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 Visit or call the Fleet & Family Support Center to register for the PCS Workshop (also called Smooth 

Move Workshop.)  Meet with a Relocation Counselor. 

 Request a Sponsor and a Welcome Aboard Package from your next duty station. 

 Visit the MilitaryInstallations web site (www.militaryinstallations.dod.mil) for information about 

your next duty location. 

 Start saving money for non-reimbursable travel expenses. 

 Visit your command Personnel Office or PLR (Personnel Liaison Representative) and start asking about 

checkout date, entitlements, house-hunting leave, travel arrangements, etc. 

 
FLEET & FAMILY SUPPORT CENTER, FLEET ACTIVITIES, YOKOSUKA    243-6716 or 243-3372 



         
 
 
 

                     Five Months Out 
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 Organize your personal papers (i.e. birth certificates, passports, insurance papers, school records, power 

of attorney, driver’s license, etc.) and update or renew as needed. 

 Ensure medical and dental records are up-to-date.  Take care of routine medical and dental appointments. 

 If you are going to another overseas location, be sure to schedule and complete an Overseas Screening. 

 Contact your new Command Ombudsman. 

 Sort through your personal belongings for unwanted items.  Dispose of them or give to a charitable org. 

 Visit the Personal Property Office to schedule your pack out.  Be sure to bring a copy of your orders.  

Usually a couple of copies of orders per shipment are required. 
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          Four Months Out 

 
            

Notes:  
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 Begin making plans to sell or junk your vehicle(s).  Don’t forget to recoup any insurance or road tax if 

junking. (This tip may not apply if you are located outside of Japan.) 

 Draw up a Power of Attorney for any unforeseen circumstances, if not completed at Five Months Out. 

 Check expiration dates on the credit cards you plan to use during the move and renew if necessary. 

 Take your pets to the veterinarian and obtain their records (necessary for airlines and overseas travel.) 

 Update passports if necessary.  If overseas, U.S. Embassies can no longer issue passports on site. 

 Notify the Housing Office, fill out Intent-to-Vacate form, and make appointments for pre & final 
inspections. 

FLEET & FAMILY SUPPORT CENTER, FLEET ACTIVITIES, YOKOSUKA    243-6716 or 243-3372 



 

         
 

FLEET & FAMILY SUPPORT CENTER, FLEET ACTIVITIES, YOKOSUKA    243-6716 or 243-3372 

 

                Three Months Out 
 

          
Notes:  
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 Have you attended the FFSC Relocation (PCS or Smooth Move) Workshop yet?  Time is running out! 

 Conduct a thorough home inventory.  Photograph or video your belongings, if necessary. 

 Contact Self-Help for loaner furniture, if needed for use after you have packed out. 

 Obtain change of address cards even if you don’t have your new address yet. 

 Back up your computer files on CDs, thumb-drives or other media. 

 Clean out your home; give unwanted items to charity or throw them away. 

 Notify your children’s school(s) of your move and obtain copies of their school records. 

 Make reservations for the Navy Lodge both here and at your next duty station.  Keep the reservation up 

to date in the event of changes to your travel schedule.  Be sure to let your Sponsor know, too. 
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 Call your insurance company to check status of your auto and renter’s insurance. 

 Contact the Personal Property Office to verify the schedule for your express and main shipments. 

 If you haven’t heard from your Sponsor or Ombudsman, give them a call or contact your FFSC 

Relocation Specialist for assistance. 

 Make arrangements or reservations for transportation to the airport.  No pets allowed on PWC buses. 

 Working spouse should submit Letter of Resignation, ask for references, and update his/her résumé. 

 Start using up consumables. 

 Close out any local bank or credit card accounts. 
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 Separate your main and express shipment items as well as the items that you will carry in your luggage. 

 Plan a “Going Away” party. 

 Stop by the hospital to pick up your medical and dental records (if allowed) and visit the TRICARE 

office to pick up information about PCSing your TRICARE enrollment. 

 Cancel all utility services via the Housing Office.  Be prepared to pay your final bills on move-out day. 

 Mail off your change of address cards. 

 Sell or junk your vehicle and de-register at LTO and VRO.  (May not apply outside Japan.) 

 Cancel your auto insurance and road tax.  Enquire about a refund for unused portion.  (May not apply 

outside Japan.) 
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THE WEEK BEFORE THE MOVE 
 
 Close safe deposit boxes. 
 Remove all accessories such as drapery rods, small appliances, food and utensil racks. 
 Drain oil and gas from garden equipment. 
 Disassemble outdoor play equipment and structures, like utility sheds. 
 Disassemble electronic equipment (stereos, VCRs) and pack in original boxes.  Leave open for inventory. 
 Set aside cleaning materials to use on pack-out day. 
 Stop all newspapers. 
 Confirm childcare and pet arrangements for the day of the move. 
 
 
DAYS BEFORE THE MOVE 
 
 Reconfirm the moving dates with the Personal Property Office. 
 Arrange for letters of transfer from church, clubs, scouts, or any other national organization you belong to. 
 Retrieve all items you loaned out and return any items you may have borrowed. 
 Return all library books.  (Make sure they do not get packed out.) 
 Retrieve dry cleaning, developed film or other items. 
 Have personal drapes and carpets cleaned; DO NOT LEAVE in plastic wrappers. 
 Renew and pick up any necessary prescription items. 
 Develop “game plan” for arrival at new location. 
 Remove pictures and mirrors from the walls. 
 Defrost and clean refrigerator and freezer. 
 
MOVING DAY 
 
 Get up early and be ready for the movers 
 Keep the Personal Property Office phone number handy in case any problems arise. 
 Separate items NOT TO BE packed, including suitcases and important personal documents (transfer orders, 

resume, POAs, passports, etc.) 
 Keep household inventory on hand to verify against the movers inventory and carry it in your luggage. 
 Make sure ALL BOXES/ITEMS are tagged and listed on inventory before being placed on the moving van.  

INSIST ON CHECKING THEM!  Do not allow items to be listed as “bundle” or “glass” if it is toys or 
crystal, etc. 

 DO NOT PACK HOUSEHOLD INVENTORY!  You will need this to verify when your household goods 
are delivered and if you need to file a claim. 
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 Visit your new FFSC for area information. 

 Contact the Inbound agent at the Personal Property Office to arrange delivery of your household goods. 

 Notify your new duty station’s Housing Office of your arrival. 

 Contact your Ombudsman. 

 Connect with your community (military and civilian) – see your Relocation Specialist. 
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