
GLR NEW STAFF MEMBER ON-BOARDING CHECKLIST 
 

NAME (Last, First) ____________________________________ RANK: ________ CAPID: ___________ 
 
ASSIGNED POSITION: ________________________________________________________________ 
 
_____ Initiate orientation checklist including advising key staff to reach out and set up appointment  
           (OPR: DA)(Lt Col Hood – mhood@glr.cap.gov)  
 
_____ Transfer member in eServices (OPR: DA)(Lt Col Hood – mhood@glr.cap.gov)  
 
_____ Assign to region staff positions(s) (eServices or CAPF 2a)(OPR: DA)(Lt Col Hood –  
           mhood@glr.cap.gov)  
 
_____ Assign to committees/board as appropriate (eServices)(OPR: DA)(Lt Col Hood –  
           mhood@glr.cap.gov)  
 
_____ Add to region organization chart (OPR: DA)(Lt Col Hood – mhood@glr.cap.gov)  
 
_____ Create personnel file (OPR: DA)(Lt Col Hood – mhood@glr.cap.gov)  
 
_____ Supplement Approval Process (all things go through GLR)(DA)(Lt Col Hood –  
           mhood@glr.cap.gov)  
 
_____ Create region e-mail account (OPR: IT)(Col Reeves – mreeves@cap.gov)  
 
_____ Grant access to appropriate file storage areas (OPR: IT)(Col Reeves – mreeves@cap.gov)  
 
_____ Update region staff page on webpage (OPRl PA)(Lt Col Shipps – lshipps@cap.gov) 
 
_____ Orient the Region’s Activity Calendar and Next Staff Meeting (OPR: XP)(Lt Col Roman –  
           droman@cap.gov)  
 
_____ Orient to Region Staff and NHQ Communications Protocols (OPR: CV)(Col Griffith –  
            rgriffith@cap.gov)  
 
_____ Provide organization chart of region staff (OPR: DA)(Lt Col Hood – mhood@glr.cap.gov)  
 
_____ Provide Region Activity Calendar and Staff Meeting schedule (OPR: XP)(Lt Col Roman –  
           droman@cap.gov)  
  
_____ Provide Region Promotion Board expectations for Lt Col Promotions (OPR: CV)(Col Griffith –  
           rgriffith@cap.gov)  
 
_____ Provide Region Award Program information (OTY and ESA/MSA awards)(OPR: CV)(Col Griffith –  
           rgriffith@cap.gov)  
 
_____ Provide communication expectations (what to communicate and when to GLR/CC)(OPR: CC) 
           (Col Creed – mcreed@cap.gov)  
 
_____ Wing responsibilities for region and national activities (OPR: CC)(Col Creed – mcreed@cap.gov)  
 
_____ Expectations for required meetings (Command Council, Commander’s Retreat, Staff Meetings)  
           (OPR: CC)(Col Creed – mcreed@cap.gov)  
 
_____ How to navigate the CAP-USAF LR relationship (ROD and CC)(OPR: CC)(Col Creed –  
           mcreed@cap.gov)  
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