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PERSUPPDET PEARL HARBOR INSTRUCTION 1070.1

Subj:  PROCEDURES FOR SERVICE RECORD CONTROL AND MAINTENANCE  

Ref:   (a) MILPERSMAN

       (b) OPNAVINST 1000.23B  

Encl:  (1) Customer Command Service Record Control Procedures

       (2) Service Record Request Form


  (3) Sample Overdue Service Record Letter

       (4) PSD Pearl Harbor Internal Record Control and 

           Maintenance Procedures

1.  Purpose. To establish a standard Personnel Support Activity Detachment (PSD) system for the control and accountability of military service records.   

2.  Discussion.  Reference (a) provides broad guidelines for the handling and control of military personnel service records. Reference (b) specifically tasks PSD with accountability, control and maintenance of service records for members of customer commands. To effectively accomplish this, a uniform service record control system is necessary.  The system will also serve as a method for ensuring the accuracy and accountability of personnel databases used in the detachment.

3.  Policy.  Within PSD Pearl Harbor, the following policies are established:

    a.  All active duty service records will be filed and 

maintained in the Service Record Vault within PSD Pearl Harbor

except for the following records:

        (1) Student/Transient/Limited Duty service records will be filed and maintained at Transient Personnel Unit, Pearl Harbor. 

        (2) Selected Reserve service records will be filed and maintained at the Naval Reserve Center located on Peltier Avenue, Honolulu, HI. 

    b.  PSD Staff personnel records will be filed separately from all records and maintained by designated personnel only.

    c.  Officer service records are no longer maintained at the local level, but copies of the Record of Emergency Data (Page 2) and the Service member Group Life Insurance (SGLI) are maintained for emergency purposes in the Service Record Vault.

    d.  Accountability and maintenance of military personnel service records are the responsibility of the PSD, the member and customer commands.  Enclosure (1) is provided to define and facilitate procedures used in service record accountability and maintenance.

4.  Action.  All personnel maintaining or requesting service records held by PSD Pearl Harbor will comply with the policy and procedures as set forth in this instruction.  

5.  Forms.  Local reproduction is authorized.
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