	ISC-002   
Rev. 10-02
	USCG CLEVELAND
PERSONNEL CHECK-IN/OUT SHEET

	Rank/Rate
	Name
	Unit Name
	Report Date
	Departure Date

	RETURN THIS SHEET TO YOUR PERSRU YEOMAN WHEN COMPLETED.  (Room 2147)
	Complete Check-In By:

	OFFICE

CHECK IN
INITIAL/DATE

CHECK OUT
INITIAL/DATE

FEDERAL BUILDING CHECK-IN/OUT

SECURITY

    1.  Unit Branch Chief, Security Level Required:    TS    S    C    N/A

CCGDNINE OPERATIONS CENTER (Room 2007)

    1.  Provide Recall Telephone Number

    2.  Fed Bldg Key Card Issuance for authorized personnel.   See D9STFINST

ALL PERSONNEL

    1.  Coast Guard Exchange, Room 2017 (Laundry, Layaway Program)

    2.  Chaplain, Room 2053

    3.  Public Affairs, Room 2073

    4.  ESU Cleveland, Room  2115

        4a.  IRC  (User LOGON, Computer Password, etc)

        4b.  NET (Phone/Voice Mail Config, FEDCARD)

    5.  METRO/Bus Passes, Room  2121

    6.  Mailroom,  Room  2121

    7.  Civil Rights Representative, Room  2053

    8.  Morale Officer, Room  2133

    9.  Work/Life, Room  2121

    10.  Housing, Room  2133

    11.  Educational Service Officer,  Room 2121

    12.  Medical,  Room 2163

    13.  Mutual Assistance Officer,  Room 2121

    14.  HHG Claims,  Room 2163

    15.  Travel Charge Card Coordinator,  Room 2163

    16.  CGHRMS Coordinator (PERSRU YNC), Room 2147

    17.  CDAR, Room 2147

    18.  Color Guard Coordinator (E5 and below),  Room 2147

    19.  OFFICERS ONLY – Provide (Spouse Name/Address/Phone) to D9 (dcs)

    20.  Update DEERS address,  Room 2163

    21.  Property Officer,  Room 2119

    22.  Audit Board Coordinator (ISC Cleveland personnel only),  Room 2117

UNIT CHECK-IN/OUT

District Personnel (Only)
    1.  CCGDNINE Command Master Chief,  Room 2081

    2.  CCGDNINE Admin Division,  Room 2047

    3.  CCGDNINE Command Security Officer,  Room 2007B

    4.  CCGDNINE District Chief of Staff,  Room 2081

    5.  CCGDNINE District Commander,  Room 2081

MLCA  Unit Personnel (Only)

    1.  Unit Command Master Chief

    2.  Unit Division Chief

    3.  Unit Branch Chief

    4.  Command Security Officer

    5.  Unit Executive Officer

    6.  Unit Commanding Officer

FORWARDING ADDRESS (Checkout Personnel Only)

Street Address

City

State

Zip Code

GRAY AREAS ARE NOT APPLICABLE




