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63rd ESB IN/OUT-PROCESSING CHECKLIST 
 
 
NAME:  _________________________________ RANK:  _______   NEW UNIT:  ____ ____________  ARRIVAL DATE:  _____________  
                                            (Last Name, First Name MI)                                                       (Gaining Unit)     (DD MMM YR ie. 27 Apr 05)                                                                                                  

SPONSOR:  _________________SOLDIER’S AKO EMAIL ADDRESS:  ____________________@            SUSPENSE DATE:  ______________________  
                                                     (Rank and Last Name)                                                                                                           (Write in your Email address – legibly)                                                                                                                                  

(Complete and return checklist to S1 NLT the above date)                

You (Soldier) must in-process all sections listed below completely and return this checklist to the Battalion S1 no later than the suspense date above.  You’re First Sergeant and 
Commander will be called if you do not comply. You must stop by and see all sections listed below and have the appropriate representative initial in the appropriate block on the 
checklist. If you have any questions, feel free to call the S1. 
BATTALION S1 Section 

 

Personnel Register(Have soldier sign in/out on 647/647-1)                    ______AKO (Provide copy of AKO Instructions)   ______BAH (Start BAH – DA 5960, Lease, Non-Avail statement)            

 ______ 
 

Orders (Get a copy of the soldier’s PCS and Intra-Div/Bde/Bn/Replacement Orders)  ______Gains Roster(Add name to the Internal Gains/Loss Tracker) ______BAS (Start soldier’s BAS – Do a DA 4187)                          

______     

 

NCOER/OER (Get a copy of NCOER/OER – Do not clear if Eval is incomplete)  ______ Loss Roster (Ch Code to D on Internal Gains/Loss Roster) ______ Leave (Fix all leave issues to incl Hometown Recruiting PTDY)  
 _________________ 
 

Rating Scheme (Add to the working Rating Scheme)   ______ C10 (If promotable, add name to working C10)  ______ PACIDIN Change (Change to current unit)  ______ 
 

File (Create file for soldier within 24 hours/Move from active to inactive if clearing)  ______ AAA 117 (Add all non-promotables to the working 117) ______ MyPay (Create if soldier doesn’t have one)           ______ 
 

AAA 162 (Update 162 in EMILPO to include slotting soldier on UMR within 24 hours) ______ Adjutant (Have all officers stop by and see the Adjutant) _________________ Advance Pay (Ask soldier if he needs one)                  ______ 
 

Mail Room (Fill out DA 3955s and provide soldier with New Mailing Address)  ______ Mail Roster (Add soldier’s name to the working Mail Roster) ______  
 

Battalion Chaplain 
 

Bn Chaplain (Brief soldier IAW SOP) __________________                          
 

 

Battalion S2 Section 
 

Security Brief (Brief soldier IAW SOP)    ______ SAEDA Brief    ______ Computer Brief                                         ______ 
 

SF 312 (Have soldier fill out SF 312 for file)    ______ AR 381-10     ______ AT/FP Brief                      ______ 
 

Battalion S3 Section 
 

Schools NCO (Add to OML if eligible)     ______ Master Gunner     ______ I/O               ______ 
 

BCE       ________ NBC     ______ Training      ______ 
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Battalion S4 Section 
 

Gov Travel Card (Transfer existing cards to the local hierarchy)   ______ Report of Survey (Only for out-processing)  ______                         ______ 
 

Battalion S6/Automation’s Section 
 

Email Account (Primary Staff and Key Personnel Only)   ______      ______                         ______ 
 

Battalion CSM and Commander 
 

CSM In-Brief (NCOs Only)     ______ BN CDR In-Brief (Officers Only)   ______                         ______ 

 63rd ESB IN/OUT-PROCESSING CHECKLIST 
 

Company Orderly/Training Room 
 

File ( Indiv, Trng and SRP File within 24 hours/Give files to soldier if clearing)   ______ A Roster (Add name to the Internal A Roster)  ______ Alert Roster (Add to the Alert Roster)                    

______ 
 

SRP(Accept and File SRP/Create if missing)    ______ Social Roster (Ch Code to D on Internal Gains/Loss Roster) ______ APFT Card (Take/File soldier’s latest APFT Card)                     ______ 
 

Weapon Qualification (Take/File latest Weapon Qualification)    ______ Family Care Plan (Refer to the 1SG if soldier needs one)  ______ Rating Scheme (Take/File soldier’s latest APFT)                    ______ 
 

1SG’s Welcome Brief      ______ Training Database (Add to Training Database)  ______                          ______ 
 

Company Supply Room 
 

File (Create File within 24 hours)     ______ Clothing Record (Accept and File record ASAP)  ______ Hand Receipt                       ______ 
 

Linen (Have barracks personnel sign for linen)    ______ Room Key (If staying in the barracks, issue key on hand receipt) ______ CIF Record (Take/File copy of soldier’s CIF record)                  ______ 
 

Company Arms Room 
 

Update MAL (Add soldier to the working MAL, Must be updated within 48 hours) ______ Issue Weapon    ______ Weapons Card (Must be issued to soldier 72 hrs)           ______ 
 

Company NBC Room 
 

Mask (Must be issued within 24 hours of soldier reporting)   ______      ______             ______ 
 

Company Reenlistment NCO 
 

Re-Enlistment (Must be issued within 24 hours of soldier reporting)  ______      ______                         ______ 
 

Date Turned in to S1:  __________________________ Accepted by:  _______________________________ 



 
 

 

 

1. Marne Reception Center (MRC) 
2. Soldier Service Center (BLDG 253) 
3. 63D ESB HQ (BLDG 3017) 
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Helpful Links and Apps 
 
 

1. Fort Stewart Mobile app 
- Search “Stewart-Hunter Army Airfield” on the Apple App store or Google 

Play and download the app to gain access to phone numbers, building 
locations, and websites all in one place. This is Fort Stewart’s version of 
the popular “Guidon” app and works just as well.  
 

2. Fort Stewart Newcomer’s guide: 
https://www.stewart.army.mil/application/files/9315/4143/7687/Newcomers_Guide
_5Nov2018.pdf 

 
3. Post information: 

https://www.stewart.army.mil/my-fort/newcomers-1 
 

4. 63D ESB website: 
https://www.stewart.army.mil/units/tenant-units/63rdSignal 
 
 
 

https://www.stewart.army.mil/application/files/9315/4143/7687/Newcomers_Guide_5Nov2018.pdf
https://www.stewart.army.mil/application/files/9315/4143/7687/Newcomers_Guide_5Nov2018.pdf
https://www.stewart.army.mil/my-fort/newcomers-1
https://www.stewart.army.mil/units/tenant-units/63rdSignal
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