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USAG RHEINLAND-PFALZ

Digital Levy Briefing Packet Checklist

Checklist prepared by unit S1/ HR only

Rank & Name:

PCS Gaining Location:

Report Date:

DEROS:

Unit S1/ HR POC & Contact
Number: Unit S1/ HR signature:

OCONUS TO CONUS PCS Place supporting documents in Portfolio as listed below:

Reassignment Travel Elections and SOU (completed and signed by Soldier)

DD Form 93 (signed within 90 days; ONLY physical address in Block 4b, no CMR Box)

DA Form 5434 / ONLY for E1-E6; O1-03; WO1-CW?2 (Soldier's signature required on Block 1)

Soldier Talent Profile- STP (dated within 30 days)

DA Form 5118 (Enlisted ONLY)

PCS Absence Request (Officers ONLY)

Proof of Command Sponsorship (CS) for dependents (required to include dependents as CS in PCS orders)

CBA Authorization Memo from BN Commander (if applicable, when Soldier doesn't have a GTCC)

PCS Orders to current station (if Soldier is in Germany serving an unaccompanied or "all others" tour)

ERD Orders (if applicable)

IN ADDITION - OCONUS TO OCONUS PCS Place supporting documents in Portfolio as listed below:
ONLY for Soldiers with Dependents

|:| DA Form 5888, EFMP Screening (initiate: https://efmp.army.mil Once screening is completed, include signed DA 5888 in the Levy Packet)

DA Form 4787, Reassignment Processing (ONLY for "Accompanied” Tour)

DA Form 5121, Overseas Tour Election Statement ("Accompanied” Tour or "All Others" Tour)

MFR Soldier Declaration / Convicted Sex Offenders (ONLY for "Accompanied” Tour)

For Korea, to request CS, also include:  (ONLY for "Accompanied"” Tour)

a) Korea CS Request Form

b) AMIM-HM Form 59 Out of Country CS Checklist

Notes: Leaving Family in Germany for up to 90 days requires an ETP with the Garrison Commander's approval.
Leaving Family in Germany for more than 90 days requires a Secretarial Waiver.
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USAG RHEINLAND-PFALZ -

MPD REASSIGNMENTS
How to Request PCS Orders

1. Soldiers must wait until HRC uploads the new assignment in IPPS-A.

2. Once the assignment is showing in IPPS-A, Soldiers will receive an IPPS-A notification by email
instructing them to complete “Member Elections”.

a. For overseas assignments, initiate family screening immediately: https://efmp.army.mil

3. After Soldiers complete the "Member Elections” in IPPS-A, they must work with their Unit S1 to
build their Levy Packet and complete the on-line USAG-RP Reassignment and Out-Processing
briefings.

4. Once Soldiers complete their Levy Packet they submit it to their S1. S1s will review to ensure it is
complete and all required documents are present. S1s will submit request for orders to MPD
through GEARS 6.0. Soldiers must be included as "packet observers" in Gears in order to track
the status.

5. MPD will process and issue PCS orders in IPPS-A. If corrections are needed MPD will return the
packet in GEARS 6.0 to the Gears POC.

6. Once orders are approved, Soldiers will receive an IPPS-A notification by email and a copy of
their PCS orders will be transmitted to iPERMS.

7. Soldiers must retrieve PCS orders in IPPS-A.

8. Soldiers must print both PCS orders and Special Instructions (SI).

a. Soldiers may view their orders from the “My Orders” tile in the Self-Service homepage in IPPS-A.
b. To view and print Special Instructions (SI):
i. Click "My Orders">Go all the way to the right and find "View SI">Open "SI" and click "CTRL"
+ "A" (this will select all)> then click "CTRL" + "P" (to print as Microsoft PDF and save)>Print
PDF and present to ALL Agencies to receive entitlements.

NOTE: Special instructions (Sl) are a supplement to the PCS orders. Be advised that S| may include
important assignment information and/or additional entitlements that do not show in the PCS Orders.
All Soldiers must present S| along with PCS orders to all agencies; Soldiers must present them to
out-process current duty station and to in-process to gaining duty station. Not presenting the Sl to
agencies could affect Soldier’s entitlements, such as travel pay, transportation, etc.

IMPORTANT: Time is the most finite resource, interruptions to the MPD cause a decelerating effect
in the workload. The MPD kindly ask for all Soldier’s cooperation.
= Soldiers must always follow proper channels. The Unit S1 must be the Soldier’s first stop for
assistance. All requests must be started through Unit S1.
= Any inquiry or status update MUST be requested to Unit S1.
= MPD does not accept walk ins without a PAC Slip. Soldiers must first go to their S1 and, if any
assistance is needed from the MPD, the S1 can contact the MPD on the Soldier’s behalf.
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DEPARTMENT OF THE ARMY
UNITED STATES ARMY GARRISON RHEINLAND-PFALZ
UNIT 23175
APO AE 09227-3152

AMIM-RPH-M 1 June 2023

MEMORANDUM FOR Soldier Requesting Command Sponsorship

SUBJECT: Soldier Declaration / Convicted Sex Offenders

1. In accordance with Army Regulation 614-30 Para 3-5a(5), Soldiers requesting
command sponsorship of dependents must make the below declaration before

command sponsorship requests can be processed.

2. Direct inquiries concerning this memorandum to the USAG Rheinland-Pfalz Military
Personnel Division (MPD).

a. Baumholder Military Community (BMC):
Email: usarmy.rheinland-pfalz.id-europe.mbx.bmc-mpd-reassignments@army.mil

b. Kaiserslautern Military Community (KMC):
Email: usarmy.rheinland-pfalz.id-europe.mbx.kmc-mpd-reassignments@army.mil

WATSON.IVOR.EZRA. Digitally signed by

WATSON.IVOR.EZRA.1042592699

1042592699 Date: 2023.06.02 11:09:08 +02'00'

IVOR WATSON
Chief, Military Personnel Division

MEMORANDUM FOR USAG Rheinland-Pfalz Military Personnel Division (MPD)

| certify that the Family member(s) for whom | am requesting command sponsorship
have not been convicted for any offenses under 42 USC 16911, or Army Regulation 27-
10, which requires them to be registered as a sex offender. | understand that if | am
granted command sponsorship and my Family member(s) is convicted of a qualifying
offense that requires them to be registered as a sex offender at any time during the
overseas tour, the command sponsorship will be revoked. Furthermore, | understand
that the identified Family member(s) will be processed for early return from the overseas
location.

Date Soldier’s Signature




mailto:usarmy.rheinland-pfalz.id-europe.mbx.bmc-mpd-reassignments@army.mil

mailto:usarmy.rheinland-pfalz.id-europe.mbx.kmc-mpd-reassignments@army.mil
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REASSIGNMENT
Travel Elections Worksheet and Statement of Understanding (SOU)

Full Name: Rank:
IPPS-A EMPL ID Gaining Location:
Report Date: DEROS Date:

Government Email:

Marital Status: Select an option

DEPENDENT’S INFORMATION

List all dependents who are physically residing in Germany:

Date of Birth

Full Name Relationship (for children only)

Select ONE of the following statements that applies to you:
J1 have no dependents.
1 have Command Sponsored dependents physically present in Germany listed on block 1.
[J1 have Non-Command Sponsored dependents physically present in Germany listed on block 1.
1 have dependents but served an Unaccompanied or "All Others" Tour.
My dependents are located at: City: State: Zip Code:
** (Note: PCS orders must state Designated Location. Include a copy of your PCS orders in your Levy packet)

[CIMy dependents returned back to CONUS due to ERD. Location of Dependents:
City: State: Zip Code:

**(Note: include a copy of ERD orders in your Levy packet)

[CJCheck here if you are Dual Military. If Yes, what branch?

Name of spouse Rank IPPS-A EMPL ID

PCS to OCONUS ASSIGNMENTS ONLY

If you are PCSing to an OCONUS Assignment with dependents, select ONE of the following
options:

1 elect to serve an Accompanied Tour. | understand that | must complete all Command
Sponsorship requirements before PCS orders can be generated.

1 elect to serve an Unaccompanied Tour. My dependents will be at the following Designated
Location: City: State: Zip Code:

11 will serve a Dependent Restricted Tour. My dependents will be at the following Designated
Location: City: State: Zip Code:
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COT ENTITLEMENTS (FREE HOME TRAVEL
Soldiers who are serving two consecutive OCONUS tours are authorized free home travel to
Soldier's home of record. If COT leave travel is deferred, the Soldier must travel directly from the
old PDS to the new PDS. No leave or other absence may be authorized enroute, except for 4
days to drop off and/or pick up dependents if they are residing at an approved designated location
(AR 600-8-10, para. 4-8)).
|:| | elect to take my COT entitlement prior to my next duty station (enroute).
[ ]1 elect to defer my COT entitlements. **(Must be approved by losing or gaining Commander if
traversing through CONUS. Deferred free home travel must be used prior to the end of new

tour).
Home of Record: City: State: Zip:

TDY ENROUTE (WITH DEPENDENTS

If you are attending a class enroute to you next Permanent Duty Station AND have Family
members, please select ONE of the following options (AR 600-8-11, Ch. 4-2).

**TDY enroute for single Soldiers; do NOT make an election.
|:| OPTION B: Elect to move dependent(s) from present overseas station to new CONUS duty
station prior to reporting to the TDY station.
OPTION D: Elect to clear current permanent station prior to departure for TDY station; and
have dependent(s), at personal expense, accompany Soldier to TDY station or travel to
some other location.

GOVERNMENT TRAVEL CHARGE CARD (GTCC

It is Army policy that if an individual has a GTCC, the Individually Billed Account (IBA) will be used
for all relocation expenses associated with PCS up to the limit of their entitlements. Individuals
must register for the program with their respective unit GTCC coordinator prior to departure. This
option is also used to purchase “out-of-pocket” expenses and receive reimbursement up to the
cost of the government’s rate from old PDS to new PDS.

|:| Individually Billed Account (IBA): The use of the Individually Bill Account (IBA) with a GTCC
is mandatory to pay for all authorized travel relocation expenses associated with your PCS. It
is the Soldier’'s responsibility to ensure their GTCC account is active and valid PRIOR to
purchase of tickets and PCS movement. This includes card replacement, activating account,
and in good standing with the GTCC program.

|:| Centrally Billed Account (CBA): This option is only used as an exception to policy for
Soldiers who are not in possession of a Government Travel Charge Card (GTCC).
** Memo from first O5 (or above) in Chain of Command authorizing the use of CBA is
required in your Levy Packet**

AIRBORNE ACCEPTANCE/DECLINATION STATEMENT

Having been advised that | am scheduled for a PCS assignment on an airborne position, |
understand that | must either accept or decline the assignment. | understand that if | accept this
assignment, | incur an obligation to serve a minimum of 12 months in the airborne position. | also
understand that | cannot voluntarily terminate my airborne status except for physical disability or
extreme family problems as provided in AR 614-110. | understand that if | decline this assignment,
| am deliberately terminating my airborne status, and the appropriate SQI/ASI will be withdrawn
from my PMOS/SSI. | further understand that reinstatement to airborne status at a later date is not

authorized. ["] Not Applicable  [] Accept [] Decline
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COMMERCIAL TRAVEL OFFICE (CTO

All official travel arrangements must be made through the Commercial Travel Office (CTO).
Contact your servicing travel management office (SATO) to arrange official travel. Purchase of
official travel through a commercial on-line service or commercial travel Agent is not authorized
without prior approval.

AVAL DATE

The availability date is documented on the “Aval date” line of the orders and will establish the first
date the Soldier can depart from the current station. Soldiers cannot depart prior to the Aval date
listed on the PCS orders. The availability window for a port call for a Soldier (Officer or Enlisted)
PCSing is 10 days (starting on the Aval date and ending 9 days after). Establishing Aval

date is different between Enlisted Soldiers and Officers, see below examples for computing the
Aval dates:

o ENLISTED SOLDIERS: The availability date for Enlisted Soldiers is strictly related to their DEROS.
The Aval date for Enlisted Soldiers is 4 calendar days before their DEROS and 5 calendar
days after. EXAMPLE: Soldier has a DEROS of 15 June 2024. The Soldier's PCS orders will
indicate an “Aval date” of 11 June 2024 and the Soldier’s port call may be anytime between 11 June
and 20 June.

o OFFICERS: The availability date for Officers is not calculated in connection with their DEROS. An
Officer’s “Aval date” is based on the reporting date to the next unit of assignment or Temporary Duty
(TDY) station, minus the number of days approved leave, minus 10 days for the port call window.
EXAMPLE: Officer has a 15 June 2024 report date. The officer has 30 days of approved PCS leave.
The Aval date should be 5 May 2024 (15 June minus 30 days of leave would be 15 May and then
subtract the 10 days for the port call window, which would be 5 May).

**QFFICERS ONLY- Provide projected PCS leave start date**: = .
To establish Aval date.

EARLY REPORT

Early report is authorized as outlined in MILPER Message Number 22-336, Para 4d; "Unless Sl
prohibits early report, OCONUS-based Soldiers departing OCONUS locations may report to their
gaining location at any time between their availability date and the report date indicated on their
orders”.

USAG RP ONLINE REASSIGNMENT AND COMMUNITY OUT-PROCESSING BRIEFINGS

Statement of Understanding Regarding the USAG Rheinland-Pfalz Online Reassignment
and Community Out-Processing Briefings. In accordance with AR 600-8-11 requirements,
Soldiers must review the USAG-RP Reassignment and Out-Processing briefings.

1. Reassignment Briefing:
https://home.army.mil/rheinland-pfalz/application/files/9416/4147/7592/Army-
Wide Standard Reassignment Briefing v1.4 25 October 2021 USAG-RP_Edits.pdf
2. Community Out-Processing Briefing:
https://home.army.mil/rheinland-pfalz/application/files/5816/4189/2352/USAG-
RP Community Out-Processing Briefing Aug 21.pdf

** If link does not allow you to open in web view, right click and select open as a new document or
copy and paste the link address in a web browser.
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USAG RHEINLAND-PFALZ

| hereby acknowledge the following:

a. | have read and understand all the information contained in the USAG Rheinland-Pfalz
Online Reassignment and Community Out-Processing Briefings. | further understand
my responsibilities while out-processing.

b. | understand that | must provide a copy of this signed memorandum to my S1 or the
Military Personnel Division (MPD) Reassignments Work Center in order to receive my
PCS orders.

C. | understand that | must provide a copy of this signed memorandum to the Central

Processing Facility (CPF) Out-Processing Office in order to receive my out-processing
clearing papers.

The information above is true and correct to the best of my knowledge. | understand that it is my
responsibility to complete all PCS requirements and submit my Reassignment Levy packet to my
S1in atimely manner. | agree to comply with all special instructions and take all necessary
actions to make a smooth transition from my present duty assignment to my new assignment.

Typed/Printed Name Cell Phone Number
In the event the MPD office has questions

Signature Date
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REASSIGNMENT PROCESSING
For use of this form, see AR 600-8-11; the proponent agency is DCS, G-1

Authority:
Principal Purpose:
Routine Uses:

PRIVACY ACT STATEMENT

Title 10, USC, Sections 3010, 8012, and 5031, Title 5, USC, Section 301; and EO 9397 (SSN).
To make assignment decisions, evaluate family member travel to overseas commands and assign family housing.
General disclosures permitted by the Privacy Act and the Army's systems of records notices apply.

Disclosure: Disclosure of information is voluntary. If the information is not provided, commanders will not be aware of family member
travel and housing requests, and will result in no government travel and housing for family members.
PART A - PERSONNEL AND ASSIGNMENT MANAGEMENT DATA (To be Completed by Losing MPD/PSC)
1. TO 2. FROM
3. NAME (Last, Middle, First) 4. SSN 5. GRADE 6. PMOS
6A.  CURRENT UNIT/STATION 7A.  REASSIGNED TO (Unit/UIC/APO/Country)

6B.  TELEPHONE NO. (Include Area Code) 7B. RSG AUTH 7C.  PERS CON NO. 7D. REPORT DATE (YYYYMMDD)
6C.  AKO EMAIL ADDRESS

TDY Enroute (Complete only if applicable)

MOS/SSI/SQI/ASI. B. PURPOSE OF TDY C. GRAD/TERM.DATE (YYYYMMDD)
9. Married Army Couples Program (Complete only if joint domicile will be requested)
9A.  NAME OF MILITARY SPOUSE 9B. SSN 9C. GRADE 9D.  PMOS
9E.  CURRENT UNIT/STATION 9F.  TELEPHONE NO. (Include Area Code)

PART B - HOUSING AND FAMILY TRAVEL DATA

10. Ido do not have family members with physical, emotional, developmental or intellectual problems.
11. | am a sole parent. (Check only if applicable)
12.  Application for Family Member Travel to Overseas Command (Check only one)

a. | desire concurrent travel and will accept economy quarters if government quarters are not available.

b. | desire concurrent travel but will not accept economy quarters.
13.  Family Members Who Will Travel to Next Permanent Duty Station (If more space is needed, continue on a separate sheet.)

. D. DATE OF BIRTH
A. NAME (Last, First, Ml) B. RELATIONSHIP C. SEX (YYYYMMDD) E. CITIZENSHIP

14, ANY RELATIVE IN GAINING OVERSEAS AREA WHERE FAMILY MEMBERS MAY RESIDE PENDING AVAILABILITY OF HOUSING AT OR NEAR DUTY STATION

(Include name, relationship, address and phone number).
15A. ADDRESS WHERE MY FAMILY IS CURRENTLY LOCATED 16A.  ADDRESS WHERE MY FAMILY MAY BE CONTACTED WHILE ON LEAVE
15B. TELEPHONE NO. (Include Area Code) 16B.  TELEPHONE NO. (Include Area Code)
17.  The soldier is administratively qualified and available for assignment. Control sheets/forms prescribed by the regulation (or their

equivalents) have been completed. A request for deletion or deferment is |:| anticipated |:| not anticipated.
17A. SOLDIER'S SIGNATURE 17B. MPD/PSC OFFICIAL'S SIGNATURE | 17C. REASSIGNMENT WORK CENTER EMAIL ADDRESS 17D. DATE (YYYYMMDD)

(Agency Specific)

DA FORM 4787, MAR 2007

PREVIOUS EDITIONS ARE OBSOLETE APD LC v1.01ES






OVERSEAS TOUR ELECTION STATEMENT

For use of this form, see AR 600-8-11; the proponent agency is DCS, G-1.

PRIVACY ACT STATEMENT
Authority: Title 10, USC, Sections 3010, 8012 and 5031, and Title 5, USC, Section 301.
Principal Purpose: For personnel service support.
Routine Uses: (1) To conduct initial screening of reassignment cycle to determine soldier's eligibility to comply; and (2) basis

for initiating specific assignment processing (deletion/deferments; additional service; or any other special
processing required).

Disclosure: Disclosure of information is voluntary. However, failure to disclose this data may result in unnecessary hardship
on the soldier and/or family members. Failure to disclose data will not automatically exempt soldier from
selected reassigment.

INSTRUCTIONS: Prepare this form in two copies. Place the original in the Action Pending section of the soldier's MPRJ and place the
copy in the soldier's Reassignment File.

1. NAME 2. SSN 3. GRADE/RANK

4. FOR ALL SOLDIERS

Having been advised that | am scheduled for a permanent change of station assignment to

, | understand that | must elect to serve either an "all others" or a "with

dependents" tour.

If I elect to serve the "all others" tour, | understand that Government transportation of my family members to or from my
overseas duty station will not be authorized during the tour. | also understand that if my family members travel at their own
expense to reside at or near the area of my assignment (except for a visit for a period not exceeding 3 continuous months),
I will no longer be entitled to Family Separation Allowance. | also understand that under this tour election, | am authorized
movement of my family members to a designated location at Government expense. However, after my family members
make a move to a designated location at Government expense, | cannot request to change my tour to the "with dependents”
tour in order to request movement of my family members to my overseas area unless extreme personal problems arise
which are fully documented.

AND
If | elect to serve the "with dependents"” tour, | understand | am not authorized to move my family members and/or household
goods to a designated location in CONUS. | understand that | must apply promptly for concurrent travel of my family
members in order to receive Family Separation Allowance in the event concurrent travel is not approved. | understand that,
if concurrent/deferred travel is not approved, | may apply for nonconcurrent travel for my family members after | arrive in my
overseas area, if | am able to obtain suitable quarters, or | may elect to have my family members remain in CONUS. |
understand | must have sufficient remaining service to complete the "with dependents” tour length requirements upon my
arrival in the overseas area. If not, | will be required to serve an "all others" tour and will not be entitled to Government
transportation of my family members to my overseas duty station.

5. FOR INVOLUNTARY EXTENSION
| further understand that | will be involuntarily extended in the overseas command if:

I am an obligated volunteer officer (OBV) and do not wish to extend my Active Duty Service Obligation (ADSO) and the
end date of my ADSO follows my date eligible for return from overseas (DEROS) within 11 months (long tour area) or six
months (short tour area).

I will be returned to the continental U.S. (CONUS) transition point in sufficient time to process my separation. To be
reassigned to CONUS at my normal DERQOS, | must be eligible for and take action to acquire sufficient service to have the
required months remaining at DEROS.

6. FOR ALL ARMY SOLDIERS MARRIED TO OTHER ARMY SOLDIERS

| have been briefed and understand the joint domicile requirements.

7. FOR USAR OBV OFFICERS

I understand that if | currently have insufficient remaining service to complete the "with dependents" tour, that by electing the
"with dependents" option below, | am concurrently volunteering herewith to extend my ADSO until completion of the
prescribed tour.

8. FOR ALL SOLDIERS

Regarding my option to elect either the "all others" or the "with dependents" tour, | choose the following actions, to include
any additional involuntary extended time in the overseas command.

a. | elect to serve a tour for a period of months in an "all others" status.
b. | elect to serve a tour for a period of months in an "with dependents" status.
9. SIGNATURE OF SOLDIER 10A. SIGNATURE OF WITNESS B. DATE (YYYYMMDD)

DA FORM 5121, MAR 2007 PREVIOUS EDITIONS ARE OBSOLETE APD LC v1.01ES






DEPARTMENT OF THE ARMY
INSTALLATION MANAGEMENT COMMAND
HEADQUARTERS, UNITED STATES ARMY GARRISON HUMPHREYS
UNIT #15228
APO AP 96271-5228

AMIM-HMH-M 20 April 2021

MEMORANDUM FOR Military Personnel Division USAG Humphreys, Command
Sponsorship Program, APO, AP 96271-5228

SUBJECT: Command Sponsorship Family Member Statement.

1. In accordance with (IAW) AR 608-75, Family members will be screened when the
Soldier is on assignment instructions to an OCONUS area for which command
sponsorship/Family member travel is authorized and the Soldier elects to serve the
accompanied tour. This applies to CONUS-to-OCONUS and OCONUS-to-OCONUS
reassignments. (SM lInitials)

2. | understand that Command Sponsorship will not be requested until the DA Form
5888 has been completed for all Family Member physically residing with me
(SM lInitials)

3. lunderstand that in order to request Dependent Student Travel IAW AR 55-46 and
the Joint Travel Regulation that my student dependent must be Command Sponsored.
(SM Initials)

4. IAW AR 608-75, Soldiers who knowingly and willfully disregard or provide false
information may be subject to Uniform Code of Military Justice (UCMJ, Art 92 and Art
107). (SM Initials)

5. | have read and understand these statements (SM Initials)

6. Point of contact for this memorandum is the MPD that completed the Family Travel
request

Soldier’s Printed Name Signature Date

Name and Signature of MPD Family Travel
Representative






Korea Command Sponsorship Checklist

Clear Form
Full Name: Rank:
Arrival Date: (example: 24 May 2018)
Number of Requested CSP Dependents / School Age Children: (example: 3 /1)

Soldier's Email:

Documents Required

Please submit all documents in the order listed below
DA Form 5888 (with EFMP Stamp & dated within 1 year)
DD Form 2792 (If EFMP Warranted & dated within 1 year)
DD Form 2792-1 w/ Individual Education Plan (If required & dated within 1 year)
DA Form 4787
AAA-234 or EDAS Screenshot / RFO
Soldier Declaration
Korea CS Memo
SRB

oo odoon

Please note that MPD Korea is not an approval authority; our role is to accept the request, enter the
information into share-point and create the appropriate Memo once a travel decision has been

rendered.

Please submit all questions or inquiries to Eighth Army Command Sponsorship Section at:
usarmy.humphreys.8-army.mbx.g1-csp-korea@mail.mil

Be advised that if Family Members are EFMP warranted, the EFMP section can take up to 30 days for
processing.

Family Travel Packets should be submitted to:
usarmy.humphreys.id-pacific.mbx.csp@mail.mil

Questions, status checks or general inquiries should be submitted to:
usarmy.humphreys.8-army.mbx.g1-csp-korea@mail.mil
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