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Incomplete application packets will be returned without action.

Please review packet content prior to submission. 
The FY24-25 checklist is available on the HRC website as well as on the next slide/page.

Any packet received by an applicant themselves, will be returned without action.

• Packets are processed in the order received.
• Communication will be significantly between the packet point of contact (POC) and the applicant (as necessary) through 

email.
• The Army has different emails please ensure we have the correct one (ie: @army.mil; @health.mil)

• Correspondence will not be done through personal emails or through any social media forums (is: gmail, yahoo, hotmail; 
Facebook, Twitter, Instagram messaging) 

Questions can be directed to the OCS team box at:
usarmy.knox.hrc.mbx.fadd-ocs-acc-br@army.mil

USAR OANCO must contact ARCG for submission instructions.









Step 1: Select “Create a Packet



Step 2: Enter Packet Name Here

**Note: Use This Packet Naming convention format: (Examples Below)
Component_last name, first name_last four of social security number (SSN)” 

RA_Doe, Jane_4321
USAR_Smith, John_7890



Verify Packet Name. Make sure you are using the naming convention.

Step 3: Then Select a Packet Type

RA_Doe, Jane_4321



Step 3 cont.: Select “Other”



Step 4: Select “Save Draft”

Other

RA_Doe, Jane_4321



Step 5: Fill in these blocks as appropriate:
Owner/Point of Contact – Insert POC(s) by querying their name
Packet Observers – Insert Observers by querying their name
Discussion/Instructions – Type-in important info or 
circumstances
Recommendation – Type-in recommendation (at your discretion)
Deadline – from the date of packet creation, add 5 months.

* Respectfully, We cannot respond to 200 incoming packets in 48hrs. We will download a file 
and respond through GEARS that the packet was received. 
The packet can then be "completed“ by the initial packet creator. This does not mean that the 
packet has been fully worked. Any additional correspondence will be done through email.

RA_Doe, Jane_4321



Step 6: Type the receiving 
team IAW the FY Milper: 

*RA GEARS Group Name: 
HRC AC-OCS.

*USAR OANCO must 
contact ARCG for 
submission instructions.

Step 7: Select Action requested
*Select Approve/Disapprove*

Step 8: Save as Draft

RA_Doe, Jane_4321



Step 9: Select Supporting documents or Drag 
and drop Supporting Documents here 

Step 10: Ensure that your .pdf is named IAW with 
the OCS checklist. You must attach a minimum of 3 
files. Waivers may not apply to each applicant.  

RA_Doe, Jane_4321



Step 11: Your loaded files will reflect 
under Supporting files

Support Files

Step 12: Submit Packet

RA_Doe, Jane_4321



The HRC OCS Team or the ARCG team will receive an automated email from GEARS providing the packet # 
Packet Type and the Due date.

“RA_Doe, Jane_4321 TEST”

“RA_Doe, Jane_4321 TEST”



RA_Doe, Jane_4321
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