
2133d Transportation Company

HUMAN RESOURCE

ASSISTANCE VISIT CHECKLIST
Garrison Visited: ______________________________

AGR Admin NCO: _______________________________

M-Day Admin Personnel: _________________________

Date of Visit: ____________________

Orderly Room Operations
1.  The orderly room is neat and organized.




Yes
No
N/A


Remarks:

2.  The orderly room is free of flammable materials.



Yes
No
N/A


Remarks:

3.  The orderly room is free of tripping hazards.



Yes
No
N/A


Remarks:

4.  Hours of Operation are posted outside the orderly room.


Yes
No
N/A


Remarks:

5.  Access to the orderly room is restricted IAW the HR SOP.

Yes
No
N/A


Remarks:

6.  The proper posting is on the outside of the orderly rm door.

Yes
No
N/A


Remarks:

Organization
7.  The full-time Admin NCO uses functional files.



Yes
No
N/A


Remarks:

8.  The tracking spreadsheets in the HR Electronic Files are 

Yes
No
N/A

being utilized.










Remarks:

9.  Record files are being maintained IAW the HR SOP.


Yes
No
N/A


Remarks:

10.  The required binders are being maintained and have the

Yes
No
N/A


necessary contents.



Remarks:

Office Management

11.  DA Form 200 Transmittal Record is being used when 


Yes
No
N/A


sending documents to other armories/offices.



Remarks:

12.  Blocks 1, 2, 3, 5, 8 and 10 are being completed.
 


Yes
No
N/A


Remarks:

13.  Shipment numbers consist of the 2-digit year and a 
 

Yes
No
N/A


sequence number.



Remarks:

14.  A blank copy of the 200 is being maintained in the binder 

Yes
No
N/A


until the signed version is returned.



Remarks:

15.  The binder contains a Transmittal Record Log, and the


Yes
No
N/A


DA 200s are being logged.


Remarks:

16.  DA 200s are being reconciled monthly.




Yes
No
N/A


Remarks:

17.  Dates of completion are being entered on the Suspense Tracker.
Yes
No
N/A


Remarks:
Unit Administration
18.  The Admin NCO is ensuring that the Phone & Email Roster, and
Yes
No
N/A


the Mailing List are being reviewed monthly, and updating the 


information in UPS.

Remarks:
19.  Annotated rosters are being maintained in the Record File for 5 years.
Yes
No
N/A


Remarks:
20.  The Admin NCO is e-mailing the updated rosters to the unit leaders.
Yes
No
N/A


Remarks:
21.  The company standard format for newsletters is being used.

Yes
No
N/A


Remarks:
22.  Newsletters are being submitted the day after RMP to the publication 
Yes
No
N/A


office, with a DD Form 844 and the Mailing List.


Remarks:
23.  A policy and SOP binder is being maintained.


  
Yes
No
N/A


Remarks:
24.  The policy and SOP binder contains a printed copy of the 
 
Yes
No
N/A


Policy & SOP Tracker.


Remarks:
25.  All unit policies and SOPs are maintained in this binder.
 
Yes
No
N/A


Remarks:
26.  An Additional Duty Appointments binder is being maintained. 
Yes
No
N/A


Remarks:
27.  The binder contains a printed copy of the Additional Duty Tracker. 
Yes
No
N/A


Remarks:
28.  All additional duty appointments are maintained in the binder.
 
Yes
No
N/A


Remarks:
29.  Correspondence is being prepared IAW AR 25-50.

 
Yes
No
N/A


Remarks:
30.  Typists are using the correct letterhead and office symbols.

Yes
No
N/A


Remarks:

In/Out-Processing
31.  Soldiers are being in/out-processed IAW the checklists.


Yes
No
N/A


Remarks:

32.  Original checklists are being maintained on file until the S1 CIP.
Yes
No
N/A


Remarks:

ISF & Birth Month Reviews
33.  The correct file folder is being used for the ISFs.


Yes
No
N/A


Remarks:

34.  ISFs are folded correctly and have the proper label.


Yes
No
N/A


Remarks:

35.  ISFs contain the proper cover sheets, and the cover sheets are

Yes
No
N/A


properly completed in pencil.


Remarks:

36.  ISFs are maintained for all Soldiers assigned or attached.

Yes
No
N/A


Remarks:

37.  Birth Month Reviews are current.




Yes
No
N/A


Remarks:

38.  Birth Month Reviews are performed using the ISF Review Checklist.
Yes
No
N/A


Remarks:

39.  The ISF Review Counseling is used to record that the Soldier was
Yes
No
N/A


informed of his/her need to provide documentation.


Remarks:

40.  Original ISF Review Checklists and Counseling forms are maintained
Yes
No
N/A


in the record file until the S1 CIP.


Remarks:

41.  The Birth Month Review Tracker is being updated after completion.
Yes
No
N/A


Remarks:

Orders Management
42.  Typists are using the correct letterhead and office symbols.

Yes
No
N/A


Remarks:
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