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U.S. ARMY

MPPS+A

INTEGRATED PERSOMMEL AND PAY SYSTEM - ARMY

SELF SERVICE - Installation
Clearing Papers- JOB AID

This document establishes standardized R
procedures for initiating and finalizing the out- General Navigation
processing phase for Service Members (SM).
These guidelines ensure a seamless, accurate, and
regulatory-compliant transition in accordance with
Army and installation mandates.

« ToMy Profile: Sclf Service Homepage > My
Persormel Action Requests

Noge: Members ase fabs toview and ipokaie their
information.

This guidance is applicable to all Service Members Q
Poranant Chmge of Ston PR Tispcessrquis Permel Acton e
Refarence unit Standard Operating Frocedures
(S0Ps) and local policies.
+Seff senvice or from HR PRO a PAR can be generated
Step-by-Step Instructions; PAR - Installation Clearing Papers

Service Member: ems oo .
1.8elect the My Personnel Action 3 3
Requests Tile. — — e — ——

-, Note: Members view, the HR (& (- m & 0
1 PRO screen will not look like ‘@ P - =/ '\éj
this.
-l o
‘=) i
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U.S. ARMY

k_l E_BS’*A SELF SERVICE - Installation

INTEGRATED PERSONMEL AND PAY SYSTEM - army Clearing F‘apers - JOB AID

Step-by-Step Instructions: CONTINUED

My Personnel Action Requests

2. Select Create Personnel Action

Uty Prryzorm | dictior B b

Fersawe] Arion Regeesis '.' m

IR [T

Request Details: 3

1. Effective date - date requested for final out.
2. Select: Action — Admin Records Corrections.
3. Select: Reason - (ther

Reqguest Details

Effective Date | 02022026 |
“Action |Admin Records Cormedions. «
Admin Records Correction — Other: 4
F‘AR Dum: Reason | Other
-Effective Date — Date requested for Final Out-processing
“Other Type — Installation Clearing Papers
Born Reconds Comectiang - Dther
1) et Step 1 of 4: Regut Dats ﬂ
Remarks Section: The following five (5) data .

points must be typed directly into the PAR remarks:
= 1. Absence Dates: [Insert Dates]

= 2. TDY-E: [Y/N] *
« 3. Professional Email: [.edu or .mil address]

+ 4. Housing Status: [On-Post/ Off-Post]

« 5. Requested Final Out Date: [Must match the
Effective Date of the PAR]
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U.S. ARMY I A
B ' SELF SERVICE - Installation
Clearing Papers - JOB AID

INTEGRATED PERSONMEL AND PAY SYSTEM - ARMY

Step-by-Step Instructions: CONTINUED

Aprur Recoiis Conpoians - Otsar

Admin Records Corrections - Attachments

Upload supporting documents 7| oo PR ——
Niote: 1] e e
Remarks Section: Supporting documenis —— — —— ——
Absence (DA 31 NGUSAR)
PCS Orders {amendments/addendums)

DD 1610 (if applicable)

Bedia Rpcoids Comiclion - Dier

Admin Records Corrections = -
Validate uest
REq 5 Tegembn Biep 1 of & Walkdate: Ryl
3, Vo et
- S— 1 T g pme e s e e e
R

Admin Records Corrections — Transaction =« =
Summary
Click Submit
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Preparing to Depart
U.S. Army Garrison -
Presidio of Monterey

5% 7% 7_WE ARE ... THE ARMY’S HOME_ 7% J% %

Relocation Assistance Program: Smooth-Move

POC: Charles Lyons
Army Community Service



U.S. ARMY

Relocation Assistance Program

The Army Relocation Assistance Program (RAP), managed through local Army Community Service (ACS) centers, provides
comprehensive support for PCS moves, including counseling, "lending closets" for household items, and sponsorship training. It assists
with move planning, spouse employment, housing, and school liaisons to ease transitions.

Topic 1: Relocation Assistance
* Relocation Assistance Program (RAP)
* Supporting Soldier and Family Readiness

Topic 2: Relocation Assistance Core Program
* Digital Welcome Packets

* Importance of Digital Welcome Packets

* Lending Closet

* Plan My Move

* Military Spouse Orientation

* Joint Travel Regulation (JTR)

* PCS Timeline

Topic 3: ACS PCS Assistance
* Common PCS Mistakes
* Benefits of Local Resources

Topic 4: Vehicle / Travel Safety
* Inspections / Preventive Maintenance
* Emergency Kits

* Roadside Assistance / Vehicle Repairs

Topic 5: Travel Planning

* TRiPS Safety Assessment ( Map)
* Choosing your route

* Special Travel Instructions

* Hotel Safety Tips

Topic 6: TSA / Travel Perks

Topic 7: Spousal Resiliency / Education

Topic 8: Employment Opportunities

Topic 9: Exceptional Family Member Program ( EFMP)
Topic 10: Pet Travel

Topic 11: Questions / Link to ACS Relocation Professional



U.S. ARMY

Core Services of Relocation Assistance

v’ Relocation Readiness: Offers pre-departure and post move briefings, newcomer orientations, and specialized
support for all DoW movers CONUS or OCONUS moves, supporting all Soldiers and their Families and DoW
Civilians.

v’ Lending Closet: Provides basic household items (pots, pans, dishes, folding table and chairs, irons, coffee
makers) for temporary use while waiting for household goods to arrive.

v’ Plan My Move: An online tool offering customized checklists and resources to assist with PCS moves.

v Sponsorship Training: Helps units connect with incoming soldiers to aid in integration.

v' International Support: Assists with immigration, citizenship, and cultural adaptation for foreign-born spouses.

v Improves readiness and resilience, ensure each SM has appropriate information to ensure decision-making which
supports mission success.

e-mail relocation questions to: usarmy.pom.id-training.mbx.acs@mail.mil
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U.S. ARMY Relocation Assistance

v Digital Welcome Packets for Your New Duty Station

\

v Check—In Procedures, Documents to Hand Carry, Special >
In-Processing Instructions.

MILITARY
ON:SOURCE

v" Plan your PCS move instructional guide at the link below:

v Encourage Spouse to attend the Military Spouse Orientation at your new duty
station, every installation has a different programs, services and or procedures.

v' PLAN AHEAD: Plan your travel 60 - 90 Days in advance and Save Money during your move; don’t forget to
claim your entitlements: DLA, TLE, TLA and Per Diem amounts

v’ Passports are required for travel overseas, Diplomatic and No-Fee Passports ( Slow Process) Start Early

v" (JTR) Joint Travel Regulation:
https://armyeitaas-my.sharepointmil.us/personal/charles_a_lyons civ_army_ mil/Documents/Desktop/JTR.pdf

e-mail relocation questions to: usarmy.pom.id-training.mbx.acs@mail.mil
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U.S. ARMY PCS Timeline

v Day 60 to Day 30: Obtain Military Orders, Schedule HHG pick-up, Schedule ACS brief, Utilize
Loan Closet

v Day 30 to Day 14: Notify Housing of Departure in writing, Plan travel routes (schedule stops),
(Limit driving to 350 miles per day) (See Below®)

Per JTR: Update: 04/01/2026; Page 5A-8: Papa 050205 Authorized Travel Time

1. If the ordered travel is 400 or fewer miles between official locations and the traveler uses a
POV, Government automobile, or rental vehicle, then 1 day of travel is authorized for the
official distance.

2. If the distance is greater than 400 miles, then divide by 350 to determine the number of
authorized travel days. If the remainder is 51 or more, one additional travel day is allowed. The
result determines the maximum number of authorized travel days.

IMPERATIVE: Use all of your travel days: Depart your installation based on JTR Rules

v Day 14 to Day 1: Clear installation and confirm lodging at scheduled stops, Save all Lodging
Receipts.

v’ Zero Day: In-process, Acquire Housing, Attend Newcomers Brief

v Day+ 30: File for Travel Benefits and Entitlements, DLA, TLE, TLA and Per Diem amounts,
Milage reimbursement, Family Stabilization.

e-mail relocation questions to: usarmy.pom.id-training.mbx.acs(@mail.mil
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U.S. ARMY ACS PCS Assistance

Common PCS Mistakes
v" Skipping the ACS briefings

v" Underestimating travel times and costs
v" Losing travel receipts
v’ Delaying housing decisions

v Not using Military resources

Benefits of using ACS resources

v Reduces financial burden: education and advocacy for financial literacy.

v" Improves readiness: Ensures SM and families have knowledge and tools to be successful.
v" Supports Families: Before during and after military service.

v Enhances mission success: SM can focus on mission, knowing families are cared for.

v" Provides local area guidance.

v" Critical for a smooth PCS transition.




U.S. ARMY BE PREPARED / DRIVE TO ARRIVE

0 Conduct Vehicle Safety Inspections and ensure repairs are done ahead of travel days.

L Trainings: (changing tires, learning to check engine oil and fluids, knowing
basic-break down procedures on the road) See: Hobson Rec Center or ACS for
Resiliency / Life Skills Education.

0 2 Person Emergency Kit / ensure your 72 Hour Backpack has emergency food, water
and safety equipment.

0 Roadside Breakdown Kit, Self-Recovery Kit.

Q0 Don’t rely on AAA; have a back up plan; Check your insurance policy for
Tow truck information, some have a milage limit based on your coverage!

L Don’t rely on strangers on the road, be prepared! Not everyone that stops to help you have
noble motives! Record your interaction secretly! (360 Dash Camera, Cell phone or smart
glasses)

Better to have it and not need it, than to need it and not have it!




U.S.ARMY BASIC SAFETY EQUIPMENT

BATTERY JUMPER

J——" p — =

150 » @ «eull 12V 3000A

NOCO BOOST PRO O—W
1C.0v

ROAD FLARES
Or WARNING
BEACONS

ROADSIDE
BREAKDOWN

- : f -
Add additional items to these Kits, like a fire extinguisher;

based on your vehicle, geographic location
and time of season!




US.ARMY  FAMILY EMERGENCY SAFETY KIT
(Example)

Food, Water and Safety:

The food and water in this kit are meant to provide nutrition for 2 people for 72-hours until help arrives. These
products have a 5-year shelf life.

* 12 - 40z. Water Pouches
* 12 -400 Calorie Food Bar's (4800 Calories)

» 20 Water Purification Tablet's - each tablet purifies 1 liter of water, or water filter

» First Aid Kit, with pain meds and sterilized tools for teeth and sutures

* Individual Prescription Meds and Preventive Medicines (Bug Spray and After Bite)

e Light and Communication:

These tools below come in handy during a home power outages, car trouble, or other emergencies requiring
you to leave your home.

* QS5 Flashlight, Keychain LED Flashlight, Dynamo 4-in-1 Radio Flashlight Charger
12 Hour Emergency Bright Stick

Survival Whistle, Signal Flare Gun and Road Flares, Signal Mirror
Red Cross hand crank charger for phone and lights, BOOST to restart your vehicle




U.S.ARMY FAMILY EMERGENCY SAFETY KIT

Shelter and Warmth / Cooling:

These supplies will provide protection from outside weather forces. They will protect you from wind, sun, rain,
and other harsh conditions you may encounter.

4 Emergency Body and Hand Warmers

4 Emergency Blankets / Cooling Blanket

4 Emergency Ponchos with Hood

Emergency Tube Tent with Rope, ensure the material is water resistant or waterproof
Compact flannel or thermal Blanket

Change of clothes and socks, boots

Tools:

These items are designed to be useful in disaster situations. They will be a valuable resource when you find
yourself faced with navigation, transport, personal protection, or shelter troubles.

Basic Survival 8-in-1 Everyday Kit consisting of:
- Stealth Pen
- 11-in-1 Pocket Card or Multi-tool
- Lensatic Compass, digital GPS App
- Ferro rod fire starter, cotton soaked with Vaseline (helps to start a fire in a damp environment)
- Pair of durable work gloves and sterile rubber gloves

- Mechanics tool kit with wrenches and sockets




U.S. ARMY

TRIPS Travel Planning

Not Mandatory / Good Resource

bl
r

xd TRIPS# 4

lllllllllllllllllllllllll

VELCOME TO TRIPS!

Create your TRiPS Assessment




S TRIPS Safety Assessment
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U.S.ARMY CHOOSE YOUR ROUTE
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US. ARMY SPECIAL TRAVELING INSTRUCTIONS

AER Assistance

*  PLANNING ROUTES AND SHARING YOUR DRIVE
WITH FAMILIY

ALLOW NAVIGATIONAL SHARING

 LIMITS ON DAILY DRIVING MILAGE

« BEST HOURS TO TRAVEL

 LIMIT HOTEL STAYS BELOW DAILY PER DIEM
AMOUNT

¢ CONTACT AER FOR EMERGENCY FINANCIAL
ASSISTANCE WHILE IN PCS STATUS FOR CAR
REPAIRS, KEEP YOUR SAVINGS FOR
UNKNOWN EXPENSES AT YOUR NEW DUTY
LOCATION.




U.S. ARMY
HOTEL SAFETY PROCEDURES

STAY SAFE / TRAVEL LIKE A PROFESSIONAL, YOU NEVER KNOW WHO IS
TARGETING YOU!

Upon Checking In: Hand the receptionist Drivers License / ID Card / Credit Card.

Choose your room (If available) on floors 2-6.

Keep Room Number Private, The receptionist should never say your room number aloud.

Test locks and windows immediately to ensure security, looking behind curtains and in closets and
under the bed.

* Lock your luggage, never leave your luggage with the concierge.

« Keep your luggage locked and your purse, wallet or backpack with you always after check-in.

* Hang the “DO NOT DISTURB” sign on door at all times.

* Hotel Safe “MASTER CODE” ( All hotel staff have access to the code)




U.S. ARMY TSA PRE-CHECK

BE A GOOD PASSENGER ON AIRLINES

* REGISTER WITH TSA PRE CHECK, FREE FOR MILITARY, AVOID LONG LINES
* https://www.tsa.gov/precheck/military/military-travelers
* https://www.youtube.com/watch?v=rcD7kdOSSJk&t=37s

With TSA PreJ you don't need to remove:

SHOES LAPTOPS 3-1-1 LIQUIDS BELTS LIGHT JACKETS

Learn more at www.tsa.gov/precheck

* Register with the airlines; all you need is a membership, you don’t have to obtain
their credit card. Get the points and travel perks for being a member and a Service
Member. The Military will pay for the airfare; you gain from the benefits!
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U.S. ARMY

LONG TERM PERKS PAY OFF
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Memberships are Valuable




us.ARMY  Spousal Military Knowledge and Resiliency

Self-Paced, Valuable Military Knowledge of Military Customs and
Courtesies. Provides tools for leadership development, effective
communication, and career building.




U.S. ARMY EMPLOYMENT READINESS

Consider Volunteering to gain experience:
— Learn new skills
— Meet new people (networking)

— Use volunteer experience on resume to fill in employment gaps and show knowledge, skills
and abilities to conduct required duties.

— See ACS for Job searches, resume writing and interviewing skills assistance

Job Search websites:

* Government Agencies, Dept. of Defense Dependent Schools( DODDS), (DECA) Commissary jobs
can be found below:

https://www.usajobs.gov/

https://odin.aafes.com/employment/ EXCHANGE EMPLOYMENT/

www.indeed.com

* Other options overseas: PX , DECA, Banks and Military Contracted positions are always open.

e-mail employment questions to: usarmy.pom.id-training.mbx.acs@mail.mil
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U.S. ARMY
Exceptional Family Member Program

Mandatory Screening for Overseas Assignments

* Obtain DA Form 5888 during LEVY Briefing. Ensure section 8 is signed by the

personnel service center representative.

* A physical exam by each family member needs to be completed with their

Primary Care Physician or MTF Physician within the past year.

* Submit an Overseas Screening packet through Enterprise (E-EFMP) or call the
CALMed EFMP office at 831-884-1060 for assistance.

«Note: Without an EFMP screening, Families will not be
authorized travel on PCS status to an overseas location.




U.S. ARMY

PET AND TRANSPORT FACTS

* Pet policies can vary from other on-post military installations:

* Army policy cover pet travel expenses, like pet transportation or quarantine fees,
incurred by Service Members during a Permanent Change of Station (PCS).

— Each household is usually limited to a total number of two (2)
pets in Overseas locations. FACY!

— All pets must be registered at the installation
Veterinarian Treatment Facility This is an Army

— Certain breeds of pets have been restricted and will
not be accepted at some installations. 5@t

— Be Prepared for Quarantine of your pets overseas.




US.ARMY — Relocation Assistance Appointments

Connect with an ACS Professional for Assistance

Smooth-Move
Deskside Briefing

Oz 0

e se od 3 -'I"'I $a%ed Raad o De
st & foiel o Hlesles Mitenad

H Hluulhﬂ *ssdsaies s

L L e Lt 1] ii
:III = .ii L] i L] -.-.=.=. i
L ] i‘ -=H' r o I:Ii'ir":
L ] l--: -i'i- “ i‘“-i:' -l-

i L] I w r"i
:" : ‘ ' il:i:i:i"ri -
l "'-I: -ii i:l i L L] : " 'i:
“ ean 2w RS ed B8 Besel

A Faster Way to
Connect

with Programs and
Services.
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ARMY HOUSING OFFICE

HOUSING SERVICES OFFICE

Ord Military Community, BLDG 4250 General Jim Moore Blvd. - Room 102
Presidio of Monterey Housing Satellite Office: Building 204, Room 13

usarmy.pom.106-sig-bde.mbx.pres-dpw-housing@army.mil

Housing Services Office (HSO) — (520) 725 - 4462
Privatized Army Housing (PAH) - (520) 684 — 6147

Unaccompanied Personnel Housing (UPH) — (520) 691 - 0379

u.s. ARMY
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ARMY HOUSING OFFICE

HOUSING SERVICES OFFICE
Housing Flexibility Options
« Soldiers may request flexibility options for government owned/leased Family

housing while undergoing a PCS within the United States (including Alaska and
Hawaii).

« Soldiers are eligible if they:
—Have a dependent enrolled in the Exceptional Family Member Program, or
—at the beginning of the covered relocation period: have a spouse who is
gainfully employed or enrolled in a degree, certificate, or license-granting
program; have a dependent attending an elementary or secondary school; or
are caring for an immediate Family member with a chronic or long-term illness.

» The covered relocation period begins 180 days before the date of the PCS, which
is the date the Soldier leaves the current PDS, and ends 180 days after the date of
PCS.

u.s. ARMY




ARMY HOUSING OFFICE

HOUSING SERVICES OFFICE

Housing Flexibility (continued):
» Housing Flexibility Options include:
— Continuation in Family housing at the losing PDS during the covered
relocation period. Approval cannot adversely affect other Soldiers who
arrive at the losing PDS during the relocation period.

— Early Family housing eligibility and housing assignment at the gaining PDS for
the Family, even if the Soldier has not arrived at the new PDS.

— Occupancy of unaccompanied housing by a Soldier with dependents, at either
the losing or gaining PDS, when the Family relocates at a different time than
the Soldier. Occupancy is provided on a “space-available” basis and will not
displace an eligible Soldier with no dependents.

— Equitable BAH, when the Family relocates at a different time than the Soldier.
BAH may be based on the rate of the gaining PDS, the losing PDS,
or the actual location of the Family at the time the Soldier departs.

u.s. ARMY




ARMY HOUSING OFFICE

HOUSING SERVICES OFFICE

Housing Flexibility (continued):

« Eligible Soldiers can apply for privatized and government-owned/government-
leased Family housing while undergoing a PCS.

* Privatized Family Housing:

— Soldiers can submit an advance application for housing prior to departing the

losing PDS, requesting for Family to be approved to move into housing prior
to the Soldier’s arrival.

—Submit housing application, PCS Orders authorizing Family to travel in
advance of the Soldier, and DA Form 31 (Request and Authority for Leave) to
the Residential Communities Initiative (RCI) project company. Subject to
availability of housing and RCI project company approval.

— Rental rate for assigned housing at the new PDS is determined by new PDS
BAH rate.

u.s. ARMY




ARMY HOUSING OFFICE

HOUSING SERVICES OFFICE

Housing Flexibility (continued):
* Government-owned/government-leased Family Housing:

—Soldiers can submit an advance application for placement on the waiting list
prior to signing out of the losing PDS.

— Obtain dependent travel authorization for OCONUS.

—Submit DD Form 1746 (Application for Assignment to Housing), PCS Orders,
and DAForm 31 or DA Form 137-2 (Installation Clearance Record).

« Consult the Housing Office at the losing PDS on local policies to retain
assigned housing after PCS.

 Visit https://www.housing.army.mil/ for more information on Army Housing.

u.s. ARMY
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HOUSING SERVICES OFFICE

Prior to

Vacating
 To ensure that you do not incur another rent payment after the termination of the

lease, provide your Landlord a written notice of termination 45 to 60 days prior to the
lease termination.

» Ensure you receive a copy of your final move out inspection. It should cover any
cleaning fees or repair fees (not caused by fair wear and tear) that you and your
Landlord agreed to.

» If you had a security deposit, under California law, your Landlord has 21 days from

the date that you moved out to:

- Send you a full refund of your security deposit, or

- Mail or personally deliver to you an itemized statement that lists the amounts of
any  deductions from your security deposit and the reasons for the deductions,
together with a refund of any amounts not deducted.

« Contact the Housing Services Office at your next duty location. They will have
information regarding housing options on/off the installation, general information
about the areal/installation, point of contacts for the Unit that you will be assigned
too.

u.s. ARMY




U.S. ARMY

JOB AID - Transportation

UL D AT REERE RS Location: BLDG 517 RM B, Presidio of
Civilian personnel on how to inifiate Monterey

their movement of Household Goods  phone: §31-242-5330 / 7113 /5203
and Transportation to a future gaining  Email: usarmy.pom. 106-sig-

stations within CONUS or OCONUS bde list pres-msgto@army.mil

duty locations. Hours: Monday-Friday 0800-1600hrs

Transportation Overview

To get started:
1. Email a copy of orders to ysarmy pom. 106-sig-bde. list pres-msgfo@army.mil

2. Log into: DPS.MOVE.MIL/CUST to initiate self-counseling.
3. Cali our office at 831-242-5330 / 7113 /5203
4. Walk-ins are accepted




U.S. ARMY
Transportation Entitlements - CONTINUED

METHODS OF MOVEMENT:

1.HHG SHIPMENTS: Goods are moved by a professional
moving company.[CONUS & OCONUS]

2.PPM [DITY]: Movement of goods completed by member
within CONUS by POV. [CONUS only]

3.NON-TEMPORARY STORAGE: Temporary storage at
origin [For TDY and OCONUS tours only]

4. UNACCOMPANIED BAGGAGE: Small shipment of
essential goods to an overseas location. [for OCONUS use

only]

y EEXEEFE YNNI &

NOTE: All move methods require autharization on orders as well as the correct Lines of Accounting.




U.S. ARMY

Transportation - Flights
METHODS OF AIR TRAVEL:

1. Commercial Flights
2. AMC Flights: [rotator required)

Travel by air must be authorized on orders prior to booking.
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Flease consult your counselor for any special circumstances.
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U.S. ARMY .
Transportation - CONTINUED

Weight Entitliement Chart: Your entitled weight is dependent on your rank’
grade as well as your dependent status. Dependents

must be listed on orders to increase to max weight.

PCS and NTS Weight Allowance (Pounds)

Grade NOTE 1/NOTE 3 With Dependents Without Dependents
NOTE 2
Officer Personnel
0-10 to 0-6 18,000 18,000
0-5/W-5 17,500 16,000
0-4/W-4 17,000 14,000
0-3/W-3 14,500 13,000
0-2/W-2 13,500 12,500
0-1/W-1/Service Academy Graduates | 12,000 10,000
Enlisted Personnel
E-9 15,000 Note 4 13,000 Note 4
E-8 14,000 12,000
E-7 13,000 11,000
E-6 11,000 8.000
E-5 8,000 7,000
E-4 8,000 7,000
E-3 to E-1 8,000 5.000
Aviation Cadels 8,000 7,000
Service Academy Cadets/Midshipmen 350

Reference:

-USTRANSCOM- United States Transportation Command

Personal Property Policy And Procedures - Active Duty, Reserve and
DoD Civilians

-Defense Travel Regulation and Joint Travel Regulation
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