DEPARTMENT OF THE ARMY

HEADQUARTERS, 39TH SIGNAL BATTALION
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UNIT 21419

APO AE 09708


NETC-SER-JR        
    


25 August 2008
MEMORANDUM FOR ___{Name}___, ___{Section}___, 39th Signal Battalion, APO AE  09708
SUBJECT:  CIVILIAN PERSONNEL IN-PROCESSING CHECKLIST

1.  Welcome to the 39th Signal Battalion!!

2.   Sponsor assists in creation of 119-Online profile and submission for AD/Email Account.

· ***Define the process***
If no AKO: 

Go to Army Knowledge Online http://www.us.army.mil and register for an account.

3.  Prior to in-processing into the unit itself, personnel are required to in-process in the following areas at the BENELUX Civilian Personnel Advisory Center (CPAC), Building 24, Caserne Daumerie and the Army Community Services (ACS) center at SHAPE:


AREA



BLDG #

INITIALS

DATE

CPAC In-Processing
24


_________

________

DRIVER’S TESTING
210


_________

________
4.  Upon completion of the above areas, the below listed areas need to be In-processed by all personnel newly arriving to this command.  Individuals will schedule an appointment for the Newcomers Briefing with the Battalion Commander.  

AREAS
BLDG #
INITIALS
DATE
S-2 Security

20

________
________

S-3 Training 
   20

________
________

· Defense Travel System (DTS) Registration     
________
________

· “The Matrix” Profile Created

________
________

· ATCTS (Battalion IAM)

________
________

S-4 Budget
   20

· Government Travel Card



________
________

Supervisor

________
________

· Newcomers Briefing  
20

________

Sponsorship Survey

Online

www.civilian-sponsorship-survey.hqusareur.army.mil
AREA
BLDG #
INITIALS
DATE
My Pay
   Online
http://emss.dfas.mil/emss.htm
NSPS 101 (NSPS w/Conversion Calculator) Online
http://www.cpms.osd.mil/nsps/
HRO

15
_________
________

5.  Request that the information on attached sheet be submitted to this office for the purpose of ensuring that all records or documents can be properly annotated.

6.  POC this action is the undersigned at 361-5441 or 361-5083.





EDGAR OLIVERAS





Human Resources Office
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