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Contingency/Exercise Deployment Out-Processing

Congratulations on your selection for a contingency deployment.  Our goal is to make your TDY out-processing as smooth as possible.  The second page of this checklist contains mandatory items that must be completed before the MPF Personnel Readiness Unit (PRU) may process your Contingency, Exercise, and Deployment (CED) Orders.  

This checklist also covers a majority of the agencies you will need to out-process for your TDY deployment.  You are required to complete all out-processing actions and complete all mandatory items listed prior to your final out-processing appointment.  Items listed are not in order of necessary completion; you may complete these items in any order.

If you have any questions or problems through your out-processing, please feel free to contact the PRU at 430-8666/4007 or your Unit Deployment Manager (UDM).


Required Out-Processing Actions for Contingency TDYs

FOR OFFICIAL USE ONLY (FOUO)

	Rank & Name (Please Print)


	SSAN


	Location

	Date Required In-Place (DRI)


	TDY Length

	PID:


	ULN/LNR
	Required AFSC:


	Item Description
	Signature & Date

	ACTION REQUIRED FOR CONTIGENCY EXERCISE DEPLOYMENT (CED) ORDERS

	Unit Commander/1st Sergeant has provided anthrax and small pox immunization education.  Member should receive this education prior to reporting to immunization clinic. (http://www.anthrax.mil) 
	____________________________                                        

CC/1ST Sergeant Initials/Date

	Medical Clearance

· Report to public health section of your servicing MTF. 

· Member must make appointment before arriving. 

· Member must be worldwide qualified by the MTF to deploy & must be current on annual PHA, DNA & HIV.

· Member must remember to obtain a copy of their updated AF Form 1480A or DD Form 2766 for your final out-processing. (AFI 47-101)
Appointment: _____________________________
	________________________________

Medical Records Representative Initials/Date

	Public Health

· Upon Completion of Medical & Immunization Clearance, member must contact Public Health to attend mandatory medical threat briefings and to be placed in the medical tracking program.

· Bring the following items to this appointment:

· Medical Records

· AF Form 1480A/DD Form 2766

· Immunization Records

· Immediately upon return from his/her deployment, member must report to Public Health to initiate all required medical follow-ups.

Appointment: _____________________________
	_______________________________________

Public Health Representative Initial/Date


	Item Description
	Signature & Date

	ACTIONS REQUIRED FOR CONTIGENCY EXERCISE DEPLOYMENT (CED) ORDERS

	Immunization Clearance

· Report to the Immunizations Clinic of your servicing MTF with your Immunization Records to obtain the necessary immunization IAW AFI 48-110.

· Member must hand carry shot records to deployed location.
	_____________________________________

Immunizations Representative Initials/Date

	Dental Clearance

· Report to dental clinic of your servicing MTF.
· Member must be worldwide qualified by the dental clinic to deploy. (AFI 47-101)
· Must make an appt. before arriving.
Appointment: ___________________________
	_______________________________________

Dental Clearance Representative Initials/Date

	Medical Self-Aid/Buddy Care

· Member must have Self-Aid/Buddy Care training before departure IAW AFI 36-2238.
	______________________________________

Unit Deployment Manager or Mobility NCO/Date

	Passport/VISA 

· Member ( ) DOES ( ) DOES NOT require a passport/visa.  If a passport or visa is required, PRU will ensure member is immediately scheduled for a passport appointment upon notification of deployment.  PRU is responsible for tracking completion of all passport requirements for deploying personnel. (Join Federal Travel Regulation and AFI 10-215)
	____________________________

PRU Representative Initials/Date

	Weapons Training

· IAW AFIs 26-2226 and 36-2227, members must be current, within 2 years, on weapons qualification for overseas areas and for the duration of their deployment.
· This action must be completed prior to the member’s departure.
· Member is required to wear BDUs or Flight Suit for this appointment.
· Member must qualify on the following weapon:
(  )9MM          (  )M16

Weapon Training Completion Date: _______________
	________________________________________

Weapons Training Representative Initials/Date


	Item Description
	Signature & Date

	ACTIONS REQUIRED FOR CONTIGENCY EXERCISE DEPLOYMENT (CED) ORDERS

	Unit Deployment Manager (UDM)/Mobility NCO/Base Supply

· Member has been provided a list of all required equipment on his/her orders.  Each unit’s UDM/Mobility NCO should obtain the necessary equipment for each individual.  If the UDM/Mobility NCO does not have the capability to obtain the equipment, then he/she should coordinate with the servicing supply unit for assistance. (AFI 23-110, Vol. 2, Part 2)
	______________________________

UDM or Mobility NCO Initials/Date

	Biological/Chemical Warfare

· Member must be current, within 1 year, in biological/chemical warfare and in individual Nuclear Biological Chemical (NBC) Defense Survival skills, IAW AFI 32-4001.
· If member is deploying with a Mobility “C” bag, member must obtain the “C” bag prior to class.  Instructors will size mask to fit members face.  If a “C” bag cannot be obtained prior to class, then the member must have his/her mask properly sized prior to departure.

· Personnel must have documentation that a mask fit test has been accomplished

Training Completion Date: __________________
	______________________________

UDM or Mobility NCO Initials/Date

	SFOR/KFOR Training (Balkans Area)

· See Reporting Instructions for locations requiring training.

· PRU must schedule a training date with 16ess.sfor@rheinmain.af.mil or 16ess.sfor2@rheinmain.af.mil (DSN 314-330-8015) per USAFE Reporting Instructions.  Member must have departure itinerary prior to scheduling training.  Member will spend a minimum of 2 days at Rhein Main AB for training.  The departure date must take this into account to meet DRI at deployed location.

SFOR/KFOR Training Date: ________________
	____________________________

PRU Representative Initials/Date


	Item Description
	Signature & Date

	ACTIONS REQUIRED FOR CONTIGENCY EXERCISE DEPLOYMENT (CED) ORDERS

	OSI/CID Briefing

· Contact OSI/CID for times to attend threat briefing and anti-terrorism training, IAW AFI 31-210.  Mandatory for all overseas deployments and must be completed within 6-months prior to deployment.  All members deploying in support of a contingency operation, must be issued JS Guide 5260 “Service Member’s Personal Protection Guide; A Self Help Handbook to Combating Terrorism”, and OCJS PC 5260, “Anti-Terrorism Individual Protective Measure” folding wallet card, which must be hand carried at all times.
	________________________________

OSI/CID Representative Initials/Date

	Force Protection

· All members deploying into the USAFE AOR must receive a FP briefing prior to departure.
Appointment: _____________________________
	________________________________

OSI/CID Representative Initials/Date

	Legal Office

· Servicing Legal Affairs Office will provide information on rules of engagement, Law of Armed Conflict (LOAC) (AFI 51-104), Human Rights Training, Power of Attorneys, Wills, and Responsibilities of single parents/joint spouse/military couples.
· https://wwwmil.usafe.af.mil/usafe_training/index.cfm
LOAC Training Completed On: _______________
	_________________________________

Base Legal Representative Initials/Date

	Travel Reservations

· Use of Military Air is directed.  Member must make travel reservations by going to TMO/CTO immediately.   Member does not need orders to make travel reservations.  Upon receipt of his/her travel reservations, please provide PRU a copy of the flight itinerary(s).  Member must have orders before he/she can pick up their tickets.  (AFI 24-101)
Flight#: __________ Departing: __________

   Time: __________ Arrive At: __________

    Date: ______________ Time: __________
	_________________________________

TMO/CTO Representative Initials/Date

	Education Office

· Members enrolled in off-duty education must report to the education office to complete all necessary actions IAW AFI 36-2306.
	_________________________________

Education Representative Initials/Date


	Item Description
	Signature & Date

	ACTIONS REQUIRED FOR CONTIGENCY EXERCISE DEPLOYMENT (CED) ORDERS

	Military Personnel Flight-Customer Service

· Ensure member’s DD Form 93, Emergency Data Card & SGLI reflects current information and provide member a copy of the DD Form 93 & SGLI.

· Ensure member & dependent’s ID cards are current with an expiration date of at least 30 days past the tour length stipulated on the DRMD or tasking message. (AFI 36-3002) 
	___________________________________

MPF Customer Service Rep Initials/Date

	Finance

· Stop by finance to determine and begin pay entitlements.
· Receive advance Travel Pay/Per Diem (if authorized, CED Orders required).

· Obtain and deploy with a copy of your most current LES prior to departure.
	_____________________________________

Finance Customer Service Rep Initials/Date

	Commanders Support Staff (CSS)

· Member is required to have weight/body fat checked and required to out-process their unit CSS.

· Member has been briefed on the procedures required to out-process their unit.

1. Weight and Body Fat Management Program (WBFMP) (AFI 40-502)

· Member IS in the WBFMP

· Member IS NOT in the WBFMP

2. WAPS Monitor

· Unit WAPS Monitors must verify that all enlisted members are not scheduled for WAPS testing during the TDY period.

· Members with projected line numbers, who may be promoted while deployed, must hand carry a letter signed by the Unit Commander stating member is eligible for promotion and that there are no factors hindering promotion.

3. Retainability

· Must ensure all enlisted personnel have sufficient retainability to complete the length of the TDY
· Determine if the member is projected to reenlist during the TDY then counsel member on possible options.

4. VRED on VMPF

· Ensure member completes VRED on VMPF at www.afpc.randolph.af.mil

	__________________________________

Commanders Support Staff Initials/Date


	Item Description
	Signature & Date

	ACTIONS REQUIRED FOR CONTIGENCY EXERCISE DEPLOYMENT (CED) ORDERS

	5. EPR/OPR Requirements

· No EPR/OPR required.  Member is cleared to deploy.
· Member is required to report to the CSS prior to departure to ensure required report(s) have/have not been accomplished.
6. DEROS Election (Overseas Personnel Only)

· Member’s DEROS is: ____________________
· Member has been briefed on the DEROS Election option program IAW AFI 36-2110.
7. Family Care Program

· Member’s AF Form 357, Family Care Program IS current IAW AFI 36-2908.

· Not Applicable

8. Retirement Action

· Member will be within 60 days of retirement upon completion of TDY.

· Member will not be within 60 days of retirement upon completion of TDY.

9. PCS Action

· Member will PCS within 30 days from TDY completion date.

· Member will not PCS within 30 days from TDY completion date.

10. Records Review RIP & DÉCOR 6

· Member is required to hand carry a Records Review RIP & Décor 6 to the deployed PERSCO.

· Member was issued a Records Review RIP & Décor 6. Date Issued: _______________

11. SATE Training Certification (ONW, OSW, OIF, and OEF only)

· All personnel deploying to Operations NORTHERN WATCH (ONW) and Operation SOUTHERN WATCH(OSW) are required to accomplish Security Awareness Training and Education (SATE) Training 90 days prior to deployment.

· Unit SATE Monitor

· I certify that mbr has completed SATE Training 90 days prior to deployment on: ______________


	______________________________________

Unit Commanders Support Staff Initials/Date


	Item Description
	Signature/Date

	ACTIONS REQUIRED FOR CONTIGENCY EXERCISE DEPLOYMENT (CED) ORDERS

	12. MyPay Pin Number

· Members departing for a TDY in excess of 30 days must have current PIN prior to departure.

13. Promotion Recommendation: (In addition to this promotion recommendation, the normal procedures i.e., withhold memo, deferral memo, non-recommendation memo, or promotion recommendation on the unit eligibility roster(s) must be completed.)
· Promotion to E-4 and below: 

       ( ) IS ( ) IS NOT recommended for promotion to the grade of ___________ on _____________ 

· Promotion to E-5 and above: 

( ) IS ( ) IS NOT recommended for promotion to the grade of ____________ on _____________

· To SSgt/MSgt: Date PME completed ____________________

· Not Applicable

If recommended, I certify there are no factors to withhold the promotion (AFI 36-2502, Table 21.1).

_______________________________


Promotion Auth Signature/Date

14. CSS Final Clearance

· Member has cleared the CSS
· Member has not cleared the CSS
	_________________________________

Unit Commanders Support Staff//Date

	FINAL CLEARANCE STATMENTS

	· Member’s Clearance Statement

· I have been briefed on all out-processing requirements and have completed all actions listed above.

__________________________________________________________

(Members Signature & Date)

· SQ Commander’s Clearance Statement
· I certify that this member meets all line remarks, is qualified/have waiver attached and has completed this checklist, has all necessary items and required training for this deployment, and was officially notified of this deployment on _____________________.
__________________________________________________________

(Commanders Signature & Date) ONLY



	PRU FINAL OUT-PROCESSING (ONE DUTY DAY PRIOR TO DEPARTURE)

	

	· Member is required to bring the following items to their TDY destination.

	
	Medical Clearance Letter

	
	Passport/VISA

	
	Identification Tags (Dog Tags)

	
	Current LES

	
	Immunization Records

	
	Government/State Driver’s License (If applicable)

	
	Geneva Convention Card (Medical/Chaplains Only)

	
	Small Arms Marksmanship Card (AF Form 522) or Computerized Training RIP

	
	OJT Records (E-6 & below), CDC Material if in upgrade training

	
	AF Form 1480A/DD Form 2766 (Summary of Health Care)

	
	Mobility Bags

	
	Minimum of 10 copies of CED Orders

	
	Eyeglasses (Spare pair & CWD Inserts)

	
	Prescription Medication (Enough for duration +30 days)

	
	Identification Card and Line Badge (If applicable)

	
	Personnel Accountability (10 or more personnel deploying together)

	
	Airline Tickets/Copy of AMC Flight Itinerary (may be picked up 3 days prior)

	
	Copy of Emergency Data Card, DD Form 93 from VRED

	
	Copy of SGLI

	
	Records Review RIP and Décor 6

	
	Records Review Listing (USAFE OPERATIONS ONLY)

	
	SATE Training Certificate

	
	Ancillary Training RIP(s)/Certificate (LOAC, Force-Protection, etc.)

	
	Receive a completed Employment & Locator Card, AF Form 245

	
	Other:

	I certify that I have completed all out-processing actions and have all mandatory equipment, training and supply items as specified.  I also understand that I must hand carry the original copy of this checklist along with all documents listed above and turn it into the deployed PERSCO Team upon arrival at the deployed location.

(Member’s Signature & Date)

_______________________________________________________________________________________

(PRU Representative Signature & Date)
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