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To Do Checklist
Please check off each step as you complete it.

	STEPS
	CHECK

	1
	Obtain Common Access Card
	

	2
	Sign onto Defense Installation Messaging System (DIMS) https://apps.mhf.dod.mil/DIMS
	

	3
	Select “First Time User” button and follow the registration instructions.  You only need to register once.  If your account is inactive for 90 days or more, it will become inactive and you must contact the Help Desk.
	

	4
	Read this manual, Part II DIMS User Guide, for complete instructions on how to use DIMS
	

	5
	Send a test message through DIMS to ensure that it is working for your installation
	

	6
	Read this manual, Parts I, III-V for instructions on required installation information
	

	7
	Sign onto http://www.militaryhomefront.dod.mil/moving  and select “MilitaryINSTALLATIONS” in the paragraph under “Welcome to the Moving Home Page!”
	

	8
	Use the MilitaryINSTALLATIONS Lookup Installation and Directory of Services Installation/Agency Lookup link to select your installation and select “search.”
	

	9
	Select “Installation Overview” link to access your installation Plan My Move file.
	

	10
	Review all topics under “General Information” (top of overview page in the middle) according to instructions in Part III of this manual. There is no preview screen in DIMS; therefore, you may wish to print your information from the MI website before your review.  If you need to request a change, send message through DIMS, Step 5.  Make sure to expand all categories to read all 23 topics.
	

	11
	Review all contacts (select button “contact information” to display all contacts in a list) according to instructions in Part IV of this manual.  Send a message through DIMS (Step 5), if you want to make changes.
	

	12
	Review all Major Unit Listings (select button “major units information” to display all major units in a list) according to instructions in Part IV of this manual.  Send a message through DIMS (Step 5), if you want to make changes.
	

	13
	Review all Photos (select “to see photos” to display all photos) according to instructions in this manual, Part V.  Send a message through DIMS (Step 5), if you want to make changes. 
	

	14
	Set up a reminder system in your Outlook to send a message requesting changes monthly.
	


Part I Introduction

1.1 Purpose

Plan My Move (PMM) is a new application designed for MilitaryHOMEFRONT (MHF) and Military OneSource (MOS).  It is a companion application to Military Installations (MI).  MI and PMM replace the content formerly found in SITES.  Both can be accessed directly at http://www.militaryhomefront.dod.mil/moving, which takes you to the “Moving” section of MHF.  

PMM and MI were built on SITES content.  SITES will retire on April 30, 2007.  It is the respective installation Family Center’s responsibility to keep these new applications up-to-date as it was with SITES.  This manual outlines the Family Center’s roles and responsibilities for these new applications.

The PMM and MI version of SITES general and installation content is more concise, consistent and predictable as it has been reviewed and revised before being published.  In many cases, the narratives have been replaced with approved text from Office of the Secretary of Defense (OSD) Subject Matter Experts (SMEs).  PMM/MI displays information on 257 major installations from Army, Air Force, Navy, USMC and DLA (U.S. Coast Guard is coming soon).  It does not contain all of the installations originally in SITES.

The table below represents the topics that have been migrated and revised from SITES to PMM/MI.  The table addresses the revisions made to the topic narratives and the plan for future updating.  In some cases, the text from SITES has been completely replaced with standardized text.  In other cases, a combination of approved standardized text plus revised installation information was used.  
The contacts/links from SITES were not migrated to MI and PMM.  All PMM come from Military Installations Directories and all the installation information displayed in PMM comes from the Military Installations database.  Unless otherwise noted, all future updating needs to be done through DIMS.
	Category`
	Topic
	Revision/Updating

	Location
	Overview
	· Installation-specific. 
· Standard subheadings for all Overviews. 
· Revisions previously made as part of the MI requirement.  

	
	Directions
	· Installation-specific.  
· Revised from SITES.  

	
	Check-in Procedures
	· Installation-specific.  
· Revised from SITES.  

	
	Vehicle Regulations
	· Information has been incorporated in to PMM topic Motor Vehicles .  
· Installation-specific 
· Revised from SITES.  

	
	Major Unit Listings
	· Appear separately in PMM.

	
	Personnel Locator
	· Base Operator phone number is incorporated into Location Overviews at the end of the first paragraph under subheading Location.

	
	Base Transportation
	· Information is incorporated into the Location Overviews as a new subheading between subheadings Population Served and Sponsorship.

	
	Motor Vehicles 
	· This is standardized text for all installations.  
· Updating by MHF editors only, no input from field.  
· Topic Vehicle Regulation information follows the standardized text and is installation specific.

	Housing
	Overview
	· Partially standardized/partially installation-specific text.  
· Revised from SITES.  

	
	Temporary Lodging
	· Installation-specific text.  
· Revised from SITES.  

	
	Government
	· Partially standardized/partially installation-specific text.  
· Revised from SITES.  

	
	Loan Closet
	· Partially standardized/partially installation-specific text.  

· Revised from SITES.  

	Household Goods
	Overview
	· Standardized text for all installations.  
· It is completely different than what is in SITES. 
· Updating by MHF editors only.
· You may submit very unique installation information for inclusion in this topic.

	
	Shipping Pets
	· Installation specific text.  
· Revised from SITES.  

	Education
	Overview
	· Installation specific text.  

· Revised from SITES.  

	
	Adult Education 
	· Installation specific text.  
· Information is combination of College and Adult Education topics from SITES.
    (Note: Topic name change.  The topic is now called Advanced Education in PMM and MI)

	
	Special Needs/EIS


	· Partially standardized/partially installation specific text.  
· Revised from SITES.  
· (Note:  Installations with a DoD school and an EDIS have standard text with some tailored information provided by the field.  Each Service’s installations have a different standard write up followed by installation information, which is a combination of Installation and Local Community Special Needs/EIS topics from SITES.)

	Employment
	Overview
	· Installation specific text.  
· Revised from SITES.



	Health and Wellness
	Overview
	· Standardized text for all installations.  
· Some installation specific information.

	
	Special Needs
	· To be determined.

	Family Issues
	Relocation Assistance
	· Partially standardized/partially installation specific text.  

· Revised from SITES.   

	
	Child Development
	· Installation specific text.  

· Revised from SITES.  

	
	Youth Services
	· Installation specific text.  

· Revised from SITES.  

	
	Financial Assistance
	· Installation specific text.  

· Revised from SITES.  

	
	Legal Assistance
	· Installation specific text.  

· Revised from SITES.  

	
	Emergency Assistance
	· Installation specific text.  

· Revised from SITES.  

	
	Deployment
	· Installation specific text.  

· Revised from SITES.  



1.2 Responsibilities

An automated relocation information system (which became known as SITES) was mandated by Public Law and DoD policy.  PMM/MI are the replacements for SITES.  They are to be maintained and updated promptly as information on your installation changes. You, the field (installation), are responsible and accountable for the information in PMM/MI, just as you were in SITES.  
1.2.1 Field (Installation Family Centers) 

The field has responsibility for updating 23 Topics, 55 Contacts, Major Unit Listings, and Photos.  The 23 topics have been consolidated from SITES.  Not all topics require field input, some have standardized text.  The field will send all changes to narratives through the Defense Installation Messaging System (DIMS).  To access DIMS, field personnel must have a CAC card.   Login instructions are contained in the DIMS Users Guide in Part II of this documentation.  The field is responsible for having their information reviewed by their Family Center Directors before submission.  The installation relocation personnel will conduct, at a minimum, quarterly (Sept. 30, Dec. 31, Mar. 31 and June 30) reviews of all information.
1.2.2 Services HQ and Command Representatives 

Compliance with this documentation is very important.  The Services will conduct quarterly reviews of a sample of installations to ensure compliance with this documentation.  

1.2.3 MHF Editors  

MHF Editors make the changes requested by the field to PMM topic narratives, MI contacts and major unit listings and photos.  Changes will be made through DIMS within 4 working days of request.  The MHF Editors will assist the Service HQ representatives in identifying missing or poor information.

1.3 Before Writing

· Think about what you are writing.  People will make important relocation decisions that affect their lives based on the information that you provide.  It needs to be accurate.  Write from the reader's point of view.  Ask yourself if the information makes sense and if it is what you would want to know.  In your process of data collection and writing, set up or use existing review boards such as the Relocation Assistance Coordinating Committee (RACC), your family center staff, family members, public affairs officials, commanders and your peers.

· Think about readability.  Tell the reader what you want them to know simply and clearly.  Read it out loud to yourself.  Use bulleted and numbered lists wherever possible.  Keep comments short and pertinent to the end user who is coming to your installation, transitioning out of the military, or has a question or need for information to solve a problem.  People scan the written word on the Internet, after you write it take out half the words and then take out half of those words
. Don’t be fussy with fonts or “happy talk” i.e., flowery superlatives. 

· Be consistent throughout the document in the way you write or refer to your installation name, your use of time, the way phone numbers are written, etc. 

· Military Installation contacts require physical addresses.  You can have both a physical and mailing address, but you cannot have a mailing address without first supplying a physical address.  For all contacts, provide: 
· Title
· Complete Address (physical or mailing see Part IV for instructions) 
· Phone Numbers 
· Fax Number 
· DSN Numbers 
· Emails  
· Web Sites  
· You may use names in emails as the MI and PMM applications use an anonymous email system so that no names will show to the public.  Do not use any names in narratives.

Part II Defense Installation Messaging System (DIMS)

1 Overview

DIMS is a messaging system between installation relocation personnel and the editors who will make the requested changes for publication on the web.  It is as simple to use as e-mail.  

· Relocation personnel will use DIMS to communicate additions and changes to content: topic narratives, contacts, major unit listings and photos in Military Installations.  All changes to installation content will display in both the Military Installations and Plan My Move applications.

· Message Editors will use DIMS to advise relocation personnel of the status of their requested changes.  

· All requests for changes must be submitted through this system.  

2 Login

To login, you must posses a DoD Common Access Card (CAC).  CAC cards are the only access to DIMS.  To access the directions for logging into DIMS go to https://apps.mhf.dod.mil/DIMS.  On this page select “I have read and agree” for the terms and conditions, then select “first time user.” 
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Figure 1 DIMS welcome screen.
You need to register only once.  After you have registered you will be granted access every time you login.  Again, the URL is https://apps.mhf.dod.mil/DIMS.  Note:  if you do not use the system for 90 days, your account will be inactivated.  You must contact the Help Desk to reactivate your account. 
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Common Access Card (CAC) Registration Procedures

The Military Community and Family Policy (MC&FP) Program Support Group has implemented the use of Dob Public Key

Infrastructure (PKI) authentication for the Defense Installation Messaging System (DIMS) in accordance with DoD

policy. DIMS is for authorized users only and requires a valid CAC.

First time visitors must register to ain access. The registration and approval process for access to ths section cauld take up to 24 hours.

REGISTRATION PROCESS:

1. Ensure that your CAC is functioning carrectly in your brawser. If you are having any difcultes, please cantact your netwark

administrator or lacal help desk

2. When your certficate has been imported, you may clck on the link belaw to register your certficate and request access to DINS.

3. fter clicking on the link below, you will be prompted to select 2 PKI Certficate.

o In registering a CAC certificate, be aware that you may have multiple certificates in the dialog box

o Make sure that you do not select the e-mail certificate. Laok in the lower halfof the screen at the "Issued by:" field; ensure i does not

cantain the word E-Mail
« Once the correct certificate is selected, dlick OK to continue with the registration pracess. v
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Figure 2 Common Access Card (CAC) Registration Procedures

If you need additional assistance, please contact the Help Desk at 1.888.363.6431 (DoDMHF1). 

3 DIMS Features

When you login to DIMS, you will be on the Create Message tab, and will see the Submit Request form.  The Create Message tab and Submit Request form function like an e-mail system that routes your request to the editors.
If you have permission to see more than one installation, you will also see a Messages tab.  This tab is used by headquarters, major commands or field personnel with responsibility for more than one installation to view all messages for their area of responsibility.  Figure 3 shows the Messages tab.
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Figure 3 List of Messages
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Figure 4  DIMS Messaging page showing header and Create Message tab

The header displays the current date and your user name, and contains standard DIMS functions.  These functions are:

· Bookmark DIMS – Select this link to add the DIMS URL to your Favorites list.

· Print – Allows you to print the contents of the current page on your local printer.

· Contact US - Tells you how to contact the Help Desk.  The Help Desk phone number is 1.888.363.6431 (DoDMHF1) or use the “contact us” link at the top of the page. 
· User Guide – Allows you to download a PDF file of the current DIMS User Guide
· How To Submit a Change (Simulation) – Allows you to view a tutorial on how to use the DIMS messaging system.
· Logout - Logs you out of DIMS and closes the browser window for the current session.  See Section 9, “Completing Your DIMS Session,” for details on this function.

The Create Message tab contains the Submit Request form.  This looks and functions like a standard e-mail system.  Note the following features:  

· Category and Topic – dropdown menu 

· Subject – line is an open field.  Make sure to include your installation’s name in the subject line.  Please write out the name of the installation, no acronyms.
· Request/Change - area that includes a character counter and Spell Check function.

· Attachment - area with Browse button (shown in Figure 4) – Word, rich text file, and text file documents and image files only may be attached. 

· Reset – button will delete all information in the message field

· Submit Request – button

4 Creating and Sending Your Request in DIMS

To submit a request or change through DIMS:  

Step 1:  Select Category and Topic – Use the dropdowns to indicate the Category and Topic to which the change applies.  If this change is applicable to more than one topic, please be specific in your e-mail to the editors.  

Step 2:  Enter Subject and Request/Change Text -- Indicate the specific subject and the

requested change in the Subject and Request/Change areas on the Submit Request form.  You do this by selecting the area (e.g., by clicking on it) and entering your text.  

· While you are entering your message, the Character Counter will tell you how much more room you have left for your input.  

· Use the Spell Check button to check your spelling at any time. 

Note:  Do not select the Reset button unless you need to completely clear (start over) the Submit Request form.

Your message must clearly describe the change that needs to be made to the content.  You must:

· Include the name of the installation for which you are requesting a change.

· Show the current text that is in place and the requested changes to the text.

· Include a commercial phone number where you can be reached.

If you are not attaching a file to your message, go to Step 4.  Otherwise, continue with Step 3.
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Figure 5 Submit Request form with Subject and Request/Change filled in.

Step 3:  Attach a File to Your Message – If you are sending an attachment as part of your message, select the Browse button next to the Attachment area.  A Choose File dialog box will appear that allows you to find the attachment on your computer, select it, and attach it to your DIMS message by selecting Open (see Figure 6).  After you do this, the path to your attachment will appear in the Attachment area of the Submit Request form. 

Note:  DIMS limits you to one attachment per message.  For example, you can attach a text or an image file to a message but not both at the same time.  Provide specifics about the attachment in the Request/Change area.

Note: Attachments must conform to the following guidelines:

· Narrative content (text) may be submitted in one of the following formats:  as a plain text file (TXT); as a rich text file (RTF); or as a Word document (DOC).
· Images (pictures or other artwork to appear as content must meet the following specifications:

· Format:  JPEG/JPG (preferred) or GIF files only. 

· File Size:  No larger than 100KB per image. 

· Maximum Image Size:  640x480 pixels (total pixel size no larger than 307,200 pixels).  If you have trouble resizing photos, contact the Help Desk for assistance. 

· Scanned Photo dpi:  If you are scanning printed photos, scan them at 300dpi.  Use 4x5 or 4x6 photos for best results.

· Submit your photo caption or description along with your image in the message field.
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Figure 6 Selecting the Browse… button on the Submit Request form brings up the Choose File dialog box that allows you to select a file from your computer and attach that file to your DIMS message.

Figure 7 shows the completed Submit Request form.  When you are done with your attachment, go on to Step 4 to submit your message.
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Figure 7 The completed Submit Request form ready to be submitted.

Step 4:  Submit Your Request/Change – Once you are satisfied with your message, select the Submit Request button.  Your DIMS message will be routed to the editors.

If for any reason you need to clear the entire Submit Request form, hit the Reset button. 

5 Status E-mail Messages from DIMS

DIMS will automatically send an e-mail to the address you provided when you registered as a DIMS user when: 

· Your request is sent from DIMS. 

· Your request is read.
· Your request is complete.
The status of your request will change as it is reviewed and processed by the Editors.  When editorial actions on your request have been completed, you will receive a final status message that tells you that the status of your request is “Completed.”

6 Replying to E-Mail Notifications in DIMS

If the editors have questions or add comments to your original request, you will receive an e-mail notification that you have a message from an Editor.  It will include a hyperlink to DIMS.  Following this link will take you to the Message Reply form seen in Figure 8.  This will show the entire sequence of messages that apply to this particular change request.  Note that the most recent message (probably the one you need to reply to) is on top, with the previous messages in the thread displayed below it in descending date/time order.  Your original request will be last in the sequence.
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Figure 8 DIMS Message Reply form

If you need to add comments, to answer questions, or explain and clarify your request, you may do this in the Reply area.  Scroll down the page until you see the Reply area at the bottom of the Message Reply form (Figure 9, below).  Add your message and any attachments there.

The Message Reply form allows you to select certain DIMS users to receive a copy of your message.  You do this with the CC pick list below the Reply area. You designate a recipient from the CC pick list by selecting (e.g., by clicking on) the DIMS user name.  Multiple addresses can be selected by holding down the Ctrl key while selecting the additional user names.  You can remove a selected CC addressee by holding down the Ctrl key and selecting the user name you want to remove.

Note:  Be selective in choosing DIMS users to receive a CC copy of your reply.  Once selected these DIMS users will remain as addresses for all notifications until their name is removed or your request is moved into “Completed” status.

When your reply is complete, select Send Reply to send your message.  You will get a “return receipt” when your reply is read. 
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Figure 9 Reply area on the DIMS Message Reply form, with the CC pick list below.

7 Completed Requests in DIMS

When action on your request has been completed, the responsible editor will change the request status to “Completed.”  A final status e-mail will be sent to you.  The goal of the editorial staff is to complete action on all messages in 2 working days after submission.  You should see the final result on the appropriate content page within 4 working days of your request.   

8 Completing Your DIMS Session

When you have submitted your requests and changes or finished checking the status of a request/change in DIMS, click Logout to complete your session.  You will see the Logout page, Figure 10.  The popup will ask you if you want to close this window.  Select Yes to close the window and complete your session.
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Figure 10 Logout Page with popup.  Select Yes to close your DIMS session.

Part III Topic Narratives

3.1 Rules for Narratives

Simple changes can be sent via e-mail using the DIMS messaging system.  For more complex changes or complete revisions, topic narratives must be sent in MS Word, Times New Roman 12, and spell checked before being sent to the MHF editors as an attached file in DIMS.
3.1.1 Editing the Text

· Review and revise the text to ensure that it is written in complete sentences and is easy for anyone to understand.  

· Acronyms may be used, but the word should be spelled out first followed by a space, parentheses, acronym, close parentheses.  

· Time must be civilian time, use a.m. and p.m.  

· No word should be written in all capital letters in the text.  If you want a word to be emphasized, make it bold or italics.

· Text should relate to the topic and not have extraneous information.  Stay on-point.

· Use bulleted or numbered lists wherever possible.  

· Use a limited number of web sites and e-mails in your topic narratives.  If you wish to include a web site or an e-mail, please provide the complete URL or e-mail address.  Do not repeat web sites and/or e-mails that appear in your contact(s) that display with your article.
· Tables are permitted.

· No names of people are allowed in the text – ever!

· Do not put full addresses in the text.  The associated contact from MI will be displayed with the text.  If you want to provide a critical address, write it out as a complete sentence.  For example, call the Army Community Service office at 301-456-3456 or visit us in Building 123.  Our hours of operation are 7:30 a.m. to 5:00 p.m.  

· Phone numbers should be written out with the area codes and commercial numbers.  You do not have to have the word comm., commercial or some variation.  Just writing the number correctly will do.  The preference is for xxx-xxx-xxxx. For overseas, the country codes need to be used 011-xx-xxx-xxxx (not all overseas numbers have this many digits).  If you do not know country or city code, call the international AT&T operator at “00” and ask how to dial directly from the States.  For DSN numbers use the DSN area code and the letters DSN e.g. Pacific – 315; Europe – 314; Middle East – 318; U.S. – 312.  

· Spell check your work before submitting.

3.1.2 Headings


Subheadings:  Each article must begin with a subheading.  The subheading will relate to the first paragraph depending on the text unless the article has standard subheadings.  For example, Under Location Overview; subheadings are Location, Mission, History, etc.
Secondary Subheadings:  All secondary subheadings must be italicized only, no underlining allowed, no bold and italics.  A secondary subheading would be inserted as part of the topic narrative depending on the content.  For example, under Government Housing, secondary subheadings are Family Housing, Single Service Member Housing, etc.   

3.2 What Content to Include in Topic Narratives 

This section discusses the required – minimum -- content for the PMM/MI topic narratives.  Review what is displayed for your installation in each of the narratives. Request modifications through DIMS.  
Some narratives display standardized text, essentially the same text in all files for that subject.  If there is something in this text that does not apply to your installation, then you may request changes for your unique situation.  In most cases, if you have local information to supplement the standardized text, you may submit that information, and it will be included in addition to the standardized text.

3.2.1.  Location: Overview 

This topic is completely installation-specific.  It has prescribed subheadings.  Use the compliance table below to check off required content.

	
	Required Content
	Check

	Location
	· Include the location of the installation -- country, province, state, county, city and town.  

· Do not include the address.

· Indicate if this is a “military town/area” 

· Indicate if this is a high or low cost area.  

· Include something unique about the area that will entice the reader. 

· Include the telephone number of the base operator.
	

	History
	· Brief. 

· No more that one short paragraph, include the installation homepage.
	

	Mission
	· No more than one short paragraph, include a brief mention of the major command(s) on your installation.  
	

	Population Served
	· DoD personnel, families, civilians, joint services.  

· Consider a table here, if you are a large installation.  

· Do not use exact numbers, but paint a picture of the population.
	

	Base Transportation
	· Discuss the installation transportation options including taxis, bus services and/or shuttles availability.
	

	Sponsorship
	· No more than two paragraphs.

· Describe how someone goes about finding a sponsor.  

· Arrival information should be here, too.  Does the sponsor meet new personnel?  If not, where should personnel report when they get to the base (include the telephone number in the narrative). 

· Indicate what should happen with mail enroute.  
	

	Temporary Quarters
	· No more than one paragraph.

· How and where will a family spend their first night?  

· Can reservations be made in advance?  

· Do personnel with PCS orders have priority for rooms?

· Do temporary quarters allow pets?  If not, offer alternatives.
	

	Relocation Assistance
	· Mention of your newcomer’s briefings and loan closet.  

· Include your phone number in the one paragraph write up.
	

	Critical Installation Information
	· This is for you to decide.

· Recommended that you include BRAC, deployment, and global repositioning information; money matters (such as currency needs); housing issues; any problems with childcare; a specific new law or regulation regarding something such as dangerous dogs; etc.


	


The entire narrative should be no more than 2 type written pages. 

Do not include information on:

· Schools or school calendars.

· Childcare, unless it is critical.

· Household goods, unless it involves weight restrictions, and if so, put it under critical installation information. 

· Housing other than temporary quarters, unless there is a real shortage and then put the information under critical installation information.

· Health and Wellness, unless the weather causes health issues, then put the information under critical installation information.

· Weather, unless it is something important like prevailing hurricanes, then put the information under critical installation information.

· Directions, unless an entrance is closed and then put the information under critical installation information.  

3.2.2.  Location: Directions 

This topic is completely installation-specific.  It has prescribed subheadings.  Use the compliance table below to check off required content.

	Required Content
	Check

	Airports  


	· What airports service the installation?  

· What is the transportation situation from airport to installation?  

· Is there mass transit, driving only, military shuttles?  

· Overseas - discuss currency needs at airport, welcome centers, USO facilities, where to find your pet, local transportation availability
	

	Driving Directions 


	· Give brief directions from major highways or airports. 

· Include what to do when you arrive at the installation gate.
	


3.2.3.  Location: Check-in Procedures 

This topic is completely installation-specific.  It has prescribed subheadings.  Use the compliance table below to check off required content.

	Required Content
	Check

	Documents to Hand carry
	· List important documents to hand carry, e.g., marriage certificates, PCS orders, household goods inventories, etc.
	

	Travel Planning
	· Temporary Lodging Reservations – Discuss making reservations for the trip well in advance and any problems with lodging on your installation.

· Command Sponsorship – Define concurrent travel and the importance of command approval; explain the consequences of taking a family member/s on a non-command sponsored tour.
	

	Reporting Procedures
	· Give a synopsis on reporting-in procedures, during and after duty hours reporting.  Mention documents the transferee will need.  

· Make sure to submit proper leave request prior to taking permissive leave for a house hunting trip. 

· State what will occur during the actual in-processing.  Discuss spouse orientations as well. 

· Mention the sponsor’s role during these processes and how someone can obtain a sponsor.


	

	What to do if you get Married enroute?  
	Use this statement: “If you get married before you PCS, you must  inform your commander and follow the procedures exactly as you are given them.  The military will not pay  for travel and housing of your spouse if you do not follow proper procedures.”
	


3.2.4.  Location: Vehicle Regulations 

This topic information has been incorporated into the topic Motor Vehicles 3.2.8, below.

3.2.5.  Location: Major Unit Listings  
See Part III of this content manual for instructions on major unit listings.

3.2.6.  Location: Personnel Locator 
The Personnel Locator topic has been incorporated into the Location Overview Topic (Section 3.2.1) as the last sentence in the first paragraph.  It reads: “The base operator’s phone number is XXXX or DSN XXX.”

3.2.7.  Location: Topic Base Transportation 

The Base Transportation topic has been incorporated into Location: Overview  (Section 3.2.1) as its own subheading.  

3.2.8.  Location:  Motor Vehicles 

Standardized text appears in every CONUS installation file. See Appendix 1 for the standardized text for this topic.   It begins with the state information and includes a State Department of Motor Vehicles web site link for a State.  For OCONUS locations, see instructions below.  Check the narrative.  If you wish to make slight revisions, send them through DIMS. 
Installation Vehicle Regulation information should appear after the standardized text for CONUS locations.  Describe how to obtain a base decal, including where to go and what documents are needed. 
OCONUS Locations  Use the sub headings below for this topic.

	Required Content
	Check

	Obtaining a Driver’s License 
	· Describe the process
	

	Local Motor Vehicle Regulations 
	· Describe any country specific rules (use secondary subheadings if appropriate).
	


3.2.9.  Housing: Overview 

This topic has both installation-specific and a standardized paragraph about the DoD Area Housing Referral Network (AHRN) program.  It has prescribed subheadings.  Use the compliance table below to check off required content.

The narrative should be in this order:

Government Housing

Family Housing 

Single Service Member Housing

Exceptional Family Member Housing

Non-Government Housing

Rental Options AHRN

Purchase Options

Mobile Homes 

	Required Content
	Check

	Government Housing
	· Give a broad overview of the housing situation for families and single service members. Is there any housing on the base? Is there privatized or government owned housing available? 

· What are the check-in procedures? 

· Are there any mandatory installation policies, i.e. pets?
· What are the average waiting times?  

· What are the number of units available by rank?
· How do you determine the control date?

· OCONUS - State if there is a policy for non-command sponsored.  

· Use appropriate secondary subheadings.

Single service member housing – 

· Discuss the dorm requirements by rank.  

· Discuss such things as roommates and restrictions. 

· Give a brief synopsis of housing choices for the single service member off the installation.  

· State whether apartments are available on a long-term basis and mention if they are available furnished and/or unfurnished.

Exceptional Family Member Housing – 

· Include a section on Special Needs addressing accessible and adapted units.  

· Is there a priority housing policy for incoming special needs families?  

· Are photos available on a web site in contact/links or quick links?  

· Are housing units on base air conditioned?  

· Are generators available for families with significant medical needs who require power for their medical equipment?


	

	Non-Government Housing
	· Discuss the housing market in the area and the cost of living for the area; 

· Briefly discuss affordability and availability.
	

	Rental Options
	· If your installation has any other program in addition to the AHRN standardized text, add a secondary subheading.  

· Do not repeat anything from the AHRN paragraph.
	

	Purchase Options
	· Discuss availability and affordability, and any installation programs available to assist.  

· Do not repeat anything from the AHRN paragraph.
	

	Mobile Homes
	· Discuss if this is an option and, if so, give specifics.  

· Is there a mobile home park on base?
	


See Appendix 1 for the AHRN standardized text.
3.2.10.  Housing: Temporary Lodging  

This topic is completely installation specific.  It has prescribed subheadings.  Use the compliance table below to check off required content.

	Required Content
	Check

	Temporary Lodging Facilities
	· Include the Commercial, DSN, and Toll Free numbers, and web site to make reservations.  

· Use these secondary subheadings:  

· Eligibility/Orders 
· Availability; Costs; Registration 
· Maximum length of stay, if applicable (specify if this applies only to TLA recipients) 

· Location 
· Pet Restrictions, if any 

· Overseas Clearance; Special Needs (number of equipped units available).
	


3.2.11. Housing: Government Housing  

This topic is completely installation specific.  It has prescribed subheadings.  Use the compliance table below to check off required content.

	Required Content
	Check

	Family Housing
	· Availability – number and size of quarters, waiting times.

· Eligibility -- waiting times, priority and special needs issues.

· Application Procedures – include installation web site and whether applications are taken in advance.

· Other Options – mobile home parks, government-owned or leased housing in the local community, housing privatization initiatives.
	

	Single Service Member Housing
	· Availability – barracks and dormitory.

· Eligibility – enlisted and officer.

· Application Procedures – include installation web sites and whether applications are taken in advance.
	


3.2.12. Housing: Loan Closet 

This topic has standard subheadings:  Items Available and How to Borrow.  Write about what is available on your installation or where the nearest Loan Closet is located if you do not have one on your installation.  Include information on thrift shops available as well.
3.2.13. Household Goods: Overview 

This topic is standard for each installation.  You may submit unique installation specific information through DIMS. See Appendix 1 for the standardized text for this topic.
3.2.14.  Household Goods: Shipping Pets 

This topic is completely installation specific.  It has prescribed subheadings.  Use the compliance table below to check off required content.  Consider pets other than dogs and cats in this section, e.g. birds and reptiles.  You can include information about local community resources in this narrative.

	Required Content
	Check

	Boarding
	· Insert local URL’s for pet boarding facilities.  

· Give general idea of cost involved for boarding.  

· Emphasize the need for the transferee to make pet boarding arrangements prior to arrival at their destination.  
	

	Transportation
	· Discuss issues one should consider when traveling with pets, overall health of the animal being a very important one.  

· If pet/s is/are to travel by air, mention restriction/limits and special procedures in regards to size/weight of animal, procedures usually involved; state required documents. Give general idea of cost involved.  If pet is to fly overseas, discuss additional considerations and documents necessary.  

· Mention travel restrictions for pets during inclement weather or certain seasons.
	

	Quarantines 

	· Briefly explain location-specific quarantine laws/regulations, on and off the installation. 

· Again, do not limit this information to dogs and cats only.  

· If fees are involved, mention this.  

· Tell the reader, f your location does not require quarantine.
	

	Vaccinations, Licensing and Registration 


	· Briefly explain location-specific licensing/registration and leash laws, on and off the installation. 

· Give general idea of cost involved.  

· Do not limit this information to dogs and cats only [e.g. some installations have horse stables, some locations/countries outlaw certain animals (e.g. ferrets, pit bulls)].
	

	Veterinary Services  


	· Briefly describe the services offered by the installation’s veterinary clinic.  

· Mention eligibility requirements to receive this service.  

· Mention any particular problems (health) for pets in the area.
	


3.2.15. Education: Overview 

This topic is completely installation specific.  It has prescribed subheadings.  Use the compliance table below to check off required content.  

	Required Content
	Check

	Introduction 
	· Give a broad overview of the educational system (DoD Schools, public, private and alternative (home schooling)) in the local area covering the following information: 

· Accreditation by the State

· Number of schools (e.g. 3 high schools, etc. (do not list the schools)) 

· Bus service 

· Meals 

· Before and after school programs 

· School Sports programs available

· Exceptional children programs

	

	Local School Boards
	· Enrollment size within the system 

· Pupil/teacher ratio    

· Schools’ record regarding Achievement Test scores (e.g. Stanford Achievement Test)   

· Percentage of high school students who are college bound, unless this information is too difficult to obtain for your area.


	

	Grading System 
	· When mentioning the grading system used by the school, make sure to explain what it means.  Don’t just state the letter grade (e.g. A) as this may mean 90 and above for some schools, yet 92 and above for others.  


	

	Unique Opportunities 


	· State any unique situations that apply to your area.  

· Are there any Magnet Schools?  If so, mention this and state what is meant by Magnet School. 

· Mention whether or not Alternative Education programs are available.  

· Use appropriate sub subheadings.


	

	Adult Education
	· Give a brief statement on educational opportunities for adults.

· Tell user to see the Advanced Education topic in this category.


	


3.2.16. Education: College and Adult Education – now called Advanced Education

The College and Adult Education topics have been combined into one topic in Plan My Move called Advanced Education.  The information is completely installation specific.  It has prescribed subheadings.  Use the compliance table below to check off required content.  

	Required Content
	Check

	Installation Education Center
	· Services provided for continuing education available on the installation. 

· Mention classes offered to prepare individuals to take specific exams e.g. Graduate Equivalent Diploma (GED), College Level Examination Program (CLEP), and college admission tests. 

· Make this applicable to service members and to family members.  

· Use sub subheading Tuition Assistance if necessary.

	

	College Classes
	· Identify the university(s) available on the installation, include thir URLs.  

· Give an idea of the fees and classes offered.


	


3.2.17.  Education: Special Needs 

This is standardized text for installations with and without a DoD school and EDIS.  The EDIS information varies according to installation.   Further, for installations without EDIS, each Services standardized text is slightly different.  See Appendix 1 for the Standardized text.  After the standardized text for installations without a DoD school and EDIS, installation specific information is included.  Please review this information and send revisions through DIMS.

3.2.18.  Employment: Overview 

The information is completely installation specific.  It has prescribed subheadings.  Use the compliance table below to check off required content.  

	Required Content
	Check

	Employment Options
	· Give a brief narrative regarding the employment opportunities and unemployment situation (e.g. unemployment rate is at 2.5%) in the area.  Give as clear a picture as possible, including negative as well as positive information.  

· Mention types of jobs that are usually available or that the transferee and his/her family member may look for and state whether job prospects are excellent, good, fair, and poor with these positions.  For a good example, “Secretarial jobs are plentiful however, mid to upper level management and professional positions are relatively few.”  Give hourly rates for some jobs that are available in the area (e.g. secretary, $13.50/hr; unskilled labor, $7./hr; general office work, $5.75 - $6.50/hr; IBM employees’ average rate $18.75/hr etc.).  

· Include a discussion of state and county employment office programs and how to best access these resources.
· Discuss any programs available to assist family members in finding employment, i.e., Career Resources Marine Corps, Family Member Employment Assistance Program, Airman and Family Readiness Center, etc.
· Discuss employment opportunities available on the installation, i.e. NAF.
	

	Employment Documentation
	· Mention the importance of hand carrying all employment records and documents.  

· Statement may read as follows: “For job hunting purposes, be sure to hand carry all employment records and documents, resumes, SF 171, SF 50, transcripts, certificates and licenses.”
	

	Unemployment Benefits – 


	· Give brief information on your State’s policy regarding collecting unemployment benefits when relocating.  

· The rules change frequently, so update the contact information often.
	

	Transition Assistance –
	· Discuss the transition program on the installation.
	

	Tuition Assistance –
	· Discuss the educational opportunities available to spouses.
	


3.2.19. Health and Wellness: Overview 

Each file contains standardized text followed by installation specific text. See appendix 1 for the standardized text.  See below for guidance on the installation text, which must be updated through DIMS.

	Required Content
	Check

	
	Include this Note in your installation specific information: When updating the file, make sure to contact the Health Benefits Advisor for the very latest information on TRICARE as changes occur quite frequently within this area.
	

	Overview
	· Give a very brief summary of medical and dental services available on the installation and who is entitled to receive this care.  

· A good example of availability and entitlement might read:  “Medical care services are offered on a priority basis.  First priority of care is to active duty military.  Second priority is to family members of active duty, with retired military and family members of retired military following in the eligibility chain.  Dental care services are available to active duty military only.  Only emergency dental care is offered to other eligible individuals.  When services are unavailable, those eligible for medical/dental care are referred to TRICARE.  Is there an emergency room at the installation facility?”

· If care is unavailable on the installation, summarize where and how the transferee can access services needed. 

· Give a brief summary of the community resources, which are used by military families.  Include who provides TRICARE services or civilian facilities for military families to use for Services. Explain where the closest emergency room is located?
	


3.2.20 Health and Wellness: Special Needs 
See Appendix 1 for Standardized text for this topic.

3.2.21. Service Member and Family Issues: Relocation Assistance 

This topic has standardized text and installation specific information.  See Appendix 1 for Standardized text for this topic.
Installation Specific Information

This is written by you and can be in any order that you want.  Make sure to put secondary subheadings in italics.

	Required Content
	Check

	Market your program
	· Describe your specific relocation services that are different and unique from those in the standardized text e.g. relocation planning, workshops and briefings, newcomers briefing, loan closet, orientations, tours, cultural adaptation and English as a Second Language classes, settling-in services etc. 

· Mention where the services are offered and how best to access the services, internet, e-mail, in person, etc.  

· If you do not have Lending Closet services available, mention where one can access similar assistance (e.g. nearby military installation, Salvation Army etc.).
	


3.2.22. Service Member and Family Issues: Child Development

This topic is completely installation specific.  Use the compliance table below to check off required content.  

	Required Content
	Check

	Child Development
	· Begin with a statement as to whether or not Child Development Services (CDS) programs received DoD certification.
· Provide a summary of child care services available covering the following information:

· Types of child care services offered through CDS, to include those available for children with special needs 

· Eligibility requirements 

· Enrollment or registration criteria 

· Fees 

· Priority care, if any 

· Waiting list, if applicable 

· Hourly or drop-in care  
· State the number of Child Care Centers, Pre-schools and Family Child Care providers and School Age Programs available on the installation and the method of obtaining service or registering.  Do not list the providers.  
· List information about Respite care availability.
	

	New Parent Program


	· Briefly describe programs and services available for new parents on the installation.  Do not simply focus on the New Parent Support Program.  

· Some examples of other agencies that may be involved and/or have programs are:  chapels, schools, universities, etc.   

· Do not forget to include information for the transferee that has a child with special needs.  
	


3.2.23. Service Member and Family Issues: Youth Services

This topic is completely installation specific. Use the compliance table below to check off required content.  

	Required Content
	Check

	Youth Services
	· Give a brief description of programs offered through the youth centers on the installation.  

· Address the following:  

· Specific programs, age and fee requirements, enrollment procedures, length of program (on-going or seasonal).  
· Break down information in secondary subheadings for easier reading:

· Youth Recreation and Sports 

· Youth Social Programs

· Youth Religious Programs

· Boys and Girls Scouts where available

· Include calendar and youth sponsorship details. 

· Include youth employment programs. 
	


3.2.24 Service Member and Family Issues: Financial Assistance

This topic is completely installation specific.   Use the compliance table below to check off required content.  

	Required Content
	Check

	Financial Assistance
	· Give a brief summary of services offered, especially those offered through the Family Center. 

· Make reference to the Financial Preparedness workshops and classes available to service members and their families.
· Briefly cover the following topics:  

· Cost of living category for the area (is this high cost, low cost) 

· Cost of Living Allowance, if any 

· Temporary Living Allowance 

· Average costs for housing -- rentals and purchases 

· Average costs for temporary housing 

· Minimum car insurance coverage requirements 

· Average monthly utility payments  


	

	
	· Alert the transferee to the possibility of needing emergency assistance while in transit.  

· Briefly comment on possible agencies that may assist him/her (e.g. military facility if any in the area, American Red Cross, Salvation Army, local hospitals if a medical emergency, American Automobile Association for automobile emergency, or calling the telephone operator for assistance, etc.).    

· Alert the transferee to the reality of drawing Advanced Pay when relocating (e.g. advance pay repayments will be automatically withdrawn from the service member’s pay monthly, reducing his/her monthly income, in some cases, drastically.)
	


3.2.25. Service Member and Family Issues: Legal Assistance

This topic is completely installation specific.  Use the compliance table below to check off required content.  

	Required Content
	Check

	Legal Assistance
	· Give a synopsis of services available and who may access these services on the installation.  
· Use a bulleted list. 
· Explain claims services
	


3.2.26. Service Member and Family Issues: Emergency Assistance
This topic is completely installation specific.  Use the compliance table below to check off required content.  

	Required Content
	Check

	Emergency Assistance
	· Discuss Service Emergency Services, e.g. Army Emergency Relief, Navy/Marine Corps Relief, Air Force Aid Society
· Discuss Red Cross availability

· Installation Information and Referral

· Discuss Salvation Army availability

· Include any other important information such as 2-1-1, if available
	


3.2.27. Service Member and Family Issues: Deployment

This topic is completely installation specific.  Use the compliance table below to check off required content.  

	Required Content
	Check

	Deployment
	· Discuss how Family Center programs assist deploying/returning troops.  

· Give all the support groups available/how to participate. 

· Talk about availability of pre-deployment briefs. 
· Discuss programs available for children of deployed service members.
	


Part IV Contacts and Major Unit Listings

Contacts and Major Unit Listings are maintained and submitted through DIMS, see Part II of this documentation for information and specific directions on using DIMS.  

4.1 Required Contacts 

This section discusses the requirements for contacts and major unit listings.  Not every installation will have all of the required Programs and Services listed in the Military Installations application, but every installation will have some of the programs and services on their installation.  Attachment 1 has a list of the required Directories from MI.  
Major unit listings are those on your installation which you determine are important.  It is your responsibility to send changes through DIMS.

4.1.1 Contact Guidance

· Not every Directory needs a contact

· Only contacts on your installation 

· Only one contact per Directory unless there are multiple facilities e.g. 2 Child Development Centers

· Limit to 2 – 3 if multiple facilities exist, e.g. restaurants

· Make sure each contact is complete:

· All information included

· Spelled correctly

· Phone numbers complete with area code  

· Overseas numbers -- as if dialing from the States

· URLs begin with http: or https:

· You may include the same contact in multiple Directories if that contact provides those services e.g. Fleet and Family Support may be in Directory Family Center and in Directory Information and Referral etc.

· Contact Titles for Services provided from your Family Center (e.g. Relocation Assistance, Employment Assistance, Financial Management, Transition Assistance etc.) must have the title written as follows:

· Air Force--Airman & Family Readiness -- Relocation Services

· Army – Army Community Services -- Relocation Services

· Navy – Fleet and Family Support Center -- Relocation Services

· USMC – Marine and Family Support Services – Relocation Services

· DLA – Family Support Center – Relocation Services 

4.1.2 Address Standards

· All Contacts must be initial capital letter and lower case, example “Family Center”

· All Contacts must have complete information

· Contact Title

· Physical and Mailing Address.  Note you may only have a mailing address if you provide a physical address first.  You may not have just a mailing address.

· Telephone Numbers (commercial and DSN)
· E-mail (at least one)

· URL (at least one)

· The following table shows examples of U.S. and Overseas addresses.
4.1.2.1 United States and Territories Addresses

	US/Territories Example

	Field
	Example/Instructions

	Title of Contact
	Unique Title for Contact

Do not include installation name in title unless you have multiple locations under your control

Example:  Fort Myer Child Development Center  or Child Development Center 

	Address Line 1
	Insert street name and number

If you do not know the number, include name of street only

If you have neither leave blank

Example:  6950 Warren Road or Warren Road

	Address Line 2
	Building always abbreviate Bldg.

Example:  Bldg. 123 

	Address Line 3
	Overflow from Line 2

Suite Number, Room Number, Location

Example:  Suite A; Room 45, Custer Hall

	City
	Required Field

Name of City correlated to Address Line 1

If mailing address is used for US, then use installation name in City

Example:  Manhattan or Fort Riley

	State
	Required Field

Name of State from Dropdown

Correlates to City

Example:  Kansas

	Country
	Required Field

Name of Country from Dropdown

Example:  USA

	Postal Code
	Required Field

Use 5 digit or 9 digit

Correlates to Address Line 1, City, and State 

Example:  20905 or 20905-5910

	Phone Numbers
	Always include area code

Area code in parenthesis

Example:  (785) 239-9935

	Fax
	Always include area code

Area code in parenthesis

Example: (785) 239-4099

	DSN Phone
	Include Prefix

Do include “DSN”

Example:  (312) 856-9935

	DSN Fax
	Include Prefix

Do include “DSN”

Example: (312) 856-4099

	E-mails
	Only 1 e-mail will be published 

Put the most important e-mail in the first e-mail field 

Use generic e-mails whenever possible, but names can be used as they will not be published on the web 

MI has an anonymous portlet capability which masks the names of individuals
Example:  DCACYS@riley.army.mil

	URLs
	Must begin with http:// or https://

Example:  http://www.acs.riley.army.mil


4.1.2.2 Foreign Country Addresses

	Foreign Country Example

	Field
	Example/Instructions

	Title of Contact
	Unique Title for Contact

Example: Education Center -- Patton  Barracks or Education Center

	Address Line 1
	Insert street name and number

If you do not know the number, include name of street only

If you have neither leave blank

Example:  Cryeinstan Way 14 or Cryesinstan Way

	Address Line 2
	PO Box or

Building always abbreviate Bldg. and/or Suite, Room, Unit, Location

Example:  Bldg. 123 

	Address Line 3
	Overflow from line 2

Suite Number; Room Number, Unit, Location

Example:  Suite A; Room 45; Patton Barracks

	City
	Required Field

Name of City correlated to Address Line 1

If PO Box, use APO or FPO

Example:  Heidelberg or APO or FPO

	State
	Leave blank if city is a foreign country

If PO Box, use AE, AP or AA

Example:  AE, AP, AA

	Country
	Required Field

Name of Country from Dropdown

If APO or FPO, select USA

Example:  Germany or USA

	Postal Code
	Required Field

Correlates to Address Line 1

If APO/FPO enter US zip code.  If local address, use local postal code

Example:  98762  

	Phone Numbers
	Always include area code

Written as if dialed from the States

Example: 011-49-6221-17-6176/8660 

	Fax
	Always include area code

Example:  011-49-4765-18-5814

	DSN Phone
	Include Prefix as if calling from the States

Example:  (314) 856-9935

	DSN Fax
	Include Prefix as if calling from the States

Example: (314) 373-6176

	E-mails
	Put the most important e-mail in the first e-mail field 

Use only generic e-mails whenever possible

MI has an anonymous portlet capability which masks individual names
Example:AFTB@26asg.Heidelberg.army.mil 

	URLs
	Must begin with http:// or https://

Example: http://www.heidelbergeducation.com/ 


4.1.3 Mandatory Directories

Do not leave any of these Directories blank.,
· Family Center

· Relocation Assistance

· Housing Office

· Household Goods – exception to rule.  If your installation uses a regional office for in or outbound, you may include that office.

· Commercial Travel Office

4.1.4 Challenging Directories

· Educational and Developmental Intervention Services (EDIS) – only a few installations have this program.

· Exceptional Family Member/Special Needs – ensuring that you have included the correct person.

· Victims Advocate Services – may have more than one contact for domestic violence and sexual assault.

· Hospitals/Military Treatment Facilities – NEW exception to rule, if you have a regional MTF include that facility.

4.1.5 Important Directories

· Child Development Centers

· Child Care Resource and Referral

· Family Child Care – In Home Services

· New Parent Support Program

· School Age Care

· School Liaison Office

· Youth Services

· DoDDs & DDESS Schools – only these schools, not local community schools that happen to be on the installation

4.2 Major Unit Listings

Major unit listings are displayed separately in MI and PMM on the Location Overview page.  You must use DIMS (see Part II of this Content Manual) to make changes to the major unit listings for your installation).
Part V Photo Information

5.1 What Photos To Include 

Military Installations can accommodate as many photos as you would like for your installation.  Following are some suggestions of photos:

· Front Gate or Entrance

· Family Center and/or Relocation Office

· Housing Office

· Transportation Office

· Sample of Installation Housing

· Floor Plans of Housing, if they are available

· Shopping Area

· Child Care Area

· Schools on the Installation

· Major Recreational areas on the Installation

You should consider creating a windshield tour of photos.  Consult your Public Affairs Office for assistance in putting together something attractive and interesting with the photomontage.   Each Service also has photo guidelines, which need to be adhered to. You can get this from the Public Affairs Office.   It is a general rule that you cannot take photos of people (active duty, children, and civilians) without a signed release.  However, it is also a general rule that pictures are more interesting if they include people i.e. children playing.  There are ways to take interesting photos that do not show an individual’s face so that it is identifiable.  You can blur images, take the backs of people, take pictures in motion, etc. 

5.2 How to Submit Changes

Changes are submitted through DIMS (see Part II of this content manual).  If you need assistance with photo editing, contact the Help Desk for assistance.  Make sure to remember to include your photo caption or description in the message field of your DIMS submission.
Appendix 1 Standardized Text by Topic
3.2.8 Location: Motor Vehicle

Registration & Licensing Requirements
Maryland State law requires you to have sufficient liability insurance and a valid driver’s license in order to operate a vehicle. The term “vehicle” generally includes automobiles, motorcycles, vans, trailers and boats regularly parked or garaged overnight. Further, your vehicle must be properly registered. Even though you are in the Military, you may be required to register your vehicle in-state and obtain an in-state license within a few months of moving. Access complete information on insurance, driver’s licensing, and where and how to register your vehicle by visiting the State Department of Motor Vehicles website.

State Laws
You and your passengers must always wear seatbelts while driving, you will be ticketed and issued heavy fines if seatbelts are not secured. State law requires that all children under 6 years of age and 40 pounds be properly restrained in child seats. Some states also require younger, smaller children to sit in the back seat.

Motorcycles and their operators are subject to special laws. If you own and operate a motorcycle, you must comply with those laws. Visit the State Department of Motor Vehicles website for more information.

Many States and local jurisdictions have strict laws about the use of cell phones and other digital devices while driving. Research these laws on the State Department of Motor Vehicles website. Tickets will be issued and fines assessed for violating these laws. Play it safe and always use a “hands free” device if you must use a cell phone or other PDA while driving. Hands-free devices must be used while operating a motor vehicle on ALL military installations worldwide.

3.2.9 Housing:  Overview
DoD Automated Housing Referral Network (AHRN)--Visit AHRN.com or ask at your local housing office to learn about this DoD program that is currently available for more than 75 installations. The program allows military members and families to: 

· Search listings and pictures of available rentals near military installations 

· List their own properties for rent to other military families 

· List their homes for sale by owner (FSBO) to other military members 

· Contact installation housing offices 

· Receive one-on-one real estate counseling and assistance from the AHRN partner, Military Moving Station on how to buy and sell smart.

AHRN is not currently available at all installations but the phased program is adding new installations every month. Check the AHRN website to see if your next assignment is an AHRN base and check out other features to assist you in your home search.
3.2.13  Household Goods: Overview

Arranging Household Goods Shipments 
As soon as you are alerted to your upcoming PCS move, you can start getting your house and family ready. Clean up and get rid of junk. Hold a yard sale or take serviceable items you no longer need to a thrift shop or donate to charity. Get important family records together in one place. You can even estimate the weight of your household goods before you visit your transportation office to set up the move. If you are going overseas, you should begin to plan what items you will take in your hold baggage, in your household goods shipment and what might need to go into storage. Remember, for overseas assignments electricity is different and houses are generally much smaller and cannot handle large furniture.


Set up an appointment with your transportation office as soon as you have a copy of your PCS orders. The earlier you call or visit your transportation office, the greater your chances of moving on the date you desire. The counselors will explain all your PCS move entitlements in detail. Your first decision is whether to have the government move you or whether to move yourself. There are pros and cons to each type of move. Your counselor will answer all of your questions. If you choose a government move, they will book your shipment and let you know the exact dates the movers will come. If you choose to move yourself, the counselor can assist with recommendations and tips on how to do a personal move.

Automobile
The government will ship one Privately Owned Vehicle (POV) at their expense to your new location. This is handled through your transportation office. Remember to discuss your POV needs at your initial counseling session. The shipping contractor has established a website where you can track the location of your POV through the shipping process.

Shipping Pets
Planning for shipment of your pet includes researching airline requirements and quarantine and restriction laws in your new location. You will need to ask the airlines the requirements for size, weight, number of animals, kennel construction, documentation and season of the year limitations. Occasionally, small pets can be shipped on military flights but availability and regulations are always changing as well as fees. Checking the SDDC website will provide details on shipping pets.

Many international locations have strict importation laws including extended quarantines and restrictions on breeds or types of animals that can be brought into the country. Carefully research these rules as they could impact your moving schedule. Not only do overseas locations have strict rules but many locations have restrictions on dangerous dogs as well.

Delivery of Household Goods Shipments

It is your responsibility to contact the transportation office as soon as you arrive at your new duty station. Let them know how you can be contacted, phone, mobile phone and e-mail. If you already have new quarters, they will help arrange delivery of your personal property shipments. Otherwise they will arrange for temporary storage until you have permanent housing.

Customer Satisfaction Survey
Once your personal property is delivered, you’ll be asked to rate the customer service you received from the movers. Make sure you take the time to do this. Your feedback will make the process better for everyone.

Claims
If you have any loss or damage to your personal property you may need to file a claim. Use the front of DD Form 1840/1840R to notify the mover of any loss or damage you find at the time of delivery. If further loss or damage is discovered after the transportation provider departs, use the reverse side of the form, DD Form 1840R. You must file DD Form 1840/1840R within 70 days of delivery. Completing and submitting the DD Form 1840/1840R does not constitute filing a claim. A claim is separate and distinct from these forms. Your local personal property office and claims office will give you complete instructions on where and how to file DD Form 1840/1840R and your claim.

3.2.17.1 Standard Content for EDIS Overseas

      Misawa Force Base

Exceptional Family Member Program.  Exceptional Family Member Program (EFMP) screening is mandatory for all family members who will accompany a service member to an overseas duty location.  EFMP screening includes educational screening when the family member is under the age of 21.  The military service considers the needs of the family member when considering an overseas assignment.

The Department of Defense operates two programs that provide educational services to children with developmental delays and disabilities, in compliance with the Individuals with Disabilities Education Act (IDEA).  Eligibility for services is determined according to procedures outlined in DoD Instruction 1342.12, Provision of Early Intervention and Special Education Services to Eligible DoD Dependents, April 11, 2005.

Infants and Toddlers (birth to 3 years old) Educational and Developmental Intervention Services (EDIS) is a military medical department program that provides early intervention services to infants and toddlers from birth until three years of age.  EDIS is available at all locations where there is a DoD school.

The EDIS teams, with Early Childhood Special Educators and multi-disciplinary allied health professionals, assist families of infants and toddlers with developmental delays to achieve goals that enhance functional independence and support school readiness.  EDIS provides services in the child’s natural environment (home, childcare center, etc.), and embedded in family routines.  
School Age (3-21 years)  The Department of Defense Education Activity provides special education to children from 3 through 21 years of age who have a disability.  In overseas communities (DoDDS), the availability of services varies according to the size of the community, its location, and the military mission.  

At Misawa Air Base schools, Cummings Elementary, Sollars Elementary, and Edgren High, DoDDS provides the following level of services.

Autism Spectrum Disorder (ASD)  The schools provide direct instruction in the regular classroom or in a resource room.  This location would not be appropriate for children with the diagnosis of autism who require individual support or more intensive special education service. 

Communication/Speech Impaired  Communication/Speech Impaired  Services are available to provide comprehensive speech and language interventions in individual, small group, and/or general education classroom settings.  Additionally, services are available to provide student and general education teacher training in the use of augmentative communication devices and/or alternate communication systems and/or FM systems in individual, small group, and classroom settings.

Emotionally Impaired   Part time services are available on an as-needed-basis to support children in the general education classroom. These services may not be available within the school complex.  This placement would not be appropriate for children coming out of a residential placement and/or an alternative educational setting. 

Hearing Impaired  Services are available on an as-needed-basis to provide consultation for students with hearing impairments who can be served in the general education classrooms.  The Hearing Impaired Specialist is not located within the school complex and on-site visits may be limited.  Minor environmental modifications and some special materials are available. Support is provided for children whose hearing disability is typically corrected with hearing aids.  This is not an appropriate location for children who are deaf or who require the services of an interpreter. 

Specific Learning Disability  Services are available to provide the majority of individualized instruction in a resource room setting (75% of the of the day or more). 

Intellectual Disability (Mental Retardation)  Services are available for children who have mild to moderate mental retardation and who require major curriculum modifications to receive instruction in the general education classroom (approximately 50% or greater). The majority of instruction may be in a resource room setting. 

Preschool (3-5 years of age)  Services are available for children with developmental delays and/or other identified disabilities who require daily or less frequent support in a developmental preschool classroom setting. 

Visually Impaired  Consultation services are provided on an as-needed-basis to support children with low vision who can be served in a general education classroom.  The Visually Impaired Specialist is not located within the school complex and on-site visits may be limited.  This may include equipment for providing magnification and high contrast, large print books, and environmental modifications for light control and/or preferential seating.  This is not an appropriate location for children who are blind and require pre-Braille or Braille instruction or orientation and mobility training. 

Special Education Records  Parents of children enrolled in special education should hand-carry all pertinent school and medical documents to include their children’s Individualized Education Program (IEP) and current testing and evaluation reports.

If your child requires specialized equipment (for example large print books, an FM trainer, or Braille services) contact the Area Special Education Coordinator in Okinawa.

Not all schools in this complex provide all services, nor at the same level of intensity.  Contact the Japan District Superintendents office for more information.
Pacific Area Office

Special Education Coordinator 
DoDDS-Pacific, Area Office 
Unit 35007 
FPO  AP  96373-5007 

Off: 011-81-98-876-0279/DSN 645-2755 
Fax: 011-81-98-876-4263 

special_ed@hq.dodea.edu
Japan District Superintendent's Office

DoDDS Japan District
Unit 5072
APO AP 96328-5072

DSN 225-3954

From US  011-81-425522510 ext .5-3940
3.2.17.2 Standard Content for EDIS CONUS

Fort Knox Community Schools

The Department of Defense has two programs that provide services to infants and toddlers (birth through two) with developmental delays and to school aged children (3-21, inclusive) with disabilities, in accordance with the Individuals with Disabilities Education Act (IDEA).  In Stateside locations, families must live on the installation to be eligible for these services.  Families who live off the installation will receive services from local community programs.

Infants and Toddlers (birth to 3 years old) Educational and Developmental Intervention Services (EDIS) is a military medical department program that provides early intervention services to infants and toddlers from birth until three years of age.  EDIS is available at all locations where there is a DoD school.

EDIS at Ireland Army Community Hospital provides early intervention services for those who meet post housing eligibility requirements.  The EDIS teams, with Early Childhood Special Educators and multi-disciplinary allied health professionals, assist families of infants and toddlers with developmental delays to achieve goals that enhance functional independence and support school readiness.  EDIS provides services in the child’s natural environment (home, childcare center, etc.), and embedded in family routines.  
School Age (3-21 years) - Domestic Dependent Elementary and Secondary Schools (DDESS) 

The Fort Knox Community Schools provide special educational services to those who meet the post housing eligibility requirements, and who meet the Department of Defense eligibility criteria for special education services.  

· Special educational services are provided for students in all disability categories within a variety of educational settings.  

· Preschool children with disabilities are educated in an inclusive program to the maximum extent possible.  

Four Year Old Preschool Program:  The Fort Knox Community Schools provide a preschool program for all four year old children who meet the housing requirement for attending the Fort Knox Schools, and who are four years of age by October 1st of the current school year.  This half day program is provided at no cost to the parents.  Inquiries regarding this program should be directed to the Instructional Systems Specialist at the Superintendents Office at Ft. Knox.  

Special Education Records:  Parents of children enrolled in special education should hand-carry all pertinent school and medical documents to include their children’s Individualized Education Program (IEP) and current testing and evaluation reports to provide to the new school.  Copies of reports will be helpful in facilitating a successful transition into the Fort Knox Community Schools.  

In the event that your child requires specialized services and/or equipment, it is recommended that you call the Director of Student Services.  

Director of Student Services 

Fort Knox Community Schools 

4553 Fayette Avenue 

Fort Knox, KY 40121-2707 

(502) 624-2345 x36 

FAX (502) 624-4260 

3.2.12.3 Standard Content for installations without EDIS Army

Exceptional Family Member Program   

The Exceptional Family Member Program (EFMP) is mandatory for all family members who have been identified with a special medical or educational need.  Enrolling in the EFMP ensures that the family member’s medical needs will be considered during the assignment coordination process.

Children from Birth to Three Years of Age  

The Individuals with Disabilities Education Act (IDEA) requires all States and territories to provide early intervention services to children from birth to age three who are developmentally delayed, or who are at high risk of being developmentally delayed.  Early intervention services may be provided by local school districts or health departments.  There is no common name across States for the programs, but you may hear them referred to as Part C programs (because Part C is the section of the IDEA that pertains to early intervention).  

The National Early Childhood Technical Assistance Center provides a list of State Part C directors and funded programs at http://www.nectas.unc.edu/search/mapfinder.asp.  Military OneSource can identify local early intervention programs for you.

· Parents of children who receive early intervention services should hand-carry a copy of the Individual Family Service Plan (IFSP) and most current evaluation reports to the new location.

Children from 3 through 21 Years of Age

The Individuals with Disabilities Education Act (IDEA) requires all States and Territories to provide special education services to children who are from 3 through 21 year of age.  Each local school district has a special education director, and each school should have a case study committee or school based committee (terms differ) that attends to special education students’ needs.  
Parents of children receiving special education and related services should hand-carry all pertinent school and medical documents to include their children’s Individualized Education Program (IEP) and current testing and evaluation reports to the new school.  

The IDEA requires that if a child transfers to a district in the same state, the receiving school must provide comparable services to those in the child's IEP from the sending district's until the new school develops and implements a new IEP.  If a child transfers to another State, the receiving district must provide comparable services to those in the child's IEP from the sending district until the receiving district completes an evaluation and creates a new IEP. 

Others who can help you:

· Parent Training and Information Centers  Each state is home to at least one Parent Training and Information Center (PTI).  PTIs serve families of children and young adults from birth to age 22 with all disabilities:  physical, cognitive, emotional, and learning.  They help families obtain appropriate education and services for their children with disabilities; work to improve education results for all children; train and inform parents and professionals on a variety of topics; resolve problems between families and schools or other agencies; and connect children with disabilities to community resources that address their needs.  The Technical Assistance Alliance for Parent Centers provides addresses and phone number of the centers in your state.  http://www.taalliance.org/Centers/index.htm 

· STOMP (Specialized Training of Military Parents) is a federally funded Parent Training and Information (PTI) Center established to assist military families who have children with special education or health needs. http://www.stompproject.org/    The staff of the STOMP Project are parents of children who have disabilities and have experience in raising their children in military communities and traveling with their spouses to different locations. 

Washington PAVE 

STOMP Project 

6316 So. 12th St.

Tacoma, WA 98465
(253) 565-2266 (v/tty) 

1-800-5-PARENT (v/tty) 

Fax: (253) 566-8052 
E-mail:stomp@washingtonpave.com
3.2.17.4 Standard Content for installations without EDIS Air Force and Navy

Exceptional Family Member Program   

The Exceptional Family Member Program (EFMP) is mandatory for all family members who have been identified with a special medical or educational need.  Enrolling in the EFMP ensures that the family member’s medical needs will be considered during the assignment coordination process.

Children from Birth to Three Years of Age  

The Individuals with Disabilities Education Act (IDEA) requires all States and territories to provide early intervention services to children from birth to age three who are developmentally delayed, or who are at high risk of being developmentally delayed.  Early intervention services may be provided by local school districts or health departments.  There is no common name across States for the programs, but you may hear them referred to as Part C programs (because Part C is the section of the IDEA that pertains to early intervention).  

The National Early Childhood Technical Assistance Center provides a list of State Part C directors and funded programs at http://www.nectas.unc.edu/search/mapfinder.asp.  Military OneSource can identify local early intervention programs for you.

· Parents of children who receive early intervention services should hand-carry a copy of the Individual Family Service Plan (IFSP) and most current evaluation reports to the new location.

Children from 3 through 21 Years of Age

The Individuals with Disabilities Education Act (IDEA) requires all States and Territories to provide special education services to children who are from 3 through 21 year of age.  Each local school district has a special education director, and each school should have a case study committee or school based committee (terms differ) that attends to special education students’ needs.  
Parents of children receiving special education and related services should hand-carry all pertinent school and medical documents to include their children’s Individualized Education Program (IEP) and current testing and evaluation reports to the new school.  

The IDEA requires that if a child transfers to a district in the same state, the receiving school must provide comparable services to those in the child's IEP from the sending district's until the new school develops and implements a new IEP.  If a child transfers to another State, the receiving district must provide comparable services to those in the child's IEP from the sending district until the receiving district completes an evaluation and creates a new IEP. 

Others who can help you:

· Parent Training and Information Centers  Each state is home to at least one Parent Training and Information Center (PTI).  PTIs serve families of children and young adults from birth to age 22 with all disabilities:  physical, cognitive, emotional, and learning.  They help families obtain appropriate education and services for their children with disabilities; work to improve education results for all children; train and inform parents and professionals on a variety of topics; resolve problems between families and schools or other agencies; and connect children with disabilities to community resources that address their needs.  The Technical Assistance Alliance for Parent Centers provides addresses and phone number of the centers in your state.  http://www.taalliance.org/Centers/index.htm 

· STOMP (Specialized Training of Military Parents) is a federally funded Parent Training and Information (PTI) Center established to assist military families who have children with special education or health needs. http://www.stompproject.org/    The staff of the STOMP Project are parents of children who have disabilities and have experience in raising their children in military communities and traveling with their spouses to different locations. 

Washington PAVE 

STOMP Project 

6316 So. 12th St.

Tacoma, WA 98465
(253) 565-2266 (v/tty) 

1-800-5-PARENT (v/tty) 

Fax: (253) 566-8052 
E-mail:stomp@washingtonpave.com
3.2.17.5 Standard Content for installations without EDIS USMC

Exceptional Family Member Program   

The Exceptional Family Member Program (EFMP) is mandatory for all family members who have been identified with a special medical or educational need.  Enrolling in the EFMP ensures that the family member’s medical needs will be considered during the assignment coordination process.

Children from Birth to Three Years of Age  

The Individuals with Disabilities Education Act (IDEA) requires all States and territories to provide early intervention services to children from birth to age three who are developmentally delayed, or who are at high risk of being developmentally delayed.  Early intervention services may be provided by local school districts or health departments.  There is no common name across States for the programs, but you may hear them referred to as Part C programs (because Part C is the section of the IDEA that pertains to early intervention).  

The National Early Childhood Technical Assistance Center provides a list of State Part C directors and funded programs at http://www.nectas.unc.edu/search/mapfinder.asp.  Military OneSource can identify local early intervention programs for you.

· Parents of children who receive early intervention services should hand-carry a copy of the Individual Family Service Plan (IFSP) and most current evaluation reports to the new location.

Children from 3 through 21 Years of Age

The Individuals with Disabilities Education Act (IDEA) requires all States and Territories to provide special education services to children who are from 3 through 21 year of age.  Each local school district has a special education director, and each school should have a case study committee or school based committee (terms differ) that attends to special education students’ needs.  
Parents of children receiving special education and related services should hand-carry all pertinent school and medical documents to include their children’s Individualized Education Program (IEP) and current testing and evaluation reports to the new school.  

The IDEA requires that if a child transfers to a district in the same state, the receiving school must provide comparable services to those in the child's IEP from the sending district's until the new school develops and implements a new IEP.  If a child transfers to another State, the receiving district must provide comparable services to those in the child's IEP from the sending district until the receiving district completes an evaluation and creates a new IEP. 

Others who can help you:

· Parent Training and Information Centers  Each state is home to at least one Parent Training and Information Center (PTI).  PTIs serve families of children and young adults from birth to age 22 with all disabilities:  physical, cognitive, emotional, and learning.  They help families obtain appropriate education and services for their children with disabilities; work to improve education results for all children; train and inform parents and professionals on a variety of topics; resolve problems between families and schools or other agencies; and connect children with disabilities to community resources that address their needs.  The Technical Assistance Alliance for Parent Centers provides addresses and phone number of the centers in your state.  http://www.taalliance.org/Centers/index.htm 

· STOMP (Specialized Training of Military Parents) is a federally funded Parent Training and Information (PTI) Center established to assist military families who have children with special education or health needs. http://www.stompproject.org/    The staff of the STOMP Project are parents of children who have disabilities and have experience in raising their children in military communities and traveling with their spouses to different locations. 

Washington PAVE 

STOMP Project 

6316 So. 12th St.

Tacoma, WA 98465
(253) 565-2266 (v/tty) 

1-800-5-PARENT (v/tty) 

Fax: (253) 566-8052 
E-mail:stomp@washingtonpave.com
3.2.19 Health and Wellness: Overview

Moving With TRICARE 

Your TRICARE coverage is completely portable—meaning it moves with you. You’re covered worldwide—both in transit to your new duty location and once you arrive—but depending on where you go you may use a different TRICARE health plan option. Additionally, you may have different steps depending on which health plan option you are using now.

When Enrolled in a TRICARE Prime Option
The TRICARE Prime options include TRICARE Prime and TRICARE Prime Remote in the United States, and TRICARE Prime Overseas and TRICARE Global Remote Overseas in regions outside of the United States. Follow these simple steps to ensure you have no break in coverage when you move. 

1. Do not disenroll from your TRICARE Prime option before you move. 

2. Once you arrive at your new location, update your personal information in the Defense Enrollment Eligibility Reporting System (DEERS) immediately. 

3. Select a new primary care manager (PCM), when moving within the same region or submit a new Prime enrollment form within 30 days if you’re moving to a new region. 

Where you are moving will determine which Prime option you will enroll in.

Prime Options in the United States

TRICARE Prime

TRICARE Prime is offered in Prime service areas—geographic areas typically located around a military treatment facility—throughout the country.

· North Region Health Net Federal Services, Inc., 1-877-TRICARE (1-877-874 2273) 

· South Region Humana Military Healthcare Services, Inc., 1-800-444-5445 

· West Region TriWest Healthcare Alliance, 1-888-TRIWEST (1-888-874-9378) 

If you move to a new Prime service area, transfer your enrollment by submitting a TRICARE Prime Enrollment and PCM Change Form to your regional contractor. Be sure to include all family members who wish to use Prime on the form.

TRICARE Prime Remote

In non-Prime service areas, TRICARE offers TRICARE Prime Remote. To enroll, submit a TRICARE Prime Enrollment and PCM Change Form to your regional contractor. Any TRICARE-eligible family members living with you in a TRICARE Prime Remote area can enroll in TRICARE Prime Remote for Active Duty Family Members. Be sure to include them on the enrollment form.

Prime Options Outside of the United States

TRICARE Prime Overseas
TRICARE Prime Overseas is offered in overseas areas where there are military treatment facilities or areas in which TRICARE has established a network of qualified host nation providers.

· TRICARE Europe Toll free: 1-888-777-8343; 011-49-6302-67-7432; DSN 314-496-7432.  Fax Numbers: 011-49-6302-67-6374; DSN 314-496-6374 or e-mail.

· TRICARE Pacific  Toll free: 1-888-777-8343;  011-81-6117-43-2036; DSN 643-2036; Remote Sites: 011-65-6-338-9277.  Fax Numbers:  011-81-611-743-2037; DSN: 643-2037 or e-mail.

· TRICARE Latin America & Canada (TLAC)  Address: TAO-LAC, Bldg 38802, Ft Gordon, GA 30905-5650; Toll free 1-888-777-8343;  1-706-787-2424; DSN 773-2424, Fax Number 1-706-787-3024 or e-mail.

If you move to an area in which TRICARE Prime Overseas is offered, transfer your enrollment by submitting a TRICARE Prime Enrollment Form to the nearest TRICARE Service Center. Command-sponsored family members who reside with you are eligible for TRICARE Prime Overseas. Be sure to include all family members who wish to use TRICARE Prime Overseas on the form.

TRICARE Global Remote Overseas

TRICARE Global Remote Overseas is a Prime option offered in designated remote overseas locations. If you move to an area in which TRICARE Global Remote Overseas is offered, you and any authorized family members living with you may enroll by submitting a TRICARE Prime Enrollment Form to the nearest TRICARE Service Center.

Before you move to another overseas area or to an area within the United States, contact the nearest TRICARE Service Center. Then, when you arrive in your new area, transfer your enrollment.
 
When Using TRICARE Standard and Extra

TRICARE Standard and Extra are available to family members only. Active duty service members are required to enroll in one of the Prime options described above.

TRICARE Standard and Extra are available throughout the United States and enrollment is not required. Any active duty family member who is registered in DEERS may use these programs by seeing any network or non-network providers that are authorized by TRICARE. In areas outside of the United States, active duty family members who don't want to use a Prime option may use TRICARE Standard Overseas by seeing a qualified host nation provider.

If you’re already using TRICARE Standard and Extra, moving is easy.

1. Once you arrive at your new location, update your personal information in the Defense Enrollment Eligibility Reporting System (DEERS) immediately. 

2. Then, find TRICARE authorized providers in your new area. 

Here are a few things to remember about using TRICARE Standard and Extra in a new region

· In the U.S.: Visit your new regional contractor's Web site for a list of providers. Remember, if you see network providers, you'll be using the Extra option and pay lower co-payments. 

· Outside of the U.S.: Contact your TRICARE Service Center for help locating a qualified host nation provider. The TRICARE Extra option is not available in overseas areas. 

· If you move to a new region, you’ll have a new claims address for submitting your TRICARE claims. 
· Learn your new region’s prior authorization requirements because these requirements can differ by region. 

When Using TRICARE For Life
TRICARE For Life—TRICARE's coverage for those who are eligible for Medicare—requires no enrollment and you’ll have a smooth transition when you move.  TRICARE for Life contact information:  WPS TRICARE For Life, P.O. Box 7889, Madison, WI  53707-7889; 1-866-773-0404; TDD 1-866-773-0405.

· Once you arrive at your new location, update your personal information in the Defense Enrollment Eligibility Reporting System (DEERS) immediately. 

· Find Medicare providers in your new area. 

If you move overseas, your TRICARE For Life coverage may change depending on where you move. In U.S. Territories such as Guam, Puerto Rico and the U.S. Virgin Islands, TRICARE For Life coverage works the same as the stateside program. But, in all other overseas locations, TRICARE For Life Overseas works differently because Medicare does not provide coverage in most overseas locations. Therefore, TRICARE is the primary payer. You can get care from any host nation provider and you will be responsible for TRICARE deductibles and cost shares.

Contact the TRICARE Area Office for the overseas area where you are moving or the nearest American Embassy Health Unit for assistance finding a host nation provider.

Getting Care Along the Way
· Routine Medical and Dental Care—Get it before you go. 

Before you move, make sure you've received any routine medical or dental care you think you might need during the time you'll be traveling.  Or, delay the care until you get to your new duty location.

· Emergency Care in the United States—Call 911 or go to the nearest emergency room. 

TRICARE defines emergency care as medical services provided for a sudden or unexpected medical or psychiatric condition, or the sudden worsening of a chronic (ongoing) condition that is threatening to life, limb, or sight and needs immediate medical treatment, or which has painful symptoms that need immediate relief to stop suffering.  If you’re traveling near a military treatment facility (MTF), you should go to the MTF or military dental treatment facility for emergency services.  If you are hospitalized in a civilian facility for more than 24 hours, contact your regional contractor.

· Urgent care in the United States—Coordinate with your PCM and/or regional contractor.

TRICARE defines urgent care as medical care for a condition that will not result in disability or death if not treated immediately but should be treated within 24 hours to avoid further complications. If you are in a Prime program, you must coordinate urgent care with your primary care manager and/or regional contractor before receiving care. If you are in TRICARE Standard and Extra or TRICARE For Life, you can receive care as you normally would. You should, however, contact your contractor as soon as possible to coordinate any prior authorizations that are needed.

· Emergency or Urgent care Overseas—Contact closest TRICARE Area Office or TRICARE Global Remote Call Center. 

You don't need prior authorization for emergency or urgent care but the TRICARE Area Office or TRICARE Global Remote Call Center will help you find the best care available in the overseas area in which you are traveling.

Filling Prescriptions on the Road
You should have all your prescriptions filled before you leave, but if you need a prescription filled while you're traveling in the United States, you have several options: 

· If near an MTF, fill the prescription at the MTF pharmacy. 

· Find the closest TRICARE network pharmacy. 

· If a network pharmacy is not available, you can visit a non-network pharmacy. In this case, you may have to pay up front for your medications and file a claim with Express Scripts, Inc., for reimbursement. For more details, visit the TRICARE web site.

· The mail-order option is not recommended for a prescription you need right away, but if you’ll be traveling for a long time, you can arrange for any regular prescriptions to be filled via the mail-order pharmacy. 

Your pharmacy coverage is limited overseas: 

· TRICARE network pharmacies are only located in the United States, Puerto Rico, Guam and the U.S. Virgin Islands. You can have prescriptions filled at host-nation pharmacies, if necessary.  Host-nation pharmacies are treated the same as non-network pharmacies.  If you have prescriptions filled at a host-nation pharmacy, you should expect to pay for the total amount up front and file a claim with Wisconsin Physicians Service for partial reimbursement. To learn more about pharmacy claims, visit the TRICARE web site.  

· To use the mail-order pharmacy overseas, the prescription must be from a U.S. licensed provider and you must have an APO or FPO address. 

If You Have Questions
Your regional contractors and TRICARE Area Offices are available to answer your questions. These offices are listed above.  Find even more information about moving, updating DEERS, the TRICARE regions and much more at the TRICARE web site.
3.2.20 Health and Wellness: Special Needs

Exceptional Family Member Program
Military Treatment Facility
Moving to a New TRICARE Region
Beneficiary Counseling and Assistance Coordinator (BCAC)
Case Management
Extended Care Health Option (ECHO)
Transporting Medical Equipment
 Other Important Resources 
 



Exceptional Family Member Program
The Exceptional Family Member Program (EFMP) is mandatory for all family members who have been identified with a special medical or educational need. Enrolling in the EFMP ensures that the family member's medical needs will be considered during the assignment coordination process.

Military Treatment Facility
The clinics and services available at Military Treatment Facilities vary by location. Before you move, identify the MTF that will serve you, visit the MTF's website to learn about the clinics and services available and to get relevant contact information.

Moving to a New TRICARE Region
If you anticipate a move to another TRICARE region, work with your local TRICARE Service Center (TSC) or case manager before your move to ensure the transition is as smooth as possible. On arrival at the new duty location, your sponsor should contact the Beneficiary Counseling and Assistance Coordinator (BCAC)or TSC to ensure the transition plans are in place and to obtain authorizations for TRICARE Extended Care Health Option (ECHO) services, if applicable.

Beneficiary Counseling and Assistance Coordinator (BCAC)
All TRICARE Regional Offices and most MTFs are staffed with BCACs (formerly known as Health Benefits Advisors.) BCACs provide information, guidance and assistance on benefit options, TRICARE Prime enrollment, special authorizations, status of claims and eligibility, plus assistance with referrals and appointments. If you or your family member has a more severe medical need, contact your assigned case manager.

Case Management
Case management involves a team of health care professionals who help you and your family to find solutions to complex health problems. It is important to inform your case manager if you are moving as he/she will connect you with the case manager at your new location.

Extended Care Health Option (ECHO)
TRICARE ECHO provides financial assistance to beneficiaries of active duty service members who qualify based on specific mental or physical disabilities. ECHO offers an integrated set of services and supplies beyond the basic TRICARE program. ECHO is administered by regional contractors in the TRICARE North, South, and West Regions and by TRICARE Regional Offices in overseas locations.

Transporting Medical Equipment
Your Installation Transportation Office has special procedures to follow for the transportation of medical equipment that is necessary for medical treatment required by the sponsor or family member. Some types of medical equipment may be shipped in the same manner as Professional Books, Papers, and Equipment (PBP&E).

Federal and State Health Care Programs 

Medicaid - Medicaid pays for medical assistance for certain individuals and families with low incomes and resources. State Medicaid programs are usually administered by departments of social service or departments of medical assistance.

Supplemental Security Income (SSI) - SSI is a cash assistance program intended to meet basic needs for food, clothing and shelter for those who are aged, blind or disabled. It provides cash to meet basic needs for food, clothing, and shelter. Families must reapply upon each move to another state.

Title V of the Social Security Act - Many states have services for children with special health care needs that are funded by the Maternal and Child Health Services Block Grant, or Title V. State departments of health web sites and local health departments will provide information on state health benefits for children with special health care needs. The Maternal and Child Health Bureaus' web site has Title V information organized by State that provide you with Title V points of contact and other pertinent information.

Other Important Resources
Debt Collection Assistance Officer (DCAO) - TRICARE has a DCAO assigned to TRICARE Regional Offices and MTFs worldwide to help beneficiaries understand and get assistance with debt collection problems related to TRICARE. Individuals who have received a notice from a collection agency or a negative credit report because of a medical or dental bill should be referred to the nearest DCAO.

Family Voices - Family Voices is a national, grassroots clearinghouse for information and education concerning the health care of children with special health needs. Family Voices also has State points of contacts with useful links to State programs and organizations.
3.2.21 Service Member and Family Issues: Relocation Assistance

Programs and Services

While moving is always stressful, your stress can be drastically reduced if you take full advantage of the information, education, and personal assistance provided to you by the Relocation Program. This is the place to find answers and get referral to other installation resources as well as assistance with in-transit emergencies. The most important thing you can do to ensure a smooth move is to start planning early using the many Relocation Assistance program services and tools available.

Individual PCS Planning -- Most relocation programs offer one-on-one consultation for anyone needing assistance. In particular those making their first military move, first overseas move, or those with challenging and complex situations such as special needs family members or financial problems should call the Relocation Program for an appointment. 

Military Installations and Plan My Move -- For managing and planning your move, use these two DoD sponsored web-based relocation tools with information on over 250 installations worldwide. You can estimate expenses, find the forms necessary for housing and household goods, keep a calendar of events and take other necessary actions to ensure a successful move. 

Loan Closet -- Basic household goods items are available to borrow while waiting for your personal property pre-departure or upon arrival. The typical items in stock include: pots and pans, dishes, silverware, irons, ironing boards, portacribs, high chairs, and infant/toddler car seats. Generally, towels and bed linens are not available, so these should be packed in your hold baggage. 

Workshops and Briefings --The classes offered vary from installation to installation but you can generally find classes on buying, selling and renting smart, budgeting and finance, moving with children, general moving preparation and many other moving related topics. 

Pre-departure Briefings -- Sometimes called Smooth Move or PCS Briefings, you and your spouse will want to attend. These briefings provide essential information that can prevent you from making uninformed and costly decisions before your move. 

Settling-in Services -- These may include welcome wagon services, local area tours with childcare often provided, or basic household items to use until your goods arrive. Overseas arrival services may include introductory language classes and cultural awareness training. 

Deployment Support -- The Family Center assists unit family readiness groups and Ombudsman programs during the entire deployment cycle. Support includes services for special needs, classes on deployment preparation, managing finances, helping children adjust, family separation, return and reunion, and information on resources available locally and on-line. 

Foreign Born Spouse Support -- Whether your question concerns immigration and naturalization, learning the English language or how to take local transportation, the Relocation Program provides assistance, classes and referrals. 

Emergency Assistance -- From time-to-time emergencies occur while moving, the Relocation Program office has the resources to provide emergency financial assistance and referrals. 

Transition Assistance -- This is a mandatory program available to assist personnel and family members when they separate from the military. The Relocation Assistance office will establish your individual transition plan and refer you to all the installation and community resources necessary to complete a successful transition. 

Appendix 2 Directory List
This is the list of the 55 Directories for the Military Installations application. 

1. Adult Education Centers

2. Automotive Services  -- this is the installation Service (Gas) Station, not the hobby shop.

3. Barracks/Single Service Member Housing

4. Beauty/Barber Shops

5. Chapels

6. Child Care Centers/Child Development Centers – this is the address of the center(s) and the center director.  The resource and referral contact is in another Directory.

7. Child and Youth Registration – this is the community resource and referral contact.

8. Citizenship and Immigration Services – this may be a new contact to SITES, please map it to Category Family Issues, Topic Type Installation, Topic Relocation Services.

9. Civilian Personnel Office

10. Commissary/Shoppette

11. Dental Clinics

12. DoD Schools – these are the DoDDs schools on all installations worldwide – not local community schools.

13. Educational and Developmental Intervention Services (EDIS)

14. Emergency Relief Services

15. Exceptional Family Member Program/Special Needs – this is the person who a family needs to contact prior to and upon arrival.

16. Exchange(s)

17. Family Advocacy Program – includes life skills.

18. Family Center  -- the center’s main address and center director.

19. Family Child Care/Child Development – In Home Services – handles the in-home referral services for child care.

20. Family Member Employment Assistance Program

21. Federal Credit Unions

22. Finance Office – if there is an office on your installation.

23. Golf Courses

24. Gymnasiums/Fitness Centers

25. Health Benefits Advisory

26. Hospital/Military Treatment Facility(s) – hospitals and clinic for medical care on the installation (not dental – it has its own directory).

27. Household Goods/Transportation Office (Inbound)  -- include transportation office in both of these directories (inbound and outbound) if they are not separate locations and/or phone numbers.  If they are separate phone numbers but the same location, then include separately.

28. Household Goods/Transportation Office (Outbound) – see note in #27.

29. Housing Office/Government Housing – this is for all government controlled housing.  Housing Privatization is in the Housing Referral Office directory.  Please note that these housing directories will be changed to include Housing Privatization in Government Housing Directory.

30. Housing Referral Office/Housing Privatization – also includes community referral.

31. ID/CAC Card Processing – this may be a new contact in SITES, map to Category Location, Topic Type Installation, Topic Check-in Procedures.

32. Information and Referral Services

33. Legal Services/JAG

34. Library 

35. Loan Closet

36. Location – this is the street address of the installation.  The Must Know Items from SITES has been migrated to the contact list.  

37. Military Clothing Sales – this may be a new contact in SITES, map to Category Location, Topic Type Installation, Topic Shopping/Food.

38. MWR (Morale, Welfare and Recreation) – this is the location of the MWR office(s), not ALL MWR activity locations.

39. New Parent Support Program 

40. Non-appropriated Funds Human Resources (NAF) – this is the location where folks can apply for non-appropriated fund positions on an installation.

41. Personal Financial Management Services – this is the consumer affairs person in the family centers.

42. Personnel Support Office -- this may be a new contact in SITES, map to Category Location, Topic Type Installation, Topic Check-in Procedures and/or Overview.  This is the office that supports service member’s personnel record and other needs.

43. Relocation Assistance Program

44. Restaurants/Fast Food

45. Retirement Services -- this may be a new contact in SITES, map to Category Location, Topic Type Installation, Topic Check-in Procedures.  It may also be an out-processing point. 

46. School Age Care

47. School Liaison Office/Community Schools – this is just the installation’s school liaison office – not all community schools.

48. Temporary Lodging/Billeting – these are on the installation and government owned and controlled.

49. Transition Assistance Program

50. Travel Office

51. Veterinary Services

52. Victim Advocate Services  -- this may be a new contact in SITES, map to Category Family Issues, Topic Type Installation, Topic Family Advocacy and Topic Type Local Community, Topics Child Protective Service and Domestic Violence Shelters. 

53. Welcome/Visitors Center

54. Women Infants and Children (WIC) – this applies to the States and overseas WIC-O program.

55. Youth Centers/Services
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