Dear Career Counselors,

Please follow the procedures below when corresponding with the IRR Readiness Section concerning Muster operations. 

Please comply with the following Muster pay packet submission instructions.

1. Forward packet within 3 days of muster to:
 usarmy.knox.hrc.mbx.g3-irr-muster@mail.mil 

2. Subject Line:
“Soldier's last name and last 4 of their SS#”

3. Attach only the following documents to the email in the order listed:
Muster Order, AHRC Form 3924, Direct Deposit Sign-up Form, PAM Guideline

4. Attach a “read receipt” to all emails.
The read receipt will serve as notification that the pay documents have been handled by our office and the pay process has been initiated. 
  
5. Ensure all forms have correct and complete information.

6. Scan as a PDF file.

7. Send one muster packet per email.

If you perform a “Personnel Accountability Muster” when the Soldier is on a “READINESS MUSTER” order, the Soldier will NOT be paid.  Career Counselors are only authorized to muster Soldiers on Personnel Accountability Musters. 

The muster MUST be completed during the timeframe specified on the order. There will be no mustering prior to or after the dates stated on the orders, unless the HRC Muster team amends the order to the proper month first.

All medical documents (VA disability, medical disqualification, etc) should not be sent to our section.  They should be sent to the following email address instead using the prescribed format:
· usarmy.knox.hrc.list.hrc-sg@mail.mil 
· Subject line: “Soldier's last name / Med Docs”
· Scan and send documents as a PDF file

For all other extraneous documents not associated with muster pay, please forward them to the appropriate career managers.  

Any documents received in a manner contrary to the included instructions will not be acted upon or processed.  Again, please ensure you send the email to the correct inbox at usarmy.knox.hrc.mbx.g3-irr-muster@mail.mil and we will do our best to work with all parties.  Please contact us at 877-303-2400 to resolve any further requests.

Thank you in advance for your cooperation.
CAREER COUNSELOR USE ONLY
PERSONNEL ACCOUNTABILTY MUSTER GUIDELINES
Completion of this form certifies that the Soldier has completed the tasks required to receive a muster stipend payment.
Submit pay packets within 3 days of muster completion to
usarmy.knox.hrc.mbx.g3-irr-muster@mail.mil

For additional information, contact the IRR Management team at
877-303-2400

Name_________________________	Rank___________	Last 4_________________
Task to be completed on or before submission for documents
· Verified picture ID
· Accessed AKO (AKO helpdesk 866-335-2769)
· Viewed IRR Orientation Video
· Completed Individual warrior-Virtual Screening Portal
· Completed Periodic Health Assessment (PHA), phase 1 
· Received IRR Orientation Handbook (digital version)
· Received Army Reserve opportunities brief (reenlistment opportunities for TPU, IRR, and Active duty.)
· Show websites that are available for IRR soldiers such as https://mobcop.army.mil/  http://www.cpol.army.mil/ 
· Advise soldier on how to obtain a military ID go to RAPIDS SITE LOCATER http://www.dmdc.osd.mil/rsl/appj/site?execution=e2s1 to find local DEERS location
· Explain how IRR promotions work and how to gain points for a good year in the IRR 
· If Soldier has medical documentation provide them with Surgeon’s office email to forward documentation hrc.sg@conus.army.mil
· Briefed about muster stipend amount and payment methods
· Give Soldier a copy of muster packet 
Career Counselor Information
Name_________________________	Rank__________	Date________________
Telephone number______________________	FACID______________
Pay packets must be turned in within 3 days of muster completion including (Orders, Certificate of performance, and Direct Deposit Form)  
ATTACH THIS FORM WITH MUSTER PACKET
