NEW AGR HIRE CHECKLIST  (PART One)

***NOTE:  This form is required to process the new AGR tour orders, forward to HRO-AGR office.

	  ________________
	has been selected to start an AGR tour as:
	_______________________

	Name
	Position


	
	Indicate 

Yes, No, or NA  

	1.  What is the soldier’s requested AGR start date?
	

	

	2.  Will the soldier be doing a PCS move?
	

	If yes, is the mailing address listed in SIDPERS also the soldiers HOR? 
	

	If no, please submit a change to correct the address in SIDPERS.

	If Yes, we will plan for a PCS move from the HOR to the new armory location.

	

	3.  Has a Certificate of Agreement and Understanding been signed by the soldier and submitted to the HRO-AGR office with this Checklist?
	

	

	4.  Has a Ht & Wt Verification Memo been completed/forwarded to HRO?
	

	
	

	5.  Has Soldier been HIV tested within 6 months of AGR start date?
	

	

	6.  Does the  soldier have to be reduced to accept this AGR job?
	

	If yes, has the RFO been submitted to change the grade?
	

	

	6.  Is soldier currently a technician?
	

	If yes, has the soldier out-processed through the HRO office?
	

	

	7.  Has the soldier notified his employer of his AGR selection?
	

	What is the last work day for his previous employer?

	

	

	8.  The soldier will be brought on an initial AGR tour for 3 years.  Does the 

soldier’s current ETS in SIDPERS reflect a date later than this soldier’s new projected AGR tour end date ? 

 If no, the unit will submit an extension to change ETS date to match the 

AGR tour end date, once the new AGR orders have been received by the unit.
	

	8.  Name of New AGR’s sponsor:
	

	

	9.  If Officer, do they have over 4 years active enlisted service prior to tour?
	

	

	10.  Remarks:
	

	

	11. Information on Person completing this form:  Date: ______________ 

______________________________
 ________________________________________
________________________
Printed Name                                             

Signature

Phone #   




NEW AGR HIRE CHECKLIST  (PART TWO)

The PACID representative for the new AGR’s unit will assist the new AGR in completing the following as soon as possible after the new AGR’s effective date of entry on AGR status.  Timely input will assist the new AGR soldier in getting paid correctly.


a.  Forward the following forms to USPFO on a USPFO TL for input by military pay.


b. Also forward forms specified below to DPA-SIB on a SIB TL for input into SIDPERS database.

1. Original Form W-4 (Employee’s withholding allowance certificate), for federal and state taxes.  Send a copy to SIB also.
2. SF 1199 (Direct Deposit Form).

3. Original DD Form 2058 (Statement of legal residence).  Send a copy to SIB also.
4. Original DA Form 5960 (Authorization to start, stop, or change basic allowance for quarters and/or variable housing allowance), with supporting documentation (mortgage or rental receipt).  Send a copy to SIB also.
5. SGLV 8286 (Soldier’s group life insurance).  Send a copy to SIB also.
6. Any bond or allotment forms that the soldier may wish to have deducted from their pay.

7. DD Form 2366 (Active Duty GI Bill) - This form, located on Jet Form, must be filled out whether or not the soldier elects to participate in this program.  The only time an AGR soldier is eligible to sign up for this program is when they first enter an active duty tour, so it is very important that they are advised of the benefits concerning this one-time educational opportunity.  Not all soldiers entering an AGR tour are eligible.  PACID representatives will review the DD Form 2366 with the new AGR soldier and assist them in completing each section of the form depending on their eligibility and desires.

      PACID representatives will then forward:



a.  Copy 2 of the DD Form 2366 to DPA-ARB,

b.  Copy 3 to HRO-AGR office with PART One of this Checklist,



c.  Copy 4 to USPFO on a USPFO TL, and



d.  Copy 5 to the AGR soldier.
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