10 MSS OUT-PROCESSING CHECKLIST

GRADE/NAME ______________________________________                OFFICE SYMBOL____ 
ONCE THIS CHECKLIST IS COMPLETED - RETURN IT TO THE 10th MSS CSS BEFORE FINAL OUTPROCESSING APPOINTMENT WITH THE MPF
 ALL PERSONNEL                                                               YES
      NO     N/A

	Pass and ID:  Call to deregister, Mr. Murphy at South Gate, x3327 (All personnel)

Certifying Official:                                                              Date: 
	
	
	

	Base Library (to turn-in any books or publications)—Bldg 5136, x4665

Certifying Official:                                                              Date:
	
	
	

	Transfer/Turn-in Government Purchase Card (give copy of PCS or Sep/ Ret orders to 10 MSS POC Capt Heathcoat or Mr Grogan at 3-3535 fax x3538)

Certifying Official:                                                              Date:
	
	
	

	Ensure all EPRs/OPRs/LOEs are complete (raters only)

EPR/OPR Monitor:                                                              Date:
	
	
	

	Clear all in-house matters in your immediate work area (MSS--turn-in keys to facility manager Mr. Travis at 3-3535,  clear ADPE and equipment accounts, clear email address with your squadron Work Group Manager, Clear PSM, etc.,)

Certifying Official:                                                              Date:
	
	
	

	If you served as your unit’s Equipment Custodian officer at any time during this assignment, you must clear through Base Supply Customer Service, located in Bldg 8110.

Certifying Official (immediate work section):   _______________________

Certifying Official (Supply):                                               Date:
	
	
	

	If you served as your unit’s ADPE custodian, you must clear through      10 CS/SCRIA, located in Bldg 5136 (Community Center).

Certifying Official (immediate work section):   _______________________

Certifying Official:                                                                Date:
	
	
	

	Air Force Aid Society:  Located at the Family Support Center-6248 W. Pine Loop-x3444/3445

Is the member currently indebted to the Air Force Aid Society?

Air Force Aid Society Officer/authorized agent:
	
	
	

	Provide 10MSS Orderly Room with a forwarding mail address and attach copy of PCS/Sep/Ret orders

_____________________________________________________________________________________________________________________________________________________________________________________________
Certifying Official:                                                              Date:
	
	
	

	Pick up Personnel Information File (PIF) from the Commander’s Support Staff before your final out briefing with the MPF
Certifying Official:
	
	
	

	Pick up Fitness Case Management file (if applicable)

Certifying Official:

Government Travel Card:  Give member copy of government travel card agreement and move to inactive file. See/contact Capt Heathcoat, x3535 (If separating retrieve and terminate)

10 MSS/CCQ only:
	
	
	

	Mobility Folder pick-up:  

UDM:
	
	
	

	Ensure all actions on the MPF’s relocation processing letter have been completed prior to reporting for your final outprocessing appointment
	
	
	

	                                      DORM RESIDENTS ONLY                             
	YES
	NO
	N/A

	Report to Dorm Management for out-processing the dorm

Dorm Management:                                                             Date:
	
	
	

	Remove from SIMS
Meal Card Monitor:                                                             Date:
	
	
	

	                                      HOUSING RESIDENTS ONLY
	
	
	

	Report to Housing office to schedule pre/out processing appointment and send advance application to gaining base, if base housing will be needed

Certifying Official:                                                              Date:
	
	
	

	Post Office-Please ensure you turn in your mailbox keys (changing locks on mailboxes becomes costly)—Bldg 5136, ph. 472-0510

Certifying Official:                                                              Date:
	
	
	

	Self-Help Store—Bldg 6558, x 3774

Certifying Official:                                                              Date:
	
	
	

	                                      SPECIAL INSTRUCTIONS
	
	
	

	Army Air Force Exchange Services (AAFES)—BX Customer Service

Certifying Official:                                                               Date:
	
	
	

	If you had access to classified information at any time during this assignment ensure AF Form 2587, Security Termination Statement is completed. (only if member is separating or retiring), 3-2144

Certifying Official:                                                                 Date:
	
	
	


Last Updated 1 June 2005

