DEPARTMENT OF THE ARMY

West Virginia Army National Guard

1703 Coonskin Drive

Charleston, WV  25311

JFHQ-WV-J1-HRO           

                                                                     
MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT:  Welcome Letter for New AGR Hires
1.  References:  AR 600-8-101, NGR 600-5.
2.  Welcome to the Active Guard Reserve force of the West Virginia Army National Guard.  The purpose of the AGR force is to train and equip ready units and prepare units for war or domestic operations as necessary.  You are entering a great career, and will be working alongside some outstanding professionals.  It is our intent that you get off to a good start with an outstanding in-processing system.
3.  As a part of your in-processing, your unit will assign you with a sponsor.  Your sponsor will help you in your integration into the full-time force.  Your sponsor will also be responsible for ensuring you are fully prepared to attend the in-processing session by working with you to submit your in-processing packet.  (See attached checklist.)  By submitting your in-processing packet, you are ensuring your reservation in the upcoming session.     
4.  The next in-processing will be held TBD, in the HRO Conference Room, at the JFHQ-WV, at 1703 Coonskin Drive, Charleston, WV 25311.  The session will begin promptly at 0800.  Sponsors of the new hires will ensure the packet is submitted to HRO, Attn: SSG Barton, 304-561-6789, anthony.barton@wv.ngb.army.mil or SPC Sara Stonoff, 304-561-6682, sara.stonoff@wv.ngb.army.mil AS SOON AS POSSIBLE, to ensure a reservation for in-processing.  Any missing items will prevent system access and permission rights and will cause significant delay in the process.  
5.  If there are any questions regarding in-processing, please contact SSG Anthony Barton, 304-561-6789, or email:  anthony.barton@wv.ngb.arm.mil or SPC Sara Stonoff, 304-561-6682, or email:  sara.stonoff@wv.ngb.army.mil .  
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Ch, AGR Branch 

DIST: 
AGR INPROCESSING 
INPROCESSING PACKET CHECKLIST

REQUIRED DOCUMENTS

· Identify a sponsor, name and contact info email this to anthony.barton@wv.ngb.army.mil or sara.stonoff@wv.ngb.army.mil .
· PHA must be within 12 months before starting AGR Orders

· Initial AGR Orders will be cut by the HRO for 3 years, therefore Soldier must have at least 3 years remaining on their enlistment contract from the orders start date
· Submit current or new DA Form 4836 or DD Form 4 at least 1 week prior to in processing.
· If Soldier is on ADOS, their current ADOS order needs to be amended to end on 30 October 2009. Provide a copy of the amendment with the in-processing checklist.
· RPAM print out from unit—review and bring any documents to correct.  


--Acceptable documents include:  DD 214, NGB 22, enlistment contract, etc.  

· Sponsor and OIC will identify needed training prior to in-processing.  MOSQ is priority, then PEC training.  Needed training will be scheduled during in-processing.

· ATRRS School Application Form Signed by Supervisor for MOSQ or required PEC training as needed http://www.wvang.ang.af.mil/hro/training.htm
· If Soldier does NOT have a state computer account, the Soldier must complete the online application and training required to obtain a New User Account prior to in-processing.

· If applicable bring Completed System Access Request (SAR) for RCAS and IPERMS (attached)

· Copy of current LES

· Copy of Marriage License (if applicable)

· Copies of Dependent Birth Certificates (if applicable)

· Copies of proof of child support (if applicable) 

· Copy of Divorce Decree (if applicable)  

· For new Common Access Card, you (and your dependents) will need the following:

--Current AGR Orders


--Valid State Drivers License


--SSN Card


--Marriage License


--Birth Certificate (for children) *Children over the age of 10 need an ID Card.

--Will have to get CAC and dependent ID card after start date of order.
As of 13 October 2009


