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USCG Headquarters CHECK – IN SHEET

NAME:                                                                    _________       GRADE / RATE:   _______         

EMPLID:           _________________________  REPORT DATE:               _                                                        

PREVIOUS UNIT :                        __________________________________________                                            

1. ___________
BRANCH CHIEF
2. ___________
DUTY SECTION COORDINATOR (E-7 AND BELOW) YNC ENGLE (ROOM B442)
3. ___________
HEALTH PROMOTIONS COORDINATOR:  YOUR DIVISION’S REP

PERSONNEL SERVICES AND SUPPORT UNIT HEADQUARTERS 
4. ___________
TRANSPORTATION: MS. DEE MORRIS/MS. LORETTA RHODES (ROOM B442)
5. ___________
GOVERNMENT TRAVEL CARD:  MS. DEE MORRIS/MS. LORETTA RHODES (ROOM B442)
6. ___________
MUTUAL ASSISTANCE: YNC ENGLE/YNC BARTSCH (IF APPLICABLE, ROOM B442)
7. ___________
SPO:  FRONT DESK (ROOM B442)

8. ___________
ADMIN/ID CARD OFFICE:  YNC BARTSCH/YN2 WHITE (ROOM B442)

9. ___________ ESO: MS. MONIQUE STUART (IF APPLICABLE, ROOM CGHQ 4518)

10. ___________ TRANSIT BENEFITS: MS. MURRELL (IF APPLICABLE, ROOM B110)

11. ___________ CHILD DEVELOPMENT CENTER (IF APPLICABLE, ROOM B320)

12. ___________ MWR/FITNESS CENTER: MS. MARIANNE LACHANCE (ROOM B201)

HSWL FIELD OFFICE NATIONAL CAPITAL AREA: 
13. ___________
WORK – LIFE STAFF:  (IF APPLICABLE, B419)

14. ___________
EQUAL OPPORTUNITY ADVISOR:  (IF APPLICABLE, B432)


15. ___________
HEALTH AND SAFETY SERVICES TO DROP OFF MEDICAL RECORD (ROOM B732)

SILC DETACHMENT WASHINGTON DC:
16. ___________
NEW SECURTIY BADGE REQUEST https://cgweb.comdt.uscg.mil/silc/default.aspx

17. ___________ VEHICLE DECALS (ROOM 1219)
18. ___________
PARKING (LOTTERY HELD IN SEPTEMBER, ROOM  B411)
COAST GUARD HEADQUARTERS C4IT:
19. ___________PERSONNEL ASSIGNED TO THE TRANSPOINT BUILDING REPORT TO ROOM 05-1228 (5TH FLOOR) TO HAVE CG NETWORK PROFILE SENT TO HQ.
20. __________ PERSONNEL ASSIGNED TO THE JEMAL BUILDING REPORT TO ROOM JR10-0825 (10TH FLOOR) TO HAVE CG NETWORK PROFILE SENT TO HQ.
CIVILIAN AND CONTRACT EMPLOYEES ONLY:
21. ___________
CONTACT YOUR COTR FOR SPONSORHIP AND INSTRUCTIONS (CONTRACTORS) 

22. ___________ CONTACT CG-1211 FOR ORIENTATION PROCEDURES (CIVILIAN EMPLOYEES) (JEMAL—8TH FLOOR—RM 08-0608)
***RETURN THIS SHEET TO THE SPO WITHIN 15 DAYS OF REPORTING***











� INCLUDEPICTURE  "http://cgweb.comdt.uscg.mil/dhs/DHS_W.gif" \* MERGEFORMATINET ���





� EMBED PBrush ���








_1340179511

