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APPENDIX  D – LIEUTENANT INPROCESSING CHECKLIST

WARRIOR FORGE

LIEUTENANT INPROCESSING CHECKLIST

SECTION A



REQUIRED

Yes
NA
COPIES
____
____
8
Active Duty Orders & Amendments. If you have not received your orders, annotate it 




on this form and send the rest of the required documents by suspense date. Fax a copy of the 




orders to 253-967-9563 as soon as you receive them.

____
____

2
DA Form 3685-R (JUMPS – JSS Pay Elections)




Items 1, 2, 4a(1) – (5), and 7a – e must be completed.  Item 2 must be marked “Sure 




Pay/Direct Deposit”.  Even if you had Direct Deposit as a cadet, you must submit this 




form.
____
____

2
SF 1199A (Direct Deposit Sign-Up Form).




DIRECT DEPOSIT IS MANDATORY.  Your financial institution must complete their 




portion of this form (Section 3).  Verify the account and routing numbers with them and the 




numbers are legible.  Even if you had Direct Deposit as a cadet, you must still submit




this form.
____
____

2
IRS Form W-4.
____
____

2
DD Form 2058 (State of Legal Residence).




This form is the basis for state tax withholding.  Any questions regarding legal residency 




uld be directed to your state office or to a professional tax advisor.

____
____

2
Payment of AD/Additional Duty Allowances (Clothing).




The Advanced WF Office will complete paragraph 2 if you have not received your orders.  




Paragraph 7 type in the date you 
completed your commissioning physical.

____
____

2
DD Form 2558 (Authorization to Start, Stop or Change an Allotment for Active




Duty or Retired Personnel)  This form is used to start/change or stop allotments.  If the 




allotment is to a bank or financial institution, you must have a separate SF 1199A for the 




allotment.

____
____


2
SBD 2104 (Authorization for Purchase and Request for Change, US Series EE 




Saving Bonds.  This form is required if you desire to purchase saving bonds.

____
____
2 
D D Form 5960 (Authorization for Start, Stop or Change 




Basic Allowance for Quarters (BAQ) and/or Variable Housing Allowance (VHA)

____
____
2
Marriage License/Certificate.




This form is required to establish “with dependents rate”.

____
____
2
Child(ren)’s Birth Certificate and Proof Required to Pay Child Support.




These documents are required if you are divorced and provide  support for a minor, or 




unmarried and provide support for a minor to establish “with dependents rate”..
____
____
2
DD Form 2494 (Uniform Services Active Duty Dependent Dental Plan (DDP)




( Enrollment Election).




This form is required if you have dependents and wish to enroll them in the DDP Program.




Ensure you sign the back page.

APPENDIX D—LIEUTENANT INPROCESSING CHECKLIST (cont..)



REQUIRED

Yes
NA
COPIES
____
____
2
SGLV 8286 (Servicemen’s Group Life Insurance Election and Certificate).

____
____
2
DA Form 2560 (Advance Pay Certification/Authorization)




It may take 4 – 6  weeks for you to receive your 1st pay.  If you require money earlier, you need 




to complete this form and include in the packet.  Complete all blocks.  In item #7, DO NOT




ENTER – “Setting up household”, Reason and amount must be Entered.   An Advance 




Pay may still take approximately 3 weeks to receive.

____
____
3
DD Form 4 Series (Enlistment Document).




The one completed when contracted with .

____
____
3
DA Form 597 or 597-3 ( Contract).
____
____
3
SMP Agreement.  Only if applicable.

____
____
3
DD Form 214, 220 or 215.




These forms are required if you were prior service.  Ensure the forms are legible and include all 




active/inactive service.

SECTION B

Immediately after commissioning fax the following forms to (253) 967-9563:

____

DA Form 71 (Oath of Office) (Mandatory).

____

DA Form 3081-R (Height and Weight Statement) (Mandatory).

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

SECTION C

Hand Carry the following to WARRIOR FORGE:

____

Military Personnel Records Jacket (MPRJ) (201 File)

____

DA Form 31



- If you were selected Immediate Active Duty (IA), you must have a leave form 



effective the date of commission (or when you depart the school) through your report date 



to WF.  If you take leave, indicate whether you wish excess or advance leave.  Sign the 



DA 31 and have the OIC or clerk complete the sign-out.  



Active Duty (AD) Lts need a DA 31 for your travel time.  The leave form should run from 



the day you commence your official travel to WF through your report date to WF.

____

DD Form 1172 (Application for ID Card and Deers Enrollment).



Complete and bring this form if you were not able to obtain an Active Duty ID Card prior 



to departing for WF.

____

DD Form 1351-2 (Travel Voucher).



This form is for the reimbursement for your travel to Fort Lewis.  Complete as much of this 



form as possible.  We will assist you in completing the form when you inprocess.

































































































