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SUBJECT: Reserve Component Affairs Office Standard Operating Procedures, APP C (4)

Team Minuteman
Unit In-Processing Checklist

Event POC Location Contact Number
Welcome Brief

Sponsorship Brief MAJ Phillips/SGM Parrigin  Bldg 343 520-5039
Red Cross MS. Dustman Bldg 10 466-1760
EO / Sexual Assault/EEO  MS. Hamilton Bldg 317, Rm. 1 466-4102
Health Clinic TMC Representative Bldg 51 466-4537
Commander/1SG Brief LTC Utley Bldg 343 520-5701
Facilities Tour Team Minuteman Staff Bldg 343 520-5899
MWR Funds Request MS. Hill Bldg 317, Rm. 16 466-2079
Transportation

TMP/Bus License/Draw SGT Allsopp Bldg 416/Bldg 9 520-5802
MB P/U Confirmation

IACS Pass (ADVON Only) MDP Office Bldg 10, Rm. 103 ~ 466-1730
Automation SGT Allsopp Bldg 343 520-5802
Accounts Established

Computers P/U

Supply SGT Allsopp Bldg 343 520-5802
Supply Brief

Specialty Equipment Issue
MRE/DFAC Coordination

Ration Card (25 or less) MDP Office Bldg 10, Rm. 103

Ration Cards (26 or more)  10C (Chris Koivisto) Bldg 309 466-4595
Troop Issue(If Required) SGM Parrigin/SGT Allsopp Bldg 343 520-5899
Sign for billeting/Keys SGM Parrigin/SGT Allsopp Bldg 343 520-5899
TCP CPT Mayfield Bldg 343 520-5556
Project Brief

Box Tour

Intro to Key Players

CMA/ 348 Check MR. George Crum Bldg 536 466-2124

Turn-In Unit Roster
TMC/EOC SGM Parrigin Bldg 343 520-5899
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Event POC Location Contact Number
Logistical Support SGT Allsopp Bldg 343 520-5802
TMP/Bus Cleaned and T/I
MB DEP Confirmation
Billeting / Clear Barracks ~ SGM Parrigin/SGT Allsopp Bldg 343 520-5899/5802/5640
Supply
Hand Receipts Cleared SGT Allsopp Bldg 343 520-5802
TCP
AAR Submitted OIC CPT Mayfield Bldg 343 520-5556
Clear CMA Mr. George Crum Bldg 536 466-2124
Clear hand Receipts (DPW) Mr. Joe Hascin Bldg 33 466-2481
Clear hand Receipts (CMA) Mr. George Crum Bldg 536 466-2124

. Weapons/sensitive Items SGM/SGT Allsopp Bldg 330A 520-5802

. Unit
JMRC Unit Scroll Presented Team Minuteman Staff Bldg 343
JMRC CoAs Ceremony Team Minuteman Staff Bldg 343



