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21st Mission Support Squadron

Civilian Personnel Flight

First Duty Station Moves

What is a First Duty Hire move? A First Duty Hire move is a move for an individual who has never worked for the government or has been out of government service, due to RIF, for more than 1 year, or has been out of government service, due to resignation, for more than 3 days.

What are my entitlements? Entitlements for First Duty Hires are limited to the following:  
 Allowable Expenses. 
1. Travel expenses including per diem for the appointee or student trainee 
2. Transportation for immediate family of appointee or student trainee 
3. Mileage if privately owned vehicle is used in travel 
4. Transportation and temporary storage of household goods 
5. Non-temporary storage of household goods, if appointed to an isolated location 
6. Transportation of mobile homes
7. Miscellaneous expense allowance (if going to a Foreign location)
8. Subsistence while occupying temporary quarters (if going to a Foreign location)
Non Allowable Expenses 
1. Per diem for family
2. Cost of house-hunting trip
3. Subsistence while occupying temporary quarters (unless going to a Foreign location)
4. Miscellaneous expense allowance (unless going to a Foreign location)
5. Residence sale and purchase expenses
6. Lease-breaking expenses
7. Location services.
Who processes my orders? If you are relocating to an Air Force Base that is serviced by the Air Force Personnel Center (AFPC), the PCS Unit (AFPC/DPCMP) will process your orders.  If you are going to a location not serviced by AFPC, the gaining location will process your orders.  You should contact them directly. 

What do I do to begin the PCS orders process? In order to process your PCS orders, we will need the following information:  
1. Full address, including City, State and Zip Code
2. Full names and Dates of Birth (DOB) of family members, we do not need spouse's DOB.
3. Will your family members be traveling with you or at a later date?  If they are traveling at a later date, provide the approximate date of travel.
You will also need to complete a Transportation Agreement, DD Form 1618, if you are moving to a non-foreign area (to include Hawaii, Alaska, and Guam) or a DD Form 1617, if you are moving to a foreign area.  
Forward this information to us at DPCPCS@randolph.af.mil or FAX it to commercial 210-565-3097.  
What do I do after I receive my orders? Once you receive your PCS orders, you will need to make an appointment with the nearest Traffic Management Office (TMO) for the shipment of your household goods (HHGs).  The individual who selected you for the position may be able to assist you in this area.  If not, you may contact the nearest military facility or call our office for assistance.  

What do I do after I report to my new duty station? Once you arrive at your Permanent Duty Station (PDS), report to your local Civilian Personnel Flight (CPF) for inprocessing.  You must complete a travel voucher to receive reimbursement for your moving expenses.
What is this new abbreviated language? There are going to be many acronyms and terms that you may not be familiar with in federal service.  A few of them are as follows:
Per Diem,  is an allowance that covers lodging, meals and incidentals during your en route travel time. 
· NTS, non-temporary storage.
· EOD, Entrance on Duty
· CPF, Civilian Personnel Flight
· TMO, Traffic Management Office
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Information provided can be found in the APPC PCS guide found at www.afpc.randolph.af.mil/dpc/pcs/NCPmove.htm and references listed.
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