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History. This edition publishes a revised

USAREC Reg 601-94, which is effective

15 March 2010.

Summary. This regulation prescribes the

procedures to be followed in obtaining

documentation when a law enforcement

agency will release arrest information and

procedures to be followed in the event of

refusal to provide such information.

Applicability. This regulation is appli-

cable to all elements of this command.

Proponent and exception authority.

The proponent for this regulation is the

Assistant Chief of Staff, G3. The propo-

nent has the authority to approve excep-

tions to this regulation that are consistent

with controlling law and regulations. Pro-

ponent may delegate the approval author-

ity, in writing, to a division chief within

the proponent agency in the grade of GS-

13.

Army management control process.

This regulation contains management con-
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trol provisions in accordance with AR 11-

2, but does not identify key management

controls that must be evaluated.

Supplementation. Supplementation of

this regulation is prohibited.

Suggested improvements. Users are

invited to send comments and suggested

improvements on DA Form 2028 (Rec-

ommended Changes to Publications and

Blank Forms) directly to HQ USAREC,

ATTN: RCRO-EEP, 1307 3rd Avenue,

Fort Knox, KY 40121-2725.

Distribution.  This publication is avail-

able in electronic media only and is intended

for command distribution level A.
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1. Purpose
This regulation prescribes the procedures to be followed in obtaining documentation when a law enforcement agency
will release arrest information and procedures to be followed in the event of refusal to provide such information.

2. References
For required publications and prescribed and referenced forms see appendix A.

3. Explanation of abbreviations and terms
Abbreviations and special terms used in this regulation are explained in the glossary.

4. Policy
a. It is the policy of this command that all information pertaining to alleged or suspected records of arrest and/or

conviction on applicants for enlistment will be verified with state and local law enforcement agencies, unless such
agencies charge a fee and/or require fingerprints or refuse, in writing, to comply with the request. Where obtaining
police record checks is a matter of inconvenience as opposed to an impossibility, police record checks will be obtained
in accordance with current regulations. The guidance as set forth by this regulation will not be used to circumvent other
regulations, but is intended solely to preclude wasted effort in requesting police record checks from agencies who have
stated they will not provide them or that they charge a fee and/or require fingerprints for doing so.

b. Applicants who claim to have never been arrested, charged, cited, or detained will be allowed to enlist and will also
be allowed to ship without DD Form 369 (Police Record Check).

c. DD Forms 369, court dockets, and USAREC Forms 1037 (Probation Officer and/or Court Records Report) will be
obtained when photocopy fees are charged.

d. Telephonic police record checks may be obtained by station commanders, commissioned officers, company com-
manders, recruiting first sergeants, guidance counselors (GCs), battalion operations personnel, or equivalent contracted
personnel assigned to the U.S. Army Recruiting Command (USAREC) or the Army National Guard. The person who
obtains a telephonic police record check will record the information on DD Form 369, section III, item 13. The report
must include the name and position title of the person who released the information; the date the information was
obtained; and the telephone number of the agency.

5. Procedures
a. DD Form 369 will indicate the name the applicant is requesting to be enlisted as; as well as the name on their birth

certificate, maiden name, and any other name the applicant is also known as. In situations where an applicant is known
as Matt but his actual name is Matthew, Matt is not needed as also known as (also true with Tom, Tommy, Thomas; Jim,
Jimmy, James, etcetera). However, in cases where the name is not clearly derived from the originating name (such as

Dick, Richard; Esteban, Stephen, etcetera,), all names will be listed prior to DD Form 369 being completed by the
servicing agencies.

(1) DD Form 369 (see fig 1) must be signed by the applicant.
(2) Computer generated and photocopies of DD Form 369 are acceptable.
b. DD Form 369 from civilian agencies will complete section III, items 12 through 16, and must be original.
c. Police record checks required from military installation: Mail the DD Form 369 to the provost marshal office or

other military law enforcement agency of the installation. Do not mail to a foreign government or law enforcement
agency. Telephonic military police record checks are authorized for waiver processing.

d. A police record check is not required from law enforcement agencies that charge a fee and/or require fingerprints
or who refuse to release arrest and/or conviction information. When police record checks are not required as described
above, the following actions will be taken:

(1) The recruiter will, on behalf of the applicant, enter appropriate data on the electronic Entrance National Security

Questionnaire.
(2) The recruiter will reference information obtained from the automated police agency list (PAL) via the USAREC

Portal in DD Form 369, section III, item 13. An example of  DD Form 369 with statement is at figure 2. The recruiter will
complete DD Form 369 as if it were going to be forwarded to the appropriate law enforcement agency.

(3) Request for waiver, if required, will be in accordance with AR 601-210, chapter 4.
(4) The quality control noncommissioned officer in the Army GC shop will verify each statement on DD Form 369,

section III, by use of the automated PAL via the USAREC Portal or with a copy of the actual document.
e. If law enforcement agencies will not complete DD Form 369, but will allow recruiting personnel to view the records,
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the recruiter will complete and sign the DD Form 369. In so doing, the recruiter will include a comment to the effect that
he or she has viewed the police records that relate to the alleged offense or offenses.

f. When an agency requires that the applicant’s signature be notarized, the recruiter will ask a commissioned officer
to witness and notarize the signature. Any commissioned officer can perform this function, to include company com-
manders and officers assigned to any National Guard or reserve unit (any branch).

g. The validity period of the DD Form 369 is indefinite unless an applicant has new or alleged offense(s) and/or
charge(s) after the law enforcement agency checks have been obtained. In this case, the recruiter will be required to
update the law enforcement agencies check(s) only in those city, county, and state agencies where the new offense(s)
and/or charge(s) are alleged or suspected.

h. When a final disposition is not listed on the DD Form 369, the recruiter must obtain court documents.
i. USAREC Form 1037 will indicate the same information as in a above and will be signed by the applicant.
(1) Computer generated and photocopies of USAREC Form 1037 are acceptable.
(2) USAREC Form 1037 from civilian agencies will complete the second page of the form in its entirety and must be

original.
j. USAREC Form 1037 will be used when court documents will not be released. A statement will be placed in the

Remarks block, by the court, that court documents will not be released. USAREC Form 1037 will be used for courts,
probation and/or parole officers, or juvenile authorities; but, will not be used for law enforcement agencies. USAREC
Form 1037 will be completed as shown in figure 3.

k. Court documents are not required from courts that charge a fee or refuse to release information. When court
documents or court record checks are not required as described above, the following actions will be taken:

(1) The recruiter will have the applicant enter the appropriate data in the “Technical name of offense for which tried”

and in the “Disposition to include sentence” blocks of the USAREC Form 1037.
(2) The recruiter will reference information from the automated PAL in the Remarks block of the USAREC Form 1037.
(3) The quality control noncommissioned officer in the Army GC shop will verify each statement on USAREC Form

1037 with the information from the automated PAL or a copy of the actual document.
l. If the courts will not complete USAREC Form 1037, but will allow recruiting personnel to view the records, the

recruiter will complete and sign USAREC Form 1037. In so doing, the recruiter will add a comment to the effect that he
or she has viewed the court documents that indicate the final adjudication of the case.

m. USAREC FL 41 (Request for Information From Institution) is only required for waiver processing when the
potential applicant was detained for a period in excess of 24 hours and will be completed as shown in figure 4.

n. USAREC FL 146 (Release of Arrest Information) (see fig 5) will be used to solicit clarification on the release of arrest
and/or conviction information from all state and local law enforcement agencies. USAREC FL 146 will be prepared by
brigade or battalion operations personnel and signed by the brigade or battalion commander or executive officer. USAREC

FL 146 will be sent only to law enforcement agencies. USAREC FL 146 will not be sent to courts. In the event a court
refuses to release dockets and/or information, a letter or USAREC Form 1037 will be obtained by the brigade or battalion
operations stating their policy.

(1) USAREC FL 146, USAREC Form 1037, or a letter will be obtained from those agencies that do not release arrest
and/or conviction information, require fingerprints, or charge a fee. The brigade and/or battalion will obtain a new
USAREC FL 146 and/or USAREC Form 1037 every 5 years.

(2) Upon request, battalions will send a copy of a letter on file to other recruiting elements via facsimile, e-mail, or
postal service. A properly completed DD Form 369 must be included in the enlistment record.

(3) Brigades will consolidate the documents referenced in n above into the automated PAL for distribution within the
brigade and to other brigades and/or battalions. The automated PAL will be reviewed and approved by the USAREC, G3
Office. If approved, it will remain valid for 5 years. When police records from a town, city, or county are maintained or
consolidated at a different, but related law enforcement agency, a letter from the latter agency that lists the other law

enforcement agencies for which records are maintained will be kept on file in the automated PAL. The letter substanti-
ates the source of the information which is entered on the DD Form 369.
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Figure 1. Sample of a completed DD Form 369
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Figure 2. Sample of a completed DD Form 369 with statement
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Figure 3. Sample of a completed USAREC Form 1037
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Figure 3. Sample of a completed USAREC Form 1037 (Continued)
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Figure 4. Sample of a completed USAREC FL 41
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Figure 4. Sample of a completed USAREC FL 41 (Continued)



USAREC Reg 601-94 • 1 March 2010 9

Figure 5. Sample of a completed USAREC FL 146
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Appendix A
References

Section I
Required Publication

AR 601-210
Active and Reserve Components Enlistment Program.  (Cited in para 5d(3). )

Section II
Related Publications

There are no entries for this section.

Section III
Prescribed Forms

USAREC Form 1037
Probation Officer and/or Court Records Report. (Prescribed in paras 4c, 5i, 5i(1), 5i(2), 5j, 5k(1), 5k(2), 5k(3), 5l, 5n, and
5n(1).)

USAREC FL 41
Request for Information From Institution. (Prescribed in para 5m.)

USAREC FL 146
Release of Arrest Information. (Prescribed in paras 5n and 5n(1).)

Section IV
Referenced Form

DD Form 369
Police Record Check.
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Glossary

Section I
Abbreviations

GC
guidance counselor

PAL
police agency list

USAREC
U.S. Army Recruiting Command

Section II
Terms

court
Implies juvenile justice system, family court, juvenile court, city and/or municipal court, and county court. (Note: The
meaning of the terms city, county, and state differs in some jurisdictions.  Some jurisdictions use different names for

these political divisions.  In the state of Louisiana, for example, a county is called a parish.  In New York state, counties
are further subdivided into towns, which comprise cities and villages.) When police or other agency checks are required,
the recruiter must check with all the law enforcement and judicial agencies that have jurisdiction.

law enforcement agencies
Implies city police department, county sheriff department, state troopers and/or highway patrol, college campus police,
and military provost marshal.
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