
SPAWARSYSCENLANT 4650/5 (Rev. 03/13) 

ARE YOU CURRENTLY SERVING AN OCONUS TOUR OF DUTY?

FEDERAL RETIREMENT SYSTEM

RELOCATION PLANNING WORKSHEET FOR PERMANENT CHANGE OF STATION ORDER ISSUANCE -  
CONUS to OCONUS 

Complete this form and return it to the Travel Office for estimate, order writing and inclusion in your PCS travel folder.

NETWORK/ACTIVITY 

NAME (Last, First, MI)

ADDRESS

COMPETENCY PHONE NUMBER (WORK)PHONE NUMBER (HOME)

POSITION TITLE/GRADE

CURRENT ACTIVITY/COMPANY/LOCATION

DATE OF BIRTH TRAVEL AUTHORIZATION DATE DATE REQUIRED TO REPORT DATE TRANSPORTATION AGREEMENT SIGNED

NEW PROSPECTIVE DUTY STATION PLACE OF BIRTH

Date:

CSRS FERS
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EMPLOYEE INFORMATION

TRANSFER INFORMATION

DEPENDENT INFORMATION

ENTITLEMENT/ALLOWNACE DATA DEFINITIONS - SECTION A

OCONUS TOUR OF DUTY INFORMATION - SECTION B 
Standard OCONUS tour of duty is 36 months unless otherwise directed in the JTR.

NAME (Last, First, MI) RELATIONSHIP DATE OF BIRTH/MARRIAGE/GUARDIANSHIP

Please read carefully 
  
OCONUS Entitlements for federal civil service employees per JTR Vol. II, Para. C5010-A: 
- Per diem for employees and qualified dependents - If travel is twelve hours or less no per diem is authorized. 
- Transportation of employee and dependents - Member and/or dependents must travel and stop at least 400 miles per day for reimbursement of 
lodging. 
- Non-temporary storage of household goods  
- Transportation of household goods - Local Transportation Management Office utilizes AMC, MTMC and local carriers under government contract 
- Transportation of privately owned vehicle (POV) - Local Transportation Management Office utilizes AMC, MTMC and local carriers under government 
contract 
-  Property management services - Management of real estate while employee is serving an OCONUS TCS 
  
OCONUS allowances for federal service employees per DSSR Regulations: 
- Foreign transfer allowance - 10 days lodging/per diem for employee and dependents prior to departing the United States 
- Temporary quarters subsistence allowance - Lodging/per diem based on DSSR rates and family size. 30 day increments NTE 90 days. 
- Living quarters allowance - Locality lodging and utility assistance 
- Post allowance - Locality assistance 
- Agent fee - Local assistance in obtaining quarters upon approval from the Commanding Officer 
- Miscellaneous expense allowance - Disestablish/establish permanent residence

The questions below do not indicate the entitlements are automatic or authorized. Employees must consult the payroll division and the travel division to 
review actual entitlements authorized. 

Yes

DO YOU AND YOUR DEPENDANTS HAVE CURRENT PASSPORTS? If YES, fill in the following table.
Yes

No

No

If YES, what is the location 
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IS YOUR ANTI TERRORISM TRAINING CURRENT?

I hereby certify that I have been counseled on my entitlements and fully understand my responsibilities with regard to the use of temporary quarter(s) 
subsistence. I understand that any impact positive or negative resulting from my actions is solely my responsibility. I will comply with the Joint Travel 
Regulations and file the appropriate documentation to obtain reimbursement for my entitlement. I hereby certify that the above information is true and 
accurate to the best of my knowledge. All dependents listed above are either natural family members or guardianship can be proven by court provided 
documentation to substantiate them as dependents. 

SIGNATUREDATEEMPLOYEE (Printed name)

SIGNATUREDATEBUSINESS FINANCIAL MANAGER (Printed name)

SIGNATUREDATEFIRST LEVEL SUPERVISOR (Printed name)

SIGNATUREDATESECOND LEVEL SUPERVISOR (Printed name)
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PASSPORT NUMBER CITIZENSHIPPLACE OF BIRTHNAME (Last, First, MI)

Yes

DO YOU CURRENTLY OWN A RESIDENCE THAT YOU WILL BE MAINTAINING WHILE OCONUS?

NoYes
If Yes, do you plan to utilize personal property management services?

Yes

IF YOUR DEPENDENTS WILL NOT TRAVEL CONCURRENTLY TO YOUR NEW DUTY STATION, SELECT ONE OF THE FOLLOWING:

Unaccompanied travel between authorized points (i.e., TAD)

Early travel of dependents required (e.g., school enrollment)

Travel at different times (e.g., house settlement/school enrollment/household goods

No

No

DO YOU PLAN TO SHIP YOUR HOUSEHOLD GOODS (HHG)?
Yes No

DO YOU PLAN TO STORE YOUR HOUSEHOLD GOODS (HHG)? ESTIMATED WEIGHT OF HHG TO BE STORED (lbs.)
Yes No

DO YOU PLAN TO SHIP A VEHICLE?
Yes No

DO YOU FORSEE THE NEED TO UTILIZE FOREIGN TRANSFER 
ALLOWANCE? Yes No

COMPLETION DATE

ESTIMATED WEIGHT OF HHG TO BE SHIPPED (lbs.)

ESTIMATED MONTHLY COSTS

APPROVALS - MANAGEMENT

EMPLOYEE CERTIFICATION 
Complete the form but do not sign it until you have received all of the above signatures. 

WILL YOU BE REQUESTING AN ADVANCE OF FUNDS? Note: GOVCC not 
authorized for PCS/TCS.Yes No

Amount Requested
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PERSONNEL SPECIALIST/EMPLOYEE INSTRUCTIONS

1. Fill in appropriate section as completely as possible. Incomplete information may delay processing and affect accuracy of processing. 
  
2. Attach a signed copy of Transportation Agreement DD Form 1617 (Overseas Civilian Positions) 
  
3. Attach copy of Manager Intake Form or PMA Recruitment Checklist (New Hires) 
  
4. Attach copy of Funding Document (if reimbursable funding vice overhead job order is to be used) 
  
5. Attach PCS Background Justification
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ARE YOU CURRENTLY SERVING AN OCONUS TOUR OF DUTY?
FEDERAL RETIREMENT SYSTEM
RELOCATION PLANNING WORKSHEET FOR PERMANENT CHANGE OF STATION ORDER ISSUANCE - 
CONUS to OCONUS
Complete this form and return it to the Travel Office for estimate, order writing and inclusion in your PCS travel folder.
Page  of 
EMPLOYEE INFORMATION
TRANSFER INFORMATION
DEPENDENT INFORMATION
ENTITLEMENT/ALLOWNACE DATA DEFINITIONS - SECTION A
OCONUS TOUR OF DUTY INFORMATION - SECTION B
Standard OCONUS tour of duty is 36 months unless otherwise directed in the JTR.
NAME (Last, First, MI)
RELATIONSHIP
DATE OF BIRTH/MARRIAGE/GUARDIANSHIP
Please read carefully
 
OCONUS Entitlements for federal civil service employees per JTR Vol. II, Para. C5010-A:
- Per diem for employees and qualified dependents - If travel is twelve hours or less no per diem is authorized.
- Transportation of employee and dependents - Member and/or dependents must travel and stop at least 400 miles per day for reimbursement of lodging.
- Non-temporary storage of household goods 
- Transportation of household goods - Local Transportation Management Office utilizes AMC, MTMC and local carriers under government contract
- Transportation of privately owned vehicle (POV) - Local Transportation Management Office utilizes AMC, MTMC and local carriers under government contract
-  Property management services - Management of real estate while employee is serving an OCONUS TCS
 
OCONUS allowances for federal service employees per DSSR Regulations:
- Foreign transfer allowance - 10 days lodging/per diem for employee and dependents prior to departing the United States
- Temporary quarters subsistence allowance - Lodging/per diem based on DSSR rates and family size. 30 day increments NTE 90 days.
- Living quarters allowance - Locality lodging and utility assistance
- Post allowance - Locality assistance
- Agent fee - Local assistance in obtaining quarters upon approval from the Commanding Officer
- Miscellaneous expense allowance - Disestablish/establish permanent residence
The questions below do not indicate the entitlements are automatic or authorized. Employees must consult the payroll division and the travel division to review actual entitlements authorized. 
DO YOU AND YOUR DEPENDANTS HAVE CURRENT PASSPORTS? If YES, fill in the following table.
IS YOUR ANTI TERRORISM TRAINING CURRENT?
I hereby certify that I have been counseled on my entitlements and fully understand my responsibilities with regard to the use of temporary quarter(s) subsistence. I understand that any impact positive or negative resulting from my actions is solely my responsibility. I will comply with the Joint Travel Regulations and file the appropriate documentation to obtain reimbursement for my entitlement. I hereby certify that the above information is true and accurate to the best of my knowledge. All dependents listed above are either natural family members or guardianship can be proven by court provided documentation to substantiate them as dependents. 
Page  of 
PASSPORT NUMBER
CITIZENSHIP
PLACE OF BIRTH
NAME (Last, First, MI)
DO YOU CURRENTLY OWN A RESIDENCE THAT YOU WILL BE MAINTAINING WHILE OCONUS?
If Yes, do you plan to utilize personal property management services?
IF YOUR DEPENDENTS WILL NOT TRAVEL CONCURRENTLY TO YOUR NEW DUTY STATION, SELECT ONE OF THE FOLLOWING:
DO YOU PLAN TO SHIP YOUR HOUSEHOLD GOODS (HHG)?
DO YOU PLAN TO STORE YOUR HOUSEHOLD GOODS (HHG)?
DO YOU PLAN TO SHIP A VEHICLE?
DO YOU FORSEE THE NEED TO UTILIZE FOREIGN TRANSFER ALLOWANCE?
APPROVALS - MANAGEMENT
EMPLOYEE CERTIFICATION
Complete the form but do not sign it until you have received all of the above signatures. 
WILL YOU BE REQUESTING AN ADVANCE OF FUNDS?
Note: GOVCC not authorized for PCS/TCS.
Page  of 
PERSONNEL SPECIALIST/EMPLOYEE INSTRUCTIONS
1. Fill in appropriate section as completely as possible. Incomplete information may delay processing and affect accuracy of processing.
 
2. Attach a signed copy of Transportation Agreement DD Form 1617 (Overseas Civilian Positions)
 
3. Attach copy of Manager Intake Form or PMA Recruitment Checklist (New Hires)
 
4. Attach copy of Funding Document (if reimbursable funding vice overhead job order is to be used)
 
5. Attach PCS Background Justification
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