


AMIM-CBH-A (100) 
SUBJECT: Policy 1 - United States Army Garrison, Fort Campbell, Civilian Onboarding 
and Out-Processing Procedures 

4. Policy.

a. Incoming team members. Directors, Chiefs, first-line supervisors, and/or assigned
sponsors and team mates will ensure new team members meet requirements of a five
phase orientation and integration process. Success is determined by having a new team
member fully integrated into their team and providing world-class customer service
during their first year of accepting the new position. The supervisor will ensure
requirements are met by endorsing FC Form 4277 at the end of each phase and
maintaining the checklist on file.

b. Departing team members will clear all applicable activities using FC Form 4278,
Fort Campbell Civilian Out-Processing Checklist, prior to permanent change of station, 
local reassignment, separation, or retirement. Supervisors will retain a completed FC 
Form 4278 in the team member's retired file for a period of one year after the team 
member departs the organization. 

c. Departing team members will be offered an exit interview with their Director/Chief
prior to departure. Any Installation or Garrison level issues, concerns, and/or positive 
comments will be provided to the Deputy to the Garrison Commander. 

5. The proponent and point of contact for this policy is the Directorate of Human
Resources, ATTN: AMIM-CBH-A, or (270) 798-6804.
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