Department of the Navy

Officer in Charge

Personnel Support Activity Detachment

650 Center Dr.

Pearl Harbor, HI 96860-4100

CHECK-OUT SHEET

	NAME (Last, First, Middle):
	RANK/RATE:
	SOCIAL SECURITY NUMBER:



	CURRENT COMMAND:
	CURRENT UIC:
	COMMAND TRANSFERRING TO:



	OFFICE
	CLERK’S INITIALS
	DATE CHECKED OUT

	1.  MEDICAL
	
	

	2.  DENTAL
	
	

	3.  BEQ/BOQ OR HOUSING OFFICE
	
	

	4.  COMMAND PASS LIAISON REP (PLR)
	
	

	5.  EDUCATIONAL SERVICE OFFICE (ESO)

     ENLISTED PERSONNEL ONLY (SERVICE

     RECORD REQUIRED)
	
	

	6.  PSD ID CARD DESK:

     UPDATE DEERS INFO (ALL PERSONNEL)
	
	

	7.  TRANSFER CLERK:

     CHANGE SMART/CAC CARD ENTITLEMENT

     TO COMRATS
	
	

	8.  TRANSFER CLERK:

     PICK UP SERVICE RECORD, PLANE   

     TICKETS, ORIGINAL ORDERS (DAY OF 

     TRANSFER ONLY)
	
	


TO CHECK OUT WITH PSD YOU MUST HAVE THE FOLLOWING ITEMS:

1.  Transfer evaluation/FITREP (Enlisted personnel only);

2.  Security clearance records (all personnel);

3.  Medical and dental records (no need to present them at PSD, but check-out sheet must be properly 

     annotated).

IF YOU INTEND TO DRAW TLA YOU MUST HAVE THE FOLLOWING ITEMS:
1.  Itemized receipt (must show “paid in full” and should include room rate, tax rate, and parking rate.  

     Note:  Occupancy tax is not reimbursable; and

2.  Termination of Government Quarters statement and TLA Authorization from the Housing Office, if 

     terminating government quarters; or

3.  Termination of Lease statement from landlord or rental agency indicating date moved out of rental 

     quarters and household goods bill of lading, if terminating civilian quarters.

TRANSFER CLERK:

