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DEPARTMENT OF THE ARMY X
office of The Adjutant General i
Weshington 25, D. C.
MEMORANDUM ) 14 Februery 1958
R 13)

SELECTIVE FILING OF MILITARY PERSONNEL FILE PAPERS

1. Check Lists. As & means of exercising control over the vast
accumilations of personnel pepers, check lists identifying end classi-
fying each type of file material according to categories defined in
paragraph 2 below will be mainteined by each brench or ectivity which
frequently contributes file pepers for inclusion in the TAG 201 file.
Check lists will be maintained for papers pertaining to officers
(including werrant officers) and enlisted personnel which will consist
of two parts, (a) Forms, listed numerically by form mumber, and (b)
Other Papers, listed alphsbetically by subject. Revisions of check
lists will be the responsibility of the action brench (brench heving
responsibility for sending the peper to the appropriate file) subject
to approval of the Chief, Comptroller Division, TAGO.

2. Categories of file pepers. Four categories of file papers
(permenent, semi-permanent, temporary, and immediate destruction) have
been estsblished to control the disposition of militery personnel file
pepers. Eveluation of each type of file material itemized in the check
1list will be based on the following definitions:

a. Permsnent. Documents which must be reteined while the
individual is in the service for purposes of persomnel administration
end/or protection of the interests of the Government end the indi-
vidual, end which must continue to be retained after the individual's
separation from the service to protect the interests of the Government
end individvel. Permenent category pepers will be filed in the TAG
201 file.

b. Semi-permsnent. Documents which must be retained in the
TAG 201 file VHITe the TnTvidusl 1s in an sctive or retired status
for purposes of personnel administration and/or protection of the
interests of the Government and the individual, but which have no con-
tinuing value as permenent date when an officer has been separated
from the service or vhen en enlisted person has been either separated
from service or relieved fram active duty and transferred to a reserve
status.

¢. Temporary. Documents which are not required in the TAG
201 file but which contein informestion that must be retained, usually
for & short period of time, in the action branch for purposes of per-
sonnel sdministration. Temporary material will be filed in the sction
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branch end will be disposed of
Schedule Tor that brench, in accordance with the Records Control

d. Immediate destruction. Do
. uments
value which should not be placed in e file but ::gscy:g cimen:égutn :%
ately.
3. Responsibilities.

&. Action Branch. The branch T
456 Wi g o PTTS T eving Tesponsibility for send-

(1) Stemp materiel in the
either " or "Beene Permanent and semy
bottom of the page. The "Semi-permenent" near

: the center
copies and the "Permanent” stemp on the to;t;:ge":nli be Dlaced on ayy
materiel. The determination as to whether & papes. 4y, OF Permanent

or semi 2ory will be baged “ﬂglns Wwithin the
conteined in approved check lists. 'Branches or aetioyny . OMetion
teining check lists ore responsible for complying Wlthttes not main.
visions vhen contributing papers for inclusion in the ponos, PXO-
The proper file authority will be stamped on this materialecl file,
ance with paregreph 107, TAGO Supplement to AR 340-15, in accorg-

) Forward " end "Semi il
to the Personnel Records Branch for inclusion in the TG 201 giren
es.

(3) File "Temporary" material in local files.

(4) Destroy material in the "Immediete Destruction"
category.

(5) Submit recommendations concerning edditions eng
chenges to branch check lists as they occur through records comtrol
channels to the Chief, Comptroller Division, TAGO, ATTN: Records

Officer. ons will include appropriate justi-
fication end comments of brench end division Records Management Officers.

(6) Periodically spot-check to be £ ed to
the Personnel Records Branch to insure that the documents are properly
stemped in accordance with spproved check lists end these provisions.
Each branch chief is responsible for the correctness of material for-
warded from his branch for inclusion in the TAG 201 file.

(7) Continuously study the check lists with the objective
of end semi category material to the mini-
mm consistent with the responsibility of the Amy to retsin information
essential to the protection of the interests of the Government and the
1individual.
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(8) Distribute spproved check lists and changes t0:

(a) Appropriate division Records Manegement Officer.

(b) oOfficer or Enlisted Section, Personnel Records

Brench, as eppropriate.
(c) Comanding Officer, U. S. Amy Records Center,

St Louis, Mo.
(a) TAGO Records Management Officer.
b. Ppersonnel Records Branch Ppersonnel Division, TAGO. The
Ppersonnel Records Branch will:
(1) hecept for file in T4G 201 f1les only those pepers
marked "pema.nenC" or "gemi-permenent”.

2) Remove and destroy semi-permenent material upon
separation of officers fron the service and upon seperation or rel:
,;’;,, sctive duty of enlisted personnel. Temporary end Lmmediate a:fr

ey S papers filed in TAG 201 files prior to issuance of
d as

struction
these instructions will be during records

euait cperations:

(3) Assume action brench responsibility, as ind
icated

o above, for military persomnel paper ¢

) srover e papers created in the

in paregrep?
Pex'sunnel Reco:
c. ement Branch, Comptroller Divii
agement Branch 3 sion, TAGO. The Men-
(1) Review additions and revisi
ana other recomendetions submitted for ullprovs.]ms e ghheck lists
groller Division, TAGO. e Chief, Comp-

(2) Provide assistance in
4o the esteblishnent and maintenance of Rt e T e
8ts.

a. U. 8. Records Cente:

1o suthorized to destroy msterial cm:;:mdme;'ﬂs,' Aexy Recards Center
personnel on the seme basis as Personnel Record e files of separated
paragraph 3b ebove). s Branch, TAGO (see

FOR THE ADJUTANT GENERAL:

a

DISTRIBUTION: S

¥ KENNETH G, WICKHAM
Colonel, AGC

Executive Officer
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ENLISTHD SECTION
PERSOiNEL RECOADS BRACH
THI ADJUTANT GENLRAL'L OFFICE
HEAORANM) 12 September 1957
NUMBER 26) &

STATZEENTS OF SERVICE. INVOLVING PHILIPPINE SCOUTS

le DA Circular to be printed at a later date states thatPublic
Law 85217, an act "To Amend Further and iake Permanent the Missing Persons
Act, as Amended", was approved by the President on 29 August 1957. A pro-
vision of this law authorizes back pay and allowances for Philippine Scouts
who wera ceptured and paroled in the Philippine Islands during World Wer IT
and who did not reccive pay and allowances for the period of parole,

2o A1) "Philippine Scout" cases winich question the individual's lon~
gevity and/or requests pay for the period in question will be forwarded by
Disposition Form to Commanding Officer, U, S. Army Records Center, for
appropriate action together with records charged to Mr. John Howard, Chief,
Mail Section, U. 5, Army Records Center.

o Paragraph 10, SOP 6-5=32, is amended by deleting all information
pertaining to Philippine Scouts and the statement pertaining to the Hissing
Persons Act. The paragraph ends zfter the words "furnishing DD Form 13",

asenent pertaining to the Hissing Persons Act will not be suown on
orm 13, 'he provisions of Para;raph &, SOP 6-5-32, apply.

c< 2 W <~
E. C. T
Lt Colonel, AGC
Chief
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Standing Operating Procedures SOP 6-5-32
Enlisted Section, PRB 1 August 1957
VERIFICATION

Requests for Statements of Service

Section I - General

1. The general policy on the preparation of statements of service
i that the information will be furnished in a brief, concise manner
consistent with the purcose for which intended. The majority of requests
Seceived may be processed by furnishing DD Form 13 (Statement of Service),
Tethenticated with an official seal, showing a chronological listing of
the periods of service for the individual concerned (Figure 1). Special
requests received from Congressional or VIP sources where a form reply is
ot appropriate will be handled by furnishing a typewritten, blographical
statement in narrative form (Figure 2).

2. Vhen previous Army or Air Force Reserve service is involved and
records are not on file, send AGPZ Form 83 (Request for Prior Service )
to U. S. Army Records Center. If a negative report is received or re-

@ cords show individual has not been separated from Army Reserve or Air
Force Reserve, one of the following actions will be taken:
a. U. S. Army Reserve. Follow procedurs outlined in SOP 4-3-8.

b. Air Force Reserve. Follow procedure outlined in SOP 4-3-11.

Section II - To Whom Furnished

3, DD Form 13 will be furnished to:
a. Field installations and other Armed Services.
b. The individual concerned.

c. The wife, when there is need for immediate actio
veteran's benefits (housing, welfare, pension, etc.). e

d. Next of kin of deceased soldiers.

e. Guardians.

Poupersedes S0P 6-5-32, 16 Oct 56, and Changes) Complete s
8lon,

e D2 )
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SOP 6-5-32

f. Divorced spouse(s) (whether or not remarried) of a member or
former member of the Army or to the spouse who has been deserted, or se-
parated (without divorce) provided that:

(1) Legitimate interest is indicated.
(2) Period(s) in question terminated in honorable discharg:

(If discharge was other than honorable, consent of indi-
vidual whose records are involved must first be obtained).

g. Uhere deemed necessary for official and/or legal purposes.

L. A typewritten narrative statement of service or biographical
sketch (Figure 2) will be furnished in special cases received from Execu-
tive Unit, Enlisted Section, such as Congressional cases or cases from VIP
sources or in cases which, in the opinion of the Administrative Assistant
of a unit, a form reoly would not be appropriate. Extreme care will be
taken to insure the use of correct terminology and sentence structure so
that the statement is readily understood.

Section III - Types of t ts of Service

5. The typewritten narrative statement of service or biograchical
sketch will be closed out by the following command line "By Authority of
Wilber M. Brucker, Secretary of the Army." Place the "Official Seal! over
the tyved three-line signature. A memo for record will be placed on the
file copy to include the date furnished, requestor's name and address and
reason for furnishing. The following information will be shown:

a. Enlisted and Army Heserve service. Include date(s) enlisted
and date(s) and type(s) of separations.

b. Warrant Officer, Army Field Clerk and Flight Officer Service.
Include date(s) appointed, date(s) acceoted, grade(s) held, and date(s) of
discharge and/or separation.

¢. Commissioned Service. Include date(s) appointed and accepted
and all promotions, followed by any subsequent changes in status.

d. Periods of active duty and active duty for training. Include
all periods in chronological order.

e. Station assignments, decorations and awards.

£, Time lost and records of trial by Courts-Martial.
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SOP 6-5-32

6. DD Form 13 will be prepared in the format shown in Figure 1
except for those intended for reserve CIL's and bonus purposes. (See
appropriate SOP). There is no spacing between entries. When sufficient
Space is not available in any particular section or block, the following
statement will be typed on the last available line 'FOR ADDITIONAL INFOR-
MATION, SEE REVERSE SIDE". The following information will be shoun:

a. Dates of enlistment or induction.
b. Component (AUS, RA, NG, Army Reserve, etc.)
c. Dates of separation.

4. USAR. Dates of active duty, including short tours, will be
shown in colums d and e. If no active duty performed, show "none" in
these columns. If records show the individual has not been separated
from the USAR and has subsequently enlisted in the Regular Army, show
under "Remarks" that action has been taken to effect separation from USAR.
If individual has dual status in USAR and Regular Amy, furnish all periods
of service. Place an asterisk next to the applicable entries and under
"Remarks" enter the following: "#Dual Status - Para 6, AR 35-1110 applies."

e. Reason for separation. (If DD, BCD, or Undesirable Discharge
furnished as a result of fraud, invite attention to Para 11, AR 35-1110.

£. Individuals who have held commissions or warrants. The ef-
fective dates of termination of temporary appointments in the Army of the
United States as officers, warrant officers, flight officers and reserve
officers, as shown below, will be used as a basis for computing service.
(A11 statements of service which reflect an AUS appointment only will con-
tain the statement "AUS status terminated on (date) by operation of law.
(Comptroller General's Decision B-123922, 7 0ct 55.)")

(1) Commissioned Officers. Temporary appointments of com-
missioned officers in the Army of the United States
between 7 December 19L1 and 7 August 1947z

(a) Commissions in the Women's Army Corps, AUS, termi-
nated on 12 June 1919, iy $i5g vernl

(b) ALl other commissions in the AUS, with
5 Wi thout
terminated as of midnight 30 June me,“exiiﬂi‘f"’"“’

1. Officers who had completed a

= x A o .
instructions at Governnent expe::seluflger:e:ical
ot of 6 Februsry 1912, 56 Stat, 50, as ane
and who were on active duty in AUS stat, Srenasd;
June 1948 were terminated upon relescs o O 30
Yive duty. release from gq-
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SOP 6-5-32 e N S

2. Disabled officers who were on acti

2 ctive duty i

AUS status on 30 June 1948 were burmin::zdlsn-
on release from active duty following deter—
mination that their treatment had reached a

point where they would not be benefi
ther retention. nefited by fic

(2) Warrant Officers. Temporary appointme;
tween 21 August 1941 and 15 neZ’e’...ber 1328 i:e:-ginb:_
on L Aoril 1953 except for those serving on active ;d
on T Jamuary 1953 in which case the date of termivacs
is the same as the date of relisf from active duty. "

(3) Flight Officers. Temporary appointments in AU:
8 July 1942 and 7 August 1947 terminated on zsso:g:“n
1952. <= Zctober

(L) Reserve Officers. Effective 1 April 1953, a:

memts were terminated in the USAR that 225 ii::z”i’,‘,"
or before 2 April 1948. Appointments in the USAR sti11
In effect on 1 April 1953 (other than indefinite term
appointments) were for five year periods and will term-
inate five years from the date of appointment unless
Sooner terminated by some other action. (Indefinite
ferm appointment, resignations, transfer to NGUS).

g. The "Remarks" block will contain miscellansous information,
as applicable, such as:

(1) Rank at time of death.
(2) Rank at time of discharge, when specifically requested.

(3) The statement "This document will be filed permanently
in the field 201 file" will be shown when furnishing
DD Form 13 to an Army installation.

h. Time lost for each veriod; if none, so state.

(1) An asterisk will be placed next to each date of enlist-
ment where the time lost cannot be reported when the
service record for any period of service is maintained
by field installations. Make notation under "Remarks'":
"Time lost not available. Service record maintained by
rield installation."
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(2) ALl discrepancies in the dates and number of days time
Jost will be searched against the morning reports in
the U. 5. Army Records Center., A disposition form will
be used in this instance and the live case placed in
suspense file with copy of action taken. Upon receipt
of reply, if error is evident, place an asterisk next
to the incorrect entry in the service record and make
a marginal notation "See correspondence - date".

i, "To" block.

(1) For DD Form 13 furnished to Army installations and other
Armed Services, leave blank. Forward by irdorsement,
exception is made in paragraph 7a(1).

(2) All others. The complete address of the requestor will
be shown. The request will be returned with the DD Form
13 unless otherwise warranted.

J. Authenticate with "Official Seal" placed over the signature.

Section IV - Special Conditions

7. Uhen records or communication show individual had vrior service
in another branch of service, such as: Navy, Marine Corps, etc., take
the following actions as applicable:

a. For all cases other than telegrams prspare the following:

(1) Prepare DD Form 13 for the Army and Air Force service
orward to the field commander inclosing a copy of
the basic request. In "Remarks" block show "Action has
been initiated to verify service claimed in the (U. S.
Navy or U. S. Marine Corps, etc.)"

(2) Prepare, in duplicate, TAGO Form 109 (Request for State-
ment of Service) (Figure or TAGO Form 109-1 (Request
for Statement of Service - National Guard Service) which-
ever is appropriate. On the reverse side request that
the original be returned to this office and the copy
forwarded in a form similar to that shown in Figure 3b.

.

1If all prior service is other than Army or Air Force, comply
with paragraph 7a(2) and acknowledge the field commander's request, other
than telegrams, by TAGO Form 21 (Delay and Referral Notice) checking block
number 3 thereon and completing the statement on the card.
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— |
c. Electrically transmitted messages received will be handled
as prescribed in paragraph 7a except a milita:
incorporating the request contained in the electrically transmitted mes.
sage. Prepare message to requestor advising of referral to the approe.
priate agency, Figure 3b is not applicable.

Statements of service for individuals who were Philippine Scouts
will show the inclusive dates of each period of service even though a
inati ion shows that all or part of the period
from 1 December 19L1 to 31 December 1945 was in a non-casualty (non-pay)
status, under the provisions of the Missing Persons Act.

9. WAAC service is not considered
service i5 creditable forlongevity.
of service, refer to AR 35-1110.

creditable for longevity. WAC
When doubt exists on certain periods

10. Requests received from individuals for a statement of service to
be used for retirement purposes will be returned to the individual's come
manding officer without action directing attention to the provisions of
paragraph 15a, AR 635-230, Requests of this nature received from Army in-
stallations will be handled by furnishing DD Form 13, except for Philippine
Scouts. The following statement will be shown under "Remarks": Mot in a
Casualty Status under the provisions of the Missing Persons Act from (date)
to (date), therefore, not entitled to credit for this period for retirement
purposes.” The pertinent dates may be obtained from a determination or
redetermination in the records,

11. Correspondence received from chief, military districts requesting
verification of exact date of completion of thirty (30) years service in
order that the individual may be discharged from the U, S. Army Reserve
will be forwarded to Retirement Unit, Enlisted Section, Separations Branch,

12, DD Form 13 will be completed upon request from Special Verifica-
tion Unit for use in processing a list case.

Section V - Review

13. These cases will be reviewed by the Administrative Assistant or
dninistrative Supervisor of the unit prior to sending to the Chief,
;h:vgce Units or Assistant Chief of Section.
e

£ a nunber of stereotyped requests are received from one organisa-
: g appear to be unwarranted, submit to Executive Unit for in-
tion, whicl
structionse
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TS W < PR VAN T e W

STATEMENT OF SERYICE

Doe, John J.

6 00

3 456

ENLTSTED SERVICE

st 0t | cowonenr | seeanareo e peason Fon seoamaTion
27 aor 37 | B[ 29 mer 0 Hon/ETS
27 Apr 10 | maR 380 4Ll 1 il| 35041 | Hon/To enlist in Re
LSep il | RA 3 5ep Hon/To accept, comm.
26 0ok 54 Stil1 1n service
i FLIGHT, WARRANT AND/OR COMMTSSIONED SERTICE
P T—
e e A e £y g sEssn ron
21t s Lsepu2| Lsepl2| 4seplz
L1t | as 3 Jun 13
Capt. Aus L Yov 4
Nay s 3 Dec 43
¥a) 0RC 2Feb 4 | 2 Feb U6 ~ | 20 Apr 46 | Honorable
L 4 Maj Calif NG 22 Apr 47
¥a3 @S 3Apr A7 | 31 Jul 47| 1Jan 48| 13 hor 48
1 hug 18| 15 hug 48
Lt Col | Galif NG 14 Jun 49
Dol | H@s ] 2 hug ko | 29 Mg k9 | 27 Nov 49| 27 Nov g
Lt Col | UsKR n 52 | 8 Jul 52 4
LEGaL | USAR (1nkeriribe Zar)
52| 1Dec 52| 13 0ct 54| 27 0ct 5k

T

See paragraphs 6d, g, h, 7a(1) and 10.

TINE 05T (1nctu

16 ¥ar 38 |18 war 38| 3

L

= |

DD.%¥ 13  ne

Tous €01TIONS OF THIS FORK ARE OBSOLETE

D——

Figure 1
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DEPARTMENT OF THE ARMY
‘OFFICE OF THE ADJUTANT GENERAL
WASHINGTON25, D.C.
RoPE_E 201 Dos, Jon J. 3 October 1956
RA 12 345 678 (1 Oct 56)

STATEMENT OF SERVICE

oF
JOHN J. DOE, RA 12 345 678

1. The records of John J. Dos, RA 12 345 678, show the following
periods of service:

nducted into the Federal service on 16 September 1940 and
vas honorably ischarged as First Sergeant on 23 October 1905,

Enlisted in the Snlisted Reserve Corps on 17 October 1947
and was honorably discharged on 1 July 194

Federally recognized as a Second Lieutenant, Infantry,
Missourt Natioral Guard on 57 Septenber 1948, to dave from 7 July 198,

Apoointed Second Lieutenant, Infantry, National Guard of the
Unites Staies o 6 Oetover 1945 and- accepted 13 October 1908,

derally recognized as First Lieutenant, Infantry, Missouri
National murd on 21 August 1950, to date from 25 Juh 1950.

korointed First Licutenant, Infantry, Nations] Guard of the
Unitod States on 25 Mgust 1950 ana aecepted 12 Sentember 1

inted First Lieutenant, Amor, National Guard of the

g Aopo:
Dutias Suates on 2 June 1952 and amma 11 July 1952, His commissions

as First Lieutenant, Armor, Vissouri National Guard and First Lieutenant,
Armor, National Gusrd of the Urited States were terninated by reason of
withdrawal of federal recognition, and he was transferred to the Urited
States Army Reserve effective 5 November 1953.

h. Appointed Caotain, Armor, United States Army Reserve on
22 July 1954 and accepted 27 July 1954, He 1s now a Captain, Armor,
United States Army Reserve

iy
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AGPF-I 201 Doe, "
R 12 30 678 (1 0ok 36) Ressole Zagg
2. He is oredited with the following periods of active duty:

a. As an enlisted man:
16 September 1940 to 23 October 1945 inclusive

b. As a conmissioned office
1 hagast, 1954 b 15 Augast, 1954 inclusive
31 July 1955 to 14 August 1955 inclusive

He was honorably relieved from all tours of active duty.

By Authority of ¥ilber M. Brucker, s=7mlu the Army:
OFFICIAL ™
SEAL

HGRBERT . JONES i
Major General, USA
The Adjutdnt, General
i

P 6-5-32

Figure 2b
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S0P 6-5-32

T [ reauest ror sTaTement or service
3 ¢ “"’“’n.  Adjuant Goneral oare
Wigpirenanat SR s oy
SREANG sw'- 10 May 1957

D¢ ‘3.'?52"“.".‘:%«‘«":":-‘:"}5:‘

[Cineauest ronunTioN REAcH THis OFFICE oY

OgRi2itTes w su8 ReviRSE st
O s e
T e BT
'AGENCY MARKED unvz X0 FILI. mK:: VERIFY REQUESTS. — LD ozt
L R R T Y ST ST T
Doe, John A.

P - o .w‘r—

P aaune, N .

LQ}Z_R,*@ T PR e T F
4.7

T —

==
== =

2 5 pincod o e rovoms id.

A [P e p—

Figure 3a
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Enlisted in the Regular Army 10 Dec 38.
It is requested that the original Form be returhed to this oftiee, 1T
and that the copy be forwarded together with the attached letter.
Comnanding Officer
§5th Engineer Battalion
) “san Francisse, Calif.

AGPF-T

Fygure Jb



‘ " persownse earers (Ady o)
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