IN-PROCESSING FOR NEWLY HIRED TECHNICIANS
In-processing Schedule:
· Technician in-processing is always scheduled the second Tuesday following the beginning of the pay period.  For a quick reference, see the In-processing Calendar
In-processing is MANDATORY

· Technicians must attend in-processing when obtaining a new job, even if they resigned just a few weeks earlier.  Why?  Because once you are out of the system, you have to start completely over.  Welcome back!
· Exception:  Technicians converting in place do not need to attending in-processing a second time because any benefits selected when initially in-processing will continue.  If  the technician in-processed to fill a temporary position (no benefits) the first time, they have to option of returning and reviewing their benefits information.   Technician converting will be sent a letter explaining this option.
In-Processing Schedule: 

0800 - 0915:

Benefits (MSgt Lewis or MSgt Thornton)

0915 - 0920:

Staffing (MSgt Spangler, TSgt Saucedo, or SGT Walters)

(0900- 0930):

REFRAD PPROGRAM - (DC Hannah)

0920 - 0930:
BREAK

0930 - 1000:

EEO (CW3 Lashley or SFC Jimenez)

1000 - 1030:

JAG (Col Dold, or LTC Gully)

1030 - 1035:

Union (SSG JT Smith)

1035 - 1105:

My Biz/My Workplace (CMSgt McConnell or SPC Collier)

1105 - 1200:
LUNCH  (AF members will stay to complete paperwork)

1200 - 1230:

Safety (CW3 Terhune or MSG Arnold)  

*ARMY ONLY

1230 - 1300:

Computer Security (CW2 Sackrider)

*ARMY ONLY


1300 - 1315:

Defense Travel System (MSG Lyle Babcock)
*ARMY ONLY

1315 - 1330:

BREAK

1330 - 1400:

Technician Training (Dottie Clark)

*ARMY ONLY

1400 - 1500:

Finalize paperwork (MSgt Lewis or MSgt Thornton)

*The afternoon portion of the schedule is for Army Only because the AF has their own program at each of the Wings. Note:  AF members paid by the Army will attend the afternoon portion. 
When to expect the first pay check:

· See the 2010 Pay Date Chart
Additional Benefits Information:

· The Kansas National Guard Technician Handbook will be mailed to all new technicians, along with a letter telling when/where to in-process and what to bring.
For Questions/Concerns contact one of the following individuals:

· Ms. Bobbi Harvey, Employee Benefits Section Supervisor, 785-274-1172
· MSgt Robin Lewis, Human Resources Specialist, 785-274-1206
· MSgt Kathy Thornton, Human Resources Assistant, 785-274-1187
