	
	10TH MISSION SQUADRON

TDY OUT/IN-PROCESSING CHECKLIST
	

	Last Name
	
	First name
	
	Rank
	

	SSAN
	
	Flight/Duty Section
	
	Rater’s Name
	

	TDY Destination
	
	
	
	
	

	Projected Departure Date
	
	Projected Return Date
	
	
	














 INITIAL/DATE

1.  PERFORMANCE REPORT/FEEDBACK SUSPENSES (Unit EPR/OPR Monitor; DP 3535)
_________________

a. Verify mid-term PFW requirements

b. Initiate Change of Reporting Official worksheets for all ratees (if required)
c.    Determine if EPRs are required and establish suspenses

2.  DECORATION SUSPENSES (Unit Decoration Monitor; DP 3535)



_________________

a. Ensure all pending decoration suspenses have been properly cleared 

b. Determine if member is responsible for any projected decoration action
3.  GOVERNMENT TRAVEL CARD (Bldg 5136, DP 3535)




_________________

a. Member should contact 1-888-472-1424 to determine account status/ensure account activation

b. CSS will provide member with unit GTC Payment Information Sheet

4.  UNIT DEPLOYMENT MANAGER (BLDG 1027, Supply Bldg: DP 2386)



_________________
              ***Obtain Mobility folder, dog tags, and shot records*** 





5.  DORM MANAGER (BLDG 1094. DP: 4229)
***Dorm Residents Only***


_________________

6.  COMMANDER’S SUPPORT STAFF (LAST STOP – 2 DUTY DAYS PRIOR TO DEPARTURE)

a. Adjust WAPS Test Date with Unit WAPS Monitor


_____________________

b. Verify/Update vRED Emergency Data                                              

_____________________

c. Confirm AMS/MyPay account access                                               

_____________________

d. Update Duty Status Departure Date (Non Contingency TDYs)

_____________________

e. Forward 1 copy of TDY orders (can be faxed/emailed)

              _____________________

              f.     Update CSS TDY log






_____________________

*** ALL ITEMS MUST BE COMPLETED PRIOR TO DEPARTING TDY***

(Checklist and orders can be faxed to us at x3538)


***TDY INPROCESSING***

(REPORT TO THE COMMANDER’S SUPPORT STAFF FIRST DUTY DAY BACK AT 0800)

   INITIAL/DATE

1.   COMMANDER’S SUPPORT STAFF (Commander Support Staff, DP: 3535)

__________________

a. Provide member’s with initial Inprocessing Checklist/Copy of orders

b. Provide member with any suspense items on file

2.   UNIT DEPLOYMENT MANAGER (BLDG 5136, DP: 2386)



___________________

a. Return mobility folder

b. Return dog tags and shot records

3.   COMMANDER’S SUPPORT STAFF (Commander Support Staff, DP: 3535)

__________________

a. Brief member on Government Travel Charge Card responsibilities 

       ***All GTC balances will be paid off NLT 30 days from TDY return date***

b. Update Duty Status Return Date in PC-III

c. Update STRD in PC-III

d. Have member Sign-in/Update member  on CSS TDY log 
e. Confirm Downtime start/return to duty dates












