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Personnel Processing

IN/OUT- Processing

History.  This regulation supersedes USAIC Regulation 612-1, dated 10 September 2001.

Summary.  This regulation describes installation policies for permanent party in- and out-processing. 

Applicability.  This regulation applies to all permanent party soldiers assigned to the installation.   

Suggested improvements.  The proponent of this regulation is the Adjutant General/Director of Military Personnel.  Send comments and suggested improvements on DA Form 2028 (Recommended Changes to Publications and Blank Forms) through channels to the Director of Military Personnel, ATTN: ATZB-AG, Fort Benning, Georgia 31905.

Availability.  This publication is only available on the USAIC Homepage at https://www.benning2.army.mil/pubs/PubIndex.htm.
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Chapter 1

Introduction

1-1.
Purpose. 

This regulation prescribes installation military personnel processing requirements (in- and out-processing) with the exception of trainee and student processing.  It establishes policy, operational procedures, responsibilities, and use of Department of Army Installation Support Modules (DA ISM) software for in- and out-processing.

1-2.
References.

Required publications and referenced forms are contained in Appendix A.

1-3.
Explanation of abbreviations and terms.  

Abbreviations and special terms used in this regulation are explained in the glossary. 

1-4.
Responsibilities. 

a.
General.  Fort Benning uses Department of the Army Installation Support Modules to coordinate and operate its in-processing and out-processing systems.  Workstations for In-processing and Out-processing are listed by unit/activity in tables 1-1 and 1-2, respectively.  Table 1-3 provides an In/out processing total summary of workstations by unit/activity.



(1)
The Adjutant General (AG) is the Functional Systems Administrator.  



(2)
Commanders and Directors who operate in-processing and out-processing work stations will use DA ISM for appointments and installation pre-clearance.


b.
Adjutant General (AG).  The Adjutant General has overall installation staff responsibility for permanent party in-processing and out-processing.  The Adjutant General--



(1)
 Establishes and disseminates installation procedures for permanent party in/out-processing operations.



(2)
Provides installation functional systems administration for DA ISM in-processing and out-processing modules.


c.
Work Stations.  Commanders and Directors who operate In- and Out-processing Work Stations will: 



(1)
Develop operational procedures that comply with Installation procedures to achieve performance goals and customer satisfaction.



(2)
Complete processing requirements for DA ISM appointments and pre-clearance for out-processing.  Maintain automation systems security.


d.
All Commanders.  Commanders will implement unit procedures to support installation in/out-processing and inform assigned soldiers of their individual responsibilities for in-processing and out-processing.

    
e.  School Commanders/Commandant, NCO Academy.  For Soldiers arriving to attend a Fort Benning school, and who will become permanent party after school completion, notify AG to coordinate a modified 2- to 3-hour in-processing session before class start date.  Upon graduation, these Soldiers will be required to return to AG to complete the remaining installation in-processing requirements.  These Soldiers are not in a TDY status and are not authorized TDY per diem. 

Chapter 2

In- & Out-processing 

2-1.
General.


a.
Installation In-processing.  

The Installation in-processing orients newly arrived permanent party soldiers and their families to Fort Benning, their units, and installation services.  In-processing work stations initialize the permanent party soldier into the appropriate installation services system.  


b.
Installation out-processing.  

Installation out-processing assists permanent party soldiers and their families to transition from their assignment at Fort Benning to their next duty station or separation/retirement location.  Out-processing work stations conduct installation pre-clearance to identify those soldiers requiring assistance at their work station.  Commanders will complete unit level clearance.  The installation work stations will use DA ISM to schedule out-processing appointments not earlier than 10 duty days prior to departure. All rescheduled appointments must be made in person at the Welcome Center. 

2-2.
In-processing procedures.


a.
Fort Benning Replacement Detachment (Garrison Commander) provides initial reception and command/control for soldiers during in-processing.


b.
Soldiers report to the Adjutant General Personnel processing to initiate in-processing appointments.  Using DA ISM, the appointment schedule for each soldier will meet their individual pro-cessing needs.  Duty uniform for in-processing is BDUs.


c.
Soldiers (SFC and below) will attend the Welcome Orientation.  The Adjutant General will schedule this appointment.


d.
Soldiers in ranks of SSG and below will attend the Installation Bus Tour to orient them to current Fort Benning facilities and services.  DMWR is responsible for the bus tour and will coordinate the schedule with the Fort Benning Replacement Detachment.


e.
Soldiers will complete in-processing appointments as specified on their In-processing Schedule.  Changes are coordinated through the Adjutant General Personnel Processing Center (PPC).


f.
Transportation (Household Goods Delivery, Directorate of Logistics [DOL) is coordinated telephonically with newly arrived permanent party soldiers.  The Central Issue Facility (CIF), Education Stations (DOT), and Security Clearance, Directorate of Intelligence and Security (DIS); are coordinated by Commanders based on their unique unit requirements.


g.
Once the soldier completes all appointments, the Adjutant General will verify in-processing clearance using DA ISM’s version of DA Form 5123-1-R, Personnel In-processing Record.


h.
Fort Benning Replacement Detachment will notify Commanders for on-arrival sponsorship and for in-processing completion. 


i.
All Installation work stations will use DA ISM In-processing module to schedule and conduct appointments.  Each will update DA ISM upon completion of appointments.


j.
As a minimum, the Personnel Processing Center will conduct an In-Processing Process Action Team (PAT) meeting quarterly.  Each work station will have a representative at the meeting.   The goal of this PAT is to review the performance trends and identify continuous improvement actions planned and implemented.  The Adjutant General will schedule the quarterly meeting.

2-3.
Out-processing procedures.


a.
Installation out-processing is required for all permanent party personnel in receipt of permanent change of station, separation, and retirement orders.


b.
Commanders will complete unit level out-processing using DA Form 137-1-R (Unit Clearance Record) as prescribed in AR 600-8-101.


c.
The Adjutant General will initialize personnel loss data in DA ISM Out-processing Module based on reassignment, separation, and retirement processing updates to EMILPO.


d.
Installation Out-processing Work stations will identify soldiers required to personally clear their activities.  Using Personnel Loss Reports in DA ISM, the Out-processing Work stations will complete pre-clearance 30 days prior to loss date.  The intent is to minimize the out-processing appointments required of soldiers.

e. Duty uniform for out-processing is BDUs.


f.
The Adjutant General will prepare the installation out-processing appointments 10 duty days prior to the soldier’s stated departure date.  Commanders will send their soldiers to the AG Personnel Processing Center to start their out-processing and to schedule them for necessary appointments.



(1)
Soldiers must bring the following documents to prepare their out-processing appointment schedule: orders and all amendments, Unit Clearance Form, approved DA Form 31 (Request for Leave), and Transportation Confirmation.  If on overseas assignment, the soldier must also bring Port Call Confirmation, and completed DA Form 4036-R (Medical/Dental Preparation for Overseas Movement). 



(2)
Adjutant General will verify pre-clearance completion by the Out-processing Work-stations and prepare the Soldier’s out-processing appointment schedule.


g.
Soldiers will complete out-processing appointments as specified on their Installation Out-processing Schedule.  Changes are coordinated through Adjutant General Personnel Processing Center.


h.
Once the soldier completes all out-processing appointments, Adjutant General will verify out-processing clearance using DA ISM’s version of DA Form 5123-1-R, Personnel Out-processing Record.


i.
All Installation work stations will use DA ISM Out-processing module to schedule and conduct appointments.  Each will update DA ISM upon completion of appointments.  Adjutant General will verify completion by DA ISM.


j.
Commanders must complete departure/loss transactions in EMILPO within 24 hours of the soldier’s loss to the unit.


k.
The Adjutant General will collect customer satisfaction feedback from all soldiers completing out-processing.


l.
As a minimum, the Personnel Processing Center will conduct an Out-Processing Process Action Team (PAT) meeting quarterly.  Each work station will have a representative at the meeting.   The goal of this PAT is to review the performance trends and identify continuous improvement actions planned and implemented.  The Adjutant General will schedule the quarterly meeting.


m.
Intra-post Reassignments on Fort Benning.  Installation out-processing is not required.


n.
Specialized Out-processing.  Special Needs out-processing can be completed in three duty days.  Commanders coordinate this scheduling with the Adjutant General Personnel Processing Center.


o.  Retirement and separation processing must be completed prior to the soldier’s last active duty day.

2-4.
Department of the Army Installation Support Module (DA ISM) Operations for In & Out-processing.


a.
Functional Systems Administrator procedures.

The Adjutant General coordinates the development and modifications of work station descriptions in DA ISM for the installation’s in-processing and out-processing operations and updates DA ISM information based on the Installation EMILPO database for soldiers assigned to Fort Benning and identified by Department of the Army as pending gains for permanent party assignment.  The Adjutant General receives and processes requests for password access to DA ISM modules for in/out-processing and monitors automation security for DA ISM In/ out-processing modules in conjunction with the Director of Information Management.


b.
DA ISM Work Stations Procedures.



(1)
Directors and Commanders for the in-processing and out-processing work stations will--




(a)  Appoint a point of contact to coordinate their work stations functions for the Directorate/Command.  They must also appoint a primary Work Station point of contact and alternate.




(b) Each work station must specify the information needed to establish and maintain the DA ISM systems.  This includes work station title, point of contact, Alternate point of contact, office symbol, location, telephone number, appointment hours, length of average appointment, number of service providers available per work station, material required for the appointment, and the question sequence for appointment determination id DA ISM.



(3)
Work station and the Directorate point of contacts will maintain procedures to execute Installation automation security requirements.  Individual soldier information in DA ISM is sensitive data and must be used in the execution of official business only.



(4)
Modifications to work station descriptions take 30 days for DA ISM system operators to process.  Requests for work station modifications must be forwarded to the Adjutant General 45 days prior to desired effective date.



(5)
Each DA ISM work station must complete appointment processing daily to update the installation systems and complete pre-clearance for out-processing 30 days prior to loss date.

	Table 1-1 

In-processing Work Stations (referenced in para 1-4a)

	Work stations
	Required action

	AG

AG

AG

AG

AG

AG

AG

ACS

ACS

DENTAC

DFAS

DMWR

DMWR

DMPO

DMPO

DPW

DPS

DRM

MEDDAC

MEDDAC

MEDDAC

MEDDAC

MEDDAC

GC
	Central Clearance

Deer/ID Card/ID Tags

Enlisted Promotions

ESMB-MMRB 

Pers Information

Per Processing Ctr.

Welcome Orientation

ADACP-ACS Briefing

EFMP Coordinator

Dentac Screen

Finance Processing

Child & Youth Service

Officer’s Club

Military Travel Pay

Military Pay

CHRRS (Housing)

Provost Marshall

Govt Travel Card

Health Promotion

Med Pro’s

MGT Care Enrollment

Occupational Health Services

Tricare-Med Brief

Fort Benning Replacement Detachment




	Table 1-2 

Out-processing Work Stations (referenced in para 1-4a)

	Work stations
	Required action

	AG

AG

AG

AG

AG

AG

AG

AG

AG

AG

AG

AG

ACS

ACS

ACS

AAFES

AAFES

DMWR

DECA

DENTAC

DFAS

DMPO

DMPO

DMPO

DMWR

DMWR

DMWR

DPS

DOC

DOL

DPW 

DOT

DRM

FSSI

MEDDAC

MEDDAC

MEDDAC

POST CSM

SHAW


	ACAP

Central Clearance

Deers/ID Card/ID Tag

Enlisted Promotions

ESMB-MMRB

Family Travel Sect

Final Transition Center

Out processing Evaluations

Pers Information

Pers Processing Center

Retire Separations

Welcome Orientation

Army Community Services

Army Emergency Relief

EFMP Coordinator 

Barracks Phone Services

Post Exchange

Library

Commissary

Dental Facility

Debt Processing

Finance Separation

Finance Travel Office

Military Pay

Cablevision 

Child & Youth Service

Club System

Provost Marshall

Impact Credit Card

Trans Portcall

Housing/Billeting

Education Office

Government Travel Card

Transportation

Medical Facility

MGT Care Enrollment

Tricare-Med Brief

RC Career Counseling

Central Issue Facility




	Table 1-3.  In- and Out-processing Summary

(referenced in para 1-4a)

	Work Stations
	Total
	In-processing
	Out-processing

	AAFES

AG

ACS

DECA     

DMWR

DENTAC

DFAS

DMPO

DPS

DPW

DOL

DOT

DRM

MEDDAC

FSSI

SHAW

POST CSM

GC


	2

19

5

1

6

2

2

5

2

2

1

1

2

8

1

1

1

1


	0

7

2

0

2

1

1

2

1

1

0

0

1

5

0

0

0

1


	2

12

3

1

4

1

1

3

1

1

1

1

1

3

1

1

1

0




Appendix A

References

Section I

Required publications

AR 600-8-101

Personnel Processing  

Section II

Referenced forms

DA Form 31

Request and Authority for Leave

DA Form 137-1-R

Unit Clearance Record

DA Form 2028

Recommended Changes to Publications and Blank Forms

DA Form 40-36

Medical/Dental Preparation for Overseas Movement

DA Form 5123-R

Personnel In-processing Record

Glossary

Section I

Abbreviations

AG

Adjutant General

AAFES

Army Air Force Exchange System

DA ISM

Department of Army Installation Support Modules

DeCA

Defense Commissary Agency

DENTAC

Dental Activity

DMPO

Defense Military Pay Office

DMWR

Director Morale Welfare Recreation

DOC

Directorate of Contracting

DOL

Directorate of Logistics

DPS

Directorate of Public Safety

DRM 

Directorate of Resources Management

EMILPO

Electronic Military Personnel Office

FSSI

Field Service Support Inc

GC

Garrison Commander

MEDDAC

Medical Department Activity

PCS

Permanent Change of Station

POC

Point of Contact

PPC  

Personnel Processing Center

Section II

Terms

(There are no terms)

FOR THE COMMANDER:

CHARLES D. CORNWELL

Colonel, Infantry

Chief of Staff
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Director of Information Management 
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