
Emergency 
Evacuation Program 

(EEP) packet 



• The USFJ Emergency Evacuation Program (EEP) Checklist and Packet 
are a mandatory personal and family preparedness item that must be 

completed by everyone who is attached to CFAS such as military 
personnel, contractors and their dependents.  All sponsors are 

required to maintain an EEP checklist and packet to be prepared for 
the possibility of an evacuation.

• In the event of a base-wide evacuation, your EEP checklist and packet 
will be a crucial component in making the process go as smoothly as 

possible. 

• Please note that the forms in your EEP Packet may contain personally 
identifiable information (PII). 

• The USFJ EEP Packet is comprised of six sections, with the first five 
sections containing the required documentation that must be 

maintained in the packet. 



How to attain USFJ EEP checklist 

• The USFJ EEP Checklist, fillable PDF forms, and instructions on 
completing the forms are available on the CFAS emergency 

management Homepage: 
https://cnrj.cnic.navy.mil/Installations/CFA-Sasebo/

• This packet is not optimized for mobile devices

https://cnrj.cnic.navy.mil/Installations/CFA-Sasebo/
https://cnrj.cnic.navy.mil/Installations/CFA-Sasebo/
https://cnrj.cnic.navy.mil/Installations/CFA-Sasebo/


EMERGENCY 
EVACUATION PROGRAM 
(EEP) Checklist Step by 

step guide 

SECTION 1: Administration and Reference 

SECTION 2: Identification 

SECTION 3: Evacuation and Finance Orders/Forms 

SECTION 4: Vehicle, Residence and Household Goods 
Forms 

SECTION 5: Family and Pets 

SECTION 6: (Not required) Other Important Personal 
Documents 



SECTION 1: Administration and Reference 

EMERGENCY KITS
In the downloaded USFJ EEP checklist 

you will receive information on the  
necessary equipment to have in you 

home emergency kit, Vehicle Emergency 
Kit, Workplace Emergency Kit, Portable 

Emergency Kit and any Additional 
considerations to your emergency kits

To prepare your family for an emergency, 
assemble one or more emergency kits 

that include enough supplies for at least 
three days.

These kits will enable you and your 
family to respond to an emergency more 

quickly. Your emergency kits will be 
useful whether you have to shelter in 

place or evacuate.



USFJ Command Policy Memo

SECTION 1: Administration and Reference 

Located in the downloaded USFJ EEP checklist, USFJ Command Policy Memo
outlines the Sub-Unified Commander’s intent for the EEP and compliance requirements



Unit, Wardens, and Community 

Contact Information 

SECTION 1: Administration and Reference 

Important contact information needed during a crisis. 

Identifies who your Warden is and contact information 

Map from Residence to Rally   

Point/Evacuation Control Center 

The purpose of the map is to send a representative to your 

residence in case you are unaccounted for. If you live on 

post, use the post map with your residence clearly marked. 

If you live off post, use a clearly marked strip map to/from 

your residence 



SECTION 2: Identification 

Noncombatant Evacuation Operations (NEO) Data Card/USFJ 
Form 178-R: Complete this form and provide a copy to your 
Command EEP Coordinator or Warden (Also keep a copy in 

your EEP packet). 

This form must be updated as required to reflect any change 
in the information and an updated copy provided to your 

Command EEP Coordinator or Warden 

DEROS: date eligible/estimated to return from overseas.

USFJ Form 178-R: EEP/NEO Data Card 

 DOD ID 
Do not put your DoD ID card or make a copy, but have ready 

on hand

 US Passport w/SOFA Stamp 

Do not place your passport in your packet but make a copy 
of passport to put in this section and have passport readily 

available



Contact your HR Dept. for a copy of your current orders or letter of employment.

SECTION 3: Evacuation and Finance Orders/Forms 



Complete header information only (Blocks 2-7) 
but do not sign form at this time.



This is an important document. To speed up the 

evacuation process, fill in as much of the document 

on pages 5-7 as per instruction. Complete the rest  

after boarding your evacuation flight/vessel 



This form is only for non-emergency essential DoD 
civilians and their families. Complete Blocks 1-8, and 

Blocks 12-14 but do not sign form at this time.

This form will help you expedite emergency pay and 

allowances if needed 



Complete Blocks 1-6 
per form instruction but do not sign form at 

this time.

This form will help you expedite 

emergency pay and allowances if needed. 



USPS Official Mail Forwarding Change of Address: 
This form can be obtained from the US Post Office. 

Complete Blocks 5a, 5b, and 7a – 7d

This form can redirect mail from your local address 

to your new address. 



Complete Blocks 1-8, 23-33, 35-88 as applicable but do 
not sign form at this time.

This form can be used to apply for emergency loan, 

repatriation, or medical assistance 



Complete Blocks 1-12, 23-33, and 35-88 as applicable but 
do not sign form at this time



You may complete this form or substitute your 
current household goods inventory. Inventory 

must list items currently in your possession and 
you must update inventory when there is a change 

in the listing, e.g. when you dispose of a major 
appliance or purchase new furniture. Complete 

inventory but do not sign form at this time. 
 

Your inventory and photos will help you file a 

claim if your goods cannot be recovered. Be 

sure to document all valuable property. 

Recommend you email a copy to your home of 

record. 

SECTION 4: Vehicle, Residence and Household Goods Forms 



DD Form 1299 Application for Shipment and/or Storage of 
Personal Property: Complete blocks 6a-6d, 9a and 9b, but do 

not sign form at this time

In the event household goods need to be shipped or placed in 

storage. (1 per shipment) 



Residence and Vehicle Key Envelopes: Complete 
and print on envelopes or apply to envelopes 
containing keys. Use mailing envelopes if key 
drop envelopes are not available

This envelope provides authorities a means to access 

your residence for security reasons or to ship your 

household goods if required and safely relocate 
vehicles or move them to shipping ports if required. 



Japan Compulsory Insurance (JCI): Insert copy of vehicle JCI

This document would be used to help you file a claim if 

your vehicles cannot be recovered. (2 copies) 



DD Form 788 Private Vehicle Shipping 
Document for Automobile: Complete 

Blocks 16-23.

Facilitates VPC processing of POV 

shipment, if it is possible. Use appropriate 

788 series for Sedans, Vans, and 

Motorcycles. , (5 copies per POV; 1 with 

family, 4 turned in to ECC) 



Complete Blocks 1a-1f (1), 2a-2d, and 3a-3d.

This form will provide a disposition of your vehicle 



Complete all applicable blocks. Single and 
dual military couples with dependents 
must complete Blocks 18A-18E for the 
care and escorting of unaccompanied 

minor evacuees by a designated escort. 
Dual military couples must also complete 

Blocks 19A-19D

Contact your Legal Office for Powers 

of Attorney if needed. Military and 

Emergency Essential sponsors who 

will rely on others to escort their 

children must provide powers of 

attorney and Family Care Plans to 

alleviate complications. Family Care 

Plans are required under normal 

circumstances for sole/dual-military 

parents or Emergency Essential 

Civilians. Ensure a copy is filed in 

your Evacuation Information Packet 



Complete per form instruction and maintain 
two copies in packet.



Complete per form instruction and maintain 
two copies in packet.



Complete form and leave bottom three blocks blank at 
this time. Maintain two copies in packet – one copy will 

be attached to pet transport carrier.

Note: Only cats and dogs that have been registered and 
microchipped by base veterinary clinic will be authorized 
for evacuation. Registration/microchipping services will 

not be available during processing for evacuation!

SECTION 5: Family and Pets 



SECTION 6: (Not required) Other Important Personal Documents 

This section contains documents that are not required to be kept in the 
packet, but should be readily available in the event they are needed.
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