







AFELM FINAL OUT-PROCESSING CHECKLIST

This checklist must be completed PRIOR to your out processing appointment.  
You must be in uniform to  out-processing. 
MEMORANDUM FOR    __________________________________________________




                             (Unit of assignment and functional address symbol)

FROM:  AFELM/DPMG

SUBJECT:   Relocation Processing

1. ____________________________________ is being processed for PCS to _____________________________ with a scheduled departure during  _________________________.

2.
The responsible agent within the unit or duty section must complete the actions checked below.  Send a copy of this memorandum with the unit commander’s, squadron section commander’s, or first sergeant’s signature to Outbound Assignments (18 MSS/DPMAR) no later than the member’s PCS final out-processing appointment.

  
a.
Weapons Training:  (See unit training manager, orderly room, or whoever schedules weapons classes for your unit) AFIs 36-2110 and 36-2226, require current weapon qualification for certain overseas assignments before the individual departs for the new duty station.  The member must complete the Air Force Qualification Course or Security Forces Course for the M-16/M-9 within 60-120 days prior to departure. (Security Forces/CATAM 784-6800)

NOTE:  Schedule personnel to complete this training at least 60 days before their projected departure date.  Group “B” personnel who achieve expert qualification are exempt from overseas weapons requalification provided the qualification period covers the complete length of the short tour or at least 12 months of a long tour.  Length of qualification is 24 months for the M-16 rifle and 36 months for the .38 caliber revolver.  The unit training monitor will annotate the AF Form 522, USAF Ground Weapons Training Data, to indicate the member is exempt from small arms training because of the expert rating and include the expiration date of the exemption.

* ACTIONS TO COMPLETE:

   
(   )
Member completed prescribed weapons training and AF Form 522 or computer product is attached.

     
(   )
Member is current in weapons training and AF Form 522 or computer product is attached.

                                                                                                    __________________________________________





(Date)                (Signature of Orderly Room)

b. Security Debriefings:  (See unit security manager)

According to DoDD 5200.1-R/AFI 105-1101, security debriefings are mandatory for personnel who PCS, PCA, or terminate employment and have had access to any of the below indicated special access programs: 

(1) SIOP-ESI (see DODD 5200.2-R/AFI 135-501).

          
(2)
NATO Secret and above (see AFI 131-402).

          
(3)
CNWDI (see DODD 5200.1-R/AFI 110-1101).

(4) SCI (see USAFINTEL 201-1).

* ACTIONS TO COMPLETE


(   ) Member briefed in accordance with instructions described above and applicable documents attached

c. Duty and Travel Restrictions  (See unit security manager and then Base Pass and ID)


(ALL MEMBERS MUST CLEAR THROUGH PASS AND ID AND HAVE PASS & ID STAMP)

* ACTIONS TO COMPLETE:

(   )
Turn in restricted area badges to PASS & ID, Bldg 721 E-1, bring AF Form 2586 from unit security manager.  


(   )
Duty and travel restrictions were incurred and attached is correspondence required by AFI 31-501 for file 


in personnel records.

    
(   )
Duty and travel restrictions were not incurred.     




                                                                              ___________________________________________





(Date)                (Signature of Security Manager)



d.   AFI 40-502, Air Force Weight and Body Fat Management Program  (See unit orderly room) 

IAW AFI 40-502 PARA 3.3, member must be weighed/measured upon notification of assignment and a follow-up weight measurement will be taken 60 days prior to the projected departure date

The program managers will weigh each member, and if appropriate, measure for body fat prior to PCS departure.  If the member is on the WMP, the losing unit commander provides the case file and AF Form 393, Individual Record for Weight Management and Fitness Improvement Training Programs, to the gaining unit commander.  If the member has a body fat standard adjustment waiver, the losing unit will provide the approval documentation to the gaining unit commander.

* ACTIONS TO COMPLETE:

(   )
Member’s weight/body fat measurement was on ___________________.  Member is/is not within weight standards.                                                                                (date)

(   )
Member is/is not in the WBFMP.  If applicable, this unit kept a copy of the AF Form 393 and mailed the WMP case file including the signed AF Form 393 to the gaining unit on ______________________.

                                                                                                                          (date)






___________________________________

        


(Date)           (Signature Orderly Room Rep)


e.   Anti-Terrorism Personal Protection Briefing: (See Unit Training Manger or OSI 738-7831)
Individuals and dependents PCSing overseas (excluding Alaska and Hawaii) are required to receive an Anti-Terrorism Personal Protection Briefing prior to departing losing station.  Contact your Unit Training Manager (UTM) for briefing times and dates.

* ACTIONS TO COMPLETE:  


(   )
Member received Anti-Terrorism Personal Protection Briefing on ____________________________.  






___________________________________

        


(Date)      (Signature UTM or OSI)


f.   AFI 36-2908, Dependent Care Responsibilities: (See Unit First Sergeant)
When a single member or a member of a military couple with dependents is taking dependents on the overseas tour, AFI 36-2908 requires them to make dependent care arrangements on AF Form 357 Dependent Care Certification (item 17).  Only the unit commander or first sergeant may certify the validity of these arrangements.


* ACTIONS TO COMPLETE:  


(   )
Member was briefed on requirements of AFI 36-2908.  Attached is AF Form 357.




                                                                   _________________________________________

        

                                                                   (Date)      (Signature Commander or First Sergeant)

    
g.   AFI 36-2238, Self-Aid and Buddy Care Training (SABC): (See Unit Training Manager or SABC POC)
Nonmedical personnel selected for assignment overseas must attend SABC training prior to departure.  The member’s present unit of assignment conducts the training.  If the present unit is unable to do so and has no SABC instructors, contact the SABC advisor at the medical facility for help in getting the individual enrolled in a SABC program (AFI 36-2238).

* ACTIONS TO COMPLETE:  


(   )
Member completed Self-Aid and Buddy Care training on _______________________________________.





__________________________________________

        

                                                                              (Date)            (Signature UTM or SABCInstructor)

   
i.   Transfer of Government charge card:   (See Unit Agency Program Coordinator)                                                                                               

* ACTIONS TO COMPLETE:  


(   )
Unit Agency Program Coordinator (APC) must change GTC system to allow gaining unit to pick them up. 





__________________________________________

        

                                                                               (Date)            (Signature of Unit APC)


j.   51 MDSS/SGST TriCare Briefing:  (Osan Clinic--Beneficiary Support)
Not later than 30 days prior to departure.  




__________________________________________                                                                                                                                                          


(Medical Personnel signature)

k. AFO – Military Pay 

AFO signature is not an acknowledgement that a member has satisfied all debts to the US Air Force, but merely indicates that member has cleared through that AFO. (See finance 15 days prior to departure so that finance can transfer your pay records to your next base, you will need 2 copies of your orders.)

                                                                                         _________________________________________



   (Date)                    (Signature of AFO Rep)

3.  All personnel must be in military uniform for the final out-processing appointment.  You are required to bring this completed checklist with you for your final out-processing appointment.

1st Ind, ________________________



(Losing Unit office symbol)

MEMORANDUM FOR  AFELM/DPMG

Actions checked on the basic memorandum have been completed and appropriate documents are attached.

                                                                                        
___________________________________

                                                                                           
(typed name, grade, USAF)

                                                                                           
(unit commander, section commander, or first 





sergeant)

Attachments:

As required

RETURN FOR FINAL OUT-PROCESSING
DEPARTMENT OF THE AIR FORCE

AIR FORCE ELEMENT U.S. FORCES KOREA (ELM)

APO AP 96205-0010


Date: ________________

MEMORANDUM FOR: ____________________________

FROM:  AFELM/DPMG

SUBJECT:  SUPPLY CLEARANCE

1.  The following HQs Company, EUSA facilities must be cleared prior to departing for PCS.

a) Arms Room – Bldg 2670 _____________________________

b) NBC Room-Bldg 2608  ______________________________

c) Supply Room – Bldg 2608 ____________________________

d) CIF (Camp Kim) Bldg 1255  ___________________________

2.  If you are not on Yongsan or you are in SUSLAK or 607 WS, process through your own agencies.  

(Make sure you bring in the proper paperwork to show that you cleared supply.)








KAREN C. WHITE, SrA, USAF








AIC Relocations

REQUIRED DOCUMENTS/FILES FOR FINAL OUT-PROCESSING APPOINTMENT

1.  Your final out-processing appointment is considered a mandatory formation. You must be in uniform to complete this appointment.  Below is a list of required items you must have in order to complete your processing.

A. MEDICAL RECORDS (AF Form 2100 – 2190)

B. DENTAL RECORDS (AF Form 2100 – 2190)

C. OJT RECORDS (AF Form 623) (AB – TSgt Only)

D. Education Records (AF Form 186)

E. Fire Arms Qualification Card (AF Form 522)

F. Immunization Clearance Letter

G. Supply Clearance Letter

H. Personnel Reliability Certificate (PRP) (If applicable)

I. Flight Records/Evaluation Folder/File (If applicable)

J. Plane tickets (You should receive notification of your AMC portcall about 45 days prior to your projected departure date.  The boarding pass will be given to you at your final out-processing appointment.  At the 30 day point you need to contact 25 Trans to schedule your onward flight.  Members flying circuitous travel should take their orders authorizing them to fly circuitous to 25 Trans to schedule their flights.)

K.   AFELM Out-processing checklist (please complete checklist prior to your final out-processing appointment)

2.  If you cannot obtain the required documents for an agency, you must obtain a letter of non-availability.
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