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	Angolan Expats Assignment  to Overseas
Expatriate Pre-Departure Checklist

	

	NOTE:  PLEASE BRING THIS CHECKLIST TO YOUR EXPATRIATE POLICY ORIENTATION


	NAME:

EMP. No.

Cost Center Code:
Date: mmddyy


	ACTIVITY
	
	Completed

	Passports/Visas/Orientation
	
	

	Please read and review your assignment letter prior to contacting your Expatriate Counselor or Assistant.
	
	 FORMCHECKBOX 


	If CIEP, return the signed Assignment Offer (AO) to the Sponsor Group.
	
	 FORMCHECKBOX 


	Return the assignment letter to your host Expatriate Counselor.
	
	 FORMCHECKBOX 


	Visas
	
	 FORMCHECKBOX 


	Complete the work permit form and return to HR Expat Admin. Attach scanned copies of your passports, CV, school certificates and Diplomas
	
	 FORMCHECKBOX 


	Check expiration dates of passports for yourself and family; obtain new passports or renewals as appropriate — do not delay.
	
	 FORMCHECKBOX 


	If new passports are needed, apply for passports through SME (may take up to two weeks).  Use expedited services, if necessary.
	
	 FORMCHECKBOX 


	Notify your Expatriate Counselor or Assistant of your relocation departure date and provide the names /ages of your accompanying dependents. Confirm to HR and Travel how many pieces of luggage you will take in  the plane
	
	 FORMCHECKBOX 


	Note:  Discuss with your Expatriate Counselor any delayed departure plans of family members and the impact on your overbase compensation.
	
	

	Medical Physical Examination
	
	

	Contact Medical Department to provide you with Medical physical exam forms for you and each accompanying dependents before your departure.
	
	 FORMCHECKBOX 


	Carry yours and kids immunization booklet (yellow) and medical x-rays, if necessary to assignment location.
	
	 FORMCHECKBOX 


	If maintaining your home, submit to HR Expat Admin group documentation on home ownership for implementation of the Home Maintenance Allowance   
	
	 FORMCHECKBOX 
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	Complete and submit the  ilogistics SASBU entry form for you and each accompanying (attach copies birth certificates, B.I. and passports
	
	 FORMCHECKBOX 


	Contact travreq@chevron.com  to book your flights and confirmations.  
	
	 FORMCHECKBOX 


	Need Infant car seat advise Travel Department
	
	 FORMCHECKBOX 


	Relocation Allowances  Policy 234
Arrange to obtain your MEA or IRA before your departure if necessary. Complete the attached form and obtain approval from your management and return to HR.  Relocation Expense Request form.doc 
Note: If you are going on residential assignment of 24 -36 months, check MEA and for TEA assignment less than 24 months check IRA box from the form.

	
	

	Home Country Benefits
	
	 FORMCHECKBOX 


	Direct your inquiries to HR Administration group or your respective HRBP re salaries or increases, vacations, housing loan, Company statements Seguranca Social, bank account change forms and etc).
	
	 FORMCHECKBOX 


	Note: All employees on 28/28 on assignment are converted to 5/2 schedule. No pay in-lieu of vacations.  You may enter your vacation yourself in E1. The vacation forms are available from the HR web
	
	 FORMCHECKBOX 


	General
	
	

	Contact colleagues or host-country contacts at your assignment location to help you identify physicians, residential locations, local modes of transportation, schools, restaurants, or shopping areas.
	
	 FORMCHECKBOX 


	Update work location information in the Whitepages (Routing:  “Start”, “Programs”, “Global Information Link”, “Whitepages”).
	
	 FORMCHECKBOX 


	Schooling
	
	

	Arrange for your children’s records to be transferred to the assignment location to facilitate placement at new schools.
	
	 FORMCHECKBOX 


	Notify your children’s current schools of your departure date to ensure that all necessary paperwork is completed.
	
	 FORMCHECKBOX 


	Obtain and take certified copies of legal documents for you and your family (e.g., birth certificate, marriage certificate, adoption papers, etc.)
	
	 FORMCHECKBOX 


	Secure you take your driver’s license along with your and family passports.
	
	 FORMCHECKBOX 


	Advise HR Expat group how many pieces of luggage you are taking and if you need a baby car seat on your arrival to the assignment location.
	
	 FORMCHECKBOX 


	Taxes
	
	

	Attend a mandatory tax counseling session with KPMG.  This session will be arranged for you as part of the normal orientation program, if scheduled. Bring the last two years of your tax returns.
	
	 FORMCHECKBOX 


	Maintain prior your tax return data in an accessible location in the event of an audit.
	
	 FORMCHECKBOX 


	Notification
	
	

	Refer to BRES International Mail Center website for pouch mail guidelines and general international mail information. http://bres.Chevron.com/mail/international.asp
	
	 FORMCHECKBOX 


	Notes: 
	
	 FORMCHECKBOX 


	1. Ensure your supervisor to submit PCR upon your transfer in/out order to update your data in E1
	
	 FORMCHECKBOX 


	PLEASE RETURN COMPLETED FORM TO EXPAT ADMIN MAILBOX SASBHREXPAT@Chevron.COM
	
	 FORMCHECKBOX 



Signature

_______________________
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