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CHAPTER A-406 
 

STORAGE 

A. STORAGE IN TRANSIT (SIT) 

1. General.  The procedures described in this chapter apply to Web-Enabled Transportation 
Operational Personal Property Standard System (ETOPS) and current Defense Personal Property 
System (DPS) programs. Storage of all personal property must be in accordance with (IAW) the 
Joint Travel Regulations (JTR), Chapter 2 (para. 0205), Shipment and Storage of HHG While on 
TDY, Chapter 3 (para. 032903), HHG Storage for a Service Member on TDY for an Operational 
Deployment or Contingency Operation, and Chapter 5, Permanent Duty Travel.  For Coast Guard 
Civilian employees, it is IAW the Federal Travel Regulation (FTR), Chapter 302, Relocations.  
The procedures described in this chapter apply to legacy Transportation Operational Personal 
Property Standard System (TOPS) and current Defense Personal Property System (DPS) 
programs.  SIT may be authorized by the Personal Property Shipping Office (PPSO) under the 
Missions, Roles, and Responsibilities section of this regulation.  SIT may be used when it is 
necessary to meet the customer’s requirements.  Although SIT normally is used at the destination 
when a shipment arrives before the customer has established a delivery address, it also may be 
used at the origin or at an intermediate point when considered by the PPSO to be in the best 
interest of the customer and the Government.  The Transportation Service Provider (TSP) must 
use a DoD-approved warehouse.   

2. SIT Warehouse Approval and Inspections.  The Storage Management Office (SMO) is 
responsible for the approval and inspection of all storage warehouses in the Continental United 
States (CONUS), Alaska, Hawaii, Puerto Rico, and Canada.  The PPSO in the overseas area is 
responsible for accomplishing warehouse approval and inspections within their area of 
responsibility (AOR).  

3. SIT Warehouse Non-Use Actions. 

a. The Storage Management Branch, with the assistance of CONUS PPSOs, will place SIT 
warehouses into non-use for failure of warehouse inspections and failure to adhere to policies 
and procedures IAW Appendices A-D and A-E of this regulation, as well as those rules in the 
Defense Personal Property Program Business Rules. 

b. PPSOs (OCONUS, excluding Hawaii, Alaska, Puerto Rico, and Canada) will place SIT 
warehouses in their AOR into non-use for failure to adhere to policies and procedures IAW 
Appendix A-D and Attachment A-E-1 of this regulation, as well as those rules in the Defense 
Personal Property Program Business Rules. 

4. SIT Period. 

a. SIT for employees will be IAW JTR Paragraph 054307, Storage in Transit (SIT).  For Coast 
Guard Employees, it will be IAW FTR Part 302-7.  If the employee presents circumstances 
that warrant storage beyond the amount authorized, the employee must request (in writing) a 
review/adjudication through the Service Agency Civilian Personnel Office/Order Issuing 
Official.  Requests for additional storage must be presented well enough in advance of 
entitlement expirations to allow normal disposition of property at the expiration of the 
entitlement.   

b. SIT for members may not exceed 90 days unless additional storage is authorized IAW JTR 
Paragraph 0518, HHG Storage, A.2.  
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c. IAW JTR 0518, HHG Storage, unless otherwise prohibited in the JTR, a member whose 
HHG are in Non-Temporary Storage (NTS) is authorized SIT at any combination of 
(1) Origin (place of NTS), (2) Transit, or (3) Destination, in connection with (ICW) 
transportation from NTS.  PPSOs are required to identify any number of days SIT is utilized 
at the origin and the remaining number of days SIT is authorized at the destination on the bill 
of lading (BL).  The PPSO must refrain from entering “SIT is not authorized” on the BL for 
property released from NTS, in the event that SIT becomes necessary at the destination for 
circumstances beyond the member’s control and/or to ensure the TSP can off-load property in 
the event the member is not available to accept delivery.  

DD Form 1857, Temporary Commercial Storage at Government Expense, Figure A-406-1, 
must be used for each extended 90-day period.  When SIT is extended, the PPSO must notify 
the TSP of the extension and the new projected termination date.  Extension, justification, and 
approval can be maintained in DPS, electronic document storage, or hard copy.  

5. Customer Notification of Pending SIT Entitlement Expiration. 

a. The PPSO will generate a SIT expiration report each week to identify lots expiring within 30 
calendar days.  All contact attempts will be recorded on the Personal Property Storage 
Management Notification, Figure A-406-7.   

(1) The customer must be notified by the responsible PPSO 30 calendar days (see NOTE 
below) prior to the termination of authorized SIT and conversion subject to the 
customer’s expense.  Notification may be made by any means available (e.g., postal 
mail, electronic mail, documented phone call, fax, installation locator).  The PPSO must 
establish a suspense date of 20 calendar days (see NOTE below), prior to expiration, for 
the additional following actions. 

(2) Prior to expiration, the DPS/PPSO notification must advise the customer of the necessity 
to procure private insurance, as well as recommend that the customer and 
warehouseman conduct a joint inspection of the shipment and complete Loss and 
Damage AT Delivery Form, Figure A-406-2 (for DPS shipments).  The customer must 
be advised that the cost for the joint inspection is a customer’s expense.   

(3) If contact has not been made, the PPSO will send a second notification via electronic or 
regular mail to the last known address not later than 20 calendar days before expiration.   

(4) If contact has not been made, the PPSO must request assistance from the customer’s unit 
or the civilian personnel office not later than 15 calendar days prior to the entitlement 
expiration.  (See NOTE below.) 

(5) If contact has not been made, the PPSO must request assistance from Service locators 
using Table A-406-2 not later than 10 calendar days prior to the entitlement expiration 
(see NOTE below).  At a minimum, the following information must be provided:  
customer’s name, Social Security Number (SSN)/Employee Identification 
(EMPLID)/Department of Defense Identification (DoDID) (if not known, last four), 
grade/rank, and last known duty station. 

(6) If contact has not been made, the PPSO must send the final notification to the last 
known address by mail with delivery confirmation not later than 10 calendar days prior 
to the entitlement expiration.  The PPSO will go to https://www.usps.com and obtain 
proof of delivery.  Print and document the delivery confirmation in the customer’s case 
file. 

(7) If contact has not been made by the expiration date, the PPSO must terminate the SIT 
and the warehoused property will be subject to the Servicemembers Civil Relief Act 

https://www.usps.com/
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(SCRA) [50 U.S.C. App. §§ 501 et seq.] and applicable state, local, and bailment laws 
and regulations.  

(8) PPSOs must ensure the TSP refunds any prepayments due to the non-performance of 
services in accordance with IT/400NG.  The PPSO will at NO time advise the TSP as to 
auction/disposal of property. 

(9) The signed DD form 1299, Application for Shipment and/or Storage of Personal 
Property, Figure A-406-3, is considered sufficient authority to terminate SIT and to 
subject charges for continued storage at the customer’s expense.  The customer signing 
the form is indicating agreement with the certification of shipment responsibilities and 
that the Government will not be responsible for the goods remaining in storage after the 
expiration of the authorization period.   

(10) If, for some reason, the shipment was not converted on the expiration date, the TSP is to 
be paid through the termination date IAW the applicable tariff/tender and the customer 
may be billed for the excess cost IAW Component publications. 

NOTE:  When the last calendar day ends on a weekend or holiday, the notification action will 
be taken on the workday prior to the weekend or holiday. 

6. Termination of SIT.   

a. At seven (7) calendar days prior to the storage expiration date, if contact has not been made 
with the customer, the PPSO is required to complete a case file consisting of the following:   

(1) Orders (amendments if applicable) 

(2) Signed DD Form 1299 (Figure A-406-3) 
(3) Personal Property Storage Management Notification (Figure A-406-7) 

(4) All correspondence with the customer 

(5) One SCRA certificate from https://scra.dmdc.osd.mil/ showing the member’s active 
duty status. 

b. The PPSO will forward the completed case file not later than five (5) calendar days prior to 
expiration to the authorizing authority identified in Table A-406-1 for a final contact attempt 
and concurrence/non-concurrence of the storage termination. 

c. Upon receipt of concurrence, PPSO will terminate SIT on the date of expiration. 

d. Copies of documents within the case file package will be forwarded to the TSP upon 
conversion by the PPSO. 

e. Shipments remain in SIT until terminated by the PPSO and cannot be retroactive. 

f. TSP notification:  

(1) DPS:  Upon termination of storage by the PPSO, the TSP will be notified when the 
government storage account is terminated and subject to storage at the customer’s 
expense.  Termination notification to the TSP must include the SIT number, the date of 
expiration, and the shipper’s name and contact information, to include last known 
mailing address.  The TSP will only take action to terminate storage at midnight on the 
effective date of termination.  

(2) ETOPS:  Upon termination of storage by the PPSO, an e-mail notice will be sent to the 
TSP/DPM Contractor with delivery and read receipts as proof of notification.  The 
PPSO must maintain the original e-mail and the delivery and read receipts as 

https://scra.dmdc.osd.mil/


Defense Transportation Regulation – Part IV 6 October 2023 
Personal Property  

IV-A-406-4 

confirmation that the termination request was sent and received.  Termination 
notification to the TSP must include the SIT number, date of expiration, and shipper’s 
name and contact information, to include last known mailing address.  The TSP will 
only take action to terminate storage at midnight on the effective date of termination.  

NOTE:  The customer is normally authorized a delivery-out at Government expense IAW 
JTR Paragraph 0518 HHG Storage, C (Members) or 054306 (Employees).  For Coast Guard 
Employees, it is IAW FTR Part 302-7.  Delivery services at Government expense, after the 
BL has terminated must be arranged by the PPSO IAW provisions outlined in the tariff/tender 
using local invoice procedures or local purchase procedures outlined in Table A-406-3.   

If the Line of Accounting (LOA) has expired, the responsible PPSO is required to contact the 
applicable Service Headquarters for assistance/determination.  

7. Prevention of Unnecessary SIT.  The PPSO must make every effort to prevent unnecessary use of 
SIT by obtaining contact information to allow for proper management of storage and termination 
of storage subject to the customer’s expense when storage entitlements are exhausted.  Contact 
information may be obtained by utilizing source documents (e.g., DD Form 1299, Application for 
Shipment and/or Storage of Personal Property, Figure A-406-3) to obtain in-transit phone 
numbers; by contacting customer’s sponsors, the use of Government e-mail accounts, and/or 
contacting Service HQ representatives, etc. 

8. No Direct Delivery Requested or Delivery Address (Printed on the BL). 

a. DPS: Upon shipment arrival at destination, the TSP must arrive the shipment in DPS and 
contact the customer within the allotted free waiting time (two (2) hours for domestic or one 
(1) hours for international).  Once the TSP has determined the customer is not available to 
accept delivery, the TSP must request SIT approval via DPS, and DPS will issue the required 
SIT number to the TSP.  

b. ETOPS:  When the TSP notifies the destination PPSO of a shipment arrival, the PPSO must 
attempt to contact the customer or the customer’s agent using the designated point of contact 
(POC) information in ETOPS/DPS or other available sources and document contact efforts.  
If the customer has not contacted the destination PPSO or the PPSO is unable to contact the 
customer or the customer’s agent, the PPSO must instruct the TSP to place the shipment in 
SIT.  The PPSO should not direct the TSP to attempt delivery at the customer’s residence.  
Disposition instructions must be provided to the TSP prior to the expiration of the free 
waiting time IAW the applicable United States Transportation Command (USTRANSCOM) 
tender/tariff. 

9. Record of Authorized SIT.  SIT control logs are maintained in ETOPS and DPS for recording all 
SIT authorizations.  The log contains the following information:  the SIT control number, the 
customer’s name, the Code of Service (COS), the storage location, the dates the customer’s 
shipment was ordered into and out of SIT, and the SIT expiration date.  

10. SIT for Split Shipments.  If a shipment arrives at destination as a split shipment and the customer 
is unavailable to receive any portion, SIT may be authorized separately on each portion.  The 
PPSO and/or DPS must issue a separate SIT control number for each portion of the split 
shipment.  The TSP is required to obtain a separate weight ticket for each portion of the split 
shipment.  The cost of weighing each portion is borne by the TSP.  The Government does not pay 
the minimum weight on the split portion; the minimum weight applies to the combined weight of 
all portions as applicable to storage and delivery. 
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11. SIT Control Number.  Upon ordering a shipment into SIT, the ETOPS/DPS assigns the SIT 
control number.  When a PPSO manually assigns a SIT number, the nine-digit SIT control 
number is constructed as follows: 

a. The first two positions are the last two digits of the year in which the shipment enters SIT 
(e.g., if the shipment is placed in SIT during calendar year 2014, the first two digits must be 
14). 

b. The third, fourth, and fifth positions are the Julian calendar day the shipment enters SIT (e.g., 
if the shipment is placed in SIT on 9 November [calendar day 313], the third, fourth, and fifth 
digits must be 313). 

c. The last four digits indicate the numerical sequence of the shipment entering SIT for that day 
(e.g., if the shipment is the eleventh shipment placed in SIT on that day, the last four digits 
are 0011). 

d. As described above, the SIT control number for the eleventh shipment placed in SIT on 
9 November 2014, is 143130011. 

12. Delivery Out of SIT. 

a. The customer should request delivery via DPS to capture customers requested delivery date 
or contact the TSP to request delivery.  The customer may also contact the PPSO to request 
delivery or to obtain assistance as needed. 

NOTE:  If contacted by the customer, PPSOs will assist with their delivery request. 

b. For shipments moving under ETOPS, the TSP must prepare and submit a DD Form 619, 
Statement of Accessorial Services Performed, Figure A-406-4, and provide it to the customer 
for all accessorial services incidental to the delivery of the shipment.  The customer must 
initial next to the item in the Remarks section to verify that the services were performed and 
keep a copy for their records.  Shipments delivering out that are moved using DPS will be 
billed IAW Appendix A of this regulation. 

c. For DPS shipments, when the destination changes after a shipment has been placed in storage 
and the new destination is outside 100 miles from block 18 of GBL, the destination 
PPSO/TSP must arrange delivery out IAW the applicable USTRANSCOM tender/tariff. 

d. Partial withdrawals (JTR Paragraph 0518, HHG Storage, A.4, and Paragraph 054037 C 
consist only of complete cartons or item numbers on the inventory.  A request for partial 
withdrawals should be made at the time of counseling and indicated to the TSP or TSP’s 
agent at the time of packing.  The inventory item number must be furnished by the member to 
the PPSO/TSP, who, in turn, will request the required services.  The PPSO representative has 
the right to be present at the TSP’s facility during the sorting of property.  The TSP delivers 
the property; however, the member has the option of picking up the property from the 
warehouse.  The TSP is responsible for obtaining the weight of the portion withdrawn.  

NOTE:  If a subsequent partial delivery is requested, approval must be IAW JTR Paragraph 
0518 HHG Storage, A.4.a (Members) and 054307, C (Employees) to include collecting 
identified excess cost in accordance with Service’s policy if applicable. 

e. The delivery charge for a shipment placed into SIT in two portions and delivered from SIT in 
one lot is based on the delivery rate for the combined weight. 

13. Disposition of Unclaimed SIT Property.  The PPSO will annually remind all storage warehouses 
within their AOR in writing to notify their office of any intent to dispose of unclaimed personal 
property and that personal property where storage was converted to member’s expense.  The 
PPSO will include in the reminder that any member still on active duty, their personal property in 
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storage at a member’s expense is protected under the SCRA and applicable state, local, and 
bailment laws.  Additionally, the PPSO will make every effort to notify the member of the 
pending disposition actions prior to the scheduled disposal of personal property.  

NOTE:  SCRA only applies to service members (i.e., not civilian employees). 

B. NON-TEMPORARY STORAGE  

1. USTRANSCOM SMO Responsibilities: 

a. Manages the NTS program. 

b. Conducts pre-award surveys to ensure NTS Tenders of Service (TOS) are awarded only to 
qualified TSPs.  The qualifications of NTS TSPs must be determined IAW the pre-award 
survey guidelines contained in Appendix A-D of this regulation. 

c. Executes, distributes, and administers the NTS TOS and DD Form 1162-1, Schedule of 
Services and Rates for Household Goods, Figure A-406-5. 

d. Monitors NTS weight stored in each approved warehouse, its subdivisions, or fire divisions. 

e. Provides administrative oversight, as well as assistance to the PPSO and TSPs, on any DD 
Form 1164, Service Order for Personal Property, Figure A-406-6, that has been placed 
against the NTS TOS by the using activities. 

f. Notifies all recipients of the NTS TOS when it is modified, placed inactive, or terminated. 

g. Performs inspections of NTS TSP’s storage methods, and warehouse practices to ensure that 
all services are provided IAW the provisions of the NTS TOS.  DoD warehouse facilities are 
approved and inspected under the provisions of Appendix A-D, Appendix A-E, and 
Attachment A-E-1 of this regulation.   

h. Investigates incidents involving NTS shipments or NTS TSP facilities. 

i. Conducts a personal property Staff Assistance Visit (SAV) for each PPSO once every two (2) 
years.  Visits will be coordinated with the Service/Agency HQ or Major Command to avoid 
duplication of effort.  The purpose of such visits is to exchange information concerning the 
adequacy of service provided by each local NTS TSP and to identify potential service 
problems.  Provides the PPSO with a copy of the SAV.   

2. PPSO Responsibilities: 

a. Acquire all required services for the storage of personal property in DoD-approved 
commercial storage facilities. 

b. Cite the funds for payment of the services ordered and process invoices for payment. 

c. Ensure the customer provides a permanent POC/mailing address prior to booking the 
shipment. 

d. Maintain all documents relating to each storage lot.  Digital scanning and archiving of the 
maintained documentation to include the original warehouse receipt by the shipping offices in 
lieu of maintaining the original paper copy is acceptable.  If the PPSO elects to scan and 
archive the original warehouse receipt, the PPSO must destroy the hard-copy original 
warehouse receipt.  There can only be one original warehouse receipt (scanned or hard copy).  

e. Provide copies of CONUS warehouse inspections conducted independently to the SMO at a 
DoD-approved storage facility. 

f. Serve as the POC for the customer on all matters concerning the storage of personal property. 
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g. Immediately notify the SMO when the NTS TSP is unable to locate a NTS lot in storage.  

h. Recoup excess costs from the customer, IAW Service/Agency guidelines or regulations, 
when the weight in storage is in excess of the JTR allowance. 

i. Terminate all NTS at government expense for storage beyond the authorized storage period 
and advise the NTS TSP to bill the customer for future storage costs. 

3. NTS Process. 

a. General.  The available low-cost, qualified storage facility must be used for NTS, regardless 
of its location.  Awards must not be limited to NTS TSPs within the AOR.   

b. Determining the Low-Cost NTS TSP.  The PPSO must use the traffic distribution list in the 
ETOPS to determine the low-cost NTS TSP. Items I, II, III, IV, V, and VI of the DD Form 
1162-1 (Figure A-406-5) are used to determine the low-cost NTS TSP. Item V, storage costs, 
must be projected over the estimated storage period for each lot. 

c. Attempted Pickup or Delivery.  If the customer or customer’s agent is not available at the 
designated location when the NTS TSP attempts to pick up or deliver on the date specified on 
DD Form 1164, the NTS TSP is paid the drayage rate per DD Form 1162-1 on a 500 lbs 
minimum (weight) shipment for attempted pickups and the actual shipment weight for 
attempted deliveries (reference TOS, Appendix A-J, Paragraph 5.7.4 and 5.7.5). 

d. Acquisition of NTS Services.  NTS TSPs must be contacted in the order of their NTS TOS 
rates (from lowest to highest), regardless of location.  The storage lot must be offered to the 
first NTS TSP that can perform the services at the time they are required.  A NTS TSP does 
not need to be contacted if a written notice that services cannot be provided has been received 
from that NTS TSP.  When two or more NTS TSPs have equal rates, the PPSO must offer 
lots to those NTS TSPs on a fair and equitable basis.  When other than the low-cost NTS TSP 
is used, the shipment/storage record must contain a list of the NTS TSPs refusing the lot. 

e. Customer Preference for NTS TSP.  A customer’s choice of NTS TSPs is prohibited unless 
the NTS TSP’s requested cost is less than or equal to the lowest offer.  The NTS TOS 
requires that orders be issued to the lowest offer available.  The Government has no authority 
to enter into three-party contracts between itself, the NTS TSP, and customer.  

f. Shipment Placed in NTS Outside an Installation’s AOR.  When a lot is placed in storage 
outside an installation’s AOR, the PPSO placing the shipment in NTS will manage the 
storage account, all paperwork, maintain communication with the customer and take all 
action related to the lot regardless of the NTS warehouse location until an application for 
shipment is received to release the lot from NTS.  The PPSO’ AOR where the lot is located, 
will provide all required shipment documents to the PPSO managing the NTS lot when 
required. 

g. Service Order for Personal Property. 

(1) Upon the NTS TSP’s acceptance of the offer of a lot, the NTS TSP will provide the lot 
number to the PPSO, who will subsequently prepare the DD Form 1164 (Figure A-
406-6).  A separate DD Form 1164 must be prepared for each individual storage lot.  
Service orders are executed only by the PPSO having specific authority to issue such 
orders.  Service orders must be furnished to the NTS TSP before the date on which the 
services are to be performed.  DD Form 1164 is self-explanatory except for the 
following items: 

(a) Block 3.b, Federal Agency.  Enter two-digit alpha code depicting the federal 
agency identity (e.g., DF--Department of Air Force, DA--Department of Army). 
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(b) Block 3.c, Appropriation Identity.  Identifies code designation, assigned locally by 
each activity. 

(c) Block 3.g, Lot Number.  Enter lot number furnished by the NTS TSP. 

(d) Block 3.i, Estimated Storage Period.  Enter the estimated storage time, in months.  
This varies from case-to-case depending on circumstances (see Paragraph 
B.3.g.(1)(f)) and applies to new accounts being placed in storage. 

(e) Block 3.j, Pickup Date (DDMMMYYYY).  Enter the date on which the requested 
services are to begin.  The date is constructed as follows:  first two digits of the day 
of the month, first three letters of the month, four digits of the year (e.g., for 
4 September 2016, the code would be “04Sep2016”). 

(f) Block 4, New Accounts - Services Ordered.  Enter rates from the DD Form 1162-1 
(Figure A-406-5) only for those services being authorized.  Item VI, Handling-Out, 
which must be used in making cost comparisons, and not included on the initial 
DD Form 1164.  To facilitate subsequent ordering-out action, the rate for 
Handling-Out (Item VI) may be annotated on the copy retained in the storage file.  
When crating of HHG is required for safe transportation and storage, Block 6, 
Remarks Section, must be annotated to show approval granted by the PPSO. 

(g) Block 6 (Remarks Section).  When firearms are to be included in the storage lot, 
the statement, “This NTS Lot Contains Firearms,” must be annotated on the DD 
Form 1164. 

(2) The DD Form 1164 will be issued, and a copy will be sent, before the pickup date, to the 
NTS TSP contractor providing the service.  The remaining copies of the DD Form 1164 
and DD Form 1299, plus any special orders and supporting documents, will be kept in 
an electronic or hard-copy case file.  A suspense will be maintained IAW with the NTS 
TOS to ensure the TSP sends the warehouse receipt/inventory and weight tickets. 

(3) Distribution of DD Form 1164. 

(a) One copy must remain with the NTS TSP. 

(b) One copy, indicating the actual weight and storage location, must be provided to 
the customer.  It can be sent via any electronic means with a read receipt, postal 
mail, etc.  The copy sent to the overseas Civilian Personnel Officer must include 
when the state of the storage changes (e.g., transfer agreement or termination of 
storage, subject to customer’s expense). 

(c) One copy must be provided to the following Military Service/Agency Finance 
Office or Operating Location (OPLOC). 

1. All Navy shipments:  One copy must be provided to:  FLC Business Support 
Department, HHG Audit Team Division, Code 302, 1968 Gilbert Street, STE 
600, Norfolk, VA 23511-3392. 

2. All Marine Corps shipments:  Provide one copy of the DD Form 1299, DD 
Form 1164, and the Orders to:  Transportation Voucher Certification Division, 
Marine Corps Logistics Command Bldg. 3700, RM 315, 814 Radford Blvd, 
Suite 20262, Albany, GA  31704-0262. 

3. All U.S. Coast Guard shipments:  Provide one copy to Commanding Officer, 
U.S. Coast Guard Finance Center (OPA-MT2), 1430A Kristina Way, 
Chesapeake, VA 23326. 
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4. Supplemental Service Orders. 

a. Supplemental DD Forms 1164 must be issued to authorize services, such as 4-year renewals 
or removal of a lot in storage or annual renewal of the fiscal year fund citation for the 
following fiscal year, for those lots remaining in storage after 30 September.  Renewals may 
be authorized by written notice to the NTS TSP in a format such as an Excel spreadsheet or 
Word document containing all the pertinent information for lots stored with NTS TSP. 

b. When it is known prior to ordering services that part of a customer’s property must remain in 
storage while another part is withdrawn within a short period of time, each part must be 
considered a separate lot and a separate DD Form 1164 must be issued for each lot.  When a 
customer requests and is authorized a partial removal from a lot stored under a single DD 
Form 1164, a supplemental DD Form 1164 must be issued for handling-out services to permit 
removal of the desired goods from the lot and for handling-in of that portion to be returned to 
storage.  Partial removals consist of only complete cartons or item numbers as listed on the 
inventory. 

c. Warehouse Receipts.  Each lot of HHG stored in a commercial facility must be covered by a 
separate, nonnegotiable warehouse receipt.  The NTS TSP must issue the warehouse receipt 
in the name of the customer IAW the terms of the NTS TOS.  The NTS TSP mails, or 
otherwise delivers the original warehouse receipt to the PPSO representative.  When the 
inventory is used as part of the warehouse receipt, a legible copy of the inventory may be 
attached to the original warehouse receipt.  The use of a combination inventory-warehouse 
receipt form is acceptable if the document contains all of the information required by law and 
the NTS TOS.  When a combination inventory-warehouse receipt is used, the original copy 
must be furnished to the PPSO representative, and a legible copy retained by the NTS TSP.  
Digital scanning and archiving of the Warehouse Receipt by the shipping offices in lieu of 
maintaining the original paper copy is acceptable IAW Paragraph B.2.d. 

5. Removal from NTS (JTR Paragraph 0518, B.6 [Uniformed Members Only], and Paragraph 
054306, B.4.b, Removing HHG from NTS [Civilian Employees Only], FTR Paragraph 302-8 
[Coast Guard Employees Only]). 

a. Whenever a lot, or part of a lot, is to be removed from storage, the PPSO must sign and return 
the original or reproduced warehouse receipt to the NTS TSP along with the DD Form 1164 
specifying the services to be performed. 

b. In those cases, where the warehouse receipt is maintained as a digitally scanned document, 
the scanned original will be reproduced in paper format and returned to the warehouseman 
when the lot is ordered released, as if it had been maintained in a paper format.  A copy of the 
warehouse receipt must be retained for the PPSO’s files. 

c. Whenever part of a lot is removed from storage and part is to remain, the PPSO must obtain a 
new or revised warehouse receipt from the NTS TSP for that portion remaining in storage.  
The NTS TSP must be given a minimum of five (5) government business days (GBD) to 
release the shipment. 

NOTE:  The 7-day spread requirement for the pickup date is not required since the date the 
shipment is to be released and available for pickup is the responsibility of the Maintaining 
PPSO to assign based on the Required Delivery Date (RDD) and confirmation the NTS TSP 
can support the release (pickup) date.  

6. NTS Release from a Storage Facility in the PPSO’s AOR.  When a lot is placed in storage outside 
an installation’s AOR, the PPSO representative placing the lot in storage must retain the storage 
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account and all paperwork until an application for shipment is received and the lot is released 
from NTS. 

a. The PPSO managing the NTS lot will acknowledge receipt of the NTS release application via 
an email within five (5) GBDs if they are unable to award shipment within that timeframe. 
Include the customer in the email using the customer’s specified email addresses on the 
application in DPS. 

b. Once the release date and RDD have been confirmed and the shipment is awarded to a TSP, 
the PPSO will send the customer and preparing Counseling office an email with the shipment 
information.  If the PPSO was not able to accommodate the customers originally requested 
dates, they provide the member the option to performing a PPM and guide them to a local 
PPPO for counseling if necessary.  If customer decides to perform a PPM, the Counseling 
Office will brief the customers on the requirements to receipt for property from the NTS 
contractor and to inspect the property at the time of receipt to maintain FRV. 

7. NTS Release from a Storage Facility Outside the PPSO’s AOR. 

a. Required actions by the PPSO managing the NTS Lot in storage: 

(1) Acknowledge receipt of the NTS release application and supporting documents within 
five (5) GBDs from date the documents are received if unable to secure a NTS release 
date, include customer on this email. 

(2) Finalize arrangements with the NTS TSP to prepare the lot for release and provide DD 
Form 1164. 

(3) Forward the customer’s application, DD Form 1164 and supporting documents (orders, 
amendments, Dependent Entry Approval (DEA)--if applicable, etc.) to the PPSO with 
jurisdiction over the NTS facility where the lot is stored and Courtesy copy (Cc) 
customer on email or send a separate email to customer acknowledging transfer of 
application to PPSO with oversight of where storage lot is located. 

(4) Once confirmation of award to a TSP is received from PPSO with AOR oversight adjust 
DD Form 1164 if required.  If corrected DD Form 1164 is required, send copy to NTSP 
and PPSO with AOR Oversight for their files prior to new release date. 

b. Required actions by the PPSO with oversight of the NTS facility where lot is stored: 

(1) Acknowledge receipt of the NTS application via an email within five (5) GBDs if they 
are unable to award shipment within that timeframe. Include the customer and 
maintaining PPSO in the email using the customer’s specified email addresses on the 
application in DPS. 

(2) Once the release date and RDD have been confirmed and the shipment is awarded to a 
TSP, the PPSO will send the customer and maintaining PPSO an email with the 
shipment information.  If the PPSO was not able to accommodate the customers 
originally requested dates, they provide the member the option to performing a PPM and 
guide them to a local PPPO for counseling if necessary.  If customer decides to perform 
a PPM, the Counseling Office will brief the customers on the requirements to receipt for 
property from the NTS Contractor and to inspect the property at the time of receipt to 
maintain FRV. 

8. Removal when Storage is Outside the Installation’s AOR.  When a lot is placed in storage outside 
an installation’s AOR, the PPSO placing the lot in storage must retain all the paperwork and the 
storage account as the Maintaining PPSO until a customer’s application for shipment is received.   
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a. The Maintaining PPSO must make arrangements with the NTS TSP for release of the goods 
from storage. The customer’s application and movement orders for shipment must be 
forwarded to the PPSO having responsibility for the AOR in which the goods are stored as 
the Responsible PPSO per Paragraph B.6. above. 

b. The Responsible PPSO must arrange shipment of the storage lot and coordinate the release 
with the Maintaining PPSO maintaining the storage lot.  To properly execute this process and 
keep the customer informed of all actions taken, the following steps must be accomplished by 
the Maintaining and Responsible PPSOs. 

(1) The Maintaining PPSO includes the Responsible PPSO in the acknowledgement email 
to the customer within five (5) GBD and provides a short paragraph that states there is a 
Responsible PPSO that will award the shipment for pickup as the shipment is located in 
the Responsible PPSO’s AOR. 

(2) The Maintaining PPSO will coordinate the release of the NTS shipment based on the 
date required to meet the customer’s RDD minus the authorized transit time from origin 
(location of the NTS shipment) to the authorized destination or other location, subject to 
excess cost. 

(3) The Responsible PPSO will also acknowledge receipt of the email from the Maintaining 
PPSO and will determine any additional information requirement and sends a receipt 
email to the Maintaining PPSO, the servicing PPPO and the customer identifies any 
additional information requirements, confirms the requested RDD and provides the steps 
that must be accomplished before the shipment can be awarded, such as the shipment 
must be coordinated for release with the NTS TSP and awarded to a Linehaul TSP for 
pickup on a date that will meet the requested RDD based on the authorized transit time 
from origin to destination. 

c. From this point forward, the Responsible PPSO will duplicate the steps identified in 
paragraphs B.8.a. and b., above, that are assigned to the Maintaining PPSO.  The Responsible 
PPSO must include the Maintaining PPSO in all email correspondence with the PPPO and the 
customer to ensure there are no communication gaps, so the shipment has the best 
opportunity to meet the customer’s RDD. 

9. Local Delivery Reweigh Procedures.  If a pattern of weight variance is detected in the weight of 
line-haul shipments moving out of a particular warehouse, the PPSO must initiate periodic, 
witnessed reweighing of NTS shipments ICW local delivery-out under the NTS TOS. 

a. Local delivery reweigh requests must be annotated on the DD Form 1164.  It is recommended 
that a PPSO or PPSO’s representative witness the reweigh to support any collection action 
involved for either party.  A witnessed reweigh aids the SMO in the event of disputes, as well 
as in monitoring performance. 

b. The PPSO may request the NTS TSP to use government scales for a local reweigh when 
available and when the reweigh causes no delay to the NTS TSP.  If the NTS TSP is required 
to use government scales and excess mileage is involved, the Government may be liable for 
an extra charge since the terms of the original agreement have been modified. 

c. New weight tickets are necessary when a lot is ordered out of NTS locally and when delivery 
is within the scope of the NTS TOS.  If the reweigh weight is different from the storage 
weight by 200 pounds, necessary action will be initiated by the Transportation Officer for 
reimbursement to adjust payments to the NTS TSP based on the lowest weight. 
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10. Storage Difficulties.  The PPSO must notify the HQ USTRANSCOM/SMO of any actual or 
anticipated problems in obtaining commercial storage space (e.g., housing renovations, 
deployments).  An information copy of such notice must be provided to Service HQ. 

11. Processing NTS for Personnel Assigned Permanent Change of Station (PCS) Overseas. 

a. Upon receipt of an application for NTS, the PPSO must enter the estimated storage 
authorization expiration date on the DD Form 1299, Figure A-406-3, Block 13.  This date 
must be determined by adding the tour length to the reporting month cited in the orders.  
(Exception:  Flag officers have no set tour length; however, since 48 months is a common 
period for assignment, 48 months must be added to the reporting month and entered in Block 
13 of the DD Form 1299.)  For employees, shipments in excess of government quarters, 
deployments, and other shipments funded on a fiscal year basis, the expiration date must be 
set to 30 September of the current fiscal year.  

12. Customer Notification of Pending Authorization.  

a. The PPSO is required to inform the customer in accordance with the timelines in paragraph 
B.12.a.(1) through B.12.a.(4) prior to the expiration of the storage entitlement.  The PPSO 
will request updated orders extending the storage entitlement and provide the customer the 
DD Form 1857.  If no storage entitlement extension is authorized, the PPSO must convert the 
lot to customer expense. 

(1) Not later than 90 calendar days before the storage entitlement expires, the PPSO must 
notify the customer of storage expiration by e-mail, mail, and/or fax.  All contact 
attempts will be recorded on the Personal Property Storage Management Notification, 
Figure A-406-7. 

(2) If contact has not been made, send a second notification via e-mail, mail, and/or fax not 
later than 75 calendar days before the storage entitlement expires.  Notification must be 
sent to the last known address, with a copy sent to the in-transit address from the 
DD Form 1299 and to the current unit command.  For civilians, send a copy to the 
current civilian personnel office.  

(3) If contact has not been made, the PPSO must request assistance from Service locators, 
using Table A-406-2, not later than 60 calendar days prior to the entitlement expiration.  
At a minimum, the following information must be provided:  customer’s name, 
SSN/EMPLID/DoDID (if not known, last four), grade/rank, and last known duty station. 

(4) If contact has not been made, the PPSO must send a final notification by mail with 
delivery confirmation 45 days prior to the storage expiration period and suspense for 
15 calendar days.  The PPSO will go to https://www.usps.com and obtain proof of 
delivery.  Document the delivery confirmation in the customer’s case file. 

b. If contact has not been made or the Commercial Storage Contract was not signed and 
provided to the NTS TSP, the PPSO must convert the lot to the customer’s expense on the 
expiration date.  PPSO is required to contact the customer’s Service HQ for request assistance 
in contacting the customer. 

c. If, for some reason, the shipment was not converted on the expiration date, the TSP is to be 
paid IAW the applicable tariff/tender and the customer may be billed for the excess cost IAW 
Component publications. 

13. Customer Contact is Made for Pending Authorization. 

a. If customer contact is made and proper documentation provided, notifications for pending 
authorization will end. 

https://www.usps.com/
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b. Proper documentation is defined as customer’s new orders or new line of accounting 
provided authorizing a storage entitlement extension and an update to the authorization is 
completed by the PPSO. 

14. PPSO Requirement to Request Storage Conversion to Customer Expense. 

a. The PPSO must notify the NTS TSP to convert the NTS lot to customer expense.  The NTS 
TSP will provide the customer with a Commercial Storage Contract that notifies the storage 
lot(s) conversion to a commercial account and customer expense.  The completed form must 
be sent back to the NTS TSP. 

15. Termination of NTS. 

a. At 30 days prior to the storage expiration date and if contact has not been made, the PPSO is 
required to complete a case file consisting of the following:     

(1) Orders. 

(2) DD Form 1299. 

(3) Initial and most current DD Form 1164. 

(4) Personal Property Storage Management Notification.   

(5) One SCRA certificate from https://scra.dmdc.osd.mil/ showing the member’s active 
duty status.  Forward the completed case file to the authorizing authority for a final 
contact attempt and concurrence/non-concurrence of the conversion using Table A-
406-1. 

b. The PPSO will forward the completed case file not later than five (5) calendar days prior to 
expiration to the authorizing authority identified in Table A-406-1 for a final contact attempt 
and concurrence/non-concurrence of the storage termination. 

c. Upon receipt of concurrence, the above case file package will be forwarded to the TSP upon 
conversion by the PPSO.  The PPSO will at NO time advise the NTS TSP as to 
auction/disposal of the property. 

d. The PPSO will use DD Form 1164 to notify the NTS TSP of the impending expiration date to 
convert the lot to the customer’s expense.  This notification to the NTS TSP must include the 
service order number, date of expiration, and shipper’s name and contact information, to 
include last known mailing address.  The preferred notification method is e-mail, with 
delivery and read receipts as proof of notification.  The PPSO must maintain the delivery and 
read receipts as confirmation the conversion request was received. 

e. Send a copy of the DD Form 1164 showing conversion along with a copy of the warehouse 
receipt and inventory to the customer indicating the lot has been changed to storage at the 
customer’s expense.  Include the phone number for the NTS TSP on the DD Form 1164.  If 
contact with the customer has been unsuccessful, mail a copy of the DD Form 1164 to the 
customer’s last known address, the in-transit address from the DD Form 1299, and to the 
current unit command. 

f. Regardless of the time the property is in storage, as long as the order remains valid, the 
customer is authorized a delivery-out at Government expense IAW JTR Paragraph 0518, 
HHG Storage, C (Members) or 054305 (Employees), and IAW FTR Paragraph 302-8 for 
Coast Guard Employees.  Payment for delivery services at Government expense must be 
made by the PPSO using normal NTS payment procedures. 

NOTE:  For Members, if the LOA has expired, the responsible PPSO will be required to 
contact the applicable Service Headquarters for assistance/determination.  

https://scra.dmdc.osd.mil/
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NOTE:  A conversion non-concurrence from a Service HQ must be accompanied by the 
proper authority for continued storage and associated funding. 

NOTE:  For Employees, reference the JTR, Paragraph 054305.  For Coast Guard Employees, 
reference the FTR, Paragraph 302-8.  

16. Loss and Damage in NTS. 

a. General.  This paragraph prescribes the SMO and PPSO procedures to be followed when loss 
or damage of personal property occurs in storage. 

b. Stored Property Not Found.  If the NTS TSP is unable to locate a lot or portion of a lot in 
storage, the PPSO must notify the SMO who ensures the NTS TSP is taking action to locate 
the items.  This notification is necessary and may be used for claims processing. 

c. Missing Property Later Found.  When stored property that was previously not found is 
located in the NTS TSP’s warehouse, the NTS TSP must contact the customer to determine 
whether the customer filed a claim for the lost items and whether the customer would like to 
receive any or all of the found items.  If the customer elects to accept any or all of the 
property that was found, all payment received, due to a claims settlement, for the items must 
be returned and the NTS TSP must forward the items to the customer via the mode of 
transportation determined by the PPSO.  The NTS TSP is responsible for all shipping costs 
when returning the found property to the customer.  If the customer has received a claim 
payment of the item and does not elect to accept the property that was found, the NTS TSP 
may retain the item for salvage provided the NTS TSP has paid the replacement cost of the 
item to the Government or the customer.  If the NTS TSP has not paid for the item and the 
Government has paid a customer’s claim, the NTS TSP must contact the claims office for 
instructions.  If the customer has not yet received compensation from the Government or TSP 
for the property, the NTS TSP must forward the property to the customer. 

d. Erroneous Shipments or Delivery of Wrong Items.  If an NTS TSP inadvertently ships or 
delivers wrong items, the NTS TSP is liable for all costs associated with the return.  The NTS 
TSP must select the transportation mode offering the least amount of delay to ship and deliver 
the correct items.  TSP compensation to ship or deliver the correct items should not exceed 
what the costs would have been if the correct items were included in the original shipment. 

e. Lost or Stolen Privately Owned Firearm (POF).  If a POF is lost or stolen while under the 
control of the NTS TSP, the SMO must determine whether the firearm was stored IAW the 
pre-award survey guidelines and whether the loss was due to negligence of the NTS TSP.  
The failure of a NTS TSP to promptly report a lost or stolen firearm will result in the issuance 
of a non-use notice, as well as a review by the SMO for a potential disqualification.  
Customers should be encouraged to file a police report with the local authorities. 

f. SMO Procedures.  Upon becoming aware of loss or damage to stored personal property due 
to fire, flood, or similar causes, the SMO, in coordination with the PPSO, must: 

(1) Notify the Service Headquarters and immediately arrange for a joint inspection of the 
damage.  The joint inspection will be performed by the SMO and/or PPSO and the 
storage provider.   

(2) Direct the NTS TSP to unpack and dry the goods and prepare a detailed report of loss or 
damage to each lot, by article or package, as listed on the warehouse receipt or inventory 
form. 

(3) Monitor closely the NTS TSP’s performance to ensure that: 

(a) The NTS TSP’s responsibility is discharged properly. 
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(b) The property is protected from further loss or damage. 

(c) The NTS TSP maintains detailed records of all services performed and materials 
used that are to be paid for by the Government. 

(d) The NTS TSP promptly dries, cleans, and repacks all of the items that are handled 
during the rework process. 

(e) The NTS TSP’s security measures protect the goods from pilferage. 

(4) Request that the PPSO engage a third party if the NTS TSP does not have the capability 
to provide the required services. 

(5) Determine the NTS TSP’s liability under the terms of the NTS TOS.  All available 
means, including assistance from the PPSO and qualified organizations, and 
consultation with an attorney in the USTRANSCOM legal office, must be used in 
determining liability.  The SMO must prepare a report of each case IAW Chapter A-410. 

g. PPSO Procedures.  Upon completion of the inspection of loss or damage, the PPSO, in 
coordination with the SMO: 

(1) Directs the NTS TSP to perform services such as laundering, dry cleaning, and oiling 
finished surfaces, if such actions are required to prevent further damage to, or 
deterioration of, the affected goods.  Reconditioning of property, such as recovering 
upholstered pieces and refinishing (e.g., sanding, stripping, painting) finished articles 
may not be performed as part of the services to prevent further damage or deterioration. 

(2) Informs the NTS TSP of the method to be used in determining the new weight of lots 
when items have been lost or destroyed.  When the new weight has been determined, the 
PPSO representative must issue a DD Form 1164 reflecting the updated weight. 

(3) Advises the customer in writing of any loss or damage to a customer’s property. 

(4) Furnishes the SMO with a copy of the report provided to the customer. 

(5) Obtains the consent from the Military Claims Office before ordering the disposal of any 
damaged goods.  Upon receipt of consent, the PPSO must direct the NTS TSP in the 
disposal of irreparably damaged goods. 

h. Payment for Services.  Except ICW an Act of God, the unpacking, drying, and cleaning of 
damaged goods and preparation of the report of loss or damage must be performed by the 
NTS TSP at no cost to the Government.  All other services performed, such as dry cleaning, 
laundering, repacking, and handling-in, when ordered by the PPSO, must be paid for by the 
Government at no cost to the NTS TSP until ultimate liability for the loss or damage is 
determined.  Payment for these services must be made from the appropriation cited for 
payment of the storage charges. 

i. Payment for Repacking of Shipments Released from NTS. 

(1) Shipments packed for placement in NTS may not be repacked at Government expense in 
preparation for line-haul movement without specific authorization from the origin PPSO.  
The origin PPSO authorizes repacking at Government expense only when it is determined 
to be necessary to protect the shipment from damage in transit to the final destination. 

(2) The PPSO may not authorize repacking at Government expense when there is evidence 
that deterioration of the original packing occurred while the shipment was in the 
possession of the NTS TSP.  Repacking to correct packing deterioration occurring during 
storage is the responsibility of the NTS TSP and is accomplished at no expense to the 
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Government.  Conflicts in this area must be referred by the PPSO to the SMO for 
resolution. 

(3) The line-haul TSP is not liable for preexisting damage noted on the storage inventory or 
exceptions noted at the time of pickup.  The line-haul TSP may be liable for concealed 
damage.  To be released from liability, the burden of proof (e.g., substantiated by 
photographs, member’s statement, and/or PPSO quality control inspection) is on the line-
haul TSP to show that loss or damage resulted before receipt of property by the line-haul 
TSP. 
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Figure A-406-1.  DD Form 1857, Temporary Commercial Storage at Government Expense 
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Figure A-406-2.  Notification of Loss or Damage AT Delivery 
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Figure A-406-3.  DD Form 1299, Application for Shipment and/or Storage of Personal Property 
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Figure A-406-3.  DD Form 1299, Application for Shipment and/or Storage of Personal Property 
(Cont’d) 
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Figure A-406-4.  DD Form 619, Statement of Accessorial Services Performed  
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Figure A-406-5.  DD Form 1162-1, Schedule of Services and Rates for Household Goods 
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Figure A-406-6.  DD Form 1164, Service Order for Personal Property 
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Figure A-406-7.  Personal Property Storage Management Notification 
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Figure A-406-7.  Personal Property Storage Management Notification (Cont’d) 
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Table A-406-1.  Authorizing Authorities for Concurrence/Non-Concurrence of Conversion 

Branch Active duty members who have not 
acknowledged pending termination All Others 

Air Force & Army Responsible Transportation Officer Responsible 
Transportation Officer 

Navy Service HQ Responsible 
Transportation Officer 

Marine Corps Service HQ 
Responsible 
Transportation Officer 
(civilians only) 

Coast Guard Service HQ Service HQ 

 

Table A-406-2.  Service Locators 
AIR FORCE NAVY 
Personal Property Activity HQ 
PPA HQ Operations  
1960 1st Street West, Room C-101  
JBSA Randolph, TX 78150-4439 
E-mail:  ppahq.ppec.customerservice@us.af.mil  

E-mail:  HHGHELP@navy.mil   

ARMY COAST GUARD 
The Transportation Office must work with their local Installation 
Military Personnel Offices who issue PCS, Separation, 
Retirement orders and have personal data on Soldiers in their 
automated system.  

Assistant Commandant for Military Personnel 
COMDT (CG-1M12) 
smb-comdt-traveltransportationpolicy@uscg.mil  

MARINE 

 E-mail:  usmcpersonalproperty@usmc.mil  

 

mailto:E-mail:%20%20ppahq.ppec.customerservice@us.af.mil
mailto:E-mail:%20%20HHGHELP@navy.mil
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Table A-406-3.  Local Invoicing Converted to Members Expense 

Requirement Documents in Invoice package Information needed on 
document 

Required – one of 

1. Vendor Invoice 
2. SF 1034 (Prepared IAW DoD Financial 

Management Regulation [FMR] 
Volume 5, Appendix D) 

3. Vendor Invoice with Prompt Payment 
Certification (PPC) – NAVY Only 

Vendor Name 
Vendor Mailing/Remittance 
Address  
Vendor Invoice number, or other 
identifying number invoice date 
Unit of Measure Unit Price 
Quantity/Description of Services 
Date Services Rendered 

Required if LOAs are not 
included on vendor invoice, 
SF 1034 

Vendor Invoice 
Valid orders with full LOAs 

Customer’s name, Valid HHG LOA 

Required when third-party 
charges are on vendor invoice 

Third-party invoice Customer's name, amount of third-
party charges 

Required for Coast Guard DD Form 1155   
Pay Office Designator Pay Office to send invoices to   
Navy LOAs DFAS Cleveland 

 

Army LOAs DFAS Rome   
Air Force LOAs DFAS Limestone   
Marine LOAs DFAS Albany   
Coast Guard LOAs DFAS Chesapeake   
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