Appointment from Active Duty Checklist


	Name: 
	     
	Unit:
	     
	Para/Lin:
	     

	Phone:
	     
	Position: 
	     


	
	
	Form
	Notes

	1 
	 FORMCHECKBOX 

	Unit Acceptance Letter
	Prepared by OSM.

	2 
	 FORMCHECKBOX 

	NGB 62E
	Follow form instructions! Full (all three names) signatures in ink on page 3; OSM handles endorsements  FORMCHECKBOX 
.

	3 
	 FORMCHECKBOX 

	DA 1059, Academic Evaluation Report
	Show highest military education. CPT must have completed OBC, MAJ must have completed CAS3 or CCC Ph2.

	4 
	 FORMCHECKBOX 

	Certified Transcripts
	Order Registrar to send transcripts directly to OSM. Must show degree completion. Date ordered: 

	5 
	 FORMCHECKBOX 

	DD 2808 & 2807-1 Physical Exam
	OSM may need to schedule a new physical, based on age and status of existing physical. Date: 

	6 
	 FORMCHECKBOX 

	DA 7349 Annual Medical Certificate
	Complete page 1, with any medical events since your last physical/AMC. Not required if physical <6 mo.

	7 
	 FORMCHECKBOX 

	DA 705 APFT Scorecard
	Must be a PASS within nine months. Alternate test only with medical profile DA 3349. Date: 

	8 
	 FORMCHECKBOX 

	DA 3349 Physical Profile
	If applicable.

	9 
	 FORMCHECKBOX 

	Current Height/Weight Statement or DA 5500/5501
	Applicants under the screening weight use the Statement; over the screening weight use the DA 5500 (male), or 5501 (female).

	10 
	 FORMCHECKBOX 

	Copy of Social Security Card
	Enlarge the copy to show the number better. OSM has guidance if you do not have a SS Card.

	11 
	 FORMCHECKBOX 

	Reserve of the Army Appointment (DA 71)
	The oath you signed at your commissioning.

	12 
	 FORMCHECKBOX 

	Prior Svc Documentation 
(DD 214/NGB 22)
	If applicable.

	13 
	 FORMCHECKBOX 

	Aviation Service Orders
	If applicable.

	14 
	 FORMCHECKBOX 

	Statement of MSO
	DA 3574 for non-prior service, DA 3575 for prior service.

	15 
	 FORMCHECKBOX 

	DA promotion orders, or DA board selection letter
	To current or next highest grade. DOR: 

	16 
	 FORMCHECKBOX 

	Security Clearance Verification
	OSM provides JPAS statement from applicant's information.

	17 
	 FORMCHECKBOX 

	SF312, Classified Non-Disclosure Agreement
	Read/watch security briefing, sign NDA to gain VaARNG access. 

	18 
	 FORMCHECKBOX 

	OERs
	PERMed copies of all OERs. https://ompf.hoffman.army.mil/

	19 
	 FORMCHECKBOX 

	Copies of Orders for Awards and Decorations
	Certificates/orders not necessary if documented on ORB or DD214.

	20 
	 FORMCHECKBOX 

	W-4 Tax Withholding
	You may update this at any time.

	21 
	 FORMCHECKBOX 

	SGLV 8286 SGLI Election
	Recommend at least minimum ($50k), more if you have dependents. You may update this at any time.

	22 
	 FORMCHECKBOX 

	SGLV 8286a Family SGLI 
	Optional. You may update this at any time.

	23 
	 FORMCHECKBOX 

	DD 2058 State of Legal Residence
	You may update this at any time.

	24 
	 FORMCHECKBOX 

	SF 1199A Direct Deposit 
	You may update this at any time.

	25 
	 FORMCHECKBOX 

	Voided Check
	Attach to SF 1199A, to suffice for Part 3 (bank endorsement).

	26 
	 FORMCHECKBOX 

	DD 93 Emergency Data
	You may update this at any time.

	27 
	 FORMCHECKBOX 

	Officer Records Brief (ORB)
	Available online at AKO. https://www.us.army.mil/

	28 
	 FORMCHECKBOX 

	Affiliation Bonus Agreement
	Only applies to those who never served previously in the Selected Reserve as an officer. 


Red = Original documents required. All others may be photocopy or high-quality fax.


Blue = Documents prepared by other agencies.


White = Forms completed by applicant.


Italics = May not apply; not required in all cases.











