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Personnel—General

Effective 12 January 1990

Personnel Processing (In- and Out- and Mobilization Processing)

This UPDATE printing pyblishes a new Army

reguiation.

By Order of the Secretary of the Army:

CARL E. VUONO
General, United States Army
Chief of Staff

Officlak:
L~
MILTON H. HAMILTON

Administrative Assistant to the
Secretary of the Army

Summary. This regulation pracnr'bm poli-
cies, operating tasks, and steps governing
military personnel in- and out-processing
and mobilization processing as a function.

Applicabllity. This regulation applies to
the Active Army, the Army National
Guard, and the U.S. Army Reserve.

internal control systems. This regula-
tion is subject to the requirements of AR
11-2. It contains internal control provisions
but does not contain checklists for con-
ducting internal control reviews. These
checklists are contained in DA Cir
600-8-89-1.

Supplementation, Supplementation of
this regulation and establishment of com-
mand and } formas are prohibited with-
out prior approval from HQDA
(DAPE-MP), WASH DC 20310-0300.

Interim changes. In
regulation are not oﬁ‘mal

to the Secretary of the Army.
stroy interim changes on their
dates unless sooner superseded or r

Suggested improvements. The p
nent agency of this regulation is the Offi

of the Deputy Chief of Staff for Personnel.
Users are invited to send comments and
suggested improvements on DA Form 2028
(Recommended Changes to Publications
and Blank Forms) directly to CDR, PER-
SCOM (TAPC-PDO) ALEX VA 22332-
0474,

Distribution. Distribution of this publica-
tion is made in accordance with the require-
ments of DA Form 12-09-E, block number
5033, intended for command level A for Ac-
tive Army, D for ARNG, and A for USAR.
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Chapter 1
introduction

Section |
General

1-1. Purpose

This regulation prescribes military pemonnel processing require-
ments (in-and out-processing and mobilization processing) with
the exception of trapsition and reassignment processing. It estab-
lishes standards and provides an operational document in a logical
sequence, (fig 1-1). This regulation emphasizes in- and out-
processing, but is not designed to identify all of the work (tasks,
rules, and steps involved) which must be accomplished during
processing. Priority will be given to those tasks that directly relate
to a soldier’s deployability status.

1-2. References
Required and related publications are listed in appendix A. Pre-
scribed and referenced forms are also listed in appendix A

1-3. Explanation of abbreviations and terms
Abbreviations and special terms used in this regulation are ex-
plained in the glossary.

1-4. Responsibilities

a. The Deputy Chief of Staff for Personnel (DCSPER),
{DAPE-MPE) will establish personnel policies relating to the
processing of active duty and Reserve Component soldiers.

b. Each Army Staff and field operating agency connected with
the processing program {such g&s, The Deputy Chief of Staff for
Operations and Plans (DCSOPS) and The Deputy Chief of Staff
for Logistics (DCSLOGY)) will, recommend policy to the DCSPER
regarding the processing of active duty and Reserve Component
soldiers.

¢. The Chief, Nationa! Guard Bureau (NGB), (NGB-ARP-P)
and the Chief, Army Reserve, (DARP-NC-PSO), will recom-
mend Reserve affairs and mobilization policy and operational
tasks 10 the DCSPER regarding the processing of active duty and
Reserve Component soldiers and families.

d. The Commanding General, U.S. Total Army Personnel
Command (CG PERSCOM), will establish standards and operat-
ing tasks for the personnel program.

e. The Commandant, Adjutant General (AG) School
(ATSG-AG), will ensure lesson programs of instruction incorpo-
rate the provisions of this regulation.

J. Commanders of all major Army commands will monitor and
assist in the administration of the processing program to ensure
compliance with the policies and operating tasks established by
this regulation.

g Commanders of each installation and unit as well as commu-
nity and mobilization station will establish, resource, and operate
a processing program which accomplishes the requirements estab-
lished by this regulation.

1-5. Manpower resources

Manpower Staffing Standards System (MS3) includes the military
persennel function of in- and out-processing at the in- and out-
processing work center. The manpower authorizations will be de-
termined using the number of soldiers processed during the pre-
ceding 12 months as the workload factor.

1-6. Levels of work

a. Most personnel work in the field is performed at three pri-
mary levels: unit, battalion, and installation (or some equivalent of
an installation). The guidance in this regulation is on those levels.

(1) Unit and battalion-level work is straight forward where it is
performed.

(2) Installation-level work requires an understanding of the or-
gammtwnnl structure. Work at. lnstallauon level falls into two ma-

jor categories:

(a) Command and staff (C&S). C&S includes work required to
mariage the personnel strength of a command and to support the
commander’s decision process. The headquarters elements of all
Army commands are responsible for C&S work. (Brigades within
Army divisions are notable exceptions.) C&S work includes enlist- |
ed and officer strength management, awards and decorations,
transition (that is, release from active duty, discharge, and retire-
ment), special correspondence, and personnel actions requiring a
commander’s decision.

{b) Personnel support (PS). PS work is performed by personnel
support activities, either in the personnel service center or as part
of the base operations (BASOPS) support structure.

b. The guidance in chapters 2 through 6 addresses the follow-
ing levels of work:

(1) Soldier. Work begmnmg with input from a soldier.

(2) Unit. Work executed at unit level.

(3) Bartalion. Work executed at battalion level.

(4) Command and staff. Work executed within the chain of
command {other than the battalion.) The specific C&S work
center covered by this regulation is strength management.

(5) Personnel support. Work executed in a personnel support or-
ganization. The specific PS work center covered by this regulation
is the in-and out- processing work center.

1-7. The processing program

The processing program prepares, validates, and reports‘individu-
al soldier and unit readiness for deployment, including shortfails,
10 the unit commander. A diagram of the processing program isat
figure 1-2. It consists of the following:

a. In-processing at Active Component installations and com-
munities which—

(1) Extends from installation to unit/battalion level.

(2) Welcomes and brings the individual soldier and family “on-
board.”

(3) Provides an orderly process resulting in validation and re-
porting of individual soldier readiness for worldwide deployment
to the gaming commander.

b. QOut-processing at Active Component installations and com-
munities which—

(1) Extends from unit/battalion to installation level.

(2) Provides for the successful separation of the individual sol-
dier and family from active duty.

(3) Provides an orderly process resulting in preparation and
validation reporting of individua) soldier readiness to the losing
and gaining commanders.

c. Instellation clearance at Active Component installations and
communities that—

(1) Is a subelement of the installation processing activities.

(2) Supports out-processing.

(3) Executes installation/community commander’s responsibili--
ty to ensure only qualified soldiers depart either on pcrmnnent
change of station or extended temporary duty.

d. Soldier readiness that—

(1) Is a set of personnel qualification requirernents agreed upon
by HQDA level policy proponents.

(2) Determines a soldier’s readiness for worldwide deployment

{3) Is checked, validated, and reported during in-processing,
out-processing, and annually thereafter for active duty soldiers.

{4) Is checked, validated, and reported during mobilization
processing for Reserve Component soldiers.

e. Unit and individual movement of soldiers on active duty
that—

(1) Involves only actual unit moves during contingency opcra
tions or training missions.

{2) Requires specific soldier readiness processing requirements
be met prior to actugl movement.

Section Il
Principles and Standards

1-8. Principles of support
The military personnel system implements a special program to—
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v .a." Efficiently accomplish all administrative actions required to
relocate soldiers. '

b. Ensure soldiers are ready for short notice deployment to
meet contingency requirements,

c. ‘Efficiently process the mobilizing force as it enters active
duty.

d. Support the Army’'s life cycle function of sustainment.
" e Assist in the family movement process.
. J. Prepare soldiers for movernent.

1-9. Standards of service

@ The In- and Out-Processing Program. This program—

(1) 1s a peacetime military personnel muitifunctional program.

(2) Is resourced in BASOPS.

(3) Does not deploy with the tactical force.

(4) Is the functional responsibility of the in- and out-processing
work center.

b. Execution of the In- and Out-Processing Multifunctiona! Pro-
gram. This program requires the connectivity with the following
functions and muitifunctional programs:

(1) Enlisted Management.

(2) Enlisted Promotion and Reductions.

(3) Enlisted Transfers/Discharges.

(4) Flagging.

(5) Identificatior Documents.

(6) Leaves and Passes.

(7) Officer Management.

(8) Officer Promotions.

(9) Officer Transfers/Discharges.

(10) Personnel Accounting and Strength Reporting.

(11) Personnel Security Clearances.

(12) Reassignment.

(13) Retention.

(14) Sponsorship.

(15) Transition Processing.

(16) Battalion Personnel Service Support (PSS).

{17) Orders Program.

(18) Personnel Information Management.

¢. Linking standard. The military personnel functional propo-
nents will support the program manager in the execution of the
program by—

(1) Ensuring in- and out-processing requirements are accurately
identified in the in- and out-processing regulation.

(2) Including the details of the in- and-out-processing require-
ments in their functional regulations.

d. Processing standards.

(1) The in- and out-processing program will provide a frame-
work to bring together installation and community staff support
agencies in support of soldiers and families under the leadership of
the installation Adjutant General (AG).

(2) Installations and communities will operate military person-
nel processing activities to process soldiers and their families in an
efficient and expeditious manner.

(3) Under centralized conditions, processing facilities will oper-
ate under the leadership of the. Military Personnel Division.
Processing personnel will be provided by the functional staff of-
fices responsible for the various processing stations.

(4) Under decentralized conditions, soldiers will visit each of
the various functional staff offices for processing.

(5) Officers and senior noncommissioned officers (NCOs) (ser-
geant first class (SFC) and above) will not be required to physical-
ly in-process/out-process at all stations.

(6) Soldiers will receive an appropnmc onientation briefing dur-
ing out-processing and in-processing. Their family members will
be encouraged to attend.

{7) The processing activity will include a ““24 hour a day” Wel-
come/Departure Information Point,

e. In-processing standards.

(1) Soldiers will complete instaliation and community level in-
processing within 5 duty days.

(2) Soldiers will report for in-processing with 24 hours of arxi-
val (sign-in) at the installation or community level replacement ac-
tivity or the strength management work center.

[ Soldier readiness standards.

{1) Soldiers will be administratively ready for worldwide de-
ployment at all times.

(2) In- and out-processing work center resources will be used to
review and correct all soldier readiness and cmergency data review
requirements.

(3) Soldier readiness will be routinely verified during in-
processing and annually thereafter, and prior to any actual
deployment.

8. Out-processing and installation clearance standards.

{1) Soldiers will be granted at least 3 duty days to visit and
clear all mandatory points of clearance.

(2) Installations and communities witl Operatc central clearance
facilities to minimize persona] clearance requirements.

Section 1
The Structure

1-10. The processing actlvity structure

The processing activity is a BASOPS network which brings to-
gether instaliation and community staff agencies that support the
processing program. lt—

a. May be modified (added to or subtracted from) in structure
to accomplish the mission and accommodate the needs of the in-
stallation or community.

b, Determines a soldier’s intermediate deployability sta-
tus—end product of in-processing (chaps 2 and 4).

¢. Supports out-processing {chap 3) and determines a soldier's
final deployability status (chap 4).

d. Supports the soldier readiness processing team—annual
checks of soldier readiness conducted at unit or installation (by in-
dividual appointment) levels (chap 4).

e. Supports unit movement processiog {chap 5).

J- When modified, supports mobilization (chap 6).

1-11. Program policy

The processing program is directed by HQDA Staff level and field
operating agencies either as policy, functional, or branch propo-
nents. This regulation provides a single-source operating docu-
ment to the field, and, as such, is binding on all communities
involved in the processing business.

1-12. Rules for operating the processing activities

a. Each processing activity will operate on a 24-hour-a-day
Welcome/Departure Information Point. Smaller installations or
communities may incorporate this task with the installation or
community staff duty officer or make other suitable arrangements.

b. The processing activity, based on installation or community
size and layout, will—

{1) Be manned full- or part-time.

(2) Be in a central facility or area.

c. The Chief, Military Personne! Division (instalation or com-
munity level) will supervise and direct overall operations.

d. Each of the instatlation or community staff agencies are re-
sponsible for their own internal manning and operations.

e. To maximize the utility of manpower resources, each milita-
ry personnel division will consider consolidating installation and
community support activities. Additionally, future modes of oper-
ations should be subject to commercial activities cost studies in-
stead of automatically resorting to in-hours operations. Only
military essential in-house functions should be excluded and
staffed by either military or Army civilian personnel.

1-13. Future concept
Based on field recommendations, the Army’s future objective is to
gradually move all installations and communities towards a stan-
dard processing activity structure that will—

a. Support the Manpower Staffing Standards System (MS3),

b. Enhance training of personnel managers and operators. -
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¢. -Allow for standard automation packaging (software

programs)

d. Ease transition to mobilization.

Military

Peraonnel

Division
Strength Personnel Transition In & Out
Managemsnt Operations Management Procesaiag

Figure 1-1. Organizational relationships

The Processing Program

In-processing

Begin Soldier
Readiness (SR)

Annual
SR Check

Sustainment

]

_Hovuments
| ' \

Reassignment Transition |Peployment

SR Check SR Chack | SR Check

. Out-processing

ETS/Discharges
J/ SR Confirmed Retirements
New = Clearance Final Day
Assignment Processing Processing
USAR

Figure 1-2. The personnel processing program
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Chapter 2
In-Processing
SOcﬁon 1
General

2-1. The In-Processing Program

The In-Processing Program is an installation and community
BASOPS initiative. It weicomes a soldier and family members at
the new duty station. The soldier readiness status of each newly
assigned solider is reported to the gaining unit commander.

2-2. The In-processing record

DA Form 5123-1-R (Personnel In-processing Record) is used to
guide 2 soldier through the in-processing program, and determine
the readiness status of each soldier. DA Form 5123-1-R will be
reproduced on 834- by 11-inch paper. A copy of the form is locat-
ed at the back of this regulation.

2-3. In-process policy

a. Soldiers will report for in-processing within 24 houss of or
on the next duty day following arrival (sign-in) at the installation/
community level replacement activity or G1/AG strength man-
agement work center.

b. Soldiers will complete installation and community level in-
processing within 5 duty days (standard). Deviations from this
standard require the installation and community commander’s
approval.

c. Senior NCOs in grades E7 through E9 and all commissioned
officers will not be required to physically in-process at all stations.

d. Soldiers will receive an appropriate welcome orientation.
Family members will be encouraged to participate.

e. Supervisors of each station, or senior person in charge, will
check the work completed within the station to ensure each sol-
dier is completely in-processed.

Section Il
Task: Conduct Operations at the in-Processing Control
Station (ICS)

2-4. Rules for operating the in-processing control station

a. All soldiers will process through this station.

b. Controls will be instituted at the installation level to ensure
that soldiers will be properly processed. ICS is the focal point in
the in-processing cycle.

c. The ICS will maintain close liaison with the replacement de-
tachment to project and manage the anticipated workload.

d. Installation or community stafl agencies, as deemed appro-
priate, will participate in an in-processing briefing to inform
soldiers and family members of services available. ‘

e In some instances, a station’s required forms may be filled
out during the briefing or during a later time (after normal duty
hours for example) 80 as to reduce soldier processing time at that
given station.

J. Checks will be made to ensure that soldiers are properly
processing, eliminating, or identifying soldier-readiness nondeploy-
ment. conditions.

g The DA Form 5123-R (Reassignment Records Checklist)
will be usad to account for documents or records soldiers are re-
quired to have in their possession upon arrival and departure, DA
Form 5123-R will be reproduced on 84%- by 1l-inch paper. A
copy of this form is located at the back of this regulation.

h. When a soldier reports without records (personnel, medical,
dental, and so forth) the ICS will send a message requesting that
the losing commander forward the soldier's records. The ICS will
suspeuse for followup and properly distribute upon receipt.

2-5. Steps for operating the ICS
The steps required for operating the ICS are shown in table 2-1.

Table 2-1

tn-processing control station
Step Work conter Regquired action
1 IOPR Issue DA Form 5123-1-R if not issued by the
replacement battalion, company, or G1/AG
agsignmant section.
2 10PR indicate those stations or items the soldier
should not or must process through. ‘
3 I0PR Coordinate and supervise tha conduct of the
in-processing briefing.
4 I0OPA Accomplish preprocessing of required forms.
5 10PR Provide any special guidance as required by
the soldier.
6 IOPR Supervisor chacks each soldier's in-processing
record for any deficiencies.
7 I0PR Supervisor initiates and follows-up on
comrective action(s).
8 IOPR Supervisor signs in-processing record.
9 I0PR Release soldier to the replacement battalion/
company for further in-processing.

10 10PR Supervisor nolifies replacement battalion/
company sergeant and possibly the gaining
unit commander for any remaining incofrect
conditions.

Section 11

Task: In-Processing at the Replacement Detachment

2-8. Rules for In-processing at the replacement
detachment

a. Upon arrival at an installation/community, a soldier’s mili-
tary leave will be terminated, as appropriate.

b. Processing will be conducted 50 as to process the soldiers at
the gaining unit as soon as possible.
. ¢ Soldiers will be processed on the Standard Installation/Divi-
sion Personnel System (SIDPERS) data base upon reporting in.

d. Checks will be made to ensure that soldiers are properly
processing, <liminating, or identifying soldier readiness nondeploy-
ment conditions.

e. Various in-processing .bricfings will be conducted, to include
handouts designed to assist soldiers and family members,

J. Soldiers will clear -the replacement detachment prior to re-
porting to their unit.

2-7. Steps for in-processing at the replacement
detachment

The steps required for in-processing at the replacement detach-
ment are shown in table 2-2.

Table 2-2
in-processing replacement detachment
Step Work center. Required action
1 IOPR - Sign-in soldier and terminate leave
2 I0PR Collect soldier’'s Military Personnel Racords
Jacket (MPRJ), medical, dental records, and
finance envelope
3 I0PR Arrange for billeting, food service, and other
BUppPOrt processing.
4 IOPR Review status of soldier's record for “Pending

Gain” on SIDPERS. if yes, go to step 7. If no,
go to step 5. '
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If present in MPRJ, obtain transfer data record
(TDR) cards and submit to Personnel
Automation Section (PAS} Go to step 7. -

6 JOPR i TDR cards are not present in MPRJ, submit
TDR (minimum essential elemants only}, DA
Form 3807 (SIDPERS Input and Control Data-
Officer Tranafer Data Record), or DA Form
3808 (SIDPERS Input and Controi Data-
Endisted Transfer Data Record) to PAS.

7 IOPR Once soldier is “'pending gain,” submit
SIDPERS transaction gaining sokdier to the
local data base.

8 IOPR Give soldier DA Form 5123-1-R.

8 I10PR Forward MPRJ to personnel strength
management station.

10 IOPR Receive copy of assignment orders or
endorsement from Personnel Strength
Managerment Station (PSMS)

11 IOPR Processing sergeant chacks each soldier's in-
processing guide for deficiencies, initiates and
folfows-up on corrective action(s).

12 I0PR Processing sergeant signs in-processing guide.

13 10PR Releasa soldier for further in-processing.

14 OPR Submit SIDPERS arrival transaction.

15 I0PR Inform gaining commander of any required
foliow-up action.

16 10PR Ensure soldiar is able to move to new unit of
assighment.

17 IOPR Asgist soldier as required.

Section IV
Task: in-Processing at the Personnel Strength
Management Station (PSMS)

2-8. Rules for in-processing at the PSMS

a. Each soldier or the automated personnel records will be
processed through this station.

b. Each soldier's MPRY will be reviewed for corfect assignment
eligibility and availability (AEA), physical category, Special Duty
Assignment Pay (SDAP), regimental/homebase, Exceptional
Family Member Program (EFMP), missed promotion, and For-
eign Language Proficiency Pay (FLPP) to update thc data base
and to make correct assignment decisions.

¢. This station may also operate during nonduty hours to verify
and make assignments to reduce soldier processing time.

2-9. Steps for in-processing at the PSMS
The steps required for in-processing by the PSMS are shown in ta-
ble 2-3.

Table 2-3
In-processing personnel strength managsament station

Step Work center  Required action

1 IOPR Receive MPRJ irom replacement battalion/
company and G1/AG Assignment '
Management Section. .

2 OPR Review MPRJ for assignment qualifications
and considerations.

3 1OPR Verity regimentai atfiiation.

4 I0PR Verity home-base/advanced assignment.

5 I10PR Verify Exceptional Family Member Program.
6 IOPR Verify physical category code 3 or 4 with
Military Medical Reclassification Board (MMRB)
processing.
7 OPR Verify assignment eliglbifity and availability
chef-tennhation.
8 IOPR Verify migsed promotion while in transit,
specifically check for E1-E2, 1LT-2LT. and
CWi-Cw2. )
g IOPR Verify Special Duty Assignment Pay
10 10PR Verify foreign language proficiency pay (i
epplicabla).
i1 10PR Determing duty assignment and issue
necassary assignment orders or amendment to
cumrent permanent change of station (PCS)
orders.
12 IOPR Forward MPR. and orders to personnel
records station.
13 ICPR Forward orders to replaoement battafion/
company.
i4 IOPR Inform commander of any required followup
action, to include sponsorship appointment.
15 IOPR Supervisor checks work completed and signs
the personnel in-processing record.
16 IOPR Release soldier for m-pfooewrgumenext
station.
Section V

Task: In-Processing at the Personnel Intormaﬂon Station -
(PINS)

2-10. Rules for In-processing at the PINS

a. All soldiers will in-process through this station.-

b. The following data elements may be audited w:thout the sol-
dier to preclude errors between the SIDPERS file and the MPRJ:

(1) Name.

(2) Sccial security number (SSN).

(3) Military personnel classification (MPC).

{4) Citizenship.

(5) Last permanent change of station (LPCS).

¢. The following data elements will be audited with the soldier
to preclude errors between the SIDPERS file and the MPRJ:

(1) Marital statys,

(2) Spouses SSN and MPC.

(3) Military education.

(4) Civilian education.

(5) Physical category.

(6) Regimental affiliation and home-base

{7) Current/last foreign service tour.

(8) Grade.

{9) Date of rank (DOR).

(10) Expiration term of service/expiration of service agrecment
(ETS/ESA).

(11) Date returned from overseas/date of uumated return
from overseas (DROS/DEROS).

(12} Number of dependents.

{13) Command sponsored dependents (CSDEP).

{14) Date dependents arrived overseas (DDARO).

d. The following forms and documents will be audited with the
soldier to preclude errors between the SIDPERS file and MPRJ:

(1) DA Form 4037 (Officer Record Brief).

(2) Enlisted record brief.

(3) DA Form 2 (Personnel Qualification Record Part-I),

(4) DA Form 2-1 (Personnel Qualification Record Part II).
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(5) DD Form 93 (Record of Emergency Data).
(6) DA Form 3355 (Promotion Point Worksheet).
. (7)-VA Form 29-8286/SGLV-8286 (Servicemen'’s Group Life
Insurance Election).
"(8) Basic active service date/pay entry basic date (BASD/
PEBD).

e. The following soldier readiness progessing requirements will
be audited with the soldier present {also check SIDPERS file and
MPRJ) to preclude unauthorized deployment:

(1) German/Turkish alien citizenship status.

(2) Former prisoner of war (PW) status.

(3) Former peace corps status.

(4) Sole surviving child status.

‘(5) Twelve weeks military training requirement.

(6) Human immunodeficiency virus (HIV) test date/status
(chap 4). _

f The DA Form 4188 (Military Personnel Office/Finance Of-
fice Verification of MPRJ) will be used to check and ensure the ac-
curacy of personnel and finance data bases.

2-11. Steps for in-processing at the PINS
The steps required for in-processing at the personnel information
station are shown in table 2-4.

Table 2-4
in-processing personnel information station
Step Work center Required action

1 KPR Obtain sokdier's MPRJ from the PSMS,

2 10PR Vaerify unit of assignment orders.

3 I0PR Print DA Form 2 if not available.

4 KPR Placs copy of DA Form 2 in MPRJ.

5 IOPA Verify that personnel related documents/
records ar¢ present, using DA Form 5123-R
from previous duty station.

6 JIOPR if required documents are missing, annotate
checkiist to seek assistance from soldier when
present for in-processing.

7 I10PR Using AR 640-2-1, check the accuracy of the
DA Form 2, the SIDPERS record, and source
documents found in the MPRJ for the data
elements listed in rule b,

8 IOPR See the related task in AR 640-2-1 for efror
resolution.

g IO0PR Continue to process until all data elements
have been audited.

10 IOPR When the soldier reports for in-processing,
compiete sudit process for data elements and
forms listed at rules ¢, d, and e,

11 IOPR Same as step 8 above.

12 IOPR Continue to process until all data elements and
forms have been audited.

13 I0PR Complate DA Form 4188 and forward to the
Finance Station. Upon notice of confiict
between persormel and finance data bases,
work with finance personnel to comect

_ differences.

14 10PR Inform commander of any requirad followup
action.

15 iOPR" ' wmmm|mmm

the personnel in-processing record.

16 OPR ‘Claar/reloase soldiar 10 in-process at the next
station.
Section VI .
Task: | at the Defense Enroliment Eligibility

Reporting System (DEERS)/Realtime Automated
Personnel Identification System (RAPIDS)/1dentification
(ID} Card Station

2-12. Rules for in-processing at the DEERS/RAPIDS/ID
card station

a. All soldiers will process through this station.

b. Each soldier will be checked and new ID card/tags made as
required to prevent a soldier readiness nondeployment condition.

¢. Each soldier’s family member status (ID card and DEERS/
RAPIDS enroliment) will be checked to preclude undue {amily
hardship.

2-13. Steps for in-processing at the DEERS/RAPIDS/ID
card station

The steps required for in-processing at the DEERS/RAPIDS/ID
card station are shown in table 2-5.

Table 2-6
in-processing DEERS/RAPIDS/ID card station

Step Work canter

Required action

1 10PR Obtain any required source documents from
the soldier.

2 IOPR Verify DEERS/RAPIDS enroliment of soldier
and family members.

3 10PR Verity 10 card (0D Fomm 24 (U.S. Armed
Forces |dentification Card)).

4 10PR Verily ID tags and medical waming tags (as
appropriate).

5 HOPR inform commander of any required tollowup
actlon

6 I0PR &pervmorchecksworkcompletedandsigns
the personnel in-processing record.

7 OPR Clear/release soldier to in-process at the nent
station.

Section Vi|

Task: in-Processing at the Medical Station

2-14. Rules for in-processing at the medicat station

a. All soldiers will process through the medical station.

b. Check and initiate corrective action to eliminate individual
soldier readiness nondeployment conditions.

¢. Report selective conditions to representative at the Security
Clearance Station.

d. Schedule preassignment medical surveiliance exams for mili-
tary personnel who will be exposed to health hazards in the work
cnvironment.

2-15. Stopoforln-promahwatﬂnmodlulmﬂon
The steps reqmrod for m-proceamng at the medical station are
shown in table 2-6. .

Table 2-6
in-processing medical station
Step Work center  Required action
1 IOPR Obtain medical recond from soldier, or other
|OUCE,
2 OPR Verify HIV testing,
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3 1OPR Verily 3/4 profile and MMRB status.

4 -JOPR Verify metical waming tag requrements.

5 IOPR Verity hearing aid requirements,

6 IOPR ) \ierily eye glasses and lens requirements.

7 1CPR Verify periodic and over 40 physieal
requirement.

8 I0PR Verify compliance with waight contro! program, -
including weigh-in.

9 I0PR Verify exceptional family member program
enroilment.

10 |OPR Verify immunizations.

11 IOPR Refer soldier for health risk appraisal to
designated point of contact.

12 IOPR Screen for positive HIV, evidence of drug or
alcohol abuse of psychiatric problems. Provide
notification to security clearance station
personnel.

13 IOPR Screen for poténtial axposure to health
hazards in the work environment.

14 10PR Schedule preassignment medical surveillance
examination.

15 10PR Provide notification to occupational medicine.

16 IOPR Fotward record to supporting medica) activity.

17 1OPR Inform commander of any required followup
action.

18 JOPR Supervisor checks work completed and signs
personne! in-processing record.

18 IOPR Clear/release soldier 1o in-process at the naxt
stetion.

Section Vil

Task: In-Processing at the Dental Station

2-16. Rules for in-processing at the dental station

a. All soldiers will process at this station.

b. Check and initiate corrective action to eliminate nondeploy-
ment conditions.

2-17. Steps for in-processing at the dental station
The steps required for in-processing at the dental station are
shown in table 2-7.

Table 2-7

In-processing dental station

Step Work center  Required action
1 IOPR Obtain dental record from soldier or other

SOUces.
2 IOPR Verify denta! record compileteness.
3 IOPR . Vetify duplicate panograph is on file at CPSF,
4 I0PR Verify dental classification,
5 1OPR Screen Tor positive HIV test; annotate records.

6 IOPR-...  Forward records to supporting dental activity.
7 I10PR Inform commander of any required followup

action.

8 0PR Supervisor checks work completad and signs
personnel in-processing record.
9 IOPR Clear/reteasea soldier to in-process at the next
station.
Section IX

Tasic (n-Processing at the Security CIcarance Station .

2-18. Rules for ln-procuslng at tho security clearance
station
a. All soldiers will be required 10 process through this station.
b. Security clearance status will be checked to ensure the sol-
dier holds clearance for newly assigned duty position. Corrective
action will be initiated as required.

2-19. Steps for In-proceaslng at the gecurity clearance
station

The steps required for in-processing at the security clearance sta-
tion are shown in table 2-8.

Table 2-8
in-processing security clearance station

Step Work conter  Required action

1 IOPR Review MPRJ for security clearance efigibillty.

2 IOPR In-process sokdier according to AR 604-5.

3 0OPR Make security access determination.

4 I0PR Prepare and submit SIDPERS transaction for’
field determinad persommed security status =~

. (FDPS) to update SIDPERS personnel fila -
(SPF).

5 IOPR Inform commander of any required followup
action. _

6 IOPR Supervisor checks work completed and signs
personnel inprocessing record. Soidier is.
cleared for processing at the next station.

Section X

Task: In-Processing at the Finance Station

2-20. Rutes for in-proceasing at the finance siation

a. All soldiers will process through this station.

b. Soldier's pay account will be updated, reflecting new unit of
assignment.

c. All travel entiticments will be paid to the soldier.

d. Soldier’s pay sccount will be gudited to verify that all out-
standing indebtedness to the U.S. Government is being properly
processed. )

e. The DA Form 4188 wili be used to check and ensure accura-
cy of personnel and finance data bases.

J. Casual payment to tmn.slcnt soldiers may be issued at this
station. .

2-21. Steps for In-proeouing at the finance station
The steps required for in-processing at the finance station are
shown in table 2-9.

Table 2-b
In-processing finance station

Required action

Stap Work conter

1 IOPR Check soidier's account and gather mquiod
source documents from the soldier.
2 IOPR Process/issue travel pay entitiements 1o the -

solder.
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Process/update ailotment portion of the

3 -10PR
soidier's pay account.

4 IOPR Process/update soldiar's pay account and
verify entittements to specialty and ingentive
pay.

5 KPR Complete DA Form 4188 and forward 1o the
personnel irformation station. Upon notice of
conflict between personnel and finance data
bases, coordinate with records personnel to
corract differences.

6 IOPR Verity/process indebtedness to U.S.
Government.

7 IOPR Update soldier's pay account/data base.

8 IOPR Inform commander of any required followup
action.

g KPR Supervisor checks work completed and signs
personne! in-processing record.

10 I0PR Clear/raleass soldier to in-process at the next
station. )
Section XI

Taslc In-Processing at the Provost Marshal Station

2-22. Rulea for in-processing at the provost marshal
station

If soldicrs are not required to register their Privately Owned Vehi-
cle (POV)/weapons, this station is not required.

2-23. Steps for in-procassing at the provost marshal
station

The steps required for in-processing at the provost marshal station
are shown in table 2-10.

Table 2-10
In-processing provost marshal siation
Step  Work conmer Required action
1 IOPR _Register privatety owned vehicte.
2 0PR Regléter privately owned weaapon(s).
3 IOPR Inform commander of any required followup
action.
4 KOPR Supervisor checks work compieted and signs
personnel in-processing record.
5 IOPR Clear/rolense soldier to in-process at the next
station.
Section Xl

Task: in-Processing at the Education Center

2-24. Rules for in-processing at the education center
a. All soldiers will process through the education center.
b. Soldiers will be given or scheduled for any required testing.

2-25. Steps {or in-processing at the education center

The:steps' required for in-processing at the education center are
shown in table 2-11.

Table 2-11
In-processing education center

Step Work center

RAequired action

1 IOPR Obtain DA Form 669 (Educational
Davetopment Record) from soldier. Prepare DA
Form 669 if not present.

2 IOPR Conduct or schedule any required testing, post
rasulls to record.

3 IOPR Forward record to appropriate supporting
office.

4 IOPR Inform commander of any required followup
action.

5 I0OPR Suparvisor checks work completed and signs
personnel in-processing record.

6 IOPR Clear/reiease soldier to in-process at the naxt
station.

Section Xill

Task: In-Processing at the Transportation Statlon

2-26. Rules for in-processing at the transportation
station

a. Not all soldiers will be required to process through this sta-
tion. Determination is made during in-processing briefing.

b. Soldiers will be provided support as required when signing
for personal property.

2-27. Steps for in-processing at the transportation
statlon

The steps requlred for in- procmsmg at the transportation station
are shown in table 2-12.

Table 2-12
In-processing transportation atation

Step Work centar Required action

1 IOPR QObtain any raqmrad source documents from
the soidner

2 iOPR Process soldier’s requesl for receipt of
-unaccompanied baggage.

3 IOPR Process soldier's request for receipt of
household goods.

4 1OPR Process soldier's request for receipt of POV.

5 IOPR Process request tor storage of housahoid
goods.

6 10PR Process claims for damage.

7 10PR Inform commandar of any racquired followup
action.

8 I1OPR Supenvisor checks work completed and signs
personnel in-processing record.

8 10PR Claar/release soldier to in-process at the next
station.

Section XIV

Task: In-Processing at the Family Housing Station

2-28. Rules for inprocessing at the family housing
station

a. Not .all soldiers will be required 1o process through this
station.
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b. Scldiers will be assisted as required in applying for Govem-
ment housing.

2-29. Steps for In-processing at the family housing
station

The steps required for in-processing at the family housing station
dre shown in table 2-13.

Table 2-13
In-processing famlly housing station
Step Work centesr  Required action
1 JOPR Provide information about on- and off post
housing.
2 OPR Obtain and require source documents from the
soldier.
3 IOPR Process soldier's request for Government
housing.
4 I0PR Inform commander of any required followup
action,
5 I10PR Supervisor checks work complated and signs
personnel in-processing record.
6 I10PR Clear/release soldier to in-process at the next
station.
Section XV

Task: In-Processing at the Famlly Support Services
Station

2-30. Rules for in-processing at the family support
services station _ _

a. All soldiers will be required to process through this station.
Determination is made during in-processing briefing.

b. Support is provided, as required by representatives of instal-
lation/community family support activities to alleviate financial
and personal hardship conditions.

c. All soldiers with exceptional family members will be referred
to this station.

2-31. Steps for In-processing at the family support
services station

The steps required for in-procéssing at the family support services
station are shown in table 2-14.

Table 2-14
in-processing family support services station

Step Work canter

Required action

1 10PR Assist soldiers and families.

2 10PR Make referrals.

3 I0PR Inform commander of any required followup
action,

4 I10RP Supervisor chacks work completed and signs
personnal in-processing record.

5 I0PR Clear/release soldier to in-process at the nexl
station.

Sectlon XVI

Task: In-Processing at the Commercial Activities Station

2-32. Rules tor In-processing at the commercial actlvities
station

a. Not all soldiers will be required to process through this sta-
tion. Determination'is made during in-processing briefing.

b, Soldiers will be assisted as required in applying for participa-
tion in commercial company deposnts or waivers ‘to reduce
processing Ume.

2-23. Staps for In-prooonlng it the commercial activities
statlon

The steps rcquu‘ed for i m-processmg at the commercnal actmnes
station are shown in table 2-15,"

Table 2-15
In-processing commercial activities station

Step Work center Required action

1 IOPR Initiate service/establish account.

2 IOPR Process deposils or waivers; assist sokdier.

3 IOPR Inform commander of any required followup
action.

4 I0OPR Supervisor checks work complated and signs
parsonanel in-processing record.

5 IOPR Clear/release soldier to in-process at the next
station.

Section XVI

Task: In-Processing at the Central lssue Facility

2-34. Rules for in-processing at the central lasue facllity

a. Soldiers, depending on their unit of assignment, will process
through this station.

b. Soldiers will be issued field equipment in accordance w:th
CTA 50-900 and unit standard operating procedures (SOP’s).

¢. Soldiers will bring their personal clothing récord to the cen-
tral issue facility.

2-35. Steps for in-processing at the central issue facllity
The steps required for in-processing at the central issue facility are
shown in table 2-16.

Table 2-16
In-processing central issue facility
Step Work center RW action
1 1OPR Establish acoount. '
2 IOPR Determine field equipment requirements based
on unit of assignment. .
3 IOPR issue soidier fiald equipment.
4 10PR Ensure soldier signs for field equipment
5 IOPR Inform commander of any required followup
action.
6 IOPR Supesvisor checks work compileted and signs
personnel in-procassing record.
7 I10PR Clear/release soldier to in-process at the next
station.
Section XV

Task: In-Processing at the Unit/Battakon

2-36. Rules for 1n-prooeulng at the unit/battation

a. Each soldier will report, afier properly m-pmcmung at the
installation/community level, according to unit of assignment
orders.

b. ‘Each battalion staff activity/unit will accomplish at'least the
reqmremcnts specnﬁed in the DA Form 5123-1-R.
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¢ Battalion S1 will conduct a final check of each soldier in-
'pmcusmg to ensure -all soldier readiness nondeployment condi-
tions are either corrected or the unit commander notified.

d Suspense action (followup) is required on soldier readiness
proc«ssmg requirements. (See'chap 4 for levels | and 2.)

‘2-37. Steps for In-processing at the unit/battallon
The, steps .required f{ar in-processing at the unit/battalion are
shown in table 2-17.

Table 2-17
in-processing unit/battalion

Required action

"Slap  Work center

1 BN1 Obtain assignment orders whan soldier repons.

2 BN1 Sign soldier in.

3 BM? Submit SIDPERS arnival transaction.

4 BN1 In-process soldier.

5 UNT Verify soldier's enroliment in a family care plan,
and Exceptional Family Member Program.

8 BN2 Verify soldier's security clearance status; in-
process sokdier.

7 BN3 Verity soldier's training data (weapons
qualified/date and protective mask inserts—if
required).

8 BN4 “In-process sokdier.

9 BN1 Conduct final check to ensure soldier has
comectly in-processed.

10 BN! Inform 'unit commander of any required follow-
up action.
11 BN I unit has Tactical Army Combat Service
Support (CSS) Computer System (TACCS)
Soldier Support File software package, create
soldier's record and submit update
transactions.
12 BN1 File the DA Form §123-1-R in the Bn 1
maintained soldier management individual file
(SMIF), once soldier has finished in-
processing.
13 BN1 Follow-up on any suspended actions.
Chapter 3
Out-Processing
Section |
General

3-1. The Out-processing Program
This program—

a. Is-a unit/battalion and installation/community BASOPS
initiative.

b, Properly processts a soldier and family members, including
those absent or unavailable, from one duty station to another, or
from active duty to a-discharged status.

c. Is ysually managed by the central clearance station within
the installation/community processing activity.

3~2. DA Form 137 (Instaliation Clearance Record)

DA Form 137 guides a soldier through the out-processing pro-
gram, and provides the gaining commander the status of soldier's
deployment readiness upon departure from the losing unit. It also

identifies those activities and offices at the unit/battalion and in-
stallation/community levels through which soldiers must clear.

3-3. Out-process policy

a. Out-processing includes soldiers departing for reassignment
{(PCS) or on extended temporary duty (TDY) (50 days or more)
and transitioning from active duty status.

b. Senior noncommissioned officers (E7 through E9), and com-
missioned officers are not required to physically out-process all
stations,

¢. Soldiers will receive an appropriate departure ceremony.,
Family members will be encouraged to participate.

d. Soldiers being reassigned between organizations at an instal-
lation will not usually be required to process through the process-
ing activity.

e. Maximum use of a consolidated central clearance operation
will be made 10 reduce the number of activities a goldier must per-
sonally clear when out-processing.

J. Based on local policies, installation/community activities that
maintain a record on a soldier and family members, may once no-
tification is received that a soldier is clearing, forward the records
to the related out-processing station for the out-processing check,
and presentation to the soldier. This procedure reduces the num-
ber of activities a soldier must personally visit.

g The out-processing program supports the unit commander's
efforts in the Army's debt' management program. Soldiers who
have an alleged debt will not be allowed to clear an installation/
community until the unit commander has been notified of the al-
leged indebtedness. (See AR 600~15.)

h. Fer soldiers who are absent or unavailable for out-process-
ing, unit commanders will designate a responsible individual to ac-
complish the absent soldier’s out-processing. Out-processing
stations will assist unit representatives by expediting the out-
processing program.

i Supervisor of each station, if there is one collocated with the
station, will check the work completed to ensure each soldier is
completely out-processed.

J. Generally, no prescheduled appointments will be made except
for out-processing at the finance station.

k. OCONUS returnees to transition points are required to have
a 201 file and medical and dental records according to DA Pam
600-8-11 and AR 635-10.

Section U
Task: Out-Processing at the Unit/Battalion

3-4. Rules for out-proooulng at the unit/battalion

a. The DA Form 137 is used to manage and contrel soldier
out-processing.

b. Soldiers will attend an instaliation/community level out-
processing briefing prior to being issued the DA Form 137.

¢. Soldiers will be given at least 3 duty days to visit and clear
mandatory points of clearance (standard.)

d. Checks will be made to ensure soldiers correctly cut-process
to preclude incorrect deployments.

e. Each battalion staff activity/unit will accomplish at least the
requirements specified in the DA Form 137.

3-5. Steps for out-processing at the unit/battalion
The steps required for out-processing at the unit/battalion are
shown in table 3-1.

Table 3-1
Out-processing unit/battalion

Step * Work canter . Required action

1 UNT

Dsiermine departure date.
2 BN PrepareDAForm31 (Request Authority for |
Leave).
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3 UNT Ensure soldier attends installation/community
level out-processing briefing.

4 BN1 Issue DA Form 137 if authorized by
installation/community G1/AG.

5 UNT ~ Out-process soldier to include a new family
cara plan and Excéptional Family Member
Program.

5 BN1 Out-process soldier.

7 BN2 Out-process soldier.

8 BN3 Out-process soldier.

9 BN4 Out-process soldier.

10 BN1 Inform commander of any required tollowup
action; such as, soidier indebtedness and
nonciearance status.

11 BN1 Conduct final check to ensure that soldier will
be out-processed cosrectly.

12 BN1 Sign soldier out, file copy of orders and
completed DA Form 137 .in the Bn S1
majntained SMIF.

13 BN1 Submit SIDPERS departure transaction.

Section 11l

Task: Conduct Operations at the Out-Processing Control
Station (OCS)

3-8. Rules for conducting operations at the OCS

a. All soldiers will process through this station. ~

b. Controls will be instituted at the installation level/communi-
ty 10 ensure soldiers properly process. OCS is the focal point in
the out-processing cycle.

¢. The OCS will mainain close liaison with the losing unit (Bn
S1) and the central clearance station to ensure soldiers correctly
out-process and depart the installation as scheduled.

d. The DA Form 137 may be issued by the unit/battalion S1 or
instaflation/community G1/AG.

e. The DA Form 5123-R will be used to account for all re-
quired documents,/forms. This form is filed in actions-pending sec-
tion of the MPRJ.

f A soldier is not releasable until all nondeparture conditions
are resolved.

g OCS will- conduct out-processing briefing on a group or indi-
vidual basis.

h. The OCS will file a copy of soldiers’ orders, DA Form 137
and DA Form 5123-R according to AR 25-400-2,

3-7. Steps for conducting operations at the OCS
The steps required for out-processing at the OCS are shown in ta-
- ble 3-2.

Table 3-2
- Out-processing control siation
Step Work center Required action

1 10PR - Conduct briefing.

2 JOPR Issue DA Form 137 it not accomplished at
unit/battalion level. ‘

3 IOPR ~ Instruct soldier to report with DA Form 137 to
tha central clearance station not later than 14
days prior to actual departure date for
clearance briefing.

4 I0PR ‘Ensure that DA Form 137 is complete and
accurate.

Complete DA Form 5123-R,

H soidser is found to be inaligible for departure,
inform unit commander and central clegrance
station.

§ 10PR

7 I10PR If soldier s flagged, (DA Form 268 (Report for
Suspension of Favorable Personnel Actions)),
mail MPRJ with transfer document {that is,
meadical, dental, and education records) with a
copy of PCS orders to the gaining commander.
Make proper disposition of records in
accordance with AR 640-10.

Direct soldier to unit for continued out-
processing.

Section IV
Task: Out-Processing at the Transportation Station

3-8. Ruies for out-processing at the trannpoﬂatlon
station

a. All soldiers will process through this station.

b. Soldiers will be made aware of their entitlements to preciude
undue personal hardships.

¢. Soldiers will be assisted in the shipment of their personal
property.

d. This station may be part of the central clearance station.

3-9. Steps for out-processing at the transportation
station

The steps reqmred for out-processing at the lmnsponanon station
are shown in table 3-3.

Table 3-3
Out-processing transportation station

Step Work canter Required action

1 IOPR Briaf soldier on entitlements.

2 10PR Process soldier's request for unaccompanied
baggage shipment.

3 10PR Process soldier's request for household goods
shipment.

4 I0PR Process sokdier's request for POV shipment.

5 I0PR Process requast for storage of household
goods.

6 IOPR Inform commander of any required followup
action, _

7 IOPR Supervisor checks work completed and signs
clearance record. Soldier is cleared for
processing at the naxt station.

Section V

Tasic Qut-Procesaing at the Family Housing Station

3-10. Rules for out-processing at the family houdng
station

a. Not all soldiers will be required to process through this sta-
tion. Determination will be meade during out-processing briefing
and the clearance processing.

b, Soldiers will be assisted to ensure correct housing clearance.

¢. This station may be part of the central clearance station.

3-11. Steps for out-processing at the famlly houung
station

The steps required for out-promng at thc family houamg statmn
are shown in table 3—4.
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3-15. Steps tor out-procmlng at the family support

Table 3-4 services station
Out-processing famity housing station The steps required for out-processing at the family support ser-
Step Work conter  Required action vices station are shown in table 3-6.
. Table 3-6
1 IOPR Brief soldier(s). Out-proceasing family support services station
2 I0PR Process soidiet's request for Government Step Work center Required action
housing clearance.
3 IOPR Issug termination orders. 1 10PR Agsist soldiers and families and make refemlls
as required.
4 IOPR Inforrn commander of any required followup
action. 2 I0PR Assist soldéer in closing out account.
5 IOFR Supervisor checks work completed and signs 3 I10PR Verify/procass any indebtedness to the U.S.
clearance record or indicates a GO status to Government.
cenirel clearance station.
4 I0OPR Conduct oversaas oriantation briefings.
Section VI 5 IOPR Inform commander of any required followup
Task: Out-Processing at the Central Issue Facllity action.
3-12. Rules for out-processing at the central issue 6 |OPR Clear soldier for processing at the next station.
faciiity ‘
‘d. Not all soldiers will be required to process through this sta-
> P gh Section ViIl

tion. Determination will be made during out-processing briefing
and the clearance processing briefing.
b. Soldiers will be held accountable for lost field equipment.

3-13. Steps for out-processing at the central Issue
facitity

Thc steps raquxred for out-processing &t the central issue facility
are shown in table 3-5.

Table 3~5
Out-processing central issue facility

Step Work center

Required action

1 IOPR Ensure soldier has been to briefings.

2 10PR Determine account status.

3 IOPR Process the tumning in of fiekd equipment.

4 10PR Determine and process indebtedness to U.S,
Government if necessary.

5 IOPR Notify finance station of indebtedness to U.S.
Govemment

8 IOPR Inform commander of any required followup
action.

7 1OPR Suparvisor checks work completed and signs
clearance record. Soldier is cleared for
processing at the next station,

Section VII

Taskc Out-Frocessing st the Family Support Services
Station -

3-14. Rules for out-processing at the family support
services station

a. Not all soldiers are required to process through this station.
Determination will be made during central clearance processing.

b. - All soldiers with exceptional family members will be referred
to this station. -

c. This station may be part of central clearance processing 1o
expedite out-processing time for the soldier.

d. Soldiers will be assisted in closing accounts.

e Checkswﬂbemadetomsurerulsformdebtedmtothe
1.8, Government are followed.

Task: Out-Processing at the Provost Marshal Station

3-16. Rules for out-processing at the provost marshal
station

a. Soldiers who have not registered privately owned vehicles or
weapons, will not be required to process through this station.

b. Provost mershal registration section (for example, POV,
weapons) will be cleared.

¢. This station may be part of the central clearance processing
to reduce out-processing time for the soldier.

3-17. Steps for out-proceulng at the provost marshal
station

The steps required for out-procmsmg at the provost marshal sta-
tion are shown in table 3-7,

Table 3-7
Qut-processing provost marshal station

Step ‘Work center Required action

1 10PR Obtain sgurce document (soidier produces
order or notification roster from central
clearance siation.)

2 JOPR Cancal vehicle registration.

3 1OPR Cancel weapon registration.

4 I0OPR Inform commander of any required followup
action.

5 loPR Supervisor checks work compieted and signs
clearance record or indicates a GO status 10
central clearance station. Soldier is cleared for
processing at the next station.

Section IX

Task: Out-Processing at the Dantal Station

3~18. Rules for out-processing at the dental station

a. All soldiers will process through this station.

b, Based on local installation/community policy, this task may
be accomplished at the unit/battalion supporting dental activity.’

c. If out-processing at the unit/battalion, complete all steps ex-
cluding giving records to soldier.
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d. Check aind initifite corrective action to eliminate individual
soldier -readiness nondeployment.conditions or report situation to
gaining commander. ~
3~19. Steps for out-processing at the dental station -

The steps required for out-processmg at the dental station are
shown in table 3-8,

Table 3-8
Qut-processing dental station

Reavuired action

Step Work center

1 SDR Obtain record from supporting dental activity.

2 SDR "Verily accuracy of record (name, SSN, rank,
and so forth).

3 IOPR Verify panograph is on file at CPSF.

4 IOPR Verify dental classification.

5 I0PR For PCS, forward record 1o out-procesing

‘ control station.

6 IOPR For transitioning soldiers, close out record.

7 IOPR - If transitioning, give record to soldier.

8 I0PR inform commander of any required foliowup
action.

9 OPR Supetvisor checks work completed and signs
clearance record. Soldier is cleared for
processing at the naxt station.

Section X

Task. Out- Procoulng at the Medical Staﬂon

3-20. Flulu for out-proccs!ng at tho medical station

a. All soldiers will process through this station.

b. Based on local installation/community policy, this task may
be accomplished at ‘unit/battalion supporting medical treatment
facility (MTF). Complete all steps excluding giving records to
soldier.

c. Check and initiate corrective action to eliminate individual
soldier readiness nondeployment conditions or report to gaining
commander.

d. Conduct occupational medicine screen.

3-21. Steps for out-processing at the medical station
The steps required for out-processing at the medical station are
shown in table 3-9.

Table 3-9
Out-processing medical station

Step Work center

Aequirec action

1. 10PR Obtain medical record from supporting medica)
2 OPR vé&fynwmung.

3 10PR Verity pregnancy status.

4 IOPR Verily profile 3 ar 4 with MMRB.

5 IOPR Verity medbcal wirming tags.

8- IOPR - Venfy eye glasses and lens.

7 1ORR Verty immunizations.

8 I10PR Verify periodic or over 40 physical.

Verify Exceptional Famity Member Progeam -

8 IOPR

enrollment. ., .

10 IOPR Verity compliance with weight control program.

11 I0PR Verify termination examinations have been
completed for soldiers who worked around
loud nolses, radiation asbestos, and certain
heavy metals

12 OPR For PCS foma:d record to out-processing

: control station:

13 IOPR For transitioning soldiers, check for physical or
walver.

14 I10PR It transitioning, close out record and send to
transition point.

15 10PR Inform commander of any required followup
action.

16 I0PR Supervisor checks work completed and signs-

. clearanca record or indicates a GO status to
central clearance station. Soldier is clearad for
processing at the next station.
Section XI

Task: Out-Processing at the Commercial Activities Station

3-22. Rules for out-processing at the commercial
activities station .

a. Not all soldiers are required to process through this station,
Determination is made during out-processing briefing and the
clearance processing briefing.

b. This station may be a part of the central clearanoe
operations.

¢. Commanders will be notified when soldiers do not properly
clear accounts.

d. Soldiers will be assisted to ensure they know how to request
and obtain deposits paid.

3-23. Steps for out-processing at the commercial
activities station

The steps required for out-processing at the commercial activities
station are shown in table 3-10.

Tabte 3~10 ‘
Out-processing commercial activities station

Step  Work center

Required action

1 IOPR Determina account(s) status.

2 OPR Report delmqmncses to central ciearance
station.

3 IOPR Coordinate account closeout with soidier:

4 10PR Supervisor checks work completed and signs
clearance record or indicates a GO status to
central clsarance station. Soltfier is clearad for
procaessing at the naxt station. - .

Section X

Task: Qut-Processing at the DEERSIRAPIDSIID Card
Station

3-24. Rules for out-processing at the. DEERS/RAPIDS/ID.
card station

a. All soldiers will process through this station.

b. Each soldier will be checked and new ID card/tags, .if re-
quired, will be issued, to prevent a soldler readmess nqndeploy-
ment condition.
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¢ ‘Bach soldier’s family member status (ID card and DEERS/
RAPIDS cnmllmem) will be checked to preclude undue family

bardship.
d. If automation is not availsble, eliminate steps 5 and 6.

3—25. Steps for out-processing at the DEERSIRAPIDS/ID
card -station

The steps required for out-processing at the DEERS/RAPIDS/
1D card station are shown in table 3-11.

Table 3-11 )
Out-processing DEERS/RAPIDS/ID card station

Step Work center Required action

1 IOPR Verity/prepare new ID card(s).

2 10PR Issue new ID cards to soldier and family
members,

3 IOPR Verify/prepare new ID tags and medical
waming tags (if appropriais).

4 IOPR lssue new ID tags and medical warming tags 1o
sokfier. .

5 IOPR Verity DEERS/RAPIDS enrollment of soidier
and family members.

6 IOPR Verity DEERS/RAPIDS entry for panograph
and HIV testing,

7 IOPR Inform commander of any requirad followup
action.

B IOPR Supervisor chacks work completed and signs
ctearance racord. Soldier is cleared for
processing at the next station.

Section Xl

Task: Out-Procesasing at the Personnel Information
Station (PINS)

3-26. Rules tor out-processing at the PINS

a. All soldiers will process through this station.

b. The following key data clements may be audited without the
soldier to preclude errors between the SIDPERS file and the
MPRI:

(1) Name.

(2) SSN.

(3) MPC.

(4) Citizenship.

(5) Grade.

(6) DOR.

{7) ETS/ESA.

¢. The following data elements will be andited with the soldier
to preclude errors between the SIDPERS file and the MPRJ:

(1). Marital status. .

(2) Number of dependents.

(3) Spouses SSN/MPC.

(4) Military education.

(5 Civilian edication.

{6) Phyzsical category.

(7} Regimenta) affiliation and homebase.

{8) Current/Iast foreign service tour, -

(9) Continental United States (CONUS) preference.

4. The following forms and documents will be audited with the
soldier to preclude errors between the SIDPERS file and MPRJ:

(1) ORB or ERB.

(2) DA Forms 2 and 2-1.

53) DD Form93. -

4) DA Form'3355.
(5) VA Form 29-8286/SGLV--8286.

e. The following soldier readiness processing requirements will
be quality audited for accuracy to preclude from departure
soldiers who are unqualified for movement:

(1) Physical Profile 3 or 4 without MMRB clearance

{2) German/Turkish alien citizen status
- {3) Sole survnvmg family member

(4) Former prisoner of war status

(5) Former peace corps member

(6) Twelve weeks military training )

£ DA Form 5123-R will be used 1o account for all required
documents/forms.

3-27. Steps for out-processing at the PINS
The steps required for out-processing at the personnel information
station are shown in table 3-12,

Table 3-12
Out-processing personnel information station

Step Work center Required action

1 IOPR. Cbtain soldier's MPRJ from PSC Perscnnel
Information Work Center, or from the soldier.

2 I0OPR Using AR 640-2-1, check accuracy of the DA
Form 2, the SIDPERS record, and source
documents tound in the MPRJ for the data
elaments listed at b above.

3 I0PR Go to the related task within AR 640-2-1 for
arror resolution,

4 |OPR Continue to procaess until all data elements
have bean audited.

5 I0PR When the soldier reports for out-processing,
complete audit process for data efements and
forms listed at ¢ and d above.

& IOPR Go 1o the related task within AR §40-2-1 for
rasohution.

7 OPR Continue to process until all data elements and
forms are audited.

8 lOPR Using related task within AR 640-2-1, varify
soldier readiness processing requirements at &
above.

g I10PR Complete MPRJ and applicable soldier items
on DA Form 5123-R.

10 I0PR Inform cormmander of any requirad followup
action.

11 10PR If soldier is flagged (DA Form 268), send
racords to out-processing control station.

12 I0PR If not flagged, provide soldier with records.

13 I0PR Supervisor checks work complatad and signs
clearance record or indicates a GO status to
central clearance station. Soldier is cleared for
processing at the next station.

Section XIV

Task: Out-Processing at the Finance Station

3-28. Rules for out-processing at the finance station

a. All soldiers will process through this station. )

b. Counsel soldiers, who are moving overseas, regnrdmg re-
quitement to provide voluntary support payments 10 family mem-
bers remaining in CONUS accordmg to AR 608-99.

¢. Check and initiate any corrective action to eliminate individ-
ual soldier readiness nondeployment conditions or report condi-
tion to gaining commander.
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3-29. Steps for out-processing at the finance station
The steps required for out-processing at the finance station are
shown in table 3-13. e

Table 3-13
Owt-processing finance mﬂon

Step Work center Required awon

1 I0OPR Call up account and gather required source
’ documents from the soldiar. -

2 I0PR Determine/issue travel pay entittements to the
soldier,

3 IOPR Proc‘:esshpdate allotment portion of the

. soldier’s pay account. .

4 10PR _Process/update soldier's pay account.

5 OPR Verily/process indebtedness to U.S.
Govermment.

8 IOPR Verity/process last chargeabls leave.

7 I10PR For transitioning soldiers, determine/issue pay
due, close account.

8 IOPR inform commander of any requirad followup
action.

8 IOPR Supervisor checks work completed and signs
clearance recard, Soldier is cleared for
processing at the next station.

Section XV

Task: Out-Processing at the Education Center

3-30. Rules for out-processing at the education center

a. All soldiers will process through this station.

b. Based on loca! installation/community policy, officers in
grade 06 and above may clear this station telephonically.

¢. Appropriate educational bencﬁts information will be
provided,

3-31. Steps for out-processing at the education center
The steps required for out-processing at the education center are
shown in table 3-14.

Table 3-14
Out-processing education center
Step Work conter Required action

1 I10PR Visit counseior,

2 OPR Conduct outbrief and provide appropriate
benetits mformation.

3 . IOPR Annotate soldier record.

4 IOPR. Give recornd 1o, sokdier.

5 OPR Supervisor checks work completed and signs
clearance record. Soklier is cleared for
processing at thé next station.

SQction xvi

Task: om-me'isung at the Céntral Clearance Station
(CCs).

3-3:.0" Rules formt-proeuwm at the cantral clearance
sta

o Either Ihe.umt/hamhon or thc mstalht:on/eommumty may
issue the DA Form 137.

b. The central clearance roster is an information flow to those
agencies who do not require the soldier to out-process in person.
Minimum information provided on each soldier will be name,
88N, grade, current unit of assignment, and loss date. The central
clearance roster will not be provided to non-Governmental
agencies.

¢. Soldiers who have not departed within 30 days of mstallatmn
level clearance will be issued a new clearance record. -

d. When a central clearance part:mpatmg agency reports to the
central clearance station that a departing soldier has failed 0 pay
a debt promptly, the departing soldier will be granted final clear-
ance only after the soldier and the unit commander have been no-
tified of the alleged indebtedness. The central clearance station
will make both notifications and clear the soldier for further out-
processing.

e. Alleged indebtedness, once reported to the unit/battalion
commander, is not a reason to deny installation/community
departure.

[ Soldiers who will PCS, transition, or proceed TDY. for 90
days or more will report to the central clearance station oot later
than 14 duty days pricr to scheduled deparrure date 10 receive a
briefing on clearance procedures.

g- For soldiers who are absent or unavailable for clearance
processing, unit commanders will designate a responsible individu-
&l to accomplish the absent soldiers processing.

3-33. Steps for out-processing at the central clearance
station

The steps required for out-processing st the central clearance sta-
tion are shown in table 3—15, : ..

Table 3-15
Out-processing central clearance station -

Step Work center Required action

Central clearance station forwards rostérs of
deparb‘ng soldiers to participating agencies.

CCS receives nonclearanoe status from
. Bgencies.

Soldier reports to the CCS with locally
determined number of PCS/transition orders
not later than 14 days ptior to actual departure
date for clearance briefing.

CCS issues or ensures that soldier has DA
Form 137.

CCS detarmines, annotates DA Form 137 ({for
example, yellow highlighter) and informs soldier
of cantral clearance agencies that require
personnel clearance (clearing briafing).

Soldiers report back to CCS 2 days pfior 10
departure date for final clearance,

7 10PR CCS informs soldier and commander oftany

nonclearance status.

CCS annotates DA Form 137 when soldéer
finishes central clearance agencies.

8 10PR

Once all central clearance agencies have been
processed by the soldier, clear soldisr for
further out-processing. . v
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ter 4
Soldier Readiness {Peacetime)
Swtion \
General

4-1. The Soldier Readiness Program
This program—

a. Has as a foundation that all soldiers will be administratively
ready for deployment at all times.

b. Replaces preparation of replacements for oversea movement
(POR} qualification.

c¢. Incorporates planned checks on the soldier readiness status
of the individual soldier.

d. Will include more Reserve Component requirements at a lat-
er date.

4-2. Program policy

a. Specific administrative deployment processing requirements,
agreed upon by HQDA policy proponents, will be checked and
updated prior to individual soldier or unit movement. Require-
ments are prescribed in section II by level of operation.

b. Manpower staffing requirements include checking the status
of individual soldier readiness during in-processing; once annually
as a unit or an individual; during out-processing; and within 30
days of actual unit deployment date or date individual soldier de-
paris on extended TDY (90 days or more).

¢. A soldier readiness processing team (SRPT), from the instal-
lation and community staffl agencies accomplishes the “unit and
individual annual” and *“30 days prior to actual deployment™ sol-
dier readiness checks, under the general leadership of the G1/AG
(Chief, Military Personnel Division). Based on installation or
community size and mission, the SRFT may operate on a full-time
basis. The team will consist of representatives from the following
instatlation/community staff agencies:

(1) Personnel.

(2) Medical.

{3) Dental.

{4) Provost Marshal.

(5) Finance.

(6) Security.

(7) Legal.

(8) Logistics.

(9) Operations.

d. For soldier readiness processing requirements at levels 1 and
2, signature of the person in charge of the individusl SRPT station
is required (signifying all requirements have been met by the indi-
vidual soldier being processed) before clearance for movement is
granted.

e. Prior 10 urpit and task force movement on an aircraft, the
first field commander in the chain of command will verify and cer-
tify in -writing that all soldier readiness processing requirements
have been met. The next higher operational commander will file
the record until they return, or review every 90 days, and if no
longer needed, destroy. -

[ In peacetime, active component umits or agencies that have
Individual Ready Reserve (IRR), Active Guard/Reserve (AGR),
or Individual Mobilization Augmentee (IMA) soldiers assigned or
attached are responsible for their movement processing. Reserve
Component soldiers identified for CONUS training will be
processed within 72 hours of arriva] at their respective CONUS
duty stations. RC soldiers identified for outside continental United
States (OCONUS) training will complete movement requirements
prior to OCONUS deployment.

Section I}
Soldier Readiness Procesaing Requirements

4-3. Level 1- basic movement soldier readiness
processing requirements:
a. Personnel requirements.

(1) Soldiers within 7 days of expiration of service agreemem on
actual date of deployment will not deploy.

(2) Soldiers who are required to bave a Family Ca.rt Plan must
have an approved plan, on file. Unit commander is the approving
authority.

(3) SGLI-8286 will be reviewed or revised.

(4) DD Form 93 will be reviewed or revised.

{(5) Each soldier will wear at all times two identification tags
with.metal necklace around neck.

(6) Each soldier will carry at all times a current ID Card (DD
form 2A).

b. Medical requirement. Soldiers who PCS to OCONUS (in-
cluding Alaska, Hawaii, Puerto Rico, Guam and the Virgin Is-
lands) or will be de.ployms/gomg TDY OCONUS longer than 179
days require a négative HIV test no older than 6 months prior to
the date of departure from CONUS. Soldiers on orders to Ranger,
or Special Operations Command (SOCOM) or rotating Cohesion,
Operational Readiness, and Training (COHORT) units, and those
attending military sponsored educational programs must have a
negative HIV test no older than 6 months from their report date
to the new unit. Soldiers scheduled for deployment or exerciscs
that will not exceed 179 days must have been tested within the 24
months prior to departure. Results will be posted in the medical
record. Soldiers confirmed to be HIV antibody positive are
nondeployable.

¢. Dental requirement. The appropriate record custodian will
have on file a complete dental record for each soldier.

4-4, Level 2—wartime movement stopper soldier
readiness processing roqulnmcnt:

a. Personnel requirements.

(1) Unless waived by the individual soldier, soldiers will not be
sent t0 the country in which or by which they had been held in a
POW status.

{2) Soldiers who are German aliens will not be sent to the Fed-
eral Republic of Germany. U.S./Turkish citizens will not be sent
to Turkey.

(3) Soldiers who are former Peace Corps members will not be
sent to duties in any intelligence capacity in any foreign country in
which they served or were trained to serve with the Peace Corps.

(4) Unless waived by the individual soldier, soldiers who are
sole surviving family members will not be sent to an area where
duties would normally involve actual combat with the encmy.

(5) Soldiers who do not have 12 weeks of besic training or ad-
vanced military training or their equivalent will not be sent
OCONUS.

(6) Soldiers with a 3 or 4 physical profile, who have not been
evalusted by an MMRB and declared deployable, will not deploy.

b. Medical requirements.

(1) Pregnam soldiers will not deploy to OCONUS or with a
CONUS to CONUS unit move.

(2) Soldiers assigned to quarters or an MTF will not normally
deploy.

(3} Soldiers without current immunizations will not deploy.

{4) Soldiers requiring eyeglasses who do not have two pair (one
of which may be of civilian type design) and one pair protective
mask lens inserts will not deploy.

(5) Soldiers requiring a hearing aid who do not have one with
extra batteries will not deploy.

(6) Soldiers required to wear medical warning tags will have
twomgxwomsoastoalcnpuwnnelmxuchemdmons,omu-
wise, the soldier will not deploy.

(7) Soldiers who are HIV positive, or whose HIV test date is
older than 24 months, will not deploy.

c Legal affairs requirement. Each soldier must haye received,
sometime in their current enlistment/career, a Geneva Convention
brisfing prior to deployment.

d. Security-clearance requirement. Soldiers must meet ‘security
clearance requirements for the duty position currently held and
for the deployment area of & vignment, if one is required for that
arca or deployment duty.
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¢. Training requiremient. Each soldier must be individualljr
weapons qualified within the last 12 months prior to deployment.

4-5. Leve| 3—other soldier readiness processing
requirements

a. Personnel requirements.

(1) The unit commander may restrict from movement soldiers
who arc pending discharge, separation, compassionate reassign-
ment, and so forth and those under the human reliability program.

(2) Soidiers who have submitted an application and received an
approval of conscientious objector (Class 1-A-0) will not be as-
signed 1o an area where duties would normally involve the han-
dling of weapons.

{3} The following key portions of each soldier’s personnel data
base information will be reviewed and updated: (Military person-
nel category/code, dependent data, marital status, date of last
PCS, DROS/DEROS, regimental affiliation and homebase,
OCONUS preference, AEA and termination date, current and last
FST, travel status, CONUS preference, and HIV 1est).

b. Medical requirements.

(1) Soldiers will be current in their periodic physicals and
examinations.

{2) Soldiers will be referred for Exceptional Family Member
Program screening and enrolled if appropriate.

¢. Dental requirements.

(1) Soldiers in dental classification 3 or 4 will be referred for
dental treatment.

(2) Each soldier will have a duplicate panographic xray on file
at the Central Pancgraph Storage Facility.

d. Finance requirements.

(1) Soldiers will be enrolled in SUREPAY.

(2) Soldiers will have the opportunity to initiate or change al-
lotments prior to movement.

e. Legal affairs requirements.

(1) Each soldier pending civil felony charges will be provided
assistance and may not move as result of these charges.

(2) Given time and other resources, power of attorney support
may be provided to each soldier.

(3) Given time and other resources, support may be provided to
cach soldier for the making of a Will.

(4) Soldiers will be counseled on insurance and other civil
matters.

4-6. Level 4—deployment area/mission unique soldier
readiness processing requirements

a. Personne! requirement. Each soldier will be processed for a
passport if required for deployment area.

b. Medical reguirement. Each soldier will receive immuniza-
tions required for deployment area.

¢. Legal affairs requirement. Each soldier will be briefed on the
applicable local laws for deployment area.

d. Training requirements.

(1) Soldiers will receive a terrorist briefing prior to deployment.

{2) Family members will receive a briefing regarding soldier’s
deployment mission and area.

4-7. Lavel 5—peacetime PCS/transition soldier readiness
processing requirements

" a. Personnel requirement. Reassignment and out-processing re-
quirements will be checked in accordance with reassignment
processing procedures, and out-processing procedures. They are
otherwise self explanatory.

b. Medical requirement. Soldiers will be given immunizations
required for geographica! area of future assignment.

¢ Finance requirement. Soldiers will settle or armnge for settle-
ment of their debts prior to PCS.

d. Legal affairs requirement. Assistance Wl" be prowded
soldiers pending civil and military charges, which may result in
the soldier not complying with PCS orders.

e . Security clearance requirement. Each soldier must meet se-
curity clearance requirements for future duty position and area of
mission or assignment, as required in PCS special instructions.

S| Provast marshal requirements.

(1) Soldiers will accomplish any specsal out-processing such as
removal of vehicle decals.

(2) Soldiers will ensure prior registration and storage of pnvate—
ly owned weapons.

g Training requirement. Each soldier will receive a mission ori-
ented briefing.

h. Logistics requirements.

(1) Soldiers will coordinate for the proper disposition of house-
hold goods,

(2) Soldiers will be issued field equipment and clothing.

Chapter 5
Unit and Individual Movement (Peacetime)

Section |
General

5-1. Soldlier readiness processing requirements

This chapter delineates the soldier readiness processing require-
ments as they relate to individual and unit movement during
peacetime. Specific policies for each movement are explained in
paragraph 5-2. The tasks, rules, and steps for checking these
soldiers readiness processing requirements are also prescribed in
this chapter.

5-2. Unit movement policy

a. Contingency operations. Pricr to actual soldier or unit move-
ment in support of combat or contingency operations, com-
manders with the assistance of the soldier readiness processing
team will physically review on-site within 30 days of departure,
processing requirements in levels 1 through 4 (paras 4--3, 44, 4-5,
and 4-6). Levels 1 and 2 (paras 4-3 and 4-4) are mandatory com-
pliance levels while 3 and 4 (paras 4-5 and 4-6) may be waived by
s genera! officer in command.

b, Adminisirative movement. Prior to actual movement during
peacetime, commanders, with the assistance of the soldier readi-
ness processing team, will review, the processing requirements at
level 1 (para 4-3).

¢. Peacetime reassignment. Level 5 (para 4-7) relates to normat
reassignment and transition from active doty processing. .

d. Records. Special handling for personnel and dental records
during movement operations.

(1) For temporary individual and unit moves, the records will
be retained at home station. Duplicate records may be made to ac-
company the soidier.

(2) For individual permanent moves (for example, PCS), the
records will be hand-carried by the soldier unless the soldier is
otherwise prohibited by Army regulation not to do so, such as in
the case when a soldier is administratively flagged (AR 600-8-2).

{3) For unit permanent moves, the records will be forwarded to
the gaining command but not on the same conveyance as the
soldiers concerned.

e. TDY movement. Soldiers departing mchwdua.lly or with a
unit, who will be absent for 90 days or more will also “clear”
home station. (See chap 4).

Section i
Task: Conduct Unit Movement Solkdler Readineas Check

5-3. Rules for conducting unit movement aokuer
readiness check

a. The Chief, SRPTmllcoordumtewnhtheBnSlousched-
ule, location and roster of personnel to be checked.

b. The following stations will certify unit movemmtc]unnce
in writing to Bn S1: personnel, medical, and dental. = .-

c. The Chief, SRPT will collect -processing sumsnm and for-
ward to G1/AG, G3 operntions and Bn S1.
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d. The Chief, SRPT will provide a list of nondeployables and
reason{s) for this status to the Bn 81 for corrective action, with
copy furnished to G1/AG and G3 operations.

-2 DA Form 5123-1-R will provide guidance to a soldier for

£ Soldiers will immedisately report any change in readiness sta-
tus to the Bn S1.

5-4. Steps for conducting unit movement soldier
readiness check

The steps required for conducting unit movement soldier readiness
checks are shown in table 5-1.

Table 5-1
Unit movement soldier readiness checks

Steps  Work center Reguired action

Table 5-2
Individual movement soidier readiness checks

Steps  Work center Required action -

1 BN? tssue soldier DA Form 5123-1-R.
2 SDR Process at personnel station.
~ 3 SOR Process st medical station.
4 SDR Process at dental station.
5 SDR Process at finance station.
6 SDR Process at legal station.
7 SOR Process at secmty clearance sﬁﬁom
8 SOR Process at Bn 3.
8 SDR gi""'“ completed DA Form 5123-1-R 1o Bn

10 BN1 Verity completeness of forms turned in.

11 BNt inform unit commander and Bn S3 on unit
procassing status and specific deficiencies by
soldier.

12 BMN1 File form for future reference.

Section il

Task: Conduct Individual Movement Soldler Readiness
Check

5-5. Rules for conducting individuai movement soldier
readiness check

a. DA Form 5123-1-R guides a soldier through this task.

b. Each soldier wil! immediately report changes in deployment
readiness to the Bn S1.

¢. Bn S! will report those changes to installation/community
reassignment section.

d. 1s perforrned on an individual soldier appointment basis or
as a unit by the installation or community processing activity or
the SRPT. .

€. Specific soldier readiness processing requirements as at chap-
ter 4. Bach installation/community staff activity will verify chap-
ter § requirements with the type of check being conducted. ]

J- Person in charge of each station/activity will audit/verify re-

quirements with soldier's qualifications; indicate status and sign-

DA Form 5123-1-R.

5-8. Steps for conducting individual movement soldier
readiness check

The:steps actions required for conducting individual movement
soldier readiness checks are shown.in table 5-2.

1 BN1 Issua soldier DA Form .5123~1-R.

2 SDR Process at parsonnel station.

3 SDR Process at medical station.

4 SDR - Process al dental SWaton,

5 SDR Process at finance station.

6 SOR Process at legal station.

7 SDR Process at security clearance station.

8 SDR Process at Bn §3.

9 SDR 21atum compieted DA Form-5123~1-R 1o 8n
10 BN1 Verity completeness of forms turned in.
11 BMNY Inform unit commander ot specific

deficiencies by sotdier for comrective action.

12 BN1 File form for future referance.
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idix A
Raferences

Section |
Required Publications

AR 25-400-2
The Modern Army Recordkeeping System (MARKS) (Cited in
para 3-6.)

AR 600-8-2
Suspension of Favorable Personnel Actions (Flags) (Cited in para
5-1.)

AR 600--15
Indebtness of Military Personnel (Cited in para 3-3.)

AR 604-5
Department of the Army Personnel Security Program Regulation
(Cited in para 2-19.)

AR 608-99
Family Support, Child Custody, and Paternity (Cited in para
3-28)

AR 635-10
Processing Personnel for Separation (Cited in para 3-3.)

AR 640-2-1
Personne] Qualification Records (Cited in paras 2-11 and 3-27.)

AR 640-10
Individual Military Personnel Records (Cited in para 3-7.)

DA Pam 600-8-11
Military Personnel Office, Separation Processing Procedures (Cit-
ed in para 3-1.)

CTA 50-900
Common Table of Allowances (Cited in para 2-34.)

Section |l
Related Publications

A refated publication is merely a source of additional information. The user
does not have 1o read it to understand thus reguiation.

AR 37-101-1
Field Organization and Operating Instructions Under JUMPS-
Army

AR 37-101-2
Ficld Organization and Operating Instructions Under JACS

AR 37-104-3
Military Pay and Allowances Procedurcs: JUMPS-Army

AR 37-106 ,

Finance and Accounting for Installations: Travel and Transporta-
tion Allowances

AR 40-3

Medical, Dental and Veterinary Care

Health Environment

AR 40-15 :
Medical Waming Tag and Emergency Medical Identification
Symbol

AR 40-501
Standards of Medical Fitness

AR 40-562
Immunization Requirements and Procedures

AR 55-46
Travel of Dependents and Accompanied Military and Civilian
Personnel To, From, or Between Overseas Areas

AR 55-71
Transportation of Personal Property and Relateu services

AR 190-5
Motor Vehicle Traffic Supervision

AR 210-10
Administration

AR 210-50
Family Housing Management

AR 220-10
Preparation for Oversea Movement of Units (POM)

AR 310-10
Military Orders

AR 340-2
Maintenance and Disposition of Records in TOE Units of the Ac-
tive Army, the Army Reserve and the National Guard

AR 340-17
Release of Information and Records from Army Files

AR 340-21
The Army Privacy Program

AR 380-5
Department of the Army Information Security Program

AR 600-8
Military Personnel Operations

AR 600-8-1
Casualty Reporting and Memorial Affairs and Line of Duty
Investigations

AR 600-9
Army Physical Fitness and Weight Contro! Program

AR 600-20
Army Command Policy and Procedures

AR 600-60
Physical Performance Evaluation System

AR 600-43
Conscientious Objection

AR 600-63
Army Health Promotion

AR 600-75 7
Exceptional Family Member Program

AR 600-110
Identification, Surveillance, and Administration of Personnel In-
fected with Human Immunodeficiency Virus (HIV)

AR 600-200
Ealisted Personnel Management System
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AR 600-290
Passports and Visas

AR 601-210
Regular Army Enlistment Program

AR 601-280
Total Army Retention Program

AR 603-10
Military Personnel Security Program

AR 608-1
Army Community Service Program

AR 608-2
Servicemen’s Group Life Insurance: Veteran’s Group Life
Insurance

AR 608-9
Survivor Benefits Plan (SBP)

AR 611-201 :
Enlisted Career Managemem Fields and Military Occupational
Specialities

AR 612-11
The Army Sponsorship Program

AR 614-6
Permanent Change of Station Policy

AR 614-11
Temporary Duty (TDY)

AR 614-30
Oversea Service

AR 614-100
Officers Assignment Polncm, Details and Transfers

AR 614-200
Selection of Enlisted Soldiers for Training and Assignment

AR 621-§
Army Continuing Education System

AR 623-105
Officer Evaluation Reporting System

AR 623-205
Enlisted Evaluation Reporting System

AR 630-5
Leaves and Passes

AR 630-10
Absence Without Leave and Desertion

AR 635-100
Officer Personnel

AR 635-200
Enlisted Personnel

AR 640-3 -
Identification Cards, Tags and Badges

AR 672-5-1
Military Awards

AR 680-§
Direct Exchange of Personnel Data Between the MILPERCEN
and SIDPERS

AR 680-29 _ .
Military Personnel, Organization and Type of Transaction Codes

DA Pam 190-52 ,
Personne] Security Precautions Against Acts of Terronism

DA Pam 600-8
Military Personnel Management and Administrative Procedures
SIDPERS

DODMPM
Department of Defense Military Pay and Allowances Entitlement
Manual

JTR
Joint Trave] Regulation, Volumes I and II

Section M|
Prescribed Forms

DA Form 2
Personnel Qualification Record Part 1 (Prescribed in paras 2-10,
2-11, 3-26, and 3-27))

DA Form 2-})
Personnel Qualification Record Part 11 (Prescribed in paras 2-10,
2-11, 3-26, and 3-27.)

DA Form 31
Request Authority for Leave (Prescribed in para 3-5.)

DA Form 137
Installation Clearance Record (Prescribed in paras 3-2, 34, 3-5,
3-6, 3-7, 3-32, and 3-33,)

DA Form 268
Report for Suspension of Favorable Personnel Actions (Prescribed
in para 3-27.)

DA Form 669
Educational Development Record (Prescribed in para 2-25.)

DA Form 3355
Promotion Point Worksheet (Prescribed in paras 2-10, and 3-26.)

DA Form 3807
SIDPERS Input and Control Data-Officer Transfer Data Record

(Prescribed in para 2-7.)

DA Form 3808
SIDPERS Input and Control Data-Enlisted Transfer Data Record
(Prescribed in para 2-7.)

DA Form 4037 o o
Officer Record Brief (Prescribed in pars 2-10.)

DA Form 4188
Military Personnel Office/Finance Office Verification of MPRJ
and PFR (Prescribed in paras 2-10, 2-11, 2-20, and 2—21)

DA Form 5123-R
Reassignment Records Checklist (Prescribed in paras 2-4, 2-1]
3-6, 3-7, 3-26, and 3-27.)

DD Form 5123-1-R
Personnel In-Processing .Record (Prescribed in pargs 2—2 2—5
2-7, 2-36, 2-37, 54, 5-5, and 5-6.)
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DD Form 2-A
U.S. Armed Forces Identification Card (Prescribed in para 2-12))

DD Form 93
Record of Emergency Data (Prescribed in paras 2-10, 3-26, and
4-3)

29-8286 (VA)/(SGLYV) 8286
Servicemen's Group Life Insurance Election (Prescribed in paras
2-10, 3-26, and 4-3.)

Section IV
Referenced Forms

DA Form §7-8
U.S. Army Officer Evaluation Report.

DA Form 78
Recommendation for Promotion of Officer.

DA Form 201
Military Personnel Records Jacket, US Army.

DA Form 428
Application for Identification Card

DA Forms 647 and 647-1
Personnel Register.

DA Form 873
Certificate of Clearance and/or Security Determination.

DA Form 2166—6
Enlisted Evaluation Report.

DA Form 2446
Request for Orders.

DA Form 2496
Disposition Form.

DA Form 3180
Personnel Screening and Evaluation Record.

DA Form 3349

Physical Profile Board Proceedings Medical Condition-Physical

Profile Record

DA Form 3684
JUMPS-Army Report of Pay Change.

DA Form 3686
JUMPS-Army Leave and Eamnings Statement.

DA Form 3728 :
SIDPERS Input and Control Data—Personnel

DA Form 3813
SIDPERS Input and Control Data—Personnel/Organization
Change.

DA Form 3815
SIDPERS Input and Control Data—Authentication and
Transmittal.

DA Form 4187
Personnel Action.

DA Form 4475-R -
Data Required by the Privacy Act of 1974—Personal Information
‘rom the NOK'of 8 Deceased Service Member.

DA Form 4991-R
Declination of Continued Service Statement.

DA Form 5247-R
Request for Security Determination.

DA Form 5304-R
Family Care Counseling Checklist.

DA Form 5365-R
Statement of Understanding and Responsibility.

DD Form 398-2
Personnel Security Questionnaire (NAC).

DD Form 1172
Application for Uniformed Services Identification and Privilege
Card.

DD Form 1173
Uniformed Service Identification and Privilege Card.

DD Form 1482
MAC Transportation Authorization.

DD Form 1584
DOD National Agency Check Request.

DD Form 1610
Request and Authorization for TDY Travel of DOD Personnel
(JTR).

DD Form 1746
Application for and Assignment to Military Family Housing.

DD Form 1879
Request for Personnel Security Investigation.
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ACs
Army Community Service
ADT
active duty for training

AEA
assignment eligibility and availability

AG
adjutant general

AGR
Active Guard Reserve

ARNG
Army National Guard

AWOL
absence without lgave

BASD
basic active service date

BASOPS

base gperations
Bn S1
Battalion S1

CCs
central clearance station

Ccas
command and staff

CONUS
continental United States

CPO
civilian personnel office

CPSF
Central Panagraphic Storage Facility

CSDEP
command sponsored dependents

DDARO
date dependents arrived overseas

DEERS
Defense Enrollment Eligibility Reporting
System

DEROS
_dalc‘eligible for return from overseas

DFR
dropped from rolls

DLPT
- Defense Language Proficiency Test
26 '

DOR )
date of rank

DROS
date returned from overseas

EER
enlisted evaluation report

EFMP )
Exceptional Family Member Program

EMF
enlisted master file

ERB
enlisted record brief

ESA
expiration of service agreement

ETS

expiration term of service

FDPS
field determined personnel security status

FLPP
Foreign Language Proficiency Pay

GCMCA
General Court-Martial Convening
Authority

Hv
buman immunodeficiency virus

HQDA
Headquarters, Department of the Army

ICS
in-processing control station

D
identification

IMA
individual mobilization augmentee

IOPR

in- and out-processing

IRR
Individual Ready Service

ISR

in-service recruiter

LPCS
last permanent change of station

MACOM
major Army command

MMRB
Military Medical Reclassification Board

MPC
military personnel classification
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MPRJ
Military Personnel Records Jacket, U.S.
Army

MS3 ‘
Manpower Staffing Standards System

MTF
medical treatment facility

NCO
nohcommissioned officer

NGB
National Guard Buresu

OCAR
Office of the Chief, Army Reserve

OCONUS )
outside continental United States

0OCS
out-processing control station

ODCSLOG
Office of the Deputy Chief of Staff for
Logistics

ODCSOPS
Office of the Deputy Chief of Staff for Oper-
ations and Plans

ODCSPER
Office of the Deputy Chief of Staff for
Personnel

OER
officer evaluation report

OMF
officer master file

OMPF
official military personnel file

ORB
Officer Record Brief

PAS
Personnel Automation section

PCS
permanent change of station

PEBD
pay entry basic date
PERSCOM .

United States -Total Army Personnel
Command

PINS
personnel information station

POC
point of contact

POM
preparation for oversea movement (units)
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POR
preparation of replacements for oversea
movement

POV
privately owned vehicle

PS
personnel support

PSC
Personnel Service Company/Center

PSMS
personnel strength management station

PSS
personnel support system

RAPIDS
Random Access Personnel Information Dis-
semination System

RC
Reserve Components

SDAP
special duty assignment pay

SFC
sergeant first class

SIDPERS
Standard Installation/Division Personnel

System

SMIF
soldier management individual file

Sop
standing operating procedure

SPF
SIDPERS personnel file

SRPT
soldier readiness processing team

SSN
social security number

TACC :
total Army career counselor

TACCS
Tactical Army Combat Service Support
(CSS) Computer System

TDA
tabies of distribution and allowances

TDR
transfer data record

TDY
temporary duty

TOE
table of organization and equipment

TPU
troop program unit

UucMJ
Uniform Code of Military Justice

USAR
United States Army Reserve

USAEREC
United States Army Enlisted Records and
Evaluation Center

USAREUR
United States Army, Europe

USARPERCEN
United States Army Reserve Personnel
Center

UTL'
unit trapsmittal letter

Section 1l
Terms

Base operations

Specific installation wide service (that is,
processing, retirement services, retention,
and casualty area command services).

Combat service support

A grouping of branches and officers prima-
rily concerned with providing combat ser-
vice support and/or administration to the
Army as a whole,

Command and staff

A staff section headed by the command's se-
nior military personnel manager (for exam-
ple, installation AG, division G1/AG or
corps AG).

Commerctal activities

Representatives from non-Army activities,
residing off or cn-post, which provide sol-
dier and family support and services. Repre-
sentatives from these activities, upon
installation/community commander ap-
proval, may conduct their enroliment, pay-
ment and disenrollment business in the
personnel center in exchange for being in-
cluded in the central clearance system.

Direct support
That support provided by Personnel Service
Centers.

Extended TDY
Temporary duty at another station for more
than 90 days.

Family Support Services Activities
Representatives from Army related activi-
ties, usually residing on-post, which provide
soldier u}d family support and services.

Function

A military personnel function that is the ba-
sis for singie-source regulations. Functipns
subdivide military personnel operations in
the field into manageable segments.
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In-processing ,

An event that ensures, once completed, that
soldiers are ready for deployment and that
they meet all of the solider readinéss per-
sonnel processing requirements. Stations are
manned by a host of installation level agen-
cies and the replacement detachment, usual-
ty under the staff supervision of the Division
G1/adjutant geoeral or installation adjutant
general, and are located in one building or
general area. In-processing is initiated when
a soldier reports in to a new instailation or
new command on the same post and termi-
nated when a solider physically arrives
(signs-in} at the gaining unit or battalion.

Military personnel

The component of personnel service sup-
port, that provides military personnel sup-
port to soldiers and commanders in the
field.

Out-processing

An event that administratively prepares a
solider for movement off the installation or
to another command at the same location.
Qut-processing is initiated when a soldier is
alerted for movement and terminates when
the soldier departs.

Personnel service support

A subordinate element of central clearance
station. The management apd execution of
personne] and related matters, including
military personnel, health services, finance,
legal, military police, chaplain, personal af-
fairs office, postal and morale support. (Sec
FM 100-10.)

Policy

A general statement governing objectives of
a functional area (within the purview of the
Office of the Deputy Chief of Staff for Per-
sonnel (policy proponent).

Principles of support

Fundamental objectives associated with
each function. They specify reason for and
source of manpower, for example; to oper-
ate a promotion system. Principles of sup-
port are applicable in peace and war.

Propobent

An Army organization or staff which has
been assigned primary responsibility for ma-
terial or subject matter in its area of
interest.

Rule

A guideline for performing a specific task.
A rules is associated with a specific task and
maintained by the functional proponent. -

Soldier .
U.S Army officers, warrant officers, and en-
listed personnel. '

Soldier readiness processing requirements
A set of administrative processing require-
ments which must be met before indivicinal
soldier or unit movement, both during
peacetime ‘and mobilizstion. They -are
27
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HQDA policy directive in nature and are
agreed upon by the Army's leadership.
They. pertain to the Active force and the re-
serve force equally.

Soldier Readiness—Ilevel 1 (basic
movement)

Administrative processing requirements
that must be checked and deciared GO
before a solider can participate in a planned
individual (TDY) or unit movement for
training (during peacetime only).

Soldier Readiness—level 2 (wartime
movement stopper)

Administrative processing requirements
that must be checked and declared GO
before a soldier can deploy to combat or on
a contingency mission. Level 1 must be ac-
complished also (wartime only).

Soldier Readiness—level 3 (other)

Other administrative processing require-
ments that must be checked and declared
GO before a soldier can move. This level is
waiverable by general officer in command.
Levels | and 2 also must be accomplished
(wartime and peacetime).

Soldier Readiness—Ilevel 4 (deployment
area and mission unigue)

Specific administrative processing require-
ments that must be checked and declared
GO before the soldier can move. This level
is waiverable by general officer in command.
Levels 1 through 4 also must be accom-
plished (wartime and peacetime).

Soldier Readiness—level 5 (peacetime
PCS/transition)

Specific administrative processing require-
ments that must be checked and declared
GO before a soklier can make a permanent
change of station or be transitioned from ac-
tive duty. Levels 1 through 4 also must be
accomplished (peacetime only)}.

Standards of service

Statements describing how much or how
well the Army expects to do the work. The
intent is to describe, for the senior leaders,
those major standards that drive the man-
power cost in the field. Separate sets of stan-
dards exist for peace and war.

-‘Step . °

The sequential subdivision of a task. It de-
scribes work at a level of detail allowing
execution.

Subfunctions

The division of work w:t.hm functions; for
example, the function of in-and out-process-
ing subdivides into in-processing, out-
processing, soldier readiness, and mobiliza-
tion processing.

Task .

The major subdivision of a function or sub-
function. The lowest level of work which
has meaqing to the doer has a beginning
and ending and can be measured.

28

The Integrating Center

The U.S. Army Soldier Support Center,
that is, the organization responsible for inte-
grating doctrine for the component elements
of personnel service support.

The Processing Activity

Name for a building or area where soldiers
are in-processed and out-processed, usually
under the staff supervision of the division
Gtl/adjutant general or the installation ad-
Jutant general. It becomes a subwork unit of
the mobilization and deployment center
during mobilization.

The processing program
A natural flow which maps a soldier’s ad-
ministrative existence at an installation or
community, highlighting the Army's goal of
being soldier ready for deployment. It con-
sists of the four distinct subdivisions below.

a. In-processing.

b. Unit tour of duty.

¢. Out-processing.

d. Mobilization processing.

Unit

Refers to a team, company, task force, and
so forth. An organization consisting of more
than one soldier.

Work center

A clearly defined organizational element
recognized by MS3 as the basis for man-
power requirements.
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Index
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REASSIGNMENT RECORDS CHECKLIST

For use ol this jorm, see AR 800-8-101; the proponent aguncy is DCSPER

A NAME (Last, First, NN} B. SSN

€. GRADE OR RANK/PAY GRADE

indicates {he presence of the lollowing records, documents, and items in the soldwer's MPRJ of possassion by checking “Yos™. Il abaont,
“No". it not applicable, anier “NA®. (Thiz form will be prepared in two copves by the Outprocessing Clerk. Criginal -

INSTRUCTIONS

Panding section of the scidier's MPR). Copy - Flace in the soldier's reassignment lile)

chock

Paco in e Agtion

ouT-

PR

YES

NO

D. MIUTARY PERSONNEL RECORDS JACKET (DA FORM 201}
RECORD, DOCAUMWENT, OR ITEM

DA Foern 2 {Parsonnel Qualilication Record, Part 1).

DA Form 2-1 (Parsonned Qualilication Record, Parl 2).

wlw

VA Form 20-8288 [Servicemen's Group Life insurance Eleclion)

-~

DA Faem 31 (Regues! and Authorily for Loave) Originat Copy.

DA Form 78 (Recommendation for Promotion of Officer).

@]l o

DO Foem 93 (Record of Emergency Data).

DA Label 184 (Nuclear/Chemical Personnel Record Label). Mandatory lor all Solkdites beng resasigned
positiong in the PRP/CPAP Program i @ duty

DA Form 348 (Equipment Operator's Qualification Record (Excep! Aircraft)). Mandalory tor all Solduws who ae

Quailliad 1o Operate an Asmy Vehicle other then tull treck cambat WSFFumdB(Wdeum
mmm%amomamcud}uw: the Operation of an Army
Motor Vehicle Other than Full Track Combat Vghicles

DA Form 880 (Educational Development Record)

10.

DA Form 873 rwvfmuorcmum andior Security Delerrnabion).  Mandalory it Absen) or if lor an Intarim
Clasrance Only. A Capy of one ol the Following Must ba Present as Evidence that an investgation or Final
Clesiance has bean Requesiad (Listed in Precedence)

s DO Form 1879 ( i for Personnel Secun lg:ufon) ACq)yolDOFotmm-2otDtSForm1
may be Present Should be Withdrawn until Final

b DO Form 398-2 (Persormnel Security Quastionnaire (Nanonal Secunty Check))
"DtS Form 1 {Report of NACIENTRAC (RON)).

DA Form 5247-1 (Requast for Securily Delermnination) Way be Alona or Supported by DO Form 388-2
orDlSanlot[.hybanow ormat

Q

DO Form 1172 (Application for Uniformed Services idsntitication and m mllon(s) o
> !:."'L‘LPO “, oot iate Del.nd Enmmmy i Syl fﬂ%gﬂ".f:)

ense Eni i em
chushg andior 1D Card mor'w as Prasciibed by AR 640 ; e

DA Form 1306 (Stalmeni of Jump and Loading Manifest). Mandatory tor ait Soldiets Possssmng PMOS 43E or
mSﬂuWkﬁcﬂmWMlalbﬂ e tony

13.

DA Form 1307 findividual Jump Record). Mandatory for sl Soldiers Poasaasing PMOS 43E or 8 S5O indicating
Jump Quakitication.

14.

DA Form 1315 (Reendistment Data) Mandaiory for Soldiers in Grades £6 and Below

15

DA Form 2168-8 (Enfissed Evaluation Report) For Penod To Forwsedad to
UBAREC on . Blanks must be Filled in For Al Soldims. Copy of DA Form 21686 s
Fied in the MPRJ 1or Pay Grades €5 or E4 Reduced trom E5.

DA Form 3088 (Manne Service Record). Mandstory for all Soldiars with Less Than 8 Months Active Duly Service.

DA Form 3078 (Personnel Clothing Reques!). Mandakxy itr Sokkaers with Less Than 8 Mas. Active Duty Sarvice.

DAmesuogmwwlScMwdevﬂmumeordj Mandatocy tor Soldiers or Progecied tor
o CPRP Soldiers Clasyitied mumbuaozrunww o §S1, and
for PRP or CPRP Assignment NOTE: Ensure that a copy is liled in the Muodical Recard (DA
Form 3444 ).

10

OA Form 3855 (Change of Addness and Direclory Card)

RTMTMMDIWW%{L Mandatory tor ali Soldiers Performing Dubies Described w1 AR
11-

21

DA Form 347801 {Controlier Evaluation). Mandalory lor all Soldiers Performing Duties Described in TM 95-200

DA FORM 5123-R, OCT 88

22

DA Form 3513 (individual Flight Rocords Foider. Unijed Stales Ammy). Mandatory lor Soldiars Possessing PMOS,
8851, 501, or AS! Requirng Flsght

DA FORM 5123-R, JUN 88 IS DBSOLETE
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ouY- D. MILITARY PERSONNEL RECORDS JACKET (DA FORM 201) -

YES | NO

RECORD, DOCUMENT, OR ITEM

ER;

NO

23

DA Form 3828 (Vehicie Regisiration and Drver Record)

24,

DA Form 3645 (Organization Clothing and Equipment Racord)

DA Form 4038-R {Medical and Denla! Proparation for Overseas Movement). Mandalory lor sl Solcears Bei
Reassigned Overseas Only. * ! o "

DA Form 4037 (Officer Record Briel).

271,

DA Form 3355 (Recommendation for Promotion). wm:ausmmmnmmwmpayerm
SGT._or SSG, Only. DA Form 4187 for Geades PR 1, PF2, and PFC1 who Become Eligible for Advancement While
in a Trangit Status, uDAFm?&IuGcmzLTMWOImammaoualunmﬂml\ltwoopmwe

28

TDY Cards Mandalory. Also. Cads lor sany TDY Envoule Destinalionds) Must be Present.

GA Form 5287-R (Training Record rrm:w Juacket). Minimum Documentz will be D Forr 3586 (Record Fire
Scorecard) snd DA Form 705 (PT Card

30

Jobr Book.

3.

DA Foem 550 (Language Proficiency Quastionnalre).

HEALTH AND DENTAL RECORDS (DA FORM 3444 SERIES)

2.

DA Label 162 (Emergency Modical identitication Symbol) Mandalory for st Sokdiers lssued & Medical Warring
ag-

SF 801 (Health Record - kmmunization Record). Croas Chack Againsl PHS Form 731,

D4 Form 3348 (Physical Profile Board Procsedings). Cioss Check Against DA Form 4036-R for Evidance of
Physical Profile.

DA Form 4515 (Persornel Reliability Program Recard identifiar). Mandatoty lor afl Soldwees Asmgned or
WMWMWP&M ! oy for

Waeight Controt Program Documents.

a,

MOS Medical Retention Board [:ﬁﬂB). Mandalory (0f ali Solvars who have 8 Parmanant Physical Profile with a
“3" or *4" in the Phynical Protile Sasial

38

HIV Screening (Check DA Form 4035-R or Medical Records].

SOLDIER

DO Form 2A {Active Duty Military 1D Card) Ensure that information on the 1D Card is Accurate and Up 10 Date.

DA Form 31 (Request and Authority for Leave). individusl Copy.

a1

PHS Fosm 731 (international Certificate of Vaccination) Cioas Check Against SF 601,

42.

&F 1168 (U.S Transportation Request) or DD Form 1482 (MAC Transportation Authorization).

43,

00 Form 1854 (U.S. Customs Accomparved Baggage Doclaration) Mandniory lor st Soldiers Traveling trom
Ovorssay to CONUS Onty. i

44

DA Form 4600 (Travalope). Mandstory lor sl Soldiers Travbling Overwate: Only

45

idontification Tegs (2 Each}.

Spectacies (2 Pairs Each). Cross Chechk Againgt DA Form 4036-R.

47.

Protective Mask Spectacie nser| (1 Pair Each). Cross Check Agsinst DA Form 4038-R.

47.

Protaciive Mask Speclaciu insed\ (T Pair Each). Cross Check Against DA Form 4038-R.

Hoeasring Axis (2 Each) Croas Check Aganst DA Form 4036-R

48.

Madical Waming Tag. Mandstory for Soldiors with DA Label 182 Atlwad 1o Their Health and Dental Records.

Passport and Visa,

51,

NATO Tiavel Oldau Mandstory for all Soldiers Assigned 10 of Traveling Thiough a Country identified in AR 310-
10, Chapter 3

82,

Rasssignment Order.

53.

DA Form 5305-R (Statement of Underslanding and Responsititity).

64. SIGNATURE OF OUTPROCESSING SOLDIER

55 OATE

66. BIGNATURE OF OUTPROCESSING OFFICIAL &7. DATE 58. SIGNATURE OF INPROCESSING OFFICIAL 6.

REVERSE OF DA FORM 5123-R, OCT 88

DATE
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PERSONNEL INPROCESSING RECORD

For use of this lorm, 368 AR 800-8-101; the proponent aguncy is DCSPER

SECTION A - PERSONAL DATA
1. NAME 2. RANK 3. SSN 4 PMOS
& NEW UNIT OF ASSIGNMENT
SECTION B - INSTRUCTIONS

Solder will hand caity original dufing inprocesting. Myxocassing s1alion NCOIC will conduct 8 chack and sigh in the block provided ANl officars and
senior NORCOMMIsNed olficess (SFC and shove) are authorized to process individually. However, thay will sign-in and have thelr leave
termenated al the Raplacemen! Detachment or by the G1/ AG aasignment mansgament personnel. Upon completion of nprocossing, soldier will

give original 1o the Unit / Baltakion SIOPERS clark tor action.

SECTION C - REPLACEMENT DETACHMENT LEVEL

1a DATE ARRIVED 1b.  TWME ARRIVED 2. STOP LEAVE ({ DAFM 31) 3a BULLETING IN b BILETING OUT
4. MESS W ' 4b. MESS OUT 5. FLAGGED? 8. SWDPERS "GAN*

0O Yes I KNo
7.  SIDPERS "DPRT” 8. WBEIGHT CONTROL PROGRAM?

a yes 0 NO

SECTION D - NSTALLATIONCOMMUNITY LEVEL

PERSONNEL STRENGTH MANAGEMENT STATION

YES

1. Mas Soldier Processed Thvough MMRB if Prolie is 3 or 47

SUPERVISOR'S SIGNATURE % %
PERSONNEL INFORMATION STATION 7 G

2 18 5GLI Current? (DATE }

3. D0 Form 83 Cuntent?  {DATE. }

s Soidier Ona of the Foliowing X7

4. Aken? (Germany - Turkey)

$  Sole Surviving Chid?

8. Formee POW? (i Yos. List Couniry }

7. Formee Poace Comns Member? (i Yes. List Country )

8. Has Soldier Completed 12 Wuoks of Miitary Tiaining?

SUPERVISOR'S SIGNATURE

DEERS / RAPIDS / 1D CARD STATION

8. Dooa Soideer Poasusa Two 1D Tags?

10. Does Soldier Possess Cusrent 1D Tag?

SUPERVISOR'S SIGNATURE

MEDICAL STATION

11. s HV Tes! Resull Posted to Records? tDate of Tes! }

12 Does Soldwer Possgss Two 10 Warrung Tegs, if Needed?

13 Doos Sokder Posseas Two Pairs of Eyeglasses, i Noaded?

14. Does Soldier Posspss Two Pairs ot Eye Insorts, It Needed?

15 Does Soidier Possess Hearing Aid With Spare Battaties, If Needed?

18. Aso Soldier's iImmnizations Curent for Unit  of Assighment?

SUPERVISOR'S BIGNATURE

DENTAL STATION

t7. Does Soldier Possuass & Dontal Record?

SUPERVISOR'S SIGNATURE
DA FORM 5123-1-R, OCT 88
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SECURITY CLEARANCE STATION

FAMILY HOUSING STATION

18, Did Soktier Process Through This Station?

23. Dd Soldier Process Tiwough This Station?

SUPERVISOR'S SIGNATURE

SUPERVISOR'S SIGNATURE

FINANCE STATION

FAMILY SUPPORT SERVICES STATION

19a. Did Soldier Process Through This Station?

24. Did Soldier Procass Truough This Siation?

1

19b. BAS Started?

SUPERVISOR'S SIGNATURE

SUPERVISOR'S SIGNATURE

COMMERCIAL ACTIVITIES STATION
PROVOST MARSHAL STATION 26. Did Soldier Process Through This Station? l
20. Oid Soldier Process Theough This Station? SUPERVISOR'S SIGNATURE .
SUPERVISOR'S SIGNATURE CENTRAL ISSUE FACILITY ‘
EDUCATION CENTER STATION 26. Did Sokdier Process Through This Station? [
SUPERVISOR'S SIGNATURE

21. Did Soldier Process Through This Station?

SUPERVISOR'S SIGNATURE

FINAL CHECK AT INSTALLATION / COMMUNITY LEVEL

TRANSPORTATION STATION

27. Inprocessing Control Station Sergesnt

22. D Soldier Procéss Thiough This Station?

Has Sokdier Correctly Ingrocessad? I I

SUPERVISOR'S SIGNATURE

28. Reptscement Detachment Procossing Sorgeant

Has Soidies Correctly Cleared? Dale ) l ]

28. OTHER REQUIREMENTS

SECTION E - UNIT/BATTALION LEVEL

s_oidla Was Processed Through/Was Checked For

YES

NO

Soldier Was Processed ThrougihVWas Checkod For YES

1. Baltation St

8.  Batlalion S

Necessary Socurity Clearance lor Current Duty Position

2. Meal Card 9. Training NCO

3. Maij Room 10. NBC NCO

4 TAGG 11. Wespon Qualilication (Dute )
6. Family Care Plan 12. Batishon S4

6. Balalion 52 13, Supply NCO

- ,

14.  Aimuorer

18. SIGNATURE OF INPROGESSING SOLDIER

17. DATE

Sm—— ~
REVERSE OF DA FORM 5123-1-R, OCT 88
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