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	DEPARTMENT OF THE AIR FORCE
         10 MISSION SUPPORT SQUADRON

              USAF ACADEMY COLORADO

CREATED: January 1994

OPR: HQ ACC/IMPSP (W. Bryson)


MEMORANDUM FOR MEMBER

FROM:  DPMAR

SUBJECT:  PCS Relocation Instructions and Information

SECTION 1 - PERMANENT CHANGE OF STATION (PCS) RELOCATION PREPARATION ACTIONS.

The Personnel Relocations Element (PRE) briefed you concerning this relocation during the initial preparation interview.  To assist you in completing certain requirements associated with your relocation, please read the information checked in the following paragraphs as they apply to your move.  (If you have any questions concerning your preparation, do not hesitate to ask.  Our purpose is to have you thoroughly advised and prepared for this relocation.)

(  ) a.  Travel.  The PRE explained your particular travel requirements.  You must travel by the least-cost mode, TDY en route or TDY and return or PCS if applicable.  If travel mode causes undue hardship, you may submit a waiver request.

(  ) b.  Flight Reservations.  You must take the AF Form 1546, Request for Flight/Surface Reservations, provided to you during the initial relocation interview, to Professional Travel no earlier than 60 days prior to your departure from USAFA.

(  ) c.  Special Orders.  You will receive your special orders no later than 3 duty days after turn-in of mandatory relocation processing documents (i.e., overseas medical/dental clearances, HIV testing letter, Family Member Medical Clearance, etc.)  You were briefed on what documents are required for receipt of orders at the initial relocation interview.

(  ) d.  Sponsor Program.  A sponsor was automatically requested for you at the new unit.  If you do not hear from your sponsor within 30 days of your departure, you should contact the PRE at extension 9396/8761.

(  ) e.  Identification.

     (1)  You need a valid identification card, ID tags, and may also require a photograph before you depart this station.  If your ID card is not current, you must visit the MPF Customer Service Element, Bldg. 5136, Room 100.  All military personnel should also check with Customer Service to ensure their DD Form 93, Record of Emergency Data, is current and up-to-date.  You must have identification tags and chain-set prior to departure.  If you do not currently have these tags and chain-set, stop by the MPF Personnel Readiness Section, Bldg. 5136 Room 105, extension 2144, to obtain them.  If you need a photograph, the PRE will prepare a request for you to take to the Photo Lab located in Bldg. 2354, Room 2J11.  If you have family members who will not accompany you, ensure that their identification credentials remain current during your absence.

     (2)  If you are in the medical or chaplain corp, you may require a DD Form 1934, Geneva Convention Identity Card for Medical and Religious Personnel Who Serve in or Accompany the Armed Forces, if you are going on an overseas assignment.  Contact the MPF Customer Service Element for further information.

     (3)  Defense Enrollment Eligibility Reporting System (DEERS).  If you are being reassigned overseas, either accompanied or unaccompanied, you should enroll your dependents in DEERS before departing PCS.  To enroll your dependents, take your marriage license, children’s birth certificates, and other documentation that establishes dependency to the Customer Service Element in the MPF.  If you are not sure about your dependent’s enrollment, contact the Customer Service Element at extension 8786.

(  ) f.  Military Pay.  Your pay entitlements are an item of primary concern during PCS.  The PRE is providing you with a copy of attachments 1 and 2 to this letter.  You should review the pay information in the attachments and comply with their instructions.

(  ) g.  Customer Service Element.  This section is located in Bldg. 5136, Room 100.  They can assist you on a variety of subjects, such as insurance, power of attorney, Red Cross, Air Force Aid, and Family Services.  If you plan to apply for Permissive TDY for house hunting per AFI 36-3003, Customer Service will brief you on the requirements.

(  ) h.  Unit Orderly Room.  This activity will debrief you concerning safeguarding security information and complete a Security Termination Statement, if required.  They will determine whether you incurred a duty and travel restriction according to AFI 31-501.  Your orderly room will counsel and furnish you a memorandum if any duty and travel restrictions are incurred.  To satisfy the above requirements, the MPF PRE will furnish your commander a letter for your supervisor or commander to complete and return to the MPF.

(  ) i.  Immunizations.  Go to the base medical facility located in the hospital to begin your immunizations.  Complete all immunizations before your departure.  The MPF PRE provided you with appropriate letters that you must return during final interview.  If your dependents will accompany you, ensure all their immunizations are complete.

(  ) j.  Flying Status Requirements.  (ALL ACTIVE AND INACTIVE PERSONNEL)  All flying requirements must be current per AFI 36-2212 (if appropriate).  You must report to the Host Operations Systems Management  (HOSM) office to pick up your Flight Record file.  Include your Flight Evaluation Folder as part of that file.  Bring the entire file to your final out-processing interview.

 (  ) k.  Weapons Qualifications.  AFI 36-2226 requires weapons qualification for certain personnel before departure for overseas assignments.  The MPF PRE briefed you on this requirement during the initial interview.  If you are current, and the expiration date is after arrival in the overseas area, no further action is required.  If you do need training, contact combat arms (CATM) at extension 4449.  Failure to complete this training before final out-processing may delay your departure.

(  ) l.  Clothing Requirements.  Officers are responsible to meet personal clothing requirements before departure.  Enlisted members will use AFI 36-2903 to determine an appropriate inventory.

(  ) m.  Clothing Certification - ENLISTED PERSONNEL.  Accomplish this requirement through your unit.

(  ) n.  Government Drivers License Training.  If you have a PCS Processing Code (PPC) requiring certification on a particular vehicle, the MPF PRE gave you a letter during the initial relocation interview requesting an OF 346/AF Form 2293.  Your Vehicle Control Officer will schedule you for the required training and licensing prior to your departure.

(  ) o.  Transportation Counseling.  When you get your assignment orders, report to the Traffic Management Office  in Bldg 5136, Room 207, extension 3007.  Transportation personnel will advise you concerning dependent travel, shipment and storage of household goods, mobile home, unaccompanied and excess baggage, tool kits, firearms, privately owned vehicles, and pets.  If you want to ship a mobile home, inform the MPF PRE so we may authorize it on your PCS orders.

(  ) p.  Secretarial Waiver for Second Dislocation Allowance (ALL PERSONNEL).  If you departed your last duty station within this fiscal year and are departing your present duty station before the start of the next fiscal year, the MPF must request a secretarial waiver for a second payment of dislocation allowance within the same fiscal year.  If you do not receive a secretarial waiver before your departure you  may not be paid dislocation allowances for you and your family.  If you are in doubt, check with us.

(  ) q.  Military Family Housing.  If you are occupying military family housing, visit the Base Housing Office for clearance prior to departure.  Failure to complete clearance of base housing could result in administrative action.  Also, all eligible military personnel may submit an advance application for military family housing after publication of permanent change of station orders.  Contact the Base Housing Office to submit an advance application for housing.  Remember to report to the Housing Referral Office (HRO) at your new duty station before entering into a commitment for off-base housing.

(  ) r.  Moving of Dependents on PCS.

     (1)  Command Sponsored.  If you qualify for travel of dependents at government expense to accompanied-by-dependents areas and desire your dependents to accompany you, exercise extreme care when completing AF Form 1466, Request for Family Member’s Medical and Educational Clearance for Travel.  In many overseas areas, adequate medical care is not available for all conditions dependents may have.  Special education classes for some types of handicaps often are not available.  To ensure that absence of needed medical care or education services does not cause a hardship for your family, identify these conditions (any conditions requiring regular, frequent, special medical care or special education or training) on the AF Form 1466.  Through this, a determination can be made regarding the proper care at the gaining location.  Also, if dependency has not been established or verified in the previous 12-month period, report to the local Financial Services Organization (FSO) for counseling.

     (2)  Noncommand Sponsored.  Relocating noncommand sponsored dependents is highly discouraged.  Noncommand sponsored dependents are not authorized access to medical, educational, housing and commissary facilities, even if available.  An AF Form 1466 for command sponsorship may be submitted at  a later date.

(  ) s.  Dependent Care Responsibilities.  Air Force members must make adequate dependent care arrangements to permit them to fulfill a full range of military obligations.  If you plan to take dependents overseas to a location covered by a noncombatant evacuation operation (NEO) plan, you must also make adequate advance arrangements for the evacuation and care of your dependents.  Your unit commander can answer questions concerning dependent care responsibilities.  In planning for the PCS, you should make sure you have sufficient funds to defray the costs of supporting dependents at the new location.  The INTRO program provides information needed to plan for the care of dependents at the new location.  Your sponsor at your new duty station can provide you with detailed information on the average expense in getting settled and availability of dependent care facilities.

(  ) t.  Passport Requirements.  If you are relocating to an area requiring passports or visas, you must have birth certificates with the official seal of the state agency for you and your dependents.  The Department of State rejects passport applications submitted without valid birth evidence (a previously issued passport is acceptable).  Submit passport applications ASAP, but no later than 15 days after initial relocation interview.  The average time for routine processing is 75 days, and delays in application processing could result in not receiving passports in time to travel with the sponsor or to meet other travel plans.  If you do not have valid birth evidence in your possession, contact the PRE immediately for the proper address to request it and costs.  Receipt of birth certificates from state agencies can take as long as 2 months.  If you do not require a passport prior to departure to the overseas area, we recommend you take an official birth certificate with you to the overseas area.

(  ) u.  Special Security Investigation Requirement.  If you were selected for an assignment requiring access to Sensitive Compartmented Information (SCI), you must complete a new DD Form 398, DOD Personnel Security Questionnaire (PSQ).  You cannot depart PCS until final SCI access determination is made by the gaining MAJCOM.  Therefore, do not take any actions to relocate family or household goods until the PRE notifies you of your acceptance for the SCI position.  Processing delays could cause extension of your Report Not Later Than Date (RNLTD).  Denial of SCI access will result in assignment cancellation.  

(  ) v.  You must have all spectacles required by AFI 44-117, Ophthalmic Services, before you depart.  Report to the medical facility to pick up spectacle inserts for the MCU-2/P mask.

(  ) w.  En Route Medical and Dental Care.  If you require medical or dental care while en route, go to the nearest Uniformed Services Medical Treatment Facility.  If you need treatment at a civilian facility, have the treatment bill mailed to the nearest Air Force Medical Treatment Facility.  If you are hospitalized in a civilian facility, notify the nearest Air Force Medical Treatment Facility (Patient Affairs Office) as soon as possible.

(  ) x.  Additional Weight Allowance.  If you are relocating overseas, you may be entitled to ship additional weight for household goods.  Be sure the relocation clerk discusses this subject with you during counseling.

(  ) y.  Dental Clearance.  Report to the base dental clinic within 10 duty days of assignment notification for an examination when your assignment is to an overseas area.  The PRE gave you a separate letter of instruction regarding this requirement.

(  ) z.  Tri-Care Family Member Dental Plan and Space Available Dental Care:

     (1)  Overseas PCS.  Family dental care overseas is on a space available basis only.  There are also cases when dental care will not be available from civilian sources at certain overseas locations.  If your dependents are going to accompany you on this assignment, and they are enrolled in DDP, we recommend you take advantage of your entitlement prior to moving overseas.  If all of your dependents are accompanying you overseas, we encourage you to disenroll from the DDP immediately on arrival at your overseas location.  If some of your dependents are remaining in the 50 states, Puerto Rico or the US Virgin Islands, you may continue your enrollment in the DDP if you desire.  Disenrollment from the DDP is strictly voluntary; it will not happen automatically.

     (2)  CONUS PCS.  Space available dental care for dependents is extremely limited at CONUS locations.  When you arrive at your new location, contact the Health Benefits Advisor (HBA) and determine if you want to enroll in DDP.  If you are already participating in DDP, your enrollment continues when you go PCS.

SECTION 2 - OUT-PROCESSING ACTIONS

In addition to completing your required relocation preparation actions, you must also take care of your personal obligations.  The following list of base agencies provides you an indication of areas to which you may be obligated.  This list may not be all inclusive.

1.   Individual Equipment Unit.  Turn in organization equipment (flying gear, field equipment, tools, other) unless required for en route training.  Check with your Relocations clerk for required items.

2.   Vehicle and Weapons Registration.  Clear personal vehicles and weapons for shipment.

3.   Pass and Identification.  Turn in restricted area badges and check the expiration of ID cards.

4.  Unit of Assignment.  Check ration card, Enlisted Performance Reports, Officer Performance Reports, and other unit matters (includes individual mobilization augmentee supervisory actions, to include completion of OPR/EPR, if required).  Request a copy of the unit’s outprocessing checklist.

5.  Library.  Return books and publications.

6.  Officer and Enlisted Open Messes.  AFI 34-101 requires that members of open messes satisfy any indebtedness before departure.

7.  Unit Mail Room - Postal Service Center.  Tell your mailroom about your assignment.  Get copies of Postal Derive Form 3576, Change of Address - Correspondence/Publishers/Businesses, to notify correspondents and publishers of your new address.  Postal law and regulations prohibit forwarding of other than first, third, and fourth class mail from the United States to overseas military post offices, and from overseas military post offices to the United States.  You should notify publishers of  newspapers and periodicals of your change of address as soon as possible.  Contact Defense Accounting and Finance Center when a bond allotment mailing address has changed.

8.  Recreation Services Supply.  Turn in sports equipment.

9.  Personal Obligations to Individuals or Business Firms.  Satisfy or make arrangements for continuance.

10.  Education’s Services.  If enrolled in an off-duty education program, report to the Education Services Office to complete necessary tuition forms.  If you are not enrolled in an educational program, the Education Services Office will send your education records to the MPF.

11.  Shipment of Pets.  Obtain necessary clearance from the Base Veterinary Services before your departure.

12.  Linen Turn-In.  Do this before your departure.

13.  Dependents’ Outpatient Records.  You have the option of either hand-carrying your dependents’ outpatient records or having them mailed to the appropriate medical facility at your new permanent duty station.  If you choose to hand-carry them, you must pick them up at the appropriate hospital records section.  We recommend you pick up this record one (1) week before you depart.  If you elect to have your dependents’ medical records mailed, you must complete DD Form 2138, Request for Transfer of Outpatient Record.  The MPF will mail your dependents’ dental records.  NOTE:  Your spouse must sign the AF Form 1942, Clinic Index, before the records will be released to the sponsor.  You must sign for the records using AF Form 1942.

14.  Suggestion Office.  If you have one pending, provide the suggestion officer with your forwarding address.

15.  Automobile Insurance.  If you are going overseas, and intend to drive a car while assigned at your new duty station, you should obtain a letter of reference from your current automobile insurance company before departing PCS.  This letter will help you get automobile insurance upon arrival at your new duty station.

16.  Lodging.  If you wish to make advance reservations for temporary lodging facilities, contact the base billeting office or your sponsor before departure.

17.  House Hunting.  AFI 36-3003 authorizes permissive TDY for the purpose of house hunting for members relocating PCS.  If you require further information on this subject, contact the MPF Customer Service Element.

18.  Civilian Appraisals.  Submit them prior to your departure.

19.  Automated Data Processing Equipment (ADPE) Custodian.  If you are an ADPE custodian you must clear through the local Communications Unit, Equipment Control Officer (ECO) prior to departure.  Failure to clear your account will delay your out-processing.

20.  Chemical Warfare Defense Training (CWDT).  If you are relocating to an overseas base and have already completed CWDT, visit your local CWDT provider for training completion documentation prior to departure.  This could prevent you from attending unnecessary training once you arrive in the overseas area.

21.  Government Credit Card Program.  If you have a government credit card, you must process through you unit program manager prior to departure.  You can either turn in the card or transfer the account.  Your unit or base program managers can provide information and assistance.

22.  Environmental Health Services (EHS).  If you are active in the Air Force Occupational Safety, Fire Prevention and Health Program, you must process through the base EHS, with your AF Form 55, to meet training documentation requirements outlined in AFI 91-302.

23.  Per Federal Acquisition Regulation (FAR) 13.301 you are to report to 10 ABW/LGCW (Contracting/IMPAC) Bldg 8110, x 3-4683; 45 days prior to departure date to the Billing Official.

24.  Departure Date.  Your (estimated/actual) departure date is_______________.  You  should contact the Relocations Element, extension 2140, two weeks prior to departure to establish a final outprocessing date and time.  Your final outprocessing appointment will be the day of or the day prior to your departure date, IT CANNOT BE ANY OTHER DAY!!!

25.  Final Outprocessing Appointment.  Make sure you bring the following with you to your final outprocessing appointment (you are required to be in uniform to outprocess):


a.  Military Travel Authorization (MTA - Portcall Tickets).  Remember to supply Passenger Travel passport numbers of dependents when picking up tickets!!!! Pick up tickets NET 5 days prior to departure.  If assignment is cancelled, ensure portcall reservations are cancelled.


b.  Relocation Processing Letter DPMAR FL-3


c.  AF Form 522, Small Arms Card (provided by the Orderly Room)


d.  AF Form 623, OJT Record (not required for MSgts and above) provided by your 

                supervisor.


e.  Form 5, Flight Records (obtained from Peterson AFB Flight Management Office).


f.  Stan Eval Records (obtained from CWOV, bldg. 9207)


g.  Dependent no-fee passport and/or VISA


h.  Metal ID Tags/Shot Records

i..  Dependent Medical Records (Dependents 18 years of age or older will have to be there 

     to pick up their records)


j.  Ready Augmentee Training Folder (provided by the Orderly Room).


k.  AF Form 2130, Dental Records


l. AF Form 2170, Medical Records (Hospital)

26.  Records.  The following records may be forwarded to MPF Relocations Element (when you call to set up your final outprocessing appointment, verify these records have been sent to us, if they haven’t been sent to us you will have to stop by the appropriate office to pick them up):


FORM


TITLE


LOCATION

Duty Phone


AF Form 186

Education Records
Education Office

3-2269




AF Form 1360

Motor Vehicle Qualification
Transportation Officer
3-3679





Record (Driver’s Record)






          **Individual Equipment

Supply Office

3-3433





Memoranda

**Individual Equipment Memoranda (You must clear through their office and bring the clearance memoranda to DPMAR upon final outprocessing or have IEU forward it to DPMAR prior to outprocessing).


\\signed\\
KERRIE A. PILLOW, TSgt, USAF








NCOIC, Relocations


10th Mission Support Squadron

Attachments:



 



1.  Servicing Military Pay for Your Assignment



2.  Related Entitlements Fact Sheet





SERVICING MILITARY PAY FOR YOUR ASSIGNMENT

Duty Phone: 4298

PART I.  Your Financial Plan

The Financial Services Organization (FSO) is a service organization.  During your transfer, your pay will require service that goes beyond the normal day-to-day interest you and the FSO have in your pay.  In order for the FSO to service your pay in the most efficient manner, we ask you to take the following actions:

Review your latest Leave and Earning Statement (LES).  Determine your financial obligations and develop a plan compatible with your financial status.  You will not receive an LES during your PCS, however, a military pay call number is available for up to date payroll information 1-800-755-7413.  This may also be obtained through the Employee/Member Self Service (EMSS) website, http://emww.dfas.mil/emss.htm
Determine if you will make a change in the financial organization currently receiving your direct deposit.

Know what your entitlements are to military pay and travel pay before, during, and after, as a result of your transfer.  Review the FM website to get current housing rates, mileage charts, and travel information.

HTTP://INTRAWEB.USAFA.AF.MIL/FMF.


Make sure you have a Government Travel Card (GTC).  Government travelers are required to use their GTC for all official travel, effective 1 May 00.  The GTC replaces FSO provided travel advances and members may obtain a cash advance from ATMs for out-of-pocket expenses such as taxis, tips, parking, meals, or where the card is not accepted.  Once you arrive at your new duty station, have your unit GTC program coordinator transfer your card to reflect your new permanent duty station.

If you plan to transport your dependent (step or adopted) children or dependent parents at government expense, do you have a current dependency determination on file at the FSO?  If you do not have a current dependency determination on file, report to the Financial Services Organization not later than 5 workdays after your relocation processing review.  NOTE:  A favorable dependency determination for issue of identification cards, medical benefits, or basic allowance for quarters does not satisfy the requirement for dependency for travel.

If your dependents are relocating overseas, and there is a possibility they may need a SSN while overseas, we recommend you obtain the SSN before their departure from the CONUS.

Part II.  The FSO and Your Pay

Before your projected departure date, contact the Financial Management Customer Service office to make any change to your pay and to initiate transfer actions.  Provide three copies of your PCS orders to the FSO, these will be used to update your pay and travel records.

FSO REPRESENTATIVE NAME_____________________________________/DATE CONTACTED__________

If you are going PCS overseas on an unaccompanied tour, you must provide documentation to the FSO at your gaining base of the housing information for you dependents in CONUS in order to expedite processing of your Housing Allowance entitlements on behalf of your dependents.

In addition, if you are going on an unaccompanied tour as a result of denied dependent travel due to medical reasons or you had a disapproved Join-Spouse Assignment with children involved, the Secretary of the Air Force may waive the provision that prohibits payment of FSA-II at an accompanied tour area.  Request waiver immediately upon notification of denied dependent travel or disapproved Join-spouse Assignment since payment cannot be made until authorized.





PCS RELATED ENTITLEMENTS FACT SHEET

This fact sheet was developed to inform members on permanent change of station (PCS) related entitlements.  While id does not contain every entitlement a person may have as a result of relocation, it does provide a brief synopsis of available entitlements and includes a base-level point of contact to provide further assistance in relocation counseling.  The base-level point of contact is responsible for assisting any member who desires additional counseling on a particular entitlement.  The fact sheet must be provided to each member by the MPF, Personnel Relocation Element, during their relocation interview in accordance with AFI 36-2102, paragraph 1.3.5.3 Note: some of the following entitlements require special authorization, therefore, you should contact the P.O.C. before taking any action.

TOPIC 1:  ADVANCE PAY

DISCUSSION:  Military members may receive an advance of basic pay to assist with PCS expenses.  The advance is normally limited to one month of basic pay (less deductions) but can be up to three months of basic pay (less deductions) with adequate justification and approval from your commander.

POINT OF CONTACT:  Financial Services Office, 4298

TOPIC 2:  HOUSING AND STATION ALLOWANCES

DISCUSSION:  Members being assigned to a duty station outside the United States may be paid a housing allowance called Overseas Housing Allowance (OHA).  This allowance is paid at the rate prescribed for the member’s duty location, rank and dependency status.  In addition, members assigned outside the CONUS may be paid a Cost-of-Living Allowance, again, at the rate prescribed for the duty location.

POINTS OF CONTACT:  Financial Services Office, 4298 and Housing Management Office, 2100

TOPIC 3:  FAMILY SEPARATION ALLOWANCE (FSA)

DISCUSSION:  FSA 1 (BAH II at the “without dependent” rate) is payable to a member who is on permanent duty at a location to which movement of dependents is not authorized at the expense of the United States and the member’s dependents do not reside at or near the location; and government quarters are not available for assignment to the member.

FSA II ($100.00 a month) is intended to help defray the expenses associated with being separated from the family to include normal maintenance around the dependent’s household that would normally be performed by the military member.  A member who voluntarily elects the unaccompanied tour in an area where an accompanied tour is authorized is normally entitled to FSA.  Members who must serve an overseas-unaccompanied PCS assignment because of denied dependent travel or disapproved Join Spouse Assignment can apply for a Secretarial Waiver for payment of FSA at their local FSO prior to departing on the assignment.  Since FSA payments are effective upon date granted payment can only be made after the authorization and retroactive payments are not authorized, members who delay application will have to apply for a correction of records to receive retroactive payments.

POINT OF CONTACT:  Financial Services Office, 4298

TOPIC 4:  DISLOCATION ALLOWANCE (DLA)

DISCUSSION:  DLA is based on the member being with or without dependents on the effective date of the PCS orders or orders directing the member to move in connection with the closure or realignment of a military installation.  Single members, military couples with out dependents and members who do not relocate their dependents are entitled to DLA at the without dependent rate when they complete a PCS move, but only if they are not assigned to government quarters at their new permanent duty station.  DLA rates are contained in the Joint Federal Travel Regulation Volume 1, par. U5605.  Note: DLA is not authorized on the firs and last move.

POINT OF CONTACT:  Financial Services Support Office, 4298

TOPIC 5:  TRAVEL TIME

DISCUSSION:  The amount of time an individual is authorized to travel from one location to another in conjunction with a PCS/TDY move.  The amount of time varies based on the mode of travel and the distance.  It may also include authorized time for delivery or pick up of a privately owned vehicle (POV) to and from a port or storage facility.  (See Topic 16 for additional information).

POINT OF CONTACT:  Financial Service Office, 4298

TOPIC 6:  IN-PLACE AND CONSECUTIVE OVERSEAS TOUR LEAVE TRAVEL (IPCOT/COT)

DISCUSSION:  Unaccompanied/accompanied members and command-sponsored dependents that accompany the member on both tours may be authorized funded round trip transportation not to exceed the cost to their home of record when they serve another tour at the same location or are assigned from one overseas duty station to another overseas duty station.  Travel is performed between assignments unless deferred.  If deferred, entitlement must be initiated within 1 year of member’ date arrived station or the date member enters the IPCOT.

POINT OT CONTACT:  Financial Service Office, 4298

NOTE:  Refer to topic 9 for information on Temporary Lodging Incident to a Permanent Change of Station (TLA/TLE) and top 15, Member and Dependent Travel Allowances.

TOPIC 7:  RETENTION OF GOVERNMENT CONTOLLED FAMILY HOUSING

DISCUSSION:  Families of sponsors assigned to an overseas restricted remote/short tour or to an unaccompanied tour of 24 months or less who occupy government quarters, including leased units in CONUS, Alaska, or Hawaii at the time of departure of the sponsor, may continue to occupy those quarters until entitled to continue occupancy until the sponsor returns or reports to the next permanent duty station.  Contact the Housing Management Office if you want your dependents to continue residing in base housing.

POINT OF CONTACT:  Housing Management Office, 2100

TOPIC 8:  ADVANCE APPLICATIONS FOR MILITARY FAMILY HOUSING

DISCUSSION:  Eligible personnel may submit an advance application for military family housing at any time after they have received PCS or active duty orders.  Within CONUS, the effective date of an advance application is the first day of the month prior to the month in which the member will arrive at the gaining installation (sign in month).  If PCSing to an overseas area, the effective date of advance applications is the first day of the month prior to the departure date from CONUS month stated in the PCS Orders.

POINT OF CONTACT:  Housing Management Office, 2100

TOPIC 9:  TEMPORARY LODING INCIDENT TO A PERMANENT CHANGE OF STATION (TLA/TLE)

DISCUSSION:  There are two separate allowances paid to partially reimburse members for the added expenses incurred while occupying temporary lodging incident to a PCS move.  Temporary Lodging Expense (TLE) applies to CONUS only and is payable for temporary lodging occupied by member and dependents before departure from the old permanent duty station and after arrival at the new permanent duty station when per diem is not otherwise payable.  A maximum rate of $110.00 per day is authorized for a total of 10 days.  However, only 5 days are authorized if move from CONUS to overseas.  TLE is not payable at the first duty station for officers or last duty station for enlisted or officers.  The second allowance is Temporary Lodging Allowance (TLA) which is authorized overseas only and payable upon initial arrival (sign-in) and immediately prior to departure (sign-out) from a permanent duty station pending completion of arrangements for permanent living accommodations.  TLA is usually paid in 10-day increments.  A non-availability of government quarter’s statement is required to support TLE or TLA claims.

POINTS OF CONTACT:  Housing Management Office (TLA)/Billeting (TLE), 2100 and Financial Service Office, 4298

TOPIC 10:  HOUSING RELOCATION ASSISTANCE PROGRAM (HRAP)

DISCUSSION:  Effective 1 Oct 90, installation family housing offices began providing enhanced family housing relocation assistance to service members and their families.  Family housing counselors provide counseling on buying and selling a home, property management, and renting.  The enhanced program will also include providing destination area information while service members is at their current base of assignment.

POINT OF CONTACT:  Housing Management Office, 2100

NOTE:  Refer to topic 2 for information on Housing and Station Allowances and topic 16 for Household Goods (HHGs) – Amount/Storage/Local Movement

TOPIC 11:  PERMISSIVE TDY (PTDY) FOR HOUSE HUNTING

DISCUSSION:  Time, up to eight or ten days, during which service members are authorized to be temporarily absent from their normal duties, mission permitting.  Losing commanders may authorize up to ten days for traveling to or in the vicinity of a new permanent duty station to secure off-base housing prior to a PCS move (signing out).  Up to eight days the gaining commander may approve PTDY after signing in.  PTDY may be authorized to relocate family members to a designated place when going to an unaccompanied tour overseas.  In this instance the losing commander authorized up to eight days PTDY.  PTDY is non-chargeable leave.  Member must keep records of house renting and purchasing efforts.  PTDY ends when housing is secured.  Additional absence is charged as leave.  PTDY is not authorized if member is returning to an established household, even if intent is to move.  Space-available travel is authorized.

POINT OF CONTACT:  Military Personnel Flight, 2277/2140/41

TOPIC 12:  PROCEED TIME

DISCUSSION:  A period of four consecutive days absence is authorized in conjunction with PCS to/from an unaccompanied overseas assignment to individuals (regardless of marital status)  who relocate dependents and/or household goods.  It is not authorized on first PCS or separation/retirement.  Also, it is not permitted on close-proximity moves.  Designed to accommodate off-base actions associated with relocation.

POINT OF CONTACT:  Military Personnel Flight, 2140/41

TOPIC 13:  DIRECTED TRAVEL ROUTING FOR PCS-ASSOCIATED TRAINING

DISCUSSION:  To prevent a hardship, members may request a change to the directed travel routing for PCS-related training.  The travel options available are TDY en route PCS, TDY return/PCS, and PCS/TDY return.

POINT OF CONTACT:  Military Personnel Flight, 2140/41

TOPIC 14:  HOUSEHOLD GOODS (HHG) WEIGHT EXCEPTIONS

DISCUSSION:  Members being assigned to/from an overseas duty station where an administrative HHG weight restriction has been imposed may request additions to their restricted weight allowance.  However, under no circumstances will the total HHG weight allowance exceed the authorized limit prescribed in the Joint Federal Travel Regulations.

POINTS OF CONTACT:  OPR:  Civil Engineer Housing, 3007

NOTE:  Refer to topic 15 for information on Member and Dependent Travel Allowances, topic 17 for Do-it-yourself (DITY) Moves and topic 18 for Privately Owned Vehicle (POV) Shipment.

TOPIC 15:  MEMBER AND DEPENDENT TRAVEL ALLOWANCES

DISCUSSION:  There are three methods for accomplishing PCS travel.  These are (1) Government provided transportation, (2) reimbursement for personally procured commercial transportation and (3) payment of monetary allowance in lieu of transportation when travel is by privately owned conveyance.  In addition to these allowances,  members and dependents are authorized a per diem allowance to cover the costs associated with meal and lodging during the authorized travel time.  When the member has a TDY en route, the member alone is authorized a per diem allowance for the TDY period.  These allowances may be paid in advance.

While the above outlines your basic travel entitlements, you should consider some of the following items prior to determining how and where you and/or your dependents will travel:


- Use of move than two privately owned conveyances (POC) (to transport member and 
dependents) and  authorization to be reimbursed (MPF).

- Prefer to use a port of embarkation (or debarkations) other than the one closest to your duty station (TMO)


-Want to take leave in an oversea area and, therefore, require circuitous routing (don’t forget to ask 
about the restrictions on using foreign carriers ) (TMO)


- If you serve an unaccompanied tour overseas, what is the travel options for dependents?  (MPF)


- Your new overseas duty station is in an area where dependents are authorized; when can they 
travel concurrent or delayed? (MPF)

NOTE:  Prior to purchasing personally procured transportation contact your TMO for restrictions, failure to comply with restrictions can result in non-reimbursement.

TOPIC 16:  HOUSEHOLD GOODS (HHG)-AMOUNT/STORAGE/LOCAL MOVEMENT

DISCUSSION:  Member making a PCS move is authorized the transportation of their HHGs within their prescribed weight allowance.  In addition, temporary or non-temporary storage of HHG may be authorized in conjunction with the move.  For member ordered to occupy or vacate government quarters, the transportation of HHGs within the local area may be approved.

POINT OF CONTACT:  Traffic Management Office and Housing Management Office, 4429, for Local Moves

TOPIC 17:  DO-IT-YOURSELF (DITY) MOVES

DISCUSSION:  Members entitled to the transportation of household goods (HHG) at government expense my obtain approval to move the HHGs themselves and receive an incentive payment (normally, 95 percent of what it would cost the government).  To receive an incentive payment, the member must obtain approval from TMO prior to the movement of household goods.  If pre-approval is not obtained, reimbursement maybe based on an actual expense only basis, contact TMO for further information.

POINTS OF CONTACT:  OPR:  Traffic Management Office, 4429, OCR:  Financial Services Officer, 4298

TOPIC 18:  PRIVATELY OWNED VEHICLE (POV) SHIPMENT AND STORAGE

DISCUSSION:  Member may be authorized to transport or store one POV at government expense when they are assigned to/from an overseas duty station.  There are however, oversea areas where such shipments are prohibited.  Additionally, shipment of foreign-made vehicles purchased while overseas from overseas, or between overseas areas is normally prohibited.  Certain overseas areas are exempt and some individual exceptions do exist.  Check with your Traffic Management Office before purchasing a foreign-made vehicle overseas.  In conjunction with POV shipments, the member is authorized an allowance to deliver the POV to the port and to pick it up from the port.  This monetary allowance is for round trip transportation as defined in the Join Federal Travel Regulation, Chapter 5, Part E.  Individuals are authorized allowable travel time to deliver and pick up their POVs.  When a POV is used, the allowable travel time is based on 350 miles per day, and when an airline is used, the travel time is normally one day based on a constructive air schedule.  Permissive TDY cannot be used for this type of travel.  POVs can be delivered to or picked up from a port one-way.


- Prior to departure from the old station.  Member receives the one-way round trip monetary 
allowance and allowable travel time as explained above.


- During the PCS en route status (includes travel days and chargeable leave if travel days are 
exceeded to  port or permanent duty station).

- After arrival at new duty station when POV is at port awaiting pick up.  Members may proceed to 
port and  receive the monetary allowance and allowable travel time as explained above.  Ensure the 
following  documents are available:


-- Valid Military ID Card


-- Seven copies of PCS orders


-- Power-of-attorney (if applicable) and DD Form 788, Private Vehicle Shipping Document


-- A complete set of keys and insurance papers, if applicable.

- For reimbursement, members submit PCS order, DD Form 788, and travel voucher to finance.  
Visit you  local Traffic Management and Finance Offices for further information.

A member may be entitled to store one POV for members ordered to a foreign OCONUS PDS to which shipment of a POV isn’t permitted, or sent TDY on a contingency operation, for more than 30 days.  This does not allow for storage of more than one POV>

POINTS OF CONTACT:  OPR:  Traffic Management Office, 4429, OCR:  Military Personnel Flight, 2277

