Encl (4) to PSCINST 1000.1A

Encl (3) to PSCINST 1000.1A

	USCG UNIT XXXXX –
ADMINISTRATIVE ASSIGN & TEMPORARY DUTY (A&T) PROGRAM
CHECK-IN / CHECK-OUT SHEET

	Name:
	Rate/Rank:
	EMPLID:

	Cell Number:
	Address:

	E-mail address(es):
	Report Date:
	Est Depart Date:

	Permanent Unit:
	Cutter Personnel Only:
	Do you have a passport (circle)?
Yes-Blue    Yes-Red    No

	Reason for Assignment: (circle one)
	A&T Unit Duty Assignment:
	

	PCS/TDY Enroute
	Medical
	TDY Supervisor:
	

	Administrative
	Discipline
	TDY Supervisor ext:
	

	A&T unit_____ Phone Numbers are (###) ###-####.  Dial last ___ digits from a unit phone to reach Unit extension.

	Report to the following locations and obtain initials from the individuals indicated and return to A&T unit POC:  (###) ###-####
	Location
	
	Check  In
	Check Out

	CGPAAS Command Representative
	Rank Name
	Bldg/floor
	
	
	

	Chaplain
	Rank Name
	Bldg/floor
	
	
	

	HSWL Medical Clinic (required for TDY personnel w/ medical reason only;  complete immediately after reporting to A&T unit POC) ***Needs Medical Officer signature***
	Clinic ####
Rank Name
	Bldg/floor
	
	
	

	HSWL Work Life Staff:
	Name
	Bldg/floor
	
	
	

	Transition Manager
	Name
	Bldg/floor
	
	
	

	Command Master Chief: 
	Rank Name
	Bldg/floor
	
	
	



NOTE:  You have 3 working days to complete the check-in/out process.  Failure to complete the check-in/out process within the time allotted constitutes a violation of a direct order and administrative action will be taken.  Return this document to the A&T unit POC upon completion of the check in/out process.  
Primary points of contact (POCs):	Useful A&T unit numbers:
RANK XXXX XXXXX	(###)###-####	Admin	(###)###-####
RANK XXXXX	(###)###-####	Gym	(###)###-####
RANK XXXX	(###)###-####	OOD	(###)###-####

For ADMIN Staff only
	
	Admin YN name
(print clearly)
	Date

	For A&T personnel that are transferring: Admin staff return this sheet to A&T Program Manager when complete.
	
	

	For Separations (when required): Return ID Card and Seabag with Uniforms. (Notify CMAA)
	
	



