RECRUITERS’ TASKS
PARTICIPANT GUIDE
USMEPCOM – 2018

FOREWORD
This document is a component of the Recruiters’ Tasks Training and is for the exclusive use of
USMEPCOM’s and Armed Services’ employees. Information in this document may not be shared
except in ways discussed within the course.
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Purpose & Objectives
Purpose:
The purpose of this session is to provide an overview of the tasks required for processing an applicant
for Enlistment into the Armed Services of the United States. As a recruiter, and in partnership with
USMEPCOM, this learning experience will provide you with the skills needed to master the below
listed objectives.

Objectives:
As a result of completing this learning experience, you will be able to:
 Distinguish between Forms used for MEPS applicant processing (USMEPCOM Form
680-3A-E, DD Form 2807-2, and DD Form 1966/5).
 Describe the tools and resources available to prepare applicants for their Day at the
MEPS.
 Demonstrate how to Project applicants for: (ASVAB, Medical Prescreening, Medical
Examination, Same Day Process, Special Purpose Testing, and Shipping).
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Data Collection
What forms are part of Data Collection?
1.
2.
3.

USMEPCOM Form 680-3A-E
What is the purpose of USMEPCOM Form 680-3A-E?

What is the procedure for filling out UMF 680-3A-E? (Review the form & Instructions Appendix A)
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What are the authorized colors of ink used for completing this forms?

Before obtaining a signature, the applicant must read what? Where is this located on UMF 6803A-E?

DD Form 2807-2
What is the purpose of DD Form 2807-2?
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What is the procedure for filling out DD Form 2807-2? (Review the form & Instructions)

Before obtaining a signature, the applicant must read what? Where is this located on DD Form
2807-2?

DD Form 1966/5
What is the purpose of DD Form 1966/5?
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What is the procedure for filling out DD Form 1966/5? (Review the form & Instructions)

Before obtaining a signature, the applicant must read what? Where is this located on DD Form
1966/5?
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Process Preparation
Tools & Resources

What tools and resources are available on the USMEPCOM site? (http://www.mepcom.army.mil)
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Applicant Pre-Arrival Orientation
It is highly recommended to review the Pre-Arrival Orientation in its entirety with the Applicant
(Appendix B).
I. Introduction: Write a sample introduction statement you would share with an Applicant prior
to their arrival at the MEPS.

List two types of each items below.
II. Items to Bring:
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IV.Transportation: Write a sample statement you would share with an Applicant regarding
transportation to and from the following locations.
1. From home to the lodging facility.

2. From home to the MEPS and back.

3. Using a privately owned vehicle (POV) to and from the MEPS (mention basic training).

4. To the airport (explain who may or may not transport applicants to the airport).

V. Lodging Facility: Take note of the following information you would share with an Applicant.
a. Name & Location:
b. Telephone Number:
c. Rules and expected behavior:
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VI.Typical Day: Describe a typical processing day at the MEPS for a DEP Applicant and a
Shipper (reference the “A Day at the MEPS” video).
1. DEP Applicant

2. Shipper

VII. Additional Information: Be familiar with and mention the following to the Applicant.
a. What is the smoking policy?

b. What is important for the applicant to be aware of regarding family, friends, and
cameras?

c. What are the liaisons’ telephone numbers?
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d. Explain the correlation between rest and blood pressure.

e. Who will receive a breathalyzer Test?

f. Additional facts:

VIII. Additional Resources (Reference page 26)
Remind the Applicant: Conduct is expected. Dress correctly.

Recruiters’ Tasks

2 0 1 8 | 13

Applicant Pre-Arrival Fact Sheet
 A handout for the Applicant
 Fill out a “master copy” that you can reference while you discuss each section
 Have the Applicant fill-in the blanks as you review each section
The following are the blanks from the Fact Sheet, this is not all-inclusive. It is highly
recommended to review the Pre-Arrival Fact Sheet in its entirety with the Applicant
(Appendix C).
1. Military Entrance Processing Station (MEPS):
2. Lodging Facility Information:
a. Name:
b. Location:
c. Phone Number:
3. Dinner is served from

to

.

4. A security guard will be on duty from

to

.

5. You will receive a wake-up call at approximately
6. Breakfast is served from

to

AM.
.

7. A vehicle taking you to the MEPS will depart the lodging facility at approximately
AM.
8. A smoking area is located at

.

9. Telephone Numbers:
a. Army Counselor:
b. Navy Counselor:
c. Air Force Counselor:
d. Marine Corps Counselor:
e. National Guard Liaison:
f. Coast Guard Liaison:
Remind the Applicant: If these are not adhered to, than processing stops.
Recruiters’ Tasks

2 0 1 8 | 14

“A Day at the MEPS” Video

The “A Day at the MEPS” video is a visual example of what to expect while they are at the
MEPS. This video is posted on the MEPCOM site, therefore, the Applicant may access it. The
“A Day at the MEPS” video will provide Applicants information on:







Aptitude Testing
Medical Examination
Job Search
Background Screening
Oath of Enlistment
What to Bring/Not to Bring

This is not a something to take lightly. As a recruiter, it is critical to talk about the
uncomfortableness Applicants will have. Make note of additional information you will elaborate
on (ex: examinations).
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Projection Process
Projection
Projection Types vs. Processing Types

Explain the key differences between projection and processing.

Same Day Processing
Identify the three components of Same Day Processing.

1.

2.

3.

What projection type is Same Day Processing?
What happens first? (a) ASVAB Testing (b) Medical Brief
When is PULHES annotated on the applicant’s profile?
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ASVAB
Reminder: Inaccurate data will stop/delays the applicant’s process.
What is the purpose of the ASVAB?

Describe the procedures for the following testing situations.
a. ASVAB.

b. Retest.

c. Additional Tools andTests.

What is essential when filling out UMF 680-3A-E?
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Special Purpose Testing
List those who qualify for Special Purpose Testing.
1.
2.
3.
What is critical about Military Service Members related to Special Purpose Testing?

Regarding Special Purpose Testing, when is a USMEPCOM Form required?

Prescreen


The medical prescreen program is established by the USMEPCOM's Chief Medical
Officer (CMO)
Program should allow recruiting partners to know the status of their applicants



If issues arise, the MEPS Commander and CMO will work with the Service liaison
and IRC

Process:
Explain the differences between the Simple and Complex prescreen.

Recruiters’ Tasks

2 0 1 8 | 18

Procedure: Simple Prescreen

Note:
1.
2.
3.
4.
5.
6.
7.
Forms:
Which two forms are involved in the prescreen process?
1.
2.
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Medical Examination
List the three stages of the Medical Program.
1.
2.
3.

What do qualification decisions include?

Fill in the procedure steps for each of the following.
Medical Read Process

Medical Disclosures

Medical Consultations

List forms and documentation involved in a Medical Examination.
1.

2.

4.

5.
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Medical Consult
List the authority responsible for rescheduling a missed consultation appointment
FirstAppointment
SecondAppointment
FurtherAppointment

List three types of consultations

List two physical conditions that are disqualifying for the service, yet, are deemed normal for a civilian
physical.
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Medical Waivers
Who serves as the local MEPS authority that makes recommendations for medical waivers?

What is the procedure after USMEPCOM disqualifies an applicant?

What is the meaning of the acronym SMWRA?

Medical Qualification
Define each physical profile serial code letter designator below:
P
U
L
H
E
S
List the forms an applicant receives when finished processing through the medical department.

Recruiters’ Tasks

2 0 1 8 | 22

Each letter designator must be assigned a numerical designator either 0, 1, 3T, or 3P. Explain the
meaning of each numerical designator:

Shipping
Explain the Service's responsibilities for holdover shipper.

Explain the requirements needed when providing ground transportation for a hometown shipper.
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Note:
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APPENDIX A USMEPCOM Form 680-3A-E Instructions
June 2015 Form Version August 29, 2015 Instructions Effective June 18, 2018 Instructions Updated

Figure D-1. USMEPCOM Form 680-A-E, Request for Examination
General The USMEPCOM Form 680-3A-E is the first, required document completed by an
applicant and their sponsoring Service, used to properly process, determine eligibility for
authorizing requested examinations at MEPS, and initiate the preliminary examination steps
(aptitude and medical) as a pre-condition for enlistment into the Armed Forces. The form
containing the applicant’s personally identifiable information (PII) is the authoritative source
document in identifying the applicant, validating the quality of the applicant’s information
supplied (e.g., Social Security Number with Social Security Administration, prior military
service check with Defense Manpower Data Center, and Alien Registration Number with U.S.
Citizenship and Immigration Service), and establishing the applicant’s claimed identity in the
creation of their initial electronic personal data record. From the initial personal data record
point of entry, the form represents the genesis to the enlistee’s personnel record, medical record,
and security records.
The form contains the Privacy Act Statement, Medical Records Release Authority, and
certifications by the applicant and sponsoring recruiting Service personnel for the accuracy of
information provided. A fully completed and certified UMF 680-3A-E must be presented before
requested examination is administered (aptitude and medical). The original form must include
the reverse-side Privacy Act Statement. The form is to be completed in its entirety using blue,
black or blue/black ink only; inclusive of signatures. The applicant's legible and legal signature
(comparable to how a check is signed or is displayed on an Identification Document (ID); for
example: John H. Smith) on the form authorizes the release of PII and constitutes acceptance of
a conditional offer of enlistment.
Each recruiting Service will coordinate their system’s automated versions of the form with
USMEPCOM/J-3/MEOP-AD prior to use for applicant processing.
Manual processing - provides the historical paper trail when USMIRS is not operational. UMF
680-3A-E contains aptitude data that is readily available when USMIRS is not operational or at
a MET Site, which decreases the possibility of ASVAB tests being invalidated due to retesting
too soon or using the same version within 6 months. It is also used for signature verification
when e-Security is not available.
Procedures Accuracy of the data elements on the form is the responsibility of the applicant and
the sponsoring Service; e.g., data on race or ethnicity supports each Service’s affirmative action
plan and assessment process; religious preference supports determination in the proper mix of
chaplains in each Service; marital status supports allocation of appropriate pay and benefits, etc.
MEPS will perform quality assurance of the data presented on UMF 680-3A-E to verify the
form is completed IAW these instructions. Additionally, MEPS will verify or enter the
information provided by the sponsoring Service from UMF 680-3A-E into USMIRS.
Signatures on the form are used to positively identify the applicant in conjunction with verifying that the
applicant understands the information he/she provided is true and accurate (Item 25). Signature
verification between Items 21 and 25f ensures the applicant that signed the UMF 680-3A-E with the
recruiter is the same applicant submitting biometrics for enrollment.
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When biometric enrollment is unavailable, signature verification between Items 23 and 25f (along with
Photo ID) positively identify the applicant for the TA, while comparative analysis from Item 23 to Item 21
further ensures the same applicant that took the ASVAB is the same applicant requesting further MEPS
processing. MEPS will not accept forms with whiteout corrections. If an error is discovered and the
Service is unable to provide a corrected form, the entry will be drawn through with a single line, the
updated information entered, and initialed by the applicant. If an incomplete item or error cannot be
corrected, the applicant will be placed in an administrative hold status (as applicable) and referred back to
the sponsoring Service. If the applicant erroneously signed in an incorrect area (e.g. Item 23 before the
ITA witnesses the applicant sign at an iCAT MET site) perform the same line-out procedures and then
direct applicant to provide a new signature on reverse side of form, flipped over from bottom to top. The
MEPS user is now able to perform a signature verification by flipping the very bottom of the form over to
compare against Item 25.
The UMF 680-3A-E is maintained in the applicant’s packet record. File under RN 601-270a (see
Recordkeeping Requirements).
Item A - SERVICE PROCESSING FOR: (Sponsor) Enter the specific Service code for which the
applicant is processing (i.e., Regular Army, Army National Guard, Regular Air Force, Air Force Reserve,
Air National Guard, etc.) IAW the Accession Data Dictionary Service Processing For (SPF).
Item B - PRIOR SERVICE (PS): (Sponsor)
Yes / No - Enter an "X" in either the "Yes" or "No" block, based on the respective recruiting

Servicedefinition of "Prior Military Service (PMS)” IAW with applicable directives.
Number of Days - Enter total active duty days if item B is “Yes”; entry must be at least 1 day.
NOTE: If “No” is selected, the USMIRS-printed UMF 680-3A-E will display four zeros.
Item C - SELECTIVE SERVICE CLASSIFICATION: Leave blank, unless directed by HQ
USMEPCOM (information only entered by MEPS during mobilization or induction processing).
Item D - SELECTIVE SERVICE REGISTRATION NUMBER: Leave blank, unless directed by HQ
USMEPCOM (information only entered by MEPS during mobilization or induction processing).
Item 1 - Social Security Number: (Sponsor) Enter the applicant's Social Security Number (SSN) (nine
numeric characters) as assigned by the Social Security Administration (as reflected on the authorized SSN
verification document)
Item 2 - NAME: (Sponsor) Enter the applicant’s full legal name (last, first, middle name order) in capital
letters with one space between each name field. As applicable, enter the maiden name and suffix (Jr., Sr.,
etc.). Entering a nickname (Jeff vs. Jeffrey, Bill for William) in lieu of a full legal first name is not
authorized. Entering a middle initial in lieu of a full legal middle name is authorized for an applicant who
has only a middle initial as part of their legal name. There is a maximum 62-character limit; broken down
as follows:
Last name – 2 character minimum; 26 maximum
First & middle names – 1 character min each; 15 max each
Suffix – 6 character max
Apostrophes are not a valid character in USMIRS
Single names or single-character names will follow special procedural guidance available on the J-3,

Accession Division Sharing Policy Experience and Resources (SPEAR) page.
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Item 3 - CURRENT ADDRESS: (Sponsor) Enter the street, city, county, state, coun
ZIP-code (+4 digit suffix). For foreign addresses, enter the ZIP-code+4 (if applicable) or all 0s
and the 2-character country code. The state, county, and country codes will be recorded IAW
the Accession Data Dictionary.
Item 4 - HOME OF RECORD ADDRESS: (Sponsor) If different from Item 3, enter the
street, city, county, state, country, and ZIP-code+4 claimed as the "HOME OF RECORD
(HOR)." If the applicant's HOR address is the same as the current address, then enter "Same as
Item 3" or enter the same address.
Item 5 - CITIZENSHIP: (Sponsor) Enter an "X" in the appropriate block(s) for applicant
citizenship status.
Item 5a - U.S. AT BIRTH: Enter “X” if the applicant is born a US citizen. If Item 5a is
selected, Item 5a (1) “Native Born” or Item 5a (2) “Born Abroad of U.S. Parent(s)” must also be
selected. Native born includes an individual born in the United States, Puerto Rico, the US
Virgin Islands, Guam, the Northern Mariana Islands (and did not declare the exception in Item
5c), the Panama Canal Zone before October 1, 1979 (pursuant to 8 USC Section 1403), and an
individual whose parent is a U.S. citizen, IAW The Child Citizenship Act.
Item 5b - U.S. NATURALIZED: Enter “X” if the applicant is a former immigrant alien that is
now a naturalized US citizen (either through their own effort or derived from the naturalization
of their parents)
Item 5c - U.S. NON-CITIZEN NATIONAL: Enter “X” if the applicant is from American
Samoa, Swain’s Island, or is from the Northern Mariana Islands AND within 6 months after
reaching 18 years of age; declared under oath their intention to be a national, but not US citizen.
Item 5d - IMMIGRANT ALIEN: Enter “X” if the applicant is an alien who has been granted
the right by the United States Citizenship and Immigration Services (USCIS) to reside
permanently in the United States and to work without restrictions. Also known as a Lawful
Permanent Resident (LPR). All immigrants are eventually issued a “green card” (USCIS Form
1-551), which is the evidence of the alien’s LPR status. LPR’s who are awaiting the issuance of
their green cards may bear an I-551 stamp in their foreign passports. Enter the applicant’s 2character Country Code IAW the Accession Data Dictionary, Appendix A. NOTE: USMIRS
data field displays COC for “Country of Citizenship.”
Item 5e - NON-IMMIGRANT FOREIGN NATIONAL: Enter “X” if the applicant is from a
Compact of Free Association country and specify (Federated States of Micronesia (FSM),
Republic of Marshall Islands (RMI), or Republic of Palau (ROP)).
Item 5f - ALIEN REGISTRATION NUMBER: (Sponsor) Enter the Alien Registration
Number (ARN) as assigned by the U.S. Citizenship and Immigration Services. Enter all 5s for
Military Accessions Vital to the National Interest (MAVNI) applicants that have not been
issued an ARN from USCIS. (MEPS) If applicant has an ARN, but it is not available for
ASVAB testing, temporarily enter all 9s.
Item 6 – SEX: (Sponsor) Enter "X" in the appropriate gender block.
Item 7a – ETHNIC CATEGORY: (Sponsor) Enter an “X” in the applicable block.
Item 7b – RACIAL CATEGORY: (Sponsor) Enter an “X” in the applicable block(s).
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Item 8 – MARITAL STATUS: (Sponsor) Enter the legal marriage status IAW the A
Data Dictionary.
Item 9 – NUMBER OF DEPENDENTS: (Sponsor) Enter the number of individuals who are
totally or partially dependent on the applicant for support; with a maximum allowable of 10.
Item 10 – DATE OF BIRTH: (Sponsor) Enter the date of birth (DOB) in YYYYMMDD
format. (MEPS) Verify the applicant is eligible for enlistment processing. Note: An applicant
younger than 17 is not eligible for enlistment processing and therefore, will not be given an
ASVAB enlistment test and/or a medical examination.
Item 11 – RELIGIOUS PREFERENCE: (Sponsor) This data element is optional. Enter the
applicant’s 2-character religious preference code IAW the Accession Data Dictionary, Religious
Denomination.
Item 12 – EDUCATION: (Sponsor) Enter the total years of education completed (first two
numeric characters) and the education certification code (third character) from Table D-1.
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Item 13 – PROFICIENT IN FOREIGN LANGUAGE: (Sponsor) Enter an "X" in either the "Yes" or "No"
block, based on applicant self-disclosure (foreign language = any language other than English). If “Yes”, enter
the language code(s) IAW the Accession Data Dictionary, Foreign Language Proficiency
Item 14 – VALID DRIVER’S LICENSE: Enter an "X" in either the "Yes" or "No" block. If “Yes” enter the
valid driver’s license information (list state, number, and expiration date) as assigned by the state’s licensing
authority.
Item 15 – PLACE OF BIRTH (POB): (Sponsor) Enter the applicant’s place of birth (city, state, country). The
state and country codes will be recorded IAW the Accession Data Dictionary.
Item 16 – APTITUDE: (Sponsor) Items 16a-d required for aptitude testing.
Item 16a - ASVAB REQUIRED TO ENLIST?: Enter an “X” in the “Yes” or “No” block based upon whether
a qualifying ASVAB test score is or is not required for this enlistment.
Item 16b - ENLIST UNDER STUDENT TEST: Enter an “X” in the “Yes” or “No” block indicating whether
the applicant elects to enlist with their student test scores.
Item 16c - TEST TYPE: If “Yes” is entered in Item 16a, then enter an “X” in the one of the following aptitude
test type blocks:
 INITIAL: Indicates an initial enlistment ASVAB test is required.
 SPECIAL: Indicates special purpose testing is requested.
 CONFIRMATION: Indicates a confirmation ASVAB test is required.

Item 16d - RETEST TYPE: Enter an “X” in one of the following ASVAB retest type blocks (times are in
calendar days and IAW UMR 611-1, Enlistment Qualification Tests):

 1ST RETEST: Indicates retesting and 1 month has elapsed after initial test.
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2ND RETEST: Indicates the next retest and 1 month has elapsed after the 1st retest.
6 MONTH RETEST: Indicates the next retest and 6 months have elapsed since the 2nd retest.
IMMED RETEST AUTHORIZED: Indicates the MEPS Commander has authorized animmediate

retest using a different ASVAB version.
Item 16e - PREVIOUS TEST VERSIONS: Enter the previous ASVAB test version(s). The block
allows entry for up to two of the most recently tested versions.
Item 16f - PREVIOUS TEST DATES: Enter the testing date of the previous ASVAB test version(s).
The date must be in year-month-day format (YYYYMMDD). This block allows date entry for up to two
of the most recently tested versions.
Item 17a – RECRUITER ID/SSN: (Sponsor) Enter (up to 9 characters) the Recruiter ID/SSN. The
ID/SSN in this block does not need to match Item 30 Recruiter ID/SSN. Formatting rules include:
 DFR/DFV - Alphanumeric.
 DMR/DMV - Recruiter’s DoD ID number truncated by one character (9 out of the 10 numbers).
DAG – First two characters are state numeric code (IAW Accession Data Dictionary, Appendix A);next

three characters are Recruiter Station ID; last four characters are Recruiter specific.
Item 17b – STATION ID: (Sponsor) Enter recruiting station ID (up to five alphanumeric characters).
Item 18 – TEST ADMINISTRATOR SSN/ID: (MEPS)
Enlistment ASVAB Test Administration - Enter five zeros and the last four of the TA’s SSN.
Student Test Score Pull – Enter nine zeros.
Item 19 – TEST ADMINISTRATOR SIGNATURE: (MEPS) TA administering the test signs here. A
high school score pull does not require a signature.
Item 20 – MEDICAL: (Sponsor)
Item 20a - MEPS MEDICAL EXAM REQUIRED TO ENLIST?: Enter an “X” in the “Yes” or “No”
block based upon whether a qualifying MEPS medical examination is or is not required for enlistment.
Item 20b - EXAM TYPE: If “Yes” is entered in Item 20a, then enter an “X” in the one of the following
exam type blocks:
 FULL: Indicates a full medical exam is required.
 INSPECT: Indicates an inspection is requested.
 SPECIAL: Indicates a special full medical exam is required (Over-40 examination, etc.).
CONSULT: Indicates a medical exam provided by a contracted physician to evaluate possiblemedical

limitations of an individual.
 RE-EXAM: Indicates a full medical re-exam is required.
 OTHER: Indicates an “other” form of medical processing is requested (DAT only, etc.).
Item 20c - DATE LAST FULL MEDICAL EXAM: Enter date the last full medical examination was
taken; format is in year-month-day (YYYYMMDD).
Item 21 – APPLICANT’S SIGNATURE: (MEPS) Used for applicant positive identification either

through biometric enrollment signature verification or e-Security failure mode signature verification.
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e-Security Unavailable; Applicant Testing Only: No wet-ink signature required.
e-Security Unavailable; Operations and/or Medical Processing: Applicant wet-ink signature inpresence of

MEPS personnel for signature verification against Item 23 signature (or 25f if testingnot required).
e-Security Available; Applicant Not Biometrically Enrolled: Wet-ink signature verificationrequired for eSecurity biometric enrollment (IAW UMR 601-23). Applicant signs Item 21 andMEPS personnel verify against
the Item 25f signature. If a UMF 680-3A-E is pending delivery froma MET site, MEPS personnel will compare
Item 21 signature against all applicant signatures on theMET site UMF 680-3A-E when it arrives.
 e-Security Available; Applicant Partially or Fully Biometrically Enrolled: No wet-inksignature required.
e-Security Available; Applicant Requires Partial or Full Biometric Reenrollment: No wet-inksignature
required.
e-Security Available; Applicant Biometrically Enrolled; Successfully Verified During InitialMEPS
Check-In: No signature required.
Item 22 – MIRS CODING: (MEPS) Only required in System failure mode – manually code the data block(s)
with the initial test or medical examination workload identification (WKID) transaction (e.g. B100, B200, B010,
B030, etc.); the status code (ST); the test/examination date (DATE); and the initials (INT) of the individual
manually coding the transaction. The second DATE and INT blocks are for the individual entering the manually
recorded processing results when the System returns to normal operations.
Item 23 – APPLICANT CERTIFICATION IN PRESENCE OF TEST ADMINISTRATOR: (MEPS) Used
for wet-ink signature verification when testing is requested and e-Security is not available (MET site, e-Security
failure mode, USMIRS failure mode, etc.). IAW UMR 611-1, the Test Administrator is “the individual
responsible for the required testing material on the UMF 611-1-9-R-E, Daily Inventory Log and will administer
the test session.” A TA performing duties in a different section (e.g. the Operations Control Desk) will not
require the applicant to sign Item 23.
e-Security Unavailable: Wet-ink signature verification IAW UMM 680-3-1. Enter an “X” in the“Yes” or “No”

block if a Photo ID was presented for positive identification. If “Yes”, enter“type/organization” and “ID
Number.” If “No”, complete Item 24.
 e-Security Available; Applicant Not Biometrically Enrolled: Enroll applicant; if successful (toinclude partial
enrollment), no signature required in Item 23.
 e-Security Available; Applicant Partially or Fully Biometrically Enrolled: No signature nor IDrequired.
e-Security Available; Applicant Biometrically Enrolled; Successfully Verified During InitialMEPS
Check-In: No signature nor ID required.
Item 24 – RIGHT THUMBPRINT (MEPS): Used when e-Security is unavailable and a photo ID is not
presented, is invalid (expired, etc.), or the MEPS testing personnel is unable to verify the applicant identity with
the photo ID (physical appearance does not match, ID information does not match other personal data or
document information, etc.). Capture the applicant’s right thumbprint in Item 24. If unsuccessful, turn form over
(top of form on the bottom) and affix right thumbprint on upper right corner, thumbnail pointed to the le
Item 25 – APPLICANT CERTIFICATION IN PRESENCE OF RECRUITING PERSONNEL: (Sponsor)
The applicant certifies they are the person identified on this form and the information is correct. The applicant
must indicate if they have ever taken the ASVAB, including the student test, and if so, when and where. The
applicant is fully aware at the time of signing Item 25 that all information is correct, and the purpose of the
information and all release authorizations are understood as well.
Item 25a – Enter an “X” if the applicant never tested under the enlistment or student ASVAB programs.
Item 25b – Enter an “X” if the applicant has tested under the enlistment or student ASVAB programs. Indicate
the most recent date tested (in year-month-day format – YYYYMMDD) along with the testing location.
Item 25c – Enter an “X” if applicant tested under the student test program and requests the student test scores.
Indicate the most recent date tested (in year-month-day3f4ormat – YYYYMMDD) along with the testing location.

Item 25d – Enter an “X” if the applicant elects to keep the AFQT scores from the student test in Item 25c.
Item 25e – Enter the current or last high school attended.
Item 25f – (MEPS) The applicant signs, enters their SSN and dates the form in the presence of recruiting
personnel. MEPS will verify the SSN matches Item 1.
Item 26 – APPLICANT’S CURRENT MEDICAL INSURER NAME: (Sponsor) Enter the applicant’s
current medical insurance company. If none, the applicant will sign to affirm they have no current medical
insurer.
Item 27 – APPLICANT’S CURRENT MEDICAL PROVIDER NAME: (Sponsor) Enter the applicant’s
current medical provider. If none, the applicant will sign to affirm they have no current medical provider.
Item 28 – MEDICAL INSURER ADDRESS: (Sponsor) If Item 26 is “None”, this data block may be blank.
Item 29 – MEDICAL PROVIDER ADDRESS: (Sponsor) If Item 27 is “None”, this data block may be blank.
Item 30 – CERTIFICATION BY RECRUITING PERSONNEL: (Sponsor) Authorized recruiting personnel
sign certifying they have properly identified the applicant; reviewed the form for completeness and accuracy; and
witnessed the applicant’s signature IAW Service directives. False certifications will be forwarded to the
appropriate Service Liaison/Guidance Counselor for disposition IAW Service directives. Furthermore, if it is
discovered an applicant was administered an unauthorized retest or incorrect test version due to inaccurate data
on the UMF 680-3A-E, the test will be invalidated with appropriate USMIRS action.
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PRE-ARRIVAL ORIENTATION OUTLINE
May 2011
Below are topics for Recruiters to brief to Applicants prior to their arrival to the MEPS

I. Introduction
a.Recognize the important decision they are considering and congratulate them on
their decision.
b. Explain the MEPS mission in terms an applicant can understand.
c.Explain the relationship between MEPS and the recruiting services.
d. Describe who works at a MEPS (i.e., joint service military, civilians).
e.Explain what you hope the MEPS will accomplish with the applicant.
f.Discuss the wear of appropriate attire at the MEPS and when reporting tobasic
training.
II. Items to bring
a. Clothing appropriate for MEPSprocessing.
b. Luggage (also, address MEPS storagecapability).
c. Reading material.
d. Small bills or change for use in vending machines.
III. Prohibited Items
Firearms/ammunition

Flammable items
Self-defense weapons
Illicit drugs
Bow and arrows
Explosive materials

Items with the appearance of
weapons (e.g. lighter that looks
like a gun/knife)
Knives, including pocket knives
Fireworks
Bongs/syringes/roach clips/rolling
papers
Leatherman/Gerber type tools
Razor-type blades/utility knives

Disabling chemicals
Martial arts weapons
BB Guns
Compressed air guns
Bombs
Tasers/Stun Guns

Box cutters
Mace/pepper Spray
Baseball bats
Ice axes/ice picks
Alcohol

NOTE: This list is provided as examples and not intended to reflect all prohibited
items.
IV. Transportation
Discuss time and method(s) of transportation from home to the lodging facility or
to the MEPS and transportation back home as applicable. Explain to the applicants
the rules governing the use of their privately owned vehicle to and from the MEPS
and to basic training and who may or may not transport applicants to the airport.
Further emphasize that there are no authorized stops between the MEPS and the
airport.
V. Lodging facility
a. Location and telephone number.
b. Rules and expected behavior.
VI. Typical day
Describe a typical processing day at the MEPS for a DEP applicant and a Shipper.
VII. Additional information
a.Smoking policy.
b.Invite family and friends and suggest they bring cameras. Welcome eligible
relatives or friends who may want to perform the ceremony.
c.Liaison telephone numbers.
d.The importance of a good night's rest (there is a relationship between rest and
blood pressure).
e.Army and Air Force applicants will receive an alcohol breath test.

The following additional resources are available to better assist you with
providing your applicant red carpet service while processing atthe
MEPS
1. AR 601-270, Military Entrance Processing Station (MEPS)
2. USMEPCOM Regulation 10-1, United States Military Entrance
Processing Command
3. USMEPCOM Regulation 40-8, Department of Defense (DOD) Human
Immunodeficiency Virus (HIV) Testing Program and Drug and Alcohol
Testing (DAT) Program
4. USMEPCOM Regulation 715-4, Applicants Meals and Lodging Program
5. USMEPCOM FY Operating Schedule(attached)
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APPLICANT PRE-ARRIVAL FACT SHEET
(Recruiting Service Personnel/Local MEPS Handout)
April 2016

Welcome to the

Military Entrance Processing Station (MEPS). Though
not a part of the recruiting service, we play an important role in their mission; that of providing
young men and women with the opportunity to serve their country as members of the Armed
Forces. Our specific mission is to determine your qualifications in relation to physical, aptitude,
and moral standards set down by each branch of military service. With this understanding in
mind, let me take a few moments to explain what you can expect, and what is expected of you
during your visit with us.

1.ITEMS TO BRING. Please keep the amount of items you bring to a bare minimum. Whether
you are coming to the MEPS for the first time, or to ship to basic training, all you should need is
one change of clothing and an overnight kit to meet basic hygiene requirements. In addition, you
should be aware of the following appearance standards while you are at the MEPS:
a. Shoes are required; shower shoes and sandals are notallowed.
b. Clean undergarments are mandatory. You will not be allowed to take a physical withoutthem.
c. You should wear seasonal attire of suitable appearance. Hats, headbands, sleeveless shirts, net
shirts, tank tops, midriff or halter-tops, and clothing with objectionable or obscene words or
graphics are prohibited.
d. Although we have a variety of magazines, you may wish to bring reading material of yourown.
2.ITEMS YOU SHOULD NOT BRING. The MEPS does not have a locked storage area for
personal belongings. MEPS personnel are not responsible for loss or damage to your personal
property; therefore, you are highly encouraged not to bring the following items with you to the
MEPS:
a.Large amounts of cash -- The MEPS will provide you with meals, lodging, and transportation.
Therefore, you do not need to bring a lot of money with you to the MEPS.
b.Valuable items, such as, any type of electronic equipment (i-Phone, Tablets, etc.) jewelry,
expensive sunglasses.
c.Weapons or contraband of any kind (including pocketknives). Individuals entering a Federal
Facility are subject to search for contraband. You will not be permitted to enter the MEPS if you
have a weapon (even if you have a license or permit to carry the weapon) or any other illegal item
with you. Examples of prohibited items include:
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Firearms/ammunition

Flammable items
Self-defense weapons
Illicit drugs

Items with the appearance of
weapons (e.g. lighter that looks
like a gun/knife)
Knives, including pocket knives
Fireworks
Bongs/syringes/roach clips/rolling
papers
Leatherman/Gerber type tools
Razor-type blades/utility knives
Box cutters
Mace/pepper Spray
Baseball bats
Ice axes/ice picks
Alcohol

Bow and arrows
Explosive materials
Disabling chemicals
Martial arts weapons
BB Guns
Compressed air guns
Bombs
Tasers/Stun Guns
Note: This list is provided as examples and not intended to reflect all prohibited items.
3.TRANSPORTATION. Your recruiter may provide you with some transportation
options, such as (1) provide you with a bus ticket (2) schedule you to be transported by a
commercial shuttle service (3) driven by arecruiter.
You may wish to note that the shuttles generally do not depart the MEPS until around
PM.
Therefore, if you complete your processing early, you may have to wait for transportation home.
4.LODGING FACILITY. Many of you will spend the night at our lodging facility. The
following are a few things you should know about thisfacility:
a. Name:
b. Location:
c. Phone number:
d. Two applicants of the same gender are assigned to each room. You may not have overnight
guests of either gender in your room. For security reasons, we suggest that you not allow other
individuals, including other applicants, to come in yourroom.
e. Dinner is served from

to

. There is no charge for this meal.

f. You will be better able to successfully complete your military processing if you are well rested
and alert. Therefore, we suggest that you get a full and good night’ssleep.
g. The lodging facility has either a 24-hour security surveillance system or a security guard on
to
.
duty from
h. You will receive a wake-up call at approximately
i. Breakfast is served from

to

AM.
_. Again, there is no charge for this meal.

2

j. The vehicle taking you to the MEPS will depart the lodging facility atapproximately
AM. If you miss the vehicle it will be your responsibility to find transportation to the
MEPS.
k. Although the room, meals, and transportation are free, you are responsible for paying any
additional charges you might incur (TV pay channel, damage to your room, telephone calls,
etc.) before you leave the lodging facility.
NOTE: Your processing at the MEPS could be delayed if you fail to clear all charges at the
lodging facility.
l. While at the lodging facility, you will be treated like any other guest. You are responsible for
your behavior at all times and are expected to abide by all state laws and local ordinances. You
are also expected to treat all lodging facility employees and guests with respect and courtesy
during your stay. If you are disruptive or unruly, the lodging facility manager has the right to
evict you from the premises or call local police for assistance. If you damage hotel property, or
property belonging to other hotel guests, you may also face civil or criminal penalties. These
legal actions may delay or prevent you fromentering military service.
m.You are encouraged to refrain from drinking alcoholic beverages during your stay. As part of
your physical examination you will be administered an alcohol Breathalyzer test. If you fail the
test, you will not be allowed to process and may be disqualified from military service. Legal
drinking age is 21. It is against the law for individuals under the age of 21 to drink or possess
alcohol. Individuals who are of legal drinking age may face penalties for providing alcohol to
an individual who is under 21.
n. You should refrain from engaging in any other activity at the lodging facility that might lead to
injury, which may disqualify you for military service. Use common sense and good judgment
in using the swimming pool, exercise room, or other amenities provided by the lodging facility.
o. You may contact the front desk if you have any questions or concerns while at the lodging
facility.
5. ARMED SERVICES VOCATIONAL APTITUDE BATTERY (ASVAB). ASVAB is the
most widely used vocational aptitude battery in the country. It consists of a battery of ten tests.
The complete battery contains a total of 334 items and requires three hours to complete. It is
important that you do as well as you can on this test, as the results will be used not only to
determine your eligibility to join the service, but also to determine what jobs you are best
suited for. The test is given at a variety of locations, and in some cases, it may be given the
night or morning before your processing at the MEPS. You should work with your recruiterto
find a test location and time that best suits yourneeds.
NOTE: You cannot receive a physical examination at the MEPS until after you have received a
qualifying ASVAB score.
6. PROCESSING AT THE MEPS. Processing at the MEPS is generally oriented along one of
two schedules, depending on whether this is your first visit or if you are returning to ship to
basic training.

3

7. ADDITIONAL FACTS.
a. Smoking is not allowed in the MEPS. A smoking areais located at

.

b. Headphones may not be worn in the MEPS.
c. Glasses: Applicants who require corrective lenses should report with glasses rather than contact
lenses when possible.
NOTE: Colored lenses are not acceptable for the color vision test. If you do bring contact lenses,
ensure you bring the case and solution.
d. Telephone numbers:
(1) ArmyCounselor:
(2) NavyCounselor:
(3) Air Force Counselor:
(4) Marine CorpsLiaison:
(5) National GuardLiaison:
(6) Coast GuardLiaison:
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