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HEADQUARTERS UNITED STATES AFRICA COMMAND
                     			IN-PROCESSING CHECKLIST     

                      	

	Instructions: 
1. AFRICOM’s In-processing Program has four parts:  (1) USAFRICOM In-Processing;  (2) Installation In-Processing; (3) Unit, CPAC or Contracting Agency; (4) Directorate or Special Staff Office.
2. Return this completed form to the Joint Receptions/Actions Branch NLT 30 days of receipt or e-mail a copy to africom.usag.stuttgart.acj11.mbx.j114-joint-actions@mail.mil. For additional guidance or questions contact CW3 Angela  Brandon at DSN 591-0307.

	LAST NAME:

	FIRST NAME:                  MI:
	SERVICE/AGENCY:
	DEROS:

	DATE ARRIVED HQ AFRICOM:
	RANK
	DIRECTORATE:                SECTION: 
	DUTY PHONE:   


	□ Active Duty   □ AGR     □ Reserve/Guard (orders over 30 days)       □ IMA        □ TDY             □ OSC         □ LNO      □ FLNO      □ Exchange Officer                                                            
                                           □ Reserve/Guard (orders under 30 days)    □ Civil Service     □ Contractor     □ Interagency    □ IC Partner  □ DIA   □ J2 Civilian 

	HQ AFRICOM In-Processing Checklist

	Activity
	Location / POC
	Date Completed / Initials

	1
	US AFRICOM Joint Reception Center:
Inprocessing: Database Input; Issue Checklist
Ration Card:  Mbr: _________________    Spouse: _________________
Uniformed Member Dependents SOFA Application 600-77A   
Personnel Accountability
	Bldg 3312, Rm 225 (591-0307/0305)

	                           

	2
	Personnel In-Processing: See Back.  Each category has its own checklist. 
**Branch/Program managers should sign here when complete.
	Category Specific
	

	3
	Security Manager:  Security badge (Must complete #1 and  #2 prior)
	Bldg 3306, Rm 121 ( 421-3377)
	

	4
	Directorate Front Office/POC.  Sign In; If applicable, receive directorate checklist
**Sponsors contact WGAs for account creation prior to arrival
	Varies by Directorate
	

	5
	Register for USAFRICOM Newcomers Orientation (ANOC) &
USAFRICOM Action Officer Course (UAOC)   
Course date/time:________________________________
Joint Knowledge Online – Create or update account information.
	Bldg 3309, Rm 308 (421-3307)
	

	6
	Register CAC in the IACS
	Panzer, Bldg 2915, Rm 128 (431-2333)
	

	7
	Garrison In-processing Checklist
	Panzer, Bldg 2913, 1st Fl (431-2599)
	

	Military Personnel Only

	AFRICOM Patches and Badge
	Bldg 3312 (421-4839)
	

	 ALL MILITARY ENLISTED:
Please call to schedule appointment with Service Component Senior Enlisted Advisor. 
	USA:  421-4447
USN:  421-4698
USMC:  421-4043
USAF:  421-3469
	

	E8 & E9 Active Military – Office Call with Senior Enlisted Leader
	421-2891
	

	O-6 assigned to Cmd Grp/Shared Svc/Special Staff – Office call with COS
	Contact COS XO:  421-4063
	

	
IN ORDER TO IMPROVE OUR SERVICE AND STREAMLINE IN PROCESSING PROCEDURES, WE WELCOME YOUR COMMENTS/SUGGESTIONS.  PLEASE PROVIDE THEM HERE.
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________



AC FORM 26                                                        When filled-in, this form is subject to the Privacy Act of 1974.
As of: 11 Feb 14

	UNITED STATES ARMY (INCLUDING AGR, ARFTS, AND OSC):

	Personnel Records In-Processing:
Orders
Add to EJMAPS                                          PT, Weapons Card, Last Eval
DD93 and SGLI/SGLV                               Enlisted Career Counselor
Clearance:  ________________________________
	Bldg 3312, Rm 227
591-0316/17

	Finance (completed at USAG in-processing brief, except OSC)
	Panzer Bldg 2913, 431-2599

	UNITED STATES NAVY (INCLUDING AGR, FTS, AND OSC):

	Personnel Records In-Processing:
Orders                                                           Add to EJMAPS and NSIPS
Transfer Package
Travel Claim
Clearance:  ________________________________
	

Bldg 3312, Rm 226
591-0312/13

	Finance 
	Patch Bldg 2308, 430-8208

	UNITED STATES MARINE CORPS (INCLUDING OSC):

	Personnel Records In-Processing:
Add to EJMAPS 
Reporting Endorsement
Clearance:  ________________________________
	Bldg 3312, Rm 226
591-0312/13


	Active Duty and Reserve Personnel TDY for over 30 Days
	MARFOREUR (EURPAC), Panzer Bldg 2900 DSN 431-3596

	UNITED STATES AIR FORCE (INCLUDING AGR AND OSC):

	Personnel Records In-Processing:
Orders                                                           Add to Eval Database
Add to EJMAPS
Add to Leave Web
Clearance:______________________________
	Bldg 3312, Rm 226
591-0310/11


	Finance
	Patch Bldg 2308, RM 111 DSN 430-5603/8340

	ALL RESERVE COMPONENT PERSONNEL

	Personnel Records In-Processing:
Orders                                                          Dependent Status/Validation
Add to EJMAPS
Travel Itinerary/Travel Claim/Receipts
Clearance:  ______________________________
	Reserve Affairs, Bldg 3313, Rm 18
421-4301/4398

AF Reserve, Bldg 3306, Rm 105
421-3214

	J2 RESERVE PERSONNEL                                                                                                                   
	BLDG 3306, 3rd Floor, 421-4966

	GOVERNMENT CIVILIANS:

	CPAC In-Processing
SOFA
DD 1172
	Panzer Bldg 2948, 1st Fl 
DSN 431-2317/3454

	AFRICOM Human Resources:
Add to EJMAPS
ATAAPS
Clearance:  ______________________________
	Bldg 3312, Rm 228
591-0320/21/22
                              

	CONTRACTORS:

	Your Agency:  _________________________________
SOFA:
	AGENCY/DOCPERS

	Contractor Memo (required to begin in-processing):
	Directorate

	Manpower: Contractor Memo and eJMAPS billet #_________________
	Bldg 3306, Rm 102 
421-3382/4420

	INTERAGENCY:

	In-Processing IA Program (Rebecca Koning)
	Bldg 3312, Rm 228 
DSN 591-0323

	Human Resources (Katherine Cannon)
	

	J2 CIVILIANS:

	In-Processing HCAT
	Bldg 3306, 3rd Floor,  Human Capital Advisory Team, 421-3183/4928

	EXCHANGE OFFICER/LNO/FLNO/IC PARTNER 

	Add to EJMAPS (Carrie Davis)
	Bldg 3312, Rm 226
591-0314

	OSC

	Complete OSC in-processing Checklist
	Bldg 3305, Rm 226, 421-4983  Ramon Vargas-Ortiz

	QOL Office Call (Valerie Lubin)
	Bldg 3313, Rm 211, 421-2546

	TDY – SYSTEM ACCESS REQUIRED

	Directorate POC
Clearance:____________________________________________
	Validate security clearance required for completion of duties
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