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DEPARTMENT OF THE ARMY

HEADQUARTERS, UNITED STATES ARMY TRAINING CENTER AND FORT JACKSON 

FORT JACKSON, SC  29207

ATZJ-HR-AG-T

SUBJECT:  Memorandum of Instruction (MOI) for Student Processing Procedures


ATZJ-CS

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Memorandum of Instruction (MOI) for Student Processing Procedures

1.  Purpose:  This MOI establishes policies and procedures to manage the in/out-processing of students through the Trainee/Student Processing Work Center (TSPWC) and provides procedures for each school course curriculum.

2.  Applicability:  This MOI applies to all students attending courses at the Soldier Support Institute (SSI-Bldg 10000 only), U.S. Army Chaplain School, and the Noncommissioned Officer Academy.

3.  General:

     a.  The TSPWC is responsible for all initial in/out processing briefings.  These briefings will take place at each school’s designated site.  Students arriving in advance of the scheduled course reporting date must in-process at the TSPWC, Strom Thurmond Soldier Service Center, room 1099, immediately after arrival.


b.  The TSPWC will deploy its Student Processing Team to facilitate and ensure all in-processing is completed in a smooth and efficient manner.

4.  Processing Procedures/Responsibilities:


a.  School Operations/Liaison/Personnel Sergeant will:

          (1)  Provide a tentative Class Roster to Student Processing Team three working days prior to class start date.  The point of contact is at 751-4416 or faxed at 751-5052.



(2)  Ensure S1/Unit eMILPO Clerk input appropriate eMILPO Arrival and Attachment/Release from Attachment transactions within seven (7) calendar days after Soldier’s arrival for training.



(3)  Ensure students are assembled and ready to begin in-processing on time at the designated place.



(4)  Ensure each student bring his/her personnel file:  DA Form 201 file (if available), 

DD Form 1610, DD Form 93 (Emergency Data Card), Service Member’s Group Life Insurance (SGLI), and movement orders.



(5)  Coordinate with the Student Processing Team prior to 0900 each Monday (except Federal holidays) for movement orders and record accountability.  When holidays fall on Monday, coordination will be done Friday before the holiday.



(6)  Coordinate in/out-processing time and location with the Student Processing Team at least one week prior to Class Start/Graduation Date on or before 0900 each Monday (except Federal holidays).  When holidays fall on Monday, coordination will be done the Friday before the holiday.



(7)  One week prior to Class Graduation Date, sign for all student DA Form 201 files from the Student Processing Team.  



(8)  Initiate Promotion Point Worksheet/Request for Promotion Certificate for students needing to add promotion points or being promoted while in a student status.  Obtain appropriate approval authority signature and call the Promotion Section (751-7782), Strom Thurmond Building, for an appointment to see student (if required).  Student must report to the Student Processing Team before and after scheduled promotion appointment to pickup DA Form 201 File/Officer Folder.



(9)  Ensure all required documents (request for concurrent/deferred travel, and adding/deleting family members) for Permanent Change of Station (PCS) moves are provided to the Student Processing Team two weeks prior to scheduled Personnel Overseas Readiness (POR) briefing.



(10)  Pick up Additional Skill Identifier (ASI) orders two days prior to graduation for distribution to students.



(11)  Ensure copies of all ASI F4/F5 certificates are provided to the Student Personnel Team for final processing.  Copies may be faxed, emailed, or hand delivered by unit Personnel Officer/NCO or designated representative.  The POC is at 751-4416 or faxed at 751-5052.


b.  Student Processing Team will:



(1)  Welcome students to Fort Jackson on behalf of the Commanding General and the Fort Jackson community.



(2)  Introduce team members and provide a brief overview of the in/out-processing orientation.



(3)  Ensure students complete all in-processing forms.



(4)  Upon completion of briefing, print out the in-processing sheet, stamp and copy orders for in-processing and provide In-Processing Checklist for students.



(5)  Provide temporary DA Form 201 files for students without their original file.



(6)  Ensure all DA Form 201 files are logged in records book and filed until the end of the course.



(7)  Input appropriate eMILPO DLOS transactions NLT two weeks prior to graduation.



(8)  After initial in-processing briefing is completed, schedule time with course director for students to review their final documents (DD Form 93/SGLV Form 8286) and resolve any questions and concerns.



(9)  Provide POR briefing in the classroom on the 5th and 15th of each month.



(10)  Provide Permanent Change of Station (PCS) orders upon receipt of Request for Orders (RFO) and necessary documentation.



(11)  For Adjutant General/Finance/Warrant Officer/Chaplain-Officer Basic Course (OBC):



(a)  Conduct initial in-processing briefing in classroom.



(b)  Ensure students complete in-processing data forms.



(c)  Have students review and make any necessary changes to their file.



(d)  Collect and stamp orders bringing students to Fort Jackson.  Ensure the date placed on the orders matches the Sign-In date on DA Form 31, if applicable (USAR and ARNG only).



(e)  Review and update DD Form 93 and SGLV in eMILPO.



(f)  Make temporary DA Form 201 file for students without a permanent file.



(g)  Log all DA Form 201 files in the records book and file.



(h)  Conduct individual POR briefing when required.



(i)  Publish Permanent Change of Station (PCS) orders when required.



(12)  For Warrant Officer Advance Course (WOAC) and Captain Career Course (CCC):



(a)  Conduct initial in-processing briefing in classroom.



(b)  Ensure students complete in-processing data sheets.



(c)  Collect copies of orders and/or DA Forms 1610.



(d)  Collect any DA Form 201 files for Soldiers TDY.



(e)  Log in DA Form 201 files in records log book.



(13)  For Station Commander Course, Recruiting and Retention Course, Guidance Counselor Course, Health Care Course, Transition NCO Course, Noncommissioned Officer Advance Course, Basic Noncommissioned Officer Course, Recruiting 1SG Course:



(a)  Conduct initial in-processing briefing in classroom.



(b)  Have students complete in-processing data sheet.



(c)  Collect copies of orders and/or DD Forms 1610.



(d)  Collect DA Form 201 files from students who are PCS or TDY enroute.



(e)  Log in all DA Form 201 files in the records log book.



(f)  Student Processing Team will coordinate with Personnel Operations Work Center for all Reserve students.



(14)  For Postal Operations/Postal Supervisor:



(a)  Conduct initial in-processing briefing in classroom.



(b)  Have student complete in-processing data sheet.



(c)  Collect copies of orders and/or DD Forms 1610.



(d)  Collect all DA Form 201 files from students TDY.



(e)  Log in DA Form 201 files in records log book.



(f)  Once student completes course (self-paced course) and certificate is obtained, publish orders and forward to the unit Personnel Officer/NCO (ASI F4/F5 courses only).



(g)  Ensure each order is official stamped for students completing ASI F4/F5 Courses who are TDY and return.



(h)  Log orders in records log book.



(15)  For Army Recruiter Course:



(a)  Conduct initial in-processing briefing in classroom.



(b)  Have Soldiers complete in-processing data sheet.



(c)  Collect copies of orders and/or DD Forms 1610.



(d)  Collect any DA Form 201 files for Soldiers TDY.



(e)  Log in DA Form 201 files in records log book.



(f)  Student Processing Team will input the Sit-Down Roster Not Later Than (NLT) the second week of receipt from Operations/Personnel Officer/NCO.



(g)  Publish Additional Skill Identifier (ASI) orders upon receipt of final proof of Sit-Down Roster.  All rosters must be given to the Student Processing Team two weeks prior to graduation.

5.  Student Personnel Team additional duties are as follows:


a.  Issue ID Cards on Monday thru Friday from 0900-1100 & 1330-1600.


b.  Provide Statement of Service for VA Loans:  Student must be present.


c.  Process Foreign Language Proficiency Pay:  Student must turn-in DA Forms 4187 and 330.


d.  Process name change and enrollment in the Army Married Couple Program.  Student Personnel Team must have signed copy of DA Form 4187 (request must be signed by 05 or above) and marriage license with the raised seal.


e.  Promotion Orders:  Must be received NLT 15th day of promotion month.


f.  Process DA Form 1506 (Statement of Service):  The following documents are needed:  

DD Forms 214, DA Form 71(officers), DD Form 4/1, copy of orders bringing Soldier to Fort Jackson.   

6.  The point of contact for this MOI is Ms. Roberts, 4-4422.

                                //S//









      LEVI R. MARTIN, JR.









      COL, GS









      Chief of Staff
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