Revised 2/25/2008

FIRST COAST GUARD DISTRICT

CHECK-IN SHEET
Name:




Date Reported:
  Previous Unit:




REQUIRED FOR ALL ARRIVALS
	LOCATION
	OFFICE
	PHONE  

617-223
	BRIEFING/SERVICE
	DATE Completed
	INITIALS

	JFW 841
	Admin
	-8341

-8397
	Inprocessing
	
	

	
	SK
	-8360
	Mass Transit Fare benefit program
	
	

	
	Chief, Admin Br
	-8047
	Collateral duties
	
	

	
	
	
	Verify email account & security brief
	
	

	
	Education Svcs
	
	Education/Leadership Tng Continuum
	
	

	717
	C4IT
	-8689
	Arrival Brief
	
	

	
	
	
	Voice mail  set up
	
	

	
	Security
	
	Verfiy Security Clearance
	
	

	
	
	
	Security brief
	
	

	
	
	
	Bldg access card(s)
	
	

	737
	Contingency planning
	-8529
	COOP Briefing
	
	

	832
	Legal
	-8500
	In-brief
	
	

	830
	External Affairs
	-8519
	In-brief
	
	

	ISC BOSTON 427 Commercial St, Boston, MA 02190  (Bldg 8)

	
	2nd deck
	Travel Card Coordinator
	3-3115
	Interview/address change
	
	

	MIL ONLY
	3rd deck
	Health Services
	3-3062

3-3121
	Health record/brief 
	
	

	
	
	Health Benefits Advisor
	3-3055
	Interview
	
	

	
	
	CDAR
	3-3343
	Brief
	
	

	
	6th deck
	Local Housing Office
	3-3348
	Housing release/assignment
	
	

	
	7th deck
	Career Development Advisor
	3-3471
	IDP update
	
	

	Work Center
	Supervisor
	
	Confirmation of check in
	
	

	JFW 819
	Command Master Chief
	3-8450
	Interview
	
	


OPTIONAL: (Check with supervisor)

	
LOCATION
	OFFICE
	PHONE
	BRIEFING/SERVICE
	DATE
	INITIALS

	JFW 828
	Command Master Chief
	-8450
	Senior Staff interview
	
	

	741
	Command Chief
	-8221
	Interview/brief
	
	

	741
	Morale Officer
	-8555
	Interview/brief
	
	

	826
	EEO
	-8510
	Interview/brief
	
	

	835
	Chaplain
	-8314
	Interview/brief
	
	

	821
	Finance Officer
	-8290
	Interview/brief
	
	

	ISC Bldg 8

7th deck
	Mutual Assistance
	3-3186
	Interview/action
	
	


FEEDBACK:  Please rate your unit orientation on a scale of from 1 (best) to 5 (worst).   Add any comments you may have to improve the process or  to compliment any individual(s) who contributed to your positive experience.    

1
2
3
4
5

Comments (continue on reverse):  
