Application Checklist

Avoid being one of the 30-40 percent of applicants who mail in application with one or more errors that preclude further processing until the required correction is made.  Using the checklist below, do one final check before mailing your application.  Include this checklist as the top document in your application.  It will assist the Recruit the Recruiter Team in reviewing your application.

Mail original application to the following address:

HQ USAREC

ATTN RCPER PM RTR

Bldg 1307 Third Ave

Fort Knox, KY  40121

Good luck.  If you answered yes to all of the questions, you should get a first time GO when a recruiter reviews your application.

VOLUNTEER RECRUITER APPLICATION CHECKLIST

NAME: ___________________________________  SSN:  ________________________

1.  Telephonic or Personal Interview:  Have you conducted an interview with a member of the Recruit the Recruiter Team and told to proceed with the application?  Y or N

2.  Memorandum, subject:  Recruiting Duty Volunteer Statement:    Information in block 6 pertains to the soldier not the spouse.  The original must be returned to the Recruit the Recruiter Team.  Have you completed all the blocks and signed the form? Y or N  

3.  DA Form 5425 (3 pages):  Complete using only your income (do not include your spouse’s income).  In block 6c, put your monthly clothing allowance divided by 12).  Add blocks 6a, 6b, and 6c and place the total in block 6d.  For block 6e, add the following from your latest LES:  federal taxes, FICA, state taxes (if applicable) and Medicare taxes.  Subtract block 6e from 6d for your after-tax total and place that amount in block 6f.  In block 6g put your BAH (if you receive it), and any other income that will not change after you PCS.  Add blocks 6f and 6g for your total monthly spendable income.  Put your monthly rent or house payment in block 8j if you live off-post and recognized BAH as income in block 6g.  After completing this form, sign and date on the bottom of page 3.  Disclosure of this information is voluntary; however, failure to provide this information may delay or suspend the application.  The original must be returned to the Recruit the Recruiter Team.  Did you include all monthly payments? Y or N   Did you sign and date the bottom of page 3? Y or N  

4.  DA Form 5427-R:  Your first level commander (company, battery, detachment, etc) completes this form.  No delegation is authorized unless accompanied by assumption of command orders.  With the assistance of your personnel office or training office, you must complete the top portion and blocks 13a through 15b.  The commander completes blocks 1 through 12 and must explain any ratings of 3 or below in the remarks section. .  The original must be returned to the Recruit the Recruiter Team.  If there are any 3s or below in blocks 1 through 12, did the commander explain them? Y or N   Did the commander sign and date on the bottom of page 2? Y or N  If your commander is below the rank of CPT, did you include a copy of the assumption of command orders? Y or N
5.  DA Form 5426-R:  Your battalion commander or first LTC supervisor completes this form.  No delegation authorized unless accompanied by assumption of command orders.  You should complete the admin portion of part 1 and the Bn Cdr must complete the remaining blocks.  The Bn Cdr signs at the bottom of the form and your PSNCO provides their name and phone number.  The Bn Cdr must provide comments if he/she feels you are not qualified while positive comments are optional. The original must be returned to the Recruit the Recruiter Team.  Did the Bn Cdr sign and date the form? Y or N If your commander is below the rank of LTC, did you include a copy of the assumption of command orders? Y or N
6.  Assignment preference map:  Indicate your assignment preferences for recruiting duty by selecting a total of 9 battalion choices from 3 separate brigades.   Indicate the order of preference for you selections.  Assignment Preference Maps.  Have you included nine battalion level assignments from three brigades? Y or N   Have you numbered your choices from 1-9 in order of  your preference (example ,1. Atlanta Battalion 3A, 2.  Jacksonville Battalion 3E, 3 Tampa Battalion 3N) Y or N  

7.  Include the following documents (these apply to everyone):

    (a)  Mental evaluation (DA Form 3822 or whatever document is provided by Mental Hygiene)

    (b)  Enlisted Record Brief (ERB) (formerly DA Form 2A and 2-1)

    (c)  APFT card indicating a passing score within the last 6 months

    (d)  DA Photo (only 1 photo)

  Note:  Documents must be less than 90 days old upon receipt at USAREC except for the mental evaluation and the last PT test which must be within 6 months

8.  Include the following documents if applicable:

    (a)  Body fat worksheet signed by your commander or first sergeant if you exceed the table in AR 600-9 

    (b)  Photos of all tattoos except for those in private areas.  Photos can be taken with an instant camera but must be close up and clear in detail.  The standard:  one must be able to clearly tell what the tattoo represents. Please include a photograph in Class B's with short sleeve shirt.

    (c)  Proof of enrollment in the EFMP that indicates the type of treatment required for your family member(s).

    (d)  A copy of the dependent care plan for Married Army Couples and sole parents.  You must also include a plan of action.

   (e)  Provide a copy of any Article 15s, including summarized.  If you cannot obtain a copy, include a memo explaining the charge(s) and the punishment administered.  If your current company commander is the one that gave this to you, he/she must complete the memorandum, if not, you may sign the memorandum.

   (f)  Proof of 30 semester hours of college if you are not a high school graduate.  Transcripts or grade slips will be acceptable proof.  DANTES, CLEPS and military evaluations are not acceptable.

   (g)  A copy of any profile except for glasses.  If you have a P3 profile, you must have been before a MMRB.  You must include a copy of the MMRB results.

   (h)  If you require a dependent waiver, you must include a copy of your DD 1172 (DEERS enrollment) 

          SGT- 2 (to include spouse);  SGT(P)  - 3 (to include spouse);  SSG - 4 (to include spouse);  SFC -5  (to include spouse)   We can request a waiver of 1 additional dependent

If you have children that do not reside with you, but you pay child support and they are enrolled in DEERs , they are also counted as dependents.

    (i)  Prior recruiters (previously awarded SQI4) must include the following:

          (1)  All NCOERS from the time entered recruiting duty until present

          (2)  All point sheets from prior recruiting duty 

          (3)  A copy of your highest recruiter award (GB, 1SS, 2SS, 3SS, Ring, Medallion)

          (4)  A memorandum indicating where assigned and the prior chain of command (Station Commanders, 1SGs, and Sergeant Majors) while on recruiting duty

9.  Other documents:  May be required for some applicants.  If this applies, you will be called or emailed requesting additional documents.

VOLUNTEER RECRUITER APPLICATION CHECKLIST

(Applicants should use this checklist to be sure your application gets a first time GO)

NAME:  __________________________________________________________

___1. Complete Telephonic or Personal Interview with a RTR Team member from HQ USAREC.

Toll free 1-800-223-3735, Ext. 6-0215, 0210, 0465, 0457, 0105. DSN 536-xxxx, Comm 502-626-xxxx.

___2.  Application Checklist

___3.  Recruiting Duty Volunteer Statement completed, signed and included (Information in block 6 

pertains to the individual soldier not the spouse)  The original must be returned to the Recruit the 

Recruiter Team.

___4.  DA Form 5425-R (3 pages) completed accurately reflects your income, assets, expenses and 

liabilities and is signed and dated.  Computations were checked and you did not include spouse’s income. 

The original must be returned to the Recruit the Recruiter Team.

___5.  DA Form 5427-R (2 pages) completed and signed by commander.  No delegation is authorized unless accompanied by assumption of command orders. The original must be returned to the Recruit the 

Recruiter Team.

___6.  DA Form 5426-R completed and signed by the Bn Cdr or first LTC supervisor.  No delegation

is authorized unless accompanied by assumption of command orders. The original must be 

returned to the Recruit the Recruiter Team.

___7.  Assignment Preference Map indicating your preferences for assignment as a recruiter.  

9 battalion level choices from 3 separate brigades.  Write the battalion name and the two-digit code.

___8.  Mental evaluation is less than six months old.  Mental evaluation date:  ________.  

The original must be returned to the Recruit the Recruiter Team.

___9.  Enlisted Record Brief (ERB/formerly the DA Form 2A and 2-1) is included and is less than 90 days old.

__10.  APFT card is included and shows a passing score within the previous 6 months

__11.  DA photo is included and was taken within the previous 90 days

I have included the following documents if they apply:  If the item does not apply, write NA.

___12.  Body fat worksheet signed by Cdr or 1SG no older than 90 days

___13.  Photos of all tattoos except for those in private areas.  Is photo close up, clear in detail, and can 

one tell what the tattoo represents? Please include a photograph in Class B's with short sleeve shirt.

___14.  Proof of enrollment in the EFMP that indicates the type of treatment required for your family member(s)

___15.  Copy of any Article 15s, including summarized.  If you cannot obtain a copy, include a memo from your commander that explains the charge(s) and punishment administered.

___16. Proof of 30 semester hours of college if you are not a high school graduate.  Transcripts will be 

acceptable proof

___17.  Copy of profile and a copy of the MMRB results (if applicable)

___18.  DD Form 1172s (DEERS enrollment).  This only applies if you will need a dependent waiver.

___19. Prior recruiters (previously awarded SQI 4) must include the following:  

       (1)  All NCOERs from the time entered recruiting duty til present

       (2)  Point sheets from prior recruiting duty and orders for highest level recruiting award

       (3)  A copy of your highest recruiter award (GB, 1SS, 2SS, 3SS, Ring, Medallion)

       (4)  A statement that indicates where assigned while on recruiting duty, include all prior chain of command (Station Commanders, 1SG’s and Sergeant Major’s)

For additional instructions review our web site www.usarec.army.mil/hq/recruiter
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