        INCOMING CIVILIAN, MILITARY & CONTRACTOR PERSONNEL CHECKLIST
                                           TURN IN COMPLETED FORM TO YOUR PERSONNEL/OPERATIONS OFFICE NLT 1 WEEK AFTER CHECK IN
Name: ________________________________                 Supervisor: ____________________________
Region/Dept/Office Symbol: ______________                Report Date: ____________________________
SPONSOR: _____________________________
Sponsor will coordinate appropriate office calls with supervisory chain of command
	Region/Dept
	Who
	Bldg
	Room
	POC
	Phone
	Action
	Initials

	BELVOIR-HR  
	BELVOIR PERSONNEL
	204
	104
	Service Reps
	
	Inprocessing, Badge, Photo, Emts, CAC card, EBIS, 
DFAS E Portal

Sec Clearance, Emerg Data
Milt:  Orders/Fitness card (A)
	

	BELVOIR-HR
	MILITARY OFFICERS
	204
	104
	Service Rep
	
	Service Element Senior Officer
	

	BELVOIR-PO
	BELVOIR  PERSONNEL
	202
	113
	
	
	Parking Tag
	

	BELVOIR-PRM
	BELVOIR PERSONNEL
	202
	233
	
	
	Travel Card Program
DTS System
	

	BELVOIR-IS
	BELVOIR PERSONNEL
	209
	91
	Helpdesk 
	
	Email Account, Username/Password
	

	ALL DAU SUPERVISORS
	ALL DAU PERSONNEL
	Your Office
	
	
	
	Discussion of DAU Policies, Job Description, Duties, Training, & IDP
	

	BELVOIR-4th ESTATE
	ALL DAU FACULTY
	291
	204
	
	
	DAWIA Certification 
	

	BELVOIR-PRM
	ALL DAU FACULTY
	202
	219
	
	
	DAWIA Audit Tool
	

	
	
	
	
	
	
	
	

	MID ATLANTIC 
SOUTH REGION

MID WEST

WEST REGION
	ALL PERSONNEL
	OPS
	MA
S

MW

W
	
	
	Inprocessing, Name Tag, Desk Phone, Phone Card, Email, CAC Card, Network Access, Bldg Access Card, Business Cards, Property,  EBIS, DFAS E Portal, eMTS, DTS, Security Clearance, 

OPS Manual, Emerg Data, Prof Development Profile, Safety & Health Record
	

	
	
	
	
	
	
	
	

	SOUTH REGION
	SOUTH PERSONNEL
	Redstone Arsenal 
	Bldg 3423
	Provost
	
	Auto Decal
	

	
	
	
	
	
	
	
	

	MID WEST REGION
	MID WEST PERSONNEL
	OPS
	
	
	
	DTS and eMTS
	

	MID WEST REGION
	MID WEST PERSONNEL
	OPS
	
	
	
	Gov’t Visa Program, 
EFT Form
	

	MID WEST REGION
	MID WEST MILITARY 
	OPS
	
	
	
	Orders, OPRs, Physical Eval, AF 724 A ,
AETC Form 542
	

	
	
	
	
	
	
	
	

	WEST REGION
	WEST PERSONNEL
	OPS
	
	
	
	Network Access 
	

	
	
	
	
	
	
	
	

	OPS-HR
	ALL DAU CONTRACTORS
	231
	Mail Center
	
	
	Name, Region/Dept, Supervisor, Employer Info
	


