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IntroductionIntroduction

Preparing for a certification exam can feel overwhelming, but with the right tools, it becomes
an opportunity to build confidence, sharpen your skills, and move one step closer to your
goals. At Examzify, we believe that effective exam preparation isn’t just about
memorization, it’s about understanding the material, identifying knowledge gaps, and
building the test-taking strategies that lead to success.

This guide was designed to help you do exactly that.

Whether you’re preparing for a licensing exam, professional certification, or entry-level
qualification, this book offers structured practice to reinforce key concepts. You’ll find a
wide range of multiple-choice questions, each followed by clear explanations to help you
understand not just the right answer, but why it’s correct.

The content in this guide is based on real-world exam objectives and aligned with the types
of questions and topics commonly found on official tests. It’s ideal for learners who want to:

• Practice answering questions under realistic conditions,
• Improve accuracy and speed,
• Review explanations to strengthen weak areas, and
• Approach the exam with greater confidence.

We recommend using this book not as a stand-alone study tool, but alongside other
resources like flashcards, textbooks, or hands-on training. For best results, we recommend
working through each question, reflecting on the explanation provided, and revisiting the
topics that challenge you most.

Remember: successful test preparation isn’t about getting every question right the first
time, it’s about learning from your mistakes and improving over time. Stay focused, trust the
process, and know that every page you turn brings you closer to success.

Let’s begin.
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How to Use This GuideHow to Use This Guide

This guide is designed to help you study more effectively and approach your exam with
confidence. Whether you're reviewing for the first time or doing a final refresh, here’s how to
get the most out of your Examzify study guide:

1. Start with a Diagnostic Review

Skim through the questions to get a sense of what you know and what you need to focus on.
Your goal is to identify knowledge gaps early.

2. Study in Short, Focused Sessions

Break your study time into manageable blocks (e.g. 30 – 45 minutes). Review a handful of
questions, reflect on the explanations.

3. Learn from the Explanations

After answering a question, always read the explanation, even if you got it right. It reinforces
key points, corrects misunderstandings, and teaches subtle distinctions between similar
answers.

4. Track Your Progress

Use bookmarks or notes (if reading digitally) to mark difficult questions. Revisit these
regularly and track improvements over time.

5. Simulate the Real Exam

Once you're comfortable, try taking a full set of questions without pausing. Set a timer and
simulate test-day conditions to build confidence and time management skills.

6. Repeat and Review

Don’t just study once, repetition builds retention. Re-attempt questions after a few days and
revisit explanations to reinforce learning. Pair this guide with other Examzify tools like
flashcards, and digital practice tests to strengthen your preparation across formats.

There’s no single right way to study, but consistent, thoughtful effort always wins. Use this
guide flexibly, adapt the tips above to fit your pace and learning style. You've got this!
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Questions
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1. Who can military members consult with if they're facing military justice
actions such as Article 15s or LORs?
A. Area Defense Counsel (ADC)
B. Commander's Legal Advisor
C. Base Legal Office
D. Military Chaplain

2. What office within a unit advises and assists customers, supervisors, and
the unit commander on SDAP?
A. Commander Support Staff
B. J1
C. S1
D. S2

3. What is BLSDM?
A. A web-based platform designed to incorporate single sign on for multiple

programs utilized in personnel management.
B. A web-based sign-in aggregator for training modules.
C. A secure messaging portal.
D. A cloud storage service.

4. Which publication provides guidance and management on the GPC and
where can you find the training requirements for the GPC holder?
A. DAFI 64-117 and paragraph 4.1
B. DAFI 64-117 and paragraph 2.3
C. DAFI 64-115 and paragraph 4.1
D. DAFI 64-117 and paragraph 4.5

5. What is the role of the designated travel office in CSS Block 2 travel orders?
A. Receives, approves, and processes travel orders; ensures route compliance

and funding.
B. Handles only flight bookings for staff.
C. Only stores paper copies in the file cabinet.
D. Conducts employee performance reviews.
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6. Which of the following is a category of Ancillary Training?
A. Annual Total Force Awareness Training (TFAT), Selected Force Awareness

Training, Event Driven and Expeditionary/Readiness Training
B. Monthly Safety Training
C. Weekly Fitness Program
D. Continuous Improvement Seminar

7. What is the difference between a memorandum for record (MFR) and an
official report in CSS Block 2 documentation?
A. An MFR is a formal external document; an official report is internal.
B. An MFR is a brief note documenting information for internal use; an official

report is a formal document with a defined template for external or audit
purposes.

C. An MFR is used only for financial records.
D. An official report is informal and unstructured.

8. Which activity best describes a core function of records management in
CSS Block 2?
A. Delete all records after every project.
B. Avoid storing any records.
C. Organize, classify, store, retrieve, and dispose records per retention

schedules.
D. Store records only in physical formats.

9. Where is the Virtual out-processing checklist (vOP) located?
A. Virtual MPF (vMPF)
B. AMS
C. BLSDM
D. CMS

10. What is the least severe form of written administrative action?
A. Record of Individual Counseling (RIC) on the DAF Form 174
B. Letter of Counseling (LOC)
C. Administrative Warning (AW)
D. Suspension of Duties
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Answers
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1. A
2. A
3. A
4. A
5. A
6. A
7. B
8. C
9. A
10. A
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Explanations
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1. Who can military members consult with if they're facing military justice
actions such as Article 15s or LORs?
A. Area Defense Counsel (ADC)
B. Commander's Legal Advisor
C. Base Legal Office
D. Military Chaplain

When military members face disciplinary actions like Article 15s or letters of reprimand, the person best
equipped to advise and represent them is the Area Defense Counsel. The ADC is a trained defense attorney
dedicated to protecting the rights of service members in military justice matters, offering confidential legal
advice, explaining options, and, if needed, providing representation during proceedings. This specialized defense
counsel helps you understand your rights, evaluate potential outcomes, and navigate choices such as accepting
the punishment, seeking mitigation, requesting a hearing, or pursuing an appeal.  The other resources serve
different roles. The Commander's Legal Advisor supports the commander with legal guidance and does not
represent the service member. The Base Legal Office can provide general legal assistance for personal matters
but isn’t the assignment for defense in disciplinary actions. The Military Chaplain offers confidential counseling
and spiritual support, not legal representation.

2. What office within a unit advises and assists customers, supervisors, and
the unit commander on SDAP?
A. Commander Support Staff
B. J1
C. S1
D. S2

The office that best fits this role is the unit’s Commander Support Staff. The CSS acts as the front office for the
commander, handling day-to-day inquiries from customers and supervisors, coordinating administrative
actions, and providing guidance on programs like SDAP. They’re the go-to source for information, routing
requests through the proper channels, and ensuring the commander and leaders have the support they need.
Other sections focus on different areas—S1 handles personnel actions, S2 deals with security and intelligence,
and J1 covers broader manpower aspects in joint contexts—so they aren’t the unit’s primary, customer-facing
advisory office for SDAP.

3. What is BLSDM?
A. A web-based platform designed to incorporate single sign on for multiple

programs utilized in personnel management.
B. A web-based sign-in aggregator for training modules.
C. A secure messaging portal.
D. A cloud storage service.

BLSDM is a web-based platform that provides single sign-on to multiple personnel-management programs. It
acts as the authentication hub so a single login lets you access HR records, payroll, benefits, training, and other
personnel systems without signing in again to each one. This streamlines access, reduces password fatigue, and
improves security through centralized control, provisioning, and auditing. The other options describe functions
that are narrower or unrelated—training-only sign-in, secure messaging, or cloud storage—whereas BLSDM’s
purpose is to unify access across several personnel-management programs.
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4. Which publication provides guidance and management on the GPC and
where can you find the training requirements for the GPC holder?
A. DAFI 64-117 and paragraph 4.1
B. DAFI 64-117 and paragraph 2.3
C. DAFI 64-115 and paragraph 4.1
D. DAFI 64-117 and paragraph 4.5

GPC guidance and management are defined by DAFI 64-117. This instruction sets how the Government
Purchase Card program is run—who is responsible, what procedures to follow, and how purchases are
authorized and reconciled. The training requirements for the GPC holder are laid out in the same document,
specifically in paragraph 4.1, which spells out the required training for cardholders (initial training and any
required refresher training). That’s why the correct choice references DAFI 64-117 and paragraph 4.1. The other
options point to a different instruction or cite a different paragraph, which do not describe the training
requirements for GPC holders.

5. What is the role of the designated travel office in CSS Block 2 travel orders?
A. Receives, approves, and processes travel orders; ensures route compliance

and funding.
B. Handles only flight bookings for staff.
C. Only stores paper copies in the file cabinet.
D. Conducts employee performance reviews.

The designated travel office serves as the central unit responsible for travel orders from start to finish. It
receives travel requests, reviews them for policy alignment, routes them to the appropriate approvers, and
processes the orders once approved. A key part of its role is to ensure route compliance—making sure the travel
path, carrier, timing, and other routing rules meet approved standards—and to verify funding, confirming that the
trip has the necessary funds available before authorization is given. This combination of reception, approval,
processing, and control over route and funding is what makes this office the correct answer.  The other options
don’t fit because they describe narrower or unrelated functions. Limiting the office to flight bookings misses the
approval and funding steps and the broader control over routing. Simply storing paper copies is an archival task,
not an active authorization and processing function. Conducting employee performance reviews is unrelated to
managing travel orders.

6. Which of the following is a category of Ancillary Training?
A. Annual Total Force Awareness Training (TFAT), Selected Force Awareness

Training, Event Driven and Expeditionary/Readiness Training
B. Monthly Safety Training
C. Weekly Fitness Program
D. Continuous Improvement Seminar

Ancillary Training covers supplementary instruction that keeps personnel ready and informed beyond their
regular job tasks. The listed items—Annual Total Force Awareness Training, Selected Force Awareness Training,
and Event Driven and Expeditionary/Readiness Training—fit this category because they address broad
force-wide awareness and rapid readiness for varied situations, outside day-to-day duties. They are grouped
together as the different kinds of Ancillary Training, ensuring personnel stay prepared for policy changes,
selective-force considerations, and expeditionary needs. The other options represent training areas focused on
safety, fitness, or process improvement, which belong to different program streams rather than the Ancillary
Training categories.
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7. What is the difference between a memorandum for record (MFR) and an
official report in CSS Block 2 documentation?
A. An MFR is a formal external document; an official report is internal.
B. An MFR is a brief note documenting information for internal use; an official

report is a formal document with a defined template for external or audit
purposes.

C. An MFR is used only for financial records.
D. An official report is informal and unstructured.

The difference hinges on formality, audience, and purpose in CSS Block 2 documentation. A memorandum for
record is a concise, informal note kept for internal use to capture information, events, decisions, or observations.
It’s written quickly, flexible in format, and serves as an internal reference rather than an officially filed document
for external stakeholders or audits. An official report, by contrast, is a formal document prepared with a defined
template and structure, intended for external or audit purposes. It follows a standardized format, records factual
details in a way that supports accountability and traceability, and is suitable for official records or investigations.
So the MFR is internal and lightweight, while the official report is formal, template-driven, and geared toward
external review or formal recordkeeping.

8. Which activity best describes a core function of records management in
CSS Block 2?
A. Delete all records after every project.
B. Avoid storing any records.
C. Organize, classify, store, retrieve, and dispose records per retention

schedules.
D. Store records only in physical formats.

The main idea here is understanding how records are managed throughout their life cycle. A core function is to
create a structured system for handling records so they can be found, used, and eventually disposed of in a
controlled way. Organizing and classifying establish the framework for where each record belongs and what
rules apply to it, while storing ensures it’s kept in a secure, accessible place. The ability to retrieve is built on that
organization and classification, so information can be found quickly when needed. Disposal according to
retention schedules is essential to comply with legal, regulatory, and organizational requirements, and it helps
reduce unnecessary storage and risk.  Why the other options don’t fit: deleting all records after every project
would erase important evidence and violate many compliance and audit needs. Avoiding storage entirely is
impractical because records are created in the normal course of work and must be kept for accountability and
reference. Storing only in physical formats ignores digital records and the reality that modern recordkeeping
spans both digital and physical forms, making it incomplete as a management approach.

9. Where is the Virtual out-processing checklist (vOP) located?
A. Virtual MPF (vMPF)
B. AMS
C. BLSDM
D. CMS

The vOP checklist is located in the Virtual MPF (vMPF). The Virtual MPF is the online workspace used to manage
personnel actions, including out-processing, so the out-processing checklist is built into and accessed through
the vMPF interface for completing required steps during transition. The other systems exist for different
functions and do not house the out-processing checklist.
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10. What is the least severe form of written administrative action?
A. Record of Individual Counseling (RIC) on the DAF Form 174
B. Letter of Counseling (LOC)
C. Administrative Warning (AW)
D. Suspension of Duties

The level of written administrative actions is about how formal and punitive the action is. The Record of
Individual Counseling on the DAF Form 174 is the least severe: it’s a written note that documents a supervisor’s
counseling for a minor issue and outlines expectations for improvement. It doesn’t impose a formal penalty or
restrict duties, just provides guidance and a record of coaching to help the member correct the behavior or
performance.  A Letter of Counseling is more formal than a simple counseling record, signaling a more explicit
reminder of expectations. An Administrative Warning is a formal reprimand, representing a step up in
seriousness. Suspension of Duties is punitive, temporarily removing the member from duties and carrying the
most impact among these options. So, the Record of Individual Counseling on the DAF Form 174 is the least
severe form of written administrative action.
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Next StepsNext Steps

Congratulations on reaching the final section of this guide. You've taken a meaningful step
toward passing your certification exam and advancing your career.

As you continue preparing, remember that consistent practice, review, and self-reflection
are key to success. Make time to revisit difficult topics, simulate exam conditions, and track
your progress along the way.

If you need help, have suggestions, or want to share feedback, we’d love to hear from you.
Reach out to our team at hello@examzify.com.

Or visit your dedicated course page for more study tools and resources:

https://cssblock2functions.examzify.com

We wish you the very best on your exam journey. You've got this!
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