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This Briefing is:
UNCLASSIFIED

4 FSS Assignment 
Relocation Process
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Assignment Counselors 

Outbound Assignment Counselors 
(Assigned to you by the first letter of your last name)
• A1C Ivanique Caddell: A-F
• SrA Dalismarie Guzman-Velez: G-L
• SSgt Kymberlee Albaugh: M-R
• A1C La darrius Cross: S-Z

Outbound Assignments NCOIC: SSgt Kymberlee Albaugh
Career Development NCOIC: TSgt Samantha Gatewood

Org box email address: 
• 4FSS.careerdevelop@us.af.mil 
• Office Phone #: 722-8677, Option 3

• Email any questions/documents to the org box and CC your assignment counselor
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Upon assignment Selection

Assignment RIP Notification Process 

• MPS Notifies Commander on the 1st day
• Provide 7 days to notify member

• MPS Send Initial Assignment Notification 
to the member on the 8th day via e-mail.

• E-mail Includes:
• PCS RIP 
• 907 Checklist (Excel document)
• PCS Instructions
• Forms that must be utilized during 

the relocation process.  
• Member must  acknowledge the  

Assignment on VMPF 
• Within 7 days of notification by 

completing the Initial Assignment 
Briefing  
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Assignment Tours length 

Airman WITHOUT Dependents 
• OCONUS Standard Tour:

• 24 or 36 Months (Depending on the 
location) 

• OCONUS Short Tour: 
• 12 or 15 Months (Depending on the 

location)

• Extended Tours / KAIP / TAIP 
• Add 12 Months to the original Tour

• If 12=24, if 24=36, if 36=48. 

• CONUS Assignments 
• 24 Months 

• NOTE: Individuals with Special Duty 
Assignments (Pending Control Tour) require to 
obtain the retainability required by the position, 
regardless of tour length 

Airman WITH Dependents
• OCONUS Standard Tour:

• 36  Months (Depending on the location) 

• OCONUS Short Tour: 
• Dependents restricted
• If Command Sponsoring Dependents Tour 

will be stipulated by Approval Authority
• Tour might remain on 12 Months or require 

additional 12 for a total of 24 Months

• Extended Tours / KAIP / TAIP 
• Add 12 Months to the original Tour 

• If 12=24, if 24=36, if 36=48 

• CONUS Assignments 
• 24 Months 
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Airman with Dependent
Considerations

Relocation of dependents when selected for a Follow-on Assignment
Airman must communicate with the Assignment Counselors and let them know what the family 
plan is, or the orders will be drafted based on the standard process. 
• Elect not to relocate dependents or ship HHG to the FO location until his or her return from the 

unaccompanied short tour. (standard)
• Elect to move dependents to a location other than their FO location
• Elect to relocate dependents to the FO location in the CONUS
• Elect to move their dependents to a designated place at their own expense
• Airman Requests to Escort Dependent to Designated Place. Airman will assist in relocation of 

dependents to a designated place for duration of unaccompanied overseas tour IAW JTR 
051202

• Approved FO assignment to a non-foreign OCONUS location and MPF has verified that the 
non-foreign OCONUS location is the Airman's HOR or the spouse's place of legal residence 
when the couple married.



PEOPLE                 AGILE COMBAT SUPPORT               REINVESTMENT

Airman with Dependents
Considerations

Other considerations 

Airman must communicate with the Assignment Counselors and let them if any of the following 
applies or are intended:
• Dependent acquired through marriage, adoption, or other action during the course of the 

current OS tour of assigned duty (after the PCS order effective date).
• Dependent(s) will not relocate (if a sponsor elects not to relocate their dependents and/or 

medical clearance was not processed) and elects an accompanied tour. To OS Location 
ONLY.

• Member elected Unaccompanied Tour to OS location to which Dependents are Authorized
• Non-Command Sponsored Dependent(s) ~ Airman has a non-command sponsored 

dependent listed on orders. Non command sponsored dependents are not authorized travel 
entitlements from losing location.

• Approved Dependent Travel to a Designated Place (DTDP) (Non-Foreign OCONUS) IAW 
AFI 36-3020. Non-foreign locations are defined as Alaska, Hawaii the Commonwealth of 
Puerto Rico, and the Northern Marianas Islands, Guam, the U.S. Virgin Islands, and U.S. 
Territories and Possessions.
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Follow-On Assignments

Who is eligible?
• All members that were elected to serve an 

OCONUS Short Tour Assignment 
• 12 Months
• 15 Months

• Airmen must either apply or decline :
• NLT 15 of Assignment Notification (if less that 150 

days from RNLTD) or NLT 150 calendar days prior 
to their RNLTD.

Follow On Application 
• VMPF

• Self-Service Actions  
• Assignments

• Assignments Applications
• Home-Basing/Follow-On 

Assignment Application

Important Notes:

• Selections are made by AFPC on a monthly 
basis approximately 120 days prior to RNLTD

• If a final decision on a HB/Follow-On 
Assignment has not been made within 75 days 
of RNLTD 

Contact the Assignment Team ASAP!!
• Member must obtain Retainability for the 

Follow On before Out Processing SJAFB
• Retainability is calculated by the RNLTD of 

the Follow On and it might include 1  moth 
GAP in between assignments 
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AF 907 Out-processing Checklist

• Top-portion 
• Minimum documents required for orders
• “PPC” extra requirements that might 

apply to your assignment

• Bottom Portion 
• All documents required for Out-

processing 
• Must be submitted NLT 30 days 

Prior PDD
• Time sensitive actions might be 

required, (be proactive)

• Note: The AF 907 Out-processing Checklist 
is tailored to your assignment ONLY based on:

• Gaining Location / unit passcode
• Duty AFSC
• Your Personnel Record

• AAC’s
• ALC’s
• Dependents
• PPC’s. 

SSAN RANK

DOCUMENT SOURCE: WHERE TO COMPLETE DOCUMENTS: REQUIRED ACTIONS Member Initials Supervisor Initials MPS Initials

EXTRA ASGN INFO SEE INITIAL EMAIL PPC CODE (S): N/A

VMPF Last page on vMPF initial breifing COMPLETION OF ONLINE BRIEF

DEERS Office Visit your DEERS Office DD FORM 1172 

Attached to Initial Email Signed by Unit Security Manager SECURITY REQUIREMENT LETTER

Attached to Initial Email
Signed by Reenlistments after mbr 

applies for reenlistment or extension
RETAINABILITY                                      

Attached to Initial Email Completed by member AF FORM 4380 (AF Special Needs Screener)

EFMP Office Completed by EFMP AF FORM 1466 (Request for Family Mbr Clearance)

FSMPD/PRP
Mbr will be emailed by AFPC PRP 

once completed 
PRP CERTIFICATION

DOCUMENT SOURCE: WHERE TO FIND DOCUMENTS: ITEMS Member Initials Supervisor Initials MPS Initials

Attached to Initial Email Signed by Supervisor & Sq CC PROJECTED DEPARTURE DATE MEMO

AF PORTAL AFMIS AFFIMS PT PRINT OUT

VMPF VMPF COMPLETED VIRTUAL OUTPROCESSING CHECKLIST 

VMPF Updated within the last year UPDATED RECORD OF EMERGENCY DATA (VRED)

MILCONNECT Updated within the last year

UPDATED SGLI (SERVICE MEMBER LIFE INSURANCE)                                                                                                           

Must be updated from milConnect:                                                                      

https://milconnect-pki.dmdc.osd.mil/milconnect/  

Certified

Attached to Initial Email
Must be signed by First Sergeant, 

Flight CC or Sq CC 

RELOCATION PROCESSING MEMORANDUM                                                                                         

(Attached to Initial Assignment Notification)

TMO Finalized itinerary from TMO COPY OF PORT CALL TICKETS (FLIGHT ITINERARY) N/A
MEDICAL CLINIC Received from Flight Medicine MEDICAL RECORDS  (PRP ONLY) N/A
DENTAL CLINIC Received from Dental DENTAL RECORDS  (PRP ONLY) N/A

DOCUMENTS REQUIRED FOR ORDERS

(SEE AFI 36-2110 & 36-2102)

1. IDENTIFICATION 

NAME (Last, First, Middle Initial)

NEW DUTY LOCATION

RNLTD

Notes:Documents must be submitted via e-mail to the following POCs: 4FSS.CAREERDEVELOP@us.af.mil **AND**HAND-

CARRIED DURING FINAL-OUT

Member acknowledgment & actions || Note:  Reading PPC's is NOT 

optional (the Word document is attached to the  Initial E-mail). 

Q Code ONLY

PRP ONLY

AF FORM 907 June 2019  (OUTBOUND ASSIGNMENTS GENERATED)

 All highlighted items MUST be completed and submitted to your assignment counselor PRIOR to scheduling final out.  Let your assignment counselor know of any issues or delays. 

         DOCUMENTS REQUIRED TO SCHEDULE FINAL OUT

 All highlighted items must be completed and submitted to your assignment counselor prior to receiving orders. Let your assignment counselor know of any issues or delays regarding orders. 

Have CSS update PDD



PEOPLE                 AGILE COMBAT SUPPORT               REINVESTMENT

Accelerated Orders

• MPS will draft your orders as soon as you:

• Submit the minimum documents required for orders.

• DD Form 1172 - Required for members that have dependents 
• Security Clearance Letter- signed by your Security Manager
• AF Form 4380 - Required for members that have dependents 
• AF Form 965- Non dependent restricted OCONUS locations
• AF Form 1466  (If required)
• AF Form 286 (If required) 

• Complete all actions that preclude your orders to be drafted.

• VMPF Assignment Acknowledgement
• Meeting specific requirements to your assignment per your PPC code(s): 

• e.g. Obtain appropriate security clearance, obtain medical clearance for dependents, complete 
PRP qualification, obtain immunizations.    
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How to Submit Required 
Documents?

All member’s must submit required documents via e-mail to the following: 

• 4FSS.careerdevelop@us.af.mil 
• Assignment Counselor

Notes: 
• Do not encrypt e-mails sent to the Org Box

• Keep copies of everything, you are required to: 
• Hand-carry ALL documents on your Final Out-processing Appointment. 
• Mark off on your 907 Out-Processing Checklist what you have turned in, so you can track what 

you are missing.

• Folder reviews are done within a few days of Final Out-Processing 
appointments

• If needed, you can walk in, to the MPS with your AF 907 Out-processing Checklist and 
All  the printed copies that you have, and we will review the folder for you on the spot.   
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Accelerated Orders

Orders Process: 
1. Military Personnel Section (MPS)

• Assignment Counselor draft orders 
• NCOIC review and submit orders to AFPC

2. Air Force Personnel Center (AFPC)
• Authenticate orders 

• Within 5 days, but no earlier than 120 
days from departure date. 

You can check your orders status 
On VMPF:

Long in VMPF: 
• Self-Service Actions

• Assignments
• Out Processing

• Orders
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Assignment Requirements 

Retainability (Enlisted)
• Airmen must obtain retainability, if the 

assignment requires it from the member.
• Within 30 days of assignment notification.

• All members have the option to 
• Extend 
• Reenlist

• For orders, you must at least start the process.

Note: BOP Assignments, to include BOP in 
conjunction with retraining, require First Term  
Airman to Reenlist.

Failure to obtain retainability
• Assignment OPR will cancel the assignment IAW 

AFI36-2110, paragraph 5.28 

Consequences
• First Term Airman: 

• Ineligible to apply for any self-initiated 
assignment programs.

• Career Airman:
• Ineligible for: Promotion, Reenlistment, 

Extension of enlistment. 



PEOPLE                 AGILE COMBAT SUPPORT               REINVESTMENT

Assignment Requirements 

Extension Worksheet Reenlistment Worksheet
Start the process!!

Contacting: 
Reenlistments & Extensions 
Section

POC’s: 

A1C  HILL, TIERA R 
SrA RUSSELL, GLENDA E 
SSgt JIMENEZ, MAYRA A 

4FSS.CAREERDEVELOP@us.af.mil

NOTE:  Filling out the worksheet is 
just the start of the process, you 
must Follow up with your CSS and 
Reenlistments & Extensions Section 
to ensure that your peperwork is 
being worked dilligently.  

Retainability (Enlisted)

mailto:4FSS.CAREERDEVELOP@us.af.mil
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Assignment Requirements 

Personnel Processing 
Codes (PPC’s)
• PPCs are processing requirements or post-

selection assignment actions that you must fulfill.

• PPC indicators consist of 3 letters
• E.g.: “ABA”,”RPB”, “9NG”, etc.  

• Require member’s actions to proceed with the  
assignment. 

• SABC
• CATM
• CBRNE
• SERE
• Training en-route
• Polygraph, etc.

Where to find your PPC(s)?
PPC Indicators 

• Assignment Notification RIP
• AF 907 Out-processing Checklist
• Inside a PPC might be other PPC’s that 

also applies to the assignment

PPC instructions
• Word document attached on your initial 

Assignment Notification e-mail

• Updates must be monitored via Mypers:
• Officer Personnel Processing Codes (PPC)
• Enlisted Personnel Processing Codes (PPC)

(They change constantly, must be monitored)

https://mypers.af.mil/app/answers/detail/a_id/17912
https://mypers.af.mil/app/answers/detail/a_id/17913
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Assignment Requirements 

Family Medical Clearance                             
AF Form 4380 and AF Form 1466

(If Dependents Only)

• AF Form 4380 
• If “YES” to questions 1 to 8 members must 

contact  EFMP. 

• AF Form 1466
• Required for OCONUS Assignments
• Required for airman with ALC “Q” on 

record. 
• Requires EFMP Office signature & stamp

Note: AF Form 1466 is required for 
orders (OCONUS & ALC “Q”)  
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Assignment Requirements 

Family Medical Clearance
Exceptional Family Member Program Clearance is required if:

• You are currently enrolled in EFMP 

• Pending EFMP Enrollment 

• CONUS PCS (If any “YES” on the AF Form 4380)

• OCONUS PCS 

Registration:
• Open: Internet Explorer

• Go to: https://www.afspecialneeds.af.mil  

• Log in: with your email certificate

• Click on: "sponsor registration“, must use your Common Access Card (CAC) to register. 

EFMP Office numbers:
• 919-722-0809 

• 919-722-8537
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Assignment Requirements 

AF Form 965                           
(OCONUS assignments with 
dependents)
• Option #1- If concurrent travel is not approved 

and your dependents will be Command 
Sponsored. 

• You must apply for Command Sponsoring 
Dependents, and it requires approval. 

• Option #2- If concurrent travel is approved and 
your dependents will be accompanying you. 

• Option #3- If concurrent travel is approved but 
you elect to serve an unaccompanied tour.  

Note: Assignment Action Number can be found on 
your PCS RIP  as: “AAN”
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Assignment Requirements 

Personnel Reliability Program (PRP)

AF Form 286 is required when: 
• Member is assigned to positions within nuclear capable units 

Orders
• Can’t be processed until AF Form 286 is completed.

• Administrative Qualification
• Reinstatement

Per: PSD Guide – Personnel Reliability Program V2, 1 Jul 2017, p.25

POC: PRP Administrative Qualification Cell  (AFPC.CAN.PRP@us.af.mil)

Note: DAFSC 3P0- Security Forces: Do not require the  AF Form 286, but do 
require their Commander do endorse the PCS RIP IAW  The ARMING AND USE OF 
FORCE guidance.

mailto:AFPC.CAN.PRP@us.af.mil


PEOPLE                 AGILE COMBAT SUPPORT               REINVESTMENT

Assignment Requirements 

Required Trainings
• Some assignments will require you to complete the following trainings:

• CBRNE Hands On
• CATM (M-16, M-4, 9mm, etc.)
• SERE 

• Note: If attended to Level C SERE training maintain currency via SS02 and SS03. 
• SABC Hands On 
• Other Trainings 

• Your PCC’s will contain this information. 
• Some of these trainings require that you complete them  based on specific terms or criteria:

• Within 90/120 days from PDD/RNLTD
• In a way that training does note expire within the assignment tour

• Deviations from the specific terms will not suffice the requirements and will require a MAJCOM Approved 
Waiver that needs to be processed in advance. 

• KEY ADVISE: Always ask questions to your Assignment Counselor, do not assume anything based on 
standard guidance that does not apply to your assignment. 
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VOP Checklist

• Your vOP Checklist must be updated in 
VMPF within 48 hours of Assignment 
Notification. 

• If your vOP Checklist is not available, 
contact your Assignment Counselor, or 
Career Development Team.

Long in VMPF: 

• Self-Service Actions

• Assignments

• Out Processing

• vOP Checklist 
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Setting up: Departure Date

The Departure Date: 

• Is when authorized Travel Dates (Orders, block #6) + Leave en-route (if any) start.   

Things to Consider when setting up the Departure Date:
• When taking the leave en route, the authorized maximum is 30 Days.

• Individuals with CONUS Assignments: Can report up to 60 days earlier (from the RNLTD).  

• Leave enroute is calculated by Finance Office upon arrival to your following location, based on 
departure date and approved travel days (the excess of days upon report is considered leave). 
Leave en route is NOT requested through Leave-Web.

• Individuals with OCONUS Assignments: ARE NOT AUTHORIZED TO LEAVE CONUS until the 
1rst day of the RNLTD Month. However, they can set a Departure Date EARLIER than that, 
*ONLY IF* taking leave en route.  

• Use the PDD MFR attached to your Initial Assignment Notification e-mail to change Departure 
Date



PEOPLE                 AGILE COMBAT SUPPORT               REINVESTMENT

Setting up: Final-Out Appointment 

Airmen are not authorized to out-process earlier than…
• CONUS: 1 duty day 
• OCONUS: 2 duty days 

prior to their actual departure date or date official leave and travel 
begins or PDD.

IMPORTANT NOTICE 
(For members with a Departure Date that starts on Monday)

At the moment of the Final Out Appointment, airmen will certify that will not depart the local area until the 
following Monday. If member depart prior to Monday (during the weekend), their leave or travel will start 
the actual time and date, they physically departed. Hence, will get leave charged for that weekend).   
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Final-Out Appointment

How to schedule a Final Out-processing Appointment?  
• You must contact your Assignment Counselor or the Career Development Team to schedule the Final Out 

Appointment.
• Schedule your Final Out Appointment at least with 30 Days in Advance. 

On the Final Out-Processing Appointment Date
• Must be in uniform 

• Must have completed all PCS requirements and actions

• Must have completed  all out-processing requirements and actions

• Must HAND CARRY all documents that were highlighted on your AF 907 Out-processing Checklist 

(A good practice is to place the document’s in the same order as shown on the AF 907 Out-processing  
Checklist  to corroborate that you in effect have all the required documents with you). 
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RNLTD Change Request

• Due to unforeseen circumstances is possible 
that you will have to submit a RNLTD Change 
request on VMPF:

RNLTD Change Request Application Steps:
• VMPF

• Self-Service Actions  
• Assignments

• Assignments Applications
• Report Not Later Than Date 

(RNLTD) Change Request

• Note: Changing the RNLTD date might 
affect your required retainability. Hence, 
you might have to start the process again. 
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COVID 19 Travel Restrictions

• Several procedures/guidance have been established in response to the Novel 
Coronavirus outbreak. 

• The following link via MyPers website is provided to assist you with your specific 
assignment criteria: https://mypers.af.mil/app/answers/detail/a_id/46624

• Refer to DoD and DAF installation travel restriction criteria via MyPers, guidance 
changes everyday. 

Note: Turkey/Korea requires ALL military and civilian personnel (DoD Civilians and 
Contractors supporting the US military) entering Turkey to have a negative COVID-19 
Polymerase Chain Reaction (PCR) test within 72-hours prior to arrival in Turkey.

https://mypers.af.mil/app/answers/detail/a_id/46624
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PT TEST

• Please monitor PT Test Guidance closely
• Once PT Test are resumed, all members must be current past 42 days 

from PDD.
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QUESTIONS?

References:
AFI 36-2110, Assignments

AFI 36-2101, Base-Level Relocation Procedures
MyPers – https://mypers.af.mil

Assignments Homepage

https://mypers.af.mil/

