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CONTRACTOR CHECK IN/OUT SHEET
RANK
NAME
MOS/JOB TITLE
MAILING ADDRESS
HOME PHONE/CELL PHONE
WORK PHONE
JOIN DATE
BUSINESS ENTERPRISE OFFICE
ISO MGMT REP
TRAINING MGMT SYSTEM
ATFP
CBRNE
EO REP
ADMIN SECTION
ENVIRONMENTAL
SAFETY
MCSF-BI POLICE DEPT (PASS & ID)
VEHICLE DECAL
VERIFY BIC BADGE
CLEOC/RECORDS CHECK
MCSF-BI S-6/ISMO
ORDERS/TVL CLAIM
DTS (TRAVEL)
MAIL CLERK
ADMIN CHIEF
SECURITY MANAGER (OFFICE 232A)
SRB/UD
COMPANY COMMANDER
DEPUTY DIRECTOR
COMMANDING OFFICER
BIC NUMBER
I hereby certify that I have checked in/out with all required activities. 
Member's Signature
**ADMIN IS THE VERY LAST SECTION SEEN IN  THE CHECK IN/OUT PROCESS**
ADOBE 8.0
BIC ADMIN 1000/4 (Rev. 1-12) PREVIOUS EDITION ARE OBSOLETE
PRIVACY ACT STATEMENT
Information contained on this form is maintained under the Systems of Records Notice OPM/GOVT-2, Employee Performance File System Records (June 19, 2006, 71 FR 35347).  AUTHORITY:  Sections 1104, 3321, 4305, and 5405 of title 5, U. S. Code, and Executive Order 12107.  PRINCIPLE:  Current and former Federal employees (including SES appointees). PURPOSE:  These records are maintained to ensure that all appropriate records on an employee's performance are retained and are available (1) To agency officials having a need for the information; (2) to employees; (3) to support actions based on the records; (4) for use by the Office in connection with its personnel management evaluation role in the executive branch; and (5) to identify individuals for personnel research.  ROUTINE USE:  To consider and select employees for incentive awards, quality-step increases, merit increases and performance awards, or other pay bonuses, and other honors and to publicize those granted. This may include disclosure to public and private organizations, including news media, which grant or publicize employee awards or honors.  DISCLOSURE:  MANDATORY for processing awards in the system.
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