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AGENDA

PURPOSE

DECISION INFORMATION GUIDANCE

1. Enrollment / Contract Checklist

2. Form 104-R (Planned Academic Worksheet) – Aug 2024

3. Form 136-R (Briefing on Government Benefits for ROTC Cadets) – Jun 2024

4. Form 139-R (Cadet Application and Enrollment Record) – Oct 2023

5. Form 137-R (Authorization for Access to Student Records) – Jun 2024

6. SF 1199A (Direct Deposit Form) – Apr 2021

7. SGLV-8286 (Serviceman’s Group Life Insurance Form) – Mar 2023

8. W-4 (Current Year) – 2024

9. DA Form 3425 (Medical Fitness Statement) – Apr 2023

10. DD Form 93 (Record of Emergency Data) – Feb 2023

11. DD Form 2005 (Privacy Act Statement-Health Care Records) – Jun 2016

12. DD Form 2058 (State or Legal Resident Certificate) – Jan 2018

X

CAO:                      2 



Chicago State University, “Chicago’s Own! Together We Rise!”

Enrollment / Contract Checklist NOTES:

1. If the Cadet is SMP (ARNG or USAR) - for 

their contract packet they’ll need to include: 

a. DD4 (enlistment paperwork)

b. DD93 (from unit)

c. SGLV8286 or SOES (from unit or go to 

milconnect.com)

d. NGB 594 (ARNG) or DA 4824 (USAR)

e. SF1199a (from unit)

f. W4 (from unit)

** All forms should be in cadets iPERMS 

2. If the cadet has completed DoDMERB - Ms. 

Marcia will be able to pull those documents.

a. This includes the DD2492 and DA 3425 

3. If the Cadet is SMP (ARNG or USAR) they’ll 

need to ask recruiter or unit for MEPs 

documents, if they haven’t completed 

DoDMERB.  

4. The transcript does NOT have to be an official 

document; a screenshot will be accepted. 

5. ALL FORMS NEED TO BE THE CURRENT 

VERSION

6. ALL forms are required for the cadets’ 

packet, no exemptions.
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Enrollment Documents
□ Form 136-R (Briefing on Government Benefits for ROTC Cadets)

□ Form 137-R (Authorization/Declination for access to student records)

□ Form 139-R (Enrollment Form)

□ Form 2453-R (Statement of Health Attestation)

Bring Original (We will make a copy and return original)
□ Birth Certificate

□ Social Security Card

*Do not email. Brind the original to your Cadre.
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NOTES:
❑ Read entire form carefully

➢ ROTC CC PAM 145-4 for more information

❑ Date: DDMMMYY

❑ Sign with signature

❑ Print your full name 

Form 136-R
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NOTES:
PART I

➢ ROTC CC PAM 145-4 for more 

information

➢ Read the form carefully

➢ Write your name, school and 

parents/guardians name 

➢ Sign with signature

➢ Date: DDMMMYY

PART II

➢ If you DECLINE

➢ Write your school name 

➢ Sign with signature

➢ Date: DDMMMYY

Form 137-R *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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Form 139-R
NOTES:
PART I
❑ Lines 1-24b must be filled out. 

➢ Local address: if you are living on 
campus, at an apartment, with a friend.  

➢ Permanent address: home of record.  
(Where do you receive all mail)

➢ Next of Kin: family member you would 
like to have as an emergency contact

PART II
❑ Lines 25-39 must be filled out.

➢ ROTC Host School: University of Illinois 
at Chicago; FICE Code: 001776

➢ School of attendance – where do you 
currently go to school.  FICE code can 
be found at tsbpa.state.tx.us

➢ Residency status – on campus or off 
campus 

PART III
❑ Either check the block “Not Applicable” or fill 

out lines 40-41i 
❑ If you are in the ARNG or USAR you’ll need 

to fill this part out

*Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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NOTES:
PART IV

❑ Last name and SSN needs to be 

inputted at the top right of the page

❑ Lines 42-46 need to be actioned, if 

applicable 

➢ Read each line carefully 

❑ Leave the blank part “BLANK”

❑ Cadet will sign is the first signature 

block and again on line 47 with the date 

(DDMMMYY) 

Form 139-R *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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NOTES:
PART V 

❑ Last name and SSN needs to be 

inputted at the top right of the page

❑ Everyone fills out this part 

❑ Lines 48-53 need to be actioned

➢ Read each line carefully 

➢ If you are NOT considered “ineligible” 

then you are “eligible”

➢ If you are requiring a waiver and 

haven’t received it, then leave portion 

blank and ask for further guidance

PART VI

❑ If you are NONSCHOLARSHIP 

contracting, then you will action lines 54-

56

➢ Read each line carefully

➢ If you are NOT considered “ineligible” 

then you are “eligible”

➢ If you are requiring a waiver and 

haven’t received it, then leave portion 

blank and ask for further guidance

Form 139-R *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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NOTES
PART VI 

❑ Last name and SSN needs to be 

inputted at the top right of the page

❑ If you are NONSCHOLARSHIP 

contracting, then you will action 

lines 57-65

➢ Read each line carefully

➢ If you are NOT considered 

“ineligible” then you are “eligible”

➢ If you are requiring a waiver and 

haven’t received it, then leave 

portion blank and ask for further 

guidance

Form 139-R *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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NOTES:

PART VII

❑ Last name and SSN needs to be 

inputted at the top right of the page

❑ If you are SCHOLARSHIP contracting, 

then you will action lines 66-74

➢ Read each line carefully

➢ If you are NOT considered “ineligible” 

then you are “eligible”

➢ If you are requiring a waiver and 

haven’t received it, then leave portion 

blank and ask for further guidance

PART VIII

❑ CADRE you will need to sign 2 lines

➢ Print rank/name and sign with 

DDMMMYY

➢ Basic Course + Non-Scholarship

➢ Basic Course + Scholarship 

Form 139-R *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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Instructions with references if 

you have any questions or 

concerns

Form 139-R



Chicago State University, “Chicago’s Own! Together We Rise!”

Notes
❑ Fill in your name and Cadet ID number in the designated fields.
❑ Indicate the date and location of your most recent medical examination 

(e.g., Cadet Summer Training, DoDMERB, MEPS, or a Military Treatment 
Facility).

Statement of Medical Status:

❑ If your medical status has not changed since your last medical examination 
or previously completed Form 2453-R, write "No change."

❑ If your medical status has changed, list any updates such as:
➢ Emergency room visits.
➢ Surgeries or hospitalizations.

➢ Treatment or counseling by a mental health professional.
➢ Unresolved medical conditions lasting longer than 45 days.

➢ Medications taken for more than 30 days.
Signature Section:
❑ Sign and date the form in the space labeled "Signature (Army ROTC 

Student/Cadet)".
❑ Submit the form to your Professor of Military Science (PMS) for their 

signature.
Submit the Completed Form:
❑ Ensure the form is signed by both you and your PMS before submission.

❑ Return the form to the appropriate ROTC administrative office.
Important Note:

❑ Failing to disclose medical changes may lead to repayment of 
scholarships or other penalties.

Form 2543-R
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Contracting Documents
□ Form 104-R (Planned Academic Worksheet) 

□ SF 1199A (Direct Deposit Form) 

□ SGLV-8286 (Serviceman’s Group Life Insurance Form) 

□ W-4 (Current Year) 

□ DA 3425 (Medical Fitness Statement) 

□ DD Form 93 (Record of Emergency Data)

□ DD Form 2005 (Privacy Act Statement-Health Care Records)

□ DD Form 2058 (State or Legal Resident Certificate)

□ DD Form 2808 (Report of Medical Examination)

Bring Copy

□ Passing ACFT Scorecard (ACFT must be conducted with ROTC Cadre)

□ Passing HT/WT Card (Height/Weight must be conducted with ROTC Cadre)

□ College Transcripts
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NOTES:
Refer to the example

❑ Everything must be filled out up to 

current Term (semester)

❑ Ensure accuracy of all grades and 

submit a copy of your transcripts 

with 104-R.

Form 104-R *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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NOTES:
Refer to the example

❑ Everything must be filled out 

up to current Term (semester)

❑ Your last term filled out will be 

your completion year

❑ You will need to sign the form 

❑ Your advisor will need to sign 

the form 

Form 104-R *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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NOTES:

Refer to the example

❑ Fill in the required information 

and sign the form

❑ Once completed, send to 

Cadre for review

❑ The last signature retrieved 

will be the PMS

Form 104-R *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 



Chicago State University, “Chicago’s Own! Together We Rise!”

NOTES:
SECTION I

❑ Lines A-B and D-F will need to be filled out.

❑ If you share a joint account with someone, they’ll need 

to sign this form

❑ F – type of payment “Military ROTC”

❑ Sign and date (DDMMMYY) the top line under “PAYEE”

SECTION II

❑ SKIP

SECTION III

❑ Provide the name and address of your financial 

institution (bank)

❑ Routing number is mandatory 

❑ Account title – if you don’t have a specific name, just 

put checking or savings

❑ You will need to provide this form to your financial 

institution and have them to confirm your account

➢ They will need to print their name, sign, provide a 

phone number and date the form

SF 1199A *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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NOTE:
1. Fill out your information

➢ Duty Location: address of your ROTC building 

➢ Branch: Army

➢ Rank: Cadet 

➢ SGLI Amount: recommend $500,000

2. Check the first block

3. Add your Primary beneficiaries

➢ Who will receive your insurance

➢ Make sure you add the percentage and if it 

will be a lump sum or monthly payment

➢ Secondary beneficiaries is optional 

** If the cadet is in the USAR or ARNG they’ll 

need to provide form from iPERMS or go onto 

milconnect.com and update beneficiaries.  Once 

they have updated, a new form will be uploaded 

into their iPERMS between 24-48hrs

SGLV-8286 *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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NOTES:
4. About your Health – ONLY if you’re 

restoring or increasing coverage 

➢ Fill out information and identify any 

known health conditions

➢ Make sure to explain any “yes” 

answers 

5. Your Signature

➢ Sign, provide SSN, MM DD YYYY 

and your permanent address

** Do not fill out bottom chart

SGLV-8286 *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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More 

information 

about the 

form and 

instructions 

SGLV-8286 *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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NOTES:

➢ Page 3 – step 2(b) is 
only for multiple jobs 

➢ Page 3 – step 4(b) is 

for deductions

NOTES:

❑Form needs to be 
current year

Step 1

❑Fill out information
❑Complete Steps 2-4 

ONLY is they apply to 
you; otherwise skip to 
Step 5

➢ Put zeros on each line 
of steps 3-4

❑Sign and date 
(DDMMMYY)

W4 – Employee’s Withholding Form
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Page 2 has 

instructions for those 
who have more than 

1 job at the same 

time or those who 
are married and filing 

jointly and you and 
your spouse both 

work.

Page 4 has the 

breakdown of wages 
and salary

W4 – Employee’s Withholding Form
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NOTE:
1. Update current date YYYY/MM/DD

2. Input name in print after I have 

examined.

3. Have the doctor, physician’s 

assistant, or nurse practitioner sign 

and, if available, stamp the form.

DA Form 3425 *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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NOTES:
SECTION I

❑ Lines 1-3b need to be filled out

➢ Duty Station: location of ROTC building

❑ Line 4a-5d: SKIP if you aren’t married OR 

do not have any children

❑ Line 6a-7a: add you parents or guardians 

information

❑ Line 8a: SKIP if it doesn’t refer to your 

situation.  If it does, please provide 

information 

❑ Line 9a: add if you would like someone 

other than your next of kin or immediate 

family to be notified

** If the cadet is in the USAR or ARNG 

they’ll need to provide form from iPERMS.

DD 93 *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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NOTES:
SECTION II

❑ Lines 11a-d need to be filled out

➢ 11a: beneficiary(ies) information (refer to SGLV)

➢ 11b: how are you related

➢ 11c: full address and phone number of 

beneficiary

➢ Percentage of what each person will receive 

(refer to SGLV)

❑ Line 12a-c: SKIP, unless you would list anyone to 

receive this payment

❑ Line 13a-b: PADD of your remains should you 

become a casualty. Has to be spouse, blood 

relative or adoptive relative of the decedent. 

❑ Line 14: SKIP; unless you have remarks

❑ Line 15: provide signature and date YYYYMMDD

** If the cadet is in the USAR or ARNG they’ll need 

to provide form from iPERMS.

DD 93 *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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More 
information 

about the 
form and 

instructions 

DD 93 *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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NOTES:
❑ Fully read parts 1-4

❑ Once you concur sign the form, provide your SSN or 

DOD ID Number and date (YYYYMMDD) 

DD Form 2005 *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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NOTES:
❑ Read entire form carefully

❑ Provide your legal residence (permanent address, 

HOR, where your mail goes to)

❑ Fill out your name, SSN, city/county and state

❑ Provide your signature

❑ Current mailing address and date (DDMMMYY)

DD 2058 *Write in BLOCK (capital) letters, IF they aren’t able to digitally fill out this form 
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Contracting Documents (National Guard and Reserve Cadets)
□ DD Form 4 (Enlistment Document)

□ DA Form 4824 (Addendum for Participation in The Reserve Officers Training 
Corps Simultaneous Membership Program ) 

□ NGB 594-1 (Army National Guard Simultaneous Membership Program 
Agreement) 

Notes

□ Use DD Form 4 from your iPerms

□ Use DD Form 93 from your IPSS-A account 

□ Use SGLV-8286 from your milConnect account

□ Passing ACFT Scorecard (ACFT must be conducted with ROTC Cadre)

□ Passing HT/WT Card (Height/Weight must be conducted with ROTC Cadre)

□ Joint Service Transcript (JST) Credits should not be added to your Form 104-R

https://iperms.hrc.army.mil/login/
https://hr.ippsa.army.mil/
https://milconnect.dmdc.osd.mil/milconnect/
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❑ Do not forget to add the following documents to the packet

➢ Birth Certificate

➢ Social Security Card

➢ Transcript

➢ DA 705
➢ 5500/5501 (if applicable)

➢ MEPS documents

➢ NGB 594 or USAR DA 4824 (from recruiter or unit) 

➢ DD4 (enlistment document) 

❑ Best practices 
➢ On the checklist, within the blank portion, provide a note on the status of each document missing.  

❑ Once packet is completed turn into Cadre to have forms validated before they are turned into Ms. Marcia for 

processing

Reminder
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