OTJAG Reserve and National Guard Mobilization and COADOS Packet Requirement Checklist

Rank & Name ___________________________________________________

EMAIL Address__________________________________________________

Your Contact Phone Numbers______________________________________

Duty Location Preference_______________________________________

Note:  It is critical that completed application packets be received at HQDA 90 days prior to the requested start date of the mobilizing soldier (this applies to extensions too).  Sufficient advance time (in addition to the 90 days) must be provided for staffing requirements at commands subordinate to HQDA, if applicable.  If not received at least 90 days out, there is no guarantee that the action can be processed in time to meet the requested start date.   DO NOT proceed to the duty location or in-processing site without orders!

Directions: Once assembled, prior to or simultaneously with submitting to your higher headquarters (non-FORSCOM Army MACOMs and FOAs can send direct to HQDA), you MUST send an information copy of the complete packet (we cannot process packets missing required documents) as a scanned Adobe Acrobat .pdf file attachment to:

Field Grade Officer positions:  

rodney.dale.stewart@conus.army.mil or andrew.hopkins@conus.army.mil 
Captain assignment positions:  

rodney.dale.stewart@conus.army.mil or joanne.sykes@conus.army.mil 

Enlisted positions:

kenneth.acevedo@conus.army.mil  
Copies must be signed and complete when submitted!  Failure to comply with instructions will result in your action not being processed.

Required for all Actions
· Signed and completed Volunteer Selection Form (enclosed)
· Signed Required Certification for Legal Personnel (enclosed)

· Current DA Photo    
· Last five OERs
· DA Form 705 (APFT Card)
· Completed DA Form 1058-R (Active Duty Application)
ALL ENTRIES MUST BE CORRECT AND COMPLETE!
· block 1 to be addressed thru higher HQ to HQDA, Deputy Chief of Staff G-3 (DAMO-ODM), 400 Army Pentagon, Washington, DC 20301-0400
· block 4a, your official home of record.  PO Boxes are unacceptable, as your BAH and TDY entitlements are determined based on this address.

· block 6, the TPU unit you are permanently assigned to, not the one to which you are currently attached or wish to be serving.  List IRR or IMA if you are an IRR or IMA soldier.  List ARNG with State and unit if you are ARNGUS.

· block 8, List JA/USAR or JA/__ARNG.  NOT Army.

· blocks 15 and 16, if you exceed the AR 600-9 Screening Table Weight, will need a DA Form 5500/5501-R, Body Fat Worksheet, current within 6 months of tour start date.

· block 18, include ONLY prior active duty time, not good “retirement years” under RC retirement system 

· block 19, ignore it

· block 20, beginning date should be date tour will start
· block 21, date and location of most recent Army physical
· block 24, MUST BE SIGNED!  Do not include statements like “Rental Car Authorized,” “POV authorized for convenience of government,” “TDY/per diem authorized,” etc.  Standard instructions approved by the HQDA G-1 for your contingency operation will be printed on your orders, notwithstanding your additions in this block.  Any special instructions requested in this block will be disregarded if they conflict with HQDA G-1 Personnel Policy Guidance.
· block 35 must be signed by the RESERVE unit commander if TPU or ARNG soldier, and either S1 or UA signs as records custodian in block 36.  If you are IRR or IMA (and only if IRR/IMA), this can be blank.  The SJA or commander at current duty location CANNOT sign.  Only your unit commander can sign.
· All info in section 2 must be completed, except as noted above.
· Current HIV Screening within two years of tour start date (results must show online on SMS)
· Current Security Clearance (Clearance level may vary by mission) 
· Current Physical Health Assessment (within the year)
· Meet height and weight standards IAW AR 600-9 (DA 5500-R/5501)  (If your height and weight listed on the DA Form 1058 do not meet screening table standards in AR 600-9, you must include the body fat worksheet.  Sheet must be current within 6 months of start date of tour.)

· Memorandum from Commander Approving Mobilization (Enclosed)
Embedded Judge Advocates (including AGR): This memo must be signed by your supervising SJA.  If you are the senior Judge Advocate at your command, this memo must be signed by your commander.

LSO Judge Advocates (including AGR): This memo must be signed by the LSO commander.  Signature authority is not delegable.

DIMA Judge Advocates: This memo must be signed by the DIMA coordinator within your agency.

IRR Judge Advocates:  No memo required
· Completed DADT training (available at:  https://jag.ellc.learn.army.mil/webapps/portal/frameset.jsp?tab=courses&url=/webapps/blackboard/execute/courseMain?course_id=_12278_1  )
