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DEPARTMENT OF THE AIR FORCE

42D AIR BASE WING (AU)

MAXWELL AIR FORCE BASE ALABAMA

MEMORANDUM FOR COMMANDER’S SUPPORT STAFF

FROM:  42 MSS/DPMAR

SUBJECT:  Relocation Processing

1.  ____________________________________is being processed for PCS to_______________ with scheduled departure during____________________(month, year).

2.  The responsible agent within the unit or duty section must complete the actions checked below.  After the first endorsement is completed (within 20 days of member’s departure),  give this letter to the member to brig to his final out-procession appointment with the Outbound Assignments Element.  Individual stationed at a geographically separated unit must provide this letter via Email (mpf.outbound@maxewll.af.mil) or fax (DSN 493-3144) before departure.


A.  WEAPONS TRAINING:  AFIs 36-2119 and 36-2226,  require current weapons qualification for certain overseas assignments before the individual departs for the new duty station.   The member must complete the (Air Force Qualification Course of Security Police Course) for the (M-16/M-9) (038/M-15) of (M-9 and M-15) within 60 days of departure.  If weapons’ training is required,  the Outbound Assignments Element provided a letter to the individual during his/her initial relocation briefing.



(  )  Member (completed) (is current) in required weapons training and AF Form 



522 or computer product is attached.  (UNIT DEPLOYMENT MANAGER OR 



UNIT TRAINING MANAGER Initials and date)_______________________.

Note:  Schedule personnel to complete this training at least 60 days before their projected departure date.


B.  SECURITY:  According to DoDD 5200.1-R/AFI 105-1101,  security debriefings are


Mandatory for personnel who PCS, PCA, or terminate employment and have had access 


To any of the following indicate special access programs:



(1)  SIOP-ESI (see DoDD 5200.2-R/AFI 131-501).



(2)  NATO Secret and above (see AFI 131-402).



(3)  CNWDI (see DoDD 5200.1-R/AFI 110-1101).



(4)  SCI (see USAFINTEL 201-1).


C.  DUTY AND TRAVEL RESTRICTION.



(  ) Turn in restricted area badges.

(  ) Duty and travel restrictions were/were not incurred and attached is the required correspondence by AFI 31-501 for the file in personnel records.

D.  CLOTHING REQUIREMENTS AND CERTIVICATION:


(  )  Additional clothing requirements apply to member.  Member should refer to


PCS orders or Assignment Clerk for instructions.

E.  AFI 36-2908,  DEPENDENT CARE RESPONSIBILTIES:  When a single member of a military couple with dependents is taking dependents on the overseas tour,  AFI 36-2908 requires them to make dependent care arrangements on AF Form 357,  Dependent Care Certification (item 17).  Only the unit commander or first sergeant may certify the validity of these arrangements.


(  )  Member received a briefing according to AFI 36-2908.  See Attachment.

F.  AFI 36-2238,  SELF AND BUDDY CARE TRAINING (SABC) & CPR Certification Training:  (See Unit Training Manager or Command & Support Staff)


(  )  Self-Aid & Buddy Care training completed on _________(initials & date).


(  )  CPR Certification Training was completed on__________(initials & date).

G.  GOVERNMENT TRAVEL CARED (UNIT PROGRAM MANAGER).  Individuals should report to their Unit Commanders Support Staff for assistance.


(  )  member provided copy of PCS order to UPM on________(initials & date).

H.  The member is responsible for insuring each base agency listed below date and initial their assigned actins.  Processing actions should be completed NLT 20 days prior to the member’s projected departure date.  Member must call Outbound Assignments at extension 953-5678 NLT 15 Duty days prior to scheduled departure date.  Failure to do so will result in a signed memorandum from your Unit Commander stating why you failed to follow instructions.


1.  The member is responsible for insuring each base agency listed below date                

            and initial their assigned actions.  


(  )  Vehicle Registration/Restricted Area Badge.  (Pass & Registration)________.


(  )  Finance Customer Service (receive finance briefing)____________________.


(  )  Emergency Data Card/Deers Enrollment/SGLI/Family Member Dental Plan.


Review personnel records & make changes accordingly____________________.


2.  Member is responsible for brining ALL of the following items to his/her


final out-processing appointment which is scheduled on_________________.


(  )  This completed relocation processing memorandum.


(  )  Education Center (pick up Education Records or Letter of Non Availability)


(  )  Identification Tags (see Personnel Readiness)


(  )  Passport/VISA Processing (Overseas Personnel Only)


(  )  Travel Tickets (Traffic Management Office)  if applicable,


(  )  Medical/Dental/Immunization Records (Military Members Only)


(  )  Tricare Out-Processing Memorandum


(  )  Finance Out-Processing Memorandum


(  )  AF Form 623,  OFT Records from your supervisor (E-6 and below)

NOTE:  ALL OF THE ABOVE ITEMS ARE MANDATORY.  THIS IS IN ADDITION TO FORMS THAT WERE GIVEN TO YOU BY YOUR ASSIGNMENT CLERK.  FAILURE TO BRING ALL ITEMS WILL RESULT IN RESCHEDULING YOUR APPOINTMENT.







________________________________







Relocations Representative

1st Ind,_________________

TO:  42 MSS/DPMAR

FROM:  Commander’s Support Staff


a.  LEAVE AND ADMINISTRATIVE ABSENCE POLICY:  AFI 36-3303,  Leave and Administrative Absence Policy,  provides authorization for delay enroute in conjunction with PCS or TDY travel.  Such delay,  however,  is limited to accrued or advanced leave only.  If advance leave is involved,  the member’s commander must approve the leave as well as counsel the member as required by AFI 36-3003.  The commander must also assess the payback potential of advance leave before approving.  Additionally,  the commander must ensure the advance leave is kept to an absolute minimum.  The commander must get AFPC’s approval if advance leave is over 30 days.  NOTE:  Leave that will accrue during an extension is not available for use until the member actually enters the extension.  If the member has a negative leave balance, it may be appropriate to approve an amount less than the amount requested.



Action Completed:


(  )  Member has _________day’s accrued leave.

(  )  Review of current leave balance indicates member will enter into a period of advance leave because of leave taken in conjunction with this move, and the delay enroute is approved.


b.  AFI 40-502,  AIR FORCE WEIGHT MANAGEMENT PROGRAM:  The Unit Command and Support Staff is responsible for ensuring member weighs in NET 30 days prior to departure and NLT 10 days prior to departure date.


(  )  Member’s weighed and/or measured on ___________________(date).


(  )  Member is/is not within weigh standards_________________(initials).


(  )  If applicable,  this unit kept a copy of the AF Form 393 and mailed to the 


WMP case file including the AF Form 393 to gaining unit on _________(date).

                                                                         _________________________________







Signature







____________________________________







Printed Name, Grade of Unit CC, CCE, CCF
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