

















MEMORANDUM FOR _______________________________________


                                               


FROM:  75 MSS/DPEET


              Building 383, 7290 8th Street


              Hill AFB, UTAH 84056-5003





SUBJECT:  Individual Instructions and Information for Accomplishing TDY Relocation Preparation Actions





SECTION A - TDY PREPARATION ACTIONS





1.  Travel or Flight Reservations:  If you are planning to travel by air, you will be required to report to the N&N Travel Office, Bldg 1289.  Please keep in mind that IAW the Joint Travel Regulation, Vol 1, Chapter 4, (JFTR), you are normally authorized only 1 day travel before class start date and 1 day after graduation date.  Any travel over this amount will be considered leave.  The government will only reimburse you for 2 days per diem.  The reimbursable amount of travel pay will not exceed the government cost of an airline ticket.





2.  Identification:  You may require a valid identification card, ID tags, etc., prior to your departure from this station.  Also, you should ensure that your family members’ ID cards will not expire prior to your return.  If you or your family members’ ID cards are not current, or will expire during your TDY, you must visit the MPF Customer Service Element, Bldg 180, 1st floor.





3.  Military Pay:  Your pay is an item of primary concern to you during your TDY.  If your TDY will be 30 days or more, you should contact the military pay section of the AFO for counseling in the following areas:  (1)  Pay and allowances that are stopped or started by the home or TDY AFO as a result of this TDY, such as FSA II and foreign duty pay, and (2) services furnished the member by the TDY AFO.  You should receive this counseling NLT 2 days prior to your departure.





4.  EPR/OPR:  This element is located in Bldg 537, 2d floor.  You will need to report to this element prior to your departure if your TDY is 60 days or longer.  TDY inclusive dates:______________thru ______________


OPR INITIALS/DATE____________________
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5.  Duty Section:  Your duty section will brief you concerning safeguarding security information and will determine whether you have incurred a duty and travel restriction IAW AFI 31-501 (Personnel Security Program).  Your duty section will counsel and furnish you with a letter if any duty or travel restrictions have been incurred.  


OPR INITIALS/DATE:____________________





6.  Promotion and Testing:  If your TDY is for 30 days or more and you are eligible for WAPS testing you must clear through the Promotions and Testing Element located in Bldg 180, 2d floor.             


OPR INITIALS/DATE:____________________





7.  Medical Requirements:  Your medical records must be checked before your departure.  Your medical records must be hand carried to your TDY location or you need an AF Form 422, Physical Profile Serial Report, completed within 30 days of TDY (for NCOA or SNCOA students only).  You need to have this requirement completed prior to your out-processing appointment.                                                  


OPR INITIALS/DATE:____________________





8.  Flying Status Requirements:  The Flight Management Office (FMO), located in Flight Medicine, Bldg 1380, phone 777-7932, needs to ensure that all your flying requirements, as outlined in AFI 11-401 (Flight Management), are current.  If you are going TDY to attend a course of flying instruction, you may be required to complete specific requirements prescribed for the particular course of training.   You must report to the FMO at least 5 working days before departure to permit sufficient time for final processing and preparation of your flight record for hand carrying to the TDY location.  


OPR/INITIALS/DATE:____________________





9.  Individual Equipment Unit:  If you require personal equipment for this TDY, a letter will be provided to take to the Individual Equipment Unit (IEU).  Report to IEU within 3 days for personal equipment processing.  IEU will provide you with the necessary equipment and endorse the letter, which must be returned to Formal Training Element.  If IEU is unable to provide the necessary equipment, they will provide you with a statement of non-availability which must be taken to the Formal Training Element.   


OPR INITIALS/DATE:____________________





�
      SECTION B - PERSONAL OUT-PROCESSING ACTIONS





As you are completing your required relocation preparation actions, you can also take care of your personal obligations.  The following checklist is intended to identify the activity to which you may be obligated; however, you are required to meet all personal obligations, even if they are not listed below.  Ensure that you initial all items before returning for final out-processing.





_____ 1.  Library:  Books and publications need to be returned.





_____ 2.  Officer or NCO Open Messes:  AFI 34-101 (Services Programs and Use Eligibility), requires that members of open mess facilities satisfy any indebtedness to the activity prior to departure.





_____ 3.  Unit Mail Room - Postal Service Center:  If applicable, advise the military postal facility from which you receive your mail of your TDY.





_____ 4.  Services Squadron:  Turn in equipment checked out from any Services organization, pay locker fees at the base gym, etc.





_____ 5.  Education Services:  If you are enrolled in any off-duty education courses, you must personally report to the Education Services Office.





_____ 6.  Travel Pay:  Information concerning your travel entitlement can be obtained by visiting the Travel Pay Section, Bldg 425, phone 494-4881/2.





_____ 7.  Unit of Assignment:  Enlisted Performance Reports (EPRs), Officer Performance Reports (OPRs), and other unit matters.





_____ 8.  Notify your first sergeant or commander immediately if you are unable to attend this course.  They will contact this office with a replacement or a cancellation request.





                                               SECTION C - FINAL OUT-PROCESSING





Your estimated/actual departure date is ________________.  If the date is estimated, you should contact the Formal Training Element when you have an actual departure date.  You are not authorized to depart TDY prior to completion of all processing actions required for this TDY as outlined in AFCAT 36-2223 (USAF Formal Schools), and AFI 36-2102 (Base Level Relocation Procedure).  











                                                                                        ESSIE WHITWORTH-NURSE, CIV, USAF


                                                                                        Formal Training MANAGER














