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FROM THE COMMANDER
Our mission at the Fort Dix MEPS is to ensure that applicants for all the branches of the
Armed Forces are qualified to serve in our nation's military. Throughout the accession's
process, the MEPS Team pledges to maintain the highest standards of customer
service based on the following considerations:




Department of Defense, USMEPCOM, and service-specific standards and
requirements.
The safety and welfare of our applicants and MEPS personnel.
The needs and interests of our service liaison and recruiting partners.

The intent of this Standing Operating Procedure (SOP) is not to define the "end all, be
all" of MEPS operations or to set forth unit policies and requirements in stone. Rather,
the intent behind this publication is to provide our partners with a working, living
document that lays a guideline of normal processing procedures, yet also remains
adaptable and flexible enough to adjust for the ever-changing nature of the MEPCOM
and recruiting missions.
This SOP will:






Answer commonly asked questions about MEPS processing.
Let recruiters and applicants know what to expect from the MEPS.
Outline basic processing requirements and timelines.
Assist Recruiters and Service Liaisons in ensuring that applicants are processed in a
timely and efficient manner.
Offer helpful advice and guidance from the MEPS staff.

The MEPS Team prides itself on a customer service, fairness, consistency, and a cando mission focus. This SOP further compliments that philosophy. It is not meant as a
limiting document that takes away recruiting commanders' and leaders' flexibility in
dealing with the unique cases that arise. This is a living document that will likely change
and evolve as the nature of our collective business changes. Updates and changes will
be released as appropriate and suggestions for improvement are always welcome.
If you have any questions, problems, or concerns regarding an area within this SOP,
please contact my Operations Officer, LT Lance Page, 609-316-3665.
We remain committed to ensuring our collective success!
LA
MONICA.JOSEPH.
1028153232

Digitally signed by LA
MONICA.JOSEPH.1028153232
Date: 2019.07.01 10:45:57
-04'00'

JOSEPH LA MONICA
Lt Col, USAF
Commander
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Fort Dix Military Entrance Processing Station
Aptitude Testing, Physical Examinations and Administrative Processing
Policies & Procedures
Effective 30 June 2019
Each Military Entrance Processing Station (MEPS) has a single document outlining
local procedures. This handbook covers Fort Dix MEPS policies and procedures for
processing applicants into the Armed Services. It is an essential tool that must be used
by all recruiting personnel to ensure applicants are prepared to process. The policies
and procedures within apply to all MEPS staff and sections, Service Liaisons, Recruiters
and the Inter-service Recruiting Committee (IRC).
Interim changes to this handbook will be distributed to the Service Liaisons and IRC
only. Service Liaisons must ensure that recruiters are supplied with copies of all interim
changes.
Users are encouraged to direct comments in writing through the Operations Officer to
the Commander, Fort Dix MEPS, 5645 Texas Ave, 3rd Floor, JB MDL, NJ 08640.
Phone: (609) 316-3665.
Fort Dix Military Entrance Processing Station
Mission Statement
To ensure quality military accessions during peacetime and mobilization in
accordance with established standards via administration of the ASVAB, medical
screening, processing, enlisting, and shipping applicants into the United States
Armed Forces.
Vision
To be the MEPS of Choice.
Goals
1. Implementation of Red Carpet Treatment Program for all applicants.
2. Partner with the recruiting services to ensure the quality of the force.
3. Utilize accurate, timely, and cost-effective means for applicant service evaluations.
4. Maintain an energized, responsive organization of competent, caring individuals.
5. Encourage innovation and teamwork to continuously improve processes.
4
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Red Carpet Treatment Program
The MEPS is in the service business and applicants are the most important customers.
Some applicants may be unsure of their commitment to join the military when they
arrive to the MEPS. Consequently, the quality of their treatment by MEPS staff may
influence an applicant’s impression of military service and their treatment at the MEPS.
It is our goal to maintain a fair and reasonable level of service; which, the MEPS
Commander will:
1. Coordinate the applicant pre-arrival orientation with the IRC, and include it as part of
the Recruiter Orientation Training.
2. Provide feedback to their IRC on the quality and effectiveness of the pre-arrival
orientation. The goal is to ensure applicants have a clear understanding of the MEPS
process, transportation, and lodging.
3. Articulate a vision of quality service to leaders and staff, modeling this through daily
leadership.
4. Integrate USMEPCOM’s mission and vision into the MEPS corporate culture.
5. Market this vision to everyone associated with the MEPS, including hotel personnel,
food contractors, consulting physicians, transportation officials, etc.
6. Monitor and improve local MEPS Red Carpet Treatment policy. Be proactive, and
walk through the MEPS, observing it from a reasonable applicant’s perspective.
7. Reinforce the caring attitude by treating MEPS personnel in the same red carpet
manner.
8. Ensure that even those applicants who do not meet established standards to qualify
for military service are thanked on behalf of a grateful nation.
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Chapter 1: General
1-1. Visitors
1. Visitors to the Fort Dix MEPS intending to observe or administer the Oath of
Enlistment are asked to arrive at least one hour prior to the ceremony with the Recruiter
or designated escort. This ensures all visitors are checked in prior to the ceremony’s
commencement. Visitors to the Fort Dix MEPS are required to undergo security
screening and sign in at the control desk. They will be issued a visitor badge once they
turn in their valid photo identification card. Visitors are not allowed to bring bags or
purses into the facility. These visitors must be escorted by their recruiter and are only
allowed in the front visitor lounge, ceremony room, and first floor restrooms. The
service is responsible for the behavior of the sponsored guests. Photographs are only
allowed to be taken in the ceremony room. Visitors in violation of the MEPS rules will be
denied access into the facility.
2. It is recommended that visitors comply with the following dress standards while
visiting the MEPS facility:
a. Business casual attire or better
b. Sneakers, boots, high heeled-style footwear, sandals with ankle straps are
appropriate footwear. No shower shoes, flip flops, bedroom shoes or similar footwear
are not allowed.
c. Dresses, shirts, blouses must completely cover the midriff. Skirt/dress or shorts
hemlines must be approximately below mid-thigh.
d. Tank tops and other sleeveless garments will not serve as outer garments
e. Undergarments must not be exposed or skin exposed/visible from obvious rips,
tears, and holes.
4. Visitors shall not Clothing will not contain words, designs, or pictures that are
prejudicial and/or contrary to good order and discipline.
1-2. New Recruiter Training
1. Each training day will be limited to five to ten recruiters. Reservations will be granted
on a first come, first serve basis and those who are unable to reserve a requested day
will be offered a slot for the next available, scheduled training day. Training will be
conducted the first and last Wednesday of each month unless otherwise indicated by
the MEPS Command Staff. This briefing provides new recruiters key tips for processing
success. All new recruiters are required to attend within 90 days of arrival IAW
Recruiting Service Command Headquarters’ agreement with HQ USMEPCOM.
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Experienced recruiters and Recruiting staff personnel are encouraged to attend to
refresh their knowledge.
2. Recruiters will report NLT 0545, be escorted through each event, and ask questions
they may have as they progress through the process. The intent is for the recruiters to
experience and better understand what an applicant will encounter during a processing
day at MEPS. Further, items such as applicant packet review, sections’ policies and
procedures, and various other applicable topics from the perspective of the MEPS staff
will be covered throughout the “day as an applicant.”
3. Individual training sessions may be requested at any time. We highly encourage
Recruiting Services to invite MEPS personnel to their training sessions. We will provide
training and information on any processing topic when requested.
4. With the exception of the morning briefing, all times listed above are subject to
change based upon workload factors present that day. Personnel from the respective
section will be present to escort recruiters at all times. Feedback will be documented
throughout to improve future sessions. See below timeline for New Recruiter
Orientation.

1-3. What Every Applicant Must Know Before Arrival
1. Recruiters must ensure applicants receive a copy and read the Pre-Arrival Fact
Sheet located at Appendix A3. This information will help to prevent frustrated,
unprepared, uninformed and uncooperative applicants.
1-4. Applicant Hotel
1. Reservations for projected applicants at the hotel are automatically cancelled if the
applicant has not checked in by 2000 hours or if the Recruiting Service has not called
the hotel liaison and requested an extension.
2. Please project applicants no later than 1500 and make every effort to get them to the
hotel on time to avoid unnecessary delays and costs. Hotel ML Representative: Chris
Rincon/Craig Linton, (609) 694-9231; 915 Route 73, Mount Laurel, NJ 08054.
3. In the event a sponsoring Service requires lodging for an applicant after the
established projection cut-off time:
10
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a. The sponsoring Service (recruiting personnel or Service liaison/guidance
counselor) will need to email the contracted lodging facility from their enterprise email
(.mil) account before the applicant is authorized lodging at the contract hotel.
b. After the sponsoring Service sends an email to the contractor providing
notification of the walk-in applicant; they are also to attempt calling the contract hotel
and informing them they will have a walk-in applicant and provide them with an
approximate time of arrival.
c. The applicant, upon arrival at the contract hotel, will inform the contractor they are
a walk-in lodger. The contractor will confirm the applicant is not on the UMF 727
Applicant Processing List, they will check their email account and verify that an email
from the sponsoring Service has been received, and initiate the UMF 728.
d. If the email hasn't been received, the contractor will deny the applicant's lodging
and the applicant will have to depart the contracted lodging facility.
e. Once the sponsoring Service notifies the contractor via email (and phone call)

stating they have a walk-in lodging applicant, the contractor will be permitted to invoice
for the applicant regardless if the applicant shows up to be lodged or not.
f. Final verification of all applicants departing the lodging facility to the MEPS will be

made using UMFs 727 and 728.

1-5. Enlisted Inter-service Recruitment Committee Meetings (EIRC)
1. Service Liaisons and MEPS leadership will meet at a minimum once quarterly in the
MEPS conference room to discuss new initiatives and to solve specific problems
involving testing, medical, or processing. Daily interaction between the liaisons and
MEPS section leaders is highly encouraged.
1-6. Saturday Openings (Suspended indefinitely per HQ USMEPCOM Commander)
1-7. Complaints
1. We take great pride in providing courteous, comfortable, efficient, and accurate
processing. However, if a complaint or concern surfaces during the processing day
from a recruiting member or an applicant, the MEPS staff will address the issue
immediately. Complaints are forwarded through the Service Liaisons to the section
leaders or Officer in Charge (OIC). Applicants are also highly encouraged to utilize the
Customer Satisfaction Survey terminal located in the large applicant area.
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1-8. Alleged Recruiting Impropriety
1. Every allegation brought to the attention of the MEPS will be handled professionally
and expeditiously.
2. The MEPS Commander will be notified immediately if recruiter impropriety is
suspected. The Commander or Senior Enlisted Advisor (SEA) will immediately notify
the IRC Commander or SEA by phone or email.
3. Any individual in the recruiting chain who persuades an applicant to withhold
information, manipulates documents to mislead MEPS personnel from discovering
disqualifying information, or forges an applicant's signature, commits an improper
recruiting practice. Improper recruiting practices will be processed IAW USMEPCOM
Regulation 601-23, which states that any disclosure or act (such as forgery or advice to
hide information) which has an impact on moral/administrative enlistment
qualifications, will be documented and the applicant will be asked to make a sworn
statement under penalty of perjury. Once notified of an alleged recruiting impropriety,
the applicant’s record in question will be placed on hold until the Recruiting Service has
responded to the impropriety and approved its release.
4. Depending on the severity of the allegation, the applicant may or may not continue
processing. The appropriate IRC Commander will be telephonically notified the same
day the allegation surfaces. Within one working day of documenting the allegation, the
original statement will be forwarded via memorandum to the IRC Commander.
Information copies are also forwarded to each service’s respective recruiting
investigative activity. The IRC Commander determines whether or not to continue
processing the applicant if the information is not disqualifying.
1-9. Presence of Recruiters and Service Liaisons in the MEPS
1. Recruiters are authorized in assigned areas only. Those areas are Recruiter Area
adjacent the Visitor Lounge on the first floor, the Recruiter Lounge on the third floor, and
Service Liaison’s office. Recruiter’s Lounge hours are Monday thru Friday, 0600 to
close. Recruiters will conduct their business with the applicable Service Liaisons and
then depart the MEPS unless they have a legitimate reason to stay. A recruiter directly
assisting liaisons is considered a legitimate reason. Service Liaisons (not recruiters)
must contact the section leaders to resolve any problems during processing. There will
be no cell phone usage by the Recruiters while checking applicants in at Control Desk
or walking through the hallways on the phone. All calls will be taken in Recruiter
designated areas or a Service Liaison office.
1-10. Recruiting Activities In and Around the MEPS
1. Engagement in recruiting interviews with applicants is not authorized within the
MEPS, the contracted hotel, MET Sites, or while the ASVAB is administered at schools.
Recruiting activities may be conducted only in respective service guidance counselor or
12
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liaison offices, and assigned Recruiter areas as outlined in paragraph 1-9. The MEPS
staff, meals and lodging contractors, and Intermittent Test Administrators (ITAs) will
monitor, correct and report any recruiting activities which take place within the MEPS
sphere of influence.
1-11. Exceptions to Policy
1. The Service Liaisons, using the Exception to Policy Request Form, may request
exceptions to local MEPS policies. Service Liaisons will submit their requests through
the appropriate section NCOIC. Liaisons shall resolve issues at the lowest allowable
level and utilize MEPS chain of command as required.
2. Exceptions to DoD, USMEPCOM, or Eastern Sector standards will not be granted by
MEPS staff or leadership. Some examples are: opening for applicant processing on
Sundays, training days, or three-day federal holiday weekends. Recruiting officials
must address these types of requests to their counterparts at the IRC, Midlevel IRC, or
the Joint IRC.
1-12. Extensions
1. Extensions to deadlines will be reviewed on a case-by-case basis by the Operations
NCOIC.
2. Exact times must be given for each extensions. No more than 15 minutes per service
can be requested.
1-13. Applicant Dress Code
1. Any violations of the Fort Dix MEPS dress code (Appendix A-9) will be brought to
the attention of the Operations NCOIC and/or Medical NCOIC (in that order). If neither
NCOIC is available, the MEP Operations Officer or Command Team member will be
notified. The NCOIC will make the determination as to whether or not the applicant will
continue processing.
1-14. Manual Processing
1. In the event that the USMIRS system is inoperable, applicant processing will
continue manually. When the processing returns to normal operations, MEPS will
immediately enter manually recorded results in order (i.e., Testing, Medical,
Processing). Manual Processing will be done IAW USMEPCOM Regulation 680-3,
Table E-1., Manual Processing Task Reference List.
1-15. Applicant Piercing Policy
1. Applicants will need to be in compliance once they sign into the MEPS. This refers
to the moment the applicant checks in and is given an identification badge. Any time
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prior to checking in, the applicant may step outside the facility and remove his/her
piercing(s), and as long as the piercing site is not bleeding, he/she will be permitted to
re-enter the building and process.
2. The only piercings allowed are one set of earrings for a female; however they must
be removed prior to processing on the medical floor. If the ear piercings have not been
removed prior to processing on the medical floor, the processing will stop and they will
be temporarily disqualified by medical.
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Chapter 2: Testing
2-1. Helpful Advice from the Testing Section
1. Recruiters shall ensure all applicant data is accurate and correctly annotated on the
USMEPCOM Form 680-3A-E prior to testing. Non-adherence to the aforementioned
may result in the applicant not testing. Recruiters should accompany applicants to the
MEPS for evening ASVAB testing and MET sites if possible to ensure the check-in
process is successful and all required documentation is accurate. Additionally, don’t
forget to project MET Site testers through your service liaisons by 1300 hours the day
prior to the test.
POC: Test Control Officer at (609) 316-3678.
2-2. Personnel authorized to take the ASVAB test:
1. Non prior-service applicants at least 17 years of age.
2. Military personnel (active duty, National Guard, Reserve) who are changing
components or services can be administered the ASVAB at the MEPS.
3. Prior service applicants may test according to guidance in appropriate service
directives. The validity period for previous test scores and associated source
documentation for prior service applicants are determined by each service. IRR
applicants will be processed in the same manner as non-prior service applicants.
Note: Active duty Marines, to include those applying for officer programs, shall provide
the memorandum from the Commandant of the Marine Corps before taking the ASVAB.
Additional requirements:
1. A complete, legible USMEPCOM Form 680-3A-E (original or copy) is required for an
applicant to take the enlistment ASVAB. Ensure that any previous test versions and
date tested is annotated in block 16e and 16f). Applicants shall not be allowed to test if
USMEPCOM Form 680-3A-E is not signed by the recruiter.
2. At MET Site locations applicant must present a photo ID. If a photo ID is not
available, the Test Administrator will fingerprint applicant on the USMEPCOM Form
680-3A-E.
3. It is the recruiter’s responsibility to ensure each applicant has the appropriate
transportation to and from the MEPS, or MET Site. If a recruiter plans to pick up their
applicant after the completion of the ASVAB test, ensure the applicant has the proper
contact information prior to starting the test.
4. The schedule for all ASVAB testing is located in Appendix B.
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2-3. Personnel not authorized to take the ASVAB test:
1. Individuals in a service Delayed Entry Program (DEP) are not authorized to test.
2. Individuals who have accessed (Guard and Reserve) are not authorized to test.
3. Military personnel (active duty, National Guard, Reserve), service recruiters (military
and civilian), and liaison personnel are not allowed to take the ASVAB at the MEPS or
at a MET Site. These members will be referred to their nearest military installation for
the Armed Forces Classification Test (AFCT). The only exception is for military
personnel who are changing components or services as they are authorized to take the
ASVAB at MEPS.
4. An applicant disqualified and in an “N” status due to a positive drug/alcohol test/HIV
positive results, are not authorized to take the ASVAB until the eligibility date for further
processing is met.
2-4. Test Scoring
1. Service Liaisons should not project applicants until ASVAB test scores are
committed in MIRS. Although each service has its own cut-off scores for processing,
the minimum score established by USMEPCOM to take a physical and continue
processing is "10 AFQT."
2. Service Liaisons will have access to verified test scores in MIRS the next business
day.
3. MET Site iCAT scores will normally be available to the services the following
processing day.
4. Test scores for all special purpose tests (except the AFOQT) will be made available
to service liaisons shortly after completion of the test.
5. Abandoned tests will be invalidated. Standard retest periods will apply.
6. Applicants found to have cheated on a test shall not be allowed to process for a six
month period.
2-5. ASVAB Retest Policy
1. The retest policy applies to both the enlistment and student testing programs.
2. Applicants who have taken an initial student or enlistment ASVAB can retest after
one calendar month has elapsed. Example: Initial test taken on 2 January, applicant
can retest on 2 February.
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3. Applicants can take a second retest at least one calendar month from the date of the
first retest. Example: Initial test taken on 2 January, first retest taken on 2 February,
second retest is authorized on 2 March.
4. Applicants who have taken two retests will not be allowed to retest a third time for six
months from the date of the second retest. All subsequent retests are authorized at six
month intervals thereafter.
5. When an applicant has retested, the resulting scores become the score of record.
6. When prior service applicants are retested with an enlistment ASVAB, the new
results become the score of record.
7. Previous test versions must be annotated in block 16e and 16f on the USMEPCOM
Form 680-3A-E. Applicants who retest too early will have the test invalidated and must
wait one or six calendar months, depending on number of previous tests taken.
2-6. Exceptions to Retest Policy
1. MEPS Commanders may authorize an immediate retest if the examinee’s prior test
results were obtained under one of the following conditions:
a. If MEPS personnel or ITA’s made procedural and/or administrative errors resulting
in test invalidation.
b. If the examinee’s answer sheet was accidentally destroyed or lost before
scanning.
c. If examinee’s prior test scores are believed to be unrepresentative of the
applicant’s ability. Examples include: test session disruption (e.g. building evacuation,
etc.) or environmental problems (e.g., air conditioning failure, excessive noise, etc.).
2. Applicants unable to complete an iCAT test due to technical difficulties.
Note: Applicant may return to MEPS Site within 10 calendar days and continue test
from point of system failure.
3. Each recruiting service and HQ USMEPCOM has a Manpower Accession Policy
Working Group (MAPWG) representative appointed to address special situations
dealing with enlistment testing policy. Recruiting service personnel request waivers to
testing policy through their services chain of command to their MAPWG representative.
This representative will interface with J-3/MOEP-TD and make a determination as to
whether an exception to policy will be granted.
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2-7. Confirmation Test
1. Confirmation testing applies to applicants who were administered retests on any
form of the ASVAB within six months of their previous test. There is no distinction
between enlistment and student ASVAB when deciding if a confirmation test is required.
2. Confirmation testing will be conducted at the MEPS only.
3. If an applicant’s most recent test score is 20 AFQT points or more than their previous
test score (critical gain), and the two tests are within six months of each other, then the
applicant is required to complete a confirmation test to confirm the critical gain is
indicative to their true ability.
4. The Service Liaison is responsible to advise the applicant's recruiter that a
confirmation test is required at the MEPS and no further processing is authorized until:
a. The applicant passes the confirmation test; or,
b. Six months have elapsed from the date of the applicant's retest, at which time the
applicant may voluntarily retest or use his or her current score of record (the first of the
two tests that caused the confirmation test).
5. The Service Liaison is responsible for projecting the applicant to take the
confirmation test. The applicant's complete and accurate testing history must be
provided on the USMEPCOM Form 680-3A-E and the "confirmation" block must be
checked.
6. The applicant has passed the confirmation test if the AFQT is higher than the AFQT
from the previous test, or the AFQT from the confirmation test does not decrease by
more than half the value of the critical gain. The applicant may resume processing if
otherwise qualified and the results from the retest (trigger test) that prompted the
confirmation test become the score of record, not the confirmation test scores.
7. The applicant has failed the confirmation test if the AFQT exhibits a gain reversal
(i.e., confirmation test AFQT is lower than his/ her previous retest AFQT and the
decrease is greater than half of the value of his/her critical gain). This process alone
will determine an applicant’s ability. The applicant may process on last valid score or
wait six months to retest.
2-8. Special Purpose Testing
1. Special purpose tests are administered when necessary to determine qualifications
of applicants for specific occupational specialties.
2. Applicants requiring aptitude scores will take the ASVAB prior to taking a special
purpose test.
18
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3. Special purpose tests must be projected through the Service Liaisons on
USMEPCOM Form 727 in accordance with the special purpose testing schedule located
in Appendix B. Applicants must present a completed USMEPCOM Form 680-3A-E.
Special purpose testing at locations other than the MEPS is not authorized.
4. Fort Dix MEPS Special Purpose Testing Schedule is located in Appendix B.
5. See Testing Section for special purpose test retest intervals.
2-8(a). Personnel Authorized to Take a Special Purpose Test
1. Non-prior service applicants at least 17 years of age are authorized to take special
purpose tests.
2. Military personnel (active duty, National Guard, and Reserve) who are changing
components or services may be administered a special purpose test at the MEPS.
3. Prior service applicants will test according to guidance in the appropriate service
directives.
4. Applicants in the Delayed Entry Program (DEP) are authorized to take special
purpose tests.
2-8(b). Personnel Not Authorized to Take a Special Purpose Test
1. Service recruiters (military and civilian) and liaison personnel are not allowed to take
a special purpose test at the MEPS. These members should be referred to their
nearest military installation.
2. An applicant disqualified and on hold status due to positive drug/alcohol/HIV test
results is not authorized to take a special purpose test until the eligibility date for further
processing is met.
3. Military personnel (active duty, National Guard, and Reserve) who are NOT
changing components or services will be administered a special purpose test at the
MEPS on an exception to policy (ETP) basis only.
2-9. MET Sites
1. MEPS will provide additional testing services by establishing MET Sites to conduct
enlistment testing at locations remote from the MEPS. A list of current MET Sites can
be found in Appendix B2.
2. Service Liaisons must project MET Site applicants to the MEPS testing section no
later than 1300 hours the day prior to the test. Test sessions with fewer than five
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projected applicants will be cancelled. Notification of MET Site closure will be sent by email to the service liaisons and recruiting commands by 1400 hours the day prior to a
scheduled session.
3. MEPS will monitor the MET Site testing program for efficiency and effectiveness.
Lack of use may result in MET Site closure.
4. MET Site iCAT scores will normally be available to the services the following
processing day.
5. In the event of an unscheduled Test Administrator (TA) absence at a MET Site, the
MEPS will allow the applicants to be brought to the MEPS to test.
2-10. Miscellaneous
1. All recruiters are required to remain within 30 minutes of the MEPS if their applicant
is NOT going to the hotel.
2-11. Student Testing Program (STP)
1. The test battery is appropriate for use by students in grades 10, 11, 12, and postsecondary schools through age 23. Ninth grade students are prohibited from testing.
The ASVAB is presently administered by MEPS personnel or
ITAs, with recruiters assigned as proctors during the ASVAB. Recruiting service
personnel are not authorized to administer the test.
2. The ASVAB Career Exploration Program (ASVAB CEP), which is part of the DOD
Student Testing Program, is detailed in USMEPCOM Regulation 601-4. This program
provides schools and counselors an opportunity to have a profound impact on the lives
and futures of their students by teaching the basic skills of career exploration. The
Education Services Specialist (ESS) is the subject matter expert regarding this program.
3. Information is currently available from various parts of the ASVAB program to users
of the Internet including the following site: http://www.asvabprogram.com (highlights
the total career exploration package of the STP).
4. The IRC assigns each school within the MEPS boundaries to a particular recruiting
service. These assignments are based on service slice, or the proportion of applicant
processing provided by each service to a specific MEPS. The school assignments can
be changed anytime they are determined to be out of alignment with service slice.
Recruiters of the assigned service are ultimately responsible for promoting the STP
CEP and gaining the commitment to test.
5. Proctor Support: The assigned service will coordinate sufficient proctor support for
each test session and submit the designated proctors to be provided by each service to
the MEPS prior to the test date.
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a. Proctors must be assigned to meet a 40:1 student-to-proctor ratio. Tests will not
be conducted by a MEPS TA without at least one proctor present for testing. School
staff may be appointed as a proctor or assistant TA on a voluntary basis as long as
Educational Staff Agreement for Voluntary Services (UMF 601-4-12-R-E) is completed.
b. Proctors are required to report 30 minutes prior to the test start time. Proctor noshows are charged based on requirements determined by projected number of
students, not actual students present. No-shows are recorded on USMEPCOM Form
601-4-3-R-E. The TA retains the authority to cancel a test session because of lack of
proctor support, or if conditions exist which could lead to test scores which do not truly
reflect the student’s abilities or could compromise test security. Specific examples are
in USMEPCOM Regulation 601-4.
c. Effective proctor support will reduce any inclination to cheat and the possibility for
test loss/compromise. Proctors must be scheduled and present prior to the beginning of
any test session. Any proctor arriving after test materials are being distributed or
leaving prior to the end of the session will be documented as a no-show. Every proctor
must sign the USMEPCOM Form 601-4-3-E prior to departure from the session. Each
proctor will note their arrival time next to their signature. All individuals representing the
STP in schools must wear professional attire. Military personnel must wear the
appropriate military uniform.
d. No recruiting activities will be conducted during a student ASVAB session.
Recruiters will not attempt to gain information from students, provide service information
or cards to students, provide any service related products to students, nor communicate
with students immediately before, during, or after a test session. No service advertising
will appear on any material handed to students by the TA or proctor. Any recruiter
performing such activities will be dismissed from the session, documented as a noshow, and the session made option 7.
6. Option 7 test results cannot be used for military enlistment.
a. Option 7 Session: is assigned by MEPS staff to any individual in a test session any
time test was not administered in accordance with standard procedures. For example,
disruption during sub-test, enlistment books used instead of student books, test security
in jeopardy, inaccurate proctor support, active recruiting by a proctor or any other
conditions, determined by MEPS commander, which would hinder the integrity of the
ASVAB test.
b. Option 7 Test: Individual test scores are invalid for enlistment if: Tenth grade
students, student caught cheating, student abandoned or was dismissed from test
session, test loss compromise occurred or special accommodations were made.
c. School official will determine the recruiter release option for their students. If no
option is requested, the MEPS ESS will assign option 8. The access option chosen by
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the school will be honored without discrimination and without adverse effect of quality or
priority of service to the school.
7. Processing student test results. The Testing Section has up to 14 calendar days
after the date of the test to process and forward student test results to the respective
schools.
8. Student test will not provide results to recruiting services prior to the required
timeframe except for high school pull requests for enlistment purposes submitted on
USMEPCOM Form 680-3A-E (Request for Examination). When the required timeframe
is met, the recruiter service copies will be emailed encrypted and password protected to
each service liaison & Education service specialist/liaison for dissemination to their
respective services.
9. The bi-monthly projected high school testing schedule is sent to all Recruiting
Commands every week during the school year. Changes are sent as soon as possible.
10. Testing Release Options. Schools have the option of choosing if and when they
want their test results released to Service Liaisons/Recruiters. The MEPS ESS is
responsible for managing the marketing of these options. High school scores for 11th
and 12th grade students are available only from the MEPS. Scores from the high
school ASVAB, are valid for enlistment for up to two years. Scores for 10th grade
students are invalid for enlistment and cannot released to military services. Students in
the delayed entry program for enlistment into a military service are not allowed to take
the high school ASVAB.
2-12. High School Conversions
1. To obtain high school conversions, Service Liaisons are required to submit a fully
completed USMEPCOM Form 680-3A-E to MEPS by 1100 hours the day prior to the
applicant processing. Do not project an applicant until you have verified scores and
they have been committed in MIRS.
2. Service Liaisons and recruiters who originally fill out the USMEPCOM Form 680-3AE should pay special attention to the applicant's name and SSN. The USMEPCOM
Form 680-3A-E submitted for high school conversions may be an original or faxed copy.
It must be legible and contain the applicant’s signature.
3. If the school’s selected option/date of release has not been met, a completed
USMEPCOM Form 680-3A-E with applicant’s signature must be submitted.
4. Applicants who took the ASVAB test at a high school as juniors or seniors and were
16 years old at the time of testing cannot have their scores converted until they reach
the age of 17. There are no exceptions to this policy. Sophomore tests are never valid
for enlistment purposes.
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2-13. Computer Downtime
1. When the Optical Scanning Unit or MIRS is inoperative for more than three
consecutive days, the MEPS Commander may authorize travel to neighboring MEPS for
the purpose of scoring enlistment and student ASVAB answer sheets. Due to close
proximity, the New York, NY MEPS is the first choice for relocation. Travel will be
coordinated with Battalion/Sector and the assisting MEPS.
2-14. MEPS Testing Hours
1. All applicants shall be projected 24 hours prior to scheduling test dates at the MEPS
and MET sites. Testing projections for Tuesday thru Thursday testers are to be
submitted by 0800 for morning testing and 1300 for evening testing. Testing projections
for Monday testers are to be projected the Friday prior by 1300.
2. Walk-ons are accepted but seats are given on a first-come, first-serve basis and
projected tests take priority. Walk-ons are not accepted for special tests; special testing
must be projected.
3. Applicants shall be seated at the computer and ready to test by the times prescribed
(Appendix B3-B4) without exception. This is to ensure that applicants are provided
sufficient time to complete their testing prior to close of business. Recruiters are
responsible for being familiar with the testing time table and prepare as necessary to
ensure that the applicant arrives with sufficient time to process through security, control
desk, service liaison office, testing check-in, and any other requirements prior to
applicant testing.
4. Applicants must present a completed USMEPCOM Form 680-3A-E specifying test
type(s) to be administered and signed by the recruiting/service liaison personnel. Cutoff
test times for applicants to be seated and ready to test:
a. Marine Tests (ASVAB/PiCAT, TAPAS, CT) – 1300
b. Navy Tests (ASVAB/PiCAT, MCt, Speed Coding) – 1400
c. ASVAB/PiCAT & TAPAS - 1400
d. PiCAT Verification Only – 1430
e. ASVAB Only - 1500
f. TAPAS Only - 1600
5. ASVAB and PiCAT Verification tests are given at the MET sites. Check-in hours are
0900-0930. Seats are open to all services (no allocations) and testers must be
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projected IAW normal procedures. MET site test sessions with less than five applicants
will be canceled. MET site locations:
a. North Brunswick; DeVry University, 630 US Hwy 1, North Brunswick, NJ 08902
(seats 20 testers).
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Chapter 3: Processing
3.1 Check-In/Out Procedures
1. All applicants that come to the Fort Dix MEPS will be biometrically checked in and
out by each MEPS functional area (Testing, Medical, Contracting, Ceremony, and
Service Liaison) and/or at the Control Desk. The Control Desk will not check-out
applicants prior to them leaving the processing area.
a. Applicants that are scheduled for full medical examination, inspect (to include
shippers), consult, or SDP will arrive at the MEPS NLT 0540 for the Welcome Briefing
(See Appendix A14). The briefing will begin promptly at 0545. If the applicant misses
the start of the brief, we will allow that service's liaison to personally give their applicant
the scripted brief from 0600 to 0620 or decide to re-project the applicant. Once the
liaison has completed the brief, we shall continue processing the applicant as projected.
The only exception are those applicants that were projected for late arrival. Late
Arrivals must arrive NLT 1200 on processing day. Applicants will be briefed and then
checked in with their SL/GC, who must clearly explain the type of processing they will
undergo. Immediately after checking in with the SL/GC, all applicants will report directly
to the control desk. Applicants should be prepared to provide a picture ID and a social
security card or verification of the SSN number without delay (A list of acceptable SSN
documentation IAW USMEPCOM regulations can be found in Appendix A8).
b. MEPS personnel will MEPS-Out (MOT) an applicant when further processing is
not required and there is not an expectation the applicant will return at the end of the
processing day. An applicant who leaves the MEPS for official purposes (i.e., medical
consult, lunch, etc.) and is expected to return prior to the end of the processing day, will
be checked-out to that location.
c. Wet signature(s) are required on UMF 680-3A-E for e-Security enrollment and
verification. When e-Security capability exists and the applicant presents a completed
UMF 680-3A-E with one of the approved source documents listed in Figure 9-1, wet
signature verification in block 21 is required prior to e-Security enrollment at the MEPS
(regardless of enrollment location-testing section, control desk, etc.).
3-2. Processing Schedule and Projections
1. The Fort Dix MEPS will operate on a 5-day work week, excluding federal holidays, 3day weekends and HQ, Sector, and Battalion pre-approved closures. The MEPS will
not initiate the processing day prior to 0600 local time unless mission essential
requirements dictate the need to open earlier. All applicants and non-applicants must
be projected in USMIRS for aptitude testing, medical examinations, DEP, and
accessions.
2. There is a mandated 48-hour projection window for full medical examinations,
medical inspects for other than shipping, DEP, and Guard/Reserve accession
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contracting and consults prior to applicant processing. Projections for the processing
type above will be submitted NLT 1300. For example, Quality Review Program (QRP)
and projections for Wednesday will be conducted on Monday with submissions NLT
1300 local MEPS time.
NOTE: Shipping inspects will be projected in USMIRS 30 days prior to the scheduled
ship day and turned into the travel office NLT 1200 the Wednesday prior to the
scheduled ship week.

“48-Hour” Projection Timetable
If applicant is projected
to process on:
Monday
Tuesday
Wednesday
Thursday
Friday

Then projections are submitted
NLT 1300 on the preceding:
Thursday
Friday
Monday
Tuesday
Wednesday

Note 4: Table 2-1 does not apply when impacted by a holiday. Those projections will
be submitted the previous processing day.
3. The Files Room will perform QRP IAW UMR 680-3, United States Military Entrance
Processing Command Integrated Resource System (USMIRS). At QRP if the Files
Room identifies any errors with an applicant's “48-Hour” projection, the Service will have
until 1100 the next business day to correct the deficiencies. If the deficiencies or errors
are not rectified by 1100 the day before scheduled processing, the projection will be
deleted. Each discrepancy identified during review of the applicant's packet and the
applicant’s electronic data will have an associated "N" status created using USMIRS
Screen OQ03 - N Status.
a. SL/GCs

will notify the Control Desk of any applicants that will not be present for
processing as soon as identified.
b. An

applicant must be projected in USMIRS in order to be biometrically enrolled.

c. A Service Processing For (SPF) projection change shall be provided for QRP and
submitted NLT 1300 for processing in two days. If an SPF change is performed on the
processing date while the applicant is on the processing floor, then the Control Desk will
annotate the UMF 727-E Processing List (PL) remarks section with the new SPF and no
change is required to the applicant’s projection; the applicant may continue to process.
An Electronic Service Processing For (e-SPF) change may be identified during MEPS
Check-in and annotated/processed.
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4. The Recruiting Services must submit a DD Form 2807-2, Medical Pre-screen of

Medical History Report (dated October 2018), in order for an applicant to be considered
for a medical examination at the MEPS. The pre-screen may be submitted with or
without the projection; however, the UMF 680-3A-E Request for Examination (dated
January 2019), must accompany the prescreen submission to support USMIRS data
entry. The UMF 680-3A-E and DD Form 1966 must be a legible copy. Medical
documents will be submitted. If any UMF 680-3A-E or DD Form 1966-series is either
illegible, unreadable, incomplete, or contains errors; the applicant will be returned to the
Service Liaison/Guidance Counselor to resolve the discrepancy. The DD Form 1966/5,
Record of Military Processing—Armed Forces of the United States, must accompany
the pre-screen for all minor applicants.
a. For prescreens on applicants with medical history documentation, of 5 or less
single-sided pages; MEPS are required to notify the Recruiting Service of the
applicant’s status within two processing days (workdays) of receipt of prescreen.
For prescreens on applicants with medical history documentation of more than 5 singlesided pages; MEPS are required to notify the Recruiting Service of the applicant’s
status within three processing days (workdays) of receipt of prescreen. The MEPS
Physicians may require additional documentation, which could extend projection time.

Except for walk-ons, prescreens on applicants with no medical history
documentation will be submitted NLT 1300 for processing two days later. MEPS
personnel must review a pre-screen with no medical history the same day it is received.
b.

c. A

DD Form 2807-2 is valid for 90 days from the date an applicant signed in Section
V. A new prescreen will be required after the validity period has passed or the applicant
changes the SPF during the prescreen process.
d. If a prescreen disqualification is determined, MEPS will enter the data into USMIRS
and send the package back to the SL/GC. The Recruiting Services may obtain waiver
authority for consideration to physical.
e. IAW UMR 40-1 reviewed, completed, and signed prescreen form 2807-2s will be
returned to the files room with the applicant’s packet, and the MEPS medical
department will notify the Service Liaison of the applicant’s prescreen status.
f. Applicants

submitted for a Medical Read (Med Read) cannot be projected until the
Service has received written notification that the applicant is cleared to process by
medical. This rule applies to all processing (Night testing, medical processing, enlist
only, etc.). All files room packets from med reads will be returned to the files room from
the medical department. The packets will not be brought to the liaison for any reason
without going through the files room.
g. MEPS personnel or SL/GC will not delete or modify projection records on the day
of processing.
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3-3. The 6-Hour Applicant Processing Window
1. During normal MEPS operations, the goal is to allot the Recruiting Services a 6-hour
applicant processing window to work new contracts. This 6-hour window begins when
the first scheduled full-physical applicant, per Service, completes their physical and is
released from the MEPS Medical section to the appropriate Recruiting Services
Liaison/Guidance Counselor Service(s) office.
a. Applicants selected to establish the 6-hour processing window are to have no
issues on their medical prescreen that causes them not to meet accession medical
standards. The goal is for the MEPS to return the “first full-physical, medically qualified”
applicant to each SL/GC Service(s) office with enough time to establish a 6-hour
processing window that does not extend beyond the MEPS last operations processing
time (at least 45 minutes prior to the MEPS established closing time).
b. The MEPS Commander is authorized to grant or deny any request for a
modification to the 6-hour window due to unusual circumstances. When modifications
occur, the MEPS Commander will identify root causes and implement corrective action,
when applicable, and anticipate issues that can negatively impact the 6-hour window
(e.g. unusually large projected workloads, leave schedules).
c. Extended hours (beyond normal MEPS working hours) for employees are no
longer authorized without approval from Battalion.
3.4 Processing Minors and Parental Consent
1. Parental/Guardian consent is required to process a minor applicant for medical
examination and enlistment into the Military Services prior to the age of 18.
a. MEPS will ensure the SL/GC has obtained parent(s) or guardian(s) consent via
signature(s) in Section VIII (Parental/Guardian Consent for Enlistment) of DD Form
1966/5, and that the signature(s) match the parental/guardian signature in Item 8 of DD
Form 2807-2. MEPS will ensure witness signature date(s) and parental signature
date(s) on the DD Form 1966/5 are the same date. Pre-printed signature date(s) are
acceptable providing that parental signature date(s) are the same date as the witness
signature date(s). Parental/guardian signature(s) on the DD Form 1966/5 do not expire
and are valid until the minor applicant turns 18 years old. Further processing is not
authorized if the form is incomplete.
b. Except as otherwise noted, both parents must generally sign the DD Form 1966/5.
Minors with divorced parents require the signature of the parent assigned sole custody
or, if joint custody was awarded, the signature of both parents. Two separate signed
forms are acceptable. MEPS will ensure item 41 (Verification of Single Signature
Consent) contains the reason why only one parental signature was obtained or a
statement to the effect of “See second DD Form 1966/5 for mother/father/guardian
signature”. No further documentation is required.
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3-5. Processing Holdovers
1. Processing holdover applicants is an option offered by the MEPS when an applicant
is unable to complete enlistment processing in a single day. The applicant will be
afforded the opportunity to spend a night in the MEPS contract lodging facility and
return to the MEPS the following day to complete processing. SL/GCs will not make a
change to applicant’s projection while on the floor; they will make a new projection for
the Holdover to process the following day. Recruiting Services will identify holdovers
NLT 1 hour prior to the end of the local MEPS processing day. The SL/GC Service
office is responsible for transporting the applicant from the MEPS to the lodging facility if
other arrangements are not available.
3-6. Processing Special-Category Applicants
1. Special-category applicant processing is intended to recognize applicants who are
older, more educated, and deserving of special treatment commensurate with their
expected position in military service. This applies to applicants for direct commission
such as healthcare professionals, chaplains, and attorneys. (See Appendix A6 for VIP
Policy.).
a. Officer Candidate School (OCS)/Officer Training School (OTS), Reserve Officers
Training Corps (ROTC), prior-service applicants, and cadets are not special-category
applicants but will receive head-of-line privileges.
b. Special-category applicant processing will be offered daily. Processing start times
will be offered no earlier than 0900 and NLT 1000. SL/GCs must annotate in the
Remarks section of the UMF 727-E, Processing List (PL) the applicant’s specialcategory.
c. Special-category applicants will be identified by the word VIP on their name tags.
3-7. Manual Processing
1. When USMIRS is inoperable, processing will continue manually IAW UMR 680-3,
paragraph 3-15. There will be sufficient documents on hand to accomplish manual
enlistment processing for five days in case of USMIRS failure, power outage, or natural
disaster. It is critical to ensure all manual processing paperwork is maintained for easy
input into USMIRS when automated systems become fully operational. When network
connectivity is restored, the Processing section will input USMIRS data as soon as
possible. The Processing Section will use Appendix A12 when manual processing is
required.
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3-8. Mission Days/MEPS Maximum Daily Capacity/Allocation
1. Services will continue to have Mission Days. During Service Mission Days, MEPS
will continue to utilize MDCA calculations and will not provide preferential treatment
outside the guidelines of MDCA. MDCA determines both the MEPS’ maximum daily
capacity for new contracts (excluding shippers) based on number of processing staff
(excluding the OPS Supervisor and Travel Assistant) and full medical exams (excluding
inspects) based on MEPS medical staffing excluding the CMO and the Free Based
Provider (FBP). Service allocation will only be used to limit processing when the overall
MEPS capacity for contracts or full medical exams is exceeded.
a. The Recruiting Service projections will not exceed MEPS overall daily maximum
capacity. If projections exceed MEPS overall capacity, the MEPS will notify SL/GCs to
reduce their number of projections (no lower than the Service’s daily allocation) in order
to bring the MEPS total down to maximum capacity. The Service will provide the MEPS
with names of applicants projected to be deleted NLT 1100 the day after notification of
exceeded MEPS capacity, i.e., 1100 the day before scheduled processing and after
QRP. MEPS will not lower the services projections based solely on the service
exceeding its daily allocation; service projections will only be capped to daily allocation if
the service exceeds its daily allocation in conjunction with the MEPS exceed overall
daily capacity.
b. Services may project over their daily allocation anytime. After the projection cutoff time, if a MEPS has not exceeded its overall total capacity, all projections will be
accepted. Only when a MEPS exceeds its overall total capacity, will Services that have
projected above their allocation be asked to reduce their projections and then only to
the number required to return the MEPS to its overall MDC/A. If more than one Service
has projected over its allocation and the MEPS is over its total capacity, the reduction
by each Service will be a fair share based on that Services workload in that MEPS.
For Example: If a Service allocation is 6 but the Service projects 10, as long as MEPS
don’t exceed their overall max capacity of 30, all 10 will be permitted to process.
3-9. Applicant Processing Options
1. Walk-on processing. A walk-on applicant is defined as an applicant not projected for
processing before the established MEPS projection cut-off time.
2. Each service is permitted a minimum of one walk-on applicant per Recruiting Service
per day. A fully completed USMEPCOM Form 727 must be hand delivered to the
control desk. All walk-on applicants will be checked in at the control desk.
a. Recruiting SL/GC Service(s) office may barter unused walk-on allocations with
another SL/GC Service(s) office. The forfeiting service must complete the “Walk-on
Barter memo” (Appendix A11). MEPS will ensure sufficient medical support is
available before permitting additional walk-on applicants beyond the minimum
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authorized IAW MDCA allowances designated by the MEPS Commanding Officer and
projected Fee Based Provider allocations.
b. Walk-on applicants cannot have any disqualifying medical conditions noted on
their DD Form 2807-2. A disqualifying condition is defined as a prescreen form with any
“yes” response to any question with the exception of item numbers 9, 11, 20, & 138. If
an applicant answers yes to question number 20, and the braces letter from an
orthodontist has been reviewed and approved by the CMO prior to the day of
processing, then the applicant may continue to process as a Walk-on/SDP. If an
applicant answers yes to question number 20, and the braces letter from an orthodontist
has not been reviewed and approved by the CMO prior to the day of processing, (see
5-2 Medical Prescreening Prior to Projection) then the applicant cannot continue to
process as a Walk-on/SDP.
4. Same Day Processing (SDP) is offered by the MEPS wherein the applicant
undergoes enlistment aptitude testing, a full medical examination, and enlistment in one
MEPS duty day. SDP days are the first workday of each week and the next processing
day after a mid-week closure for holidays, weather emergencies, or other events that
impact the MEPS ability to execute scheduled night testing.
3-10. Fingerprints Only Projections (Walk-Ons)
1. The applicants that arrive unannounced for same day fingerprints capturing will be
considered Walk-ons. Each service is allowed a maximum of 5 walk-ons per day for
fingerprints only. These applicants must be projected on the UMF 727 and will be
tracked by the control desk. The last walk-on has to be checked into the control desk
NLT 1430hrs. There are NO rollover slots. Recruiters are encouraged to call the
liaison’s office to ensure that the machine is operational. The services are provided
copies of the daily submissions in their inbox.
3-12 (Preparation of the DD Form 1966, DD Form 4 Series, DD Form 93 for DEP-in
or Accession Processing)
1. The DD Form 1966 series is the source document for preparing the DD Form 4
series. MEPS contracting personnel will prepare the DD Form 4 series, review entries
with the applicant for accuracy and completeness, and ensure the applicant
understands the meaning and intent of the enlistment documents. If the applicant does
not understand the enlistment document, the applicant will return to the sponsoring
SL/GC Service office for clarification. It is, upon execution, an official legal agreement
between the United States Government and the enlisted member.
2. The DD Form 93, when completed, is an official record of beneficiaries designated to
receive death gratuity pay and allowances. The DD Form 93 is a mandatory document
for all applicants accessing in the Armed Forces, except Coast Guard. Initiation of the
DD Form 93 in USMIRS is at DEP-in. Data elements in each and every block of the DD
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Form 93 must be completely and thoroughly verified with applicants when reviewing or
completing the DD Form 93. The sponsoring Service must submit worksheet or draft
DD Form 93 containing responses for at least items 4 – 7 in support of the PEI for
appropriate use by MEPS.
3-13. Pre-Enlistment/Accession Interview (PEI/PAI)
1. The purpose of the interview is to assist the SL/GC Service office in preventing
fraudulent entry into the Armed Forces. The interview will be conducted in English, and
precede the Oath of Enlistment. The interview is for all applicants entering the DEP and
accessing into the Reserves and National Guard. The MEPS interviewer must ensure
applicants understand the importance of providing complete and accurate information.
Applicant information collected is entered into USMIRS to prepare the MEPS-generated
and required enlistment documents. Also, the MEPS interviewer confirms applicant
information, and acquires required signatures.
2. The MEPS interviewer will follow the PEI script and may ask the questions listed in
the interviewer’s own words. If USMIRS is not operational, the interviewer will generate
the enlistment documents (forms) manually, upon completion of the interview.
3. Recruiter Observation. Recruiting Service personnel during recruiter orientation may
observe the PEI and PAI interview with the consent of the applicant. Sponsoring
recruiters are not allowed to observe their own applicants being interviewed.
4. Enlistment Documents Required for the PEI. The MEPS interviewer will have, at a
minimum, the following documents available on each applicant to assist in the PEI, to
validate answers and signatures, and to verify the accuracy of previously provided
applicant data. When MEPS HRA determines these documents to be inconsistent with
other enlistment documents and/or contradictory to data already in USMIRS, MEPS will
place the applicant in an administrative hold “N” status and return the applicant to the
specific Service for resolution.
a. UMF 680-3A-E, original or copy
b. DD Form 1966 series, original or copy
c. DD Form 2808, original or working copy
d. DD Form 2807-1, original or working copy
e. UMF 40-1-15-E, Supplemental Health Screening Questionnaire
5. The PAI is another quality check conducted after the medical examination and
before enlistment in a regular component from the DEP. The interview will be
conducted in English prior to the Oath of Enlistment. The PAI is not required for
Reserve or National Guard enlistees returning to the MEPS for shipping. Each
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applicant projected to enlist and ship (same day) by the MEPS will be given a copy of
UMF 601-23-5-R-E, Introductory Pre-accession Interview to read before receiving either
an individual or group PAI. The MEPS interviewer will follow the PAI script and may ask
the questions listed in their own words.
3-14. Oath of Enlistment
1. The enlistment ceremony is a meaningful event, both for the enlistee and their
guests. Capturing the event through video or still photography is authorized; however,
not to interfere with the solemnity of the ceremony. The Oath of Enlistment will take
place immediately following the Pre-Oath Briefing. The MEPS Commander (or
designated Enlistment Officer (EO)) will conduct the Oath of Enlistment. Only under
emergency conditions resulting in an absence of the assigned MEPS Officers, MEPS
civilian personnel who are active or retired Commissioned Officers currently serving in
the Reserves or National Guard, or who are retired from any of the Services, may
conduct swear-in ceremonies either in uniform (if properly fitted and neat in
appearance) or appropriate civilian attire.
a. Guest Enlistment Officers that wish to administer oath of their applicant must be
coordinated through the Recruiting Services to the Operations NCOIC, who will in turn
send the request to the MEPS Command Team for approval. MEPS requests a 48-hr
notification prior to the applicant’s shipping day. This ensures daily timelines are
maintained and EO availability. Guest EOs who are brought in by applicants may
conduct swear-in ceremonies either in uniform (if properly fitted and neat in
appearance) or appropriate civilian attire. Appropriate civilian attire is defined as
conservative business attire. Guest EOs will only be permitted to swear-in their
applicant under observation of a MEPS Enlistment Officer in a private ceremony so as
not to be disruptive to the MEPS operation. Prior to administering the Oath of
Enlistment for entry into the DEP or Accession to active duty, MEPS personnel will
deliver the Pre-Oath Briefing verbally or using the Pre-Oath Briefing DVD to the
applicant. After the ceremony has been conducted, the MEPS designated EO for that
day will sign the contract of the applicant.
b. Applicants identified as Army National Guard or Air National Guard enlistee(s) will
be aligned to the front of the ceremony room and administered their separate Oath of
Enlistment first.
c. The MEPS Commander (or designated EO) will ask applicant’s three mandatory
questions, just before the Oath of Enlistment IAW UMR 601-23, paragraph 5-14(d-f).
d. Applicants will not be permitted to sign the DD Form 4 series prior to the oral
administration of the Oath of Enlistment. If the applicant refuses to sign the enlistment
agreement after administration of the Oath of Enlistment, the EO will so note on the
enlistment agreement and return the applicant to the SL/GC Service(s) for resolution.
After the applicant completes the Oath of Enlistment and signs the DD Form 4/2 or 4/3,
MEPS will provide the applicant with a copy of their signed contract.
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Chapter 4 Travel/Shippers
4-1. Helpful Advice from the Travel Section
1. Follow up with projected shippers to ensure projections are accurate. This will
prevent returning large numbers of airline seats and improve our rapport with the
airlines.
Travel Specialist POC: (609) 316-3696
4-2. Preparation of Shipper Paperwork
1. Service Liaisons must ensure the USMEPCOM Form 727 reflects the same names
as noted on the DD Form 1966, the shippers’ correct destination, indication of whether
the applicant is prior service and if POV travel is authorized. Navy must identify
Temporary Enlistment Program (TEP) or Training Administration of Reserves (TAR)
applicants. If there are any changes/cancellations, the Travel Section must be notified
immediately. Service Liaisons must provide the Travel Specialist the correct shipping
information as early as possible. Last minute changes cause substantial delays.
Note: Liaisons must include the American Red Cross Family Contact Card (Appendix
A10) as part of their shipper paperwork packet.
4-3. POV Shippers
1. Service Liaisons must annotate “POV” in the remarks section on the USMEPCOM
Form 727 and the outside of the enlistment package of any prior service shippers who
plan to travel by POV. Applicants should not bring their cars to the MEPS on the day
they process to ship to basic training or AIT, unless they are POV Shippers.
Note: Only prior services applicants are authorized to transit by POV.
4-4. Shipping Projections
1. Service Liaisons must turn in shipping projections (USMEPCOM Form 727) to the
Travel Office NLT 72 hours prior to the scheduled ship week. Any deviations from that
timeline must be approved via ETP. Ensure the shipper’s destination is accurately
annotated on USMEPCOM Form 727. If a shipper is traveling by POV, it must be
annotated on the projection sheet. All applicants who are shipping must be projected
on USMEPCOM Form 727. There are no "ADD-ON SHIPPERS" allowed. All holdover
shippers must also be projected by 1100 hours the day prior to ship day.
4-5. Requirements for Shippers on Service Ship Day
1. Cut-off time for Shippers’ packets from liaisons is 1030 hours.

34

FORT DIX MEPS SOP – 30 June 2019
2. Current airline regulations require all ticketed passengers to have a valid,
government issued, photo ID. As a result, shippers must have a photo ID in their
possession, or they will not be processed.
4-6. Timelines for Airline Seat Projections
1. By 1400 hours the Services will project daily shippers 30 calendar days out using the
projection screen in USMIRS; include destination in the remarks section. This is a daily
report for travel 30 days from the current date. If the 30 day requirement falls on a day
the MEPS is not open for processing (i.e. weekend, holiday, training day, organization
day), this action must be taken on the next business day.
Note: This does not change the current requirement to verify shippers NLT 1100 hours
the Wednesday prior to the scheduled ship week) SERVICE LIAISONS ARE
RESPONSIBLE FOR ENSURING THE TRAVEL SECTION IS INFORMED
IMMEDIATELY OF ANY CHANGES TO SHIPPING PROJECTIONS TO ENSURE
AIRLINE SEATS ARE RESERVED.
4-7. Reserve Component Shippers
1. Army Reserve, Army National Guard, and Marine Reserve counselors must provide
a “Request for Orders” (RFO) work sheet to the Travel Section in advance of the
departure date. The only authorized RFO work sheet is the one provided by the Travel
Section to the Liaisons. This will ensure that the applicants who come to the MEPS to
ship will have correct orders in the packet.
2. Reserve component shippers do not swear in again on ship day.
4-8. Courtesy Shippers
1. Courtesy shippers who processed at other MEPS are authorized to ship from the
Fort Dix, NJ MEPS. Service Liaisons must ensure "courtesy shipper" is written in the
remarks column of the USMEPCOM Form 727. Courtesy shipment of applicants from
all services will be processed according to our daily operating procedures.
2. National Guard or Army Reserve Courtesy Shippers. Prior to shipment from Fort
Dix,, NJ, the Service Liaison must ensure the issuing MEPS has authorized Fort Dix,,
NJ MEPS to courtesy ship (as noted in the shipper's order).
3. Upon receipt of the applicant’s record, the responsible Service Liaison must bring the
record to the files room so our MEPS can take ownership of the record and ensure the
record is set up properly.
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4-9. Hometown/Direct Ship Shippers
1. Once an applicant has been determined that he will be a Hometown Shipper/Direct
Shipper, Service Liaisons must ensure "HTS” (for Army Reserve) or “DS” (for National
Guard), and the requested departing airport, is written in the remarks column of the
USMEPCOM Form 727.
2. Liaisons will provide a Request for Orders (RFO) to the travel section indicating the
arrival date and time the shipper needs to report to the local reporting Recruiting Station
(RS), and the departure date and airport the shipper is departing from.
3. The travel office will add to the 30 Day Training location projection sheet the full
name, and date of birth. Also included on the projection sheet is the desired departure
location (i.e. Trenton, NJ, Philadelphia, PA, etc.).
4. Sample timeline for Hometown Shippers:
a. 10-7 Days out: The service liaison will confirm all shipper information, the arrival
time at the local RS and verify departure date and departure airport. This will save
confusion at the last minute between Service Liaisons, recruiters, and the Commercial
Travel Office (CTO) that made the flight reservations.
b. No earlier than five days out: The travel office should be able to provide to the
service liaison a shipper envelope containing: Reserved itinerary, Recruit Travel Card,
meal check, and shipper documents.
c. Prior to ship day: Service Liaison verifies applicant is correctly projected in MIRS
with “HTS” or “DS” and departing airport is written in the remarks column of the
USMEPCOM Form 727.
d. Ship Day: NLT 1200 hours, Service liaisons must inform both the Control Desk
and travel office that the Hometown Shipper or Direct Shipper is ready to travel via
email. Once we know the shipper is ready to travel, the travel office will confirm the
ticket is paid for.
5. Keep in mind the HTS/DS program is a system of projected planning. Any last
minute changes for the shipper or a change in departure airport can cause excessive
ticket cost for the Government.
4-10. Order Amendments/Revoke Orders
1. Any requests to revoke or amend a previous order created in the Fort Dix,, NJ MEPS
must be submitted to the Travel Section as soon as possible. These requests must be
submitted using the work sheet provided by the Travel Section to the Liaisons.
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Chapter 5: Medical
5-1. Helpful Advice from the Medical Section
1. Applicants must wear appropriate undergarments. Females will wear a bra (with
straps over the shoulders) and panties (that cover both cheeks). Male applicants will
wear traditional boxers or briefs (boxer briefs are authorized as long as they are not
compression or spandex). Appropriate undergarments ensure applicants complete the
ortho-neuro examination while maintaining dignity. Compression garments are not
authorized for any applicant male or female. Piercings and gauges of any type must be
removed prior to processing through the MEPS medical department.
2. Applicants should be made aware of the requirements for the physical exam, such
as observed urinalyses, male/female exam, blood draw, vision test, ortho maneuvers
“duck walk”, etc. Prior knowledge of the procedures eases the anxiety of the applicants
and fosters a positive experience. Ensure applicants bring all needed items including
eye glasses and contact lenses, if applicable.
Medical Section NCOIC POC: (609) 316-3685
5-2. Medical Prescreening Prior to Projection
1. The DD Form 2807-2 (Medical Prescreen of Medical History Report) must be
completed and submitted prior to projecting an applicant for a full physical. The
applicant must complete part two of the form by marking an “X” using computer
generated check marks in the appropriate box (yes or no) of each question. "N/A" will
not be used at all. If a question is "N/A" ; do not mark the box (leave it blank). Service
Liaisons will submit the DD Form 2807-2 to the files room: All Prescreens will follow the
guidance found in Appendix C2.
a. Prescreens on applicants with no medical history will be submitted NLT 1100
hours, two (2) days prior to medical exam.
b. Prescreens that have "yes" responses noted in any item numbers 9, 11, 20, and
138 on the DD Form 2807-2 will be reviewed the same day.
c. Prescreens that have “yes” responses noted in any item numbers other than 9, 11,
20, and 138, and five or less single-sided pages of supporting medical documents will
have two processing days for review.
d. Prescreens that have “yes” responses noted in any item numbers other than 9, 11,
20, and 138, and more than five single-sided pages of supporting medical documents
will have three processing days for review.
e. In the instances of exceptionally complex cases, a longer review may be required
as determined by the CMO. In these cases, the medical department will notify the
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Service Liaison within the initial time period with an estimate of how much additional
time may be required to complete review.
f. If your applicant has any pre-existing medical history/conditions, submit all
supporting medical documents as a “paper eval”. See Appendix C2 for guidance on
required medical documents.
g. The DD Form 2807-2 is valid for 90 days from the date the applicant signed in
Section V. Overseas processor prescreens are valid for 120 day from the date the
applicant signed in Section V.; after the validity period has passed, a new pre-screen
will be submitted.
2. After reviewing the DD Form 2807-2, and any supporting medical documentation, the
CMO will determine if the applicant is qualified, disqualified, or deferred if additional
medical documentation is required. DO NOT project applicants for processing until they
have been authorized.
5-3. Medical Documents
1. Medical documents and medical waivers must be signed into the files room no later
than 1030 hours daily. Medical will only accept medical documents/waivers from the
files room. At no time will the medical section accept medical documents or waivers
directly from recruiters or liaisons. After the CMO reviews the documents, a copy of the
Fort Dix MEPS Form 601-23-R-3 will be put into the service box. Remember that
applicants cannot be scheduled to the floor until the results of the medical
documents are received by the Service Liaison. For more information on medical
documents, see Appendix C1. The DD Form 2807-2 and USMEPCOM 680-3 A-E
must accompany all medical read requests. Both forms must be thoroughly completed
and signed by the applicant and the Recruiter.
2. The Marine Corps Service Liaison may submit overweight waivers, only for shippers,
directly to the Medical NCOIC or Lead Medical Technician.
3. Marine Corps applicants requiring underweight waivers may either be submitted
through the “prescreen review” process (prior to physical for CMO consideration), or
may be submitted through the “med read” process (post physical for CMO
consideration).
4. No documents shall be added to the medical file prior to the physical and after QRP
is complete 48 hours prior to projected physical date.
5. For submission of Army B0M0 requests the SL/GC will ensure that the Medical
Protection System (MEDPRO)’s snapshot has been printed in the last 30 days, and the
following categories are compliant before the B0M0 request is processed: PHA/Dental
within the last year and HIV within the last two years.
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5-4. Walk-ons (see paragraph 3-3)
1. A walk-on is defined as an applicant not projected for processing at or before the
established MEPS projection cut-off time. A walk-on prescreen must have no "yes"
responses noted in any item numbers other than 9, 11, 20, and 138 (except if the arrest
or law enforcement encounter indicates a behavioral health issue requiring a prescreen
review by a MEPS medical provider) on the DD Form 2807-2 (UMR 40-2, paragraph 22).
2. Each service is permitted one “walk-on” per processing day. “Walk-on” applicants
must adhere to all published cut-off times. A fully completed USMEPCOM Form 727
must be hand delivered by the Service Liaison, not the applicant, to the Operations and
Medical control desk NLT 0630 hours on the day of processing unless otherwise
authorized.
3. If there is a significant discrepancy between the DD 2807-1 and DD 2807-2 the
applicant’s medical examination/processing will be terminated and the applicant will be
returned to the respective Service Liaison/counselor. The applicant’s record will be
placed in a hold status and further processing will be prohibited until the CMO has
reviewed required medical documents IAW established regulations/policies (UMR 40-1,
paragraph 3-9) for applicants with medical history.
4. “Walk-on” shippers are not authorized. The control desk may authorize a substitute
shipper if a projected shipper is a “No-Show” or is not qualified to ship and there is
adequate time to process the substitute shipper.
5. Additional “walk-on” applicants (above the allotted one per service per day) requiring
physicals or inspections will require an exception to policy. “Walk-on” SDPs must be
present when the MEPS opens for applicant arrivals and for additional “walk-on”
applicants (see paragraph 3-5).
6. SDP days are typically Mondays, or if Monday is a Holiday, the first business day of
the week. If MEPS operations are interrupted due to unforeseen circumstances (i.e. in
climate weather), the first day MEPS resumes normal operations will be considered a
SDP day. This could potentially prolong the medical processing.
5-5. Medical Guide for Recruiters and Use of the Dial-A-Medic System
1. The Fort Dix MEPS Medical Hand out for Recruiters (Appendix C1), is an essential
tool that should be used by all recruiters to properly prepare applicants to process. It
explains the use, requirement, and benefit of using the Dial-A-Medic system and PreEvaluation Program. Recruiters are encouraged to use Dial-A-Medic to call the MEPS
directly in order to prepare their applicants properly with the correct medical
documentation and to get answers on other medical questions. Individual applicant
status or Protected Health Information (PHI) will not be disclosed to recruiters. The
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MEPS Medical Section is required to return any phone calls that were not initially
answered within 24 hours.
2. Dial-A-Medic Hours are Monday- Friday 1300-1430 (609)-316-3660 ext. 4). Prior
to 1300 hours, we are processing the current day’s applicants and it slows down
processing if we have to answer Dial-A-Medic questions.
5-6. Medical Inquiries from Service Liaisons and Non-Medical Requirements
1. The Medical Section is busiest between 0600 and 1300 hours. To improve
efficiency, Service Liaisons are asked to wait until after 1300 hours to conduct any type
of medical-related business (exception is an applicant Shipping that day) with the
Medical NCOIC. You must go through the Medical NCOIC, or Lead Health Tech, for
requests to see the Chief Medical Officer. It is also advised that any questions related
to medical are directed to the Medical NCOIC first, then the Lead Health Tech. All
administrative or non-medical requirements or questions for anyone in the Medical
Section will be handled after 1300 hours, daily.
5-7. Weight
1. Applicants who have not completed the Return Believed Justified (RBJ) period will
not be screened for weight and body fat determination. Courtesy height and weight is
not authorized IAW UMR 40-1. (ALL BODY FAT DETERMINATIONS BY MEDICAL
SECTION STAFF/NCOIC ARE FINAL)
2. There will be no courtesy height, weight, or body fat measurement completed by the
MEPS medical personnel, even on applicants that are currently qualified.
5-8. Prescription Glasses/Contact Lenses
1. The applicant will need to bring in glasses or contact lenses, as well as all supplies
related to their visual care. It is asked that the applicant bring in a case and solution for
their contact lenses, as they are required to remove them for a short time. Most of the
time, Fort Dix MEPS can provide a case or solution, if necessary.
5-9. Special Category Processors
1. VIPs are defined in Appendix A6. Each service is allowed only one (1) Special
Category Processor per authorized processing day. The procedure for scheduling
Special Category Processor physical exam through the MEPS or Service Liaisons are
as follows:
a. Service Liaisons must notify the Medical NCOIC at least two days prior to physical
date and will provide the name and approximate arrival time of the Special Category
Processor. The UMF 727-E will reflect applicant status and arrival time. Service
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Liaisons must ensure all necessary paperwork is completed before the individual
arrives.
b. Upon arrival at the MEPS, the Special Category Processor must check-in with their
respective Service Liaison. The Service Liaison will review all paperwork and ensure its
completeness. The VIP will proceed to the control desk for processing. Processing
start times will be offered no earlier than 0900 hours and NLT 1000 hours.
Note: Special category applicants shall have “VIP” marked on their name tag written in
pen or marker by the authorized HRA at the control desk.
5-10. Medical Inspection
1. Shippers with a qualified physical (less than 30 days old) or medical inspect within
72 hours of ship date do not require another medical inspect. DEP-In applicants with
physicals more than 30 days old will be re-inspected. Consult applicants with a physical
more than 30 days old will be re-inspected. Positive DAT’s will be re-inspected. All
applicants needing an inspection will report to the MEPS at 0545 hours.
2. An inspection is a quick one-on-one look at the applicant by the physician before
shipping or just before DEP-In. For shippers, it is the last look by a MEPS physician
before the applicant goes to basic training, unit, boot camp, etc. It is not uncommon for
a qualified applicant to be disqualified for shipping, especially for overweight/body fat,
recent injuries, illness, or any disqualifying finding overlooked during the physical
examination. If an applicant has significant changes in their medical history (i.e.
hospitalization, surgeries or injuries), a submission of medical documents is required as
a “med read” prior to the applicant ship date.
3. During an inspection, the applicant will be asked questions concerning, but not
limited to:
a. Illness, injury, or visits to hospitals since their examination.
b. Current medication recently prescribed.
c. Recent alcohol or drug abuse previously not disclosed.
d. Any new body marks or tattoos.
4. Delays in completing inspects are caused by the following:
a. Changes in applicant’s physical, mental, or physiological state since last
examination.
b. Follow-up to consults, if necessary.
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c. Need for body fat measurement when overweight, if applicable (service
requirement).
d. Not wearing proper undergarments.
5-11. Drug Test and Breath Alcohol Test
1. All service applicants will be screened for drugs and alcohol and asked to sign a
permission statement. Failure to sign the statement will result in aborting the
examination. Applicants should be encouraged to drink large amounts of water upon
their arrival to the hotel the night prior and while at MEPS to prevent delay in processing
due to inability to provide an urine specimen.
5-12. Drug Results
1. Drug results can take between 2-10 working days to return. Service Liaisons must
ensure that an applicant is not scheduled to ship until they have been notified of receipt
of results. An “Exception to Policy Request” must be submitted via the Medical Section
to J-3/MEOP-CO ticket for the GC in order to ship an applicant without drug results
(UMR 40-8, paragraph 3-8). HQ USMEPCOM must approve the Exception to Policy.
Approvals of these exceptions are rare and may take up to two days. Applicants who
do not have drug results cannot be projected to ship, unless approval from HQ
USMEPCOM has been obtained. Drug results may be delayed for an extended period
of time due to quality control inspections for the lab, or further test required on the
“sample.” To ease any confusion, ensure all labs are posted prior to projecting the
applicants.
5-13. HIV Testing
1. A HIV test is mandatory for all applicants. Failure to sign the permission statement
will result in aborting the examination. HIV results may be delayed for an extended
period of time due to quality control inspections for the lab, or further test required on
the “sample.” To ease any confusion, ensure all labs are posted prior to projecting the
applicants. Applicants who have not received their HIV results will not be authorized to
ship.
5-14. Issues for Female Applicants
1. All female inspects will be given a HCG pregnancy test during their physical and on
any inspections, especially prior to being shipped. Their last menstrual period and their
last PAP will be noted on the DD Form 2807-1, block 18. After pregnancy, six (6)
months must elapse before returning to the MEPS for processing.
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5-15. Consultations
1. If an applicant requires a consultation (consult), coordination will be made by the
medical section. Once a consult has been approved and an appointment has been
scheduled, the respective service liaison will be notified.
2. The first missed consult appointment by the applicant can be rescheduled at the
request of the Recruiting Service. A “missed” appointment includes the failure of the
applicant to show for the appointment (“NO SHOW”) as well as cancellation with no less
than 24 hours’ notice. If a second consult appointment is missed, the MEPS
Commander will notify the appropriate IRC level commander in writing or by e-mail that
the applicant’s processing has been placed in an “N” status. Further appointments will
not be scheduled without a written request from the IRC Commander. If the applicant
misses a third appointment, further processing will be discontinued unless directed by
USMEPCOM J-7/MMD (UMR 40-1, paragraph 13-3).
3. Med Reads with all required documentation prior to applicant flooring will minimize
the possibility of consults and reduce the time the medical process takes. Remember,
the CMO reserves the right to request or require any additional medical
document(s) based on the applicant’s medical condition.
5-16. Things to Remember
1. Applicants are not allowed to hand carry medical documents with them on the day of
their physical or inspect.
2. Prior service applicants will not process without a DD Form 214 and or REDD report.
The CMO and fee basis physicians have medical prerogative to exercise case-by-case
judgment and request consult and or medical records during their exams/interviews to
rule out a potentially disqualifying condition. If a prior-service applicant has been
discharged for misconduct, and the cause is suspect (may be medically related), then it
is reasonable to request medical documentation and to schedule a consult in order to
ascertain qualification.
3. In accordance with (IAW) UMR 40-1, all applicants must wear proper undergarments
(no thongs, G-strings, bathing suits, compression shorts, waist binders or similar girdle
type garments). An applicant without proper undergarments will only complete the
aspects of the physical that do not require the applicant to be undressed. The applicant
will then need to be re-projected in order to return and complete the physical.
4. Applicants should be encouraged to tell their whole medical history from birth to
present; no medical history should be downplayed as not important.
5. A full physical may take three to five hours to complete, not including special
consultations.
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6. Overweight applicants will be measured for body fat content if the service allows the
provision. No outside measurements will be considered nor accepted. The medical
staff measurements are final.
7. If an applicant was Permanently Medically Disqualified (PDQ) by another MEPS on
Med pre-screen (DD Form 2807-2), appropriate medical documentation must be
submitted for another med read. Service Liaisons must not schedule an applicant to
medically process before receiving the results of the evaluation.
8. If an applicant was disqualified on their physical exam by another MEPS, the only
reason a profile can be changed in accordance with USMEPCOM Regulation 40-1 is:
a. The permanent profile was originally given for a condition that has corrected itself
or has been corrected by appropriate treatment.
b. The Sector Surgeon or HQ USMEPCOM staff physician concurs that the original
profile was issued in error.
9. The Dial-A-Medic, may clarify medical issues that impact the processing of your
applicant.
5-17. Over-40 Physicals
1. Over-40 applicants must be briefed by recruiter for requirements. All over-40
applicants must fast for 9-12 hours prior to arriving at MEPS.
2. Applicants requiring an Over-40 physical will be projected appropriately as additional
services are required for these physicals (i.e. required eye exams, EKG and lab work).
Male applicants with excessive chest hair may elect to shave prior the EKG.
3. Over-40 applicants or may be taken to an outside lab for additional testing.
Transportation will be coordinated by the MEPS Medical section.
4. A rectal exam is done only for candidates over 50 years of age.
5-18. Same Day Processing Applicant ASVAB Score/Physical
1. Same Day Processing applicants that begin the medical process and have an Armed
Forces Qualification Test (AFQT) score of 10 or greater will continue the physical
regardless of service specific requirements. Applicants that have a score of nine or less
will be deferred until they achieve a qualifying score.
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Chapter 6: Supply
6-1. References
1. AR 58-1 (Management, Acquisition and Use of Motor Vehicles)
2. AR 700-84 (Issue and Sale of Personal Clothing)
3. AR 710-2 (Inventory Management Supply Policy Below Wholesale Level)
4. AR 735-5 (Policies and Procedures for Property Accountability)
5. DA Pam 710-2-1 (Using Unit Supply System Manual Procedures)
6. DA Pam 710-2-2 (Supply Support Activity Supply System Manual Procedures)
7. USMEPCOM Regulation 58-1 (Vehicle Management)
8. USMEPCOM Regulation 750-1 (Maintenance of Equipment)
9. USMEPCOM Regulation 5-5 (Security, Safety and Special Programs)
10. USMEPCOM Regulation 715-5 (Department of Defense (DOD) Purchase Card and
Procurement Procedures)
6-2. Applicability
1. All personnel, sections and liaisons supported by the MEPS Supply Section.
6-3. Responsibilities
1. The MEPS Commander is responsible for:
a. Complete supervision and control of all supply functions and procedures.
b. Appointing the Administrative Services Technician (AST) in writing, as the DoD
Purchase Card small purchase agent for this activity.
c. The Commander is responsible for budgeting, procurement, storage issue, and
control of all MEPS supplies and equipment.
2. The AST is responsible to the Commander for all routine supply and equipment
matters.
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6-4. Property Accountability and Hand Receipts
1. Assigning responsibility for non-expendable, durable and selected expendable items
will be accomplished according to Chapter 5, DA Pamphlet 710-2-1 and Chapter 5,
USMEPCOM Regulation 710-2.
2. PROPERTY RESPONSIBILITIES:
a. Property responsibility is defined as management of public property. It is the
process of providing for the proper allocation, control, care, use, and safeguarding of
public property under control of the U. S. Army. This process applies to each individual
for care or custody of government property. Property responsibility is an obligation
shared by all individuals in the MEPS, military and civilian, regardless of duty
assignment or level of supervision or command.
b. Change of Inventory. The inventory is conducted jointly by the incoming and
outgoing Commander’s. Property on the hand receipt must be inventoried.
Responsible Officer's Inventory is a physical count of property on hand, to include all
components of end items. This inventory includes verification of serial and model
numbers. A copy of the results must be forwarded to HQ, USMEPCOM, J-4.
3. Appointment of Hand Receipt Holders. The Commander will designate a Primary
Hand Receipt Holder (PHRH). The PHRH normally will be the Chief or NCOIC of the
section. The designation/appointment will be in written format, normally as an additional
duty appointment. When other than supervisors are designated as PHRH, it must be
understood that supervisor’s responsibility is retained. PHRH are encouraged to subhand receipt equipment/materiel to subordinates/actual user level when possible.
4. Hand Receipt Holders Responsibilities. Hand receipt holders will sign documents to
acknowledge acceptance of and responsibility for items of property listed, issued for
their use. Documentation includes the MEPCOM Automated Property Book Unit Supply
Enhanced Global Combat Support System - Army (GCSS - ARMY) computer generated
hand receipts, and DA Form 2062, hand receipts. Each hand receipt holder is
responsible for accomplishing the following:
a. Immediately upon designation, the hand receipt holder will inventory all property
assigned to him/her with the previous hand receipt holder according to DA Pamphlet
710-2-1.
b. Ensure that all property turned in or removed from his or her area of responsibility
is properly receipted for IAW AR 735-5 and DA PAM 710-2-1.
c. Ensure that all property under his or her care/supervision is properly safeguarded
and maintained.
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d. Report any thefts, losses or abuse of property to the AST and/or Commander
immediately. The hand receipt holder will report any loss within five days or submit
written cause why loss was not promptly reported.
e. Turn in UNSERVICEABLE property or property in need of repair to the AST when
it is identified. A turn-in appointment should be made with the AST due to limited
storage area.
f. Ensure that all property under your care/supervision that is no longer needed is
turned in to the AST when a turn-in appointment has been made.
5. Stock Levels of Supplies by Sections. Sections will stock fourteen days' worth of
supplies at any given time. Sections will complete a local Fort Dix Supply Request Form
and allow three days to fill the request for supplies.
6. All equipment turned in to the AST for maintenance or as excess equipment will be
receipted by using DA Form 3161 as a temporary hand receipt. All equipment turned in
for maintenance will also be receipted on a DA Form 3161.
7. Logistical Support for Liaison Personnel. Any supply action for liaison personnel
except expendable supplies must be approved by the MEPS Commander before
submitting a request to the AST.
6-5. Organizational Clothing and Individual Equipment
1. Selected Items of Cold Weather Clothing (Army): Each individual is responsible for
maintaining, in a serviceable manner, the condition of his or her Organization Clothing
and Individual Equipment (OCIE).
2. Medical Whites. Detailed procedures are outlined in USMEPCOM Regulation 710-2,
and the MEAD.
a. USMEPCOM authorizes four (4) medical attendants' coats per civilian personnel
whose duties are directly related to the performance of medical examinations at the
MEPS. Clothing record DA Form 3645-1 (additional Organization Clothing and
Equipment Record) is used to record these issues.
(1) Surgical Scrubs are not authorized for wear. Medical apparel will be white (no
other color is authorized). Military members will wear their duty uniform
(2) Laundering and cleaning of MEPCOM medical lab coats / medical smocks is
covered by Fort Dix MEPS.
(3) Replacement of medical apparel will be every two years or when the apparel
becomes unsightly or unserviceable, whichever is sooner. The MEPS
Commander will authorize replacement.
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b. Smocks for physicians are authorized as durable items by USMEPCOM. The
Basis of Issue (BOI) for these items is two (2) per each full-time physician, Chief
Medical Officer (CMO), and Fee Basis Physician (FBP). Smocks can be hand-receipted
in bulk to the medical section.
3. The Army enlisted personnel assigned to Fort Dix MEPS are authorized a
supplemental clothing allowance listed in CTA 50-900, AR 700-84, and the (United
States Military Entrance Processing Command (USMEPCOM)M) Equipment
Authorization Document (MEAD).
6-6. Requesting Supplies and Equipment
1. Requesting Supplies. The AST is responsible for requesting expendable and nonexpendable supplies through the supporting Supply Support Activities.
a. Expendable: All expendable supplies will be requested IAW supporting supply
activities external SOP’s.
b. Non-expendable: All non-expendable supplies will be requested IAW supporting
supply activities external SOP’s.
c. Local Purchase: Items of supply required from local purchase sources will be
requested using the International Merchant Purchase Authorization Card (IMPAC). The
IMPAC Purchase Request (USMEPCOM Form 715-5-1-R-E) must be completed with
an estimated or actual cost for items and signed by the Commander, Secretary General
Staff (SGS), and credit card holder prior to ordering of supplies.
2. Expendable supplies are obtained from the following locations:
a. Self Service Supply Center (Paper Clips, etc.) Fort Dix NJ 08640 is the first
mandatory source.
(1) The required items will be researched in the Government Services
Administration (GSA) catalog to see if they are in stock.
(2) A packing list will be included for all items mailed to the MEPS.
(3) Upon arrival of the requested items, the AST will check the packing list
against items received for accuracy and file the packing list.
b. U.S. IMPAC / MASTERCARD:
(1) The AST must determine if equipment is authorized and not available from
the supply system.
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(2) The SGS must make sure funds are available.
(3) The MEPS Commander must authorize the purchase of supplies and
equipment.
3. Issuing of Supplies and Equipment
a. Expendable supplies will be stored in the unit supply room.
(1) Supply requisitions may be filled Monday thru Thursday (0700-1500).
Quantities requested should be sufficient to sustain each section for fourteen
working days.
(2) Unforeseen emergencies may be filled any time with prior approval of the
hand receipt holder and the AST.
b. Durable items will be issued, using the DA Form 2062 generated hand receipts. A
hand receipt holder will sign for all durable items he/she is responsible for.
c. Non-Expendable items will be issued to each hand receipt holder by using GCSS
ARMY Computer generated hand receipts. Only the hand receipt holder will sign for
such items. Hand receipt holders are encouraged to sub hand receipt to the user level.
4. Hand Receipt:
a. Hand receipts will be maintained for all properties within the MEPS IAW AR 710-2,
DA PAM 710-2-1, and USMEPCOM Regulation 710-2.
b. Under no circumstances will any accountable equipment be transferred from one
section to another without prior approval of the AST or the Commander.
c. Required maintenance and repair work to be accomplished on MEPS equipment
will be coordinated through the AST.
d. Equipment repair under Intra-Service / Inter-Service Support Agreement (ISSA)
will also be coordinated through the AST.
e. Under no circumstances will any government equipment be removed from MEPS
without approval of the Commander.
f. Security of equipment is an individual responsibility. All assigned personnel will
ensure maximum efforts are taken to daily secure operating equipment.
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5. Turning in of Equipment.
a. The AST is responsible for turning in any unserviceable/excess equipment to
Defense Logistics Agency (DLA).
b. All non-expendable, expendable, and medical equipment will be turned in to DLA.
6. Medical Equipment, Maintenance, and Supplies.
a. Equipment: Requisitions for equipment/repair will be submitted to the
USAMEDDAC at West Point, NY or through the MEDSTEP Program at Tobyhanna
Army Depot, Tobyhanna, PA.
b. The AST will order those items authorized by HQ USMEPCOM Medical Material
Allowance List (MMAL).
c. The AST will review all items ordered. Medical expendable items requested will
be submitted by using DD form 1348-6 (DOD Single Line item Requisition) for items
having no stock number. The IMPAC will be used for local purchase items.
d. Detailed procedures for ordering expendable medical supplies are as follows:
(1) Medical expendable supplies will be ordered using the Defense Medical
Logistics Supply System Customer Assistance Module (DCAM) ordering
system.
6-7. Lost, Damaged, or Destroyed Government/Personal Property
1. Government / Personal Property lost, damaged, or destroyed will be recorded on DD
Form 200 (Financial Liability Investigation of Property Loss) IAW AR 735-5.
2. Reports of Survey (DD Form 200) will be done IAW AR 735-5.
3. Statements of Charges (DD Form 362) may be completed IAW AR 735-5.
4. Cash Collection Vouchers may be submitted IAW AR 735-5.
6-8. Vehicle Management / Maintenance
1. The MEPS Commander will ensure that government vehicles are used for official
business only. The Commander will appoint a Vehicle Maintenance Monitor and a
primary and alternate dispatcher in writing.
a. The vehicle dispatcher will ensure that procedures in the above references and
this SOP are complied with and that alternate dispatchers are trained in these
procedures.
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b. The vehicle Maintenance Monitor will ensure that all required maintenance is
performed in a timely manner.
c. Vehicle operators will comply with the procedures outlined in this SOP and any
special requirements designated by the Vehicle Dispatcher.
2. Procedures:
a. The vehicle dispatcher will dispatch all MEPS vehicles and ensure that the vehicle
maintenance monitor is notified of any required maintenance.
b. Vehicle priority is assigned as follows:
(1) Test Administrators/ESS requiring transportation in order to perform testing
functions.
(2) AST for the purpose of procuring supplies.
(3) All other use of vehicles will be on an available basis and the vehicle
dispatched for official use only at the discretion of the Commander.
c. Dispatching and usage of vehicles:
(1) All drivers will have in their possession a valid state driver's license while
driving a GSA government vehicle.
(2) All drivers will use USMEPCOM Form 58-1-1, (Motor Vehicle Utilization
Record) for daily use of all GSA vehicles. All MEPS personnel will accomplish
coordination with the AST for use of the GSA Vehicles.
(3) Vehicles will be inspected for each use. Discrepancies will be immediately
reported to the AST or MEPS representative and will be annotated on DA Form
2404 (Equipment Inspection and Maintenance Worksheet) and Fort Dix MEPS
Vehicle Checklist.
(4) In case of a vehicle accident, notify the Commander and/or First Sergeant
immediately or as soon as practical. Also notify the AST / Vehicle Maintenance
Monitor upon arrival back at the MEPS. Drivers will fill out SF 91 - Operator's
Report of Motor Vehicle Accident, SF 94 - Statement of Witness. A copy of the
police report is required.
(5) When requesting the vehicle from the vehicle dispatcher, you will be required
to provide your designation and estimated time of departure and return.
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(6) Vehicles are dispatched from the supply room (302) between the hours of
0700 and 1500 hours. Upon return to the MEPS, the dispatch book will be
returned to the supply room as soon as practical; the vehicle may need to be
dispatched again the same day. If no one is in the supply room, drop the
dispatch book off to a HQ representative. Vehicle requirements prior to 0700
hours should be requested from the vehicle dispatcher the day before the vehicle
is required.
(7) When returning a vehicle after duty hours, the vehicle operator will secure the
vehicle in the designated parking area. After making appropriate entries on the
required forms, he/she will retain these documents, the equipment record folder,
credit cards, etc. for turn-in to the dispatcher the following duty day. Under no
circumstances will the logbook be turned over to another person prior to checking
with the vehicle dispatcher. The vehicle must be signed in prior to re-dispatch.
The vehicle operator is responsible for all documents in the logbook until turned
in to the dispatcher.
(8) Non-MEPS personnel are not allowed in a government vehicle without the
consent of the MEPS Commander.
(9) Seat belts will be used at all times.
(10) No smoking at any time in government vehicles.
(11) Consumption of alcoholic beverages or illegal drugs in government vehicles
is prohibited.
(12) Vehicle operators will make every effort to ensure that government vehicles
are parked legally to reduce the possibility of vandalism to vehicles. Vehicles will
be properly secured by locking all doors and removing all items of value, such as
cameras, laptops, test material, and clothing from the interior and placing them
out of view of passing individuals.
(13) When receiving the logbook, verify that you have the following:
(a) USMEPCOM Form 58-1-1-R-E (Motor Vehicle Utilization Record).
(b) DA Form 2404 (Equipment Inspection and Maintenance Worksheet and
reverse).
(c) U.S. Government Fleet Services Card (Smart Pay GSA), the vehicle tag
number and the PIN is on the card.
(d) E-Z Pass Tag. (On vehicle windshield)
(e) Keys to vehicle.
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(f) Accident forms: SF 91, SF 91A, SF 94
(14) Driving after consumption of intoxicating beverage. No person who has
consumed any intoxicating beverage within the previous 8-hour period shall
operate any government-owned or leased vehicle.
(15) The U.S. Government Fleet Services Card is the driver's responsibility to
make sure it is secured at all times. Control of credit cards for GSA leased
vehicles will be the responsibility of the AST. USMEPCOM Form 58-1-2-R-E
(Vehicle Credit Card / Negotiable Media / Key Control Register) will be used to
meet the requirements of USMEPCOM Regulation 58-1 and DA PAM 710-2-1.
Operators are responsible for proper credit card usage and will obtain receipts
whenever the card is used. For your protection, note the Do's and Don'ts of credit
card purchases:
(a) DO USE FOR:
Car washing
Regular, unleaded or methanol fuel only
Lubricating services
Antifreeze/Washer fluid
Oil and air filter elements and servicing
Battery charging
Tire and tube repairs
Purchase Headlights, taillights, and bulbs
Emergency replacement repairs, purchases and
Services if the amount is under $100.00
(b) DO NOT USE FOR:
No purchases other than for the vehicle for which the credit card was
issued
Storage and parking
Purchase tires and tubes
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Batteries
Routine Repairs
Personal Use
3. Ensure that all data is on the sales receipt at the time of the purchase (price of fuel,
total gallons, etc.), “i.e. 5 gallons, 1 qt.”
4. Submit all gasoline receipts of sales to the Vehicle Dispatcher. These receipts are
required to prepare the USMEPCOM Monthly Mileage and Fuel Consumption Report.
a. Forms:
(1) USMEPCOM Form 58-1-1.
(a) Ensure that the calendar date of the dispatch is correct.
(b) Fill in the odometer reading at the end of period of dispatch.
(c) Enter the total amount of fuel added (in gallons) by type of fuel (i.e. leaded
gasoline, unleaded gasoline, or diesel fuel). The source of the fuel will be
annotated: C-commercial service station, A-Army Installation, or M-other
military installation.
(d) The OIL BLOCK will be filled in whenever motor oil or transmission oil is
added to the vehicle.
(e) The OPERATOR’S SIGNATURE BLOCK will be signed and dated by the
operator to whom the vehicle is dispatched.
(2) DA Form 2404, Equipment Inspection and Maintenance Worksheet and Fort
Dix MEPS Vehicle Maintenance Checklist.
(a) DA Form 2404 will be completed by the vehicle dispatcher and will only be
annotated by vehicle operators when additional deficiencies are noted
during the time a vehicle is dispatched to them.
(b) Fort Dix MEPS Vehicle Maintenance Checklist will also be completed by
the operator. In the boxes provided, put a check mark beside each of the
items after the item has been checked. If the item has deficiencies put an
X in that block and make an annotation on the vehicle's DA Form 2404.
Briefly write a description of the deficiency or shortcoming, and put the
corresponding item number and status symbol in the block. The vehicle
operator must sign block 8a of the DA Form 2404 (when deficiencies are
noted).
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5. Accident Reports:
a. If you are involved in an accident, no matter how minor, you will report it
immediately to the MEPS Commander and/or First Sergeant, if they are not available,
notify your supervisor. Make sure all the required forms are filled out, also obtain
information on the driver of the other vehicle, (names, insurance, registration, vehicle
tag #, etc.). Notify the police, so that a police report can be obtained. If the vehicle is
not drivable, call GSA Mid-Atlantic Region’s Maintenance Control Center (MCC) (888)
622-6344, so arrangements can be made by GSA to have the vehicle towed.
b. The following accident forms will be filled out:
(1) SF 91 - Operator's Report of Motor Vehicle Accident.
(2) SF 91A - Investigation Report of Motor Vehicle Accident.
(3) SF 94 - Statement of Witness.
6. Cleaning and inspection of government vehicles
a. All operators will be required to clean vehicles assigned to them, both inside and
out. Also insure the gas tank is at least (3/4+) full and oil is at the proper level.
b. Vehicle inspection will be held on a weekly basis performed by the MEPS Vehicle
Maintenance Monitor. Results of the Inspection will be documented on DA Form 2404
and kept on file by the Vehicle Maintenance Monitor. Any deficiencies noted (dirty
vehicle, fuel less than 3/4, oil level, etc.) will be reported to the Commander. The
previous operator will be required to correct any deficiency noted that can be corrected.
6-9. Hazardous Materiel/Precious Metals Recovery Programs
1. The AST is designated as the POC for the MEPS to implement, monitor, and
coordinate the Precious Metals Recovery Program (PMRP). He/she will insure silverbearing materials from spent hypo solution and exposed or outdated x-ray film is
processed for recovery IAW USMEPCOM Regulation 710-2, AR 755-3, and DOD
4160.21M.
2. The AST will contact the McGuire AF Recycling center to arrange for direct turn-in of
silver and silver bearing materials.
3. To document disposition of silver and silver bearing materials, the AST will establish
and maintain auditable records. Turn-in transactions are documented on DD Form
1348-1A ((Issue Release / Receipt Document) and recorded on the MEPS nonexpendable document register. A copy of the DD Form 1348-1 acknowledging receipt
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from McGuire AF Recycling center is filed in the supporting document file (IAW AR 25400-2) for the non-expendable document register.
4. The applicable functions within USMEPCOM include the production, handling, use,
storage, transportation or disposal of hazardous waste. USMEPCOM activities are
required to comply with all Federal, State, local laws and regulations governing the use
of and reporting requirements for hazardous material and hazard waste. The objective
is to employ the least hazardous items that are considered effective for its intended
purpose to accomplish the mission.
5. Users of hazardous materiel must be fully aware of the hazardous materiel
management policy of DOD and USMEPCOM, maintain DD Form 2357 - Materiel
Safety Data Sheets (MSDS)’s for each type of hazardous item/materiel on hand. Within
HQ USMEPCOM it is essential that logistics, medical, and safety office personnel
coordinate their actions in support of the program.
6. Pollution prevention is used to the maximum extent possible in order to reduce the
quantity or volume and toxicity of hazardous wastes. The goals are to expand the use
of reusable materiel and returnable containers and to recycle to the maximum extent
possible.
8. Management of Regulated Medical Waste (RMW):
a. Hazardous and RMW will be strictly separated from the general waste stream, and
will be segregated at the point of generation (within USMEPCOM this is normally the
medical section). The mixing of RMW with general waste is prohibited. Generally, RMW
consist of items that are potentially capable of causing disease and pose a risk if not
handled properly. Within USMEPCOM, they include blood or blood products, used or
unused sharps, and sharps containers. USMEPCOM Regulation 40-1 provides detailed
information and guidance on protecting MEPS personnel exposed to blood and other
potentially infectious diseases.
b. Whenever a MEPS transports regulated medical waste outside for disposal, they
must comply with labeling and documentation requirements.
c. Turn-in of hazardous material will be processed in a timely manner to maximize
the potential for transfer, recycling, and/or reutilization.
d. The Fort Dix MEPS Medical section will maintain a clear audit trail RMW.
MEPCOM currently uses Stericycle for disposal of all RMW.
6-10. Absentee Clothing and Personal Equipment Disposal Procedures
1. When a service member is placed in absent without leave status, an inventory is
required. The Commander will choose an officer, warrant officer, or NCO to conduct the
inventory. He/she will complete the following procedures:
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a. Make sure the absent member's OCIE is not mixed with OCIE of other personnel.
b. Prepare two copies of DA Forms 3645 (Organizational Clothing and Individual
Equipment Record) / 3645-1 (Additional Organizational Clothing and Individual
Equipment Record). Enter the words "Inventoried according to DA PAM 710-2-1" in the
name block of these and date the forms in the signature and date block.
c. Put the original of DA Forms 3645/3645-1 with the person's OCIE. File the copy in
the unit files with the person's other DA Forms 3645/3645-1.
d. Secure the inventoried OCIE in the unit supply room.
2. When a person is dropped from the rolls, an inventory is required only when one was
not conducted as required in paragraph 1, above. The Commander will choose an
officer, warrant officer, or NCO to conduct the inventory. That person will:
a. Make sure the person's OCIE is not mixed with OCIE of other personnel.
b. Prepare one copy of DA Forms 3645/3645-1. Enter the words "Inventoried
according to DA PAM 710-2-1" in the name block of these forms. Record the items and
quantities of OCIE on the forms. Sign and date the forms in the signature and date
block.
c. Remove the unit copy of the person's DA Forms 3645/3645-1 from the file.
Compare these forms with the inventory forms. List any shortages or overages.
d. Report the results of the inventory to the Commander. The Commander will
ensure the following actions are completed:
(1) Turn-in overages as found on installation property.
(2) Account for shortages according to AR 735-11. Document number at the
OCIE issue point will assign the adjustment document. Turn in the person's
OCIE to the OCIE issue point.
(3) The inventory forms and the person's DA Forms 3645/3645-1 showing turn-in
credit are filed in the unit file.
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Appendix A
Operations Section
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Appendix A1
Processing Section Timelines
The following timelines will be No Later Than cut-off times to respective areas.
0545-0600
0600-0645
1100-1300
1200
1500

Welcome Briefing
Applicants check-in with Service Liaison/Control Desk
Lunch for Applicants Available
Hotel Testers check-in begins
Night Testing check-in ends

Service Liaison submission cut-off times to Control Desk:
1030
1100
1100
1200
1500
1530

Med Reads/Complex Prescreens
Simple Prescreens
M005, MEPS to MEPS Transfer
SPF changes
Service Liaisons identify holdovers for next day processing
Control Desk closes for applicants to contract/DEP-In/Accession

(Files Room Hours of Operation: 0730-1630)
Service Liaison submission cut-off times to Files Room:
1100
1200
1300

Correct discrepancies with 48-hr projections, following day
Service Liaisons turn-in all UMF 727 projections for QRP
QRP begins for all 48-hr projections

(See Appendix A13 for Oath of Enlistment Timeline)
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Appendix A2
Exception to Policy Request Form
APPLICANT: (LAST, FIRST, M.I.)_____________________

DATE: ______________

SSN (Last 4): ___________________
BRANCH: _______________
RECRUITER: ________________________
STATION: ___________________________
Recruiter attended MEPS Orientation? ___
EXCEPTION REQUESTED
____________________________________________________________________________________
____________________________________________________________________________________
REASON & JUSTIFICATION
____________________________________________________________________________________
____________________________________________________________________________________
LIAISON LAST NAME: _______________________SIGNATURE:__________________________
FOR MEPS USE ONLY
MEDICAL:
______APPROVED
______DISAPPROVED
TESTING:
______APPROVED
______DISAPPROVED
PROCESSING:
______APPROVED
______DISAPPROVED
-----------------------------------------------------------------------------------------------------------------------------------OPERATIONS OFFICER:
______APPROVED
______DISAPPROVED
MEPS COMMANDER:
______APPROVED
______DISAPPROVED
(Suggestion to be changed to full signature and then circle approve or disapprove instead of this
way MEDICAL: ________________________________APPROVED/ DISAPPROVED
DID MEPS QRP TEAM INFORM SERVICE LIAISON OF PROBLEM?
DID LIAISON RESOLVE ISSUES THE NIGHT PRIOR?
OTHER REMARKS:

YES
YES

NO
NO

___________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

Fort Dix MEPS Form 84-R-E, March 2015
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Appendix A3
Pre-arrival fact sheet
Welcome to the Fort Dix, New Jersey Military Entrance Processing Station (MEPS).
Though not a part of the recruiting service, we play an important role in their mission –
that of providing young men and women with the opportunity to serve their country as
members of the Armed Forces. Our specific mission is to determine your qualifications
in relation to the physical, aptitude, and moral standards set down by each branch of
military service. With this understanding in mind, let me take a few moments to explain
what you can expect, and what is expected of you, during your stay with us.
1. ITEMS TO BRING. Please keep the amount of items you bring to a bare minimum.
Whether you are coming to the MEPS for the first time, or to ship to basic training, all
you should need is one change of clothing and an overnight kit to meet basic hygiene
requirements. In addition, you should be aware of the following appearance standards
while you are at the MEPS:
a. Shoes and socks are required; shower shoes/sandals are not allowed.
b. Clean undergarments are mandatory. You will not be allowed to take a physical
without them. No thongs, G-strings mesh, or long basketball type shorts. No
compression garments of any kind for both male and female applicants. Female
applicants must have on underwear that covers both cheeks and a bra with straps over
both shoulders.
c. Your uniform of the day is civilian business casual or better. You should wear
seasonal attire of suitable appearance. Hats, scarves, headbands, sleeveless shirts,
hooded shirts, net shirts, tank tops, midriff or halter-tops, plain white tee shirts, and
clothing with objectionable or obscene words or graphics, see through and ripped
clothing are prohibited. Sheer, tight or form fitting clothing is not allowed; i.e., leggings,
yoga pants, spandex clothing, etc. MEPS processing is part of your job interview.
Dress professionally.
d. All piercings will be removed prior to entering the building. If you forget to remove
your piercing(s) prior to entering the building, you will be given until the time you report
to the control desk to remove any piercings. You must exit the building to remove the
piercing(s) and ensure the piercing site is not bleeding. If the piercing site is not
bleeding or infected, you may re-enter the building and will be allowed to process.
Females will be permitted to wear one set of earrings unless they are processing on the
medical floor. Any applicant with any piercings on the medical floor will not be allowed
to continue to process.
e. Although, we have a variety of magazines, you may wish to bring reading material
of your own.
61

FORT DIX MEPS SOP – 30 June 2019
2. ITEMS YOU SHOULD NOT BRING. The MEPS does not have a locked storage
area for personal belongings. MEPS personnel are not responsible for loss or damage
to your personal property. Therefore, you are highly encouraged not to bring the
following items with you to the MEPS:
a. Large amounts of cash. The MEPS will provide you with meals, lodging, and
transportation. Therefore, you do not need to bring a lot of money with you to the
MEPS. We do have vending machines, so you may wish to bring a small amount of
change or dollar bills with you for that purpose.
b. Valuable items, such as personal stereos, jewelry, expensive sunglasses, or hand
held video games.
c. Weapons or contraband of any kind (including pocketknives). Individuals entering
will be searched for contraband. You will not be permitted to enter the MEPS if you
have a weapon (even if you have a license or permit to carry the weapon) or any other
illegal item with you.
3. TRANSPORTATION. Your recruiter will be happy to provide you with transportation
to and from the MEPS. Depending on your location and schedule, your recruiter may
either offer to drive you or schedule you to be transported by one of the shuttle services.
Your transportation home will generally be the same as that by which you arrived. The
shuttles generally do not depart the MEPS until around 6:00 PM. Therefore, if you
complete your processing early, you may have to wait for transportation.
4. LODGING FACILITY. Many of you will spend the night at our lodging facility. The
following are a few things you should know about this facility:
a. Name: Hotel Mount Laurel (ML)
b. Location: 915 Route 73, Mount Laurel, NJ 08054
c. Phone number: (609) 694-9231
d. The Cocoa Key water park attached to the Hotel is off limits to all applicants.
e. Two applicants of the same gender are assigned to each room. You may not
have overnight guests of either gender in your room.
f. Dinner is served from 1700 to 2000. There is no charge for this meal.
g. You will be better able to successfully complete your military processing if you are
well rested and alert. Therefore, we suggest that you get a full and good night’s sleep.
h. The lodging facility has a 24-hour security surveillance system.
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i. You will receive a wake-up call.
j. Breakfast is available. Again, there is no charge for this meal.
k. Although the room, meals, and transportation are free, you are responsible for
paying any additional charges you might incur (TV pay channel, damage to your room,
telephone calls, etc.) before you leave the lodging facility.
Note: Your processing at the MEPS could be delayed if you fail to clear all charges at
the lodging facility.
l. While at the lodging facility, you will be treated like any other guest. You are
responsible for your behavior at all times and are expected to abide by all state laws
and local ordinances. You are also expected to treat all lodging facility employees and
guests with respect and courtesy during your stay. If you are disruptive or unruly, the
lodging facility manager has the right to evict you from the premises or call local police
for assistance. If you damage hotel property, or property belonging to other hotel
guests, you may also face civil or criminal penalties. These legal actions may delay or
prevent you from entering military service.
m. You are encouraged to refrain from drinking alcoholic beverages during your stay.
As part of your physical examination you will be administered an alcohol Breathalyzer
test. If you fail the test, you will not be allowed to process and may be disqualified from
military service. It is against the law for individuals under the age of 21 to drink or
possess alcohol. Individuals who are of legal drinking age may face penalties for
providing alcohol to an individual who is under 21.
n. You should refrain from engaging in any other activity at the lodging facility that
might lead to injury, which may disqualify you for military service. Use common sense
and good judgment in using the swimming pool, exercise room, or other amenities
provided by the lodging facility.
o. You may contact the front desk if you have any questions or concerns while at the
lodging facility.
5. ARMED SERVICES VOCATIONAL APTITUDE BATTERY (ASVAB). ASVAB is the
most widely used vocational aptitude battery in the country. It consists of a battery of
ten tests. The complete battery contains a total of 334 items and requires up to three
hours to complete. It is important that you do as well as you can on this test, as the
results will be used not only to determine your eligibility to join the service, but also to
determine what jobs you are best suited for. The test is given at a variety of locations,
and in some cases, it may be given the night or morning before your processing at the
MEPS. You should work with your recruiter to find a test location and time that best
suits your needs.
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Note: You cannot receive a physical examination at the MEPS until after you have
received a qualifying ASVAB score.
6. PROCESSING AT THE MEPS. Processing at the MEPS is generally oriented along
one of two schedules, depending on whether this is your first visit or if you are returning
to ship to basic training.
7. ADDITIONAL FACTS.
a. Tobacco use of any kind is not allowed in the MEPS.
b. Glasses: Applicants who require corrective lenses shall arrive with their glasses
or their contact lenses.
Note: Colored lenses are not acceptable for the color vision test. If you do bring contact
lenses, ensure you bring the case and solution.
c. Cell phones must be stored in the baggage room. You are NOT allowed to have
cellphones, electronics, or smart watches while you are checked into the building. You
must turn your phone off before leaving it in the baggage room. If you are caught with a
cellphone or any other prohibited device, your processing will cease at once.
d. Telephone numbers:
1) Army Counselor: (609) 316-3746
2) Navy Counselor: (609) 316-3731
3) Air Force Counselor: (609) 316-3721
4) NJ Marine Corps Liaison: (609) 316-3715
5) PA Marine Corps Liaison: (609) 316-3713
6) NJ National Guard Liaison: (609) 316-3734
7) PA National Guard Liaison: (609) 316-3735
8) Coast Guard Liaison: (609) 316-3722
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Appendix A4
Typical First Visit at MEPS
Sequence of Events:
5:45am: Morning Brief begins. Late arrivals will be turned away.
6:00-6:30am: CHECK-IN. All applicants will check-in at the MEPS control desk.
7:00-8:30am: Medical Briefing. At this time you will be asked to fill-out several forms
dealing with your medical history. You may find it helpful to talk with your parents about
any childhood diseases or medical problems before arriving at the MEPS.
Honest/accurate answers will expedite your physical exam process.
8:30-11:30am: Physical Examination. The actual time required will vary depending on
the needs of the individual applicant, and the number of applicants at the MEPS. You
should plan to spend at least three hours in this section. Your physical exam will
consist of: Height and Weight Checks, Hearing and Vision Examinations, Urine and
Blood Tests (Including HIV) (All samples taken will be observed by MEPS personnel),
Blood Pressure and Pulse Checks, Drug and Alcohol Test, and Specialized Consults if
required.
Note: Male and female examinations are performed in separate areas. For both men
and women, your visit with the physician will be in a private room. A female technician
will also be in attendance when women are being examined.
**Applicants shall be observed when they give urine samples. **
9:00am-3:30pm: Job Interview. This is the time when you and your Service liaison will
work to find a specific job that hopefully meets your desires and the needs of the
military. This process could take from a matter of minutes to several hours; it all
depends on what you are qualified for, desire, and what is available.
11:00am-1:00pm: Lunch will be provided for applicants only. There is no charge.
10:00am-4:00pm: Enlistment. This is the final step in your processing provided that
you are physically qualified, and begins as soon as you and your Service Liaison decide
on a job and basic training date, which could be as early as 10 A.M. or as late as 4 P.M.
The enlistment portion of your processing encompasses a final interview, fingerprinting
(FBI check), and a pre-enlistment briefing. Once these steps have been completed,
your enlistment contract will be prepared. You and your service liaison will then be
asked to review and sign the contract, after which you will be administered the Oath of
Enlistment. The enlistment portion of your processing generally takes less than one
hour.
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Appendix A5
Typical shipping to basic training schedule
Sequence of Events
5:45 a.m.: Morning Brief begins. Late arrivals will be turned away
6:15-6:45am: Check-in with MEPS control desk.
6:45-7:15am: Physical Inspections: This is an abbreviated physical examination. Your
height and weight will be checked again. Females will be administered a pregnancy
test. All applicants will be asked to disrobe, and will be given a visual inspection by a
physician. Again, men and women are examined in separate areas.
7:30-8:30am: Contract review: This time is set-aside for you and your Service liaison to
review your enlistment documents.
10:00-10:30am: Enlistment Ceremony: Applicants entering into active duty will repeat
the Oath of Enlistment. Due to the size of the ceremony room and large number of
applicants Fort Dix MEPS requests that no more than 5 family members are present to
participate in this ceremony; to take photographs only in the Oath of Enlistment Room.
9:30-11:30am: Travel Briefing: Your travel arrangements to basic training will be
explained.
10:30-11:45am: Lunch. This meal is provided at no cost to you.
NLT 1:30pm: Transportation to Basic Training: The bus will depart the MEPS for the
airport. You will wait for your plane in the security area.
Remember:

___ Underwear (no thongs/mesh/G-strings/long basketball shorts), socks, and bra
(must have straps over both shoulders) for females are REQUIRED.
___

No weapons, alcohol, or drugs.

___

No smoking or use of tobacco products while at the MEPS.

___

Dress and act professionally.

___

Processing may take most of the day.

___

Vending machines are available.
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___

Lunch at the MEPS is free (For applicants only).

___

Shower before arriving at the MEPS.

___

Keep the items you bring to a minimum.

___

ALL body piercings and jewelry must be removed before you enter the
Facility.

___

Clothing must be in good taste and cover the armpits and midriff.

___

Sandals are not allowed.
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Appendix A6
VIP Policy
1. The definition of VIP has been redefined by MEPCOM to reflect medical health care
professionals (doctors and nurses), lawyers, and chaplains.
2. ROTC, OCS/OTS, prior service, and all cadets are NOT considered VIPs, however,
they will be placed at the front of the line when applicable.
3. Due to the nature of the VIPs job/position they require special consideration. They
will be processed separately to include their medical exams. Every effort will be made
to escort the individual. VIPs will be placed at “the front of the line” for processing. The
service will notify Processing and the Medical Section via the USMEPCOM Form 727 of
any pending VIP applicants projected for the following day, and will provide the name of
the VIP and the projected arrival time of the individual. It is up to the Service Liaison to
coordinate for a single room at the contracted hotel. In order to maximize our efficiency
we will not accept VIPs on mission/ extended hour days or Saturday openings.
4. To ensure your VIP is processed efficiently and with the proper care the following
steps must be followed:
a. Each service is only allowed one (1) VIP per authorized VIP processing day.
b. Project VIP as far in advance as possible (minimum 48 hours).
c. The VIP may check in as late as 1000 hours that morning and should not be
directed to report any earlier than 0900 hours.
d. All walk-on VIPs will process like any other applicant.
e. VIPs may select to process with other applicants and the MEPS must be notified if
the VIP elects to do so.
5. Additional Forms required for processing, if applicable, include: USMEPCOM Form
601-3 A-E, DD Form 2807-2 Medical Prescreen of Medical Report, and DD Form 214,
NGB 22 or DD Form 368 Conditional Release, by 1300 hours the day prior to
processing.
6. Exceptions to policy will be considered on a case-by-case basis.
Note: Special category applicants shall have “VIP” marked on their name tag written in
pen or marker by the authorized HRA at the control desk.
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Appendix A7
Frequently Asked Questions
Q: If my applicant arrives late for morning check-in (after 0545 hours), will he/she
still be able to have a full physical and DEP-In?
A: Most likely not. The morning medical brief used to capture each applicant’s medical
history is a precise operation that must begin on time. If the brief starts late, all
applicants in the room will be held up. The Service Liaisons will have less time to work
with their applicants because they will be released late from medical. Unfortunately, our
authorized manpower does not allow for individual medical briefs.
Q: What do the MEPS do about complaints from applicants or recruiting
personnel?
A: Complaints are handled professionally and expeditiously. We obtain formal or
informal statements from staff members and/or applicants. We consistently train staff
members in customer relations skills and counsel those staff members who need
improvement. The Fort Dix MEPS conducts an aggressive cross-training program that
is constantly improving customer service, fairness, and consistency. We also
appreciate recognition of those staff members who are doing a great job in support of
the “accession triad” (recruiting/qualifying/training).
Q: Why are there so many cut-off times? Why aren’t we allowed to process until
we get everyone through?
A: A specific, ordered chain of events must take place in order to process applicants
into the Armed Services. Many actions in the processing cycle are dependent upon a
previous action. Additionally, manpower considerations are based on projected
workloads (e.g. a large number of male and female projected full physicals may allow
the MEPS to bring in additional fee-basis physicians to assist in processing). Meeting
cut-off times saves time for the applicant, recruiter, and MEPS personnel.
Q: Why are extensions to the cut-offs not allowed?
A: At the request of the recruiting services, the USMEPCOM Commander has provided
standardization of MEPS business practices to provide an expected level of service that
will be afforded at all MEPS. This standardization includes standard cut-off times.
Adhering to these policies ensures both applicants and the recruiting services receive
the best possible customer service. However, in our endeavor to provide continued
excellent customer service, the Operations Officer will review exceptions to policy on a
case by case basis.
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Q: What are common errors on the USMEPCOM Form 680-3 A-E? What happens
if it is not filled out properly?
A: Blocks required to be filled out by the recruiter left blank are the most common
errors. An incomplete USMEPCOM Form 680-3 A-E may result in the applicant not
processing at the MEPS on the desired projected date. Attend MEPS Orientation
training for clear instruction on what is required. The most commonly missed blocks
and one of the most vital, are block 16, previous test versions and dates, and block 20c
previous physical date. Also, common missing items are prior service, full middle name,
place of birth, drivers’ license state, number and expiration date, applicant legal
signature in front of recruiter, and applicant legal signature if no medical insurance is
provided.
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Appendix A8
Acceptable Forms of Identification for Biometric Enrollment
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Appendix A9
Examples of Prohibited Attire
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Appendix A10
American Red Cross Family Contact Card
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Appendix A11
Forfeiture of Unused “Walk-on” Memorandum

DEPARTMENT OF DEFENSE
(Unit Letterhead)
(Office Symbol)

Date (Day Month Year)

MEMORANDUM FOR RECORD
SUBJECT: Forfeiture of Unused "Walk-On''
1. I __________ in the (SPF) __________ office am allowing the (SPF) __________ to
use my service's "Walk-On" for processing on
(Date) __________.
2. I understand that by signing this memorandum my service will not be allowed a
"Walk-On" for any purpose on the designated processing day as identified above.
3. Point of contact for the above information is (Rank and Name) at __________ or at
e-mail.mil@mail.mil.

Signature Block
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Appendix A12
Failure Mode Processing Operations
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Appendix A13
Processing Time Line Oath of Enlistments

Last applicant will check-in at front Control Desk for desired enlistment:
0945 – 1145 – 1345 – 1545
Any applicant desiring to enlist prior to scheduled times will be considered on a case by
case basis.
DEP applicant enlistment time schedule will be suspended during “Shipper” enlistment
periods on day’s maximum shippers are anticipated to enlist (Mon-Tues). However,
DEP applicants may be included during those enlistment times.
Shipper enlistments are continuous and unscheduled in order to maintain flexibility.
DEP applicant enlistment schedule will resume after the last shipper enlistment, and will
adjust AM 2 to accommodate.
MEPS staff and SL/GCs are strongly encouraged to schedule and process accordingly
so that their applicant will make the desired check in times.
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Appendix A14
Morning Briefing
Good morning and Welcome to the Fort Dix MEPS.
This briefing contains important information for your safety and success.
Weapons and Contraband:
In order to ensure the safety of all applicants, MEPS personnel and other guests,
weapons and dangerous items are prohibited within the MEPS or any other associated
facility, buses, and shuttles.
Weapons include but are not limited to:
Firearms
Knives
Box cutters
Large sharp objects such as scissors or screwdrivers
Tools such as Leatherman or Gerber.
(If you have any of these items or have a questions about any item you have, raise
your hand at this time)
If you are found in possession of any weapons, your processing will stop and
appropriate authorities will be notified.
Smoking:
There is NO smoking within this facility or within 50 feet from any entrance. Speak to
your Service Liaison if you have any Questions about smoking during processing. You
cannot leave the building on your own.
Electronics:
NO CELL PHONES OR ANY OTHER ELECTRONIC DEVICES ARE ALLOWED ON
YOUR PERSON WHILE YOU ARE IN THE BUILDING.
This includes but not limited to: cell phones, smart watches, iPads, iPods, handheld
games or laptops. All devices must be turned OFF and secured in the baggage room. If
you are in procession of, or utilizing these devices without authorization, your
processing shall stop.
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Jewelry and Clothing:
The only authorized jewelry items are:
Wedding band
Military Academy class ring
A regular watch (Analog or Digital, Non smart watch)
A POW-MIA bracelet
One necklace provided it has a religious medallion
Females who are not processing on the medical floor may wear one set of
earrings.
No rubber morale-type bracelets are allowed.
NO PIERCINGS OF ANY KIND. If you have a piercing in your body after checking in
aside from one set of earrings for females, your processing shall stop.
No soiled, ripped, or torn clothing is allowed – even if you purchased it that way.
No offensive slogans, no jackets or hoodies, no tank tops, no bare midriffs, no open toe
shoes, no headgear, no plain white tee shirts, no tight or revealing clothing, no spandex.
All trousers must be pulled up – your undergarments cannot be showing.
You must be wearing underwear:
Males: must have on non-constricting boxers or briefs. No spandex, bikini briefs,
thongs, or swim trunk styles are allowed.
Females: your undergarments must cover your buttocks and your bra must have
straps over each shoulder. A sports bra is authorized.
Biometrics:
You will be enrolled in our biometrics system today. We will be scanning your photo
and fingerprints for your identification. Your enrollment is optional, but Biometric is
required to complete your enlistment processing.
Temperature and Hygiene:
If you are shipping, your temperature will be taken to ensure you are not ill. Frequently
utilize hand sanitizers located throughout the MEPS and wash your hands every time
you use the restrooms.
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Security:
The building is locked for everyone’s protection. Accountability of your whereabouts is
key; so you are not allowed to leave the MEPS without checking out at the control desk
on the first floor. This includes going outside to your automobile for forgotten items.
Security Screening is required each time you enter the facility.
Remove all hats, scarves, jackets, coats, hoodies, everything in your pockets to include
wallet, loose change, keys, belts, watches, jewelry, etc. Place these items in a grey bin.
If you have a wallet with large sums of money keep it with you.
The baggage room is locked and has multiple cameras but the MEPS is not liable for
lost valuables.
You will enter the building in columns, moving rapidly forward.
Put your bag in a bin on the x-ray machine belt. If it is too large for a bin put it on the
belt by itself. You will then step through the metal detector. Do not touch the sides.
Grab your grey bin and then turn left to the baggage room.
Place your entire grey bin on the shelf.
Take your ID, social security card, documents from your recruiter, and any reading
materials you have brought and go to the end of the hallway to your Service Liaison.
If and when you removed your belt, you will NOT redress in the baggage room. You will
proceed to the restroom to adjust your clothing.
Behavior:
Respond to MEPS Staff and service LIAQISONS WITH “Sir / Ma’am” replies. Ask Staff
questions if you are lost, and move swiftly between processing areas. While processing
at the MEPS, you are expected to conduct yourself in a manner that promotes courtesy,
dignity, and respect.
Any behavior that is considered loud, disruptive, demeaning, or disrespectful will not be
tolerated and your processing will stop.
Any comments that are considered offensive with reference to a person’s race, color,
creed, religion, sexual orientation, or gender will not be tolerated; and your processing
will stop.
Any questions?
Prepare yourselves to enter the building.
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By signing this form you acknowledge that you will comply with the terms of the Morning
Briefing. Any failure to comply may result in a delay or termination of your processing at
Fort Dix MEPS.
___________________________
Liaison Print Name

__________________________
Applicant Print Name

___________________________
Liaison Signature/Date/Time

__________________________
Applicant Signature/Date
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Appendix B
Testing Section
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Appendix B1
Schedule for WIN-CAT ASVAB & Special Purpose Testing

WEEK

MONDAY
(Same Day
Processing)

TUESDAY

WEDNESDAY

THURSDAY

1

0800 DLAB
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.

0800 SIFT; DLAB
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.

0800 DLPT; DLAB;
TBAS/ATST
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.

0800 DLAB
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.

0800 DLAB
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.

0800 ECL; DLAB
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.;

0800 DLPT; DLAB;
TBAS/ATST
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.

0800 DLAB
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.

0800 DLAB
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.

0800 SIFT; DLAB
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.

0800 DLPT; DLAB;
TBAS/ATST
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.

0800 DLAB
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.

0800 DLAB
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.

0800 ECL; DLAB
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.;

0800 DLPT; DLAB;
TBAS/ATST
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.

0800 DLAB
0830-1730
CAT-ASVAB;
CYBER; TAPAS;
PiCAT Ver.

2

3

4
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Appendix B2
Military Entrance Test (MET) Site Operations
MET Site

Facility Address

Testing Schedule

NORTH
BRUNSWICK

DeVry University
630 US Highway 1
North Brunswick, NJ 08902

3rd Tuesday
and on-call basis

Site Codes:
ASVAB – 101631
PiCAT Verification – 101637
Note: Check-in hours are 0900-0930. Ensure each applicant has a photo ID and a
USMEPCOM Form 680-3A-E Request for Examination signed by the recruiter.
Recruiters are expected to stay on site until all of their applicants have finished testing;
DeVry University has waiting areas for recruiters.
Sessions with fewer than five projections will be cancelled. Testing schedule subject to
change based on weather, holidays, Test Administrator availability, site availability, etc.
Coordinate on-call basis test scheduling with the Test Control Officer at least 72 hours
before desired test date.
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Appendix B3
MEPS Authorized Tests and Tester Capacities
Computerized Adaptive Testing - Armed Services Vocational Aptitude Battery (CATASVAB):
a. ICAT-ASVAB (MET SITES)
b. Pre-screen Internet Computerized Adaptive Test (PiCAT) – ASVAB Verification
c. Air Force Officer Qualifying Test (AFOQT)
d. Selection Instrument Flight Training (SIFT)
e. English Comprehension Level (ECL)
f. Cyber Test (CT)
g. Tailored Adaptive Personality Assessment System (TAPAS)
h. Defense Language Aptitude Battery (DLAB)
i.. Defense Language Proficiency Test (DLPT)
j. Electronic Data Processing Test (EDPT) [Air Force Only]
k. Test of Basic Aviation Skills (TBAS)
l. Mental Counters (MCt) [Navy Only]
m. Work Preference Assessment (WPA) [DAR only]
TEST

AFOQT

MAX. CAPACITY
18

START TIME
0800

APPROX. LENGTH
5 hours

EDPT

8

0800

2 hours

ECL

2

0800

2 hours

SIFT

2

0800

2 hours

DLPT

2

0800

3 – 8 hours

TBAS/ATST

2

0800

2 hours

DLAB

26

0800

2 – 5 hours

MCt*

26

0830-1330

1 – 2 hours

Cyber Test*

26

0830-1500

1 hour

PiCAT – ASVAB Verification*

26

0830-1500

30 mins. – 3 hours

CAT-ASVAB*

26

0830-1500

3 hours

TAPAS*

26

0830-1530

1 hour

Note: *These tests are administered consecutively on 26 computer stations in the
MEPS CAT-ASVAB computer lab.
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Appendix B4
Processing List Projection Codes
(P) 0800 – 1200 tester (morning session)
(N) 1200 – 1500 tester (evening session)
(S) Same day processing
(T) Night tester going to hotel and returning for next day processing
(W) Walk on
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Appendix C
Medical Section
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Appendix C1
Recruiter’s Medical Guide
Fort Dix MEPS
5645 Texas Avenue
JBMDL, NJ 08640
Dial-A-Medic: (609) 316-3606 ext. 4
Hours: M-F 1300-1430, Voicemail available 24/7
INTRODUCTION
We have prepared this guide to answer your medical processing questions. It will not
answer all of your questions, but it will tell you how to get the answers you need, when
you need them.
This guide covers Dial-A-Medic, applicant Pre-Evaluation, obtaining medical letters,
records and medical prescreening.
We hope you find this guide useful and look forward to answering any questions you
might have about the medical processing of your applicants. Don’t hesitate to call
during the appropriate times.
FOR BETTER (AND FASTER) MEDICAL PROCESSING
SCREEN EARLY
Do your medical screening early and in person. Ensure the applicant completes the DD
Form 2807-2. Screen early and you will have time to obtain needed medical
documents.
Applicant projected for physicals and consults will only be accepted if they have
a qualifying ASVAB score (10 or higher AFQT) on record. The only exceptions to
the score of 10 or higher are prior service applicants that do not require an
ASVAB score to enlist and special programs allowing lower ASVAB scores to
continue processing (Arabic Linguist program, etc.).
CONSULTATIONS
We make an effort to limit consultations to situations where they are really needed.
Prior screening and coordination increases the likelihood that your applicant can
physical and consult on the same day. If your applicant is unable to make a scheduled
consult appointment, medical must be notified at least 24 hours in advance. If the
applicant misses two appointments, we must terminate processing for that applicant.
The IRC Commander must submit in writing a request to schedule further appointments.
If a third appointment is missed, further processing will be discontinued unless directed
by USMEPCOM J-7/MEMD.
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PSYCHIATRIC TREATMENT OR PSYCHIATRIC HOSPITALIZATION
If records are sent directly from the doctor or hospital to the MEPS Service Liaison
Office, be sure to turn in a completed DD Form 2807-2 and USMEPCOM Form 680-3AE if the applicant has not taken a physical yet.
Important! Any medical problem that comes up with an applicant in the DEP injury, surgery, accidents, hospitalization, etc. consult with your liaison
immediately - do not wait until the ship date.
MAIL DOCUMENTS TO:
FORT DIX MILITARY ENTRANCE PROCESSING STATION
ATTN: FILES ROOM
5645 TEXAS AVENUE
JBMDL, NJ 08640
COMMONLY ASKED MEDICAL QUESTIONS:
What is Dial-A-Medic?
Dial-A-Medic enables you to call the MEPS Medical Section directly to get answers to
your medical questions prior to applicant physical. We routinely answer questions
about obtaining medical documentation, the likelihood of disqualification for a particular
medical condition and many other related issues. If you have any question about your
applicant’s medical condition, please use Dial-A-Medic before scheduling his/her
physical. One call before the physical may prevent many return trips for documentation,
consultation, etc.
What is the Dial-A-Medic phone number?
(609) 316-3606 ext. 4
Hours: Monday to Friday 1300-1430 hours only.
What is an applicant Prescreen?
The DD From 2807-2 (Medical Prescreen of Medical History Report) is used to evaluate
medical conditions of applicants to the Armed Forces. You, as recruiters, and we, as
processors, have the common obligation to find individuals who can successfully
perform their duties without an unacceptable risk to themselves or undue disability
pension costs to the taxpayer.
Medical prescreening allows you to identify applicants who would be outright
disqualified or who may have a medical condition that would require additional
documentation, such as a copy of a hospitalization summary or a copy of a civilian
physician’s office records. Being thorough and submitting early prescreening of each
applicant will reduce the delays in the applicant’s medical processing.
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What is medical documents review (med read or “papers only” medical
review)?
If the applicant has a medical history or medical issues, his/her case must be preevaluated first before they will be allowed to process. If you have an applicant who you
think might be disqualified, but you are not really sure, you may send in medical
documentation for review by the MEPS Chief Medical Officer. A “yes” on most blocks of
the DD Form 2807-2 requires documents be sent in for prescreening. After the medical
documents are reviewed by the Medical Officer, you will be notified by your service
liaison of the decision. You will be informed if the Medical Officer needs additional
documentation or information before making a decision.
You must send the documentation with a DD Form 2807-2 and a USMEPCOM Form
680-3 A-E. We will not accept any medical documents for review unless these forms
accompany them and are properly completed. Refer to Appendix C2 for further
guidance on medical documents.
When is the best time to complete applicant prescreening?
You should do your medical prescreening the first time you make contact with your
applicant. Screening early, and in person, will enable you to call Dial-A-Medic and
obtain needed medical documentation in time for your applicant's physical. This will in
turn prevent needless delays and temporary disqualifications. Parents are helpful
ensuring completeness of information and recalling details of events. Remember the
form covers the applicant’s entire medical history, from birth until now.
Learning the contents of the DD Form 2807-2, and being familiar with the information
provided below, can be a timesaver for both you and your applicant. It will enable you
to gather information from the applicant early in your initial interview. By learning to ask
the “right” questions, and observing certain traits relative to disqualifying defects in the
privacy of your office, you can protect the applicant from embarrassment and
disappointment later.
Responsibilities of Recruiters:
Explain the purposes of prescreening to all applicants. Temporary conditions, such as
overweight/underweight, are sufficient to defer processing until the condition is
corrected.
Prevent applicants from further processing who are obviously unqualified. Advise your
applicant of the provisions of the Privacy Act of 1974 as it pertains to the information
requested and recorded on the form.
How will I know whether to obtain medical documentation after the prescreening
forms are completed?
The instructions page of the DD Form 2807-2 will tell you to obtain medical
documentation, do a "papers only" physical, etc. The applicant is deferred until the
additional medical documentation is received. An explanation of what is needed will be
given.
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When are medical documents review (med read or “papers only” medical review)
advised?
A medical documents review should be done if the applicant has any medical
documents or a medical condition to evaluate, or if the Medical Officer requests it during
a Dial-A-Medic call. If you need advice before deciding on whether or not to submit
medical documents, refer to Appendix C2, or call dial-a-medic.
A medical documents review is also required if the applicant has had psychiatric
hospitalization. Many of these individuals are ultimately disqualified and they will save a
trip to the MEPS if their papers are reviewed beforehand. After we review the record of
hospitalization, we will advise you on whether or not to send the applicant in for a
physical.
Medical documents should be sent to the MEPS (a minimum of 48 hours for five or less
documents and 72 hours for more than five documents) before you plan to process the
applicant.
Do not send applicants to the MEPS until all required documentation has been
obtained. The proper use of this form cannot be overemphasized. We view its
importance as it relates to three things: human dignity, time, and cost. This is a team
effort between you and us.
I have an applicant with a pin in his ankle. What are his chances of getting in?
Pins, plates, screws, and wires in a bone may be disqualifying. If, however, a pin,
screw, or wire is securely in place and not subject to trauma, the applicant may be
qualified without a waiver. An orthopedic consult may be needed. A plate not subject to
trauma will need a waiver, if acceptable by the Service. Rods in the long bones or spine
are disqualifying. Some rods can be removed from the long bones, but always check
with us before advising any applicant to have any medical procedure.
My applicant was permanently disqualified (PDQ) by medical. How do I know if
he can get a waiver?
If a waiver has been recommended by the MEPS Medical Officer, it will be indicated on
the Medical Status Sheet given when he/she leaves the MEPS. Most (but not all)
services require that the MEPS Medical Officer recommend a waiver before it is sent to
the waiver authority for review. If a waiver is not recommended, there is not a good
chance of acceptance. However, every applicant may submit a waiver request.
My applicant wears contacts. He also has a pair of old eyeglasses. What should
he bring with him to the MEPS?
He may wear his contacts, but he should also bring his contact lens kit, including
solution, so that he can remove his contacts during vision testing.
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My applicant saw a psychologist a few times when he was 15 because of a lot of
family conflict. Should I submit medical documents for review before sending him
to the MEPS?
Yes. There is not a history of psychiatric hospitalization, so it would only be necessary
to obtain a completed Report of Medical Examination/Treatment from the psychologist.
Applicants who have had psychiatric medication and/or hospitalization must submit all
related medical documentation. Call Dial-a-Medic to discuss the specifics of your
applicant’s case.
My applicant has a history of his knee giving out once last year. He had
Arthroscopy two months ago and his orthopedist said he could not find anything
wrong. Should he even bother to put this down on the prescreening forms?
Any surgical procedure on a joint requires that the applicant receive an orthopedic
consultation by a MEPS consultant. We will require an orthopedic consult on this
Arthroscopy. Applicants frequently tell us they did not reveal a history of Arthroscopy on
the screening forms because they thought it was "not really surgery". Any surgical
procedure should be listed. Remember to submit medical documents for review with a
DD Form 2807-2 prior to scheduling the applicant for a physical.
I have a prior service applicant who is over 40. Are there any special
requirements for over 40 applicants?
Over 40 physicals require a guaiac test (done at the MEPS), and tonometry the same
day and must be fasting for 9 to 12 hours for lab work. For additional requirements,
please contact the Medical Section.
I have an applicant in the DEP who is scheduled to ship in four weeks. He just
sprained his ankle and may have torn some ligaments in the process. What
should I do?
Consult with your service liaison right away if your applicant has any illness or injury
which might need evaluation or which might cause a problem in shipping or in basic.
Your liaison will tell you if you need to send in medical documents, if the applicant
needs to be sent in for an inspection or consultation or if the applicant is DQ. Whatever
you do, don't wait until the last minute (ship date) to resolve the matter; call for advice
as soon as you find out there is a change in your applicant's medical condition while
they are in the DEP. This includes carefully watching your applicant's weight (and body
fat, if applicable).
My applicant was DQ'd because he had surgery to repair a torn ligament in his
knee. He played two years of high school football without any problem after the
surgery. Is there anything I can do to improve his chances of getting a waiver?
Be sure your recruiting headquarters sends all documents relating to the surgical repair
(operative note) and the rehabilitation when the packet goes to the waiver authority. No
one piece of information is relied on in the waiver decision. All information taken
together determines waiver ability. In general, the more information presented the
better.
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If the MEPS Medical Section knows which conditions are disqualifying, would it
be easier to just give us a list of these conditions so we will not have to waste
everyone's time calling or sending papers in ahead of time?
It wouldn't work for a number of reasons. First of all, particular medical conditions that
are disqualifying for each service change frequently, as do waiver policies. A
disqualifying condition that was given a waiver yesterday may not be waived today, and
vice versa. Finally, each case and each individual is different, not only in degree of
severity of his or her medical condition, but also in the presence or absence of
associated medical problems. The answer is to call Dial-A-Medic to discuss medical
problems you encounter and send in medical documents ahead of time.
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Appendix C2
Fort Dix MEPS Commander’s Pre-screen / Med-Read Guide
1. In order to facilitate a rapid turn-over of med reads, services will be required to
follow these guidelines when submitting applicant medical records. Applicant medical
records will be returned to the service liaison offices if they are not submitted correctly.
a. LEGIBLE: Every page in the applicant's medical record must be legible and full
sized; no reduced copies. This does not mean that you have to be able to read the
doctor's handwriting. It does mean that faxed copies should be legible and not too dark
to read. This is especially true for DD 214s. MEPS doctors must be able to read the
dates of service, the RE Code, and the narrative reason for separation.
b. DATES: All dates must be highlighted on each page or clearly circled.
Specifically this means the date of the medical care (NOT the applicant's birthday, and
NOT the date of the Fax). We ask recruiting Services to use an orange highlighter so
that the highlighted dates are clearly visible on the faxed copy of medical records. Be
advised other colors are not always visible via the fax. If the change is not viable it may
be returned.
c. ORDER: SL/GC will ensure for each submission of medical documents, the
documents shall be in chronological order, oldest record on top and most recent record
on the bottom. The pages shall be numbered in sequence and every subsequent
submission will be with the next page submitted. Example: if you have previously
submitted 50 pages the next submission will begin with 51.
d. DUPLICATIONS: Do not submit records that are a duplicate of records previously
submitted. You may find that new records provided by the applicant may have an
OCCASSIONAL duplicate of a page previously submitted. In these cases, stamp the
page or write across "Previously submitted" in large letters or font.
e. ALL REQUESTED DOCUMENTS: Do not submit incomplete med reads that do
not include all requested items. For example, a current orthopedic evaluation, a current
x-ray report showing complete healing of a fracture, and a current cardiology
consultation.
f. X-RAYS: Do not submit actual x-rays on applicants. Submit the radiologist report
of the x ray.
g. DOCTORS’ NOTES: When actual doctor's notes are requested, do not submit
only a summary letter from a physician.
(1) Doctors’ summaries alone are never an acceptable substitute for the actual
records. All actual doctor records are required.
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(2) When doctors’ notes from an emergency room visit are requested, do not
submit the handout given to patients from the emergency room.
(3) If a request is made for all doctor visits for any reason over a specific period of
time. For example, ''Needed are all doctors' notes for all doctor visits for any
reason between January 01, 2008 and November 21, 2013." Make sure that
there are no gaps in the records. If the applicant states that he or she has not
seen a doctor, have him or her submit a statement in writing to that effect. These
statements must include date ranges. For example, "I certify that I have not seen
a doctor for any reason between January 01, 2008 and January 01, 2012." Also,
note that "any reason" means any reason. This includes school physicals.
h. VA RECORDS: When VA records are requested, submit all of the doctor’s notes.
Do not submit only the letter the VA sends to the service member telling him or her they
received disability and how much. All actual doctors' records are also required.
i. PSYCHIATRIC RECORDS: Be especially careful with psychiatric records.
Patients have a legal right to their psychiatric records. Summary letters will never be
accepted as a substitute for the actual counseling notes. Failure to submit requested
psychiatric records will result in an indefinite delay in the applicant's processing and
may result in a disqualification. These applicants then will not be processed unless the
service waiver authority agrees to consider a waiver without the psychiatric records.
k. MEDICAL RECORDS: All recruiting services have been given a list of medical
records needed for common applicant conditions for processing, depending upon the
applicant's problem/issue. Failure to follow this list will delay applicant processing.
l. OTHER: Med reads will not be accepted for applicants whose records are
currently being held in the HIV/DAT (Human Immuno-deficiency Virus/Drug Alcohol
Test) drawer, and will be released upon posting of results. When in doubt of your
condition, list the problem on the DD 2807-2 and the CMO will determine if additional
documents are required.
m. Med read documents shall be submitted to the files room no later than 1030
hours daily. The medical floor will not accept liaison/recruiter hand carried med read
documents on the medical floor.
n. UNCOMPLICATED DEFINITION: Any problem or medical issue that did not
require a second visit or a follow up visit with the applicant’s primary care physician.
This list is not all inclusive and the Medical Section reserves the right to still request any
medical documentation even if this list states it is not needed.
(1) UNCOMPLICATED appendectomies more than six months ago.
(2) Records for “Lazy eye” surgery in childhood.
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(3) UNCOMPLICATED tonsillectomy if performed more than 30 days ago.
ago.
ago.

(4) UNCOMPLICATED HERNIA SURGERY is performed more than 6 months
(5) UNCOMPLICATED wisdom teeth extraction if it occurred more than 30 days

(6) Pyloric stenosis (an abnormal narrowing of the valve at the outlet from the
stomach, preventing normal passage of food into the small intestine) surgery performed
in childhood.
(7) PE tubes placed in childhood because of ear infection.
(8) Fractures that occurred more than one year ago that did NOT require surgery,
UNLESS, the fracture was caused by motorcycle accident, ATV, or Motor Vehicle
Accident (MVA).
(9) Premature termination of pregnancy that occurred more than 1 year ago.
(10) Pregnancy ending with normal delivery, even by C-section that occurred
more than 1 year ago. Note the date the applicant’s last child was born on the 2807-2.
Note: Hand written notes from the applicant or the applicant’s parents will not suffice,
only documentation from a physician will be accepted. Only the Medical NCOIC or the
Medical Lead Health Technician can make an exception to the required medical
documentation.
2. Always obtain Medical Records and submit them for review in the following cases:
(For the situations described below just submit the records. It is not necessary to call
the Dial-A-Medic line.)
Note: This list is NOT ALL INCLUSIVE. The scenarios below are commonly recurring
ones for which we always need records. Other documentation may be required after
the initial prescreen that is not covered by this list. If you have questions, call the DialA-Medic after 1300 hrs.
a. Any MVA or motorcycle (including dirt bikes), or ATV accidents within the last 5
years if the applicant was NOT KEPT overnight in the hospital. In all such cases we
need the DOCTOR’s notes from the ER or urgent care.
Note: The patient information handout is not adequate. Submitting this is a waste of
your time.
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b. Any MVA or motorcycle (including dirt bikes) or ATV accidents EVER, if the
applicant was admitted to the hospital. In these cases, we need the doctors ER notes,
the Discharge Summary and all other records. Note that there is no time limit in these
cases. If records are not available, submit a written letter from the hospital saying that
they are not available.
3. Head and Neck, ear, nose and throat:
a. Submit all records on any applicant who has had a broken nose or facial fracture
within the last 5 years. Be sure to include the ER Doctor’s note.
b. Submit records for all applicants who have had surgery on their ears for any
reason, EXCEPT putting in tubes in their ears.
c. Submit all records on any applicant who has had surgery for a cleft lip or palate. If
the records are not available, submit a written statement from the hospital confirming
this.
d. Submit records on any applicant who has had sinus surgery within the past 5
years.
e. Submit records on any applicant with a known hearing loss.
Note: Do not send records on applicants who wear a hearing aid. Do not send these
applicants to the MEPS. Hearing aids are disqualifying and services will not waiver
hearing loss requiring hearing aids.
4. Eyes:
a. For applicants who have had eye surgery to correct their vision (PRK or LASIK)
submit two things:
(1) All actual eye treatment records;
(2) A completed MEPS Refractive eye surgery worksheet. Note that the applicant
must take this worksheet to his or her ophthalmologist and have them complete
the worksheet. Service liaisons have copies of the worksheet.
Note: This requirement does not apply to applicants who have had surgery for
strabismus (“lazy eye”) in childhood. Records are not required in these cases.
b. All records on any applicant with a history of an eye injury or any eye surgery
other than strabismus (lazy eye surgery).
c. All records for treatment of any eye problem except strabismus (“lazy eye”) or the
need for glasses or contacts.
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5. Chest:
a. For applicants with any history of asthma or inhaler use (except nasal), submit all
records, and all doctor visits for any reason for the past 5 years.
b. For applicants who have ever had a positive test for tuberculosis (a positive PPD),
we need the records showing that they COMPLETED drug treatment. Records showing
that they started but did not complete treatment are not adequate. If the applicant was
NEVER treated, submit the records of the initial test and indicate on the 2807-2 that
they were never treated. If the applicant has had a blood test called “Quantiferon TB
Gold,” submit the result of this test.
c. Submit all records for any applicant with a history of a collapsed lung.
d. Submit all records for any applicant who has been treated for pneumonia within
the last 5 years.
e. Submit records on any applicant who has had chest or chest wall surgery (except
breast). If the records are not available, submit a written statement from the hospital
confirming so.
f. Submit records on any applicant that has had breast surgery in the past 12
months, including ALL follow-up doctor visits.
5. Heart:
a. Submit records on any applicant who has ever had heart surgery. There is no
time limit on this requirement. If the records are not available, submit a written
statement from the hospital confirming so. All applicants with a history of cardiac
surgery must have a current evaluation by a cardiologist at their expense and these
records must be submitted as well.
b. Submit all records of any applicant who has seen a cardiologist for palpitations,
extra beats, irregular heartbeat, high blood pressure, or any other reason. There is no
time limit on this requirement. If the records are not available, submit a written
statement from the hospital confirming so. When records are not available in these
cases, all such applicants must have a current evaluation by a Cardiologist at their
expense and these records must be submitted.
c. Submit records for any applicant who has seen a doctor because of a fainting spell
or ‘passing out’ (syncope).
6. Abdomen:
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a. Submit all records on any applicant who has been seen by a physician (in an ER
or office) for abdominal or pelvic pain within the last 5 years.
b. Submit all records on any applicant who has had any abdominal surgery except
for pyloric stenosis (an abnormal narrowing of the valve at the outlet from the stomach,
preventing normal passage of food into the small intestine) or an uncomplicated
appendectomy more than 6 months ago.
c. Submit records on any applicant with a history of GERD (Gastroesophageal
Reflux Disease) or who has been given antacid medication by a physician.
d. Submit records on any applicant who has been treated for irritable bowel
syndrome.
e. Submit all records on any applicant who has ever had gastrointestinal or rectal
bleeding for any reason, including bleeding from hemorrhoids. If the records are not
available, submit a written statement from the hospital confirming so.
f. Submit all records on any applicant who has been treated by a physician for
lactose intolerance.
g. Submit records on any applicant with a history of hepatitis.
7. Urinary System:
a. Submit records for any applicant with a history of kidney stones.
b. Submit records for any applicant who has had any surgery on the urinary system
(kidneys, bladder, and ureters). Even if done in childhood, attempt to get the records
because most of these applicants require a waiver. If the records are not available,
submit a written statement from the hospital confirming so. Also, if the records are not
available, the applicant should see an urologist at his/her expense and have a current
evaluation of the urinary system that includes some type of imaging of the kidneys,
bladder, and ureters.
c. Submit records for any applicant who has seen a doctor for blood in his/her urine
(hematuria).
d. Submit records for any applicant who has seen a doctor for protein in his/her urine
(proteinuria).
e. Submit records on any FEMALE applicant who has had more than two bladder
infections (cystitis) or any MALE applicant who has had EVEN ONE bladder infection,
ever.
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f. Submit records on any applicant who has ever had a catheter placed in his/her
bladder.
8. Female genitalia:
a. Submit all PAP smears records on female applicants who have ever had an
abnormal PAP smear or any surgical procedure for an abnormal PAP smear. We need
all the PAP smear reports (the actual cytology/pathology reports, not a letter sent to the
applicant) for all normal and all abnormal PAP smears in these applicants. Include all
follow up tests/procedures, i.e. Colposcopy, LEEP (loop electro cautery excision
procedure), Cone (this is an extensive form of a cervical biopsy), Hysterectomy, etc.
b. Submit all records, including the pathology report, for any female with a history of
an ovarian cyst within the last 6 months.
c. Submit all records on any applicant treated for genital herpes.
d. Submit records for any applicant who has had a premature termination of
pregnancy within the last year. It is not necessary to obtain medical records on
applicants who have had a normal delivery more than one year ago, even if it was by
Cesarean section (C-section). Merely note the date of the delivery on the 2807-2.
Note: Do not send a female applicant to the MEPS if her delivery was within the last 6
months. Do not send female applicants to the MEPS if they are breast feeding. These
applicants cannot be qualified.
e. Submit records on any female applicant who has been treated for endometriosis
or polycystic ovary syndrome.
9. Male genitalia:
a. For male applicants who have had a surgical procedure on a testicle, including
removal of a testicle, exploration for an undescended testicle, torsion of a testicle, or
surgery to bring down a testicle, or for any other reason, submit medical records,
including the operative report and any pathology reports.
b. Submit all records on any applicant treated for genital herpes.
10. Skin:
a. Submit the PATHOLOGY report for any mole, cyst, or anything else removed from
the applicant’s body within the last 5 years.
b. If the applicant has ever had a lymph node biopsied or removed, or if there was
any suspicion of cancer (melanoma, squamous cell or any other type) from a mole
removed, submit the pathology report. There is no time limit on this requirement. If the
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records are not available, submit a written statement from the hospital or physician
confirming so.
c. Submit all records on any applicant who has a history of eczema, atopic
dermatitis, psoriasis, other dermatologic disease. This does not include mild acne.
d. Submit records for any applicant who has had acne requiring treatment with
isotretinoin (Accutane), antibiotics, or any other pills in the past year.
Note: It is not necessary to submit records for ringworm treatment.
e. Submit all records on any applicant who has had skin grafts or been hospitalized
for burns.
f. Submit all records on any applicant who has been treated with medicines or
surgery for excessive sweating (hyperhidrosis).
g. Submit all records on any applicant who has had treatment for a pilonidal cyst,
including operative reports and all follow-up visit notes.
11. Orthopedics:
a. For applicants who have had a fracture (broken bone) that required any form of
surgery, including pinning, even if the pins or hardware were later removed, submit the
orthopedist’s operative report and the doctors’ notes from all follow-up visits after
surgery. If the broken bone was not due to a sports injury but happened due to an
MVA, ATV, or motorcycle accident, also submit records according to item number 1 or 2
above as appropriate.
b. For applicants who have had a fracture (broken bone) within the last 1 year,
submit the records along with a recent x-ray report that shows COMPLETE HEALING of
the fracture on x-ray.
c. For applicants who have had surgery on a joint (shoulder, elbow, wrist, hip, knee,
ankle) submit all records including the pre-operative record of the injury (ER or Urgent
Care report), pre-operative history and physical, the operative report, and all doctor
follow-up records and the unrestricted release. If the records are not available, submit a
written statement from the hospital confirming so.
d. For any applicant who has had a shoulder, elbow, wrist, hip, knee, or ankle injury
WITHOUT surgery in the last 5 years, submit all records including office treatment
records.
e. Submit all records on any applicant who has ever had a dislocation of the
shoulder, knee, or hip.
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f. Submit all records of any applicant who has had surgery on one or both feet.
g. Submit records on any applicant who has had plantar fasciitis.
12. Spine:
a. Submit all records on any applicant who has been evaluated for, diagnosed with,
or treated for scoliosis (spinal curvature).
b. Submit all records for any applicant who has been treated by a physician or
chiropractor for back pain within the last 5 years.
13. Neurological:
a. Submit records on any applicant who has ever had brain or spinal cord surgery. If
the records are not available, submit a written statement from the hospital confirming
so.
b. Submit records on any applicant who has had meningitis, encephalitis (swelling of
the brain), or any infection of the central nervous system within the past 5 years.
c. Submit all records on all applicants who have had a concussion or loss of
consciousness within the last 5 years if they were NOT KEPT OVERNIGHT in a
hospital. Be sure to include the ER or Urgent Care Doctor’s notes and any copies of
imaging (e.g. CAT scan) reports. Do not submit the patient information handout given
to the applicant by the ER or Urgent Care staff.
d. Submit all records on all applicants who have had a concussion or loss of
consciousness, EVER, or if they were kept overnight in a hospital. If the records are not
available, submit a written statement from the hospital confirming so.
e. Submit all records on any applicant who has ever been diagnosed or treated for
epilepsy or seizures after age 6.
f. Submit records on any applicant who has been treated for back pain or a slipped
disc in the spine (herniated nucleus pulposus) with either medicines, surgery, or
chiropractic or physical therapy.
g. Submit all records on any applicant who has been treated by a physician for
headaches within the last 5 years. If the records are not available, submit a written
statement from the hospital or physician confirming so.
14. Psych:
a. For applicants with a history of ADD/ADHD submit the following records:
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(1) All medical treatment records of ADD/ADHD. If medical records are not
available, a statement from the hospital or physician indicating that they are not
available, must be submitted.
(2) All Individualized Education Plans records or special accommodations from
high school must be submitted. A statement from the applicant or the applicant’s
parent, if the applicant is younger than 18, that the applicant has never required
an Individualized Education Program or work accommodation.
(3) A statement from a parent giving the date of the last use of medication for
ADD/ADHD.
(4) High school transcripts (and college transcripts if the applicant has attended
college). These transcripts MUST show the GPA (on 4.0 scale).
(5) A CURRENT letter from the applicant’s physician CLEARLY stating that
continued medication is not required for acceptable occupational or work
performance and date of last prescription, refill, or pharmacy records.
b. With regard to counseling:
(1) For applicants who have had counseling (parent directed or court ordered)
only for the purpose of ADJUSTMENT TO PARENTAL DIVORCE, and who had
TEN OR FEWER TOTAL SESSIONS, counseling records are not needed. If
there were more than ten total counseling sessions, submit the actual
counselor’s notes for each session.
(2) For applicants who have had counseling only for MARRIAGE COUNSELING,
and who had TEN OR FEWER TOTAL COUNSELING SESSIONS, counseling
records are not needed. If there were more than ten total counseling sessions,
submit the actual counselor’s notes for each session.
(3) For all other counseling, submit the actual counselor’s notes for each session.
c. For any applicant who has ever been given a medication for any psychiatric
problem or had any psychiatric treatment, inpatient or outpatient, submit all of the actual
treatment records.
Note: A summary letter from the psychiatrist will not be accepted as a substitute for the
actual treatment record.
d. Submit all records on any applicant who has ever been treated for a sleep
problem of any kind including sleep apnea and insomnia. If the records are not
available, submit a written statement from the hospital or physician confirming so.
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e. Submit records on any applicant who has ever been evaluated for drug or alcohol
abuse or dependency.
f. Submit all records on any applicant who has had a history of an eating disorder.
15. Endocrine:
a. Submit all records on any applicant who has ever been treated for a thyroid
problem, diabetes, or any other endocrine problem.
b. If the applicant is taking thyroid medication, submit the results of TWO
measurements of TSH (thyroid stimulating hormone) done within the last 6 months.
The measurements of TSH must be at least 6 weeks apart from one another (if
applicant has one TSH result in the past 6 months, MEPS may obtain the second TSH
on the day of physical if at least 6 weeks has elapsed since the first).
16. Allergy:
a. Submit all records on any applicant who has a history of latex allergy or contact
dermatitis to metal (such as a belt buckle), or who has been treated by a doctor for any
allergic reaction.
b. Submit all records for any applicant who has been treated by a doctor for bee
sting allergy.
17. Other:
a. Submit records on any applicant treated for anemia.
b. Submit all records for any hospitalization for more than 24 hours for any reason
within the last 5 years.
c. Submit the operative report and all records for any surgeries within the last 5 years
except as noted on page 1 on DD Form 2807-2 dated October 2018.
d. Submit all records on any applicant who has ever been treated for any form of
cancer. In addition to old medical records, the applicant must go to a cancer specialist
(oncologist) and have a current evaluation for cancer. These records must be
submitted as well. (Dermatologist for skin cancer or gynecologist for CERVICAL cancer
is acceptable)
18. Prior service applicants:
a. If they are receiving disability from the VA, submit all ACTUAL PROVIDER’S
records from the VA. Do not submit the summary letter sent to the service person
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explaining the VA’s decision regarding disability. Also, submit a copy of the service
member’s military health record.
b. For any applicant who has an RE Code other than 1, submit a written explanation
from the applicant explaining why they received an RE Code other than 1. Also submit
a statement from the applicant as to whether they have or have not ever had nonjudicial Punishment (NJP). Service to which applicant is applying must submit
explanation as well along with a waiver to physical.
c. For prior service applicants who received an Entry Level Separation (ELS) submit
all medical and psychiatric records from the training base where they were separated.
19. Final Notes:
a. A scribbled note by a physician written on a prescription pad is never adequate.
Obtain the relevant actual doctors’ records for all applicant visits.
b. All records must be submitted prior to processing. Applicants who attempt to
walk-on with unread medical records will be turned away and allowed to return to the
MEPS after the records have been reviewed.
c. A “summary letter” (that is addressed to “To Whom”) is not acceptable for
prescreens or med reads (those documents submitted after the full physical); the actual
medical records need to be provided including actual provider’s notes. “This is because
civilian physicians are not trained to understand what is “able-bodied” for service
members of the U.S. Armed Forces.”
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Appendix C3
Maximum Daily Capacity Allowance (MDCA)
1. MDCA processing provides the recruiting services a reasonable minimum number of
full physicals/contracts while ensuring processing efforts are completed within a
standard business day. If at any time service liaison applicant projections exceed our
published MDCA, the Operations NCOIC or Lead Technician shall institute “service
slice” policy based on the individual service’s annual recruiting mission. The “service
slice” policy breakdown by service is listed below:
DAR + DAV
DAG
DNR + DNV
DFR + DFV + DFG
DMR + DMV
GPR + GPV

CONTRACTING
11
6
6
7
9
1
40

PHYSICALS
13
7
7
12
9
2
50

Note: Applicants that are Inspects, Consults, or Shippers do not impact the MDCA.
Walk-on applicants do impact the MDCA.
2. MDCA determines both the MEPS’ maximum daily capacity for contracts and full
medical exams based on MEPS Human Resources Assistant (HRA) and medical
staffing [excluding Chief Medical Officer (CMO), and Fee Based Practitioner (FBP)].
MDCA provides each service a guaranteed minimum of daily contract/full medical
exams. Service allocation is determined by the MEPS workload percentage that each
service executed the previous fiscal year. Allocation numbers are rounded up to the
next full number. Service allocation will only be used to limit processing when the
overall MEPS capacity for contracts is maximized. MDCA numbers established
annually are available on SPEAR: J-3/ Current Operation Division page.
3. Applicant projection and no show statistics are tracked daily and forwarded to IRC
Commanders weekly for review.
4. Projection and applicant projection and no show data is accessible on UBIS at
https://ubis.mepcom.army.mil/ibmcognos/
5. UBIS Training at https://spear.mepcom.army.mil/SitePages/UBIS%20Training.aspx
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Appendix C4
Applicant Label Coding Standards
S – Shipper
F - Full physical
F - Physical Only
T - Test (Any test other than ASVAB)
I – Inspect
C – Consult
P - Process only (No medical)
SDP - ASVAB and Physical
Fingerprints - Fingerprints only
TAPAS Only – TAPAS only
Depth Perception - If required by the job
VIP – Special Category Applicant
Army:
DAR – Active Army
DAV – Army Reserve
DAG – Army Guard
DAZ – Officer Candidate
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Air Force:
DFG – Active Air Force
DFV – Air Force Reserves
DFG – Air Guard
DFZ – Officer Candidate
Marines:
DMR – Active Marines
DMV – Marine Reserves
DMZ – Officer Candidate
Navy
DNR – Active Navy
DNV – Navy Reserves
DNZ – Officer Candidate
Coast Guard
GPR – Active Coast Guard
GPV – Coast Guard Reserves
GPZ – Officer Candidate
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Appendix D
ITS Section
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Appendix D1
Procedure for MOC Ticket Requests
1. CA Helpdesk tickets/MOC requests: when creating a CA helpdesk ticket right before
you enter your description, please enter “DIXX-“ without parentheses.
a. Example: “DIXX – Summary of Issue”
b. Incorrect: Ft dix/A10

2. Preventive maintenance: (keeping your equipment dust-free, removing debris which
accumulates inside printers, and ensuring fans are not blocked, etc.) it is the
responsibility of each user on the MIRS workstations or utilizing MIRS printers. Supply
provides the proper cleaning equipment.
3. Log Off / Sign Out: All MIRS users will need to fully log off your MIRS workstation
before the end of your work day (Do not Power off).
a. You must log off your MIRS workstation before securing for the day. Supervisors
must physically check every pc in your section and verify that you are at the
CTL+ATL+Delete screen to ensure that the SCCM client and updates get applied when
you log off for the day.
b. Switching users doesn't log you off the workstation. Ref: USMEPCOM FORM 253-4-E, NOV 2012 (6-m).
4. Unauthorized Equipment Relocation: Only the ITS is authorized to move equipment.
This includes but is not limited to monitors, fingerprint readers, printers, etc.).
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5. Unauthorized troubleshooting: Only the ITS is authorized to troubleshoot errors or
issues with the workstations. Notify the ITS and put in a trouble ticket via CA17.
6. Computer Access Service Liaisons: Accounts without activity for more than 30 days
are disabled and processed for deletion.
7. No computers / equipment are to be connected to the facility’s Ethernet network or
USB ports without authorization by the ITS.
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