	CHECKLIST

	BEFORE YOU LEAVE CONUS

	Get copies of marriage and birth certificates with raised seals for yourself and all family members.

	Get a sponsor from your new organization.

	Contact the local Family Support Center for information on your new post.  Also ask if they have any general information on moving that may be helpful to you.

	Obtain official and tourist passports for yourself and family members.  Obtain visas, if necessary.  Make photocopies of your passports.

	Ensure your stateside driver’s license is current, if not have it extended.

	Complete transportation agreement and get PCS orders.

	Obtain return rights or rotation agreement

	Send copy of orders to sponsor and ask that he/she get a post office box for you.

	Provide current post office with a change of address to the overseas post office box

	Complete and fax a direct deposit form (SF-1199) to Defense Finance and Accounting Service, Electronic Fund Office at 614-693-2458 or DSN 869-2458.

	Contact your closest Military Base Transportation Office for Household Goods (HHG) counseling appointment and information on shipping a car, if applicable.

	Make flight arrangements through your closest Government Travel Office (located with most military bases)

	Decide what to store and what to ship, what to donate or sell.

	Decide whether to ship car or sell it.  Obtain necessary repairs.

	Call car insurance carrier on overseas coverage.  Ask sponsor about overseas insurance carriers.

	Get routine medical and dental treatment.  Bring at least one month’s supply of prescription medicines.  If you currently work for the Government and have an HMO Health Plan, get information on changing to a plan that will cover you overseas.

	Clarify your state’s position on paying state income tax while employed overseas.  Obtain necessary forms.

	Notify correspondents of change of address.  Do change of address card for losing post office.

	Collect important papers to carry with you.  DO NOT ship these important papers in HHGs or Hold Baggage.  You will need them upon arriving in the overseas area.  Examples include:

· Birth certificates of all family members (certified copies with raised seals)

· Marriage certificate, divorce papers, adoption papers, citizenship documents (if applicable)

· Insurance policies and wills

· State Driver’s license

· Vehicle title and registration (if shipping car)

· Current bank statements, lists of credit cards, savings, checking, other important account numbers and addresses

· Past income tax records and returns

· Home ownership documents

· Social security cards

· Education certificates/diplomas/transcripts for family member employment applications or school registration

· Children’s school records

· Medical records (copies from all doctors) and immunization records

· Copies of SF-50, Notification of Personnel Actions, for you and your spouse if worked for the U.S. Government in the past

· Latest Leave and Earnings Statement. 

· DD 214’s (member copy 4), if applicable and your spouse intends to seek employment.



	If a pet owner, contact airlines regarding flight requirements for pets.  Contact local consulate for requirements regarding bringing an animal into the country.  

	Strongly consider getting a salary advance before you leave CONUS.  It may take two pay periods or more to resume regular paychecks once you move.

	Allotments from your paycheck stop if you change payroll offices.  Review any direct payments made from your check and be sure you have the correct information to resume allotments/direct payments from the new payroll office.  Prepayment to avoid problems during any processing delay may be advisable.

	If you plan on continuing direct deposit of your paycheck to a CONUS bank or credit union, have them complete their portion of the direct deposit form and bring with you for use of new payroll office.

	You may wish to obtain an international drivers license. 
For more information go to http://travel.state.gov/road_safety.html#permits

	UPON ARRIVAL

	Complete documents to request Foreign Transfer Allowance.

	Complete documents to request Temporary Quarters Allowance (TQSA)

	Complete documents to request Post Differential, if applicable.

	Complete documents to request Separate Maintenance Allowance, if applicable

	Complete travel voucher for PCS

	UPON SECURING PERMANENT HOUSING

	Complete documents to request Living Quarters Allowance (LQA)

	Complete documents to request Post Allowance, if applicable.

	Complete documents for Living Quarters Allowance Reconciliation (one time requirement after first complete year overseas in permanent housing) or upon movement to a new permanent residence.


