Information Paper
SUBJECT:  Department of the Army (DA) Official Photos 

1.  Purpose.  To inform VAARNG Soldiers of proper procedures and things to remember when taking DA official photos.
2.  Discussion.

     a.  The following regulations should be referenced when preparing for a DA photo:
          (1)  Army Regulation (AR) 640-30  Photographs For Military Personnel Files (10 Apr 06)
          (2)  AR 670-1  Wear and Appearance of Army Uniforms and Insignia (3 Feb 05)

     b.  Soldiers will schedule their own appointments through  the automated Virginia National Guard DA Photo lab request webpage located in building 1306 on Fort Pickett.

     c.  Ensure you wear basic branch insignia, all permanently authorized federal and state awards, decorations, combat and special skill badges, tabs and regimental insignia are worn. The shoulder sleeve insignia (patch) and distinctive unit insignia (crests on shoulder loop) will be worn.  It is imperative that uniforms and authorized permanent accessories, decorations and insignia are worn and correctly displayed per AR 670–1. 
NOTE:  Photographers will not alter the photograph, to include adding new rank, ribbons, stars or erasing waistlines or wrinkles.  Photographers, Soldiers or anyone providing assistance to the Soldier while taking the official photograph will not stuff, clip, or otherwise change or alter the appearance of the uniform to make it fit properly. Pockets, lapels and the front of the jacket may be taped.  The DoD zero tolerance policy (DoD Directive (DoDD) 5040.5) on altering photographs must be strictly enforced.  Photographers can improve the contrast, color balance, and light levels electronically, but CANNOT alter the image in any way as to misrepresent the actual image.  A digital computer file copy WILL NOT be e-mailed or copied in thumb drives or disks for the Soldier. Photos must be electronically submitted by photo labs and cannot be submitted to the Officer's Personnel Electronic Records Management System (iPERMS) by the Officer or their unit. It is recommended to lookup your ribbon order through an online ribbon rack builder site on the internet. 
     d.  Following the photo shoot, Soldiers will review and accept or reject the photograph using the Department of the Army Photograph Management Information System (DAPMIS) link or via Army Knowledge Online AKO within three days of photo.  Within three days of your photograph being successfully processed in DAPMIS, log onto your AKO account, click “Self–Service,” “my Personnel,” then click the DAPMIS link to view the photo. Click accept if you want the new photograph to become your photograph of record. Click reject if an error is detected and contact your photo lab to schedule another appointment or to request an administrative error (wrong Social Security Number (SSN), name misspelled, bad date) be corrected.  The system will automatically accept the photo as official on the fourth business day if no action is taken after taking the photograph.    
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     e.  The following Soldiers will have an initial photograph made within 60 days of—

(1) Selection for promotion to brigadier general or higher.

(2) Promotion to first lieutenant or higher (includes officers accessed into active duty as first lieutenant or higher grade).

(3) Promotion to chief warrant officer 2 (CW2) or higher.

(4) Initial appointment to command sergeant major (CSM)

(5) Promotion to SSG or higher.

(6) All other photographs will be taken as needed for announced by selection board zones of consideration.

Solders will update their photograph at a minimum per the following schedule:

(1) General officers – every 3rd year.

(2) Officers and NCOs – every 5th year.

(3) Reserve Component officers will be photographed during their respective training – BOLC phase III, CCC, and WOBC.

A new photograph is required when there is an award of the Army Commendation Medal or above.

Soldiers will be required to submit a new photograph when directed by the lieutenant colonel (LTC) commander or equivalent in the Soldier’s chain of command. This authority is extended to majors (MAJs) serving in LTC command positions. Direction to submit a new photograph will be based on cogent reason (such as commander determines there has been a significant change in the Soldier’s appearance). Commanders may not direct their entire unit to submit new photographs.

Soldiers assigned to an area (including hostile fire areas) where photographic facilities are not available or conditions prevent them from being photographed are temporarily exempt from the requirements of this paragraph. These Soldiers will be photographed within 90 days after reassignment to an area where photographic facilities are available.

Female Soldiers due photographs during pregnancy are required to accomplish this action within 6 months after the pregnancy.

Soldiers with approved retirements are exempt from having photographs taken. However, if an application for withdrawal of retirement is approved, the photographs will be updated per paragraphs 4 through 6.
Lettering on top left corner of DA Photos:
     The print lettering is white, the style is Arial (do not use Arial Black), and 8 point font size.  Hyphenated names must be typed together, for example, if the name is Rodriguez–Mendez, it must be typed RODRIGUEZMENDEZ. The name board information must consist of the following elements:

          First line— LAST NAME, FIRST NAME MIDDLE INITIAL, SUFFIX

          Second line— SSN

          Third line—PHOTO DATE (YY MM DD) with a space between each group

          Fourth line— RANK, BRANCH (officers and WOs)
     f.  The Defense Visual Information Activity Number (DVIAN) is in the upper right corner.  No photo is accepted without this number in the upper right corner of the photograph.
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3.  Conclusion.  It is imperative that all officers take the time to update their DA photo and ensure the photo on file is in accordance with referenced Army regulations.  Officers will not be present for DA promotion boards and their current photo is their best representation.
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