IN-PROCESSING GUIDELINES

FOLLOWING SHOULD BE ACCOMPLISHED FIRST OR SECOND DAY!!!
CPAC
Pulaski Barracks, Bldg 2925, entrance B.  POC is Annette Zacher, 489-6608.

Initial in-processing, TQSE started, documents signed.  Need copy of orders, information from SF 75 (provided by departing CPO to you), household goods (HHG) papers, etc.

Occupational Health Records

Pulaski Barracks, Bldg 2925, entrance A, second floor.  POC is Leona Turek, 489-7710, FAX 489-6796.  She will enter you into her medical records listing so we can get our biennial physicals, free prescription safety glasses, immunization shots for our job, etc.

ID CARD/Geneva Convention Card
Pulaski, Bldg 2925 (same as CPO).  

Complete the ID Card form and receive the ID card application form from CPAC.  (If the ID card form has been completed and returned before your arrival, your sponsor can pick this up and you will avoid one stop the day that you arrive).  Need copy of orders. Take CPAC paperwork for the cards to Kleber Kaserne (DSN 483-7072/7662). Sign up for the cards in Bldg 3245, Rm 115 and wait to be called. You’ll complete more paperwork and then get your picture taken for ID card. You should get a DD Form 2764 for Emergency Essential personnel and DD Form 1173 for dependents. It’s recommended you get this as early in the day as possible to avoid long delays.  Without the ID card, you will have difficulties doing anything over here.  The ID card processing is paramount!

SOFA STAMP

Check inside your passport to see if you have a Status of Forces Agreement (SOFA) stamp.  It will normally be placed on the passport by the issuing office and needs to be signed to be valid.  If this stamp has not been signed, you’ll need to get one for your time here. Send us the name, as written, on the passport of yourself and all family members.  We can take this info to the CPAC office in Pulaski to complete AE Form 600-77A and then you take this to the Passport office some afternoon (office is only open in PM) in Kleber (Bldg 3245) for them to complete a signed stamp for you.  If the paperwork is ready, we can accomplish this at the same time as the ID card above.

TQSE & FINANCE
Annette Zacher will have you complete paperwork to initiate TQSE for your stay in a hotel (gasthaus).  It is for 30-day increments and you must record the cost of lodging, all meals, washing/dry cleaning.  You will get an 

in-processing package which explains your entitlements.  She’ll also have you identify where you want your paycheck to go.  It WILL be direct deposit and the necessary forms will be turned over to the DFAS representative at Pulaski (same bldg as Annette) (DSN 489-7740).  If you want to use a stateside bank, be sure you get their address and routing number before your depart the states.  Any Thrift Savings Plan (TSP) designations, health insurance, W-4 form, etc., will be completed at this time.  Beware that state taxes are NOT automatically taken from your wages here.  You’ll have to make special arrangements to handle this.

BANK/CREDIT UNION

Service Federal Credit Union at Ramstein (DSN 480-5556/2425), Vogelweh & Landstuhl.  Community Bank at Miesau (open Tuesday & Friday), Landstuhl, Vogelweh & Ramstein.  Most German utility bills can be paid at a Community branch bank for a one-dollar fee as opposed to 8-10 marks at German post offices, banks, etc. It should be noted that there will be a 5-day waiting period for posting and executing this transaction at the Community bank, so plan accordingly.  Establishing a bank/CU account locally will help in identifying an account for sending the TQSE to you.

TRANSPORTATION/HHG NOTIFICATION

Pulaski, Bldg 2932, 1ST Floor.  DSN 483-7751.  Report your arrival to them so they have a way to contact you when hold baggage and household goods arrive.  Be prepared to give them a copy of your orders.

USAREUR DRIVER’S LICENSE 

Pulaski, Bldg 2932, 2nd floor, DSN 489-7191.


Testing will be required for new arrivals to get a USAREUR Driver’s Certificate.  You MUST have a valid stateside license.  Otherwise, you will have to take the German driver’s training course.  Sign out a study book beforehand and read through the materials, especially the signs and practice test questions in the back.  This material is VERY similar to that on the actual test.  Ask when the next Orientation class will be held.  It typically starts at 0800 and lasts about 4 hours. You’ll need to attend this and get a certificate from the class prior to taking the test.  Testing is offered by appointment only.  It is available on Mondays at 1300; Tuesdays/Thursdays at 0800 and 1300; and Wednesdays/Fridays at 0800.  To take the test, you’ll need your USAREUR ID, stateside license, $10 check, Orientation completion form and AE Form 190-1T (application for license).  There will be a 50-question test on road signs.  On passing this, you will get a 100-question test on rules of the road.  Again, these questions are very similar to those in the study book.  On passing both tests, you’ll get a form with which you can get your temporary license.  You’ll need to take an eye chart test, provide a check of $10 with your Orientation certificate and USAREUR ID to get the temp license.  The permanent one will come in the mail in a few days and is valid for six years.


 After you have completed the testing and received your USAREUR driving certificate (remember it’s valid only with a current stateside license), ask for your DA Form 348 to be updated so you can drive government vehicles.  They will make a new one if you don’t have one already.  You’ll need to take another eye exam for this license also.  Then take the DA Form 348 to the motor pool at Miesau to get you registered to drive the TMP vehicles.

FOLLOWING IS INFORMATION FOR FIRST AND SECOND WEEK

HOUSING

Vogelweh, Bldg 1001, upstairs; housing area.  DSN 489-6643/6659.  Use computers to locate housing and make a printout to take with you.  No appointment needed for this.   Personnel there can make calls for you to see prospective housing.  Get a copy of a standard military contract (located in the forms rack outside the computer room) so you can get signatures if you find ‘the place’.  Otherwise, you may lose out to others looking for the same type of residence as you who did get a contract signed. If you use an immobilien (real estate agency), you’ll have to arrange for housing to inspect the place prior to signing any agreements. Once this has been done, you’ll need to go back to the housing office to finalize the paperwork.  That’s started in the first floor office of Bldg 1001. If you get a place listed with the immobilien, be prepared to pay a finder’s fee out of your own pocket amounting to about one month’s rent.  You can get this reimbursed if you claim it on your PCS voucher as a miscellaneous expense (up to 2 weeks salary),

COMMISSARY
Located at both Ramstein & Vogelweh.  To enter, you must have a copy of orders & passport/person prior to getting your ID card.

BASE/POST EXCHANGE (BX/PX)

Located at both Ramstein & Vogelweh.  To enter, you must have a copy of orders & passport/person prior to getting your ID card.  There is also a small PX located at Miesau.

GOVT/TMP LICENSE
You must have a stamped DA Form 348 from Pulaski, your USAREUR driver license and a signed memo from the Directorate office.  Take all three to TMP at Miesau.  They will process the paperwork and issue a government driver’s license for the authorized vehicle types.  Must also see winter driving film & have license stamped so you can drive a government vehicle in the winter.

AMMMO AREA PASS
AE Form 190-13B must be prepared in order to get picture taken.  This will be done by the directorate office and signed by the Chief, QAD.  Go to the Pass Office at the security building by the Miesau front gate. Usually requires two visits to get your permanent pass, but a day pass can be issued immediately.

FURNISHINGS MANAGEMENT OFFICE
Einsiedlerhof, Bldg 720, Door 8.  DSN 489-6153/6157.  Open M-F 0730-1430.  You can call for an appointment M-Th 1500-1700.  Various items on temporary or long term loan.  This will be more important after you have found a place to live.  Beds, appliances, tables, chairs, clothing storage, etc., are available.

VEHICLE INBOUND
Kapaun Air Station (by Vogelweh).  DSN 489-7750/7542. Phone weekly to check on arrival of your car. Don’t wait for card in the mail.  Car could be here for 1-2 weeks before card arrives. Your vehicle may also be traced on the web at http://www.whereismypov.com 

LEMON LOTS

If you are looking to buy a vehicle here for your tour, there are two places where you might find just what you’re looking for.  Just across the street from the Vogelweh theater is a ‘lemon’ lot, where people park vehicles they wish to sell.  This may be departing personnel, people who have another vehicle and no longer need one, or a German.  There is another ‘lemon’ lot on Ramstein by the north side post office with a larger selection.  

VEHICLE REGISTRATION
Kapaun Air Station (by Vogelweh), vehicle receiving area.  DSN 489-6643/7542/7729.  Can make an appointment to decrease waiting time.  You will need your USAREUR driver’s license, ID card, double white card (insurance), green card,  and a $15 check or money or your STAR card for payment to register your vehicle.  You will get USAREUR plates (temp) for your vehicle at this time, good for 30 days pending vehicle inspection.  After you finish with vehicle registration you will go to the Vehicle Processing Center (the folks that shipped your car) in the same building. VPC will need your POV shipping documents (DD Form 788, the one you filled out when you shipped your car in the states), a complete set of orders, and they will prepare a few more documents for you to sign. When you finish with VPC, take your vehicle to have it inspected. Vehicle inspections are performed up to 1500 hours. You MUST have a first aid kit and a warning triangle in your vehicle.  After your vehicle passes inspection, the registration process will be finalized at the inspection station.

GASOLINE COUPONS

You can purchase gas coupons for your vehicle after you have completed registration.  The booklets are in 25, 50, 100 and 200-liter increments.  They can be purchased at an AAFES gas station or in the BX/PX.  They can be used at all ESSO stations in Germany and any AAFES gas station as well.  Simply fill your tank to the desired level (I usually fill up in 5-liter increments), then indicate the date, your license number on the coupon(s) and sign.  If you choose, you can elect to pay in cash at the AAFES stations by showing your vehicle registration at time of purchase.

E-MAIL
See Alex Jaworski in the Operation Division to set up an e-mail account. You need a copy of the passed Computer User Test that you can take at

https://www.uatp.hqusareur.army.mil/
GOVERNMENT CREDIT CARD
HQ, Miesau, S-1, right side of building.  If you already have a card, call COL’s  secretary Marina @ 486-3820 so she can enter your name into the database. The card is Bank of America Visa.

RATION CARD
HQ, Miesau, S-1, right side of building.  Copy of orders & ID card needed.  Can sign for spouse and eligible children if you have those ID cards.  The card is valid for 3 years.

SECURITY

Go to the S-2 office in Bldg 1216 to in-process.  This will permit us to get you on the key access roster for the ammunition areas.  Only takes a couple minutes but is necessary.
KEY ROSTER
Chuck must submit memo through S-2 security and the Support Operations Office to update the key access roster.

VALUE ADDED TAX (VAT)

Purchases in Germany are assessed a 16% tax known as VAT.  You can get relief from that tax on large purchases with a VAT form.  Each one costs $3.  There is a VAT office above security by the Miesau front gate or you can go to the VAT office on Ramstein Air Base, Pulaski Barracks or Kleber Kaserne.  Once the form has been used, you need to return the white copy back to the VAT office for their processing.  It’s worth the trouble to get this!!

VAT UTILITIES
Pulaski, Bldg 2917; Kleber Kaserne, Bldg 3201; and Ramstein, Bldg 2122 (South side of base).  Miesau does not provide this service.  Must sign up for this if you want to participate.  Provides tax relief.  Some towns/villages will disconnect service after a period of time if Americans do not join.  It’s a one-time join up $77 charge. Take copy of orders for some of the information on it.  Need address & phone number of German home.

HOSPITAL
Landstuhl Regional Medical Center.  Sponsor must be entered in computer database before dependents can use system.  Do this before it is needed.  Saves lots of grief.  Go to Bldg 3766 and ask for directions to the Patient Administration Section (DSN 486-8849).  You’ll need sponsor’s ID card & orders plus name, SSN & birthday of each dependent.  There is an automatic $149 charge for Family Practice visits.  Charges vary depending on the clinic.

PCS VOUCHER

Your PCS voucher will be sent to: 208th Finance, ATTN: Travel Section, Unit 30041, APO AE 09166.  You will need 7 copies of your orders with the voucher.  You need to include documentation of any travel advance you received and any documents related to stateside POV shipment.  This covers travel and miscellaneous expenses, including real estate expenses such as finder’s fees for the house you might get.  If you have any questions, contact their customer service section at DSN 384-6988/6989.

TA-50/Chemical Gear

As deployable Emergency Essential Civilians (EEC), you need to be issued TA-50 gear.  The Chief, QA Directorate, will prepare a form letter for you through the 191st Headquarters and Headquarters Detachment (HHD) Commander for issue of this equipment.  The items can be picked up at the Central Issue Facility (CIF) on Kleber Kaserne, DSN 483-8675.  You will get about two duffel bags worth of material.  Be sure that you get a complete inventory of the items and maintain close control of them.  Virtually all of it will require turn-in upon your rotation from this assignment.  Chemical Gear (mask, MOPP suit and accessories) will be issued through HHD of the 191st Ord Bn.
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