Outprocessing Checklist

PCS

As of 9 January 2004

Reference:  AR 600-8-11

Within 21 days of receipt of levy packet/RFO
_____Complete and send Reassignment Notification forms.

_____Complete and send copies of Medical/Dental screening.  (Overseas only) 

_____Send copy of 4036-R and negative HIV results.  (Overseas only).

_____Awareness Training Certificate (overseas only).  Must be signed by PMS and SM/Dependents.  http://www.at-awareness.org

_____Enlisted soldiers that need to extend/reenlist to meet service remaining obligation must make arrangements to do so within 30 days of notification of assignment.  If soldier wants to sign a Declination of Continued Service (DCSS) the soldier must do so within 30 days of notification. 

Within 45 days of departure

Mail the following documents:

_____Original plus 1 copy of HFL 627 Finance Out-processing Interview sheet.  (Dates must coincide with departure date on DA 31).

          Blocks 1 through 18 must be complete.

          Block 10 is only completed if the soldier is requesting advanced travel for him/herself.

          Block 14 needs to be completed if family members are relocating. (If dependent(s) are staying in the SAME location SM is not entitled to DLA).

          Block 15 must be completed if you are moving your family.
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_____1 Copy of DA Form 31 (Leave Form).  (Dates must coincide with departure date on HFL 627).

_____DD Form 2560 (Request for Advance Pay), if applicable.

          Blocks 1 through 3 must be complete.

          On block 4 check a.  Fort Lewis finance office will reject any request that is more than 1 months pay on the first request.

          On block 5 check A.  If you cannot repay the advance in 12 months an explanation must be provided on block 12 and the request must be signed by an O-5 or above. 

          If the SM is E-5 and below the request for Advanced Pay must be signed by the commander on block 13. 

DITY MOVE

_____Advanced DITY Move Request

_____5 Copies of DD Form 2278 (Authorization from Transportation for DITY move).

          The transportation office where the SM makes the transportation appointment for pick is responsible for filling out those forms.

_____2 Copies of Request for advanced of DITY Move Allowances 

_____5 Copies of PCS Orders including amendments.

After receipt of orders

_____Contact nearest Transportation Office to make arrangements for household goods, hold baggage and DITY Moves.

_____Contact the military ticketing agency for flight arrangements (government or civilian tickets for soldier & family members if applicable).

_____Ensure family members have valid passport/visa (overseas only).

_____Receive 201 file (15 days prior to leave departure date).

_____Provide brigade with original evaluation report.

_____Ensure soldier has award.

_____Clear the university.

For more information please contact your Brigade Headquarters. 
