
JCSE IN/OUT-PROCESSING CHECKLIST

IN-PROCESSING DATE: ______________

FINAL-0UT APPOINTMENT DATE: _____________
SUSPENSE DATE:_____________
RANK/NAME: ________________________________  
OFF SYM:____________
YOU ARE RESPONSIBLE FOR CONTACTING ALL REQUIRED OFFICES WITHIN 14 DUTY DAYS OF IN-PROCESSING AND WITHIN 5 DUTY DAYS PRIOR TO YOUR FINAL OUT APPOINTMENT.  

( ) IN               ( ) PCS               ( ) PCA               ( ) SEPARATING               ( ) RETIRING
	ITEM
	SQ ADMIN 
	DATE
	INITIALS
	      N/A

	1
	ADD/DELETE MBR TO RECALL ROSTER
	
	
	

	2
	GOV’T TRAVEL CARD
	
	
	

	3
	LOAD/DELETE MBR IN DTS
	
	
	

	4
	SEE BLDG CUSTODIAN FOR KEY TO OFFICE
	
	
	

	5
	GET BIO INPUT
	
	
	

	6
	READ JCSEI’S
	
	
	

	7
	SQ JED INFO UPDATE (Address/Hurricane Evac/Long/LAT)
	
	
	

	     8
	COMPLETE OPSEC 1301 TRAINING
POC, 2LT Hofferman ,JNOC 828-0611
	
	
	

	     
	
	
	
	

	ITEM 
	SQ FIRST SERGEANT
	DATE
	INITIALS
	       N/A

	1
	MAKE APPOINTMENT TO MEET 1SG
	
	
	

	2
	AF 357 DEPENDENT CARE BRIEFING 

(Single Parent & Mil to Mil w/dependents)
	
	
	

	3
	E-6 & BELOW ENTERED TO STAFF DUTY ROSTER
	
	
	

	4
	BRIEF BULLETIN BOARD AND CHAIN OF CMD
	
	
	

	5
	BRIEF LEAVE AND PASS POLICY
	
	
	

	6
	BRIEF PT FORMATION/EXPECTATIONS
	
	
	

	7
	BRIEF AIRBORNE OPPORTUNITIES
	
	
	

	
	
	
	
	

	ITEM
	PERSONNEL/J-1    
	DATE
	INITIALS
	       N/A

	1
	JCSE ENHANCED DATA (JED)

(Update DDS information in the JED)
	
	
	

	2
	COPY OF ORDERS/LEAVE FORM (Army only)(Air Force Orders only)
	
	
	

	3
	PASSPORT 

(Need Original Birth Certificate/DS11 or Existing Passport/DS82 Mil ID, Photos)
	
	
	

	4
	EPR (USAF), NCOER (USA), EVALS (USN/USMC)
(Army only) In-processing: Last Eval  Final Out: Current Eval
	
	
	

	5
	AWARD/DECORATION 
	
	
	

	6
	FINANCE (Army only) M-F 0930-1100 Walk In
	
	
	

	7
	EMERGENCY DATA/SGLI CHECK
	 
	 
	

	8
	ACAP/TAPS BRIEFING (SEP/RET ONLY) 8-0137
	
	
	

	9
	FITNESS SHEET (AF ONLY)
	
	
	

	10
	APPC (Appointment only), PSD, MCAD, MPF, CPO
	
	
	

	ITEM
	MEDICS  
	DATE
	INITIALS
	       N/A

	1
	AID STATION (Tue and Thur-1300-1400)
	
	
	

	2
	TRICARE (M-F 0730-1630-Bldg 710- adjacent to hospital)
	
	
	

	3
	HOSPITAL (see above Personnel/J-1 # 12)
	
	
	

	4
	DENTAL (Bldg 711,  hospital) 827-9400
	
	
	


	ITEM
	SECURITY/J-2  8-5277
	DATE 
	INITIALS
	      N/A

	1
	IN-PROCESS 
	
	
	

	2
	OUT-PROCESS 2 DUTY DAYS PRIOR TO FINAL OUT
	
	
	

	3
	ANTI-TERRORISM BRIEFING
	
	
	

	4
	COMSEC
	
	
	

	5
	CLEARANCE REQUIREMENTS SEC/TOPSEC
	 
	
	 

	6
	DBIDS INPROCESSING (Security Forces Bldg M-F 0600-1800)
	
	
	

	ITEM
	TRAINING/J-3T   8-0551
	 
	
	 

	
	J3 TRAINING (JIRS) Date____________
	 
	
	 

	
	CAMS/ MAINTENANCE TRNG MGMT (Enlisted Personnel Only)
	 
	
	 

	
	ARMORY (Range) Date_____________
	
	
	 

	
	NBC TRAINING
	 
	
	 

	
	AIRBORNE NCO (Airborne Only)
	 
	
	 

	
	PLANS/J-3     8-1448
	
	
	

	
	J3T Senior USMC NCO (GySGT HNAT) (Marine Corps Only)
	
	
	

	 ITEM
	SUPPLY/J-4         8-3852
	
	
	

	      1
	INDIVIDUAL EQUIPMENT (Out-process 1 week prior to final-out)
	
	
	

	      2
	EQUIPMENT MGMT BLOCK III TRNG DATE __________
	
	
	

	      3
	REPORT OF SURVEY
	
	
	

	      4
	JCSE BUDGET
	
	
	

	
	
	
	
	

	ITEM
	INFORMATION TECHNOLOGY SYSTEMS/J-6   8-4141
	
	
	

	1
	E-MAIL SETUP
	 
	
	 

	2
	COMPUSEC BRIEF
	
	
	

	3
	INDIVIDUAL CELL PHONE/PAGER
	
	
	

	4
	LAN MANAGEMENT OFFICE
	
	
	

	5
	SEE GRAPHICS FOR PHOTO—JCSE BADGE
	
	
	

	
	
	
	
	

	ITEM
	CSD       8-0676  (Mon – Fri 0800-1100/1200-1500hrs)
	
	
	

	      1
	INPROCESS - DRIVER’S LICENSE  FOR Gov’t Vehicles
(Bring AF Form 2296 or DA Form 348 and Civilian License)
	
	
	

	2
	OUTPROCESS -  DRIVER’S LICENSE/FLIGHT LINE BADGE
	
	
	

	
	
	
	
	

	ITEM
	CMD SECTION   8-0784
	
	
	

	      1
	INTRO/FINAL OUT BRIEF W/ELEMENT CC

(E-8 & E-9 & all officers and warrant officers)
	
	
	

	      2
	INTRO/FINAL OUT BRIEF W/USAF CC (E-8 & E-9 & all officers)
	
	
	

	      3
	INTRO/FINAL OUT BRIEF W/CSM (All enlisted all branches)
	
	
	

	      5
	FAMILY READINESS (Wed 0900 - 1100/Thurs 1300 – 1500) 
	
	
	


**NOTE: ALL MOTORCYCLE RIDERS MUST ATTEND THE MOTORCYCLE SAFTEY BRIEFING FOR MACDILL AFB. CALL 828-3383 TO SCHEDULE NEXT CLASS.
RETURN COMPLETED IN-PROCESSING CHECKLIST TO J1 NLT 14 DUTY DAYS AFTER ISSUE; IF OUT-PROCESSING RETURN NLT 1 DUTY DAY PRIOR TO FINAL OUT APPT.

1ST IND________________

MEMORANDUM FOR J1

ALL CHECKLIST ITEMS HAVE BEEN COMPLETED.

_____________________________


___________________________________
J1P SIGNATURE




MEMBER’S SIGNATURE
THIS INFORMATION IS COVERED UNDER THE PRIVACY ACT OF 1974 PRIVACY ACT OF 1974 APPLIES – THIS MEMP CONTAINS INFORMATION WHICH MUST BE PROTECTED IAW DOD 5400.11B, AND IT IS FOR OFFICIAL USE ONLY (FOUO)
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