 DATE: ______________________


INCOMING CIVILIAN AND MILITARY PERSONNEL CHECKLIST
This checklist will be used by all permanently assigned personnel upon reporting to the Defense Acquisition University
Name: ____________________________________________ Supervisor: ____________________________________________
Dept/Office Symbol: ________________________________ Report Date: ___________________________________________
SPONSOR: _______________________________________
ALL PERSONNEL (Unless otherwise specified)—You and your sponsor must arrange the following MANDATORY office visits.
Sponsor will coordinate office calls with supervisory chain of command
	Who
	Dept
	Bldg/Room
	POC
	Phone
	Action
	Initials

	ALL PERSONNEL
	OP-HR
	204/104
	Service Reps
	
	In-processing, Emergency Data, Bio sheet, Security Clearance Info, DAU Badge, eMTS Account, CAC Card, Standards of Conduct, Mail Center Locator Card, DAWIA Certification, Mass Transit  
	

	ALL PERSONNEL
	OP-VS
	204
	
	805-2445
	Official DAU Picture
	

	ALL PERSONNEL
	OP-IS
	209/91
	Helpdesk Rep
	805-3459
	Email Account, Username/Password
	

	ALL PERSONNEL
	OP-PO
	202/113
	Sherry Stancil
	805-4941
	Parking Tag
	

	ALL PERSONNEL
	HQ-PRM
	202/233
	Pat Gosh
	805-4934
	Government Visa Program
	

	ALL PERSONNEL
	HQ-PRM
	202/233
	Justine Davis
	805-4932
	Defense Travel System
	

	ALL PERSONNEL
	Supervisor
	Within your office
	
	
	Discussion of DAU policies, job description, duties, training, & IDP
	

	ALL PERSONNEL
	Departmental Property Book Rep
	Within your office
	
	
	Within 5 days – Issue PC/Laptop
	

	MILITARY
	OP-HR
	204/104
	Service Reps
	
	Provide copy of Orders, Last 3 Eval Reports & fitness card/form
Service Rep will set appt with Element Commander
	

	ENLISTED
	OP-PO
	202/113
	Sherry Stancil
	805-4941
	SDNCO Briefing (CALL FOR APPT)
	


TURN IN COMPLETED FORM TO HR 


