	S-1 E-MILPO CHECKLIST

	1.  REFERENCE MATERIAL.

	a. Are the following reference materials on hand:

	
	YES
	NO
	

	(1)  DA Pam 600-8-31
	
	
	

	(2)  AR 600-8-6
	
	
	

	(3)  AR 600-8-11
	
	
	

	(4)  AR 600-8-101
	
	
	

	(5)  AR 600-8-105
	
	
	

	(6)  AR 614-100
	
	
	

	(7)  AR 614-200
	
	
	

	(8)  E-Milpo Functional Guide dated 17 Jan 03
	
	
	

	(9)  E-Milpo Users Manual dated 14 Feb 03
	
	
	

	AREA
	YES
	NO
	REMARKS

	2.  ACCOUNT MANAGEMENT
	XXX
	XXX
	

	     a.  Do all assigned clerks have active E-Milpo accounts?
	
	
	

	b. Do at least 2 clerks have active 

E-Portfolio accounts? 
	
	
	

	     c.  Have accounts been requested on newly assigned Soldiers?
	
	
	

	     d.  Are clerks familiar with timeout e-milpo procedures?
	
	
	

	     e.  Do clerks have access to all assigned UICs through e-milpo? 
	
	
	

	REMARKS:
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	S-1 E-MILPO CHECKLIST

	AREA
	YES
	NO
	REMARKS

	5.  UNIT PERSONNEL ACCOUNTABILITY REPORT     (AAA-162) RECONCILIATION:  
	XXX
	XXX
	

	     a.  Is the S1 printing AAA-162 report weekly?
	
	
	

	     b.  Does the unit annotate the Unit Personnel 

Accountability Report (AAA-162) daily with newly arrived and departed personnel?
	
	
	

	     c.  Is the report properly used to monitor unit 

strength and database accuracy?
	
	
	

	     d.  Does the unit conduct at least twice a month reconciliation with the PSD of the AAA-162, AAA-165 and Alpha Roster (AAA-342)? (EOM & USR)
	
	
	

	     e.  Are all intra-unit assignment DA Form 4187s completed along with intra-unit moves prior to bi-weekly reconciliations with the PSD?
	     
	   
	

	     f.  Does the unit forward a copy of the reconciled 

and signed (Unit Commander) EOM AAA-162 report to the PAS?  Does the unit retain a copy on file?
	
	
	

	     g.  Does the unit conduct a PAI whenever a 

change of command occurs?  Is it forwarded to the PSD for review?
	
	
	

	     h.  Are reports retained and compared to prior EOM report to ensure all assigned personnel are listed?
	
	
	

	6.  UNIT PERSONNEL ACCOUNTABILITY NOTICES (AAA-165) RECONCILIATION:  
	XXX
	XXX
	

	a. Is the AAA-165 report printed daily?
	
	
	

	     b.  Are all descrepencies researched and fixed in a timely manner or turned over to the PSD to fix?
	
	
	

	b. Is the report retained and disposed of properly? 
	
	
	

	7.  UNIT MANNING REPORT (AAA-161):  
	XXX
	XXX
	

	a. Is the Unit Manning Report  maintained IAW 

AR 600-8-6, Chap 3, procedure 3-35? 
	
	
	

	b. Does the unit annotate the Unit Manning

Report daily with all newly arrived/departed personnel?
	
	
	

	c. Are newly assigned personnel assigned in 

position number 9992 beyond seven days after arrival in the unit?
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	S-1 E-MILPO CHECKLIST

	AREA
	YES
	NO
	REMARKS

	d. Are  Soldiers double-slotted or assigned to 

position number 9999?
	
	
	

	8.  ALPHA ROSTER (AAA-342):  
	XXX
	XXX
	

	a. Is the Alpha Roster printed weekly (at a 

minimum) and maintained properly?
	
	
	

	b. Is the Alpha Roster viewed weekly to 

determine Soldier’s Record Status Code (RSC)?
	
	
	

	     c.  Are RSC Codes TRA resolved within the S1?  
	
	
	

	     d.  Are AAA-342 being screened weekly along with the AAA-162?  
	
	
	

	9.  FILE MAINTENANCE:
	XXX
	XXX
	

	a. Are all files/reports maintained IAW 

AR 25-400-2?
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	ENLISTED EVALUATION REPORTS CHECKLIST

	AREA
	YES
	NO

	1.  RATING SCHEMES:  AR 623-205
	XXX
	XXX

	a. Does the S-1/orderly room maintain rating scheme and update as needed?
	
	

	b. Are rating officials qualified?
	
	

	c. Do rating schemes contain all required data (AR 623-205, 1-4b(1)(a)?
	
	

	d. Are expired or blank conditions monitored when rating schemes are updated?
	
	

	e. Are rating schemes published at least quarterly and posted on unit/S1 bulletin 

board?
	
	

	2.  CONTROL OF PROCESSING EVALUATION REPORTS:
	XXX
	XXX

	a. Does the clerk understand the processing requirements/procedures for all types

of reports?
	
	

	b. Is a query prepared to identify Soldiers due Annual & PCS/Change of

Rater evaluations?
	
	

	c. Are procedures in place to ensure raters/senior raters are notified in the event 

they change due to PCS or change of duty position?
	
	

	d. Are tracking logs used to assist with monitoring a Soldiers evaluation from date of

initiation to submission to PSD?  
	
	

	e. Are there any late reports still outstanding?
	
	

	f. Are procedures in place to ensure raters/senior raters are notified in the event

the rated Soldier is eligible for a Complete the Record evaluation?  
	
	

	3.  QUALITY ASSURANCE:
	XXX
	XXX

	a. Does the S-1 clerk/PSNCO review completed evaluation reports prior to 

forwarding to PSD?
	
	

	     b.  Does the S-1 clerk/PSNCO understand the procedures for Commanders Inquiries?
	
	

	c. Does the S-1/orderly room understand the  appeal procedures?
	
	

	d. Does the S-1/orderly room keep copies of evaluation reports?
	
	

	REMARKS/RECOMMENDATIONS: 
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	OFFICER EVALUATION REPORTS CHECKLIST

	AREA
	YES
	NO

	1.  RATING SCHEMES:  AR 623-105
	XXX
	XXX

	    a.   Does the S-1 Section maintain a copy of the officer rating chain and update as needed?  
	
	

	b.  Are rating officials qualified?
	
	

	c.  Do rating schemes contain all required data (AR 623-105, para 2-3)?
	
	

	d.  Are expired or blank conditions monitored when rating chains are updated?
	
	

	f. Are rating chains published at least quarterly and given to the BN Cdr for

approval/authentication?
	
	

	2.  CONTROL OF PROCESSING EVALUATION REPORTS:
	XXX
	XXX

	a.  Does the clerk understand the processing requirements/procedures for all types

of reports?
	
	

	     b.  Are queries prepared to identify Soldiers due Annual & PCS evaluations?
	
	

	c.   Are procedures in place to ensure raters/senior raters are notified in the event 

they change due to PCS or change of duty position?
	
	

	d.  Are tracking logs used to assist with monitoring a Soldiers evaluation from date of

initiation to submission to PSD?  Are OERs mailed/digitally sent to DA and annotated on tracking log?
	
	

	e.  Are there any late reports still outstanding?
	
	

	      f.  Are procedures in place to ensure the rated officer and rater/senior rater are notified in the event the rated Soldier is eligible for a Promotion, Complete the Record or Senior Rater Option evaluation report?  
	
	

	3.  QUALITY ASSURANCE:
	XXX
	XXX

	a. Does the S-1 clerk/PSNCO review completed evaluation reports prior to 

forwarding to PSD?
	
	

	b. Does the S-1 clerk/PSNCO understand the procedures for referred evaluation 

OERs?
	
	

	c. Does the S-1 clerk/PSNCO understand the procedure for Commanders Inquires?
	
	

	d. Does the S-1/orderly room understand the appeal procedures?
	
	

	e. Does the S-1/orderly room keep copies of evaluation reports?
	
	

	REMARKS/RECOMMENDATIONS:
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	OFFICER PROMOTION CHECKLIST

	AREA
	YES
	NO

	1.  REQUIRED REFERENCES (AVAILABILITY):
	XXX
	XXX

	a. AR 600-8-29?
	
	

	b. New DA Junior Officer Promotion Procedures dtd Aug 03?
	
	

	c. PSD/Unit MOIs?
	
	

	d. Section SOP?
	
	

	2.  CONTROL/PROCESSING PROMOTION REQUESTS:
	XXX
	XXX

	a. Are tracking systems established to monitor junior officers promotion eligibility

dates?
	
	

	     b.  Have BN Cdr appointed at least one individual to act on the Commanders behalf to execute disapprove Junior Officer promotions?
	
	

	     c. Upon verification that an officer is ineligible for promotion, does the S1 follow the

procedures outlined in the DA Promotion MILPER MSG?
	
	

	     d.  Are promotion orders and certificates provided to the Soldier within three daysof promotion effective date?
	
	

	3.  QUALITY ASSURANCE:
	XXX
	XXX

	a. Does the S-1/PSNCO review completed Promotion Recommendation

(DA Form 78-R-E) when promotions are denied prior to forwarding to PSD?
	
	

	     b.  Does the S-1/PSNCO provide a copy of the flag to the PSD when promotion is denied due to flagging action?
	
	

	     c.  Do the promotion clerk have access to TOPMIS II?
	
	

	     d.  Is the promotion clerk tracking officers who are required to sign DA Form 71 Oath of Office upon promtion MAJ/CW3?
	
	

	REMARKS/RECOMMENDATIONS:
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	REASSIGNMENT PROCESSING

	AREA
	YES
	NO
	REMARKS

	1.  ARE THE FOLLOWING REFERENCES AVAILABLE:
	YES
	NO
	REMARKS

	a. AR 600-8-11 (Reassignment) & Update to 

CH 7, 
	
	
	

	b. AR 600-8-105
	
	
	

	c. AR 614-30 (Overseas Service) 
	
	
	

	d. AR 614-100 (Officer Assignment Policies, 

Details and Transfers) 
	
	
	

	e. AR 614-200 (Selection of Enlisted Soldiers

for Training and Assignment) 
	
	
	

	f. Does each clerk have a desktop SOP?   
	
	
	

	2.  REASSIGNMENT PROCESSING:
	XXX
	XXX
	XXXXXXXXXXXXXXXXXXXXXX

	a. Does the clerk have access to E-MILPO/E-

Portfolio along with their own ID and password?
	
	
	

	     b.  Does the clerk print the E-Portfolio 120 day DEROS report weekly to determine who must complete levy online briefings?  
	
	
	

	    c.   Is the clerk printing the E-MILPO 

Reassignment Notices (Memorandum, AAA-231) weekly and distributing to the Soldier in a timely manner?  
	
	
	

	d. Does the BN S1 screen the notice for 

special processing requirements and schedule the BNS1 Interview?  
	
	
	

	e.  Does the S-1/orderly room ensure that 

Soldiers complete their levy online briefing?
	
	
	

	f. Does the BN S-1 Ensure that all 

documentation and requirements for the Soldiers’ AI are completed & forwarded to the PSD for orders issuance?
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	REASSIGNMENT PROCESSING

	AREA
	YES
	NO
	REMARKS

	g. Are PSD orders received at least 90 days

prior to Soldier’s DEROS?
	
	
	

	h. Is the S1 notifying the PSD of all Soldiers

within 120 days of DEROS without AI on the E-Portfolio 120 day DEROS Report?
	
	
	

	     j.  Is E-Portfolio used to identify Soldiers who lack gaining assignment information in E-MILPO and provided to Redeployment for resolution?
	
	
	

	b. Does the S-1/orderly room submit Local 

OCONUS transactions to update EDAS and 

E-Milpo for intra-unit reassignments?
	
	
	

	3.  PROCESSING DEL/DEF/FSTE & COTs:
	YES
	NO
	REMARKS

	a. Is the S-1/orderly room aware of policies

and procedures for requesting deletion or deferment of AI and counsels/assists Soldiers with applications?
	
	
	

	b. Is the S-1/orderly room ensuring requests 

for deletion/deferment are submitted within 30 calendar days from the EDAS cycle date, or if situation arises after the initial 30 day period, the request is submitted within 72 hours?
	
	
	

	c. Is the BN S1 aware of procedures for

processing request for Consecutive Overseas Tour (COT)?
	
	
	

	d. Is the BN S1 aware of procedures for 

processing request for curtailment of Foreign Service Tour (FSTE)? 
	
	
	

	REMARKS/RECOMMENDATIONS:
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	E1 – E4 ADVANCEMENTS CHECKSHEET

AR 600-8-19

	AREA
	YES
	NO
	REMARKS

	1. Is the current AAA-117 report reconciled against the 

previous months report to determine if previous actions have processed?  
	
	
	

	2. Does S1 screen AAA-117 report for

Additions, deletions, grade discrepancies, and are the reports annotated with current data? If changes are made, are they then transferred to adhoc query?  
	
	
	

	3.  Does the unit use a battalion roll-up to compute E4 waiver allocations using AUTHORIZED E4 strength only?  Are allocations computed correctly?
	
	
	

	4.  Is a memorandum prepared notifying each unit 

commander of the number of waiver allocations available? 
	
	
	

	5.  Do commanders review the AAA-117 report to determine

advancement potential of each Soldier by indicating “YES/NO” next to the Soldier’s name and initialing? Does the commander sign the report?  Does the battalion commander review and sign the report for all SPC advancements?
	
	
	

	6.  Is DA Form 4187 denying automatic advancement to PV2-SPC prepared and signed prior to the 20th of the month preceding the month of promotion?    
	
	
	

	7.  Is a Flag Transaction submitted NLT the 20th of the month to stop an automatic promotion ?
	
	
	

	8.  Are erroneous advancements corrected in E-MILPO prior to forwarding the signed report to the PSD?
	
	
	

	9.  Is DA Form 4187 prepared for all Soldiers

advanced w/waiver.
	
	
	

	10.  Is a copy of the AAA-117 report forwarded to the PSD 

after completion and verification along with waiver computation worksheet, ADHOC query, and two copies of  DA Form 4187 on each Soldier selected for advancement by by the 20th of the month? 
	
	
	

	11. Is one copy of the AAA-117 report, waiver computation 

worksheet (AAA-119),  ADHOC query and copy of promotion orders filed in accordance with AR 25-400-2?
	
	
	

	12. Are there any illegal promotions?
	
	
	

	13. Are advancement certificates (DA Form 4874) prepared

for those Soldiers advanced to SPC?
	
	
	

	14.  Are grades changes being submitted in E-Milpo for  SPC and below that are being reduced (in ranks)?
	
	
	

	15.  Are Soldiers that are advanced/denied promotion receiving the correct pay for their new rank?
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	SGT/SSG PROMOTION CHECKSHEET

	AREA
	YES
	NO
	REMARKS

	1. Does the commander use the Enlisted Promotion Report 

(AAA-294) to identify Soldiers eligible for promotion to SGT/SSG?  
	
	
	

	2. Does the commander review the AAA-294 report for 

remarks that would place a Soldier in a non-promotable status to ensure the remarks are still valid?
	
	
	

	3. Does the commander complete the DA Form 3355 

Section A for those Soldiers recommended for promotion?
	
	
	

	4. Does the promotion authority complete DA Form 3355, 

Section A by entering the signature block, signature and checking approval or disapproval?
	
	
	

	5. Is the promotion board properly appointed by the 

promotion authority?
	
	
	

	6. Does the S-1/orderly room promotion clerk review the DA

Form 3355 with the Soldier to determine accuracy and completeness?
	
	
	

	7. Is Soldier's signature obtained on the worksheet? Are 

promotion boards convened prior to the 15th of the month?
	
	
	

	8. Does promotion authority convene a promotion board 

and, after the board adjourns, review the report of board proceedings, either personally approve or disapprove the report within 3 working days?
	
	
	

	9.  Are the original report of  board proceeding, DA Form 3356 and DA FM 3357 filed by the promotion authority.
	
	
	

	10  Are tracking systems established to monitor 

Reevaluations, Point Adjustments and Initials submitted to the PSD?  Is the progress monitored through completion until returned back to the S1/Soldier?
	
	
	

	11.  Are Soldiers identified for removal from the Promotion 

Standing List and are requests for removal forwarded to the PSD?
	
	
	

	12.  Are copies of the AAA-095 report authenticated by the unit commander and forwarded to the PSD by the established suspense date? 
	
	
	

	13.  Does the promotion clerk review the EDAS C-10 report 

for accuracy, ensure all recommended Soldiers are listed on the report and report all discrepancies to the PSB for correction action?
	
	
	

	14.  Does the S-1/orderly room ensure that the latest and 

most accurate scores are correct on the EDAS C-10 along with recommended Soldier’s initials?  Are EDAS C-10s posted and SSNs omitted? 
	
	
	

	15.  Does promotion clerk notify the PSD of reductions 

involving SGT/SSG personnel?
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	SGT/SSG PROMOTION CHECKSHEET

	AREA
	YES
	NO
	REMARKS

	16.  Is DA Form 3355 filled out correctly for all Soldiers “not

recommended” and does it include the Unit Commander and Promotion Authority signature?
	
	
	

	17. Is DA Form 3355, initial and quarterly counseling filed at the Promotion Authority Level BN S1 for Soldiers “not recommended”?
	
	
	

	18.  Are Unit Commanders providing BN S1 with copies of counseling (quarterly) for the Promotion Authority review?
	
	
	

	19. Does the S-1/orderly room issue promotion certificates to

Soldiers who are advanced or promoted?
	
	
	

	20. Are files maintained IAW AR 25-400-2?
	
	
	

	REMARKS/RECOMMENDATIONS:
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	SUSPENSION OF FAVORABLE PERSONNEL ACTIONS CHECKSHEET

AR 600-8-2; WCS Book, pg C-95

	AREA
	YES
	NO
	REMARKS

	Is the DA Form 268 reviewed and  authenticated by the S-1 or commander? I
	
	
	

	Does the S-1furnish a copy of AAA-O95 report and DA Form 268 to S-2 as required by regulation?  
	
	
	

	3.   Is a copy of DA Form 268 forwarded to the servicing PSD on a monthly basis as required?
	
	
	

	4.  Does the S-1/separate company orderly room update and

annotate the AAA-O95 report?
	
	
	

	5.  Is the S-1/separate company orderly room sending the 

AAA-O95 report to the unit for review and unit commander signature?
	
	
	

	6.  Is a copy of DA Form 268 forwarded to the Reenlistment NCO for submission of the ERUP code through the RETAIN system?  
	
	
	

	7.  Is the S-1retaining the final copy of DA Form 268 in a separate folder for one year?
	
	
	

	8.  Is the AAA-160 Roster reviewed to ensure all Soldiers are listed on the AAA-095 Roster?  
	
	
	

	9.  Are E-MILPO transactions initiated to change a FLAG 

Code from “AA” to “HA” to identify Soldiers undergoing the punishment phase of UCMJ action?
	
	
	

	10. Are E-MILPO transactions to initiate and remove FLAG

submitted with the correct effective date?
	
	
	

	11.  Is the S1 printing the Flag Reports from E-Portfolio to ensure the correct ERUP codes are in the database?
	
	
	

	REMARKS/RECOMMENDATIONS:
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	AWOL AND DFR CONTROL CHECKSHEET

	AREA
	YES
	NO
	REMARKS

	1. Whenever a Soldier is absent without authorized 

leave, does the commander conduct an immediate inquiry to determine the Soldier's true status?
	
	
	

	2.  Based on the latest AAA-162 report, is there any Soldier listed in an AWOL/DFR duty status?
	
	
	

	3.  Does the S-1/separate company unit clerk prepare 

a DA Form 4187 for submission to PSD and finance upon notification that Soldier is AWOL (24 hours after scheduled return date)?  
	
	
	

	4.  Does the S-1/separate company notify the local 

Provost Marshal within 24 hours of Soldier's absence and provide information which could lead to early apprehension?
	
	
	

	5.  Does S-1/unit commander initiate Suspense of 

Favorable Actions (FLAG) upon determination that a Soldier is AWOL and duty status AWOL submitted?
	
	
	

	6.  Does S-1/unit commander initiate action regarding

reporting of derogatory information and suspense of access?  Is DA Form 5248-R submitted to S-2?
	
	
	

	7.  Is a signed copy of the personal property inventory

retained by the S-1/separate company for inclusion in the DFR packet (upon 31 days AWOL?
	
	
	

	8.  Does the S-1/separate company prepare a letter

notifying absentee's next of kin by 10th day of absence?
	
	
	

	9.  Does the S-1/separate company drop individual

from the units rolls at 0001 hours on the 31st consecutive day of AWOL?
	
	
	

	10. Does the S-1/separate company prepare 

memorandum revoking security clearance?
	
	
	

	11. Does S-1 propare a DA Form 4187 for DFR?  
	
	
	

	12. Does S-1 submit the DFR E-MILPO transactions?
	
	
	

	13. Does the unit commander complete DD Form 553 

and forward a copy to the local provost marshal office?
	
	
	

	14. Does the unit commander complete DD Form 458 

and forward along with DFR packet to PSD?
	
	
	

	15.  Does the unit forward a copy of the DA Form 4187 AWOL, DA Form 4187 DFR along with the DD Form 553 within 7 days ?
	
	
	

	16. Does the unit forward the original copy of the DFR

packet within 48 hours after Soldier has been placed in a DFR status.
	
	
	

	17. Are files maintained IAW AR 25-400-2 ?
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	LEAVE CONTROL CHECKSHEET

	AREA
	YES
	NO
	REMARKS

	1.  LEAVE PROCESSING:
	XXX
	XXX
	XXXXXXXXXXXXXXXX

	a. Are references available? AR 600-8-6 

(Personnel Accounting & Strength Reporting) & AR 600-8-10 (Leaves and Passes)
	
	
	

	b. Is written guidance/local SOP available 

pertaining to leave processing procedures?  
	
	
	

	c. Is the leave log and control numbers initialized at

the beginning of the fiscal year?
	
	
	

	d. Is the Leave Control Log updated and leaves

“closed out” by ensuring leave is sent to FAO, chargeable days are annotated, and receipt of JACCS7 is received from FAO within 2 weeks?
	
	
	

	e. Does the unit leave clerk properly enter the leave

data into Leave Control Log?
	
	
	

	f. Does the unit leave clerk attach a copy of the

DA Form 31 to the UTL and forward to the servicing finance office within 3 days?
	
	
	

	g. Does the unit leave clerk maintain a file 

suspense copy of the unit transmittal letter (UTL) and organization copy  DA Form 31? 
	
	
	

	h. Does the leave clerk properly VOID leaves when

dates change or leave is canceled? 
	
	
	

	Are files maintained IAW AR 25-400-2?
	
	
	

	2.  SIGN-IN/OUT PROCEDURES:
	XXX
	XXX
	XXXXXXXXXXXXXXXX

	a. Are procedures established for maintaining the 

Personnel Register and designate a place where it will be located, during and after duty hours?
	
	
	

	b. Are there instructions on how to complete the 

DA Form 647 and DA Form 31 posted in the immediate vicinity of the register, easily accessible to individuals signing in or out?
	
	
	

	c. Is the DA Form 647 used until all spaces are 

filled?  Are individuals closing out the DA Form 647 at 2400 hours daily?
	
	
	

	d. Are entries being placed in the “REMARKS” 

section of the DA Form 647 indicating the from/to date of PCS leave?
	
	
	

	e. Are files maintained IAW AR 25-400-2

(FN 600-8-6a)
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	EMERGENCY LEAVES CHECKSHEET

	AREA
	YES
	NO
	REMARKS

	1.  LEAVE PROCESSING:
	XXX
	XXX
	XXXXXXXXXXXXXXXX

	         a.      Does the S-1 follow the guidance for eligibility IAW ar 600-8-10 chapter 6? 
	 
	 
	 

	         b.      Does the unit receive notification of emergency leave with/without an American Red Cross message?
	 
	 
	 

	         c.        If the unit commander approves emergency leave, are blocks 1-13 & 19 completed prior to being sent to the servicing PSD?
	 
	 
	 

	         d.      Are commanders in the grade of CPT and above approving emergency leave for death of immediate family member?  All other cases LTC or higher?
	 
	 
	 

	         e.    If local parentis is the immediate family member does a copy of the local parentis memorandum accompanied with the DA Form 31 to the servicing PSD?
	 
	 
	 

	         f.    Does the unit leave clerk sign the soldier out in block 14 of the DA Form 31 prior to departing the unit for leave?
	 
	 
	 

	         f.    Does the unit leave clerk sign the soldier out in block 14 of the DA Form 31 prior to departing the unit for leave?
	 
	 
	 

	        g.    If command sponsored family member is traveling with sponsor is the appropriate level commander authorizing the MEL ?
	 
	 
	 

	        h.    Does the unit assist the soldier for departure to the airport 2 hours prior to departure?
	 
	 
	 

	i.    Are files maintained IAW AR 25-400-2?
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	AWARDS RECOGNITION PROGRAM

	AREA
	YES
	NO
	REMARKS

	1. Are required references available (AR 600-8-22 &

AR 600-8-105)?
	
	
	

	2. AWARDS FOR ACHIEVEMENT OR SERVICE:
	XXX
	XXX
	XXXXXXXXXXXXXX

	a. Is there a command awards program?
	
	
	

	b. Are Soldiers being identified for consideration for 

award using a loss roster or adhoc query prior to DEROS/ETS/RET?
	
	
	

	c. Is the PSNCO/awards clerk ensuring basic 

qualifications for awarding of the Driver/Mechanic’s Badge are met (IAW AR 600-8-22, para 8-28d)?
	
	
	

	d. Are orders (Driver/Mechanic’s Badge) being 

published IAW AR 600-8-105?
	
	
	

	e. Are award recommendations (AAM, ARCM, etc.) 

processed IAW AR 600-8-22?
	
	
	

	f. Are award files being maintained 

IAW AR 25-400-2?
	
	
	

	g. Are permanent orders filed IAW AR 25-400-2 & 

AR 600-8-105?
	
	
	

	3. AWARD OF THE ARMY GOOD CONDUCT

 MEDAL:  
	XXX
	XXX
	XXXXXXXXXXXXXX

	a. Is the award clerk familiar with the qualification 

criteria for award of the Army Good Conduct Medal?
	
	
	

	     b.  Does the award clerk print the E-Portfolio query to identify Soldiers eligible for the award of the AGCM?  Are blank/overdue data resolved with the PSD?
	
	
	

	     c.  Does the award clerk verify that all Soldiers on the query are currently in the unit and advise the PSD of any problems with the query? (In writing ie .. Memo or Email)
	
	
	

	     d.  Does the clerk ensure all processing actions are accomplished and forwarded to the PSB?
	
	
	

	     e.  For Soldiers NOT qualified for award of the Army Good Conduct Medal, is a disqualification statement by the commander and statement from the Soldier sent to the PSD for posting to the Soldier’s record and forwarded to USAEREC for posting to the OMPF?
	
	
	

	     f.  Are files maintained IAW AR 25-400-2 ?
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	MEAL CARD MANAGEMENT

	AREAS
	YES
	NO
	REMARKS

	1.  REFERENCES:
	XXX
	XXX
	XXXXXXXXXXXXXXXXXXXXXXX

	a. Does unit have AR 600-38 readily 

available?
	
	
	

	b. Does unit have EUSA suppl to 

AR 600-38 readily available?
	
	
	

	2  VERIFICATION DOCUMENTS:
	XXX
	XXX
	XXXXXXXXXXXXXXXXXXXXXX

	a. Are the following duty appointment

memorandums available:
	
	
	

	(1) Meal Card Verification Officer 

(MCVO)
	
	
	

	(2) Meal Card Control Officer MCCO)
	
	
	

	(3) Meal Card Controller (MCC)
	
	
	

	3.  MEAL CARD ISSUING PROCEDURES:
	XXX
	XXX
	XXXXXXXXXXXXXXXXXXXXXX

	a. Does the MCCO request Meal Card

Control Book(s) from the BCO using DA Form 3161?
	
	
	

	b. Does the MCCO issue Meal Card 

Control Book(s) using DA Form 3161 or DA Form 410 and is the completion of control and transfer located in front of the book(s)?
	
	
	

	c. Does the unit issue meal cards using 

DD Form 714?
	
	
	

	d. Does unit properly maintain 

DA Form 4809-R (Meal Card Control Register)?
	
	
	

	e. Does unit maintain one or more

three ring binders containing active DA Form 4809-Rs for each meal card issued per AR 600-38, para 3-6?
	
	
	

	f. Does unit maintain a binder(s) 

containing inactive DA Form 4809-Rs?
	
	
	

	g. Are DA Form 4809-Rs filed 

alphabetically by last name for meal cards issued on a permanent basis (Active Binders)?
	
	
	

	h. Are DA Form 4809-Rs filed 

numerically by meal card sequence number (Inactive Binders)?
	
	
	

	i. Are meal cards signed by the 

authorizing official or by the Meal Card Control Officer?
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	MEAL CARD MANAGEMENT

	AREAS
	YES
	NO
	REMARKS

	4.  TURN-IN/TRANSFER OF MEAL CARD CONTROL BOOKS
	XXX
	XXX
	XXXXXXXXXXXXXXXXXXXXXX

	a. Are used Meal Card Control Books

turned into the BCO/MCCO using DA Form 3161 and next unused transfer control receipt from front of book?
	
	
	

	b. Are used Meal Card Control Books 

turned into the BCO/MCCO within 5 duty days after the book becomes inactive or when the last card has been issued?
	
	
	

	c. Is change over memorandums being

prepared whenever a new MCCO is appointed?  Does the memorandum contain all supporting items as outlined in AR 600-38?
	
	
	

	4.  MEAL CARD ACCOUNTABILITY:
	XXX
	XXX
	XXXXXXXXXXXXXXXXXXXXXX

	a. Are meal cards safeguarded against

theft?
	
	
	

	b. Is the MCCO conducting an audit of 

meal card accountability as of 31 Dec of each year, and are results reported in a letter format?  Is this report forwarded to the BCO for review?
	
	
	

	c. Are audit deficiencies corrected by 

the MCCO within 30 days and the appropriate commander notified in writing?
	
	
	

	5.  ISSUING FIELD MEAL CARDS/BAS RECOUPMENT/SUSPENSION:
	XXX
	XXX
	XXXXXXXXXXXXXXXXXXXXXX

	a. Are commanders initiating BAS 

recoupment when unit field exercises are 1-14 days in length using DA Form 4187?  
	
	
	

	b. Are requests for BAS recoupment 

submitted and forwarded to finance within 3 working days from the termination of the field exercise?
	
	
	

	c. Are commanders initiating written 

action to suspend BAS when unit field exercises are over 14 days in length using DA Form 4187?
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	MEAL CARD MANAGEMENT

	AREAS
	YES
	NO
	REMARKS

	d. Are copies of each request

(DA Form 4187s) being placed in a suspense file to ensure that reinstatement of BAS occurs?
	
	
	

	6.  FILE MAINTANANCE:
	XXX
	XXX
	XXXXXXXXXXXXXXXXXXXXXX

	a. Are files maintained IAW 

AR 25-400-2?
	
	
	

	REMARKS/RECOMMENDATIONS:
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	THE TOTAL ARMY SPONSORSHIP PROGRAM

	AREA
	YES
	NO
	REMARKS

	1.  REFERENCES:
	XXX
	XXX
	XXXXXXXXXXXXXXXXXX

	     a.  AR 600-8-8 dated 3 Apr 02
	
	
	

	     b.  8th US Army Policy Letter #19
	
	
	

	     c.  Current Copy of Bde / Bn Sponship Policy
	
	
	

	AREA
	YES
	NO
	REMARKS

	2.  APPOINTING SPONSORS
	XXX
	XXX
	XXXXXXXXXXXXXXXXXX

	     a.  Are sponsors being appointed through automated SMS or manually?
	
	
	

	     b.  Do all sponsors have an AKO account and have the account been verified by the S-1?
	
	
	

	     c.  Are sponsors being trained on SMS or through ACS?     
	
	
	

	     d.  Are sponsors in a grade equal to or higher than the incoming soldier?
	
	
	

	     e.  Is the sponsor of the same gender, marital status and CMF when feasible?
	
	
	

	     f.  Is the sponsor familiar with unit , activities, and community?
	
	
	

	     g.   Is the sponsor being replaced by the incoming soldier?
	
	
	

	     h.   Is the sponsor within 60 days of PCS?
	
	
	

	     i.   Are sponsors familiar with the 8th PERSCOM sponsorship website: (https://sms.korea.army.army.mil)
	
	
	


	AREAS
	YES
	NO
	REMARKS

	3.  NOTIFICATION
	XXX
	XXX
	XXXXXXXXXXXXXXXXXX

	     a.  Does the Battalion Commander and CSM prepare and forward the initial Welcome Letter?
	
	
	

	     b.  Do the welcome letter have  at a minimum:
	
	
	

	     c.   Work address, phone number, and email address personal or official?  
	
	
	

	     d.   The 8th PERSCOM Sponsorship website:

(http://www-8perscom.korea.army.mil)
	
	
	

	     c.  Is the sponsor notified within 10 calendar days thru official channels?
	
	
	


	AREAS
	YES
	NO
	REMARKS

	3.   INTERGRATION
	
	
	

	     a.  Do the sponsor keep the chain of command informed of incoming soldiers status?
	
	
	

	     b.  Do sponsor arrange for temporary lodging and transportation upon arrival?
	
	
	

	     c.  Do sponsors greet and receive new soldiers at 1RC ?
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