Billeting

     Prior to your departure, Billeting will be notified (both by Air Transportation Office and HRM) of your scheduled departure.  SWAPPING OF ROOM KEYS IS UNAUTHORIZED, and subject to disciplinary action.  Billeting will conduct an inspection upon your scheduled departure, and will discover any unauthorized personnel residing in your trailer.

Medical Out-processing for departing personnel 
1. If you are leaving directly from BIAP and are DoD, DoS, or Military, you will need to medically out-process through the Palace/CJTF-7 Medical Clinic, Room S113. 

a. Click on this link to view the required video 

b. Report to Medical to complete out-processing paperwork/health assessment 

2. If you are leaving from Balad or Kuwait, you will out-process at that POD. 

3. If you have any questions, please feel free to contact SFC OHair in the Palace Medical Section, S113. 

Outprocessing Procedure 
�       The Checklist will direct personnel to accomplish the following actions:

o       Air Transport Office – fill out request form for air transportation

o       IT – Put in request to cancel Email accounts

o       Medical

o       Finance (Army Only)

o       CIF (Consolidated Issue Facility) – Turn in issued equipment

o       Billeting – Notify of departure.  Day of Departure, turn in linens and key

o       Passport/Visa

o       Chaplain’s Brief (Army only)

       The day before departure, HRM cross-references the next day’s flight manifest with their database and outprocessing log.  Departing personnel are identified, and Billeting is notified of departures.  The day of departure, Billeting checks the rooms of personnel who did not outprocess, and evicts any personnel who swapped keys

       The day of departure, turn in checklist and Palace ID Badge to HRM.  A temporary badge will be issued.  Coalition military personnel will be given a coin upon proper outprocessing.

       HRM Personnel will mark the person as departed in their database within 24 hours

Coin for Military Members
WhJASG-C(P) uniformed military personnel who outprocess properly will receive a coin when they turn in their outprocessing checklist.  These individually numbered coins (pictured below) were paid for and shipped to Iraq by Anheuser-Busch, and were intended for uniformed members only.  We will follow the intent of Anheuser-Busch and only issue the coins to uniformed military members, including Coalition military.   These rules will ensure that we have enough coins for JASG-C(P) all military members.  

