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Reassignment Notification and Briefings

USAG Baden Wuerttemberg Reassignment Work Center (RWC) responsibilities:

1. On a weekly basis (Wednesdays), the RWC will process the Soldier’s assignment instructions
and forward a notification of reassignment to the Soldiers and their S-1.

2. Enlisted personnel in the ranks of E-1 thru E-7 will attend a group briefing unless a desk side
(one-on-one) is deemed necessary by the reassignment clerk.

3. E-8 and higher, to include Warrant and Commissioned Officers, will be scheduled a desk side
reassignment briefing.

S-1 Responsibility:

Assist Soldiers in completing reassignment forms. Ensure Soldiers report for the reassignment
briefing on date scheduled. Reassignment briefings are held on the 1% and 3" Tuesday of each
month at Bldg 3850 Rm 141 beginning at 1300 hrs by appointment only.

Soldier’s responsibility:

Soldiers are required to bring documentation identified in their reassignment notification to the
briefing. Children are not authorized at the briefings. This is to ensure that the information
provided to Soldiers is understood without any distractions. Spouses are encouraged to attend.
Arrive on time to scheduled reassignment briefing; late arrivals will be referred to their S-1 to
reschedule. Provide the applicable documents listed below at the reassignment briefing.

Briefing documentation for CONUS reassignment (Enlisted):

1. DA Form 5118 (Reassignment Status and Election Statement)
a. Part | will be filled out and signed by the Reassignment Work Center
b. Partllis to be filled out and signed by the service member's S-1
c. Partllland IV are to be filled out and signed by the service member
2. Orders bringing service member to Germany

3. Command sponsorship orders if dependent(s) did not travel concurrently or have acquired
dependent(s) after arrival to Germany

4. ERD orders if dependent(s) returned to the United States

5. Checklist for Reassignment Briefing
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6. PCS Information Request Form

7. Additional information may be required if indicated in assignment
instructions/reassignment notification

Briefing documentation for CONUS reassignment (Officer):

1. Orders bringing service member to Germany

2. Command sponsorship orders if dependent(s) did not travel concurrently or have acquired
dependent(s) after arrival to Germany

3. ERD orders if dependent(s) returned to the United States
4. PCS Information Request Form

5. DA Form 31 (REQUEST AND AUTHORITY FOR LEAVE) - The leave start date will be the
availability date on the PCS Orders. The availability date is the first available fly date. If the
Officer chooses not to submit a leave form, the availability date will be set to 3 days prior to
their report date or TDY school date if applicable, whichever comes first.

6. Additional information may be required if indicated in assignment
instructions/reassignment notification

Reference:

AR 600-8-11
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HQDA-directed TDY for schooling in conjunction with PCS (TDY en-route)

The USAG Baden Wuerttemberg Reassignments Work Center does not provide TDY orders.
Service members who PCS with TDY en-route must have their losing organization provide the
TDY orders prior to departure from Germany. TDY en-route orders will be obtained from the
losing organization’s S-3 in the form of a DD Form 1610, Request and Authorization for TDY
travel of DoD Personnel. Soldiers issued a DD Form 1610 will file a DD Form 1351-2, travel
voucher or sub voucher for reimbursement upon arrival at their new duty station.

Soldiers with dependents can:

1. Elect to move dependent(s) from present overseas station to new CONUS duty station prior

to reporting to the TDY station. The gaining commander may authorize up to 10 duty days
to settle Soldier’s dependent(s), in government quarters (if available) or on the local
economy. Soldier will sign into the new CONUS duty station, and then proceed TDY for
schooling. Soldier will be authorized government transportation to and from TDY station.

2. Elect to clear current permanent station prior to departure for TDY station; and have
dependent(s), at personal expense, accompany Soldier to TDY station or travel to some
other location. Soldier may not be given a certificate of nonavailability of Government
guarters at the TDY station if inadequate Government housing is available. Soldier’s

entitlement for dependent transportation will be based on the most direct routing between

the old permanent station and the new permanent station. Soldiers who are being
reassigned overseas must be medically and dentally qualified for assignment.

Reference:
ALARACT 323/2010
AR 600-8-11

AR 600-8-105
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Orders Processing

USAG Baden Wuerttemberg Reassignment Work Center (RWC) Mission: To publish permanent
change of station (PCS) orders in a timely manner to facilitate the prompt execution of PCS
related actions (transportation, travel, etc.) and out-processing.

The RWC will provide Permanent Change of Station orders within five (5) business days upon
receipt of all requested documentation (Enlisted / Officer) and reassignment briefing
attendance. Orders will be emailed to the Soldier and S-1.

If a Soldier fails to attend a reassignment briefing or to submit all requested documentation,
orders will be published forty-five (45) days prior to DEROS, report date, or TDY schooling,
whichever comes first, with information available to the RWC. Amendments will not be issued
until requirements are met.

Soldiers should report to the out-processing facility immediately upon receipt of PCS orders to
schedule/set-up out-processing requirements.
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Consecutive Overseas Tour (COT)

Processing procedures are essentially the same for Enlisted and Officer whose permanent
change of station result in a subsequent overseas tour. Soldiers on assignment to another
OCONUS location-to include Intra/Inter Theater Transfers (ITT-COT), will need to provide
applicable Enlisted / Officer paperwork, Home of Record (HOR) documentation and the
following forms if the Soldier has command sponsored dependents:

1. DA Form 4787-REASSIGNMENT PROCESSING

2. DA Form 5888-FAMILY MEMBER DEPLOYMENT SCREENING SHEET. This form is filled out
with the assistance of unit S-1 Personnel. The Military Personnel Division (MPD) can offer
assistance with the DA Form 5888 if unit S-1 is unavailable or unable to. Once it has been
signed by the S-1, the form must STAMPED and SIGNED by an EFMP provider at the
hospital. Please note that an appointment may be necessary for this form to be STAMPED
and SIGNED by an EFMP provider.

3. DD Form 2792-EXCEPTIONAL FAMILY MEMBER MEDICAL SUMMARY. This form is to be filled
out, signed and stamped by an EFMP Provider ONLY if EFMP is warranted. This form is not
required if EFMP is NOT WARRANTED.

Upon receipt of the above mentioned forms, a request will be sent to the Family Travel Section
of the gaining community to request movement of command sponsored dependents. If a
disapproved family travel message is received, the Soldier can elect a designated location in
CONUS to relocate dependent(s) for the duration of the new overseas tour.

Reference:

AR 55-46
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No-Cost, Low-Cost, Full-Cost Moves (NCM, LCM, FCM)
No-Cost Move (NCM)

A NCM is a permanent change of assignment or permanent change of station (PCS) move that
incurs no fiscal liability to the Government. A memorandum from the Soldier’s command will be
provided and used in lieu of orders.

Low Cost Move (LCM)

A permanent change of station (PCS) move for which the total expected cost, including the
Soldier’s travel and transportation entitlements and dislocation allowance, if applicable, does
not exceed $1,000. Low-cost moves are not curtailments and do not require waivers of time on
station as are required for other moves. Low-cost moves do not require adjustments to the
Soldier’s original tour completion date, nor do they require the Soldier to have service
retainability beyond the original tour completion date. A request for orders will need to be
provided to the RWC. If the Soldier has command sponsored dependents, a request for family
travel will need to be initiated. See Consecutive Overseas Tour (COT) for documentation
required to request family travel.

Full-Cost Move (FCM)

A permanent change of station (PCS) move for which the total expected cost will exceed
$1,000. A request for orders will need to be provided to the RWC. If the Soldier has command
sponsored dependents, a request for family travel will need to be initiated. See Consecutive
Overseas Tour (COT) for documentation required to request family travel.

Reference:

AE Reg 600-8-11
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In Place Consecutive Overseas Tours (IPCOT)
No PCS movement is involved. Soldier agrees to serve a new tour at same duty station.

The IPCOT approval memorandum is not sufficient to execute COT (Consecutive Overseas Tour)
travel. The Soldier must provide the RWC the IPCOT approval memorandum and the following
documents to receive COT (free home travel) orders:

1. Orders bringing service member to Germany

2. Command sponsorship orders if dependent(s) did not travel with you concurrently or you
have acquired dependent(s) after arrival to Germany.

3. ERD orders if your dependent(s) returned to the United States

4, Home of record documentation
Reference:

AR 600-8-105
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Service Remaining Requirement (SRR)

The RWC will refer Soldiers to their Servicing Career Counselor if Soldier wants to extend or
reenlist to meet additional service remaining requirements due to special instructions of
assighment.

1. Initial term Soldiers who decline to extend or reenlist will sign a statement indicating they
will not extend or reenlist to meet service remaining requirements. DA Form 4991-R
(Declination of Continued Service Statement) is not required. A request for deletion should be
submitted on the Soldier.

2.Career Soldiers who decline to extend or reenlist in order to meet service remaining
requirements will execute a DA Form 4991-R. A request for deletion should be submitted on
the Soldier.

3.0fficers who do not meet the SRR to qualify for the OCONUS to CONUS assignment must
request extension of their service agreement within 30 days from the date of HQDA assignment
notification. If they fail to request extension, their tour will be extended to 2 days prior to
expiration of service agreement (ESA) and the assignment instructions will be cancelled.
Reference:

AR 600-8-11
AR 614-30
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Deferment and Deletion of Assignment Requests

Deferments and deletions of assignment are provided as a means to allow the Army and the individual
Soldier to meet needs and commitments with the least possible turmoil. Deferments, deletions and
early arrivals, are authorized for command, personal, operational, or administrative reasons.

Operational deferment and deletion submission procedures:
Requests for operational deferment and deletion apply only to CONUS based units. An OCONUS based

unit must request an involuntary Foreign Service Tour Extension (IFSTE) IAW AR 614-30. See Foreign
Service Tour Extension (FSTE).

S-1 Responsibility:

PSDR (Personnel Services Delivery Redesign) Units will process deferment and deletion actions for their
prospective units. Non-PSDR units will initiate a DA Form 4187 along with supporting documentation
and forward thru the colonel level chain of command to the RWC. Deferment/deletion requests will not
be submitted to HRC for approval when appropriate data is not reflected correctly on the Total Army
Personnel Database (TAPDB) to support requested action (e.g. DEROS, ETS, IMREPR, profile, AEA code,
MRC code, etc). Requests will be submitted as soon as possible upon determination that a deletion,
deferment, or early arrival may be needed, or within 30 calendar days of the EDAS cycle date, whichever
occurs first. Requests submitted after 30 calendar days due to unforeseen circumstances will not be
rejected; however, they must include an explanation of the circumstances causing the late submission. If
a disqualifying factor can be resolved within 120 calendar days of the report month, deferment rather
than deletion should be requested.

RW(C Responsibility:

The Reassignment Work Center (RWC) will submit validated requests to HRC via the Enlisted Distribution
and Assignment System (EDAS) within 3 business days of receipt. Reassighment processing will continue
until the deferment or deletion is confirmed through EDAS or in writing. If a request is disapproved, the
RWC will publish PCS orders.

Soldier’s responsibility:

Soldiers are advised not to take irreversible actions (for example, shipment of HHG or POV) while
pending a request for deletion, deferment or early arrival. Soldiers should continue all other out-
processing while pending a decision on their request. If a request is disapproved, the Soldier will comply
with the original report date as stated on their PCS orders.

Reference:

AR 600-8-11

MILPER Message Number 10-045
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Curtailments

Any requests that will result in Soldiers departing prior to their date eligible to return from
overseas (DEROS) should be submitted as a curtailment. Unless otherwise authorized in AR 614-
30, the proper HQDA assignment authority is the approval authority for curtailments of
overseas tours. The USAG Baden Wuerttemberg MPD is not authorized to approve or process
any curtailments; all requests must be forwarded through the Soldiers chain of command to
HQDA.

References: AR 614-30 Chapter 5, MILPER Message 10-045

Foreign Service Tour Extension (FSTE)

Any requests that will result in Soldiers departing after their DEROS should be submitted as a
Foreign Service Tour Extension (FSTE). The authority to approve an involuntary FSTE is
restricted to HRC, HQDA, and the Office of the Secretary of Defense, as appropriate. Authority
to approve a voluntary FSTE is restricted to the USAREUR G1, HRC, and HQDA. The USAG Baden
Wouerttemberg MPD is not authorized to approve or process a FSTE; all requests must be
forwarded through the Soldiers chain of command to the appropriate approval authority.

References:
AR 614-30 Chapter 6
Army in Europe Supplement 1 to AR 614-30 Chapter 6

MILPER Message 10-045

DEROS Corrections

The USAG Baden Wuerttemberg MPD will only make changes/corrections to DEROS in the
following instances:

1. When an action has already been approved by the FSTE/Curtailment approval authority but
the DEROS has not been updated. In all cases we will need a copy of the approval
memorandum/document.

2. When the DEROS is incorrect due to error. We will examine each request on a case-by-case
basis. Soldiers should go thru their S-1 for DEROS corrections.

DEROS correction will be requested on a DA Form 4187 indicating justification and include
supporting documentation. Submit request(s) to the USAG Baden Wuerttemberg Reassignment
Work Center at: usaghd.reassignments@eur.army.mil.
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Compassionate Reassignments

To be considered for a compassionate action, Soldiers must submit their requests through their
chain of command on a DA Form 3739, Application for Compassionate Actions, for Extreme
Family Problems. Other individuals cannot initiate such action on behalf of the Soldier.

Commanders having general court martial convening authority (GCMCA) have been delegated
the authority to disapprove compassionate requests when they clearly do not meet the criteria
outlined in Army Regulation 614-200, Chapter 5-15. Approval authority for compassionate
reassignment rests with Human Resources Command (HRC).

Soldiers may be authorized a reassignment when extreme family problems are a factor and are
temporary in nature (to be resolved in less than one year) and when illness, death, or extreme
and unusual circumstances necessitate the Soldier's presence with his/her Family and no other
possibility exists for resolution of family difficulties.

Soldiers may be authorized a deletion or deferment from an overseas assignment when
extreme or unusual problems require the presence of the Soldier in the U.S. for a relatively
short period of time. Approval normally is not granted if the problem is chronic in nature and
cannot be resolved within a reasonable period of time.

All requests for compassionate actions will be forwarded to:
HRC.EPMD.Compassionatesection@CONUS.army.mil. Be sure to include grade, full name, SSN
and MOS with all e-mail requests.
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Suspension of Favorable Personnel Actions (Flags)
Flagged Soldiers may proceed on PCS movement if:

1. The flagis based on APFT failure.
2. The flag is based on entry in the weight control program.
APFT failure and weight control flags are transferable.

Other flags, resulting from adverse actions, are non-transferable and will result in the Soldier
being ineligible to PCS.

S-1 responsibility:

Inform the RWC if a Soldier is on assignment instructions with an adverse action flag. Please
indicate if the flag is to be removed in order for the Soldier to PCS to meet the scheduled
reporting date or if a deferment or deletion of assignment will be initiated. See the Deferment
and Deletion of Assignment Requests section for more information.

Reference:

AR 600-8-2
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Temporary Change of Station Orders

PURPOSE: The purpose of Temporary Change of Station (TCS) is to temporarily reassign Soldiers as
individual augmentees or deploying unit in support of a named contingency operation. These Soldiers
remain members of their home station units and will return to their permanent home stations upon
redeployment unless otherwise directed by HQDA. TCS are published in accordance with the Personnel
Policy Guidance (PPG) which can be found at: http://www.armygl.army.mil/MilitaryPersonnel/ppg.asp.

Requests for TCS orders are provided to the reassignment section from the unit or higher headquarters
via distribution. Format 401 orders will be published to deploy individual Soldiers. This order is similar to
Temporary Duty (TDY) and return orders in that it is the authority for a Soldier to move TCS and to
return home station after completion of the mission. In accordance with AR 600-8-105, the TCS order
may be endorsed to authorize further movement through procession stations, within the theater, and
return to home station. Under no circumstances will a Soldier be sent on TCS move using a DD Form
1610 or format 400 orders.

***11/11/2010 Effective immediately, the generation of OCO TCS orders will be 60 days from the
proceed date of the order. RFOs may be prepared in advance of the proceed date with no limitation, but
the generation of the order will not be available in DAMPS OCOTCS and DAMPS OCOIND until 60 days
prior to the proceed date.

Exceptions beyond the 60 day limit must be submitted to IMCOM OCO TCS for approval. The exception
request must include the requesting installation, the UIC(s), the number of Soldiers affected and the
reason for the exception. Forward requests by email to elliott.bouchard@us.army.mil or
jason.fuqua@conus.army.mil

Retrieving orders:

To pull a copy of your TCS orders from the DAMPS-OCOTCS website:

You can view and download a copy of your individual TCS order for Overseas Contingency Operations by
following the instructions below. NOTE: This system has orders produced by IMCOM since October 2009
by selected installations. All installations will not be using this system until fielding is complete in mid
2010. If your TCS order was produced before October, 2009 or if your installation did not use DAMPS-
OCOTCS to produce your order, you will have to contact the installation for a copy of your orders — they
will not be available online.

To pull your orders you will need access to the internet and a computer with software to open PDF files,
like Adobe Reader.

Instructions:

1. Enter the following web address into your web browser — https://mobcop.army.mil

2. Click on the “DAMPS-OCOTCS” link

3. Accept the standard DOD consent warning
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4. Login using your AKO username OR your CAC
5. Click “Request Access”

6. If you have TCS orders in the system, you will see your orders listed here with a PDF icon

7. Click on the icon to show the “Open or Save” option for the file. You can now print or save your order
to your computer.
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Exceptions to Policy (ETP)

Soldiers who want their dependents to remain in Germany while they are on PCS orders to their
next duty station may apply as an exception to policy for the retention of Government-
controlled quarters (GCQ), continuation of SOFA status and associated individual logistic
support (ILS), and monetary allowances. Each request is submitted individually to the respective
agency and in sequence, i.e. first to Housing, second to NATO SOFA, third to Finance. Soldiers
are to retain all ETP approvals. PCS orders will NOT reference any ETP approvals nor will
amendments be published to refer to any ETP approvals. The ETP approvals (memorandums)
themselves are sufficient to confer any associated entitlements.

1. These requests are exceptions to policy and therefore must be thoroughly justified.

2. PCS orders/the reassignment process will not be delayed while Soldiers are processing ETP’s
or awaiting determination.

Government-controlled quarters (GCQ) for family members upon Soldier’s PCS
Exception to policy (ETP) requests to retain housing upon Soldier’s PCS will be submitted to:

USAG Baden-Wuerttemberg, Housing Division, Building 3980, Fax DSN 387-3299, Commercial
06221-4380-3299.

Continuation of Status of Forces Agreement (SOFA) status and individual logistic
support (ILS)

Exception to policy (ETP) to retain SOFA status and ILS will be submitted to:

NATO SOFA Office

Mrs. Stumpen

rula.strumpen@eur.army.mil

Phone (DSN) 381-8141 (Comm) 0621-730-8141
Fax (DSN) 381-7324 (Comm) 0621-730-7324

Or

Mrs. Schmidt-Jaffa
irmela.schmidtjaffa@eur.army.mil

Phone (DSN) 381-7354 (Comm) 0621-730-7354
Fax (DSN) 381-7324 (Comm) 0621-730-7324
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Overseas Housing Allowance (OHA) and Cost Of Living Allowance (COLA)
Soldiers may submit a separate ETP request for retention of overseas housing allowance (OHA)

and cost of living allowance (COLA) through the servicing finance office for Secretarial
determination.
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Contact Information

USAG Baden Wuerttemberg Reassignment Work Center
Heidelberg Shopping Center Bldg 3850 Room 231

DSN: 314-370-3923/6343/8917

COMM: 49-6221-57-3923/6343/8917

Email: usaghd.reassignments@eur.army.mil

Website: http://www.bw.eur.army.mil/DHR/DHR milpo.html

Mailing Address:

Commander

USAG Baden Wuerttemberg

ATTN: MPD Reassignment Work Center
Unit 29237

APO AE 09014-9237

Street Address:
Czernyring 14 Geb. 3850
69115, Heidelberg

Germany

Community Support Center Front Gate GPS Coordinates:

Degrees: N 49.40194 E 8.67279

Hours of Operation

Monday, Tuesday, Wednesday, Friday 0800-1600 (Closed for lunch 1145-1300)
Thursday 0800-1145 (Closed Thursday Afternoon)

Closed times are for retrieving assignment instructions, orders processing and training.
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