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PSD PEARL HARBOR INTERNAL SERVICE RECORD CONTROL AND 

MAINTENANCE PROCEDURES

     The Service Record Vault, Transfer Section and Separation Section have established procedures for the maintenance and control of service records.

     Service records checked out by authorized employees internally must be properly checked out and returned to the Service Record Vault within five working days. However, in the case of the Transfer and Separation sections service records would not be returned. Both sections will provide the Service Record Vault, via email or the Detaching Information Report, the complete information of all personnel transferring.  This enables the Service Record Vault to properly change, modify or delete the information in the CHECKMATE program on a weekly basis.

     For those members who have retirement dates 30 days or over, the service records will be checked-out for maintenance and will be returned to the Service Record Vault upon completion of the retirement packets. Service records can be checked out 30 days before the detachment of the member for separation processing.           
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