OPERATION SMOOTH MOVE FOR OTS STUDENTS

Information and Briefing provided by the following 

Maxwell-Gunter AFB Agencies:
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Health Benefits, TRICARE Office

Family Housing Office

Legal Office, Claims Section
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FAMILY SUPPORT CENTER SERVICES

INFORMATION AND REFERRAL



FAMILY READINESS




Resource Library





Deployment Information Packages

Information Bank of Community Resources


Coping With Separation


On-Base and Off-Base Referrals



Heart’s Apart Moral Call Program









Pre-Deployemnet Workshops









Reunion Workshops

CAREER FOCUS PROGRAM




FAMILY LIFE EDUCATION



Spouse Employment Assistance




Counseling Assessment

Career Counseling





Family Life Education Resource Bank

Job Information Referrals




Marriage Enrichment

Job Search Classes





Parenting Workshops

Resume Assistance





Eldercare Workshops

Employment Resource Center




Children’s Special Needs

VOLUNTEER RESOURCE PROGRAM



TRANSITION ASSISTANCE

Base-wide Volunteer Job Bank




Families in Transition

Job Referrals






Employment Resource Center

Recognition Programs





Job Search Assistance

Volunteer Training

FINANCIAL MANAGEMENT 




RELOCATION ASSISTANCE

Financial Planning





Newcomer Programs and Tours

One-on-One Financial Counseling



Sponsor Packages/Training

Investment Planning





SITES Packages

Insurance and Banking





Smooth Move Workshops


Managing Credit





Overseas Move Programs/Information










Lending Closet




AIR FORCE AID SOCIETY




Relocation Videos/Information
Emergency Loans and Grants




Youth Relocation Programs

Education Grants





Individual Move Assistance Planning


Scholarship Resource Network

Nursing Mothers Program

Child Care for PCS Program

Give Parents A Break

Respite Care Program

DIFFERENT SERVICES, DIFFERENT NAME, SAME SUPPORT!

AIR FORCE:  Family Support Center

ARMY:  Army Community Services Center

NAVY:  Family Service Center

FAMILY SUPPORT CENTER’S 

RELOCATION ASSISTANCE PROGRAM
Congratulations on your new assignment!  Relocating to a new base can be one of the most stressful aspects of military life, and can be a bit overwhelming for even the most experience mover.  So whether you’re PCSing to another base, retiring, or separating from the service, the Family Support Center has information and services to help you make decisions and take charge of planning your next move.  Our services are available to military personnel, DoD civilians, retirees, and their family members.  Some of the services we provide include:

STANDARD INSTALLATION TOPIC EXCHANGE SERVICE (SITES):  Updated quarterly, SITES brochures contain information on military installations worldwide.  This computer product is available upon request and contains installation, community, housing, relocation, education, employment, child and teen services, medical, support services, and survival tips for first termers.  This reference is yours to keep.  SITES can also be accessed through the Internet at (http://www.dmdc.osd.mil/sites)

CROSSROADS:  This Air Force Web Site was established to allow fast access to all DoD sites and provides current information on all Air Force installations.  Included in crossroads are links to web sites in the immediate area of each installation.  These web sites are generated by area businesses, chamber of commerce, colleges, and community agencies and provide quick access to important relocating personnel.  This web site can be accessed through the Internet at (http://www.afcrossroads.com)

BOOKS, VIDEOS and LANGUAGE TAPES: We offer installation videos and numerous resources available to you for checkout.  Chamber of Commerce listings, language tapes, country information, culturegrams and much more are available for checkout. These contain valuable information to share with your family and can be checked out or reviewed in our Center.

AUTOMAP/RAND MCNALLY TRIPMAKER/STREET ATLAS USA:  Computer software to help you plan a route to your new location.  Specific directions and a map help you find your way!

FAMNET:  A Family Support Center (FSC) worldwide computer network, which provides immediate access to information/assistance from gaining base.  Last minute change of plans and emergencies can be coordinated with the gaining base’s FSC to insure sponsor is immediately notified of short-notice changes.  

OVERSEAS AND STATESIDE MOVE WORKSHOPS:  Moving overseas is a unique experience and requires specific preparation.  This workshop is designed to help families prepare for an overseas assignment through focusing on cultural adaptation and managing an international relocation.  A panel of representatives from each country will be available to discuss the assignment one-on-one.  For families moving stateside, this workshop will prepare you for your next assignment.  Representatives form Legal, TMO, Family Support, Medical-TRICARE, Housing, Military and Travel Pay, and Outbound Assignments provide necessary information for planning your PCS whether your move is overseas or stateside. 

KIDS ON THE MOVE/JUNIOR SMOOTH MOVE:  These workshops focus on issues that children and teens have regarding the relocation process.  The programs are held at the youth center and are held on a quarterly basis. 

JOB SEARCH ASSISTANCE FOR SPOUSES:  The Family Support Center has a Career Focus Program that focuses on assisting spouses of active duty members find employment.  Assistance with resume writing, interviewing skills, networking, and job search skills is also available.  The Career Focus Program is linked to all installations worldwide and can help spouses find out about employment at the new location before arrival.  There is also an employment resource center available with worldwide job listings at the Family Support Center. 

LOAN CLOSET:  The loan closet at the Family Support Center has a large selection of kitchen dishes, cookware, utensils and certain appliances for loan at no cost.  We also have futons, folding tables, chairs, ironing boards, irons and some baby items.  These items can be loaned out for 30-day intervals. 
PERSONAL FINANCIAL MANAGEMENT PROGRAM:  If you are planning properly for your PCS move, you will consider your personal finances a top priority.  You should plan ahead, because only 70% of out-of-pocket expenses is reimbursable during a PCS move.  The Family Support Center has a financial planner on staff to help you with your financial plan so that you will be prepared.  

If you are interested in any of the services outlined above,  call the Family Support Center at 953-2353, Maxwell, or 416-1237, Gunter Annex.  We have a staff of friendly professionals that will help make your PCS move a pleasant experience.

CATEGORIES CONTAINED IN YOUR SITES FILE:

www.dmdc.osd.mil/sites

INSTALLATION:





HOUSING:

Installation Overview





Housing Allowances

Must Know Items





Housing Overview

Geographically Separated or Satellite Locations


Government Housing

Nearby Installations (Listed Separately in SITES)

Utilities

Regulations






Commonly Referenced Numbers



RELOCATION SERVICES:

Major Unit Listing





Overview

Transportation




 

Relocation Assistance

Commissary and Exchange Operations



In Transit Emergencies









Financial Preparedness

LOCAL COMMUNITY:





Exceptional Family Member Program (EFMP)







Household Goods In-bound Shipments

Local Community Overview




Household Goods Out-bound

Time Zone Chart





Shipments

Climate







Household Goods Claims and Weight Allowances                                                                                     POV inbound and outbound Shipments

Events Calendar





Pet Shipments


Cultural Attractions





Boarding/Kennels/licensing/Quarantines

Recreation Opportunities




Veterinary Services

Military Related and Civic Organizations



Reporting and Separation Procedures

Shopping






Billeting and Unaccompanied PCS

State and Community Social Service Agencies


Non-Profit Social Service Agencies



SUPPORT SERVICES:


Religious Activities





Overview

Community Transportation




Family Centers/ Information & Referral









Financial and Emergency Assistance









Family Advocacy

EDUCATION:






Single Member Services

Education Overview





Support Groups

Public and DoDDS Schools




Recreation Services

Private Schools






Chapel Services and Programs

Colleges and Universities                                             

Drug and Alcohol and Legal Assistance

Adult or Continuing Education




Special Education





CHILD AND TEEN SERVICES









Overview

EMPLOYMENT:





New Parent Program

Employment Overview





Child Care Programs on and off Installation  






Schools, Religious Programs

Federal Civilian Employment for Spouses


Things to Do, clubs, social, recreation

Permanent Employment Resources



and sports

Temporary Employment Resources



School age Care and Special Events

Non-Paid or Volunteer Opportunities



Youth Employment and Youth Centers


Chambers of Commerce




For Teens Only

Private Sector Employment




Government Employment




SURVIVAL TIPS FIRST TERMERS

Professional or Occupational Licensing



Overview

Networking Opportunities




Before You Move









After You Arrive

MEDICAL AND DENTAL:




Reporting Procedures

Overview






Travel Planning

Medical Services Directory




Vehicle Ownership

Health Benefits Advisor, TRICARE and CHAMPUS

Housing and Billeting

Community Hospitals





Money Matters

Programs

Dental Services Directory 

Family Member Dental Plan


INTERNET RESOURCES FOR RELOCATING PERSONNEL

MILITARY RELOCATION INFORMATION

	Air Force World-Wide Community Web Site
	http://www.afcrossroads.com

	Defense Finance and Accounting Service (DFAS)
	http://www.dfas.mil

	International Military Relocation Center
	http://www.imrc.org

	Information on Installations/Tourism
	http://www.militaryliving.com

	Link to Air Force MAJCOMS and Installation Web Sites
	http://www.af.mil/sites

	Military Acclimate, Map Your Move
	http://www.militaryacclimate.com

	Military Assistance Program (MAP)
	http://dticaw.dtic.mil/mapsite

	Military Relocation Wizard
	http://www.homefair.com/wizard/wizardmil/html

	Military Relocation Network
	http://relomilitary.com

	Military/Civilian Resources
	http://www.afpc.randolph.af.mil

	Maingate.com
	http:www.maingate.com

	Per Diem Travel and Transportation Rates and Allowances
	http://www.dtic.mil/perdiem

	Standard Installation Topic Exchange Service (SITES)
	http://www.dmdc.osd.mil/sites


COMMUNITY RELOCATION INFORMATION

	Alta Vista Local Links to Cities in the U.S.
	http://localaltavista.com

	Best Places.net Links to 1000 City Profiles
	http://www.bestplaces.net

	City Knowledge
	http://www.cityknowledge.com

	City Search
	http://www.citysearch.com

	Community Chambers of Commerce
	http://www.chamberline.net

	Cites World-Wide
	http://travel.excite.com

	Excite City Guides
	http://www.excite.com/travel/countries/united_states

	Lycos City Guide

	http://travel.lycos.com/destinations/North_America/USA

	Netscape Local Channel
	http://home.netscape.com/local

	Official City Sites
	http://officialcitysites.org/usa/htm

	U.S. Postal Service Mail Forwarding and Change of Address
	http://new.usps.com

	USA Hotline (All U.S. States and Cities)
	http://www.gohotline.com

	USA City Link
	http://www.usacitylink.com

	Yahoo Get Local Links to U.S. States and Cities
	http://local.yahoo.com


GENERAL RELOCATION INFORMATION

	Free Relocation Packages
	http://www.internetrelo.com

	Homebuyers USA Relocation
	http://www.homebuyersusa.com

	Insiders’ Guide – Relocation
	http://www.insiders.com/relocation

	Many Relocation Links
	http://www.homefair.com/home

	Mortgage 101
	http://mortgage101.com

	Relocation Central
	http://www.relocationcentral.com

	Relocation Links on Moving, Insurance, Travel, etc
	http://www.4relo.com/city.htm

	Relocation Net
	http://www.relolinks.com

	Virtual Relocation
	http://www.virtualrelocation.com

	Welcome Wagon
	http:www.welcomewagon.com


INTERNATIONAL RELOCATION INFORMATION

	American Relocation Center
	http://www.buyingrealestate.com

	Consular Information, Embassies
	http://www.cdc.gov

	Foreign Language Information
	http://www.travlang.com/languages

	Drivers Manual for Germany
	http://www.rmv.hqusareur.army.mil

	Global Hotline (Cites and Countries Around the World)
	http://www.gohotline.com

	Guide to International Living
	http://www.escapeartisit.com

	GMAC Global Relocation Services
	http://gmac-relocation.com

	Immigration Laws/Worldwide U.S. Consular Offices
	http://us-immigration.com

	International Real Estate Digest
	http://www.ired.com

	InternetRelo.com
	http://www.internetrelo.com/international.htm

	International Cities
	http://www.travel.excite.com

	Information on Travel Around the World
	http://www.lonelyplanet.com

	Relocation Resources International
	http://www.rriworld.com

	Trip Planner for International Cities
	http://www.fodors.com

	U.S. Government Travel Advisories
	http://www.travel.state.gov/travel_warnings.html


REAL ESTATE/RENTAL INFORMATION

	Agent Finder
	http://www.agentfinder.com

	All Real Estate Search
	http://www.allre.com

	American House Hunting Online
	http://www.house-hunting.com

	America’s Real Estate Connection
	http://www.bestteam.net/realestate/arec

	AMS HomeFinder Relocation Resource
	http://amshomefinder.com

	Apartment Rentals
	http://www.springstreet.com

	Apartment Rentals
	http://www.rent.net

	Apartment Rentals Nationwide
	http://www.apartmentsnationwide.com

	Apartments Nationwide
	http://www.aptguide.com

	Better Homes and Gardens Real Estate Service
	http://bhg-real-estate.com

	Century 21 Real Estate Corporation
	http://www.century21.com

	Coldwell Banker Online
	http://www.coldwellbanker.com

	ERA Real Estate
	http://www.era.com

	Employee Relocation Council
	http://www.erc.org

	Home Scout
	http://homescout.homeshark.com

	Homes.com
	http://www.homes.com

	HomeWeb.com
	http://www.homeweb.com

	House Hunt
	http://www.househunt.com

	Information Real Estate
	http://www.inforealestate.com

	Internet Real Estate Directory
	http://www.ired.com

	Listing of Properties “For Sale By Owner” 
	http://www.owners.com

	MLS Real Estate Center
	http://www.newmls.com

	Mortgage Rates
	http://www.bankrate.com

	Moving Calculator and Mortgage Qualification Calculator
	http://www.homefair.com

	New Homesale.com
	http://www.newhomesale.com

	Open House America
	http://www.openhouse.net

	Property America Real Estate
	http://www.propertyamerica.com

	Prudential Real Estate Network
	http://www.prudential.com/realestate

	Real Estate Property Listings
	http://www.realtor.com

	Real Estate Property Listings
	http://realestate.yahoo.com

	Realtor Finder
	http://www.realtorfinder.com

	Realty Locator
	http://www.realtylocator.com

	RE/MAX Real Estate Network
	http://www.remax.com

	Rent.net
	http://www.rent.net

	Real Estate Net
	http://www.real-estate.com

	Virtual Relocation (Real Estate, Community and Schools)
	http://www.virtualrelocation.com

	U.S. and International Real Estate Listings
	http://www.homebuyer.com

	Yahoo Real Estate
	http://realestate.yahoo.com


EMPLOYMENT INFORMATION

	America’s Job Bank
	http://www.ajb.dni.us

	Best Jobs USA
	http://www.bestjobsusa.com

	Career Mosaic
	http://www.careermosaic.com

	Career City
	http://www.careercity.com

	Career Expo Virtual Job Fair
	http://www.careerexpo.com/pub/tableofcontents.html

	Career Shop
	http://www.careershop.com

	Career and Job Search Information
	http://www.service.com/cm/cm1.html

	Classified Listings
	http://www.classifieds.yahoo.com

	Career Path Home Page
	http://careerpath.com

	E-Span Career Companion Directory
	http://www.careercompanion.con

	Employment Opportunities and Resume Postings
	http://galaxy.einet.net/GJ/employment.html

	Federal Jobs – Office of Personnel Management (OPM)
	http://www.usajobs.opm.gov

	Federal Jobs
	http://www.fedjobs.com

	Federal Jobs Worldwide
	http://www.fedworld.gov/jobs/jobsearch.html

	Internet Career Connection
	http://iccweb.com

	International and Overseas Job Search
	http://overseasjobs.com/resources/jobs.html

	Job Web
	http://www.jobweb.org/search/jobs

	Monster Board of Jobs
	http://www.moster.com

	Nationwide Job Search
	http://www.nationjob.com

	Online Career Center
	http://www.occ.com

	Public Sector, State and Non-Profit Agency Jobs
	http://www.jobsingovernment.com

	TOP Jobs USA
	http://www.topjobsusa.com

	Skill Search
	http://www.internet-is.com/skillsearch

	World Wide Job Seekers
	http://www.harbornet.com


TRAVEL INFORMATION 

	Driving Directions
	http://www.delorme.com/mapngo

	Interactive World Atlas
	http://www.tripquest.com

	Maps, Hotel Database and Car Rental Information
	http://www.travlang.com

	Personalized Maps
	http://www.mapquest.com

	Traveling with Pets
	http://www.petswelcome.com

	Travel Facts
	http://www.travelfacts.com


EDUCATION INFORMATION

	Information on K-12 Schools in the U.S.
	http://dir.yahoo.com/education/K_12

	Financial Aid for Education
	http://www.cs.cmu/~finaid/finaid.html

	Day Care Centers, Preschools, Assisted Living, Retirement
	http://www.careguide.net

	Department of Defense Schools
	http://www.odedodea.edu

	Information on School Districts Nationwide
	http://www.theschoolreport.com

	Scholarship and Financial Aid Information
	http://www.fastweb.com


HEALTH INFORMATION

	AARP
	http://www.AARP.org

	Administration on Eldercare
	http://www.aoa.dhhs.gov

	Family Member Dental Plan
	http://www.ucci.com

	Government Website for Health Information
	http://www.health.gov

	TRICARE USA
	http://www.tricare.osd.mil

	TRICARE Europe
	http://webserver.europe.tricare.osd.mil


YOUTH AND RELOCATION

	Complete Relocation Guide for Children
	http://www.atlasvanlines.com/kids/html

	GMAC Relocation Services – Moving With Children
	http://www.gmac-relocation.com/children.htm

	Information for Youth about the Air Force
	http://www.af.mil/aflinkjr

	Kid Source Online – Tips to Make Moving Positive for Children
	http://www.kidsource.com/kidsource/content5/movingtips/html

	Military Teens on the Move
	http://dticaw.dtic.mil/mtom

	Military Child Development Program
	http://dticaw.dtic.mil/milchild

	Moving with Kids
	http://www.usps.gov/moversnet/kids2.html

	Traveling With Children
	http://www.tips4trips.com/tips/chiltips.htm


TRICARE

WHAT ARE WE DOING?

· Increasing health care options

· Augmenting with civilian health care networks

TRICARE OFFERS…

· Better Access
· Choice of health care plans
· Consistent, high-quality health care benefits
· Dental care for active duty families
CHOICES FOR CARE:

· TRICARE Standard

- New name for old CHAMPUS program

· TRICARE Extra
- Preferred Provider Organization

· TRICARE Prime

- Active Duty members automatically enrolled

- Family members must decide

TRICARE STANDARD (CHAMPUS)

· Choice of civilian doctors

· Cost shared by the government

· Military hospital/clinic on space-available basis

· Treatment can be expensive

TRICARE STANDARD COSTS

· Each fiscal year, pay first (deductible)

- $50 for one family member (E-4 and below)

- $100 for family

- $150 for one family member (E-5 and above

- $300 for family

· Government pays 80% afterwards

· You pay excess charges up to 115% of max allowable charge

TRICARE EXTRA

· Choice of doctors in contractor network

· Same deductible as TRICARE Standard

· Government pays 85%

· No excess charges

· Military hospital or clinic on space available basis

TRICARE PRIME

· No Enrollment Fee

· Guarantees timely access

· Family members enroll at TRICARE Service Center

· Remain in TRICARE Prime for 1 year

· Assigned Primary Care Manager – military or civilian

PRIMARY CARE MANAGER

· Health care professional

· Provides and coordinates your total health care

· Works in military or civilian hospital/clinic

· Different costs

- Military PCM visits free

- Civilian PCM visits $6-$12/visit

TRICARE PRIME ACCESS STANDARDS

· Primary Care:

- 1 day for urgent care

- 1 week for routine visit

- 4 weeks for well care visit

- Travel Time: 30 minutes/20 miles

· Specialty Care

- PCM determines

- Generally, no longer than 4 weeks

- Travel Time:  60 minutes/40 miles

ENROLLMENT PORTABILITY

· Move from region to region without interruption in coverage
- Covered by Primary Care Manager until you enroll in new location

· Remember that you DO NOT disenroll in Prime before you leave this base

TRICARE DENTAL PLAN

· For family members of active duty personnel

· Must enroll separately from medical

· Coverage ranges depending on treatment

· Annual maximum:  $1,000 per patient

- Orthodontics - $1,200 lifetime per patient

DENTAL PLAN COSTS

· $8.09 per month for single coverage

· $20.33 per month for family coverage

· No deductible

TRICARE REGIONS

Region 1, Northeast:  1-888-999-5195 

Europe: 1-888-777-8343

Region 2, Mid-Atlantic: 1-800-931-9501 

Latin America: 1-888-777-8343

Region 3, Southeast:  1-800-444-5445              
Puerto Rico: 1-888-777-8343

Region 4, Gulfsouth:  1-800-444-5444

Region 5, Heartland: 1-800-941-4501

Region 6, Southwest:  1-800-406-2832

Region 7/9,  Central:  1-888-874-9378

Region 9, Southern California: 1-800-242-6788

Region 10, Golden Gate: 1-800-242-6788

Region 11, Northwest: 1-800-404-0110

Region 12, Tricare Pacific:  1-800-777-8343

FILING A CLAIM FOR HOUSEHOLD GOODS

 WITH THE LEGAL OFFICE
PRE-MOVE:

· Photographs and/or video tapes can be used to identify the condition of your property

· Appraisals are non-reimbursable

· $40,000.00 maximum payable—maximum on individual items

· Insurance

- Private Insurance

- Replacement Cost Coverage

- Lump Sum Value Coverage

INVENTORY:

Symbols:





Location Symbols:

CP:  Packed by Carrier




1:   Arm

7: Rear

PBO:  Packed by Owner



2:  Bottom
8:  Right

CD:  Carrier Disassembled



3:  Corner
9:  Side

DBO:  Disassembled by Owner



4:  Front
10:  Top

PB:  Professional Books




5:  Left

11:  Veneer

PP:  Professional Papers



6:  Legs

12:  Edge

PE:  Professional Equipment

B&W:  Black and White TV

C:  Color TV

Exception Symbols:

BE:  Bent





MI:  Mildewed




BR:  Broken





MO:  Moth-eaten

BU:  Burned





R:  Rubbed

CH:  Chipped





RU:  Rusted

CU:  Contents & Condition Unknown


SC:   Scratched


D:  Dented





SH:  Short

F:  Faded





SO:  Soiled

G:  Gouged





T:  Torn

L:  Loose





W:  Badly Worn

M:  Marred





Z:  Cracked

· Remarks/Exception Block

· Accurate Description

· Damage While Packing

· Damage to Real Property

· Get Copy of the Inventory

DELIVERY:

· Water Damage, mildew, rodent infestation

· DD Form 1840

- List all obvious damage to all furniture items

- List all missing items

- Damaged cartons

- Damage to real property

- Get three copies of the DD From 1840

POST MOVE:

· DD Form 1840R

-- MUST BE SUBMITTED TO CLAIMS OFFICE WITHIN 70 DAYS OF DELIVERY

-- Failure to notify carrier within 70 days of delivery will result in a deduction of all or part of your total claim

· Damaged Items

-- Do not dispose of, or have any item repaired without getting approval from the claims office

HOUSING INFORMATION

ADVANCE HOUSING APPLICATIONS:

Active Duty personnel, E1 and above, with dependents are authorized to submit an advance application for military housing at any time after they have received PCS or Active Duty orders for their next assignment.  The application must be submitted on 

DD Form 1746, Application for Assignment to Housing through current housing office.  The effective date of application is the first day of the month prior to the month in which the applicant states he or she will arrive at the gaining installation-this is the actual reporting or sign-in month.  

NOTE:  If you are interested in off-base housing and you would like to receive information on local apartments, homes, etc, you may also complete the Community Housing Section (section 1V, block 16-20) of DD Form 1746 and you will receive information on local housing from the housing office at the base where you will be assigned.  If you do not have dependents and you will be residing off base, you may complete this section as well to receive local housing information

COMPLETING THE HOUSING APPLICATION, DD FORM 1746:

Section I: Applicant Information

1.  Type of Service Desired:  Military Housing, Community Housing or Both

(You may elect to apply for base housing and receive information on community housing)

2.  Name of Sponsor:  This your name (active duty member’s full name)

3.  Pay Grade:  Your rank

4.  SSN

5.  DOD Component:  Branch of Service (USAF, etc…)

6.  Address:  Address in which you want housing information to be mailed to you

7.  Telephone Number:  Home and Duty (DSN)

8.  Status of  Applicant:  Military Member or Military Spouse

9.  Marital Status
10.  I Am Separated From My Dependents:  Voluntary or Involuntarily

11.  I Request Housing For:  Self Only or Self and Dependents

12.  Installation/Organization Transferred From: base you are moving from

13.  Installation/Organization Transferred To: base you are moving to

Section II:  Military Career Information

14.  Dates

      a.  Effective Rank/Rate Date:  Graduation Date

      b.  Active Duty Service Computation:  Date of Active Duty

      c.  Time Remaining on Active Duty:  For officers, indefinite

      d.  Effective Change in Duty Station:  Date you leave 

      e.  Report Date:  Report date to new duty

      f.  Estimated Family Arrival Date:  Arrival date of family to new duty station

Section III:  Dependent Data

15.  Dependents Residing With Me:  List name, date of birth, sex, relationship and any special needs of all family members in blocks a-e

Section IV:  Housing Data (Includes Community Housing)

16.  Community Housing Desired:  If you are interested in receiving off-base housing information please complete blocks a-l as they apply

17.  Amenities Desired:  Complete blocks a-g as they apply

18.  Date Housing Needed:  Date you want to move in

19.  Price Range:  Your price-range for community housing

20.  Location Preference:  Location (community) for off-base housing

21.  Remarks:  Any additional remarks that you want to include

22.  Signature of Applicant:  Your signature

23.  Date Submitted:  Date you turn in application

Sections V and VI are completed by the Housing Office

SURVIVAL TIPS FOR FIRST TERMERS

Part of the excitement and adventure of work and life in the Air Force is moving to a new assignment and duty station.  Relocation offers an opportunity to see new places and make new friendships.  How well you plan ahead can make a difference between a successful or stressful move.  The more information you obtain now will assist in making this relocation smoother.

Whether you are moving to a foreign country or to the next state, the key to a successful move is a positive attitude.  It is not easy to leave friends and family behind and to find a “place” in a new community – you have to work at it.  Learn all you can about your new home.  Share this knowledge with your family.  Discuss your feelings about the move and encourage everyone to share theirs.

If you have children, no matter how young or old, moving can be traumatic.  The key to how a child reacts to travel/moving often rests with you.  If traveling with small children, spread your traveling time out and try not to be a “super traveler” and get to your new location in one day when it normally takes two days.  Take plenty of breaks to allow your family to stretch and reduce stress levels.  Bring toys, books, etc that are appropriate to keep your children occupied.  Always keep your sponsor informed of your whereabouts(i.e. – if taking leave enroute, etc…) Make sure your reservations are secured with Billeting prior to beginning your travel.

Reservations should be made with Billeting at your gaining base as soon as possible.

FAMILY SUPPORT CENTER:

The Family Support Center’s Relocation Assistance Program is the central point of contact for relocation assistance.  The Relocation Assistance Program can provide up-to-date information on the installation and community.  Classes and seminars on preparing for a smooth move, financial costs when moving, checking out a new job market, planning for an overseas move, handling relocation stress and much more are available.  When PCSing to your next base, the Family Support Center will have many programs that will help you and your family get settled into the community.  

The Family Support Center offers a new spouse’s program that is designed to orient spouses who are new to the military on the Air Force way of life.  If your spouse is new to the military, contact the Family Support Center at your new base 

for assistance

The Family Support Center also offers a lending closet with certain household items available for checkout (pots, pans, futons, etc…)  These items are available for rent free-of-charge to you until you permanent household goods arrive.

MILITARY PERSONNEL FLIGHT:

Whether you are single or have a family, the Military Personnel Flight’s “Sponsorship” program can make your move easier.  After you receive you orders, you are required to complete the Assignment Notification Rip.  Be sure to list contact phone numbers if you are going to visit people en route.  You will be assigned a sponsor whose grade and status is similar to yours.  Your sponsor will then be able to relate to your needs and provide a personal view of life at your new base.  Contact your sponsor as soon as possible and keep the unit informed of any special needs or circumstances.  Remember to carry your sponsor’s name, duty and home phone numbers with you while enroute to your new location.  It is also advisable to have the name of your First Sergeant or Commander, as well as their duty hone numbers.  If for some reason you do not get a sponsor, contact the military personnel flight at your current base immediately.

The Military Personnel Flight sponsors a base Newcomer’s Orientation on a regular basis.  You will receive the dates of the orientation when you inprocess to your new duty section.  This program is mandatory for all military but spouses are also invited.  Many bases conduct an installation and community tour as well.  

TRANSPORTATION MANAGEMENT OFFICE: 

Minimum dates required for packing/pick up of personal property

Estimated Packing Days:

Estimated Weight




Days Required

Up to 5,000 lbs




2 Days (1 pack, 1 pick up)

5,001-12,000 lbs



3 Days (2 pack, 1 pick up)

Over 12,000 lbs




4 Days (3 pack, 1 pick up)

NOTE:  These days may be adjusted by the contractor during premove survey.

Unaccompanied Baggage is available for members pcsing overseas only.  It is a term to those items of your personal property which are required by you and your family immediately upon arrival to and from overseas assignments.  It may not include major items of furniture such as chairs, tables, cabinets, washer, dryers, freezers, large size refrigerator, beds, mattresses, etc.

MEMBERS RESPONSIBLITIES:

1.  All items must be free of soil and pet infestation.  Clean furniture thoroughly to ensure no crumbs are embedded in crevices, etc.  Pet houses must be clean and disinfected.

2.  All outdoor items, i.e. TV antennas, gym sets, storage houses, outside doll houses, satellite dishes must be disassembled and made ready for shipment by member.

3.  Lawnmowers must be emptied of oil and gas and completely cleaned.  No oil or grass clippings

4.  Air and propane tanks must be purged by a company and have certificates attached by the company certifying purging.  This is at member’s expense.

5.  All items on walls or windows must be removed, i.e. pictures, mirrors, curtains, blinds, etc.

6.  All items must be accessible to packers.  Any items in an attic, crawl space or hard to reach area must be removed by the member.  Carrier cannot go into an attic unless there is a finished floor and permanent stairway.

7.  Disconnect appliances, i.e. washer, dryer, etc.  Disconnect washer at least 24 hours prior to pickup date to ensure all water has drained completely.

8.  Defrost and clean refrigerators and freezers at least 48 hours prior to pickup.  If possible, leave doors open to allow thorough drying.  Place charcoal, or coffee grounds inside to cut down on possible mildew and stale odor.

9.  Motorcycles/mopeds must be drained of fuel and then operated until all fuel is exhausted.  Battery must be disconnected and secured in a battery box.  Be sure there are no oil leaks.  If shipping overseas the same applies as well as lubricating the gas tank and all integral parts.  If going into non-temp storage for duration of PCS, all above applies, except battery must be removed.  Batteries will not be stored.  If applicable, drain radiator.  Be sure make, model and odometer reading are on the inventory.

10.  Fences:  Ensure all concrete is removed and fabric is rolled into small groupings.

11.  Above ground pools, Jacuzzis, and hot tubs must be disassembled, drained, and dried.

12.  Water beds must have mattress drained and dried before packing dates.

13.  If you are having more than one shipment, try to keep goods going with each shipment as separate as possible to prevent confusion of what items are to go where.  Keep all items you don’t want packed in a safe place such as a locked closet to ensure the goods are not packed.

 14.  Please do not leave valuables, jewelry, or money lying around in view of packers - the temptation may be too great if someone is alone in a room with jewelry or money.

15.  Check your inventory!  Do not sign anything blank.  Get legible copies of your inventory, DD-619, and GBL and keep them in a safe place.  These documents are required to file a claim.

16.  All crating authorizations must be authorized before pick up date.  If you have any items you think need extra services, it is your responsibility to point these things out to the agent at the time of the premove survey.  No crating or extra services will be accomplished without prior approval by the TMO. 

17.  Please remember that alcoholic beverages are carrier approval items.  If carrier says no, the answer is no.

18.  You will be responsible for assembly of articles shipped or received from a vendor or disassembled by you, the member.  Rule of thumb, at the destination carrier will only reassemble what has been disassembled at origin for safe transportation.

19.  Make a check through your house before carrier van leaves to make sure all items are in the van.  At times boxes may be put in a closet or cabinet and then forgotten at loading time, so do a quick check before the driver pulls off.

UNAUTHORIZED ITEMS:

1.  Automobiles, trucks, vans and similar vehicles to include dune buggies.

2.  Airplanes, mobile homes, camper trailers, and/or farm vehicles.

3.  Large car parts such as engines or engine blocks, transmissions, etc.

4.  Live animals not required in performance of official duties.

5.  Cordwood, building materials, i.e., lumber, concrete blocks, brick, cement, etc.  Authority is 

granted for small amounts of brick or block when used as shelving to accommodate books, stereos, etc., and member states items for such.

6.  Property for resale, disposal or commercial use rather than for use by member of dependent.

7.  Property liable to impregnate or otherwise damage equipment or other property, i.e., hazardous articles including explosives, flammable and corrosive materials, poisons, etc  and lighter fluids, matches, acids aerosol cans, batteries, paints, thinner, ammunition, gunpowder, primers, and igniting devices.

8.  Articles which cannot be taken from the premises without damage to the article or premises.

9.  Perishable articles including frozen foods, articles requiring refrigeration or perishable plants unless:  Shipment to be transported not more than 150 miles and/or delivery accomplished within 24 hours from the time of loading, no storage involved, and no preliminary or enroute services or watering or other preservation method is required of the carrier (Not recommended due to unforeseen circumstances).

10.  Articles or household goods acquired subsequent to “effective date” of PCS order except when purchased in the U.S. for shipment to a duty station outside the U.S. with the approval of the appropriate authority of service concerned, or when they are bona fide replacement of 

articles that have become inadequate, worn out, broken, or unserviceable after the effective date of release of the bulk of household goods to the transportation office or carrier for shipment.

11.  Alcoholic beverages and tobacco products are subject to federal and state regulations and are shipped only with “carrier approval”.

12.  In addition to the above, Army members cannot ship tax free cigarettes and/or photo flashbulbs.  Navy and Marine members are restricted 16 HP or less for riding lawn mowers.

13.  Ultra light vehicles may be shipped providing:  Unpowered weights less than 155 gross lbs., powered weights less than 254 gross lbs., must be limited to 5 U.S. gallons of fuel with a max speed of no more than 55 knots.  Both are limited to single occupancy.

14.  THE CARRIER SHALL NOT BE LIABLE FOR INTANGIBLE PROPERTY, STAMPS, COINS, BANK NOTES OR SECURITIES, NOR FOR THE INTRINSIC OR SENTIMENTAL VALUE OF AN ITEM.

15.  For items that are irreplaceable, or extreme value or sentiment, i.e., photos, important papers, etc., it is recommended that member personally transport these items if possible.

SHIPMENT OF PRIVATELY OWNED VEHICLE (POV):

ONE (1) POV PER MILITARY MEMBER MAY BE SHIPPED.

If husband and wife are military members, they both may be authorized shipment.  Check with the Transportation Management Office (TMO) counselor for additional information POV’(S) must be owned by member of dependent.

SHIPMENT OF ADDITIONAL POV(S) ON A SPACE AVAILABLE BASIS IS STRICTLY PROHIBITED!!

(NOTE) The TMO does not have any information on companies who will ship additional vehicles at owner’s expense.  Such arrangements must be made by those individuals requesting an extra shipment.

Overseas tour of duty in excess of 1 year -- The member must have a minimum of (1) year to serve on the current overseas tour of duty at the time his/her POV is delivered to the port for shipment.  The POV must be delivered to the port within 90 days of the member’s or dependents departure from CONUS.  If delayed beyond 90 days, the POV can only be shipped upon written approval of the overseas commander.

Overseas tour of duty for 1 year or less -- The POV must be delivered to the port no later than 30 days after the departure of the member from the CONUS for travel to his/her duty station.

CONDITION OF VEHICLE TURNED IN AT PORT

Good operating condition.  Windshield wipers, brakes (hand and floor), all lights, and horn must be operative.  All grass must be free of cracks and unbroken.  Body and fenders must be free of breaks and tears.  Battery must be fully charged.  Radiator must be protected with anti-freeze to 20 degrees or lower if desired by port (i.e. , Alaska).  Vehicles must be clean inside and out including undercarriage.  Roll up all windows, empty glove box and remove all stickers (i.e., post, camp, or base).

ITEMS THAT MAY BE LEFT IN POV

--Normal vehicular tools for emergency repairs.  DO NOT SHIP EXPENSIVE TOOLS.

MAXIMUM claims recovery is limited to $100.00.

--One (1) spare tire, plus two (2) extra tires with wheels (exception - Guam and Hawaii only one (1) spare tire, no extra).

--Small items such as thermos, car cushions, etc. needed for comfort during trip can be secured in carton 26”x10”x4”.

--Car seats built into or accessory to facilitate movement of child may also be left in care except for Guam and Hawaii.  Be sure not to leave any high value items in side POV (i.e., money, jewelry, etc.)

ACCOUNTING AND FINANCE TRAVEL ALLOWANCES:

MILITARY ADVANCE PAY:  Your are authorized to receive advance pay to help you with the cost of your PCS move.  The advance is normally paid no more than 30 days prior to your PCS departure date.  Liquidation of an advance pay is normally accomplished over a 12 month period, starting the month following payment.  You are authorized one month basic pay minus deduction with a 12 month payback.  E5 and above can receive 1 month advance without unit commanders approval.  A 2-3 month advance is possible with your commanders approval with written justification.  To receive a military pay advance, submit DD Form 2560, Advance Pay Certification/Authorization, and two copies of your PCS orders.  

MILEAGE AND PER DIEM WHEN DRIVING A POV:

Concurrent Travel

Member  .15 cents per mile             $50.00 per day

Dependents .02 cents per mile        $37.50 per day (Spouse & Children 12 & over)

                                                         $25.00 per day (children under 12)

(NOT TO EXCEED .20 CENTS PER VEHICLE)

Non-concurring Travel with a Second Vehicle

Spouse .15 cents per mile               $50.00 per day            

Dependents .02 cents per mile        $37.50 (children 12 and over)

                                                         $25.00 (children under 12)

(NOT TO EXCEED .20 CENTS PER VEHICLE) 350 MILES PER TRAVEL DAY
OVERSEAS RELOCATION ENTITLEMENTS:

Overseas Housing Allowance (OHA)

OHA - is a supplement to BAQ that is paid to service members who live in private housing at their overseas duty station.  OHA and BAQ together help offset your housing costs, which 

are made up of:  

· Rent 

· Utility and recurring maintenance expenses

· Move-in housing allowance (MIHA)

Upon arrival at your new duty station you should apply for OHA utilizing the procedures for that area.  Once you have found housing, you take a copy of your lease to the appropriate official and fill out DD Form 2367, the “Individual Overseas Housing Allowance (OHA) Report” to start your OHA.  

Move-in Housing Allowance (MIHA)

MIHA - is an up front, lump sum payment for covering your average move-in costs. 

Cost of Living Allowance (COLA)

COLA - is an allowance paid to service members stationed in high-cost area overseas (including Alaska and Hawaii).  COLA helps maintain purchasing power so you can purchase about the same goods and services overseas as in the United States.

Temporary Lodging Allowance (TLA)

TLA - is to partially reimburse the member for the occupancy of transient quarters at the gaining overseas base.  TLA is paid in 10 day increments and a maximum of 60 days can be authorized for reimbursement.  A member is entitled to TLA only if government quarters aren’t available.

TRAVEL PLANNING

COUNTDOWN CHECKLIST

60 DAYS PRIOR TO PCS

____1.  Interview with Military Personnel Flight, Outbound Assignments

(MPF - 953-5678).  Military member is required to complete:


____a.  Approved concurrent travel-overseas only


____b.  Additional retainability or service commitment


____c.  Approval of dependents medical and educational clearances


____d.  Request for sponsor


____e.  Pet approval information


____f.  Check DEERS enrollment at Military Personnel Flight,



  Customer Service.

____2.  If a dependent has special medical/educational needs, they must be

enrolled in the Exceptional Family Member Program (EFMP).  Outbound

Assignments has the AF Form 1466 and letter requesting the instructional package necessary to inquire regarding availability of resources at the new duty location.  This must be submitted to Exceptional Family Member Program, 42d Medical Group/SGOMH, Maxwell AFB as soon as possible  (953-5501).

____3.  Check immunizations for each family member.

____4.  Compile home file for each family member.


____a.  Birth Certificates (original)


____b.  Immunizations records


____c.  Social Security Cards/Numbers


____d.  Passports (if needed)


____e.  Naturalization papers


____f.  Child ID file


____g.  Adoption Papers


____h.  ID cards for everyone 10 years and older

____5.  Prepare house for selling or renting.
____6.  If you are selling your home, shop for a realty company that meets your needs.  Contact your Local Board of Realtors for assistance.

____7.  Set up FAMILY records file.

____a.  Marriage Certificate


____b.  Insurance policies (or list of companies, policy numbers, types 



   insurance, address, phone numbers)


____c.  Last Leave and Earnings Statement (LES)


____d.  Power of Attorney (check expiration date)


____e.  Original will


____f.   Bank books


____g.  State and Federal tax records


____h.  Car registration and title


____i.  Deeds or mortgages


____j.  Professional licenses


____k.  Divorce papers


____l.  Spouse's resume and last pay statement


____m.  List of stocks and bonds


____n.  Transcripts and addresses for child's present school

____8.  Kids are people too!  Include them in all family plans.  Listen to their concerns and tell them honestly and as much as you can about the move.  Register them in the Family Support Center's "Kids on the Move" program.  Develop a "moving" scrapbook and let them help take pictures and organize it!

____9.  Start thinking of when to ship your auto, household goods, etc., to be available when you arrive.  Contact Transportation Management Office (TMO) AT 953-2085 for specific information.

____10.  Take a serious look at your budget and ensure that you have an adequate savings set aside for this move.  In addition, realistically look at the hidden costs associated with moving.  Now is the time to take an assessment of what your budget is really like; schedule an appointment with the Personal Financial Manager at the Family Support Center, 953-2353 (Maxwell) or 416-1237 (Gunter).

____11.  If you are going overseas, schedule yourself for "Preparing for an Overseas Move" sponsored by the Family Support Center, 953-2353.  This program will get you in the mind-set to live in an overseas environment, as well as ease some of the stress associated with a foreign move.

____12.  If your spouse is a "career" individual ensure they contact the Family Support Center, Career Focus Program at 953-2353 to assemble:


____a.  Resume


____b.  Transcripts


____c.  Certification/License paperwork


____d.  Letters of Reference


____e.  Application for Federal Employment

____13.  If enrolled in college courses, try to arrange completion before your departure.  Especially if your moving overseas, availability of courses can be limited, plus require significant travel.

45 DAYS PRIOR TO PCS

____1.  Visit the Family Support Center to receive a personalized SITES (Standard Installation Topic Exchange Service), Auto Map, and a base brochure, Bldg 677, Monday - Friday, 0730 - 1630 (Maxwell) or Bldg 826 (Gunter).

____2.  Call or visit the Traffic Management Office (TMO), located in Bldg 804, Room NE 150.1, 0715-1600.  Personal property assistance 953-2085.  Spouses are encouraged to attend so arrange for child care.  Have a desired moving date in mind for each shipment.  Provide TMO with an estimated shipping weight for each shipment.  Bring five (5) copies of orders per shipment.


____a.  Dependent travel-overseas


____b.  Shipment and storage of household goods


____c.  Hold baggage


____d.  Privately owned vehicles


____e.  Pet shipment



____(i)   Find out if they can go with you.



____(ii)  If no, arrange for their care.  Prepare yourself and the




     children for the loss.



____(iii)  If yes, decide on the best means of transportation.



  
     Purchase a special carry kennel, if needed.  If moving




     overseas, check out vaccinations. 


____f.  Movement of mobile home


____g.  Do It Yourself (DITY) Move.  TMO can give you more 



   in-depth information concerning a DITY move and reimbursable expenses.

____h.  Privately owned weapons (POW) -- obtain necessary paperwork to ship in  

             household goods.

____3.  Call billeting at your new base to reserve up to 15 days "arriving PCS".  Pets are NOT authorized in billeting, so remember to make separate arrangements.  You can look up the phone numbers in your SITES package that you received from the Family Support Center or discuss this with your sponsor.

____4.  Discuss the move with all members of the family.  Solicit feedback and comments.   Get everyone involved!

____5.  Find out as much as possible about your new location; housing, schools, medical facilities, climate, recreational activities, educational opportunities, etc.  HINT:  Start with your SITES package, its loaded with information.

____6.  Have your spouse call the Family Support Center at 953-2353 to schedule themselves for the "Long Distance Job Search" class.

____7.  If you are planning to live on base at your new duty station, you must provide the Housing Office with two (2) copies of your orders and complete an advance application for housing.  Housing will forward those to your new duty station for you.  Your application date will be the first day of the month prior to the month you will be arriving at your new base.

____8.  If you are residing off base, give notice to your landlord.  Check your contract for the minimum number of days required for the notice.  Set a tentative date for your landlord to inspect your quarters after movers have packed your household goods.

____9.  Start cleaning out junk drawers and closets.  Plan a yard sale. If you are planning a yard sale, get your kids involved and let them help decide what items they would like to sell.

30 DAYS PRIOR TO PCS
____1.  Dental - Complete any final work and exams.

____2.  Eye Care - Complete final work and exams.

____3.  Contact the Legal Office, Bldg 804, NE 137, 953-2786, to assist you with any Power-of-Attorneys (POA), if necessary.  For example, if anyone besides your spouse will be:


____a.  Buying/selling a house


____b.  Shipping household goods


____c.  Shipping/registering a vehicle


____d.  Providing child care


____f.  Care or handling Medical Records


____g.  Arranging for termination of quarters

____4. Check your homeowner's insurance policy to determine scope of transit coverage.  Some policies will only cover at one specified location.  In some policies, 100 percent coverage expires after 30 days.  Others only cover major perils and not "rough handling, mysterious disappearance, etc."

____5.  Prepare a general inventory by room, closet, attic, garage, etc., of all household and personal possessions both for your own use and so that you will be able to make an accurate estimate of their value for insurance purposes. Remember to include books, pictures, silver, china, glassware, linens, clothing, tools, sports equipment, musical instruments, cameras, fine furniture pieces, lamps, rugs, etc.

____6.  Assist the children in inventory of their rooms and take pictures of possessions to take with them.  Talk about the small toys/games to take in their suitcases and help them decide which ones to pack.

____7.  Survey your possessions so that you can have items repaired and cleaned that you plan on putting in storage.

____8.  Obtain a written appraisal for valuable items such as antiques such as antiques, jewelry, furs, paintings, etc.  To obtain appraisals, check with a professional who deals in the kind of valuables you possess.

____9.  Use up things you can not move, such as food items, cleaning supplies, and flammables.

____10.  Update and renew:

____a.  Driver's license (This is especially true if you are going 



   overseas.)


____b.  Military ID cards

____11.  Arrange for absentee voting ballot or obtain address where you can write for ballots.

____12.  Keep talking about the move with your family.  Honesty is essential!  Develop a question board for your children, where each day they can ask two questions regarding the move.  Remember children as well as adults need time to deal with feelings of loss and separation.

____13.  Make a list of everyone who needs to know your new address.

____a.  Friends and family


____b.  Auto insurance company


____c.  Creditors


____d.  Subscriptions


____e.  Doctors and dentist


____f.  Post Office


____g.  Bank


____h.  Investment firms

____14.  Obtain change of address kit from post office and fill out cards.  You may need to do this twice if you are using a temporary address at the next base.

____15.  Establish a bank account at the new base.  You can generally do this by mail or phone.

20-30 DAYS PRIOR TO PCS - CLEAN OUT!
____1.  Plan for plants.  Plants do not travel well and are not allowed overseas.  Sell at garage sale or use as a "thank you" to friends.

____2.  Review finances.  Advance is generally authorized.  Check with Accounting and Finance, Bldg 804, S at 953-3285, concerning details and other benefits for which you may be entitled.  Be sure of your mode of travel (car/plane) when discussing advance travel to avoid over/under payment.

____3.  Check out the "Move Assistance Program" (MAP) offered by the Air Force Aid Society.  The program recognizes that significant cash outlays are required and may exceed official reimbursements.  You may need help with initial rent, utility deposits, minimum essential household furnishings, etc.  However, generally the assistance is provided at the gaining base.

____4.  Have a going away party for the children and another for yourself.  Help children assemble a list of addresses and phone numbers of their friends so that they may keep in touch.

____5.  Plan vacation time or do some sight-seeing to make the move more exciting.  Write tourist agencies and the National Park service to find out what there is to see on the way.

____6.  Visit your child's school.  Notify the school of your child's last day and request they have records ready.  Discuss educational concerns.  If the school does not provide the records, get the address of the current school so the new school can write them.

____7.  "Special Needs" child's school records:


____a.  Academic achievement reports 


____b. Medications


____c.  Current and past individualized educational plans (IEP)


____d.  Behavioral/social evaluations


____e.  Vocational evaluations (interest, skills, aptitudes)

____8.  Employed civilian spouses:

____a.  Give notice


____b.  Begin wrapping up at work -- no new projects.


____c.  Arrange for a few days off to tie up loose ends.

         ____d.  Update resume/SF-171 (Application for Federal Employment)

____9.  Notify utilities and home services of disconnect dates.

____a.  Electric


Phone#______________


____b.  Gas


Phone#______________


____c.  Water


Phone#______________


____d.  Garbage

Phone#______________


____e.  Telephone

Phone#______________


____f.  Cable


Phone#______________


____g.  Newspaper

Phone#______________


____h.  


Phone#______________


____i.



Phone#______________


____j.



Phone#______________

____10.  Arrange for closing or transfer of charge accounts.

____11.  Check bank procedures for transferring funds or closing the account.  Get a letter of credit or have enough cash available for the new location in case a deposit is required for utilities.

____12.  Beware of the stress moving can have on the family.  Are any family members showing signs of tension?


____a.  Impatience


____b.  Shock or no feeling at all (negative or positive) concerning the move


____c.  Anger


____d.  Forgetfulness


____e.  Lack of playfulness, loss of sense of humor/withdrawn

15 DAYS PRIOR TO PCS - HANDLE DETAILS!

____1.  Retrieve items from the cleaners, prescriptions, developed film, etc.

____2.  Return borrowed items and library books.  Collect the things you have loaned.

____3.  Prepare to get the house cleaned for inspection.
____4.  Take pets to the vet for required vaccinations and certificates.  Get copies of medical records.  If going overseas, check the specific timeframes that are required to get vaccinations.

____5.  Check your luggage for any necessary repairs.  Check the locks and make sure you have more than one key for each piece.  If you purchase new luggage, buy lightweight and durable pieces.  

____6.  Verify schedules and services with TMO.  Reconfirm packing/

moving dates and times.

____7.  Have the car serviced/tuned up for the trip.  Check oil, battery, water, belts, hoses, brakes, transmission fluids and tires.  If moving overseas, check with TMO on specific preparation/cleaning for shipping your car.

____8.  Make final travel arrangements.
____9.  Empty safe deposit box.

____10. If your renting your home to someone else, make sure homeowner's insurance is adequate.

____11. Employed civilian spouse:


____a.  Clean up desk/office


____b.  Make farewells


____c.  Set starting date at new job


____d.  Find out about any special rules or procedures for new job.      

____12.  Computer buffs -- back up important files.

____13.  Let kids have their closest friend spend the night -- ONE LAST TIME!
7 DAYS PRIOR TO PCS 

____1.  Settle outstanding bills.  Cancel newspaper.

____2.  Obtain copies of any civilian medical or dental records.
____3.  Drain oil and gas from lawn mower and other power equipment.  Dispose of all flammables.              

____4.  Obtain Travelers Checks for trip expenses.

____5.  Keep listening carefully to children's questions.  Give frequent reassurance.  Children need the security you provide when the security of a home is diminishing.  Assign smaller children manageable tasks to complete to make them feel a part of the activities.

____6.  Double check your FAMILY RECORD FILE and place in briefcase suitable for hand-carrying.  ADD:


____a.  Copies of orders.


____b.  Phone numbers of family and friends.


____c.  Duplicates of luggage/car/other important keys.


____d.  Home inventory of household goods plus pictures and receipts.


____e.  Medical and Dental records.

____7.  Take down curtains, rods, shelves, TV antenna, etc.  Remove items from attics, crawl spaces, or similar storage areas.  

____8.  Arrange for child care for packing and moving day.

____9.  Start emptying and defrosting refrigerator so it can be cleaned the day before you move.

____10.  Crate or pack special care items that you do not want packers to pack.  If traveling by car, pack your "field kit" of emergency food, water, first aid kit, tool kit, toilet and facial tissues, paper plates, flashlights, light bulbs, soap/cleaning supplies, pet foods, baby foods, diapers, etc.

____11.  Pack suitcases, keeping in mind the weather at your future destination.

____12.  If traveling with pets, get pet tranquilizers for the trip if recommended by your vet.  Make sure the vaccinations and papers are in order.

____13.  If planning to travel with prescription drugs, obtain a copy of the prescription or written statement from the doctor.  Always carry medication in original containers.

3 DAYS PRIOR TO PCS - DOWN TO THE WIRE!

____1.  Before the movers arrive to pack your possessions for shipment and/or storage disconnect all major appliances.  

____2.  Dismantle stereo, outdoor play equipment, etc.


____a.  Audio and video equipment and personal computers require



   special attention.  Always consult your owner's manual for



   specific instructions.


____b.  Use tape to code wiring for easier reinstallation.


____c.  Clean VCR heads before use in your new home.

____3.  Owner packed cartons - Leave open so carrier can view contents and take responsibility for cartons.

____4.  Place valuables, cash, jewelry, purses, and FAMILY RECORDS FILE in a safe place (inaccessible to movers) such as locked in the trunk of your car.

____5.  For overseas moves, ship by "Unaccompanied Baggage" items that will enable you to set up light housekeeping once your at your new base since it might be 1-4 months before your shipment arrives.  Suggested items:  iron, dishes, silverware, linens, bedding materials, towels, clothing appropriate for the climate, a few favorite books or toys for the kids, etc.

​​____6.  Give a copy of travel plans with date, route and phone number to friend or supervisor, orderly room, sponsor, relatives, etc.

PACKING DAY

____1.  Make sure children and pets are under supervision and out of the way.

____2.  Be there when the movers arrive.  Stay with them as they take inventory, tag each piece of furniture, and record the condition.  Check to see that the condition of your possessions is correctly reflected on the inventory.  Make sure the packer's signature is legible.  Read everything carefully prior to signing documents.  Put a copy of the inventory in your documents file that you will carry with you. 

____3.  Mirrors, paintings, and other items that damage easily should be packed by the movers.

____4.  Offer water, sodas, or coffee to the movers.  Stay close by but out of the way.  Postpone cleaning until they finish, unless you have help.

____5.  Make a final thorough inspection of the house, closets, cupboards, garage and yard before the movers leave to make sure nothing is forgotten.  Make sure all windows are down and locked, lights are out and exterior doors are locked.

____6.  Ensure that the items you do not want packed are secured in another location.

____7.  Family Services has cookware, glassware, toasters, cribs, highchairs, car seats, futons, etc. available for check out while your in transit.

ON THE WAY

____1.  Keep a log of all moving expenses incurred.  This will be helpful at tax time.  Keep all receipts.  If not needed, discard later.  If you and your family are traveling separately, keep two logs.  Include these items:


____a.  rental cars



____e.  meals


____b. air/bus/rail fares



____f.  rent deposits


____c.  cost of gasoline



____g.  utility deposits


____d.  accurate mileage


____h.  installation charges

____2.  Let each day flow with the daily plan.

____a.  Infants have few concerns outside their immediate environment.     

                       They take "cues" from you...are you hungry or frustrated or relaxed 

                       and content?


____b.  Young children do best when kept on the same eating



   and sleeping routine.  Introduce new sights and sounds



   with patience.


____c.  Elementary school children may be losing their first friends.



   Allows for expression of grief in daily decisions.

____3.  Hints for traveling with kids:


____a.  Children have a natural wariness of the unknown.  Including 


             them in the planning can help allay fears.


____b.  Stick to your child's usual bedtime and mealtimes, and read



   him his favorite story.  Unpack the minute you arrive so 



   everyone feels at home.


____c.  Balance your day, making plenty of time for a stroll in the



   park and a cool drink after an hour in a museum.  Even when



   having fun, kids have a limited attention span.


____d.  Packing pointers:  Take one small bag per person.  Let each



   child take only one special toy.  Don't forget a first-aid kit, 



  with disinfectant, band-aids, and so on.  Include a large



  canvas bag or garbage bag for dirty laundry.


____e.  Call ahead to confirm hotel services for children, such as



  cribs and cots.  Need time alone or with your spouse?  Your



  hotel may be able to recommend reputable baby sitter.

UPON DESTINATION ARRIVAL

____1.  Report to your command to let them know you have arrived and where you will be staying.  Complete check-in procedures.  Also contact your sponsor to let him or her know your in town.

____2.  Contact installation Relocation Assistance Manager at the Family Support Center for assistance, check SITES for name and phone number.  Take advantage of  Welcome Packages; visit the Chamber of Commerce; attend Newcomers Orientation; take a tour of the base with your sponsor; and attend cultural adaptation briefings.

____3.  Report to housing prior to renting, leasing or buying a home.  Their office will provide you with information on rental agreements, housing restrictions, military clause contracts, and hints on buying and inspecting a new home.  This is one of the most important stops!  You and your spouse should both attend.  A play area may be provided for children.

____4.  Visit Family Services for loan closet needs, again check SITES for location and phone number.

WHEN HOUSING IS SECURED

____1.  Notify the Post Office of your change of address.

____2.  Call TMO and let them know that you are ready for your household goods to be delivered.  Also inform them if you have any in temporary storage at another location.

____3.  Arrange for utilities and phone to be connected the day before movers arrive.  If you made a DITY move, try to see if your new duty section can provide volunteers to unload.

____4.  Contact the local school to get your children registered.  Call to ensure you have an appointment and all the paperwork necessary for registration. 

MOVING IN DAY

____1.  Be there to meet the movers.  Check off each item on the carriers, inventory list.  Have a diagram of your new home.  Sketch what furniture goes where.  List which boxes go into which room.  You may want to put a diagram on the door of each room.  Check for obvious damage, and make notes.  You will need to sign the carriers inventory list and DD 619, Statement of Accessories Services performed.  Do not sign blank forms.

____2.  Make sure pets are secured.  Cats should be kept in carriers, as 

their natural homing instinct may cause them to run away.  Dogs should be chained outside.

____3.  Allow older children, who can do small tasks to help.  If possible arrange for infants and toddlers to have someone besides parents looking after their safety and needs in a new environment.  Check with the base Child Development Center, they may have a drop-in room.

____4.  Set up and make beds, then tackle the kitchen.  You can live out of your "field kit" for necessities until things settle down.  After a long day of movers and boxes, you will be ready to sleep on something comfortable.

____5.  Offer water, sodas, or coffee to movers.  Remember to stop and take a break yourself, this is a long day!

AT YOUR NEW HOME

____1.  Encourage all family members to help with choices about decorating.  This promotes family togetherness and helps everyone feel comfortable with their new surroundings.

____2.  Get acquainted with your new neighborhood and community.  Get a map and tour of your new town.  Look through the information you received from the Relocation Assistance Program.

____3.  Let your older children get out and explore around the house and immediate vicinity.  Encourage them to seek out other kids their age in the neighborhood.

____4.  Look through the local phone book -- especially the Yellow Pages.  You will be amazed at the wealth of information you'll find.

____5.  If moving during the school year, anticipate that your children may have some real fear.  One way a parent can help a child adjust to a new school is to tour the school with the child, pointing out the classroom, cafeteria, restrooms, playground and other areas.  This will ease some of the anxiety and keep the child from feeling lost.  Introducing the child to teachers and a few classmates will help.  Make sure they are dressed in an outfit that will boost their self-confidence on a difficult day.  Take time to listen to your children's new experiences each day.  NOTE:  Recent studies show that a child adjusts much more quickly if the move is during the school year.  This places the child in an environment that promotes friendships because they see other children each day at school.  If the move occurs during the summer, the child may have a harder time making friends.

GOOD-LUCK AND ENJOY YOUR NEW ASSIGNMENT!
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