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SUBJECT:  OFFICER PCS REASSIGNMENTS AND LEVY BRIEFING PROCESS
1.  Officer Levy Briefings:


a.  Levy Briefings are conducted for all officers in Building 750 every Thursday at 0830 in the back Lanai area. Officers must be in Duty Uniform.

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

Building 750, Room 116. The phone number is:  (808) 655-4949/4629.

b.  The Officer Reassignments Section retrieves Request for Orders from the TOPMIS database weekly.  Officers are notified through their AKO account of their assignment.  Briefings will be scheduled once officer turns in/emails required supporting documents. 


c.  Supporting documents-For Example:


(1)  Command Sponsorship Memorandum


(a)  Orders bringing Family Members to Hawaii



(b)  Birth certificates of children born in Hawaii



(c)  Marriage certificate if married in Hawaii



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

Custody



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



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



(4)  Fill out first four pages of levy packet that is emailed to officer(Privacy Act Statement, DA Form 5434 & DA Form 5117.
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e.   Documents provided to officer 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 officers records.  


(3)  DA Form 4787 (Reassignment Processing):  Required for officers 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 
officers who plan to bring Family Members to overseas location.  This form will be forwarded to the new command for Family Travel approval/disapproval.

2.  Upon receipt of all supporting documents, the PCS orders will be published in accordance with officer’s Aval date.






   Action Officer:  Mrs. Keala Penrose, 655-4728


  


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