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RECEPTION AND INTEGRATION CHECKLIST
(For use of this form see USAREC Reg 350-1, Appendix K)
DATA REQUIRED BY THE PRIVACY ACT OF 1974
AUTHORITY:
Section 301, Title 5 USC
PRINCIPAL PURPOSE:
To ensure the proper in-processing of Soldiers into their gaining Units.
ROUTINE USES:
To in-process Soldiers into their gaining unit, to report any conditions identified during in-processing to their commanders, and to provide
historical dates for after action reports and reviews.  Forms will not be disclosed outside Department of Defense (DoD) and DoD sponsored agencies.
DISCLOSURE:
Disclosure of this information is voluntary; however, failure to disclose the requested information could result in improper reception and integration.
INSTRUCTIONS:
This form will be initiated on every in-processing Soldier at the Recruiting Battalion.  All Soldiers are required to in-process through the activities 
marked with an asterisk (*).  The Battalion will designate additional activities required for in-processing Soldiers IAW applicable Army Regulations, USAREC instructions, and information in the Soldier's records/furnished by the Soldier.  Each staff section lead will sign or initial this form and annotate any conditions (deficiencies) identified that could not be remedied during in-processing.  The Soldier will complete all activities and report back to the Battalion SMT.  The Battalion SMT will verify all required in-processing has been completed and sign this form prior to releasing the Soldier to the Company leadership.  The Company Commander will ensure the Soldier completes in-processing at the company and station. 
1. NAME
(Last, First, MI)
2. RANK
3. MOS/AOC
4. RSID
5. DATE
6. MARITAL STATUS
7. DEPENDENT CHILDREN
8. EFMP
9. MARRIED ARMY COUPLE
10. SPECIAL NEEDS
M
S
YES
NO
YES
NO
11. SPONSOR NAME
(Last, First, MI)
12. RANK
13. MOS/AOC
14. RSID
15. DATE ASSIGNED AS
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SPONSOR:
SECTION A - BATTALION SENIOR MASTER TRAINER IN-PROCESSING ACTIVITIES
16a. BATTALION ACTIVITY
16b. DEFICIENCIES NOTED (if any)
16c. VALIDATED BY
(print name and sign)
(1)  Welcome Soldier to the Battalion
(2)  Conduct a Height and Weight Check
(3)  Complete DA Form 5500 (Body Fat Content Worksheet (Male))
(4)  NCOPDS/Institutional Training / OML /APFT
(5)  Organizational Training and Leader Development
Name:
Signature:
SECTION B - BATTALION S1 IN-PROCESSING ACTIVITIES
17a. BATTALION ACTIVITY
17b. DEFICIENCIES NOTED (if any)
(print name and sign)
(1)  Personal information/Data Sheet 
(2)  DEERS/RAPIDS/ID Cards/ID Tags
(3)  Transportation Office 
(4)  Housing Office
(5)  Military Pay Office
(6)  Special Pay (BAS, BAH, COLA,  SDAP, OHA, IDP, CPP,
Incentive Pay, Medical Specialty Pay, Enlistment/Re-Enlistment Bonus, other special pay)
17c. VALIDATED BY
(7)  Evaluation Report/Rating Chain
(8)  Flag Check/Processing
(9)  DA Form 3955 Address Change/Mail
(10)  Exceptional Family Member Program
(11)  Family Care Plan
(12)  Weight Control Program
(13)  Physical profile
(14)  DA Form 31  
(15)  Reintegration Verification (Deployments)
(16)  Security Clearance and Security Briefing
(17)  MEDPROS
(18)  Personnel systems (HSS, EMILPO, etc...)
Name:
Signature:
(THIS FORM REPLACECS the UF 1299)
or DA Form 5501 (Body Fat Content Worksheet (Female)) if necessary
(6)  Mandatory  / Self-Development Training
(7)  DTMS Verification
SECTION C - BATTALION IMS IN-PROCESSING ACTIVITIES
18a. BATTALION ACTIVITY
18b. DEFICIENCIES NOTED (if any)
18c. VALIDATED BY
(print name and sign)
(1)  Regulations, Policies, and Prohibitions
(2)  Information System Access Request
(3)  Cell Phone
(4)  Laptop Security
Name:
Signature:
SECTION D - BATTALION SFA INPROCESSING ACTIVITIES
19a. BATTALION ACTIVITY
19b. DEFICIENCIES NOTED (if any)
19c. VALIDATED BY
(print name and sign)
(1)  Roles and Responsibilities
(2)  Medical Facilities and Health Benefits (TRICARE)
(3)  Dental Providers
(4)  Provide FRSA Resource Guide (CD)
(5)  Family Advocacy Overview
(6)  Exceptional Family Member Program
(7)  Army Family Team Building
(8)  AER/ACS
(9)  Behavioral Health/Chaplain access
(10)  Marriage Enrichment and BOSS Programs
(11)  MFLC 
(12)  Military One Source  
(13)  Reintegration and Resiliency Programs
(14)  Child and Youth Services
Name:
Signature:
SECTION E - BATTALION S2 IN-PROCESSING ACTIVITIES
20a. BATTALION ACTIVITY
20b. DEFICIENCIES NOTED (if any)
20c. VALIDATED BY
(print name and sign)
(1)  Battalion and Company Boundaries
(2)  Market Demographics
(3)  Market Analysis Tools
Name:
SECTION F - BATTALION S3 IN-PROCESSING ACTIVITIES
Signature:
21a. BATTALION ACTIVITY
21b. DEFICIENCIES NOTED (if any)
21c. VALIDATED BY
(print name and sign)
(1)  Mission Oriented Brief
(2)  Quality Control Procedures
(3)  Waiver Processing
(4)  Policies and SOP
(5)  Awards
(6)  MEPS Briefing
(7)  Applicant Testing
(8)  Applicant Hotel Procedures
(9)  Physical Processing
(10)  Exceptions
Name:
Signature:
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SECTION G - BATTALION S-4 INPROCESSING ACTIVITIES
22a. BATTALION ACTIVITY
22c. VALIDATED BY
(print name and sign)
22b. DEFICIENCIES NOTED (if any)
(1)  Obtain copy of Driver's License and DA Form 348
(2)  DA Form 348 Equipment Operator's Qualification 
Record (Except Aircraft)
(3)  Accident Avoidance Card-Riders Insurance
(4)  Proper Use of GSA Vehicle and fuel card
(5)  Vehicle log book and reports (mileage and accident)
(6)  WEX Card Use and Maintenance
(7)  Domicile to Duty
(8)  Risk Assessments & Vehicle Safety and Security
(9)  Army Leased Housing
(10)  Issue lock for Computer
(11)  Issue Unit Crest
(12)  2yr Uniform Supplement (79R Only)
(13)  Prohibitions and Consequences
Name:
Signature:
SECTION I - BATTALION APA IN-PROCESSING ACTIVITIES
24a. BATTALION ACTIVITY
24b. DEFICIENCIES NOTED (if any)
24c. VALIDATED BY
(1)  APA Regulations, Roles, and Policies
(2)  Soldier Photo and Bio
(3)  Battalion, ASB, National Assets, MUPA
(print name and sign)
(4)  RPI/PPI Order process and utilization policies
(5)  Media Relations/Interaction
(6)  CG Talking Points
(7)  PaYS
(8)  Civic Organization Memberships and Partnerships
(9)  CP/VIP Development, Data Base, Grassroots 
(10)  Leads and Career Builder
(11)  Business cards
Name:
Signature:
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SECTION H - BATTALION RMS IN-PROCESSING ACTIVITIES
23a. BATTALION ACTIVITY
23b. DEFICIENCIES NOTED (if any)
23c. VALIDATED BY
(1)  REA
(2)  GOVCC (APC check and SOU)
(3)  TDY
(print name and sign)
(4)  FS/Community Partner Events (Funded/Unfunded)
(5)  Unauthorized Commitments
Name:
Signature:
V2.00
SECTION K - BATTALION LEADERSHIP REPRESENTATIVE IN-PROCESSING ACTIVITIES
26a. BATTALION ACTIVITY
26b. DEFICIENCIES NOTED (if any)
26c. VALIDATED BY
(print name and sign)
(1)  Welcome and command policies
(2)  Standards and expectation - Position of Trust
(3)  Recruiting Standards Program  (IAW UR 601-210 chapter 7)
Name:
Signature:
Statement of Understanding - Recruiting with Integrity
1. As a member of the U.S. Army Recruiting Command I will maintain the highest standards of integrity and conduct.  I understand that my compliance 
with all regulations, policies, and procedures will ensure integrity in the enlistment and commissioning processes.  All applicant information and 
documentation must be accurate, current, and truthful to protect the interests of the applicant, the Army, and myself.
2. I fully understand and will comply with all provisions of the following Army and USAREC regulations:
   a.  AR 601-210, Active and Reserve Components Enlistment Program
   b.   USAREC Reg  601-210, Enlistment and Accession Processing
   c.  USAREC Reg 27-4, Prohibited and Regulated Activities
3. I understand that failure to comply with these regulations may subject me to disciplinary actions under the Uniform Code of Military Justice or 
appropriate civilian disciplinary measures respectively.
4.  I understand it is my duty to report any known, suspected, or attempted violations of the regulations cited in paragraph 2 or any other Army regulation 
or civilian law to my chain of command.
5.  I understand that if I have knowledge of, or suspect any improper relationships or attempts to do so, between recruiting personnel and contacts, 
prospects, applicants, or members of the Future Soldier Training Program, I will report them immediately to my chain of command.
6. I understand as a Soldier or civilian my failure to report any aforementioned violations to my chain of command could result in punishment under the 
Uniform Code of Military Justice or appropriate civilian disciplinary measures respectively.
Printed Soldier's Name:
Signature of Soldier:
Date:
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(3)  Evaluation of education enlistment credentials
(4)  School ASVAB
(5)  ASVAB interpretations
(6)  Educator Events and  Community Partner Development
(7)  ConAP and Post Secondary Schools
(8)  Army Continuing Education
Name:
Signature:
SECTION J - BATTALION ESS IN-PROCESSING ACTIVITIES
25a. BATTALION ACTIVITY
25b. DEFICIENCIES NOTED (if any)
25c. VALIDATED BY
(print name and sign)
(1)  ESS Roles and Functions
(2)  Local Education System and School Directory
(4)  Volume II Analysis (Co. Cdr)
V2.00
(5)  Statement of Understanding
SECTION L - STATION COMMANDER CHECKLIST
27a. COMPANY ACTIVITY
27b. COMPLETE
(Enter Yes or No)
27c. VALIDATED BY
(print name and sign)
(1)  Welcome - Introduce to all team members
(2)  Chain of command, phone roster, company policies
(3)  Personal data sheet
(4)  Ensure new Soldier has all tools to perform job
(5)  Assign desk and give tour of facilities and other services
(6)  Assign GOV, use of GSA card, maintenance
(7)  Family status, arrival of household goods
(8)  Discuss concerns, schools, daycare, etcetera
(9)  Discuss deficiencies noted from Battalion in-processing
(10)  Cover Station, Company, and Battalion Standard 
(11)  Describe the mission and what is expected
(12)  Give Soldier Station Continuity Book
(13)  Describe boundaries and territory 
(14)  Describe upcoming events and suspense
(15)  Introduce Soldier to key Community Partners and VIPs
(16)  Escort Soldier to key organizations
(17)  Demonstrate how to develop a network
(18)  Initiate NCOER Counseling
(19)  Conduct a station event with families
(20)  Visit Soldier's Living Quarters
(21)  Submit completed UF 350-1.4  to SMT within 30 days
(22)  Discuss Prohibited activities, responsibilities, and
SECTION M - MASTER TRAINER CHECKLIST
28a. BATTALION ACTIVITY
28b. DATE
28c. VALIDATED BY
(print name and sign)
(1)  Verify Reception and Integration Completion
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Name:
Name:
Signature:
Signature:
Operating Procedures and policy letters
reporting procedures
(2)   Initiate Advanced Training Program (ATP)
(3)  Initiate Company Commander Leader Development Program
V2.00
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