properly authorized and
identified Federal investigator for an on-site review.

Requests from former employees (subject of record). If the request is for a copy of a
specific document or transcript, furnish requested copy or transcript.

All other requests. Forward the requests and records to the State Department. Notify
requester of the referral.

State Department referral address: (effective April 2003)

U.S. Department of State

Records & Information Management Division
ATTN: HR/EX/RIM, SA-1

2401 E Street, N.W., Room H-804
Washington, DC 20522-0108

Figure 3-2. Requests for non-OPM records (Part 22 of 30)

REQUESTS FOR TENNESSEE VALLEY AUTHORITY (TVA) RECORDS

Only TVA requesters may receive TVA records. All other requesters will be notified of the referral
actions taken below.

Requests from Federal agencies. Forward request and record to address shown below.

Requests from former employees (subject of record). Forward request and record to address
shown below.

Requests from third parties. Forward all requests that seek any information to address shown
below.

All other requests. Forward request and record to address shown below.
TVA referral address:

Employee Service Center
Tennessee Valley Authority
400 W. Summit Hill Dr. WTCP
Knoxville, TN 37902

TVA is requesting another agency's OPF. TVA may only receive TVA records. If TVA is requesting
an OPM record, forward to the Chief, NPRCR-P. If TVA is requesting a non-OPM record, furnish a
transcript of service in lieu of the OPF after checking agency's release policies.

Figure 3-2. Requests for non-OPM records (Part 23 of 30)

REQUESTS FOR UNITED STATES INFORMATION AGENCY (USIA) RECORDS
The USIA was formerly known as the International Communications Agency (ICA),
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and the U.S. International Communications Agency (USICA).

USIA civil service personnel records. USIA civil service personnel records are part of the OPM
system of records. Apply the OPM release guidelines for requests involving these records. Effective
October 1, 1999, Official Personnel Folders (OPF's) for former United States Information Agency
employees have been merged with and are now maintained by the Department of State.

USIA Foreign Service records. Process requests as follows:

Requests from Federal agencies. If the USIA service ended after 1977, transfer the
OPF or provide the requested information to any Federal requester.

If the USIA service ended during or before 1977, transfer the OPF only to State
Department requesters. Forward requests from other agencies for the transfer of an
OPF to the Department of State. Notify requester of referral.

If the USIA service ended during or before 1977, and the requester seeks information or
documents from the folder, furnish the requested information only to State Department
requesters. In response to requests from other agencies, furnish only the basic
releasable information. If the requester seeks additional information, forward the request
to the Department of State. Notify requester of referral.

Requests from investigators. If the USIA service ended after 1977, release the record
to the requesting investigator.

If the USIA service ended during or before 1977, release the record only to State
Department investigators. Forward requests from other investigators to the Department
of State. Notify requester of referral.

Court orders, legal demands, and requests from former employees, third parties,
and Congressional offices. Forward requests to the Department of State. Notify
requester of referral.

Figure 3-2. Requests for non-OPM records (Part 24 of 30)

REQUESTS FOR UNITED STATES INFORMATION AGENCY (USIA) RECORDS
The USIA was formerly known as the International Communications Agency (ICA),
and the U.S. International Communications Agency (USICA).
(Continued)

Department of State referral address:

U.S. Department of State

Records & Information Mgmt. Division
HR/EX/RIM, ROOM H-804, Bidg. SA-1
2401 E. Street NW

Washington, DC 20522-0108
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Figure 3-2 Requests for non-OPM records (Part 25 of 30)

REQUESTS FOR U.S. POSTAL SERVICE (USPS) RECORDS

The U.S. Postal Service (USPS) was created on July 1, 1971. Records that include Post Office
employment ending before that date are included in the OPM government-wide system of records and
therefore are handled according to OPM release guidelines. USPS controls the records for Postal
Service employment that ended on or after July 1, 1971. If the record contains USPS service, process
according to the following guidelines:

Agency requests for the loan or transfer of record. Forward record to the agency upon receipt of
a properly completed SF-127.

Requests from investigators. Furnish the record to a properly authorized and identified Federal
investigator for an on-site review.

If the request is for an off-site review, furnish the record only if the investigator provides a letter signed
by the USPS General Manager, Personnel Division. A U.S. Postal Inspector may remove a record for
an off-site review upon presentation of a properly executed SF-127 from the appropriate USPS
Personnel Office.

If the request pertains to a merged USPS and OPM record, process the OPM portion of the request
and forward the USPS portion to the USPS for processing. Notify the requester of referral.

If the request is from a private investigator under contract with a Federal agency to conduct an on-site
review, furnish the record only if the investigator provides a letter signed by the USPS General
Manager, Personnel Division. A private investigator is not authorized to take any records off-site.

Requests from Congressional offices. If the request is for review or copy of record, forward
request and record to USPS. Notify requester of referral.

If the request is for a copy of a specific document, information, or transcript, furnish requested
information IF the Congressional office provides a copy of constituent's request with written
authorization. If written authorization is not furnished, forward request and record to USPS. Notify
requester of the referral.

Requests from former employees (subject of record). If the request is for a specific document,
information, or transcript, furnish the requested copy, information, or transcript.

Figure 3-2. Requests for non-OPM records (Part 26 of 30)

REQUESTS FOR U.S. POSTAL SERVICE (USPS) RECORDS
(Continued)

If the request is for a complete copy and the OPF contains only USPS records, forward request and
records to USPS. Notify requester of the referral. This is for USPS records created after July, 1 1971.

If the request is for a complete copy and the OPF contains USPS and OPM records, process the OPM
portion of the record and forward the complete record to the USPS referral address.

If the request is for correction or amendment of record, send the request and the record to USPS.
Notify the requester of referral.
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Third party requests. Furnish releasable information (i.e., name, job title, grade, salary, duty status,
and dates of postal employment), when appropriate. Forward all other requests and records to USPS.

Notify requester of referral.

USPS referral address:

U.S.Postal Service

General Manager

Corporate Personnel Management
475 L'Enfant Plaza, SW, Room 1831
Washington, DC 20260-4261

If there are any other questions refer to the Chief, NRPCR-P.

Figure 3-2. Requests for non-OPM records (Part 27 of 30)
REQUESTS FOR UNITED STATES COURT PERSONNEL RECORDS

U.S. Court personnel records are handled according to OPM policies and restrictions. Therefore,
when working these OPF's, consult the procedures in chapter 2 of this memo.

If a referral is needed, use the following address:

Administrative Office of the U.S. Courts
ATTN: HRD-CSB

1 Columbus Circle

Washington, DC 20544

Figure 3-2. Requests for non-OPM records (Part 28 of 30)

REQUESTS FOR DEPARTMENT OF VETERANS
AFFAIRS (VA) TITLE 38 RECORDS

All requests are to be processed using OPM guidelines.

If a referral address is needed:

Director

Department of Veteran Affairs Shared Service Center
3401 SW 21st Street

Topeka, KS 66604
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Figure 3-2. Requests for non-OPM records (Part 29 of 30)

REQUESTS FOR WHITE HOUSE OFFICE (WHO) RECORDS

Agency requests for the loan or transfer of record. Forward record to the agency upon receipt of
a properly completed SF-127.

Requests from investigators. Furnish the record to a properly authorized and identified Federal
investigator for an on-site review.

If the request is for an off-site review, furnish the record only if the investigator provides a letter signed
by the Director of Personnel Management, Executive Office of the President.

If the request is from a private investigator under contract with a Federal agency to conduct an on-site
review, furnish the record only if the investigator provides a letter signed by the Director of Personnel
Management, Executive Office of the President.

If the request is from a private investigator under contract with a Federal agency to conduct an off-site
review, forward the request and record to WHO. Notify the requester of the referral.

Requests from Congressional offices. Forward request and record to WHO. Notify requester of
the referral.

Requests from former employees (subject of record). If the request is for a copy of a specific
document, information, or transcript, furnish the requested copy, information, or transcript.

If the request is for a complete copy and the OPF contains only WHO records, forward request and
record to WHO. Notify requester of referral.

If the request is for a complete copy and the OPF contains WHO and OPM records, provide the OPM
portion of the record and forward the WHO portion to the address shown below.

If the request is for amendment of the record, forward request and record to WHO. Notify requester of
referral.

Third party requests. If authorization is provided, handle as if request is from the subject of record.

Figure 3-2 Requests for non-OPM records (Part 30 of 30)

REQUESTS FOR WHITE HOUSE OFFICE (WHO) RECORDS
(Continued)

If authorization is NOT provided, forward request and record to WHO. Notify requester of referral.

WHO referral address:

Director of Personnel Management Division
Office of Administration

Executive Office of the President

725 17th St., NW, Room 4013

Washington, DC 20503
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Appendix A. Partial listing of Federal agencies which have created records under
a system other than OPM/GOVT-1

. ACTION

. Administrative Offices of the U.S. Courts

. Air Force NAF Workers (including Service Clubs)
. Alaska Railroad

. Architect of the Capitol

. Army/Air Force Exchange Service

. Army NAF Workers (including Service Clubs)

. ASCS County Committees & Inspectors

. Capitol Police

10. Central Intelligence Agency (CIA)

11. Commission on Civil Rights

12. Congressional Budget Office

13. Cost Accounting Standards Board

14. Defense Intelligence Agency (DIA)

15. D.C. Government

16. D.C. Public School Teachers

17. Federal Bureau of Investigation (FBI)

18. Farmers Home Administration of Agriculture County Committee
19. Federal Election Commission

20. Federal Home Loan Bank Board

21. Federal National Mortgage Association (FNMA)
22. Federal Reserve System Employees

23. Federal Savings and Loan Insurance Companies (FSLIC)
24. Foreign Service AID

25. Foreign Service Department of Agriculture

26. Foreign Service Department of Commerce

27. Foreign Service Department of State

28. Foreign Service U.S. Information Agency (USIA) (formerly ICA and USICA)
29. General Accounting Office

30. Government of American Samoa

31. Government of Guam

32. Government of Northern Marianas Islands

33. Government of Virgin Islands

34. Government Printing Office

35. House Staff

36. International Monetary Fund (IMF)

37. Inter American Development Bank

38. Legal Services Corporation

39. Library of Congress

40. Local Hire CS Foreign Nationals

41. Local Hire FS Foreign Nationals

42. National Credit Union Administration (NCUA)/Nat. Credit Union Board (NCUB)
43. National Railroad Passenger Corporation

44. National Science Foundation

45. National Security Agency (NSA)

46. National Security Council

47. Navy NAF Workers (including Service Clubs)

48. Nuclear Regulatory Committee

OCONOOOAPRWN=-
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49.
50.
51.
52.
53.
54.
95.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
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Office of Technology Assessment

Panama Canal Company/Canal Zone Employees

Peace Corps

Public Health Service Hospitals (NAF)

Radio Free Europe/Radio Liberty

Records of former Atomic Energy Commission (AEC)/Department of Energy (DOE)
Records of former Office of Strategic Services (OSS)
Regional Councils

Russian Railway Service

Secret Service

Senate Staff

Smithsonian Institution

Teachers in dependent schools who serve under contract
Tennessee Valley Authority (TVA)

U.S. Botanical Gardens

U.S. Postal Service (USPS)

U.S. Railway Corporation

VA regarding Title 38 Employees (Department of Medicine & Surgery)
Wartime Alphabet Agencies such as CCC, etc.

Womens Army Service Pilots (WASP)

White House Office (WHO)

Appendix B. Partial listing of D.C. Government agencies

©CONOUAWN =

. Alcoholic Beverage Control Board
. Apprenticeship Council

Armory

. Board of Appeals and Review

. Board of Education

. Board of Electors

. Board of Higher Education

. Board of Vocational Education

. Commission on Status of Women

. Community Health & Hospital Administration
. DCWI AO (foot of Nichols Ave., SW, Wash., DC 20032)
. Dept. of Buildings & Grounds

. Dept. of Corrections Lorton, VA

. Dept. of Economic Development

. Dept. of Environmental Services

. Dept. of Finance & Revenue

. Dept. of General Services

. Dept. of Highways and Traffic

. Dept. of Human Resources & Human Services
. Dept. of Insurance

. Dept. of Motor Vehicles

. Dept. of Public Health

. Dept. of Public Welfare, Wash., DC

. Dept. of Recreation

. Dept. of Sanitary Engineering

. District Unemployment Compensation Board
. D.C. Bicentennial Commission

. D.C. Children's Center

. D.C. Commission on the Arts Humanities
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30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.

59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.

73.
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D.C. Court of Appeals

D.C. Court of General Sessions

D.C. Executive Office

D.C. General Hospital

D.C. Government District Building

D.C. Government Executive Office of the Secretariat Pres.
D.C. Government Village

D.C. Income Tax

D.C. Industrial Safety Division

D.C. Juvenile Court (refer directly to court not to Pennsylvania Ave.)
D.C. Manpower Administration

D.C. Procurement Office

D.C. Public Library

D.C. Public Schools

D.C. Surveyor Office

D.C. Tax Court

D.C. Washington Technical

Federal City College

Fire Department

Glen Dale Sanitarium

Health Services Administration

Human Relations Commissions

Mental Health Administration
Metropolitan Police Department

Minimum Wage & Industrial Safety Board
Model Cities

Narcotics Treatment Administration
National Capitol Housing

Office of Budget & Executive Management (do not confuse with Bureau
of Budget, Office of Management Budget)
Office of Civil Defense

Office of Coroner

Office of Corporation Counsel

Office of the Surveyor

Office of Youth Opportunity Service
Parole Board

Printing & Reproduction Division

Public Service Commission

Rapid Transit Authority

Recorder of Deeds

Social Rehabilitation Administration
Social Services Administration

U.S. Courts, Legal Aid Society

Veterans Affairs Administration (do not confuse with Veterans
Administration)

Zoning Commission

NOTE: D.C. Government folders may be sent to other D.C. Government agencies.
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
National Personnel Records Center
St. Louis, Missouri 63132

NPRC 3610.9B
2001

SUBJECT: Initial Transition Training

1. Purpose. This memorandum contains instructions for affording trainees a
transitional period (known as transition).

2. Cancellation. NPRC 3610.9A is canceled.

3. Reason for revision. This memorandum is revised to update obsolete
information pertaining to transition training.

4. Applicability. This memorandum is applicable to non-core environment
operating elements within NPRC. The length of transition is directly related
to the level of complexity and diversity of the operation.

5. Forms. This memorandum makes use of NA Form 13145, Individual
Learning Chart.

R. L. HINDMAN
Director
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TRANSITION TRAINING
1. Definitions.

a. “Initial training’ is the period of instruction provided to all newly
assigned/promoted employees. Training includes both (1)
explanations of all relevant NPRC, NRP, and branch issuances,
instructions, and memoranda, and (2) on-the-job experience under
the 100% review of the trainer.

b. “Transition” is the period of on-the-job experience following initial
training during which the employee is not subject to the employee
performance rating system for the quantity and quality factors. The
employee’s work is subject to review in accordance with the
provisions of NPRC 4430.1E, NPRC Batch & Audit System. The
immediate supervisor reviews all errors identified and, for those
operations requiring a percentage audit, can increase the percentage
of audit to ensure quality control. The supervisor is responsible for
monitoring and evaluating the progress of his/her trainees in transition
and providing any necessary instruction.

c. “On standard” means the employee’s work is subject to the audit
system and the employee is accountable for his/her quality and
quantity of production. Employee performance as it relates to quality
and quantity ratings are based “on standard” performance.

2. Documentation. Upon completing each phase of initial training, the trainee
initials or signs the NA Form 13145, Individual Learning Chart, in the
remarks column (see fig. 2) to verify that the training recorded on the form
was received. After the required initial training has been completed, the
trainee begins transition. The Individual Learning Chart is annotated as
indicated in fig. 2. NOTE: Transition time includes only time on the job
(operation) for which training was provided. Leave, holidays, and off
operation time are not considered transition time.

3. Length of transition period. Figure 1 prescribes periods of transition. The
employee’s Individual Training Chart is annotated to show the date
transition has ended and is initialed by the Branch Chief or Assistant
Branch Chief (fig. 2). The employee must be informed when the transition
period is over and that he/she is placed “on standard.”

4. Subsequent Training. Documentation of subsequent or follow-on training
is added to the Individual Learning Chart. The remark line can be used to
annotate or explain additional training information and the number of
training hours involved. The employee signs or initials in the “trainee’s
initials” column to acknowledge that the training recorded on the form was
received.
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Figure 1. Prescribed allowable periods of transition

BRANCH / SECTION TRANSITION TRAINING

GRADE / POSITION HOURS

NRPM

Records Retrieval Branch (NRPMZ)
GS-4 320
GS-3 80
Correspondence Section (NRPMZ-0O)
VA Index 80
SN Index 8

Military Operations Branch (NRPMO)
Mail Section (NRPMO-M)

GS-4 320
Records Processing Unit (NRPMO-A)
GS-3 40
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BRANCH / SECTION
GRADE / POSITION HOURS

3610.9 Initial Transition Training

Reference Service Branch (NRPCR)

TRANSITION TRAINING

Personnel Reference Service Section (NRPCR-P)

Correspondence (NRPCR-C)
GS-6

GS-5

GS-4

Search and File (NRPCR-S)
GS-4

GS-3

GS-2

320
320
240

240
240
40

Agency Reference Service Section (NRPCR-A)

IRS Unit (NRPCR-AI)

GS-3 (photo request)

GS-3 (photo breakdown)

GS-2 (request

GS-2 (refiles & interfiles)

Search and File Unit (NRPCR-AS)
GS-4 (verification)

GS-3 (search)

GS-2 (searches)

GS-2 (refiles & interfiles)

Civilian Operations Branch (NRPCO)

A & D Section (NRPCO-A)

Mail and Data Input Section (NRPCO-M)
GS-4

GS-3

GS-2

40
80
160
80

280
240
80
40

320
160
160
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Figure 2. Completed NA Form 13145, Individual Learning Chart
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
National Personnel Records Center
St. Louis, Missouri

NPRC 1600.2A
April 30, 2010

SUBJECT: Loans of accessioned Official Military Personnel Files (OMPFs) from the
National Personnel Records Center (NPRC) to the originating Military Service
Departments

1. Purpose. This memorandum establishes internal procedures for loaning
accessioned (archival) OMPFs to the originating Military Service Departments.

2. Cancellation. NPRC 1600.2 is cancelled.

3. Revision for revision. This memorandum is being revised to reflect new guidance
published in NARA 1611, Loans of Archival Holdings to Federal Originators. NARA
1611 replaces the previous guidance which was located in Parts 2 and 3 of NARA 1701,
Loans of Holdings in NARA'’s Physical and Legal Custody. A major change is that the
custodial unit that maintains the OMPF will negotiate a written loan agreement with the
borrower.

4. Background. On July 8, 2004, the Department of Defense and the National
Archives and Records Administration (NARA) implemented a records schedule
(Standard Form 115) for the Official Military Personnel Files (OMPFs) that references
the ability of the Military Service Departments to request loans of archival OMPFs for
official purposes.

5. Applicability. The provisions of this memorandum apply to staff in the Archival
Operations and Facility Planning Branch and the Preservation Branch of the Archival
Programs Division.

6. Instructions. The instructions concerning requests for loans of archival OMPFs to
the originating Military Service Departments are contained in the Attachment.

7. Forms. This memo provides for the use of the following form and agreement:

e NA Form 14014, National Archives and Records Administration Loan Receipt
e Terms and Conditions for Interagency Loans

R. L. HHINDMAN
Director

Distribution: O, (P, Page only; R: NRPA, NRPAO, NRPAP) Attachment



April 30, 2010 ATTACHMENT NPRC 1600.2A

1. Introduction. This memorandum provides a summary of procedures for handling
loan requests for OMPFs. For detailed procedures on loans back to originators, see
NARA 1611, Loans of Archival Holdings to Federal Originators. For detailed
procedures on transporting loans, see NARA 1702, Transporting Holdings in NARA'’s
Physical and Legal Custody.

2. Routine access to accessioned records. In accordance with NARA 1611 and in
an effort to provide the quickest response to such a request, NPRC will routinely make
the record available in its public Research Room or furnish a complete copy of the
requested record. There is no charge for photocopies of OMPFs. Military Service
Departments submit requests for review or copies via eMilrecs. In unusual cases where
the Service Department stipulates that it is unable to accomplish its action without
access to the original record at a location other than the NPRC public Research Room,
NPRC personnel follow the procedures in par. 3 below.

3. Non-routine access to accessioned records. The Military Service Department
may temporarily withdraw a record already transferred to the National Archives in
special cases where the Department can guarantee the record’s preservation and safe
return within 30 days or less. Extensions of the loan period beyond 30 days must be
requested in writing; extensions beyond 90 days must be approved by office heads.
Any such withdrawal will be accomplished in accordance with NARA 1611. Such
withdrawal will be considered a rare process only for the most compelling reasons and
may only be requested in writing by the following Service Department officials: the
Chairman of the Board for Correction of Military Records; the Commanding Officer of
the military service Personnel Command; the OMPF Program Manager; or the
Departmental Records Officer. These individuals are hereinafter referred to as
“authorized officials.” Requests from authorized officials will be submitted via email to
stlarr.archives@nara.gov. Whenever possible, the custodial unit (NRPAO) should offer
copies instead of the original documents. Protection and proper handling of the record
is required. The following conditions apply:

a. Handling notice. Each record loaned to an authorized official will be covered by
a “Requirements for handling a NARA record” notice detailing required handling for that
record.

b. Loan documentation.

(1) The custodial unit that maintains the OMPF (NRPAO) will negotiate a written
loan agreement with the borrower. Refer to NARA 1611, Appendix A for the “Terms
and Conditions for Interagency Loans”.

(2) The custodial unit (NRPAQO) must also document each loan of record on the
NA Form 14014, National Archives and Records Administration Loan Receipt. The
Chief of NPRC’s Archival Operations and Facility Planning Branch (NRPAO) signs NA
Form 14014 for an outgoing loan of an OMPF.

1 PAR 1
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c. Determination of requester’s need. In accordance with NARA 1611.9 and
1611.13, the custodial unit (NRPAO) must determine that the requester’s need for the
original record is based on the following criteria:

(1) The requester cannot fulfill his or her purpose in any other way.
(2) A copy or certified copy of the record cannot be used.

(3) The requester cannot meet required needs by using the records in a NARA
facility.

(4) The loan is authorized by the appropriate statute.

(5) The volume of holdings requested is so large that it is impractical to make
copies.

(6) The request is not for the purpose of answering routine reference inquiries
by the public or other Federal agencies.

d. Determination of physical condition. In accordance with NARA 1611.10, any
record loaned must be determined by the custodial unit (NRPAO), in consultation with
the NPRC Preservation Officer, to be in a suitable physical condition. An original record
in fragile condition or which is otherwise deteriorated may not be loaned. In such cases,
the custodial unit (NRPAO) will provide a copy of the record.

e. Specially protected or high-value records. In accordance with NARA
1611.10, an original specially protected or high-value record may not be loaned unless
an exception is made in writing by the Archivist of the United States. In all other cases,
NPRC will provide a copy of the record.

f. Suspension of loan process. In accordance with NARA 1611.10, NPRC may
suspend further loans of original records to the Service Department in the following
circumstances:

(1) The authorized official fails to return a record within the time period
specified on NA Form 14014.

(2) The authorized official returns a loaned record damaged or in worse
condition than it was when withdrawn.

(3) The authorized official returns a loaned record inappropriately altered or
modified, with documents missing, or numbered pages out of sequence.
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g. Documentation of record condition. In order to document the condition of an
original record that is to be loaned and establish that it is received back in the same
condition with all documents intact, the custodial unit (NRPAO) will ensure that the
following actions are taken:

(1) Prior to the loan of the record, the NPRC Preservation Branch (NRPAP)
will complete a condition report for the entire file, including examination and photo
documentation of the record.

(2) The documents that make up the OMPF will be numbered consecutively,
page by page.

(3) A photocopy of the paginated record will be produced.

(4) Upon its return, the record will be examined by Specialists in NRPAP to
verify that it has been received back in the same condition as prior to withdrawal with all
documents in consecutive numerical order.

If mission priorities in NRPAP preclude accomplishment of any of the items in
paragraphs (1) thru (4) above, the custodial unit (NRPAO) will arrange for a contractor
to do the work according to NARA preservation standards and protocols, the contract
cost to be borne by the Service Department requesting loan of the record.

h. Handling responsibilities of record recipient. The Service Department must
return a borrowed record in its original format. If the Service Department copies or
scans any documents in the record, the Department must follow NARA preservation
standards and protocols. These standards prohibit use of automatic document feeders.
Flatbed copiers and scanners must be employed in all cases. Original documents may
not be destroyed, modified, or permanently withdrawn from the record. Documents may
be added only as mandated by the appropriate Military Service Secretary acting through
the Board for Correction of Military Records. If modification of any documents is
mandated by the Board, such modification must be accomplished by adding modified
documents to the file, segregating the original documents, and returning them, with the
record, in a separate folder marked “Access Withheld under FOIA Exemption 6b.” If
withdrawal of any documents is mandated by the Board, the withdrawal shall be
accomplished by segregating the documents, placing the documents in a separate
folder marked “Access Withheld under FOIA Exemption 6b,” and returning them, in the
folder so marked, with the record.

i. Documentation of chain of custody. Records loaned to the Service
Department must be transmitted to the NPRC authorizing official (Chief, NRPAO) who
signs the NA Form 14014 for outgoing loans and the Terms and Conditions for
Interagency Loans. The Borrower must also sign the NA Form 14014 and Loan

Agreement.
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j- Transportation of loans. After the documentation in par. i is completed, NPRC
transmits the OMPF by the appropriate method prescribed in NARA 1702.10. The
Borrower returns the loaned OMPF to NPRC via registered mail. The cost of transmittal
will be charged to the Service Department. Any further transmittals within the Service
Department must be documented by a receipted attachment to the NA Form 14014
accompanying the record, and a comprehensive record of the chain of custody must be
maintained by the authorized official. Failure to accomplish this requirement will result
in suspension of further loans to the Service Department.
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THIS RECORD IS THE PROPERTY OF THE

NATIONAL ARCHIVES

AND

RECORDS ADMINISTRATION

e The documents in this file have been numbered consecutively in the upper
right hand corner of each page. The record must be returned with all
documents in consecutive numerical order.

e Any photocopying or scanning of documents in this file must be
accomplished using flatbed equipment. Use of a document feeder is
absolutely prohibited.

¢ Any document in this file in a protective polyester L-sleeve is not to be
removed from the sleeve; the sleeve in no way interferes with the ability to
photocopy or scan the document. Repeat: sleeved documents MUST
REMAIN IN SLEEVES at all times.

e No fasteners, tape, or adhesives are to be introduced to the file.

e Use only pencil when working with this file; no permanent marks can be
made on accessioned holdings of the National Archives.

Requirements for handling a NARA record

5



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
National Personnel Records Center
St. Louis, Missouri 63132-5100

NPRC 3630.6A
February 28, 2011

NPRC MEMORANDUM
SUBJECT: Career Advancement Plan for Personnel in the NRPM Core Environment
1. Purpose. This memorandum establishes the plan for the advancement of employees in
career ladder positions in a Core environment. It also describes the requirements for
advancement.

2. Cancellation. NPRC 3630.6 is canceled.

3. Reason for revision. This memorandum is revised to update instructions for measuring
competencies for promotion.

2. Applicability. The provisions of this memorandum apply to all NRPM personnel assigned
to career ladder positions in a Core environment.

4. Forms. This memorandum provides for the use of the following forms.

NPRC Test Form 00-3, Career Ladder Eligibility Certification
NPRC Test Form 00-4, Career Ladder Advancement Application
NPRC Test Form 00-5, Self - Career Ladder Assessment

NPRC Test Form 00-6, Coach - Career Ladder Assessment

Signed

BRYAN. K. MCGRAW
Acting Director

Distribution: O, P (R: Core employees)


dgreenle
Signed2
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CHAPTER 1. GENERAL INFORMATION

1. Purpose.

a. This memorandum describes the career advancement plan and the requirements for
career ladder promotions in the NRPM Core environment.

b. The Career Advancement Plan (CAP) provides a systematic process for determining
whether employees have the competencies necessary for progression to the next higher
grade level in the career ladder. The purposes of the Career Advancement Plan are:

(1) To ensure NPRC has sufficient qualified employees to produce sufficient, quality
case work;

(2) To facilitate recruitment and retention by offering a process to continually develop
the organization’s workforce;

(8) To provide a career development program by defining the competencies
required, providing related developmental activities, and presenting objective measures of
competencies for promotion; and

(4) To provide upward mobility opportunities for NPRC employees.

2. Authority.
a. Part 335, Title 5, Code of Federal Regulations.

b. EPA 9335.1, General Services Administration Merit Promotion Plan.

3. Coverage. This directive applies to NPRC/NRPM employees who are in career ladder
positions within the core environment.

4. Definitions.
a. Benchmark. A defined level of competency, usually supplemented by examples.

b. Candidate. An employee in a career ladder position in the core environment who has
started the certification process to progress to the next level in the career ladder.

c. Career Ladder Position. A position which has a full performance grade level based
on the work required by the organization. Positions in a career ladder may be filled at a
lower level for recruitment, retention, and workforce development purposes.

d. Certification/Assessment Panel. The certification assessment panel consists of the
Employee Development Specialist or an alternate and two core coaches. The panel:

(1) Provides a 3rd-party review at the discretion of the candidate; interviews
candidates and reviews promotion packages to assess whether candidates have
demonstrated the required competencies at the appropriate benchmark levels, and

(2) Certifies whether the panel assessment demonstrates attainment of required
competencies at benchmark levels.
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e. Certification/Assessment Tools. The instruments used to assess whether a
candidate has the required competencies at the required benchmark levels. Various
assessment tools are used for the different grade levels within a career ladder. The
assessment tools include:

(1) Competency exercises;
(2) A coach rating and recommendation;
(3) At the employee’s discretion, a self-assessment and panel review.
f. Certification Plan. The pattern of certification assessment tools used to determine a
candidate’s readiness to advance to the next grade level in the career ladder (see figure 1).

The Certification Plan becomes more rigorous at critical points in the career ladders to
parallel changes in competency requirements.

g. Competency. An observable pattern of knowledge, skills, abilities, behaviors, and
other characteristics that employees need to successfully perform work-related tasks.

h. Competency Exercise. Specially developed cases used to assess technical
competency. The competency exercises parallel actual cases to the maximum extent
possible.

i. Competency Progression. The critical competencies and associated benchmarks at
each grade level of the career ladder. The employee must acquire and demonstrate the
required competencies at both the current level and the next higher level before being
promoted.

j- Core Environment. A teaming organization that has a dual focus -- on group
performance as well as individual development and performance.

5. Responsibilities.

a. Director, National Personnel Records Center. The Director oversees the program
and develops implementing policy and guidance.

b. Assistant Director for Military Records. The Assistant Director ensures the program
is carried out in accordance with this directive and makes the final decision on career ladder
promotions when the Core Manager does not concur with the Coach and/or panel
recommendations.

c. Director, Human Resources Services Division. The Director provides human
resource program guidance and support to management and employees in the development
and execution of the Career Advancement Plan.

d. Core Managers. Core Managers:

(1) Provide guidance and direction to the core teams on issues concerning the
Career Advancement Plan.



February 28, 2011 NPRC 3630.6A
(2) Foster a learning environment within the core to assist team members in
developing the required competencies for career ladder promotions.

(3) Review Coach and/or panel recommendations on career ladder promotions to
ensure consistency and appropriateness, and approve/disapprove career ladder promotions.

(4) Prepare written justifications for review and action by the Assistant Director for
Military Records for career ladder promotions when their decisions vary from Coach and/or
panel recommendations.

e. Core Coaches. Core Coaches:

(1) Provide guidance and information to team members on Career Advancement
Plan requirements.

(2) Assist team members in identifying career goals and competencies required to
achieve those goals and in assessing their strengths and weaknesses.

(3) Assist team members in creating individual developmental plans (IDPs) to
develop desired competencies.

(4) Provide on-the-job learning experiences to assist team members in developing
competencies.

(5) Prepare assessment of candidates in career ladder positions for Core Manager
and/or panel review and provide feedback to candidates on these assessments,

(6) Serve on Certification Assessment Panels for the purpose of conducting panel
interviews of candidates, reviewing candidates’ career ladder promotion packages, and
determining if panel participation demonstrates attainment of competencies at the minimum
level.

f. Employee Development Specialist (EDS). The EDS:

(1) Assists Core Coaches and employees in preparing individual development plans
to gain competencies required for career ladder advancement;

(2) Upon request, schedules candidates for competency exercises, administers and
scores competency exercises, and provides candidates with scored results for inclusion in
promotion packages;

(3) Schedules and facilitates Certification Assessment Panels. Identifies Coaches to
serve as panel members, notifies candidates of scheduled interview times, ensures
promotion packages received from candidates are available for review by the panel,
participates as a voting member of the panel, and forwards promotion packages with panel
recommendations to the appropriate Core Manager.

g. Employees. Employees:

(1) With guidance from the Core Coach, prepare IDPs to identify gaps in
competencies possessed compared to those required at the next higher level in the career
ladder and learning activities to develop those competencies;
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(2) Participate actively in on-the-job learning activities identified in IDPs;

(3) Through self development, acquire knowledge and skills which will help
demonstrate competencies required at the next level in the career ladder;

(4) When basic eligibility requirements have been met and the required
competencies have been acquired and demonstrated, initiate the required steps identified in
the Certification Plan for progression to the next level in the career ladder.
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CHAPTER 2. CERTIFICATION/ASSESSMENT PROCESS

1. Overview. To progress to the next higher grade level in the career ladder, candidates
must go through a certification assessment process to determine if they are eligible and to
evaluate their possession of required competencies.

2. Competency Assessment. Competency assessment consists of the certification/
assessment tools being completed that are required for promotion to the next higher grade
level. The tools used for each grade level progression in the career ladder are shown in the
Certification Plan (see figure 1). At any point in the process, candidates may choose not to
continue. For example, based on the career ladder self-assessment, a candidate may
decide additional experience and training is necessary before continuing.

3. Competency Exercises. Competency exercises for each of the grade levels within the
career ladders consist of cases designed to assess the candidates’ possession of, and
ability to, demonstrate the required technical competencies.

a. Forlevels in the career ladder that require a competency exercise, candidates must
schedule the exercise with the Employee Development Center (EDC). The EDC schedules
candidates on a first come, first served basis as space is available in the training facility.

b. Candidates may schedule and take the competency exercise for the next grade level
after 9 months time in their current Core career ladder position or when eligible for
promotion, whichever date is earlier.

c. Candidates may participate in the competency exercise once every 60 calendar days.

d. Candidates will be allowed up to two hours to complete the exercise. Candidates
may use personal resource references and Center online guides to complete the exercise.

e. Competency exercises are proctored by the EDC.

f. The EDC will provide candidates their scored exercise within five work days of
completion of the exercise.

g. A score of 95% on the competency exercise is required for the candidate to be further
considered for promotion.

4. Eligibility Certification. Candidates wishing to apply for career ladder advancement must
initiate NPRC Test Form 00-3, Career Ladder Eligibility Certification (see figure 2), and
schedule a feedback meeting with their Coach and Core Manager. This certification must be
completed prior to the coach assessment and/or recommendation, but does not need to be
completed prior to taking the competency exercise. Once the candidate has met with the
Coach and Core Manager, he/she will forward NPRC Test Form 00-3 to the Human
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Resources Operations Branch for completion, and determination of promotion eligibility. The
completed certification will be returned to the candidate within five workdays of receipt. If the
completed certification is not received within the five day timeframe, the candidate should
notify their his/her coach.

a. Requirements. To be eligible:

(1) Candidates must meet time-in-grade and qualification requirements as stated in
the U.S. Office of Personnel Management’s Operating Manual, Qualification Standards for
General Schedule Positions;

(2) Candidates must have a current rating of record of Fully Successful or higher; and

(3) Candidates must have a rating of at least “Fully Successful” on current critical
elements that are also critical to performance at the next higher grade of the career ladder.

b. Application for Career Ladder Advancement. Candidates meeting eligibility
requirements may then initiate the NPRC Test Form 00-4, Career Ladder Advancement
Application (see figure 3), and proceed to the Coach and/or Self-Assessment stage.
Candidates who do not meet eligibility requirements cannot continue with the assessment.

5. Career Ladder Self-Assessment. Completion of this assessment is at the discretion of
the candidate. Candidates at all levels of a career ladder have the option to complete the
NPRC Test For 00-5, Self - Career Ladder Assessment (see figure 4) to demonstrate
acquisition of required competencies at the benchmark level for the next grade level in the
career ladder. Candidates may complete the Self-Assessment and submit it for his/her
Coach’s consideration during the Coach assessment or after the Coach’s assessment if the
candidate decides they would like a 3rd-party review by the career ladder panel. If
completed, the Self-Assessment form (NRPC Test Form 00-5) becomes part of the
candidate’s application for career ladder advancement.

6. Coach Assessment and/or Recommendation.

a. After successful completion of the competency exercise, candidates must submit
their application for career ladder advancement (NPRC Test 00-4, Career Ladder
Advancement Application), Career Ladder Eligibility Certification (NPRC Test Form 00-3),
and other documents as indicated on the NPRC Test Form 00-4 to their team coach.
Coaches will complete their assessment of candidates’ competencies using NPRC Test
Form 00-6, Coach Career Ladder Assessment (see figure 5). This Coach Career Ladder
Assessment will become part of the promotion package.

b. For candidates progressing to the GS-4 level, coaches will recommend or not
recommend promotion based on an assessment of the candidates’ possession of the
competencies required at the GS-4 level. The recommendation will be documented on the
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Coach-Career Ladder Assessment Summary page (page 13) of the Coach Career Ladder
Assessment (NRPC Test Form 00-6) and on the Career Ladder Advancement Application
(NPRC Test 00-4). If the coach recommends promotion, the application package will be
forwarded to the Core Manager for his/her decision. If the coach does not recommend
promotion, the coach will additionally complete an individual assessment of applicable
competencies using NPRC Test Form 00-6, Coach Career Ladder Assessment (see figure
5) prior to forwarding the package to the Core Manager.

c. For candidates progressing to the GS-5 level or higher, coaches will complete the
NPRC Test Form 00-6, Coach Career Ladder Assessment (see figure 5). Coaches will
assess candidates’ possession of the selected general competencies as demonstrated by
actual performance, completion of learning activities on the candidates’ IDP, and/or through
review of the candidates’ competency examples on the career ladder Self-Assessment (if
provided).

d. Torecommend promotion at any grade level, coaches must determine that
candidates possess the assessed competencies at the minimum benchmark level or higher
for the grade level to which promotion is being considered.

e. In completing the coach assessments, coaches will provide one-on-one feedback to
the candidates. Feedback sessions should normally be accomplished within 10 workdays
after receipt of career ladder advancement applications. After this feedback session,
candidates will be given the opportunity to elect a third-party panel review of the application.

(1) If the employee declines the panel review and does not want to complete the Self
- Career Ladder Assessment (NRPC Test Form 00-5), the package is forwarded to the Core
Manager for his/her decision.

(2) If the employee declines the panel but wishes to complete a self-assessment for
consideration by the Core Manager, the package is returned to the employee, and forwarded
to the Core Manager after the candidate has completed the self-assessment (NRPC Test
Form 00-5).

(3) If the employee requests a panel review the package is returned to the employee
to complete the self-assessment (NRPC Test Form 00-5). The employee will forward three
copies of the complete application package to the Employee Development Center.

7. Panel Review. A panel review is optional but available for a candidate who desires a
third-party review of his/her career ladder application packages before the package is sent to
the Core Manager for a decision. The panel review consists of a package review by a three-
member panel and a structured interview, if prescribed in the Certification Plan (see figure
1). The three-member panel includes one member of the Employee Development staff, or
alternate, and two core coaches from cores other than that to which the candidate is
assigned.



NPRC 3630.6A February 28, 2011

a. An applicant may make a panel review election anytime before his/her application
package is sent to the Core Manager for a decision. Panel elections or declinations are
documented on the Career Ladder Advancement Application (NPRC Test 00-4). Employee
Development will schedule panel reviews within two-weeks of receiving a complete career
ladder advancement package as described on the Career Ladder Advancement Application
(NPRC Test 00-4).

b. Each panelist will review and individually score the application package against the
minimum benchmarks established for each competency. For those advancements requiring
only a panel review (not a panel interview), the panel will make no additional assessment.
The panel will certify whether the package demonstrates or does not demonstrate
possession of competencies at the minimum level based on the application package and
supporting documentation.

c. If required, panel members will also conduct a structured interview to further assess
general competencies listed in the Certification Plan (see figure 1).

d. After the individual review and scoring, the panel members will collectively prepare a
summary certification based on a consensus among panel members. To certify attainment of
competencies, the panelists must determine that the candidate’s panel participation
(package and/or interview) demonstrates attainment of the assessed competencies at the
minimum benchmark level for the grade level to which promotion is being considered.

e. The EDS forwards candidate applications along with panel assessments and
certification to the appropriate Core Manager.

8. Core Manager Decision.

a. The candidate’s Core Manager reviews the recommendations of the
Certification/Assessment Panel and makes the final decision to approve or disapprove a
career ladder promotion within five workdays of receipt.

(1) If a career ladder promotion is approved, the Core Manager ensures the
appropriate personnel action is initiated and submitted to the Human Resources Operations
Branch.

(2) If a career ladder promotion is not approved, the Core Manager provides verbal
feedback to the candidate with advice and guidance in identifying learning activities to
strengthen and build competencies. Candidates may reapply for career advancement after
a six-month period of time.

(3) If the Core Manager’s decision is different from the Coach’s recommendation or
the panel’s recommendation, the Core Manager prepares and forwards written justification
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along with the career ladder advancement application to the Assistant Director for Military
Records for concurrence.

b. Review by the Assistant Director for Military Records. The Assistant Director for
Military Records reviews career ladder advancement applications and justifications referred
by the Core Managers when they support decisions that differ from the panel or Coach’s
recommendations. If the Assistant Director concurs with the Core Manager, the application
is returned to the appropriate Core Manager for action. If the Assistant Director does not
concur with the decision, the Assistant Director advises the Core Manager and ensures that
appropriate action is taken.

c. Application Package. Original applications and attachments will be returned to
candidates. Copies of applications and attachments will be forwarded to the candidates'
coaches for retention in their employee individual development files.
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CHAPTER 3. SCORING AND WEIGHTING OF ASSESSMENT TOOLS

1. Scoring of Assessment Tools.

a. Self-Assessment and Coach Assessment.

(1) These assessments will be scored on a pass/fail basis. For candidates to pass
the assessments, they must meet or exceed the minimum benchmark level for each of the
competencies assessed.

(2) A "fail" on either assessment will not prevent candidates from continuing with the
career advancement application process if they so desire.

b. Competency Exercise.

(1) This assessment will be scored based on the number of correct answers on the
technical competency exercises.

(2) A score of 95% must be achieved by candidates to pass the competency exercise
and to continue with the career advancement process.

c. Structured Panel Review and/or Interview.

(1) This assessment will be scored on a pass/fail basis. For candidates to pass this
assessment, they must meet or exceed the minimum benchmark level for each of the
competencies assessed.

(2) A "fail" on either assessment will not prevent candidates from continuing with the
career advancement application process if they so desire.

2. Weighting of Competencies and Assessment Tools.

a. All competencies in the competency profile have been determined to be essential to
successful performance in the Core environment. The technical competencies have been
determined to be critical and, therefore, receive more weight than the general competencies
in the assessment, certification, and promotion process.

b. With the exception of the competency exercise, all of the assessment tools carry an
equal weight in the assessment process.

c. The competency exercise is the critical assessment tool. A score of 95% must be
achieved by candidates to be considered for promotion. A failing score on the competency
exercise is disqualifying.

3. Impact of Assessment Tools on Recommendation/Decision to Promote.

a. If candidates pass all assessment tools, promotion would normally be recommended
by the panel and approved by the Core Manager.

10
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b. If applicants fail the competency exercise, they may not continue with the career
advancement application process, but may retake the competency exercise after a 60 day
development period.

c. If candidates pass the competency exercise, but fail one or more of the other
assessment tools, the candidates may still be considered for promotion to the next higher
grade level. The panel and/or the Core Manager will make such
recommendations/decisions on a case-by-case basis through a thorough review of the
application materials and other available information.

11



CHAPTER 4. PROGRAM INTEGRITY MAINTENANCE
1. Overview. To ensure that the Career Advancement Plan and its attendant programs,
assessments, and documents retain their maximum effectiveness, it is necessary to impose
information security protocols on certain aspects of the program.

2. Competency exercise.

a. Multiple sets of competency-based cases will be utilized in the competency exercise.
All cases will assess the same set of competencies.

b. All competency exercise information is strictly confidential.

c. Release or unauthorized use of privileged information from the competency exercises
is a chargeable offense under the NARA penalty guide for which disciplinary action may
result. This may include reducing the candidate’s score on the exercise to 0 (zero).
Additionally, the candidate will be ineligible to retake the exercise for a period of six months.

3. Structured interview.

a. Multiple sets of competency-based structured interview questions will be utilized in
the interviews. All questions will assess the same set of competencies.

b. All structured interview question information is confidential.

Release or unauthorized use of privileged information from the structured interview
assessment is a chargeable offense under the NARA penalty guide for which disciplinary
action may result. This may include reducing the candidate’s score on the interview to 0
(zero). Additionally, the candidate will be ineligible to complete the career advancement
application process for a period of six months.

12
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Figure 1, Certification Plan




NPRC 3630.6A February 28, 2010

CAREER LADDER ELIGIBILITY CERTIFICATION
SECTION L (to be completed by applicant)

Name:
Current Position and Grade:
Core/Team Assignment:

I am applying for career ladder advancement to the GS-1421- SELECT GRADE level. I request your evaluation of my eligibility
for promotion.

Signature: Date:

SECTIONIIL. (to be completed by applicant's Coach and Core Manager)

The applicant has informed me of his/her intent to seek promotion and I have provided feedback and advice on any areas that may
affect his/her promotion.

Comments:

Coach Signature: Date:

Core Manager Signature: Date:

SECTIONIII. (to be completed by Human Resources)

For advancement from GS-1421-____ to GS-1421-_____, the above applicant:
Yes No
(] [0 Meets time-in-grade requirements.

If no, explain.

|:| D Meets qualifications requirements.

If no, explain.

|:| D Has a current rating of record of at least fully successful.
If no, explain.

|:| D If current rating of record is not based on performance in current career ladder position, has the most
recent quarterly review that reflects at least fully successful on current critical elements which are also
critical to performance at the next higher grade of the career ladder.
If no, explain.

[] The applicant meets eligibility requirements for promotion to the next career ladder level.
] The applicant does not meet eligibility requirements for promotion to the next career ladder level.

Signature: Date:

NPRC Test Form 00-3

Figure 2, Career Ladder Eligibility Certification
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CAREER LADDER ADVANCEMENT APPLICATION

1. APPLICANT: Complete the following infermation and forward to your coach.

Name Of Candidate:
Current Position and Grade:
Core/Team Assighment:

| have attached the following documents:

[] Career Ladder Advancement Self-Assessment (employee assessment optional, coach assessment required)
[1 Most recent rating of record

[ If most recent rating of record is not for current career ladder position, most recent quarterly review

] HR certification for time-in-grade and qualifications

Applicant Signature: Date:
2. COMPETENCY EXERCISE: A score of 85% on the competency exercise is required for further promotion consideration.
EDC Signature: Score: Date:

3. CORE COACH: Complete the following recommendaticn. Discuss your rating with applicant. Attach your coach rating
and return to applicant.

[] Based on the HR certification, the applicant []is [Jisnot eligible for promotion.
[ | have discussed my assessment with the applicant.

RECOMMENDATION:

[] The applicant has acquired and demonstrates the competencies required for promation to the next career
ladder level.

[] The applicant has not acquired and does not demonstrate the competencies required for promotion to the
next career ladder level.

Coach Signature: Date:
4 APPLICANT: If requesting a panel review, submit 3 copies of all application documents to the Employee Development
" Center. If declining a panel review, submit this package to your Core Manager for his/her decision.
[ I requesta 3" party panel review prior to submission of my package for my Core Manager's decision.
] | decline a 3™ party panel review and will submit my application package to my Core Manager for a decision.
Applicant Signature: Date:

8. PANEL: (Optional) Complete the following recommendation. Attach assessment and forward to the Ccre Manager.

[] The applicant's package/interview demonstrates the competencies required for promotion.
[] The applicant’s package/interview does not demonstrate the competencies required for promotion.

Chairperson Signature: Date:

6. CORE MANAGER: Complete the following recommendation with comments as appropriate. Comments are required if
the supervisor's recommendation is not followed.
[] The applicant has acquired and demonstrates the competencies required for promotion to the next career ladder level.
The request for career promotion is approved.
[] The applicant has not acquired and does not demonstrate the competencies required for promotion to the next career
ladder level. The request for career promotion is disapproved.

Core Manager Signature: Date:

Comments:

7. ASSISTANT DIRECTOR: Completed only if Core Manager recommendation and supervisor's recommendation differ.

[] The applicant has acquired and demonstrates the competencies required for promotion to the next career ladder level.
[] The applicant has not acquired and does not demonstrate the competencies required for promotion to the next career
ladder level.

Assistant Director Signature: Date:

NPRC Test Form 00-4 (rev.12/20/10)

Figure 3, Career Ladder Advancement Application
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SELF - CAREER LADDER ASSESSMENT

This self-assessment is optional but provides candidates with the opportunity to demonstrate possession of competencies
using clear and specific examples. Candidates may rate and provide examples for some, all, or none of the competencies
shown. Candidates should consider Coach and/or panel member awareness of the candidate’s possession of each
competency when writing examples or when deciding whether to compete this assessment.

Name Of Candidate:

Current Position and Grade:

Core/Team Assignment:

For each competency, check the level that best describes your possession and actual demonstration of the
competency, and record the number of the level checked on the career ladder assessment summary page.

1. Self-Management — Sets well-defined and realistic personal goals; monitors progress and is motivated fo achieve; manages
own time and deals with stress effectively.

5 0

Takes on extra responsibilities voluntarily to respond to shifting priorities; schedules and completes multiple
conflicting work assignments in a timely manner or ahead of schedule; creates or designs procedures to make work
more efficient; sets clear and specific goals and priorities for own work.

Takes on added responsibilities when requested; completes multiple work assignments on time; learns new skills to
enhance own work and teaches others; sets general goals and priorities for own work.

Solves problems in own task area; completes all assigned work according to work schedule; learns new skills to
enhance own work, sets general goals and priorities for specific tasks and assignments.

-
3. 0
-0

Performs assigned tasks and verifies work; meets deadlines on most assigned tasks; assists others when
requested; sets one goal or objective at a time with assistance of team and/or coach.

1. 40

Performs routine tasks as specified; meets normal deadlines on tasks assigned; adheres to specific goals and
guidelines set by team/coach; completes each assignment before beginning the next.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the outcome(s). (Use additional bond paper if necessary.)
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2. Customer Service/lnterpersonal Skills — Works and communicates with clients and customers to satisfy their expectations;
Committed to quality services. Shows understanding, friendliness, courtesy, tact empathy, cooperation, concern, and
politeness to others; relates well to different people from varied backgrounds and different situations.

5 0O

Proactively establishes and maintains an ongoing relationship with customers that includes identifying the
customer's needs or problems and taking corrective action; tactfully handles difficult or uncomfortable situations;
works well with others from diverse backgrounds and across levels in the agency or organization.

4.0

Initiates contacts with customers to solve problems or complaints or refers customers to appropriate source;
cooperates with others on projects or tasks; elicits necessary information from others who are uncooperative or
uninterested.

Works with customers to identify appropriate services to meet their needs; works well with a variety of people
including coach, team, and the public.

Provides information to customers and informs them about the agency’s services; exchanges information in one-on-
one situations with others outside of the immediate work group; works well with co-workers.

Provides routine services or standardized products or materials to customers; has minimal, brief contact with
customers when contacted by them; participates in one-on-one interactions with a limited group of people (e.g. co-
workers) to accomplish work-related duties.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the outcome(s). (Use additional bond paper if necessary.)
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3. Listening — Receives, attends fo interprets, and responds fo verbal messages and other cues such as body language in ways
that are appropriate to listeners and situations.

5 0

Listens to technical information to acquire knowledge on a topic; identifies and clarifies miscommunications between
others.

4.

Listens to long messages to acquire detailed information about a complex subject or assignment; recognizes
ambiguous or incomplete messages and asks for clarification.

3. 0

Listens to moderately complex or detailed information to acquire a working knowledge about a topic or assignment;
responds appropriately.

2.4

Listens to messages to understand simple details, a sequence of events, or to get the main idea; usually responds
appropriately.

1. O

Listens to short, simple messages to hear basic facts; responds appropriately.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the outcome(s). (Use additional bond paper if necessary.)
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4. Teamwork/Flexibility — Encourages and facilitates cooperation, pride, frust, and group identity, fosters commitment and team spirit;
works with others lo achieve goals; adapts quickly lo changes.

5 O

Fosters group identify and pride; mctivates team members to achieve goals; contributes to team'’s activities and effort to
attain goals; rearranges virtually all work priorities and schedules to accommodate a sudden major change, problem or
setback.

4.0

Contributes to team goal setting, work planning and progress; facilitates group discussions by reflecting and summarizing
members’ comments; helps team to make significant progress toward attaining team goals; rearranges priorities, and
schedules a large amount of work to accommodate changes in the office or in project resources or goals.

3.0

Contributes to group discussions by giving short informational presentations; cooperates with team members to complete
tasks assigned to the team; rearranges a moderate amount of work priorities to accommodate occasional and temporary
changes in the office or in project resources.

2. O

Contributes to group discussions; volunteers to assist another co-worker who has excess work, makes adjustments in
work procedures and schedule to accommodate planned or unexpected changes.

1.0

Performs routine tasks to assist co-workers in the immediate work area; follows instructions to complete assignments;
changes routine tasks to comply with recently introduced policies and procedures.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the outcome(s). (Use additional bond paper if necessary.)
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B

Reasoning — Discovers or selects rules, principles, or relationships between facts and other information.

5 0 Develops alternatives; gathers and analyzes data/information to discern patterns, trends and relationships and to draw
conclusions, compares and selects alternatives; applies rules to complex problems that contain many abstract concepts
and that require a large number of steps to resclve; makes decisions when no precedents or guidelines are available.

4. ] Analyzes data or information to discern trends and patterns based on guidelines and precedents; applies rules to problems
that contain several abstract concepts and that require many steps to resolve; identifies, compares and selects an
alternative to address problems affecting the organization and customers; makes decisions when some precedents are
available.

3. 4 Organizes and integrates information based on existing examples; applies rules to problems that contain a few abstract
and several concrete concepts and that require a moderate number of steps to resolve; recommends an alternative,
makes a determination, or draws a conclusion on issues relevant to the organization and customers by identifying and
comparing available alternatives; makes decisions using available precedents and guidelines.

2. Applies knowledge and judgment to carry out general instructions; applies rules to concrete problems that require a few
steps to resclve; makes decisions involving relatively small assignments that affect the immediate work group or small
number of customers; makes decisions based on established procedures.

1. [ Applies knowledge and judgment to carry out specific instructions; applies one of few rules to solve simple concrete
problems; recommends standard solutions to routine problems affecting the immediate work group or a single customer;
performs routine assignments following established guidelines and standard operating procedures.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the outcome(s). (Use additional bond paper if necessary.)
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6. Reading/Writing — Learns from wriften materials by determining the main idea or essentfal message; recognizes correct English
grammar, punciuation, and spelling; uses correct English grammar, punctuation, and spelling to communicate thoughis, ideas,
information, and messages in writing.

50

Reads materials that require specialized knowledge or training; develops extensive knowledge of the materials; interprets
the information for others. Independently develops lengthy and complete documents covering complex or technical
information; composes correspondence with high-level visibility.

4 O

Reads semi-technical materials; prepares summary information for others to use. Composes documents or
correspondence of moderate length covering detailed information; extracts sections from available source materials and
organizes them into a summary document.

3 0

Reads long documents to obtain specific information; follows written procedures for completing a moderately complex
task. Develops short documents to summarize non-technical information; prepares correspondence in response to
inquiries for information.

2. 4

Reads short documents and booklets to obtain specific information; follows written directions to perform a simple task.
Writes short documents or routine correspondence from examples of similar documents.

1. O

Reads and understands information from a standard form, sign, or label. Completes standard forms without assistance
from co-workers or supervisor; copies information from one source to another.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the outcome(s). (Use additional bond paper if necessary.)
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7. Speaking — Uses correct English grammar to organize and communicate ideas in words that are appropriate to listeners and

situations; uses body language appropriately.

5 O Discusses and explains technical material, often controversial or sensitive, to obtain agreement; speaks and adapts to
audience with diverse levels of knowledge in a two-way exchange.

4 ] Discusses and explains specific ideas and concepts, sometimes controversial or sensitive, to obtain agreement, speaks
and adapts to audience that has little knowledge of issues in a limited two-way exchange of information.

3.0 Explains general information of moderate difficulty to individuals or small groups, both in one-way communication and with
significant exchange of information.

2.0 Explains ideas or discusses information of limited difficulty, scope, or complexity, usually in one-to-one, one-way
communication.

1. O Presents simple ideas and factual information in one-to-one, one-way communication.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the outcome(s). (Use additional bond paper if necessary.)

Page 7 of 13 NPRC Test Form 00-5 (rev.12/20/10)

Figure 4, Self — Career Ladder Assessment
(Part 7 of 13)




February 28, 2010 NPRC 3630.6A

8. Information Technology — Uses PC’s and other IT equipment to accomplish work effectively; performs maintenance on hardware;
utilizes features of PC software.

5 O Conducts searches using all automated records sources; uses various methods to efficiently search all internal and
external automated systems: uses both standard and specialized features of communication software (GroupWise, etc)
and the advanced features of word processing software; serves as a team technical expert on IT systems and hardware
and troubleshoots most basic problems.

4. 0 Conducts searches using automated records sources; uses standard and some specialized features of communication
software (GroupWise, etc.) and intermediate word processing software; serves as a team technical resource for several
types of IT systems and hardware; troubleshoots basic hardware and software problems.

< Utilizes most IT hardware; uses standard features of communication software (GroupWise, etc.) and beginning word
processing; performs some systems/hardware maintenance.

2 0 Utilizes basic hardware; uses basic features of communication software (GroupWise, etc.) and word processing software;
performs some limited maintenance on some hardware.

1. O Utilizes at least two types of IT equipment, one of which is a PC; uses basic features of assigned software.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the outcome(s). (Use additional bond paper if necessary.)
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9. Forms and Records — /dentifies, understands, and provides copies of record documents; extracts information from record documents
and uses NARA forms to provide information to requestors.

5 0

Applies expert knowledge of forms for all military service branches and record types, including those unique to military
service branches, and can identify and interpret the appropriate form(s) and information contained therein to fulfill all types
of requests; understands and interprets forms from other government agencies; expert knowledge of all types of
organizational and auxiliary records, forms and documents held by NPRC and their purposes; completes most complex
computations of service information on specific requests; serves as technical expert for team OMPF, organizational
records, forms, and documents.

4

Utilizes broad knowledge of most forms for all military service branches and record types, including those unigue to military
service branches, and can identify and interpret the appropriate form(s) and information contained therein to fulfill most
types of requests; understands and interprets forms from other government agencies; broad knowledge of all types of
organizational and auxiliary records, forms and documents held by NPRC and their purposes; completes computations of
service information on specific requests; serves as consultant to team on OMPF, organizational records, forms and
documents.

3 0

Utilizes knowledge of most forms for all military service branches and record types, including most basic forms of all
military service branches and their purpose; can identify and interpret the appropriate form(s) to fulfill most types of
requests; understands most common forms from other government agencies; knowledge of all types of organizational and
auxiliary records held by NPRC and their purposes; understands and uses most NARA forms that are used to provide
military record information.

2.

Utilizes knowledge of most common forms for all military service branches and record types, including most basic forms of
all military service branches and their purpose; understands and uses some NARA forms that are used to provide military
record information.

1. [

Uses some of the basic or common forms from all service branches.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the outcome(s). (Use additional bond paper if necessary.)
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I 10. Releasability — Understands releasability requirements and procedures and applies them to reuests for information.

5 O Utilizes expert knowledge of, and ability to interpret and apply, releasability requirements and procedures, including
FOIA/PA, DOD directives, and NARA/NPRC procedures to respond to the most complex and sensitive requests.

4. ] Uses broad knowledge of, and ability to interpret and apply, releasability requirements and procedures, including FOIA/PA,
DOD directives, NARA/NPRC procedures, to reply to routine requests for records.

3.0 Exercises knowledge of releasability requirements and procedures, including FOIA/PA, DOD directives, NARA/NPRC
procedures as applied to routine requests for records.

2. O Demonstrates knowledge of FOIA/PA, DOD directives, and NARA/NRPC requirements and procedures.

1. 04 Can locate and read guidance on FOIA/PA, military security, and NARA requirements and procedures.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation,
your actions, and the outcome(s). (Use additional bond paper if necessary.)
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To be completed only for promotion to GS-5 or above.

11.  Records Heldings and Sources — Reguesis or conducts searches involving various records sources.

5 [ Requestsiconducts searches using rarely used alternative sources, when little or no specific information is provided by
the requestor, in unique or complex situations; handles the most complex requests for highest level requestors; serves as
a mentor or technical expert for the team and/or the Center.

4 Requestsficonducts searches involving all known sources when little specific information is provided by the requestor,

handles sensitive requests for highest level requestors; serves as mentor/technical expert for team.

w

critical situations; guides or assists less experienced team members.

. O Requests/conducts searches involving various sources; handles routine requests for higher level requestors or in time-

Consults several sources of records; handles routine requests which may provide incomplete information.

= 1IN

O Consults limited sources of records within NARA, handles routine requests that provide complete information.

Wiite clear and specific examples that demonstrate your possession of this competency. Examples should include the situation,
your actions, and the outcome(s). (Use additional bond paper if necessary.)
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To be completed only for promotion to GS-7 or above.

12. LeadershipfTeaching Others — Interacts with others to influence, motivale, and challenge them. Helps others learn, identifies
training needs; provides constructive refnforcement; coaches others on how to perform tasks,; acts as a mentor.

5 O

Leads a large, diverse group that may have conflicting agendas to resolve issues and overcome many obstacles; teaches
others and evaluates progress; adjusts teaching style to employees’ heeds.

4.0

Leads a large group to overcome several obstacles and attain a goal; teaches job-relevant material identifies training
needs and recommends appropriate training; acts as a role model.

3 0

Leads a moderate-sized group to overcome one or two obstacles and achieve a common goal; reviews the work of co-
workers and gives them feedback; teaches co-workers how to use office equipment or perform moderately complex
tasks.

2.0

Leads a small group to resolve an uncomplicated issue or achieve an easy goal, Demonstrate to new employees how to
use simple office equipment or how to perform routine task.

1. 0

Influences a person to complete work assignments or follow guidelines; provides general work-related information to
visitors and new employees.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation,
your actions, and the outcome(s). (Use additional bond paper if necessary)
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SELF — CAREER LADDER ASSESSMENT SUMMARY

Record under the “Rating” column the levels you checked for the competencies on the preceding pages.

Competency Self-Assessment Ratings

REQUIREMENT
COMPETENCY RATING GS Gs | s
4 5/6 7/8
1. | Self-Management 2 3 4
2. | Customer Service/Interpersonal Skills 2 3 4
3. | Listening 2 3 4
4. | Teamwork/Flexibility 2 3 4
5. | Reasoning 2 3 4
6. | Reading/\Writing 2 3 4
7. | Speaking 2 3 4
8. | Information Technology 2 3 4
9. Forms and Records 2 3 4
10. | Releasability 2 3 4
11. | Records Holdings and Sources 3 4
12. | Leadership/Teaching Others hz

| certify that, to the best of my knowledge and belief, the assessment and all written examples in this
document are true and correct. | understand that falsification of any information in this document could result
in disciplinary action in accordance with the NARA penalty guide.

Signature of Candidate
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COACH - CAREER LADDER ASSESSMENT

Name Of Candidate:
Current Position and Grade:

Core/Team Assignment:

For each competency, check the level that best describes the candidate’s possession and actual demonstration of the
competency, and record the number of the level checked on the career ladder assessment summary page.

Provide comments or examples as needed. When determining how much detail to provide, consider what those who will
make recommendations/decisions already know about the candidate. Also, consider feedback you will provide to the
candidate.

1. Self-Management — Sets well-defined and realistic personal goals; monitors progress and is motivated to achieve; manages
own time and deals with stress effectively.

5 Takes on extra responsibilities voluntarily to respond to shifting priorities; schedules and completes multiple
conflicting work assignments in a timely manner or ahead of schedule; creates or designs procedures to make work
more efficient; sets clear and specific goals and priorities for own work.

Takes on added responsibilities when requested; completes multiple work assignments on time; learns new skills to
enhance own work and teaches others; sets general goals and priorities for own work.

enhance own work; sets general goals and priorities for specific tasks and assignments.

-
3. Solves problems in own task area; completes all assigned work according to work schedule; learns new skills to
-

Performs assigned tasks and verifies work; meets deadlines on most assigned tasks; assists others when
requested; sets one goal or objective at a time with assistance of team and/or coach.

1. Performs routine tasks as specified; meets normal deadlines on tasks assigned; adheres to specific goals and
guidelines set by team/coach; completes each assignment before beginning the next.

Provide commenis and/or examples as needed. The best examples include the situation, actions, and the oulcome(s). (Use
additional bond paper if necessary.)
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2. Customer Service/lnterpersonal Skills — Works and communicates with clients and customers to satisfy their expectations;
Committed to quality services. Shows understanding, friendliness, courtesy, tact empathy, cooperation, concern, and
politeness to others; relates well to different people from varied backgrounds and different situations.

5 0O

Proactively establishes and maintains an ongoing relationship with customers that includes identifying the
customer's needs or problems and taking corrective action; tactfully handles difficult or uncomfortable situations;
works well with others from diverse backgrounds and across levels in the agency or organization.

4.0

Initiates contacts with customers to solve problems or complaints or refers customers to appropriate source;
cooperates with others on projects or tasks; elicits necessary information from others who are uncooperative or
uninterested.

Works with customers to identify appropriate services to meet their needs; works well with a variety of people
including coach, team, and the public.

Provides information to customers and informs them about the agency’s services; exchanges information in one-on-
one situations with others outside of the immediate work group; works well with co-workers.

1.0

Provides routine services or standardized products or materials to customers; has minimal, brief contact with
customers when contacted by them; participates in one-on-one interactions with a limited group of people (e.g. co-
workers) to accomplish work-related duties.

Provide comments and/or examples as needed. The best examples include the situation, actions, and the oufcome(s). (Use
additional bond paper if necessary.)
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3. Listening — Receives, attends fo interprets, and responds to verbal messages and other cues such as body language in ways
that are appropriate to listeners and situations.

5 [ Listens to technical information to acquire knowledge on a topic; identifies and clarifies miscommunications between
others.
4. [ Listens to long messages to acquire detailed information about a complex subject or assignment; recognizes

ambiguous or incomplete messages and asks for clarification.

3. 0 Listens to moderately complex or detailed information to acquire a working knowledge about a topic or assignment;
responds appropriately.

2. Listens to messages to understand simple details, a sequence of events, or to get the main idea; usually responds
appropriately.

1. [ Listens to short, simple messages to hear basic facts; responds appropriately.

Provide comments and/or examples as needed. The best examples include the situation, actions, and the outcome(s). (Use
additional bond paper if necessary.)
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4. Teamwork/Flexibility — Encourages and facilitates cooperation, pride, frust, and group identity, fosters commitment and team spirit;
works with others to achieve goals; adapts quickly lo changes.

5 O

Fosters group identify and pride; motivates team members to achieve goals; contributes to team'’s activities and effort to
attain goals; rearranges virtually all work priorities and schedules to accommodate a sudden major change, problem or
setback.

4.0

Contributes to team goal setting, work planning and progress; facilitates group discussions by reflecting and summarizing
members’ comments; helps team to make significant progress toward attaining team goals; rearranges pricrities, and
schedules a large amount of work to accommodate changes in the office or in project resources or goals.

3.0

Contributes to group discussions by giving short informational presentations; cooperates with team members to complete
tasks assigned to the team; rearranges a moderate amount of work priorities to accommodate occasional and temporary
changes in the office or in project resources.

2. O

Contributes to group discussions; volunteers to assist another co-worker who has excess work, makes adjustments in
work procedures and schedule to accommodate planned or unexpected changes.

1.0

Performs routine tasks to assist co-workers in the immediate work area; follows instructions to complete assignments;
changes routine tasks to comply with recently introduced policies and procedures.

Provide commenis and/or examples as needed. The best examples include the situation, actions, and the outcome(s). (Use
additional bond paper if necessary.)
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I 5. Reasoning — Discovers or selects rtles, principles, or relationships between facts and other information.

5 0 Develops alternatives; gathers and analyzes data/information to discern patterns, trends and relationships and to draw
conclusions, compares and selects alternatives; applies rules to complex problems that contain many abstract concepts
and that require a large number of steps to resclve; makes decisions when no precedents or guidelines are available.

4. ] Analyzes data or information to discern trends and patterns based on guidelines and precedents; applies rules to problems
that contain several abstract concepts and that require many steps to resolve; identifies, compares and selects an
alternative to address problems affecting the organization and customers; makes decisions when some precedents are
available.

3. 4 Organizes and integrates information based on existing examples; applies rules to problems that contain a few abstract
and several concrete concepts and that require a moderate number of steps to resolve; recommends an alternative,
makes a determination, or draws a conclusion on issues relevant to the organization and customers by identifying and
comparing available alternatives; makes decisions using available precedents and guidelines.

2. Applies knowledge and judgment to carry out general instructions; applies rules to concrete problems that require a few
steps to resclve; makes decisions involving relatively small assignments that affect the immediate work group or small
number of customers; makes decisions based on established procedures.

1. [ Applies knowledge and judgment to carry out specific instructions; applies one of few rules to solve simple concrete
problems; recommends standard solutions to routine problems affecting the immediate work group or a single customer,
performs routine assignments following established guidelines and standard operating procedures.

Provide comments and/or examples as needed. The best examples include the situation, actions, and the oufcome(s). (Use
additional bond paper if necessary.)
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6. Reading/Writing — Learns from wriften materials by determining the main idea or essentfal message; recognizes correct English
grammar, punciuation, and spelling; uses correct English grammar, punctuation, and spelling to communicate thoughts, ideas,
information, and messages in writing.

5 [ Reads materials that require specialized knowledge or training; develops extensive knowledge of the materials; interprets
the information for others. Independently develops lengthy and complete documents covering complex or technical
information; composes correspondence with high-level visibility.

4. 0 Reads semi-technical materials; prepares summary information for others to use. Composes documents or
correspondence of moderate length covering detailed information; extracts sections from available source materials and
organizes them into a summary document.

< Reads long documents to obtain specific information; follows written procedures for completing a moderately complex
task. Develops short documents to summarize non-technical information; prepares correspondence in response to
inquiries for information.

2.0 Reads short documents and booklets to obtain specific information; follows written directions to perform a simple task.
Writes short documents or routine correspondence from examples of similar documents.

1. O Reads and understands information from a standard form, sign, or label. Completes standard forms without assistance
from co-workers or supervisor; copies information from one source to another.

Provide comments and/or examples as needed. The best examples include the situation, actions, and the ouicome(s). (Use
additional bond paper if necessary.)
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7. Speaking — Uses correct English grammar to organize and communicate ideas in words that are appropriate to listeners and
situations; uses body language appropriately.

5 O Discusses and explains technical material, often controversial or sensitive, to obtain agreement; speaks and adapts to
audience with diverse levels of knowledge in a two-way exchange.

4 ] Discusses and explains specific ideas and concepts, sometimes controversial or sensitive, to obtain agreement; speaks
and adapts to audience that has little knowledge of issues in a limited two-way exchange of information.

3.0 Explains general information of moderate difficulty to individuals or small groups, both in one-way communication and with
significant exchange of information.

2.0 Explains ideas or discusses information of limited difficulty, scope, or complexity, usually in one-to-one, one-way
communication.

1. O Presents simple ideas and factual information in one-to-one, one-way communication.

Provide commenis and/or examples as needed. The best examples include the situation, actions, and the outcome(s). (Use
additional bond paper if necessary.)
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8. Information Technology — Uses PC’s and other IT equipment to accomplish work effectively; performs maintenance on hardware;
utilizes features of PC software.

5 O

Conducts searches using all automated records sources; uses various methods to efficiently search all internal and
external automated systems: uses both standard and specialized features of communication software (GroupWise, etc.)
and the advanced features of word processing software; serves as a team technical expert on IT systems and hardware
and troubleshoots most basic problems.

4 O

Conducts searches using automated records sources; uses standard and some specialized features of communication
software (GroupWise, etc.) and intermediate word processing software; serves as a team technical resource for several
types of IT systems and hardware; troubleshoots basic hardware and software problems.

3 0

Utilizes most IT hardware; uses standard features of communication software (GroupWise, etc.) and beginning word
processing; performs some systems/hardware maintenance.

2. O

Utilizes basic hardware; uses basic features of communication software (GroupWise, etc.) and word processing software;
performs some limited maintenance on some hardware.

1 [

Utilizes at least two types of IT equipment, one of which is a PC; uses basic features of assigned software.

Provide commentis and/or examples as needed. The best examples include the situation, actions, and the outcome(s). (Use
additional bond paper if necessary.)
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9. Forms and Records — /dentifies, understands, and provides copies of record documents; extracts information from record documents
and uses NARA forms to provide information to requestors.

5 0

Applies expert knowledge of forms for all military service branches and record types, including those unique to military
service branches, and can identify and interpret the appropriate form(s) and information contained therein to fulfill all types
of requests; understands and interprets forms from other government agencies; expert knowledge of all types of
organizational and auxiliary records, forms and documents held by NPRC and their purposes; completes most complex
computations of service information on specific requests; serves as technical expert for team OMPF, organizational
records, forms, and documents.

4

Utilizes broad knowledge of most forms for all military service branches and record types, including those unigue to military
service branches, and can identify and interpret the appropriate form(s) and information contained therein to fulfill most
types of requests; understands and interprets forms from other government agencies; broad knowledge of all types of
organizational and auxiliary records, forms and documents held by NPRC and their purposes; completes computations of
service information on specific requests; serves as consultant to team on OMPF, organizational records, forms and
documents.

3 0

Utilizes knowledge of most forms for all military service branches and record types, including most basic forms of all
military service branches and their purpose; can identify and interpret the appropriate form(s) to fulfill most types of
requests; understands most common forms from other government agencies; knowledge of all types of organizational and
auxiliary records held by NPRC and their purposes; understands and uses most NARA forms that are used to provide
military record information.

2.

Utilizes knowledge of most common forms for all military service branches and record types, including most basic forms of
all military service branches and their purpose; understands and uses some NARA forms that are used to provide military
record information.

1. [

Uses some of the basic or common forms from all service branches.

Provide comments and/or examples as needed. The best examples include the situation, actions, and the ouicome(s). (Use
additional bond paper if necessary.)

Page 9 of 13 NPRC Test Form 00-6 (rev.12/20/10)

Figure 5, Coach — Career Ladder Assessment
(Part 9 of 13)




February 28, 2010 NPRC 3630.6A

I 10. Releasability — Understands releasability requirements and procedures and applies them to reuests for information.

5 O Utilizes expert knowledge of, and ability to interpret and apply, releasability requirements and procedures, including
FOIA/PA, DOD directives, and NARA/NPRC procedures to respond to the most complex and sensitive requests.

4. ] Uses broad knowledge of, and ability to interpret and apply, releasability requirements and procedures, including FOIA/PA,
DOD directives, NARA/NPRC procedures, to reply to routine requests for records.

3.0 Exercises knowledge of releasability requirements and procedures, including FOIA/PA, DOD directives, NARA/NPRC
procedures as applied to routine requests for records.

2. O Demonstrates knowledge of FOIA/PA, DOD directives, and NARA/NRPC requirements and procedures.

1. 04 Can locate and read guidance on FOIA/PA, military security, and NARA requirements and procedures.

Provide commenis and/or examples as needed. The best examples include the situation, actions, and the oulcome(s). (Use
additional bond paper if necessary.)

Page 10 of 13 NPRC Test Form 00-6 (rev.12/20/10)

Figure 5, Coach — Career Ladder Assessment
(Part 10 of 13)



NPRC 3630.6A February 28, 2010

To be completed only for promotion to GS-5 or above.

11.  Records Heldings and Sources — Reguesis or conducts searches involving various records sources.

5 [ Requestsiconducts searches using rarely used alternative sources, when little or no specific information is provided by
the requestor, in unique or complex situations; handles the most complex requests for highest level requestors; serves as
a mentor or technical expert for the team and/or the Center.

4. Requestsficonducts searches involving all known sources when little specific information is provided by the requestor;
handles sensitive requests for highest level requestors; serves as mentor/technical expert for team.

3.0 Requests/conducts searches involving various sources; handles routine requests for higher level requestors or in time-
critical situations; guides or assists less experienced team members.

2. [ Consults several sources of records; handles routine requests which may provide incomplete information.

1. [ Consults limited sources of records within NARA, handles routine requests that provide complete information.

Provide commenis and/or examples as needed. The best examples include the situation, actions, and the outcome(s). (Use
additional bond paper if necessary.)
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To be completed only for promotion to GS-7 or above.

12. LeadershipfTeaching Others — Interacts with others to influence, motivale, and challenge them. Helps others learn, identifies
training needs; provides constructive refnforcement, coaches others on how fo perform tasks; acts as a mentor.

5 O

Leads a large, diverse group that may have conflicting agendas to resolve issues and overcome many obstacles; teaches
others and evaluates progress; adjusts teaching style to employees’ needs.

4.0

Leads a large group to overcome several obstacles and attain a goal; teaches job-relevant material identifies training
needs and recommends appropriate training; acts as a role model.

3 0

Leads a moderate-sized group to overcome one or two obstacles and achieve a common goal; reviews the work of co-
workers and gives them feedback; teaches co-workers how to use office equipment or perform moderately complex
tasks.

2.0

Leads a small group to resolve an uncomplicated issue or achieve an easy goal, Demonstrate to new employees how to
use simple office equipment or how to perform routine task.

1. 0

Influences a person to complete work assignments or follow guidelines; provides general work-related information to
visitors and new employees.

Provide commenis and/or examples as needed. The best examples include the situation, actions, and the oulcome(s). (Use
additional bond paper if necessary.)

Page 12 of 13 NPRC Test Form 00-6 (rev.12/20/10)

Figure 5, Coach — Career Ladder Assessment
(Part 12 of 13)



NPRC 3630.6A February 28, 2010

COACH - CAREER LADDER ASSESSMENT SUMMARY

Record under the “Rating” column the levels you checked for the competencies on the preceding pages.
Then check the appropriate response in the “Met?” column.

Competency Ratings
REQUIREMENT
COMPETENCY RATING Gs | gs | Gs MET?

4 5/6 | 7/8
1. | Self-Management 2 3 4 Yes ] No []
2. | Customer Service/Interpersonal Skills 2 3 4 Yes [ | No [_]
3. | Listening 2 3 4 Yes [ | No [_]
4. | Teamwork/Flexibility 2 3 4 Yes [ ] No [ ]
5. | Reasoning 2 3 4 Yes [ | No []
6. | Reading/Writing 2 3 4 Yes [] No []
7. | Speaking 2 3 4 Yes || No [ |
8. | Information Technology 2 3 4 Yes || No []
9. | Forms and Records 2 3 4 Yes [ | No []
10. | Releasability 2 3 4 Yes ] No []
11. | Records Holdings and Sources 3 4 Yes [ | No [_]
12. | Leadership/Teaching Others h 3 Yes || No []

Coaches Certification

| have reviewed the candidate's self assessment (if provided) and/or considered all factors relevant to
measuring the candidates attainment of competencies.

[] The candidate has acquired and demonstrates the competencies required for promotion to the GS-
level.

[] The candidate has not acquired and does not demonstrate the competencies required for promotion to

the GS- level.
Signature of Coach Date
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SELF — CAREER LADDER ASSESSMENT

This self-assessment is optional but provides candidates with the opportunity to demonstrate possession of competencies
using clear and specific examples. Candidates may rate and provide examples for some, all, or none of the competencies
shown. Candidates should consider Coach and/or panel member awareness of the candidate’s possession of each
competency when writing examples or when deciding whether to compete this assessment.

Name Of Candidate:

Current Position and Grade:

Core/Team Assignment:

For each competency, check the level that best describes your possession and actual demonstration of the
competency, and record the number of the level checked on the career ladder assessment summary page.

1.  Self-Management — Sets weli-defined and realistic personal goals, monitors progress and is motivated to achieve; manages
own time and deals with stress effectively.

5 0

Takes on extra responsibilities voluntarily to respond to shifting priorities; schedules and completes multiple
conflicting work assignments in a timely manner or ahead of schedule; creates or designs procedures to make work
more efficient; sets clear and specific goals and priorities for own work.

Takes on added responsibilities when requested; completes multiple work assignments on time; learns new skills to
enhance own work and teaches others; sets general goals and priorities for own work.

Solves problems in own task area; completes all assigned work according to work schedule; learns new skills to
enhance own work; sets general goals and priorities for specific tasks and assignments.

-
. 0
U

Performs assigned tasks and verifies work; meets deadlines on most assigned tasks; assists others when
requested; sets one goal or objective at a time with assistance of team and/or coach.

1.0

Performs routine tasks as specified; meets normal deadlines on tasks assigned; adheres to specific goals and
guidelines set by team/coach; completes each assignment before beginning the next.

Write clear and specific examples that demonstrale your possession of this competency. Examples should include the situation, your
actions, and the oufcome(s). (Use additional bond paper if necessary.)
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2. Customer Service/lnterpersonal Skills — Works and communicates with clients and customers to satisfy their expectations;
Committed to quality services. Shows understanding, friendliness, courtesy, fact empathy, cooperation, concern, ahd
politeness fo others; relates well to different people from varied backgrounds and different situations.

5

Proactively establishes and maintains an ongoing relationship with customers that includes identifying the
customer’s needs or problems and taking corrective action; tactfully handles difficult or uncomfortable situations;
works well with others from diverse backgrounds and across levels in the agency or organization.

4.

Initiates contacts with customers to solve problems or complaints or refers customers to appropriate source,
cooperates with others on projects or tasks; elicits necessary information from others who are uncooperative or
uninterested.

Works with customers to identify appropriate services to meet their needs; works well with a variety of people
including coach, team, and the public.

Provides information to customers and informs them about the agency’s services; exchanges information in one-on-
one situations with others outside of the immediate work group; works well with co-workers.

Provides routine services or standardized products or materials to customers; has minimal, brief contact with
customers when contacted by them; participates in cne-on-one interactions with a limited group of people (e.g. co-
workers) to accomplish work-related duties.

Write clear and specific exampies that demonstrale your possession of this competency. Examples should include the situation, your
actions, and the oufcome(s). (Use additional bond paper if necessary.)
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3. Listening - Receives, aitends to interprets, and responds to verbal messages and other cues such as body language in ways
that are appropriate to listeners and situations.

5 [

Listens to technical information to acquire knowledge on a topic; identifies and clarifies miscommunications between
others.

4. [

Listens to long messages to acquire detailed information about a complex subject or assignment; recognizes
ambiguous or incomplete messages and asks for clarification.

3.0

Listens to moderately complex or detailed information to acquire a working knowledge about a topic or assignment;
responds appropriately.

2.

Listens to messages to understand simple details, a sequence of events, or to get the main idea; usually responds
appropriately.

1. 4

Listens to short, simple messages to hear basic facts; responds appropriately.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the outcome(s). (Use additional bond paper if necessary.)
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4. TeamworkiFlexibility — Encourages and facilitates cooperation, pride, trust, and group identity; fosters commitment and team spirit;
works with others fo achieve goals; adapts quickly to changes.

5 0

Fosters group identify and pride; motivates team members to achieve goals; contributes to team’s activities and effort to
attain goals; rearranges virtually all work priorities and schedules to accommodate a sudden major change, problem or
setback.

4. 1]

Contributes to team goal setting, work planning and progress; facilitates group discussions by reflecting and summarizing
members’ comments; helps team to make significant progress toward attaining team goals; rearranges priorities, and
schedules a large amount of work to accommodate changes in the office or in project resources or goals.

3. d

Contributes to group discussions by giving short informational presentations; cooperates with team members to complete
tasks assigned to the team; rearranges a moderate amount of work priorities to accommodate occasional and temporary
changes in the office or in project resources.

2. d

Contributes to group discussions; volunteers to assist another co-worker who has excess work; makes adjustments in
work procedures and schedule to accommodate planned or unexpected changes.

1.

O

Performs routine tasks to assist co-workers in the immediate work area; follows instructions to complete assighments;
changes routine tasks to comply with recently introduced policies and procedures.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the outcome(s). (Use additional bond paper if necessary.)
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s

Reasoning — Discovers or selects rules, principles, or relationships between facts and other information.

s. [ Develops alternatives; gathers and analyzes data/information to discern patterns, trends and relationships and to draw
conclusions; compares and selects alternatives; applies rules to complex problems that contain many abstract concepts
and that require a large number of steps to resolve; makes decisions when no precedents or guidelines are available.

4. Analyzes data or information to discern trends and patterns based on guidelines and precedents; applies rules to problems
that contain several abstract concepts and that require many steps to resolve; identifies, compares and selects an
alternative to address problems affecting the organization and customers; makes decisions when some precedents are
available.

3.0 Organizes and integrates information based on existing examples; applies rules to problems that contain a few abstract
and several concrete concepts and that require a moderate humber of steps to resolve; recommends an alternative,
makes a determination, or draws a conclusion on issues relevant to the organization and customers by identifying and
comparing available alternatives; makes decisions using available precedents and guidelines.

2. 1 Applies knowledge and judgment to carry out general instructions; applies rules to concrete problems that require a few
steps to resolve; makes decisions involving relatively small assignments that affect the immediate work group or small
number of customers; makes decisions based on established procedures.

1. Applies knowledge and judgment to carry out specific instructions; applies one of few rules to solve simple concrete
problems; recommends standard solutions to routine problems affecting the immediate work group or a single customer;
performs routine assignments following established guidelines and standard operating procedures.

Write clear and specific examples that demonstrale your possession of this competency. Examples should include the situation, your
actions, and the oufcome(s). (Use additional bond paper if necessary.)

Page 5 of 13 NPRC Test Form 00-5 (rev.12/20/10)

Figure 4, Self — Career Ladder Assessment
(Part 5 of 13)



February 28, 2010 NPRC 3630.6A

6. Reading/Writing — Learns from written materials by defermining the main idea or essential message; recognizes correct English
grammar, punctuation, and spelling; uses correct English grammar, punctuation, and spelling to communicate thoughts, ideas,
information, and messages in writing.

5.

|

Reads materials that require specialized knowledge or training; develops extensive knowledge of the materials; interprets
the information for others. Independently develops lengthy and complete documents covering complex or technical
information; composes correspondence with high-level visibility.

4,

(i

Reads semi-technical materials; prepares summary information for others to use. Composes documents or
correspondence of moderate length covering detailed information; extracts sections from available source materials and
organizes them into a summary document.

3.

O

Reads long documents to obtain specific information; follows written procedures for completing a moderately complex
task. Develops short documents to summarize non-technical information; prepares correspondence in response to
inquiries for information.

2.

O

Reads short documents and booklets to obtain specific information; follows written directions to perform a simple task.
Writes short documents or routine correspondence from examples of similar documents.

1.

(|

Reads and understands information from a standard form, sign, or label. Completes standard forms without assistance
from co-workers or supervisor; copies information from one source to anocther.

Wirite clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the outcome(s). (Use additional bond paper if necessary.)
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7. 8peaking — Uses correct English grammar to organize and communicate ideas in words that are appropriate to listeners and

situations; uses body language appropriately.

5 0O Discusses and explains technical material, often controversial or sensitive, to obtain agreement; speaks and adapts to
audience with diverse levels of knowledge in a two-way exchange.

4. Discusses and explains specific ideas and concepts, sometimes controversial or sensitive, to obtain agreement; speaks
and adapts to audience that has little knowledge of issues in a limited two-way exchange of information.

< Explains general information of moderate difficulty to individuals or small groups, both in ohe-way communication and with
significant exchange of information.

2. O Explains ideas or discusses information of limited difficulty, scope, or complexity, usually in one-to-one, one-way
communication.

1. 1 Presents simple ideas and factual information in one-to-one, ohe-way communication.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the oufcome(s). (Use additional bond paper if necessary.)
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8. Information Technology — Uses PC’s and other IT equipment to accomplish work effectively; performs maintenance on hardware,
utilizes features of PC software.

5 0O Conducts searches using all automated records sources; uses various methods to efficiently search all internal and
external automated systems; uses both standard and specialized features of communication software (GroupWise, etc.)
and the advanced features of word processing software; serves as a team technical expert on IT systems and hardware
and troubleshoots most basic problems.

4. Conducts searches using automated records sources; uses standard and some specialized features of communication
software (GroupWise, etc.) and intermediate word processing software; serves as a team technical resource for several
types of IT systems and hardware; troubleshoots basic hardware and software problems.

300 Utilizes most IT hardware; uses standard features of communication software (GroupWise, etc.) and beginning word
processing; performs some systems/hardware maintenance.

2. O Utilizes basic hardware; uses basic features of communication software (GroupWise, etc.) and word processing software;
performs some limited maintenance on some hardware.

1. [ Utilizes at least two types of IT equipment, one of which is a PC; uses basic features of assigned software.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the outcome(s). (Use additional bond paper if necessary.)
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9. Forms and Records — /dentifies, understands, and provides copies of record documents; extracts information from record documents
and uses NARA forms to provide information to requestors.

s. [ Applies expert knowledge of forms for all military service branches and record types, including those unique to military
service branches, and can identify and interpret the appropriate form(s) and information contained therein to fuffill all types
of requests; understands and interprets forms from other government agencies; expert knowledge of all types of
organizational and auxiliary records, forms and documents held by NPRC and their purposes; completes most complex
computations of service information on specific requests; serves as technical expert for team OMPF, organizational
records, forms, and documents.

4. [ Utilizes broad knowledge of most forms for all military service branches and record types, including those unique to military
service branches, and can identify and interpret the appropriate form(s) and information contained therein to fulfill most
types of requests; understands and interprets forms from other government agencies; broad knowledge of all types of
organizational and auxiliary records, forms and documents held by NPRC and their purposes; completes computations of
service information on specific requests; serves as consultant to team on OMPF, organizational records, forms and
documents.

| Utilizes knowledge of most forms for all military service branches and record types, including most basic forms of all
military service branches and their purpose; can identify and interpret the appropriate form(s) to fulfill most types of
requests; understands most common forms from other government agencies; knowledge of all types of organizational and
auxiliary records held by NPRC and their purposes; understands and uses most NARA forms that are used to provide
military record information.

2. O Utilizes knowledge of most common forms for all military service branches and record types, including most basic forms of
all military service branches and their purpose; understands and uses some NARA forms that are used to provide military
record information.

1. 4 Uses some of the basic or common forms from all service branches.

Wirite clear and specific examples that demonstrate your possession of this competency. Examples should include the situation, your
actions, and the outcome(s). (Use additional bond paper if necessary.)

Page 9 of 13 NPRC Test Form 00-5 (rev.12/20/10)

Figure 4, Self — Career Ladder Assessment
(Part 9 of 13)



February 28, 2010 NPRC 3630.6A

I 10. Releasability — Understands releasability requirements and procedures and applies them to reuests for information.

5 O Utilizes expert knowledge of, and ability to interpret and apply, releasability requirements and procedures, including
FOIA/PA, DOD directives, and NARA/NPRC procedures to respond to the most complex and sensitive requests.

4. [ Uses broad knowledge of, and ability to interpret and apply, releasability requirements and procedures, including FOIA/PA,
DOD directives, NARA/NPRC procedures, to reply to routine requests for records.

3. O Exercises knowledge of releasability requirements and procedures, including FOIA/PA, DOD directives, NARA/NPRC
procedures as applied to routine requests for records.

2. 1 Demonstrates knowdedge of FOIA/PA, DOD directives, and NARA/NRPC requirements and procedures.

1. [ Can locate and read guidance on FOIA/PA, military security, and NARA requirements and procedures.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation,
your actions, and the outcome(s). (Use additional bond paper if necessary.)
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To be completed only for promotion to GS-5 or above.

11. Records Holdings and Sources — Reguests or conducts searches involving various records sources.

5 O Requests/conducts searches using rarely used alternative sources, when little or no specific information is provided by
the requestor, in unique or complex situations; handles the most complex requests for highest level requestors,; serves as
a mentor or technical expert for the team and/or the Center.

4. Requests/conducts searches involving all known sources when little specific information is provided by the requestor;
handles sensitive requests for highest level requestors; serves as mentor/technical expert for team.

3 0 Requests/conducts searches involving various sources; handles routine requests for higher level requestors or in time-
critical situations; guides or assists less experienced team members.

2. [ Consults several sources of records; handles routine requests which may provide incomplete information.

1. [ Consults limited sources of records within NARA; handles routine requests that provide complete information.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation,
your actions, and the outcome(s). (Use additional bond paper if necessary.)
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To be completed only for promotion to GS-7 or above.

12. Leadership/Teaching Others - inferacts with others to influence, motivate, and challenge them. Helps others learn; identifies
iraining needs; provides constructive reinforcement, coaches others on how to perform tasks; acts as a mentor.

5 O Leads a large, diverse group that may have conflicting agendas to resolve issues and overcome many obstacles; teaches
others and evaluates progress; adjusts teaching style to employees’ needs.

4. [1 Leads a large group to overcome several obstacles and attain a goal; teaches job-relevant material identifies training
needs and recommends appropriate training; acts as a role model.

3.0 Leads a moderate-sized group to overcome one or two obstacles and achieve a common goal; reviews the work of co-
workers and gives them feedback; teaches co-workers how to use office equipment or perform moderately complex
tasks.

2. Leads a small group to resolve an uncomplicated issue or achieve an easy goal; Demonstrate to new employees howto
use simple office equipment or how to perform routine task.

1. Influences a person to complete work assighments or follow guidelines, provides general work-related information to

visitors and new employees.

Write clear and specific examples that demonstrate your possession of this competency. Examples should include the situation,
your actions, and the outcome(s). (Use additional bond paper if necessary)
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SELF — CAREER LADDER ASSESSMENT SUMMARY

Record under the “Rating” column the levels you checked for the competencies on the preceding pages.

Competency Self-Assessment Ratings

REQUIREMENT
COMPETENCY RATING GS | gs | Ggs
4 5/6 7/8
1. | Self-Management 2 3 4
2. | Customer Service/lnterpersonal Skills 2 3 4
3. | Listening 2 3 4
4. | Teamwork/Flexibility 2 3 4
5. | Reasoning 2 3 4
6. | Reading/MWriting 2 3 4
7. | Speaking 2 3 4
8. | Information Technology 2 3 4
9. | Forms and Records 2 3 4
10. | Releasability 2 3 4
11. | Records Holdings and Sources 3 4
12. | Leadership/Teaching Others hz

| certify that, to the best of my knowledge and belief, the assessment and all written examples in this
document are true and correct. | understand that falsification of any information in this document could result
in disciplinary action in accordance with the NARA penalty guide.

Signature of Candidate
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COACH — CAREER LADDER ASSESSMENT

Name Of Candidate:
Current Position and Grade:

Core/Team Assignment:

For each competency, check the level that best describes the candidate’s possession and actual demonstration of the
competency, and record the number of the level checked on the career ladder assessment summary page.

Provide comments or examples as needed. When determining how much detail to provide, consider what those who will
make recommendations/decisions already know about the candidate. Alsc, consider feedback you will provide to the
candidate.

1.  Self-Management — Sets well-defined and realistic personal goals;, monitors progress and is motivated o achieve; manages
own time and deals with stress effectively.

5.4 Takes on extra responsibilities voluntarily to respond to shifting priorities; schedules and completes multiple
conflicting work assignments in a timely manner or ahead of schedule; creates or designs procedures to make work
more efficient; sets clear and specific goals and priorities for own work.

4. [ Takes on added responsibilities when requested; completes multiple work assignments on time; learns new skills to
enhance own work and teaches others; sets general goals and priorities for own work.

3.0 Solves problems in own task area; completes all assigned work according to work schedule; learns new skills to
enhance own work; sets general goals and priorities for specific tasks and assignments.

2 O Performs assigned tasks and verifies work; meets deadlines on most assigned tasks; assists others when
requested; sets one goal or objective at a time with assistance of team and/or coach.

1. Performs routine tasks as specified; meets normal deadlines on tasks assigned; adheres to specific goals and
guidelines set by team/coach; completes each assignment before beginning the next.

Provide comments and/or examples as needed. The best examples include the situation, actions, and the cutcome(s). (Use
additional bond paper if necessary.)
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2. Customer Service/lnterpersonal Skills — Works and communicates with clients and customers to satisfy their expectations;
Committed to quality services. Shows understanding, friendliness, courtesy, tact empathy, cooperation, concern, and
politeness fo others; relates well to different people from varied backgrounds and different situations.

5

Proactively establishes and maintains an ongoing relationship with customers that includes identifying the
customer’s needs or problems and taking corrective action; tactfully handles difficult or uncomfortable situations;
works well with others from diverse backgrounds and across levels in the agency or organization.

4.

Initiates contacts with customers to solve problems or complaints or refers customers to appropriate source;
cooperates with others on projects or tasks; elicits necessary information from others who are uncooperative or
uninterested.

Works with customers to identify appropriate services to meet their needs; works well with a variety of people
including coach, team, and the public.

Provides information to customers and informs them about the agency’s services; exchanges information in one-on-
one situations with others outside of the immediate work group; works well with co-workers.

Provides routine services or standardized products or materials to customers; has minimal, brief contact with
customers when contacted by them; participates in one-on-one interactions with a limited group of people (e.g. co-
workers) to accomplish work-related duties.

Provide comments and/or examples as needed. The best examples inciude the situation, actions, and the oufcome(s). (Use
additional bond paper if necessary.)
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3. Listening - Receives, aitends to interprets, and responds to verbal messages and other cues such as body language in ways

that are appropriate to listeners and situations.

5 Listens to technical information to acquire knowledge on a topic; identifies and clarifies miscommunications between
others.

4. Listens to long messages to acquire detailed information about a complex subject or assignment; recognizes
ambiguous or incomplete messages and asks for clarification.

<IN Listens to moderately complex or detailed information to acquire a working knowledge about a topic or assignment;
responds appropriately.

2. 1 Listens to messages to understand simple details, a sequence of events, or to get the main idea; usually responds
appropriately.

1. Listens to short, simple messages to hear basic facts; responds appropriately.

Provide comments and/or examples as needed. The best examples include the situation, actions, and the cutcome(s). (Use
additional bond paper if necessary.)
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4. TeamworkiFlexibility — Encourages and facilitates cooperation, pride, trust, and group identity; fosters commitment and team spirit;
works with others to achieve goals; adapts quickly to changes.

5.

O

Fosters group identify and pride, motivates team members to achieve goals; contributes to team’s activities and effort to
attain goals; rearranges virtually all work priorities and schedules to accommodate a sudden major change, problem or
setback.

4.

O

Contributes to team goal setting, work planning and progress; facilitates group discussions by reflecting and summarizing
members’ comments; helps team to make significant progress toward attaining team goals; rearranges priorities, and
schedules a large amount of work to accommodate changes in the office or in project resources or goals.

3.

|

Contributes to group discussions by giving short informational presentations; cooperates with team members to complete
tasks assigned to the team; rearranges a moderate amount of work priorities to accommodate occasional and temporary
changes in the office or in project resources.

2.

(i

Contributes to group discussions; volunteers to assist another co-worker who has excess work; makes adjustments in
work procedures and schedule to accommodate planned or unexpected changes.

1.

O

Performs routine tasks to assist co-workers in the immediate work area; follows instructions to complete assighments;
changes routine tasks to comply with recently introduced policies and procedures.

Provide comments and/or examples as needed. The best exampies include the situation, actions, and the outcome(s). (Use
additional bond paper if necessary.)
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| 5. Reasoning — Discovers or selects rules, principles, or relationships between facts and other information.

s. [ Develops alternatives; gathers and analyzes data/information to discern patterns, trends and relationships and to draw
conclusions; compares and selects alternatives; applies rules to complex problems that contain many abstract concepts
and that require a large number of steps to resolve; makes decisions when no precedents or guidelines are available.

4. Analyzes data or information to discern trends and patterns based on guidelines and precedents; applies rules to problems
that contain several abstract concepts and that require many steps to resolve; identifies, compares and selects an
alternative to address problems affecting the organization and customers; makes decisions when some precedents are
available.

3.0 Organizes and integrates information based on existing examples; applies rules to problems that contain a few abstract
and several concrete concepts and that require a moderate humber of steps to resolve; recommends an alternative,
makes a determination, or draws a conclusion on issues relevant to the organization and customers by identifying and
comparing available alternatives; makes decisions using available precedents and guidelines.

2. 1 Applies knowledge and judgment to carry out general instructions; applies rules to concrete problems that require a few
steps to resolve; makes decisions involving relatively small assignments that affect the immediate work group or small
number of customers; makes decisions based on established procedures.

1. Applies knowledge and judgment to carry out specific instructions; applies one of few rules to solve simple concrete
problems; recommends standard solutions to routine problems affecting the immediate work group or a single customer,
performs routine assignments following established guidelines and standard operating procedures.

Provide comments and/or examples as needed. The best examples include the situation, actions, and the outcome(s). (Use
additional bond paper if necessary.)
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6. Reading/Writing — Learns from written materials by defermining the main idea or essential message; recognizes correct English
grammar, punctuation, and spelling; uses correct English grammar, punctuation, and spelling to communicate thoughts, ideas,
information, and messages in writing.

5. O Reads materials that require specialized knowledge or training; develops extensive knowledge of the materials; interprets
the information for others. Independently develops lengthy and complete documents covering complex or technical
information; composes correspondence with high-level visibility.

4. Reads semi-technical materials; prepares summary information for others to use. Composes documents or
correspondence of moderate length covering detailed information; extracts sections from available source materials and
organizes them into a summary document.

300 Reads long documents to obtain specific information; follows written procedures for completing a moderately complex
task. Develops short documents to summarize non-technical information; prepares correspondence in response to
inquiries for information.

2. O Reads short documents and booklets to obtain specific information; follows written directions to perform a simple task.
Writes short documents or routine correspondence from examples of similar documents.

1. 0 Reads and understands information from a standard form, sign, or label. Completes standard forms without assistance
from co-workers or supervisor; copies information from one source to anocther.

Provide comments and/or examples as needed. The best examples include the situation, actions, and the outcome(s). (Use
additional bond paper if necessary.)
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7. 8peaking — Uses correct English grammar to organize and communicate ideas in words that are appropriate to listeners and
situations; uses body language appropriately.

5 0O Discusses and explains technical material, often controversial or sensitive, to obtain agreement; speaks and adapts to
audience with diverse levels of knowledge in a two-way exchange.

4. Discusses and explains specific ideas and concepts, sometimes controversial or sensitive, to obtain agreement; speaks
and adapts to audience that has little knowledge of issues in a limited two-way exchange of information.

< Explains general information of moderate difficulty to individuals or small groups, both in one-way communication and with
significant exchange of information.

2. O Explains ideas or discusses information of limited difficulty, scope, or complexity, usually in one-to-one, one-way
communication.

1. 1 Presents simple ideas and factual information in one-to-one, ohe-way communication.

Provide comments and/or examples as needed. The best exampies inciude the situation, actions, and the outcome(s). (Use
additional bond paper if necessary.)
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8. Information Technology — Uses PC’s and other IT equipment to accomplish work effectively; performs maintenance on hardware,
utilizes features of PC software.

5 0O Conducts searches using all automated records sources; uses various methods to efficiently search all internal and
external automated systems; uses both standard and specialized features of communication software (GroupWise, etc.)
and the advanced features of word processing software; serves as a team technical expert on IT systems and hardware
and troubleshoots most basic problems.

4. Conducts searches using automated records sources; uses standard and some specialized features of communication
software (GroupWise, etc.) and intermediate word processing software; serves as a team technical resource for several
types of IT systems and hardware; troubleshoots basic hardware and software problems.

300 Utilizes most IT hardware; uses standard features of communication software (GroupWise, etc.) and beginning word
processing; performs some systems/hardware maintenance.

2. O Utilizes basic hardware; uses basic features of communication software (GroupWise, etc.) and word processing software;
performs some limited maintenance on some hardware.

1. [ Utilizes at least two types of IT equipment, one of which is a PC; uses basic features of assigned software.

Provide comments and/or examples as needed. The best exampies include the situation, actions, and the cutcome(s). (Use
additional bond paper if necessary.)
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9. Forms and Records — /dentifies, understands, and provides copies of record documents; extracts information from record documents
and uses NARA forms to provide information to requestors.

s. [ Applies expert knowledge of forms for all military service branches and record types, including those unique to military
service branches, and can identify and interpret the appropriate form(s) and information contained therein to fuffill all types
of requests; understands and interprets forms from other government agencies, expert knowledge of all types of
organizational and auxiliary records, forms and documents held by NPRC and their purposes; completes most complex
computations of service information on specific requests; serves as technical expert for team OMPF, organizational
records, forms, and documents.

4. [ Utilizes broad knowledge of most forms for all military service branches and record types, including those unique to military
service branches, and can identify and interpret the appropriate form(s) and information contained therein to fulfill most
types of requests; understands and interprets forms from other government agencies; broad knowledge of all types of
organizational and auxiliary records, forms and documents held by NPRC and their purposes; completes computations of
service information on specific requests; serves as consultant to team on OMPF, organizational records, forms and
documents.

| Utilizes knowledge of most forms for all military service branches and record types, including most basic forms of all
military service branches and their purpose; can identify and interpret the appropriate form(s) to fulfill most types of
requests; understands most common forms from other government agencies; knowledge of all types of organizational and
auxiliary records held by NPRC and their purposes; understands and uses most NARA forms that are used to provide
military record information.

2. O Utilizes knowledge of most common forms for all military service branches and record types, including most basic forms of
all military service branches and their purpose; understands and uses some NARA forms that are used to provide military
record information.

1. 4 Uses some of the basic or common forms from all service branches.

Provide comments and/or examples as needed. The best examples include the situation, actions, and the outcome(s). (Use
additional bond paper if necessary.)
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I 10. Releasability — Understands releasability requirements and procedures and applies them to reuests for information.

5 O Utilizes expert knowledge of, and ability to interpret and apply, releasability requirements and procedures, including
FOIA/PA, DOD directives, and NARA/NPRC procedures to respond to the most complex and sensitive requests.

4. [ Uses broad knowledge of, and ability to interpret and apply, releasability requirements and procedures, including FOIA/PA,
DOD directives, NARA/NPRC procedures, to reply to routine requests for records.

3. O Exercises knowledge of releasability requirements and procedures, including FOIA/PA, DOD directives, NARA/NPRC
procedures as applied to routine requests for records.

2. 1 Demonstrates knowdedge of FOIA/PA, DOD directives, and NARA/NRPC requirements and procedures.

1. [ Can locate and read guidance on FOIA/PA, military security, and NARA requirements and procedures.

Provide comments and/or examples as needed. The best examples include the situation, actions, and the outcome(s). (Use
additional bond paper if necessary.)
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To be completed only for promotion to GS-5 or above.

11. Records Holdings and Sources — Reguests or conducts searches involving various records sources.

5 O Requests/conducts searches using rarely used alternative sources, when little or no specific information is provided by
the requestor, in unique or complex situations; handles the most complex requests for highest level requestors; serves as
a mentor or technical expert for the team and/or the Center.

4. Requests/conducts searches involving all known sources when little specific information is provided by the requestor;
handles sensitive requests for highest level requestors; serves as mentor/technical expert for team.

3 0 Requests/conducts searches involving various sources; handles routine requests for higher level requestors or in time-
critical situations; guides or assists less experienced team members.

2. [ Consults several sources of records; handles routine requests which may provide incomplete information.

1. [ Consults limited sources of records within NARA; handles routine requests that provide complete information.

Provide comments and/or examples as needed. The best examples include the situalion, actions, and the outcome(s). (Use
additional bond paper if necessary.)
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To be completed only for promotion to GS-7 or above.

12. Leadership/Teaching Others - inferacts with others to influence, motivate, and challenge them. Helps others learn; identifies
iraining needs; provides constructive reinforcement, coaches others on how to perform tasks; acts as a menfior.

5 O Leads a large, diverse group that may have conflicting agendas to resolve issues and overcome many obstacles; teaches
others and evaluates progress; adjusts teaching style to employees’ needs.

4. [1 Leads a large group to overcome several obstacles and attain a goal; teaches job-relevant material identifies training
needs and recommends appropriate training; acts as a role model.

3.0 Leads a moderate-sized group to overcome one or two obstacles and achieve a common goal; reviews the work of co-
workers and gives them feedback; teaches co-workers how to use office equipment or perform moderately complex
tasks.

2. Leads a small group to resolve an uncomplicated issue or achieve an easy goal; Demonstrate to new employees how to
use simple office equipment or how to perform routine task.

1. Influences a person to complete work assignments or follow guidelines; provides general work-related information to
visitors and new employees.

Provide comments and/or examples as needed. The best examples include the situation, actions, and the outcome(s). (Use

additional bond paper if necessary.)
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COACH — CAREER LADDER ASSESSMENT SUMMARY

Record under the “Rating” column the levels you checked for the competencies on the preceding pages.
Then check the appropriate response in the “Met?” column.

Competency Ratings
REQUIREMENT
COMPETENCY RATING GS | s | Gs MET?

4 5/6 7/8
1. | Self-Management 2 3 4 Yes [] No [ ]
2. | Customer Service/Interpersonal Skills 2 3 4 Yes | No []
3. | Listening 2 3 4 Yes [ ] No [ ]
4. | Teamwork/Flexibility 2 3 4 Yes [ ] No [ ]
5. | Reasoning 2 3 4 Yes [ ] No [ ]
6. | Reading/Writing 2 3 4 Yes [ ] No [ ]
7. | Speaking 2 3 4 Yes [ | No [ ]
8. | Information Technology 2 3 4 Yes [ | No [ ]
9. [ Forms and Records 2 3 4 Yes [ ] No [ ]
10. | Releasability 2 3 4 Yes [ | No []
11. | Records Holdings and Sources 3 4 Yes [ ] No [ ]
12. | Leadership/Teaching Others h 3 Yes [ ] No [ ]

Coaches Certification

| have reviewed the candidate’s self assessment (if provided) and/or considered all factors relevant to
measuring the candidates attainment of competencies.

[ ] The candidate has acquired and demonstrates the competencies required for promotion to the GS-
level.

[ ] The candidate has not acquired and does not demonstrate the competencies required for promotion to

the GS- level.
Signature of Coach Date
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Figure 5: Sample of NPRC Test Form 98-1

REPLY TO SOCIAL SECURITY ADMINISTRATION REQUEST

Veteran's name Service number Social Security number
:J_anz_ G’/orra_, o o0 -00 - 200 Cop —-60 -oe0a

O The attached document(s) is(are) provided as verification of active military service of the veteran named above.
& The military record of the veteran named above contains no evidence that active service was performed.

O The military record of the veteran named above contains no evidence that active duty for training (ADT) was performed.
O The military record of the veteran named above reflects the following dates of active duty for training (ADT) performed:

branch of service

from to from to from to
1 10 19
2 1" 20
3 12 21
4 13 22
5 14 23
B 15 24
7 16 25
8 17 28
g 18 27

O We are unable to provide the exact dates of ADT for each year of service shown ébove because the dates are not
documented in the military record. We have furnished the number of days of ADT performed during those years for which dates
are missing.

O Certification of active service when character of separation was not Honorable, Under Honorable Conditions, Dishonorable,
nor Bad Conduct as a result of a General Court Martial:

branch of service | month/day/year of entry | month/day/year of separation | character of separation

Reason for separation: -
a. 0 Desertion.
b. ©O Resignation for the goad of the service (officers only).

c. D Conscientious Objector who refused to wear the uniform or otherwise to comply with lawful orders of competent military
authority.

d. © Conviction by a civil court for treason, sabotage, espionage, murder, rape, arson, burglary, robbery, kidnapping, assault
with intent to kill, assault with a dangerous weapon, or of an attempt to commit any of these crimes.

e. O None of the above.
f. o Cannot be determined from available records.

T-29- 98

5 Date .
SOC.!G\’ SG’CLU'*'(}" Ad m /\j/?%u: . Fewe,
For tha Chief.
G151 Efaghonm RY, B Elor i o
@ vy Relerence Branch

SH. Lowrd, Mo L3777 o incords Paconsrcton Branch

MATIOHAL PERSONNEL RECORDS CENTER
(MElitary Parsosnel Aecords)

G700 Page Avenue

51 Louls, MO 63132-5100

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NPRC TEST FORM 98-1 (9-98)
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
National Personnel Records Center
St. Louis, Missouri 63132-5100

NPRC 1864.106F
April 15, 2010

NPRC MEMORANDUM
SUBJECT: Affixing NARA official seal by embossing documents or photocopies of documents

1. Purpose. This memorandum provides a list of documents that should be embossed with an
official seal.

2. Cancellation. NPRC 1864.106E is canceled.
3. Reason for revision. This memorandum is updated to include the requirement to affix the

NARA official seal by embossing to DD Forms 1300, Report of Casualty, and to reflect changes
in the NPRC organization since the prior revision.

4. Applicability. This memorandum applies to all personnel of NPRC involved in the
preparation or dispatch of replies to reference service inquiries.

5. Instructions. Instructions for affixing the official NARA seal by embossing to documents or
photocopies of documents are provided in the attached.

6. Forms. This memorandum makes use of the following forms:

NA Form 13005, Certificate in Lieu of Lost or Destroyed Certificate of
Discharge from Civilian Conservation Corps

NA Form 13010, Certification of Discharge from Draft

NA Form 13038, Certification of Military Service

NA Form 13040-A, Authentication Certificate (CPR)

NA Form 13040-B, Authentication Certificate (MPR)

NA Form 13106, Birth Information

DD Form 214, Report of Separation from Active Duty

DD Form 215, Correction to DD Form 214

DD Form 303A, Certificate in Lieu of Lost or Destroyed Discharge Certificate

DD Form 303AF, Certificate in Lieu of Lost or Destroyed Discharge Certificate

DD Form 1300, Report of Casualty

R. L. HINDMAN
Director

Distribution: O, P, (R: NRPM1, NRPM3, NRPM4, NRPM5, Attachment
NRPCR-P)



April 15, 2010 ATTACHMENT NPRC 1864.106F
1. Background. Various documents or copies of documents, furnished by the military

correspondence teams and civilian reference branches, are embossed with an official seal to
attest to their authenticity. The NARA seal embosser is used for this purpose.

2. Responsibility.

a. NPRC (MPR) 9700 Page. The person working the case affixes the embossed seal to the
document.

b. NPRC(CPR) 111 Winnebago. The technician preparing the document routes the
completed response to the branch chief, who embosses the seal on the document.

3. Documents which require an official embossed seal. The documents listed below require an
official embossed seal:

a. Non Archival Cases -NPRC(MPR) 9700 Page.

(1) DD 303A, Certificate in Lieu of Lost or Destroyed Discharge Certificate (Army)
(2) DD 303AF, Certificate in Lieu of Lost or Destroyed Discharge Certificate (Air Force)

(3) DD 214, Report of Separation from Active Duty (and any predecessor forms that
served as separation documents)

(4) DD 215, Correction to DD Form 214 (unless signed in original by official of the
military department concerned)

(5) NA Form 13010, Certification of Discharge from Draft

(6) NA Form 13038, Certification of Military Service

(7) NA Form 13040-B, Authentication Certificate

(8) NA Form 13106, Birth Information

(9) Composed certificates, prepared on letterhead stationery attesting to information of
record or absence of desired information in legal action cases. (See NPRC 1864.107, Legal
demands for records and/or information.)

(10) DD Form 1300, Report of Casualty

b. Archival Cases — NPRC (MPR) 9700 Page. Normally archival cases are not embossed

with the seal; however, the seal may be placed on those documents listed in 3(a) above if the

document is to be used for benefits. Generally, if a requestor asks for a seal it is permissible to
place a seal on a document.

1 PAR 1
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c. NPRC (CPR) 111 Winnebago.

(1) NA Form 13005, Certificate in Lieu of Lost or Destroyed Certificate of Discharge
from Civilian Conservation Corps

(2) NA Form 13040-A, Authentication Certificate
(3) NA Form 13106, Birth Information

(4) Composed certificates, prepared on letterhead stationery attesting to information of
record or absence of desired information in legal action cases. (See NPRC 1864.107, Legal
demands for records and/or information.)

4. Other documents that may require a seal impression. In addition to documents listed in
paragraph 3, the embossed seal is placed on some nonrecurring items and on other documents
when the requester asks. If a document is returned with a request that the seal be placed on the
document, the technician shall verify the copy against the original record, then affix the seal and
return the document to the requester. Some requesters ask every document be embossed with
a seal. This is not required as it can be very costly and time consuming. In those cases, only
emboss the required documents listed in paragraph 3 above.

5. Reaquests from veterans from California. If the request is from a veteran living in California
who indicates that the document will be used for recording purposes, such as with a County
Recorder, the document is certified with both the NARA seal and the signature of the core
manager. The technician shall complete the following:

a. Prepares appropriate correspondence.

b. Photocopies separation document and NA Form 13040-B on legal-sized paper. The NA
Form 13040-B is copied below the separation document.

c. Places NARA seal on document.
d. Routes the photocopy and correspondence to the core manager for signature.

6. Notarized statements. The NARA seal is used in lieu of a notarized statement.

7. Applying seals to microfiche images. When the document is on microfiche, affixing the
NARA seal to the paper copy made from the fiche image is proper.

8. Security. Technicians shall place the embosser in a secure location when not in use.

PAR 3 2
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Figure 4: Example of completed NA Form 13003, Request for Amendment(s) to
Computer Index

REQUEST FOR AMENDNMENT (S) TO COMPUTER INDEX

TO: ROOM DATE
VhLITARY OPERATIONS BRANGH 1194 (sHow curresr PATS)

RELEIESRInD SERVICE NUMBER SERVICE

LAST NAME - FIRST NAME - MIDDLE INITIAL (PRINT) SSN CODE REGISTER NUMBER

Jowes, *Jonw J, N AR B ks 9847

Show exact record
Information to be —
deleted as it appears

ADD RECORD on the FAR.
SERVICE NUMBER SERVICE
LAST NAME - FIRST NAME - MIDDLE INITIAL (PR!NT) SS8N CODE REGISTER NUMBER
Jowes, vy el R AR B 06s 9547
Show correct NAME,

SSN, SN, SERVICE - —
CODE, and REGISTRY
Reason for action requested above: | NO. to be added.

;c! OnRRECT THE S&RVICTE NumBER

Show exact reason for the request,

! REQUESTED BY/RETURN TO: | Branch, Section, Unit TEL. EXT. ROOM
,ﬁ? C?'U—V'fﬂ‘ Give complete "return tc: information. NAPMA-C  vooo B
174
NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 13003 (REV. 3-98)
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NPRC 1865.126
July 10,2014

NPRC MEMORANDUM
SUBJECT: Standard Operating Procedure (SOP) for Refile Section, Records Retrieval Branch

1. Purpose. This memorandum along with its attachments define the functions, responsibilities,
processes, and procedures of Refile Section, Records Retrieval Branch.

2. Cancellation. This directive cancels and replaces 1865.28C dated May 13, 2005 and updates NPRC
1865.126 dated February 27, 2013.

3. Reason for revision. Incorporates components of 1865.28C regarding filing systems and
arrangement patterns of holdings and updates the previous issuance of 1865.126 to remove the
requirement for documents to be entered into the Interfile Batch Control Application in instances
where the Refile Section Supervisor determines the documents to have been sent to NPRC in error
and to clarify some roles and responsibilities.

4. Applicability. The information contained herein applies to all members of the Refile Section,
Records Retrieval Branch.

5. Figures.

a. Refile Process Flow Chart.pdf — defines the business process flow of Refile Process
b. Interfile Process Flow Chart.pdf — defines the business process flow of Interfile Process
c. Interfile Form.pdf — Sample form for use in Interfile process

SCOTT A. LEVINS
Director

Distribution: AFN-MR, AFN, AFN-Staff
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STANDARD OPERATING PROCEDURES

FOR

REFILE SECTION, RECORDS RETRIEVAL BRANCH

AT NPRC-MPR
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1 Refile Section Overview

Background.
A. Responsibilities

This is the section in the Records Retrieval Branch (RRB) that is responsible for returning
records to their correct locations in the Stacks and for interfiling late-flowing or loose documents
into the correct folders. Additionally, the Refile Section also performs the critical task of space
maintenance, which is the process of physically maintaining the records holdings and the stack
area, ensuring the records are properly protected. All employees should observe appropriate
safety precautions when working in the file areas.

The Refile Section consists of one supervisor, one assistant supervisor, four lead technicians, and
approximately 50 employees who carry out the refile and interfile duties. The Refile Section is
comprised of the following personnel roles, which are described in detail in the respective
process sections later in this document:

Refile Section Supervisor
- Responsible for directing the Refile staff in achieving its overall mission through efficient
and timely management of resources, using reports that identify areas where resources
need to be applied.

Assistant Section Supervisor
- Responsible for directing the Refile staff in achieving its overall mission through efficient
and timely management of resources, using reports that identify areas where resources
need to be applied. Serves as the Refile Section Supervisor when the Supervisor is
absent.

Refile Lead (Floor)
- Directs operations in the office. Assigns refile/interfile batches of work.
- Provides training to Refilers and documents individual training charts.
- Is available to answer questions from Refilers.

Refile Lead (Stacks)
- Directs operations in the stack area.
- Provides on-the-job training to Refilers.
- Is available to answer questions from Refilers.

Refile Lead (Audit)
- Conducts audits of work completed by Refile employees.
- Provides on-the-job training to Refilers.
- Is available to answer questions from Refilers.

Interfile Lead (Audit)



July 10, 2014 NPRC 1865.126

- Conducts audits of interfile work completed by Refile employees.
- 1 7des on-the-job interfile training to Refilers.
- Is available to answer questions from Refilers.

Refiler
- Picks up and sorts records for refile.
- Refiles records in correct locations, using data printed on record labels.
- Sorts documents and enters interfile data into database.
- Interfiles documents in correct records, using data printed on Finding Aid Reports (FAR).
- Replaces damaged boxes stored in stacks and keeps stack areas neat.

In addition, the Refile Section receives requests from customers attempting to locate a record
that has been removed from the file location and is being processed for refiling. Customers send
e-mails to the MPR Refile mailbox, which is monitored and answered by the Refile Supervisor
and Assistant Supervisor. If the record is located, the supervisor arranges with the customer to
process the record.

B. Filing systems. Military personnel and medical records held at MPR are filed according
to various records systems.

a. Alphabetically by last name of veteran

b. Numerically by registry number. This system assigns consecutive numbers to
folders when they are entered into the records block. The registry number for
each folder is cross-referenced on the computer with the veteran’s name and
usually one other identifier (either service number (SN), social security number
(SSN), or date of birth).

c. Numerically by service number (SN). This system also includes the few records
that are filed according to the “terminal digit” method. Under this method used at
NPRC to file Marine Corps officers’ personnel folders, every SN which ends in
the same three digits is filed in the same subgroup. The folders are then arranged
in numerical order within each subgroup, according to the remaining (first) digits.

C. Record arrangements. Records are maintained in 15 bays at MPR. Each bay has three
levels. The first level is a 15-high shelving unit, three cube cartons wide and two deep.
The second and third levels are 7-high, three cube cartons wide and two deep. Cartons
are stored “two deep” when they are all part of the same records block. When cartons are
“veneered” the back boxes belong to a records block that is separate from the front boxes.
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2 Records Ref'e Process

The records refile process involves returning records hat have been previously charged out of
their proper locations for delivery to requesters. A c..tical part of this process is making certain
that the records are returned to their correct locations. The details governing the Refile Process
are described in the MPR REFILE PROCESS flow chart. It is crucial that the process specified is
followed closely and accurately. Any deviation potentially places records at risk of being
misplaced. Any unspecified situations encountered should be resolved through NPRC’s
Supervisory/Management chain.

The Refile Process is composed of the following steps:

Step_ Description
Pre-Processing During this step, records are gathered from all sources and placed
on mobile sort tables based on military branch of service.
Sorting This step consists of organizing the records into groupings that are

conducive to efficient filing in the Center holdings. By grouping
records whose designated locations are in close proximity to each
other, the Refiler can achieve the maximum rate of refile while
expending the minimum amount of time.

Batching Records are placed in batches on carts. Finding Aid Reports are
removed from records and batches are created using CMRS
wanding.

Refiling This step is the physical act of replacing the records in their correct

locations in the stacks. Charge out sheets from the stack locations
are wanded into CMRS documenting that records were refiled.
Reconciling All charge out sheets are delivered to the Audit lead for review. If
any discrepancies are found during the CMRS wanding to Refiled,
the auditor resolves each situation through documented procedures.

2.1 Pre-Processing

This step consists of determining whether a record is ready to be refiled. Records are picked up
from requesters (Cores, Research Rooms, and tenant agencies) using large carts and are
delivered to the Refile area by Refile staff members. Records are removed from the carts and
placed on mobile sort tables where they are grouped by military service branch. If the records
have a notice attached from the Preservation Department, they are routed to that section to
handle and process. Records that are returned from another agency (Loan & Transfer returns)
must be wanded into CMRS by Support employees to change the Search status to LT Returned.
Records that are returned through the mail room are delivered directly to the Support area to be
wanded in CMRS. Clinical records that are sent to RRB in error are returned to the Core that
ordered them. If an auxiliary record is found to have been returned to RRB in error, it is
removed from the process. Auxiliary records should be copies only and are never refiled. If the
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auxiliary records are copies, they are discarded in the Witness Disposal Containers. Original
doct___nts are sent to the Organizational Records Section Supervisor to be refiled.

When the sort table is full, the records are moved to the appropriate sort rack bin.

Task Ownership:
e The Refile Supervisor is responsible for designating individuals to retrieve records
from requesters.
e Refile employees are responsible for routing records requiring special handling to the
appropriate locations.
e Support employees are responsible for wanding all returned L&T records into CMRS.

2.2 Sorting

During this step, records are reviewed by Refile employees and placed in the appropriate bins. If
the record does not have a FAR, or L&T bar code sticker attached, it is placed in the designated
bin for Support employees to search CMRS. If an entry is found for the record in CMRS, a FAR
is printed out and attached to the record. The record is then placed in the appropriate sort rack
bin. If there is no data in CMRS for the record and, therefore no FAR can be printed, the record
is placed in the bin for NON-CMRS records and is refiled using that process.

If the record is missing an identifying label, a Support employee searches the Registry System
using the veteran’s name, service number or SSN. If a file location is found in the system, the
employee prints out a new label and attaches it to the record.

Employees sorting records also look for two or more records that are banded together. If the
records pertain to different individuals, the employee separates them and continues with the
sorting process. If the records belong to the same individ