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SUBJECT:  ENLISTED PCS REASSIGNMENTS AND LEVY BRIEFING PROCESS
1.  Enlisted Levy Briefings:

a.  Conducted for all enlisted Soldiers in Building 750 every Thursday at 0845 in the

Lanai area outside of DEERS/ID Cards.  The phone number is:  (808) 655-9490.
      b.  Soldiers Must Be in ACU’s with DA Form 5118 with part II completed and signed by Soldier’s S-1.

NOTE:  (The Reassignments Office is located in the Soldier Support Center, 

Building 750, Room 109 (Old Nehelani Club).  Representatives from Transportation, ACS, Housing, Tricare, Finance and Reassignments will offer a short briefing about their services and give important information to help Soldiers achieve a smooth PCS move from Hawaii.  S1’S ARE HIGHLY ENCOURAGED TO ATTEND THE LEVY BRIEFING WITH THEIR SOLDIERS.  

b. The Levy Section retrieves names each week from the CAP CYCLE and includes 
those Soldier’s names on the Levy Roster.  The Levy Section schedule Soldiers for a levy briefing based upon their DEROS and/or REPORT DATES if TDY enroute.  The levy roster is updated with the names for the upcoming levy briefing each Monday afternoon and sent to S1 POC for action.  DUE TO LIMITED SEATING, PLEASE DO NOT SEND SOLDIERS TO A LEVY BRIEFING UNLESS THEY ARE SCHEDULED TO ATTEND BY THE LEVY SECTION.  

c. The Levy Section will maintain a one-time/two-time no-show account on all 
Soldiers scheduled before notifications are sent to their command.  If a Soldier is unable to attend, please contact Reassignments with an alibi, so we can reschedule the Soldier for the next available briefing.    

d.  If  a Soldier has a DEROS, Report Date, or TDY within 30 days, please 
notify the Levy Section so arrangements can be made to do a desk-side briefing.  Individual desk-side briefings will also be conducted for SGM, but appointments must be made in advance.  

f.  Supporting documents



(1)  Command Sponsorship

(a) Orders bringing Family Members to Hawaii
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(b)  Birth certificates of children born in Hawaii



(c)  Marriage certificate if married in Hawaii



(d)  Court documents for children/step-children if Soldier /spouse has full physical 

Custody



(2)  Early Return of Dependents (ERD):  Provide a copy of the ERD memorandum if Soldier is picking up Family Members from CONUS location



(3)  DA Form 31:  If Soldier is taking over 30 days chargeable leave, provide a copy of the DA Form 31 signed by an O-5 or above



(4)  DA Form 5118:  Ensure Soldier and S1 complete their required portion of the form



(5)  Security Clearance:  If Soldier does not have the security clearance required for his/her next assignment, direct he/she to S2 to initiate the clearance and provide a memorandum to the Reassignments Section


g.   Documents provided to Soldier at Levy Briefing with overseas assignment instructions.


(1)  DA Form 5121 (Overseas Tour Election Form): This form will be collected during the one-on-one levy briefing.



(2)  DA Form 4036 (Medical and Dental Screening):  This form must be provided to the medical and dental facility that holds the Soldiers records.  



(3)  DA Form 4787 (Reassignment Processing):  Required for Soldiers who plans to bring his/her Family Members to the overseas location.  This form will be forwarded to the new command for Family travel approval/disapproval.

(4)  DA Form 5888 (Family Member Deployment Screening Sheet):  Required for 

Soldiers who plan to bring Family Members to overseas location.  This form will be forwarded to the new command for Family Travel approval/disapproval.
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h.  First-Termers (Soldiers who have not reenlisted, and do not plan to reenlist) are still required to attend a levy briefing and sign their briefing folders in order to be processed for deletion.  Career Soldiers, who do not plan on extending or reenlisting to meet tour requirements, please direct them to their Retention NCO to complete a DA FORM 4991-R.  Provide the Levy Section with a copy of the signed Declination of Service Statement.
 

i.  Upon completion of the levy briefing and receipt of all required documents, PCS orders will be published and distributed in S1 Distribution box inside of the Reassignments Office.  It is the S1s responsibility to check the unit box for orders on a weekly basis.  PLEASE ENSURE THAT THE S1 CALLS OR ACCOMPANIES SOLDIER TO THE REASSIGNMENTS OFFICE IF ANY ISSUES ARISE AFTER THE INITIAL LEVY BRIEFING.  

NOTE:  ONLY AUTHORIZED S1 PERSONNEL ON THE REASSIGNMENTS ACCESS ROSTER CAN PICK UP ORDERS.  ENSURE ACCESS ROSTER IS UPDATED PRIOR TO SENDING THE S1 REPRESENTATIVE TO THE REASSIGNMENTS OFFICE.

 

2.  Deletion/deferment requests:  Must be made using DA FORM 4187 submitted 
within 30 days of assignment notification.  The DA Form 4187 must be signed by an O-6 or above with a validated reason, and all source documents must accompany the 4187.  

NOTE:  THE DELETION/DEFERMENT REQUEST WILL NOT BE PROCESSED IF THE DA FORM 4187 IS NOT SIGNED BY AN O-6 OR HIGHER.






   Action Office:  Mrs. Keala Penrose, 655-4728


  


Released by:  Mr. Martin Garcia, Chief POB, 655-8276
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