[image: ]PLAN MY MOVE Presentation Speaker Notes
Description:  This is a demonstration of how to use the Plan My Move website application.
Learning Objective:   Military members and family members will be more familiar with the application.  Users will know how to find the information they are seeking with ease and can plan a move with the calendar. 
Materials: Materials needed to present this module include:  PowerPoint slides and projector, live internet if available - PowerPoint slides will not be necessary.
Audience:   Service and Family members with PCS orders and those expecting orders in the future. 
Timing:  The suggested time frame for this presentation is 20-25 minutes. This leaves time for   questions and discussion.

SLIDE 1 – Introduction 
PRESENTER:  Welcome the participants and provide them with details about your background. Tell participants your name, title, and your experience with relocating with the military and your expertise in Life Skills Education.
SAY:  Welcome to the tour of Plan My Move.  For the next few minutes, I am going to explain the features and benefits of this website for military families and service members.  Plan My Move http://www.militaryhomefront.dod.mil/moving is a planning tool available to anyone who is moving to a new duty station for the Department of Defense.  It is designed to show a standard three-month (90 day) calendar and is dependent on the departure and destination locations selected.  The events or tasks on the calendar change depending on the locations within CONUS or Overseas.  The calendar can be customized by a user and there is a short six week version for first time movers available as well.  Let’s get started.
SLIDE 2 – MHF Moving Homepage (PMM and MI)
SAY:  There are several ways to access Plan My Move.  The most common way is to go to the user friendly URL: http://www.militaryhomefront.dod.mil/moving.  This brings up a page that you can use to enter MilitaryINSTALLATIONS or Plan My Move. 
SLIDE 3 – PMM Homepage when selected from MI site
SAY:  This is the Plan My Move homepage when a user selects Plan My Move from the MilitaryINSTALLATIONS website.  An installation can be selected in one of two ways; either begin to type in the name and a dropdown appears and you select the installation.  When you select it the search box is populated.  Or you can “View a Directory of Installations” and select the installation from a list.  There are two questions below the departure and destination, if you select, “Is this your first move?”, only a six week calendar moving from CONUS to CONUS will appear regardless of where you selected.  If you select, “Do you have a special needs family member?” a calendar with special needs articles will appear.   If a location is NOT in the list of locations in our database, the calendar will NOT appear.  The departure and destination must be completed in order to display the calendar.  Here is a good tip -- Select a location nearby to your location and your destination in order to use the calendar.  You must also put in the departure date.  This is the date you intend to leave your current residence.
SLIDE 4 – Calendar view
SAY:  After selecting “Go” the standard calendar appears.  The calendar counts back 90 days from your departure date and begins with that date assuming 3 months prior to departure.  It assumes that you will have 90 days to move which is not always the case.  Don’t panic if you have less time, simply review the events on the calendar and make sure that you are not missing anything in your planning process.  
ASK:  How many of you have used this planning calendar?
SLIDE 5 – Review verbiage on top of calendar
SAY:  Looking over the information at the top of the screen before moving onto the calendar, you find links to the departure and destination area.  This link will take you to the full information on the location in MilitaryINSTALLATIONS (http://www.militaryinstallations.dod.mil).  Next is a link to “request a sponsor”.  This takes you to an email form that will be routed to the relocation person at the new location to coordinate with your unit and write you back.  The third feature is a quick look at some important departure and destination area contacts.  Let’s take a quick look at each of these three features.
SLIDE 6 – Fast Facts for Ft Campbell, KY
SAY:  If you select a link to either your departure or destination it will take you to MilitaryINSTALLATIONS with all of the information centrally located for your use.  This is a snapshot of an installation file.  As you can see there is a lot of content and links which takes you to even more information depending on the subject.  There is an entire briefing on MilitaryINSTALLATIONS which I hope you will attend separate from this briefing. 
ASK:  How many of you have attended the MilitaryINSTALLATIONS overview?
SLIDE 7 – Request a Sponsor form
SAY:  This is the request a sponsor email form.  The relocation manager (me and my colleagues) receive this email and we will coordinate with your unit.  I will also reply to you letting you know what I have done in the way of outreach to the unit and offer to answer any questions or concerns about the new location.  My job is to be the touch point for you to assist with your move. 
SLIDE 8 – Contacts for departure and destination installations
SAY:   In our example I selected the Housing Office from the quick reference dropdown box.  Displayed are the contacts for my departure and my destination.  This is quite handy for a quick phone number or email lookup. 
SLIDE 9 – Calendar focusing on events
SAY:  Now turning back to the Plan My Move calendar.  The calendar is constructed with events or tasks that you should remember to do when you are moving.  Not all tasks apply to all situations which is why Plan My Move has a “create custom calendar” feature, but more about that later.  When you click on a task it will bring up a series of pages that have information about that task.  In this example let’s look at “Plan Relocation Budget”. 
SLIDE 10 – Relocation Budget Plan article
SAY:  I clicked on the task and the first page of the article that appears is about creating a relocation budget.  It has links to a downloadable excel budget planner.  It links to the IRS keeping track of moving expense document.  If moving overseas there is a currency conversion website, and last but not least, links to the Defense Travel Management office’s portal which houses the official information on allowances and benefits.  The Defense Travel Management System is listed among other important moving information.  The “read more” button alerts a user to the fact that there is another page of content and the additional resources are links to other websites that will help with the topic of planning a relocation budget. 
SLIDE 11 – Relocation Budget
SAY:  This is the downloadable relocation budget spreadsheet that I just mentioned.  You can keep it on your computer and update it often.  It is a helpful tool as it tracks all the major expense categories from pre-departure, through travel to settling-in.  The electronic copy will compute the math for you, but it is helpful to print it off as well and keep a paper and pencil copy, especially while traveling when a computer may not be handy. 
ASK:  Have you used this relocation budget planner? 
SLIDE 12 – PSC Allowance article
SAY:  The “read more” button at the bottom of the article takes us to the next page, which, in this case are summaries of moving allowances.  These summaries come from the official per diem committee website just in case linking out to the information they would be difficult or hard to find, but a word of caution: allowances and benefits do change and the only official source of information comes from your Service and DoD as posted on the Defense Travel Management portal. 
SLIDE 13 – Family Relocation Checklist
SAY:  Looking at another event “Tell Family About Move” there are two articles.  The first is a checklist for the family and the next is for single service members. 
SLIDE 14 – Calendar – focusing on the buttons across the page
SAY:  I am not going to take you through all the buttons on the top of page above the calendar but I do want to point out that these are all vital and quick references to ensuring a smooth move.   The travel checklist is a very comprehensive list of what to prepare and pack if traveling by air or auto.  The arrival checklist has all of those places you should remember to reconnect to for utilities or visit such as schools, dentists, etc.  We will take a quick look at “The important document to hand-carry” next. 
SLIDE 15 – Documents to Hand Carry (displaying Relocation contact information)
SAY:   This list which you can only see part of is quite extensive.  It literally goes from A-Z.  Not all documents pertain to everyone but it is a good reminder list.  It displays with the contact information for the relocation person at your destination.  In this case Kaiserslautern so that you can call or email for more information. 
SLIDE 16 – Lists of important telephone numbers
SAY:  This is the list of telephone numbers for important offices at your departure location.  The commercial and DSN numbers come from our database and change as information is updated.  There are also places for numbers which we do not keep as they are unique to individual situations.  It is a good idea to print this list, fill in other information for your move, and keep it with you.  
The bottom half is a continuation of the telephone list. In our example we were moving from NAS Whidbey Island to Naval Base San Diego so the list of numbers is available for Naval Base San Diego. 
SLIDE 17 – Plan My Move checklist
SAY:  Continuing across the top, this is a linear view of the calendar that can be printed off and posted to your fridge or other prominent location in your home to help you keep track of what you need to do and when. 
SLIDE 18 – PMM home page focusing on questions – Do you have a family member with special needs
SAY:  Turning back to the calendar.  There is a question under the calendar which says “Do you have a family member with special needs?”  If you check yes to this question, Plan My Move will display a calendar with articles written especially for traveling with a special needs family member.  
ASK:  For those with Special Needs family members, does the calendar meet your needs?
SLIDE 19 – Calendar with wheelchair icons
SAY:  The special needs articles are denoted on the calendar by the universal wheel chair icon.   The articles are written and updated by the OSD Office of Special Needs.  They are important to read and be aware of if you have a special needs family member as they address enrollment issues, health care, and education issues as well as benefits. 
SLIDE 20 – PMM Customization Procedures
SAY:  We have been reviewing the standard calendars of Plan My Move.  I would like to finish up with some information about the customization calendar feature of Plan My Move.  Customization is a great feature and permits a user to make the calendar truly unique.  It is private, and no one knows your username or password, not even our technical support staff.  
SLIDE 21 – MI/PMM Homepage
SAY:   On the moving page there is a questions, “Do you want to customize your calendar or return to one you had previously customized?” located below the calendar.  
SLIDE 22 – Creating an account for customization
SAY:  If you select “yes” and you are a “New User” a sign up link now appears.  Click on the link and it takes you to the screen to create an account.  Complete the information and it will take you back to the homepage and you can select “yes” to Sign into Customize your Move with your email address and password you just established.  With a custom plan, you don't have to re-enter your information, like currently stationed and where you are being reassigned, and that sort of thing each time you return. You just sign-in and it will automatically go to what you last completed and then you can get to work.  Let's say you select that you want to customize your account. 
SLIDE 23 – New User account
SAY:  This is the screen to fill in as a New User to create an account.  The account will remain active and will not be deactivated.  Remember your user ID and password because our help desk does not have access to that information. 
SLIDE 24 – Welcome page for user
SAY:  Once the account is created, you will see a welcome when you sign-in. Once you sign in, you need to select your departure and destination installations, fill in the departure date, answer the questions, if applicable and select “Get Moving.” 
SLIDE 25 – Customization screen
SAY:  This is the view of the customization screen.  You can select whether to add, remove or modify a task.  You can rearrange the tasks.  You can extend the length of the calendar or shorten the calendar, and even choose to be notified by email about the task. After you've customized your calendar, you simply click on "Save Customizations".   The next time that you sign in your calendar will be waiting for you!
SLIDE 26 - Conclusion
SAY:  This concludes our short tour of the features and benefits of Plan My Move.  We barely scratched the surface in looking at the information contained in the calendar.  There is something for everyone to explore.  We have games to play while traveling to throwing a going away party to how to apply for official passports and visas.  I hope you have enjoyed our presentation and please feel free to ask questions. 

ASK:  How can I help you?
Presenter:   Provide business cards if available.
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