New Employee Orientation (NEO) Supervisor Checklist

NAME:_______________________________EFFECTIVE DATE:________________

DUTY LOCATION:______________________________________________________

POSITION TITLE:______________________________________________________

1ST LINE SUPERVISOR:__________________________ PHONE:_______________

1ST LINE SUPV EMAIL ADDRESS:________________________________________

2ND LINE SUPERVISOR:_________________________PHONE:_______________

2ND LINE SUPV EMAIL ADDRESS:_______________________________________

1.  Ensure your new employees have all the following items for the new employee orientation:

· DD Form 214’s

· Acceptable IDs indicated on list of acceptable documents, see Enclosure 5.
· Standard Form 1199a, Direct Deposit Form

· An activated government travel card to be utilized during his/her training time in Columbus, Ohio

· Army Knowledge Online (AKO) account established –  Required
                             Login______________________

                      Password______________________
 Skillport Account established – www.usarmy.skillport.com
                Login______________________

                      Password______________________

· RAPIDS/DEERS Office ~ Dependents that need to be added to 

      DEERS bring the following documents.

· Marriage certificate

· Spouse’s SSN/DOB

· Children’s birth certificates/SSN

· If the member was married and since divorced, a copy of the divorce decree is needed so that their former spouse can be terminated from DEERS.  If they do not bring the divorce decree and have remarried, the new wife cannot be added to DEERS until the previous spouse is removed.

2.  Non-dual status members will need to establish the following to obtain a Common Access Card (CAC) military ID.
· AKO email address

· Sponsor 

3.  Inform technicians that they can review the insurance options available in order to make a choice the day they in-process. The Federal Employee Group Life Insurance (FEGLI), Federal Employee Health Benefits (FEHB), and Federal Employees Dental and Vision Insurance Program (FEDVIP) are available at www.opm.gov/insure.
4.  Additional sites of interest: 

 Thrift Savings Plan (TSP) http://www.tsp.gov.

 My Pay:  https://mypay.dfas.mil/mypay.aspx
Enclosure 3
