IN/OUT PROCESSING CHECKLIST PACKET

	-UPON COMPLETION OF CHEKLIST, RETURN IT TO JCISA FOR FILE

-REMEMBER:  ALL PERSONNEL MUST CLEAR JCISA ADMIN BEFORE DEPARTING KOREA


	TASK
	LOCATION                            DATE

	PERONNEL DATA SHEET


	JCISA ADMIN

	HAIL/FAREWELL SHEET


	JCISA ADMIN

	MAIL CARD (DA 3955)


	POST OFFICE

	CHEKLIST 

(PLACE/LOCATION/TIME)


	JCISA ADMIN

	REQUEST EMAIL ACCOUNT


	INFO MGT OFFICER

	ALL MILITARY/DOD CIVILIAN 

NEED TO GET MILITARY LICENSE.

A. MEMO FOR REQUEST

B. 348 FORM

C. SIGNED BY COMPANY CMDR.

D. TAKE ALL MEMOS AND FORM 348 TO DRIVERS TESTING 

E. 
	A. JCISA ADMIN

B. MOTOR POOL

C. HHC EUSA

D. BLDG 4106, 2ND FLOOR DRIVER TESTING

	MAKE APPOINTMENTS


	JCISA ADMIN

	JCISA SECURITY
	(BLDG 1572)

	PROVIDED COPY OF LAST EVAL
	JCISA ADMIN

	CLEAR SUPPLY IF HAND RECIEPT/SUB HAND RECIEPT HOLDER (CHECKOUTS)
	JCISA ADMIN

	RATION CONTROL 
	JCISA ADMIN

	MAIL ROOM (BOX AND KEY)

RECEIVE/TURN IN
	JCISA ADMIN


DEPARTING PERSONNEL PLEASE PROVIDE A MAIL FORWARDING ADDRESS:

