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CHECK-IN CHECK-OUT

NAME (Last, First, Middle)

CODE EFFECTIVE DATE

INSTRUCTION TO EMPLOYEE CHECKING-OUT: Follow Routing Sequence listed below and check-out with each department listed.  
Note: Check-out time must begin no later than:

INSTRUCTION TO EMPLOYEE CHECKING-IN: Follow Routing Sequence listed below and check-in with each department listed. 

INSTRUCTION TO INITIATOR: Number applicable boxes in Routing Sequence as appropriate and indicate building location as necessary. 

SEPARATION FROM THE STATION: RESIGNATION RETIREMENT OTHER

ROUTING 
SEQUENCE

BLDG. #

BLDG. #

*IMMEDIATE SUPERVISOR
EXIT INTERVIEW SUBMITTED EMPLOYEE INIT.  
https://home.navair.navy.mil/exit_interview 

DEPARTMENT OFFICE

BLDG. # 341INDUSTRIAL OCCUPATIONAL SAFETY AND HEALTH DIVISION (NAVOSH SAFETY)

BLDG. # 379TOOL CONTROL (TOOLROOM)

BLDG # 90, 2nd FLAIRSPEED DEPARTMENT (CONTINOUS PROCESS IMPROVEMENT)

QAS IN YOUR SHOP 
AREA

INDUSTRIAL QUALITY (QUALITY VERIFICATION) 
(Return your Certification Stamp and Individual Qualification Record (IQR)

QAS STAMP 
DATE

BLDG. # 94*COUNSEL GROUP (OFFICE OF COUNSEL)

BLDG. # 94
*ADMINISTRATIVE SUPPORT DIVISION (CORPORATE SUPPORT SERVICES) 
 (TRAVEL, AWARDS & DTS ODTA)

BLDG. # 334, 2nd FL
 COMMUNICATIONS SUPPORT OFFICER (COMMUNICATIONS SERVICES) 
 (PAGERS, CELL PHONES, ETC)

BLDG. # 334, 3rd FL*INFORMATION ASSURANCE SECURITY DIVISION (INFORMATION ASSURANCE OFFICE)

BLDG. # 94*INDUSTRIAL SECURITY DIVISION (SECURITY)

BLDG. # 94*COMPTROLLER GROUP (PAYROLL)

BLDG. # 601 X-RAY
 INDUSTRIAL OCCUPATIONAL SAFETY AND HEALTH DIVISION (OCCUPATIONAL HEALTH) 
 MON-FRI 0800 -1100 1300 -1500

Asterisk (*) in Routing Sequence denotes MANDATORY LOCATION INITIALS

ORIGINATOR SIGNATURE EXTENSION

ORIGINAL TO ORIGINATOR

YES NO

CIVILIAN CHECK-IN/OUT RECORD
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