CG-85 Check-in Process
Name:  _______________________________
Welcome to the Office of Financial Management Transformation and Compliance, COMDT (CG-85)!  Please complete this check-in process as soon as possible.  See your sponsor with any questions.  
____ Welcome Aboard Message/Memo Submitted by Supervisor
____ Complete SILC Det Washington HQ Check-in Sheet (Military)
____ **OR** Complete CG-121 Check-in Sheet (Civilian)
____ Meet with CWO Casteel (Provide recall numbers, get office supplies, Coffee Mess info, 


Lockers, etc.)
____ Complete Security Badge Application 

http://cgweb.comdt.uscg.mil/SILC/pages/securitybadges.aspx
____ Complete PCS Reporting Worksheet (Military Only) 

http://cgweb.comdt.uscg.mil/psd/pages/spoMain.aspx 

____ Complete Information System Application (LAN USER INFORMATION Form)
____ Complete Government Travel Card Application/Transfer Account Room B442
____ Check in with CGHQ Clinic (Military Only) 

http://cgweb.comdt.uscg.mil/HSWL/hss/Checkin.aspx
____ Contact Relocation Assistance: Health, Safety, Work-Life Field Office National Capital 
Area office.  800-872-4957 (USCG HSWL) extension 932 if necessary.  
____ Once CGDN Account established, meet with LCDR Luong (Access to CG Portal, CG-8 


Shared Drive mapping, Get on CG-8 & CG-85 e-mail Distribution lists)
____ Check-in Interview with your Supervisor (Bring your completed CG-85 Questionnaire)
____ Check-in Interview with Division Chief

____ Check-in Interview with Deputy, CDR Passarelli

____ Check-in Interview with Mr. Amidon

____ Meet and Greet with Ms. Sheridan (Coordinated by Mr. Mason)

____ Meet and Greet with Mr. Rajk/RDML Taylor (Coordinated by Ms. Ridnour)

____ Sign up for DHS CFO New Hire Orientation (NHO) with Serena Sanchez (CG-84)
Attachments:

· CGHQ Organizational Chart

· CG-85 Organizational Chart

· Emergency Procedures - Employee Emergency Response Guide (http://cgweb.comdt.uscg.mil/SILC/documents/EERG.doc )

· CG-8 SOP

· CG-85 Questionnaire

· CG-85 Telecommuting Policy

· CG-85 Compressed Work Schedule Policy

· Pub 1 (New to CG civilian hires only) (http://www.uscg.mil/top/about/pub1.asp) 

· Motor Pool Instructions
· CGHQ Phone Instructions

· Orientation Briefs:

· Internal Controls 101

· Auditing 101

· Federal Financial 101

· FSTAR 101
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CG-85 Personnel Questionnaire
GRADE/RANK:        __ NAME (FIRST/LAST): ____________________________________

NICKNAME:  _____________________________________EMPLID: _________________  
DATE REPORTED:_____________________________  # YEARS WITH CG:  ___________
MARRIED:  Y / N
SPOUSE’S NAME: __________________________________________
DEPENDENTS:  
NAME



AGE

LIVE WITH YOU?
___________________________________________________________Y / N 
___________________________________________________________Y / N 
___________________________________________________________Y / N 
PRIOR UNITS/EMPLOYMENT:                        DATES                             POSITION/DUTIES

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

HIGHEST EDUCATION LEVEL:  _______________________________________________

INTERESTS/HOBBIES:  _______________________________________________________

MY DREAM ASSIGNMENT AFTER CG-85 IS:  ___________________________________

IN 5 YEARS, I EXPECT TO BE:  ________________________________________________

____________________________________________________________________________
ANYTHING ELSE THE COMMAND SHOULD KNOW: ____________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

