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I. INTRODUCTION

General Information

The problem of health records accountability is not new to the U.S.
Army Medical Department. In a letter dated 27 April 1978 from The
Surgeon General to Commander, U.S. Army Health Services Command, Commander,
U.S. Army Medical Command, Europe, and Commander, U.S. Army Medical
Command, Korea, it was stated that this problem required renewed emphasis.l
At that time the U.S. Army Enlisted Records and Evaluatlon Center, Fort
Benjamin Harrison, Indiana, was receiving an average of 1,000 stray
health records per month.2

Accountability on installations with Troop Medical Clinics (TMC's)
primarily those with Divisional units, is extremely difficult. The
Chief, Patient Administration Division, U.S. Army Community Hospital,
Fort Carson, is the custodian for approximately 120,000 health records,
of which approximately 20,000 are for active duty personnel.3 Health
records for active duty personnel are maintained at various locations on
Fort Carson. The U.S. Army Community Hospital maintains approximately 440
health records for those personnel assigned to the hospital. The remaining
health records for active duty personnel are maintained within the TMC
system. There are five TMC's on Fort Carson and they maintain from

1,000 to 5,000 records depending on location and types of units supported.
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Units that operate organic aid stations maintain the health records at
the aid station and sign the records out to the patient for transportation
to the TMC or hospital if definitive care is needed.

There 1s a basic misconception among the military community that
the health records belong to the individual and can be kept in their
possession when not needed for medical treatment.% Paragraph 3-18, Army
Regulation 40-2, "Army Medical Treatment Facilities General Administration,"”
provides the regulatory basis for hospital commanders to mandate to
patients the appropriate control of their medical records. It states:
"Medical records generated within the Army are the property of the
United States Government. As such, these records are subject to the
control in the manner prescribed by law and regulations for government
documents."?

Army Regulation 40-403, 'Health Records," prescribes the procedures
for the preparation, utilization, maintenance, and disposition of the
health record in the Army.6 This regulation gives general guidance for
control of health records for inprocessing and outprocessing service
members and assigns to the Medical Treament Facility Commander the
responsibility of insuring that procedures to accomplish the provisions
outlined by the regulation are established and enforced.

The guidelines provided by the above-mentioned regulation are
general in nature and must be supplemented by post or Medical Treatment
Facility regulations to insure adequate control of the health records.7

The standard procedures for maintenance and control of medical
records at Fort Carson are outlined in the Fort Carson and 4th Infantry
Division Supplement 1 to Army Regulation 40-403, dated 1 May 1978

(APPENDIX A).
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fonditions Which Prompted the Study

Increased emphasis has been placed on Medical Treatment Facilities
by the Department of the Army to improve the management of health and
dental records. In a letter dated 27 April 1978 from the Office of The
Surgeon General, it was stated that renewed emphasis be directed toward
proper processing of health records at installations throughout the
Army.8 In July 1979, the U.S. Army Community Hospital, Fort Carson,
Colorado, received their Annual General Inspection (AGI) by Health
Services Command. A repeat finding from the 1978 AGI stated that there
was a need to make certain improvements in TMC administration regarding
health records.? Primary areas of concern included the following:

There was no accountability for records of inprocessing personnel,
significant backlog of miscellaneous health forms due to missing health
records, record files were not being screened utilizing unit rosters,
and individuals departing the installation were permitted to pick up
their health records in violation of HSC Policy.10

This deficiency in administrative procedures has prompted distrust
among the supported service member as to quality of care provided by the
Army Medical Department.11 This distrust among our service population
plus the realization that the present system of health records management
at Fort Carson is lessening the ability of the Health Care Team to

provide quality health care has prompted this study.

Statement of the Problem

The problem was to analyze the system of management and control of
health records at the Troop Medical Clinics, Fort Carson, Colorado, and

to make recommendations to improve the system.
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Objectives

1. Review the current system of management and control of health

records at Fort Carson to insure that it is in compliance with Health
Services Command and Department of the Army regulations and policies.

2. Analyze the current system of management and control of health
records to isolate factors that contribute to poor accountability of
health records.

3. Establish close coordination with the Division Surgeon's Office,
4th Adjutant General Company, and the Chief, Patient Administration
Division, U.S. Army Community Hospital, Fort Carson, to facilitate
improvements in the control and management of health records.

4, Improve management and control of health records, thereby

improving the ability of the TMC's to provide quality medical care.

Limitations

The following limitations were placed on this study:

1. The study was limited to the management and control of only
those health records for persomnnel supported by the T™MC's, Fort Carson,
Colorado.

2. The review of literature was limited to management and control
of health records within the Department of Defense.

3. Review of status or tracking of health records was limited to
those health records signed out for appointments at the U.S. Army Community

Hospital, Fort Carson, and not returned within five working days.

3
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Factors Bearing on the Problem

1. People think their health records belong to them personally.12

1 2. Command emphasis is poor because senior noncommissioned officers

and officers are the biggest offenders in not returning their health

records.

) 3. Most of the supported population are young and healthy. Medical
records are not considered as important as personnel and finance records
because they have limited effect on pay and promotion.13

4, Resistance by the Adjutant General to support the system resulting
from lack of definite description of roles.l4

. 5. Management and control of health records is hampered by the

mobility of individuals aassigned to Fort Carson to include intrapost

transfers, field exercises such as to Fort Irwin, California, Fort

Drum, New York, and Reforger Exercises to Germany.15

6. Lack of trained technicians (military occupational specialty

71G) at TMC's to manage and control the health records.16

Assumptions

1. The management and control of health records at Fort Carson
will remain with the Chief, Patient Administration Division, U.S. Army
Community Hospital, Fort Carson, Colorado.

2. Environmental factors such as intrapost transfers, requirements
for physicais and overseas transfers, standardized inprocessing and
outprocessing procedures, create problems associated with management
' and control of health records. These environmental factors are

standardized for all units on post and problems associated with units

supported by one T™C would be similar to those shared by other TMC's.
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Criteria

Criteria for evaluation of the system was provided by the Commander

and the Chief, Patient Administration Division, U.S. Army Community '
Hospital, Fort Carson, Colorado. The criteria utilized as an indicator

of acceptable management and control was the percent of records either

located at the TMC or correctly signed out for no longer than five )
working days. A 90% accountability rate was selected based on input

from Health Services Command and the Division Surgeon, 4th Infantry

Division, Fort Carson.

Research Mz2thodology

The problem to be studies was raised by the Preceptor, Colonel
Norbert Picha, Executive Officer, U.S. Army Community Hospital, during
an analysis of major areas of concern following the 1979 AGI. The
management and control of health records at T™C's, Fort Carson, Colorado, b
had been a continuous problem.l7 Health Services Command has stated
that this is a problem at many Army installations within the United
States.18
The research methodology utilized in this project consisted of

systems analysis. The utilization and control of health records at

TMC's were viewed as a total system operating within a restricted
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military environment (Figure 1-1). Different steps in the research
methodology provided a more detailed investigation of the system by

analyzing the specific subsystems operating within the system.

INPUT - TRANSFORM OUTPUT
I 4
*CONTROL
FEEDBACK \

Fig. 1-1. Health Records Management and Control System

The input to the system began when the individual inprocessed at a
Central Inprocessing Facility. At this point all records were screened
for accuracy and transported to the TMC that supported the unit of
assignment of the individual. The output was represented by a complete
health record available to the transfer point upon permanent change of
station or separation from the service. The transform process consisted
of several subsystems servicing the individual when they signed out the
record for treatment at the U.S. Army Community Hospital, Fitzsimons
Army Medical Center, or one of the local civilian or military hospitals.
Feedback and control was demonstrated by screening and audit procedures
performed in accordance with current Health Services Command and post

regulations.
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The seven sequential steps utilized in the research methodology :
were as follows: w
1. The initial step consisted of selection of TMC 6 as the &
1
representative TMC for evaluation. Consideration must be given to ﬂ

insure that the balance of unit mixture is acceptable.19

The TMC must
have a mixture of units with primarily a garrison based mission and
those actively involved in field operations to allow the problems associated
with control in garrison, as well as field, to be present.
2. The second step was to survey all records at the selected TMC
and identify those that have been signed out in excess of five working y
days. The five working days was provided as a guideline by the Chief, A
Patient Administration Division20 considering the records transport ;
system utilized at Fort Carson. These records signed out in excess of ’
five working days were utilized in a later step for tracking analysis. g
3. The third step involved the comparison of unit rosters with i
actual records to identify those records not signed out and not entered i
into the system. ;
'
4. The fourth step included the analysis of information gathered %
in steps two and three. This process required the identification of a
problem area and analysis of the management and control system to y
locate what portion of the system failed to function properly. N
5. The fifth step required an analysis of the problem areas within M

the system identified in the previous step to determine if the problem -

resulted from failure to follow prescribed policies in the system or if

- -
-

the system or internal subsystems were poorly designed thereby creating

\ )

the problem.
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;
6. This sixth step involved recommendations to insure compliance
with the present system or recommended redesign of systems or subsystems.
7. The seventh step in the research process was the testing of
the system or subsystems after recommended changes had been implemented

to validate that corrective action had provided the desired results.

Review of the Literature

Records of all types are an essential part of the military environment.
The service member is dependent upon records for transfers, pay, promotion,
clothing issue, dental care, and health care. The control of these
records is mandated by a variety of laws, regulations, and policy statements
from different governmental agencies.

There was common agreement among all services wthin the Department
of Defense that health records were the property of the United States
Government and were subject to control in the manner prescribed by law
and regulations for government documents. Conversations with personnel
in the Air Force and the Navy indicate the problems associated with
management and control of health records are shared by all services.21
Current Army, Navy, and Air Force regulations leave the management of i
health records up to the installation for regulation and control.22

The problem of health records accountability has received emphasis
from the Department of the Army to include the Office of The Surgeon
General and the Office of The Adjutant General. The Adjutant General

published a Headquarters, Department of the Army letter, dated 23 February

1977, requiring that there will be closer coordination between medical

4
" -

I' . ‘!'a LB ¥ -( i ‘,.u', . -"," -‘ 'l.‘-".-‘ *' XN Ny M P : N ‘4‘!’.. -.l.. X , A .!'.- Y s { .; ¢ —.; p I N !‘: '.N,‘\lo‘,‘ ! . ‘ X ‘Jg ';.\“



“ e"8 4% o T 3 aVe uV2'abg' VUSRIV TS RTLRTATS v L At g2f Bt 8.7 puh g4 . AP RN N » N v . e gin @ 0 Vo at

10

and personnel agencies and published general guidelines reinforcing the
prescribed regulations.23 In response to directives from the Office of
The Surgeon General, the Health Services Command directed each Medical
Center and Medical Department Activity to devise a system for insuring
accountability for health records.24 h

Health Services Command published the Ambulatory Patient Care Model
Number 5, dated July 1977, that established procedures for control of

health records.2> These procedures were designed for those clinics :

within the hospital environment and were not totally applicable for

L, W e

TMC's physically separated from the hospital.
The literature for review consisted of regulations and general )
guidelines published at major headquarters level. Conversations between
the writer and residents at hospitals with similar TMC arrangements
indicated that they have no literature or systems implemented at their

location that suggested improvements to the present system.
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II. DISCUSSION

The Original Health Records

Management and Control System

The original health records management and control system was a
combination of centralized and decentralized subsystems. The input, or
entry of records into the system was accomplished by a central inprocessing
center. All personnel were required to process through the central
inprocessing center where their health records were screened for complete-
ness and for any required immunizations or examinations. This service
was provided by the Division Surgeon's Office. The Division Surgeon was
responsible for collecting all health records, and upon notification of
unit of assignment, by the appropriate personnel agency, would make
distribution to the servicing Troop Medical Clinic (TMC).

The transform process of this system began with the acceptance of
the health record at the TMC. Once the health record arrived at the
appropriate TMC, it was filed in accordance with Fort Carson and 4th
Division Supplement 1 to AR 40-403 (APPENDIX A). This supplement stated
that health records would be filed by major unit and then maiﬁtained
alphabetically by company within that major unit.1 This requirement by
the Division was instituted because of the procedures for unit selection
during the many deployment and field exercises. There was often a mix

and match procedure where companies of different major units would be
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mixed to meet specific requirements for the exercise. This would result

in all records of a specific unit being signed out in mass for various 24

periods of time.

N
The health records were maintained at the TMC's and were available R
for routine sick call performed at that facility. 7€ more definitive "
care was required, the individual would sign out the health record,
utilizing a "Medical Records Charge-Out Slip," Fort Carson Medical Yy
Activity Form (FC MEDDAC Form (10) 73) (Figure 2-1), and handcarry the '
records to the U.S. Army Community Hospital, Fort Carson. ::
.':
: MEDICHL FRCGHRDS CHAWGE-CUT SLILE 41 .
A
FAMILY Mit Dol TECLGCRYS SOCIAL SECUSITT i
pREF.IX et b ‘ ‘ : :
PATI®IE'S NANE Last, First, Middle)
SIGNATURE OF PATILNT Ol SPONSOR ;:
b
»
TODLATYS DAL PAOLEE'S TELBEHCHE NUMEeR (Home -nd luty) :
r
CLINIC BRCGED 15 Bilba TAKEN TO  (FORT CAHLON MeDDfG ONLY): ﬂ
L bl 2 TSTCHIATILY/CCCT AL S0nk SVCG | >3
7 DERETCLIS Y/ ALLER ST £ SURGICH, Y
O “07 (Fars, Hose & Threat) 17 UEOLOG T i N
'] CETCMETIY (Fye) g EMERGELLCT BOGH e
C]lﬁﬂ)]NH;HI [3 PATIENT AW DIVIGION
[ e LT N 0 OTHER ¥
1 CHTHOPEDICS/PODTATRT ;
os/Grn NOCTOR'S NAME o
k.
FC MRDDAC FORM (10) 73 leplaces FG HFDDAC Form (10) 73, -
1 Jun R 1 Feu 76, which iz obralet s 3
)
(d
Al
i
"
<\
Fig. 2~1. Medical Records Charge-Out Slip :g
>
v
b Y
3
I".
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Those health records that were signed out for permanent change of
station, intrapost transfer, or for periods in excess of 72 hours were
signed for by the individual in a separate log. This indicated the date
signed out, purpose, and destination.

If the individual was seen at the US Army Community Hospital, Fort
Carson, the health record was to be kept by the hospital clinic and
picked up by the Outpatient Records Section for delivery to the Division
Surgeon's Office, located within the hospital complex, for ultimate
transportation back to the servicing TMC. 1If an individual was seen at
another federal hospital within the local region, the individual was
responsible for returning the health record to the servicing TMC.

The output of the total system was an accurate and complete health
record for the next records custodian upon the individual's departure

from Fort Carson.

The control and feedback for this system included reports of scheduled

and unscheduled inspections conducted by the Chief, Patient Administration

Division, Fort Carson Army Community Hospital, Health Services Command,

and U.S. Army Forces Command.

Research Process

The first step in the research process was the selection of a
representative TMC. Fort Carson has approximately 20,000 active duty
troops permanently assigned. These active duty troops with the exception
of Medical Department Activity (MEDDAC) personnel are provided initial

routine care by either Battalion Aid Stations or TMC's. The five TMC's
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at Fort Carson support populations from approximately 1,000 to 5,000
personnel. Some TMC's maintain a lesser number of health records
because the records are maintained at Battalion Aid Stations and are
signed out by the individual and handcarried from a Battalion Aid Station
to a TMC for treatment. Health records for those units without organic
aid stations are maintained at the TMC.

There are five designated TMC's on Fort Carson. TMC 6 was selected
as the representative TMC for the following reasons:

1. TMC 6 supports both units with primarily garrison based mission,
and those actively involved in field operations that require mass signing
out of records by units. This allowed problem areas associated with
field and garrison procedures to be analyzed.

2, TMC 6 had the most deficiencies for the last two years on
Health Services Command Inspector General inspections, as well as for
inspections by the Chief, Patient Administration Division, U.S. Army
Community Hospital, Fort Carson.

3. All health records for the supported population of TMC 6 are
maintained at the TMC rather than split with Battalion Aid Stations.

The second step in the research process was to survey all the
health records in the selected TMC. There are approximately 20,000
health records in the TMC system. The 100% survey of all records of ™C
6 resulted in the review of 2,664 records or 13.37% of the total records
in the system. A total of 477 records out of 2,664 or 17.97% of the

total records signed out in excess of five working days (Table 2-1).
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TABLE 2-1

PERCENT OF RECORDS SIGNED OUT IN EXCESS OF FIVE WORKING DAYS

Unit Unit Number of Records Percent Of
Strength  Signed Out in Excess Records

of 5 Working Days Signed Out
4th S&T Bn 446 72 16.1%
d 4th Finance 110 14 12.7%
y 704th Maint Bn 851 145 16.8%
| USACC 17 6 35.3%
3 NCOA 71 9 12.6%
i CID 22 10 41.67
104 MI 361 64 17.7%
124th Sig Bn 533 112 21.0%
DISCOM 109 21 19.3%
DMMC 144 24 16.5%
TOTAL 2,664 477 17.9%

. These health records were registered by name and social security number

for utilization in tracking in a later step.
The third step in the research process was the comparison of unit

3 personnel rosters with on hand records to identify those records not

‘ signed out and not entered into the system. This computation provided
an indication of problems with the inprocessing of the individuals and
with TMC personnel signing out or filing the records. Table 2-2 describes
the actual strength of the units compared with the number of records

) maintained or signed out from the TMC.
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TABLE 2-2 v

PERCENT OF ACCOUNTABLF HEALTH RECORDS

Unit Strength Records Accounted for Percent
(Present & Signed Out) Accounted

4th S&T 446 322 72.2% :
4th Finance 110 99 90.0% .
704th Maint Bn 851 811 95.3% R
USACC 17 11 64.7% N
NCOA 71 71 100.0%
CID 22 16 72.7%
104th MI 361 357 98.8% .
124th Sig Bn 533 492 92.3% .
DISCOM 109 95 87.2%
DMMC 144 131 90.9%
TOTAL 2,664 2,405 90.3% ;

The fourth step in the research process was the analysis of the
information gathered in steps two and three. The data provided in the 3
previous steps indicated the following major areas of concern:

1. Records were being signed out for clinic visits and not returned

to the TMC.
2. Health records were maintained on file for people no longer in ;
[
the unit. .

3. Personnel were on the unit roster but no health records were at

the TMC. .
The first major area of concern required considerable follow-up to

determine the actual source of the problem. Each individual with records

signed out in excess of five working days was listed in a register by )
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unit. A Disposition Form (DF) (APPENDIX B) was given to the unit Sergeant 1
Major of each individual for distribution; a reply by indorsement was "
requested., The test utilizing the DF was an attempt to (1) encourage
those individuals with their health record in their possession to return /
them to the TMC (2) identify possible areas in the hospital where records
were left by the individual and had not returned through the distribution
system to the TMC. The DF notification was utilized for a 3-month
period with second notifications and monthly updates given to the unit
Sergeant Major. Table 2~3 indicates the results obtained from the test )

program. v

TABLE 2-3

PERCENT OF HEALTH RECORDS RETURNED UTILIZING DF TEST

Unit Records Missing Returned or Located Percent K
Returned .
4th S&T 72 64 88.8%
4th Finance 14 11 78.6%
704th Maint Bn 145 140 96.5%
USACC 6 5 83.3%
NCOA 9 8 88.87%
CID 10 8 80.0%
104th MI 64 45 70.37%
124th Sig Bn 112 85 75.9% '
DISCOM 21 20 95.2% '
DMMC 24 15 62.5% !
TOTAL 477 401 84.1% ’
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Of the original 477 records, 401 or 84.17 of the records were
either returned to the TMC by the individual or located within the
system. The location of these records was tracked utilizing the information
on the reply by indorsement to the DF. These records were categorized
into five main locations: Permanent Change of Station/Estimated Termination

of Service, Temporary Duty, hospital, intrapost transfer, and unknown

(Table 2-4).

TABLE 2-4

PERCENT OF HEALTH RECORDS SIGNED OUT BY LOCATION

Location Number of Records Percent of Total
Intrapost Transfer 39 9.7%
PCS/ETS 174 43.4%
TDY 24 6.0%
Hospital 128 31.9%
Unknown 36 9.07%
TOTAL 401 100.07%

Those health records categorized as lost during intrapost transfers
were actually signed out for an appointment at a hospital clinic and not
returned to their servicing TMC. Personnel associated with those
health records were transferred to another unit on post while records
were in the system. These health records have or are scheduled to be
picked up on the survey of the servicing TMC. Those health records

categorized as PCS/ETS were actually signed out for a physical examination
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or other appointments and those personnel have since left Fort Carson or
the service. Those health records categorized as TDY were involved in
mass field exercises, TDY to the Noncommissioned Officer Academy or
other types of training. Those health records categorized as hospital
were signed out for a hospital clinic visit and were not returned to the
TMC. Those health records categorized as unknown were identified from
the reply by indorsement on the DF stating that they had returned their
health record to the TMC and had no idea where the record was located.
Also included in this category were DF's returned from the unit stating
that they had not had an individual by that name in the unit.

The remaining 76 health records were being tracked at the time this
report was written.

The second area of concern was the presence of health records filed
for individuals no longer in that unit. A search of personnel reports
indicated the location of the individual for forwarding of the health

records (Table 5).

TABLE 2-5

LOCATION OF INDIVIDUALS NO LONGER IN UNIT

Location Number Percent
PCS/ETS 127 90.7%
Intrapost Transfer 13 9.3%
TOTAL 140 100.0%
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This indicated that there were two major breakdowns in the present
system:

1. Individuals were transferring from unit to unit on post and
were failing to insure that their medical records are transported to the
appropriate servicing T™C. 2. These figures also indicated that individuals
were being allowed to depart Fort Carson on a permanent change of station
or leaving the service without taking their records or there were duplicate
records maintained for that individual.

The final area of concern was the presence of names on the unit

roster without records available in the files. The TMC could account

for 2,405 records out of a supported population of 2,664 for an accountability

rate of 90.3%. A survey of those individuals indicated that records
were being signed out without proper documentation, records were in the
files but not properly filed and records were at another TMC because the
individual had not transported his health record upon intrapost transfer.

The fifth step in the research process was the analysis of the
problem areas within the system to determine if the problem resulted
from either a failure to follow prescribed policies in the system, or
the system or internal subsystems were poorly designed and creating the
problem.

The input into the system presented no problem areas. The central
inprocessing center was collecting the records and distribution to the
TMC's was being accomplished.

The transform process of the system was broken down into two basic
subsystems: (1) The health records sign-out subsystem, and (2) intrapost

transfer subsystem. The health records sign-out subsystem presented the
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major problem of the study. Health records were given to individuals

without documentation and were kept by the individual rather than returned

to the TMC. An analysis of the system, as designed, indicated that the
system was appropriate but that policies and procedures were not being
followed. Records specialists at TMC 6 were provided from Division
assets for training and were rotated every three months from field units
to the TMC. They were often poorly motivated and were unaware of proper
sign-out procedures. After an individual signed out his health record
and had been seen by a hospital clinic the return of the record to the
TMC was not according to the designed subsystem, i.e., at least three
clinics were unaware of the procedure for returning records to the TMC's
and were giving the records to the individuals to handcarry records back
to the servicing TMC. There was also a breakdown in the outpatient
records pickup schedule, i.e., three of the 26 hospital clinics were not
included in the pickup route and routinely gave records to the individual
to handcarry to the TMC.

Another problem with the records sign-out subsystem was the filing
of the records after they were returned to the TMC's. Of the 401 records
signed out 23, or 5.7%, had been returned but were misfiled. At the

time of the study, TMC 6 was using the alphabetical filing system and

had not converted to the color-coded terminal digit filing system (APPENDIX

0.
The problems associated with the intrapost transfer subsystem
resulted from poor design of the subsystem. There was no centrally

controlled or uniform procedure published for an intrapost transfer.
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The actual clearance procedure was left up to the units and individuals
were permitted to clear without going through the TMC.

Problems associated with the output of the system were demonstrated
by the fact that 43.47% of the records signed out from TMC 6 for hospital
clinic visits cleared post for ETS or PCS without the records sign-out
card at the TMC being cleared. This could have resulted from a procedural
error on the part of TMC personnel or, if the individual had his health
record at the time of clearance, by the post clearance facility not

) requiring the individual to clear through the TMC.

¥ The sixth step in the research process included recommendations to
; insure compliance with the present system or recommended redesign of

systems or subsystems. Recommendations were categorized into two command

P M)

areas: (1) Activities controlled by post organizations, (2) those

activities controlled by the Director of Health Services.

Ll

At the request of this writer, meetings were held with representatives
of the U.S. Army Community Hospital, Fort Carson, the 4th Division
Surgeon's Office, and the Fort Carson Post Adjutant General's Office.

Problem areas involving outprocessing and intrapost transfers were

D N Y

. discussed and input was provided to the Adjutant General's representative
concerning the proposed establishment of a central processing center for
in and out-processing and intrapost transfers. The Adjutant General's
Office has completed this action and the new regulation is at APPENDIX D.
The following recommendations were provided to the Chief, Patient

Administration Division, Fort Carson, Colorado:
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1. Convert all TMC's to the terminal digit filing system to improve
accuracy in maintaining health record files. This system uses color
coding and the terminal digits of the social security number rather than
an alphabetical filing system.

2. TImplement the DF notification system through the unit commander
or sergeant major for records signed out and not returned within a
specified time, i.e., five days.

3. Prepare Department of the Army Form 140-4, "Manpower Survey
Report - Schedule X Manpower and Workload Data" documents to convert the
: Medical Records Specialist positions at the TMC's from rotating to
permanent positions.

4, Institute an education program for all service members at Fort
Carson concerning health records ownership, control and punishment for
noncompliance with procedures. This program should include (a) newspaper
articles; (b) classes for commanders, noncommissioned officers and unit
members; and (c) signs posted at the records counter in the TMC's.

5. Redesign the health records pick-up system within the U.S.

Army Community Hospital to insure that all hospital clinics are included.

6. Institute an education program for all hospital personnel
involved in management and control of health records concerning problem
areas as to current policies and procedures for control of health records.

The seventh step in the research process was the testing of the
system or subsystems after the recommended changes had been implemented

to validate that corrective action had provided the desired results.
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Any improvement in the system resulting from recommendations provided
to post controlled activities could not be tested. The recommended
central processing center has been approved by the Post Commander, but
will not be operational until 1 July 1980.

A summary of progress and testing for those recommended changes to
the system provided to the Chief, Patient Administration Division, are
as follows:

1. TMC 6 has been converted to the terminal digit filing system.
Record technicians have been trained on the new system and follow-up
inspections have indicated that filing errors have dropped from the
previous 57 to below 2%.

2. The DF notification system for all records signed out in excess
of five working days has been implemented. This was scheduled to be
done once a month during the comparison of unit rosters with actual
records. This system was scheduled to take approximately three months
to obtain the desired results and no indication of improvement can be
documented until June 1980.

3. Manpower survey reports for conversion of the Medical Records
Specialists positions from rotating to permanent positions are being
completed. If manpower survey reports are not approved, alternate
manpower sources will be reviewed.

4. An education program for all service members at Fort Carson
concerning health records ownership, control and punishment for noncompliance
with procedures was initiated. An article (APPENDIX E) was published on

18 April 1980 in the Fort Carson newspaper. Commanders have been provided
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a summary of all regulations concerning management and control of health

records. Signs (APPENDIX F) have been printed and placed in the TMC's :,
indicating actual ownership of health records. Information papers *J
showing accountability by unit have been prepared for the Division e

Headquarters for inclusion at staff briefings.

N'
"
5. The transportation system for pickup of all health records at =
the clinics and delivery to the TMC's has been redesigned to include all N
clinics. The Division Surgeon's Office has indicated that the number of fﬁ
records returned to the TMC's has increased by approximately one third.2 e
L} '
A survey of records at TMC 6 is planned after the system has been in X
effect for two months. §
»
6. The Chief, Patient Administration Division, is preparing an -
,
&
information sheet for presentation at the professional and administrative 2
staff meetings outlining problem areas and current policies and procedures :
governing management and control of health records. N
LS

The recommended changes to the system will take three to four
months before overall system improvements can be documented. Testing of g
rd
selected subsystems indicate that management and control is improving, '
however, a total system review is scheduled for July 1980. N
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FOOTNOTES

1Department of the Army, Headquarters, Fort Carson and
Headquarters, 4th Infantry Division (Mechanized), '""Medical Services,
Health Records," Fort Carson and 4th Infantry Division Supplement 1 to
Army Regulation 40-403 (Fort Carson, Colorado, May 1978), p. A-3.

2Interview with Jeffrey Shuman, Administrative Assistant,
Office of the Division Surgeon, 4th Infantry Division, Fort Carson, CO.,
April 21, 1980.
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ITI. CONCLUSION

This Problem Solving Project was designed to analyze the system of
management and control of health records at the Troop Medical Clinics
(TMC), Fort Carson, Colorado, and to make recommendations to improve the
system. The overall system and internal subsystems were analyzed to
determine if the systems were poorly designed or if the design was
adequate but not being properly utilized.

The criteria for accountability was established at 907 by the
Commander and the Chief, Patient Administration Division, U.S. Army
Community Hospital, Fort Carson, Colorado. Initial screening of all
health records at TMC 6 indicated that 90.37% of the records were on file
in the TMC or signed out for appointments. An examination of those '
records signed out demonstrated a major problem in that 401 of the 477
or 84.1% of those records were signed out in excess of the time limit
established by the Fort Carson regulations.1 An analysis of this problem
area indicated the subsystem for controlling intrapost transfers and
clearance through the TMC for permanent departures from Fort Carson was

poorly designed. The subsystem for transportation of health records

from the clinics back to the supporting T™C was adequate, but procedures

were not being followed.

The analysis of health record management and control also revealed
that the present method of staffing the TMC's with personnel who rotate
every one to three months was inadequate. These individuals were often
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A

poorly motivated resulting in 5.0% of the records being misfiled and
9.0% of the records signed out without following correct procedures.

A Central Inprocessing Center has been approved by the Post Commander

Ee LN P £

and is scheduled for implementation by 1 July 1980. This will require

all departures and transfers to clear the TMC before processing is

complete. This should provide positive control over all intrapost

y v« v v
)
_

transfers and departures from Fort Carson. A redesign of the Records

Transport System at the U.S. Army Community Hosptial, Fort Carson, and
education and training for hospital personnel, as well as individual
soldiers utilizing the system, was initiated. A total test of the
management and control of health records at the TMC's at Fort Carson
may be accomplished when recommended changes have been implemented. A

survey of all health records in the TMC system has been scheduled for

July 1980.
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FOOTNOTES

1Department of the Army, Headquarters, Fort Carson and
Headquarters, 4th Infantry Division (Mechanized), "Medical Services,
Health Records,'" Fort Carson and 4th Infantry Division Supplement 1 to
Army Regulation 40-403 (Fort Carson, Colorado, May 1978), p. A-3.
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APPENDIX A

FORT CARSON AND 4TH INFANTRY DIVISION SUPPLEMENT 1 TO

AR 40-403, DATED 1 MAY 1978
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*I'C and 4D Suppl 1 to AP 10-4073 i

DEPARTMENT OF THE ARMY
HEADQUARTERS, FORT CARSON
AND
HEADQUARTERS, 4TH INFANTRY DIVISION (MECHANIZED)
Fort Carson, Colorado 80913

FC and 4D Supplement 1 1 May 1978
to AR 40-403

Medical Services
HEALTH RECORDS

AR 40-403, dated 20 November 1973, is supplemented as follows:
Chapter 1, paragraph 1-9: Added

1-9. The standard procedures outlined in Appendix A, attached,
are applicable for the maintenance and handling of medical
records at Fort Carscn.

(AFZC-DMD)
FOR THE COMMANDER:

OFVYICIAL: K. C. LEUER
Colonel, GS

ﬁﬁ éa Q Chief of Staff

R. L. BLACKSHIRE
Captain, ACC
Assistant Adjutant General

1 APPENDIX

A-Procedures for (Contrcl and
Maintenance of Tndividual
Health Records

DISTRIBUTICN: Q%

A ‘\”
1¢ - AFZC-DMD 'v‘.c.'a
50 - AG Publications

oy ‘;!".;

*This supplement supersedes I'C and 4D Reg 40-402, 3 Sep 75
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PROCI'DURES FOR CONTROL AND MAINTENANCE OF I,
INDIVIDUAL HEALTH RECORDS fﬁa:.
“
A
1. PURPOSL: This appendix prescribes procedures for medical ﬁqh,
treatment facilitics in preparation, utilization, maintenance, ;*-5~
and control of health records for all active duty personnel at T e
Fort Carson. gsaﬁ:
o,
2. SCOPE: This appendix applies to all Troop Medical Clinics ;ﬁﬁyr
(TMC"s) and Battalion Aid Stations (BAS's) providing mainte- ;an'
nance of health records at Fort Carson. SR
3. DEFINITIONS: EQ?:
.'._x:_' >
a. Medical Treatment Facility (MTF): For the purpose of ﬂ%ﬁj}
this appendix, MTF is defined as cither the Battalion Aid Sta- e,
tion or the Troop Medical Clinic. .:3&{
b. Medical Cfficer: Either a Medical Doctor or Physician SN
Assistant assigned as OIC of an MTF. RSANE
- *y -
A
en- c. Custodian: Chief, Patient Administration Division, AR
=37 MEDDAC, is custodian of all health records on Fort Carson. The }:ﬁf'
‘e2.c Patient Administrator authorizes Medical Officer/QIC of TMC's or -

BAS's to have primary responsibility for health record mainte-
nance IAW AR 40-403.

.‘,;f’ 1“
R

(1) BAS authorized Physician Assistant: The Physician
Assistant will be the custodian of his unit's health records.

(< x

h £~

(2) BAS not authorized Physician Assistant: The custodian
will be the Physician Assistant or Medical Officer in charge of
the assigned troop medical clinic.

(3) Units not authorized medical sectinn: The custodian
will be the Physician Assistant or Medical Officer in charge of
assigned troop medical clinic.

4. PROCEDURES FOR PROCESSING NEWLY ARRIVED PERSONNEL :

‘a. All personnel will hand-carry their health records to
their assigzned medical treatment facility.

Appendix A, FC and 4D Suppl 1 to AR 40-403, 1 May 78
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b, AMEDD personnel, upon receipt of the health record,
will do the following:

(1) Verify present unit and indicate it on the Health

Record, DD Form 722, in the upper left hand corner (with soft
lead pencil).

(2) Screen record for the following:

(a) Health record jacket - serviceability and complete-
ness,

(b) SF 600 and S¥ 601,
(c¢) Current audiogram,

(d) Report of Physical Examination, SF 88, and Report of

Medical History, SF 93, - are they present and current IAW AR
40-4037

(e) Are all forms filed in the proper sequence? (See
Incl 2 to Appendix A.)

(£f) Privacy Act Statement signed and dated by the service
member,

(3) Medical Officer will review the health record TAW AR

40-403, paragraph 2-4a(2) and indicate review on SF 600 as re=-
quired,

(4) Temporary health records will be initiated only on
personnel not posessing health records. Temporary health re-
cords will be initiated IAW AR 40-403, (After 30 days, physical

examination will be initiated to make temporary records permanent
records, )

5. PROCEDURES FOR OUTPROCESSING OF HEALTH RECORDS:

a. Personnel processing out of Fort Carson on PCS, ETS,
or retirement will report to their MIF to pick-up thelr health

records. Individuals will sign for these health records in a
records sign-out log.
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FC and 4D Suppl 1 to AR 40-403

YILUI0ND TAT AT CHED O LICT
tlenl M 'ecorcs
1. DU Torr 722 (Healtn Rrcord Jacket. . ference: AR L0U=L73, dated 2 iov 73,/

a. JIs the narme agnd [. 1! ty;red or printed ir ink?

b. Is the current unit shown above the last name, in soft pencily (If more
than the current unit is designated or the record ‘acket, erase or 1 n- trem out;
only the current rnit is necessary o the juacket,)

c. Is the trancr-of-sorvice block marked?

4, Is .0 Torm 727 in zood conditic». (Iz it clean, 'ntorn, ctc.?)

2. Are 3ll forrms comrlitely identified. (Yame, rank, 1, unit, etc.t)

3. Are all forms in oroper " ling order?

h. Are all forms in ckronolosical order:

Se Mrc grade and organization entered on [F's 60C, 601, and 602, in soft rencilt
€. Arc therc loose or torn forms? (If Sorms are loocc because the [ oles at the
top of the "orm are worn ont or torn ont, use cloti: reinforeing rirn;s to rrattac

them properly witiin th records. If “orms are torn anc can be mended, »ce ecllo-
phane tapc. )

% GG KK

7. °F 600 ‘Thronological “rcord of iedical Care)., Hake sure that all entries have
been signed, dated, treatment facility denoted. etc. An entry rmst be mede on (7
€00 each tirme the “ealth record is reviswed or inspected, “or adminisirative pur-
pOSES.

2
4
y
"
-{

o

3. 1Is therc a corpletrd (signed and dated) Privacy Act Ctatc -nt in the health
record and a stamped statemcnt on the cover stating "This recorq contains a . ri-
vacy Lct Stotement"?

~
et

’

T

9+ futhorization for “edical »rning Tag (U4 Torm 3365). Reference: 41 1:0-15.

B
&2 WK s A,

L S
—ram T
o P kcact
- £
- T

"
b

1. This form will be filled out on any individual vho has a con’irmed alleryy
to a drug, sorum, or other agent (i.c. enicillin, eggs) or a condition or @ pnotrn-
tial problen (i.c. Gontact Lens-s, Diabetes Tlcllitus) or on a specific drue theray
(i.e. Insulin, Antabuse),

L

SN Y

t. DA Form 3365 will te filled out in trirlicate {original and two copics).
One cony of the form ~ill bte r-tained in a suspense Tile at the !'TF »ntil the tag
has te-n received and prescnted to the patient; at that time it will te destroyed.
The original copy will be filed as the last form in the health record,

c. DA Labe’ 162 (Imergency Vedical !dentification Cymbol) will ke ~¢%ixed to
the “ront cover of the health record of those ‘ndividrals who bave conditions vhich
warrant the is<nance 57 a nrrdical warni . ta-., The label ill be af Tixed to the
cover of the health record at the tirme that the A Torm 33 C is placed i1 ¢t roce
ord. A ncotation of ti.e inoividnal's 1lerizy, coudition, or driyg tternpy will be
POTHITED T ORYL TMNE op the cover at the tita thic LA abel 142 i affixed to th
‘loalth lecnri,

Incl 1 to Appendix A, FC and 4D Suppl 1 to AR 40-403, 1 May 78
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S cveoalloe s e s See e agdedd to mel it o corre et reeorn, L, L. ! N
Cooamd 0 L T thege e o g nt ot reccrd o e can o obe Ltk f"{f*:
it a "Yermanent lecora” o lTindes oot ot oy MY Y ana ada Tt o o'l
Mo et ) Yon o wost oo oo the date thetoa WOl U or YL L L0 wrs e
s ] . . 5 . . o’
tiated bty placin; the aat a2bove the regpretive notation, ot
h _,::;;
11, ?2ecord Zi;n-~it o s, -..h';"r-“"
Y,
-~ I3 . - . . - . . ’ ﬁ
a. aintain a e~ bea’ Tor tre oiontn o0t of reccris,  Vtis log o she 1 - B e
clv e nawe, ranly, 7, iU destination, corpose, ddate oty date OF wodapn, arnd o .
snncr for si-natures. Ay
[ L%
L A
b, Tor thos ocrocan~i wio are  “NMinc place th o rvars o th o orount, ‘-,.‘;:
2railatle, in the desti oation orlomn, vrite 00 iv e sernose gnl oy, or 4ol ;\“

lin~ ont ton date of retrrr opace. AN

€. Tor senarating ¢ ovroonnel, clac the words WUV 0 0 TTTU iy the dectine &, }
ation cclirn, »rite TS in 0 oorrose eslor, ond trer line ot bt cate 00 ro- AN
turn space, ety
* ‘\.\
d. In tre cvent thrt 2 overcon 1 dropucd Prop the rolos of e anit, 2 L0 toem it ?.r:(:-r :'
2h06 (07 w1l v reccired fros the rit comrmander, recccctine thot tie health re- :
cord tr made availell Tor slacement in tne TR naciot,  Cvaure toct fie oroen - '-‘.9*
gicking = the record ~irus the 07 and the log book in »reoi=t 0f t'¢ reeord. laar s "
in the destination col rmn the words "7 TN in the prrrose coluwa irits the leta
ters "LT2" in bold orint. Maintain a °I1- of the IF's “or at lcast one voor. In
the event ~f deatk, Penlth Zceords will te “orwarded 3 aceordansze with *-pondix Do M
T, ' A35a10,

e mch t9me a health record ic renoved from thc moiices? tastlity, 1. . TLL
YL TR -

i, 7 AO0L {irr-unizatior Tecord!. eforences: AL LO=S000 R G0eL 0, anc naG

’
n Neg h0=10,

~.  re a2t Twmunizations properly identificd arnd recorded)

Tt amnrlie T officer sign in 11 signature Cor alminis® stlo. of Umrll-
roZ, hcicra, and Tellioo: Tover?

“e nen trancerivirg to s nev rocerd, was tie last oty oenmteored o L. ree
reenrd .
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§ a. hegk tre nane oo the rostoers a.ainst tie reccrds inoy o r fileo to ine
’ enpe that the recortn Tor oall ascionea ond oattacied ner vl e cres-ond,
L& be "Mvnr yon Tiad records for verront [ wh are nnt lictoo =0 tue rostor, checex
vour other ompany/Lattalion rosters ‘or that nanr or v oay have to countt ot tic
¢ poat locator, Aloo circk to sce if v may be 2 now wan i the ndt whose nams
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A SN HEALT! RnCORL ORDER oF <001 .;;:-}:j
T 3 April 1970 QS
i To Tacilitate better access to information, to eliminste and ovrevent the variou:s N ﬁ
) Arficlencies wiich are coryion in health records, forms will be filad in the orier '\':c.'-‘
2 iisted below, IAW AR LO-)iN3, Para 1-5(b). Like forms will be ; ouped und inscrted oy >
: in the DI Form 722, in chronological order with the latest on top. Bﬂhﬁ
¥
1. LEFT 51D ’
———————— ;::.‘l':h
a. DA 3180 Nuclear Duty Position Screening -val- fjﬁf)j
uation., Jne copy when required ty AR ;4;;:
50-5. o
N
b. SF 601 Immunization Record. .
G
c. DA 2658 Abstract of Service, if initiat.d N
prior to 1 Oct 72. e
KTl
M
2. DRICHT SILE b
a. SF 600 Chronological Record of redical Care. :':J:'
\)\’l.‘
LYy
b. D 114l Record of Occupationsl xposur to a0ng
.o Ionizing Radiation, or any other re- ;;:it-
OO cord of non-combat personnel dosimctry. IV
L% See AR LO-1L.
F‘ﬁ;ﬁ
W'
Ce ST 602 or _A R=1lly Syphilis Record, fviz;;
& 4
de DA 36L7 Series:=: Clinical Reccrd Cover Shecet, f‘:&'
e. NA Civilian or “ore~ign Miiitary Treatment —
Records., : Pﬁu v
Lol
f. DL 199 Physical Evaluation Board Proccedings. }{Qﬁ
N
-
ge DA 3947 or DA 7-119 Medical bBvalusztiorn Moard Jrocecdings. le&&*
he LA 3349 or i 82274 Medical Conditions = :'hysical Profil-
itecord or other corresponience rclating
to revision o¢ physical orofile serials.
i, DA 2173 Stalement of ledical Lkxam an: Unty Status.
One cop if initiated onrior to 1 Jul 73.
Jo NA

Reports or certificates prepared Ly
leuropsychiatric Consultation Scervicec
or Pgychiatrists in othrr units.

‘o
o
Incl 2 to Appendix A, FC and 4D Suppl 1 to AR 40-403 1 May 78
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DD 771 or M1-1

NA

DA 1811#

SF 88*%

SF 93 or SF 89
or older equivalent

SF 513

SF 520

SF 545 or SF 51A%*
SF 519*%

SF 522

NA

DA 2985-R Series

NA
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At

o PV

Eyewear prescription - Spectacle Urder l‘v.':.n:'
Form, '-,::-‘.::
s
Correspondence pert:ining to Hearing Aids. N
Pysical and Mental 5tatus on helease T
from Active Service. See AR LO-403, N
Paragraph 1-5b(2)(M). o
L

Report of Medical Examination. AT
Medical History AN
s
N.h “v

Consultation Sheet "\'
;..I\\'.l':ﬁ

Electro~cardiograph Record (EKG)
Laboratory Reports Display
X~-Ray reports display s

Authorization for Administration of
Anesthesia and for Performmance of
Operations and other Procedures.

Documents and Correspondence pertaining
to Medical liestriction, Removal from
restriction, Suspensions, or Termination
of Suspensions from Flying duty because
of Medical Incapacitation. (AR 600-107)

As provided in DA CIR 600-85.

Other Allied Medical Documents Considered
Valuable for Retention, to include any
correspondence on lielease of Medical
Information. (This includes the Privacy
Act Statement. This will be the next to
the last form if the record contains a

DA 3365). R
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‘ (X
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: R
: x. DA 3365 Authorization for Medical Varning Tag. o W
¥ ’ A%
ry b
) A
3 T
W™ #Included in all health records. B ]
Lr *#0ther authorized versions of the Clincal Record Cover Sheet are listed in r':.::f:\
v AR 40-403, Paragraph 1-5b(2)(d). The SF 502 (Narrative Summary) will be paired with :'-_::{"
: the Clinical Record Cover Shcet when pertaining to the same period of hospitalization Sy
s SFts 502 which have no corresponding Clinical Hecord Cover Sheet will be filed in .,,,:. ,
s chronological order directly below the paired CRCS and Narrative Summaries. A
. ***Consultation Sheets will be filed top most in the health Record when only the top '1:3"—:‘
: portion of the form has been campleted, ''hen the lower portion has been campleted, e.‘;".-: v
, the form will be filed in ¢ hronological order in the area provided in item p above, G
E: (AFZE-DMD) ooy
} DAY YLY
’ ok
. BN

hd '*N*N :
Rl ,-:‘-?‘-‘
" h};.'. ".’&

A
AP o
A
G

Toolulert

ettt

Y
o

VYNV

»
-
r Al
s
|

LSt Il s Sl

K
b
:‘.‘-
o
o

B

\)
e

bt - - - -
- - :
\

' A hd hd - - - - -
R %." m“‘&“‘i’“{“:" ',q ‘ﬁ::r o::';'. Yy Ly
WO Ung'!) ..t :\'. :.‘. Ot h : " ¥ : " '..'.
:g.l":. o 5‘-2%‘.5;':.:‘ .:ﬁ'..::“'% &%ﬁﬁ‘;ﬁ L ) ‘:.‘.o.

.k.'.':'.‘ AR A AN R AR hl'i:.“,:.‘?i‘l

LTINS

LRN



J

LA
| :C and 4D Suppl 1 to AR 40-403 ———
, 1 May 178 FC an PP oY
< AN
T N
] A NS A
W b. BAS will annotate in sign-out log when SM departs Fort .‘-ﬁ\-"
Carson without health records. |
% :
b ¢. Outprocessing personnel must have in their possession ﬁ )
either health records or a commanders statement verifying a Y
search for missing records has been conducted prior to AG Cen- .J.".'!:c"'.
tral Clearance granting installation clearance, i
c:" ::.:.\
d. For personnel unable to personnally pick up records, f:-_:";.‘_-:\
i,e. AWOL, confinement, death, etc., a written request from :{Z;::'g
the unit's commander to the Chief, PAD, MEDDAC, will initiate N
release of SM's records., e
B
6. MAINTENANCE OF HEALTH RECORDS AT MEDICAL TREATMENT FACILITY: ey
A
2o
a. BAS will file health records alphabetically according ;\S’;‘«""Q'
to company/battery/troop. .ot
)
DR
b. Records at troop medical clinics will be filed by RaNaNN
major unit, Records will then be filed alphabetically by com- ;.j;:-’.}_f;s
. pany. s
l":a\‘ 3 l
Tt c. Records of personnel in Nuclear Surety Program will be t"’ \
maintained IAW para 3-11, AR 50-5, b Nt
L aed
7. CONTROL OF HEALTH RECORDS AT MEDICAL TREATMENT FACILITY: \":..
.,
Wity
a. Optional Form 23 will be utilized in files to identify [
health records signed-out for purposes which require health 'ﬁ,-,',).‘
record to be temporarily absent from the MIF; i.e., sick cali, A s
medical appointments, TDY, etc. Optional Form 23 may also be ;-": v
used to identify location of health record for other purposes; o o
i.e,, Nuclear Surety, Aviation Dispensary, etc. , Rake
AONERS
b. Records signed out for PCS, ETS, intrapost transfer, W ‘:‘
and for any other than in para a above (periods longer than e

72 hours) will be signed for by individual in a separate log. eIy
Log will designate date signed-out, purpose or need for health e s
record, and destination,. :

X

c. BAS will conduct weekly reviews with a list of those ‘ *'-:$
missing records provided to the unit commander, a copy of ; :&
which will be attached to Optional Form 23,

A

A-3
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8. SUREENING FOR MISSING AND EXCESS HEALTH RECORDS:

a. Current personnel rosters will be provided by units
to their aid stations or troop medical clinics.

b. Prior to the last working day of each month, each unit
aid station will, by using their unit personnel roster, screen
100% of health records for missing and excess records.

c. A report by name of each missing record will be furn-
ished to the unit commander concerned for appropriate action
to locate these records, A courtesy copy will be furnished to
the Division Surgeon's Office as an attachment to the monthly
aid station report.

d. A report of all excess records will be furnished to
the Division Surgeon's Office as an inclosure to the monthly
aid station report,

e. All excess health records will be screened by using
the following procedures for present status and location of
service member concerned,

(1) Records of service members whose location is other
than Fort Carson will be forwarded to the new unit,

(2) Records for service members still on Fort Carson will
be forwarded to their appropriate medical treatment facility.

(3) Records of personnel not on active duty will be retired
by custodian IAW AR 40-403,

9. PERSONNEL AUTHORIZED ACCESS TO HEALTH RECORDS:

a. All AMEDD personnel in performance of normal care of
service member UP AR 40-403, paragraph 1-6b,

b. Medical inspectors as authorized by AR 40-403, paragraph
1-6d.

c. Graves registration personnel IAW AR 40-403, paragraph
l-6c,
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1 May 1" 78 FC and 4D Suppl 1 to AR 40-40% T
N e
'-. :..:'.“
RN ) A
e d., Under the provisions of AR 340-21, Privacy Act, the RN
below listed individuals must submit a requisition for private -
% medical information form (DA Form 4254-R), ;_;.;:,,.
! >
N %
3 (1) Personnel officer, IAW AR 40-403, paragraph 1-6f. m
Y 5!\’
’ (2) other nonmedical personnel IAW AR 40~403, paragraph 334534
‘ 1-6g and AR 40-42, P
: LS
» 10. INSPECTION OF MEDICAL RECORDS: G
3 RO
» . . . . . ,"".",
s a. A medical records specialist from the Division Surgeon's AN
) Office will conduct announced and unannounced inspections of BAS .
records. A written report will be provided to the medical re- ‘
y cords cCustodian with copies furnished to the unit commander and -\.*s.',__
Patient Administration Division, USAMEDDAC. A reply by indorse- X,
; ment as to corrective action taken will be furnished this office WY
within 30 days of inspection, ,
“ ' ()
. b. A follow-up inspection will be conducted within 3 months E}* v
2 . of initial inspection. Tty
. B
s c. TMC records will be inspected by Chief, PAD, MEDDAC, s
: or a designated representative, Z:}j’-‘q.;
< f‘*‘i‘f‘_
: d. Health Records Checklist, FC Form 610, will be utilized ::-';f\;
L by the inspection team and may be used at unit level for internal "
inspections. ACNVIN
e 11, Attached as Inclosure 1 is a check sheet that will be uti-
& lized by AMEDD personnel and the Office of the Division Surgeon ;
. to perform periodic screening of health records. e
' o
12, REFERENCES: :
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N A
_ a. AR 40-42 £. AR 340-21 ::-.,'a::s
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& b. AR 40-403 g. AR 40-2 .
A c. AR 40-501 h. FC and 4D Reg 40-562 ':.,;::;:‘.:
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APPENDIX B

DISPOSITION FORM, AFZC-MD-PAD, SUBJECT:
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DISPOSITION FORM
| For use of this form, ses AR 340-15, the proponent agency is TAGCEN. :':’
! REFERENCE OR OFFICE SYMBOL SUBJECT o
. \J
o
j %
AFZ(=MD=PAD Missing Health Record Y
wiRre Commander FROM (, Patient Adim Div DATE CMT 1
. Ft. Carson Community Hosp SP4 Mestas dh/3510
rs SP5 Moore dh/3510
e TO:
N
:~ 1. All Health Records (DDForm 722) maintained at TMC 3 are currently being screened.
i Your Health Records is missing from thes files.
- [
o 2 It is requested that you return your Health records, along with this DF to ﬂﬁ)
. SP4 Mestas or SP5 Moore to TMC 3 Tt
- NN
Y, 3. It you cannot locate your Health Records , pleasc contact Sp Mestas, SP Moore it :
tel, 3510/5286, for initiation of a temporary Health Record. You will also have -
- t« be scheduled fo a physical examination at this time. .
‘ 4. Request above action be completed NLT 1600 hours, t\*
. e
: RO
. R
P
X | :‘:
3 2
N CHARLES W. SNYDER, JR -
R MAJ, MSC oy
C, Patient Administration Division
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APPENDIX C

DA FORM 3444-1, TREATMENT RECORD ,
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#FC and 4D Reg 210-8

DEPARTMENT OF THE ARMY
HEADQUARTERS, FORT CARSON

AND
HEADQUARTERS, ATH INFANTRY DIVISTION ONMLCHANTZRD)
Fort Carson, Colarado  ROAIR
- FC and 4D Regulation 21 warcl 4980
No. 210‘8

Installation
- CLEARANCE PROCEDURES

1. PURPOSE. To establish uniform clearance policy and procedures for
military personnel departing Fort Carson.

S o g
.

2. SCOPE. This regulation is applicable to all personnel assigned or
attached to Fort Carson units who are departing on permanent change of
; station (PCS); temporary duty (TDY) in excess of 90 days; being sepa-

rated/discharged, released from active duty or retired; or transferring
. between Fort Carson units.

3. RESPONSIBILITIES. a. The Adjutant General .(AG) will assist sol-
diers who are clearing post by coordinating clearance of those activi-
L~ ties as shown in Appendix A,

b. The Enlisted Records Branch, Personnel Management Branch, and
G-1, Officer Management Branch, will furnish Central Clearance Agency
{CCA) with one copy of each of the following orders by placing CCA on
« the distribution for each individual order:

{1) Enlisted Records Branch: Each individual expiration term
of service (ETS) and rctirement order.

. (2) Personnel Management Branch: Fach individual PCS and TDY
. order.

(3) G-1, 0fficer Management Branch: Fach individual PCS order.
All amendments to the above orders must also be furnished to CCA.

A ¢. Activities listed in Appendix A (to be cleared by suspense ros-
ter) will: :

(1) Upon receipt of suspense roster, screen applicable records/
p files to determine if personnel listed will be required Lo personally
visit their activity to obtain clearance.

*This regulation supersedes FC and 4D Cir 210-10,dtd 19 Feb 79
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APPENDIX D

FORT CARSON AND 4TH INFANTRY DIVISION REGULATION 210-8

DATED 21 MARCH 1980
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FC and 4D Reg 210-8 21 March 1980

(2) Telephonically inform CCA, by indicated suspense date, which
individuals are required to visit their activity te obtain clearance.

’merrdments. if applicable) and with DA Form 3645 (Orgamzatxonal
,q_qand Equipment Record) five (5) working days prior to their sche-
'date~of departure Ind1v1duals who are retiring may report thxrty

{2) Insure that individuals clearing post are delctcd from duty
rosters during the five-day clearing cycle. Individuals are required to
report to duty for accountability and to insurec that correcct clecarunce
procedures are followed.

(3) Insure that lcave granted does not conflict with military
requirements and that ecach individual is fully aware of his/hcr accrued
lcave status at time of departurc.

(4) Insure that service members turn in TA 50 on the first day
of the five-day clearing cycle. FEKach SM will be furnished DA Form 3645
(Organizational Clothing and Equipment Record) in time to report Lo the
Central Issue Facility (CIF) for purpose of turning in TA 50. CIF will
stamp DA Form 3645 crediting SM with turn-in indicating SM is cleared.
CCA will initial clearance-papers upon receipt of DA Form 3645 from SM's
during final clecarance cycle.

(5) Insure that all personnel who have a PCS movement, or request
for terminal leave in conjunction with ETS, have a DA Form 31 (Recquest and
Authority for Leave) in their possession when reporting to CCA. All indi-
viduals on a PCS move without DA Form 31 will be returned to their unit
for the purpose of obtaining the completed form.

(6) Provide transportation, as required, for movement of indivi-
duals to and from CCA and CIF.

(7) 1Individuals receiving a discharge under othcer than honorable
conditions will report to. Central Clearance Agency and Transfer Point in
civilian clothing. Individuals being separated from active military ser-
vice for reasons of unsuitability (Chapter 13, AR 635-200)}, civil convic-
tion or fraudulent enlistment (Chapter 14, AR 635-200), for the good of
the service (Chapter 10, AR 635-200), under the cxpeditious discharge pro-
gram (Paragraph 5-31, AR 635-200), or Trainee Discharge Program (Paragraph
5-33, AR 635-200), regardless of the type of discharge certificate issucd,
will be processed in civilian clothes (Reference AR 700~84). They will
be escorted by an individual in the grade of E-5 or abuve. Individuals
will be clean shaven and will have a neat military haircut in accordance
with AR 600-20. Soldiers described in this paragraph will be separated/
discharged only aften soldiers who are being separated/discharped due to
normal ETS, retirement, or other chapter discharges (c.g. hardship).
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(8) Insure that soldiers being processed for separation/dis-
charge as described in paragraph 3d(7) are completely cleared by the
date directed by the Personnel Actions Branch, O0ffice of the Adjutant
General.

(9) Ir _rder to expeditiously clear soldiers being processed
UP of Paragraph 5-31, AR 635-200 (Expeditious Discharge Program), thosec

s‘_‘s’oldiers may begin clearing with the following documents vice waiting

B AT S A

or-the published separation/discharge order:

(a) A completed physical or copy that is less than 180 days
old on the date of separation/discharge or a statement signed by the
soldier stating that he/she does not desire a physical and signed by
the Troop Medical Center servicing the soldier's unit after a medical
records screen.

(b) A copy of the indorsement signed by the 0-5 or above
commander directing separation/discharge.

(c) The DA Form 3645 (Organizational Clothing and Equipment
Record) pertaining to the soldier.

(10) 1Insure that soldicrs being separated/discharged/retired
from the United States Army have completed the clearing process not
later than the separat10n/d1scharge/ret1rement date indicated on the
soldier's orders.

e. Individuals will:

(1) Report to the CCA five (5) working days prior to date of
departure from Fort Carson with a copy of orders (and amendments, if
applicable), DA Form 3645 and a DA Form 31, if going on a PCS mcve or
terminal leave.

(2) Turn in TA 50 on the first day of the five (5) day clear-
ing cycle.

(3) Insure that they completely clear Fort Carson by their
departure date.

(4) Report any problems they enéounter during the clearing
cycle to their commanders for assistance.

(5) Report for final separation processing in a complete
Class A or Class B unlform. (ETS or ret1rements only).

4, PCS/ETS PROCEDURES. a. All personnel (officer and enlisted),
departing on'PCS, ETS, or TDY in excess of 90 days, will report to
CCA (located in the Army Community Service Center (ACSC) Building)
five (5) working (duty) days prior to date of departure to receive
the Installation Clearance Record (DA Form 137), and have their names
placed on the master.clearance roster as appropriate. Soldiers re-
porting to CCA to receive their DA Form 137 two (2) working days or
less prior to-their departure will be required to personally clear
all agencies on post. . Operating hours of the CCA are 0730 - 1130

and 1230 - 1630 hours, Monday and Wednesday through Friday and 0930 -

1130 and 1230 .- 1530 hours on, Tuesday. Clearance papers are void

after thirty (30) days from the date of issue.
: W 3
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b. Except for emergency cascs, individuals will not be fully cleared
prior to the time stated in paragraph 4a. 1If a valid emergency does exist,
the individual must have a DF (DA Form 2496), signed by the unit commander,
indicating the date and why the individual must be cleared carly.

c¢. Appendix B is an cxamplc of a DA Form 137 for a I'CS and at Appendix
C is an exuample of a DA Form 137 for an ETS.

“d. PSNCO's will coordinate with CCA, on a continuing basis, tu insure
that CCA is aware of all personnel who will be PCS'ing, ETS'ing, and re-
tiring. If an individual reports to CCA and no prior indication has been
made that SM is departing, the SM will be required to personally clear all
installation agencies.

e. CCA will disseminate a suspensc roster of personnel departing Fort
Carson upon receipt of the roster from SIDPERS. Rosters will be furnished
to those activities listed in Appendix A on a monthly and daily basis. In-
stallatlon activities will telephonically notify CCA by the given suspense
date of the necessity for any of the listed individuals to physically clear
their activity. Failure of activities to respond to the suspense roster by
the indicated date will result in CGA pranting final clearance to the SM,
SM will be required to personally clear all installation agencies who tele-
phonically notify CCA of the requirement for that specific individual to
settle or close an open account/debt/etc.

f. All personnel will be required to personally clear CIF (in accor-
dance with paragraph 3d{(4) above), the appropriate MEDDAC and DENTAC facil-
ities, MILPO (Personnel Evaluation and Records) and Finance Accounting Of-
fice in addition to those specific unit clearance requirements (Appendix D).
Personnel in certain categories may also be required to clear other activi-
ties as indicated at Appendix D. E-7's and above and officers may initial
their DA Form 137 verifying clearance of any other activities rot listed
in Appendix D unless one of those activities requests to have the SM per-
sonally clear their activity.

g. Prior to final clearance, CCA will insure that the DA Form 3645,
issued by CIF, is filed in the Military Personnel Records .Jackcts (MPRJ)
of all soldiers who PCS from this installation.

h. All company and detachment commanders (division and non-division
units) must perform a Personnel Assets Inventory and personally clear the

Division Military Personncl Strength Monitor, G-1, to insure compliance
with AR 680-31.

i. All company/dctachment commanders of divisional units must per-
sonally clear Division Material Management Center (DMMC), Building 404,
and Director of Facilities Engineering (DFAE), Building 8000. Officers
will not be given their MPRJ or bevpermitted to clear Officers Records
Branch until proper clearance is completed at DMMC and DFAE. Major com-

manders of non-divisional units will establish procedures to insure that

all property book officers arc properly cleared upon change of responsible
officers, .

J- All personnel being released from active duty due to normal ETS
will personally .clear through the Reserve Component Recruiting Office.
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21 Maich 1980 FC and 4D Reg 210-8 J
All personnel being separated/discharged will personally clear the ,
Veterans Affairs Office. Both offices are located in the ACS Building. :
. !

k. One (1) working day prior to departure, all personnel {officer *

and enlisted) will report to CCA for final clearance. Personnel will Y

then return to their unit to sign out prior to departure.

1. All personnel (officer and enlisted) who rececive assignment
instructions less than five (5) working days prior to their required
departure date will report to CCA and receive instructions concerning
clearance procedures.

A

m. Whole unit movements/clearance must be coordinated directly
between the commander of the departing unit and CCA.

h oie aA R TR I

S. INTRAPOST TRANSFER PROCEDURES. Individuals reassigned within the
installation:

a. Assipnments section, PMB, will provide one copy of all intra-
post assignment memorandums to CCA.

b. The losing commander will:

t

(1) Insure that individuals report. to CCA to be issued two

(2) obpies of DA Form 137 two (2) working days prior to scheduled re-
porting date to new unit of assipnment. At Appendix E is a copy of

a DA Form 137 for intrapost transfers. All soldiers will clear those

agencies circled as a minimum. Additional unit needs may increase ;
clearance requirements.

(2) Brief servicc member on unit clearance procedures.

(3) Insure that the individual is in a clearing status on

the daily status report two (2) days prior to reporting to new unit
of assignment.

o T

(4) Insure that individuals clearing intrapost are not as-
signed any unit duties during this period.

C

(5) Provide transportation, as required, for movement of
individual to new unit of assignment.

AT

¢. Individual will:

I e T

(1) Begin unit clearance two (2) days prior to the scheduled
reporting date.

(2) .Clear unit in duty uniform.

(3) Keep the commander informed of clcarance progress.

P e e

(4) Personally clear those agencics as recquired.
d. The following spccial procedures will be utilized when a
short notice (less than 72 hours) TDY tasking is rcceived directly
from FORSCOM and higher hcadquarters. To facilitate such a short
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P - notice tasking, a point of contact will be established in (-3 for officer

and enlisted personnel, and an abbreviated clearance procedure will be in-
stituted as required.

N
i“ 6. Distribution of DA Form 137. a. CONUS or oversecas PCS and TDY in ex-
- cess of 90 days.

> (1) The original will be filed in individual's MPRJ.

'\l
.' (2) One copy will be sent to the service member's losing unit.
o '
Y (3) One copy will be sent to the Levy Section, PMB for filing.
E} b, ETS personnel:

-":

v (1) The original will be filed in individual's MPRJ.
.~.
- . (2) One copy will be sent o the service member's losing unit.

4 (3) One copy will be placed in the Transfer Point files.
o (AFZC-AG-1S)

o?

2 . .

= FOR THE COMMANDER:

\. -
}: OFFICIAL: THOMAS E. BLAGG
- Colonel, GS

Chief of staff

e

.}' yjaqflﬂ? (ozHéé?{

- AR ST

- Captain, AGC ‘

- Assistant Adgutant General
) 5 APPENDICES
o A-Agencies Cleared by CCA

vy B-Example of DA Form 137 for PCS

C-Example of DA Form 137 for ETS
” D-Agencies Cleared by SM
E-Example of DA Form 137 for Intra—Post Transfer

e
o
"
}' DISTRIBUTION:
A} A
i 55-AG Publications Branch
a 25-Central Clearance Agency

2~AG Ref Library
w 3-AG Opn Br
' il . )
e
3
"

6

-
»,
-~
-~ )
3’ | |
x Y A—-—'—‘——.——ﬂ
N

Y R} -

e .01 J$v] l."\. .l .':..:" Al ’ 9, !‘l \ l., ‘ - ..l-"‘l -.I'-




IR LR AT YL

5\“ s\

NOTE :

21 March 1980

"

e ah € e 8,00 0 § 8 ata:ava-ath oy, T R T T PO O, ba* Jta® _Rat gav

APPENLIX A

AGENCIES/ACTIVITIES CLEARED BY CCA

DFAE

Nuarter Master Laundry
Levy Section

ACSC (Loan Closet)
Family Housing

Supply Division (DI0)
Fort Carson National Bank
Credit Union

Army Emergency Relief
10. Hospital Treasurer

11. Rocky Horse Inn

WOONOYUL S WM
P . .

12. DPCA
13. Library
14, PX

15. PX Rental
16. Morale Support Fund

17. ADCO
18. Furnishing Managemént Office
19, OYA

20. Beverage-Store

21. Sports Issue Branch

22. NCO Club

23. Bowling Center

24. P°X Radio and TV Shop

25. Red Cross

26. Real Property Office (DFAE)
27. Officer’'s Club

to have that soldier clear them.

T
A

»

Nl

A R e R R S P

FC and 4D Reg 2.0-8

o NI A
Sl

Each soldier will personally clear éﬁy agency/activity that requests
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1X B FC and 4D Reg 210-8
PCSs /
INSTALLATION CLEARANCE RECORD TNSTALLATION
e e e e ot 10 o propanent egency s FORT CcARSONY COLORADO 80913

PREPARE IN DUPLICATE (Original to be retained in transfer activity file, duplicNe (o indn'vidul.)l

CABT NAME - FIAST NAME - MIODL € INITIAL SOCIAL SECURMITY NUMBER \cuuoy /
D
GRG ANIZATION YO CEPART (Time .n)% /

AUTHOARITY FOR DEPARTUARE NEW DUTY 3TATION

ORDER __, HQs, FC & 4D,

FT CARSON, CO 80913 N
CHECKXLIST

(Normaelly atlfscers, warcani ollicets, oand enliated persvonne! in grades E-7,. F-8 » ed (o secure Inittalas of clearing lacilily.
INeis sicneature being ollicia! indication that all ebligationa are setiled. Oth ormally have lactiity coened Inttial
applicable itema. Appropriste adminisirative office will cSeck itema not agflicebdle.) /

- l'ACILlTY INITTIAL FACILITY / INITIALC !ACILII’Y{ INITIAL

ARMY COMMUNITY ‘2. FAMILY NOUSING/HOUSING 23. JpROVOST W“-
' SERVICE REFERRAL OFFIC (Vah, Wpn. Pet
ARMY EDUCATYIO . RECREATION SERVICES
@csur:u {'snc) (")’ FINANCE OFFICE \ / 3 GFFICE
ARMY EMER Y 14 L1 SECURITY OFFICER
CREULIEF GENC LIBRARY / (2. Debriel. Badges)
. ] CAieoicac Treatment 16, JRANSPORTATION
CAREER COUNSELOR FACILITY OFFICE
A ! t6. MILITAR SONN EL ’ NiT MAIL ROOM
3. CLASSIFIED DOCUMENTS A ' e A ees)
CLOTHING INSPECTION ORDERS FOR CHAN
. (AR 7004 0 7. OF STATION 2 UNIT SUPPLY
[] ) b N
7. COURTS AND BO ARDS OERSONAL AfY AIRS s . pAT-ALL CDR'S
0, '
[ CREDIT UNIOR { . E&NNEL REGISTER QUNIT REUP NCO
ODENTAL CLINIC 0.
{Mamber & Depn: POsST E;?S"ANGE @jORT CALL L d
pr—— -
2
o. DEPENDENT SCHOOL UNIT - .
ro. DEPEN 447 moTORREOL ASS PORTS -
1. ENLISTEO/OFFICER T TELEPHON @
cLus \ sERy UNIT 1SG
lFor pending reportes of eurvey or discif Niraty mnn]nol rtelaread 'Ttlm,..n, Commanders, only.

I MAVE TURNED IN OR PROPEALY TRANSKERREGALL CLASSIFIED DOCUMENTS EXCEPT THOSE WHICK PERT LIN T MY OFFICIAL
DUTIES AND FOR WHICH |, AS AN INDIVIDUA\ . HAJ/E BEEN DESIGNATED THE AUTKORIZED CUSTODIAN: | HAVY OYCHARGED ALL
PERSONAL DEBTS ADMITTEOLY DUE ANO P LE AT THIS TIME i THIS AREA OR HAVE MADE SATISFACTORY ;INANGEMENTS
WiTH THE PERSONS OR ORGANIZATIONS CONCXRNED FOR THE PAYMENT OF SAME. AND | HAVE FURTMER MOTIFIEZED OF MY NEXT
STATION OR POST OFFICEL\ADORESS, ALL OTH PERSONS WHO ARE KNOWN TO BE PRESENTLY ASSEATING CLAIMS OR DEMANDS
AGAINST ME OR WO MOLONNSTRUMENTS OF INDXBTEDNESS MADE OR INDORSED BY ME. | UNDERSTAND THAT THIS CLEARANCE
DOES NOT RELIEVE ME OF Y PECUNIARY CMA € FOR GOVERNMENT PROPERTYY wHICH HAS BEEN Ot MAY BE RAISED ON A
REPORTY OF SURVEY OR REPRRT OF BOARD OF OF I\CERS IN LIEU OF REPOAT OF SURVEY.

35 UNTT DIISPENSARY STATION)
ERB, ~ 201 FILE
"C -~ ALL CDR'S

FORM 3645

SEER (ES5-19)

ogre \ MCNATURE
{

4.
5. G TURCLC OF ¢ MANDING OFFICER QR DEJNIGNATED REFPATSENT AT IVE

[TIY —
) ———

QaTes / YYPED NaML, GRGDE. ARM, AND TiTL!
FROM NJ o
D A (’)%?M, 131 MEPLACES EC'TION OF | JAN 72, waiCH 'S OBSOLETE USGCPO: 1928 26503717
T e s . AG-P Q/P 140,10 JAN 80
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ITEM/AGENCY BLDG NR HEMARK S

2....Army Ed Ctr...... ceeen Your SUC...... Creeeaa Pick up vour education records

g....Dental Clinic..........Your Unit ., . ,......... Pick up your dental records (DD 722-1)

13...Finance Office......... Rm 252, ACS Bldg....... 1 vou are PCS'ing or going TDY, you
must make a Finance Appt in Room 252.

15, . .Med Treatment Facility Your T™MC, .. . ........... Pick up your Health Records (DD 722)
Dependent records are at Bldg 6237
{Main Hospital)

19, . Personnel Register. ..., Your Unit, . ., ....... stpn out of your unit an DA Form 647
or 647-1.

21,..Unit Motor Pool.,.... .Your Unit, ., ... .........NA

25,..Unit Security Officer..Your Unit..............NA

27...Unit Mail Room......... Your Unit............. .Complcte Locator Cards

28...Unit Supply............ Your Unit.............. NA

30...Unit Reup NCO.,.,......Your Unit........... ...Pick up DA Form 1315 (Reenlistment
Data Card)

31...Pert Call,,,...........Bldg 6249....,.........Pick up your Port call not earlier

than 2 working days prior to the
date you are signing out of your
unit. Your must be in military
uniform,

32,..Passports.,............Bldg 6248..........,...If required, pick up your passports.

33...Unit 1SG., ... 0vuu.eaeaaYour Unit oo il L NA

35...Unit Dispensary........Your Unit..............NA

36,..ERB-201 File...........Bldg 6249..............5¢e Note 7 below,

38...DA Form 3645...........Your Unit..............Pick up DA Form 3645 from your unit

.
Y

supply room. You must have this form

to clear TA-50. -
39,,.TA=50. ., ... .000..00u-0.Bldg 233.......00......5ce Notes 2 and 3 below

1. Upon receiving your clearance paper (DA Form 137) go to Room 252, Bldg 1526 (ACS
Bldg) and make sure yov receive a finance appointment,

2. The first place you must clcar is CIF, Bldg 233. No other apencics will clear you
until you have cleared CIF and they have stamped your clearancc paper.

3. Your must clear the Central Issuc Facility (CIF) and have your TA-50, clearance
papers (DA Form 137) and DA Form 3645 (Organization Clothinpg and Equipment kecord) in
your poussession in order te clecar CIF.

4. Clear your unit with the exception of Personnel Kepister. Make surc that you clear
vour Skill Development Center (SDC) and pick up your Fducation Records (DA Form 669).
5. To clear your TMC you must have a DA Form 4036-R with you, which was piven Lo you
by the lLevy Section at the time of your Levy Interviecw.

6. To clear your Dental Clinic, you must again have the DA Form 4036-K with you.

-

7. To clear 201 File (Bldg 6249, Customer Service Entrance), port call and passport

(if required, you must have: (1) Your Medical and Dental Records, with DA Form 4036-R.

{2) DA Form 31. (3) ID Card, Dog Tags and Shot Record. (4) DA Form 3645 stamped by
CIF, (5) SEER or proof that you have had one submitted within the last 90 days (E-5
and above). You may clecar 201 File and port call not carlier than 2 working days prior

to the datc you are going to sipgn out of your unit and you must be in military uniform.”’

8. Clear CCA (Bring all records with you) and then Finance (your appointment should be
for one working day prior to you signing out of your unit).

g. If you have any questions concerning your clearing procedures, call CCA at ext. 3333.
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INSTALLATION CLEARANCE RECORD PNRTALL AT »
For voe of mia lorm, see AR 210.10; the proponent sgency (s e e e . \ 61 W,
The Adjutent General's Office. FORT CARLNON, COLORALO 80913 WY,
_— 3 (3

PREPARE IN DUPLICATE (Orniginal 1o be retained in transfer activily file; dupl:cal& inds vi‘nl.) o
LABY MNAME - FIASY NaME » MIDOLE INITIAL SOCIAL SECURITY NUMBER 57Aa¢ R
N / >}

ORG ANIZATION YO CEPARTY (Time and Mg (o) .
3

N e

AUTHORITY FOR DEFPARTYURL ] ‘ NEW DUTY 3T ATiON 7 "<
ORDERS , HOS, FC & 4D, 1
FORT CARSON, COLORADO 80913 TN (

L4
CHECKLISY »
{Normelly ollicars. warient ollicers. ond enltgied petsuonnae! tn grades E-7, F-f end E-9 ere not requited 10 secure Wqitiale of cighting lacility, j‘
theiur srgnaiure deing ollicial indication INet il obligationa ere seftled. Oinfr enlisted personne! whil normally havdN\facitity cormed initlel
applicable ilems. Appropriate edminisitative oflice will chech itama not ap, able.) '
FACILITY INITIAL FACILITY \ INITHAL 7 rAcn.lfv\I INITIAL '

1. ARMY COMMUNITY 12. FAMILY HOUSING/HOUSING &3) PrROVOST MARSHAL

ERVICE REFERRAL OF FICE (Veh, Wpn, Pate, :

d
ARMY EOUCATION N, RECREATION SERVICES °
CENTER '3. FINANCE OF PRES S OFFICE ’
ARMY EMERGEN ‘e, URITY OFFICER,,. -3
".RELIEF GENCY LiBRARY \\ MIOL fBadgrel T”\IT -3
»
1)

‘- MED!CA, TREATMERT \ 2. TR'ANS TAT.ON v}
CAREER COUNSELOR FACILN \ NG OFFICE %
CLASSIFIED DOCUMENTS ‘6. MILITARY RERSONN UNIT MAIL ROOM

' O poc orr:cer»ﬁ\:; \ 7 Chen go of Adcress) .
CLOTHING INSPECTION ORDERS FOR ONANGE -

s (AR 7008 &) ' OF STATION 2\ : NIT SUPPLY ~

! ) ~ -

». COURTS AND BOARDS of?.‘gé“‘- A""\ 2. PAT-ALL CDR's .

' CREDIT UNION vo. PERSONNEL REcnsTEk§ 0. UNIT REUP NCO ‘
DENTAL CLINIC 0. o <

M D OST EXCHANGE Iy
(Member & Depn) X \ PART CALL s
2

\o. DEPENDENT SCHOOL ou UNIT D

oFFICE \ “49"7’?""‘“\' UNIT 1SG ' byt
. 1 ~ ST ™ )

vi. ENLISTED/OFFICER POSTITELEPHONE b~ | OUARTFRMASTER LAUNDHY . !
clue sERyAcE BLDG 402 ‘&
! For pending repoets of survey or denciplinary m.u.&:m relersed 10 Compeny Commaenders, only P

' HAVE TURNED IN OR PROPERLY TRANSFERRED A CLASSIFIED DOCUMENTS EXCEPT THOSE WHICH PERTAIN Yo MY OFFICIAL

OUTIES AND FOR WHICK I, AS INDIVIOUAL, MAVE BINEN DESIGNATED THE AUTHORIZED CUSTODIAN: | HAVE (V3CHARGED ALL

PERSONAL DEBTS ADMITTEOLY\DUE ANO PAYABLE AT\ HIS TIME IN THIS AREA OR HAVE MADE SATISFACYORY 7NRANGEMENTS

W TH THE PERSONS OR ORGANITI\TIONS CONCERNED FORTHE PAYMENT OF SAME, AND | HAVE FURTHER NOTIFIED OF MY NEXTY

STATION OR POSY OFFICE ADDREXRS. ALL OTHER PERSON MO ARE KNOWN TO B8E PRESENTLY ASSEATING CLAIMS OR DEMANOS

AGAINSY ME OR w ADE OR INDORSED 8Y ME. | UNDERSTAKD THAT THIS CLEARANCE

DQES NOY RELIEZVE ME OF AN CRNMENT PROPEATY WHICH MAS BEEN C!l MAY BE RAISED ON A f

REPOAT OF SURVEY OR REPORT OF N LIV OF REPOARY OF SURVEY. ,

UNIT/DISPENSARY (AID SYATION)

Crete Ny TS . VERSE ST1DE! ! ,

11 SEE NOTES ON REVERSF S1DE!N! k

1]

‘o

'
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MHCNATURKL )
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“ GNATUAE co-Fr«oms CFFICER OF DESIGNATED REPAESENTATIVE M
4

5 €, GRACE. ARM. AND TITLE v
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NOTES
FC and 4D Reg 210-8 21 March 1980
[ TEM/AGENCY BLDG MR REMARYS
2....Army Ed Ctr...... Unit SDC.............Pickup your education records.
9,...Dental Clinic....Your Clinic ..... ,...Pickup your dental records (DD Form 722-1)
15., .Med Treatment
Facility.........Your TMC,............Pickup your Health Records (DD Form 722)
Dependent Records are at Bldg 5237 (Main
Hospital)
19...Pers Register....Your Unit....... ....Sign out of your unit on DA Form 647 or 647-1
21,..Unit Motor Pool..Your Unit,...........NA
25...Unit Security
Offlcer..c.v..... Your Unit,.......v... NA
27...Unit Mafl Room...Your Unit,........... Complete Locator Cards
28,..Unit Supply......Your Unit..,.........NA

30...Unit Reup NCO....Your Unit,...........NA

327..Unft 1SG.........Your Unit,.....,.....NA

34,..Unit Dispensary..Your Unit..,...,......NA

35...Veteran's Affair.Room 220, ACS Bldg...You may clear this office after picking up
your clearance papers,

36...Reserve Comp.....Room 251, ACS Bldg...You may clear this office after picking up
your clearance papers.

38...0A Form 3645,....Your Unit. . ... ...... Pickup DA Form 3645 from your unit Supply
Room, You must have this form to clear
TA-50.

39...TA-50. . ievenn Bldg 233.............You must clear the Central lssue Facility .

and have your TA-50, clearance papers

(DA Form 137) and DA Form 3645 (Organizatione
Clothing and Equipment Record) in your
possession in order to clear CIF.

l. You must have a physical examination that will be less than 180 days old on the
date of your discharge. If you do not have a current physical exam, you will be held
in the US Army unti) you obtain one.
You will clear your unit with the exception of signing the Personnel Register.
This {s accomplished after you have processed through the Transfer Pgint and Finance.
3. You need not clear Finance or make a Finance appointment. This will be accomplished

on your ETS date or the last working day prior to the starting date of your terminal leave.

4. You will report to the Central Clearance Agency in_the afternoon of the last working
day prior to your ETS date to insure that you have properly cleared Ft Carson and to
recefve your CCA stamp. At this time, you will be afforded the opportunity to review you
records to insure that they are correct,

5. 1If you are ETS'ing under normal conditions, you must report to the Transfer Point

in a complete Class A or B uniform at 0730 on the day of your ETS., If your ETS falls on
a Saturday, Sunday or holiday, you will report on the last working day prior to the
weekend or holiday,

6. 1If you are going on termiral leave you will follow the instructions in paragraph §
above except that you will report at 1300 hours the last working day prior to the start
of your terminal leave and you will be in either civilian clothes or military uniform.

7. 1f you are receiving a chapter (5,9,10,13, or 14) discharge, you will be in civilian
clothes and must have an escort in the grade of E-5 or above,

8. After you have processed thru the Transfer Point and Finance, return to your unit .=
to sign out,

9, Questions concerning your clearance procedures - Central Clearance Agency - Ext 333..

* ha’ B¢ flat Qat
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21 Marcn 1980 APPENDIX D FC and 4D Reg 210-8

AGENCIES/ACTIVITIES REQUIRED TO BE CLEARED BY ALL SOLDIERS

K ACTIVITY PCS ETS
7 1. Unit S2 X X
2. Unit Motor Pool X X
. 3. Unit Mail Room X X
4. Unit Supply X X
5. Personnel Records (201 File) X
6. DENTAX {Dental Clinic) X X
‘ 7. Dispensary (Unit TMC) X X
o 8. First Sergeant X* X*
K 9. Finance X X
: 10. Central Issue Facility (CIF) X X
5 11. Vehicle Registration X X
12. Education Center (SDC) X X
~ 13. Personnel Asset Inventory (PAI)  X** Y x
. 14. DMMC Xk YxH*
S 15. Veterans Affairs X
‘ 16. Reserve Component Recruiters X
17. Personnel Register X X

*Enlisted persohnel only.
**A11 commanders must perform a PAI and personally clear the Division Military
Strength Monitor, G-1. ;

***A1] unit commanders and officers who hold hand receipts must physically clear
DMMC,
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: 1980 INTRA-POST and 4D Reg 210-8 N
INSTALLATION CLEARANCE RECORD INSTALL ATION
- Fore woe of thie loem, see AR 310.10; the propenent ogency le (&
. - 1]
The Adiwtans Gonerel’s Olfice. FORT CARSOM, COLORADO 80913 -~
PREPARE IN DUPLICATE (Original to be retained in transler activity (ile; duplicate (0 indivicel.) ‘:
LAY mAMK - FIALY N amf - MIDOL L trITIAL 0 CIAL SECURITY NUmBELR Snapt :\
P"
ORG an1 TATION TO OKPART (Timve ond ders) oy
N
AUTHMOAILTY FPOM DEPARTYURE ~wEWDUTY 3TATION '\..'
ORDER - . HQS, FC & 4D, '_:..-
———— e el
FT_CARSON, CO 80913 SA
L%
CHECKLIST aol
(Normally eflicers. measreni oliicers, ond enlisted petrvinel in grades E-7.  F-8 and £-9 ate not requiied 10 secure initiale of clearing lacility y
theu segnaiwe being etliciol indiceilon thei sll vbligations sre arttled. Other enlisted perscanel will normelly have laciitty concerned lnlll;l
eppliceble itemes. Approgelate adminisiietive olfice will check tiema not applicable } ‘I"
&>
FASILITY INITLAL FACILITY INITIAL FACILITY INITIAL '.'_
)
v, ARMY COMMUNITY 'TOFAMILY HOUSING/HOUSING 3. PROVOST MARSHAL S
SERVICE ALt ERRAL OFFICE (Veh. W, Perts. '5.
S ; -
ARMY EDUCATION S RE - - i
O CENTER (SDC) [ 13, FINANCE OFFICE la. ogglncsennou SERVICES ‘i
. ARMY EMERGENCY ' LiBRARY SECURITY OFFICER
“RELIEF | P2 T T Deksiet, g
—— ey
. MEOICAL TREATMENT i TRANSPORT AT, 0N Ky
CAREER COUNSELOR FACILITY Qn'lﬂf f ¢ GFFicE ‘e
L]
! £,
CLASSIFIED DOCUMENTS Yo MILITARY PERSONN CL UNIT MAIL ROOM 2
OF FICEIMILL POy : . - + Chenr go of Addiass) "
CLOTHING INSPECTION ORDERS FOR CHANGE .
. (AR 005 4) 7 GF STATION @ UNIT suPPLY o
y. COURTS AND BOARDS" s SSRSONAL AFFAIRS l G
F
'cE UNIT_1SG
' CREDIT UNION @"E"‘*O““EL REGISTER /pAC J SEER (E5-E9)
V.
*JOENTAL CLINIC 0. e
tMember & Doger: % POST EXCHANGE @ERB - 201 FILE Ao
.
-—— . "
"’
DEPENDENT SCHOOL @x ' oD 03
10,
e N XX motor poo UNTT AID STATION L
h w»
ENLISTED/OFFICE 21, POST TELEPWONE 2
[N R .
CLus SERVICE 1 UNIT RE-UP NCO b
%
! Foe ponding repoite of survey or disciilinary matters not relersed 1o Compeny Commendaers, unly. ';\'
t HAVE TURNED IN OR PROPERLY TRANSFERALD ALL CLASSIFIED DOCUMENTS EXIEPY THOSE WHICH PERT AN T MY OFPFICIAL :
OUTIES ANO FOR WHICH |. A3 AN INDIVIDUAL, HAVE BEEN ODESIGNATED THE AUTHGRIZED CUSTODIAN. | HAVE NOCHARGED ALL \,
PERSOMAL OCBTS AOMITTEDLY DUE AND PAYABLE AT THIS TIME IN THIS AREA OR HAVE MADE SATISFACTORY FARAMGEMENTS i
WiTH THE PEASONS OR OAGANITATIONS CONCERNED FOR THE PAYMENT OF SAME, AND | HAVE FURTHEA NOTIFIED OF MY NEXT ’l-
STATION OR PQOST OFFICE ADDRESY ALL OTHER PERSONS WHO ARE RNOWN TO BE FRESENTLY ASSERYING CLAIMS OR DEMAMNDS =
AGAINSY ME QR WNO HOLD INSTRUMENTS OF INDEBTEDNESS MADE OR INDORSED BY WE 1 UNDERSTANMOD THAY THIS CLEARANCE L5
OOES NOY AELIEVE ME OF ANY PECUNIARY CHARGE FOR GOVERMMENT PROPEATY WuiCH MAS BEEN C!t MAY BE RAISED ON A
REPOAT OF SUAVEY OR REPORT OF DOARD OF QFFICERS IN LIEU OF REPORT OF SURVEY. \,'
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I“
o
w
-y
ot
'.MA
L]
‘_..
Cave tGNaATURL Y
Qo :
. 5.6
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FC and 4D Reg 210-8 ‘ 21 March 1980
u T koS
N TTENLAGENCY B Nt REMARE S
. JoecdAmmy Ed Ctrooaooio Your SDC....Pick up your cducatron recopds
¥ .Classifjed Documents...... Your Unit...NA
- v Bental Clinmte. oo Your Unit...Pick up your Dental Records (Db 722-3)
v $5. . WMed Treatment Facility....New TMC..... Turn in your Health Hecords (Db 722)
! .. Personnel Kegister....o.. .. Your Unit...Sign out of your unit on DA Form 647 ’
g L..WUnit Motor Pool. ...l Your Unit...NA
) ST aUDIL Mai) ROOm. . v veeren... Your Unit...Complete Locator Cards
JBoUnit Supply .l Your Unit...Pick up clothing records
SO V5 00 8 A 51 ¢S Your Unit...NA
3 JCLLLSEER {ES-E9) ... ... Your Unit... (*See Note 2)
5 31...Enlisted Records Branch,..8ldg 6249...Turn in one copy of transfer orders
. J2...A1d Station. ..., Your Unit...Pick up your medical records
. 33...Un1t Re-Up NCO....ovevnnn.. Your Unit...Pick Up your DA Form 1315 (Reenlistment
' ' Data Card)
» . . - j .
g 1. Clear your unit with the exception of Personnel Register. Make sure that your
; clear your Skill Development Center (SDC) and pick up your Fducation Records (DA —
s Form 689).
2. To clear 201 File (Building 6249, Customer Service FEntrance), you must furnish
Cuctomer Service Branch a copy of your transfer orders. *All F5-E9 must show proof
5f SEER or documentation that onc has been submitted. i
. 3. 5ign oul on Personnel Repister al Unit.
4. Return to Central Clearance Agency for final clearance.
; h. Process into new unit.
s ., L JE
e 'y .,
6. If you hage gy\y ques®ons foncw*ning‘&ou*‘c‘lcarinhmum!m‘es*{ call CCA e 3333.
- ‘{ by . ,\ ...* " - -.‘ } “‘ -
**You must be Maf L tary un,i1"‘>1"-“'"("h'i"$1“.\’°“r cariﬁg cycle batween units. “
S S N ey
4 ¢
. E-2

I

'l"\'.'lv l."\r‘\’v‘v.-g_) RN ‘1}‘ o e ] » I}' R ? 'l'l’l"'f'f' - YW ; ' . .

K o B . 'd d d | Ly g N al g

Y, L WY Yot s :‘ 2 20 P 10 P W Ve W) by, Ju”'a R AN Jn" T A M MM ':' ';..\c B AR a\.:'l O A ‘.»"




AN RN

APPENDIX E

ARTICLE PUBLISHED IN THE MOUNTAINEER,

""MISSING RECORDS MAY KILL YOQU"
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Vital in émergencies

‘Missing records may kill you

by Gordon J. Beyreis

Let’s take a hypothetical situation. Joe Private
is involved in an auto accident on Interstate 25 and
is rushed to the emergency room of the Fort Carson
Hospital. The attending physician sends out for
Joe’s records but they are not in his battalion aid
station where they belong. Joe is unconscious and
can’t tell the doctor that he is allergic to penicillin.

Joe is stitched up and given penicillin to
prevent infection. The resulting allergic reaction
could cost Joe his life.

Where are Joe’s medical records? They are in
his room where he left them after going to sick call
last week.

This situation is just one of the reasons that it
is important to return your medical records to the

~ aid station after you are done with them.

Another reason is that the records, just like

your TA-50, don’t belong to you. They are

considered property of the United States Govern-
ment.

According to Maj. Charles Snyder, chief of
the patient administration division at the hospital,
there is a problem here with soldiers not returning
their records, but with a good program of
educating the trcops about the importance of
having the records where they belong, the situation
is improving. It is still a problem though.

You may say to yourself, “So what if ] keep my
medical records. What are they going to do, bend
my dog tags?”

According to Snyder, as a last resort, you cas
be fined up to $2,000 or imprisoned for three years
or both for this offense. He said, though, that they
prefer education of soldiers t their com-
manders and a few subtle hints from above instead
of this drastic action.

So next time you check out your medical
records be sure to return them right after you are

. done. It could save your life.

)
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APPENDIX F
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