The following information needs to be provided to HRO-AGR office before an Initial Tour Order can be published.
Print this form to ensure that you have all the information!

	New Hire In-Processing Checklist

	
	Yes
	No

	Pay Section
	 
	 

	SF1199 (Direct Deposit) 
	 
	 

	DA3685 (Pay Elections) 
	 
	 

	DD2058 (State of Legal Residence) 
	 
	 

	DA5960 (Basic Allowance for Quarters) 
	 
	 

	DA4187 (Personnel Action) 
	 
	 

	8286 (Servicemember’s Group Life Insurance) 
	 
	 

	8286A (Family Coverage Election) 
	 
	 

	DD93 (Record of Emergency Data) 
	 
	 

	W4/IT4 (Federal/State Tax) 
	 
	 

	 
	 
	 

	Personnel Section
	 
	 

	AGOH 614-200 a/b 
	 
	 

	DA4836 (Extension) (if needed) 
	 
	 

	Request for Orders 
	 
	 

	(with PCS if needed) 
	 
	 

	 
	 
	 

	
	
	

	
	
	

	Medical
	Yes
	No

	Current Phys (within 2 years) 
	 
	 

	If not Chapter 3 Phys 
	 
	 

	If so but not within 6 months 
	 
	 

	Need HIV/AMC 
	 
	 

	Male- DAT needed 
	 
	 

	Female- DAT/PREGNANCY needed 
	 
	 


 

1

