                                IN-PROCESSING CHECKLIST

NAME:……………………………………………….RANK:…………………………….

DATE OF ARRIVAL:……………………………………………………………………...

OFFICE OF PERSONNEL ADMINISTRATION:

a. The soldier will take the following actions.

Sign in on DA Form 647-1





          ……………….

Turn-in Original Copy of DA Form 31(Leave Form)

         ………………..

Turn-in Finance Packet





         ……………….

Turn-in 201 File






         ………………..

b. The following will be completed by the Admin NCO during in-processing

Start Rations Not Available (Enlisted Only)



          ……………….

Civilian Clothing Allowance Request



         ..………………

Prepare Finance In-processing Sheet




         ………………..

Brief on Travel Voucher /Dislocation Allowance Application
        ..……………….

Brief on TLA







         ..……………….

Brief/Start Housing (COLA, OHA, MIHA and UTILITIES)

         ...………………

Make Skeleton Personnel / Finance Records



          ....……………..

Prepare SIDPERS Transaction




          ....……………..

Brief on Environmental and Moral Leave



          ………………..

Notify WRAIR to Transfer Government Credit Card

          ..………………

c.  The following will be completed by the FSN Personnel Office

Arrange photograph appointment for:



          ..………………

(Male must wear coat and tie, Female outfit with sleeves and a high neckline)

Application for Embassy ID Card (Embassy)


          ..……………..

Application for AFRIMS ID          (MAVS)



          ..………………

Application for ACSA Card           (MAVS)



          ..………………

Application for VISA                     (MAVS)



          ..………………

Turn in ALL Passports





         ………………..

Application for Thai Drivers License (Picture @ MAVS)

          ..………………

Diplomatic Card (Picture @ MAVS)




          ………………..



Brief on Household Goods / POV Delivery



          ………………..

(POC for Household Goods is Khun Zeny at  02-205-5670)

MAIL ROOM:

Complete Mail Locator Cards





         ………………..

Issuance of Mail Box






         ………………..

Brief on Local Postal Regulations




         ..………………

LOGISTICS:

Issue Unit Patches/Crest





      ..………………..

OCCUPATIONAL HEALTH OFFICER:

Occupational Health






         ………………..

Review of immunizations and take any required immunizations
         ………………..

COMPUTER SECTION:

Initial Security Briefing






………………

Log–in account







………………

TRAINING NCO:

Turn-in Training Record




                    ………………..

Brief on Unit Training





        ………………..

US EMBASSY:

Issue of Embassy I.D. Card (RSO)





………………

ACSA Membership Card






………………

Security Briefing







………………

JUSMAG THAI:

Turn-in Dental Records






………………

School Office (If applicable)






………………

TRICARE Office                                                                                          ……………….

COMMANDER:

Commander’s Brief/Welcome





………………

(See CDR’S secretary for scheduling)




………………

COMMANDER’S  SECRETARY (MD’S ONLY):






Turn-in copy of the following
:







a. Medical License

b. Degree

c. Board Certification

d. 2 Photos (2x2)

e. Copy of CV








………………

RTA Inbrief (Officers)






………………

MANDATORY ONLINE TRAINING (to occur within first 60 days):

ACQ 101  http://www.atrrs.army.mil                                                            ………………

HIPAA  http://hipaatraining.tricare.osd.mil                                                  ……………….

AT/FP  http://at-awareness.org  (Password is “aware”)                                ………………                     

I certify that I have in-processed at all offices/agencies listed hereon

                                                                          ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​___________________________.

                                                                                                 (Signature)

                                                                           …………………………………..

                                                                                                    Date

