STAFF DUTY NCO INSTRUCTIONS FOR COMPLETING DA FORM 647-PERSONNEL REGISTER
1.  The following are instructions on how to complete DA Form 647-Personnel Register:
2.  Upon receipt of notification form personnel requesting to sign IN/OUT on leave (PCS, ETS, TDY, EMERGENCY, PTDY) the SDNCO will pull their leave form and follow the self explanatory departure or return or extension block on the DA FORM 31.

3.  The SDNCO will then turn to the DA Form 647-Personnel Register.

BLOCK 1:  Input DD/MMM/YY and Military time.  (See sample figure 9-7-1)

BLOCK 2 OR 3: X in appropriate block.

BLOCK 4-7:  Leave = Ordinary, TDY = Temporary Duty, PCS = Permanent Change of Station, Other = requires an entry into Block 11 remarks column.  (ie. 3 day pass) 

BLOCK 8:  Print Soldiers name on top Line and have soldier sign on bottom line.  If allowed to call in sign your own name.  (DO NOT PRINT CALLED IN)
BLOCK 9: Social security number

BLOCK 10:  Rank

BLOCK 11:  If other was checked annotate.  (ie. 3 day pass)  If PCS was checked annotate from to dates of leave.
****At 2400 hours nightly the CQ must close out the DA 647 by entering 2400, DD MMM YY, Your Name, Your Rank, CQ.  (See sample)

3.  The SDNCO will return the leave book to the S1 each morning during the week upon relief from Staff Duty.  On weekends the leave book will be turned into the S1 on Mondays prior to relief of duty.
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