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HQ 5TH SIGNAL COMMAND

 CIVILIAN PERSONNEL IN-PROCESSING CHECKLIST

	INSTRUCTIONS

	New personnel must complete all applicable in-processing requirements within 10 days of arrival, including required in-person appointments.  G1 Assistant will sign and date checklist when completed.  

	SECTION 1 – CIVILIAN PERSONNEL INFORMATION

	1. EMPLOYEE NAME (Last, First, Middle Initial)                                                                             


	2. ARRIVAL DATE (YYYY/MM/DD)



	3. GRADE/ SERIES


	4. TITLE
  
	5. STATUS (X one) 

    Permanent          Temporary          Intern          Summer Hire  

	SECTION 2 – DIRECTORATE INFORMATION

	1. DIVISION/BRANCH
	2. SUPERVISOR’S NAME (Last & First)

	3. DSN TELEPHONE NUMBER


	
	

	

	SECTION 3 – IN-PROCESSING REQUIREMENTS

	Responsible action officers should initial and date when their action is completed.  Enter "N/A" under "Date Completed" for inapplicable action items.

	ACTION ITEM
	INITIAL/DATE COMPLETED

	1.   G1  WAAF Bldg 1007 Room 320
	

	a. Collect Orders and Transportation Agreement
	

	b. Provide In-Processing Checklist As Needed
	

	c. Probationary Period Documents As Needed
	

	d. VRA Documents As Needed
	

	e. 
	

	2.  IMO   WAAF Bldg 1007 Room 229/006
	

	a. Obtain Required forms for  System Authorization Access Request 
	

	b.     Set up user account
	

	c. 
	

	3.  G2 SECURITY MANAGER   WAAF Bldg 1007 Room 011
	

	a. Verify Security Clearance for Badge (if required)
	

	b. 
	

	c. 
	

	4.  PAO   WAAF Bldg 1007 Room 307
	

	a. Take official Command photo
	

	5.  HHC   WAAF Bldg 1034 
	

	a. Obtain Ration Card
	

	
	

	6.  G8    WAAF Bldg 1009
	

	a.  See Defense Travel System (DTS) Manager (to transfer/activate account)
	

	b. See Government Travel Card Manager (to transfer/activate account)
	

	c. 
	

	7.  DODDS    
	

	a. Register/Enroll school age children
	

	b. 
	

	8. CIVILIAN PERSONNEL  ADVISORY CENTER (CPAC)  Mainz-Kastel Bldg 4043
	

	a. Complete Civilian Personnel Forms and Training
	

	b.  Initiate CAC Application As Needed
	

	c.  Initiate SOFA application As Needed
	

	9. Transportation  WAAF Bldg 1023W Room 203
	

	a. Verify incoming shipments 

	b. 

	10. Housing  WAAF Bldg 1023W Room 108
	

	a. Set up housing briefing 
	

	b. 
	

	11. Medical/Dental  WAAF Bldg 1040
	

	a. Register at clinics (as needed)
	

	
	

	12.  IACS  WAAF Bldg 1023N Room 138
	

	a. Register self and family members in IACS system
	

	
	

	13.  CMR  WAAF Bldg 1030
	

	a. Register for mail box
	

	
	

	
	

	
	

	Employee Benefit Information can be found at:
	

	https://www.abc.army.mil/NewEmployee/NewEmployeeOrientation.htm
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