16

RECORDS SOP
1.  References:
    a. AR 600-8-1 Army Casualty Operations/ Assistance/ Insurance

   b. AR 600-8-2 Suspension of Favorable Actions (Flags) 

    c. AR 600-8-104 Military Personnel Information Management/ Records 

    d. AR 600-8 Military Personnel Management 

    e. AR 638-2 Care and Disposition of Remains and Disposition of Personnel Effects

    f. AR 680-29 Military, Personnel, Organization and Type of Transaction Codes

    g. EMILPO Functional Guidance 

    h. All pertinent Milper Messages effecting Records Management Procedures. 

    i. PSDR Guidance

    j. EMILPO online training. 

Military Personnel File (MPF) Accountability

1. The MPF’s main purpose is to assist in the casualty notification process. If a Soldier is injured or 
killed, the names and address from the DD93 are used to notify the family. The SGLI is used for the 

insurance information. The form details how the insurance money is divided. The maximum coverage 
is $400,000.
2. The MPF consists of the required minimum documents

     a. DD93/SGLI

     b. ERB/ORB

     c. Enlistment Contracts for Enlisted Soldiers

     d. Oath of Office for officers
     e. DA Form 873 Security Clearance for Officers. 

     f. Current Promotion Orders (1st PERSCOM Standard)
     g. Current Reassignment Orders (1st PERSCOM Standard)

3. Print a new AAA-162 from EMILPO for each UIC. Once logged on to EMILPO 

select reports. Scroll down to the Unit Identification Code (UIC), select ‘ok’ and then print the report.  Screen all on-hand records versus the AAA-162 to determine full accountability.
4. If DA 543 Request for Record is in place of the MPF, ensure that the DD93/SGLI is 

attached to the DA 543.

5. If a Soldier transitions out of the unit and is not listed on the AAA-162, then the DA 543 can be removed and destroyed. 

6. Follow up on any missing MPF’s. Contact the Soldier to have them sign a new DD93/SGLI and reconstruct record. 
7. During the AAA-162 Accountability, all DD93/SGLIs should be screened for completeness and 
accuracy.
8. Soldiers PCS’ing should hand carry their MPF to the next duty station. The MPF will be put in an 

envelope and sealed with tape.  The Soldier will be informed that they will not open the envelope     

and that documents will not be removed or altered.

9. The DA 543 will put in place of the MPF in the cabinet. 
10.Certain situations require that the Soldier not hand carry their records:

      a. Court Martial conviction

      b. Soldiers scheduled for separation because of board processing

      c.  ETS and chapters;  send the MPF to the transitions center for processing. 

      d. Medical patients confined to a stretcher or wheelchair will have an escort hand carry their
      MPF.   

Military Personnel File (MPF) security 
1. The MPF contains sensitive information. The Soldier’s name, social security number, and family 

member information is in the MPF.  The information needs to be secure to avoid it being used

for harmful purposes such as identity theft. 
2. Storage location of MPF should be locked while unattended. Ensure there is no unauthorized      
                       
disclosure, loss, or destruction of any information in the personnel records. 

3. Storage location should be selected to prevent unauthorized access. 

DD93/SGLI
1. Under the EMILPO main menu select Emergency Notification. 
2. To update an address select update in the name that needs to be changed. Ensure addresses, phone 
numbers, names are correct. Do not use CMR boxes or PO Boxes. Accuracy is very important to 
assist the casualty notification process.
3. Soldier has a spouse and children: The children’s address will be blank if the spouse and the 

child have the same address. 

4. If the father or mother is deceased, select deceased.  Erase all information in the address block.  

5. Person Authorized to Direct Disposition of remains. 
    a. Additional Emergency Information. Ensure additional emergency information section C
  contains Person Authorized to Direct Disposition of remains (PADD). It should include: 
name of individual, relationship, complete address, phone number.
    b.The PADD must be a blood relative or spouse. If the Soldier selects someone that is

not, then a DA Form 4856 must be done. Use the section below listed in italics for the 

discussion portion of the DA Form 4856 blood relative. If a Soldier selects a PADD that does not meet the criteria, the Soldier must be counseled informing them that it is an unusual PADD designation.  See following page for counseling information.                                                                
In accordance with MILPER Message 06-020, you are being counseled for your choice of PADD.  The first person in the PADD order of preference for both married and unmarried Soldiers will be the person designated on the DD Form 93.  The Soldier can designate any blood relative or spouse (if married).

Your PADD selection is outside of the normal order of precedence:  
(1) Spouse, even if a minor
 (2) Sons or daughters who have reached the age of majority in the order of seniority (age) 
(3) Parents in order of seniority (age)
(4) Blood or adoptive relative who was granted legal custody of individual
(5) Elder sibling who has reached age of majority in order of seniority (age)
(6) Grandparents in order of seniority (age)
(7) other adult blood relatives in order of relationship 
(8) Remarried surviving spouse (special cases only) 
(9), Person in loco parentis
(10) Legal representative of estate when categories (1) thru (9) are unable to be identified 
(11) Personal friend of the deceased
(12) CDR, AHRC

Understand that other members of your family may not necessarily agree with your designated PADD.  The Army will not become involved with this family issue and will comply with the Soldier's wishes to the extent possible.  However, the Army will comply with a civil court order enjoining the Army from transferring custody of the remains or granting control or custody of the remains to a person other that the person designated by you.

 If you still wish to make an unusual PADD designation, please complete and sign the following statement:

 I, ____________________________________, was counseled regarding my unusual PADD designation on ________________            ___________.

                               name                             date
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A legible copy of the DD93 with original signatures will be mailed to: 


Commander, HRC


ATTN: TAPC-PEC


2461 Eisenhower Ave.


Alexandria, VA 22331-0481

7. DD93/SGLI must be updated or verified during in/out processing, during record audit, in conjunction with an emergency deployment readiness exercise, or at a minimum, annually.  

8. Prior to adding or taking dependents off the DD93/SGLI the Soldier must go to the local ID Cards 
facility to update DEERS. Proper documentation must be presented prior to updating DEERS. The    updates will take 24 to 48 hours. 

9. When printing the DD93 there will be 3 pages printed out. The first one is the DD93; the next two pages are instructions on how to fill out the form. 
Family SGLI
1. Family SGLI is coverage is intended for family members of Soldiers. Family Coverage for insured 
dependent children for SGLI purposes is $10,000. Family Coverage for the spouse is up to 

$100,000.  
2. Family SGLI is not done in EMILPO. 

3. A dual military couple can have both the SGLI and the family SGLI for coverage of 
$500,000. 
4. Fill out SGLV8285 if insurance has been cancelled and needs reinstatement. 

5. Fill out SGLV8286A for increase, decrease or stopping coverage.  
6. To gain access to the Family SGLI, which requires a user ID and password, call Defense Manpower 

Data Center at phone number at (703) 325-6247. The website is    

https://www.dmdc.osd.mil/fsgli/owa/fsglirequest.home
7. There is a user manual available at http://www.dmdc.osd.mil/dpdri/owa/SGLIInfo.Help
ORB updates

1. EMILPO can be used to update ORB’s in limited areas. The following areas can be updated through EMILPO:

a. APFT/HT/WT

b. Military Awards/Decorations

c. Military School 

d. Personal Family Data


e. Number of Dependents

2. The ORB contains unfamiliar acronyms. Refer to DA Pam 640-1 Officer’s Guide to the Officer 

Record Brief for further guidance. 
Log on procedures
1. Logon to the TOPMIS II system.  
2. In the far left corner of the tool bar locate the red and blue box for all TOMPIS applications. This is 

the application service. An open ORB shell will open and on the left side of the ORB will be a search box. There is a selection for Warrant or officer. Select one by clicking in the “radio

button”.  There is a selection for regular or board ORB. The board ORB is used for promotion 
boards. Enter the name or SSN of the officer to update, click on search and names will appear.

If the social security is entered, the name will appear and the information will be inserted into the 
blank ORB. 

3. When the ORB is opened, select the “TOPMIS” application box. Once selected another gray box will

appear. Select ‘ORD’ which stands for Officer Record Data, and the selections will appear that are 
available for update. There are selections such as promotion data, that are for viewing only. 

Section I Assignment Information

1. Select the 02-Overseas Information block. To add additional overseas assignments right click and 

select “add” for a new line of  overseas information. 
	OSASD
	OSAED
	DTDPAR
	CNTOSA
	NBRMOA
	TRCMST
	OSATT 

	19990110
	 19990810
	 19990808
	 IZ-IRAQ
	14
	1-NORMAL TOUR COMPLETE
	C-COMBAT


2. The illustration above is an example of overseas information. 

   a. OSASD Overseas assignment Date

   b. OSAED Overseas Assignment End Date

   c. DTDPAR Date Departed overseas assignment. 

   d. CNTOSA Country of Overseas Assignment code

   e. TRCMST Tour Completion Status

   f. OSATT Type of Overseas Assignment, such as long tour, short tour, deployment, or combat

   tour. 

3. EMILPO Tour data is updated in the overseas assignment section in EMILPO. It takes 24-48 hours 

for the EMILPO system to update the ORB.  Updates in TOPMIS II are instantaneous. 

4. *Once any TOPMIS II update is completed click in the floppy disk located in the toolbar.  The 

floppy disk icon is next to the print icon.*

5. The other sections of section I are updated by contacting the career branch. 

Section IX Assignment History
1. To add an additional line for assignment history right click and select add. 

2. The current assignment can be altered somewhat.  The date of the assignment, the duty, title, and the 
AOC are the only blocks that can be changed. 

3. To add an additional line or delete an assignment history, right click and select add or delete. 

4. The first date in assignment history is the date that the position started. Use the OERs for source 

documentation. 

5. Schools such as Command and Staff, Officer Basic Course and Officer Advanced course will be listed in the assignment history section. When viewing the ORB, military schools will not be seen. To update schools, select military education under the Officer Record Data Section. 

6. Assignment History updates can also be done in EMILPO; however TOPMIS II is simpler to use. 
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The Assignment History Screen allows field users to update information on an officer’s
assignment history. Field users can update assignment history in eMILPO, but the

functionality is not as simple as TOPMIS II. Field user cannot update the officer’s current

duty in TOPMIS, this task is accomplished by slotting the officer in eMILPO in the
Personnel Accounting main menu. Before making updates, field user’'s must verify the

officer was assigned to the unit and occupied the duty position. While their is no specific
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Section III Service Data
This section is a read only section. No updates can be performed. 
Section IV Personal/Family Data

In the ORD section, utilize 4A- Personal Mailing Address and 4B Personal Info, Family, Spouse for 
updates. 

Section VI Military Education 

To add military schools, use the same code book for ERBs.  If an officer was prior enlisted, education from both enlisted and officer status’ can be added in the ORD section.  

Section VII Civilian Education

1. Civilian education for officer can only be completed through TOPMIS II. 
2.  In the top section of the update screen select the type of degree completed. 

3. A new line is added by right click and select add. Complete each block for update. 

     a. EDU CAT- Enter C for completed degree

     b. CVEDI- The institution attended. To quicken the search for name of college utilize the Tess           Search. Click on the magnifying glass in the TOPMIS II toolbar. In the section enter field 

name or value type CVEDI. In the search criteria enter the name of school. Click on the next button to search for the criteria. 

    c. The MSAE is the major. 

    b. The CVEFCS is the education funding source. Enter the letter C. 

    e. The CEDG is education degree completed such as BA, BS, MBA. 
    f. The YREC is the year completed. 

4. The illustration below is an example of how to fill out the civilian education.   

[image: image3.emf]
ERB updates

1. All updates must have supporting documents, such as DA 638, Award Certificate, or college 

transcripts.  
2.  Allow 24 to 48 hours for updates to the ERB. This lag time is especially important for board updates. 
Section 1 Assignment information
1. On the EMILPO main menu go to Assignment History and then to the sub menu Tour Credits. 

2. Enter the OS/Deployment Combat Duty. 

	 SSN: 111111111    UIC:  WAPBAA
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	Action
	Status
	OS Start Date
	OS End Date
	OS Country 
	Tour Type
	No. Of Months
	Tour Completion Status
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	20040120
	20050310
	IRAQ
	COMBAT
	13
	NORMAL TOUR COMPLETED
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	BOSNIA AND HERCEGOVINA
	OPERATIONAL DEPLOYMENT (NON-COMBAT)
	6
	NORMAL TOUR COMPLETED
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	20010601
	20050604
	HAWAII
	LONG
	48
	NORMAL TOUR COMPLETED
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3. Dwell Time- This the number of days the Soldier not deployed. Capturing dwell time is a critical effort in determining stress on the force and a management indicator for manning, assignment and personnel management decisions.   Taken from MILPER message 06-004.
4. Deployments such as Bosnia, Kosovo are entered as Operational Deployment (non-combat)

5. Overseas tours such as Germany, Hawaii, Italy, are long tours and generally last 24 or 36 months. 
6. Overseas tours such as Korea, Egypt, Cuba and are generally 12 months in length. 

Section II Security Data

Completed by the S2 or G2. 

Section III Service Data

1. BASD-Basic Active Service.  If it is incorrect need DA Form 1506 to correct. This is updated by 

finance.
2. PEBD- Pay Entry Basic Date.  If it is incorrect need DA Form 1506 to correct. This is updated by 

finance 
3. BESD- Basic Enlisted Service Date is corrected in EMILPO
4. ETS- Expiration Term of Service. Retention corrects/changes this field. 

5. DIEMS- Date Initial Entry Military Service. Follow the link for corrections. 
http://www.erec.army.mil/DIEMS/diems_home.htm

6. Reenl/Elgib Code- Code that shows the Eligibility to Re-enlist. The code of 10 means that there is no  

disqualification for the Soldier to re-enlist. The Reenlistment code is updated by Career Counselors.

	Code Value
	Description 

	9A
	List Time Soldier was AWOL at some time. 

	9E
	Physical Fitness- Soldier failed record APFT

	9G
	Grade

	9K
	Field Bar to Reenlistment

	9L
	DA Bar to Reenlistment

	9N
	Court Martial Conviction

	9O
	Age

	9Q
	Declination of Continued Service Statement

	9U 
	Weapons

	9W
	Article 15

	9X
	Other 

	9Z
	Weight

	9P
	Lost qualification in Individual MOS

	9J
	Field Bar to Reenlistment- Approved Retirement

	9M
	Field Bar to Reenlistment- Approved Retirement

	9R
	Declination of Continued Service Statement-Approved Retirement

	9Y
	Retirement

	9B
	Citizenship Criteria

	9C
	Trainability

	9D
	Pending Security Clearance Determination

	9F
	Civilian education Status 

	9H
	Pending MMRB/MEB/PEB

	9I
	Non Promotable Status

	9S
	Conscientious Objector (except for CMF 91)

	9V
	Pending Separation


7. #Days Lost- Means the number of days lost. 
8. AGCM DATE- Date the Soldier is last received the medal. It will appear as YYYYMMDD. 

9. AGCM Elig Date- Date Soldier is next eligible for the Good Conduct Medal. 

10. The bottom part of section III has the Date of Rank for all ranks earned. 

Section IV Family/Personal Data
1. The following sections are updated under the Personal section of the EMILPO main menu:

    a. Date of Birth

    b. Birthplace

    c. Country of Citzsenship
    d. Sex/Race 

    e. Religion

    f. Mailing Address (under the address section)
2. To update the Height/Weight and the APFT Date, go to Tests, and then APFT, under the EMILPO 
main menu. 

3. The EFMP date is updated by the Army Community Service office in conjunction with the paperwork 

required for enrolling dependents in the EFMP program. 

4. The physical category, physical exam, and the MMRB results dates are updated by medical 
personnel.

5. Home of Record is updated by Department of Army. Send a DA Form 1966 or DA Form 4/1, which 

are both part of the enlistment contract. It must be the first enlistment contract.  Email the documents 

to helpdesk@ahrs.army.mil  
6. Emergency Data Verified Date This is updated under the DD93 portion of EMILPO.  The Additional 

Emergency Information screen has a block for updating it. 

Section V Foreign Language
1. The two most common are the Defense Language Proficiency Test (DLPT) and the DLAB. 
Under the main menu go to tests and then Personnel Management Tests for updates.  

2. The DLPT is updated by Defense Language Proficiency Test (DLPT), The S-1’s will be able to  enter 
Test Date and overall Test Score information for the only. IAW AR 611-6, only DA can enter the 

date for Language", “Read”, “Listen”, and “Speak” on the ERB. Enlisted Soldiers should contact 
Enlisted Personnel Management Division (EPMD) at:

      DSN: 221-5051, COML: (703) 325-5051, 
      COML Fax: (703) 325-4304
(EPMD will accept copies from the Soldier, S-1’s, or TCO as long as they have the TCO’s signature. Officers should contact their branch manager.) 

3. Records Custodians will be able to enter the Test Date and Score for the Defense Language Aptitude 
Test (DLAB) directly into EMILPO for display on the ERB.  

Section VI Military Education
1. The MEL/MES block is the last school the Soldier graduated from; for example, ANCOC and WLC.  

2. The section course is for all military schools. To update a school code is needed from EMILPO 

functional guidance, page 35. Download the military school code from the website and save to

desktop for later reference. Utilize the control and F function to do quick searches for schools. 
Once the course has been added, send a copy to the OMPF. If there is no code for the course send it to 

the OMPF anyway. 

3. Correspondence Courses are separate from military schools. A course or school should be listed in as either a military school or correspondence course, not both. Do not divide the number of hours by 5. This is the responsibility of the promotions section. Ensure proper documentation is received and carefully calculated.
Section VII Civilian Education 

1. In order for the college to be listed on the ERB, it must be listed on the www.chea.org website. 
2. On the EMILPO main menu, go to Education, and then to civilian degree. This will list the major, 

degree, and the year completed. 

3. The Institution and Discipline on the ERB is updated by going to Education on the main menu and 

then to civilian education section.  

4. If there is more than one transcript the Soldier will go to the education office. They will analyze the 
transcripts to determine the number of credit hours the Soldier has earned.

5. Refer to AR 600-8-19 for full guidance on civilian education and how it relates to promotion points. 

Section VIII Awards and decorations
1. In the EMILPO main menu, go the section Individual Awards.
2. To add awards such as the Army Achievement Medal or the Army Commendation Medal select 
‘Individual Awards’ in the EMILPO main menu. In the Award Category select Military Decoration.
In the section ‘award type’ select the type of award. 
3. Ensure that supporting documents are viewed prior to adding any awards to the ERB. If the award is 

not available, the Soldier should check the OMPF to see if the award is on there. 
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	This page allows the user to add an individual award for the selected Soldier. Please enter or select the requested data. (*) denotes a required field.


	· Click "Save" to save the current record. Click "Next" to proceed without saving. 

· Click "Reset" to clear the fields. Click "Close" to exit the page and terminate the working session. 
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Basic Marksman Qualification Badge:
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Bottom of Form

4. Unit awards are worn by personnel that are members of the unit. If the Soldier participated in the 
cited action they are allowed to wear the unit award permanently and have it added to the ERB. If 
the Soldier is not assigned to the unit when the cited action occurs then the Soldier cannot wear it 
permanently. Refer to the HRC website link for a listing of unit awards: 
https://www.hrc.army.mil/site/active/TAGD/awards/index.htm
Section IX Assignment Information
1. Date of Loss is automatically calculated from the Soldier’s Number of TDY Days and the Number of 

Leave Days.  
2. Date of Last PCS- To correct this date, send the PCS orders, along with a sign in roster (personnel 

register) or CQ log, to AHRC-EPO-E EDAS section, at DSN: 221-8943/7210, Fax number: (703) 325-
7212. 

3. Date of Last NCOER is automatically updated when the NCOER is posted in EREC. 
Assignment History
*NOTE:  The Assignment History and Duty History are two separate areas.  However, the Duty History is a subsection of the Assignment History section.

The first step is to select Assignment/ Duty History from the e-MILPO main menu.  

ADDING, EDITING, REMOVING UNIT DESCRIPTION

The next screen will show you the list of all the units and UICS the Soldier has been assigned to, along with the start and end dates.  These are not necessarily the start and end dates that show on the ERB.  This screen allows you to remove or edit unit description information only, and add an assignment.  Select “Update”, “Remove”, or check the box to “Add Assignment History” and click Save. 
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	This page allows the user to add, update or remove one or multiple assignment history data. Select from the corresponding picklist to update or remove. Click on the checkbox to add. 

	· Click "Submit" to proceed. Click "Close" to exit the page and terminate the working session. 
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Bottom of Form

To add a unit assignment, enter a UIC, and the unit description will appear.  However, the description can be edited.  (NOTE:  The unit listed as “CURRENT” cannot be edited by anyone other than the current organization.) 
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	This page allows the user to process assignment history data for a Soldier. (*) denotes required fields.

	· Click "Save" to save the current record. 

· Click "Next" to proceed without saving. Click "Close" to exit the page. 
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	Basic Assignment Data
Assignment Date: 
20040711 

Departure Date: 
UIC: 
WDR3B0 

 

Unit Designation: 
0055AGPSB DET B

 

Assignment Location: 
GERMANY 

State: 




	Duty Assignment History

	Action
	Status
	Duty Assignment Date
	Duty MOS/AOC
	Duty Title
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	SURPLUS SLDR
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	42A
	HUMAN RESOURCES SGT
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	42A
	PERSONNEL SVC SGT
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	[image: image59.wmf]Add Duty Assignment History 

[image: image60.wmf]

e3d86133a6ccbb



 HTMLCONTROL Forms.HTML:Hidden.1 [image: image61.wmf]

America/New_Yo



 HTMLCONTROL Forms.HTML:Hidden.1 [image: image62.wmf]

Europe/Berlin



 HTMLCONTROL Forms.HTML:Hidden.1 [image: image63.wmf]




	


 HYPERLINK "javascript:submitDetailPage('next');" 
[image: image65.png]




 HYPERLINK "javascript:submitDetailPage('close');" 
[image: image66.png]Close







Bottom of Form

ADDING, EDITING, REMOVING DUTY TITLES

After the entry is saved, the duty titles that fall in between the start and end dates for this UIC can be updated.  To edit or remove a duty title, select “Update” for the unit description.  To add a duty title, check the box at the bottom for “Add Duty Assignment History” and click Save.  The following screen has entries for the duty assignment date that shows on the ERB.  This is also the access to the duty MOS, skill level, duty ASI and/or SQI, and month duration during this duty title. 

Rules for Assignment History Section:

*  The effective dates of status changes, ie arrivals, will be the actual date the transaction is done.

*  Assignment History dates as well as Duty Assignment History dates cannot overlap.  In addition, Departure Dates must be the day before the Arrival Date for the next Assignment.  

*  Assignment dates cannot be prior to the Soldier’s BASD.

*  The same UIC cannot be added back to back in the Assignment History…

    If you need to make another entry on the ERB for that UIC, add it as a duty title within that UIC Assignment.
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	This page allows the user to a historical duty assignment data for the selected Soldier. (*) denotes required fields. 


	· Click "Save" to save the current record. Click "Next" to skip this action. 

· Click "Close" to exit the page and terminate the working session. 
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Section X Remarks

1. HIV YRMO: Updated by medical personnel through the MEDPROS system. 

2. RGMT AFL: This is updated by sending a DA Form 4187 request to Commander, US Army Human 
Resources Command, ATTN: AHRC-EPS-C, 2461 Eisenhower Ave. Alexandria, VA 22331.  For 

further guidance on regimental affiliation and a sample DA Form 4187, read AR 600-82.

3. Date Last Photo; The photo date will be updated within a couple of days of taking an official photo. 
Looking for more documents like this one?          AskTOP.net        Leader Development for Army Professionals
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