
A2.14 - Process PCS Travel

Staffing

Forwards
Message and
Physical Date

HRO
Contact employee to
arrange interviews and
counseling entitlements

1.5 hours

Processing
•Send SF-75 information to
activity
•Determine if overseas

30 minutes

Over
seas

Processing
Create overseas file

15 minutes

HRO
Receive medical exam info
Fax to activity

30 minutes

Overseas Dispensary
Approve medical exam

240 hours

Not
Over
seas

HRO
Prepare forms for
employee signature

15 minutes

Employee
Sign transportation rotation,
overseas suitability agreement

20 minutes

HRO
•Setup PSD travel appointment
•Refer employee to Benefits section

10 minutes

Processing
Determine if overseas offer*

5 minutes

Not
Overseas

Over
seas

Processing

Forward
OPF/Overseas folder

to Staffing**

5 minutes

Processing

Forward OPF to
Central Records

5 minutes

Note: HRO will send all documents to processing.  Processing will
fax copies to new activity, put copies of all documents in overseas
folder, and originals in OPF.
* Comptroller or Activity Administration Office to handle travel
orders, calculations, & requests of accounting site.  Types passport
forms, request dependent entry approval. Counsels employees
regarding shipment of HHGs, POV, TQSE, misc. expenses, and
advance pay.
** Staffing tracks overseas return rights & RIF.  Retains OS file.
Note: HRSC business Office will act as HRO if employee leaving is
in the HRSC


