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NEO Packet
Identification Documents (all that apply)

•ID Card(s)
•Passport(s) 
•Birth Certificates
•Marriage Certificate

Personal & Financial Documents:
•Shot Records
•Power of Attorney (family care plan / spousal needs (as appropriate))
•Last Will and Testament
•Checkbook / Bank books
•Credit Cards
•Vehicle Registration / Title 
•Insurance Policies (car, life, health, etc.)

Required USFK NEO Forms
•DA Form 4986 (EA Form 741-E) Personal Property Record (2 ea) (1 w/ HHG inventory)
•DD Form 1864 Vehicle Key Tag (1 per POV)
•Emergency Payment Authorization Form (2 ea - Only for Non-Command Sponsored Families)
- DD Form 1337 Authorization/Designation for Emergency Pay and Allowances Instructions
or
- DD Form 2461 Authorization for Emergency Evacuation Advance and Allotment Payments for DoD     

Civilian Employees
•DD Form 2585 Repatriation Processing Form (1 ea)
•USFK Pam 600-300 (1 ea)
•USFK Form 197-R-E Noncombatant Preparedness Checklist (2 ea – 1 stays with warden)
•USFK Form 178-R-E Noncombatant Data Card (2 ea – 1 stays with warden)
•USFK Form 123-R-E Noncombatant Volunteer Form (2 ea – 1 stays with warden)
•Commander’s Noncombatant Evacuee Contact Letter (1 ea)
•NEO Warden’s Noncombatant Evacuee Contact Letter (1 ea)   
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Financial References
• Insurance Policies
• Bank books
• Check books
• Credit cards
• Stocks / Bonds / Brokerage accounts
• Income Tax Records
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Hard to Replace Items

• Pet Vaccination Records

• Copy of Medical Records (for EFMP)

• All Bills of Lading coming to Korea

• Videotape of Household goods / POV

• Social Security Cards

• Precious photos / negatives / disks

• Wills / Letters of Intent

• Divorce decrees / custody orders
 

For use in making Strip Maps an Atlas of Korea (English version) is available for 
Area II personnel at the NEO  Warden’s desk located at Headquarters, Camp 
Market Building 1650, second floor, room 207 in the Payroll/Personnel Office.   
 
Strip maps can be made using this Korean website: http://maps.naver.com  The 
strip map MUST BE TRANSLATED into English! 
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STRIP MAP
FROM NC RESIDENCE TO ECC

1. PURPOSE.  This form will be completed by the NEO warden on each 
NC family assigned.  In the event of a NEO exercise or contingency, 
this form aids the NC in their travel to the ECC.  One copy of the 
completed form should be maintained in the NC’s NEO packet, and an 
extra copy in the NEO warden’s battle book (to hand out in case of a 
contingency/exercise).

2. INSTRUCTIONS.  

Strip map should be detailed enough to facilitate rapid and easy
navigation from the NC’s house to the nearest ECC.  Key landmarks, 
subway stop numbers, building numbers, street names, etc. as well as 
a north-seeking arrow should be included.

There may be a need to have the instructions translated into a 
language other than English.

1 copy
per family
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NOT LISTED, BUT NEEDED
STRIP MAP

FROM UNIT TO NC RESIDENCE

1. PURPOSE.  This form will be completed by the NEO warden on each 
NC family assigned.  In the event of a NEO exercise or contingency, 
this form aids the NEO Warden in physically notifying the NC family.  
The completed form should be maintained in the NEO warden’s battle 
book.  The second strip map will be turned in with household goods 
inventories and keys to assist the packers in finding the house, should 
the situation permit shipping HHG back to CONUS.

2. INSTRUCTIONS.  

Strip map should be detailed enough to facilitate rapid and easy
navigation to the NC’s house.  Key landmarks, subway stop numbers, 
building numbers, street names, etc. as well as a north-seeking arrow 
should be included.

Ideally, the NEO warden maps out the most efficient route from house 
to house; in effect, linking all of his strip maps.  Maps should be 
physically verified periodically, esp. when relinquishing duties to a 
successor.

2 copies
per family

W

183-3 (#2A)
Dong-A Il
Itaewaon-3-dong
Yongsan-Gu
Seoul
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USFK FORM 197-R-E
NC PREPAREDNESS CHECKLIST

1. PURPOSE.  USFK Form 197-R-E will be completed by NEO wardens 
on each assigned NC family.  The form serves as a tool to enhance NC 
readiness and is a record of the NEO warden’s most recent inspection 
of a NC family’s NEO kit (packet + bag).  One copy of the completed 
form should be maintained in the NEO packet (as a table of contents) 
and one copy retained in the NEO warden’s battle book.

2. INSTRUCTIONS.  

Self-explanatory.   Asterisked items are required.

Warden fills out the sponsor’s information at the top of the form and 
goes through the checklist line by line, checking the appropriate block.

The warden and sponsor both sign the bottom of the form after 
inspection is concluded.

This form must be updated quarterly.

2 copies
per family

WRed “W” indicates a copy maintained by NEO warden
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Unit # MUST INCLUDE a complete physical address (example:  Central Texas College, 
Unit #15559, Bldg. #1650). 

8

USFK FORM 178-R-E
NEO DATA CARD

1. PURPOSE.  One USFK Form 178-R-E will be completed by the NEO 
warden on each NC family assigned.  This form aids the NEO warden 
in his/her monthly reporting requirements and serves as a source of 
contact information.  The completed form should be maintained in the 
NEO wardens battle book.

2. INSTRUCTIONS.  

Self-explanatory.  

The information on this form is FOUO and should be verified during 
quarterly inspections.

2 copies
per family

W
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DD FORM 2585
REPATRIATION PROCESSING CENTER 

PROCESSING SHEET

Purpose. The DD Form 2585 Repatriation 
Processing Center Processing Sheet is a single form 
to capture information that will be used to assist the 
noncombatant evacuee family in the process of 
repatriation.  This form must be completed before 
repatriation processing can be completed in the 
United States.  All US citizens and their families who 
are evacuated to the United States will complete this 
form.  All USFK noncombatant families are 
provided this form as part of the NEO packet and 
will complete the Section III Evacuee Identifying 
Information and maintain one copy of this form 
per family in their NEO packet.  The remainder of 
the form will be completed enroute to the United 
States or at the repatriation site. This form is not This form is not 
used during evacuation processing in the ROK.used during evacuation processing in the ROK.

1
per family
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DA FORM 2402
EXCHANGE TAG

1.  PURPOSE.  DA Form 2402 (Exchange Tag) will be used as the ECC/RC 
control card for tracking NCEs through the ECC/RC process.

2.  INSTRUCTIONS.  This form will be completed as follows.  This will 
reduce processing time at the AP/RC.
a.  ITEM #1 (SUPPORT AGENCY).  Indicate NCE’s name (Last, first, and 
middle).
b.  ITEM #2 (DATE).  LEAVE BLANK THIS IS FOR ECC USE ONLY.  
Indicate date-time-group of arrival at ECC (i.e., 290810 Aug 88).
c.  ITEM #3 (ORGANIZATION).  Indicate sponsor’s unit.
d.  ITEM #4.  Not used.
e.  ITEM #5 (NSN).  Indicate sponsor’s social security number.
f.  ITEM #6 (NOUN NOMENCLATURE).  Indicate citizenship/nationally 
status (i.e., U.S. citizen, resident alien, etc.).
g.  ITEM #7 (PD).  Indicate birth date (i.e., 14 Mar 52).
h.  ITEM #8 (PD AUTHENTICATION).  Indicate sex and relationship to 
sponsor (i.e., F - wife).  

STOP!  The remainder of the form is for ECC use only.
i.  ITEM #9 (END ITEM NOUN NOMENCLATURE).  Not used.
j.  ITEM #10 (MODEL).  Not used.
k.  ITEM #11 (SERIAL NUMBER).  Not used.
l.  ITEM #12 (DEFICIENCY OR SYMPTOM).  Indicate medical evacuation 
data.
m.  ITEM #13 (DATE ACCEPTED).  Indicate the date-time-group of 
departure from ECC (i.e., 291015 Aug 88).
n.  ITEM #14 (SIGNATURE).  Not used.
o.  ITEM #15 (NMCS).  Not used.
p.  ITEM #16 (JON).  Indicate the date-time-group of arrival at RC (i.e., 
291830 Aug 88).
q.  ITEM #17 (INITIALS).  Not used.
r.  ITEM #18 (DATE REPAIRED).  Indicate the date-time-group of departure 
from RC (i.e., 300645 Aug 88).

3.  DISTRIBUTION.  Copies of the DA Form 2402 will be retained as 
tracking aids at the following locations:

a.  ECC Reception station.
b.  RC Reception station.
c.   POE Reception station. 

NOTE:  Items 2, 12, 13, 16, and 18 should not be filled out until execution of 
an ordered evacuation.

Back-up for Automated Tracking
XEROX COPY NOT SUFFICIENT.
NOT AVAILABLE ONLINE.
MUST BE ORDERED THROUGH PUBS!

1 per NCE
& pet
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DA FORM 3955
CHANGE OF ADDRESS CARD

PURPOSE:  Used to change mailing address for 
NCEs.  Where all family members used to get 
mail at the sponsor’s unit, now only the sponsor 
remaining behind will get it.

INSTRUCTIONS:  
- Print Sponsor’s Last, First, MI, Grade, SSN

where indicated
- Note “NEO of Family Members only” (if Mil
or EEC) or “NEO of Sponsor & Family” (if
non-EEC) in New Organization

- Put current mailing address as Old Address
- Put final destination address as New Address
- List family member names in Remarks
- Initial consent and sign (do not date)

NOT AVAILABLE ONLINE.
MUST BE ORDERED THROUGH PUBS!

2
per family
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USFK FORM 207
MILITARY REGISTRATION/TITLE

PURPOSE:  Used to show ownership of a 
POV (even a Hooptie) in Korea.  Used 
primarily to file claims for loss against the 
government upon return to CONUS.

INSTRUCTIONS:  NCE keeps one copy to 
prove ownership.  The other copy is turned in 
with tagged POV key (DD Form 1864).

From MP Station!!

2
per POV
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DD FORM 754
REPAIR TAG

1
per family

PURPOSE:  Used to tag keys to an NCE’s 
residence.  Tear off stub serves as a receipt of 
key and household goods.  Alternate uses 
include excess baggage tag or contraband tag.

INSTRUCTIONS:
- List First 3 letters of last name + Last 4 SSN

in Ident. No. spaces
- List Sponsor’s Last, First, MI and grade

where indicated.
- List sponsor’s unit of assignment in 

Organization
- List sponsor’s SSN in Service No. / SSAM
- List nearest USFK installation to residence in
Station block

- Write any door keycode in Worker’s Initials
block (if applicable)

- Write detailed street address in Nature of 
Repair block

XEROX COPY NOT SUFFICIENT.
NOT AVAILABLE ONLINE.
MUST BE ORDERED THROUGH PUBS!

 
 
 



info.pfec@ctcd.edu 7 4/11/2007  

25

PHS FORM 731
INT’L CERTIFICATE OF VACCINATIONS

(YELLOW SHOT RECORDS)

1
per NCE
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USFK FORM 123-R-E
NEO VOLUNTEER INFORMATION

1. PURPOSE.  USFK Form 123-R-E will be completed by those NCEs 
that possess certain skills that will be needed during an emergency 
evacuation.  The form should be completed even though the NCE does 
not desire to volunteer his/her services during such an emergency.  
NCEs possessing such skills will not be delayed in their evacuation 
processing because they have volunteered their services to be used in 
the evacuation process.  The completed form should be maintained in 
the NEO packet.

2. INSTRUCTIONS.  

Self-explanatory.  Fill out one section per each adult NCE in family.

Filling it out does NOT
obligate NCE!

Volunteering will NOT
delay evacuation!

2
per family

W  
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USFK PAM 600-300
EMERGENCY EVAC PROCEDURES

PURPOSE:  Used to inform NCs about the 
NEO system.  Printed in English and Hangul.  
Other languages are being developed.

First source of information on what to do, what 
to pack, and where to go in the event of a 
NEO.

1
per family
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The following forms are for Military Spouses or Command 
Sponsored Noncombatants 
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DA FORM 4986 (or EA Form 741-E)
PERSONAL (HI-DOLLAR) PROPERTY RECORD

1.  PURPOSE. This form is used to record high dollar value items 
of NCE’s personal property maintained in the ROK.  This form 
may be used to help the NCE prepare claims against the U.S. 
government for reimbursement for loss or damage to their 
personal property due to an emergency evacuation from the ROK.  
Items that should be listed on this form include, but are not 
restricted to:

a.  Televisions
b.  Stereos
c.  Video Cassette Recorders
d.  Microwaves
e.  Cameras (over $200)
f.  Items valued over $200 (i.e., appliances, jewelry, etc.)

2.  INSTRUCTIONS. Complete DA Form 4986 as follows:

a.  PAGE NUMBER, NUMBER OF PAGES, DATE OF 
PREPARATION blocks.  Self-explanatory.
b.  PRINTED NAME, SOCIAL SECURITY NUMBER, 
SIGNATURE blocks.  Self-explanatory.
c.  NAME OF ITEM block.  Indicate generic name of item (i.e., 
Television, Microwave, etc.)
d.  QUANTITY block.  Indicate the quantity of the item described.
e.  BRAND NAME, MODEL OR STYLE, OTHER DESCRIPTION 
block.  Indicate the description of the item to include brand name, 
model number, etc.
f.  SERIAL NUMBER block.  Indicate the serial number of the 
item, if applicable.
g.  DATE ACQUIRED block.  Self-explanatory.
h.  VALUE block.  Indicate the purchase cost of the item.
i.  INITIALS/SIGNATURE OF INDIVIDUAL VERIFYING block.  
This block will be verified by a member in the grade of E-6 and 
above within the sponsor’s chain of command.

2 per 
CS family
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DD FORM 2461
AUTHORIZATION FOR EMERGENCY PAY 

(CIVILIAN)

1.  PURPOSE. Used by non-command sponsored DOD 
civilians to authorize payment of emergency funds to their 
family members in case of evacuation from the ROK.  See 
USFK Reg 37-6 for additional information.

2.  INSTRUCTIONS:  See example to complete form.

3.  PROCESSING PROCEDURES.

a.  The employee will complete 3 copies of DD Form 2461 
and obtain the signature of the primary dependent.
b.  The CPO ensures advance authorized is IAW appropriate 
regulations, signs as authenticating official, and makes the 
following distribution: One copy is forwarded to the servicing 
finance office, one copy is placed in the employees official 
folder, and the original is returned to the employee along 
with a copy of USFK Pam 37-2.

DO NOT DATE

4.  ENTITLEMENTS. Entitlements for U.S. government 
employees and their family members during an evacuation 
are contained in the DOS Standardized Regulations, chapter 
600, and endorsed for DOD civilians under DOD 1400.11-I 
and JFTR, Volume 2, chapter 12.

5.  DISPOSITION OF DD FORM 2461. The primary family 
member should place the DD Form 2461 in the NEO packet.

3 per DoD
civ family
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DD FORM 1337
AUTHORIZATION FOR EMERGENCY PAY 

(MILITARY)

1.  PURPOSE. Used by military personnel (Army, Air Force, Navy, and 
Marines) to authorize payment of emergency funds to their family members in 
the event of evacuation from the ROK.  See USFK Reg 37-6 for additional 
information.

2.  INSTRUCTIONS. Prepare DD Form 1337 in two copies as follows:

a.  MEMBER block.  Self-explanatory.
b.  GRADE, RATE, OR RANK block.  Self-explanatory.
c.  FILE OR SERVICE NUMBER block.  Leave blank.
d.  SOCIAL SECURITY ACCOUNT NUMBER block.  Self-explanatory.
e.  MEMBER’S STATION OR ORGANIZATION block.  Indicate the unit where 
the member (sponsor) is assigned.
f.  PRIMARY DEPENDENT’S NAME block.  Self-explanatory.  (This is the 
individual who will receive the payments).
g.  RELATIONSHIP block.  Self-explanatory.
h.  ADVANCE OF PAY block.  Indicate the amount of advance pay authorized 
by the sponsor to be paid back to the primary family member.  The amount 
may not exceed 2 months of basic pay.  NOTE: Individuals with affidavits will 
receive only 1 month’s basic pay.  Repayment procedures may vary according 
to service branch.
i.  EVACUATION ALLOWANCE block.  Authorizes COMMAND SPONSORED 
family members to be paid an evacuation (per diem) allowance after departure 
from the ROK in accordance with the Joint Federal Travel Regulation.
j.  EMERGENCY DISLOCATION ALLOWANCE block.  Authorizes 
COMMAND SPONSORED family members to be paid an emergency 
dislocation allowance upon arrival at the designated location in accordance 
with the Joint Federal Travel Regulation.

DO NOT DATE

k.  SIGNATURE blocks.  The DD 1337 is signed by the sponsor and the 
primary family member.  The unit commander will verify the ADVANCE OF 
PAY block amount and sign the DD Form 1337.  The original will be returned 
to the service member and one copy retained for unit files.
l.  This form must be signed by both the sponsor and primary family member 
or designated representative.

2 per military
family
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DD FORM 788-series
POV SHIPPING DOCUMENT

(FOR ELIGIBLE VEHICLES ONLY)

1.  PURPOSE. This form will be used as an inspection of your 
Privately Owned Vehicle.  This form may be used later upon 
return to the U.S. in the event that it becomes necessary to 
file a claim against the U.S. government for personal property 
lost and/or destroyed as a result of the evacuation of the NCE 
from the ROK.  See chapter 8, subparagraph 8-5c for detailed 
information.

2.  INSTRUCTIONS. Complete one copy of the form as follows:
a.   POV MAKE YR. MAKE:  Enter the Year and Make of the 
POV  (ie ’91Ford)
b.  OWNER’S LAST NAME:  Enter the Last name of the 
owner.
c.   F & MI:  Enter the First and Middle Initial of the owner.
d.  GRADE:  Enter the pay grade for the owner.
e.   STATE:  Enter SOFA.
f.  .LICENSE NUMBER:  Enter the license number of the 
vehicle (ie 6-0000)
g.  COLOR:  Enter the color of the vehicle.
h.  BODY TYPE:  Enter 2DR or 4DR
i.  VEHICLE IDENTIFICATION NUMBER:  Enter the Vehicle 
Identification Number (VIN)

3. DISTRIBUTION. 5 Copies
a.  NCEs should keep one copy of this form in their NEO 
packet.
b.  Turn-in 4 copies with keys to Vehicle & USFK registration

ALSO INCLUDE POV SHIPPING AND IMPORT 
DOCUMENTS BRINGING POV TO KOREA!

5 copies
per CS POV
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DD FORM 1864
VEHICLE KEY TAG

1.  PURPOSE. This form is used to separate keys to 
vehicles that will be used for moving for military members, 
dependents and DOD Civilians.  Sponsor’s personal 
information on the form ensures that the vehicle keys are 
given to the proper owner.  “Hooptie” vehicles may be used 
as an alternate means of moving NCEs, so all POV keys 
must be turned in at the ECC (not just those vehicles eligilble
for shipment back to CONUS).

2.  INSTRUCTIONS. This form will be completed as follows:

a.  SPONSOR’S NAME block.  Enter sponsor’s name (Last, 
first and middle initial).
b.  RANK AND PAY GRADE block.  Enter sponsor’s rank and 
pay grade (i.e., SGT/E-5).
c.  SSN block.  Enter sponsor’s Social Security Number.
d.  ADDRESS FOR NOTIFICATION PURPOSES, OR NEW 
DUTY STATION block.  Enter the address and phone 
number of the location that the sponsor’s dependents will be 
relocated to.
e.  MAKE OF VEHICLE block.  Enter the make (i.e., FORD).
f.  YEAR block.  Enter the year of the automobile.
g.  MODEL block.  Enter the model (i.e., Taurus SHO).
h.  COLOR block.  Enter the color of the automobile.i.   
LICENSE NUMBER and STATE block.  Enter SOFA 6-0000

3. This tag is used in conjunction with DD Form 788 (POV 
Inspection Form) 

XEROX COPY NOT SUFFICIENT.
NOT AVAILABLE ONLINE.
MUST BE ORDERED THROUGH PUBS!

1
per vehicle

 
 
 
 
 
 
This concludes the forms that you would be required to 
complete or list in your NEO Packet. 


