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CUSTOMER COMMAND SERVICE RECORD CONTROL PROCEDURES

1.  Personnel Authorized to Check-Out Records
    a.  Service records will be checked out only by individuals

who are designated in writing by Commanding Officers/Officers in Charge. PASS Liaison Representatives (PLR) and designated personnel will be assigned individual Badge Codes and are responsible for the checking in/out of service records.  Service records may be checked out for five work-days. A limit of ten service records per command/per day/per visit to the Service Record Vault will be honored.  Requests for more than ten service records require a 24-hour notice.   

    b.  Customer commands are encouraged to limit the number of personnel designated in writing to check in/out service records. The number of personnel designated to check service records in or out is limited.  This is not intended to restrict access to service records, but to ensure accountability through minimum points of contact for both PSD Pearl Harbor and the customer command.

    c.  Written authorization from commands to add, delete or change a command’s Authorization List, must be forwarded to PSD Pearl Harbor for updating of the Access List Binder.  New letters will supersede all previously submitted correspondence.  

2.  Service Record Check-Out Procedures Using Bar Coding
    a.  Bar-coding labels will be prepared and placed on each service record jacket centered above the words “Enlisted Service Record.”  Each label will contain the member’s name and social security number (SSN).

    b.  Enclosure (2) will be used to request service records. The Service Record Vault Clerk will verify the SSNs of members 

checking-out service records with command designation letters.  Upon verification, service records will be scanned and check-out information will be entered into the CHECKMATE program. All PSD personnel will be assigned codes for internal checking out of service records and will use the same process when checking out service records.  The Pay Related Access (PRA) Custodian will ensure that all service records checked out by PSD personnel are properly tracked.

    c.  Enclosure (3) will be forwarded to customer commands to report overdue service records. Customer commands are required to comply and return all overdue service records on the requested date of return or liaison with the Service Record Vault for extension of return deadline.  Commands consistently experiencing overdue service records will not be able to check-out additional service records until outstanding records are returned.  In the case of an emergency, special arrangements can be made by contacting the Service Record Vault Leading Petty Officer or the Service Records Maintenance Division Officer.  

d. The bar-coded label and the CHECKMATE system will be

used to check in/out service records and track service records for accountability purposes.  

3.  Service Record Filing and Entries


    a.  The timely and accurate maintenance of service records  depends on record availability from the central control point (Service Record Vault) to the personnel who require the record to make entries or perform personnel actions. This instruction

establishes procedures which ensure that service records are promptly returned to the Service Record Vault, that all service record entries are promptly completed and that service record filing is accomplished daily. 

    b.  Adequate control must be established which requires supervisors to be aware at all times of the status of the filing of service record entries; and that backlogs do not occur or material for filing or service record action does not become lost.

4.  Service Record Control and Maintenance Procedures to complete assigned work within PSD Pearl Harbor are contained in enclosure (4).

5.  Service Record Check-Out Procedures When Bar Code System Fails.  In case of a system failure, a logbook will be readily available for logging in/out of service records while the system is being repaired for use. 
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