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Post Arrival Notice

1. To better serve the needs of new personnel assigned overseas we are asking agencies to provide the following information to post as soon as assignments are approved.  This information is needed to:

· Assign housing

· Enroll school-age children

· Prepare for receipt of air, sea, and vehicle shipments

· Include new arrivals for “Welcome” social events

· Assign official and social sponsors

 2.
Please provide information via cable to Administrative Counselor/Officer at post.  If cable service is not available, this information can be forwarded via fax/e-mail.  Post contact information can be found through the State website at: www.state.gov.
3.
Provide the following information as soon as an assignment has been made:

· Name

· Contact information (address, e-mail, and telephone numbers)

· Agency

· Position and grade 

· Is this a new position?  If filling an existing position who is being replaced?

· Accompanying family members (include dates of birth of children)

· Planned arrival date (please keep post informed of any changes)

· Tour of duty

· Medical clearance status-clearances must be received per 3 FAM 648 2(B)

· Special needs of employee or family members

· Remarks

4.
At least 30 days prior to arrival provide the following information:

· Itinerary

· Number of travelers

