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TINCTICNS AND RESPONSCIBILITIES

Army Branch, MTD

General Functions

Classification, assignment and utilization of military personnel;
cperation of the unit persomnel section portion of the military pay system:
speration of the reenlistment program; operation of the personal affairs
program; preparation and maintenance of personnel records; personnel ac-
counting; preparation and processing of personnel rosters and reports;
processing appointments, promotions, reductions, release frem active duty,
discharges, retirements, and other miscellaneous actions.

Svecific Respensibilities

Pesponsible for classification including testing and reclassification
acticns.

Processes voluntary applications for schooling, special assignments,
special details, oversea service and PCR processing.

Administers the enlisted evaluation system.

Develops, maintains and furnishes MOS strength and statistical infor-
mation as reouired.

Processes all matters pertaining to elimination cases, release from
active duty, discharges; retirements, enlistment, extension of of enlist-
ment, recuest for excess leave and non-CCNUS leave, branch transfers and
details for cfficers, rotation, deplcyment, extension and curtailment of
fereign service tcours and Agency tours of duty, service medals, awards
and decorations, issuance of mjilitary identification carcs, security clear-
ances, consumation of initial appcintment of officers and warrant officers,

and extensione or declination of categery renewals for officers.
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Tnsure preparation and submission of efficiency reports for officers
and warrant officers on extended active duty, reserve officer evaluation
reports for Regular Army enlisted personnel, officer preference statements,
and cofficer photographs,

Trenre accomplishment of annual and special physical examinaticns as
recuired.

Respcnsible for casualty reporting.

Prepares and maintains personrcl records inclwuding officer and enlisted
ovalification records, service records ar versomnel recovrds jackete,

Frepares, verilies, and submits rcsters and repcrts required in the
Army perscrmel system.

Develops, maintains, and furnishes strength and statistical inferma-
ticn as renuired,

Tnitiates and contrcls processing of inceming and outgoing personnel
including installation and Agency clearancc and transmission of perscnnel
records.

Frocesses all caces pertaining to marriage, legitimization or adop-
ticn of children, payment of personal debts, and civil=legal proceedings.

Administers the life insurance and soldier veting programse.

Uzulles dependent affairs, including deployment and redeployment,
smergency or disciplinary return of dependents to the United Stuates from
areas, issuance of military dependent identificaticn cards, dependent
medical care, dependent schecling, dependent travel, assistance of depend-
erts.

Renders advice and assistance te service versonnsl and their depend-

ents in matters pertaining to serviceman's and veterans survivor benefits,
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pensicns and compensations, loan and education benefits, legal affairs,
Ccldiar's and Sailor's Givil Relief Act, Retired Serviceman's Family Pro-
tection Plan, Federal Houesing Act, Army Imergency Relief, American Red (ross,
and Social Security Benefits.

Handles a1l other matters pertaining to the perscnal affairs on mili-
tary perscrnel and thelr dependents.

Processes charge sales slips, separate ration authorizaticns, debt
ljquidation schedules, statements of charges, reports cf survey, allct-
ments, scldier's deposits, applications fer baric allowance fcr quarters
Tor versonnel with depenierts, requests for special pay actiong, pay
discrepancies, statements cf service, matters rertaining te clothing wain-
tenance allowances, and all other matters affecting the pay or allowances
cf individuals,

Determines individual entitlements to the variovs items of pay and
allorerces,

Answers queries from individuale op all matters pertaining to pay.
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