NATO UNCLASSIFIED


UK ARRIVALS AIDE MEMOIR
	Serial
	Requirement/Event
	Timing
	Remarks

	1. 
	PRIOR TO ARRIVAL

	2. 
	Apply for 1 month’s advance of (Net) pay  
	On receipt of AO
	Not mandatory, but is an entitlement and is paid back over a maximum of 12 months with no interest charges.

	3. 
	Plan embarkation to reflect maximum of 4 days HOTAC/non-CHBS NS in UK, and up to 14 days in Germany.
	On receipt of AO
	

	4. 
	Sort out pet passports if required – allow 6 weeks minimum.
	On receipt of AO
	You will need a pet Certificate of fitness with the passport and will have to complete Pet Registration at JHQ on arrival.

	5. 
	Complete and send SFA Application Form to : Sqn Ldr (Retd) Rex Thompson, Housing Manager, HQ RSU, JHQ, BFPO 40
	On receipt of AO
	SFA Application form available from DHE

	6. 
	With an SFA address, you can then organise removals through your unit HR Admin.
	On receipt of SFA address
	Authority to Travel is your AO.

	7. 
	Claim Disturbance Allowance asap – significant expenses incurred on arrival (BFG for car, satellite TV, phone/broadband etc). 
	On receipt of AO
	

	8. 
	Consider personal transport requirements before arriving: you may wish to consider selling car(s) rather than going through BFG process.  Equally, new car deals are there to be had, but current exchange rate makes locally purchased used LHD cars expensive compared with UK equivalents.  If you decide to BFG register your existing car(s) seek LHD headlamps (eBay, etc) or get assistance from theatre (some LHD headlamps are advertised in Sixth Sense (the local UK paper)). 
	On receipt of AO
	Concession for UK adapted headlights limited to a 60 days max and adjustable beams are no longer legal beyond that period.

	9. 
	Begin BFG car registration process pre–posting: submit BFG Form 60 - this will allow you to obtain a Customs Form 80, permitting import of car(s), new or old, into Germany.  Consider changing personalised number plates before beginning BFG process.     
	On receipt of AO
	Notwithstanding contrary advice, currently (as at 5 Mar 09) only original back-to-back hard copy forms are being accepted.

	10. 
	Obtain Security Clearance Certificate from unit Vetting Clerk or HR Admin.
	On receipt of AO
	

	11. 
	Obtain European Health Identity Cards (EHIC) for all family members
	On receipt of AO
	

	12. 
	Arrange March-In immediately before arrival of removals.  
	On posting
	Official advice is to avoid March-In and furniture arrival on same day – not necc a problem if sufficient time left for march-in process prior to removals: 2-3 hrs sufficient. 


	13. 
	Bring any UK phones with detachable connecting cables, as notwithstanding claims to the contrary, these will work if correct cable obtained for a German/UK connection (aval from JHQ shops).
	On posting
	

	14. 
	Bring/obtain Sky receiver: BFBS TV and radio v limited.  Satellite dishes and ancillaries can be bought at JHQ Dutch PRI Shop more cheaply than elsewhere.
	On posting
	

	15. 
	Address – You may want to give a UK postcode for BFPO mail (for example whilst filling in a form on the internet some companies need a UK address) the postcode for the sorting office is;

JAPCC                  or           CAOC 2
PO Box 2004                       PO Box 2005

BFPO 105                           BFPO 105

West End Road                   West End Road

Ruislip                                 Ruislip

HA4 6DQ                            HA4 6DQ

BFPO Address:                    German address:

Unit                                       Xxxxx Strasse + house number

PO Box 2004 or 2005           D-47574 Goch

BFPO 105                             Germany


	As required
	

	16. 
	AFTER ARRIVAL

	17. 
	On March-In be sure to pick up every item that needs work – work services are fastest on arrival.
	On arrival
	

	18. 
	Obtain BFBS receiver and Dustbin Schedule from Estate Housing Clerk 
	On arrival
	

	19. 
	Put family name on house door or letter box.  
	On arrival
	Deutsche Post may not deliver unless there is a name displayed.

	20. 
	Complete BFG Matrix Test in UK Community Centre (CC) and print off certificate(s).  
	On arrival
	Need certificates for BFG Driving licence and FMT600.



	21. 
	Open bank account.  Sponsor can advise as there are a number of banks in Goch, Kalkar and Uedem and most have English speaking staff.  
	On arrival (priority)
	Will need account number to get pay and NATO expenses paid in and to obtain a phone contract (Note that UK pays Subsistence and NATO pays travel costs if on NATO business).

	22. 
	Select Telephone and Broadband telephone provider (discuss options with sponsor, each have good/bad points).
	On arrival
	3 options:  Tax Office (Kalkar), TKS (JHQ) and Local Contract. 

	23. 
	Sponsor assisted tour of local area (shopping, restaurants, BFG fuel, doctor, hospital, etc)
	On arrival
	

	24. 
	Visit JHQ ASAP IOT (Sponsor to escort with suggested “flow” of activity):

· Complete JPA arrivals/meet Mrs Haley Jelliman (HR RSU)

· Get ration cards (Leave and Movements Cell, RSU).

· Apply for Dependents ID card (Leave and Movements Cell, RSU).

· Cash UK Cheque for Euros at RSU Cashier.

· Submit BFG registration application (BFG Help Desk). 

· Get BFG Driving Permits (BFG Help Desk, need Matrix Test Cert).

· FMT 600 (from GTO - need Matrix Test Cert and current FMT600).

· Register at dental centre.

· Register at medical centre.

· BFBS Set-top box “Card” from SSVC.

· Visit HiVE and JHQ UK Welfare Centre for information.

· Register dog(s) at Welfare Centre (if required).

· Use BFPO Post Office.

· Get car insurance quotes from Culpecks and NAAFI.

· Visit NAAFI and discuss phone connection with TKS (if TKS provider chosen, see later).

· En-route, locate ARRC and Dutch PRI shops, US PX and Echoes Restaurant.
	On arrival
	Bring a passport size photo for the dependents’ ID application.

Registering dogs – need dog pet passports, inoculation books and ID chip number
Alternative chance to do Matrix test at Beresford Road (Service personnel) or in JHQ UK Welfare Centre (dependents) if not done beforehand.

	25. 
	Complete unit arrivals process (including spouse/dependents):

· HOTO.

· Induction Course (inc admin brief, tasker/tracker brief, registry brief, process brief etc).

· Photograph taken for passes.

· JAPCC/CAOC pass.

· Kaserne access pass.

· NATO pass.

· Dependents NATO pass.

· Arrival interviews.

· Visit tax office to put details into system and get info on tax-free shopping.

· Apply for appropriate NATO School course(s).

· Obtain JPA Account from UK CIS.

· Apply for GPC Card (need to complete online test (on JPA machines) for GPC Card).

· CIS Brief.

· Officers’ Mess membership. 

· 
	After arrival
	Photo for dependents’ pass taken at JAPCC/CAOC.



	26. 
	You cannot claim the expense of transporting personal vehicles to Germany (specifically excluded by current regs).  You can, however, claim for: MMA from last duty stn to APOE, from APOD to new duty stn, plus CHBS/NS/IA etc.  


	After arrival
	

	27. 
	Complete BFG car registration process when BFG Form 80 received: once forms submitted, process currently takes approx 1 week after which plates issued and entitlement to coupons begins.  Require (for each vehicle):

· BFG Form 80.

· BFG Form 20.

· Insurance Green Card.

· V5 log book.
	On receipt of Form 80
	Currently BFG coupon prices allow purchase of fuel at approx half price of UK 

	28. 
	Local stores sell cheap mobiles or ‘Handys’ or you can get a local Sim card which provide cheap local calls instead of using your UK mobile.
	As required
	May wish to also keep UK Mobile on a “cheap” Tariff to use when back in UK.

	29. 
	Obtain LHD headlight within 30 days of BFG initial registration and submit confirmation to BFG Vehicle Licensing Office (VLO).
	Within 30 days of initial BFG registration.
	

	30. 
	The Community Centre has a computer with broadband links so you can use this until you get your own system set up.  There is a library there too.
	As required
	

	31. 
	Consider obtaining Winter Tyres.
	If Required
	Advice from BFG Office in Mar 09 that winter tyres are not a legal requirement but may have insurance/liability implications if it is deemed not having them was a ‘contributory factor’ in the accident.   
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