[image: United_States_Department_of_Defense_Seal_BW]Department of the Army
Headquarters, 297TH Military Intelligence BATTALION
                                                          building 21717, chamberlain avenue
     Fort Gordon, Georgia 30905-5298


[bookmark: _GoBack]

  Make sure the Soldier has in processed Darling Hall and Brigade S1 before coming to Battalion S1.
 INITIALS:_________

 Have Soldier sign in on the Personnel Register (DA Form 647-1) x 2, and the in processing book.
INITIALS:_________

  Give the Soldier an in processing packet; ensure all documents are filled out correctly.
INITIALS:_________

  Collect DA Form 4187 assigning Soldier to 297th MI Battalion and one copy of PCS leave form.
INITIALS:_________

  Type DA Form 4187 assigning Soldier to prospective company.
INITIALS:_________

  For Noncommissioned Officers collect one copy of last NCOER, Officers collect one copy of last OER.
INITIALS:_________

  Find out from Command Sergeant Major what company the Soldier is going to.  
INITIALS:_________

  Arrive soldier to correct company in EMILPO.  On working copy of AAA-162 pencil in Soldiers information and ensure SM is slotted.
INITIALS:_________

  Add Soldier to Alpha Roster.
INITIALS:_________

  Have SM in process finance before releasing him/her to company.
INITIALS:_________

  Call company to pick up the Soldier.
INITIALS:_________

  Check DA Form 5123 for completion.
INITIALS:_________	DATE: _____________
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