Inprocessing Checklist for Cadre Personnel

As of 9 January 2004

Please submit documents in the following sequence:

First 24 hours (FAX)

Fax to Region, Attention P&A: (253) 967-7910

___ PCS Orders (front and back) including amendments

___ DA Form 31, blocks 14 and 16 must be completed

___ PCC certificate, if applicable

___ Enlisted - DA Form 2A/ERB

___ Officer - Copy of ORB

Please note:  If changes to DA Form 2A/ERB, 2-1, or ORB are required, include supporting documents

Within 72 hours (Register Mail/FEDEX) 

___ DD Form 93/SGLV

___ OER/NCOER (most recent)

___ One copy of PCS orders with all amendments

___ Promotion packet (for promotable NCOs)

___ Sequence number and year for promotable Senior Enlisted and Officers

___ Finance Documents as follows:

      Travel Documents
___ Original plus 4 copies of DD Form 1351-2 (Travel Voucher).  Dates on travel voucher must coincide with those on DA Form 31
___ 2 copies of advanced travel voucher, if applicable

___ 2 copies of DA Form 31 (Leave Form).  Dates must coincide with those on travel 

voucher, DD Form 1351-2
___ 4 copies of PCS orders including amendments

___ Copy of travel order DD Form 1610 for TDY enroute (if applicable)

___ Original plus 2 copies of receipt(s) for over $75
___ DD Form 788, Shipping documents for POV if vehicle was shipped at government 

expense from Overseas

     Military Pay

___ Original DA Form 5960 (Request and Authorization for BAQ/VHA). (Block 15 Must be signed by the PMS or Bde Cdr whenever applicable)

___ Government Quarters Assignment Termination memo from last unit, if applicable
___ 2 copies of DA Form 1351-2
___ 2 copies of DA Form 31 (Leave Form)

___ 2 copies of PCS orders including amendments

___ DA Form 2560 (Advance Pay), if applicable

___ DD Form 2258 (Allotment Form), if applicable
       Travel Lodging Expense (TLE)

___ Original plus 2 copies of HFL Form 1727 (TLE request form). (Must be itemized daily)

___ Original plus 2 copies of receipts

___ 3 copies of PCS orders including amendments

       DITY Move

___ 2 copies of DD Form 1351-2 (Travel Voucher) for DITY

___ 3 copies of DD Form 2278 (Authorization from Transportation for DITY move)

___ Original plus 1 copy of the DITY Checklist and Certification of expenses

___ Original plus 2 copies of weight slips (please label empty and full).

___ 2 copies of POV registration, if used for DITY Move.

___ 2 copies of rental agreement
___ 4 copies of PCS orders including amendments

