Inprocessing Checklist - Military

Authority:  5 U.S.C. 301 

Principal Purpose:  To ensure the proper in-processing of Military Personnel into the Office of the General Counsel (OGC).

Routine Use(s):  To in-process Military Personnel into OGC, to report any non-deployable conditions identified during the in-processing to their gaining Commanders, and to provide historical dates for after action reports and reviews.  Forms will not be disclosed outside the Department of Defense and sponsored agencies.

Disclosure:  Voluntary; however, failure to complete this form may result in improper in-processing.  

Note:   SSN no longer required on this form.



1.  Employee Name:  ___________________________  ___________________________         ___       
	(Last)	(First)	(Middle Initial)

2.  Rank:  _________________    3.  Practice Group:  ____________________________

4.  Arrival Date:  _________________    

5.  Local Address:  ____________________________________________________________________

6.  Telephone: (             ) _________-____________   Alternate: (              ) ________-_______________



Complete this checklist for the topics applicable to your personal situation.  Enter NA when not applicable.


	ITEM
	PRINT NAME/INITIAL/DATE

	1.	Administrative
	

	a. Administrative Officer – Joyce Maple, Rm 2E724
Phone:693-3018   joyce.maple@hqda.army.mil
	

	1)	Turn In Original DA Form 31
	

	2)	Turn In Copy of Orders and all amendments 
	

	3)	Turn In Last OER/AER
	

	4)	Turn In Training Records (PT Test, Weapons Qual, etc.)
	

	5)	Turn In DA Form 873 (Cert of Security Clearance)
	

	6)	Receive Application for Mass Transit Subsidy/Pentagon Parking 
	

	7)  Receive Application for Bldg Pass w/ Certification of Sec Clearance
	

	8)  Receive Escape Mask/Sign-up for Mask Training
	

	      9)  Receive/Sign for Key
	

	     10)  Receive Duty memo

	

	     11)   Receive Information Packet containing Shuttle Bus Schedule/Metro Map/Pentagon Map/Pentagon Athletic Club
	

	     12)  Fort Myer Inprocessing (Personnel and Finance).  Conducted daily at Bldg 230 from 0800-1115.  Depart Pentagon Transit Center, L9, on Bus Route 13 NLT 0726 to arrive promptly for inprocessing. – Take 10 Copies of Orders (original and amendments); signed DA Form 31 (Soldier and Admin Office’s signature) (4 copies); Duty Memo; DD Form 93 (Record of Emergency Service); SGLV 8286 (Service Member Group Life Insurance), Receipts and airline tickets for inprocessing Finance; and MPRJ – Fort Myer Bldg 230 (get off bus at Fort Myer Officer Club, Bldg 214, walk another 50 yards to Bldg 230).  Return to Pentagon from same bus and stops.  DA 31:  Must be signed out in block 14a; must be signed in (block 16a); must be endorsed by gaining duty station Housing Office (block 17).  Personnel POC is Mr. Corbitt 696-0008 and Mr. Richardson 696-0007; Finance POC is Ms. Haylock 696-3080 and SFC Bellamy 696-3043.
	

	13)  Receive/Set-up Travel Card
	

	14)	 Receive/Set-up DTS Account
	

	  15)  Computer User Agreement
	

	  16  Information Assurance Test/Certificate
	

	  17)  Add to Organizational & Global Address List
	

	  18)  Sign Hand Receipt for Office Equipment
	

	  19)  Receive information on use of Telephone
	

	  20)  Receive/Sign for COOP Information & Accountability Questionnaire
	

	  21)  Receive rating Scheme
	

	b. Administrative Office – Ivonne Toro, Rm 2E724
Phone:697-2770  or Linda Littlejohn  linda.littlejohn@hqda.army.mil
	

	22)	 Turn-in Accountability Questionnaire
	

	23)	 Receive Emergency Escape Route - Briefing
	

	24)	 Receive Immediate Action Card
	

	2.  	Pentagon Inprocessing
	

	1) Security Rm 1C763 
	

	2) Bld Pass, Rm 1F1084, 0830-1600 (Take Application with you)
	

	3) Medical/Dental/Tricare, Rm MG914 8th Corridor, 0700-1600 (Bring Medical and Dental Records with you)
	                                 

	4) Mass Transit Benefits, Rm 3B287
	





Signature of Employee: _____________________________________________                Date _____/_____/______

Signature (Administrative Officer):  ___________________________________________  Date _____/_____/______
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