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CHECK IN                  PG            Date: ___________ 

CHECK OUT     GD           Postal Clerk Initials:    ___________ 
CHECK  OUT DATE:____________________ 

***PRINT NEATLY AND LEGIBLE*** 

PSC  808         BOX_______      FPO AE_09618______ 
 
NAME: ___________________________________________________________________________ 
     (PLEASE INCLUDE ANY DIFFERENT LAST NAMES)     (PLEASE INCLUDE ANY NICKNAMES) 
   
RANK/GRADE SPONSOR: ____________________ DOD ID# _________________________ 
 
BRANCH OF SERVICE   (Please circle one):      USN   USAF   USMC   USA   CONTRACTOR   GS EMPLOYEE  
 
**CONTRACTORS – ORDERS NEED TO STATE 6 MONTHS OR MORE FOR PSC RECEPTACLE. LESS THAN 6 MONTHS CALL POSTAL 
OFFICER BEFORE ASSIGNING.          
 
Projected Rotation Date (MONTH/YYYY): ___________ 
 
*(For PG ONLY) Estimated Date of Arrival:________________ 
 
*(For PG only): Sponsor Name:_______________Command:____________________DSN:___________ 
 
 FAMILY MEMBER NAMES: 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
PHONE NUMBER: _____________________________   
 
EMAIL ADDRESS:   ______________________________________________________________________  
   
 
(FOR CHECK OUT ONLY)    FORWARDING ADDRESS:  _________________________________________  
 
                                                _________________________________________ 
 
(CHECK OUT ONLY) EXPECTING ANY PACKAGES?_(  )YES How many?__________(  )NO 
 
"FOR OFFICIAL USE ONLY - PRIVACY SENSITIVE - Any misuse or unauthorized disclosure can result in both civil and criminal penalties." 

(For Post Office Use) 

o PSC Receptacle OPENED   /   CLOSED with BLOCKER + DD2262   Clerk Initials: _______ 
o Information Added/Removed from SP360; VERIFY in SP360 if they have packages/letter mail 

before you DELETE their account*   Clerk Initials: _______   Date: _______ 
o Packages Moved from PG Shelf to Delivery Shelf  /  Forwarded Packages to Forwarding Address 

Clerk Initials: _______    
o Updated AMPS   Clerk Initials: _______ 
o Information Added/Removed from PSC MAP     Clerk Initials: ________    
o Checked by Postal Officer/CPO/Assigned Postal Clerk: ________ 


