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PREFACE 

This programed text is designed to give you a basic understanding 
of personnel actions including the principles involved and the individuals 
who have primary responsibility in this area. In addition, the program 
will familiarize you with some forms which will be important to you as 
warrant officers. These forms are the Officer Qualification Record (DA 
Form 66), the Officer Assignment Preference Statement (DA Form 483), and the 
Personnel Actions Form (DA Form 2496). 

Start with frame 1 and work each frame in succession. Each frame 
will usually ask you a question. The correct answer is printed on the 
top of the next frame. If you were incorrect, turn back and restudy 
the information before continuing on to the next frame. When you have 
finished the text, complete the self-evaluation exercise. Now begin 
by studying the performance objectives on page iv. 

. ... 

\ . iii 
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PERfORMANCE OBJECTIVES 

Upon completion of this program and without the aid of notes or 
references you will be able to: 

1. Recognize the principles of personnel management. 

2. Identify the individuals responsible for personnel matters and 
recognize their responsibilities. 

3. Identify proper entries and the use of personnel action forms to 
include: 

a. Officers Qualification Record (DA Form 66) 

b. Officers Assignment Preference Statement (DA Form 483) 

c. Personnel Actions (DA Form 2496) 

• • V 



PERSONNEL MANAGEMENT 

FRAME 1 

There are five principles of personnel management. Not all of these 
principles apply to each personnel problem, but a good manager will use as 
many as possible in each of his personnel actions. 

1. Capitalize on the individual's training, intelligence, aptitudes and 
interests. 

2. Utilize each individual fully on essential tasks. 

3. Insure professional development. 

4. Stimulate the individual's desire to produce. 

5. Place the right man on the right job. 

TURN TO FRAME 2 PAGE 3 
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FRAME 18 

Who prepares the Officer Preference Statement DA Form 4837 

a. All personnel in the Army 
~ Each officer and warrant officer 

c.J The S-l 
d. All warrant officers and enlisted personnel 

2 
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FRAME 2 

The first principle ,is to capitalize on the individual's training, in­
telligence, aptitudes and interests. 

Let us assume that you are the personnel officer in an aviation,battal­
ion. You are continually inprocess:tng'andassigning new 'personnel that arrive 
in your battalion. ' 

PFC Jones reports in to your battalion. His records indicate that he 
has completed training as 'an aircraft, machine gunner, but has spent his pre­
vious two months working as a clerk in the operations section of his 'last 
unit. 

You should assign him to 

c. 
d. 

a company operation section' as a clerk. 
an airlift platoon as a helicopter gunner. 
the aircraft maintenance section to repair machine guns. 
the mess hall as a cook. 

":\' (' 

!',,)" ,,-df~~P>', ~:1.I~;r Jti~I~1 ~ h{;jn~~13r:~ j '/( ,-', h 

\: n [ f~ (,t\ /111:(1 I 

TURN TO FRAME 3 PAGE 5 
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Answer: b. Each officer and warrant officer 

FRAME 19 

This form MAY be submitted at any time an officer de­
aires to cbange his ••• ignment preference. It MUST b'-sub­
mitted at the following specific times: 

(1) By newly appointed officer. and offIcers recalled. 
to active duty at the time the Officers Qualification Record 
(DA Form 66) 1s prepared. 

(2) For officers assigned overaeas OJ' on stabiUzed 
toura within the CONUS, 9 montha prior to completion of oyer­
seas or CONUS stabilized tour. 

(3) For officers assigned to a nonate?i1ized CONUS 
assignment, approximately one year after reporting to CONUS 
atation. 

(4) F or student officer., within 60 daya after com­
menoement of a CONUS PCS Service School or civilian insti­
tution. 

Submission of a new Officers Assignment Preference 
Statement voids any previous atatement. Your latest 888ign­

ment preference statement is consulted by Headquarters, De­
partment of the Army assignment agencies each time you are 
considered for reassignment. It is YOUR responsibility to 
keep your preference statement up to date. 

NOTE: CONUS - Continental United States 
PCS - Permanent Change of Station 
Stabilized tour - Guaranteed Length 

An Officers Assignment Preference Statement may be submitted at any time 
an officer desires to change his preference. 

This form must be submitted at these four particular times: 

1. When called to active duty 

2. Ninc months prior to completion of a stabilized tour (guaranteed 
length) 

3. One year after reporting for a non-stabilized tour 

4. By students within 60 days after beginning a pes or civilian school 

.Captain Jones is due to be reassigned from his stabilized 'tour in Decem­
ber. He must submit a DA Form 483 in: 

a. January 
b. June 
c. July 

@ April 

4 



Answer: b. an airlift platoon as a helicopter gunner. 

FRAME 3 

1. Ca.pitalize on the individual's training, intelligence ,aptitudes 
and interests. 

2. Utilize each individual fully on essential tasks. 

If you should gain an individual who is school trained as an OR-13 me­
chanic and also a wheel vehicle mechanic, what should you dO,with him? 

Assign him as an aviation mechanic. 
Assign him as a vehicle mechanic. 
Assign him to battalion maintenance for both ai~craft and vehicle 
maintenance. 
Assign him as a crewch1ef on an OR-13. 

5 



Answer: d. April 

FRAME 20 

\{hat form does DA refer to in order to determine what the individual 
desires for assignment? 

a. DA Form 66 - Officers Qualification Record 
b. DA Standard Form 63 
~" DA Form 483 - Officers. Assignment Preference Statement 

d. DA Form 20 - Enlisted Qualification Record 

How often mayan Officers Assignment Preference DA Form 483 be submitted? 

a. 
b. 

1? 
Once a year 
Every six months 
As often as desired to change preference 
Only when required by regulation 

6 



Answer: c. Assign him to battalion maintenance for both aircraft and vehi­
cle maintenance. 

FRAME 4 

1. Capitalize on the individual's training, intelligence, interests and 
aptitudes. 

2. Utilize the individual fully on essential tasks. 

3. Insure the professional development of each individual. 

One very important aspect of the personnel managers duties is that of 
providing opportunities for the professional development of each man in his 
unit. A good personnel manager is constantly trying to increase the profi, 
ciency and technical level of his men. For example, a crew chief should· have 
his sights set on becoming a well trained mechanic and then a technical 10.':' 
spector. 

The best way to do this would be: 

c. 
d. 

To require everyone to work two hours extra each day 
On the job training, regular school, or increased responsibility 
Promote as many as possible as soon as they are eligible. 
Increase each individual's responsibilities as much as possible. 

7 



Answer: DA Form 483 
As often as desired to change preference 

FRAME 21 

DA Form 483 has a two part section for assignment preference, one for 
CONUS assignments and one for overseas assignments. A capital P is used,to 
designate whether duty or area is of primary impor~ance. i is used for the 
secondary consideration. In the following example, the officer primarily 
desires a troop command duty, of secondary importance is the area. In this 
case this first choice is the first Army area. 

•. ASSIGNMENT PREFERENCES (5 •• hlIel_IIon. on ". ........ • Ide) 

.. PREFERENCES FOR CONUS ASSIGNMENTS AND SCHOOLING (All c::H'fic.e) 

....E. DUTY S_J ARMY AREA STATlCHIS 

1 TROOPS. co ....... NO 1- FIAST 

5 ST"''''' MOIl I , 
4 .JOINT 'T ..... DUTY MO. C , 2 THIRD 

2 DA STAFF WoOS t , 4 ,..OURTH 

1 COHA .. C 3 F.FTN 

us ARAOCOW 6' SIXTH 

A"W,. .T ...... MOIi I , 5 MOW (lnclade • .. ,In 

ROTC IN.TIIIUCTOfil 
".~In.'on. D.C, _a) 

6 KG AC"-esOlllt SPIEC'AL MILITA"Y SCHOOLS (All Oll'cwe) 

A",,",,'''' RE.ERYII AOVISOR SCHOOL COURSE 

7 SERYICE ,CHOOL INSTIIlUCTO" 
., 

RECRUITING DUTY •• 
I. 

R N 0 b PREF'I! E CES F R OVERSEAS ASSIGNMEN:rS (All Ofllce") 

-" DUTY 1 LONG TOUR AREAS P DliTY SHORT TOUR A"_AS 

Z .I0lNT aT ... ",,. MOl t , •• Germany 3 .JOINT ST ... II''''''OS , , •• Korea 
""SS'ON 2. Janan .. ,salON •• Vietnam 

5 NAAG I. 5 ... ...... G I. 

1 CO ...... ANO •• 1 CO ........ NO .. 
3 STAFF MOS I , S. 

, 
2 • T"' ..... MUll I , s • 

4 ATTACHE S. 4 ATTACHE .. 
Co LEA.VE ADDRESS: 

, c I AAIEEA PAllfrERltNCCS. 
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Answer: b. On the job training, regular schools, or increased responsibil­
ity 

FRAME 5 

1. Capitalize on the individual's training, intelligence, aptitudes 
and interests. 

2. Utilize fully on essential tasks. 

3. Insure the professional development of each individual. 

4. Stimulate the individual's desire to produce. 

Probably the most difficult problem for the personnel manager is how to 
motivate his personnel to work effectively and efficiently. There are many 
techniques which can be used to increase motivation; these include reward, 
promotion, giving credit for a job well done, and setting a good'example. The 
result should be a hard worker who gains self-satisfaction from the proper 
performance of his duties. 

One of the least effective techniques of motivation is 

c. 
d. 

promotion. 
punishmen t • 
job satisfaction. 
s'etting a good example • 

9 



FRAME 22 

Hems (ire sclf-~Kplanatory except tnos,", indicatthl below: 
PARAGRAPII 

8a. First indicate with a P (Primnry) or S (Secondary) 
in the heavy outlined blocks opposite the sub-headin~s. 
whether your DUTY prderences or your A],~r.:.\ preferences 

should be given rrincipal considtlration. Jntliciltc under head_ 

i.ng title~ DUTY your preference for duties commencing with l. 
Officers who desire duties in the various functional HehiR of 
the Technical and AclminiRtrative Services (i.e. Post engineer, 
1~e8earch Md Development, Finance and Accounting) may 

add such duty in the blank space provided., Appropriate MOS 
should be entered in SpAce provided when staU duty is dc­
sired. Indicate under hcading ARMY AREA your preferences 
by inserting numbers 1 through 7 in boxes provided. If assign­
ment to specifiC duty stations or States wi.thin the CONUS is 
desired, --list on line of appropriate Army "rea and incliCHte 
priority. List under SPECIAL mLITA~Y SCHOOLS those 
schools for which you are quulified Ilnd desire to aHend in 
the order oC priority. (SeeDA PlJUll'hiet 20-21.) All cHl!;ible 
officers are c'onsidered for Branch and Senior Service Schools 
each year in which they are available Cor assignment. There­
lore, it is unnecessary for you to indicate preference -for, at­
tendance lit Branch or Senior Service Schools. 
PARAGRAPH 

8b. First indicate with a P (Prinwry) or S (Socoild .. ,ry) 
in the heavy outlin~d blocks opposite the sub-headings,. 

CDmp1ete the fD11Dwing preference statement excerpt to. show that YDU are 
primarily cDncerned with the area YDU will be aSSigned to., specifically the 
~Y area; Df secDndary cDnsideratiDn is that YDU desire to be a service 
SChDD1 instructDr. Complete the remaining chDices as YDU like. 

8. ASSIGNMINT PRI'ERINCES (See'JnetructJone on revel'S$ side) .. PREFERENCES FOR CONUS ASSIGNMENTS AND SCHOOLING (All OlllesrB) 

DUTY AAMY AAEA STATIONS 

TROOPS: COMMAND FIRST J:L 
STAFF MOS ( ) SECOND ·4 

JOINT STAFF DUTY MOS ( ) THIRO 

DA STAPF MOS , ) FOUA:TH 

CONARC FIFTH 
. 

. 

US ARADCOM SIXTH (; 

AA:MY STAFF MOS ( ) MOW (Includes entire 

ROTC INSTRUC TOR 
WaShington, D.C. area) 

NG ADVISOR SPECIAL MILITARY SCHOOLS (All Oftlcers) 

ARMY RESERVE ADVISOR SCHOOL COURSE 

SERVICE SCHOOL INSTRUCTOR •• 
RECRUITING DUTY 2. 

S. 
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Answer: b. Punishment 

FRAME 6 

1. Capitalize on the individual's training, intelligence, aptitudes 
and interests. 

2. Utilize fully on essential tasks. 

3. Insure professional development. 

4. Stimulate the individual's' desire to produce. 

5. Place the right man on the right job: 

This last principle is the goal of personnel management. 

Let us take the example of the individual who is constantly complaining 
ahout his joh. lie is forever getting into trouble; drunk every night, late 
for work every morning, and inefficient in his work. It is often found that 
the cause of problems such as this is that the individual has been assigned 
to a job for which he is not fit. 

He can usually get the right man on the right job 

b. 
by giving each man the job of his choice. 
by assigning each man a job related t~1.shohby. 

a. 

t. by applying the other principles of personnel manag~ment. 
by reassigning individuals who present themse~es~s disciplinary 
problems. . --

He have considered the five principles of personnel management. 

1. Capitalize on the individual's training, intelligence, aptitudes 
and interests. 

2. Utilize fully on essential tasks. 

3. Insure professional development. 

4. Stimulate the individual's desire to produce. 

5. Place the right man on the right job. 

The questions on the next page determine the applications of the five 
principles. 

Check the appropriate answer. 

11 



AnSHer to Frame 22: 

~ 
ASSIGNMENT PREFER~N"CeS (s&& il;lstruc!!one on ,,,veu. alt/e) . ~: PREFERENCES FOR CONUS ASSIGNMENTS ."NO SCHOOL..ING (All Olliceno) 

_s.. OU1'Y Ip A.R~Y AREA STATIONS 

TROD"": COMMAND <; FIRST , '". n<v lOT 12 "'" STAFF MOS I I 6 
6 JOINT STAFF DUTV MO, I I ? THIRD 1 IFtBr~nn NC 12 1 FtGordon Ga 
7 OA STAFF MOS I I 1 FOURTH 1 11<I'Wo' [7 l1<tSi 11 Ok 
4 CONAFl:C , F'IFTH 

'-1' ..... ADeOM 4 SIXTH 

3 ARMY STAFF ,",os ( I 7 MOW (lnClucie. enO,,, 

2 ROTC IN.sTRUC TOR 
W •• hlnliton,. D,C, .tea) 

NG ADVISOR SPECIAL MILITARY SCHOOL. (All Oltle.,s) 

~ 
.... RMY RESERVE ADVISOR SCHOOL CDUR:SE 

1 SERVICE SCHOOL INSTRUCTOR 1. 
RECRUIT INa DUTY 2. 

•• 
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Answer: c. By applying the other principles of personnel management 

FRAME 7 

1. Failure. to put the right man on the right job 

a. 

~ 
d. 

is no problem provided the indiyidual can adapt easily to a new job~. 
may lead to a morale problem and a tie up in the flow of work. 
occurs very frequently in the Army. . 
is unavoidable because of the large' ''numbero{' people' , coming into the 
Army for short tours. 

2. A crew chief trained in the OR-13 and OR-23 should 

c. 
d. 

be utilized on both aircraft as much as possible. 
work on one aircraft to prevent confusion between the two. 
be reassigned to a unit with only one. type of observation helicopter. 
be assigned to the platoon headquarters as a clerk typist. 

3. Sending men to school will help them in their professional development. 
If this is not possible,' whkh of the follo.wirtg would best: assist in 
professionaldeve16pment" 

a. Canceling all weekend passes 
b. Promotion to the next highe.r grade 
c. Reassignment to another unit. @» On the job training 

4. Morale problems can often result 

~.
' because of strict disciplinary methods. 

from placing a . man .. ln .a job. fox wbich be is nQt {it. 
from rapidly' promoting individuiWs of a unlt; '. ,., 

d. 'in a unit which continually scores high on its combat tests. 

5. One of the most diffi~u~'t ~e;s~nn:~ p~oble~~ is to inspire the individ-
ual to want to work. The best method that is sho:wn below is: 

a. 
b. 
@ 
d. , 

Punishment for those ~h~ fa:!'l to produce, 
Thoroughly briefing each man on the purpose .Qf. his job 
Promotion of those individuals who are most productive 
Strict supervision of all workers all of the time 

6. Where can a trained aviation communications repairman expect to work? 

,a. In company headquarters as a radio operator 
b. As a crew chief on a helicopter 
~ In the radio repair section of an aviation unit 

d. Part-time in the operations office as a dispatcher 

Continue: Answers on next page 
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FRAME 23 

The DA Form 2496, Personnel Action Form, is used to request personnel 
actions of any kind. 

The DA Form 2496 replaces the DA Form 1049 and should be used for all 
personnel matters that remain within Army channels and for which there is no 
other specific form required by regulation. 

DISPOSITION PORM 
(ARUtl-UJ 

REFEREN~f OR Offle! $YMBOL SUBJECT 

AKPWO-MPD-P Application for Extension of Service 

" .. " DATI! CMT 1 

Commanding Officer Hubert R. Smith 14 February 1969 
WO CO, 3d Bn, Trp Bde lLT Jonea/mg;/3175 
Fort Wolters, Texas 76067 

Under the provisions of AR 135-215, I request retention on active duty after 
completion of my current obligated tour which expires 25 September 1970. If the 
request is approved, ! understand that: . , My retention 1s for an indefinite period • 

b, I am subject to the normal relesse policies outlined in AR 135-173. 

0, r may be selected for special training, schooling or assignment (including 
overseas) as determined by Headquarters, Department of the Army. Bnd that I may, 
incur a I;IBrviCB obligation as a result of such training. schoolinS or assignment which 
msy or may not be in addition to any obligated service I may now have, 

HUBERT R, SHITH 
CW2. AV 
W3 157 974 
SSAN: 685-26-8779 

PORM IU!J>I. ... CI!S DO PD"'M eG, I!'XIITING IUPPI.IIS OP WHICH WILL liE DA 1 'taU 2496 IlSulD ANO UIID UNTIL I "':1113 UNI. ... SOONIIR tXHAIRTID, ........... - ........ .,,, .. ," .. ~-,.,.'" 

For which of the following would DA Form 2496 be utilized? 

a. Request for a new MOS. 
b. Request for a list of personnel holdi~g a certain MOS. 
c. Request for retirement; 
~ All of the above. 

14 



Answer: 1. b, 2. a, 3. d,. 4. b., 5. c, 6. c 

FRAME 8 

Personnel matters are the responsibility of the commander. 
brigade'and battalion commanders !lave a staff to assist them in 
of the command. A division command'er, a general, has a general 
nated with G'S and comprised of five officers. They are: 

G"'1 Personnel 
G-2 Intelligence 
.G-3 Training and operation 
G-4 8upp1y 
G-5 Civic affairs' 

Division, 
the operation 
s·t·aff desig-

·'At·brigade and battalion level, the staff officers are called 8-1, 8-2, 
8-3, 8-4 and 8-5. The staff officer we will be concerned with is the G-1 o·r 
8-1. Their functions are. similar; the difference is primarily in magnitude. 

). -. 

Personnel Services DivisioniS a consolidation of all personnel .records 
of a division, which allows the economic use of computers. Who would be 
in charge of this unit? 

a. 8-1 
b. G-3' 
c. 8:'2 t> G-1 

15 



Answer: d. All of the above 

FRAME 24 

The 
Form 66. 
pages as 

next form to be considered is the .Officers Qualification Record, DA 
An example of .this form is .found on pages 36-39.. Refer to these 

you proceed through the text. 

There are two copies of the DA Form 66 maintained for each officer, one 
at the Department of the Army and one kept locally in the officer.'s person­
nel file. Each officer is responsible to see that the information on his 66 
is complete and accurate. An officer must, by regulation, audJt.his DA Form 
66 annually, or more often if desired. The Form 66 is a record. '0£ 'all train­
ing, qualifications and experience that an officer has attained. Accuracy is 
imperative since DA uses this form for selecting individuals for assigl1)llents 
or promotion. 

CW2 Jones was denied assignment to Chinook Transition; the reason given 
was that he, was not quailfied. CW2 Jones investigated and found that 
he was qualified, but that his DA 66 was n()t up to date and showed him 
unqualified. Who is responsible for the error? 

a. Department of the Army 
b. CW2 Jones' personnel officer 

<:W CW2 Jones 
d. The personnel clerk who handles CW2 Jones' records 
e. All of the above 

16 



Answer: d. G-1 

FRAME 9 

The G-1 or S-l has the staff responSibility for many important activi­
ties. Maint~nance of unit strength ,is one of these responsihilities. The 
unit personnel"ffice~ must he constantly aware. bt personnel strength.data, 
both current and projected .. , Some r~ports which can provide current s~rength 
data are the morning report ,casualty reports ,ilnd daily status r'eports. 

',,'" 

Let us consider the case of a company whq<had sill crew chiefs, one for 
each aircraft. If two crew chiefs we'r:e,w~uh~ed !lnc:l~'e",acuated, who would 
he responsible for requisitioning and as's,1gning'the rep~,a.cements? 

a. 
Cl) 
c. 
d. 

Personnel clerk 
5-1 
l~ounded ,crew chief" s 'leader 
Firsit sergeant ", 

',~ " 

, .',,;'.1 
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Answer: c. CW2 Jones 

FRAME 25 

WARRANT OFFICER EXAMPLE 

•• MILITARY OCCUPATIONAL SPECIALTIES 

CODE TITLE DATE QUALIFYING AUTHORITY 

062B Rotary Wing Aviator 29Nov69 Dept of Army .... 
.~~- ... ~ 

,11"- _ tit" "'" 
-'- ~ ~ AY """Y 
~ ... ~ n' 
• ~ 

COMMISSIONED OFFICER EXAMPLE 

~. MILITARY OCCUPATIONAL SPECIALTIES 

COOIt TIT"!! DATI! QUALIFYING AUTHORITY 

1542 lnf Unit Commander l8Feb67 D~pt of Artllv_ 
1981 RotarY Wino: Aviator 27Jan68 D~t of Army 

• el U'" -, c;. I \oJ 
..d:t~, ... Jli~ ~- .\1 

"'-'-1r" /)" ' .. "-l" · ~ -r 
Refer to page one of the DA Form 66 for the following: 

Blocks 1 thru 8 of the DA Form 66 are self-explanatory. Block 9 contains 
the officer's current Military Occupational Specialities. (MOS) 

What is the warrant officer helicopter pilot's first MOS? 
(Military Occupational Speciality) 

(Qj). 062B 
b. 1981 
c. B620 
d. llBlO 

What is the commissioned officer helicopter pilot's current primary MOS? 

~. 
d. 

062B 
1981 
1542 
llBlO 

18 



Answer: b. S-l 

FRAME 10 

The development and maintenance of morale is also a responsibility of 
the G-l or S-1. 

These many functions of the G-l/S'-l have a tremendous bearing on the 
morale of a unit. One function is to recognize and report problem areas 
which adversely affect morale. Indicators that can be observed are: combat 
efficiency, appearance and courtesy, personal hygiene, care of equipment,. 
messing facilities and living quarters, adequacy and suitability of rations, 
use of religious facilities, and various reports. Once a problem area ;l.s 
defined the G-l/S-l will normally recommend a solution to the connnander. 

Many important activities are G-l/S-l responsibilities; these include, 
postal services, special services, Army-Airforce exchange servi~e, chaplain 
services and the American Red Cross. These activities, if run properly, can 
boost morale considerably. 

The S-l should be .1nformed in which of the following situations? 

a. 
b. 

The men are unhappy with the mess hall. 
Letters take too long to reach the men. 
An individual desires to be baptized. 
All of the above 

19 



Answer: a. 062B b. 1981 

FRAME 26 

Blank 10 lists assignment limitations. One such limitation would be 
the classification of an individual as a sole surviving son. A sole 
surviving son of a family which has suffered the loss of the father or one 
or more sons or daughters in the military service will not be required to 
undergo the hazards of combat duty or be subject to hostile fire. An only 
son serving on active duty. by mere virture of him being an only son .• does 
not classify him as a sole surviving son. 

lL ASSIGNMeNT LIMITATIONS 
. (Possible): Sole Surviving Son 

Physical disability 
Physical limitations 

One of PFC Jones' brothers dies as a 
the line of duty during military service. 
sole surviving son? 

a. Yes 
!6:t No 

20 

result of injuries sustained in 
Does this qualify PFC Jones as a 



Answer: d. All of the above 

FRAME 11 

All military personnel are authorized 30 days leave per year accumulated 
at the rate of two and one half days per month. Rest and relaxation (R and,-. 
R) permit individuals to spend time away from combat zones without having 
this time deducted from .accumulated 1C8';e Ume·, It is an S-l'8 duty to evalu­
ate requests for R-R quotas and attempt to give priority to troopS having the 
greatest need for rest and relaxation • 

/ 

. With one opening left for an Rand R, who should the S-l give this It 
and R to? 

a. 

~ 
d. 

/ 

A clerk typist from headquarters 
A squad leader from the armored cavalry troop 
A mechanic from battalion maintenance 
A cook from a field mess 

21 



Answer: b. No - PFC Jones must be the only living son in the family. 

FRAME 27 

Block 13 covers the service agreement. There are three possible entries: 
OBV - obligated volunteer, VOL-IND - voluntary indefinite (volurttarily 
extended for indefinite period), OBI - obligated involuntary (drafted). A 
numerical designation following the abbreviation will indicate years of 
commitment as part of the service agreement. 

13. SERVICE AGReEMENT 

TYPE Tl!RMI"~TES 

OBV-3 30Jan71 

A service agreement for additional schools or training will extend your 
OBV date. Examples are advanced aircraft ratings or transition training. 

These specific commitments 'are denoted in DA PAM 350-10, Army Formal 
Schools Catalog, and the G-3/S-3 Scho9ls NCO will have a copy for additional 
information. 

What will your service agreement be upon completion of your present 
training and appointment as a warrant officer? 

Ill. OBI - 3 
b. OBV - 2 
'" OBV - 3 
d. VOL-IND 

22 



Answer: b. A squad leader from the armored cavalry troop 

FRAME 12 

The primary purpose of the awards and decoration program is to provid~ 
tangible evidence for public recognition for acts of heroism performed and' 
valuable service rendered. Awa~ds are potent incentives to greater effQrtS 
and help build and maintain morale. 

In view of this, who would have staff responsibility for the processing 
of recommendations for awards and decoration?~ 

co 
XO 
8-1 
8-3 
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Answer: c. OBV - 3 

FRAME 28 

Block 18 of DA Form 66. (See attachedfotm on the facing page. ) 

Block 18 and its continuation sheet, Record of AssiBnments, is a list· 
of an officer's every assignment and duty. Essentially thi?.is a biography 
of an officer's career. 

This section would indicate an officer's assignment to a unit and each 
new duty assignment that he was ordered to. 

When \VO Brown reports into a new unit, his new commander can review his 
DA Form 66 and based on the information in Section 18, he may assigri \VO Brown 
a job in which he is experienced. 
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N 
U1 

18. 

EFP'ECTIVE 
DATE 

6 Jun 64 
8A~5 
2IJun66 
25Ju166 
9 Oct 66 
1 Jun 67 

lTSel) 67 
30ADr68 

IIOS 

7 Aug 65 
1 Juno5 
004A 
062B 
6716 

0if6' 
Ofi2RR 
~iA 

~ 
-V 
-" 

" , -

RECORO 0' ASSIGNM!NTS 

NON-DIJa TVPE 
DUTIES PER,ORMED ORGANIZATION AND STATION OR THEATER TY DAYS :RIt%RT 

ENL USAR SVC Not on Active Duty II IIn1 Svc: 
SP 5 E-5 -(Inf) 
Casual Enroute to Viet Nam 
RW Aviator 229th Aviation Bn 1st Cav Div 0 67-5 
Assistant Maintenance Officer 229th Aviation Bo. 1st Cav Div 3 67-5 
Bn Maintenance Officer 229th Aviation Bo. 1st Cav Div 6 67-5 
Instructor Pilot Fort Wolters Texas USAPHC 4 67-5 
Instructor Pilot Fort Wolters Texas USAPHC 5 67-6 

• 1.1. 
'.~ , •. ' ~ 

_" U' n 
-~ 

,~--.- :-.. .... :" "" • 
AD" A."7 

"'" 
~ 4 -" ... ' 
~ -0--

~ 



FRAME 29 ... FL YING HOURS 
WIltATHER INSTRUCo 

DATa: TOTAL SINQ'a..e: MULTI· HELl ... INSTRIJa TOR ... EHQINE ENellNE COPTER MEN" PI OT 
m SE ME FW . -RW FW RW n 
~ 10Ju166 212 212 
i lJu166 1212 212 
= lJun67 1812 312 500 • 
~ lAug68 2412 A. 812 
I ."rr - ,J 
0( 

1~ll.ft " -, I"" , ~ 
< ~o" 

, 
<#! -; "A , ... cI -.. ... 

DA FORM 
, NOV'. 668 

REFER TO DA FORM 66B: 

Blocks 44 through 47 are extremely important to the aviator. 

Block 44 lists flying hours by date and total and gives a breakdown of 
accumulated hours in five separate categories: (1) single engine, (2) multi­
engine, (3) helicopter, (4) weather instrument, and (5) instructor pilot •. 

There will be an entry annually as they are closed out on 30 June each 
year. 

4- PILOT Rio TINGS 

ggg:nn:l::: TYPE AUT"ORITV DATE 

ORIGINAL RW Aviator Department of Arm 10Ju165 
"" ... iT RW Aviator Denartment of Armv 10 Ju16S 

Authority (Department of Army Special Order) 

Block 45 gives the original and current Pilot Ratings and further 
explains the type, the authority of the rating and the date. 

Refer to the example excerpt of the form for an appropriate explanation. 
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Answer: c. S-l 

FRAME 13 

The S-l is charged with staff responsibility for keeping the commander 
informed on all matters affecting the state of discipline. 

Which of the following would ~ be an indicator of poor discipline? 

a. Excessive numbers of AWOL or desertion 
b. Increase in number and seriousness of court-lllartial. offenses 
c. Carelessness in dress and sa1utinl} 
4) Low overall scores on the firing range 
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4" fL YING STA TUS AND GROUND ASSIGNMENT 

STATUS AUTHORITY DATE 

Unrestricted Inent of Armv 10 Jul 6 
-

47. INSTRUMENT I TYPE Tactical R/W 
CERTIFICATION IDAn Df EXPIRAtiON 1 Jun 69 

IH$ERT $HEET TO DA FORM 66 (AR mom) 

Block 46 sho,"s the flying status and ground assignment of the individual. 
This specifies his flying assignments and ground assignments by date and 
authority. It ,"auld verify an individual's ground command tours with his 
basic branch and show any periods of grounding from full flying status due 
to serious inj ury, illness, or other change of status, i.e., resignation, re­
tirement, etc. 

Block 47 indicates the type and expiration date of any instrument ticket 
held by the officer. Examples of Army instrument tickets are tactical, stan­
dard and special. 

1~,en Department of Army selects aviators for special assignments that 
require a minimum number or type flying hours, which block would provide 
the necessary information? 

a. 
h. 

Block 45 
Block 46 
Block 47 
Block 1.4 
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Answer: d. Low overall scores on the firing range 

FRAME 14 

Each commander is responsible for. the enforcement of, law and order. The 
8-1 at battali\>n or brigade has staff responsibility for law and order. He 
coordinates with the G-). at the,division, provost marshal, inspector general, 
and the staff judge advocate.' , 

Which of the following would NOT be an 8-1 responsibility for maintain­
ing law and order? 

~Investigating and arresting law breakers.' 1i: Examining all charges to insure that they are 'correct and~complete. 
c. Preparing orders appointing court-martial members. ' 
d. Preparing and distributing appropriate court-mart~al orders. 
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Answer: d. Block 44 Flying hours 

FRAME 30 

Block 33, Remarks, page 4, usually contains such information as special 
training, local address (bottom line), horne of record (top line) and other 
important information which has no special place on the DA Form 66. 

33. REMARKS L.qq 1)",1 T .~o M... M" Iin~'ll 

<n ""~4 •• 
"'<1 . T" .. I"'I _0 T~.<n'· 

291 Patrick Mineral Wells TX 
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Answer: a. Investigating and arresting law breakers. 

FRAME 15 

There are numerous additional responsibilities which belong to the S-l 
or G-l. Generally, all personnel matters reach the S-l at some stage of 
processing. Specifically, there are such items.as educational developJ1lent, 
processing officer efficiency reports, personnel requests, appointments, 
promotions, and reductions. 

Which of the following probably would not be staffed by the 8_l? 

Request for a new MOS./ 
Promotion to Sergeant Major._. 
Request for a new typewriter. 
Request for a special school. 
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FRA11E 31 

v v 

35. DATE DF 
ANNUAL AUDIT 

loJII1'I70 

4 

As stated earlier, the Officers Qualification Record, DA Form 66, must 
be audited by regulation once a year. Because of the nature of this form, 
it is advisable to review this form more often. 

How can a Personnel Officer determine when your DA Form 66 is due for 
another audit? 

a. By calling Department of Army 
b. By contacting you 
~ By referring to block 35 on your DAForm 66 
d. By adding the number of years in service to the enlistment date 
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Answer: c. Request for a new typewriter. 

FRAME 16 

The company commander is the primary manager of personnel at company 

level. His responsibilities include taking or initiating personnel action 

for appointments up to E-4, reductions from E-4 down". disciplinary actions, 

leaves, separations, reclassification, awards and decorations, reporting of 

data ,to higher echelons. He is also responsible for insuring that his per­

sonnel receive the services to which they are entitled. 

A PFC who desired routine personnel actions would be assisted by the 

first sergeant or the executive officer. Actions more serious can be accom­

plished by the company commander. 

A company commander would be responsible for: 

a. 
b. 

c. 
f!) 

Initiation of action under the uniform code of military justice v­

Insuring that all his people are familiar with the awards and de-~ 

coration program. 
Receiving and acting on complaints concerning special services. 

All of the above 
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Answer: c. By referring to block 35 on';~~~ DA'Form6'6 - DafeofAnnu~i' 
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Answer: d. All of the above 

FRAME 17 

The remainder of this program will deal with the following forms: 
Officers Assignment Preference Statement, DA Form 483; Personnel Action, 
DA Form 2496; and Officers Qualification Record, DA Form 66. 

The Officers Assignment Preference Statement, DA Form 
to afford the individual officer an opportunity to express 
and duty preference. 

OFFICERS ASSIGNMENT PREFERENCE STATEMENT 
(AR ,."-'00) 

t. TO: (lnclude ZIP Cod.) • LA$Y NAM" - "'''ST NAM" ,. MIDDLE: INITIAL 

483, is designed 
his assignment 

SEll RElVBRSB SfOB 

FOR INSTRVCTIONS 

'.GRAGE 14. SERVICE NO. 

S ..... SlC B,.,ANCH 

7.PRESIENT OUTY ASSiGNMENT AND ST4TION 

.. .. PREFERENCES FOR CONUS ASSIGNMENTS AND SCHOOLING (All Ollieere) 

DUTY "l ARMY. AREA STATIONS 

TROOPS: COMMAND I,.IRST -.T ....... MO.·. I 

~OINT ST ..... ,. DUTY NOS ( I THIRD 

0'" STAFF MOIl ( I "QURTH 

CON ARC .. IFTN 

US AIIIIIAOCOtot SIXTH 

A"MV STA"'f" MOS ( I MOW (lnclucf.-. _.IN 
ROYC I .. STRUe TOIl!: 

........ ,t_. D.C. _.J 
NG ADVISOR SPECIAL MILITA"V SCHOOLS (All O'''e''e) 

A"MV RESERve ADVISOR SCHOOL COU"S. 

iIIER'I'CE SCHOOL INIIYIIIUCTOIiII .. 
RECRUITING DUTY •• 

•• 
•• S FOR HAil 

DUTY , LDNG TOUR ••••• ' OUTV ,IHOftT TOU. I. .... 
l,ft'NT -'TA" NftO , ' , I '0 ~TA"M'" I I ., , 

I" , 12 .. 
r .... •• r •. . , 1M ... , .. 

r .. , I.· 
~ .. fI. ,I.TA' ... u ... -. , I. 

I .. I.· 
c •• E.VE 

!t. CAREER PREP.RENe"s' 

'0. .. ~ ~o. .'ME O'TO O' alRTH INDICATIt 

-C UPON "ETlftE"'ENT 

-C 
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Brown, William James W31S283 

~O;3 ~7. ~ SSAN: 465-66-4729 120 GI.D. ~. ""AC! 
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IL nCORD Of ASSIONMINTS 

NON-DIJi. TYPE ll~~.CTIV. MOl OUTI •• ~.ft"O .. MIID OftOANIZATION AND STATION Oft THEAT." TV DAYS O~ DATil IOEPO .. T 

16 Jun 64 7 AUK 65 ENL USAR SVC~ot on A".i· e~ Enl Sv,,' 
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21Ju166 1004A ~" .... "I Enroute to Viet Nam 
25Ju1()() 062B RW Aviator 229th Aviation Bn 1st Cav Div 0 67-5 
9 O"t 66 6716 Assistant Maintenan"e Offi"er 229th Aviation Bn 1st Cav Div 3 67-5 
1 Jun bl [6716 Bn Maintenance Officer 229th Aviation Bn 1st Cav Div 6 62-5 
J. Sept 0.' Instructor Pilot Fort Wolters Texas I Jr' 4 _61_-5 
30Apr68 062B8 Instructor Pilot Fort Wolters Texas USAPHC 5 67-6 
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PERSONNEL ACTIONS 
SELF EVALUATION EXERCISE 

1. Utilizing a school trained crew chief as an operations clerk 

a. lightens the work load on the operations section. 
b. violates the principle of capitalizing on the individual's training. 
c. insures professional development. 
d. is good for morale. 

2. If an individual is trained in two areas and he was employed in both 
areas, this would 

a. keep him occupied in his spare time. 
b. stimulate the individual's desire to produce. 
c. put someone out of a job. 
d. utilize the individual fully on essential tasks • 

. :3. Which of the following w,mld best stimulate an individual's desire to 
produce? 

4. 

5. 

a. A reward of a three day pass to the hardest worker of the month. 
b. Reward good workers by promoting them. 
c. Designate a Soldier of the Month. 
d. Inform all personnel that poor workers will be given an Article 15. 

The 

a. 
b. 

c. 
d. 

On 

goal of the personnel manager is to 

prevent talented individuals from wasting 
plan and assign personnel so that someone 
position in the unit. 
place the right man on the right job. 
insure that everyone is happy with their 

the job training will 

time on nonessential tasks. 
is occupying each and every 

job. 

a. produce personnel who are not capable ofp.erforming ,tll~il.1i jobs well. 
h. ilot be utilized in the. Army. . . . .' 
c. assist in the professional development of 'the men in _unit. 
d. provide allot the necessary' tra.ini!lg for all occupations. 

6. Of the five principles 'of pers'6nne~ M.bagement, two are: 

a. RequiSition all unit funds;1 ut:U.be the individual fully on all 
essential duties. ' 

b. Capitalize,on the individual's training; maintain administrative 
re'cords. 

c. Capitalize on the individual 'II' training; maintain unit supplies. 
d. Stimulate the individual 'sdesire to produce;, insure his professional 

development. 
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7. On the DA Form 66 (Officers Qualifications Record) is a block titled 
"Service Agreement". After completing this course you first Service 
Agreement will be: 

a. OBVi> Obligated Volunteer 
b. OBC - Obligated Continous 
c. OBI - Obligated In-volunteer 
d. VOL - Volunteer Indefinite 

8. All officers are responsible for auditing one of their personnel forms 
at least once a year. This form is the: 

a. DA Form 2496-2 
b. Officers Flight Record - DD Form 759 
c. Officers Qualification Record - DA Form 66 
d. Officers Personnel Record - DA 201 

9. Who is the officer that will have staff responsibility for making 
recommendations to the commander concerning personnel matters? 

a. S3 
b. Sl 
c. S2 
d. S4 

10. The G-l/S-l is responsible for 

a. maintaining intelligence reports. 
b. requisitioning supplies for the Division/Battalion. 
c. imposing disciplinary actions to all personnel. 
d. maintaining diSCipline, law and order. 

11. Lt. Jones has previously submitted three perference statements (DAForm 
483). Which one of these forms will DA consider for his upcoming as­
signment? 

a. All three 
b. The first one received. 
c. Only the latest one received. 
d. The one which indicated an area near the upcoming assignment. 

12. The company commander is responsible for taking or initi<lting personnel 
actions necessary for efficient management of his company. This in­
cludes: 

a. All promotions and reductions up"'to E""4's 
b. Leaves 
c. Assisting his men with any problems they have. 
d. All of the above 
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13. On the DA Form 66 there is a block titled Assingment Limitations. qne 
of the entries in this block could be 

a. physical ability. 
b. confidenti~l, security clearance. 
c. obligated volunteer. 
d. sole surviving son. 

14. Which of the following entries cannot be made in the DAForm 66 (Officer 
Qualification RecordJ? 

a. Disciplinary actions 
b. Enlisted foreign service 
c. Assignment limitations 
d. Flying hours 

15. What staff section has primary responsibility for PSD (Personnel Ser­
vices Division) in the Road Division? 

a. J-1 
b. G-2 
c. S-2 
d. G-1 

16. Among the assignment limitations is that of a sole surviving son. A 
sole surviving son would be 

a. A man who lost his uncle while on duty in the service 
b. A man who lost his father in combat 
c. A man on duty in the service who is an only child 
d. A man who lost his o';'ly brother whiie on duty in the service 

17. The ,company co~mander is ,responsible for reporting data t9 9;f.~h~r, ~she7 II: 
10ns. He is also responsible for ,'. ,I, ,(Hlp 

a. 
b. 
c. 

d. 

18. 

a. 
b. 
c. 
d. 

lists only special assignments. 
lists only permanent. chlln%'1s 119,£ 'jjl;M~g;Wll~lJt 'oH~:CS,~ .. 
includes all assignments anda1! assigned duties. 
lists only temporal:yd.11.t,y~:t\4)GS. ~S~igl\fIl~.,nt.!Ej".! 

" ')'''''''l ., " ..... '. 
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19. What form is used to request or handle most personnel matte.rs? 

a. Memo routing slip DD Form 95 
h. Officer Qualification DA Form 66 
c. Report of change DA Form 2876 
d. DA Form 2496 

20. What MOS (Military Occupation Specialty) will you have as a Warrant 
Officer - W-1? 

/-" ' 

a. 1981 
h. 3506 
c. Q6.2B 
d. llB10 

.1 

" ; 

},: . 
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PERSONNEL ACTIONS 
ANSWERS TO SELF EVALUATION EXERCISE 

1. b. Violates the principle of capitalizing on the individuals training. 

2. d. Utilize the individual fully on essential tasks. 

3. b. Reward good workers by promoting them. 

4. c. Place the right man on the right job. 

5. c. Assist in the professional development of the man in a unit. 

6. d. Stimulate the individuals desire to produce; insure his professional 
development. 

7. a. OBV - Obligated Volunteer. 

8. c. Officers Qualification Record DA Form 66. 

9. b. S-l 

10. d. Maintaining discipline, law and order. 

11. c. Only the latest one received. 

12. d. All of the above. 

13. d. Sole surviving son. 

14. a. Disciplinary actions. 

15. d. G-1 

16. d. A man who lost his only brother while on duty in service. 

17. d. All of the above. 

18. c. Includes all assignments and all assigned duties. 

1'9. d. DA Form 2496. 

20. c. 062B. 

L2677 Army-Ft. Sill, Okla. 
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