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PREFACE 

This text. will cover the main points in preparing a morning report; 
the steps in maintaining the duty roster and the unit sick slip and 
sick call procedures. 

Start with frame 1 and work each frame in succession. Esch 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 fra~e. When you have 
finished the text, complete the self evaluation exercise. Now begin 
by studying the performance objectives on page 1 • 

... 
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PERFORMANCE OBJECTIVES 

Upon completion of this programed text, you will be able to: 

1. Recognize application and importance of morning report. 

2. Recognize proper methods of maintaining unit duty roster. 

3. Recognize purpose of unit sick slip and sick call procedures. 

( 
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lDIINTITY 

__ aD 

"'Mn 
.MLI'HO 

FRAME 1 

(Morning Report) 

The morning report (DA Form 1) is the basic record reflecting the 
official daily statuB of the reporting organization and each person 
assigned or attached to it. he mo rovides ac:cura,te d

J official information to the ent of the Army areas 
It acc,ounts for all personnel within the reporting n:l.t at imea. 
Secondly, it 1s the source of data for official strength and other 
statistical reports. Last of all, it provides a unit history for each 
unit in the Army. 

QUESTION A. 

STII!;IMOTH $ICTLON 

A1::COU","".L.a OPIlI'tATINO INTR"N'IT ATTACH!D 

~IVlOU' _ .. TOO"''''' ~".I'"T '" LI"YI "~, 
..... "UT AWOL "''''"0 TOTAL INCO"," OuT_ 

TOTAL PAli!NT 
IT~;TH GA'''' ITII.oeOTM '" .. , 001"0 . , .. 1 3 2 1 3 

1 1 2 2 2 
52 2 1 58 48 

What is the total strength of thtt today, this includes officers, 
warrant officers and enlisted men? 

QUESTION B'. 

........ t , 

·1~.0It'D11T1l11tltft:DM ".N eOL L Te .... , CPT 1 LT I loT TOTAL .. ., '·WI " TOTAL .. .. .. .. .. ,. G. ,GI C 
.. IIAT... 0 

• II.I!1TMMlIJ 
• • • , 

Out of the 53 enlisted men in this unit how many of them are E-4,' 81 

I, 

TURN TO FRAME 2 'PAGE 4 
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ANS: The individual with the highest number 

FRAME 7 

Tn the preparation of the duty roster there are three letters that 
can be substituted for numbers. These letters are used to show WhYele 
person was not avai" '.ble for duty on a particular day. The letter ' " 
denotes an authorized abs~nce such as leave, TOY, pass or illness i e 
line of duty. The individual's number~!Q!. increase. 

EXAMPLE: 

~RAD'; 
lAlcwrH o.e"" 1.I.e.-I 

A'M1£ I DAy I .~ ,;. 7 10' ., 10 II I~ IJ 10/ 15 It. 17 

:56T Adilms 7 8 A A A ..; S- CI 10 1/ I~ t 7 

SOT 'Brown ~ S' t 7 8 / A A A q 10 ~ -3 
r- j 
SG1 Cl.irk II 1.2 13 If 1$ q /'0 1(, IP% / ~ 1/ I~ 

The lette~&~enotes an unauthorized absence such as AWOL, arres 
r confinement. e individual's number DOES increase in this case. 

t 
o 

.EXAMPLE: 

I AIO*'"" '" R.. "f e~ur: "/>.ME I OA 'f :- Ih 7 8 <1 If'.) II I~ 1.3 I~ IS 11.- 1/'1 18 1"1 

5·81 ~rowl"\ :.. 3 '4 ~ 1.1 V l/ 1.1 a 'f Ie II !. 7 I~ 

The letter~shOWs . that a man was due for the duty on a specific 
date but was u~ to perform the duty because he was scheduled for 
another day on another roster. The "D" is substituted for a number on 
that day and the individual assumes that duty the following day. 

EXAMPLE: 

~t 
I MoJiTII tJ" ~'f 

NI>.IfIf. I '0"" :r (, ? So If /0 II 1<1- I~ Tt[ II" II. 17 

$gr i'-. """qUO's '! /0 /I D IA 1 s / ~ .3 -I ~ /., 

SST" S ..... ith ~ 7 e f to ..t ~ 1/ 
./. 
~ J ..2 .3 ~ 

QUESTION: 

What letters may be substituted for numbers in the duty roster. and 
what do the letters mean? 

TURN TO FRAME 8 PAGE 5 
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ANS: A. 58 B. 11 

FRAME 2 

All the information concerning the way to fill out, change and 
inspect the morning report is found in AR 335-60. This Army' 
Regulation further spells out which units and detachments are re­
quired to prepare morning reports. 

EXAMPLE: 

AR 335-60 states that each subunit of a parent unit or each 
parent unit not composed of subunits will submit a morning report 
each day during which changes occur in the status of military 
personnel or organizations and on the last day of each month re­
gardless of whether any changes occur. 

QUESTION: 

Should a unit assigned to the Texas National Guard that has 
been called to active duty submit a morning report on the 15th of 
a month if two members of the company are injured and end up in 
the hospital? 

a. /};jfj Yes h. /-1 No 

4 



ANS: "A" tiD" & tlU" 

A - Authorized absence 
U - Unauthorized absence 
D - Man was scheduled for duty but could not perform it because 

he performed duty on another roster 

FRAME 8 

Individuals eligible for performing a specific duty are listed on 
the duty roster alphabetically by ~. 

EXAMPLE: 

I~I'\ ~,f.O. I.JIIIIG"I' 
,~"O~ IIFtM<i I o~ J ~ ~ '4 !S ~ 'r •.. .B 

'::!FC' CliJrk, A 
I---
sF'C ~J$f'k R-
$PC, £lli~ 

SS61' Ab\~ 
-".., 
~~ .. 'D1..I'1,,~n 

~r ;z.,11~" 

~'1' -e,rown 
'SFC, Chlf/;. 

PROBLEM: 
~l DowJns. 

SGf 'Jol"\~~ 

What name is not in the proper order? 

5 



ANS: a. CD' Yes 

l'RAME 3 

~ The prime purpose of the duty roster 1s to make 8 fair and equitablJ 
~di.tribution of routine details within a unit. ~ 

The numbers in parenthesises immediately following a person's name 
refer to a corresponding explanatory remark on the reverse side of the 
roster indicating the reason the persons name was added or deleted from 
roster. Examples of such remarks are as follows: 

(1) assigned and joined 
(2) excused - SD 

WEEKEND HOLIDAY' WEEKEND 

DUlX, I ~~::Ea:f ~ 
, 

I OR~~'~h~ M ._¥" I;·O·F~:··· 

GRADE' 

."r 
RFC 

~ 
~ 

OR'!' 

om 
RaT 
RaT 
SGT 
SPL 
CPl 
CPI 
CPL 

~ 
OA 

Marc 
NAME 

I OAY I, ~" j?l 12 I: I , I. 16 17 IS 19 
I a ,~ I/jLg IA 14' l::l I~ I .. 

IBro,,", IA IJ/ I" II 1.<.19 16 I", I ; 
IBnrrh 1'1 17 I" I/ .. IA 13 I" I) I. 
COok I ~ 1/£ II I;, I~ 1M 1.<. 1,/;)(" Lq ~. 

G, B. l? u I",' 110 1'1' 17 1.1' 1<1 I" III I~ lit 11,1/. I~' . 
lAmes la' IA IA IA III I" I,: I q I" 1/£ Iii II","; I" II. 1/ 

" In I,. I" I" IAI I 1$ I~ 
Ir.. " Ih II 12 I .. .1..- 17 I."IP 101 Ih I;; 
IOnnn II 1:2- I.' I" 1,- I~ I,\> I .. 1/, In II~I/': 

A Z. /, 1,4 1:>.1 t 1'1' 11'1 Q 

IH~ms. I:l. l'a lu 1..- 1.,1/. 1.1, I" I" I d/Ji. 

IBottA lil I. I/' II l-:t Iii I .. I". I" I » 191/1. 
IDalv " I. ~ It; 17 Iii III II I" 
Easv I.:? 1.< It' 19 IIJ I I. 

IFox II" I/- II ,.,3 III I ... I..,. I?- I. ff. 

~ A A. 
Ii 11' 19 II' It I, , I" IMIP I", 1/.\ 

I!I' I'; Ir I!~ I,; 11.<111 I I l~ 
rCodv (1 11 IJ./ 

FO"M 6 
KDITION OF 1 JUN !l3, WHICH SBB RBMARKS ON IU1VBJ/SB. 

• OCT .. ~ILL.IIK USED UNTIL EXHAUSTED • 

Examples of duties usually placed on duty rosters are kitchen police, 
guard, charge of quarters and staff duty officer. 

A. For what duty is the roster above mainta.1ned? L rf/ 
B. CPL Easy had duty ondihe 3rd of March. Who would have duty on 

the 4th of Harch? ~ 

6 
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AilS: SFC Clark 

FRAIlE 9 

Credit for performing an assigned duty is displayed on the duty roster as a series of diagonal lines drawn across the block opposite an individual's name and below the correct date. 

EXAMPLE: 

IKloNrli F'EBWI'I1e'l' ef(IIDc HA/(\i£ I 0""' '( J .;. .IJ 14 15 t, ? 8 'I 1/0 1/ /~ I~ 
Sf'~ f.:;'f'OW I') /I I;) '? /0 I~ 4 / :J- .3 1/ ld -I s 

QUESTION: 

. 

~ 1I1lh"C I 01'1 t' 
/liZ>! 

/" 7 8 Iq 10 II I- 13 Jo4 IS" II, 1'1 18 1" ~ 

~ ::fane. 5 ~ t;' ~ 7 /:L /3 'I '1 IIJ 1)/ It! ~ 1/ Jj V1 

SFC Jones performed his weekday duty on 20 Februtlry and his weekend duty on 17 February. Complete the roster shown above based on the numbers shown for the first weekday and weekend in the sample. Jle sure to give credit for the duty performed. 

7 
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ANS: A. ChaTge of quaTteTs 
B. SGT Himes 

FRAME 4 

The duty TosteT is based on numbeTs. The fiTst day a mAn enteTs 
a unit he is assigned the numbeT 1 and each succeeding day his numbeT 
incTeases. This situation is tTue fOT both weekday and weekends. 

EXAMPLE: 

Fehrul1f'u I GraJe I ]/lfont. h 
1 __ . }jarf\/~ 1 D3" I.. 7 e 1'1 10 II IR. 1:3 i4- I~ lit, 17 II!!J 11 2-D 1:<.1 

!&1" Jone~ (I) ) ~ I .:L 3 4- 5 ~ 7 3 If .5 I? 
S$r Smith (i) ). .3 4- 5 :;. 3 !o 7 8' -J 10 4 5 1/ 

SGT Jones was assigned to the unit on 8 FebTuaTY. His numbeT 
staTted with 1 fOT the weekday on the 8th and 1 fOT the weekend on 
the 10th. 

QUESTION: 

I~ 

If a man TepoTts fOT duty on Monday, the 20th of the month and is 
placed on the~ty TosteT that day, what numbeT will he have on FTiday 
the 24th? C!:. On Sunday the 26th? ,... 

8 
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~c 

"':;.81 

ANS: 

- I FJ: ~y 

1Q."... ~ 1 ['Itt' ~ 1'1 IP> ., I Ie II Id I~ 
,,, ,.,. 

" 
,'1 Ii 19 I.;:,c, 

/ 
Yor. -e ~ ~ '5 ~ 7 J;J. !~ e f /0 , I I,;} ! 

(,!/;, I 1-3 II;, 
FRAME 10 

The sick slip (DD Form 689) consists of three main parts: The 
Heading, Unit Commander's Section and the Medical Officers Section. 
The Heading and Unit Commander's Section are filled out in the unit 
prior to the individual going on sick call. 

INDIVIDUAL SICK SLIP 
DATE 

o ILLNESS o INJURY 

LAST NAME· FIRST NAME- MIDDLE INITIAL OF PATIENT ORGANIZATION AND STATION 

1 oEAVICE NUMBER I GRADE RATE 

UNIT COIl1l4NDER'S SECTION IIEDIC4L OFFICER'S SECTION 

IN LINE OF DUTY IN LINE OF DUTY 

~ I ...... 

/ .)-

REMARKS DISPOSITION OF PATIENT 
DOUTY o QUARTER' 

D SICK ."'Y o HOSPITlt.L 

D NOT E.XAt.AINED o OTHER (Spacily): 

R[MARKS 

SIGNATURE OF UNIT COMMANDER SIGNATURE OF MEDICAL. OFFICER 

-
PREVIOUS EDITIONS ARE OBSOLETE. 

QUESTION: 

a. How many parts of the sick slip are filled out at the unit? ___ ~~ __ _ 

h. How many parts are filled out at sick call? ____ L/ ____ _ 

9 



ANS: 5 and 2 

FRAME 5 

Weekday duty and weekend duty are kept on the same roster. They 
are separated by using blue numbers for weekdays and red numbers for 
weekends or heavy vertical lines on either side of the weekend days. 

EXAMPLES: 

GRADE NN'tIf .MO~TH MARCIf 

'DAY ;:, 3 4 If 0 7 8 9 10 II I 

QUESTION: 

Is it possible to display two duty rosters on one page? How many 
ways are there of displaying these two rosters (weekdays and weekends) 
on one page? r ~ 

10 



ANS: a. 2 b. 1 

FRA11E 11 

I The ~ purpose of the sick slip is to act as a means of communica­t~n between the unit commander and the medical officer. It iR also the basis of morning report entries and for the unit commander to establish a ·line of duty status. 

EXAllPLE: 

The unit commander places the nature of the medical problem on his section of the sick slip along with his "Line of Duty" determination. The medical officer makes his "Line of Duty" determination on his sec­tion as well as his remarks to the unit commander concerning the individ­ual's status, limitations to duty and future appointments. See example below: 

[Xl DUTY 

E,M. Injured knee in falloff heli­
copter 

o SICK • .J.,V 

o NOT EXAMINeo 

o HOSPITAL 

o OTHER (Speclly)t 

REMARKS 

No PT or marching for three days. 
E.M. report back to sick call on 15 Feb. 

SIGNATURE OF O'FICER 

'aact •. .,. t. 3,. .... <'K, If". 
PREVIOUS EDITIONS ARE O.'OLETI:. 

QUESTION: 

If the Ell referred to on the sample sick slip was working for· you which of the following actions would you take: 

3. 

Reprimand him for being careless. 
Return him to duty. 
Send him to his quarters for three days. 

11 



ANS: Yes 2 

FRAME 6 

The duty roster operates on the system of ascending numbers. When 
an individual reports to a unit he is given the number 1 on the duty 
roster that day and each day his number increases by 1. When a person ( 
has the highest number on the roster he will perform the assigned duty 
the next day. Following his duty his number drops back to 1 and the 
cycle starts over. 

EXAMPLE: 

~RAOE N'A - 1 MoNTH 'VAN!,) RY- F 'BI<!JAR. 
8 1"1 110 ~I MI:. 1 DAY 1.3< 131 I oJ- 13 'I ~ I. 7 (;I- I~ N Ic~-

i.sFC! Jones 7 8 9 /0 :2- .3 II I.J- 13 Id I 1 .5" ~ .3 ;.j S' 

SSG1 Add:5o>J 10 1/ 1..1 1.3 1/ I~ 0 I J.. J 4- 13 14 c%: 5 ~ 7 8 
SSGl B.iker ~ 3 4 5 t 7 rf.' 7 8 q /0 8 9 1/ /~ 13 IA , 

Id sss-r /;>r" OJ 1'1 '1 10 1/ I;J. /~ /3 13 I ,: 3 1/ ) 4 5' ~ 7 

SSG7i Able Co) ) J .J :2 3 -.) :) &. .3 i 7 8 1 /0 

QUESTION: 

Upon looking at a duty roster how can you determine by looking down 
a specific days ,COlumn, who Wil, 1 pe~form the dut~ t}e following day? 

, "4~j , vii'" "c-' ,arJ{ -dw i'1'-e,.l'-:II- . 

STOP. RETURN TO FRAME 7 PAGE 3 

12 
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ANS: 2. Return him to duty. 

FRAME 12 

Line of duty is determined by both the unit commander and the medical 
officer. If no entry is made on the sick slip, then the line of duty is 
determined to be "YES". 

EXAMPLE: 

~ of duty entries!!!!!!!. h.!!!!.U. commander: 

1. No (M) 
2. No (AWOL) 
3. UNO 

Caused by own misconduct or negligence. 
Occurred while AWOL. 
If any doubt exists and all other cases. 

~.!I! duty entries!!!!!!!! h medical officer: 

1. No (EPTE) 
2. No (AR 600-140) 

3. No (VD) 
4. UNO 

QUESTION: 

Existedb.fore entry into service. 
III because of intemperate use.of 
alcohol or drugs. 
VD.not promptly reported for treatment. 
All other cases and if unit commander 
had made an entry. 

~ When no entry has been made on the sick slip by either the un:l.t 
c_der or the medical officer, this indicates that "Line of Duty" 
has yet to be determined. 

(CIRCLE CORRECT ANSWER) 

a. TRUE orb. FALSE 

CONTINUE TO THE SELF EVALUATION EXERCISE 

13 



UNIT ADMINISTRATION 
PART III 

SELF EVALUATION EXERCISE 

1. Select from the list below the source or sources of information that 
the morning report provides to Department of the Army. 

A. Accounts for all personnel in a unit 
B. Provides statistical data 
C. Provides unit history 
~ All of the above 

2. What reference contains the information required to fill out, read 
and inspect the morning report? 

C. 
D. 

AR 335-60 
TM 1-300 
FM 22-5 
TM 1-260 

3. Who is required to submit morning reports? 

A. Active duty units battalion s.;I.2;e or smaller. 
B. Active duty and ready reserve units, regardless of size. 
€) All units on active duty. 
D. Active duty units up to corp level. 

4. The purpose of the duty roster. is to •••• 

A. 

@j 
D. 

determine who within the unit come to work each day. 
locate and identify all members of the unit. 
make a fair and equitable distributioJ). of routine details. 
show graphically the amount of work done within the unit. 

5. Weekdays and weekends are listed on the same page. How are they 
separated? 

A. 

B. 
C. 

The weekends shown as Roman numerals and weekdays aa Arabic 
numerals. 
Weekend days are enclosed with brackets. 
The weekdays are shown on the .f~rst 2/3 of the page and 
weekends on the last 1/3. of the page. 
Weekday numbers are reco~ded inb1~e and weekends in red. 

14 



FRAME 12 
ANS:b.False 

6. How do you determine which person on the duty roster has the duty on a specific date? 

~ The man who has the highest number in that days column. B. The person with the letter "A" in that days column. c. The last man that joined the unit. 
D. The person Who's name is below that of the person Who performed the duty last. 

7. What letter symbols can be used in preparing the duty roster? 

A. 

~ 
c. 
D. 

"E" for excused and "L" for leave. 
"A" for authorized absence, "D" for people selected for other details and "u" for unauthorized absence. 
"5" for those sick in quarters. 
"A" for AWOL, "p" for those men promoted and "J" for newly joined personnel. 

8. How are the indiViduals eligible for a duty listed on the duty roster? " 

A. Alphabetically, regardless of rank. 
B. By date of rank. 
C. By date of assignment to the unit. 
~ Alphabetically by rank, with the highest rank at the top. 

9. How is credit for performance of duty entered on the duty roster? 

A. 

B. 

By placing the number 1 in the square opposite the individual's name. 
Place a check mark next to the man's name on the roster. , Place an "A" in the square opposite the individual's name. By placing a series of diagonal lines in the square opposite the individual's name and under the correct date. 

10. The main purpose of the sick slip is: 

, A. 
B. 
c. 

To account for people missing from the company ar~a or training. Aid the medics in keeping records on howmariy peop;~'t"eytreat. Prevent personnel from seeking medical aid without prior 'per­mission. 
Act as a means of communication between the unit commander and the medical officer. 

15 



11. The sick slip consists of three (3) main parts. These are: 

D. 

Personnel Section, ~Iedical Section, Morning Report Section. 
Heading, Unit Commander's Section, Nedical Officers Section. 
Heading, Line of Duty Section, Unit Commander's Section. 
Heading, Injury Section, Treatment Section. 

12. Line of duty on the sick slip is determined by: 

A. 
B. 
C. 

V 

Unit commander. 
Medical officer. 
Patient. 
Unit commander and medical officer. 

16 



1- d 

2. a 

3. c 

4. c 

5. d 

6. a 

7. b 

8. d 

9. d 

10. d 

11. b 

12. d 

UNIT ADMINISTRATION PART III 
ANSWERS TO SELF EVALUATION EXERCISE 
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