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Executive Summary. This regulation encompasses current policy and regulatory guidance for operations
of USMEPCOM processing locations (Military Entrance Processing Stations (MEPS)/Remote Processing
Stations) herein referred to as “MEPS”; applicant processing activities inclusive of recruit transfers; and
the Command’s enterprise system — system of systems (herein referred to as United States Military
Entrance Processing Command Integrated Resource System (USMIRS)).

Applicability. This regulation applies to all personnel assigned or attached to Headquarters, United States
Military Entrance Processing Command (HQ USMEPCOM), Sectors, and MEPS.

Supplementation. Supplementation of this regulation, and establishment or modification of any forms, is
prohibited without prior approval from HQ USMEPCOM, ATTN: J-3/MEOP-PPT, 2834 Green Bay Road,
North Chicago, IL 60064-3091.

Suggested Improvements. The proponent agency of this regulation is HQ USMEPCOM, J-3/MEOP-
PPT. Users may send comments and suggested improvements on Department of the Army (DA) Form 2028,
Recommended Changes to Publications and Blank Forms, or by memorandum to HQ USMEPCOM,
ATTN: J-3/MEOP-PPT, 2834 Green Bay Road, North Chicago, Illinois, 60064-3091, or as instructed in
Chapter 10 of this regulation.

Internal Control Process. This regulation contains internal control provisions and provides an internal
control evaluation, in Appendix E. The internal control evaluation checklist is available on the
USMEPCOM Intranet site named Sharing Policy Experience and Resources (SPEAR): Inspection
Checklists; Processing for use in conducting internal controls.

*This regulation supersedes USMEPCOM Regulations 680-3, 55-2, and 601-23 dated November 6, 2020.
This regulation contains major revisions and is to be reviewed in its entirety.
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Chapter 1
General

1-1. Purpose

This regulation provides policies and procedures for enlistment processing; matters relating to preparing,
maintaining, and distributing enlistment documents (including interviewing and fingerprinting of an
applicant), processing Special Agreement Check (SAC) requests, data reporting, and recruit transfers to
duty assignments. It also provides instructions for implementation of MEPS functions required by the
Department of Defense (DoD) and Recruiting Service Liaison/Guidance Counselor (SL/GC) Service(s)
directives during peacetime and mobilization.

1-2. References and Forms
References are listed in Appendix D.

1-3. Abbreviations and Terms
Abbreviations and terms used in this regulation are explained in Appendix F, Glossary.

1-4. Responsibilities
a. Operations Director (J-3/MEOP) will:

(1) Exercise primary staff responsibility and develop policies and procedures for aptitude, medical,
enlistment, and administrative processing activities; system reporting; recruit transfers (IAW Joint Travel
Regulation (JTR) and Department of Defense Directive (DoDD) 4500.9 Transportation and Traffic
Management); and related matters.

(2) Manage MEPS SAC processing, Electronic Fingerprint Capturing Stations (EFCS), and the
electronic communication of fingerprints to the investigating agency; maintain liaison with the investigative
agency.

(3) Exercise functional proponency for USMIRS and all related actions required to maintain
system functionality.

(4) Manage accession records information, functional data collection, and business intelligence
data analytics; ensure quality assurance (QA) and timely transmission/reporting.

(5) Review and approve Service-system automated accession processing form versions.
(6) Review business process and system related agreements with outside agencies ensuring
organizational, policy, and functional data requirements are satisfactorily represented; maintain liaison with

external stakeholders identified as process owners and system users.

(7) Develop requirements, research deficiencies, and approve changes to business processes and
system applications. Ensure changes conform to applicable laws, regulations, and policies, and regulations.

(8) Govern system user acceptance and operational field/production verification testing efforts;
authorizing functional software deployments for release or rollback.

(9) Manage the user interface; develop and provide training of new processes, policies, and
software when initiatives affect system user operation(s).


https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://www.esd.whs.mil/Portals/54/Documents/DD/issuances/dodd/450009p.pdf
https://www.esd.whs.mil/Portals/54/Documents/DD/issuances/dodd/450009p.pdf

USMEPCOM Regulation 601-23
TOC
(10) Exercise proponency and oversee implementation of the Defense Travel Management Office
(DTMO) Quality Assurance Evaluation (QAE) for the Travel Management Company (TMC) contract.
(11) Serve as liaison:

(a) to General Services Administration (GSA), Human Resources Administration, and DTMO
for the TMC contract.

(b) between the DTMO Recruit Assistance (RA) and Recruiting Services.

(12) Provide a single point of contact capability for managing resolution of MEPS daily applicant
processing issues; Processing Branch - Current Operations (J-3/MEOP-ORP-C) “MOC”.

(13) Orchestrate the “Generating Enhancements Through Innovative Thinking” (GETIT) Program.

(14) Issue mobilization guidance for the processing and reporting of inductions supporting
Selective Service System (SSS) activation of the draft.

b. Resource Management Director (J-8/MERM) will:

(1) Establish policy for recruit travel CBAs and internal controls necessary to effectively manage
MEPS CBA:s.

(2) Appoint a CBA program manager.
(3) Monitor CBA functions such as:
(a) Billing issues and account dispute resolutions.
(b) Systemic problems that affect MEPS.
(c) Request for Agency/Organization Point of Contact (A/OPC) user identification (ID).
(d) Timely monthly CBA payments.

(e) Assist MEPS when CBAs are past due to avoid disruption, suspension, or cancellation of
accounts.

(f) Conduct annual review of CBA training requirements in support of J-1/Human Resource
Directorate Workforce Development, Training, and Conferences Division (J-1/MEHR-WTC) training
requirements.
(4) Liaise with government charge card company administrators.

(5) Serve as the proponent for recruit meal allowances.

(6) Appoint, in writing, MEPS Transportation Assistant (TA) and two to four alternates to issue
meal entitlements upon request from MEPS Commander.
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(7) Provide appointed meal allowance issuers (MAIs) to J-6/Information Technology Directorate
(J-6/MEIT) to be added to the meal allowance issuer system/active directory.

(8) Coordinate with J-3/MEOP-ORP regarding any billing or technical issues.

c. Sector Commanders will implement and monitor the policies and procedures of this regulation to
include:

(1) Determine MEPS capacities.
(2) Ensure MEPS capacity figures are reasonable and justifiable.

(3) Direct and monitor MEPS Saturday openings, closings, and holidays. Determine, in
coordination with BN and/or MEPS Commanders, the notification lead times required to support Saturday
processing and inform the appropriate equivalent Recruiting Services of lead times.

(4) Coordinate with J-8 Plans and Programs Division (J- 8/ MERM-PP) the proposed budget for
MEPS civilian labor overtime costs for after normal duty hours and Saturday openings as directed by HQ
USMEPCOM. Sectors will report to HQ USMEPCOM any unbudgeted charges that incurred for extended
operations.

(5) Fund Familiarization Training for MEPS Commanders, Operations Officers (OPSO) and
Senior Enlisted Advisors (SEA) (see paragraph 2-12). A Service recruiter temporary duty (TDY) from
MEPS to Inter-service Recruitment Committee (IRC) HQ will be included as appropriate to accomplish

this training.

(6) Exercise supervision responsibilities to all MEPS in assisting and monitoring implementation
of this regulation and future policies and procedures announced via the Command Message System (CMS).

(7) Ensure MEPS comply with applicable regulations.
d. Battalion (BN) Commanders will:

(1) Monitor the execution of the policies and procedures promulgated by regulation; and future
guidance announced via the CMS.

(2) Determine MEPS capacities.

(3) Maintain coordination with the IRC to ensure voting and non-voting members are aware of
policies.

Note: US Coast Guard is a voting member; only Reserve Components are non-voting members.
e. MEPS Commanders will:

(1) Execute the policies and procedures promulgated by this regulation; and future guidance
announced via the CMS.

(2) Ensure Standard Operating Procedures (SOP) do not contain policies that are more restrictive
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than what is indicated in this regulation. Each local MEPS SOP will include, at a minimum:
(a) No-show procedures.
(b) Manual processing procedures.

(¢) Control desk hours of operation (to include MEPS check-in cut-off window — see paragraph
8-2d(1)).

(d) Uncooperative/disruptive applicant procedures.

(e) ETP procedures.

(f) Document upload notification procedures.

(g) Walk-in Policy, to include walk-in QRP procedures.

(h) Group travel leader procedures.

(1) Applicant Smoking Policy.

(3) MEPS Commander’s Applicant Electronic Device Policy.

(k) Special-Category Processing.

(I) Recruiter access and identification.

(m) Applicant visitor procedures.

(3) Notify the IRC, BN Commander, and Sector HQ when schedule visits exceed capacity.

Comply with USMEPCOM Regulation (UMR) 40-1, Medical Qualification Program concerning reporting

requirements when the fee basis provider (FBP) vendor fails to meet contractual requirements for FBP
orders. MEPS will notify the FBP vendor in a timely manner in accordance with (IAW) UMR 40-1.

(4) Ensure only qualified applicants ship; qualified in aptitude, medical (with emphasis on
HIV/DAT results received), and conduct; and, in cases of disqualification or ETP, ensure proper
documented Service waiver(s) is approved and received.

(5) Ensure all data, forms, and transactions in the applicant’s USMIRS record and MHS GENESIS
electronic health record (EHR) are accurate and complete.

(6) Advocate the use of the “MOC” via ServiceNow and Microsoft Teams War Room when
assistance and support is needed regarding applicant processing (see paragraph 10-2).

(7) Plan and coordinate support for all directed Saturday openings. Plan required testing schedules
to support Saturday processing days. Ensure scheduled closings and openings for the current operating
year are communicated to IRC partners.

(8) Conduct IRC meetings IAW Department of Defense Manual (DoDM) 1145.02.



https://spear.mepcom.army.mil/_layouts/15/WopiFrame.aspx?sourcedoc=%7B178F793C-150A-4D5E-968B-5982BDBB0CE2%7D&file=UMR%2040-1%2C%20Medical%20Qualification%20Program.pdf&action=default&IsList=1&ListId=%7BED5E6E9B-1A19-4091-926C-E79545E8B963%7D&ListItemId=537
https://usmepcom.servicenowservices.mil/sp
https://dod.teams.microsoft.us/l/team/19%3adod%3a1fe342fbbf0d4a3c9a21b3aa5d08825b%40thread.tacv2/conversations?groupId=7b35a390-4e4f-4422-9052-b19cbd5e303f&tenantId=fae6d70f-954b-4811-92b6-0530d6f84c43
http://www.esd.whs.mil/Portals/54/Documents/DD/issuances/dodm/114502m.pdf?ver=2018-07-23-121425-917DoDM%201145.02
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(9) Ensure MEPS military staff completes Familiarization Training with a Recruiting Service (see
paragraph 2-12).

(10) Coordinate new Recruiter Orientation with the IRC and provide training to new Service
Liaisons/Guidance Counselors (SL/GCs) IAW paragraph 2-12.

(11) Implement Red Carpet Treatment program.
(12) Appoint alternate MEPS TA in writing.

(13) Nominate in writing the MEPS TA as A/OPC to access the CBA credit card company website.
Provide nomination to J-§/MERM Programs and Formulation Branch (J-8/ MERM-PPF) via email.

(14) Nominate the MEPS TA as the primary QAE and ATO as the alternate QAE for the TMC
contract. Provide nominations to the DTMO TMC Contracting Office Representative (COR) via email.

(15) Nominate in writing the MEPS TA as the primary MAI and two to four staff members to serve
as alternates. Provide nominations to J-§/MERM-PP via email with the following information:

(a) Full name
(b) Civilian grade or military rank
(c) Primary or alternate nomination

(16) Appoint in writing, a Commissioned officer, Chief Warrant Officer (CW2 or above), or
civilian employee (GS-8 or above) as the ATO.

(17) Ensure MEPS staff are trained and complies with J-1/MEHR-WTC training guidelines. See
SPEAR for required training matrices.

(18) Serve as the MEPS Transportation Officer
(19) Serve on the MEPS Recruit Travel Ground Route Evaluation Board.
f.  MEPS Operations Officer (OPSO) will:
(1) Manage MEPS applicant processing activities in coordination with each Recruiting Service.
(2) Monitor applicant flow through the MEPS and resolve any inefficiencies.

(3) Keep the MEPS Commander abreast of applicant flow and current applicant processing
concerns.

(4) Ensure medical processing is complete and an applicant is medically qualified to “ship” during
the Quality Review Program (QRP).

(5) Ensure a Station Advisory Reporting Network (STARNET) report is submitted AW UMR
380-1, USMEPCOM Security Program (e.g., USMIRS down, MEPS closure, applicant injury, Personal
Identification Information (PII)/Personal Health Information (PHI) breach, or other unusual circumstances).



https://spear.mepcom.army.mil/hq/j1/wd/SitePages/U.S.%20Military%20Entrance%20Processing%20Command%20Training%20Requirements.aspx
https://spear.mepcom.army.mil/USMEPCOM%20Regulations%20and%20Forms/UMR%20380-1,%20USMEPCOM%20Security%20Program
https://spear.mepcom.army.mil/USMEPCOM%20Regulations%20and%20Forms/UMR%20380-1,%20USMEPCOM%20Security%20Program/UMR%20380-1,%20USMEPCOM%20Physical%20Security.pdf
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g. Assistant Transportation Officer (ATO) will:

(1) Ensure recruit travel arrangements comply with the JTR. Ensure ground transportation, to
include transportation from MEPS to the origin airport, is provided by a DoD approved carrier.

(2) Ensure control and accountability for meal allowances.

(3) Review and sign non-MEPS shipper meal allowance Proxy Pick Up sheets and ensure unused
meal allowances are returned by SL/GC.

(4) Provide oversight of proper usage and reconciliation of CBAs. Ensure CBAs are reviewed and
reconciled monthly.

(5) Contact J-8/MERM-PPF for CBA issues.

(6) Maintain DD Form 577 (Appointment/Termination Record-Authorized Signature) on file with
each Service’s Defense Finance and Accounting Service (DFAS) office.

(7) Serve as the alternate QAE.
(8) Serve on the MEPS Recruit Travel Ground Route Evaluation Board.
h. TA will:

(1) Coordinate transfers of recruits from MEPS to duty assignments as specified by sponsoring
Services using USMIRS, e-Orders, and TMC non-DOD online booking tool, herein referred to as “OBT”.

(2) Be responsible for control, stock levels, and security of accountable forms, logs, and receipts
of signatures for accountable forms.

(3) Assume the duties as A/OPC for CBA credit cards.

(a) Reconcile CBAs within 3 business days after receipt of credit card vendor invoice or the
TMC reconciliation package, whichever is required last.

(b) Contact TMC and annotate the quarterly QAE report if the TMC invoice is late.

(c) Print the credit card statement via the contract company’s website within 2 business days
at the end of the billing cycle.

(d) Notify BN if CBA is not paid by the statement due date.

(e) Notify J-8/MERM-PPF if CBA becomes 60 days delinquent.

(f) Forward monthly CBA reconciliation to certifying officer for review and signature.
(4) Prepare and issue meal allowances and reports.

(5) Forward any discrepancies noted with ground carrier via email to J-3/Processing Branch —


https://www.esd.whs.mil/Portals/54/Documents/DD/forms/dd/dd0577.pdf
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Recruit Travel (J-3/MEOP-ORP-R) osd.north-chicago.usmepcom.list.hg-j357-meop-pd-recruit-

travel@mail.mil.

(6) Ensure all shipper order numbers are submitted to TMC no later than (NLT) 7 processing days
prior to ship date, as applicable.

(7) Perform daily reconciliation of e-Orders Shipping Register.
(8) Serve as the primary QAE.
(9) Serve on the MEPS Recruit Travel Ground Route Evaluation Board.

1-5. Duty Appointments
This paragraph provides a consolidated list of required duty appointments listed throughout this regulation.
All duty appointments will be recorded in memorandum format.
a. Director, Resource Management (J-8/MERM) will appoint:
(1) Travel Centrally Billed Account (CBA) program manager.
(2) Meal Allowances Issuer (MAI).
b. Sector Commanders: Appoint MEPS Commanders as Transportation Officers.

c¢. MEPS Commanders will appoint/nominate:

(1) A Commissioned Officer, Chief Warrant Officer, or DoD civilian employee in the grade of
GS-8 or above as the Assistant Transportation Officer (ATO).

(2) TA as recruit travel QAE and ATO as alternate QAE to provide oversight of the TMC
performance via quarterly reports to DTMO COR. Send nominations to DTMO TMC COR and Program
Managers for appointments. See paragraph 9-13 for QAE policy.

(3) TA and two to four alternates as MAIs to J-§/MERM. Send nominations via email to J-
8/MERM-PP). Upon departure of a MAI notify J-§/ MERM-PP via email. See paragraph 9-9 for meal
allowance policy.

(4) MEPS TA as A/OPC to access the CBA credit card company website. Provide nomination to
J-8/MERM-PPF via email.


mailto:osd.north-chicago.usmepcom.list.hq-j357-meop-pd-recruit-travel@mail.mil
mailto:osd.north-chicago.usmepcom.list.hq-j357-meop-pd-recruit-travel@mail.mil
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Chapter 2
MEPS Operating Standards

2-1. Overview

This chapter prescribes policies for MEPS operations. The times associated within this regulation are the
base from which MEPS will operate. MEPS are encouraged to expand the windows and times whenever
possible in support of the Services’ recruiting mission. MEPS will not establish any standards that are more
restrictive than what is prescribed in this regulation.

2-2. Red Carpet Treatment

The manner each applicant is treated reflects the pride and professionalism of each staff member.
Applicants will always be treated with dignity and respect. All employees must follow the Red Carpet
Treatment policy and embrace its procedures and intent.

a. Welcome procedures. USMEPCOM Commander’s Welcome Briefings are essential elements of
Red Carpet Treatment and set the tone of the day. The objective is to foster a safe environment that is
supportive and friendly. MEPS will inform each applicant of processing procedures and expectations upon
their arrival.

b. Applicant treatment. Despite the repetitive nature of functions, workload, and deadlines, MEPS
staff members must be cognizant that visiting their MEPS is often an applicant’s first exposure to the Armed
Forces. Each applicant has unique concerns, problems, and questions. MEPS will avoid an assembly-line
mentality and instead provide applicants with individualized and personalized attention on their important
and memorable processing day.

c. Addressing applicants. All communication with applicants (verbal, nonverbal, written) will be in
a polite, respectful, and professional manner. This will bolster each applicant’s attitude and their opinion
of the Armed Forces.

(1) Verbal communication. Address applicants in a friendly and polite tone of voice. MEPS
personnel should use “Mr./Ms. last name”, “Sir/Ma’am”, and “ladies” and “gentlemen” when addressing a

group.

(2) Written communication. All written communication (welcome letters, signs, instructions, etc.)
will be clear, polite, and possess a positive connotation. Communications will be written at a level that is
easily understood by applicants. Avoid a negative tone such as don’t, can’t, won’t, etc.

d. Clearly explain each step of the process. Describe each process, procedure, and examination as
time permits. Applicant awareness of what is happening and why, will alleviate anxiety and uncertainty.
Generally, the more details one has about what to expect, the better the response and compliance.

e. Provide smooth, efficient, and prompt processing. MEPS will ensure a smooth and efficient
applicant flow is in place to help reduce long lines, bottlenecks, and idle time. Consider using front-load
processing (see paragraph 8-8e¢) to provide the most efficient use of MEPS staff. Conduct frequent
enlistment ceremonies when feasible.

f.  Respect each applicant’s privacy and dignity. MEPS will provide applicants with as much privacy


https://www.milsuite.mil/book/groups/usmepcom-j-357-operations-directorate/projects/policy-and-training-division/content?filterID=contentstatus%5Bpublished%5D%7Ecategory%5Bmepsrps-briefs%5D
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as possible. Ifissues arise in discussions between staff or with SL/GCs, move to a private area, away from
applicants.

g. Provide applicant activities while waiting. Inform applicants the reason for delays and available
activities within the MEPS (e.g., USO lounge (if available), video games, magazines air hockey/foosball,
television, etc.).

h. Sexual Harassment/Assault. Sexual Harassment/Assault will not be tolerated. Guidance for
responding to applicant reports of sexual harassment/assault is located in UMR 608-1, USMEPCOM
Wellness and Readiness (WR) Program.

i.  Applicant Injury. Guidance concerning claims against the United States submitted by applicants
for illness and injury that occurred during MEPS processing is located in UMR 27-1, Military Justice and

Legal Services.

j.  Ceremony Standards. MEPS will explain and emphasize the significance of taking the Oath of
Enlistment, the positive impact on applicant’s personal lives, and the contributions applicants will make to
our nation. MEPS will stress military values and our nation’s pride and appreciation of their commitment
to join the Armed Forces.

k. MEPS personnel will not ask questions that pertain to sexual orientation nor discriminate any
applicant based on sexual orientation.

2-3. Operating Schedules

MEPS will operate on a 5-day work week, excluding federal holidays, 3-day holiday weekends, and HQ,
and Sector pre-approved closures. MEPS will only open for applicant processing on Saturdays when
directed by J-3/MEOP via CMS. The Friday after Thanksgiving is a non-processing day (see paragraph 2-
3c for non-processing day procedures). MEPS will not open for applicant processing on Sundays.

MEPS will avoid beginning processing days prior to 0600 local time unless mission essential requirements
dictate the need to open earlier. Opening times will be reviewed when negotiating new meal and lodging
contracts. USMEPCOM’s Operating Schedule is located on the SPEAR homepage under Internal
Resources.

a. MEPS Closure. In rare instances, MEPS Commanders may close their MEPS due to an unusual
event, such as: power outage, heating, ventilation, and air conditioning issues, water/sanitation issue,
structural damage, IRC actions, etc. MEPS, BN, and Sector Commanders will have an approved
Emergency Management Program (EMP) that includes an alternate (MEPS or non-MEPS) location for
MEPS to continue processing when conditions restrict processing over an extended period.

(1) MEPS Commanders will not close due to USMIRS, MHS GENESIS, or other system outages
without approval from their Sector Commander.

(2) MEPS Commanders can best determine a closure course of action by using the following steps:
(a) Make an immediate assessment.

(b) Consider staff and applicant safety and other areas of concern.


https://spear.mepcom.army.mil/USMEPCOM%20Regulations%20and%20Forms/UMR%20608-1,%20USMEPCOM%20Wellness%20and%20Readiness%20Program/UMR%20608-1,%20Wellness%20and%20Readiness%20Program.pdf
https://spear.mepcom.army.mil/USMEPCOM%20Regulations%20and%20Forms/UMR%20608-1,%20USMEPCOM%20Wellness%20and%20Readiness%20Program/UMR%20608-1,%20Wellness%20and%20Readiness%20Program.pdf
https://spear.mepcom.army.mil/USMEPCOM%20Regulations%20and%20Forms/UMR%2027-1,%20Military%20Justice%20and%20Legal%20Services/UMR%2027-1,%20%20Military%20Justice%20and%20Legal%20Services.pdf
https://spear.mepcom.army.mil/USMEPCOM%20Regulations%20and%20Forms/UMR%2027-1,%20Military%20Justice%20and%20Legal%20Services/UMR%2027-1,%20%20Military%20Justice%20and%20Legal%20Services.pdf
https://spear.mepcom.army.mil/SitePages/Home.aspx
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(c) Consult the MEPS Closure Decision Matrix located on milSuite.

(d) Propose a solution and immediately inform the appropriate personnel (BN Commander,
Sector, HQ, J-3/MEOP via MOC request, IRC, etc.).

(e) Consider the impacts of a MEPS closure on staff and IRC. If closing MEPS is the best
course of action, submit a STARNET to J-4/Physical Security Division (J-4/MEFL-PS) IAW UMR 380-1
and inform:
1. BN Commander

2. Sector

3. J-3/MEQOP via MOC request

4. IRC partners

5. Acquisitions and Contracting Special Staff Office (MEDC-AC)
6. COR and FBP vendor (to cancel the FBP order).

(3) Sector Commanders have the authority to close a MEPS for a full day or part of a day, at their
discretion for non-emergency reason. This decision must consider the impact on IRC partners and is to be
directly coordinated with recruiting Service leadership at the Recruiting Command/Operations Conference
(RC/OC) level for the respective MEPS. J-3/MEOP will be informed of the closure via MOC request.

(4) Upon re-opening and/or system(s) returning to normal functionality, MEPS will consider
increased processing capabilities in coordination with IRC partners and available MEPS resources. MEPS
will reference the Post-Closure and System Disruption Table in Figure 2-2 and communicate processing
capability plans with BN, Sector, HQ, and IRC partners.

b. Zero Projection Day. When a MEPS has zero projections, typically on a day next to a major federal
holiday (e.g., Christmas Eve or New Year's Eve), Sector Commanders may approve a Zero Projection Day.
MEPS will remain open for walk-ins with minimal staffing compared to a normal processing day. A Zero
Projection Day will be communicated with IRC partners, and J-3/MEOP via MOC request.

c. Non-Processing Day. When MEPS is open, but no applicant processing, to include walk-ins, is
authorized. MEPS staff will conduct other non-processing activities (e.g., training, organization day, etc.).
MEPS will not conduct processing without pre-approval from their Sector Commander.

d. Saturday Processing. When increased processing capabilities are required by Recruiting Services,
HQ USMEPCOM will implement Saturday processing. Approved Saturday processing dates, MEPS
designated to open, scheduling requirements, and J-3/MEOP-ORP-C and J-6/MEIT Service Desk support
hours will be announced via CMS.

(1) 48-hour scheduled visits are due NLT 1100 Thursday preceding the Saturday opening (see
Chapter 5 for scheduled visit policy).

(2) MEPS will provide night testing on the Friday prior to a Saturday opening. MEPS may conduct
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special purpose testing during the Saturday opening at the discretion of the MEPS Commander.

(3) Walk-ins are permitted [AW paragraph 2-6b. Workload will not exceed Medical Department
capacity. Walk-ins for medical processing must have a simple prescreen (PS) packet uploaded into
USMIRS NLT 1100 on the Friday preceding the Saturday opening or have a complex PS in a “Ready to
Process” PS status in USMIRS.

(4) MEPS Commanders will determine processing capacity for Same Day Processing (SDP) (see
paragraph 2-6a for SDP policy).

(5) Officer candidates may process; however, special-category processing and head-of-line-
privileges are not required to be offered during Saturday processing (see paragraph 2-6d for special-
category processing).

(6) Saturday processing does not factor into PS timelines IAW UMR 40-1 and Accession Medical
Evaluation Standard Operating Procedure (AME SOP).

e. Organization Day. One Organization Day per FY is authorized for each MEPS. MEPS
Commanders will coordinate their Organization Day with local IRC partners. MEPS Commanders will
send their Organization Day date to the BN Commander, Sector, and J-3/MEOP via MOC request.

2-4. Applicant Dress and Hygiene Standards

Sponsoring Services will ensure applicants are aware of MEPS dress and hygiene standards (see Figure 2-
1), that they will be processing through a professional military organization, and must adhere to these
standards. Applicants are required to meet basic hygiene standards by taking a shower prior to arriving at
MEPS (if possible), and every attempt is to be made by applicants to wear clean clothing on the day of
processing.

a. Applicants not adhering to dress and hygiene standards will be placed in an Admin Hold with reason
“Applicant Violated Clothing Standards” and returned to SL/GC until the violation is resolved.

b. MEPS will not place applicants in Admin Holds for standards outside the scope of this regulation.

2-5. USMEPCOM Commander’s Welcome Briefings

USMEPCOM Commander’s Welcome Briefings outline rules of applicant conduct and personal safety,
informs applicants they’re in a professional military organization, and ensures applicants understand they’re
the number one mission priority.

MEPS Commanders may edit and arrange the slides to accommodate local circumstances, with exception
to the four sexual assault slides that must remain together in their current order. No content will be deleted
from the slides. The briefings are not required to be read verbatim. Briefing updates will be announced
and provided via CMS. For maximum value, the briefings will precede as much of the MEPS processing
day as possible.

a. USMEPCOM Commander’s Welcome Briefing for Initial Processing: This briefing is designed
for applicants new or unfamiliar with MEPS processing.

(1) The briefing will be presented to applicants processing for the Active, Reserve, or National
Guard component who have not been to a MEPS in over 2 years, or requires processing other than a consult,
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ASVAB, special purpose test, or a significantly reduced level activity.

(2) The briefing will be provided verbally while displaying the current version of the slides posted
on milSuite.

(3) The briefing will be given by a uniformed member in the grade of E-7 or above, to the
maximum extent possible. However, MEPS Commanders may certify qualified MEPS civilian or military
staff to present the briefing. MEPS Commanders must observe the briefings prior to certifying presenters.
Staff members will be certified as presenters via Memorandum for Record (MFR), which will be maintained
on file by the MEPS Commander. When civilian staff are presenters, they will be dressed to present a
professional image. Military personnel will be dressed in the uniform of the day.

b. Modified Welcome Briefings: These briefings are designed to provide a condensed/reduced
version of the Welcome Briefing for Initial Processing. All modified welcome briefings may be given by
any MEPS staff member; no certification is required.

(1) USMEPCOM Commander’s Modified Welcome Briefing for Shippers and Reduced
Processing.

(a) The briefing is to be given to shippers, applicants who have received the USMEPCOM
Commander’s Welcome Briefing for Initial Processing within the past 2 years, or applicants who require a
significantly reduced level of processing activity.

(b) The briefing will be provided verbally while displaying the current version of the slides
posted on milSuite.

(2) USMEPCOM Commander’s Modified Welcome Briefing for Night Testing. This briefing is
given to ASVAB night testers only. The briefing may be provided verbally or by hand-out provided to
each applicant by a MEPS staff member.

(3) MEPS Brief'to Applicants Riding Shuttle to the Contract Lodging Facility (CLF). The briefing
is to be given to applicants just prior to departing the MEPS for the CLF shuttle. The briefing may be
provided verbally or by hand-out provided to each applicant by a MEPS staff member.

2-6. Applicant Processing Categories

a. Same Day Processor (SDP). SDP is defined as an applicant processing for aptitude testing,
Accession Medical Examination, and enlistment in the same processing day. SDP will be provided, at a
minimum:

(1) The first processing day of the week.

(2) The next processing day after a mid-week MEPS closure for holidays, weather emergencies,
or other events that impact MEPS ability to execute scheduled night testing. MEPS will make every attempt

to determine aptitude testing results before initiating the Accession Medical Examination.

b. Walk-in. A walk-in is defined as an applicant not scheduled for processing by the 1100 scheduled
visit cut-off time (see paragraph 5-2).
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(1) Each Recruiting Service (Army, Army National Guard, Navy, Marine Corps, Air Force, Space

Force, and Coast Guard) is provided a minimum of one walk-in per day. SL/GCs may barter an unused
walk-in allocation with another SL/GC office.

(2) Medical walk-in:

(a) MEPS will ensure sufficient Medical Department resources are available before permitting
additional walk-ins beyond the minimum authorized IAW MDC/A policy (see paragraph 5-4).

(b) A walk-in for medical processing must have a scheduled visit submitted and simple
prescreen (PS) packet uploaded in the applicant’s USMIRS record NLT 1100 on the business day preceding
the requested processing day or be in a “Ready to Process” USMIRS PS status.

(¢) Once the medical walk-in has been authorized, place the applicant on the MHS GENESIS
Tracking Board [AW AME SOP.

(3) SL/GC will identify a walk-in by annotating “Walk-in” in the USMIRS scheduled visit notes
and provide an updated UMF 727-E (Processing List) to the Processing Section NLT 1100 on the business

day preceding the requested processing date.

(4) Walk-in priority above the minimum allocated will be given to the designated Recruiting
Service on their Mission Day (see paragraph 5-5).

c. Holdover.
(1) Processing Holdover. A processing holdover is an option offered by MEPS when an applicant
is unable to complete enlistment processing in a single day. The applicant will spend the night in the CLF

and return to MEPS the next business day to complete processing.

(a) SL/GC will identify a processing holdover applicant NLT one hour prior to the end of the
local MEPS processing day.

(b) SL/GC will schedule the applicant for remaining processing on the next processing day,
annotate “HOLDOVER?” in the USMIRS schedule visit notes, and provide an updated UMF 727-E to the

Processing Section.

(c) Processing Section will review scheduled visits for the next processing day to ensure
MDC/A for new contracts is not exceeded (see paragraph 5-4d).

(d) Processing Section will make arrangements for meals and lodging.

(e) Processing Section will annotate the current processing day UMF 727-E with “H” as the
processing day action.

(f) SL/GC is responsible for transporting the holdover applicant from MEPS to CLF if other
arrangements are not available.

(2) Medical Holdover. A medical holdover is an applicant who did not complete medical
processing and will return to MEPS the next business day to complete processing. Example: If an applicant
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did not complete medical processing on a Friday, the applicant will be a medical holdover and return to
MEPS/RPS on Monday (or Tuesday if Monday is a holiday) to complete processing.

(a) Medical Holdovers will complete the same actions as a processing holdover. In addition
the steps below will be completed.

(b) SL/GC will select the “MHS-G Holdover” box in USMIRS (Schedule an Applicant Visit
screen) and annotate “HOLDOVER” in the schedule visit notes. See example on milSuite.

(c) SL/GC will schedule the medical holdover as a “full physical.”

(d) Processing Section will review scheduled visits for the next processing to ensure MDC/A
for Accession Medical Examinations are not exceeded (see paragraph 5-4d).

(¢) The Medical Department will perform all medical USMIRS and MHS GENESIS actions
IAW AME SOP.

(3) Shipper Holdover.

(a) Inthe event travel interruptions (see paragraph 9-12) and/or requests from the SL/GC cause
a holdover, the MEPS Commander will coordinate with IRC partners to determine whether an applicant
should be sworn in (accessed) or not, if pending accession. MEPS Commanders and IRC partners must
determine the feasibility of meals, lodging, and transportation, and responsibility for applicant behavior
during the holdover.

(b) The sponsoring HQ Recruiting Command is responsible for recruits that have accessed,
but cannot ship the same day.

(c) MEPS Commanders will advise appropriate IRC members that the conduct and behavior
of recruits is now the sponsoring Service’s responsibility and falls under the UCMJ. MEPS will restate
UCM]J articles 85 and 86 prior to recruits departing MEPS. MEPS will provide transportation, lodging, and
meals.

(d) Recruits will be shipped on original travel orders when travel interruptions are resolved.

(4) Non-MEPS Shipper Holdover. Sponsoring Service will support holdovers by:

(a) Ensuring meals and lodging are available, as needed.

(b) Ensuring ground transportation is available to and from the departure terminal until the
recruit departs for the designated destination. Schedule holdovers to lodge in the CLF, as needed.

(c) Contact DTMO RA hotline for any travel related issues including meal allowances, re-
ticketing, ground transportation, etc. See travel interruptions in paragraph 9-12.

d. Special-Category Processing. Special-category processing is intended to recognize an applicant
who is older, more educated, and deserving of special treatment due to their expected position in military
service. This applies to an applicant for direct commission, such as a healthcare professional, chaplain, and
attorney.
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(1) If MEPS is unsure of an applicant’s special-category processing eligibility, either accept as
special-category or seek guidance from J-3/MEOP via MOC request.

(2) Officer Candidate School (OCS)/Officer Training School (OTS), Reserve Officers Training
Corps (ROTC), prior-service, and cadet applicants are not automatically eligible for special-category
processing but will receive head-of-line privileges. MEPS Commanders may provide special-category
processing to any of the above applicants, at their discretion.

(3) Special-category processing will be offered daily; start times will be offered no earlier than
(NET) 0900 and NLT 1000.

(4) Special-category processing is not required on Saturday openings; however, MEPS
Commanders may approve special-category processing on a Saturday opening.

(5) Special-category applicants must be scheduled by the 1100 cut-off time. The sponsoring
Service will annotate “special-category” in the scheduled visit applicant notes. If a special-category
applicant arrives at the MEPS without being scheduled, the applicant will be processed as a walk-in, [AW
paragraph 2-6b and given head-of-line privilege only.

(6) MEPS Commanders will establish an appointment time for at least one special-category
applicant per Service each normal processing day. If scheduled visits or under-utilization by another
Service on a given day allow, MEPS are encouraged to meet the needs of the applicant. MEPS will manage
the allocation of the slots to ensure a fair distribution to each Service. MEPS will work the SL/GC to
promptly correct any administrative issues.

(7) MEPS will identify special-category applicants to ensure staff is aware of the applicant’s
special-category (e.g., color-coded name badge, “SC” annotation on badge, etc.) and include the identifier
in the local MEPS SOP.

e. Minor Applicants. DD Form 1966/5, Parental/Guardian Consent and UMF 680-3A-2,
Authorization for Medical Records Release is required to process a minor applicant for an Accession
Medical Examination and enlistment prior to the age of 18. A complete DD Form 1966/5 and UMF 680-
3A-2 must be uploaded into the applicant’s USMIRS record as part of the PS packet. If the DD 1966/5 or
UMF 680-3A-2 is not uploaded or required signatures are missing, MEPS will stop reviewing the PS packet,
delete the scheduled visit (as applicable), and place the applicant in an Admin Hold. MEPS will also enter
a “Prescreen Incomplete” PS status in the applicant’s USMIRS record IAW AME SOP.

(1) MEPS will ensure the sponsoring Service has obtained parent(s)/guardian(s) consent via
signature(s) in Section VIII (Parental/Guardian Consent for Enlistment) of DD Form 1966/5 and block 6
(Parent of Guardian Authorization) of UMF 680-3A-2. MEPS will ensure the witness signature date
matches the corresponding parental signature date on DD Form 1966/5; each parent/guardian signature may
be on a different date. Pre-printed signature date(s) are acceptable providing that parent/guardian signature
date(s) are the same date as the witness signature date(s). Parental/guardian signature(s) on DD Form
1966/5 and UMF 680-3A-2 do not expire and are valid until the minor applicant turns 18 years old.

(2) Except as otherwise noted, both parents/guardians must sign DD Form 1966/5 and UMF 680-

3A-2. MEPS will ensure DD Form 1966/5 item 41 contains a reason why only one parental/guardian
signature was obtained (e.g., mother incarcerated, mother has sole custody, etc.). See DD Form 1966/5
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item 41 exceptions below. It’s not the MEPS responsibility to determine what reason is acceptable. MEPS
will only verify source documents in case of suspected fraud. If fraud is suspected, MEPS will interview
the applicant and inform the SL/GC as necessary.

(3) DD Form 1966/5 item 41 is not required to be completed when one of the following conditions
are met:

(a) Both parents/guardians signed the same DD Form 1966/5.

(b) Each parent/guardian signed a separate DD Form 1966/5 and both forms are uploaded into
the applicant’s USMIRS record.

(c) DD Form 1966/4 is uploaded into the applicant’s USMIRS record with the reason for single
parent/guardian consent annotated in Section VI (Remarks).

(4) The minor applicant may file a petition in State court to be declared emancipated, which means
the applicant legally becomes an adult prior to reaching the age of majority (18). If a minor applicant has
been emancipated, the sponsoring Service will upload the applicable court document(s) into the applicant’s
USMIRS record and MEPS will process the minor applicant, if otherwise eligible.

(5) Marriage will emancipate a minor applicant in many states. However, a 17-year-old married
applicant may still need to obtain parental consent or produce a court order of emancipation to enlist. A
list of states that emancipates a minor applicant by marriage is located on milSuite. The sponsoring Service
will upload the court order or marriage license into the applicant’s USMIRS record, as applicable.

f.  Uncooperative/Disruptive Applicants. Procedures for handling uncooperative/disruptive applicants
must be included in the MEPS SOP and annual training plan. Providing quality customer service to
applicants is principal to the USMEPCOM mission. The efforts to achieve this goal are not to be
misconstrued to mean that MEPS staff must accept abuse from an applicant or allow an applicant to disrupt
MEPS operations. If an applicant is observed being uncooperative or disruptive, MEPS staff will be
proactive in their response. Do not wait for another applicant to complain. Applicants must be informed
on the MEPS rules of conduct as part of the Recruiter to Applicant Pre-arrival Fact Sheet and again during
the USMEPCOM Commander’s Welcome Briefing. Processing of an intoxicated applicant is not
authorized; immediately suspend processing, place the applicant in an Admin Hold by selecting “Applicant
Intoxicated in MEPS” from the Reason for Hold dropdown, and return the applicant to the SL/GC. When
dealing with an uncooperative or disruptive applicant, consider the following actions:

(1) Remove the applicant from the processing area.

(2) The section/department supervisor will counsel the applicant concerning the unacceptable
behavior and the ramifications of continuing such behavior.

(3) If the unacceptable behavior continues, refer the applicant to the OPSO for further counseling
and possible referral to the SL/GC for counseling.

(4) If attempts by MEPS and SL/GC to correct the applicant’s inappropriate behavior fail, the
MEPS Commander may terminate the applicant's processing until cleared for further processing by the
Service’s Recruiting BN Commander. A MFR will be uploaded into the applicant’s USMIRS record
describing the incident/behavior and the actions taken to correct the situation. The applicant will be placed
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in an Admin Hold with reason “Applicant Disorderly Conduct in MEPS” and returned to their SL/GC. A
STARNET will be submitted for applicant misconduct IAW UMR 380-1.

g. In-service Documentation Requirement. MEPS must receive DD Form 368, Request for
Conditional Release before conducting any processing (including aptitude testing and Accession Medical
Examination). DD Form 368 will be uploaded into the applicant’s USMIRS record by the sponsoring
Service. It’s the MEPS responsibility to review Section II, 5a, of the form which states the release is valid
until (Date). The Processing Section will ensure the “valid until date” is good through the date the applicant
is to access (usually current date). An applicant with an expired date will be placed in a custom Admin
Hold with reason “Expired DD 368” and returned to the SL/GC to produce a new or updated DD 368 before
continuing to process. An updated DD Form 368 will have the new “valid until date” annotated above the
previous date in Section II of the form. The SL/GC will also sign near the new date, validating the change.
Special-category processing applicants/non-applicants processing within the same component for
commission, appointment, or as a warrant officer do not require a DD Form 368 to process.

2-7. Contract Lodging Facility (CLF) Operating Procedures
The following policies ensure authorized applicants and shippers are lodging overnight at the CLF the safety
of underage applicants, and applicants are correctly assigned to rooms.

a. Photographic Identification (photo ID) (see paragraph 7-5 and Figure 7-2 for Photo ID
Requirements). Sponsoring Services will ensure applicants lodging at the CLF have an authorized photo
ID to check-in to the CLF.

(1) The applicant’s identity will be verified upon check-in to the CLF and prior to departure from
the CLF to the MEPS.

(2) Applicants without an authorized photo ID (IAW paragraph 7-5 and Figure 7-2) must have an
approved ETP (IAW paragraph 2-13) to check-in with an alternate photo ID.

(3) The ETP must be approved prior to the applicant arriving to the CLF. Upon MEPS approval
of the ETP, the sponsoring Service will provide to the CLF liaison.

(4) Ifno photo ID is available, or the applicant attempts to check-in with an alternate photo ID and
no ETP is available, the CLF will deny the applicant’s stay; if denied, the applicant is to contact their
Service representative and then depart the CLF.

b. Underage Applicant. In the event a sponsoring Service requires overnight lodging for an underage
applicant:

(1) The sponsoring Service will inform their underage applicant there is a requirement to stay
within the CLF premises unless accompanied by authorized personnel. Authorized personnel are either
sponsoring Service personnel or the parent/guardian that signed DD Form 1966/5. The applicant and
authorized personnel are required to sign the CLF check-in/check-out log upon departing from and
returning to the CLF.

(2) Upon discovery that an underage applicant left the CLF premises without authorization, MEPS
will place the underage applicant in an Admin Hold with reason “Applicant Misconduct at CLF” and details
annotated in the Admin Hold notes. MEPS will notify the SL/GC and initiate a STARNET [AW UMR
380-1. A MFR describing the incident will be completed, provided to the SL/GC, and uploaded into the
applicant’s USMIRS record. No further processing is authorized until cleared by the local Service
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Recruiting Commander via email or in writing.

c. Walk-in Applicant: In the event the sponsoring Service requires lodging for applicant after the
scheduled visit cut-off time:

(1) The sponsoring Service will email the CLF from their enterprise email account (.mil) providing
the following required applicant information before the walk-in applicant is authorized overnight lodging:

(a) Name (Last, First, MI)

(b) Sex

(c) Service Processing For (SPF)
(d) Estimated time of arrival

(2) After sending an email to the CLF providing notification of the walk-in applicant, the
sponsoring Service will call the CLF liaison to confirm receipt of the email. The CLF will then invoice for
the walk-in applicant.

(3) Upon arrival at the CLF, the applicant will inform the CLF liaison they are a lodging walk-in
for follow-on MEPS processing. The CLF liaison will check their email account to verify an email from
the sponsoring Service was received. Once verified, the CLF liaison will initiate UMF 728, Applicant
Meal/Lodging Authorization and Receipt Voucher for Late Arrival Add-ons.

(4) If the CLF liaison does not have an email regarding the walk-in applicant, UMF 727-E,
Processing List, Copy 2, will be reviewed as a secondary source to confirm the applicant was scheduled.
Upon the CLF liaison’s verification of non-receipt of an email and the applicant is not listed on UMF 727-
E, the applicant's stay will be denied; if denied, the applicant is to contact their Service representative and
depart the CLF.

d. Travel Interruptions: In the event a shipper requires lodging at the CLF due to travel interruptions,
DTMO may email the CLF from their CACI email account providing the following required information
before the shipper is authorized overnight lodging.

(1) Name (Last, First, MI)
(2) Sex
(3) SPF

(4) Estimated time of arrival

e. Applicants may drive their POV to the CLF. Applicants with a POV at the CLF will drive it to
MEPS; the POV will not be left at the CLF while the applicant is processing.

2-8. Commander’s Role

MEPS Commanders are responsible for implementing Red Carpet Treatment in their MEPS. Each MEPS
Commander must develop a local SOP that recognizes and incorporates the potential anxieties of an
applicant, puts them at ease, motivates and encourages them, and instills pride in their decision to serve the
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nation. The policy must also demonstrate a caring and efficient organization. A