Deployed Theaters’ Army-Wide Directed Personnel Asset Inventory (PAI) Procedures

These procedures apply only to Deployed Theaters 

in support of the Army-wide directed PAI,

30 July to 15 August 2004.
Responsible agencies.
· Unit Commanders

· Personnel Automation Section (PAS)

· Personnel Services Battalion or Military Personnel Division (PSB/MPD)

· Replacement Detachment (Repl. Det) or similar activity

· Transition Center

· Senior Mission/Installation Commander

· Major Commands (MACOMs)

· Major Subordinate Commands (MSCs)

· Theater Database Manager

· Army Human Resources Command

References.
· AR 600-8-6, Personnel Accounting and Strength Reporting
· AR 600-8-104, Military Personnel Information Manage/Records

· AR 600-8-105, Military Orders
· AR 608-20, Voting by Personnel of the Army Forces
· AR 220-20, Army Status of Resources and Training System (ASORTS) - Basic Identity Data Elements (BIDE)
· AR 630-10, Absence Without Leave, Desertion, and Administration of Personnel Involved in Civilian Court Proceedings

· Department of the Army Memorandum, Subject: Army-Wide Personnel Asset Inventory,

      2 June 2004

· ALARACT Message, Subject:  Army-Wide Personnel Asset Inventory (PAI), June 2004

· The Electronic Military Personnel Office (eMILPO), found on the Army Human Resources System: https://emilpo.ahrs.army.mil/  

· The Electronic Military Personnel Office (eMILPO), Datastore, found on the Army Human Resources System: https://emilpo.ahrs.army.mil/  

· Unit Commander’s Finance Report (UCFR)   

· eMILPO Functional Guidance, https://www.perscomonline.army.mil/fsd/index.htm, Human Resources Command, Field Systems Division Web site, left hand side bar, 
      under eMILPO (requires AKO signature)
· eMILPO Reports, found in the eMILPO Functional Guidance, under “Reports” , linked in the Index:

· AAA-162, Unit Personnel Accountability Report 
· AAA-165, Unit Personnel Accountability Notices Report 

· AAA-342, Alpha Roster 

· AAA-351, Unresolved Error Report
PAI Terminology.
· Unit.  For the purpose of this procedure, a unit is any team, detachment, company, battalion, U.S. Army element, activity or similar organization assigned a unique UIC.
· Unit commander.  Any company/battalion commander, commander or senior Army person of a U.S. Army element, or Army chief of an agency or activity having a unique UIC that has assigned or attached Army personnel.  Note.  A commander may have responsibility for more than one UIC.
· Accountable strength.  Accountable strength is the number of Soldiers assigned or attached to a unit, regardless of their duty status.
· Strength imbalance.  A strength imbalance occurs when Soldiers on the AAA-162 (Personnel Accountability Report) do not exactly match the Soldiers in the unit (boots on the ground).
· Personnel Services Battalion or Military Personnel Division (PSB/MPD).  These terms refer to the supporting personnel management center for the specific unit.

· Personnel Automation Section (PAS).  This is the section that controls eMILPO permissions and access.  They monitor and work data quality and provide assistance, training, and inspection.

· Theater Database Manager.  The Theater Database Manager is the person responsible for those processes and functions required to provide the theater commander and G1 with personnel and strength data to manage the deployed force.  This includes database management, reports design, and update procedures.
· MACOM.  Major Command. (e.g. FORSCOM, TRADOC, MEDCOM, USAREUR & Seventh Army, AMC, CENTCOM, EUSA, etc.)
Objective.
· The Chief of Staff, Army directed an Army-wide PAI.  All active component (AC) and reserve component (RC) Army units federalized/mobilized will conduct a PAI during the 30 July 2004 through 15 August 2004 timeframe.  This message outlines the major PAI requirements.  The PAI objectives are to:
· Account for 100 percent of all AC and mobilized RC forces (RC Soldiers on temporary active duty or federalized/mobilized in support of an operation.)

· Reconcile and synchronize “boots on the ground” with active component databases, eMILPO and the Total Army Personnel Database (TAPDB).

· Validate and/or correct selected personnel data and ensure the AAA-162 (Unit Personnel Accountability Report), eMILPO, and appropriate theater databases reflect the same information.

· Ensure the eMILPO database contains a record of every mobilized Soldier.

· Identify and correct pay deficiencies and suspend pay for those Soldiers whose duty status cannot be confirmed.
· Update and validate the joint theater database.

Special Instructions.
· Deployed commanders can supplement these instructions as long as the minimum standards of the PAI objectives are accomplished.

· Voting Assistance Officers (VAO) will be present at muster formations to hand out and provide assistance in completing the Federal Post Card Application (FPCA).  In addition, commanders will afford all soldiers the opportunity to complete absentee ballot and voter registration forms.  Additional information is available through the www.fvap.gov web site.  
· The unit’s extract of the JTPR is the baseline document for this PAI.   During the muster formation, the commanders will reconcile the following data elements using the Soldier’s ID Card and other available documents:

· Name

· SSN

· Pay Grade

· UIC

· Gender

· Component

· Service Branch’

· DMOS

· Arrival Date     
· Theater commanders in areas of operations may approve early PAI dates beginning 20 July 2004 for select units when mission and/or OPTEMPO requirements warrant.  This exception is limited to deploying/redeploying units or units engaged in actions that may prevent PAIs during the established period. No PAI conducted prior to 20 July 2004 will be accepted for this purpose.   
· All units departing theater and returning to home/mob station between 20 Jul - 10 Aug will conduct a PAI at home/mob station.  Commanders will ensure that units conduct a PAI and results are recorded according to this procedures.  Coordination between units and  PAS is essential to ensure that all corrections and updates are updated prior to departure from theater.  
· Commanders will ensure Soldiers have current casualty documents (DD Form 93 and SGLV Form 8286) on file.      
· The HRC will establish a collaboration site for the PAS chief or other designated representative to report discrepancies that cannot be resolved at the unit/MPD/PSB levels, provide information, and POCs.   This site will operate through Sep 04.  PAS chiefs will use normal help desk procedures to submit trouble tickets for those issues outside the PAI scope.   Access to the collaboration site is at URL  https://www.perscomonline.army.mil/fsd/index.htm  (center section under the “What’s New”, Army Wide PAI Collaboration Site). Instructions will be published prior to conduct of the PAI.
General Guidance.
· This guidance is only for all AC and federalized/mobilized RC units in a deployed theater.  
· These procedures are in lieu of those stated in AR 600-8-6, Chapter 5 and only apply to this initiative, and only to units in deployed theaters such as Iraq, Afghanistan, etc.

· No exemptions from the PAI are authorized.  Commanders will hold muster formations to conduct the PAI and validate selected personnel data.
· Theater commander in areas of operation may exempt units from muster formations if operations condition warrant or they may authorized separated formations for unit elements (e.g. section, platoon, company.)  All other PAI requirement must be accomplished.
· Units and activities geographically dispersed from their parent unit may conduct a local PAI and provide information to the parent unit.  Commanders may delegate the conduct of a PAI to the senior Army person at the dispersed location.  The parent unit will consolidate all reports from these locations and update the Joint Theater Personnel Roster (JTPR).

· Commanders who do not have access to directly update the JTPR need to send their signed extracts to the theater data base manager IAW theater guidance.
· All UICs including derivative UICs must be registered in the Army Status of Resources and Training System (ASORTS).  This is an absolute necessity for this PAI initiative to be successful.  
· Theater database managers must immediately notify HRC for any RC unit with a UIC not registered to their PPA.  Contact the HRC-FSD collaboration site as described in special instructions.
· It is critical that every unit update the theater database (JTPR) prior to the start of the PAI IAW theater instructions.  This will reduce the problems and help ensure and smooth a successful PAI.
· Units will account for all assigned and attached Soldiers during the PAI including all Soldiers not present at the muster formation.  Categories of such include, but are not limited to: hospitalized, leave, TDY, AWOL, confined, pass, permissive TDY, sick in quarters, missing, and performing essential duties.
· Unit commanders will report all Soldiers who fail to arrive on the date directed in orders, AWOL, and confinement according to AR 630-10.  Commanders will inform servicing finance offices of all changes affecting both Soldiers’ accountability and pay status.  Unit commanders will not submit documents to suspend or terminate a Soldier’s pay without conducting the required investigations and preparing supporting documentation.
· Commander will ensure Soldiers have current casualty documents (DD Form 93 and SGLV Form 8286) on file.    
Work Center Actions:

· Unit commander.  Arrange to conduct the PAI (date, time, place, etc.)  Notify the S1.

· S1.  Identify all discrepancies on the JTPR extract and make necessary corrections before the actual PAI.  Commanders are responsible to research pending gain Soldiers who are past their report dates and take action in accordance with ARs 600-8-6 and 630-10.  Commanders must report all AWOL Soldiers to the servicing finance unit within 48 hours of determining a Soldier is AWOL.

· S1.  Conduct PAI with the commander. Verify each Soldier’s name, SSN, rank, and component with the JTPR extract with the Soldier’s identification card and the Soldier.  Give extra attention to verifying the correct spelling of names and correct SSNs. 

· Unit commander.  Conduct PAI on the scheduled day.  Annotate corrections on the JTPR extract. Include the duty status of each Soldier not physically present at the PAI.
· S1.  If the unit or S1 has the capability to update the JTPR directly, enter all changes into the JTPR, and print off a fresh copy reflected updated changes.  Attach that to the annotated version. Prepare any supporting documents needed for finance when reporting a change in a Soldiers’ duty status. On the bottom of the JTPR extract, put the following above the battalion/separate company commander’s signature block:   “I verify that a PAI was conducted on (date) and that the information on this report is complete and accurate.”
· Commander. Review the extract reflecting all required changes, and/or the fresh extract if provided. If not a battalion or separate company commander, forward to battalion commander for signature IAW theater instructions.   

· Battalion Commander.  Verify and sign the JTPR extract.  If the JTPR was not updated, have S1 update it or forward a copy of the extract to the theater database manager for updating.  Theater commanders may establish further distribution requirements. 
· Theater Database Manager.  Send completed JTPR to HRC DCSOPS, ATTN: FSD, for resolution with eMILPO.
The HRC - Alexandria points of contact for the PAI are:

· MAJ Housh, mailto:david.housh@hoffman.army.mil, DSN: 221-5433, or COML: (703) 221-5433

· MAJ Mason, mailto:william.mason@hoffman.army.mil, DSN: 221-2098, or  COML: (703) 221-2098

· Ms. McKeone, mailto:mckeoned@hoffman.army.mil, DSN: 221-9006, or COML: (703) 221-9006

· Mr. Dalton,  mailto:omer.dalton@hoffman.army.mil, DSN: 221-5171, or COML: (703) 221-5171

External Sources of help.

· The eMILPO Desk at COML:  1-866-433-9196, or (703) 456-2431, or email mailto:helpdesk@ahrs.army.mil.

· The Field Systems Division’s World Wide Web Site found at URL: https://www.perscomonline.army.mil/fsd/index.htm
· The MS51 research tool, available for PERNET users.  For more information, call Data Accuracy Branch at DSN:  221-3650, or COML: (703) 325-3650, or go to the Data Accuracy Web Site found at URL:  https://www.dataaudit.hoffman.army.mil/index.html.  

· U.S. Army Deserter Information Point, ATTN: ATZK-PMF-DIP, Building 1481, Fort Knox, KY  40121, DSN: 536-3711 / 3712, or FAX DSN: 536-3760.

· Casualty and Memorial Affairs Operations Center, Human Resources Command, DSN: 221-7990 / 7991 / 7992; COML:  (703) 325-7990 / 7991 / 7992.
· Voting Registration, Personnel Services Support Division, Human Resources Command, DSN: 221-4530, or COML:  (703) 325-4530.
· Theater eMILPO account access not within the PAS authority, Field Systems Division, Human Resources Command, DSN: 221-3785, or COML (703) 325-3785.
· PAS Chief and Assistants Roster, URL  https://www.perscomonline.army.mil/fsd/index.htm, (left hand side bar under Data Accuracy)
Functional Proponent.  Human Resources Command, Field Systems Division, DSN: 221-9006 / 5433; COML: (703) 325-9006 / 5433. 

