Mobilization Checklist

	Category/Step
	Action 
	Date
	Initials

	UNIT
	
	
	

	1
	Conduct appropriate security briefing. (i.e. Vehicle/Access Passes and Information/Clearances)
	
	

	2
	Ensure member has a current gov’t issued passport.  Submit application if required.  
	
	

	3
	Complete DOG Tag Form.
	
	

	4
	Issue all gear needed for mobilization.
	
	

	5
	Complete Government Drivers License Training (as required).
	
	

	6
	Ensure members are Weapons Qualified.
	
	

	7
	Complete ISOPREP with unit representative.
	
	

	8
	Counsel member concerning available Work Life Resources (Employee Assistance Program, Relocation Assistance Program, Transition Assistance Program, Special Needs Program).
	
	

	9
	Complete all mandated A and B Training.
	
	

	LEGAL
	
	
	

	1
	Counsel member to ensure legal documents are current 
(will, power of attorney,and legal support documents).
	
	

	2
	Counsel member concerning financial responsibilities. Advise member that if he/she has child support garnishments being deducted from his/her civilian pay, the member needs to make arrangements for payment of such obligations while in a mobilization status; delinquent child support payments will be subject to involuntary collection from the member’s military pay under the Treasury Offset Program
	
	

	FINANCE
	
	
	

	1
	Provide information about TSP OCO contribution limits.
	
	

	2
	Provide members with financial planning worksheet
	
	

	MEDICAL
	
	
	

	1
	Ensure member is current with Medical/Dental to include shots.
	
	

	2
	Ensure member has completed DD Form 2795 Pre-Deployment Mental Health Assessment with medical clinic staff
	
	

	3
	Counsel member on availability of the TAMP\Tricare Reserve Select Program (ALCOAST189/05) for further instruction on post deployment benefits.
	
	

	4
	Complete Medical Pre-Assessment Screening.
	
	




	ADMIN
	
	
	

	1
	Verify and/or complete the following forms
	CG4170 (BAH/DEPENDANCY FORM)
	 

	PSC 2020D (DEISIGNATION OF BENEFICIARIES)
	 

	SGLV 8286 (SERVICE GROUP LIFE INSURANCE)
	 

	SGLV 8286A (FAMILY SERVICE GROUP-MARRIED MBR)
	 

	FSA WORKSHEET & BAH WORKSHEET
	 

	Emergency contact data in Direct Access
	 


Forward the above forms to the SPO after completion.
	
	

	2
	Advise member to update mailing/e-mail address and direct deposit information in Direct Access.
	
	

	3
	Complete Weigh Ins upon activation.
	
	

	4
	Ensure member and his/her dependent/s are issued active duty ID card/s. 
	
	

	5
	TPAX: Ensure member can login and passwords are functional. 
	
	

	6
	Ensure member has a current gov’t travel card that is not going to expire during deployment (if so then immediately contact GTC company and have a new card issued prior to deployment). **Ensure limits are raised to the appropriate dollar amount for deployment
	
	

	7
	Advise member that changes in marital or dependency status while in a mobilization status need to be immediately reported to the SPO to avoid potential overpayments/underpayments.
	
	

	8
	If the member is assigned outside his/her state of legal residence and that state does not tax military pay while assigned outside the state (i.e., applies to residents of AZ, CA, CT, ID, MN, MO, MT, NJ, NY, OH, OR, PA, VT, PR), advise the member that he/she may submit a state tax withholding form to claim exemption from state tax withholding.
	
	

	9
	Send letter to member’s employer concerning mobilization status 
	
	

	10
	Counsel member on Educational Assistance (if served on active duty in support of a contingency operation for 90 consecutive days or more)
	
	

	11
	Counsel member on the Reserve Income Replacement Program. Member must complete 18 continuous months of service; or complete 24 months of active duty during the previous 60 months; or is involuntarily mobilized for service on active duty for a period of 180 days or more within 6 months or less following the member's separation from a previous period of involuntary active duty for a period of 180 days or more. Eligible members must complete DD Form 2919 and forward it to PSC (MAS) via their command and SPO. See http://www.defenselink.mil/ra/ for more information
	
	


	12
	Member affirms that he/she is not in receipt of a claim for disability compensation, pension or retired pay from the DVA. If so, the member is responsible for waiving the amount of compensation he/she has received on days in which they received military pay
	
	





	SPO
	
	
	

	1
	Upon reporting to the mobilization site, ensure member’s orders are endorsed to show date member reported, the mobilization unit’s subsistence status, the quarters the member will occupy during mobilization, and the member’s current dependent status.  Ensure endorsed orders are forwarded to SPO
	
	

	2
	Start entitlements.
	
	




** FREEDOM’S SENTINEL (OFS)
Funds provide for the Joint Task Force Guantanamo Bay (JTF-GTMO), and conducting detainee operations and intelligence activities in support of overseas contingency operations. Operations include, but are not limited to the detention and safeguarding of personnel captured during Operations FREEDOM’S SENTINEL (OFS) and intelligence gathering from these detainees. The Guantanamo Bay costs for Military Personnel are included in the Department’s base budget. Associated Operation and Maintenance requirements are included in the Department’s overseas contingency operations budget. 

**HF/ID pay for Cuba is limited to service members performing duties within the Joint Task Force Guantanamo Bay Detention Facilities.  Please see attached SPO Newsletter for clarification.  http://www.uscg.mil/ppc/alspo/2013/SPONews0113.pdf
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