INSTRUCTIONS FOR COMPLETING RELOCATION MANAGEMENT REPORT
1.  RAP Manager Information - Self Explanatory

2.  Other RAP Personnel - Self Explanatory

3.  RAP Funding Summary:



a.  Total OSD Funds:  Enter the total amount of OSD funds your installation is programmed to receive this FY.


b.  Execution of OSD Funds:



(1)  Columns:




(a)  Direct RAP Support:  Enter the OSD funds that have been executed fiscal year to date in direct support of the RAP.




(b)  Relocation Related Programs:  Enter the OSD funds that have been executed fiscal year to date in other ACS programs in support of the RAP.  An example of this expenditure would be using OSD RAP funds to hire a contract instructor in CAFAP to teach Financial Planning for Relocation Classes.



(2)  Rows:




(a)  Personnel:  Salaries, wages, and other payments as compensation for labor for GS RAP personnel to include program managers, specialists, and clerical staff hired specifically for and assigned to the RAP.   




(b) Travel:  Cost incurred for travel and per diem associated with the implementation and operation of the RAP.




(c)  RAP Support: - All associated costs required for the implementation and development of the RAP to include information and educational materials, promotional materials, office supplies, rent/lease of space and workshops, communication costs, lending closet items, and equipment other than automation.  Include in this row maintenance of equipment that is being used to support the RAP.




(d)  Training:  Includes all formal training, seminars, conferences, workshops and other educational measures, services and materials to provide skills necessary to keep all RAP personnel/staff abreast of all RAP issues to attain program goals.  




(e)  Automation:  Cost of all computer hardware, software, and maintenance used in support of the RAP to include PCs, printers, modems, CD readers.




(f)  Contracts: Costs for all contracted services to include instructors for premove briefings, newcomer orientations, overseas orientation briefings, and other relocation instruction.    

4.  ACS RAP Services


a.  Contacts:



(1)  Columns




(a)  Single Contacts:  Single contact services refer to actions that do not require more than 15 minutes to provide.  These services can be provided by telephone, in writing, or in person.  Examples are providing information to a caller, referring someone to the appropriate service provider, or giving an information packet to an individual.  Enter the number of individuals provided these services.  




(b)  Extended Contacts:  Extended contacts are services which require more than 15 minutes to deliver, including sustained contacts over time.  Each time an individual is seen, they are counted.  If a couple is seen together, count each person separately.  If a family is seen together, count each individual separately.  Family members of civilians and retired should be counted under those headings.  Contractors and their family members should be counted under the civilian column.  




(c)  Totals:  The totals column will fill in automatically.  The Individuals column will add the single contact Individual and the Extended Contacts Individuals.  



(2)  Rows:




(a)  Predeparture Services:  Enter contacts provided to individuals to help them prepare for departure from the installation.




(b)  Settling In Services:  Enter contacts provided to individuals to help them settle in to the installation after a PCS move.




(c)  Multicultural:  Enter contacts provided to facilitate persons of another culture to adapt to their host culture (CONUS or OCONUS).




(d)  SITES:  Enter the number of contacts made to provide a SITES booklet or to access SITES on the computer.  These contacts will generally be Single Contacts.




(e)  Lending Closet:  Enter the contacts made to provide lending closet items.  These contacts will generally be single contacts.




(f)  Welcome Packets:  Enter the number of contacts made to provide an installation welcome packet to a newly arriving soldier/family member or to a sponsor.  These contacts will generally be Single Contacts.


b.  Education, Training, and Briefings:



(1)  Columns:




(a)  Session:  Enter the number of sessions that were conducted under ACS Sponsorship/Auspices.  Include sessions that ACS jointly sponsored with other activities.




(b)  Attendees:  Enter the individuals who attended these sessions under the appropriate category.




(c)  Total Attendees:  This column will total automatically.



(2)  Rows:






(a)  Newcomers Welcome Orientations:  Sessions to provide orientation services to newly arrived personnel.




(b)  Overseas Orientations:  Sessions to provide information to personnel preparing for overseas travel.




(c)  Cultural Adaptation:  Sessions to provide education, information, and support to individuals who are attempting to assimilate to the American culture and to Americans at OCONUS installations.




(d)  Sponsor Training:  Sessions to instruct and educate sponsors and potential sponsors.




(e)  Relocation Planning:  Sessions designed to assist soldiers and family members in planning their relocation.




(f)  Other:  Sessions given to individuals covering other areas of the RAP program.

