Pre-Deployment Family Checklist
 
NOTE:  THE FOLLOWING CHECKLIST SHOULD BE COMPLETED WELL IN ADVANCE OF DEPLOYMENT.
 
 
PAY & MONEY MATTERS

 
    Problems with money can be one of the difficulties a spouse may face while their spouse is deployed.  Thoughtful advance planning and solid information can help to prevent these problems before they become out of control.  A form has been provided to set up a budget if you have not already done so.  Remember to consider periodic payments that are not necessarily due on a monthly basis (insurance, taxes, car registration, etc.).  If any doubt exists about pay, check the Leave and Earnings Statement (LES) or the service member may contact the command Disbursing Officer before deployment.  The NAVY AND MARINE CORPS RELIEF SOCIETY and the NAVY FAMILY SERVICE CENTER can also assist you in setting up a budget.  DO THIS WELL BEFORE DEPLOYMENT.
 
    DON'T ASSUME THAT YOU WILL BE SPENDING LESS MONEY WHILE YOUR SPOUSE IS AWAY.  You'll be making an effort to keep busy and will probably be spending more on crafts, recreation, babysitters, convenience foods, etc.  The Navy and Marine Corps Relief Society calls money for these purposes "sanity money."  Don't overlook these expenses as you formulate your budget.
 
    It is extremely important that service members make provisions for the spouse's access to money during deployment.  Try to anticipate any problems that may arise and plan for them.  
 
    What arrangements have been made for spouse's access to adequate funds while the service member is deployed?
 
    1.  Direct Deposit.                                           
    2.  Allotment Checks.                                         
 
When is check or deposit expected?                                
How much money?                                                   
Are you aware of upcoming pay changes due to promotion, housing, longevity, etc.                                          
Effective date?                                                   
Amount of change and reason?
Do you have a checking account?                                   
Bank/address/phone number?                                        
Account number?
Do you have a savings account?                                    
Bank/address/phone number?                                        
Account number?                                                   
Do you know how to use your bank accounts?                        
If not, learn how.                                                
 
Do you have any investments which must be managed?        
(Money market funds, mutual funds, savings certificates, etc.)                                               
Where are the papers kept?                                        
Are any actions necessary during deployment?              
(Renewal, surrender, etc.)                                        
Company/bank and phone number of contact                          
Account or certificate numbers                                    
What will you do?  When?                                          
Do you have a safety deposit box?                                 
Where?  Where is the key?                                         
 
Insurance
 
Are beneficiaries up-to-date?                                     
Where are policies kept?                                          
What annual or semi-annual payments are due during 
deployment?                                                       
When?                                                             
How much?                                                         
Renewal or changes required?                                      
If so, what will you do?                                          
 
Medical Company    Address/phone          Acct#            Agent
 
 
 
Life Company       Address/phone          Acct#            Agent
 
 
 
Homeowner (or 
 rental) Company   Address/phone          Acct#            Agent
 
 
 
Automobile
       Company     Address/phone

 Acct#            Agent
 
 
 
Do you have a towing clause in your policy?                       
Do you have a rent-a-car clause in your policy?                   
If not, do you have enough money to cover this expense if needed?                                                        
 
IF, EVEN AFTER CAREFUL PLANNING YOU HAVE DIFFICULTY WITH MONEY AFTER YOUR SPOUSE IS DEPLOYED, REMEMBER THAT THE NAVY AND MARINE CORPS RELIEF SOCIETY AND AMERICAN RED CROSS HAVE MONEY AVAILABLE FOR USE IN A TRUE EMERGENCY.
ACCESS TO TRANSPORTATION

 
Do you know how to drive?                                         
If not, can you take lessons now?                                 
If not, how will you get groceries, go to the hospital, etc.?  Make arrangements now!                                     
AUTOMOBILE

 
    One of the finest going away gifts a service member can give his spouse is a car in good working order.  We realize that some spouses are wizards with spark plugs and screwdrivers, but for those of you who are not, being well informed is the next best thing:
 
Is your car on a warranty?   ________
If so, what does it cover?   

 
Do you have to do anything to keep the warranty?                  
If so, what?
Will the car need a tune-up before deployment ends?               
If so, where and when?                                            
 
What kind of gas does your car use?                               
 
Who will you call if your car won't start?                        
 
Do you belong to an Automobile Club?                                                 
Acct #
 
Are tires in good shape?                                          
 
If they must be replaced, what brand?            
What size?       
 
Are car inspection and registration up-to-date?                   
 
Does your car need antifreeze or snow tires?                       
Will the car need lubrication, oil and filter change?             
 
Where should it be done?                                          
 
Any other maintenance?                                            
Where?                                                            
 
What will you do in case of an accident or breakdown?             
Make sure you understand your car's "temperament"
Write it down.                                                    
 
Do you have an extra car key?                                     
Where?
BASE STICKERS

 
Are car stickers in good shape and up-to-date?           ________
 
RENEW THEM NOW IF THEY EXPIRE DURING DEPLOYMENT.
 
Help for FINANCIAL EMERGENCIES
 
    Where will you go for help if you find yourself in financial trouble during the deployment?  Many people have understanding family members who may be willing to help them.  The American Red Cross may also provide emergency financial assistance.  The Navy and Marine Corps Relief Society, however, must contact the Command concerning a financial emergency and during a deployment that could take some time, so don't wait until your situation is critical before contacting them.  You may also contact Navy Family Service Center for information and referral.
 
NAVY FAMILY SERVICE CENTER

    Many bases now have a Navy Family Service Center which offers a range of services, based on the needs of a particular area.  They can range from information and referral, counseling, homemaker programs, or specific workshops such as parenting or how to live within your income.  For information specific to your area, please contact your local Navy Family Service Center.

 

Do you know which Navy Family Service Center is closest to you?                                                           
 
Where is it located?                                               
Phone Number?                                                     
 
EMERGENCY DATA FORM

 
Is serviceman's Emergency Data Form verified and current?         
Does it reflect spouse's address if she is leaving the area
during deployment?                                                
 
OMBUDSMAN, COMMAND AND OTHER CONTACT PEOPLE

 
Who is your OMBUDSMAN?                                             
Do you know what an OMBUDSMAN is?                                 
 
OMBUDSMAN phone number:
757-340-0587

If you are leaving the area during the deployment, does your OMBUDSMAN know how to reach you?                             
 
What is the ship mailing address?                                  
 
Who would you contact if there was an emergency and you had to get word to your spouse?                               
 
GOVERNMENT HOUSING, APARTMENT, HOME OWNERS

 
Are you on the waiting list for housing?                          
 
What is your latest status?                                       
 
Does the housing office know how to contact you while your spouse is deployed?                                         
 
Do you know how to arrange the move (into housing) if necessary?                                                     
Do you have a Limited Power of Attorney?                  _______       
Do all doors and windows have good locks?                         
Do you have an extra key?                                         
Where?                                                            
 
Is the breaker box labeled?                                        
Do you know where the Main Breaker is and how to use it?          
 
Where is the water main turned off?                                
Where is the gas line turned off?                                 
 
How do you turn off furnace, if necessary?                        
 
Are all major appliances in good working order?                   
 
Who will you call in the event of appliance breakdown?            
 
Do you have appliance maintenance agreements or warranties?                                                       
Where?                                                            
 
Have you had a recent fire safety inspection?                     
 
If you live in housing, call base fire department for inspection.                                                   
 
Are smoke detectors and fire extinguisher working?                
 
Do you know how to use them?                                      
 
Where are flashlights, candles?                                   
 
Where are basic hand tools (hammer, pliers, screwdrivers)?        
 
Where are important papers concerning your home?                  
 
Is lease renewal due?                                             
 
Do you know when to call the Housing Maintenance Office or the landlord for repairs?                                      
 
If you own your home, list:
Plumber:                                                          
Electrician:                                                      
Utilities Company:                                                
 
Do you know what is required for yard maintenance?                
 
Do you know how to operate the lawn mower?                        
 
Do you know how to operate a gas mower?                           
 
If you live in housing, do you have a Housing Handbook?           
 
FAMILY MEDICAL CARE

 
Is your spouse enrolled in DEERS?                                 
 
Are all your children enrolled in DEERS?                          
 
If not, make the ship's office your first stop tomorrow.          
 
Are you or your children due for immunizations or routine
check-ups?                                                        
 
Where are your shot records and medical records?                  
 
Will you go to the Navy Hospital for medical care?                
 
If not, where?                                                    
 
Are you familiar with TRICARE?                                     
 
 
 
SCHOOL
 
If your child is ready to start school, do you know which school he/she will attend?                                  
 
Do you know how to register?                                      
When?                                                             
 
CHILDREN
 
Are you an effective parent?                                      
If not, how are you going to cope as a single parent?             
 
Have you ever attended the Family Service Center Parenting Workshops?

Do you know where to get counseling if you or your child have difficulty coping with this deployment?                      
Do you know where support parenting groups meet?                  
 
Have you prepared child(ren) separation aids, such as?            
 
(1) You can tape stories to be played during
    deployment.

(2) Make each child their own personal SCRAPBOOK
        To include:  pictures of you (in and out of uniform)
                     pictures of the boat (if possible)
                     pictures of you and your child doing
                     things together.
                     spare empty pages for pictures you will
                     send them during deployment.
         (DO NOT GIVE pictures that if lost/ruined would greatly
         distress you!!)
         (KEEP THE SIZE of scrapbook small)
 
(3) Think of something special of yours that the child can
    take care of for you until you return from deployment.
 
DO YOU HAVE A FAMILY PORTRAIT?                                    
 
WILLS

 
Both service member and spouse urgently need an up-to-date will.  It is important to realize that during a deployment, the time between the sudden death of your spouse and when the Navy can get you back home could be rather lengthy.
 
If your spouse does not have a current will, in the event of her death your children would be turned over to the state until you could return home.  This could be a very traumatic experience for your children.  So get those wills done and rest assured that if anything did happen, your children will be taken care of by loving and understanding people of your choosing.
 
The Legal Affairs Office will assist you in making wills.
 
Where are your wills kept?                                        
Are they up to date?
 
POWER OF ATTORNEY

 
    This document can be very useful in the conduct of personal business.  It is a must for your spouse to accept government housing and set up the move during your deployment.  It is often required to allow the spouse to manage the financial affairs of the family.  If improperly used, however, it can be a very dangerous document and should not be made without legal advice.  Contact the Ship's Office or the Legal Affairs Officer for further explanation of options and to arrange execution of Power of Attorney.
 
Are you on the Government Housing List?                          
 
Where is document kept?                                           
Do you know when to use it?                                      
 
ID CARDS

 
Are your ID cards in good shape and up-to-date?                   
Will any child turn 10 during the deployment?                      
RENEW THEM NOW IF THEY WILL EXPIRE DURING DEPLOYMENT!
 
NEW ORDERS

 
Is service member due for orders during deployment?                
 
Do you know how to arrange the move if necessary?                 
 
MAILING ADDRESS

 
Do you know your sponsor's mailing address?                       
 
EMERGENCY PLANS

 
List all the possible emergency situations that could occur during a deployment.  Use your imagination - be daring!  Try your best to be prepared.  These will get you started:
 
Auto breakdown
Auto accident
Appliance breakdown
Loss of heat, power, water
Flooding in the house
Critical illness or death in the family
Obscene or harassing phone calls
(List 10 more):
 
 
Plan now - what would you do?  You'll feel more secure knowing that you've thought of possibilities and will know how to handle them.
 
IMPORTANT PAPERS

 
Be aware of the location of all important papers.  Some may be kept at home, others should be stored in a safety deposit box.
 
    -Savings Account 
    -Checkbook 
    -Loan Payment Coupon Book
    -Investment documents
    -Insurance policies
    -Automobile Title, Lien Certificate, Registration, Wills
    -Power of Attorney
    -Birth Certificate
    -Marriage Certificate
    -Divorce Decrees, Custody Papers, Adoption Papers
    -Mortgage or Lease Agreement Papers
    -Appliance Maintenance Agreements
    -Credit Agreements
    -Tax Documents
    -Immunization Records
    -Payment Receipts, Cancelled Checks
    -Warranties
 
SECURITY, QUESTIONABLE AND OBSCENE PHONE CALLS

 
Do you understand that much information regarding the boat’s operating schedule, procedures, and personnel matters is classified and not generally discussed?
 
Families are reminded of the sensitive nature of ship operations and are cautioned not to discuss in public the arrival and departure dates or the nature of the boat’s operations.  Information contained in the Telephone Tree is also not discussed in public.  It is imperative that the Telephone Tree be kept confidential to prevent access by crank callers.
 
Do not let the whole world know that your spouse is away.  If you do, you leave yourself open to crank calls and other types of harassment.
 
If you leave home for any length of time, notify your Ombudsman.  Take the usual precautions - have a trusted friend pick up your mail; cancel newspapers; have different lights turned on inside the house each night, etc.
 
Unfortunately, you may occasionally receive questionable or obscene phone calls.  Try not to get upset.  Do not say ANYTHING! HANG UP IMMEDIATELY!  If you receive more than one phone call, report the call to the police, and the local telephone company.  They will advise you if further action is necessary.
 
Do not give information to callers asking about service members or the boat.  People seeking information can be very convincing of their legitimacy.  Do not be fooled.  This point cannot be stressed enough!
 
 
FINANCIAL

 
    Ship's and Sailors are subject to going to sea at any time.  Most deployments will be scheduled well in advance of departure time, thus allowing ample opportunity to set family affairs in order.  however, as a result of operational requirements and the mobile nature of the Navy, the ship's schedule may change.  Consequently, the wise Sailor will prepare his family to meet any emergency that may arise during his absence.
 
1.  FINANCIAL PLANNING.  How much money do you really have?  How much money should you leave your family?  Use this form to aid you in making sure that you leave your family enough while you are gone.
 

FAMILY FINANCIAL PLANNING
Income:
         Base Pay                                      $_____          
         BAH                                           $          
         Sea Pay                                       $          
         Special Pay                                   $          
         Spouse                                        $_____          
         Other (Sub Pay/SDAP, etc.)                    $_____          
Subtract:
         Federal Withholding Tax                       $_____          
         FICA (Social Security)                        $_____          
         Allotment*                                    $_____          
         Allotment*                                    $_____          
 

MONTHLY EXPENDITURES
 
Make your best estimate - these are not budget items
 
Housing (Rent or House payment)                        $_____          
Housing upkeep (small tools, accessories, repairs)     $_____          
Utilities (Gas, Electric, Water)                       $_____          
Food (all grocery, meat, bakery, mess bills, etc.)     $_____          
Drugs (Prescriptions, cosmetics, tailoring)            $_____          
Clothing                                               $_____          
Clothing Upkeep (Cleaning, washing, tailoring)         $_____          
Outstanding Debts (furniture, appliances, loans, etc.) $_____          
Car Payment                                            $_____          
Health Insurance                                       $_____          
Life Insurance                                         $_____          
Reading and Correspondence (magazines, newspapers, etc)$_____          
Medical and Dental                                     $_____          
School                                                 $_____          
Contributions (church, society, etc.)                  $_____          
Gifts                                                  $_____          
Dues (Fraternal, clubs, society, etc.)                 $_____          
Children's allowance                                   $_____          
Recreation (party fees, sitters, travel, flowers, etc) $_____          
Savings                                                $_____          
Investments                                            $_____          
Petty Cash                                             $_____          
Other (any special or unusual expenditure peculiar to
your own individual circumstances)                     $_____          
                                                       $_____          
                                                       $_____          
Total of Monthly Expenditures                          $_____          
 
 

REMEMBER
 
Your total of monthly expenditures SHOULD NEVER EXCEED YOUR AVAILABLE INCOME.  You should leave your family with enough money coming in per month to cover (as a minimum) your total monthly expenditures.  The best way to ensure this is with an allotment.  It should be made payable to your spouse or your bank.
                              
 
HOUSEHOLD GOODS

 
When you arrive in the Norfolk, immediately contact the Personal Property Officer to find out if your household goods have come in. DO THIS AT ONCE, even you are not in a position to accept delivery.  Your shipment could arrive earlier then expected.
 
If your shipment has not yet arrived, give the office a telephone number and address where you, your sponsor, or your agent can be contacted as soon as it does come in.  The Personal Property Office is located in Building SDA 336, 7920 14th ST. off Hampton Bvld, Norfolk, VA (near the housing office).  Office hours are 0800-1600, Monday through Friday.
PERSONAL PROPERTY DEPARTMENT
 
Information..................................(757)443-3700
 
HOUSING REFERRAL

 
All inquiries relative to either Navy Housing assignment or to referral services should be addressed to:
 
7924 14TH Street, Building SDA 337
Norfolk, VA  23505-1217
 
Navy Housing Management................................445-2832
Web site..........................http://www.nsa-norva.navy.mil
 
Monday - Friday, 07300-1615
 
TEMPORARY LODGING

 
There are NO TEMPORARY NAVY QUARTERS in the San Diego area, with the exception of the Navy Lodges.  Military families must depend upon local hotel/motel accommodations.  It is recommended that advanced hotel/motel reservations be made in order to ensure a place to stay while seeking permanent housing.
 
NAVY LODGES:  1-800-NAVY INN  (1-800-628-9466)
 
The cost of a Navy Lodge unit is approximately $45.00 per day at any of the three lodges.  A unit accommodates a maximum of five people, or six if one child is crib age.  Larger families must rent two units, if available.
 
Civilian hotels and motels are available in all price ranges, although most of them exceed the cost of Navy Lodges, especially during the summer months.  Some hotels and motels offer special military rates, and some are available on a weekly basis.
 
GOVERNMENT QUARTERS

 
Personnel being transferred to a duty station in the Norfolk area are encouraged to submit their applications for government quarters as soon as they have received their orders.  Applications may be submitted on DD Form 1746, the housing application form.  In each case, a copy of your orders must be provided showing detachment from your previous command.
 
Applications received on or before the detachment date will be placed on the waiting list as of the detachment date, providing the applicant does not reside in adequate government quarters.  For those personnel, the control date for the application will be upon the member's vacating the present quarters.  Applications received after the detachment date will be placed on the waiting list as of the date received in the housing office, or when the applicant has vacated other government quarters, whichever is later.
CIVILIAN HOUSING

 
Since there may be a long waiting for government quarters, military families should be prepared to occupy civilian housing.  
 
The majority of three bedroom units are houses rather than apartment-type units, and usually require the first and last month's rent in addition to the security deposit. Four bedroom apartment units are practically nonexistent.

                      Return to Family Support
