RSOI
OUT-PROCESSING CHECKLIST

(REVISED 26 April 2006)

Employee Name _____________________________________________________

Mission Assignment ___________________________________________________

Home District: _______________________________________________________

Departure Date:  _____________________________________________________

Expect to arrive home Date: ___________________________________________

Returning to work Date:________________________________________________

Did IM create a UPASS or email account for you in RFO? Circle   YES      NO
OFFICE/FUNCTION


Initials/Date                   
1.
Security                     


__________                


(keys, placards, etc.)

2.
Property                


__________


(cell phones, cameras, etc.)

3.
Logistics/Lodging


              



__________
4.
Information Management  

   
                                    

 __________

5.
Mission Manager/

EM Ops Supervisor (RFO Supv)
___________     

6.
Safety/Medical                 

___________

7.          Resource Management                      ___________
8.
Human Resources                    
___________ 

9.         Sent home in EngLink                        ___________             

(After-action comment sheets, Certificate, Safety/EAP packet, EngLink “send home.”)  If you have equipment issued to you by supply (flash lights, tape measurer, first aide kit, etc.) please turn into logistics.

_____________________
______________________
_____________________

HR Representative

On-Site Supervisor

Employee


