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NEO Warden 

NEO wardens are appointed in writing by the Commander and is the liaison between the Noncombatant Evacuee 

(NCE) and your command. It is your job to provide information, guidance, and assistance to the NCE in all areas 

involving NEO. Your assistance and preparation must be continuous during your tour duty.

The following should  be considered when selecting NEO wardens:

1. The individuals being select should have at least six months or more remaining in the unit when appointed.

2. Military or emergency essential civilian personnel of any grade may be appointed as a NEO warden. Under no 

circumstances will a person who will be processed through NEO be appointed as a NEO Warden.

3. Do not appoint personnel whose primary duties would prevent them from performing warden duties during an 

emergency situation or whose normal duties would prevent them from providing the attention and time to NEO.



NEO Warden Responsibilities

Accountability. All NCE, whether command, or noncommand sponsored will be carried on a current NEO roster until 

their departure from the ROK. In addition, you will identify and register personnel who acquire family members while 

residing in the ROK in order to include them in the NEO program.

Establishing contact. You must notify and make personal contact with all NCE within your area of responsibility. You 

are required to send them a letter through their sponsor.

Outside Area. Sponsor s whose family  member (s) reside outside your area of responsibility must be carried on your 

roster and a NEO file established on the sponsor and their family.

NCE notification. When NEO is declared it becomes your responsibility to notify an adult NCE in each family. In case 

of single parents or dual military parents, you must notify the designated guardian in the Family/Dependent Care Plan 

who will escort children through NEO processing.  Be prepared  to assist  NCEs in every way possible to ensure they 

arrive at the RC. In some cases, you may be required to go to the NCEs residence more than once to ensure that all 

NCEs are physically located and processed through NEO. 

Inspection of NEO packets. You are required to inspect NEO packets semiannually not to coincide with Courageous 

Channel and Focused Passage exercise.



NEO Warden Responsibilities cont.

NEO warden files.  NEO wardens are required to have a NEO file on all NCEs within there area of responsibility . The 

following will be included in this file:

NEO warden appointment orders

USFK Pam 600-300

USFK Pam 600-300-1

Unit SOP or other written guidance

Current NCE roster

Completed NCE documentation/information, to include but not limited to, USFK Form 197-R-E, USFK Form 178-R-E, 

USFK Form 123-R-E and strip maps. Strip maps will contain NCEs name, address, telephone number, and brief 

description of the route to their quarters.

Supply of  blank NEO forms used for registering new NCEs who reside in your area of responsibility 



NEO Kits 

NEO Kits consist of NEO packets and NEO bags. For information concerning NEO Bags see appendix D-5 in USFK 

PAM 600-300

NEO Packets are constructed to facilitate the rapid evacuation and repatriation of noncombatants while keeping all 

benefits due intact and to assist in the reintegration and resumption of life in the United States. Packets are 

preassembled with current files, forms, and records maintained for two primary reasons: 

1. to keep benefits intact following an evacuation (i.e. prove a noncombatant’s official status, provide a record of 

property left behind, enable USFK to ship property later, if possible). 

2. to ease the transition back to life in the U.S. (i.e. having critical legal documents, financial and medical records, 

etc.).

Remember NEO is a fundamental family member care responsibility. Sponsors are responsible for ensuring his/her 

family member (s) are equipped and ready for possible relocation/evacuation under the NEO program. Sponsors  will 

ensure they meet their responsibilities to their family members regarding NEO to include orientations, registration, and 

NEO kit preparation. Sponsors are responsible for making all preparations to carry their family members completely 

through the NEO system, including minor children of sole parents or military couples.



Required Documents
Identification. Identification documents required of all USFK-affiliated noncombatants are those which prove their 

U.S. citizenship and affiliation with the military, or their immediate relationship by birth, adoption, or marriage to a U.S.

citizen or military service member. Ideally, each noncombatant will possess a valid U.S. passport and a valid DOD 

identification card.

1. Should a USFK-affiliated noncombatant not be a U.S. citizen, their passport and a valid U.S. immigrant visa 

(green card) is then required to avoid any delays in their repatriation to the U.S.

2. Should a USFK-affiliated noncombatant not be a U.S. citizen or a green card holder, their passport and a valid 

original birth, marriage, or adoption certificate (as appropriate) and a certified true copy of the sponsor’s 

DOD identification card is required to prove their family relationship to a U.S. service member or U.S. citizen.

Family Care Plan.  For any single-parent military or emergency essential civilian (EEC) household, or dual-military or

EEC household, a complete Family Care Plan is required in accordance with applicable Service regulations in order 

to identify, authorize, and empower an adult noncombatant to escort minors from those households through the

evacuation process.

Military Orders. While not needed necessarily for evacuation from Korea, military orders officially returning USFK-

affiliated family members to the U.S. will be crucial in obtaining military assistance and benefits upon repatriation, and 

in crossing international borders should a safe haven layover be required.

Critical Documents
In order to facilitate the expeditious evacuation from Korea in a crisis while attempting to preserve as many military 

benefits as possible, certain other  documents are critical for inclusion in a NEO packet. Contents of a 

noncombatant’s NEO Packet are determined largely by his or her family’s status in Korea. A command –sponsored 

family requires more paperwork in their NEO packet than does an invited contractor.



Item: USFK Form 197-R-E.

Purpose: Prescribes contents of NEO Kit.

Quantity: 2 per family.

Distribution: NEO warden keeps 1 copy; 1 copy in NEO 

packet.

Notes: 

Mandatory items are marked by an asterisk (*) on the form

NEO packets are inspected semiannually not to coincide 

with Courageous Channel exercises.



Item: USFK Form 178-R-E.

Purpose: Provides critical data for registration into

NEO Tracking System (NTS)

Quantity: 2 per family.

Distribution: NEO warden keeps 1 copy; 1 copy in NEO 

packet.



Item: Strip map from residence to RC.

Purpose: Assists NEO warden in finding NCE residence.

Quantity: 2 per family.

Distribution: 4 copies in NEO packet; 1 for NEO warden.

Item: Strip map from Unit to RC.

Purpose: Assists NEO warden and movers in finding NCE 

residence.

Quantity: 2 per family.

Distribution: 1 copy for NEO warden; 4 copies in NEO 

packet.



Item: Identification Documents (Passport, visas, DOD 

identification, birth/adoption/marriage certificates).

Purpose: To establish identity, eligibility, citizenship, and military 

affiliation.

Quantity: All applicable originals per noncombatant

Distribution: Maintained on person.



Note: yellow envelope was create in addition to DD Form 754 to help keep all

documentation, organized and secured in one package during turn in at RC.

Item: DD Form 754.

Purpose: Attach to residence key, identifies address and owner.

Quantity: 1 per family.

Distribution: Turned in at RC.

Item: Inventory of Household Goods.

Purpose: Assists personnel in planning pack-out and shipment, if it 

becomes possible – also, serves as proof of ownership of property and 

will assist in filing claim if property is lost or damaged.

Quantity: 2 per family.

Distribution: 1 copy maintained with family; 1 copy turned in at RC.

Item: Letter of Instruction for HHG shipment.

Purpose: Identifies shipping destination and POC contact info in the 

U.S.

Quantity: 2 per family.

Distribution: 2 copies in NEO packet; 1 turned in at RC.



Item: DD Form 788-POV, DD Form 788-Van and DD Form 

788 Motorcycle.

Purpose: Facilitates VPC processing of POV shipment, if it 

is possible.

Quantity: 5 per POV.

Distribution: 1 copy maintained with family; 4 copies 

turned in at RC.



Note: yellow envelope was create as substitute to the obsolete 

DD Form 1864. It will also keep all documentation organized and 

secure in one package during  turn in.

Item: Command Sponsorship orders.

Purpose: Establishes eligibility for POV shipment.

Quantity: 3 per family.

Distribution: Turned in at RC.

Item: Copy of POV  import documents.

Purpose: Establishes eligibility for POV shipment.

Quantity: 2 per family.

Distribution: 1 copy maintained with family; 1 copy turned in at RC.

Item: Letter of Instruction for POV shipment.

Purpose: Identifies shipping destination and POC contact info in the 

U.S.

Quantity: 2 per family.

Distribution: Turned in at RC.



Note: refer to USFK Pam 600-300 for additional information.

Item: DD Form 1337.

Purpose: “Authorization, Designation for Emergency Pay

and Allowances” to dependents of military personnel during

an Ordered Departure.

Quantity: 2 per family.

Distribution: Turned in upon repatriation.



Note: refer to USFK Pam 600-300 for additional information.

Item: DD Form 2461.

Purpose: “Authorization, Designation for Emergency Pay

and Allowances” to DOD civilian personnel and their

dependents during an Ordered Departure.

Quantity: 3 per family.

Distribution: Turned in upon repatriation.



Item: DD Form 2585.

Purpose: Assists in repatriation

Quantity: 1 per family.

Distribution: Turned in upon repatriation site.



Instructions for form

#1 (Support Agency) – NCE’s name (Last, First and Middle)

#2 (Date) – date –time –group of arrival at RC (i.e. 290810 Aug 

88)

#3 (Organization)- sponsors unit.

#5 (NSN) – sponsors SSN

#6 (NOUN) – citizenship/nationality status (i.e., U.S. citizen, 

resident alien, etc. )

#7 (PD)- birth date 

#8 (PD Auth.)- sex and relationship to sponsor (i.e. F-wife)

#12 (Deficiency or Symptom)- medical evacuation data.

#13 (Date accepted)- date-time-group of departure from ECC. 

(i.e. 291015 Aug 88)

#16 (JON)- date-time-group of arrival at ACE/SCE

Note Filled out IAW USFK PAM 600-300-1

Item: DA Form 2402.

Purpose: Used as a control card to track NCES through the 

processing center

Quantity: 1 per NCE .

Distribution: Turned into the RC; 1copy to registration ; 1 

copy to manifest



Item: DA Form 3955 (or other applicable service form)

Purpose: Redirects NCE mail from Korea to final

destination

Quantity: 2 per family .

Distribution: 2 copies turned in at RC.



Item: USFK Form 123-R-E

Purpose: Identifies special skills NCE has – does not imply

willingness to volunteer

Quantity: 2 per family .

Distribution: NEO warden keeps 1 copy; 1 copy turned in

at RC.



Note: USFK Form 207 POV registration is received  during 

vehicle registration .

Item: USFK Form 207

Purpose: Registration/title of POV proves ownership, 

enables use for NEO.

Quantity: 2 per POV turned in.

Distribution: 1 copy maintained with family (proof of 

ownership); 1 copy turned in with POV packet.



Item: EA Form 741-E (or other applicable service form)

Purpose: Records high-value items and approximate value

Quantity: 2 per family.

Distribution: 1 copy maintained with family ;1 copy turned 

in at RC.



Item: USFK Pam 600-300

Purpose: Provides important NEO information and

instructions to USFK-affiliated noncombatants.

Quantity: 1 per family.

Distribution: Maintained with family.



Item: Orders / Letters of Employment assigning sponsor to 

Korea (with all amendments)

Purpose: Establishes DOD affiliation and assists in

determining eligibility for certain military benefits

Quantity: 8 per family.

Distribution: 1 copy maintained with family; 3 copies

available to turn in at Safe Haven or repatriation site.



Item: PHS Form 731.

Purpose: Provides record of immunizations, facilitates

border crossings.

Quantity: 1 per NCE.

Distribution: Maintained with NCE.



Note: For any single-parent military or emergency 

essential civilian (EEC) household, or dual-military or 

EEC household a complete Family Card Plan is required.

Item: Family Care Plan.

Purpose: To identify, authorize, and empower an adult 

noncombatant to escort minors from those households 

through the evacuation process.



Item: Power of Attorney.

Purpose: To aid the NCE during evacuation from Korea.



People always have priority – animals will never displace a person.

NCEs are authorized to evacuate up to two pets

Pets are defined as domestic dogs and cats. 

Pets 25 pounds and under:

Pets weighing less than 25 pounds may be treated as carry-on 

luggage and will replace a carry-on bag of the owner. These pets may 

travel in their carrier on the owner's lap (USFK 600-300).

Pets over 25 pounds:

Pets will remain with owners as long as possible. A baggage truck will 

accompany the buses to move pets weighing more than 25 lbs. The 

pet will travel in the same convoy as their owners/guardians. Pets 

weighing more than 25 pounds will be treated as checked baggage of 

the owner/guardian unless if the baggage hold is environmentally 

unsafe. Pets will always be transported in vehicles or placed in areas 

protected from extreme temperatures and in climate weather.

http://www.korea.amedd.army.mil/veterinary/4_neo/neo.html

Item: Pet Vaccination Records (if applicable)

DD Form 2208, DD Form 2209, NASPHV FORM 51, Pet 

NEO Card.

Purpose: Assists in repatriation of pets.

Quantity: 2 per family.

Distribution: 1 copy maintained with family; 1 copy turned in 

with pet.

http://www.korea.amedd.army.mil/veterinary/4_neo/neo.html


Item Purpose

Social Security Cards

Financial Records (Bank, credit card, brokerage, tax 
returns)
Note: These items may be scanned onto a disc
For security and space savings.

Insurance Policies (may be scanned onto CD)

Copy of Bill of Lading shipping property to Korea

Non-temporary property storage documents

Photos/Videos/Purchase receipts for high value property 
left in Korea (all can be scanned onto CD)

Copy of Medical Records (esp. for EFMP enrollees) 
(may be scanned onto CD)

Hard to Replace Items

Critical records

Critical records.

Proof of ownership, assists in filing claim for 
compensation if necessary

Allows recovery of property placed in storage 
prior to move to Korea

Proof of condition assists in filing claim for 
compensation if necessary

Allows for more effective transition of primary 
care provider

The following items are recommended for inclusion in the NEO packet to ease a noncombatant’s 

reintegration and resumption of life in the U.S. 



Item Purpose

Legal Documents (i.e. divorce decrees, custody 

orders, wills, powers of attorney, deeds/titles, etc.)

School records, diplomas

Stock certificates, Savings Bonds, etc.

Precious photos, videos – burned onto CD/DVD

List of online accounts User IDs, Passwords, and 

websites

Address book (snail mail, phone, and email)

Back-up copy of critical computer files on CD

Korean transportation “T-Money” cards with KRW 

10,000 value

Limited amount of cask ($100-$200); credit cards

Critical records

Allow proof/continuity of education

Valuable, hard to replace items

Hard to replace items

Facilitates address changes and financial 

transactions

Allows contact to continue

Allows transfer to different computer

Facilitates rapid use of Korea public transportation 

system

Allows purchases of sundry items in Safe Haven or 

upon repatriation



Questions


