“OPERATE AS A COMPANY, TRAIN AS A PLATOON”


DRILL WEEKEND CHECKLIST

COMPANY COMMANDER
 FORMCHECKBOX 

Risk Assessment

 FORMCHECKBOX 

Training plan / Work plan

 FORMCHECKBOX 

Verify all instructors or primary trainers assigned

 FORMCHECKBOX 
 
Monthly Sensitive Items Inventory

 FORMCHECKBOX 
 
Monthly 10%

 FORMCHECKBOX 
 
ODP conducted w/sign in roster

EXECUTIVE OFFICER

 FORMCHECKBOX 
  Post large format training schedule for weekend 

 FORMCHECKBOX 

Ensure logistics are on line (rations, transportation, training aids, etc.

 FORMCHECKBOX 

Vehicle drivers assigned

 FORMCHECKBOX 

Drivers safety briefed

 FORMCHECKBOX 
 
All keys returned to 190-51/190-11 Custodians (including spare locker keys)

 FORMCHECKBOX 
 
Weapons and equipment cleaned properly


Vehicles:



 FORMCHECKBOX 
 Cleaned inside and out



 FORMCHECKBOX 
 Refueled (Fuel tickets turned in to Supply Sergeant)



 FORMCHECKBOX 
 Properly secured

 FORMCHECKBOX 
  Dispatch record and DD1970s closed out

 FORMCHECKBOX 
  Vehicle OVM Inventoried and stored

 FORMCHECKBOX 
  Kitchen cleaned and monthly inspection signed and posted

 FORMCHECKBOX 
  Excess rations inventoried and use / expiration dates posted


Mess paperwork completed:



 FORMCHECKBOX 
  Feeder request / feeder report (DA 5913-R)



 FORMCHECKBOX 
  Ration Control Sheet  (DA 5914)



 FORMCHECKBOX 
  Production Schedules (DA 3034)



 FORMCHECKBOX 
  Cash collection Voucher (DD 1544)



 FORMCHECKBOX 
  Ration Inventory (DMAIL 171)



 FORMCHECKBOX 
  POILI for two months out

 FORMCHECKBOX 
  Ammunition turned in to Battalion Supply Sergeant

 FORMCHECKBOX 
  Post training notes turned into Training NCO

FIRST SERGEANT

Reports faxed / e-mailed to Battalion:



 FORMCHECKBOX 
 Drill Strength Report (Each day NLT 0900)



 FORMCHECKBOX 
 ETS



 FORMCHECKBOX 
 REP



 FORMCHECKBOX 
 AWOL

 FORMCHECKBOX 
 
Promotions / Awards

 FORMCHECKBOX 
  
Post IDT locker inspections turned in to Supply Sergeant

 FORMCHECKBOX 
 
Inspection of Armory cleaned to standard

 FORMCHECKBOX 
  
NCODP conducted w/sign in roster

 FORMCHECKBOX 
  
Quarterly counseling completed if needed

PLATOON SERGEANTS / PLATOON LEADERS

 FORMCHECKBOX 

Drill preparation data sheets

 FORMCHECKBOX 
 
Any required paperwork that needs to be done by drill (counseling 


statements, NCOERs)

 FORMCHECKBOX 
 
DA 2404s completed on ALL used equipment

 FORMCHECKBOX 

Deadlined equipment turned in to Supply Sergeant (using DA 3161 change documents)

 FORMCHECKBOX 

Unserviceable TA-50 exchanged.

 FORMCHECKBOX 

All individual clothing issued (Unserviceable clothing turned in)

 FORMCHECKBOX 

All new soldiers issued OCIE and locker (Clothing ordered)

 FORMCHECKBOX 
  
AARs completed and turned into Training NCO

 FORMCHECKBOX 
  
Split training requests turned into 1SG and Readiness NCO w/make up dates

 FORMCHECKBOX 
  CTT Documented.

RETENTION NCO

 FORMCHECKBOX 

New members appointed sponsors

 FORMCHECKBOX 

Retention counseling completed

 FORMCHECKBOX 

Sponsorship folders completed for new members

SUPPLY SERGEANT

 FORMCHECKBOX 

Scheduled services completed and recorded on DA 2404

 FORMCHECKBOX 

Temporary Hand Receipts cleared

 FORMCHECKBOX 

Solders over 5 AWOLs clear property

 FORMCHECKBOX 

Status for On Hand / On Request Items

WEIGHT CONTROL OFFICER

 FORMCHECKBOX 

Monthly weigh in for solders on weight control program

OPERATIONS  / PERSONNEL NCO

 FORMCHECKBOX 

Training plans / AARs are turned in

 FORMCHECKBOX 

Birth month admin records review updated

 FORMCHECKBOX 

Phone / Address roster updated

 FORMCHECKBOX 

Duty position changes discussed with Commander 

 FORMCHECKBOX 

DA 1379 completed

 FORMCHECKBOX 

AWOL letters complete

 FORMCHECKBOX 

ATRRS Status / Arrival Checklist
“KNOW WHAT RIGHT LOOKS LIKE”


