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1.) INITIAL AGR IN PROCESSING
· The new hires AGR unit sends name and contact information to the HRO-AGR Section, WVHROAGR@ng.army.mil
· The SM must have a PHA dated within 12 months of the AGR order start date, contact MEDCOM (SSG Cox, Leonard leonard.cox@ng.army.mil or SSG Zack Debbie.stephenson@ng.army.mil) to schedule a PHA
· IF the SM is on FTNGD orders the order must be amended, so there is no break in service, to end the day before the SM’s AGR order starts.  The amendment must be submitted prior to the SM inprocessing so the AGR order can be created.
· 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 applicable bring Completed System Access Request (SAR) for RCAS and IPERMS (attached)

· If the SM is a federal technician they must contact and coordinate with SSG Michelle Woodall COMM: 304 561-6428 or SGT Michelle Goldsberry COMM: 304 561-6433 prior to starting your AGR order.

SM Must Bring the Following Documents: 
· Drivers License (SM)
· Social Security Card (SM and dependents)
· Most Recent LES 
· All DD Form 214’s
· Current Banking Information
· Marriage Certificate
· Birth Certificate (SM and dependents)
· Divorce decree showing custody of a child
· Adoption order of a dependent
· RPAM Print out
· Copies of proof of child support (if applicable)

For New Common Access Card/ CAC Card (SM or dependents):
· Current AGR Orders
· Valid State Drivers License, passport, and/or state I.D. card
· SSN Card
· Marriage License
· Birth Certificate (for children) Children over the age of 10 needs an I.D. card. 
· Children of all ages are required to have a dependant I.D. if: 
· SM is a single parent 
· Children are from a previous marriage  

For access to all forms, worksheets, check lists, and other helpful information when processing AGR pay transactions please go to the HRO web site, AGR-Army section, http://www.wv.ngb.army.mil/jobs/AGR/Army/default.html.

2.) PAY ADVANCES & CASUAL PAY

· DD Form 2560
· Memorandum of Explanation from the requesting Service Member

3.) DEPENDENT STATUS CHANGES 

Listed below are some common pay changes and required documents that HRO must forward to USPFO for processing. 

a. Marriage:	
· DA Form 5960
· Marriage Certificate
· Spouses Birth Certificate
· Spouses social security card

b. Divorce:
· DA Form 5960
· Divorce Decree

c. Separation:
· DA Form 5960
· Separation Papers

d. Soldier marries Soldier:
· DA Form 5960
· Marriage Certificate

e. Change of Dependent Custody:
· DA Form 5960
· Court Order/Documentation

f. Single, last dependent child marries:
· DA Form 5960

g. Single, last dependent turns 21 and is not attending school:
· DA Form 5960

h. Single, last dependent child attending school turns 23:
· DA Form 5960
· Child’s Birth Certificate


i. Single, not supporting dependents:
· DA Form 5960

j. Decrease or increase of child support:
· DA Form 5960
· Court Order/Documentation

k. Change of Duty Station Zip Code/Transfer:
· DA Form 5960
· Orders

4.) CLOTHING ALLOWANCE

AGR enlisted Soldiers will be paid annually on the anniversary month the Soldier started their AGR tour.  The 1st year anniversary will be a partial payment, following anniversary years will be payment. (Reference DODFMR Vol. 7A Chapter 29)  

AGR SM didn’t receive clothing allowance payment:
· Current AGR order
· Email HRO-AGR Section, WVHROAGR@ng.army.mil, requesting that the Soldiers clothing allowance be paid, to include what anniversary year(s) payment(s) was/were missed.  

5.) DIRECT DEPOSIT, CHANGE (change financial institution, their address, or account number)

AGR Soldiers should not close their current checking/savings account until money is deposited into the new account. 

· SF 1199A
· DA Form 3685

6.) PAY ELECTION, CHANGE (bi-weekly or once a month)

· DA Form 3685
7.) SPECIAL OR INCENTIVE PAYS (Flight, Jump, Hazardous Duty, Recruiter Incentive, etc.)
To start, stop, or change special or incentive pay:
· Order






8.) ALLOTMENTS (Maximum total of allotments is 6)
To start, stop or change an allotment:
· DD Form 2258 (ensure #7 lists only the year and month)
· Copy of current LES
· SF 1199A
9.) U.S. SAVINGS BONDS
Change:
· DD Form 2559
10.) FAMILY SEPARATION ALLOWANCE
An AGR is entitled to receive a tax-free FSA for any period of TDY or mobilization that exceeds 30 days.  Any tour under 90 days will be paid at the completion of the tour.
· AGR Family Separation Worksheet
· DD Form 1561
11.) PROMOTION/REDUCTION
· Order
· [bookmark: OLE_LINK5][bookmark: OLE_LINK6]AGR Promotion/Reductions/Article 15/Adverse Actions Worksheet

12.) ARTICLE 15/ADVERSE ACTION
· Copy of Article 15
· AGR Promotion/Reductions/Article 15/Adverse Actions Worksheet

13.) NAME CHANGE
· Court order
· Marriage License (if applicable)
· AGR Soldier Name Change Worksheet

14.) LEAVE
All AGR leave is requested and processes in the online Full Time Support Management Control System, https://ftsmcs.ngb.army.mil/index.htm.  All referenced forms listed below, and other helpful information is listed on the HRO web site, http://www.wv.ngb.army.mil/jobs/AGR/Army/default.html.

Sell Leave (60 days max in a SM’s career and only for a change in status from T10-T32, T32-T10, separation, retirement, or extension of AGR tour) 
· DA Form 4187
· Current LES
· DD Form 214

Terminal/Transitional Leave:
· Hard Copy DA Form 31 (do not complete on FTSMCS)
· Orders
· Copy of DD Form 214

Reinstate Leave:
· LES, showing leave lost
· Memorandum explaining why the leave was lost, signed by the SM’s CO

15.) MOBILIZATION/DEMOBILIZATION
· AGR MOB & DEMOB Worksheet
· Request for Orders (RFO)
· Order

16.) TRANSFERS/REASSIGNMENTS
· DA Form 5960
· Order
· Unit Clearance Memo 
· AGR Soldier Lateral Transfer Worksheet
· AGR Reassignment Check List

17.) RESIGNATION
· Request for Resignation (from the SM)
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Hard copy of DA Form 31 (do not complete on FTSMCS)
· AGR Resignation Soldier Worksheet
· Unit Clearance Memo
· Unit Clearance Record

18.) RETIREMENT
· AGR Soldier Retirement Worksheet
· Army Retire Request Memo
· Hard copy of DA Form 31, with PTDY remarks (do not complete on FTSMCS)
· Hard copy of DA Form 31 (do not complete on FTSMCS)
· Unit Clearance Memo
· Unit Clearance Record

All above listed documentation and references can be found on the HRO website at http://www.wv.ngb.army.mil/jobs/ 

AGR Manager, CPT Scott Bossie--561-6424
HR Assistant, SSG Pete Campbell—561-6423
Transition Point NCO, SSG Anthony Barton—561-6789
Transition Point NCO, SGT Sara Stonoff—561-6682 
HR Assistant, SRA Daniel Reedy (Deployed)—561-6425
HR NCO, SSG Kristopher Cleek (Deployed) –561-6483
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