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PREFACE

Purpose This Training Support Package provides the student with a standardized lesson
plan of instruction for:

Task Number Task Title
Individual
131-020-0040 Unit Manning Report




This TSP

Contains
TABLE OF CONTENTS
PAGE
e =T SRS 2
Lesson Section | Administrative Data ..........cooeeiiiiiiiiiiie e 4
Section Il INTrOAUCTION.........ooiiiiiee et e e eree e e e eeeeanes 7
Terminal Learning Objective - Align the Unit Manning Report......................... 7
Section I Presentation .............ooii i e e e e e 8
Enabling Learning Objective A - Identify the purpose of the Unit Manning

Y oo o PRSPPI 8

Enabling Learning Objective B - Identify special category position numbers
for assigning personnel on the Unit Manning Report..........cccccceiiiiiiinnnnnn. 8
SECHON IV SUMMAIY ...t e e e e e e e e s e e aaaeeas 10
Section V Student Evaluation .............cooo e 11
Appendix A - Viewgraph Masters (N/A) A - e 1
Appendix B - Test(s) and Test Solution(s) (N/A) B - e 1
Appendix C - Practical Exercises and Solutions  C -........ccccooiiiiiiiiiiiic e 1
Appendix D - Student HaNdouts D ... 1




SECTION L.

All Courses

Including This

Lesson

Task(s)
Taught(*) or
Supported

Reinforced
Task(s)

Academic
Hours

Test Lesson
Number

Prerequisite
Lesson(s)

Clearance
Access

Foreign
Disclosure
Restrictions

UNIT MANNING REPORT
U661 / Version 1
01 Jun 2005

ADMINISTRATIVE DATA

Course Title
First Sergeant Course

Course Number Version
521-SQIM 1

Task Number Task Title

INDIVIDUAL

131-020-0040 (*) Unit Manning Report

Task Number Task Title

None

The academic hours required to teach this lesson are as follows:

Distance Learning
Hours/Methods
1 hr 15 mins/ Study Assignment
35 mins/ Practical Exercise (Performance)

Test 0 hrs
Test Review 0 hrs
Total Hours: 2 hrs
Hours Lesson No.
Testing
(to include test review) 3hrs E516 version 1

Lesson Number
None

Lesson Title

Security Level: Unclassified
Requirements: There are no clearance or access requirements for the lesson.

FD5. This product/publication has been reviewed by the product developers in
coordination with the USASMA foreign disclosure authority. This product is
releasable to students from all requesting foreign countries without restrictions.




References

Student Study
Assignments

Instructor
Requirements

Additional
Support
Personnel
Requirements

Equipment
Required
for Instruction

Materials
Required

Classroom,
Training Area,
and Range
Requirements

Additional

Number Title Date Information
AR 600-8-6 PERSONNEL 24 Sep 1998
ACCOUNTING AND
STRENGTH REPORTING
AR 680-29 MILITARY PERSONNEL - | 29 Mar 1996
ORGANIZATION AND
TYPE OF TRANSACTION
CODES
DA PAM 600-8 MANAGEMENT AND 01 Aug 1986
ADMINISTRATIVE
PROCEDURES
DA PAM 600-8-1 STANDARD 01 Mar 1989
INSTALLATION/DIVISION
PERSONNEL SYSTEM
(SIDPERS) BATTALION
S1 LEVEL
PROCEDURES
DA PAM 600-8-23 STANDARD 01 Apr 1992
INSTALLATION/DIVISION
PERSONNEL SYSTEM
(SIDPERS) DATABASE
MANAGEMENT
PROCEDURES
All material included in this Training Support Package (TSP).
None
Stu
Name Ratio Qty Man Hours
MSG, FSC graduate, ITC, and SGITC graduate, 1:14 1 2
(Enlisted)
Id Stu Instr
Name Ratio  Ratio Qty Exp
None

* Before Id indicates a TADSS

Instructor Materials:

None

Student Materials:
e TSP.

e Pen or pencil and paper.

None




SECTION V. STUDENT EVALUATION

Liztl"?iments At the end of your Phase | training and before entering Phase I, you will take

an on-line, multiple choice examination. It will test your comprehension of the
learning objectives from this and other lessons in Phase I. You must correctly
answer 70 percent or more of the questions on the examination to receive a GO.
Failure to achieve a GO on the examination will result in a retest. Failure on the
retest could result in your dismissal from the course.

Feedback NOTE: Feedback is essential to effective learning.
Requirements
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STUDENT QUESTIONAIRE

Directions e Enter your name, your rank, and the date you complete this questionnaire.
Rank: Name: Date:
e Answer items 1 through 6 below in the space provided.
e Fold the questionnaire so the address for USASMA is visible.
e  Print your return address, add postage, and mail.
Note: Your response to this questionnaire will assist USASMA in refining and
improving this course. While completing the questionnaire, answer each question
frankly. Your assistance helps build and maintain the best curriculum possible.
Item 1 Do you believe you have met the learning objectives of this lesson?
Item 2 Was the material covered in this lesson new to you?
Item 3 Which parts of the lesson were most helpful to you in learning the objectives?
Item 4 How could we improve the format of this lesson?
Item 5 How could we improve the content of this lesson?
Item 6 Do you have additional questions or comments? If you do, please list them here.

You may add additional pages if necessary.

13




ATTN ATSS DCF

COMDT USASMA

BLDG 11291 BIGGS FLD
FORT BLISS TX 79918-8002

(Fold Here)
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Question 7

Question 8

Question 9

The correct response as quoted from AR-600-8-6 is:

a. This task is not performed in wartime.

b. All changes will be manually posted to the AAC—CQ7 upon receipt and SIDPERS
update transactions will be submitted as necessary.

c. Enlisted soldiers will be assigned to positions on the AAC—CO07 in accordance with
the rules for utilization outlined in AR 600-200.

d. All soldiers in a unit will be assigned a position number. It will be reflected on the
AAC-CO7.

e. Soldiers should be assigned to a position on the AAC-CO07 upon their initial arrival
in a unit.

f. Soldiers should not remain assigned to position number 9992 (Incoming Assigned
Personnel) beyond 7 days after arrival in a unit.

g. Assigned soldiers will not be double—slotted on the AAC—CQ7 or assigned to a
9999 position number.

h. Assigned soldiers who cannot be properly slotted will be reflected as
“Reassignable Overstrength.” These soldiers should be assigned to a position below
the paragraph and line number most closely related to the duties being performed
(that is, position number AB90).

i. The AAC—-CO7 will be cut off at the end of each month, retained 1 month, and then
destroyed. (See AR 25-400-2, File Number 600-8b.)

Ref: SH-1 (AR 600-8-6), p 28, para 3-35

The correct response as quoted from AR-600-8-1 is:

Individuals who are not assigned to an authorized duty position will be reported by a
special category position number in the 999 series.

Ref: SH-3 (DA Pam 600-8-1), p 38, para 2-57b

The correct response as quoted from AR-600-8-1 is:

Series number 9990--ldentifies reassignable over strength personnel who should be
assigned to another local unit.

Ref: SH-3 (DA Pam 600-8-1), p 38, para 2-57b(1)

C-5



Appendix D

HANDOUTS FOR LESSON: U661 version 1

This appendix contains the items listed in this table--

Title/Synopsis Pages
SH-1, Extracted Material from DA PAM 600-8-23, SH-1-1
AR 600-8-6, and DA PAM 600-8
SH-2, Extracted Material from AR 680-29 SH-2-1
SH-3, Extracted Material from DA PAM 600-8-1 SH-3-1

D-1




Student Handout 1
Extracted Material from DA PAM 600-8-23, AR 600-8-6, and DA PAM 600-8

This student handout contains 11 pages of extracted material from the following
publications:

DA PAM 600-8-23, Standard Installation/Division Personnel System (SIDPERS)
Database Management Procedures, 01 Apr 1992

Chapter 17 pages 294 thru 296
AR 600-8-6, Personnel Accounting and Strength Reporting, 24 Sep 1998
Chapter 3 pages 28 and 29
DA PAM 600-8, Management and Administrative Procedures, 01 Aug 1986
Figure Listing pages 773 thru 778
Disclaimer: The training developer downloaded the extracted material from the United
States Army Publishing Agency Home Page. The text may contain passive voice,

misspellings, grammatical errors, etc., and may not be in compliance with the Army
Writing Style Program.

SH-1-1



(a) report sequence code (major sequence option only).

(b) MPC.

(c) Grade (descending).

(5) Part V.

(a) PPA code.

(b) MPC.

(c) Grade (descending).

f. Selection criteriaAll Active Army accountable units operating under SIDPERS are selected. All active SOMF,
SPF, and attached records (except RSCs X and Y) are selected.

g. Totals.Totals are generated at the UPC level for part I. For parts Il through V, totals are generated at report
sequence code, mail code, and SIDPERS level.

(1) Part | reflects totals by grade and MPC for the current authorized and accountable strength by duty status. Totals
for assigned—not—joined, intransit—in, intransit—out, and attached data elements are also shown for the unit selected.
Intransit—in totals show failure to gain by new unit but reported departed from old unit. Intransit—out totals show failure
to lose by old unit but reported gained by new unit. Accountable strength includes all columns except attached and
intransit—in.

(2) Parts Il through V totals are roll-up figures for units selected by grade, MPC within report sequence code, mail
code, or SIDPERS. Intransit—in totals show failure to gain by new unit but reported departed from old unit. Intran-
sit—out totals show failure to lose by old unit but reported gained by new unit. Accountable strength includes
intransit—in totals not accounted for in part | but excludes intransit—out and attached.

h. Retention or dispositiohe cutoff date is at the end of the month. reports are held for 1 month then destroyed
or retained as local requirements deem necessary.

17-11. Unit Manning report, Position and Incumbent Data (AAC-CO07)

a. PCN and categoryThe Unit Manning report, Position and Incumbent Data, (AAC-C07), category lll, is
produced in the peacetime operating mode only.

b. Description.This report lists authorized positions and personnel assets of each permanent party unit. The SASF
and the SPF produce the authorized and personnel data, respectively. The data for each unit are divided into two parts.

(1) Part 1 includes the following data elements:

(a) Authorized positions by position humber and personnel assets (incumbents) filling these positions. When an
incumbent does not have the qualifications for a position, mnemonics identify the disqualification’s and are entered in
the remarks.

(b) Authorized positions by position number that are not filled by incumbents.

(c) Personnel assets without authorized positions.

(d) Excess personnel assets identified by position numbers with a 9 in the third position.

(e) Personnel assets who are intradepartures. These individuals are identified by RSC A with a departure date for
UPC1. Each individual is displayed in the departing unit (UPC1) and in the potential gaining unit UPC1. For UPC1,
the individual is identified by remarks reflecting departure date 1, the literal (D) identifying the type date, and UPCL1.
For potential gaining UPC1, the individual is identified by remarks reflecting reporting date 1, the literal (R)
identifying the type date, and UPC1. Intradepartures are personnel who are available to fill authorized positions. These
records always have asterisks in the position number.

(2) Part 2 includes all excess personnel assets identified by position humbers with a 9 in the third position. Parts 1
and 2 include identical assets when and only when the position number has a 9 in the third position and not a 99 in the
first two positions.

c. Input requirementsThe format for schedule card 4 is shown in table 17-5.

d. Frequency.The report is produced semimonthly or as required.

e. SequenceThe report is displayed in the following sequence:

(1) report sequence code (major, intermediate, or minor sequence option) or mail code (optional).

(2) UPC.

(3) Position number.

f. Selection criteria and data elements. The selection criteria and data elements are as follows:

(1) All SASF records are selected for this report, and they apply only to part 1.

(2) All SPF records are selected except those with RSC X.

(3) SASF data elements include—

(@) TOE or TDA document number (TOE/TDA No).

(b) Position number (POSNO).

(c) Position title (POS TITLE).

(d) Paragraph and line number (PARA LINE).

294 DA PAM 600-8-23 « 1 April 1992
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Figure 9-16-1. Sample format for Unit Manning Report position and incumbent data—Continued

DA PAM 600-8 1 August 1986

774



Figure 8-16-1. Sample format for Unit
Manning Report position and incumbent

data

REPORT HEADING

Item
number

1)
@

3

)

(8)

)

®

&)

{10)

(1

(12)

(13)
149

(15)

Explanation of item

PREPARED—The date the report
was actually prepared.

PCN: AAC-C07—The Production
Control Number of the report.

UNIT MANNING REPORT
POSITION & INCUMBENT
DATA—The title of the report,

CD—Cycle Date. The ““as of” date
of the SIDPERS processing cycle
that produced the report.

SCN—Shipment Control Number.
The Shipment Control Number is a
two character code that identifies
the month and day the cycle was
prepared.

PAGE—The page number of the
report.
UNIT—The name of the unit.

MC—Mail Code. A code assigned
by the SIDPERS interface Branch
(SIB) that identifies the Military
Personnel Otfice (MILPO) that
services the unit.

DA CODES-ASG—A code
indicating the major command to
which the unit is assigned.

STATUS—Status Code. A code
used to classily the status of
Active Army organizations,
personnel and equipment.
Reference paragraph 2-18, AR
680-29.

AREAX—A code used to identify
the location of a unit. if the unit is
located in CONUS, the first
position represents the Army area
and the next two positions
represent the state in which the
unit is located. If the unit is located
overseas, the “AREAX CODE” is
the abbreviation of the country in
which the unit is located.

UIC—6 Paosition Unit [dentification
Code. “W" is the Service
Designator ("W meaning Army).

UPC—Unit Processing Code,

ANALYST—Analyst Code. A code
assigned by the SIB to group
certain units in order to assign a
group of units to a specific analyst
in the SIB.

RPT SEQ CODE—A code
assigned by the SIB to group units
in a desired sequence for report
purposes.

REPORT CONTENTS

Item
number

(16)

1n

(18)

{19)

(20)

1

(22
(23)

(29

(25)

(26)

@n

Explanation of item

PPA—PERSINS Processing
Activity,

OPTIONAL SEQUENCE—The
sequence in which the requestor
desires the report to be prepared.

POS NUM—The position number
applicable to a specific paragraph
and line number of the TOE/TDA
and the position number of the
incumbent.

TOE/TDA NO.—The TOE/TDA
Number

POS TITLE/NAME—The Position
Title Name is the Job Title as
reflected on the TOE/TDA
document or dascription
designated by the commander and
the name of the individual
assigned to that position number,

PARA LINE—The paragraph and
line number as reflected on the
TOE/TDA document.

SSN—The individual's Social
Security Number.

PSC/PSSI—Primary Specialty
Code for commission officers.

PMOS—Primary Military Occupa-
tional Specialty Code applicable to
warrant officers and enlisted
personnel. If indicated on the
authorized line, indicates the
PMOS authorized for the position.
If indicated on the incumbent line,
indicates the PMOS of the
incumbent.

ASI—Additional Skill identifier. If
indicated on the authorized line,
indicates the ASI| applicable to the
authorized MOSC. if indicated on
the incumbent line, indicates the
AS| applicable to the individual's
PMOSC.

LNG—Language Identity. If
indicated on the authorized line,
indicates the language identity
required. If indicate on the
incumbent ling, indicates the
language identity of the incumbent.

GRD—Grade. If indicated on the
authorized line, indicates the grade
authorized for the position. If the
indicated on the incumbent line,
indicates the grade of the
incumbent,

(28)

(29)

(30)

(31)

(32)

(33)

(39

(35)

(36)

37

(38)

PPS—Position Personnel Security
Status and Field Determined
Personnel Status. If indicated on
the autharized line, indicates the
security clearance required. If
indicated on the incumbent line,
indicates the field determined
security clearance of the
incumbent,

SMOSC—Secondary Military

Occupational Code. The SMOSC
of the incumbent.

VRB/SRB/EB/MOS—Enlistment
or reenlistment bonus information
on the incumbent.
CS/BR/PP—Control Specialty

(Comm only), Branch (WO only),
Proficiency Pay (EM only). if

indicated on the authorized line,

indicates the CS/BR/PP required.
If indicated on the incumbent line,
indicates the CS/BR/PP of the
incumbent.

DMOS/DPSC—Duty MOS and
DPSC. It indicated on the
incumbent line, indicates the
DMOS or DPSC of the incumbent.

1D—If indicated on the authorized
ling, indicates the authorized
identity. If indicated on the
incumbent line, indicates the sex
code of the incumbent.

PS/PI—PS Position Status Code.
A code used to report the status
of a TOE/TDA paosition.
Pl—Promotable Indicator. A code
which indicates whether or not an
individual is on a DA Promotion
List.

P/DATE L/DATE—~Position Status
Date. The effective year and
month of the Position Status
Code, used in conjunction with a
Position Status Code, ref para 3-8,
AR 680-29,

PC—Position Assignment Priority.
The assignment priority that has
been assigned to a specific
paragraph and line number.

RQ—Requisiton Submitted for a
Replacement. If a requisition has
been submitted, a “Y"” will be
indicated in the authorized line. If
no requisition has been submitted,
an “N” will be indicated in the
authorized line.

ESA/ETS-—Expiration of Service
Agreement/Expiraticn of Term of
Service. If the incumbent is a
commissioned or warrant officer,
the data element is ESA. If an
enlisted incumbent, the data
element is ETS. The date (Year,
Month and Day) the incumbent is
scheduled to be separated from
active duty.

Figure 9-16-1. Sample format for Unit Manning Report position and incumbent data—Continued
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Figure 9~16-1. Sampie format for Unit d. SRB (Selective/Variable

Manning Report position and Incumbent Reenlistment Bonus MOS, for
data—Continued Enlisted Personnsl only}—SRB/
VRB MOS or its substitutable MOS
REPORT CONTENTS is unequal to authorized MOS on
three positions.
Item @. PPD (Proficiency Pay
number  Explanation of item Designator, for Enlisted Personnel
(39) DOR—Date of Rank. The Year, only)—PMOS or substitutable
Month and Day the incumbent was MOS in which individual is
promoted to his current grade. receiving proficiency pay is
(40) REMARKS—Personnel assets ;Jrﬂzzu:(ljgioa::onzed MOS on
who are intra-departures. These Note: If mora than one mnemanic
individuals are identified by applies, each is separated by an
RSC=A and departure date 1 = asterisk.

blank. Each individual is displayed
in two units, the departing unit
(UPC1) and the potential gaining
unit (PGUPCH1). For UPC1, the
individual is identified by remarks
reflecting departure date 1, the
literal (D) Identifying the type date,
and PGUPC1. For PGUPCI, the
individual is identified by remarks
reflecting reporting date 1, the
literal (R) identifying the type date,
and UPC1. Intradepartures are
personnel assets who are
available to fill authorized
positions. These records always
reflect asterisks trom POSNO. Part
2 includes all excess personnel
assets identified by POSNOS
reflecting a 9 from the tens
position. Note, parts 1 and 2
include identical assets when and
only when the POSNO reflects a 9
from the tens positions and the
first two positions are unequal to
99. The following mnemanics and
their meaning will print in this
section: Commissioned Officers
“CS” (Control Specialty); Warrant
Officers and Enlisted “MOS”
{Primary MOS), "GRD”, Enlisted
“EB” (Enlisted Bonus MOS),
“SRB” (Selective/Variable
Reenlistment Bonus MOS) “PPD"”
(Pra Pay); “MPC" applies to all
categories of personnel.

a. CSC (Contro! Speciaity Code,
for Commissioned Officer
only)}—Unequal to either first two
or last two positions of authorized
position specialty code.

b. MOS (Military Occupational
Speciaity—applies to Warrant
Otficers and Enlisted Personnel)
Primary MOS or its substitutable
MOS is unequal to authorized
MOS. Equality is measured by four
or three positions of MOS
raspectively for warrant offices
and enlisted personnel.

¢. EB (Enlisted Bonus MOS, for
Enlisted Personnel only)—EB
MOS or its substitutable MOS is
unequal to authorized MOS on
three positions.

Figure 9-16-1. Sample format for Unit Manning Report position and incumbent data—Continued
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PD 20020717 PCI1\I6/%\AA Version 1.3 cD 20020717 SCN XX PG 01
(Replaces AAC-CO07)
UNIT MANNING REPORT
POSITION & INCUMBENT DATA
UNIT: JO0000XXXXXXXX UIC: WXXXXX

DOCUMENT NO: TCTCWXXXXX 0102

PART 1
D D
A L P P Cs M A
POS POS TITLE PARA LINE PAOC S N P M SRB BR (o) S I PS P/DATE
NUM NAME SSN PMOS I G RANK s C EB PP S I D PI L/DATE ESA/ETS DOR
COMPANY B
BDO1 CDR 777N 01
MARVEL, JOHN 000-00-0000 XXXXX 00 YY CPT Y NC I
BDO5 1sG 777N 02 I
ROCK, I. M. 000-00-0001 92A50 2s ZZ MsG Y NC 92Z5M M 20020720 20100630 19971201
BDO9 ADMIN SPEC 777N 03
LADY, SUPER 000-00-0002 71L10 00 zZ SPC 71L20 I 20020830 19991202
UIC PART 1 TOTAL OFFICERS 3 WARRANT OFFICERS 3 ENLISTED 53 TOTAL 59

THIS IS A SAMPLE OF THE SIDPERS AAA-161 REPORT THAT TAKES THE PLACE OF THE AAC-C07 for units with SIDPERS-3—
DA PAM 600-8. Remarks column not included)

PD 20020717 PCN AAA 161 CD 20020717 SCN XX PG 01

UNIT MANNING REPORT
POSITION & INCUMBENT DATA

UNIT: XOO0XXXXXXX UIC: WXXXXX
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DOCUMENT NO: TCTCWXXXXX

PART 2
D D
a L P P cs M a
POS POS TITLE PARA LINE  PAOC S N P M SRBE BR O S I PS P/DATE
NUM NAME SSN PMOS 1 G RANK S C EE PP S I D ©PI L/DATE ESA/ETS DOR
9990 REASSIGNABLE OVERSTRENGTH
SCHMIDTLEP, TONY 000-00-0000  02Z5M SM GM MSG Y 022z50 00 F 20080630 19970301
9991 SURPLUS/EXCESS PERSONNEL
BOND, JAMES 000-00-0001 92A30 2S GM SSG 92A30 00 20020720 20100630 19971201
9992 INCOMING PERSONNEL
POWERS, AUSTIN 000-00-0002  91B30 2S5 GM  SSG 91B30 00 20020830 19991202
9993 KNOWN LOSS
9994 ATTACHED-PERMANENT PARTY
DUCK, DAFFY 000-00-0003 92230 25 GM  SSG 92230 00 20060830 20011111
9996 TEMPORARY STATUS
9997

ATTACHED-STUDENT-
9998 FOR FUTURE USE
UIC PART 2 TOTAL OFFICERS 3 WARRANT OFFICERS 3 ENLISTED 75

WARRANT OFFICERS 3 ENLISTED 175
UIC AGGREGATE OFFICERS 3

(Totals not all inclusive)

(THIS IS A SAMPLE OF THE SIDPERS AAA-161 REPORT THAT TAKES THE PLACE OF THE AAC-C07 for units with SIDPERS-3—
DA PAM 600-8. Remarks column not include
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