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MEMORANDUM FOR Western Region Brigades and Universities

SUBJECT:  Inprocessing Procedures for Cadre Personnel

1.  The Western Region P&A Division has standardized the inprocessing procedures for all cadre members.  It is very important to complete each line and to expedite all paperwork. 

2.  We have a suspense of 24 hours to arrive newly assigned personnel into EMILPO from the date they sign in.  To properly arrive the soldier, we must have the following documents faxed to (253) 967-7910 within 24 hours of signing in:

a. PCS orders (front & back page) & any amendments

b.  DA Form 31 (Make sure block 14 and 16 is completed)

c. PCC Certificate (if applicable)

     d.   Enlisted - Copy of DA Form 2A/ERB

     e.   Officer - Copy of ORB

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

3. Mail within 72 hours, the cadre’s inprocessing packet which includes personnel records and

finance documentation to the P&A Division via certified mail or FEDEX.  If you are unable to meet this suspense, give us a call.  When an officer arrives, they should have a thin manila file with the following documents:  Original DA Form 873 (Security Form), ORB, DD Form 93/SGLV.  If there is any additional paperwork in the file, send those documents also.  Enlisted personnel should have a brown (rather thick) 201 file.  The 201 file should contain a DD Form 93/SGLV, Original DA Form 873 (Security), DA Form 2A (Personnel Qualification Record)/ERB, DA Form 2-1 (Green card), and documents such as reenlistment contracts, awards, promotion orders.  In addition, we must have the following to accurately inprocess the personnel records:

     a.  Updated DD Form 93/SGLV
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*Note:  if dependant status has changed, update DEERS prior to updating DD Form 93/SGLV. You may update DEERS and DD Form 93/SGLV at your nearest military installation.

     b.  Copy of the last OER or NCOER. 

     c.  One copy of PCS orders and any amendments.

     d.  Promotion packet for promotable SGT’s to add to the Ft Lewis Promotion List.

e.  Sequence number and year for promotable Senior Enlisted and Officers.

f.   Attach supporting documentation for changes to 2-1, ERB & ORB.

4. Documentation required for finance.  Prepare in four (4) separate packets, each one is processed

by a different clerk at finance. 

 a.   PCS Travel:

1) Original plus 4 copies of DD Form 1351-2 (Travel Voucher).

2) 2 copies of advanced travel voucher, if applicable 

3) 2 copies of DA Form 31 (Leave Form) – (even if the DA 31 was for travel only).

4) 4 copies of PCS orders including amendments.

            5)  Copy of travel order DA Form 1610 for TDY enroute (if applicable).

      6)  Original plus 2 copies of receipt(s) for over $75.

      7)  DD Form 788, Shipping documents for POV if you shipped a vehicle at government

expense from Overseas.

b.  Military Pay:
1) Original DA Form 5960 (Request and Authorization for BAQ/VHA).

2) Government Quarters Assignment Termination memo from last unit (if applicable).

3) 2 copies of DA Form 1351-2.

4) 2 copies of DA Form 31 (Leave Form) – (even if DA 31 covered travel only).
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5)  2 copies of PCS orders including amendments.

6)  DD Form 2560 (Advance Pay), if applicable.

7)  DD Form  2258 (Allotment Form) - if applicable.

     c.  Travel Lodging Expense (TLE) (If applicable):

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

2) Original plus 2 copies of receipts.

3) 3 copies of PCS orders (front & back) and any amendments.

       d. DITY Move (If applicable):

1) 2 copies of DD Form 1351-2 (Travel voucher) for DITY.

2) 3 copies of DD form 2278 (Authorization from Transportation for DITY

Move).

3) Original plus 2 copies of the weight slips.

4) 2 copies of POV registration (if used for DITY Move).

5) 2 copies of rental agreement (for rental of truck/trailer).

6) 4 copies of PCS orders (front & back) and any amendments.

5. Download forms off the internet at “www.usapa.army.mil”.  

6.  Point of contact for this headquarters is SSG Oligo, at (253) 967-9830.

FOR THE COMMANDER:







      //Original Signed//

        





      ROBERTA A. ANTRY







      LTC, AG







      Chief, P&A Division
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