
USAMMC-K


AREA IV   IN/OUT-PROCESSING CHECKLIST


CP CARROLL, CP WALKER, AND CP HENRY
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NAME: ________________________
Rank/Grade________
SSN____-____-______

Last,         first,           Mi

Unit_______________________   Section________________   Date _____________
Sponsor:_______________________
Rank/Grade_________
Contact Info._____________

WELCOME to the “Land of the Morning Calm” Republic of Korea.  Please in-process the stations

Listed below and return this form to the USAMMC-K  S-1 (Personnel), or S-3 (Training) within 10 working

days.  Sponsors will accompany incoming Soldier/Civilian throughout the entire in-processing schedule.  Individual/Sponsor is responsible in the completeness of this document. 
NOTE:  Offices are closed on Thursday for Sergeant’s Time Training (STT).  Ensure to bring all in-processing documents (originals), orders, employment letter, enough copies to satisfy all stations.
(IMPORTANT) Establish your Outlook account on the first day for communication process.
PART I  Battalion In-processing    BN HQs Building S-710, Cp Carroll, (Mon-Fri: 0830-1600)
1. S-1 In-processing   Bldg. S-718 (2nd floor front side),  DSN 765-1776 (Personnel Manager)
a. Unit Sign In

_____


f. ERB/ORB

_____

b. Orders

_____


g. Alpha Roster

_____
c. Leave Form

_____


h. Mail room

_____ Bldg. S-710
d. NCOER/OER
_____


i.


_____
e. DD Form 93/SGLI
_____


j.


_____

2. CPAC (DOD Civilians)  Bldg.1621, Camp Henry,  Area IV, (Daegu) DSN 768-7128/6624

a. Original copies Aplc.___
  f.  _______
____

k________
____
b. Orders

____
  g.  _______
____

l.  _______
____
c. Employment Let.
____
  h.  _______
____

m. ______
____
d. _________
__
____
   i.  _______
____

n.  _______
____
e. ___________
____
   j.  _______
____

o.  _______
____
3. S-2 In-processing   Bldg. S-718 (2nd floor front side), DSN 765-____(Security Manager)
a. Security Clearance
______


d. Intel-oversight Brief
_____

b. Security Clearance
______


e. AT Level 1 Cert.
_____ (Initial Training)
c. Security SOP
______
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4. S-3 In-processing   Bldg. S-718 (2nd floor, front side), DSN 765-1776 (Training Manager)

a. Turn in Training record (APFT/WPNS)
______
b. Turn in Driving record


______
c. Input/Update training DATA (DTMS)
______

d. You must attend the Installation Newcomer’s Brief on _______________.  (Reschedule coordinated by Training Manager)

e. You must complete the following Initial required Training within 30 days of arrival, and other important training that may apply. (attachment of the training Web-site will be provided)
1.  DOD Information Assurance Awareness Training   ____________  (IMO office)
2. Employee’s Safety Course


     ____________

3. Composite Risk Management Basic Course (CRM) ____________

4. Army Accident Avoidance Course

     ____________

5. Health Insurance Portability & Accountability (HIPAA)  ____________

6. Ethics Training




     ____________

7. (USFK) Theatre Specific training

     ____________
8. ________________________

 
     ____________

5. S-6/CIO In-processing   Bldg. S-718 (2nd floor, back side), DSN 765-8153 (CIO Manager)
a. Activate Outlook Account

______

b. Computer Users Policy

______

6. S-8/Human Resource In-processing   Bldg. S-710, DSN 765-8271 (HR Manager)
a. DTS (receipt for TDY)
______
b. Travel Card update

______

PART II  INTRODUCTION & DETACHMENT IN-PROCESSING  BN HQ, Bldg. S-710, Cp Carroll (Mon-Fri 0830-1600)

1. Meet Commander
      ______


Supply Rm. (Bldg. S-710)_____
2. Meet DCS

      ______


Arms Rm.(Bldg. S-710     _NA__
3. Meet DCO

      ______


NBC Rm. (Bldg. S-711)     _____
4. Meet Sponsor

      ______


Key control (Bldg. S-718) _____Mr. Pak
5. Retention NCO

      ______ (NA for Civ/Offc.)

6. Neo Warden (Bldg. S-718)   ______

7. E. O. Rep.

      ______
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PART III  POST IN-PROCESSING:






CAMP HENRY
1. Housing Referral
          DSN 768-6974  
Bldg B1304

______

(E-5 & above)




(Mon-Wed, Fri 0800-1700)







(Thurs  1300-1700

2. Army Community Service         DSN 768-7112
Bldg T-1103

______

(Mon-Fri 0900-1700)

3. Transportation HHG
           DSN 768-6794
Bldg T-1845

______
Mon-Fri 0800-1200, 1300-1700

4. Transportation MP
           DSN 768-7936
Bldg T-1530

______

Daily 0600-1800







CAMP CARROLL
1. Health Clinic

           DSN 765-7954
Bldg S-263

______

(Mon/Tue/Wed/Fri: (0800-1130)

2. Dental Clinic

           DSN 765-8685
Bldg S-137

______

(Mon-Wed/Fri: 0730-1130, 1230-1630)

(Thurs 0730-1630)

3. Education Center
           DSN 765-7729 
Bldg T-236

______
(Mon-Fri 0800-1200, 1300-1700)

4. Library


           DSN 765-8407      
Bldg S-110

______

(Mon/Wed-Sun1200-2100, Closed Tue)

____________________________________

Sponsor must ensure that the Soldier/Civilian


Sponsor  Signature



In-process at these locations by initialing when








They go to each location.

** INPROCESS VERIFICATION**

___________________________________
Supervisor Signature
RETURN THIS SHEET TO S-1/S-3 UPON COMPLETING INPROCESS (10 WORKING DAYS TO IN-PROCESS)

DUE TO S-1/S3 NLT_7 Jan 11________
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NOTES:
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