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4.  Service:
2.  Rate/Rank:
3.  Section:
1.  Name: (Last, First, MI)
5.  Check-In Date:
Part B. Supervisor - Welcome Introduction
PERSONNEL PROCESSING CHECKLISTS
1.  Personally welcome the new employee when he or she arrives.
1.  Access and security.  Provide information related to accessing the office or department as well as any
security codes necessary to gain access.
2.  Locking offices, desks, and filing cabinets.  Discuss the protocol for locking the office, doors, desk
5.  Additional duty appointment memorandum (if applicable).
6.  Work assignments.  Arrange for specific work assignments and assist in initial tasks or assign trainer.
7.  Quality.  Discuss departmental quality standards, expectations, and mission statements.  Provide 
8.  Records.  Discuss the process for individual desk files and department-wide files.  Explain how to 
9.  Standards of conduct/performance.  Review acceptable and unacceptable performance and 
12.  Individual Development Plan (IDP)/Performance Plan/Educational Opportunities.  Begin development
13.  Issues and concerns.  Discuss policies regarding issues and concerns related to work responsibilities and assignments, discrimination and harassment policies.  Show where the bulletin boards are located; inform the employee of the Sexual Assault Response Coordinator, Employee Assistance Program/Military OneSource, EO, EEO, Unit PII, Victim Advocate, Commander's Open Door Policy, and the Civilian Awareness Program.
14.  Applicable Regulations and policy memos.  Provide employee with local policy book and show where 
of Performance Plan and Individual Development Plan.  Discuss training and educational opportunities.
10.  Ethics Training.  New employees to DoD must read the ethics training material within 90 days upon
entering duty. Employees who have not had Ethics Training within the past 12 months (or employees
who are unsure when they last had ethics training) must read the training materials.  Ethics Training 
materials are located on SPEAR, MEJA home page.
regulations and policies are located on SPEAR; union representation if applicable.
behaviors and how they are handled.  Discuss performance evaluation system and probationary period. 
handle confidential information and records.
written documentation, if applicable.
Designate a person that the employee may call for questions, clarification, and future assistance.  (Maybe
the same person assigned to be the new employee's mentor).  Show employee where to locate any
records or files necessary for the job.  Review how the filing should be handled, where it is located, etc.
3.  Sign in/sign-out.  Review any sign-in or sign-out processes in the department.
4.  Position descriptions.  Review the employee's position description and give the employee a copy.
drawers, or filing cabinets.
Part C.  Work Responsibilities and Assignments
4.  Make appointment with Chief of Staff/MEPS Commander/SEA.
5.  Meet with the new employee at the end of the day to answer any questions and to find out how the 
first day went.
2.  Escort employee to Human Resources/Secretary to complete in-processing forms.
3.  Ask a co-worker to take the new employee to break and lunch on the first day of work.  Suggest
p
laces available for breaks and lunches.
Check-In:
    Date
Initial
(For use of this form, see USMEPCOM Reg 690-13)
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11.  Confidential Financial Disclosure Report (OGE Form 450 Filer): New employee must be informed by their 
supervisor that if by grade or position they are designated an OGE Form 450 Filer.  New employee should visit the Financial Disclosure Management website at https://www.fdm.army.mil/filers.html and follow instructions on filing report; new entrants are required to file within 30 days.  Questions should be directed to MEJA.
Part D.  Work Environment
1.  Awards Program.  Good Ideas Suggestion Program.
2.  Building.  Give a tour of the office, directorate, or MEPS, including other work stations, stairs, 
3.  Coworkers and supervisors.  Introduce and explain their work relationships.  This will help provide
5. Emergency evacuation procedure.  Explain emergency evacuation procedures, safety policy, and locate
7.  Quarterly training day.  Explain when and what is trained.
2.  Engaging in outside employment.  Employees who work outside USMEPCOM (to include those who
1.  CAC/USMEPCOM ID Cards:  Set up appointment to receive ID cards.
3.  Equipment.  Explain the use of office equipment (i.e. telephone system, voicemail, how to access 
4.  Cell phones.  Explain any restrictions, if appropriate, related to cell phone use during work hours, 
6.  Emergency contact.  Determine how to contact the employee during non-working hours.
7.  Parking and vehicle registration.  Explain the use of parking facilities, where to park, reimbursement 
8.  Smoking policy.  Inform employee of designated smoking areas.
9.  Telephone security and etiquette.  Self-explanatory.
1.  Inclement weather. Discuss inclement weather policy and inform the employee if they are considered
2.  Meals and breaks.  Review length of lunch and breaks and how the time schedule works.  Review
3.  Time off situations.  Review when and who to call when absence is necessary due to personal
4.  Timesheet completion & submittal.  Explain time reporting procedures, the completion of 
1.  Coffee/water cooler.  Discuss the process related to coffee or water usage within the department.
5.  Work days.  Provide information on tour of duty, hours, work schedule, use of overtime/
compensatory time, and Saturday openings (if applicable).
timesheets in ATAAPS, and deadlines for submitting timesheets.  Explain pay periods, paydays,
and viewing employee's online Leave Earnings Statement.
emergencies or need for time off.  Explain procedure for requesting time off and how to fill out  
automated leave forms.
specific times for lunch and breaks, if designated.  Show employee where the break room/cafeteria is.
emergency essential.  Inform the employee of the inclement weather alert process.
for parking, how to register your vehicle with the base, etc.
breaks, and/or lunches.  Explain any restrictions related to the use of text messaging.
computer, software, and other equipment, etc.).  Locate office supplies and inform employee on how to 
order, and/or who to contact.
are self-employed) are required to inform their chain of command (to include immediate supervisor, First
Sergeant, and Commander) prior to entering into any outside employment activities.
6.  Organization.  Explain MEPCOM/MEPS mission, vision, organization. Go over names, titles, and
responsibilities, explain functions and chain of command.
emergency exits and fire extinguishers.  Inform employee of outside meeting place for his or her office.
4.  Dress.  Explain any dress requirements and/or acceptable dress.
a clear understanding of roles and responsibilities.
elevators, restrooms, emergency exits, break room, vending machines, etc.
Part E.  Work Procedures and Policies
Part G.  Office Protocols
Part F.  Work Schedule
5.  Computer use.  Explain any restrictions and expectations related to use of the computer for personal
use, internet access, computer games, etc.
Check-In: 
 Date
Initial
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4.  Refrigerator/microwave/toaster usage.  Provide the protocol for using and/or cleaning any department  
refrigerators, microwaves, and other appliances.  Also include the process for supplies, if appropriate.
1.  Access rosters for secure areas (remove upon separation)
2.  AKO account (Army and rating officials)
3.  Birthday information
4.  Change of address/directory card (DA Form 3955)
5.  Clothing allowance (Navy and Air Force)
6.  Commanding officer interview appointment (schedule)
7.  Complete exit survey - voluntary survey
8.  CPAC in-processing forms
(HQ Personnel see J-1/CPD)
9.  Register online ABC (EBIS), TSP, MyPay
10.  View day at the MEPS video
11.  Finance/military pay
12.  JPS/enter personal data (for military provide info to J-1
Service Liaison, remove upon departure)
13.  Key issuance/turn-in
14.  Leave form
15.  Coordinate arrival/departure w/mail managers
16.  Military training records
17.  New employee orientation 
18.  Personnel records (submit to appropriate Personnel office)
19.  Register POV with base (If applicable, remove any decals 
upon separation)
20.  Recall roster
21.  Social roster
1.  Family interview
(if applicable)
22.  Staff ride with recruiting service
(MEPS only)
(HQ personnel only)
3.  Mailboxes.  Review the process to receive and send interoffice mail.  Show the employee the location 
of departmental mailboxes and where to locate the mail room.
space, break rooms, or conference rooms within the department, reserving conference rooms, etc.
2.  Family Readiness Group
3.  Member Interview
4.  Off duty employment
5.  Red Carpet Program
1  Chain of Command and MEPS policy
Part H.  Unit Secretary
Function:
Check-In:
Date
Initial
Check-Out:
Date
Initial
2.  Conference rooms or designated office space.  Provide information related to the use of office
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2.  Classified material
3.  Duty hours
4.  Evaluations
Part I.  Commander/Directing Officer
Part J.  First Sergeant (MILITARY ONLY)
8.  Medical & dental (TRICARE, DEERS, Update, etc.)
9.  Reenlistment status checklist
10.  Sick call
11.  UCMJ
12.  Update security roster/ staff duty roster
1.  Common Access Card for building and computer access.
Required to be turned in upon separation (transfer, resignation, retirement, removal, etc.) of Command.  
 
2.  Emergency Management Action Plan (EMAP)
3.  Fire prevention (unit safety manager)
4.  Hazardous materials (unit safety manager)
5.  Safety briefing (unit safety manager)
6.  Security briefing - AT/OPSEC (antiterrorism officer)
1.  ISSO Briefing
2.  Initiate DD Form 2875 for computer systems access
3.  DD Form 2875 to Deactivate computer access: Identify User EDI-PI, Employee type (Civ, CTR, MIL); Branch of Service (if Military); If Military on PCS:  new Duty Station and estimated date of arrival; Departure date; and Separation type (transfer, resignation, retirement, removal etc.).
6.  Security statement
7.  Telephone/FAX use
9.  WINCAT Training
1.  Clothing supplies (military only)
5.  Login for computer/ JPS access (if applicable)
7.  Leave and pass policy
2.  Hand receipts of Government property
3.  Issue of MEPCOM patches, nametags, and Unit
Crest (military only)
4.  Use of GSA vehicles
1.  Government Travel Account (DTS)
2.  Government Travel Card
8.  USMIRS update/password
5.  Family care plan
6.  Housing
Function:
Check-In:
Date
Initial
Check-Out:
Date
Initial
4.  mil-Connect (update employee profile)
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Part K.  Safety Security
Part L.  Computer Specialist/Systems Administrator
Part M.  Supply
Part N.  Budget Technicians
Part O.  Local Use
SECTION II.  SENIOR LEADER CHECKLIST
1.  In-brief with the Commander.
Part A.    Personal Information  
4.  J-5/MEPT (Planning and Transformation)
14.  Western Sector
9.  MEDC-EO (Equal Opportunity)
10.  MEIG (Inspector General)
11.  MEJA (Judge Advocate)
12.  MEDC-PA (Public Affairs)
13.  Eastern Sector
6.  J-7/MEMD (Medical Plans and Policy)
8.  MEDC-EEO (Equal Employment Opportunity)
5.  J-6/MEIT (Information Technology)
7.  J-8/MERM (Resource Management) (includes budget data)
Part C.  In-brief with Directorates/Special Staff, Eastern and Western Sector
Part B.  Orientation to Command
Part D.  In-brief with Directorates/Special Staff, Eastern and Western Sector - Visits to MEPCOM Partners
Part E.  Directorate/Special Staff Specific - Visits to MEPCOM Partners (other)
Part F.  Mandatory/Suggested Training
1.  J-1/MEHR (Human Resources) (includes personnel strength and authorization information)  
3.  J-4/MEFA (Facilities)
2.  J-3/MEOP (Operations)
2.  In-brief with the Deputy Commander/Chief of Staff.
Date Scheduled:
Instructions:  This checklist is designed to assist incoming personnel in leadership positions (USMEPCOM Deputy
Commander/Chief of Staff/Senior Enlisted Advisor/Director/Deputy Director/Special Staff Officer/Sector Commander/
Deputy Commander/Senior Enlisted Advisor) with their orientation to USMEPCOM.
2.  Rate/Rank:
5.  Check-In Date:
2.  Visit one Recruiting Command
3.  Visit one training base
4.  Visit MEPS and receive the MEPS Overview Briefing
1.  J-1 - visit Civilian and Military Service Personnel Commands
2.  J-4 - visit GSA Regional Account Managers, North Atlantic District CoE, National Pgm Mgr, and 
DoD Recruiting Facilities Committee
3.  J-6 - visit NETCOM
1.  Visit Executive Agent counterpart
4.  J-7 - visit OSD P&R MPP, DoD Executive Agencies
5.  J-8 - visit Army G-1, USMEPCOM Analyst and Executive Agent RM Director
6.  EEO - visit TRADOC
1.  Supervisor's Development Course (CES correspondence course)
(mandatory if not taken within the past three years)
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3.  Senior Officer Legal Orientation (SOLO)
4.  Briefing from J-1/MEHR and MEJA concerning civilian discipline
2.  Manager Development Course (CES correspondence course)
Date Scheduled:
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