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PCS Out Processing Brief

• Soldiers must clear the entire installation to include your unit before clearing the Army
Military Pay Office (AMPO). The AMPO will be your last stop before you conduct your final out 
with the Transitions Office

• This brief is for informational purposes only. Soldiers are not required to show proof or sign 
anything stating that they have completed the brief

• You must bring the following documentation to Room 217 of the Soldier Support Center in order 
to clear the AMPO
 Copy of your PCS orders to include amendments, TDY orders (if applicable)
 Copy of your Absence Request via IPPS-A. If you are requesting Administrative Absence  (Formally know 

as Permissive TDY) ensure it is signed by a LTC or higher.
 Installation Clearing Papers (DA Form 137-2)
 Unit Clearing Papers (DA Form 137-1). Ensure Block 19 is signed by your 1SG/CDR



PCS Entitlements

• BAH (Basic Allowance for Housing)
 If you are currently receiving BAH at the with or without dependent rate, you will continue to receive 

the Fort Campbell BAH rate until you sign into your next duty location. If you are receiving partial 
(barracks) BAH, your BAH will be changed to the without dependent rate based on Fort Campbell until 
you sign into your next duty station. If you reside in On Post/Family Housing, your BAH will continue at 
the Fort Campbell rate until you sign in at your gaining duty station. Ensure Housing stops your 
allotment upon your departure

 If dependency status has changed, e.g., divorced, married, and remarried. Please ensure you complete 
a DA Form 5960 signed by your Commander. Bring the DA Form 5960 along with all supporting 
documentation, e.g. divorce decree, marriage certificate, etc. when you clear

• TLA (Temporary Lodging Allowance)
 TLA is for OCONUS only. TLA is authorized at the gaining Duty Stations Housing office

•  PPM (Personal Procurement Move)
 Please contact the Transportation office @ (270) 798-7151 for more information
 Save all receipts to submit with your settlement at your gaining duty station

• POV Drop-Off/Pick-Up
 Travel to VPC (Vehicle Processing Center) will be reimbursed at gaining duty station. DD Form 1351-2, 

vehicle Inspection sheet (DD Form 788), orders, and DA Form 31 will need to be submitted for POV drop-
off/pick-up reimbursement



PCS Entitlements

 Temporary Lodging Expense (TLE)
 This is a reimbursable entitlement that you may be authorized within the vicinity of losing 

and/or gaining station for CONUS moves. Anything outside of the vicinity is not 
reimbursable. You are only authorized 14 days of TLE for CONUS to CONUS moves, 7 days 
for CONUS to OCONUS moves. These days can be split between losing and gaining 
stations. 

 The areas that do not require a SNA (Statement of Non-Availability) are Fort Knox, Fort 
Campbell, Fort Leonard Wood, Fort Wainwright, White Sands New Mexico, Fort Huachuca, 
Fort Gordon, Fort Belvoir, Fort Bliss, Fort Buchanan Puerto Rico and Fort Hamilton



PCS Entitlements

Per Diem & Mileage Rates
Per Diem is computed as follows:

400 miles for the first day of travel
350 miles for every travel day after that

Mileage rates
Service Member -  $.022 per mile
Spouse (If driving a 2nd vehicle) $.022 per mile

Per Diem
Service member   $157.00
Spouse (if driving 2nd vehicle)  $117.75
Spouse (if riding in same vehicle) $117.75
Dependents 12 yrs. and older  $117.75
Dependents under 12  $78.50



PCS Entitlements

• DLA (Dislocation Allowance)
 Single E-6 and above may be 

entitled to DLA at the without 
dependent rate (depending on 
location). Single E-5 and below 
are not entitled to DLA, unless 
going to a city (recruiting) or 
upon arriving to new duty 
location where 
Barracks/Housing is not 
available.

 Soldiers with dependent status 
(Dependents: Yes) on their orders 
may be entitled to DLA at the 
with dependent rate as long as 
they are relocating their 
dependents



PCS Entitlements

• Advance Travel
 No Advance Travel is authorized. 

All Soldiers must use their GTCC 
(Government Travel Charge Card) 
for this portion of their PCS. 
Contact your units GTCC 
representative for further questions

 See attached Government Travel 
Charge Card Program Fact Sheet



PCS Entitlements

• Advance Pay
 You may request an Advance Pay within 30 days of your departure date
 The Advance Pay will be your base pay minus deductions (taxes, debts, garnishments, and 

insurance allotments)
 You may request this advance by completing the DD Form 2560 which is located at

https://home.army.mil/campbell/index.php/finance
 All personnel in the grade of E-3 and below must have the Commander's signature.
 Once complete, submit either to the Travel Group mailbox below or bring 

documentation to Room 217 at the Soldier Support center
usarmy.campbell.fin-mgt-cmd.mbx.AMPO-Travel-Section@army.mil

•  Advance DLA (Dislocation Allowance)
 Complete the DLA Advance Request via SmartVoucher at the following link:

https://smartvoucher.dfas.mil/
 Instructions on how to request the DLA Advance can be located at the following

https://home.army.mil/campbell/index.php/finance

https://home.army.mil/campbell/index.php/finance
mailto:usarmy.campbell.fin-mgt-cmd.mbx.AMPO-Travel-Section@army.mil
https://smartvoucher.dfas.mil/
https://home.army.mil/campbell/index.php/finance


PCS Entitlements

• Incentive Pay
 Incentive pays to include but not limited to Hostile Fire Pay, Hardship Duty Pay,

Family Separation Allowance, Assignment Incentive Pay, Save Pay, Demolition Pay, 
Cost of Living Allowance, and Special Duty Assignment

 Pay will be terminated one day prior to your sign out date on your DA Form 31.
Incentive pays will be reinstated at gaining station if you are authorized entitlement. If
you are currently receiving FLPB (Foreign Language Proficiency Bonus), please
ensure you take a copy of your Orders and Test scores when in processing your gaining 
duty station

 Parachute Duty Pay (Jump Pay) will only continue if you will be assigned to an
organization that requires you to be in a Jump status. This will be annotated on 
your orders under the “Asgd to Mgt Designation”

• Reimbursement for state licensure and certification costs for the spouse of a 
Soldier arising from a permanent change of station
 Soldiers may now be reimbursed up to the maximum of $1,000.00 in connection 

with each reassignment
 Please refer to Military Pay E-Message 22-012 for additional guidance



Travel Voucher Settlement

 SmartVoucher
 SmartVoucher is a tool that Soldiers 

must use. The SmartVoucher 
populates the DD Form 1351-2 form 
based on your answers to the questions 
about your PCS

 Online Payment Status Tool
 Check your status of your Travel 

claim or advance at the below link:
http://www.dfas.mil/militarymembers/t 
ravelpay/checkvoucherstatus.html
 This tool will only work with CAC 

enabled computers

http://www.dfas.mil/militarymembers/travelpay/checkvoucherstatus.html


Questions

For additional questions, please contact Room 
217 at the Soldier Support Center or the 
Travel Group Mailbox listed below

usarmy.campbell.fin-mgt-cmd.mbx.AMPO-Travel-Section@army.mil

mailto:usarmy.campbell.fin-mgt-cmd.mbx.AMPO-Travel-Section@army.mil
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