PCS/Separations DATA Sheet
Note for ALL SEPS and RelAcDu:
ALL members being released from active duty are required to attend TAMP/TAP class.  Mbr must provide proof of attendance or completion of TAMP/TAP class prior to issuance of checkout sheet and/or separation orders.
I.  MEMBER'S INFO
(a) NAME __________________________ RANK ________  SSN ________________ MOS ______ PLT ___________


 E-MAIL ADDRESS: __________________________________________  CONTACT PHONE#:  (  ) ____________

(b) TYPE OF ORDERS/SEPARATION:
PCS
FMCR

RETIREMENT

RESIGNATION

RELACDU

PEB
ADMINSEP

(c) TRANSFER TO:  _____________________________  MCC: _______ ORDER'S REF: ______________________

(d) DETACH: __________ RPT DATE: __________  EAS: __________ HOR (Seps only) __________ PEBD: ________

(e) ARE YOU A LINGUIST STUDENT? (Y/N)

TYPE OF LANGUAGE: __________________









(f) ARE YOU MARRIED (OTHER THAN AN ACTIVE DUTY SPOUSE)?  (Y/N)
 
DATE OF MARRIAGE: __________________

(g) MODE OF TRAVEL: POV / COMMERCIAL AIR / MILITARY AIR / MIXED MODE  (Circle one that is applicable)

    IF COMMERCIAL AIR - REQ FLIGHT TO: ____________________________________ FLT DATE: ____________

(h) FOR PCS OUTSIDE CONUS:
IS FOREIGN COUNTRY AREA CLEARANCE REQUIRED?  (Y/N/NA)

COUNTRY: __________________

ARE PASSPORTS REQUESTED?  (Y/N/NA)

ARE YOU REQUESTING A NO-FEE PASSPORT?  (Y/N/NA)

IS DEPENDENT AREA CLEARANCE REQUIRED?  (MUST BE ON AN ACCOMPANIED TOUR):  (Y/N/NA)

FOR UNACCOMPANIED TOUR (MUST BE DIRECTED BY PCSO):  DEPENDENT DESIGNATED PLACE: ___________________

(i) ARE YOUR DEPENDENTS TRAVELING WITH YOU? (Y/N) 

    NAME OF FAMILY MEMBER(S)

    TRAVELING WITH YOU




  RELATIONSHIP



DOB



PRESENT LOCATION

    _______________________


  __________




__________

____________________________

    _______________________


  __________




__________

____________________________

    _______________________


  __________




__________

____________________________

(j) IF YOUR DEPENDENTS ARE NOT TRAVELING WITH YOU, COMPLETE BELOW INFO:

 MODE OF TRANSPORTATION:  _____________________

 IF COMMERCIAL AIR-- REQ FLIGHT TO:  ____________________________________  FLT DATE:  __________

    NAME OF FAMILY MEMBER(S)

    NOT TRAVELING WITH YOU




RELATIONSHIP



DOB



PRESENT LOCATION 

    _______________________



__________




_________

____________________________


 _______________________



__________




_________

____________________________

 _______________________



__________




_________

____________________________

II.  GOVT QTRS / BAH UPDATE
ARE YOU RESIDING IN GOVERNMENT QUARTERS?   (Y/N)  DATE SCHEDULED HOUSING FINAL INSPECTION:  __________

PROJECTED GOVT QTRS TERMINATION DATE:  __________

**  FOR PROPER CREDIT OF BAH ENTITLEMENT, HOUSING TERMINATION FORM MUST BE SUBMITTED TO THE ADMIN DEPARTMENT PRIOR

    TO YOUR SCHEDULED TRANSFER DATE.  ADMIN DEPARTMENT WILL NOT ADJUST YOUR PAY RECORD WITHOUT APPROPRIATE

    DOCUMENTATION.

III. PCS LEAVE/TERMINAL LEAVE REQUEST – (Applicable ONLY to PCS transfer,

Retirement, FMCR, EAS RelAcDu, and EAS Discharge ONLY -- NOT Applicable to ADMIN Sep)

(a) ARE YOU REQUESTING LEAVE IN CONJUNCTION WITH YOUR ORDERS?
  (Y/N)

(b) NUMBER OF DAYS REQUESTED ____ INCLUSIVE DATES __________ - __________ LV BAL(CURR LES):  _____

(c) COMPLETE LV ADDRESS & PHONE#:  _____________________________________________________________________ 

REQUIRED FOR EMERGENCY AND/OR FOR LEAVE PURPOSES (PCSO WILL NOT BE COMPLETED WITHOUT THIS INFO): 

    (1) NEXT OF KIN’S NAME: ______________________________________________ RELATIONSHIP _____________                   

    (2) COMPLETE ADDRESS: ___________________________________________________ PHONE#:  (   ) __________

IV. ADVANCE PAY (FOR PCS ONLY - NOT APPLICABLE TO SEPS)
(a) ARE YOU REQUESTING ADV DITY
?  (Y/N) 




(b) ARE YOU REQUESTING ADV TVL?  (Y/N)

       (PROVIDE PRESENT/FUTURE ADDRESS AND EST TRAVEL/ARRIVAL DATE)


(c) ARE YOU REQUESTING ADV DLA (BAH-II x 2.5)?
(Y/N)

    (PROVIDE PRESENT/FUTURE ADDRESS AND EST TRAVEL/ARRIVAL DATE)

(d) PRESENT ADDRESS ________________________  FUTURE ADDRESS ______________________ 

                    ________________________                 ______________________


 EST TRAVEL DATE:  _________________


EST ARRIVAL DATE:  ________________

(e) ARE YOU REQUESTING PCS ADV BASIC PAY?   (Y/N)   (Number of Months requested:  1-mo/2-mos/3-mos)

· All Personnel requesting for Advance of Basic Pay must complete the “Worksheet for Advance of Basic Pay Incident to

a PCS” form (MCD Admin Form 7220/1 dtd 3Oct00).  Once completed, it must be routed per the instruction contained in

the subject worksheet.

· All Enlisted personnel requesting Advance of Basic Pay requires approval from chain of command.

· All Officers requesting Advance of Basic Pay that are OUTSIDE THE NORMAL PARAMETERS require CO’s approval.

Worksheet for Advance of Basic Pay form  provided to the member?  (Y/N/NA)

NOTE:
If requesting PCS Advance pay outside the normal parameter (SEE BELOW) a written justification must be

      submitted with this data sheet (complete the “advance pay worksheet” form).  ALL requests for advance pay

      outside the normal parameter without proper justification will not be processed. 

Normal parameters for advance pay are: 1-month basic pay; 12-month repayment schedule; and receipt of advance

Pay 30 days before departure to 60 days after arrival.

Outside the normal parameter: Request for advance pay from Marines in the grades of LCpl or below; request for

extended payment; request for more than 1-month's advance pay; and request for repayment schedule outside the

eligibility window (12-months).

Maximum parameters for advance pay: 3-months advance pay, 24-month repayment schedule, and receipt of advance pay

90 days before departure or 180 days after arrival.

V.  VEHICLE AND PET INFO
 (a) ARE YOU SHIPPING A VEHICLE?  (Y/N)  WHAT PORT ARE YOU SHIPPING A VEHICLE TO?  ___________________

 (b) ARE YOU SHIPPING ANY PETS?   (Y/N)  SIZE IN LBS ____ KENNEL DIMENSIONS (LxWxH IN INCHES):  _________

**Pets may accompany you to your next PDS at your own expense.  Your pet is considered excess baggage.  If your pet does not travel the same route as you, it is considered freight and could be costly.  During the summer months, some airlines may not accept pets due to the hot 

VI. MEMBER’S CERTIFICATION:
“I have read and understand all requirements pertaining to my orders, travel, and pay entitlements.  I also understand that once PCS Data   Sheet is submitted, changes will be made ONLY in the case of an emergency situation or circumstances beyond my control.”

                                                                ______________________________________

                                                                MEMBER’S SIGNATURE & DATE

VII. CHAIN OF CMD’S ACTION (ENL MBRS LEAVE/ADV PMTS’ REQ):
PLATOON SGT:
· FWD TO DET GY, RECOMMENDING APPROVAL 
· FWD NOT RECOMMENDING APPROVAL (REASON: _____________________________________________________________)
· RECOMMENDED WITH FOLLOWING EXCEPTIONS: _____________________________________________________________
SIGNATURE & DATE: ____________________________________

DET GY:
· FWD TO DET SNCOIC, RECOMMENDING APPROVAL (Circle where applicable: Leave/adv tvl/adv DLA)
· FWD TO DET SNCOIC, NOT RECOMMENDING APPROVAL (REASON: ______________________________________________)
· RECOMMENDED WITH FOLLOWING EXCEPTIONS: ______________________________________________________________
SIGNATURE & DATE: ____________________________________

DET SNCOIC:
· FWD TO XO, RECOMMENDING APPROVAL
· FWD TO XO, NOT RECOMMENDING APPROVAL (REASON: _______________________________________________________)
· RECOMMENDED WITH FOLLOWING EXCEPTIONS: ______________________________________________________________
SIGNATURE & DATE: ____________________________________

XO’s ACTION:
· APPROVED
· DISAPPROVED (REASON: ______________________________________________________________________________________)
· APPROVED WITH FOLLOWING EXCEPTIONS: ____________________________________________________________________
SIGNATURE & DATE: ____________________________________

--------------------------------------------------------------------------------------------

FOR ADMIN USE ONLY:
1.  Date PCS Data sheet submitted to MCD Admin: 
_____
Projected Completion of Orders:  _____

2.  Does mbr have sufficient obligated service remaining to complete PCSO tour requirement?  Y/N

**  If mbr does not have sufficient obligated service remaining, mbr need to extend enlistment to execute PCSO.  Member needs to see MCD Career Planner for extension of enlistment.  (Extenl rptd on UD: _____)

3.  Depn area clearance msg submitted?



Y/N/NA

Date submitted: _____

4.  Foreign Area clearance msg submitted? 


Y/N/NA

Date submitted:
_____


5.  Is mbr sched for TAMP/TAP class? (Seps Only)
Y/N/NA
Date scheduled:
_____

6.  TAMP/TAP documents recvd from the mbr?

Y/N/NA

Date TAMP/TAP completed: _____






7.  Checkout sheet issued to the mbr?  




Y/N 

Date provided: _____

8.  Govt Qtrs Term rptd (if applic) on UD: _____ RED updated?  Y/N/NA


    Rptd on UD: _____ 
PRO/CON rptd UD: _____

9.  BAH updated?  Y/N/NA
Rptd on UD:
_____  TR rptd on UD: _____

























MCD Admin Form 1320/1 (REV. 10/3/00)
