OCONUS

PERMANENT CHANGE OF STATION

INFORMATION CHECKLIST
Complete and submit the following items as soon as possible:
______1. Completed Outbound Interview (OBI) via MOL.

______2. Portcall request. (Enclosure (1))
______3. Portcall Flight Information (Enclosure (2))

______4. Report of suitability for overseas assignment (NAVPERS 1300/16) completed by medical and command.  

ALL PERSONNEL AND FAMILY MEMBERS MUST COMPLETE THIS REQUIREMENT. 
Schedule appointments with Medical Suitability Screening Coordinators contact (703) 784-1549 
Email:  SSO@Med.Navy.Mil  (Enclosure (3))
NOTES:

Page 1 and 2:  MUST be completed by the member and an interviewer.

Page 2:  The interviewer has to be a competent authority and it must be signed.

Page 3:  This is to be completed by the appropriate medical authority at the Naval Medical Clinic. (they will give you a computer printed copy to put with your package)  

Page 4:  MUST be signed by the members command Battalion/Squadron level CO (O5 or above). Upon completion of the report of suitability packet, the originals are returned to the IPAC Orders Section.  There is an additional checklist required by MCO 1300.8.  This checklist should be completed at your company/battalion/section level and a copy should be provided to you. (see Area Clearances)
Portcalls: IF YOU HAVE PETS, SUBMIT PORTCALL WITH PETS ASAP TO THE IPAC.
______5. Area clearance request (if required per the Basic Orders).  Report of suitability for overseas assignment (NAVPERS 1300/16) is required. (Enclosure (4))  

______6. Level 1 Anti-Terrorism Force Protection Brief (AT/FP) for yourself and your dependents age 14 and older if executing an accompanied tour.  Complete the AF/FP BRIEF via the internet at the following web addresses:
Please follow the link (https://jkodirect.jten.mil)

To complete your Antiterrorism Level I Training Application

Enroll in course #JS-US007-14

______7. PCS CONUS/OCONUS Workshop Relocation Assistance Letter. (Class schedule provided in Enclosure (5))
______8. DMO Authorization Letter for Storage/Shipping POV: need address POV shipped from.

______9. Copy of reenlistment or extension if applicable. Make liaison with your career planner to ensure you have the obligated service to execute orders or to request a modification to your orders from your monitor. Reenlistment or extension must be submitted to the IPAC at least 10 days prior to your requested detach date in order to allow enough time to process the unit diary.
______10. Check out sheet – Make sure all lines are signed off.  Your S-1 should have the unit’s checkout sheet.  

------------------------------------------------------------------------------------------------------------------------------------------------------------------

I understand that items 1 through 9 listed above are my responsibility and I will contact the Installation Personnel Administration Center at (703) 784-4193 if I have questions regarding this checklist. 
Signature________________________ Date __________________

STUDENT PERSONNEL - PLEASE UTILIZE THE ADMIN CHIEF AT YOUR SCHOOL

The Administrative Chief at the school will always be the liaison between Student and IPAC.  No student(s) should contact IPAC without prior arrangement between the Administrative Chief/Section and The Orders Chief of IPAC.  

Read your orders: if your orders state that you are required to have OBLIGATED SERVICE (i. e. 24 months upon arrival at next duty station), SECURITY CLEARANCE, PROOF OF CLEARANCE, PHYSICALS, CHECKLIST'S,  ETC, it's your RESPONSIBILITY.
EFMP (EXCEPTIONAL FAMILY MEMBER PROGRAM)

Located in building 122 on Neville Road (above Little Hall).  The EFMP is a MANDATORY enrollment program for all active duty personnel to provide assistance to family member(s) who have special needs either before or after relocation due to Permanent Change of Station (PCS) orders.  Active duty personnel are required to check in upon arrival at new Permanent Duty Station (PDS) and to check out upon transfer from their PDS. Reference and phone numbers are: REF: MCO P1754.4 Phone #:  571-931-0531/0533
RELOCATION ASSISTANCE PROGRAM:  Attendance to the PCS CONUS/OCONUS Smooth Move workshop is mandatory per MCO 1320.11E PAR 4C & MCBO 1320.4B.  Advance Sign-up is required, for more information or to sign-up for the workshop, please contact the Relocation Office at 703-784-4961/2 or 703-784-2659.  Please bring the Relocation Assistance Program Letter back to IPAC.
PASSPORTS:  This is a TOP PRIORITY AND IS MANDATORY.  Please complete the application on-line and print it out single sided.  Once complete, please contact the base passport agent for an appointment at:

Roberta Simpson:  703-784-1488.  Located in Little Hall.

HTTPS://PPTFORM.STATE.GOV
DMO:  Contact DMO and make arrangements for movement of household goods and privately owned vehicles.
Located in building #2009, Zeilin Road (behind PMO building) they are located on the 2nd deck Personal Property Section (Household Goods):  Phone numbers are provided so you can call and schedule the appointment to set-up your PCS move by contacting DMO at 703-784-2831/2832/2833. A copy of the basic Original Basic Orders are required by DMO in order to setup your household goods move. Note:   Only DMO can authorize storage/shipment of vehicles.   This is not authorize at command levels. 
AREA CLEARANCES:
This is a VITAL KEY to the COMPLETION of your package.  This clearance is a request for approval of dependents to enter the country.  The orders section CANNOT release a message for this approval UNTIL YOU PROVIDE A COMPLETED REPORT OF SUITABILITY FOR OVERSEAS ASSIGNMENT(NAVPERS 1300/16)  for yourself and dependent(s) (if applicable), which is to include Page 3 – Part II: Recommendation of Commanding Officer or Officer in Charge of Medical Treatment Facility. (the medical screening) The area clearance approval process can take 5 – 7 working days for a response to be sent back to IPAC from the gaining command.
NOTES:

NOTE - 1)  Members in receipt of PCS orders to China, Holland, Vietnam, Muscat Oman, are authorized to make their own travel arrangements via Carlson-Wilson Travel (SATO) which is located at 2009 Zeilin Road.  Customer Service phone number:  (703) 640-7101.  Please provide a copy of your travel itinerary to the IPAC.    A copy of your Web Orders is required to make travel arrangements.   

NOTE - 2)  Per DMO, members in receipt of PCS orders to Germany are required to be arranged by PORT CALL, flights go to Frankfurt and Ramstein.   (PCS for Stuttgart flies into Ramstein, buses/trains are available from there to Stuttgart)  Contact IPAC or DMO if you have questions or concerns about this.  

NOTE - 3)  MARADMIN 294-10 paragraphs 1-7, Uniformed Service Members, DOD Civilian Employees, & Dependents are required to use available U.S. certified carriers for ALL commercial air transportation for official travel, IAW PAR U3125 of Reference A. Arrangement of official transportation through an available Commercial Travel Office (CTO)/Distribution Management Office (DMO) is MANDATORY. 
NOTE:  FOR PORT CALL PURPOSES/PROCEDURES, THE FOLLOWING APPLIES  

1) All passengers must have a seat, to include infants and children.

2) In order to reserve a seat, the child must be born.

3) All passengers must have a SSN or passport number. (adults must have an SSN)
4) All flights to Bahrain are out of Norfolk VA
REQUEST FOR PORTCALL

1.  FULL NAME/DOB:__________________________________________________________________
2.  SEX:_______________________________________________________________________________

3.  GRADE/TITLE/EDIPI/MOS:__________________________________________________________
4.  SEATS REQUIRED:_________________________________________________________________
5.  SPECIAL PASSENGER CATEGORY:__________________________________________________
6.  ACCOUNT HANDLING:______________________________________________________________
7.  EXCESS BAGGAGE (MMIA AUTH REQ'D):____________________________________________
8.  TRANSPORTATION MOVEMENT PRIORITY:__________________________________________
9.  TYPE OF TRAVEL:__________________________________________________________________
10.  AVAILABILITY DATE (PORTCALL INFORMATION):_________________________________
11.  AVAILABILITY DATE CODE:_______________________________________________________
12.  MANDATORY DEPARTURE DATE (1 DAY PRIOR TO NLT DATE):_____________________

13.  ORIGIN OF STATION:______________________________________________________________
14.  AVAILABILITY POINT:_____________________________________________________________
15.  OVERSEAS DESTINATION (NEW DUTY STATION):___________________________________
16.  AUTHORITY FOR MOVEMENT (BASIC ORDERS):____________________________________
17.  CUSTOMER IDENTIFICATION CODE:_______________________________________________
18.  ANTICIPATED DETACH DATE FROM COMMAND:___________________________________

19.  ANTICIPATED LEAVE DATES:______________________________________________________
20.  COMPLETE LEAVE ADDRESS:______________________________________________________
21.  LEAVE PHONE NUMBER:___________________________________________________________
22.  CURRENT EMAIL ADDRESS:________________________________________________________
23.  CURRENT HOME & CELL NUMBERS:________________________________________________
24.  EMERGENCY POINT OF CONTACT/NAME/RELATIONSHIP/TELEPHONE NUMBER:_____
    ______________________________________________________________________________________
25.  TAD LOCATION/DATES OF TAD:_____________________________________________________
26.  NAME/SSN/RELATIONSHIP/DOB FOR DEPEN(S)/AGE OF CHILDREN (AUTH TVL):______
    ______________________________________________________________________________________
    ______________________________________________________________________________________
27.  EXPIRATION OF ACTIVE SERVICE (EAS)_____________________________________________
28.  PAY ENTRY BASE DATE (PEBD):_____________________________________________________
29.  EXPECTED DELIVERY DATE (PREGNANT):___________________________________________
30.  COUNTRY OF CITIZENSHIP (FOREIGN NATIONAL(S):________________________________

31.  DEPENDENTS AREA CLEARANCE (ACCOMPANIED ORDERS):__YES / NO / N/A_________
32.  PASSPORT INFORMATION: APPLIED FOR/RECEIVED (PHYSICAL CUSTODY):__________
33.  CURRENT MCC AND RUC:___________________________________________________________
ENCLOSURE (1)

34.  QSN (QUOTA SERIAL NUMBER/LCPL & BELOW):______________________________________ 

34.  PORTCALL DESTINATION:___SEATTLE_(JAPAN)_________NORFOLK_(BAHRAIN)________
35.  PET INFORMATION:  TYPE OF PET      (CAT)        (DOG)        (OTHER) 

    A. BREED OF ANIMAL:_________________________________________________________________
    B. CONTAINER DIMENSION(S): HEIGHT:________________________________________________
                                                                 WIDTH:_________________________________________________
                                                                 LENGTH:________________________________________________
    C. WEIGHT OF PET(S) (W/O CONTAINER):_______________________________________________
    D. TOTAL WEIGHT OF CONTAINER(S) W/PET:___________________________________________
       (INFORMATION NEEDED FOR EACH PET)

  36.  REMARKS OR SPECIAL REQUEST:___________________________________________________
    _______________________________________________________________________________________
    _______________________________________________________________________________________
      






J. BROOKS 








By direction
ENCLOSURE (1)
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ENCLOSURE (3)
	REQUEST FOR AREA CLEARANCE



	

	A. SPONSOR’S GRADE:
	

	

	B. NAME/EDIPI:
	

	

	C. DATE OF MARRIAGE:
	

	

	D. NATIONALITY OF SPONSOR AND FAMILY MEMBERS:
	

	

	E. ORIGIN DUTY STATION:
	MARINE CORPS BASE QUANTICO VA

	

	F. ADDRESS OF FAMILY MEMBERS:
	

	

	G. DATE DEPARTING CONUS:
	

	

	H. MONTHS SEPARATED FROM FAMILY MEMBERS:
	

	

	I. TRANSFER AUTHORITY:
	(BASIC ORDERS)

	

	J. DETACHMENT DATE:
	

	

	K. ULTIMATE DUTY STATION:
	

	

	L. ESTIMATED DATE OF ARRIVAL AT NEW DUTY STATION:
	

	

	M. HOUSING PREFERENCE:
	GOVERNMENT  /  CIVILIAN:
	

	

	N. PASSPORT STATUS:
	APPLIED FOR  /  NOT APPLIED FOR

	

	O. STATEMENT OF ELIGIBILITY:
	

	
	(1) NUMBER OF MONTHS TOUR:
	

	
	(2) PROJECTED ROTATION DATE:
	

	
	(3) EAS (ENLISTED ONLY):
	

	

	P. FAMILY MEMBERS SUITABLE FOR OVERSEAS ASSIGNMENT:
	 YES  /  NO

	

	Q. REMARKS:
	

	


      **E.  NEVER CHANGES

      **F.  WHERE DEPENDENTS LIVE NOW

      **G.  FLIGHT DATE FROM PORT CALL/DATE YOU FLY

      **J.   DATE YOU ARE LEAVING QUANTICO 

      **L.  DATE YOU ARRIVE AT NEW COMMAND 

ENCLOSURE (4)
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ENCLOSURE (5)
