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INTRODUCTION


The purpose of this guide is to provide basic information and preferred timeline to assist Department of Defense (DoD) civilian family members with procedures and information for accomplishing a permanent change of station (PCS) to Yokosuka, Japan.  Although each Eligible Family Member will be faced with different circumstances, the information in this guide is meant to provide tools for overall planning and may be modified based upon specific circumstances and other authorities.

Understanding what steps to take to prepare for PCS to Japan will help to ease the stress and anxiety associated with this process.  Applicable sections in this guide are referenced in the Joint Travel Regulation (JTR) Chapter 5 for DoD civilian families. Many subjects covered in this Handbook are subject to change at any time.  Readers are therefore encouraged to visit the hyperlinks referenced throughout this Statement and to verify information of specific concern prior to accepting a position.

Suggestions from families and civilian employees to better the content and delivery of this guide are always welcome. (Send questions or comments to: PCSHandbook@navy.mil)

Additionally information is available at  Statement of Living and Working Conditions in Japan.

SECTION I Preparing to PCS to Japan



ADVANCE PLANNING FOR PCS

This section of the guide will talk about things you can do now to prepare for the PCS move to and from Japan.  Talk them over with your family and add anything else you think is important to the list.

1.  Preparing the Employee and Family for employment overseas or a Permanent
Change of Station (PCS) to Japan

90 days from departure
2.  At 90 days from departure to overseas employment the follow steps shall be taken.


Human Resource Office (HRO) of the receiving command will present the employee with a letter representing a tentative offer for employment contingent on some pre-employment requirements being met. Disqualifying medical conditions can be a pre-employment condition.   Medical Conditions


2.1. The local HRO will meet with the employee to provide a packet of information for employment overseas. The packet of information will include:
	Statement of living/working conditions
	Property Management Service agreement for local residence if employee and family decide to rent/lease while overseas
	Responsibility – marital status change – statement of understanding
(rights of employee of Government)
	Transportation Agreement – initiate travel orders (36 month fulfillment)
	No Fee Passport – for employee and family members
	Request For Orders - (Code 600 to generate travel orders)
	Overseas allowance and benefits information (State Department , and 360 hour annual leave rollover)
	Renewal Agreement Travel fact sheet
	Human Resource / Employee Benefit Information System / DFAS / MYBIZ
/ TSP / My Pay information sheet

	Rotation agreement
	Relocation Incentive agreement


2.1.1. HRO will recommend the personnel papers and items to be gathered and prepared to brought with the employee and family:
	Always keep important papers together in a safe place, and most importantly, up-to-date.  Keep them in a separate container/briefcase so these documents will be ready at a moment’s notice.  Listed below
are many, but not necessarily all of those important papers that you will need to hand carry from your current location to Japan:
	Valid, unexpired passport (with multiple exit/re-entry stamps) and/or visa.
	Common Access Card (CAC) (military/civilian/family members).
	Authorized Departure Travel Orders & amendments-if any (Command issued Orders to the Sponsor).
	Will and Power of Attorney.
	Medical and dental records, shot records, pharmacy prescriptions.
	Insurance policies and financial papers/documents.
	Pet records (to include the following)  Pet Importing to Japan:
	The original rabies certificates for the two most recent rabies vaccinations.
	Results for current fluorescent antibody viral neutralization (FAVN)
test
	Copy of approval for importation from the Japan Animal
Quarantine Service
	Veterinary health certificate for each pet (MDJ OP 2209 or USDA Certification).
	Microchip for individual identification
	School records, transcripts, test scores, recommendations.
	U.S. driver’s license, auto insurance policies, car registration and title.
	Cash in both U.S. and local currencies.
	Birth certificate(s), naturalization certificate(s), adoption papers, marriage license.
	Spouse’s personal papers, resumes.
	Household goods inventory list (pictures-digital or hard copy of possessions/furniture).
	Duplicate address book.
	Listing of regular billing dates for all recurring expenses.

	Listing of names, addresses, and phone numbers of doctors, dentist, lawyers, and other Professional services personnel


2.2. A sponsor from the receiving overseas command will be assigned to the employee and the family.  The sponsor will assist the employee and the family with questions that arise during the PCS process, secure temporary lodging for the employee and family for use upon arrival in new Command, and transportation upon arrival from the airport to the temporary lodging.


2.3. The employee must apply for a no-fee/government passport (maroon in color) as soon as possible which can take up to 8 weeks to receive.	The tourist passport (blue in color) is not acceptable as a substitute. The tourist passport is to be used for other-than official government work, e.g., vacation overseas.	Passport
Program Instruction


2.4. The family members must apply for a no-fee/government passport (maroon in color) as soon as possible which can take up to 8 weeks to receive.	The tourist passport (blue in color) is not acceptable as a substitute.  The tourist passport is to be used for other-than official government work, e.g. vacations overseas.
Passport Program Instruction


2.5. The local HRO will provide Code 600 Travel the necessary information to generate the required travel orders for the employee and family, as applicable.


2.6. If the employee is accepting employment with a different command, the receiving command’s HRO will provide the necessary information to generate the travel orders for the employee and the family, as applicable.


2.7. The travel orders will be provided to the employee for the PCS movement as early as possible to facilitate the continuing steps to PCS.


2.8. For employees reviewing your training qualifications and the expiration dates shall be accomplished with your training coordinator. Training that will transfer to your new position should be accomplish at your local command prior to departure as practicable.


2.9. The rules for pet quarantine are found at JTR Chapter 5 Part I and  Pet Importing to Japan.



2.10.	The employee should review the Custom restrictions on prescription drugs taken into Japan.	Prescription Restrictions

60 days from departure
3.  At 60 days from departure to overseas employment the follow steps shall be taken.


3.1. The employee shall make an appointment for the pack out of house hold goods.
The pack out of house hold goods consists of three different steps. These are the express shipment, the house hold goods, and the non-temporary storage. The express shipment is a shipment that will arrive at your new duty station about 30 days from the date of the shipment. The express shipment is limited to only 350 pounds per person. This shipment is not intended for the large
furniture of the house. The house hold goods shipment is a slower shipment taken approximately 60 days from the date of the shipment. This shipment is limited to 18,000 pounds per household. Automobiles will not be accepted in the household goods shipment.  (JTR Chapter 5 Part D)  The non-temporary
storage is items that will not be shipped OCONUS but will remain here and placed in storage until the employee and/or family return.


3.2. Make travel arrangements for going overseas.


3.3. The employee shall meet with the local HRO.


3.4. The local HRO will provide the return assignment agreement for the employee to agree to and sign. This states that the position that they have accepted is a 36- month tour of duty that may be extended up to a total of five years.
Management may or may not offer an extension.


3.5. The local HRO will provide the relocation incentive agreement for the employee to agree to and sign. This states that the position that they have accepted is a
36-month tour of duty that may be extended up to a total of five years.	If for some reason the employee does not perform satisfactorily or fails to complete the prescribed tour, the employee will be responsible for repaid any pre-paid relocation incentive received.


3.6. The recruiting department will generate a Request for Personnel Action (RPA) to generate a certificate.



3.7. The local HRO will contact the receiving administrative officer as to the release date of the employee.

2 weeks from departure
4.  At 2 weeks from departure to overseas employment the follow steps shall be taken.


4.1. The employee meets with their administrative officer and begins the Check out
Form.


4.2. The employee shall change health providers, if necessary, to an overseas provider. The Naval Hospital accepts Blue Cross/Blue Shield, Mail Handlers, Alliance, Foreign Service, APWU, GEHA, NALC, and Postmasters


4.3. The employee should get all the necessary paperwork for any children’s school.
Here is a link to Department of Defense Education Activity (DoDEA) Japan check in list, DoDEA Japan PCS check in list.


4.4. The employee should gather the employee and the family’s medical records to deliver to the overseas hospital for medical care.


4.5. The employee shall set up Property Management Services if required.  (JTR Chapter 5 Part Q Section 2)

4.6. The Foreign Transfer Allowance (FTA) should be started at 10 days from departure.	Foreign Transfer Allowance


4.7. The employee should verify that the children’s immunizations are up to date.


4.8. The employee should make final appointment with the local HRO to finalize the last details of the PCS process before departure. This meeting will include the rotation and relocation agreement that the employee will need to sign.


4.9. The employee shall provide the signed rotation agreement to the local HRO.


4.10.	The employee shall provide the signed relocation agreement to the local
HRO.


4.11.	Employee and family members should make photo copies of the following paperwork:















Government/No-Fee (maroon) passport - 5 copies of each employee and family member










Birth Certificate(s) Marriage License Adoption Papers Pet Documentation
Naturalization Certificate(s) Visa
Travel Orders and any amendments
Flight Itinerary
Government Credit Card

4.12.


BOARD FLIGHT



Section 2  Arrival in Japan

First seven days of arrival
1.  Complete the following items within the first seven days of arrival unless otherwise noted:


1.1. Upon arrival at the airport the employee and family will go through health screening and immigration where you and your family will present your Government/No-Fee (maroon) passport to receive your Status of Forces Agreement (SOFA) stamp.


1.2. The employee and the family should proceed to baggage claim to collect their bags.  Proceed to customs. Customs restrictions on prescription drugs.
Prescription Restrictions


1.3. The sponsor assigned by the receiving command will have arranged transportation to the PCS location for the employee and the family.  There is a Commander, Fleet Activities Yokosuka (CFAY) bus available or as a back up the train can be used.


1.4. Get Yen from ATM or exchange monies at airport. There is a cash machine located next to baggage claim.


1.5. Arrival in Yokosuka, the employee will need to show travel orders with any and all dependents to gain access upon arrival.


1.6. The sponsor will assist getting the employee and the family checked in to the Navy Lodge which located on the base. Pets will not be permitted in Navy Lodge.


1.7. Temporary Quarters Subsistence Allowance (TQSA) begins upon arrival to the new duty station. TQSA vouchers will need to be submitted at 30, 60, and 90 if applicable. TQSA regulations



1.8. The employee needs to check in with Commander, Naval Forces Japan (CNFJ) HR office on the first work day to process in to the new Command.


1.9. The employee and family members should obtain their ID cards from the
Personnel Support Detachment (PSD).  (SRF- check in with command).


1.10.	The employee and family members need to get their ID cards (CAC) input into DBIDS (security system for base access).


1.11.	Employee and family should set up banking accounts either Community
Bank or Navy Federal Credit Union.


1.12.	The employee and family will need to go to the housing office located near the Navy Lodge to start looking for permanent housing available either in town or on-base.

1.13.	The employee will need to be briefed on the reconciliation process with regard to utilities if off base housing is utilized.  Reconciliation Fact Sheet


1.14.	Within 10-days of arriving in Japan, the employee will need to complete the en-route travel voucher. This travel voucher is intended to cover the expenses incurred during travel only.


1.15.	The employee/family need to register the children in school as applicable.
See this link for Registration Information.  (To register, students must have a copy of their sponsor’s (employee) orders, a copy of the student’s birth certificate or proof of age, report card/transcript from the school last attended, and updated immunization records.)


1.15.1.	For Incoming Students:
When you first arrive in Japan your child will temporarily attend the school that is zoned for your Temporary Billeting/Quarters. When you know where you will be living (on or off base), there is a possibility that your child could be moved to another school, unless you live in the same zoned area.

 	Special Note for Incoming Kindergarten or 1st grade students: Kindergarten students must be five years old on/or before 31 October of the current calendar year to be eligible to register for the upcoming/present school year.



 	First grade students must be six years old on/or before 31 October of the current calendar year to be eligible to register for the (1) A parent or sponsor must contact the DoDEA school(s) at their PDS (email, phone or sponsor may stop by the school office) and provide an anticipated return date to school for their child(ren).



SCHOOL CONTACT INFORMATION CFAY:
Kinnick High School.


Principal Lorenzo Brown Kinnick_Principal@pac.dodea.edu
DSN 243-7392/7393 From the U.S.: 011-81-6160-43-7392
FAX: 243-7278 FAX from the U.S.: 011-81-6160-43-7278
Email return information to StudentStatus.KinnickHS@pac.dodea.edu


Yokosuka Middle School


Principal Geoffrey Fong principal_yokosukams@pac.dodea.edu
DSN 243-5165 From the U.S.: 011-81-6160-43-7579
FAX: 243-5563 FAX from the U.S.: 0468-21-1911/243-5563
Email return information to StudentStatus.YokosukaMS@pac.dodea.edu


Sullivans School


Principal Walter Wilhoit principal_*sullivan_es@pac.dodea.edu
DSN 243-7336 From the U.S.: 011-81-6160-43-7336
FAX: 243-7865 FAX from the U.S.: 011-81-6160-43-7865
Email return information to StudentStatus.SullivansES@pac.dodea.edu


Ikego Elementary


Principal Scott Finlay principal_ikegoes@pac.dodea.edu
DSN: 246-8320/23 From the U.S.: 011-81-46-806-8320
FAX: 246-8324 FAX from the U.S.: 011-81-468-06-8324
Email return information to StudentStatus.IkegoES@pac.dodea.edu



Byrd Elementary


Principal Gwen Baxter-Oakley
DSN: 242-4815 From the U.S.: 011-81-45-281-4815
FAX: 242-4870 FAX from the U.S.: 011-81-45-281-4870
Email return information to StudentStatus.ByrdES@pac.dodea.edu


1.16.	The employee/family need to provide their new contact information to the Personnel Property office such that as their express shipment and HHG arrive they can be contacted. NOTE: Express shipment or HHG cannot be accepted while still residing at Navy Lodge or you risk losing your TQSA.

First two weeks of arrival
2.  Complete the following items within the first two weeks of arrival unless otherwise noted:


2.1. The employee and spouse, as applicable, (children may attend also) attend the Area Orientation Briefing Inter-Cultural Relations (AOBICR) training.  This 5-day course will orient new employees and family members to living in Japan.


2.2. The employee and spouse may consider getting a driver license.


2.3. The employee and/or spouse may consider purchasing a car to use while in Japan.  A good used vehicle should cost around $3000. Used Japanese cars are readily available, are fairly inexpensive, have the advantage of right-hand drive, and meet Japanese emission control standards. Also, Japanese public
transportation is excellent, and rental vehicles are available on base for off-base excursions.

In permanent living quarters
3.  Complete the following items after the employee and family are in permanent living quarters:


3.1. The employee shall receive their express shipment of goods at the permanent quarters as available.


3.2. The employee shall receive their house hold goods shipment at the permanent quarters as available.



3.3. Complete the Process Improvement Feedback form to improve this process for future use.


Section 3 Living in Japan  SRF Welcome Abroad Website (can be used for PSNS&IMF Detachment folks, also.


1.  While living in Japan the following items are for consideration:



1.1. Spousal employment ( Jobs in Japan or contact the receiving HRO) - A wide range of employment opportunities are available to family members of DOD military and civilian personnel who desire employment, provided they are qualified for such positions. There are many non-appropriated, service-related positions available on base, and also the possibility of contractor work or private employment off base (many family members who teach English part time and model).

Positions are limited in scope (i.e. If spouse is a Lawyer, then yes, very limited) But, if just wanting to work then there are a wide range (MWR, Contractor etc...)

The current government contractor for the region is "Alutiiq" (http://www.alutiiq.com/)

1.2. Student Travel - Educational Travel is provided at government expense for qualified dependent students for the purpose of attending a full-time course for secondary, undergraduate college education or an accredited post-secondary vocational or technical education. (Education Travel Regulations)

1.3. Living Quarter Allowance (LQA) Fact Sheet - The Living Quarters Allowance (LQA) (LQA Regulations) is intended to reimburse an employee for substantially all of the cost for the private rental of residence quarters whenever free government quarters are not provided. Such costs include rent, plus any costs not included therein for heat, light, fuel, gas, water, and electricity. Monthly cost of off-base housing can range from $1,500 to $3,500, depending on the size and quality of the house and distance to the base. Your out-of pocket move-in expenses will range from four to five months’ rent to cover security deposit, first month’s rent, agent’s fee and landlord appreciation fee. Advance pay will help defray initial move-in costs.


1.4. Post Allowance - Post allowance is a cost-of-living allowance granted to eligible employees officially stationed at a foreign post where the cost of living, exclusive of housing costs, is substantially higher than in Washington, D.C. The amount of the allowance is based on annual salary, number of dependents, and post allowance classification. The post allowance is included as a part of an employee’s regular paycheck, and is not subject to Federal taxes. Check with
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your tax preparer on state tax requirements. The amount of post allowance received is not a percentage of annual salary but rather “expendable income,” meant to assist in defraying living expenses and is not used in retirement annuity calculations. (Post Allowance Regulations)


1.5. Home Leave – Employees who are eligible to accumulate 45 days of annual leave will accrue home leave at the rate of 5 calendar days for each 12-month period in Japan. Amounts may vary at locations outside Japan; please check
with your servicing HR specialist for other duty stations in the Pacific area. Home leave is initially granted only after completion of 24 months of continuous creditable service outside the U.S. You must have completed 24 months of continuous overseas duty only once before you are entitled to use home leave. Previously accumulated home leave may be used at any time during subsequent overseas tours, subject to certain restrictions during the last months of the
current tour. Home leave is most frequently used in conjunction with “renewal agreement travel,” at which time an employee, who has been offered and has accepted an invitation to extend his/her overseas tour, elects to perform round- trip travel between overseas tours. There are other situations in which home leave may be taken.

1.6. Annual Leave Ceiling - Employees recruited from the United States for duty overseas may accumulate up to forty-five days (360 hours) annual leave. The forty-five days maximum annual leave may be retained after your return to the states until such time as your leave balance falls below 45 days during the leave year.


1.7. Environmental and Morale Leave – Eligible civilian employees and their dependents are authorized to participate in the EML program. Under this program, participants may be provided space-available transportation on DOD- owned or controlled aircraft between an approved EML origination site and one approved destination site for the purpose of taking ordinary leave in more desirable locations. Approved destination sites may change at any time.

	From Japan: West Coast - Continental United States (CONUS), Korea, Alaska, Hawaii, Guam, and intra-country Japan.

Participants are limited to two trips a year, either unaccompanied, accompanied with sponsor, or in combination. Whenever a participant commences travel on space available transportation in an EML travel category, a trip is counted against the participant’s entitlement of two trips per year regardless of whether or not the participant utilized EML for return travel. Entitlements are not cumulative; trips may not be saved from one year to the next. Sponsors must have an approved annual leave request. Current EML flights to the contiguous US terminate on the West Coast. There are certain restrictions on when an



employee becomes eligible for EML flights and the timeframe for use during the first six months and last six months of a tour.

1.8. Separate Maintenance Allowance - Separate Maintenance Allowance or SMA is intended to assist in offsetting the additional expense incurred to maintain a separate household. If there is a justifiable reason why eligible family members cannot accompany or remain at an employee’s newly assigned overseas post, the employee may be eligible for SMA. (SMA website)

1.9. Renewal Agreement Travel  (RAT Fact Sheet) - Renewal Agreement Travel or RAT, at which time an employee, who has been offered and has accepted an invitation to extend his/her overseas tour, elects to perform round-trip travel between overseas tours.


Section 4 Preparing to Depart Japan and Return Stateside

One year remaining
1.  Normally at the one year remaining in the 36 month PCS contract a decision of whether to extend is made.


1.1. Management determines whether to offer an extension to an employee.


1.2. If management decides to offer the extension, the offer may be accepted or declined by the employee.


1.3. If the extension is made and accepted then the employee and family continue until next offer is made up to a total of 5 years of PCS.

One year from departure
2.  At one year from departure to a Continental United States Federal employment the follow step shall be taken:


2.1. The employee, if needed, shall begin working on obtaining the required VISA for non-US citizens in order for them to travel to the US.


2.2. The employee/family will verify the expiration date of their passports.(7-12 months from departure)

Six months from departure
3.  At six months from departure and returning to CONUS Federal employment the follow step shall be taken:


3.1. The employee shall notify the Property Management Service that is stateside of the anticipated return date such that renters may be vacated by the time the employee and the family return.

90 days from departure
4.  At 90 days from departure and returning to CONUS Federal employment the follow steps shall be taken:


4.1. The employee should be notified by the receiving Command of the job they will occupy upon return.


4.2. The employee shall request travel orders from HR if leaving SRF or if leaving the
Puget Detachment, Code 600 in Bremerton will provide.


4.3. Request Temporary Quarters Subsistence Expense (TQSE) from the gaining command. These are separate orders from SRF for SRF employees.

60 days from departure
5.  At 60 days from departure and returning to CONUS Federal employment the follow steps shall be taken:


5.1. The gaining command should assign a sponsor to the returning employee and family to assist with their return.


5.2. The assigned sponsor shall contact the returning employee to exchange contact information and answer any questions about the returning process for the returning employee or family.


5.3. The employee should receive orders from their parent command to return to
CONUS federal employment.


5.4. The employees/family should set up their express shipment.


5.5. Contact www.move.mil for personal property.


5.6. The employee set up Defense Personal Property System (DPS) account.


5.7. The employee/family shall set up house hold goods shipment.


5.8. The employee will notify the Landlord/housing of your departure.


5.9. The employee will notify the non-temporary storage of your return.


5.10.	The employee will make reservations at Navy Lodge.


5.11.	The employee will prepare pets for return (requires physical within 10 days of departure).

30 days from departure
6.  At 30 days from departure and returning to CONUS Federal employment the follow steps shall be taken:


6.1. Pack for express shipment.


6.2. Pack for house hold goods


6.3. Coordinate with HR in Japan to turn in voucher for temporary housing.


6.4. The employee shall prepare to close out with housing and utilizes.


6.5. The employee/family should make arrangements for temporary housing stateside if needed.

14 days from departure
7.  At 14 days from departure and returning to CONUS  Federal employment the follow steps shall be taken:


7.1. HRO creates a RPA


7.2. The employee/family should notify the DOD school(s) of departure.


7.3. The employee/family should sell any personally owned vehicle or pay to “junk” it.

10 days from departure
8.  At 10 days from departure and returning to CONUS Federal employment the follow steps shall be taken:


8.1. The sponsor should coordinate a time for the assigned supervisor to meet with the returning employee on the first of their return.


8.2. The employee/family move in to Navy Lodge (10 day maximum stay).


8.3. The employee/family should make arrangements to close out of bank accounts, if necessary.  Remember that to set date far enough out to collect your final pay check normally 2-3 weeks after departure.
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8.4. The employee should print out their Information Assurance training certificate to bring with them so they do not need to repeat the same training at their home command.


8.5. The employee should fill out and submit a SAAR form OPNAV 5239/14. This form along with mandatory training puts the employee back into their previous NMCI account.


8.6. The employee should contact the gaining command’s HRO.


8.6.1. At PSNS & IMF, contact Peggy Rees at (360) 476-3111 (email: Peggy.Rees@navy.mil).


8.6.2. At NNSY, contact Chris Smith (757) 445-1810 (email: Christopher.Smith7@navy.mil).


8.5.3  At PHNS & IMF contact Jan Kuniyoshi at (808) 471-9057 (email: Jan. Kuniyoshi@navy.mil).


8.7. The employee should arrange for transportation from the airport to either the permanent or temporary lodging.


8.8. The employee shall accomplish the checkout process in Japan.(PO Box, change of address, etc.)


8.9. Check out of Navy Lodge on day of departure.


8.10.	Get to the airport.


Section 5 Return to CONUS Command

First week up on arrival
1.  Within the first week up on arrival at your CONUS Command the following items should be completed:


1.1. The employee shall report to the Main (or designated) Gate to meet with sponsor or other designated personnel.


1.2. The employee will need to immediately get processed through security.


1.3. The employee will meet with administrative personnel for the gaining department. The administrative personnel shall help with direct Deposit, W4’s, Emergency contact info, change of address, and turn in of you and your family Government/no-fee (maroon) passport(s).


1.4. The employee needs to check in with their assigned supervisor.


1.5. The employee will need to check in through Code 600 to complete the following items:


1.5.1. Turn in direct deposit with payroll, W4, and change of address.


1.5.2. Government Credit Card changed to new command.


1.5.3. DTS hierarchy change – This needs to be done prior to completion of the travel orders.


1.5.4. En-Route Travel Orders


1.5.5. Mass transit incentive program (TIP pass)


1.6. The employee needs to renew their common access card at Personnel Support
Detachment (PSD).
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1.7. The employee needs to go to the IT department, Code 1230, for computer access and cell phone if necessary.


1.8. The employee will need to meet with their training coordinator to determine the required training and get it scheduled.


1.9. The employee will need to vehicle stickers at Pass and ID.


1.10.	Dispensary – The employee should periodically check to see if their medical records have been received at the dispensary.


1.11.	Hard Hat/Tools

First 1 to 4 weeks after arrival
2.  Within the first 1 to 4 weeks after arrival at your CONUS Command the following items should be completed:


2.1. The employee and family should receive their express shipment.


2.2. The employee and family should receive their shipment non-temporary storage.


2.3. The employee and family should receive their house hold goods shipment.


2.4. Complete TQSE voucher (after 30 days).


2.5. Re-establish household


2.6. Re-establish personal finances


2.7. Children back in school


2.8. Review Health Insurance (you can change during open season)


2.9. Complete the Process Improvement Feedback form to improve this process for future use.




Glossary
	NTS – Non-Temporary Storage
	TQSA – Temporary Quarters Subsistence Allowance
	LQA – Living Quarters Allowance
	PA – Post Allowance
	TQSE – Temporary Quarters Subsistence Expense
	SMA. – Separate Maintenance Allowance
	RAT – Renewal Agreement Travel
	EOD – Entrance On Duty
	RPA. – Request for Personnel Action
	HHG – House Hold Goods
	PMS – Property Management Services
	FTA – Foreign Travel Allowance
	EML – Environmental and Morale Leave
	PSD – Personnel Support Detachment
	CNFJ – Commander Naval Forces Japan
	AOBICR – Area Orientation Briefing Inter-Cultural Relations (5-days)
	PCS – Permanent Change of Station
	CONUS – Continental United States


PCS Package/Booklet consists of:


	Statement of living/working conditions
	Property Management – service agreement
	Responsibility – marital status change – statement of understanding
(rights of employee of Government)
	Transportation Agreement – initiate travel orders (36 month fulfillment)
	No Fee Passport – for employee and family members
	Request For Orders - (Code 600 to generate travel orders)
	Overseas allowance and benefits information (Department Of State, and
360 hour annual leave rollover)
	Renewal Agreement Travel fact sheet





•	Human Resource I Employee Benefit Information System I DFAS I MYBIZ
I TSP I My Pay information sheet
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