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APPENDIX A-M

COUNSELING

A. PURPOSE

This Appendix prescribes guidance for performing Personal Property Counseling by the Department
of Defense (DoD) and United States Coast Guard (USCG) for the movement and storage of personal
property and mobile homes.

This guidance provides a standardized process by which all Personal Property Shipping Offices
(PPSO) and Personal Property Processing Offices (PPPO) are to follow.

Identified throughout this Appendix are DD Forms that the counselor will use while briefing
customers based on their entitlements and responsibilities, as required.

B. SKILLS REQUIRED TO BE A COUNSELOR

1.
2.

N » ok

Communicate effectively orally and in writing and can work effectively under stress.

Counselors direct contact with the Service Member/Employee will require the counselor not to be
intimidated by customers and/or by rank.

The decisions the counselor makes are centered on broad working knowledge, and detailed
information to avoid errors and/or delays.

Must be adept at Personal Property Counseling.
Must understand the subject matter being counseled.
Decisions must be made on fact-based working knowledge and regulations.

If behind or delayed, the counselor must continue counseling and provide true, concise, and
accurate information to the customer.

Works independently and effectively, plans day-to-day counseling sessions, will be prepared for
each day, and also be prepared for schedule changes and be able to quickly adapt.

The counselor must be able to operate and enter data into the Defense Personal Property System
(DPS) to input, upload, document, and retrieve information, and assist the customer as necessary.

C. COUNSELING/PROCESSING OFFICE RESPONSIBILITIES

1.

Provide walk-in customer service support that meets mission requirements and installation
guidelines during normal Government Business Days (GBD). Customer service will be provided
regardless of Service affiliation, rank, or location. In the event a customer needs additional
support outside of the capabilities of the servicing office, the office personnel will provide the
customers with the contact information of the responsible party.

Counseling Offices will provide the DD Form 3162, Personal Property Pre-Counseling
Worksheet, Figure A-M-12, for customers to fill out and provide back to the counseling office
prior to their scheduled counseling appointment. Counseling will be available for customers
electing to be counseled on their shipment and storage entitlements by a PPPO or PPSO.
Counselors will recommend customers utilize DD Form 3157, HHG Moving Checklist, Figure A-
M-7, to facilitate customer tracking and managing their Personal Property entitlements. The
Counseling Office must provide the capability to support personal property counseling services
for all DoD and USCG customers requiring personal property assistance and counsel using DPS.
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3. The Counseling Office must inform the customers of Household Goods (HHG) and Privately

Owned Vehicle (POV) allowances, shipment restrictions, Full Replacement Value (FRV),
Transportation Service Provider (TSP) and customer shipment responsibilities. In addition, the
counselor will assist the customer with obtaining a DPS account/password, provide
familiarization with DPS, e.g., screen shots, instructions, and provide information on completing
the Customer Satisfaction Survey (CSS), as well as contact information for technical assistance.

Provide appropriate response and reviews to all inquiries and requests within three (3) GBDs of
receipt.

Provide accurate and safe recordkeeping of customer appointments and files, as well as their
physical safety. This includes providing scheduling tools (i.e., computer-based system or pen and
paper), locked storage cabinets, availability to access customer forms and information guides, and
all other applicable installation policies and procedures (i.e., health protection condition, force
protection condition, etc.).

D. COUNSELING METHODS

Counseling Methods consists of government-led counseling and self-counseling.

L.

Government-led counseling. Government led counseling is performed either in person at a
Transportation Office (TO), virtually, telephonically or by other means. To determine customer’s
closest TO, utilize: https://installations.militaryonesource.mil/search?program-service=39/view-
by=ALL site. All information relevant to a standard counseling session is reviewed and
completed in DPS. Once the counselor obtains signed copies of all the required documents, they
upload them into DPS and submit the application request to their booking office.

a. Local Moves/Direct Procurement Method (DPM) Moves. Pull information from DPS or the
customer, if face-to-face, review to ensure you have a Local/DPM contract, brief the
customer as needed, process the application in the Web-Enabled Transportation Operational
Property Standard System, (ETOPS), send all information to the PPSO for booking and
inform the customer of the transfer to ETOPS.

b. Continental United States (CONUS) Moves. Pull information from DPS and the Personal
Property Consignment Instruction Guide (PPCIG) as needed, gather any additional documents
the customer may need to be briefed on, brief the customer, and submit the application in DPS.

c. Outside the Continental United States (OCONUS) Moves. Pull information from DPS and
the PPCIG as needed, gather any additional documents the customer may need to be briefed
on, to include the DD Form 3170, Shipper's Certification for Shipment, Figure A-M-20.
Brief the customer and submit the application in DPS.

d. Non-Temporary Storage (NTS). Pull information from DPS or review the customer’s inputs,
brief the customer as needed, process the application in ETOPS, and send all information to
the PPSO for booking. Inform the customer of the transfer to ETOPS.

e. Non-Temporary Storage Release (NTSR). Double check the master NTS listing to be sure
the storage has not converted to member’s expense, pull information from DPS, review the
application information with the customer, and submit the shipment as a HHG shipment in
DPS.

f.  Unaccompanied Baggage (UB) Shipments. Be sure the application is an actual UB shipment
(no furniture/oversized items), pull information from DPS and the PPCIG as needed, gather
any additional documents the customer may need to be briefed on, and brief the customer on
what can and cannot be included in the UB shipment. Included items are personal clothing
and equipment; essential pots, pans light housekeeping items; items such as cribs, playpens,
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and baby carriages, and other articles required for the care of dependents. Items not included
are refrigerators, washing machines, and other major appliances or furniture must not be
included in UB. Also, alcoholic beverages and/or personally owned firearms which are NOT
needed at destination for interim housekeeping and cannot be included in UB. Finally,
submit the application in DPS.

g. Personally Procured Move (PPM). Pull information from DPS, ensure you have the correct
procedures for finalization of the PPM, brief the customer and submit the application in DPS.

h. POV. Give the customer the POV application information for the Vehicle Processing
Center’s (VPC) and the website to review. Prepare the DD Form 3165, Privately Owned
Vehicle (POV) Storage Authorization Letter, Figure A-M-15, if a customer cannot ship a
vehicle to the OCONUS location and is authorized POV storage.

2. Self-Counseling is when a customer inputs all the basic information for a move request in DPS
and submits their orders and the required signed documents to their counseling office for a
counselor to review and approve of the request. The counselor then reviews the request and if all
is complete, submits the request to their booking office. Customers may self-counsel except as
noted below:

First/last personal property move.
b. Moving or storing personal property in conjunction with contingency orders.

c. Moving or storing property in conjunction with a designated location move for dependents to
an OCONUS or non-foreign OCONUS location.

d. Moving property with a Power of Attorney (POA) or when appointed a releasing agent in
writing.

e. Moving personal property as Next of Kin (NOK) or Summary Courts Officer (SCO).
f.  Members/Employees who are Retiring/Separating.

3. Regardless, of counseling method, Counseling Offices will review all shipment information prior
to submitting the application to route and award.

4. Shipments moved by the Department of State will be processed in accordance with the PPCIG
and customers will be counseled in accordance with the DTR, Part IV, Appendix A-F providing
specific guidance.

5. PPSOs can be found using https://installations.militaryonesource.mil/search?program-
service=39/view-by=ALL site.

6. Customers must have a copy of the most recent orders available for the counselor to upload into
DPS.

E. PERSONAL PROPERTY COUNSELING
1. Type of orders:

a. Permanent Change of Station (PCS) authorized to move from the current duty location to a
new duty location: Brief weight entitlements in accordance with the Joint Travel Regulation
(JTR) paragraph 0514, Table 5-37, for Service Members and JTR paragraph 054304, Table 5-
87, for Civilian Employees.

(1) Identify the type of orders CONUS to CONUS, OCONUS to CONUS, CONUS to
OCONUS or OCONUS to OCONUS.
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(2) Determine whether the orders are unaccompanied or accompanied, with command
sponsored dependents. This will determine the amount of UB (JTR paragraph 051403
for Service Members and JTR paragraphs 054304/054305 for Civilian Employees).

(3) Determine if the move is for a Service Member married to another Service Member or
married to a Civilian (JTR paragraph 051402-F).

(4) Determine duration of tour for Called/Ordered to Active Duty for Training to determine
entitlement/funding.

(5) OCONUS orders: For overseas orders review the PPCIG and refer customers to gaining
unit for any furnishing and quarters specific restrictions.

(6) OCONUS orders: Establish if the origin or destination is an administrative-weight-
limited location. Refer to Administrative HHG Weight Allowance Locations at:
https://www.travel.dod.mil/Portals/119/Documents/JTR/Supplements/Administrative H
ousehold Goods (HHG) Weight Allowance Locations.pdf.

(7) OCONUS orders: Determine situations that may impact the Shipment of Personal
Property (JTR paragraphs 052002/052003).

(8) OCONUS orders: Determine if there is a consumable allowance. Refer to Consumable
Goods Allowances at
https://www.travel.dod.mil/Portals/119/Documents/JTR/Supplements/Authorized Cons
umable_Goods_Allowance Locations.pdf.

(9) OCONUS orders: For shipments destined for the U.S., inform the customer to complete
DD Form 3158, List of Food Items for Import into The United States, Figure A-M-8, to
ensure shipments that contain eligible food items are United States of America (USA)
products for USA usage only.

(10) CONUS orders: Determine if orders are for attending a Course of Instruction for 20
weeks or more in one location (JTR paragraph 052008).

(11) Review orders for a Short-Distance Move for a Permanent Duty Station (PDS) located
in proximity (JTR paragraph 051901).

b. PCS with a Temporary Duty (TDY) en route, PCS while on TDY, or PCS Following TDY
Pending Further Assignment. A Service Member on a PCS order with a TDY en route, or on
a PCS order without return to the PDS while on a TDY, is authorized HHG transportation to
the new PDS (JTR paragraphs 052007-A.2 and 020501-A/B for Service Members and JTR
paragraph 020505-A/B for Civilian Employees).

c. Service Member Separates or is Released from Active Duty, excluding a Discharge with
Severance or Separation Pay (JTR paragraph 051002). Brief the Service Member on the
following:

(1) Weight entitlements (JTR paragraph 051401, Table 5-37).

(2) NTS is authorized for 180 days after the active-duty termination date (JTR paragraph
0518-B.13). NTS is recommended when there is not an established address at
destination.

(3) NTS must be in a storage facility near the location of the HHG on the date the Service
Member’s PCS order is issued. However, the official designated by the Service
concerned may select a different storage facility based on the Best Value (BV) to the
Government (JTR paragraph 0518-B.2).
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Once NTS is ready to be released using DD Form 3160, Non-Temporary Storage (NTS)
Release Form, Figure A-M-10, the Service Member should have a delivery address to
prevent the property going back into storage at the customer’s expense.

Entitlement will terminate on the 181st day following separation from service date (JTR
paragraph 051002-K).

Time Limit Extensions: Service Member may request an additional extension through
the Secretarial Process, explaining the reasons for the extension. An additional
authorized period may then be authorized or approved (JTR paragraph 051002-K)

If separating to an OCONUS area, the Service Member is responsible for clearing
customs, payment of duties, and taxes based on the value of personal property. Refer to
the PPCIG for additional information.

Maximum Government Obligation: Possible excess costs based upon shipping Service
Member’s maximum weight allowance to Home of Record (HOR) or Place Entered
Active Duty. Use DD Form 3155, Home of Record Transportation Entitlement
Counseling Authority, Figure A-M-5, for HOR shipments.

Local Move may be authorized if Service Member is terminating Government quarters,
privatized housing, or Government-controlled quarters (JTR paragraph 051902 and
052012, Table 5-51).

d. Retirement, Temporary Disability Retired List, Permanent Disability Retirement List.
Discharged with Severance/Retirement Pay with eight (8) years or more of continuous active
duty with no break of more than 90 days are authorized from current duty location to Home
of Selection (JTR paragraph 051003). Use DD Form 3156, Home of Selection Travel and
Transportation Entitlement Authority, Figure A-M-6, to brief the Service Member on the

following:

(1
2)

3)

4)
)

(6)

(7

Weight Allowance (JTR paragraph 051401, Table 5-37).

NTS ends one (1) year from the date of active-duty termination (JTR paragraph 0518-
B.14). NTS is recommended when there is not an address at destination.

NTS must be in a storage facility near the location of the HHG on the date the Service
Member’s PCS order is issued. However, the official designated by the Service
concerned may select a different storage facility based on the BV to the Government
(JTR paragraph 0518-B.2).

Once NTS is ready to be released the customer should have a delivery address.

A Service Member (or a dependent in the event of a retired Service Member’s death)
who is authorized HHG transportation to a HOS is authorized NTS. NTS ends one (1)
year from the date of active-duty termination. An extension of the 1-year time limit may
be authorized or approved through the Secretarial Process if a Service Member is
undergoing hospitalization or medical treatment or is recalled to active duty before
selecting a home.

If separating or retiring to an OCONUS area, the customer is responsible for clearing
customs, payment of duties, and taxes based on the value of the personal property.
Refer to the PPCIG for additional information.

Local Move may be authorized if Service Member is terminating Government quarters,
privatized or Government controlled quarters (JTR paragraph 051902).
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(8) Time Limit Extensions: Service Member may request an additional extension through
the Secretarial Process, explaining the reasons for the extension. An additional
authorized period may then be authorized or approved (JTR paragraph 051002-K).

(9) Entitlement will terminate three (3) years following separation from service date.

2. Counselors should assist customers with preparing the Shipment Application using DD Form
1299, Application for Shipment and or Storage of Personal Property, Figure A-M-22, for
customers, regardless of Service or Agency. The counselor will submit the signed DD Form
1299 to the responsible origin PPSO along with supporting documents. The Counseling Office
will print the DD Form 1299 and obtain a signature from the customer or authorized
representative or save a digitally signed copy. The original DD Form 1299, dependent travel
authorization, and copies of all custom forms (when applicable) will be retained by the
responsible Counseling Office in the shipment file.

3. Persons authorized to complete and submit the DD Form 1299 are:
The customer.

b. Any person acting under a current POA, or an informal letter of authority signed by the
customer.

Dependent of the customer (see Service regulations).
d. Other persons as authorized by the customer’s DoD Component regulation.

e. A commanding officer of an installation or the commanding officer’s designated
representative.

f. In cases of the customer’s death, known as “BLUEBARK,” NOK or individual legally
entitled to receive the property (see DTR, Part IV, Chapter A-410, for “BLUEBARK”
procedures).

4. Counseling Offices will provide clarification and/or assistance (as needed) to customers utilizing
DPS self-counseling module. When DPS self-counseling is not utilized by the customer, the
Counseling Office will address all items contained on the DD Form 1797, Personal Property
Counseling Checklist, Figure A-M-23, when briefing the customer on all information required for
their shipment or storage. In addition, counseling will include (as a minimum) the customer’s
responsibilities to prepare for the move and their responsibilities during the time of pickup and
delivery. The Counseling Office must print the DD Form 1797 and obtain a signature from the
customer or authorized representative and upload or save a digitally signed copy and upload.

5. In DPS counseling, a customer may request the use of a preferred TSP. PPSO may honor a
request for a preferred TSP provided the preferred TSP is within the current shipment allocation
quartile for the authorized origin and destination. The PPSO is not authorized to allocate a
shipment outside (above or below) the quartile currently being utilized to award shipments
between the authorized origin and destination.

6. During counseling, the customer can request a direct delivery and identify a Desired Delivery
Date (DDD). The TSP and the customer may negotiate multiple delivery dates; however, the
customer and the TSP must establish an agreed (preferred) delivery date for entry into DPS.
Once these dates are established in DPS, the TSP and PPSO will be allowed to print the Bill of
Lading (BL).

F. METHODS FOR MOVING PERSONAL PROPERTY

1. Government procures transportation services for the movement of all eligible HHG and UB
items.
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a.

The counselor or customer creates and submits application in DPS to include supporting
documents.

The counselor advises the customer the Required Delivery Date (RDD) on their DD Form
1299/1797 is only an estimated date and the actual RDD will be on the printed BL provided
by the Transportation Service Provider (TSP).

The customer’s DDD will be used as the RDD when booking the shipment unless changed by
further negotiation and agreement between the customer and TSP. Upon completion of the
pre-move survey, if the customer and TSP have agreed to new dates, the TSP will enter the
new agreed upon delivery date in the Planned/Agreed Delivery Date field in DPS. If the
customers do not agree on revised dates, the TSP will meet the original RDD and
acknowledge this by reentering the original RDD in the Planned/Agreed Delivery Date field
in DPS.

Counselors should encourage customers to be flexible when establishing pack, pickup, and
delivery dates. The counselor, customer, and TSP working to establish realistic RDDs
(planned/agreed delivery dates) increases the opportunity for a direct delivery and reduces the
opportunity for loss and/or damage for the customer’s property and can save significantly in
storage costs for the DoD.

2. Personally Procured Move (PPM) Service Member moves HHG or places HHG in storage
themselves without the government procuring transportation for them. Service Member must
obtain empty and full certified weight tickets and will submit for compensation based on Service
regulations. Service Members must keep a copy of all receipts and contracts. See DTR, Part IV,
Chapter A-411, for further guidance.

a.

PPM when Government Transportation is not Available — The Service Member is paid 100%
of the actual cost incurred for the shipment up to the maximum allowable weight for their
grade (JTR paragraph 051502-B). See service regulations for Actual Cost Reimbursement
procedures.

PPM When Government Transportation is Available but not used — Service Member is paid a
monetary allowance equal to 100% of the Government constructed BV cost based on the
actual weight moved (JTR paragraph 051502-C and DTR, Part IV, Chapter A-411).

Accessorial Costs: The following accessorial costs may be included in the PPM calculation,
if applicable. These accessorials should be captured at Counseling and included in PPMs.
Counselors will approve/deny Service Members request before processing (DTR, Part IV,
Chapter A-411). Reference the 400NG and International Tender for rates.

(1) Florida Keys Surcharge
(2) Extra Pickup and/or Extra Delivery
(3) Bulky Articles

During counseling of Personally Procured Move (PPM), use DD Form 3166, Personally
Procured Move (PPM) Checklist and Expense Certification, Figure A-M-16, to substantiate
incentive payment claims for movement of HHGs.

3. Civilian Employee’s may self-procure the movement of their HHGs. The Civilian Employee
must make the necessary arrangements for the HHG move and pay for the move. Reimbursement
is limited to the authorize method. See Service Regulations for specific guidance.

a.

If the PCS order states that the Government will arrange transportation of the HHG, but the
civilian employee personally procures the HHG transportation, reimbursement is limited to
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actual expenses incurred by the civilian employee, limited to the “Best Value” cost of a
Government-arranged move for the same HHG weight (JTR paragraph 054305-E.3).

b. If the Commuted Rate method is authorized, it must be annotated on the civilian employee’s
PCS order. The commuted-rate system may be used only for the interstate HHG shipments
between PDSs in the CONUS and is not authorized for the intrastate moves. Payment under
the GSA Commuted Rate is regardless of the actual expenses incurred by the civilian
employee. The civilian employee must furnish the actual or constructed HHG transportation
weight (cubic foot measurement) (JTR paragraph 054305-E.4).

4. The PPSO is authorized to use Code 2 service when cost-effective, or when the PPSO determines
it is necessary to meet the customer’s requirements. The associated cost comparison will use the
rate on file for the next BV TSP scheduled to be allocated a shipment using the Code D and Code
2 Traffic Distribution Lists. If a customer requests the use of containerized service, the PPSO is
authorized to honor this request, provided it is cost-effective, or when the PPSO determines it is
necessary to meet the customer’s requirements. Customers will be briefed that the TSP will
perform a pre-move survey (on-site, telephonically, or virtually) to validate the number of days
required to perform all required services and to note any personal property requiring special
attention. If performed virtually TSPs must ensure each room be viewed thoroughly being
careful not to miss items that may impede the moving process on first day packing. The customer
and TSP can negotiate changes to any dates established during counseling. The TSP will
complete the pre-move survey and update DPS with pre-move survey data (e.g., pack/pickup
dates, and RDD information) as soon as possible but not later than three (3) GBDs prior to the
pickup date.

5. NTS shipments may be authorized based on the PCS assignment or as an alternative to HHG
transportation when more cost advantageous to the government and approved through the
Secretarial Process (JTR paragraph 0518-B.5).

6. Service Members and Civilian Employees may be able to do a combination of all the above if
they qualify based on their PCS orders, subject to excess cost.

G. GOVERNMENT ARRANGED MOVES
1. The Counselor Will:

a. Advise the customer they must provide the LAST day for pickup to be entered into the
“Latest Pickup Date” to calculate the pickup spread window, which will be calculated seven
(7) consecutive calendar days prior to the “Latest Pickup Date” entered in DPS. The system
will adjust the “Earliest Pickup Date.” The customer will then provide their desired pickup
date to be entered into the “Desired Pickup Date” and can be any one of the days within the
spread, from Earliest to Latest, in their 7-day spread (DPS will not allow a weekend or
holiday “Desired Pickup Date”).

b. Document the start and end of the Pickup Spread Dates, and the customer’s acceptance, the
last day of the spread will be the customers “Latest Pickup Date” and the spread will not
exceed seven (7) days. Advise the customer it’s their responsibility to be available during the
7-day spread window, except for weekends or holidays.

c. Explain how the customer and TSP may negotiate the pickup date; however, the pickup date
must be within the spread date window. Advise the customer, after the shipment is awarded,
if they need to move the pickup date to outside of the spread, the origin TO and TSP need to
receive an email with the request.
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d.

Verbally verify the customer’s pickup address, delivery address, and any additional pickup
and delivery addresses are correct in DPS.

Verify releasing and/or receiving agent information is correct, if applicable, and explain the
procedures on designating an agent to release property or accept property in the customer’s
absence and use of the POA or informal letter of authority. For explanations, refer to DTR
Part IV, Appendix A-K-1, paragraph V.7., for Service Members and DTR, Part IV, Appendix
A-K-2, paragraph T.8., for Civilian Employees.

Strongly encourage the customer to use a personal means of communication (e.g., cell phone)
since they may not have access to military networks. For international shipments, if the
customer does not have a cell phone, request the customer provide an additional contact
number so they can be reached in reference to their shipment.

Adpvise the customer on Professional Books, Papers, and Equipment, (PBP&E, also known as
“Pro-Gear”), to include Spouse Pro-Gear. Use the DD Form 3168, Customer/Spouse
Professional Books, Papers, & Equipment (PBP&E) Worksheet, Figure A-M-18, when
briefing the importance of PBP&E being annotated on the inventory prior to signing and
providing a signed copy to the counselor. Provide the JTR reference on what is and isn’t
considered PBP&E (JTR paragraph 051304 and DTR, Part IV, Appendix A-K-1, paragraph
L., for Service Members and JTR paragraph 054309 and DTR, Part IV, Appendix A-K-2,
paragraph M., for Civilian Employees).

Explain the customer’s responsibility in servicing/de-servicing appliances (DTR, Part IV,
Appendix A-K-1, paragraph X.1.n., for Service Members and DTR, Part IV, Appendix A-K-
2, paragraph V.1.m., for Civilian Employees).

Inform the customer that they must identify during the pre-move survey with the TSP, all
HHG items containing or are lithium cells or batteries that they would like to ship in their
personal property. If possible, identify the make and model of any HHG items that contain
lithium cells or batteries to determine the size of the lithium cells or batteries. Have the
customer identify large battery powered items (i.e., lawn mowers, leaf blowers, etc.) to assist
in proper shipment coordination.

2. Storage.

a.

Advise Service Members on Storage-In-Transit (SIT) entitlement of 90 days and procedures
to request additional storage if required (DTR, Part IV, Chapter A-406, paragraph A.4.b.).

Explain Civilian Employees domestic moves CONUS to CONUS, review orders to confirm if
authorization for SIT is approved on the order. Authorization is normally for 60 days;
approval through Human Resources (HR) is required for additional storage up to 150 days
(JTR paragraph 054307-A; CFR Title 41, Subtitle F, Chapter 302, Part 302-7 for Coast Guard
Employees; and DTR, Part IV, Appendix A-K-2, paragraph S.1.).

Explain Civilian Employees international moves to/from OCONUS, will review orders and
confirm if authorization for SIT is approved on the order. Authorization, if approved is
normally for 90 days; approval through HR is required for additional storage up to 180 days
(JTR paragraph 054307-A; CFR Title 41, Subtitle F, Chapter 302, Part 302-7 for Coast Guard
Employees).

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.

All customers need to provide no less than a 7-day non-peak season and a 21-day peak season
advanced notice when requesting a delivery out of SIT.
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f.

g.

If a SIT entitlement expires and an extension was not approved, SIT charges will convert to
customer’s expense.

Advise customer that receiving direct deliveries reduces loss or damage to their shipment.

3. How to avoid SIT:

a.

b.

Keep in contact with your TSP.

Keep all lines of communication updated and respond when contacted (e.g., phone numbers
and email addresses).

Have a receiving agent available to sign for the delivery of your shipment. Use DD Form
3167, Releasing Agent Authorization Statement, Figure A-M-17.

4. Lithium Batteries.

a.

Inform the customer that the TSP will handle lithium batteries or items containing lithium
batteries at limited levels. However, lithium batteries of all types and sizes are prohibited
from NTS and the customer may have to provide disposition instructions if the shipment is
rerouted.

Explain there are two (2) types of lithium batteries, lithium-ion and lithium metal.

(1) Lithium metal batteries are commonly found in cameras, watches, remote controls,
handheld games, and smoke detectors. Lithium metal batteries are single use and NOT
rechargeable and come in various forms including cylindrical, button cells, or coin cells.
Always check items for the type of batteries installed. They will commonly identify
lithium battery on the item.

(2) Lithium-ion batteries are commonly found in cellphones, power tools, digital cameras,
laptops, children’s toys, e-cigarettes, robot vacuums, small and large appliances, tablets,
e-readers, lawn care equipment, and e-bikes. Lithium-ion batteries are rechargeable and
intended for multiple use. Some lithium-ion batteries are internal to a product and not
easily removable, while others may be. Check manufacturer’s instructions for battery
removal, if applicable.

The TSP is required to properly package, label, and certify (if required) lithium-ion battery

rated at 100 watt-hours or less (20 watt-hours or less for lithium-ion cell) and lithium metal

batteries containing two (2) grams or less of lithium content one (1) gram or less for lithium
metal cells).

Inform customers that for lithium-ion batteries, the watt-hour rating is sometimes printed on
the battery; or an internet search of the make and model of the battery may provide the size of
the battery. If not, take the volts and multiply by ampere-hours to determine watt-hours. For
lithium metal, take the ampere-hours and multiply by .3 to get the lithium content.

5. Customer Responsibilities.

a.

Inform the customer to document loss and/or damage (written and/or electronic) at origin and
destination with the TSP.

Explain the customer’s responsibility to sign delivery documents and to release the
documents to the carrier immediately upon delivery of property, which includes completion
of delivery services and annotation of discrepancies.

Explain the customer’s responsibility to contact the TSP and the PPSO, once assigned, to
provide updates and changes throughout the move with any factors that could affect the
pickup or delivery of the move, (i.e., amendments to orders, change of address, availability,
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etc.). Use DD Form 3161, Outbound Shipment Change Request, Figure A-M-11, to brief
customer on their responsibilities regarding changes to their shipment(s).

Inform the customer about unauthorized items. Refer to DTR, Part IV, Appendix A-I, for the
hazardous items list.

Counsel the customer about the PPCIG General OCONUS Shipment Instructions, Weight
Restrictions, Customs Clearance Procedures, Requirements and Restrictions (i.e.,
Consumables, UB, Oversized Furniture, Privately Owned Firearms (POF), Pets/Quarantine);
review for additional restrictions, etc. In addition, separation, retirement entitlements and
limitations. When the customer is shipping Alcoholic Beverages use DD Form 3169,
Shipping Alcoholic Beverages, Figure A-M-19, to brief and have customer sign.

6. Customer Satisfaction Survey.

a.

g.

Brief the customer that they and/or their representative will receive a series of notifications
via email or Multimedia Messaging Service (MMS) through each segment of their move
(counseling, origin/destination services, claims [if applicable]) requesting them to complete a
short survey up to six (6) questions.

The CSS uses a 5-point Likert scale compromised of smiley faces rating satisfaction of their
move and the mover; and gives the customer the ability to write comments detailing the move
or mover experience. The CSS is important as it directly impacts that mover’s future
business with the DoD.

The customer’s primary and secondary phone numbers and email addresses are used to send
CSS notifications. To avoid missing the CSS notifications, it is very important to update
phone numbers and/or email when there are changes.

Inform the customer that once the shipment changes to the next stage, notification will be
sent within 12 hours from when the CSS Contractor receives the trigger from
USTRANSCOM. Additional MMS and/or email reminders are sent as deemed appropriate to
ensure sufficient responses from customers. It is important to note that surveys will not be
sent for partial deliveries. Only once the final portion of the shipment has been delivered.

CSS notifications will indicate the shipment stage, which is to be completed. The notification
will identify shipment unique indicators (e.g., shipment origin/destination services, type of
shipment [i.e., dHHG, iHHG, or UB], and BL number).

Inform the customer that they or their representative have 120 days to complete the survey
from final notification.

Once a survey has been submitted, it cannot be changed.

7. For CSS Information and Fact Sheet, visit https://www.militaryonesource.mil/moving-pcs/plan-
to-move/personal-property-resources/, under Forms and fact sheets, Customer Satisfaction Survey

Fact Sheet.

8. Motorcycles.

Advise customers who are shipping a motorcycle of their responsibilities (DTR, Part IV,
Appendix A-K-1, paragraph G, for Service Members and DTR, Part IV, Appendix A-K-2,
paragraph H, for Civilian Employees).

a.

Motorcycles will be drained of fuel and then operated until all fuel is exhausted. Fuel
injected models must be drained of fuel. Carbureted models must be drained down to
reserve, or as low as possible. This can be done by running the engine until empty and/or
using a siphoning device.
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b.

Battery must be disconnected prior to pickup of shipment; tape ends with electrical tape to
prevent sparking.

NOTE: Only non-spillable batteries are authorized to be shipped (refer to Appendix A-I
(Hazardous List), paragraph H).

Motorcycle will be clean and free of dirt and mud.

Customers must ensure the motorcycle is annotated on the inventory, including Vehicle
Identification Number or Serial Number, year, make, model, cubic centimeters, and odometer
reading. Customers must provide the key for fork lock, if applicable, so the TSP can move
the motorcycle freely.

Check OCONUS PPCIG to determine if motorcycles can be shipped as HHG or is considered
a POV by the host country.

Brief customers on Electronic Bikes “E-Bikes” and removal of lithium batteries.

During counseling of Motorcycle/Dirt Bike, use DD Form 3159, Motorcycle/Dirt Bike
Information Worksheet, Figure A-M-9, information worksheet to determine requirements.

Boats.

Advise customers shipping a boat of their responsibilities (DTR, Part IV, Appendix A-K-1,
paragraph S, for Service Members and DTR, Part IV, Appendix A-K-2, paragraph K, for Civilian
Employees).

a.

o

= @ oo

Ensure trailer has a valid registration or a transit permit of the origin State (does not require a
license).

Proof of ownership (e.g., bill of sale, registration, etc.).

Boat size (over 14 feet) with or without a trailer are moved as Boat One Time Only
shipments, unless moving via PPM method.

Civilian Employees are NOT authorized to ship or store boats exceeding 18 feet.
Trailer has working lights.

Trailer has tires and hubs in good condition.

Trailer frame cannot be bent, twisted, or broken.

Civilian Employees are NOT authorized to store boats that exceed 14 feet unless approved by
the PPSO and a weight additive is agreed upon.

During counseling of Boat/Personal Watercraft, use DD Form 3178, Boat/Personal
Watercraft Counseling and Information Sheet, Figure A-M-21, to determine requirements.

H. CIVILIAN MOVES

Advise Civilian Employees to ensure they discuss Relocation Income Tax (RIT) Allowances (JTR
paragraph 053611) with their finance office.

I. MOBILE HOMES

L.

Advise the customer they are entitled to ship a mobile home between CONUS PDS and to, from,
or between CONUS and Alaska and between Alaska duty stations.

Subject to excess cost, the customer may ship to a designated CONUS location if home will be
used as a residence by dependents (DTR, Part IV, Appendix A-K-5). Tiny houses are inclusive.
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3. Mobile home transportation may be chosen instead of HHG transportation. Selection of mobile

home transportation does not allow UB or HHG transportation unless the HHG was removed
from the mobile home for safe transportation. The customer may not request or accept payment
for PCS HHG weight allowance transportation at Government expense when a mobile home has
been moved in connection with the same PCS order (JTR paragraph 052301-F).

J. PRIVATELY OWNED FIREARMS (POF)

1.

Always check the PPCIG for country specific restrictions and prohibitions and the DTR, Part IV,
Chapter A-409, for shipment procedures. Advise customers to check destination State firecarms

restrictions prior to shipping firearms to destination due to the changing State laws when it comes
to POF.

a. Make the firearm inoperable by removing the bolt, firing pin, trigger assembly, and other
arming parts. The customer must provide key/combinations to any firearm safes.

b. Remove all ammunition from the firearm.

c. Ensure the firearm information is written on the inventory: make, model, serial number,
unique characteristics, and caliber or gauge.

Firearms shipped in containerized shipments must be placed in the number 1 container to insure
easy access by custom officials.

Live ammunition may not be shipped.
Firearms must be removed from safe (if applicable), packaged separately, and inventoried.

During counseling of POF, use DD Form 3152, Privately Owned Firearms (POF) Information
Worksheet, Figure A-M-2, to determine requirements.

Brief customers that any POF without a serial number is prohibited from being shipped or stored
as part of a personal property shipment. The only exception for authorized shipment, in the
absence of serial number, is if the firearm was manufactured prior to 1968.

Advise Service Members that they are authorized to ship empty gun safes, in the same way and to
the same location, as their HHG. The maximum weight allowed for gun safe transportation is
limited to 500 pounds net weight in addition to Service Member’s weight allowance authorized
(JTR paragraph 051401, Table 5-37), not to exceed 18,000 pounds.

K. CLAIMS

1.

Provide the customer with the Personal Property Claims Fact Sheet (available on
https://www.militaryonesource.mil/resources/tools/personal-property-resources/; Moving forms
and fact sheets).

During counseling of Claims FRV, use DD Form 3153, Claims for Full Replacement Value
(FRV) Coverage Counseling Checklist and Member/Employee Information, Figure A-M-3, to
determine requirements.

Claims are a two-part process. Explain the difference between the two-part process of the
notification of loss/damage and submission of a claim.

4. The customer must provide notice of loss/damage within 180 days from the delivery date in DPS.

a. For loss/damage discovered at delivery, complete the DP3 Notification of Loss or Damage
AT Delivery Form, provided by the TSP at delivery.
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S.

b. For loss/damage discovered after delivery, complete the DP3 Notification of Loss or Damage
AFTER Delivery Form via DPS within 180 days after delivery. The customer may also
submit the Notification of Loss or Damage AFTER Delivery form by email or mail if it is
transmitted or postmarked within 180 calendar days of delivery.

c. Explain that filing notice of loss or damage DOES NOT constitute filing a claim.
File an itemized claim in DPS within nine (9) months from the delivery date.

a. The TSP may send someone to inspect your items to determine payment or repair amount.
For lost items, an official tracer will be initiated.

b. The TSP has 30 days to make an offer or deny liability for claims under $1,000 and 60 days
on claims over $1,000.

You can make counter offers and the TSP must respond to each reply within seven (7) days.

d. Ifrepairing an item, the TSP must hire a repair company in 20 days and have that company
inspect the item within 45 days.

e. Ifthe TSP has stopped communication, do not dispose of, obtain an estimate, or repair any
items without first contacting the Military Claims Office (MCO) for approval.

f.  Upon accepting settlement from the TSP, the customer must finalize the claim by accepting the
claim offer in DPS. The customer shouldn’t feel pressured to accept the offer and only accept
if completely satisfied.

(1) The TSP must make payments within 30 days of the claim acceptance.
(2) The TSP must pick up the salvage items within 30 days of being deemed beyond repair.
g. Transfer your claim to the MCO if you are not fully satisfied with the final offer amounts.

h. If the claim is not filed in DPS within nine (9) months, the customer will no longer be eligible
for FRV, and the claim must be filed with the MCO.

NOTE: Alternate Filing Option - Quick Claim Settlement: If offered on delivery day, you
may file paperwork in-person with the TSP to promptly resolve minor loss or damage (not to
exceed $2,000). Payment is made within five (5) days of claim submission. You may still
file other claims for loss or damage discovered after delivery, excluding the items filed under
a “quick claim”.

L. REAL PROPERTY DAMAGE CLAIM

L.

Document any damage on the day it occurs and point out to the TSP/agent damages discovered
while the TSP is still at residence. TSP is required to provide the customer with a Real Property
Damage Form at the time of pickup or delivery.

Conduct a pre and post walk around with the TSP noting any damages (interior and exterior) in
writing. Take pictures for your records and note any issues on the Real Property Damage Form.

Contact the TSP directly within seven (7) days from the last date they were at your residence.
The TSP may require you to submit a Real Property Damage Claim Form.

The TSP will schedule an inspection within 15 days of notification. The repair estimate will be
shared with you to determine payment.

Brief the customer that the requirements of the Tender of Service, specifically the requirement to
seek recovery/restitution for real property damage is directly with the responsible TSP. The
PPPO/PPSO responsibility is to ensure the TSP complies with the requirements specified in the
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TOS. In the event of a dispute regarding liability the customer may need to seek relief through
public legal channels. For more information, the customer may contact the servicing base legal
office.

M. BLUEBARK

To assist in handling BLUEBARK shipments with the utmost sensitivity, the Services will assign a
Mortuary Affairs Officer (MAO) or Casualty Assistance Officer (CAO) who is the primary Point of
Contact (POC) for matters involving the death of a customer. The MAO/CAO will coordinate the
movement and storage of the deceased customer’s HHG, to include obtaining the necessary
appropriation data if not provided on the authorized documentation.

1.

10.

11.

12.

13.

BLUEBARK shipments should be briefed by a Personal Property Supervisor or assigned
counselor.

Mark the capitalized code word “BLUEBARK?” on all shipping documents and crated shipping
containers.

Confirm with the MAO/CAO who the POC will be for all communications regarding their PCS
entitlements and scheduling of the shipment. Contact the POC to schedule an appointment to
provide a full counseling briefing.

Review all applicable entitlements for the POC shipment request and authorization.

Confirm NOK wishes for Quality Assurance (QA) representation during pack, pickup, and
delivery.

Provide direct contact information to POC for Origin and Destination representatives.

Provide guidance on who to contact and how if there’s a need to file an extension for shipment
and/or storage entitlements. Use DD Form 3151, Entitlement Extension Request, Figure A-M-1,
to brief member on entitlement.

Mark shipping documents “Direct Delivery Prohibited”. The responsible origin shipping office
Joint Personal Property Shipping Office ensures that all shipment documents are marked “Direct
Delivery Prohibited”.

The responsible shipping office will notify the destination PPSO by electronic means of the
impending BLUEBARK shipment to include copies of all documentation (annotated with the
term “BLUEBARK?) to the destination PPSO. Advance documentation must be provided in a
timely manner to allow the destination PPSO sufficient time to contact the TSP and consignee
before arrival of the shipment. The destination PPSO must be provided, as a minimum, the
consignee’s name and address, the RDD, and the name of the TSP to which the shipment was
tendered.

The responsible destination PPSO coordinates delivery and inspection with the authorized
receiving agent.

Debris removal services are utilized by exception only. BLUEBARK is an authorized exception.
Some other exceptions may be approved.

Brief on time limitation of BLUEBARK personal property (JTR paragraph 052010 (3), Table 5-
49).

CSS for BLUEBARK shipments will not be sent.
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N. WOUNDED, ILL, OR INJURED SERVICE MEMBERS

These are Service Members that have complex medical issues that keep them from performing one or
more tasks in the military. Depending on their medical condition, they may be authorized by their
branch of service, odd or unusual entitlements.

1. Confirm who, when, and where the Seriously Wounded, Ill, or Injured Service Members or their
appointed representative will be counseled.

2. Confirm all approved exceptions and entitlements and the special requirements requested from
the counseling office and brief accordingly.

3. Exceptions for Seriously Wounded, Ill, or Injured Service Member shipments are debris removal,
pickup, and delivery at self or mini storage may be granted.

4. Normally the customer must be present for this service, however, PPSO has the authority to
approve this additional service.

5. There are no special or additional counseling requirements for Seriously Wounded, I, or Injured
Service Members moves.

O. SAFE MOVES

1. If a personal property shipment requires a ‘Safe Move’ for personal safety, see JTR paragraph
052014 (ref paragraph 51205-C), Travel and Transportation for a Dependent Relocation for

Personal Safety.

2. Personal Safety Moves may include Sensitive Shipments and Witness Protection Shipments. The
counseling office shall follow Service-specific regulations if applicable. The counselors shall
ensure the protected individual's shipment record is masked for protection and the protected
individual is the only one who can access or be provided shipment details.

NOTE: Counselors should ensure the shipment is recorded under the protected individual’s
information.

P. INCONVENIENCE CLAIMS

Provide the customer with the Inconvenience Claims Fact Sheet (available on
https://www.militaryonesource.mil/resources/tools/personal-property-resources/; Moving forms and
fact sheets). The maximum amount due as part of an inconvenience claim payment without receipts
is limited to seven (7) days. The payment will include the full meals and incidental rates for the
customer at affected location and number of days at 100% rate. In no case will payment be for less
than the 100% rate for the number of days impacted. Advise the customer that if their TSP
experiences a delay in delivering their HHG by the RDD or not picking up by the agreed upon pickup
date, they may be entitled to reimbursement for actual expenses including but are not limited to:

1. Laundry service.
Furniture and/or appliance rental.
Air mattresses.

Towels, linens, and pillows.

wok wn

Lodging may be approved by TSP on a case-by-case basis.
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Q. NON-TEMPORARY STORAGE (NTS)

1.

Scheduling Items into NTS.

a. All PPPOs/PPSOs will assist customers to determine the correct type of storage (SIT or NTS)
for their HHG.

b. If the customer is physically in a different location and needs to visit a TO to schedule an
NTS shipment, provide the following link to locate the nearest TO office:
https://installations.militaryonesource.mil/search?program-service=39/view-by=ALL site.

c. Customers must have copy of the most recent orders available for counselor to upload into
DPS.

Emphasize the importance of keeping customer contact information up to date.

a. Contact address, phone numbers, and personal emails should remain current throughout the
duration of the storage; discourage the use of military emails as they are no longer active
when you move to a new location.

b. Explain the difficulty for the PPPO/PPSO to locate the customer once they leave the service
or job if the contact information is not up to date.

c. Secure a secondary contact to include name, address, phone number, and email address of a
close friend or relative who can get in contact with the customer while items are in storage in
the event the customer cannot be reached.

d. Advise the customer to immediately notify the PPSO managing their NTS lot of any changes
to the customer address and phone number.

e. The customer must immediately notify the PPSO managing their NTS lot of tour extensions,
continuous OCONUS tour, pending retirement or separation.

Servicing and De-Servicing of Equipment.

a. Drain all fuel from motorized equipment.

b. Disconnect battery and drain all fuel from motorized equipment (i.e., motorcycle,
lawnmower, golf carts, etc.).

c. Ensure motorcycle is listed on the inventory with make, model, serial number, year, and
mileage.

Totes. Items in totes will be removed and placed or packed into a carton by the NTS TSP unless
there is a carton large enough to accommodate the tote. Totes will be pad wrapped separately.

Mold Issues. TSP protects the interior parts of refrigerators, deep freezers, and similar items to
prevent damage by mold or mildew during the storage period, however, customers should
defrost/clean out refrigerator and freezers, to include deep freezers, allowing 48 hours prior to the
move. They require two (2) days for them to defrost and then completely wipe down allowing all
residue to dry before being placed into storage to avoid mold or mildew issues during the storage
period (DTR, Part IV, Attachments A-K-1, paragraph X/A-K-2, paragraph V).

Firearms in Storage.

Must be identified at the time of counseling.

b. Identified on inventory by make, model, and serial number. Make firearm inoperable by
removing the bolt, firing pin, trigger assembly or other arming parts.

c. Remove all ammunition.
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10.

d. Firearm safes must be unlocked, the key or combination must be provided to NTS TSP.
Scheduling Delivery out of NTS known as a NTS Release (NTSR).

a. Advise customer to notify the PPSO managing NTS lot of CONUS return date to avoid
storage converted to personal expense.

b. If customer has delivery address, coordinate the release and delivery ahead of CONUS return.

c. Ensure items requested for release from NTS are authorized shipment to the foreign
destination (e.g., firearms, swords). Always refer to the PPCIG Country Instructions.

d. When providing counseling for an NTSR shipment, the counselor must include the acronym
“NTSR” in front of the pickup street address (example - NTSR 508 Scott Drive - MOVING
& STORAGE LOT# ABC123).

e. Allow a minimum of 10 government business days during non-peak and 21 government
business days during peak season to schedule the release of NTS.

f. Delivery out of NTS may be by someone other than the NTS TSP if outside the local area.
g. Retain all ‘specially built crates’ for future moves, if possible.
Annotating Damage and Filing a Claim.

If the NTS TSP delivers; any claims will be filed directly with the NTS TSP.

b. Shipments delivered by Line haul/DPM agent will file with last hauler; if denied, claim
should be filed with MCO or NTS TSP.

c. For NTS lot converted to customer’s expense recommend a joint inspection with the NTS
TSP. Once storage is converted, FRV for claims purposes ends.

d. Failure to perform an inspection will affect any further claim against the NTS TSP.

Conversion of NTS shipment to Customer’s Expense.

a. Once the NTS storage entitlement expires; shipment converts to customer’s expense. Must
maintain the ability to contact the customer — Defense Finance and Accounting Service has
access to IRS System to locate customers.

b. If storage continues, cost agreement between the NTS TSP and the customer is required.
Advise the customer to consider loss/damage insurance.

c. Ifthe Service Member’s order or transportation authorization is valid, the Government will
pay for the delivery of HHG from storage, regardless of the amount of time the HHG was
stored. This includes HHG shipments converted to storage at the Service Member’s expense
(JTR paragraph 0518-C).

Extensions for HHG transportation do not change the Government’s obligation for storage costs
for longer than a 1-year period from the active-duty termination date, except when a longer period
is authorized for hospitalization or medical treatment (JTR paragraph 052013-C.4). Service may
request the extension through the Secretarial Process. An additional authorized period for a
specific time may then be authorized.

R. POV COUNSELING

1.

At a minimum, the following counseling topics must be communicated to all customers
authorized to ship or store a POV in accordance with the JTR, and DTR Part IV, uniformed
Services' personal property transportation regulations, publications, supplements, instructions,
and policy guidance, the PPCIG, and the Global POV Contract Performance Work Statement.
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When briefing POV to the customer use DD Form 3163, Privately Owned Vehicle (POV)
Shipping Counseling, Figure A-M-13.

2. Determine shipping or storage entitlements.

a.

b.

JTR, Chapter 5, Permanent Duty Travel, (Service Members and Civilian Employees).

Explain when storage and shipping entitlements are allowed for CONUS and OCONUS
movement in accordance with JTR, Chapter 5, Parts E and F.

Check CFR Title 41, Subtitle F, Chapter 302, as needed for all Federal Civilian Employee’s
relocation allowances.

Verify POV shipping documentation requirements, country restrictions, and import/export
prohibitions within the PPCIG.

Explain that only one (1) POV may be shipped or stored on a single set of orders for Service
Members, and up to two (2) POVs may be shipped on a single set of orders for Civilian
Employees. Check JTR, Chapter 5, for exceptions.

Storage only: Does the customer have a storage authorization letter? The counselor will use
the DD Form 3164, Privately Owned Vehicle (POV) Storage Counseling, Figure A-M-14, to
cover the storage of a POV.

Explain JTR paragraph 0530, eligibility of a POV, authorized size (i.c., 20 measurement tons
(MTONS), and remedies for out-of-gauge POVs (definition of a POV, JTR, Appendix A).

Provide a copy of the country instructions page(s) to the customer.

Self-procured POV Storage requires an approval letter that provides storage reimbursement
rates and requirements for reimbursement up to the government cost to store the POV. Letter
must include the statement that monthly reimbursement rate fluctuates annually based on the
contract storage rate and the uniformed Service Member must acknowledge this statement via
wet or electronic signature on the document.

3. Vehicle Turn-In.

a.

Explain the customer’s responsibilities for preparing a POV for turn-in. Provide the link to
the DTR, Part IV, Attachments A-K-3 for shipping a POV
(https://www.ustranscom.mil/dtr/part-iv/dtr_part iv_app_k_ 3.pdf) or A-K-4 for storing a
POV (https://www.ustranscom.mil/dtr/part-iv/dtr part iv_app k 4.pdf).

Vehicle exterior must be clean and free of bug splatter, leaves, pollen, dirt, soil, sand, and
mud. Fuel level must be at % tank or less. Vehicle must be in proper operating condition
(e.g., no fluid leaks, no mechanical issues, no major cracks in windshield). Vehicles with
ignition interlock devices will not be accepted.

Vehicle interior must be free of dirt, soil, leaves, pollen, sand, pebbles, stones, mud, plantlife,
food particles, pet dander/hair, caked-on stains, trash, or debris. Vehicle flooring must be
thoroughly vacuumed, and/or wiped down to include top and bottom of floor mats. Owners
must vacuum between seats, under seat rails and clean the center console, cup holders,
dashboard, glove/storage compartments, doors, door pockets, seats, seat pockets, ceiling,
floor, and trunk. The vehicle trunk must be free of all residue and debris.

Biggest hindrances to successful moves are too much fuel in the tank, incomplete
documentation, and/or vehicle not cleaned prior to turn-in.

Customers have greatest success when their entitlement is fully verified by counselors before
attempting turn-in. Orders are not always written with correct entitlement.
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f.

Customers destined for Korea should have 100% verification of shipping/storage entitlement
in relationship with PPCIG constraints.

Explain what items can be left in the vehicle (see DTR Part IV, Ch A-408, Transportation of
Privately Owned Vehicles (POV).

Customer must provide primary and alternate phone numbers and emails for arrival
notifications. Include POA contact information if applicable.

Explain the joint vehicle inspection process at turn-in and pickup, and customer's
responsibility to verify recorded damages at origin and at destination.

4. Documentation.

a.

Member/employee must have a complete set of orders that contains funding, all modifications
and amendments, and POA/Letter of Authorization (LOA) if applicable.

A copy of the marriage certificate is required if any of these situations apply:
(1) The member’s name is not listed on the vehicle’s title or lienholder release letter.

(2) The spouse’s surname (i.e., last name or family name) is not the same as the member’s
surname.

(3) The spouse’s name is not listed in the PCS order, and/or;
(4) The spouse is the legal owner of the vehicle.

Explain what to do if there is a mandatory vehicle recall for the make and model being turned
in for transportation or storage. Customers will not be able to ship or store a POV with an
active recall and must complete the recall work before turning in a vehicle for shipment or
storage.

If the POV has a lien or is leased, lien or lease holder’s written permission is required to show
proof of ownership.

The vehicle registration must be in the customer's name.

Explain excess cost collection procedures and financial responsibilities if POV:
(1) is shipped or stored vehicle might exceed 20 MTON:S.

(2) is shipped to or from an alternate port.

NOTE: Collection actions are based on Branch of Service policies.

Address vehicle repairs when a POV is in-transit, at destination, or in storage (e.g., contractor
will send the customer notifications of broken glass, flat tire, fluid leaks, dead battery, and
other repair requirements).

Explain responsibilities for winterizing a vehicle before turn-in (DTR, Part IV, Attachment
A-K-3).

Explain POV transportation, storage, and preparation requirements for electric vehicles.

Explain the pickup process at destination and customer responsibilities for potential storage
charges.

Explain how to navigate PCSmyPOV.com, locate a Vehicle Processing Center (VPC) and
schedule turn-in or drop-off appointments.
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1. Explain the benefits of using the PCSmyPOV app. Recommend using your phone or carrier’s
app store option to download the PCSmyPOV app.

Explain to the customer that International Auto Logistics (IAL) has a mobile app that allows
you to track your vehicle from the convenience of your mobile phone and provides you with
pick up information, including a link to view your pickup location and the contact
information for the destination VPC.

Counseling Packet.

a. Complete and sign the DD Form 1797 and DD Form 3163 or DD Form 3164 from POV
counseling.

b. Remind customers that upon arrival at the VPC, to write down the vehicle’s mileage before
entering the building so they won't have to walk back out to get the turn-in mileage.

Destination Pickup.

a. Explain customer responsibilities and risks of not picking up a POV at destination.

b. Explain loss and damage claims, inconvenience claims, and transferring a claim to the
Service's MCO.

Filing a POV Claim.

a. File an on-site settlement claim (valued at $1,500.00 or less) at the VPC during pickup. You
can either accept the offer (to be paid within seven [7] days) or obtain an estimate from a
repair facility of your choice to negotiate a payment.

b. If you do not complete an on-site settlement, file a claim with IAL after pickup. For more
information, contact the IAL Claims department toll free at (855) 389-9499 and select
“claims” from the voice menu. Claims may be emailed to claims@jialpov.us.

Key Forms.

a. During POV transportation counseling, use DD Form 3163, Privately Owned Vehicle (POV)
Shipping Counseling, Figure A-M-13, to determine POV entitlement.

b. During POV Storage counseling, use DD Form 3164, Privately Owned Vehicle (POV)
Storage Counseling, Figure A-M-14, to determine POV entitlement.

S. SPECIAL ADVISORIES

Review any specific rules in place via DP3 Advisory (available on

L.
2.
3.

https://www.ustranscom.mil/dp3/pdfs.cfm). Examples include:

Health Protection Protocols and safety guidelines.
Code 2 Shipments.

Changes to Transit Times.

T. ADDITIONAL TIPS FOR THE CUSTOMERS

1.

2.

A-K-1 For Service Members https://www.ustranscom.mil/dtr/part-iv/dtr_part_iv_app_k 1.pdf.

A-K-2 For Civilian Employees https://www.ustranscom.mil/dtr/part-
iv/dtr_part_iv_att A_k 2.pdf.

A-K-3 Shipping Your Privately Owned Vehicle (POV) https://www.ustranscom.mil/dtr/part-
iv/dtr_part_iv_app_k 3.pdf.
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4.

10.

11.

A-K-4 Storing Your Privately Owned Vehicle (POV) https://www.ustranscom.mil/dtr/part-
iv/dtr_part_iv_app_k_4.pdf.

Advise customers of the challenges with moving during the summer season. Encourage
customers to schedule their move before or after the peak, whenever possible, and be flexible in
arranging their pack and pickup dates.

While customers can’t be told not to store mattresses, the PPSO/PPPO counselors can stress the
importance of proper protection of mattresses prior to storage. Explain to the customer that all
mattresses except those in a sofa or hide-away beds, regardless of size or construction, the TSP
will use new materials for mattresses and box springs, and they must be placed in mattress
cartons that are new or in sound condition of appropriate sizes and all markings pertaining to any
previous shipment must be completely obliterated, they will be sealed at residence (DTR, Part IV,
Appendix A-B).

Direct the customer to check out the Military OneSource website at
https://www.militaryonesource.mil/moving-housing/moving/pcs-and-military-moves/, to assist in
preparing for their move. The website has a moving guide, customer service contacts, FAQs,
handouts, and more.

Advise customer to notify the origin TO if the TSP has not contacted them within three (3) days
of accepting the shipment to confirm their pickup date within the spread dates.

The customer or their representative designated in writing, must be available and present at
residence between the hours of 8:00 a.m. and 5:00 p.m. when the TSP arrives to pack and remove
their belongings. If the pack, pickup, or delivery hours exceed 5:00 p.m., the TSP must ask prior
approval and be completed by 9:00 p.m.

Customers must ensure residence/pickup location are clean and free of clutter, so it does not
hinder the job performance of the crew.

Stress to the customer it is their responsibility to:

a. Make property available to the TSP and to remove or place property from crawl spaces,
attics, basements, and other inaccessible locations, to include when it isn’t accessible by a
permanent stairway (not including ladders), not adequately lighted, and does not allow a
person to stand erect.

b. Dismantle outdoor play equipment and outdoor structures (e.g., utility sheds, playhouses,
swing, or gym set).

c. Clear driveway/sidewalks, take down pictures/mirrors, put items that customer does not want
packed in a safe place.

d. Safeguard all cash, jewelry, keys, expensive high valued items, and important documentation.
Please hand-carry these items with you.

e. Clearly identify items as high value and annotate various markings, serial numbers, other
codes used for identification and take photographs of each item.

f.  Secure all pets during pack, pickup, and delivery.
g. Never argue with the TSP’s representative. If there is a problem, call the TO at once.

h. Ensure personal property is free of pest infestation. Use DD Form 3154, Quarantined Pest
Self-Inspection Checklist, Figure A-M-4, to instruct customer on their responsibilities prior to
packing and pickup.
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ENTITLEMENT EXTENSION REGQUEST

PRIVACY ACT STATEMENT
AUTHORITY: 37 LISC 405 and 5 UISC 5726,

PURPOSE: Cuslomers request an enfiemant extensien for shipping persanal propesty within 3 years.

ROUTIME USE{S): May be provided o commercial Transporiation Service Providess [TSP) carmlers andfor thelr designaied shipping agess.

DISCLOSURE: Voluntary; howesves, fallure to provide ihe requested Information may delay entiiement extension andior starage of your parsonal praperty andior
Imp=de Storage aMangEmENts.

CUSTOMER & NAME (Las, Firs!, Wode nba) RANK | GRADE BRANCH OF SERVICE | DODID
SEPARATION OR RETIREMENT SEPARATION OR RETIREMENT DATE
(DO LML YY)
CURRENT MAILING ADDRESS PHONE HOWEER
AOME: WORK
E-MAIL

REASDN FOR REGUEST (An extansion of the 3 year time fmt may be aufhoarzea'spproved fhvough fhe Secredanal Process because of hospialzsion or
medical freafment, eausananEning (Member onily) OF ifer SESEnANg CISES MICH DrEvents me SO moving & wm&mmma;mrmm;
Tima Limits. Housahold Goods muet ba turnad over for transportation within 3 yaars I:lnmga:lmn.rtﬂuni , exeept a8 In Tabls 533 of the
Joint Travel Reguiations. Any further extensions must be granted on an annual bazsia

Inordar to be consldared for an extsnelon, the following documents, If applicable, shall be submitied with fhe request.

SUFPORTING DOCUMENTATION SEPARATION ORDERS

RETIREMENT ORDERS Doz214

DATE (DO MV YYYY) | SIGHATURE
[

DD FORM 3151, FEB 2023 Page1of1

Figure A-M-1. DD Form 3151, Entitlement Extension Request
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PRIVATELY OWHNED FIREARMS (POF) INFORMATION WORKSHEET

PRIVACY ACT STATEMENT

AUTHORITY: 37 LISC 406 and 5 LSC 5726,

PURPOSE: Ta callect POF Informiatian fram customens; ensuring all Iaws and regulations are adhered bo prior to shipping andfor storing of POF.

ROUTINE USE{S): May be provided to commestial Transportaion Service Providers (TSP} camiers andior helr deskgnated shipping agents.
DISCLOSURE: Voluniary; nowever, S3IUre to provice the requested Information may delay Shipment andfor SA0rage of your persanal property andsr impeds
Ehrae ATangementE.

CUSTOMER'S MANE (L3, Firs, W00 s OROCRS MO DOD 10

REFERENCE |DTR PART IV, CHAP 403)
Linger fegeral law, the camier or confracior musf be noftitied thal Mfreamms are being iAnsporied.
- Wi Importation of forelgn andfor domeslic semi-ausiomalc ass3ul weapans

- o Imporation of machine guns, shart banrel shofguns, shiort bammel mfies, slenoens, destnicive devices and cemain other concaalable fireanms
- [N ammuniian

CUSTOMER RESPONSIBILITY

1. Engure all 3ws and reguiations of ine United Siates and fis temtionas, forsign courdnes, and munidpalities are compiled wiin regarding Me possEssion,
carTying, registratien, and shipment of POFs. {See DTR Part v, Chapter 409; TR Part V, Chapter 503; and the Persanal Praperty Consignment Insinuctian
Guite [PPCIG] by logaing Into hittpeciiaps, move, milicust!

2. Oibtain and provids coples, upen request, of decumentstion autharzabions, Indvidual lkeenses, or registrabion farms for the firearmes o be shipped a3 part of
an authorized personal property shipment.

3. Engure 3l freanes are free of explosive Charges when fumned over for shipmant.

FIREARM INVENTORY- Your application e on hold unill this Information ls providad
FIREARM CIODES USED TO [IDENTIFY INVENTORY BELCW:

A FIREARMS) PREVIOUELY TAKEN OUT OF THE LLE. C- ACQUIRED FROM LICENSED DEALER
B- PREVIOUELY OWNED FIREARM C- ACQUIRED OTHERWIEE
CALIBER OR COUMNTRY OF FIREARM
mes SERIAL MO, TAEE MCDEL MODEL YEAR GALGE MANUFACTURE CODE

-

wlen| =] e |en| ]| pa

DATE [DO MM YYYY) | CUSTOMER'S SIGNATURE
e

nn FORM 31652 FFR W23 Page 1 of 1

Figure A-M-2. DD Form 3152, Privately Owned Firearms (POF) Information Worksheet
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CLAIMS FOR FULL REPLACEMENT VALUE (FRV) COVERAGE
COUNSELING CHECKLIST AND MEMBER/EMPLOYEE INFORMATION

PRIVACY ACT STATEMENT

AUTHORITY: 37 USC 406 and 5 USC 5726,
PURPOSE: A Counseling checklist used by the fransportation affice for ehipment of parsonal property. and It ensures fhe customer s aware of FRV process
timelines, quick ciaims, &t )

ROUTINE LSE{S). May be provided to commescial Transportadion Service Providers (TSP) camers andior ihelr designatad shipping agents.

DISCLOSURE: Violuniary; howsver, t3lure to provice the requested Infomation may delay Ehipment andior s40rage of your persanal property andior mpeds
Siorage amangemeans.

CUSTOMER S MAME DO0 10 ORIGINDES TIMA TION COUNSELOR'S PRINTED NAME

1. FRV FOR LOZT OR DESTROYED ITEMS.

- T have your cialm paid on e basls of FRV, you MUST flie your caim directty with the ranspartasion serdce provider (TSP) within 2 moris of delvery.
- TSP k llable fior e repalr or FRV cost of 3 damaged lem, whichever Is [es6, and for the FRV cost of lost, ar destroyed Rems.
&%ui%u%ﬁ-ﬁtﬁ-%ggmmm,mmmmmmrmmummmmmnmmhmmgmm

, OF pay youl for ihe cost of such repalrs.
- TEP Is DELUGATED fo replace or pay FRV for lbems that are damaged beyond repair andior cannot be repalred o original working condition or usefuiness.
Micest lbems l.e., the = aor ihe T3P wil at it either e lost or Item with 2 new iem
-:rpaylr:eumpfmmm‘ mmmmmm = MIMH%MWW mnwﬂmmmmm

2 TIMELY NOTIFICATION.

Lp:@scrnh’na.gehmEmh'lJSTberepmta:lmmﬁFﬂhn1mmmmmdﬂm¢mmmmm1ﬁmm
- The delverng TP Wi, EHHMMIMQ'M% ] 0g Deffyery™ fom. The TP will provide 3 toll-ree
rumber and efall address thal you can use i conact the nrmala
Fmapinmplrmtswpﬂﬂaidﬁh'ahsasepm gy~ fiarm 'will be compleded whenever property Is dellvered.

Ih'ﬂege snalnelmwmewmumwmuagemmmwrmmuwmammmmpumn
1au|s;.z.-:-nnem el very (shipment m%’fl e after 15 May 2020)

of EUDMISSion TSP 6 the: DPE andine Claims Modu are unabie 1o flle or-ing, wiitten notice of loss

m%mmpmmmmmmm%ﬁWMNMﬁM?}u Yo ey ghve
-mmmmmﬁmmmmmwmmmﬁmwmmmmuumummmwuammlmrmmhemmmpa
copy of what you send bo the TSP,
- Far shipments thal wene scheduled after 15 mmmmmmaﬁnmﬁu delvery point of the dale e Motice of Loss ar
Darm and he date the dalm s due, nl:ma'tc-ratahFRUCﬁ %ﬁmmmmmmmlmmﬁmMn
gat] for any loss, destruciian, or damage o your belongings wh
-wmmmmmmmwm updaiadhmmeﬂ'lemﬂNGLDpemd they are sill 75 days.

3. CLAIM MUST BE FILED WITHIN 3 MONTHS TO RECEIVE FRV.

- Naliicalion of Loss or Damage ATIAFTER Delivery does nat constitube the filing of 3 claim. A cliaim MUST be flled via DPS claims module: hifps\dps. mave il
mmm%ﬁ fo the TSP within 9 monthe after the date of dallvery. The claim MUST list each bem that was inst ar damaged and give a

\'mmrmmmcmmawmm Inl::mert:'nh! ﬂa:l'nTIrETSF‘lE Tor obiain E'Etl abe

carmer within 3 manthe of dellvery. [ [T |. [Or STy ESUm3 'l||ll I'Ig B

Dunutomuymrmwruampaalmenmmmmmmmhgamm|rrmna11m WJIHHIWTSPMMBEI Hj‘ctrlﬂaimrmmu'rleﬂ'

filed, adoltional Informratian may De presentad al 3 l3ier time.

ol rrmul!-ﬂIHMIHHIMMMFMFW(W}WMNHW must b2 flied cnilne In e DEFENSE
PROFERTY SYSTEM [DPE] by accessing ; and enfer I UsaImame . For acoess , Contact

MWSI‘HPDEBKI#HJJ#W-N%&[E‘ETED— ,or gy passiord protieme

4 LIMITS OF LAABILITY.

- The TSP's maximum Eabil ER=| Is the greater of 57,500 or 600 imes alther the net weight of e HHG shipment or the gross weight of the UB
shipmeant, In pounids, ot ta b Sl STE D60 8 ot
- I the amaunt af HESEMM‘U‘ETSFBW‘EHHHHIIHHI nleauaimumam clalms ofice far kass In excess of the camer's
Haowever, the mil clalmes ofice can mﬂ. D06, Whichever |5 less, forthose Ihems for which the not
pay. In the altemalive, you may iy o pu Fmimagemamlnsummm mmlalmlnmd §75,000.

- If the claim ks fled d ﬂmmmpmlmnmm;m aml'mhlnm then the TSP I ﬁmaeu
maimum of §1.25 Hmes the Bhipment In pounds. Claims siaueurumnaumma_rne ed tr-eTsﬁ.?iuu-neum

5. BETTLEMENT OF LOSE AND DAMAGE CLAMMS.

TSP & required 10 pay, d2ny, o Make an offer on @l CIEims valled & 51,000 or 1265 WiNin 30 03y5 of recelpt of the cialm and on all giher CEims winin 60 Gy
of receipt.
- The TSP will kssue payment o you ar inbiata repalr of Bems within 30 days of receipt of notice that you have accepted a full ar pariial setllsment.

6. PARTIAL SETTLEMENTS.

IT you cannod reach a mulually acceplabie sedtiement di wilh he T3P on part of clalm, [paymeat from e TSP on those (tems on wihich
MIMTEPFEEMEEQMWM mﬁemhmdﬂﬁlgﬂ ﬁwlmm«wmmmmmmmm

T. GUICK CLAIMSE.

-The TSP [y estabilsn a quick ciaim setiement procedure % guickly resoive and pay clalme for minor loes of damage decoverad at the Ume of delvery.
- Qukcit cd3lm proceduras cover payments for an agqregate ameunt not i excesd 541,000, Wi full payment made wilhin S calendar days of dellvery.

- The procees of sefing and paying such clalme will b2 left fo the discrebion of each TEP. The quick clalm must specicaly Bt tha Hemes and tha damage far
wihich payment |5 being made.

- If you recedve & quick cialm seffkement and then Sle an addibional dalm, the addianal ciaim may not Include Hems ihat were settied through the quick claim
[FOCESE.

DD FORM 3153, FEB 2023 Page1of2

Figure A-M-3. DD Form 3153, Claims for Full Replacement Value (FRV) Coverage Counseling
Checklist and Member/Employee Information
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& INSPECTION OF ITEMS BY THE TSP,

- The TSP may Inspec! the damaged Ikems at any fime priar to settiement of the claim affer coandinating with you on a convenlent ime.

- I you repaired an ttem befiore the TSP Inspection, you MUST provide the repair bill or some other evidence of the damage and repair cost ba the TSR

- If youl disposed of 3 damaged Hem, you MUST give ihe TSP evigence that ihe Item was damaged beyond ecancmical repalr or Was 3 potendial health hazard o
YOI O Waur family.

- Call the TSP befare a claim s sefled and aek ihe TSP to inspect or give permission to dspose of damaged Hems, the TSP will, within two business days after

being contacied, notify you that efiher the Bems will be Inspected or that you may dispase of the iems. When fhe TSP gives notice to Inspect the Rems, the TSP

will o 2.0 within 45 daye of you being contacted uniess an exiension Is requested and granted. Yiou must cooperate with a TSP's request to Inspect damaged

ttems. Additionally, F you dispose of damaged Bems priar fo the TSR s Inspection ar thelr parmissian to dispose of hese iems, these [tems may be denled by the
TSP and the MCD.

9. BALVAGE.

To the sxient not prohibited by law or agreement, the TSP le anditied to take eesion of and =all for ealvage a damaged liem on which the TSP
hupﬂdymalhm’ﬂladapmtﬁhdu’ﬂalﬂula_m mmﬁwrmMMMMHhamm

- It & lost Ib=m I kocated afier your caim has been paid, you may deckds elther to request or dedine delvery of the Bemis). IF you elect to recelve a found Eam,
you MUST refund ary amount paid an that Rem

- I the TSP kocales an Rem within &0 daye of recaipd of nofics of the loss, and 3 ciaim on that iem has nt yetbeen paid, you are cbilgabed to accept delivery of
the Hem In lleu of & clalm, even I you hawve replaced the Rem

- It the TSP locates a ioet Ibem mors than 60 days after recelpt of nolice of the joss, but ihe Ilem has not been replaced, and @ cialm an the Bem has not been
pakd, you are abligated t acoept delvery of the Hem In lleu of 3 claim.

- I & lost b= I Lter delivered with damage, the fime imits for qualitying for FRV proteciion and for Sling cialms on dhat lem will not commense untl he deery
o that Ibem.

10. EESENTIAL ITEMS.

- The TEP |5 respansiile for pramply dealng with owners whe have had essentlal Rame lost, destroyed or made unusabie due fo damage. You MUST noffy e
TSP, milltary cialme omice, of personal property SNIDpING office: of SuCch & kess WENIN T days of the date e gooss ware dellvered.
- Essential Hems Inciute but are not imied to- (1) ReMgeratons or other appllances necessary for the 53t Fiorne and preparation of fon, (2) Neessary
medical equipment and (3) Maliresses.
- Upon noiiicalion of the loss of an essantial Bam, within two [2) business days. ihe TSP shal sither pay for such Eems, provkie lamporary or permanant
replacements for tham, or make other ATangements 35 agreed K by you

miae by the TSP shall be considered an advance an any clalm and shouid not exceed the TSF's expected total IabiFy. You are required fo flie
3 I for the 1085, ANy SAVaNGe payment il be JEQUCiSd o your eventual award.

1. CATASTROPHIC LOSS PAYMENTS.

-The TSF Is respansiie for kientifying and making pariial, advance payments i you far a catastraphic loss io relleve hardships assotistad with the loss of 2l or
a majortty of housshold goods or Unaccampanied Baggage. CatasTophic 85 ooclrs when an esfimated 50% of e Inventary Ine liems In 3 given shipment are
lost, damaged or dessroyed. TSP or MCD can esiabilsh & catastrophic lost 3t any Sme no matter the astimated loss.

-The payments are an advance and wil not exceed fhe T3PS expected fotal Ilabiity. You are required to fle 3 claim. Any advance payment made wil b2
deducted fram your eventual award. Payments are subject to ihe same maximum [Ebilty and ruies 35 all payments.

- The TSP will maike paymeni or come 0 an agresment on payment within £8 hours of cantacting you.

12. HIGH VALUE ITEMS AND HIGH RISK ITEME.

- High valuehigh risk lems may Incluge but 15 not imited io curmency, coins, jewelry, sllvevare and sliver service a5, Crystal, Ngurines, Turs, chjecs of arl,
software programs, sleconic Hems, fumiture, maruscripds, comic bogis, basshal cards, stamps, and other coliectable Kems or rane documents that

hawe avalue In expess of $100 per pound. individual CDs or DVDs wiih a walue In excess of S50 will be consldered a high value RBem,

- o fall 8 Inform the TSP that such Bems are Included in the shipmeant after the TSP hag asked you In wiEng o 1152 any such Hems In the above cateqones

that willl be Included In the shipment, ihe T3P labiity for high value Hems Mat you do not Bst shall be Imited 1o $100 per pound of the anicle.

- ltems such a6 CO6, viden tapes and DD, that do not qually as High value Hems Sor purposas. of fis provision Imiing Ssbillly may ba includad on a high risk!

high value Imvenbory.

- Your responsibiiies. af delivery: You and the TSP MUST open all cantsiness in which e high iskhigh value Ibems were packed; remove the ems from the

containers and physically Inspact each tbem before you skgn the high rskbigh values Ineentory form. Bams on the high dskMigh value Insentory fom that ane not

niated 35 missing at deltvery, may be denled by the TSP and MCO.

Be sure to keep a copy of what you ssnd to the TSP and send your clalm by certified mall.
Alr Forcs membersfempiloyese should emall afcac jagus al mil or toll free at 1-877-754-1212
Ay Wsmnmwmm1m

Mavy & Marina memberaiamployeas should vish irtip:Twwe |2

DATE (DO M YYYY) RECEIPT ACKNOWLEDGEMENT: CUSTOMER'S SIGHATURE

A memberfemployes should contact the closaat Milltary Claime OfMice on FRY lesuss the membsrfemployss and TSP cannol regalve
Reviaad SH42021%. WellalIS Army Clalme Sarvice & JUD Resss Director, Claime Service Center, &F Lagal Oparation Agency

DD FORM 3153, FEB 2023 Paga2of2

Figure A-M-3. DD Form 3153, Claims for Full Replacement Value (FRV) Coverage Counseling
Checklist and Member/Employee Information (Cont’d)
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QUARANTINED PEST SELF-INSPECTION CHECHKLIST

ALTHORITY: 37 LUSC 406 and S UBC 5726,

PRIVACY ACT BTATEMENT

PURFOEE: A Counseling checki st used by he ransporinion offios for shipment of personal propesty fhat ensures the ossfomer pedoms a quaraniined pest = g, Spongy Moth,
Spobed Lanberrity] sef-inspection for all appldcabie outboor Fems objecls: ek appesr prior o pick-up.

ROUTIMNE UEE;E]: May D= provided o commerdal Transporalion Senvice Froviders (TEF | camers andsor Their designaied shipping agents.
DIECLOSURE: ‘oluntany, howeyver, Tallune 10 provicde the requested imformalion may delay shipment andior storages of your personal property andon mpece Siorage: anangements.

e By o S Tl e s SV o s g oo
e e s

& copy of this Sonm must

Name (Last, First, M):

Date [OD MU YEYY):

Datination Address:

Racreational or Camping rems

[ |packpacks

|| Basketball backboands
Bleycies

Boals

Boat frallers

CAMPErs

Housshold liams

Al condBoners

Barreis

| |Cardboard and wooden boxes

|| Ciothesline/Culdoor poles

| |ciothespin bags
Empéy/Full plant comtalners
[ |Firewood
|| House plants (that have been outside)
Bullting Materials
Bricks

|| Cinder bincks

Cement mbdng fubs

Eﬂrﬂ Gardan ltems
Animal houses e.g., dog, rEbbk, chicken)

Bicycles, tricycles, scooters
Playhouses
‘Sandioxes
Odhear Hhemes

Care or fnucks

Car parts

nams, sign, dals, and keep
mmmmnrmanhmln
Sigriture:; (=

Checklst and Fecord of Self-inspection For: | |Spongy Moin [ | Spotied Lantemly
Crigin Adress:

[| Fokding chairs

lce chests

Miotorcycies
Miotor homes

Tooks and toolboxEs

Feritzer spreaders
Flagpoles

| | Ganden fMiers/Backnaes
Garden tools

Lawnmawers:
Milboes

Picnic tahies

Porch or patio fumibure

[ | steds, taboggans

Swing s2lE, Thre swings
Wagons

Car ramps
Fam implements

DD IO

[]cener (Piease specty)

[ | 3ports equipment

‘Waders or bools
ehicles (&g, BUTPErs, MITDFS, WpErs, &I

Tanks for prapane and ol

| |Trash cans
| Washing machines

‘Wabar hoses

Window avnings

Water pipes

|| wetding equipment

Signs and posts
Snow blowers

Swimming poals
Trachors and iralers

Trees, shnibs, and plams

Yard games

| | Cther ouisice toys

Ciher;

Stored Gres
Ciher;

mmmmmmwmmﬁmimmmmmmmﬁmm &2 required. Plaass print
this checkdlst. | am confirming that | kave Inepectsd thi femes | am moving; and | do not see any egg masess of other Iife stages of Insecte

(If the Inspection was done by & commercial Inspacion company, provide the name of fe fim and ihelr phons nummber. )

DD FORM 3154, FEB 2023

Pape 10f 2

Figure A-M-4. DD Form 3154, Quarantined Pest Self-Inspection Checklist
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General Guidance

To prevent the spread of spongy moths, spotied lanternflies, or other quarantined pests, you are responsible for making sure
that your cutdoor household arficles do not move any life-stages associated with them

The guaranfine regulations allow for self-inspection of HHG, and this aftachment was developed to assist you should you
choose to self-inspect. Alternatively, you may pay a U.S. Department of Agriculture (USDAHrained cerified pesticide
applicator fo inspect the arficles you plan to move.

Complefing this self-inspection checklist may require the selecfion of mulfiple pest inspeciion types. Customers should check
the self-inspection(s) they are completing for their personal property shipment. The checklist is a list of most commanly
mowved and identified personal property items that lfe-stages of guarantined pesis may exist. Customers should accuratehy
record in the Cther spaces throughout the form any personal property not listed; but inspecied. When inspecting all items,
cusiomers must be sure to check all cracks and crevices fio the best of their ability.

Spongy Moths are common fo Connecticut, Delaware, fhe District of Columbia, llincis, Indiana, Kentwcky (high risk), Maine,
Maryland, Massachuseits, Michigan, Minmesota, Mew Hampshire, Mew Jersey, Mew “ork, Morth Carolina, Ohio,
Pennsylvania, Fhode lsland, WYVemont, Virginia, West Virginia and Wisconsin. If you are moving from one of these locations, i
s important fo |n5pe|:tall I'u:lu:iehul:l goods for potential E&slages Iffnund desiroy the masses and clean the ares

Spotfed Lanternfly are cormmaon to Connecficut, Delaware, Indiana, Manyland, Massachusetis, Mew Jersey, Mew York, Ohio,
Pennsylvania, Virginia, and West Virginia. If you are moving from one of these locations, it is important to inspect all
household goods for potential life-stages. If found, contact your local and state Department of Agriculiure, destroy the
masses, and clean the area thoroughly. For more information on Spotted Laniemﬂ]rﬁpec'.rﬁc information, visit

Jfhwnwew. aphis.usda goviaphis/iresou iseases'h .

Cither (Please specify): This area is reserved for any addifional pests that may become an inspectable speces o the
Drepartment of Defense. In the event a customer is counseled that they live in an area with other quarantined pests, this salf-
inspection checklist shouwld be used by checking the Cther box and identifying on the ne provided.

DD FORM 3154, FEB 2023 Pagedaf2

Figure A-M-4. DD Form 3154, Quarantined Pest Self-Inspection Checklist (Cont’d)
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HOME OF RECORDIPLACE WHERE | LAST ENTERED ACTIVE DUTY
TRANSPORTATION ENTITLEMENT COUNSELING AUTHORITY

PRIVACY ACT STATEMENT

AUTHORITY: 37 LISC 406 and 5 USC 5726,
PURPOSE: Ta counsel customers wh have a Home of Record (HOR) Transporiatian EnStiement, 3dvise, and unterstanding of the govemment's entitement
tarmiration tmelines, eic.

ROUTINE USE{S]: May be provided to commencial Transportation Senice Providers (TSP camens andior inelr deslignated shipping agents.

DISCLOSURE: Voluntary; however, tIure to provide the requested Infarmiation may detay shipment andior Siorage of your persanal property ander impeds
shorage amangements.

1. CUSTOMER S NAME (Last, First, Mome sl 2 CUSTOMER'S RANK/  |3. DODID
GRADE
4 EFFECTIVE DATE OF SEPARATION | 5. ORDERHO. E. ORDER DATE 7. DATE ENTITLEMENTS EXPIRE [COARBAT YT Y]
(DOEAYYYY) (DDA YY)

& I HAVE BEEN ADMSED AND UNDERSTAND THAT:

Seporalon e Ciended o P n Tl O EHE ar e ver 1 3 Proon Fropery StPpng OTTce [PFo0) o 10 & Tianaporaton
w wam ) ane averiaa Shipping (PP50) or to a Transpariation
(1) The Joint Travel Reguiations (JTR) authorizes shipment of Ioe. of HHG o my Home of Record (HOR) or the Place where | Last Entened
mwm ar shipments to locafion{s ) other than PLEAD or HOR, may Incur excess cost payable by me.

E;ETE maﬂmmmmﬂmmammlm Enip HHEG from overseas o the processing station. However, IT | taie possesskon of

HHG wil nod transport the HHG o my PLEAD, HOR: ar any olher localtion.

I:Ium;mmﬁi_}%ln HI-Ehm_rPLE#.DI:II-MIanmhw hmeHhErhrulﬂmjmtmj.lmm
5} A Cushamer who ks In ofa arder and Is. red to vacaie

k: mammﬁg - oy mirkys renept Eﬁl‘}ﬂﬂtﬂ aP-I.EAI::lm. bgrmpetmtaﬂnty quariers
l“—mmn‘.ﬁﬁl l:fl-llﬁ TrEEmnEfIEITtE:NTSH Wmmmmmmmm

It | chooee nat o HHG 1o @ , | may place my HHG eg:ﬂﬁeawmumgme
Erl:lemmt KTS mdy cantinue in IHI-EHE
In NTS a8 mmmmmmhnmmmwmww

mmﬂmmmmmm be extended mm;mmmmﬂ#; EE.I'EITEITL

medical probiems, o H‘[H.ITFE;HH:EE. gHmnﬁnﬂmmmmmm {JTR, par.

anrmmapp ona are: MEDIC-AL, EDUCATION, OTH m{&q

Submi an exbenslan prior to the expiratian of my entitiement.

Air Force: | must submit my to PPA HQWPPEC, Emall hoppa.ecal-ext@us.almil, CommvDEd Phane (210) 652-33120487-3312.

Army: Submit o Local Orimice for .

Coast Guard: Coast Guard Customer @t Emall: HEE-DELST-CG-1332-TRA!

Marines: Marine Corps Custamer Senvice, Emall usmepersonalproperty@usme. mil, Phang 1 444-BEEQ.

Mavy: Far Medical Treatmant and Education, contact Wmmmﬁaﬁmm rocag_n130C@nay.mi.
Emmmq.wmmu be conkiarad, however, the lefter should cleary Indicaba whry | could nof perform my move within 180 days of saparation.

II'I:-!.HEI'I
‘separation order, AND
arI'B:IHEIIm*II request valldadon form via emal at {L.e. Branch of Senvice (BOS) above) bo subslandate a medical exienslon

{3|Em.m1m;mmm the regisirar, ar oiher aumorty of on InsiMutional Istherhead for Alr Foroe; review each BOS
mmmummmummw or the cantemplated date of compieSon of e coursa of
mmummm%
%) Dot 11 fhe IS dme nnimamprcﬂ'mam
5| Dielay In the constnction of ~ etabament fram the caniracior regarding the and estimated compledion data.
%mlmmmmm mammmummmmla . Branch of Serice (B0S) above) o substantiate this

INFORMATION ON EXTEMS
mmmmmmmmmmhwmumm

Extensions are not automaticaly approved

Eaﬂﬁﬁﬁe ngemmmxgmmmmmmnm e TequEests should aspectic date for
MEW EHHI'*’_' manths, {hj'i. II{H'.FEI\.W qﬂkﬂmmmﬁ- ehumed without

{-I:Emﬂ:m authortzed or spproved I | exiends travel and ransportation alcwances for mare than 6 fram the date of

‘I'I:I'nm{l..lyﬂiﬂlrﬂrﬂ'l or Trom the dabe the Sernvice members dependent recelves an oModal ihak the Service member ks

E ﬁumu request does not extand my fima limit
mmmmmmmu 05t bayond fhe onginal 190 days

5.8, DATE [COWRMIY Y YY) 5. COUNSELOR § SIGNATURE
("

0.8 DATE [DOWMYY YY) 0.0 CUSTOMER 8 SIGNATURE
[ ——

DD FORM 3155, FEB 2023 Paga 1ol 1

Figure A-M-5. DD Form 3155, Home of Record Transportation Entitlement Counseling Authority
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HOME OF SELECTION TRAVEL AND TRANSPORTATION ENTITLEMENT AUTHORITY
PRIVACY ACT STATEMENT

AUTHORITY: 37 USC 406 and 5 USC 5726,

PURPOEE: To counsel customers wino have a Home of Selection (HOS) Transporiabion Entilement, aovise, and undersianding of ihe govemmenTs emBement
termiration imelines, etc.

ROUTIME USE{S): May ba providad to commercial Transpertation Service Providers (TSP) camlers andior thelr designated shipping agents.

DISCLOSURE: Violuniary; however, talure b provids the requested Infarmation may delay shipment andior storage of your persanal property andior impeds
siorage amangemeans.

1. CUSTOMER'S MAME (Last, First, Miamie inifisl 2. CUSTOMER'S RANFIGRADE 3. 00010
4 EFFECTIVE DATE OF RETIREMENT! 5. ORDER NO. G. ORDER D&TE 7. DATE ENTITLEMENTS EXPIRE | Three years after
TEMPORARY RETIREMENT {00 AR YY) Ratremant TORLOschargednvmilntary Separation
DISABILITY LIST DS CHARGES
WMHTMTS%DH Dale in Bock 3) (DD MU Y YYY)

8. | HAVE BEEN ADVISED AND LINDERSTAND THAT:

a THAVEL: Trewel for rysel and my dependenls o s home of seiecion (HOS) st be compizisd within thres years of he effechye date of
refiremeEni ToRL G schange! irsluntary separion (eniess sxtendsd, ret. sacion 7.4 beiow).

i1 mmmaml:nuMumummmm:mmmcmnmu:mmtum

12) Flling of a trawel vousher andior accepiance of go o & ohcsan location, or acoepiance of Travel & Transporiation alowanoss
4 HOZ and |s Irmesyooaibis.

=1 stabioned overseas, | may el o CONLE (or Non-Fonslgn CCONLIE) separsion station desipnaled on my PCS ondier, This does mot constihne a HOS.

b EHPMENT OF BOUSEHSCLD SOODE [HHGE): My sntiement to ship HHG at Govemment expenss wil terminate unksss my HHG ans funed oer o a Trafc Manasgement
Oficer or o a Trarsporialion Sendoe Frovider (TSP for shipment within three years of the effecive daie of my relieemenb TD RUdschargediescluntary s=parafion uniess extended,
red, sacfion 7.4 below].

117 iy auinorized Joint Traes Reguialions (TR) weight alossnce & Ibs.

|2} Wiulpie shipmenis may inowr encess oosf payable by me, H the cost of The shipmenis excerd e Grsemment's Eest Walue fo ship as one kot

{5} ondered i & CORLS {or Mor-Foreign S5 OHUE) s=parmfion s@ation on a FCE Crder, | may ship HHS from oversess o the processing siation. This does not consifisbs &
HOE move However, B fake possession of these HHG and then laer siacf o ship Sis property o & HOS, | underssand that |'all be responsibis for secess oost Incused for
repacking and re-handing.

14} | endzrsiand u.l:ruﬂa- MNon-Emporary Storags (WTE| kegins the date my order |3 ssusd and ends ons pear from my active-duly femination dak=. | am auhorized S0 days
Elape-in-Tran: mhmcﬂmlﬂlrrulﬂnmﬂrrlﬂumtmlhem
{E} i In=side In povernment conbrolled quarers (CTRS) or Goe'E pr housing and by compeient muthordly 1o wacaie before making rmy H3E, a shord distsnee HHG

mmmmsmmhmnmalmummunhmwm I= authorzed (FCE weipht allowance appiles fior this short-disiance
moe This does not consihds a HOE

12 POA 1% 1 i nlmmbmmHmmumumum Imﬂmelﬂimmlﬁmﬁnmm antsismant
foNTE 2 Expencs tarminatas one year from the datn of TORLID Separation In Elcok 3. 2iorage porvart 1o
mmﬁr‘h‘ummm anttisment period. I my HHG ane In NTS a3 "excess io govemment guartersprivalized housing” this slorage lot must be comeened o my
refirement crder during the ons year NTE enflement period,

d. mﬁmmmummm It may b= auhorized'apenceed Through the Secretarial mmumumﬂmmumm

(member only) or ofher deserdng cases winich prevenis me from mowing fo my HOE within The: these-ssar me:
mxpiration of my HOE sntflsmant

AI"FIH' | must sutmR my reguest o FRA HOQFFPEC, Emal: hopreecat-exius afmll, CommiDEN Phone 210} 852-331284E7-3312.

Army- Submil i Loca Personal Progerty OMice for Appeorsal

Coast Guard: CoastGuand Cusiomer Senice of Emal: HOS-DG-LET-0E-1332-TRA =l
Marinse: Marne Cops Customer Servics, Emal; wsmopersonal usmc.mil, Frone Tol-Free (BES) £44-SBE3,
Mawy: For Medical Tregment and Education, contact navyhing: gy, mill, Tor @il otfer ressons, Comact meg_n130CEnayy . mil.

e g st mst fully demonsrate | am unable o perfiomm my H0S move by e dake In Section S In addibon io the e, | muest provide e folowing (oase speoiich:

11 BEDICALEDUC ATION: Included wilh tis i=fer must be:
A} A copy of my refirement, TORL, sepamtion, or dscharge spedial order, AND
=) MEDICAL: & compieted cogy of 2 Medcal Evaiuation Reguest Validafion (MER'Y]. The MERD must be compielsd by e pireician snd incude bisfher signatune and
masdical stamp, The MERY |3 provided upon reque st for medioyl extensions. Bubmit request ko esch Branch of Sendce {BO0G) atsve that applies OR Medical Valdstion must
b compieied by e pivysician and Inchusde hister signature snd medosl stamo
o) EDUCATIONTRAINING: A sal=ment from he regisirar or cther aulnoty of the educational insiiution. The sistement must b= on Insibulicnal'company ERerhesd and
contain the compiete cesignation of fhe ecurational instsbon, commercial concem, or piace of smpioyment fhe nature of stuty or course of Insuction; he date fhe perind
of educatoniraining bagan; and the conl=mpiales compisfion date of aducafioniirining. OHLIME COURESES DO NOT @UALIFY.
121 0THER DESERVING CABES [QOC): \Mhen an unexpecisd event beyond my conbrod ooours, supparting doosmenization must be inchuded with this leter, SO0 Include, but
miot Emilesd do:
@} Death In e mmediale family - furnish & copy of the dest certtioale
] iy In consfmection of netirement bome - stmiement from the conlracior stout the deiay and estmates ompletion date.
o} Severe liness of depandent - provide a copy of e MERY as oubined in 71 §hl.
2 EXTEMSIOH FACTE:
ia} Exiension requesis should be submiti=d 53 and B0 days FRECSR fo e expimtion of the enfiiement jref. seclion B
i) Exiersions are not aulomaicaly approved.
o} Exlensiors are approved In one year Increments afer the infiial 3 year BH5S shipment entfement period.
{idf) P oo fhvan 3 ewtervsions will be appooyed, for & iofal of & years from e date of refinementfserarabion megardiess of reasan.
{8} Dual enitements ane probitiled. Mo one indhidual s auinoized i mainbin te separate Sensportetion Al owanes.

5.8. DATE (DD A YY) 3. COUNSELOR"S SIGNATURE
=
10.5. DATE (D R ¥Y'YY) 10.b CUSTOMER™S SIGNATURE
DD FORM 3156, FEB 2023 Paga 1ol

Figure A-M-6. DD Form 3156, Home of Selection Travel and Transportation Entitlement
Authority
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HOUSEHOLD GOODS (HHG) MOVING CHECKLIST
PRIVACY ACT STATEMENT

AUTHORITY: 37 USC 405 and § USC STI6.
PURPOSE: A chasilst provided by the counssior to the customer ihat walks Shem fhrough the maving precess before, during, and after the delivery of parsonal
property.

ROUTINE USE{S): May be provided io commercial Transpartation Service Praviders (TSP camlers andior their designated shipping agents.

DISCLOSURE: Valuntary: however, Tallure io provide the requested information may delay shipment anidor storage of your personal proparty andior Impede
storage amangements.

UPON RECEPT OF ORDERS

Descide move type: Government amanged movePersonaily Procursd Move (PPM) or combination.

Wiove Dabes: Schedule 35 500N 35 possible, consider your spread dabes and be fiexibie during Peak S=acon {mic-kay through Aug)
PRIOR TD PACK/PICKUP DAY

Know your authorzed welght allowance; be aware of lbems that may cause excess welght.

Secure esseniialval iaie Dems In a locked room of ¢ar (|2, Impartant Gocuments jewelry, medications, [lEms you are @king wiih you, sic.)
Engure residence 15 tdy-

REcommENd a sitter for chiidren and pets whle HHGE ane being packed oul [ possibie). Pels must be secured
Recommend Zipioc ags for Nemes [Eken spart (nues, Do, GEews, EUC.) and placed In Jpants” bax.

Disconned all Slecironics/appllances — document N Working arder an Inventory.

Dispose of any food it will 5poll ar coud Cause famanes 1 anipment.

FRemowve 3l Niemes from walls [piciLres, Miroes, curainscurtan rods, wal-mourtad Tvs, 2ic. ).

Remove all Nems from alicsiram Spaces. MOVErS ane ol required 1o erter JiHcs or Cras Spaces.

Empfy and clean i Tra=h Cans Defore Mavers ahe

WEWWWMWMMMWWM

ﬂmwm“mﬁﬂmuhmniﬂpﬁwﬂ.

Ensure all engine powerad equipment ks ready far shipping (Le. ks free of di‘grease, draln fuel, disconnect and batiery cables).
Piasiic Tub=Toles: Movers have the right to repack any Femis) they feel may need proteciing.
CTeale Waur W EISCIoniG IWEIory. PNUEssfDed of (eae youUr ovan IS of Rens. Dale samped.
DTmmwmmummmm@mwmmmm
u:-mﬂllmmhmawsummmmmmwmmumpﬂmm Irlwu:lnm -:nrlammn

[ |Ftamme=|u-|aum-:madnmmue chemicals, eic.). Be prepared io ientify gl products that contain Linlum Baneries.
DURING THE MOVE jL.E. PACKIPICKUP DAY)

Dmﬂllmmmmmﬂ am and 5 pm. Movers must oiain prior approval Tiom you ar your representalive 1o slay later and must be
compieted by O pm.
[ [movers use new paciing materals on linens/bedaing., eic. and Ike-New maerials on al ofer ems.

Dlm Wake sure to review your Inveniores before signing. ¥ you dsagree wilh mavers [Genifying marks, you can wite In the remarks seciion befone

I'Im-"u"il.le Inuat-:ry' b-espet:lc IlElrrﬂ:E. rrr:deiandsalai nm:l'eaﬁﬂm‘l’ﬂ..l mmmhmmmnlgrrmlnmm
LI =

Dlrm-mr Iwmrthgnﬂmhm?
T pessible, fave help on packing and Iiading Osys, FEview ach Dox before f ks seaied. You Can 204 Oeials [0 any box [Le. INsiead of Kiichen fems, saie

KRchen lems — bakeware).

[ TTpping: You are NOT required To Bp or provioe Fooarrinks. 1 15 3 your decrion.

WHILE IN-TRANSIT

(Amival Date: i inere |5 a change, contact your TSP immediaiely.

Keep your cantact Informatian up-to-gatz in OPS of Infom TSP,

I:lsrmmneia-,r I}mrml:ﬂma:‘mamam-lstlelafaﬂ submt rmmmmaimmTEF Irl'namlmn'n can be found ai

nnnguaimm;unlmyhnnmu a locked venicle, B3l or on YOUT person for saekeeping.
Know whene yau m;mpaypﬂm:l Tmmmmmnmum

Teq :
Dhenaaadmacﬁm naa.rfane rr:lhqm:lcmq:bmﬂa Mmm
T you Walve: Unpacking, MWeTs are Mot required I relim & pick Up Emply Doxespacking matenals.

mmmummmemmmmacﬂgm

= ary Ghee Bl 31 fel[ue T3 T rele3EE = =T N anlE e CuE =
_DMEUIEEEEEINM |nmmamﬂmmmmrﬁrw
‘DD FORM 3157, FEB 2023 Paga 102

Figure A-M-7. DD Form 3157, Household Goods (HHG) Moving Checklist
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[_] oo not sign piank formes.

[ ems are missing'danaged on dellvery day, make sure fo st on LossDamage AT Dellvery Fom.

[ ] teme are missing damaged after delivery ay. st on Loss/Damage AFTER Dellvery Form,

[_] oo not schedule Inbound deflveries In conjunclian wiciosing of house(s). schedule 2-4 days after ciosing date.
CLAIMS FOR LOSS/DAMAGES

[ ] Ctaims can be submisied directly wiih TSP andior online In DPS.,

Dsmum notificatian crilne In DES wiinin 160 calendar oays of dellvery date (not 3 cialm — simply [255 MOovers know you plan to e a ciam). i
Rems are ot found or cannat be Sed, Tie a claim!

[ |/5ubm Ciaim for logE anator damage wiin @ manthe of delivery date for Full Replacement Value.
D.ﬂ.:q,rpmp-my[rm yard) damage. repmnTspln wﬂ'ﬂngw'l'lhi' mmmuﬁmp‘wm-y

CUSTOMER SATISFACTION SURVEY [CE3)

Dmmmmm&aummmmmeem. Complete 35 500 35 posskile to rate he senice recelved

PERSONALLY PROCURED MOVE (PPM)

[ ] ¥'ou must be In recelpt of an order prior to Inftiating 3 move. PPM expenses Incurred before @ traved auinorization or order b Issued are not relmbursable.

Dnmmmmmmm.mwmmmmmnmlnmumrwwammmmﬁmum
Books, Paper & Equipment (PEPAE).

PENEmunmwmby}turFammnmng OMice (APPO) prior I M PPRL FIll OUL 2 PECAE FEQUEET Tor APproval Torm and submi
Dmp:urmma-msmm

anuaeaﬁadurqagmmm,mmumrmemm et from your welght allowance to be paid for 3 PPM.

[ Make sire e propety you are mowng Is conskered Househald Goods (HHS). See JTR App A
Thers ks no auerization t get pald to move non-HHG Bems, Including POVS and Traved Sallers.

[_]5ecure an empey an a full weight ticket for each method you are USIng 0 Mo your property and far each leg and tp.

I:I‘rm:a'l uge any privately owned vehicie, direct hire andior rental of 3 canveyance (with orwiihout aperaton) iz mave your HHG.
Under no circumstances 1s the use of a Govemment oaned andfor leased vehicie authorized for use.

[ ]eep all recelpts for your PPM expenses. Yiou may need fhem when you close out your PPM ar for your tases iater.

I:Iwrm?mnmmnwmwmnmpmmmmm@mmmmamm
If you Fecelved an advance for your PP, you will need o um In your packe? a6 500N 35 possile.

POINTS OF CONTACTS: Gt POC Inf before pack up.
[ | Tranzpartatian Service Frovider (TS / Mave Coordnator:

[ ovigin Cusitty Cantral Inspector § Assurance Evaluator £
[] mestnation Quatty Comtral inspector £ Assurance Evalusiar #:
[ ] ou can find Info for the foliowing by going to hitps /irssats
[ Jongin Personat Property omee #:

[ mestinatian Personal Fropesty CMice #:

[ |Regianal Procassing ! Booking Ofice #:

IMRDRTANT: If anyane In the moving crew or Tamily BNEwers "Yee' o any of these questions, e shipment should be rescheduled, and health cane providers
should be contacted.

[ |Hawe you jor anyane In your party) had a fever over 100.4 or greatier In the last 72-vs?

[ ] o you jar anyone In your pary} have 3 cough?

[ re yau for anyone in your party) experiencing shariness of breath o dificuity breaining?

[ Hawe you jor anyane In your party) had any EXPOSURE fo or CONTACT with 3 POSITIVE or SUSPECTED persan with COVID-197
[ ] 5ocial distancing means fewer eyes waiching valuabies. LOCK THEM LPt

[ uimit the numiber of pessannei In residence, both movess and Dol cusiomeritamily member.

Where pos=ibie, 2 DoD cUshamer responsibie Tor SUpenising the mave enouid be e only perscn on ste. Family membars are encouraged 1o vacate ihe
Dmmmmmm ¥ niot pegsibie, families should prepare 3 roam before moving day whers they can wall vihils the crew works.

[ JALL movers and DD customenTamily membess MUST wear face cavering In accardance with COC guidelines.

[ |Minimize contact wiih surfaces (prap doars open, efc.) and roulinely ciean frequently contacted surtaces in accordance wih COC guidelines

[ | n maovers MUST present COMID-19 Heam Cartficate ta cusiomess prar to entaning resiience.

DD FORM 3157, FEB 2023 PageZof2

Figure A-M-7. DD Form 3157, Household Goods (HHG) Moving Checklist (Cont’d)
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LIST OF FOOD ITEMS FOR IMPORT INTO THE UNITED STATES

AUTHORITY: 37 LISC 405 and § LISC 5726
PURPOSE: A checilst 1o ensure cusiomer |5 Sware of USA products for US4 usage only before shipping food products Into the USA.
ROUTINE USE{S): May be provided i commercal Transpertation Senvice Praviders (TS camiers andor their designated shipping agents.

DISCLOSURE: ialuntary: nowever. fallure fo provide the requested imformation may elay shipment andior sioEge of your personal property andior Impede
siorage amangements.

PRIVACY ACT STATEMENT

Critieal Wots: Food Shipment must be LSA products for USA usage anly. This Inventary and centnuation sheet(s) relabed to your Sood shipment must be
[rouiied 10 PR counselar at least one business oay priorin pack out, or subject i CANCELLATION.

TSP FHONE
SHIPPER BGENT
GELE
DATE OF
DESCRIFTION OF ITEM BRAND NAME mg;mm EXFIRATION ””I"_'I_HEEHF;W F“%T'*nﬁ'_s'E
[0 MU YY YY)
TOTAL

ADD CONTINUATION
B SIGHATURE

[

REMINVE CONTINUATION

PAGE

DATE (DD MMM ¥YYY)

DD FORM 3158, FEB 2023

Figure A-M-8. DD Form 3158, List of Food Items for Import into The United States
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MOTORCYCLEDIRT BIKE INFORMATION WORKSHEET

PRIVACY ACT STATEMENT
AUTHORITY: 37 USC 406 and 5 USC 5726,

PURPCISE: To callect motorcycietit bike INfomation and io ensure a8 [aws and reguiatans are adhered o prior o shipmentistorage.

ROUTINE LISE{ST May be provided to commestial Transportation Senvice Providens {TSP) camiers andior fhelr deskgnated shipping agents.

DISCLOSURE: Violuniary; howsver, talure b provids the requested information may delay shipment andior siorage of your persanal property andior impeda
Shfage ATangemenis.

SHIPMENT INFORMATION:

CUSTOMERE MAME (Las! First Midgle i) [DODID ORDERS NO.
MAKE PHONE NO.
MODEL YEAR
CHASSIS NO. EMGINE SIZE
VN TS VERICLE DRIVASLET
[Jres  [ma
LICEMSE PLATE MO. AND STATE EST. WEIGHT

MOTORCYCLE OR DIRT BIKE SHIPMENTS: (DTR PART IV, K1)

a. Fuel injecied models must be drained of fuel. Carbureted models must be drained down io reserve, or as low as possible. This can be done
by munning the engine until empty andior using a siphoning device.

b. Make sure that fires are properly inflated, and wehicle is free of Suid leaks. Qil, transmission and fuel leaks are the usual culprits that must be
repaired prior to shipmeni.

. Diszconnect batiery and tape ends with electrical tape to prevent sparking.

d. Empty saddisbags and ensure you rermove: all belongings. Any paperwork, keys, boxes, or spare parts need to be shipped separately.
Saddlebags and windshields can stay on the motoreycle and helmets may be shipped as long as they are securely sirapped to the
michorcycle.

MNOTE: Ensure inventory reflects when helmet is aftached 1o fhe motorcycle.

e. Ensure motorcycle is unlocked so the driver can load onto the truck and onto the skid.

f. If equipped with a full style touring windshield, it is recommended thak it be rermowed and shipped separately.

DATE (DO MM YYYY) | CUSTOMER'S SIGNATURE
e

DD FORM 3159, FEB 2023 Pagaiofi

Figure A-M-9. DD Form 3159, Motorcycle/Dirt Bike Information Worksheet
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NON-TEMPORARY STORAGE (NTS) RELEASE FORM

PRIVACY ACT STATEMENT
ALTHORITY: 37 USC 406 and § USC 5725,

PURPOSE: Faquest SOM CUSiome to release thelr NTS and ensure the CUSIDMET pROVIGES the required reisdss Information.

ROUTIME USE(ST May b2 provided bo commercial Transpariaton Senice Providers (TSP) camierns andior thelr sesignaied shipping agenis.
DISCLOSURE: Volurary, howsver, falure bo provide the requested Infomation may delay shipment andior Impeds 510308 Melease ATangements.

CUSTOMER'S HAME AND CONTACT INFORMATION

LAST FRST MUSUFFIX | LOT & [iF kmown) DOD D
PRIMARY PHONE # ALTERNATE PHORE #
PRIMARY EMAIL ALTERMNATE EMAIL

Thee required delivery dats (RDD) for your shipment wil be st after your proparty s awanded bo 3 Transporiation Sendce Provider (TSP). This date Is based on
the weaight of your shipment and the dstancs fom the NTS warshouse 0 your dellvery address. The ROD |5 usUSlly t40 weeks fTom e raisass date for
shipments maving within fie CONUS and 45 to 50 days for shipments maoving DCONUS.

If your dellvery aodress |5 In the local area (100 miles of 1255 I most cases) of the company that s Storing your NTS, Tie r2izase and deilvery date may be the
SaME; piEase povioe 3 Specinc date for delivery In this case.

During the peak moving s2ason |15 May - 31 August), we may be unabie to r2lzase your property for twenty or more days from the dabe that we recelve your
request, due o TSP unavalianiity durng this dme of the y=ar. We can nomally Nave your NTS Iot released within seven (7} days Som the date we recefve your
TeqUEE.

DELIVERY INFORMATION If you know whens your propsrty ks storsd, please provids that

(Ciekvery SOUress L5 highly recommended) Ingormation below. At a minimum, provide the city and stats of whars your
HOTE: Requirea for AT CUGIMENS FEgamIEss of CONUSOCONUS

shipment property was locatad when | was placed Info NTS.

STREET COMEANT WEIGHT

oY STATE STREET

TOUMTY TP COOE oY ETATE |2 COOE
RECENING AGENT NAME IST THE MEWS LISTED ON THE FIRGT PAGE OF THE INVENTORY TN

THE 5TH, 10TH, AND 15TH ROWS

RECENING AGENT PHOMN

IN-TRANSIT CONTACT

STREET FOR A PARTIEL RELEAGE, PROVIDE INVENTORY NOMEERS.

CITY STATE

ZIF CODE PHOME
WY NTS LOT CONTAING (chack al fhat Sopiy:

REGUESTED RELEASE DATE REGUESTED DELIVERY DATE CRCTCLE - —

(DD ML VYY) (DD MU YY) [ o wE [L] PERSONAL WATERCRAFTIATY
[] FREARMS [] BOAT OVER 14 WITH TRAILER

Supimit this compieted form, 3 copy of your orders and 3 Power of Alomey (¥ needed) to your Personal Propery Processing OMee. By signing Tis fom, |
authortzs the PRS0 o reisase My DIODErY fom NTS and ship It to e iocaiion Indici=d above. | understand miat my requesizd dellveny dats 15 not guarantsed.

DATE (DD LMW YYYY) | CUSTOMER'S SIGNATURE
-

DO FORM 3160, FEBE 2023 Page 1of2

Figure A-M-10. DD Form 3160, Non-Temporary Storage (NTS) Release
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PROCEDURES FOR REQUESTING DELIVERY OF ITEMS FROM NON-TEMPORARY STORAGE (NTS)

Cusiomers are required to submit all move requesis using the Defense Personal Property System (DPS). This includes requesis
fo hawve items delivered from NTS.

To reduce sdditional handling and the potential for losa/damage, i is highly recommended that fthe customer have a deshinafion
defivery address and be avalable fo accepd delivery upon shipments armval. NOTE: Army requires a delivery address prior to
NTE relegse.

Do NOT process your request as a NTSR, DPS cannot process any request as such. Enter your request as a HHG shipment
and usa the storage facility address as the Origin address.

EXAMPLE: NTSR 1234 MAIM 5T.

A1 STORAGE CO.

ANYWHERE, USA 12345

On the BASIC HHG screen place the below information i the Additional Informnation area:
EXAMPLE: SOM & WM
LOT# 5ETES
1234 Ibs.

STEFS REGUIRED:

1. Log into DPS: Click “Salf-Counseling” tab at the top of your DPS Homepage

if you do Hﬂlha'-'ea DPS User ID & Password, please go to hitpsiidos move millcyst/standard’yserhome xhim] and under the
Quick Reference Guides tab follow the User Instructions for Mew User Registrations

LCreate Basic HHG Shipment:
A sl.ep-l:-y-step guu:Ie- o create 3 basic HHG EhIFIITI'Ef'I‘t can beﬁ:uund at

For pu::hup bcatu:-n EI'II.E'F the address l:lfﬂ'E hITS 'H'.EIFEI'IDIJE-E f.:i[:alrtyr If you do not know the address, please call or email your
local Personal Property Office, please provide your full name, last four digits of their Service Order Number # and the City/State
of where property was picked up.

2. Upload sypporting documents:

All supporting documents need to be uploaded to your DPS account. Supporting documents include 3 copy of orders and
SIGMED copies of DD Forms 1299 & 1787, The DD Forms 1289 & 17597 will be digitally signed once your application is
submitted to the Counseling Office. i all required documentation is not provided your application will NOT be processed and
your shiprment will not be booked. CDHT.]E!. y'c-l.lr PFPD once ;mu ha».re |npl..l1ed your requal. in DPS. Cn:\ntac‘t |nf|::rrm1:n:rn for your
FPPPO can be found at hitps: 3 z

2. Recei 5 . il from DPS .
Onee your shipment is booked for pickup from the warshouse facility, you will receive an email that provides you with the contact
information of the assigned Transportation Senvice Provider (TSP or camier).

4B : i .
All delivery dates are agre=d upon by the customer and the assigned TSP, The customer or their agent MUST be available on
agreed upon dates to avoid attempted delivery fees. If your shipment is placed into temporary Storage-in-Transit

(SIT) at destination, you may be liable for any storage fees.

ADDITIOMAL INFORMATION: The release of items from NTS can take 2-0 weseks and you should plan accordimgly. The
Personal Property Office responsible for managing your NTS shipment will make arrangements for your items 1o be released to
the warehouse dock and a new TSP will be assigned to transport your shipment (unless your destination address is local to the
MTS facility) to your destination location. The assigned TSP is responsible for contacting you to finalize your delivery dates.

DD FORM 3160, FEE 2023 Pagalof2

Figure A-M-10. DD Form 3160, Non-Temporary Storage (NTS) Release (Cont’d)
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NON-TEMPORARY STORAGEOUTBOUND SHIPMENT CHANGE REQUEST

AUTHORITY: 37 USGC 406 and § USE 5726

StOrage Amangements.

PRIVACY ACT STATEMENT

PURPOSE: Cuslomer request a change bo thelr persanal property shipmemi(s) {1.e., ploiup address, dellvery address, telephane, e-mal, eic.)
ROUTINE USE(S): May be provided to commerdal Transportatian Senice Provitess. (TSP) camiens andior thelr designated shipping agess.
DISCLOSURE: Voluntary, howeser, fallure to provige the requesied Infommation may delay shipment andier starage of your personal property and'ar Impede

Shipmanit Infermation (A feios requieg):

Customer Hame (Last, First, Modle Indal; DOD ID;

Customer Cwder Number;

Cumeni Pack Dates:

Curment Ficip Dae:

Caylime Fhone Humber: Emait

[E=The shipment In TOPS T Transportation Employes name that veriied:
[Qves  [ma

[ FEquasing Few Dakes T FEqUEETNg CancelEuon
[Jres  [ma [Jres [ Ina
Changes o Mowe:

Mew Requested Pack Dates: Mew Requested Pickup Date:
| Requesing ADdress Change? TypE of Shipment.

[Oves  [ma [wrs [Jus  [JHHG
CUITEN PICAUD ADIMEES

MEW PICiUD ADIMEES.

Oihar or MISC Hocs

Asding & RelassingRacalving Apent? (Mustbe T5orcider: [ Jves [ JMNo

Mame Prane # Releasing ar Recehing? (Sefech ona or both)
[] Retessing [] Receting
[] Feteasing [[] recehing
[] Feleasing [[] Feecaking
[] reteasing [[] mecaning
Adding Exfra Plckup andéor Dellvery Addrees? [ |Yes [ |No
Exira Plokup Address: Exira Delivery AGONEss:
CUSTOMER SIGMATURE: DATE {DD MM YY)
-
TRANSPORTATON BMPLOYEE SIGHATURE: DATE JDD ML 17
-
DD FORM 3161, FEB 2023 Pape 1 of 1

Figure A-M-11. DD Form 3161, Outbound Shipment Change Request
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PERSONAL PROPERTY PRE-COUNSELING WORKSHEET
PRIVACY ACT IMFORMATION: The Imfarmation In this form ks FOR OFFICIAL WSE OMLY. Probact 1AW the Privacy sct of 1574,
ALFII-KIIHT‘\' 7 USC 406 and S LSC 5TIE. FRIVACY AGT 8T
NE Fn:.-:rl]l Fm:hnErl'ln:iFPH:i]cvrHuumﬂShmmm{FFEGJutmm@nmﬁmlmmmMnhmmm
%mmumhmmwmmﬁmmmmmw mﬁgmmmmmm
1. TYPE OF ORDER PCS (CONUS) PCE (DCONUS) TOYITAD: SEP RET
[Check ail et appiy): STU-TRVL ERD HOR LOCAL COTHER

2 CUSTOMER INFORMATION:

MName [Las!, First, feodie b)) FankiGraoe: DD I Orders Mo

Primary Phone: Primary Emall (Non A8ary): Aiemate Phong: Altemate Email (on BAwarnT

Branch of Service: DiEpendents JoirT, Spoise:

[]ves []na []es []Ma

3. EMERGENCYNM-TRANSIT CONTACT NOT TRAVELIMG WITH YOU:

Mame Phone:

Address: ity Siale Ap Coda:

Emait

4. SHIPMENT INFORMATION

Pilckup Address: Diellvary Addreesd Military installation:

ETeel Teel

CRyICOUNTy: CRyICOUNTy:

Sialelap Coge! Sialelap Code:

Additional Plckup (¥ Applcabis): Releasing/Recsiving Agent (I Appécatie - Must be 18 yrsi

STeel Mame:

CRyICOUNTY: PRane:

Sialedp Code: Emalt

SHIPMENT]S) ESTIMATED WEIGHT "E“-'E%TE. DK Wﬂ’?m DATE F""ﬁ"'k—,—'“,i:vt%mm ,,E,Q,.,iﬂm"
HHG b6

TR LI [ ves [Jto PROGEAR Ib&

Unaccompanied Baggage us L3

(OVERSEAS) e Cne PROGEAR b6

Mon Temporary Sioage NTS b6

PicxuUP{ | orRELEASE[ | ) [ves [ne PROGEAR IbG

Personaly Procurad Move [Jves (o PP b | EsOmaned Dale of Depanure; | Siaie of LEgal REGIence.

(FRM) PROGEAR b6

=hi or aPoT

w’%ﬁﬁm []Yes Mo IrYES. Pease vist HTTRS.OVAWYYW PCSMYBOV COM for addtional Infamatian

5 UNUSUALMIGH VALUE ITEMS:

My shipment contains: Hot Tub WashenTryer Fiat Scresn TV 657 of Larger Facing Lawn Mower Jaouzz
Grandtathencuckos Clock Valerbed Ceap Freeze Tempurpadic Maliress MopedDit EReATY
SchrankCuroiall Unk Pool Tabke Refigerator Exercise Equipment King Size Bed

The fodloviing Hems will requirs adoitions] papsrsork andior Information:

[ | Beat*ayakiCanoelet SuTrater ||| Airearms [ | motorcyee [T miconce [T Tratier

Paparwark cannot be mmmpyurmxmr&mwmanymm

or i 2 Sarvice HO's memorandum exendl
Aodidonal Infonmanion may be found online ar. OGS 0)
DATE (D0 MARY YYYY): | SIGHATURE:
-

DD FORM 3162, FEB 2023 Page 1 of 1

Figure A-M-12. DD Form 3162, Personal Property Pre-Counseling Worksheet
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PRIVATELY OWNED VEHICLE (POV) SHIPPING COUNSELING FORM

PRIVACY ACT STATEMENT

AUTHORITY: 37 USC 408 and 5 USC 5726,

PURPCSE: INfonm Me cusiomer of their responsiniities and requirements of what must be dane before SNIppIng Melr POV,

ROUTIME LSE{S): May be provided to POV Coniracior andior thelr deslgnated shipping agents.

DISCLOSURE: Voluniary; howsver, t2lure to provide the requested Infarmation may delay shipping of your POV andior impeds movement amangements at the
VENicie PrOCESEINg Center (VPC) with coniracsor.

CustomenAgent Mame: DO I0; | order Ma.:
Primary Phone NUmBer Primary Emall AdOrecE:

Secandary Phone Number. Secandary Emal Andress:

Auincrized Origin VPG (Code) :

e Auinorzed Destination VPC [Coge):

HEED TO KNOW RES TRICTIONS:

« Shipping of mane than one PO at govemment expanse |s NOT authorzed,

» Storage In Liew of authorzed fransporiation |5 NOT authorized

= Customers who use fielr POV shipping aushorzstion in canjunchion wih Earty Retum of Dependents (ERD) orders o not have an entiilement o ship 2 sacong
PO upon thelr departure from dhe DCONLUS locationt

= Review the PPCIG by kogging Info hifpecidps, move mikicust and determine whesher resiriciions exist for Imporing your POWImotorcycle imto the counfry you're
maving o,
. of one POV at govemment expense 6 nod fo excesd 20 measurement tons (MTON). To calculate iz MTONS of your POV, muiply the length

#mes the width times the haight (3l In Inches), dvide by 1728 (this gives you the cublc feed of your POV, and then diide by 40 bo obtain yaur POV MTONS (L
X W x HI172E = Cublc Fectell = MTONS). Any excess for shipping 3 POV over 20 MTCMNs will b collacied KW Component publcations.

CUSTOMER'S REEPONSIBILITIES: [Checkis! (o be compisted before POV Tum-in)

[ ©btain 2 eter of auinonzan to ship leasd POV fram i le3sing company {Company IEfemead and FOW ITorTaton an te Ieter s equied. {1

apycatiE])

Dmmum:mumumnmm agent b deliver POV on your behall, (Agent must present Phioto ID and required
DOCLATIENES)

[ ] vehicte iz and registration In customers andior SpOUEE Name (S000Se MUS b an orders) or POA or LOA s required.

[] venize nas no unresoived Fecall Motces. VisE: VDML Sa¥ecar gounin!

[] venizte must nave less inan a quarer tank of fuel 3t fum in.

[ A wemiche flulss are  proper levels.

[] venicle ks In safe and operational canditian wih no mechanical issues, Tukd or ol I2aks, etc. FOVE Showing any type of fiuld or off leaks are nof accapted.
[] A fresh basery Installed, If cument batiery older than 2 yrs.

[ ] Exterior, Interior, and undescamiage of vehisks Is clean and free of trash, food, pat har, dif, mud, ete.

[ ] AN personal Beme removed from vehiss except ilems Bsted In the “Shipping your POV pamphiet*

[] Empey guove compartment (Excent POV ManLE!s).

[ ] tgriticn Inferiock gevices) dsengaged. POV Wil ot be accepied If the device [ engaged)

[ ] Tum aff or oimenatse disconnect Instalied sl alsrm or antHhest device priar i tumn,

[] Far the mest up to date requirements andior information pleae yist Velice Processing Center (VPC) welsRe Wil DESTYDOV.Com
[ custamer understands that POV mLUst be picked Up at destingtion WENIN 45 days, and make contact wiih destination VPC; IT later
CUSTOMER'S RESPONSIBILITIES: [PCV-Tum in af CONLISOCONUS (Onginj)

[[] Have a compiede set of arders/amendments.

Conduct joint Inspection and sign DO Farm 788, Customer will be provided win coples of 3l forTes &5 3 recsipt for the POV, Thess coples will be required &
[] picit up the vehlce, and It wil be required by the Miltry Claimes Ofice (MCO) should 3 ciaim be fled for loss or damage tothe POV, Only the person tuming
Inthe PO will pe aliwed In the Inspaclion area.

Haie In your possession pre-shipping Instruction fom, storage acknowiedgement form, vehicle recall printaut from sinrcd safecar goviind, a valld

[ Govemment ar State lssued idendfication, proof of onership (e snd regisistion], any required documentation applicable to your stusSon 36 Isted abowe
under Cusinmers Responsiblities o be completed before bum in.
Dmmmemuammumumxmwn& a Hawall io CONUS: Crily exempt (NOT Reguired),
[ ihe lien haider inancial insShution'bank Is “Ciher Than™ a local (Hawsll) bank. b. To OCONUS: Regquired for "ALL" intemational shipments.
DMMBWMW,MEMHWaPﬂJMMMmmm&m,mmm
olher L3, Temiiones In overseas areas (Alaska s nod ncudeg).

MOTE: For import Info the UnBed States, the vehicle must have a Depariment of Transportation (DOT) sficker and the Emvironmental (EPA) sticker attachad In
the criginal posiiian. For POV that do not have e required DOTIERA kdentfcatians, refer i Faragrapn K, Man-Comiorming POV, of DTR. Park v, Adachment
K3 “Shipping your POV "

Duaba (DD A Y VY {:l.l Slgnatura:

DD FORM 3163, FEB 2023 Paga1of1

Figure A-M-13. DD Form 3163, Privately Owned Vehicle (POV) Shipping Counseling
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PRIVATELY OWMNED VEHICLE (POV) STORAGE COUNSELING FORM
PRIVACY ACT STATEMENT

AUTHORITY: 37 LISC 406 and 5 USC 5725,
PURPCEE: Inform fhe customer of thelir respansibiities and requirements of what must be dane before pusing thelr POV In storage.
ROUTINE USE{S): May be provided to POV Coniracior andor thelr deslgnated shipping agents.

DISCLOSURE: Voluniary: however, S3lure bo provide ihe requested Infamaticn may delay siorage of your POV andior impeds siorage amangaments at the
wiehicle Processing Center (WPC) with contractor.

CuSlomErAgent Name: DOD I Onder L
Frimary Pricne MUmDer. Frimary Emall AOress:

Secontary Phicre Number, Secondary Emal ADGESE,

FiEw DLfy Location: In-raneMEmergency Comact Infarmatian;
Auinorzed ongin VeG: ALNoNzed Desinaiian VPe:

MEED TO KNOW:

- Storage of mare than ane POV ks NOT authorizsd,

= Shorage In Liew of authorized transporiation |5 NOT authorzed

- CUSIDMETS Wha USe MElr PO SNipping aLEharization in canjunchion wih Earty REQM of Dependents (ERD) omers o not have an entitiement 1o ship a sacand
POV upan their depariure from the DCONUS location!

= In 12U of Bhipment enstement. FPCIG couniny restictions may aliow for POV storage.

CUSTOMER'S RESPONSIBILITIES: [CheckNs! fo be compieted before PO Tum-in)

[] Cbtain a eter of authortzation to store leased POV fram e leasing company (Campany letfemiead and POV infimstian of the lefer 1 required. (I
appicatie])
[ Fravide Power of Attomey (POA) ar lefer af auory If appolning an agent o defiver PO on your Denall. /Agent mus present Foto ID and required

[ veenicss tiii= an registration In customers andiar SpIUGS Nams (SPoUSe MUSt be on orders) or POA ar LOW i regured

[ ] venics= has no unreeoived Recall Noices. Vist: v ssfecar goviin’

[] vehicle must have less than a quarter tank of fusel at fum In.

[ b venicie fuids are at proper levels.

[ ] venicia 1= In sa= and aperstional conditian win no mecharical IEsuss, fud o ofl lE3ks, 2fc. POVE ENDWING 3y typs of fiuld o ol ISSE ars not accepled.
[ ] Recommena 3 wesh batteny insalied, especially If battery older than 2 yrs. Ettery replacament could be 3t your expenss.

[ Extericr, Interior, and ungercamags of vehicks |5 ciean and fres of trash, $0d, pat har, di, mud, et

[ 1 parsonal Bems removed fnom vehicle except bems Bsted In fhe “Storing your POV pamphist

[ ] Empty giave compartment fexcent POV manuaks).

[ ] tgrition Intericck deiceis) disengaged. PO will not be acoapted I the device I engaged.

[ ] Tum off or cthensise disconnect Installed aute aiarm or ant-ihett device prior to um-n.

[ Far e most up to date requirements andfor information please wisit Vehice Processing Center (VPC) websle waw DRSTVDoY.Com
CUSTOMER'S RESPONSIBILITIES: (POV-Tum in af CONUS/OCONUS (Criging

[ Hawe a compiete set of ordersiamendments and 3 letier of auihorization signed by the TO auhorizing POV sharage.

Conduct joint Inspection and Sign OO Form 736, Customar il be provided Wi Copies of 31 s 35 3 Necspt for the POV, These coples vl be Fequired i

plei up the vehicle, and It wil be required by ihe Miltzry Claims Office (MCO) shouid 3 ciaim be fled for loss or damage fo the POV, Only the person tuming

In the POV will be allowed In the Inspaciion area

Halve IN YOUr POSEEESI0N Pre-Ehrags INsinucion 1, Etnmge acknowiengement fom, venicle recall printout from yN ErCar gounin, 3 valld Govemment
[ ] or Stale Issued iderafication, proof of awnenship (fiie and ragisiration), any Fequired documentation applicable o your situaion 3 listed above under

Custamers Respanshiies fo be compietad besare jum in.

Diabe (OO AMMAM YY Y'Y | Cusfomer's Slgnature:
-

DD FORM 3164, FEB 2023 Page 1011

Figure A-M-14. DD Form 3164, Privately Owned Vehicle (POV) Storage Counseling
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PRIVATELY OWNED VEHICLE (POV) STORAGE AUTHORIZATION LETTER

PRIVACY ACT STATEMENT
AUTHORITY: 37 USC 406 and 5 LISC 5726,

PURPCEE: Informs the counseding aflics the custamer ks uthortzed bo stare ihelr POV and the type of storage {1.6.. govemment or commercial)
ROUTINE USE(S] May be provided to POV Confracior andior iher sesignaied shipping agents.

DISCLOSURE: Voluniary; however, talure o provide the requested Information may delay siorage of your POV andior impede siorage amangaments at the
\iehicle Processing Center (WAC) with cantraciar.

Customar's Fank_ Last Name, FIret Mam, Middis iniflai- DO ID0:
Branch Order Humbsr- Ordar Dale (DD LA YYY Y[
New Dufy Stabion:

Currant Duty Station Address

BSusthorized Vehicle Processing Canter (VPC):

Salect type of sforage balow:
[ | Govemment procured storage. You must provide this document i the VAC.
[ | commesial Sorage Faclity, FY Morihly Raie 5

Maote: Rade changas every flacal year.
Confinm the Sollowing:
_PCFJEI.I:HEQEMUEITE'I ks comfimmad LAWY The JTR, FTR, and the PPCIG.

PPCIG Indicates shipment restricions.
‘Cusbamer has recetved a copy of Aachment K4 Starng Yiour PO,

POW storage llify and allowances are covered under Joink Travel ulatione D532 Tor Service Mambers. Civlllan Employess &l Ia
muulnnmﬁmrrHﬂmm.MGummlnm mﬁ"ﬁmumﬂi‘h mmmmhuFmITmmpmMmﬂagulaﬂuEm

T

Diaba (DO AW YYYY) Counsslor Print Hama Counssior Signaturs

DD FORM 3165, FEB 2023 Pags 1071

Figure A-M-15. DD Form 3165, Privately Owned Vehicle (POV) Storage Authorization Letter
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PERSCOMALLY - PROCURED MOVE (PPM) CHECKLIST AND EXPENSE CERTIFICATION

PRIVACY ACT STATEMENT
AUTHORITY: 5 ULS.C. 5704-5742, 37 U.5.C. 451435, and E.C. 2267,

ROUTINE USES: To substantiate incentive payment clalme for movement of household goots.

DISCLOSURE: Violuniary; t3Iure to fummitsh daka may result in parilal or total dental of ciaim andior improper ta appication

MOTE: Expenses vertied on i statement reduce taxable INCome repariad on 79 W-2 and may not be dalimed again 35 Moving expenses. Federal ty
wiEnoiging will b2 deducied from ihe profit jentiiement lecs eligible aperating expenses).

AJl gocuments submitied MUST be LEGIBLE and COMPLETE. liegible or Incompieis: submissions will be retumed for comreciive action

CUSTOMER'S NAME: DOD oz

[ | This "PPM Chesciilist and Expanse Cerificabion” - completed, signed and dated.
CO Fam 1351-2, praperty compieted and signed.
| Avice of Payment (A0F) for EEM advance operating alinwance requested AND recelved {avallable at Iips: #myPay dfas mil).
Completesd DO Fam 2278 - o indude: [ |blocks Saib customer signedidated, [ | biocks So'd counselor signedidated.
{OfMcial Travel Crders - Indude all amendmentslendoreements lssued (USN Requires Enllstiment Caniracd or Oficer Home of Record repori).
Powsar of Atormey (PO&) or Infarmal ketier of authorzation signed by the membaremployes.
[ | FunEmply weigt tickets [*See Below) must be cerlified, legible and unaitered,
[ ] peswribed weighed ems {Le. FULL WEIGHT 2008 Dodge Ram Pickup wih privabsly ownes SX5 enclased, single ade trallar).
[ ] mectude customer igentincation; Last Mame, EDIP| (EMPLID for USCG), License Plale Number.
[ ] Eacs conveyance (npivehicie) used to haul property must be supparted by [ |FULLand [ |EMPTY weight ticket
[] TOY PPM requires a new ful and empty welght ticiet for 2ach leg.
* a6 Service Specic RegulabionaMandouts for emply weight tickst requirements.
[ |PEPAE (Pro Gear) welght - compleied welght esimator and approved by fhe Origin counseling office.
[ |usw requires NPPSC TD00/1 (02_2017) for direct depost.
[ | Copy of Contractis) - identtfies [ | CustomenFamily Member. || Detaled equipment description; [ ] Paymant in ful
Dmdmummmmwmm [+ SEE BELOW)- receipts must reflect customers Iast name, EDIPI {EMPLID for USCG), lkem descripdon,
unit price, quanitty, dabe, name and adress of share, S,
* Sa8 Service Specifc ReguishionarHandouts for requirements: to submit recelpts associsted with axpanses.

Copy of privalety-owned wehice (PO ar traller (POT). Boal, ar Moloroycle reglsiration(s) used for hauling personal property; bomowed PCW or POT
Dmumrequresammmmwmmmmmmummmmmm

ENSURE ALL OPERATING EXPEMSES LISTED BELOW ARE SUPPORTED BY PAID RECEIPTS ANDIOR CONTRACTS
[in accondance with the IRS, you can clalm any expengs reasonably associabed with moving HHG)

Statement of Expenses
GTCC Used
Expense Type Amount {Bovernmeni Trawsl Charge Card)
== Dinill Ol ==
Confrached Expenses (rental truck, fraller, moving sanvices, £ ) [ |¥es [ Ime
Renial Equipmentmaterial {fumiiure dollies, furnfure pads, eic.) -] ]
Packing matenal [boxes, wiapping, Epe, eic) | [es | [me
Welghing Se6 Y& Mo
GasTolls YEG 5]
omer YER ]
Toial
| CERTIFY THE ABONVE EXPENSES WERE LEGITIMATELY INCURRED DURING MY PERSOMALLY PROCURED MOVE AS IDENTIFIED BELOW:
Miove Date (DD M YY) From: Ta:
| UNDERSTAND THE FEHALTY FOR WILLFULLY MasING A FaLsE | D2 (DD LA YY'Y'Y). | Signabure:
STATEMENT OF CLAN |3 & MAXIMUM FINE OF §10,000, MAXIMUM —
IMPRIZOMMENT OF FIVE YEARS, OR BOTH [11.5.C., TITLE 18,
SECTION 287}
DD FORM 3166, FEB 2023 Paga 171

Figure A-M-16. DD Form 3166, Personally Procured Move (PPM) Checklist and Expense
Certification
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RELEASING AGENT AUTHORIZATION STATEMENT

PRIVACY ACT STATEMENT
AUTHORITY: 37 LLS.C. 476

PURPOSE: To autharize an agent o complete shipping decuments.

ROUTINE USE: To compiete required decuments o ship ar store parsonal property.
MANDATORY: Inabiily to effect shipmentis} winout required Infamiatian,

KNCW ALL PERSONS BY THIS STATEMENT OF AUTHORIZATION THAT I

Rank) {hame) {000 D)

COMETITUTE AMD APPOINT TOACT WITH
(Agent’s Name)
FULL AUTHORITY IN hY BEHALF AS NECESSARY AUTHORIZING SHIPMENT OF MY HOUSEHOLD G00DE!
UMACCOMPAMNIED BAGGAGE OR NON-TEMPORARY STORAGE FROM:
™
(CTy & Stade) (City & State)
WY AGENTIS ARE AUTHORIZED TO SIGN ALL NECESSARY FORMS, PAPERS, CERTIFICATES, AND RECEIPTS

IN THIS ACTION. | AM AWARE AND ACKMOWLEDGE THAT | AM RESPONSIBLE FOR ALL ENDORSEMENTS AND
INETRLUMENTS EXECUTED BY THIS APPOINTEE IN THE STATED TRAMSACTION.

=
(DO Y YY) {Custamer's Signature)

For Omicial Lise Only -Privacy Sensiive: Any MiSUse or unaumonzed disdiosure may resut In bath el & eiminal penaiies
DD FORM 3167, FEB 2023 Pagaiori

Figure A-M-17. DD Form 3167, Releasing Agent Authorization Statement
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CUSTOMER/SPOUSE PROFESSIONAL BOOKS, PAPERS, & EGUIPFMENT (PFEP&E) WORKSHEET
PRIVACY ACT STATEMENT

AUTHORITY: AUTHORITY: 37 USC 406 and § USC 5726,

PURPOSE(S): Completed by the customer deciaring PEPEE.

ROUTINE USE{S] May ba provided to commencial Transportafion Service Providers (TSP) camiens ardior their designated shipping agents.

DISCLOSURE: Vielungary; however, ture to provide the requasted Infomiation may delay shipment andior storage of your persanal propesty andior impeds
storage amangements.

CUSTOMER'S MAME [Las, First ABaove intial) DOD 10 ORDERS DATE (DD WA FYFY):

YOU MUST PROVIDE THES DOCUMENT TO YOUR COUNSELDR WHEN YO SUBMIT YOUR SHIPMENT PAPERWORK (ORDERS, ETC.) OR YOUR
REGUEST WILL NOT BE FORWARDED TO THE APPROVING AUTHORITY FOR CONSIDERATION. SPOUSE PBPSE WILL NOT BE CONSIDERED
AFTER THE MOVE HAS BEEN COMPLETED.

1. Ganeral
a, PHPAE are Jlso known a5 professkanal [pro™) gear. A Senice member's ar civilan employee's PBPEE are bame. neaded far e paformance of offical dules

il the next or a laber POIS.
b. PBPAE Incluges HHG In 3 5pOUSE’s POSEEESICN Neado) B &t e nesd or 3 I3ter destingtion.

aammwmswmmme E—

zmemmmtrmmm lkama:
aizlible 3t e nexd Permanent Duly Statton
smsnungsuus.mmnm éapu-i s’ vesiments, and other specialized apparet; Indwiduslly owned or

ordinar
gpeuai Eauadﬂadr%::lh
e atcountzbie argantzatianal cithing and Incidual equipment st fo he Senice membr ar ciilan employee:
eﬁumnmmprmmwamrﬂmmwnrmmmnmmmmulmmmﬂsmsmm

3. PBPAE doss MOT Inciuts the following lbams:
B el “ﬁ%mmmmm equipment, yoga maks, o)
a'%mmm. o )

A of IMMMWIMWFWBE[EQ backEases, Sluy/compuler Besks, e cabineds and racks).
o Persan equipment prmueu

heemeratila Including awards, for past performance,
| Tii:iesemnelrmu Tiatware {1 Ingsemngpieues lsnes (Including senving pleces, salvers and elr healing unis), oiher ulenslls.

i ams of 3 al nature ihat arent necessary at the nextlater PDE, such as bext boois from previous schodls unrelated o fulure duikes. or personal
* Refarencee: JTR Appendlx A, JTR par 051304

Thile Imventory must indicats the cuble etxs of sach carton In order fo determine this constructive walght aliowed; 7 Ibs. per cubic Sookb.

arr DETAILED LIST OF CONTENTS BOX SIZE {LuiH) TOTAL CUBIC FT
TOTAL CUBIC FEET
TOTAL CONSTRUCTIVE WEIGHT
1 cartify list ihie Is a frus declarafion fo the beet of my knowledgs. DATE (00 MU FrrY):
CUSTOMER SIGMATURE: [BSes
SPOLSE SIGMATURE (T appicatie); [
=— DATE [O0 MU Yr7 e
PPPO REPRESENTATIVE SIGNATURE:

DD FORM 3163, FEE 2023 Paga 1 of 1

Figure A-M-18. DD Form 3168, Customer/Spouse Professional Books, Papers, & Equipment
(PBP&E) Worksheet
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SHIPPING ALCOHOLIC BEVERAGES
PRIVACY ACT STATEMENT

AUTHORITY. 37 USC 406 and 5 USC 5726,

PURPOSE: Compileted by the custamer If they ane shipping alcohol In thelr personal propary shipmeant and Informs tham of the requirements for Imparting
alcohal.

ROUTINE USE{S): May b provided to commestial Transportaion Sendce Providers (TSP) canters andior ihelr deskgnatad shipping agents.
DISCLOSURE: Violuniary; howsver, talure b provids ihe requested Infamaticn may delay shipment andior siorage of your persanal property andior impeds
shorage amangements.

CUSTOMER'S MAME (La=, Firs Ldgie inftisi): DOD I ORDER HO.:

HEED T KNOAY:

1. Trarespartafion Service Providers (TSP are not abligated i Include alcohalc beverages In your HHG shipment.
2. The TSP has the right te refuse fo pack alcohal IF ey desamine there |6 & risk for damagestioss o h

3. Customer I responsibie For FESEARThing and complying with il slcahol rules, requialions, Iaws and payment of taxes; | required.

4 There ks no cimate confrolled emvirenment during transit or storage and shipments ane often axpesed ko exireme femparaiures, which can cause alcohol to

freeze. expinge ar spol.
£. | understand that carbonated alcohallc beverages cannot be shipped (Le. no champagne, proseces, spumante, frizzante, bear, and ng opan aloehol can be

Ehippad, g4z ).
. AlONoiie beverages containing {1.e. Tk, vegelaton, plants, snakes, insects, ei.) wil "NOT™ be shippen

MOTE: H TSP requires 3 Broker, the cost |5 Included as part of tha shipment service.

7. | understand that nus to alcohal shipping restictians, | may not be abie to Ship slcohol on e PCS MOves; check PPCHG for resircions.
RESPONSIBILITIES:

[ | nform Agent during Pre-Move survey of your infentions o ship alcohol, falure fo inform TSP could result in shipment deiays.

[ | comtact Homeiana Secury. 5. Customs customer service for any dutytaxipenI requirments.

|| Research i requirements to ship aiconal To/FromWaimin ine Uniied States.

Dm@;mmm Beveraga Contral Soard (ABC) for shipment destinaion and ablain state’s parmisiaxamptions (In wriling) or pay any required state

[ | Provide signed Power-at-Atiomey giving TSP autharity o act 36 clearance agent with LS. Customs at Port of Enlry.
[ | compiete typen etalied Aloanol Inventory and provide fo TSP no later inan st day of packing.
[ ]written permission from the appicable State aulhorizing Importation of aicahol In household goods.

I:IEEMDD Form 1252, Customs and Bonder Protectian Dediaration for Personal Property Shipmemts that cearty siates within ihe remarks biock, “This
Shipment Cantains Alcohol”, with the tatal amount of lkers annotaked In B.
WVISIT THE FOLLOWING WEBSITES FOR ADDITIONAL INFORMATION DN INPORTATION OF ALCOHOLIC BEVERAGES

a. Stale Wine Laws: D sineinsiiute org
b. Persanal |I'I"m'|a1.ﬂ1 ﬂﬁmcﬂ&ﬂm NHpC.haswn. . i merspersoral importatonshami
C. Alcohal Beverage Caontnol Boands for the United Stabes: hitps-twwa. b goviwine/alcoh ol-beverage-caontro-boands:

INVENTORY REGUIREMENTS:

#aof DESCRIFTION TYPE BOTILE |, | DOLLAR VALUE | DOLLAR VALUE m ORIGIN
BOTTLES | (FroducecVineyam] | (RedWhisBeer) | SEE {Per Bottie) {Tekal) ) COUNTRY
CUSTOMER'S SIGHATURE: DATE (DD MU YY)

Ty

ADD CONTINUATION REMOYE CONTINUATION
SHEET SHEET

DD FORM 3163, FEB 2023

Figure A-M-19. DD Form 3169, Shipping Alcoholic Beverages
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SHIPPER'S CERTIFICATION FOR SHIPMENT TO:

{Name of Overseas Couniry)
PRIVACY ACT STATEMENT

AUTHORITY: 37 LISC 406 3nd 5 LISC 5726,
PURPDSE: A form signed by the customer (refiree or separatee) elecling HOR or HOS overseas and acinasieaging their respensioiity Tor 2l cusioms dulies,
taxas, eic. aEsociated with thelr parsonal property shipment moving overseas.

ROUTIME USE{S] May ba provided to commercial Transportafion Service Providers (TSP) camiers andior their deslgnatad shipping agents.

DISCLOSURE: VlUniany; Nowever, SIUE fo provice ihe requesten Infamiation may delay Snipment andeor Sierage of Your persanal property andior mpecs
Siorage Aangemants.

L . certy | am aware that 3l customs entry requirements remain & persong!
{hame, DOD ID)
matter batwean me and the Govarnment. | am furier awane that my shipment is subject fa a themugh Inspacion. |
(Mame of Host Covemment)
MLIET pay ANYIALL caresponding dulies, faxes and siorage charges my shipment will Incur a5 delemined by the Bureau of Customs. | further understand the
US Governmant WILL NOT pay any cusiam dulles, taxes, or port shrage charges on my behall

I am aware | am endtied o 00 days of Siarage-in-Transt for Househakd Goods and Unaceompanied Baggage shipmesis, at the Transporiatian Senice
Providers agent's (TSF) warehouse upan release of my shipment from Customs. The TSP's agant may assist wiih Customs formaliies. TSP's agent Is requived
ta amange for dellvery, perom unpacking, and upon my request, complete 3 one-ime placament of fumibure In my residencs, at na cost to me.

This CetMication extends and appiles o, and S50 COVETS and INEUCes, 3l UNKNCWN, UNTOFEGEEn, unanticpatad and Wmmmm
Storage sndiDemurrage chargee. | cartify that | have been provided a copy of the Country Ganeral Instuciians, by my Origin Transpartation OfMce
Courseior, [
[CAstomar iniais)
This ks fo cerfy that | @m the consignorfesnder of Mese ems, which |s a true and comect decrption of the goods contained In this shipment being sent fo-

(Country]
I also carty that there are ne UNdectared restricted, [iegal, or barned Items o Inciude but ot mited {0 fireanms, smmunition, liegal dnags, and combustine
goods Inchuded In ihls shipment.

{Prinfed Name of Cusiomer Respansive)

{Signanre of Customer Responsie)

(Dt - DD AW YY)

A1 Customars electing o ship Househoin Goods | Personal Propary to “Mon-Embassy” / OTO {One Time Orily) Locatons, must complete this ‘Shippar's
Certication for Shipment a5 Directed by USTRANSCOM, and a5 siafed in the PPCIG (Persanal Properly Consignment Insirustion GLige)

DD FORM 3170, FEE 2023 Page 1011

Figure A-M-20. DD Form 3170, Shipper's Certification for Shipment
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BOAT/IPFERSONAL WATERCRAFT COUNSELING & INFORMATION SHEET
PRIVACY ACT STATEMENT
AUTHORITY: 37 LS 406 3nd 5 USC 5726,
PURPOSE: Used by the counseing ofce ta coliect shipping Information and to collest dimension of the bosk ana parsonal watercratt
ROUTINE USE{S]: May ba provined to commesial Transportaton Service Providers (TSP) camers andior inelr designated shipping agents.
DISCLOSURE: Vinluntary; nowsnver, taiure o provice the requested Insomiaticn may delay shipment andior Siorage of your persanal property andior mpeda
shorage amangements.
SHIPMENT INFORMATION:
Customara Mame (L3 MEMe, FTsr, LBamve s DOD I Ordare Ho:
BOAT INFORMATION TRAILER INFORMATION
Make: Make:
oo Mooe:
Yaar, Waight
Type: Lengi: FT K]
Lengihc FT M Wian: FT ]
Wi, FT [ Helght: FT [
Height FT ™ Stale Reglicensed:
Fegistratian ha; Licenzs Piie Mo
Engine Typa: Expiration Date (D0 MU V)
Weignt I Traler Roaswormy: | [vEs [ [wo
Traller Inchuded In Shipment: | [YES | [ND Snipment Method: | [TOWAWAY [ [NOD
Total Lengin of Boat on Tralier (Towing HIGh to ang of Boar): FT IN
SBILBOAT
CRADLE: LIFT-OFF AT DESTIMATION:
[ |Fequest Cantraciers Sarvce [ |Request Coniraciors Servce
[ |Tobe Provided by Memiber [ | Tobe Provided by Memier
LIFT-OFF AT ORIGIN: FOR SAILBOAT WITH FIXED KEEL:
[ |Request Contraciors Sardce Lengih of Kesk:
[ |Tobe Provided by Member FT N
MEED TO KNCW Enter ntals):

supancss not pald by the Gowemenant. [ Shared

02k ShIpmETE And SOrage EXPENSES ars Only Rarialy rEmourssd Oy the GOvemment; | Undarsiand thal | bear nantial reponGEmiiy Tor any oUt-od-poaket
Tl

Afhough e Joint Traeel Regueisbons (JTR} sulhoizes shipment of & bost, the mst cannot eecesd the amount b move my masimum auhonzed weight alowsnoe.

Szt (TR nohves) \W0h = & fext 10 Inches (02 Inches) Helght — B feet S Inches (77 novesl.

DOMESTIC- Al boals or persanal walzrcraft Shis, skifs and souls with or without
muchh:ltmlﬂ'wnn;:ahiimitﬁmhu :'li kﬁ%%dmﬁmvmhﬂum L:1u|1-14

Soaks 14 feet or longer or less than 14 feet with imller may be moesd a3 a sepami= HHG shipment

mm—mummmmmrmnmmm When HHG mosssment 15 o, from, or belsesen “Dusie he

‘Conlinental Uniked Stabes. |ocaions Agasia and indra-ANesica) and mmmmmm:mmummmu

Eﬂd!H‘El\I)-I'h:\t'l'lrrmlh!mﬂﬂhHmummmhhﬂ!ﬂkEﬂmﬂﬂmEHHMEmbﬂﬂﬁl program Inciues, Dt mot Bl o,

R R DR e e e e e Semiota “?.n"'
uging the BOTO program o via parsonally proourad ECabe or DI'I'III'I-

beonging bo clviBan m mﬂdi!“lnluﬂﬂimnutmullr-ﬂ-ﬂﬂbmanHﬂmd therefore, ars not authorized for mowemend

‘Government Ex| boat ks ussd reeidancs. Boals which == residen be shi m:l:-lcrwneh
nmﬂmmmmmﬂmw GIWEIE?.“! el a8 2 prman o e P 2

Fersonal Froperty Shipping Cfice {PRED)Fersonal Froperly Frocessing Cfice | FRFPO) must consul e Personal Property Consignment [nsiruchon Suide
(FPCAS) foersure al boal sndior traller shipments comply sith originédestinabion cusioeres, laws, and smeecfic couniny esfricions prior o ransportston.

Fersonal iy Fromned Move [PRUNPersanally Procuned Tramsporiation. 'Uniess. prohibited iy Serice reguiations, members may efect in move bosts or personal
wealerrralt fhat are HHG wia PP, Reimbursement s not ssthorized for the movement of any ll=ms which do not me=f th= JTS defnibion of HHG. The FPEOY
FPPC must counsel the member on her PP responsibl o Inchude any resTicionsiimiatons WA FRCKE Insuctions.  Civillan Employess ans reguined o
obtain approeal 1o amanpe personaly prooured ranspariation their orier issuing authorky prior o moving the boat and'or trailer.

Arfunl [os% 10 move my bost cannct evcesd mtmumraﬂc# my FCE authorizes weight alowance Deleesen e oldnew
mmmaﬂmm:nmmﬂnmmmmzmm&m

BOTO rabes will be obialned Throu 5= Fersonal iy te off pr fy ceaned boats or personal
mﬂmu’lﬂlm.tunanu&dcm'midﬂ u'wlu'nmibtﬂ:lm'e:h u'me:'“Ei:Etsh'ﬂthheth

F, | am requesting senicing ConTacior o prowide CRADLE and LIFT-0FF SEFVICE, | am responsibes 1or e se ACCEsonal Sendces. hoie: The costs for
arangemEnts for the required equipment appiles at osgie and destinafon and memter |5 resporsibie for fose seEndoes.

|mmorponuemcma:nmmemm

wmmnmmmmmmﬂmmmwumﬁ

Tats (D0 AW FYY Y. E re

DD FORM 3178, FEB 2023 Page 10l 1

Figure A-M-21. DD Form 3178, Boat/Personal Watercraft Counseling and Information Sheet
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CUN {when filled in)
APPLICATION FOR SHIPMENT 1. DATE PREFARED [COMMUTYYYY) 2 SHIFMENT NUMBER
ANDVOR STORAGE OF PERSCOMAL PROPERTY
{Read Privacy At SIalement o DAck DEMve compfeting fam )
3. NAME OF PREPARING DFFICE 4 TO jFesponsibie Orighn Personal Propery Shipoing OMGE)

a. MAME

5. DESTINATION PERBOMAL PROPERTY SHIPFING OFFICE

b. ADCIREES [Sieef, Sulte Murmber, Ciy, Sate, Z0F Code)

&, MAKME

b. TELEFHOHE HUMEERE (inoiude Area Cog')

c. TELEPFHOME MUMEERS [inclug= Anes Code)

& CUSTOMER INFORMATION
B, MAME [Last Al Rfode Riad b DD 1D . RANKIGRADE
d. AGENCY £, EMAIL ADDREES FRIBARY [Wirk) . BRI ADDREES ALTERNATE (Fersonai]

T. REGUEST ACTION BE TAKEN TO TRANS Of STORE THE

PORT FOLLOMMING HOUSEHOLD GODDEN
ITEME ANDVOR POUNDS OF PROFESSIONAL BOOKS, PAPERS AND EGUIPMENT |PEPAE) [Enter quantiy ssfimai

MmI;"MIEB BAGGAGET

a. AUTHORIZED WEIGHT b. ESTIMATED WEIGHT

c. EESTIMATED MEMEER FEPAE d. ESTIRATED MIL SPOUSE PEPAE

& THIS SHIPMENTISTORAGE 15 REGUIRED INCIDENT TO THE FOLLOWING DORIDERS:

a. TYPE CRLERS (X onel

[|rersanENT [[resrossry

|n.ra:5ua::-a~r

C. NEW DUTY ASSIGMNMENT

d. DATE OF OROERS [COAMAINY YY)

e. SROERS HUMBER

5. PICKUP [ORIGIN) INFORMATION

10. DESTINATION INFORMATION

3. ADCRESS [Sieet, Apariment humbsr, Tify, County, State, ZIP Cude|

2. ADCIREES [Streef, Apsriment Numbsr, Cilty, County, State, ZIF Codel

b. TELEFHCHE NUMEERS [CulpHome Cel) (inmoe Area Coge)

b. TELEFHONE NUMEERS [DuliHome el [In0ude Anea Cogs)

11. EXTRA PICKUP INFORMATION /v apoicabis)

12. EXTRA DELIVERY INFORMATION (i agpicatve)

a. ADCRESS [Sireet, Apariment Wumbsr, Dy, County, Stas, Z1P Code|

8. ADDIREES [Street, Apsrimernt Numbsr, Cilty, County, State, ZIF Codel

b. TELEFHOMNE NUMEERS (CulpHome Tl (inciude Area Cogs)

b. TELEFHOMNE NUMEERS [DulHome Ted) inciucde Anea Cogs)

c. ADENT DESIGMATED TO RELEASE PROFERTYTELEFHOMNE MUMEER

c. AGENT DESIGNATED TO RECENVE FROPERTYI TELEFHONE RUMBER

13. INTRANEIT INFORMATION/PERMANENT MAILING ADDRESS

b. TELEFHOME NUMEERES [DufjHome Tl inciude Anea Coge)

a. ADCRESS [Sieet, Apariment Number, Dy, County, Stas, Z1P Code|

C. ENAIL ADDRESS (Dfter i Primary or Atemale)

14. DESIRED DATES FOR [DO&MMM )

[a. EARLIEST FICFOP Jb. CATEST FICROF

15. DIRECT DELIVERY REQUESTED proney [ |¥vES [ Mo

l:. DESIRED FICFLF Ju. EST SHFT AT AL

16. REMARKS

17. CERTIFICATION OF SHIFMENT RES

PONSIBILIMIES/STORAGE COMDITIONS
I certty that | have read and undersiand my enipping responsibilles and storage condlions printed an the back skde of this Sam.

a. SIGNATURE OF CUSTOMER

——

E. DATE SIGMED [COMATT FrrT

1&. GETI'IFICATEIJ IJEUEFEIEHA'I"..I’IEEIH“‘ILS FORM
pitl QO00S, aNdiCT Profess

IS REGUIRED WHEN
janal books, papers and equipment authorzed to be Ehippe at qovemment

REGULATIONS SO AUTHORIZE. Persanal property Is baggage.

B, REASON FOR MOMAMAILASILITY OF SIGMNATURE

b, CERTIFEED BY [Sipmae)

C.TITLE
1 ]
i . 1of2
DD FORM 1299, MAR 2022 CUI {when filled in) Comotadby Fage
PREVIOUS EDITION IS OBSOLETE. % Resat

Figure A-M-22. DD Form 1299, Application for Shipment and Or Storage of Personal Property
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CUI {when filled in}
PRIVACY ACT STATEMENT

AUTHORITY: 37 USC 408 and 5 USC 5726,

PRINCIPAL PURPOSE[S): For evaluating reguesis submitied by Service members and efgible individuals fior shipment andior storage of
personal propesty. Also used o prepare the Government bill of lading and other shipping documents {as applicable)) to miove the personal
property. Used by the Finance Office for collection from the customer in case goods to be shipped exceed Govemnment entitlernent limits.

ROUTIME USE[S): DD Form 1208 may be provided o commercial Transportation Senvice Prowiders (TSP) carmiers andlor their designated
shipping agents as the official shipping and storage order.

MSCLOSURE: Viohmtary, however, falure to provide the requesied information may delay shipment andlor storage of your personal property
and impede siorage amangements.

CERTIFICATION OF SHIPMENT RESPONSIBILITIES

In consideration of said housahold goods or mobile horme Being 4. | agre=, prior to shipment and at my expeanse to place my mobile
shipped at Government expense, | hereby agree that: home i condifion to withstand fransportation.

1. This shipmentistorage ot consists of my property or the property
awarded fo my mcident to a divorce which was acquired

by me pricr fo the effective date of my orders.

5. | understand the enfifements for transportation of my mobde
home andior shipment of household goods/unaccompanied baggage
are prossdied for m Chapter 5 of JTR.

A. | understand the Gn'ﬂrrnaﬂﬂmherﬁpamhlefnrm
remaining in storage after the expiration of the authonzed
alsuu'ldushﬂhetmelmhajlwlupm&imlheshﬁlma
clairn on fhose goods begins when Govemment responsibdity
EXpiEs.

7. Professional books, papers and equipment are or were necessary
in the perfermance of official duties MemberSpouse if applizable.

2. If my coders are modified or canceled and affect this shipment, |

will immediately notify the shipping office at point of origin (or port,
any) and destination.

3. | will rermit the proper amount or consent to the colection from my
pay as may be necessary to cover all excess costs occasioned by
this shipment.

CONDITION FOR STORAGE
In consideration of said household goods being stored at
Govemment expense, | hereby agree as follows:

1. | will noiify the trans portation office responsible for storing my
Wmmﬁﬂﬂmhww

goods, or if, afier diigent effort, notice to me cannot be effectad, the
Govemment may proceed as follows: () place and store the
household goods in commercial storage at my expense, or (b) if a
cormmercial warehouse will not accept the household goods for
cormmercial storage at my expense, the Govemment is hereby
authorized io take whatever action in accordance with law and
regulation may be deemed appropnate to effect disposition of the
2. The Gowemment is authorized fo enter into any agreement and to | household goods.
do all acts amd things which may be convenient or necassary to stone
five household goods. Storage of the housshold goods is fumeshed
subject to such applicable laws and regulations as are now or may
hereafier be in effect.

8. When fhe household goods are stored in commercial facilities and
fhe authorized pericd of storage at Govemment expense expires, all
siorage and incidental aceruing after fhe last day of the
authorized period of storage shall be at my expense.

3. The Gowemmenit may shore the household goods in Govemment

facilifies or in commercial siorage under 3 Government contrach.

4. The Goswemment may move or ransier by any appropriaie means
five household goods from their present becation fo Gosemment or
commercial storage facilfies and from such facilities to an
appropriate destinafion wpon termination of storage.

5. When fhe household goods are siored in Govemment faciliies
and the authorized pericd for storage at Govem- ment axpense
expires, the Govemment may require me o remose the housshold
goods from fheir place of storage. In the event, after 30 days notice, |
fail to remowve the household

7. The Gowemment shall not be Eable for charges incident to storage:
or senvices in connection with the household goods (1) not
authorized by law or regulation to be at Govemnmment expense, (2)in
excess of weight limitations imposed by aw or regulation, or (3) after
fhe expiration of the period of which storage at Govemment expense
is authorized.

8. Al neww Govemment contracts for the storage of household goods
limits the liability of 5600 fimes the net weight of the |ot is mandatony
at each NTS Fadility location. Applicants are advised to consider
cbiaining insurance on their househobd goods. while such goods are
in storage.

DD FORM 1239 (BACK), MAR 2022

CUI {when filled in)

FagEzoz

Figure A-M-22. DD Form 1299, Application for Shipment and Or Storage of Personal Property
(Cont’d)
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PERSONAL PROPERTY COUNSELING CHECKLIST

PRIVACYT ACT STATEMENT
AUTHORITY: 37 U.E.C. 475, Travel and transporiation allowances: dependents; baggage and housenoid effects; S U.S.C. 572€, Siorage expenses; household goods and personal effects.
PRINCIPAL PURPOEE(2): To ensure the member, dependent, and govemment empioyes has been brisfed propery on Se movement of their personal property within T Defense Transportation
System (DTS Information colect=d may also be used In determining validty of claims, improper stipments and any thind party responsibiity.

ROUTINE USE{2): The most applicabibs routine wse s ou—m: sactor commencial irrsportation service providers, who ane under ontract with the Dol for shipmentistorsge of personal property,
to Identy cwnership, schedule pickup and defvery of persoral property, i Include :rme-:.- :rm:d verices, -11:1:r|:.-|:e-s a-1:| h:u.e 'nl:-' -11:|1:|r homes, Bil of Lading for services rendered,
perzonal property counseiing checklist. The nemaining routine wses iocated at: hifpcides ;86 AG00 may Alss apply.

DiIECLOBURE: Voluntary; however, falure o provide the requesied information may :|E.!;.n n-ncz.srgo‘p-er:ora :fup-erh. shiprment andior szz'ne'ﬂ of a claim
1. NAME (Last, First, Mido¥e inital) 2. 000 ID 3. BRANCH OF SERVICE |4. GRADE/RANEIRATING

3. DRDERS ISSUING AUTHORITY 6. DRDER NUMBER 7. DATE [CoMMAMYYYY) | B. NEW PERMANENT DUTY STATION (PDS)

3. ACKNOWLEDGEMENT OF CUSTOMER SATISFACTION SURVEYS [C55)
Dlmdatmmummmlmdm mmncmsmmm{cssammﬁm%mgmmammmmlnm

satisfaction to e customer, the of the 558 provides results the Governmeant shipmants to TSP
10. ENTITLEMENTS UNDER THE ORDER DESCRIBED ABOVE: |:| HHG |:| L1]:] |:| NTS |:| POV |:| BOAT |:| CLAIMS
PART | - HOUSEHOLD GOODS (HHG) PART V - PRIVATELY OWHNED VEHICLES (POV)
1) Welght allowances: PCS: TOY: 1) Authorizatons; Resictons; Host GOvemMmET: requirements.
(2) Welght restiction at new outy station, I any. 2 Appilcatie port of Embakazon and Debarkabion, altemate I needed.
[3) Appllance Senicing. Cusanmer to disconnec all electical appliances. 2] Praparation of POV prior i VPC dop-off: recals/'deaningTusl requirament.
(2] T understand my TEmporary SioraEge |S1T] entmement 15 for 4] 7BE Rrlvalte Velice Spoing Document fr Sutomebile - Receipt for your
days. I | do nat have an approved extens pmr nmsﬂag-eexﬁm’ﬁﬁﬁ PR 3R v Ime ery & PR
storags costs wil become my finangial responsiil 5] Exzess ::x;ts. wﬂm appilcabie; DversZe, eNcess QISEnce.
(3) Chedk fumiiure "condition codies™ noled on I‘rl'Eﬂ.ij' al ongin by mower. Noe (£] CNECKing Invertory of tems left In POV, orginioesTnation.
discrepancies o dsagresments In the “Remarks™ secion of the imventory priar to -
signing. (7] Secure e of llen holder's penmission  equired.
() Chedk DD Form 619 & ongin for accuracy of information recomed therson. (E] Licensinginsurance requirements of state of counry.
(T Cushomer's responsiolity to annotate discrenandes, loss/damage on deivery (%) Forsign manufaciured POVS.
gocuments (Molice of Loss and Damage AT/AFTER). (10} Dellvery of PO to port by agent, Power of Attomey or letier of authorzation.
(3] TUndersand | ks aange Wit argin Pro0 10 Nave 3 parial aalvery at {11 Additional Informationyclarication o nEude Tacking POV can be found at hitpsay
destination. Each ttiem requirng parial deiivery will be identified as “partlal out” on MLEOM
the Inventony & the Tme of pack out. (12} Authorized shorage location, lengh of storage/sxpiation date.
(9] Exira plciup or delvery of personal property, including associaied charges, when |13} Cusiomer understands thelr responsiol b:s!ﬁs?mae
= m.gm.g‘mm " recalls prior o fum-n and that fallre to resuit In .'ehbe:u:-l
for shipment. Any ooen recals hiat cannot be s.ﬂn sz
(10 Customer's responsiblity to ensure propesty |5 free of soll and pest Infestation. approved by the Vehice Processing Cemter prior to maiforu.rn—lr
PART Il - UNACCOMPANIED BAGGAGE (UB) PART V1 - BOATS
(1) S weignt allowance IS Included In your HHE weight allowance when an (1) Boat as principal reekdence.
adminisiratveresiicied weight allowance s applicable. (2] Domestic: Less than 14%; 147 or longer, mowve by PPM method.
(2] Weignt allowances: (3] Intamational Standam overseas container slze or moved as OTO.
(3) What can be shipped 3s unaccompanied baggage. (4) Remowal of pliferable tems.
(4] Praparation - Cogy of Crdess In each cortainer. (5] Safety standards and transit pemit, ¥ necessary.
(5] Items of extrmordinary value. Hand camy, If possibie. (£ Fesponsinlity to pay acoessonal senvice changes.
PART Il - NON-TEMPORARY STORAGE (NTS) PART VIl - LIABILITY, CLAIMS, PROTECTION
1) Included a5 part of HHG welght allowance when Siored 3 Govi EXpense. 1) Ful Repiacament Value [FRV) and whiat It covess.
|2} Aarthonzed shormge Iocamon, IENgih of Sirageexpiration date. () Quick Claims Settiement
3} WS &t (=0T expense 5 IMIed 10 1 year 107 MEIDens With Home of Selecion 2] Providing notics of Ioss or damage % the TSP at dellvary.
anfitiemants and 150 days for membens with Home of RecomiPiace Entaring Active -
Dury entitiement (4] Providing notice of addbonal loss or damage 1o the TSP wilin 150 days of dellvery.
£} Appliance sendcng. Customer to discornect all eleciical appilances. (=) FRV dalm must be submitted direcTy with the TSP within 9 monms of dellvery.
5 Check fumiure “condton codies™ noted on Invertory at n Dy mower. Mote E]TrEﬂE'Em unresoived dalm to the Mikary Clalms Ofice after 30 days or upon
dbaﬁgmﬁesxdsmmrm nm‘ﬁm‘s&cﬁﬂm@lrmwwvm receipl of L fins offer
Sigring. (7] Filing 3 cialm within 2 years 3t depreciatad valus.
5} Rems of extracrdinary value. (E) Contractor and Govesmment llability Tor POV - Falr market value.
|71 Tundarstand mat once my HHG e piaced In WIS, I 15 My responsmilty 10 k8D M8l oy \nconvenience caims: Falure of 3 TSP to mest 3 ROD £3n case seios
PRE0 hal manages F‘ﬂ'l mmm'rrlm Salus (new PLD Oroess, % Inconveniance fo the DoD Mmﬂ'smdm:amly ard can resut in the
Separaton, Rel . and contact unExpected Ex]:erclu.reufa:lclrjra n.n:ng u.lsmuerfurn:—rrd#m‘menr
&) WTS funding for civilan employees expires &t the end of each Niscal year (30 Pﬂﬁmmfﬂgﬁgmd “ﬁg?‘f will e advisad to file an
oo, oo g 3 et opoe oo e it
r Human roe Office on -
CA-aety atar ] OHDDST of 38 maﬁgsnmng am'anylsrgarbacl. 110) | Gustome nas ieme of exiraceainany v, Gusiomer should consioer addiiona
PART IV - WEAPONS 1) Importance of documentatian - acclrate Inveriory, EXoeplions naled Gurng pckLp
1) LIMitations and feclricions of couniTy/State o which assignen. and delvery, eo
2} US Govemment requirements and restrictions applicable for import. (12} E_Ell;mﬂefs rE.ii{:i:m‘t-In' o acquire Eanlity coverage for SITINTS converted to
3} Specia Tormes and procedures; responsibillies of TSR, efc.
4} Shipment of ammunition at Gow't expense s PROHIBITED.
LINKS

DD FORM 1797, MAR 2'322

PREVIOUS EDITION I3 OBSOLETE.

Figure A-M-23. DD Form 1797, Personal Property Counseling Checklist
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PART VIl - GENERAL INSTRUCTIONS

1) ery Important Papers {Importance of documentation provided).

2] The Mowing GOmpany SEEgnad 0 Moe YOUT GNIpMEnt may CONLCT you 10 BECUES your Earliesl, LIlEst, and Desned FIckUp dales. The Esumated Snipment ATiva date & a
projected Tae your shipment should amive at Te destination. Dates shown on e DO Form 1299 are Initially for informational purposes.

} On packiplckup datels) you of your deskgnated agent must be &t the residence fom 0500-1700; cierwise the coet of the attampad pack/plokup wil b2 changed o you.

} Mambsar provided 3 copy of the Host Countries Personal Property Consignment Instrucfion Guide (PRCIG)L

| Customer's responsbility o provide @ POC bo the TSP for dlspesition of property upon anival, and update Information In DPS upen amval at destnation,

} Cusstomer's responsbility o provide active e-miall address and personal {cell) phone number, 1o Inclugde, updating Immediately Hwhen any changes ocour.

| Customer's responsibility to reimburss the Govemment for any excess costs occasioned by thisthess shipment (e.g: excess welght, special sericss, alt ocation).

E
£l
B
&} Customesr's responsibilty o contact ongin/destination PRS0 If ere |s @ change In ordess that could affect movement of MisMese shipmentjs).
7
&
E

| Unauthorized ems and disposal of useless Hems; (2.9, bullding materials, ve ammunition, lammabie and comosive materials, propans Enks).

10) Professional books, papers, and equipment [PEPAE for (Mjember and (Zjpouse. MUst b2 ierited a5 (M) O [5) on Invemiory. T Ientined as Spouss pro-gear, | must
provide the PRS0 a list, cerifiad by me, of the PEPSE along with 3 description o the profession or community servics of my spouse before | an be Incuged In the shipment.
Packen separaialy M omer property. Alpwances: (M) NTE 2,000 pounds; (5) NTE 500 pounds.

11) Procedure to designate agent to release property or accept propenly In absence of customer (Power of Attomey of Informal lether of authortzation).

12) Shipment of Alcohoilc: Beverages: All Federal and State tames, permits and Customs duly fees are members responsibillty and not reimbursable.

13) Refiree & Separaiee with Home of Selection enfitiement: | undersiand my emtifament to ship HHG at Government experse will i=mminate unless my HHG are umed over 0 a
PRS0 or a TSP for shipment within Tinee (3) years of e effeciive date of my retirement, placement on TORL, or dischange with HOS entiiement. Note: aild for refrement!
Separation dates on of aner 24 Jun 2022, dales prior o 24 Jun 2023, Me memider Nas one | 1) year 1o fum over HHG for movement.

14) Separaies with Home of Recori'Place of enlisiment enfilement: | undersiand my entitiement o ship HHG at Government expense Wil iemminaie uniess my HHG are umed
over to a PP20 or a TSP for shipment within 160 ays of the effective date of my saparation.

135) Mobile Home: Sanvice authorized &t Gowernment expense and those bilied to e cusiomer.

16) Mobile Home: Responsiility of Mie cusiomer bo get their moolie home ready for fransportaton,

17 Mobile Home: Imventory the contents of the moblie home and Igentiy bames that cannol remain In Me mobile home to ensure safe transport.

18) Mobile Home: In transh storage and possible exncess coEl

19 Mobile Home: Saparalie shipment of housahold goods s ot authonzed ewcept for salety reasons and'or PCS outside the COMNUS.

1 April 2024

11. SPECIAL INSTRUCTIONS:

12 CONFIRMATION OF COUNSELING

preference, are solely the responsibdity of the membertestomer.

| cerify that | have been briefed and understand the personal property entiiements as identified abowe. | understand the financial responsibdity for excess costs
and additional expenses incumred for the requested senvices, that are above and beyond those authorized by the government for personal conveniencal

4 SIGNATURE OF COUNSELOR
[

b. SIGNATURE OF CLSTOMERIDEPENDENTIAGENT
[

. DATE [DOMMUTTTY)

DD FORM 1797 (BACK), MAR 2022

Figure A-M-23. DD Form 1797, Personal Property Counseling Checklist (Cont’d)
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	COUNSELING  
	A. PURPOSE 
	This Appendix prescribes guidance for performing Personal Property Counseling by the Department of Defense (DoD) and United States Coast Guard (USCG) for the movement and storage of personal property and mobile homes. 
	This guidance provides a standardized process by which all Personal Property Shipping Offices (PPSO) and Personal Property Processing Offices (PPPO) are to follow. 
	Identified throughout this Appendix are DD Forms that the counselor will use while briefing customers based on their entitlements and responsibilities, as required. 
	B. SKILLS REQUIRED TO BE A COUNSELOR 
	1. Communicate effectively orally and in writing and can work effectively under stress. 
	1. Communicate effectively orally and in writing and can work effectively under stress. 
	1. Communicate effectively orally and in writing and can work effectively under stress. 
	1. Communicate effectively orally and in writing and can work effectively under stress. 

	2. Counselors direct contact with the Service Member/Employee will require the counselor not to be intimidated by customers and/or by rank. 
	2. Counselors direct contact with the Service Member/Employee will require the counselor not to be intimidated by customers and/or by rank. 

	3. The decisions the counselor makes are centered on broad working knowledge, and detailed information to avoid errors and/or delays. 
	3. The decisions the counselor makes are centered on broad working knowledge, and detailed information to avoid errors and/or delays. 

	4. Must be adept at Personal Property Counseling. 
	4. Must be adept at Personal Property Counseling. 

	5. Must understand the subject matter being counseled. 
	5. Must understand the subject matter being counseled. 

	6. Decisions must be made on fact-based working knowledge and regulations. 
	6. Decisions must be made on fact-based working knowledge and regulations. 

	7. If behind or delayed, the counselor must continue counseling and provide true, concise, and accurate information to the customer. 
	7. If behind or delayed, the counselor must continue counseling and provide true, concise, and accurate information to the customer. 

	8. Works independently and effectively, plans day-to-day counseling sessions, will be prepared for each day, and also be prepared for schedule changes and be able to quickly adapt. 
	8. Works independently and effectively, plans day-to-day counseling sessions, will be prepared for each day, and also be prepared for schedule changes and be able to quickly adapt. 

	9. The counselor must be able to operate and enter data into the Defense Personal Property System (DPS) to input, upload, document, and retrieve information, and assist the customer as necessary. 
	9. The counselor must be able to operate and enter data into the Defense Personal Property System (DPS) to input, upload, document, and retrieve information, and assist the customer as necessary. 



	C. COUNSELING/PROCESSING OFFICE RESPONSIBILITIES 
	1. Provide walk-in customer service support that meets mission requirements and installation guidelines during normal Government Business Days (GBD).  Customer service will be provided regardless of Service affiliation, rank, or location.  In the event a customer needs additional support outside of the capabilities of the servicing office, the office personnel will provide the customers with the contact information of the responsible party. 
	1. Provide walk-in customer service support that meets mission requirements and installation guidelines during normal Government Business Days (GBD).  Customer service will be provided regardless of Service affiliation, rank, or location.  In the event a customer needs additional support outside of the capabilities of the servicing office, the office personnel will provide the customers with the contact information of the responsible party. 
	1. Provide walk-in customer service support that meets mission requirements and installation guidelines during normal Government Business Days (GBD).  Customer service will be provided regardless of Service affiliation, rank, or location.  In the event a customer needs additional support outside of the capabilities of the servicing office, the office personnel will provide the customers with the contact information of the responsible party. 
	1. Provide walk-in customer service support that meets mission requirements and installation guidelines during normal Government Business Days (GBD).  Customer service will be provided regardless of Service affiliation, rank, or location.  In the event a customer needs additional support outside of the capabilities of the servicing office, the office personnel will provide the customers with the contact information of the responsible party. 

	2. Counseling Offices will provide the DD Form 3162, Personal Property Pre-Counseling Worksheet, , for customers to fill out and provide back to the counseling office prior to their scheduled counseling appointment.  Counseling will be available for customers electing to be counseled on their shipment and storage entitlements by a PPPO or PPSO.  Counselors will recommend customers utilize DD Form 3157, HHG Moving Checklist, , to facilitate customer tracking and managing their Personal Property entitlements.
	2. Counseling Offices will provide the DD Form 3162, Personal Property Pre-Counseling Worksheet, , for customers to fill out and provide back to the counseling office prior to their scheduled counseling appointment.  Counseling will be available for customers electing to be counseled on their shipment and storage entitlements by a PPPO or PPSO.  Counselors will recommend customers utilize DD Form 3157, HHG Moving Checklist, , to facilitate customer tracking and managing their Personal Property entitlements.
	Figure A-M-12
	Figure A-M-7


	4. Provide appropriate response and reviews to all inquiries and requests within three (3) GBDs of receipt. 
	4. Provide appropriate response and reviews to all inquiries and requests within three (3) GBDs of receipt. 

	5. Provide accurate and safe recordkeeping of customer appointments and files, as well as their physical safety.  This includes providing scheduling tools (i.e., computer-based system or pen and paper), locked storage cabinets, availability to access customer forms and information guides, and all other applicable installation policies and procedures (i.e., health protection condition, force protection condition, etc.). 
	5. Provide accurate and safe recordkeeping of customer appointments and files, as well as their physical safety.  This includes providing scheduling tools (i.e., computer-based system or pen and paper), locked storage cabinets, availability to access customer forms and information guides, and all other applicable installation policies and procedures (i.e., health protection condition, force protection condition, etc.). 



	D. COUNSELING METHODS 
	Counseling Methods consists of government-led counseling and self-counseling. 
	1. Government-led counseling.  Government led counseling is performed either in person at a Transportation Office (TO), virtually, telephonically or by other means.  To determine customer’s closest TO, utilize:  site.  All information relevant to a standard counseling session is reviewed and completed in DPS.  Once the counselor obtains signed copies of all the required documents, they upload them into DPS and submit the application request to their booking office. 
	1. Government-led counseling.  Government led counseling is performed either in person at a Transportation Office (TO), virtually, telephonically or by other means.  To determine customer’s closest TO, utilize:  site.  All information relevant to a standard counseling session is reviewed and completed in DPS.  Once the counselor obtains signed copies of all the required documents, they upload them into DPS and submit the application request to their booking office. 
	1. Government-led counseling.  Government led counseling is performed either in person at a Transportation Office (TO), virtually, telephonically or by other means.  To determine customer’s closest TO, utilize:  site.  All information relevant to a standard counseling session is reviewed and completed in DPS.  Once the counselor obtains signed copies of all the required documents, they upload them into DPS and submit the application request to their booking office. 
	1. Government-led counseling.  Government led counseling is performed either in person at a Transportation Office (TO), virtually, telephonically or by other means.  To determine customer’s closest TO, utilize:  site.  All information relevant to a standard counseling session is reviewed and completed in DPS.  Once the counselor obtains signed copies of all the required documents, they upload them into DPS and submit the application request to their booking office. 
	https://installations.militaryonesource.mil/search?program-service=39/view-by=ALL
	a. Local Moves/Direct Procurement Method (DPM) Moves.  Pull information from DPS or the customer, if face-to-face, review to ensure you have a Local/DPM contract, brief the customer as needed, process the application in the Web-Enabled Transportation Operational Property Standard System, (ETOPS), send all information to the PPSO for booking and inform the customer of the transfer to ETOPS. 
	a. Local Moves/Direct Procurement Method (DPM) Moves.  Pull information from DPS or the customer, if face-to-face, review to ensure you have a Local/DPM contract, brief the customer as needed, process the application in the Web-Enabled Transportation Operational Property Standard System, (ETOPS), send all information to the PPSO for booking and inform the customer of the transfer to ETOPS. 
	a. Local Moves/Direct Procurement Method (DPM) Moves.  Pull information from DPS or the customer, if face-to-face, review to ensure you have a Local/DPM contract, brief the customer as needed, process the application in the Web-Enabled Transportation Operational Property Standard System, (ETOPS), send all information to the PPSO for booking and inform the customer of the transfer to ETOPS. 
	a. Local Moves/Direct Procurement Method (DPM) Moves.  Pull information from DPS or the customer, if face-to-face, review to ensure you have a Local/DPM contract, brief the customer as needed, process the application in the Web-Enabled Transportation Operational Property Standard System, (ETOPS), send all information to the PPSO for booking and inform the customer of the transfer to ETOPS. 

	b. Continental United States (CONUS) Moves.  Pull information from DPS and the Personal Property Consignment Instruction Guide (PPCIG) as needed, gather any additional documents the customer may need to be briefed on, brief the customer, and submit the application in DPS. 
	b. Continental United States (CONUS) Moves.  Pull information from DPS and the Personal Property Consignment Instruction Guide (PPCIG) as needed, gather any additional documents the customer may need to be briefed on, brief the customer, and submit the application in DPS. 

	c. Outside the Continental United States (OCONUS) Moves.  Pull information from DPS and the PPCIG as needed, gather any additional documents the customer may need to be briefed on, to include the DD Form 3170, Shipper's Certification for Shipment, .  Brief the customer and submit the application in DPS. 
	c. Outside the Continental United States (OCONUS) Moves.  Pull information from DPS and the PPCIG as needed, gather any additional documents the customer may need to be briefed on, to include the DD Form 3170, Shipper's Certification for Shipment, .  Brief the customer and submit the application in DPS. 
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	d. Non-Temporary Storage (NTS).  Pull information from DPS or review the customer’s inputs, brief the customer as needed, process the application in ETOPS, and send all information to the PPSO for booking.  Inform the customer of the transfer to ETOPS. 
	d. Non-Temporary Storage (NTS).  Pull information from DPS or review the customer’s inputs, brief the customer as needed, process the application in ETOPS, and send all information to the PPSO for booking.  Inform the customer of the transfer to ETOPS. 

	e. Non-Temporary Storage Release (NTSR).  Double check the master NTS listing to be sure the storage has not converted to member’s expense, pull information from DPS, review the application information with the customer, and submit the shipment as a HHG shipment in DPS. 
	e. Non-Temporary Storage Release (NTSR).  Double check the master NTS listing to be sure the storage has not converted to member’s expense, pull information from DPS, review the application information with the customer, and submit the shipment as a HHG shipment in DPS. 

	f. Unaccompanied Baggage (UB) Shipments.  Be sure the application is an actual UB shipment (no furniture/oversized items), pull information from DPS and the PPCIG as needed, gather any additional documents the customer may need to be briefed on, and brief the customer on what can and cannot be included in the UB shipment.  Included items are personal clothing and equipment; essential pots, pans light housekeeping items; items such as cribs, playpens, and baby carriages, and other articles required for the c
	f. Unaccompanied Baggage (UB) Shipments.  Be sure the application is an actual UB shipment (no furniture/oversized items), pull information from DPS and the PPCIG as needed, gather any additional documents the customer may need to be briefed on, and brief the customer on what can and cannot be included in the UB shipment.  Included items are personal clothing and equipment; essential pots, pans light housekeeping items; items such as cribs, playpens, and baby carriages, and other articles required for the c

	h. POV.  Give the customer the POV application information for the Vehicle Processing Center’s (VPC) and the website to review.  Prepare the DD Form 3165, Privately Owned Vehicle (POV) Storage Authorization Letter, , if a customer cannot ship a vehicle to the OCONUS location and is authorized POV storage. 
	h. POV.  Give the customer the POV application information for the Vehicle Processing Center’s (VPC) and the website to review.  Prepare the DD Form 3165, Privately Owned Vehicle (POV) Storage Authorization Letter, , if a customer cannot ship a vehicle to the OCONUS location and is authorized POV storage. 
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	2. Self-Counseling is when a customer inputs all the basic information for a move request in DPS and submits their orders and the required signed documents to their counseling office for a counselor to review and approve of the request.  The counselor then reviews the request and if all is complete, submits the request to their booking office.  Customers may self-counsel except as noted below: 
	2. Self-Counseling is when a customer inputs all the basic information for a move request in DPS and submits their orders and the required signed documents to their counseling office for a counselor to review and approve of the request.  The counselor then reviews the request and if all is complete, submits the request to their booking office.  Customers may self-counsel except as noted below: 
	a. First/last personal property move. 
	a. First/last personal property move. 
	a. First/last personal property move. 
	a. First/last personal property move. 

	b. Moving or storing personal property in conjunction with contingency orders. 
	b. Moving or storing personal property in conjunction with contingency orders. 

	c. Moving or storing property in conjunction with a designated location move for dependents to an OCONUS or non-foreign OCONUS location. 
	c. Moving or storing property in conjunction with a designated location move for dependents to an OCONUS or non-foreign OCONUS location. 

	d. Moving property with a Power of Attorney (POA) or when appointed a releasing agent in writing. 
	d. Moving property with a Power of Attorney (POA) or when appointed a releasing agent in writing. 

	e. Moving personal property as Next of Kin (NOK) or Summary Courts Officer (SCO). 
	e. Moving personal property as Next of Kin (NOK) or Summary Courts Officer (SCO). 

	f. Members/Employees who are Retiring/Separating. 
	f. Members/Employees who are Retiring/Separating. 





	3. Regardless, of counseling method, Counseling Offices will review all shipment information prior to submitting the application to route and award. 
	3. Regardless, of counseling method, Counseling Offices will review all shipment information prior to submitting the application to route and award. 

	4. Shipments moved by the Department of State will be processed in accordance with the PPCIG and customers will be counseled in accordance with the DTR, Part IV, Appendix A-F providing specific guidance. 
	4. Shipments moved by the Department of State will be processed in accordance with the PPCIG and customers will be counseled in accordance with the DTR, Part IV, Appendix A-F providing specific guidance. 

	5. PPSOs can be found using  site. 
	5. PPSOs can be found using  site. 
	https://installations.militaryonesource.mil/search?program-service=39/view-by=ALL


	6. Customers must have a copy of the most recent orders available for the counselor to upload into DPS. 
	6. Customers must have a copy of the most recent orders available for the counselor to upload into DPS. 



	E. PERSONAL PROPERTY COUNSELING 
	1. Type of orders: 
	1. Type of orders: 
	1. Type of orders: 
	1. Type of orders: 
	a. Permanent Change of Station (PCS) authorized to move from the current duty location to a new duty location:  Brief weight entitlements in accordance with the Joint Travel Regulation (JTR) paragraph 0514, Table 5-37, for Service Members and JTR paragraph 054304, Table 5-87, for Civilian Employees. 
	a. Permanent Change of Station (PCS) authorized to move from the current duty location to a new duty location:  Brief weight entitlements in accordance with the Joint Travel Regulation (JTR) paragraph 0514, Table 5-37, for Service Members and JTR paragraph 054304, Table 5-87, for Civilian Employees. 
	a. Permanent Change of Station (PCS) authorized to move from the current duty location to a new duty location:  Brief weight entitlements in accordance with the Joint Travel Regulation (JTR) paragraph 0514, Table 5-37, for Service Members and JTR paragraph 054304, Table 5-87, for Civilian Employees. 
	(1) Identify the type of orders CONUS to CONUS, OCONUS to CONUS, CONUS to OCONUS or OCONUS to OCONUS. (2) Determine whether the orders are unaccompanied or accompanied, with command sponsored dependents.  This will determine the amount of UB (JTR paragraph 051403 for Service Members and JTR paragraphs 054304/054305 for Civilian Employees). 
	(1) Identify the type of orders CONUS to CONUS, OCONUS to CONUS, CONUS to OCONUS or OCONUS to OCONUS. (2) Determine whether the orders are unaccompanied or accompanied, with command sponsored dependents.  This will determine the amount of UB (JTR paragraph 051403 for Service Members and JTR paragraphs 054304/054305 for Civilian Employees). 
	(1) Identify the type of orders CONUS to CONUS, OCONUS to CONUS, CONUS to OCONUS or OCONUS to OCONUS. (2) Determine whether the orders are unaccompanied or accompanied, with command sponsored dependents.  This will determine the amount of UB (JTR paragraph 051403 for Service Members and JTR paragraphs 054304/054305 for Civilian Employees). 

	(3) Determine if the move is for a Service Member married to another Service Member or married to a Civilian (JTR paragraph 051402-F). 
	(3) Determine if the move is for a Service Member married to another Service Member or married to a Civilian (JTR paragraph 051402-F). 

	(4) Determine duration of tour for Called/Ordered to Active Duty for Training to determine entitlement/funding. 
	(4) Determine duration of tour for Called/Ordered to Active Duty for Training to determine entitlement/funding. 

	(5) OCONUS orders:  For overseas orders review the PPCIG and refer customers to gaining unit for any furnishing and quarters specific restrictions. 
	(5) OCONUS orders:  For overseas orders review the PPCIG and refer customers to gaining unit for any furnishing and quarters specific restrictions. 

	(6) OCONUS orders:  Establish if the origin or destination is an administrative-weight-limited location.  Refer to Administrative HHG Weight Allowance Locations at: . 
	(6) OCONUS orders:  Establish if the origin or destination is an administrative-weight-limited location.  Refer to Administrative HHG Weight Allowance Locations at: . 
	https://www.travel.dod.mil/Portals/119/Documents/JTR/Supplements/Administrative_Household_Goods_(HHG)_Weight_Allowance_Locations.pdf


	(7) OCONUS orders:  Determine situations that may impact the Shipment of Personal Property (JTR paragraphs 052002/052003). 
	(7) OCONUS orders:  Determine situations that may impact the Shipment of Personal Property (JTR paragraphs 052002/052003). 

	(8) OCONUS orders:  Determine if there is a consumable allowance.  Refer to Consumable Goods Allowances at . 
	(8) OCONUS orders:  Determine if there is a consumable allowance.  Refer to Consumable Goods Allowances at . 
	https://www.travel.dod.mil/Portals/119/Documents/JTR/Supplements/Authorized_Consumable_Goods_Allowance_Locations.pdf


	(9) OCONUS orders:  For shipments destined for the U.S., inform the customer to complete DD Form 3158, List of Food Items for Import into The United States, , to ensure shipments that contain eligible food items are United States of America (USA) products for USA usage only. 
	(9) OCONUS orders:  For shipments destined for the U.S., inform the customer to complete DD Form 3158, List of Food Items for Import into The United States, , to ensure shipments that contain eligible food items are United States of America (USA) products for USA usage only. 
	Figure A-M-8


	(10) CONUS orders:  Determine if orders are for attending a Course of Instruction for 20 weeks or more in one location (JTR paragraph 052008). 
	(10) CONUS orders:  Determine if orders are for attending a Course of Instruction for 20 weeks or more in one location (JTR paragraph 052008). 

	(11) Review orders for a Short-Distance Move for a Permanent Duty Station (PDS) located in proximity (JTR paragraph 051901). 
	(11) Review orders for a Short-Distance Move for a Permanent Duty Station (PDS) located in proximity (JTR paragraph 051901). 




	b. PCS with a Temporary Duty (TDY) en route, PCS while on TDY, or PCS Following TDY Pending Further Assignment.  A Service Member on a PCS order with a TDY en route, or on a PCS order without return to the PDS while on a TDY, is authorized HHG transportation to the new PDS (JTR paragraphs 052007-A.2 and 020501-A/B for Service Members and JTR paragraph 020505-A/B for Civilian Employees). 
	b. PCS with a Temporary Duty (TDY) en route, PCS while on TDY, or PCS Following TDY Pending Further Assignment.  A Service Member on a PCS order with a TDY en route, or on a PCS order without return to the PDS while on a TDY, is authorized HHG transportation to the new PDS (JTR paragraphs 052007-A.2 and 020501-A/B for Service Members and JTR paragraph 020505-A/B for Civilian Employees). 

	c. Service Member Separates or is Released from Active Duty, excluding a Discharge with Severance or Separation Pay (JTR paragraph 051002).  Brief the Service Member on the following: 
	c. Service Member Separates or is Released from Active Duty, excluding a Discharge with Severance or Separation Pay (JTR paragraph 051002).  Brief the Service Member on the following: 
	(1) Weight entitlements (JTR paragraph 051401, Table 5-37). 
	(1) Weight entitlements (JTR paragraph 051401, Table 5-37). 
	(1) Weight entitlements (JTR paragraph 051401, Table 5-37). 

	(2) NTS is authorized for 180 days after the active-duty termination date (JTR paragraph 0518-B.13).  NTS is recommended when there is not an established address at destination. 
	(2) NTS is authorized for 180 days after the active-duty termination date (JTR paragraph 0518-B.13).  NTS is recommended when there is not an established address at destination. 

	(3) NTS must be in a storage facility near the location of the HHG on the date the Service Member’s PCS order is issued.  However, the official designated by the Service concerned may select a different storage facility based on the Best Value (BV) to the Government (JTR paragraph 0518-B.2). (4) Once NTS is ready to be released using DD Form 3160, Non-Temporary Storage (NTS) (4) Once NTS is ready to be released using DD Form 3160, Non-Temporary Storage (NTS) (4) Once NTS is ready to be released using DD For
	(3) NTS must be in a storage facility near the location of the HHG on the date the Service Member’s PCS order is issued.  However, the official designated by the Service concerned may select a different storage facility based on the Best Value (BV) to the Government (JTR paragraph 0518-B.2). (4) Once NTS is ready to be released using DD Form 3160, Non-Temporary Storage (NTS) (4) Once NTS is ready to be released using DD Form 3160, Non-Temporary Storage (NTS) (4) Once NTS is ready to be released using DD For

	(5) Entitlement will terminate on the 181st day following separation from service date (JTR paragraph 051002-K). 
	(5) Entitlement will terminate on the 181st day following separation from service date (JTR paragraph 051002-K). 

	(6) Time Limit Extensions:  Service Member may request an additional extension through the Secretarial Process, explaining the reasons for the extension.  An additional authorized period may then be authorized or approved (JTR paragraph 051002-K) 
	(6) Time Limit Extensions:  Service Member may request an additional extension through the Secretarial Process, explaining the reasons for the extension.  An additional authorized period may then be authorized or approved (JTR paragraph 051002-K) 

	(7) If separating to an OCONUS area, the Service Member is responsible for clearing customs, payment of duties, and taxes based on the value of personal property.  Refer to the PPCIG for additional information. 
	(7) If separating to an OCONUS area, the Service Member is responsible for clearing customs, payment of duties, and taxes based on the value of personal property.  Refer to the PPCIG for additional information. 

	(8) Maximum Government Obligation:  Possible excess costs based upon shipping Service Member’s maximum weight allowance to Home of Record (HOR) or Place Entered Active Duty.  Use DD Form 3155, Home of Record Transportation Entitlement Counseling Authority, , for HOR shipments. 
	(8) Maximum Government Obligation:  Possible excess costs based upon shipping Service Member’s maximum weight allowance to Home of Record (HOR) or Place Entered Active Duty.  Use DD Form 3155, Home of Record Transportation Entitlement Counseling Authority, , for HOR shipments. 
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	(9) Local Move may be authorized if Service Member is terminating Government quarters, privatized housing, or Government-controlled quarters (JTR paragraph 051902 and 052012, Table 5-51). 
	(9) Local Move may be authorized if Service Member is terminating Government quarters, privatized housing, or Government-controlled quarters (JTR paragraph 051902 and 052012, Table 5-51). 




	d. Retirement, Temporary Disability Retired List, Permanent Disability Retirement List.  Discharged with Severance/Retirement Pay with eight (8) years or more of continuous active duty with no break of more than 90 days are authorized from current duty location to Home of Selection (JTR paragraph 051003).  Use DD Form 3156, Home of Selection Travel and Transportation Entitlement Authority, , to brief the Service Member on the following: 
	d. Retirement, Temporary Disability Retired List, Permanent Disability Retirement List.  Discharged with Severance/Retirement Pay with eight (8) years or more of continuous active duty with no break of more than 90 days are authorized from current duty location to Home of Selection (JTR paragraph 051003).  Use DD Form 3156, Home of Selection Travel and Transportation Entitlement Authority, , to brief the Service Member on the following: 
	Figure A-M-6
	(1) Weight Allowance (JTR paragraph 051401, Table 5-37). 
	(1) Weight Allowance (JTR paragraph 051401, Table 5-37). 
	(1) Weight Allowance (JTR paragraph 051401, Table 5-37). 

	(2) NTS ends one (1) year from the date of active-duty termination (JTR paragraph 0518-B.14).  NTS is recommended when there is not an address at destination. 
	(2) NTS ends one (1) year from the date of active-duty termination (JTR paragraph 0518-B.14).  NTS is recommended when there is not an address at destination. 

	(3) NTS must be in a storage facility near the location of the HHG on the date the Service Member’s PCS order is issued.  However, the official designated by the Service concerned may select a different storage facility based on the BV to the Government (JTR paragraph 0518-B.2). 
	(3) NTS must be in a storage facility near the location of the HHG on the date the Service Member’s PCS order is issued.  However, the official designated by the Service concerned may select a different storage facility based on the BV to the Government (JTR paragraph 0518-B.2). 

	(4) Once NTS is ready to be released the customer should have a delivery address. 
	(4) Once NTS is ready to be released the customer should have a delivery address. 

	(5) A Service Member (or a dependent in the event of a retired Service Member’s death) who is authorized HHG transportation to a HOS is authorized NTS.  NTS ends one (1) year from the date of active-duty termination.  An extension of the 1-year time limit may be authorized or approved through the Secretarial Process if a Service Member is undergoing hospitalization or medical treatment or is recalled to active duty before selecting a home. 
	(5) A Service Member (or a dependent in the event of a retired Service Member’s death) who is authorized HHG transportation to a HOS is authorized NTS.  NTS ends one (1) year from the date of active-duty termination.  An extension of the 1-year time limit may be authorized or approved through the Secretarial Process if a Service Member is undergoing hospitalization or medical treatment or is recalled to active duty before selecting a home. 

	(6) If separating or retiring to an OCONUS area, the customer is responsible for clearing customs, payment of duties, and taxes based on the value of the personal property.  Refer to the PPCIG for additional information.   
	(6) If separating or retiring to an OCONUS area, the customer is responsible for clearing customs, payment of duties, and taxes based on the value of the personal property.  Refer to the PPCIG for additional information.   

	(7) Local Move may be authorized if Service Member is terminating Government quarters, privatized or Government controlled quarters (JTR paragraph 051902). (8) Time Limit Extensions:  Service Member may request an additional extension through the Secretarial Process, explaining the reasons for the extension.  An additional authorized period may then be authorized or approved (JTR paragraph 051002-K). 
	(7) Local Move may be authorized if Service Member is terminating Government quarters, privatized or Government controlled quarters (JTR paragraph 051902). (8) Time Limit Extensions:  Service Member may request an additional extension through the Secretarial Process, explaining the reasons for the extension.  An additional authorized period may then be authorized or approved (JTR paragraph 051002-K). 

	(9) Entitlement will terminate three (3) years following separation from service date. 
	(9) Entitlement will terminate three (3) years following separation from service date. 







	2. Counselors should assist customers with preparing the Shipment Application using DD Form 1299, Application for Shipment and or Storage of Personal Property, , for customers, regardless of Service or Agency.  The counselor will submit the signed DD Form 1299 to the responsible origin PPSO along with supporting documents.  The Counseling Office will print the DD Form 1299 and obtain a signature from the customer or authorized representative or save a digitally signed copy.  The original DD Form 1299, depen
	2. Counselors should assist customers with preparing the Shipment Application using DD Form 1299, Application for Shipment and or Storage of Personal Property, , for customers, regardless of Service or Agency.  The counselor will submit the signed DD Form 1299 to the responsible origin PPSO along with supporting documents.  The Counseling Office will print the DD Form 1299 and obtain a signature from the customer or authorized representative or save a digitally signed copy.  The original DD Form 1299, depen
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	3. Persons authorized to complete and submit the DD Form 1299 are: 
	3. Persons authorized to complete and submit the DD Form 1299 are: 
	a. The customer. 
	a. The customer. 
	a. The customer. 

	b. Any person acting under a current POA, or an informal letter of authority signed by the customer. 
	b. Any person acting under a current POA, or an informal letter of authority signed by the customer. 

	c. Dependent of the customer (see Service regulations). 
	c. Dependent of the customer (see Service regulations). 

	d. Other persons as authorized by the customer’s DoD Component regulation. 
	d. Other persons as authorized by the customer’s DoD Component regulation. 

	e. A commanding officer of an installation or the commanding officer’s designated representative. 
	e. A commanding officer of an installation or the commanding officer’s designated representative. 

	f. In cases of the customer’s death, known as “BLUEBARK,” NOK or individual legally entitled to receive the property (see DTR, Part IV, Chapter A-410, for “BLUEBARK” procedures). 
	f. In cases of the customer’s death, known as “BLUEBARK,” NOK or individual legally entitled to receive the property (see DTR, Part IV, Chapter A-410, for “BLUEBARK” procedures). 




	4. Counseling Offices will provide clarification and/or assistance (as needed) to customers utilizing DPS self-counseling module.  When DPS self-counseling is not utilized by the customer, the Counseling Office will address all items contained on the DD Form 1797, Personal Property Counseling Checklist, , when briefing the customer on all information required for their shipment or storage.  In addition, counseling will include (as a minimum) the customer’s responsibilities to prepare for the move and their 
	4. Counseling Offices will provide clarification and/or assistance (as needed) to customers utilizing DPS self-counseling module.  When DPS self-counseling is not utilized by the customer, the Counseling Office will address all items contained on the DD Form 1797, Personal Property Counseling Checklist, , when briefing the customer on all information required for their shipment or storage.  In addition, counseling will include (as a minimum) the customer’s responsibilities to prepare for the move and their 
	Figure A-M-23


	5. In DPS counseling, a customer may request the use of a preferred TSP.  PPSO may honor a request for a preferred TSP provided the preferred TSP is within the current shipment allocation quartile for the authorized origin and destination.  The PPSO is not authorized to allocate a shipment outside (above or below) the quartile currently being utilized to award shipments between the authorized origin and destination. 
	5. In DPS counseling, a customer may request the use of a preferred TSP.  PPSO may honor a request for a preferred TSP provided the preferred TSP is within the current shipment allocation quartile for the authorized origin and destination.  The PPSO is not authorized to allocate a shipment outside (above or below) the quartile currently being utilized to award shipments between the authorized origin and destination. 

	6. During counseling, the customer can request a direct delivery and identify a Desired Delivery Date (DDD).  The TSP and the customer may negotiate multiple delivery dates; however, the customer and the TSP must establish an agreed (preferred) delivery date for entry into DPS.  Once these dates are established in DPS, the TSP and PPSO will be allowed to print the Bill of Lading (BL). 
	6. During counseling, the customer can request a direct delivery and identify a Desired Delivery Date (DDD).  The TSP and the customer may negotiate multiple delivery dates; however, the customer and the TSP must establish an agreed (preferred) delivery date for entry into DPS.  Once these dates are established in DPS, the TSP and PPSO will be allowed to print the Bill of Lading (BL). 



	F. METHODS FOR MOVING PERSONAL PROPERTY 
	1. Government procures transportation services for the movement of all eligible HHG and UB items. 
	1. Government procures transportation services for the movement of all eligible HHG and UB items. 
	1. Government procures transportation services for the movement of all eligible HHG and UB items. 
	1. Government procures transportation services for the movement of all eligible HHG and UB items. 
	a. The counselor or customer creates and submits application in DPS to include supporting documents. 
	a. The counselor or customer creates and submits application in DPS to include supporting documents. 
	a. The counselor or customer creates and submits application in DPS to include supporting documents. 

	b. The counselor advises the customer the Required Delivery Date (RDD) on their DD Form 1299/1797 is only an estimated date and the actual RDD will be on the printed BL provided by the Transportation Service Provider (TSP). 
	b. The counselor advises the customer the Required Delivery Date (RDD) on their DD Form 1299/1797 is only an estimated date and the actual RDD will be on the printed BL provided by the Transportation Service Provider (TSP). 

	c. The customer’s DDD will be used as the RDD when booking the shipment unless changed by further negotiation and agreement between the customer and TSP.  Upon completion of the pre-move survey, if the customer and TSP have agreed to new dates, the TSP will enter the new agreed upon delivery date in the Planned/Agreed Delivery Date field in DPS.  If the customers do not agree on revised dates, the TSP will meet the original RDD and acknowledge this by reentering the original RDD in the Planned/Agreed Delive
	c. The customer’s DDD will be used as the RDD when booking the shipment unless changed by further negotiation and agreement between the customer and TSP.  Upon completion of the pre-move survey, if the customer and TSP have agreed to new dates, the TSP will enter the new agreed upon delivery date in the Planned/Agreed Delivery Date field in DPS.  If the customers do not agree on revised dates, the TSP will meet the original RDD and acknowledge this by reentering the original RDD in the Planned/Agreed Delive

	d. Counselors should encourage customers to be flexible when establishing pack, pickup, and delivery dates.  The counselor, customer, and TSP working to establish realistic RDDs (planned/agreed delivery dates) increases the opportunity for a direct delivery and reduces the opportunity for loss and/or damage for the customer’s property and can save significantly in storage costs for the DoD. 
	d. Counselors should encourage customers to be flexible when establishing pack, pickup, and delivery dates.  The counselor, customer, and TSP working to establish realistic RDDs (planned/agreed delivery dates) increases the opportunity for a direct delivery and reduces the opportunity for loss and/or damage for the customer’s property and can save significantly in storage costs for the DoD. 




	2. Personally Procured Move (PPM) Service Member moves HHG or places HHG in storage themselves without the government procuring transportation for them.  Service Member must obtain empty and full certified weight tickets and will submit for compensation based on Service regulations.  Service Members must keep a copy of all receipts and contracts.  See DTR, Part IV, Chapter A-411, for further guidance. 
	2. Personally Procured Move (PPM) Service Member moves HHG or places HHG in storage themselves without the government procuring transportation for them.  Service Member must obtain empty and full certified weight tickets and will submit for compensation based on Service regulations.  Service Members must keep a copy of all receipts and contracts.  See DTR, Part IV, Chapter A-411, for further guidance. 
	a. PPM when Government Transportation is not Available – The Service Member is paid 100% of the actual cost incurred for the shipment up to the maximum allowable weight for their grade (JTR paragraph 051502-B).  See service regulations for Actual Cost Reimbursement procedures.   
	a. PPM when Government Transportation is not Available – The Service Member is paid 100% of the actual cost incurred for the shipment up to the maximum allowable weight for their grade (JTR paragraph 051502-B).  See service regulations for Actual Cost Reimbursement procedures.   
	a. PPM when Government Transportation is not Available – The Service Member is paid 100% of the actual cost incurred for the shipment up to the maximum allowable weight for their grade (JTR paragraph 051502-B).  See service regulations for Actual Cost Reimbursement procedures.   

	b. PPM When Government Transportation is Available but not used – Service Member is paid a monetary allowance equal to 100% of the Government constructed BV cost based on the actual weight moved (JTR paragraph 051502-C and DTR, Part IV, Chapter A-411). 
	b. PPM When Government Transportation is Available but not used – Service Member is paid a monetary allowance equal to 100% of the Government constructed BV cost based on the actual weight moved (JTR paragraph 051502-C and DTR, Part IV, Chapter A-411). 

	c. Accessorial Costs:  The following accessorial costs may be included in the PPM calculation, if applicable.  These accessorials should be captured at Counseling and included in PPMs.  Counselors will approve/deny Service Members request before processing (DTR, Part IV, Chapter A-411).  Reference the 400NG and International Tender for rates. 
	c. Accessorial Costs:  The following accessorial costs may be included in the PPM calculation, if applicable.  These accessorials should be captured at Counseling and included in PPMs.  Counselors will approve/deny Service Members request before processing (DTR, Part IV, Chapter A-411).  Reference the 400NG and International Tender for rates. 
	(1) Florida Keys Surcharge 
	(1) Florida Keys Surcharge 
	(1) Florida Keys Surcharge 

	(2) Extra Pickup and/or Extra Delivery 
	(2) Extra Pickup and/or Extra Delivery 

	(3) Bulky Articles 
	(3) Bulky Articles 




	d. During counseling of Personally Procured Move (PPM), use DD Form 3166, Personally Procured Move (PPM) Checklist and Expense Certification, , to substantiate incentive payment claims for movement of HHGs. 
	d. During counseling of Personally Procured Move (PPM), use DD Form 3166, Personally Procured Move (PPM) Checklist and Expense Certification, , to substantiate incentive payment claims for movement of HHGs. 
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	3. Civilian Employee’s may self-procure the movement of their HHGs.  The Civilian Employee must make the necessary arrangements for the HHG move and pay for the move.  Reimbursement is limited to the authorize method.  See Service Regulations for specific guidance. 
	3. Civilian Employee’s may self-procure the movement of their HHGs.  The Civilian Employee must make the necessary arrangements for the HHG move and pay for the move.  Reimbursement is limited to the authorize method.  See Service Regulations for specific guidance. 
	a. If the PCS order states that the Government will arrange transportation of the HHG, but the civilian employee personally procures the HHG transportation, reimbursement is limited to actual expenses incurred by the civilian employee, limited to the “Best Value” cost of a Government-arranged move for the same HHG weight (JTR paragraph 054305-E.3).   b. If the Commuted Rate method is authorized, it must be annotated on the civilian employee’s PCS order.  The commuted-rate system may be used only for the int
	a. If the PCS order states that the Government will arrange transportation of the HHG, but the civilian employee personally procures the HHG transportation, reimbursement is limited to actual expenses incurred by the civilian employee, limited to the “Best Value” cost of a Government-arranged move for the same HHG weight (JTR paragraph 054305-E.3).   b. If the Commuted Rate method is authorized, it must be annotated on the civilian employee’s PCS order.  The commuted-rate system may be used only for the int
	a. If the PCS order states that the Government will arrange transportation of the HHG, but the civilian employee personally procures the HHG transportation, reimbursement is limited to actual expenses incurred by the civilian employee, limited to the “Best Value” cost of a Government-arranged move for the same HHG weight (JTR paragraph 054305-E.3).   b. If the Commuted Rate method is authorized, it must be annotated on the civilian employee’s PCS order.  The commuted-rate system may be used only for the int




	4. The PPSO is authorized to use Code 2 service when cost-effective, or when the PPSO determines it is necessary to meet the customer’s requirements.  The associated cost comparison will use the rate on file for the next BV TSP scheduled to be allocated a shipment using the Code D and Code 2 Traffic Distribution Lists.  If a customer requests the use of containerized service, the PPSO is authorized to honor this request, provided it is cost-effective, or when the PPSO determines it is necessary to meet the 
	4. The PPSO is authorized to use Code 2 service when cost-effective, or when the PPSO determines it is necessary to meet the customer’s requirements.  The associated cost comparison will use the rate on file for the next BV TSP scheduled to be allocated a shipment using the Code D and Code 2 Traffic Distribution Lists.  If a customer requests the use of containerized service, the PPSO is authorized to honor this request, provided it is cost-effective, or when the PPSO determines it is necessary to meet the 

	5. NTS shipments may be authorized based on the PCS assignment or as an alternative to HHG transportation when more cost advantageous to the government and approved through the Secretarial Process (JTR paragraph 0518-B.5). 
	5. NTS shipments may be authorized based on the PCS assignment or as an alternative to HHG transportation when more cost advantageous to the government and approved through the Secretarial Process (JTR paragraph 0518-B.5). 

	6. Service Members and Civilian Employees may be able to do a combination of all the above if they qualify based on their PCS orders, subject to excess cost. 
	6. Service Members and Civilian Employees may be able to do a combination of all the above if they qualify based on their PCS orders, subject to excess cost. 



	G. GOVERNMENT ARRANGED MOVES 
	1. The Counselor Will: 
	1. The Counselor Will: 
	1. The Counselor Will: 
	1. The Counselor Will: 
	a. Advise the customer they must provide the LAST day for pickup to be entered into the “Latest Pickup Date” to calculate the pickup spread window, which will be calculated seven (7) consecutive calendar days prior to the “Latest Pickup Date” entered in DPS.  The system will adjust the “Earliest Pickup Date.”  The customer will then provide their desired pickup date to be entered into the “Desired Pickup Date” and can be any one of the days within the spread, from Earliest to Latest, in their 7-day spread (
	a. Advise the customer they must provide the LAST day for pickup to be entered into the “Latest Pickup Date” to calculate the pickup spread window, which will be calculated seven (7) consecutive calendar days prior to the “Latest Pickup Date” entered in DPS.  The system will adjust the “Earliest Pickup Date.”  The customer will then provide their desired pickup date to be entered into the “Desired Pickup Date” and can be any one of the days within the spread, from Earliest to Latest, in their 7-day spread (
	a. Advise the customer they must provide the LAST day for pickup to be entered into the “Latest Pickup Date” to calculate the pickup spread window, which will be calculated seven (7) consecutive calendar days prior to the “Latest Pickup Date” entered in DPS.  The system will adjust the “Earliest Pickup Date.”  The customer will then provide their desired pickup date to be entered into the “Desired Pickup Date” and can be any one of the days within the spread, from Earliest to Latest, in their 7-day spread (

	b. Document the start and end of the Pickup Spread Dates, and the customer’s acceptance, the last day of the spread will be the customers “Latest Pickup Date” and the spread will not exceed seven (7) days.  Advise the customer it’s their responsibility to be available during the 7-day spread window, except for weekends or holidays. 
	b. Document the start and end of the Pickup Spread Dates, and the customer’s acceptance, the last day of the spread will be the customers “Latest Pickup Date” and the spread will not exceed seven (7) days.  Advise the customer it’s their responsibility to be available during the 7-day spread window, except for weekends or holidays. 

	c. Explain how the customer and TSP may negotiate the pickup date; however, the pickup date must be within the spread date window.  Advise the customer, after the shipment is awarded, if they need to move the pickup date to outside of the spread, the origin TO and TSP need to receive an email with the request. d. Verbally verify the customer’s pickup address, delivery address, and any additional pickup and delivery addresses are correct in DPS. 
	c. Explain how the customer and TSP may negotiate the pickup date; however, the pickup date must be within the spread date window.  Advise the customer, after the shipment is awarded, if they need to move the pickup date to outside of the spread, the origin TO and TSP need to receive an email with the request. d. Verbally verify the customer’s pickup address, delivery address, and any additional pickup and delivery addresses are correct in DPS. 

	e. Verify releasing and/or receiving agent information is correct, if applicable, and explain the procedures on designating an agent to release property or accept property in the customer’s absence and use of the POA or informal letter of authority.  For explanations, refer to DTR Part IV, Appendix A-K-1, paragraph V.7., for Service Members and DTR, Part IV, Appendix A-K-2, paragraph T.8., for Civilian Employees. 
	e. Verify releasing and/or receiving agent information is correct, if applicable, and explain the procedures on designating an agent to release property or accept property in the customer’s absence and use of the POA or informal letter of authority.  For explanations, refer to DTR Part IV, Appendix A-K-1, paragraph V.7., for Service Members and DTR, Part IV, Appendix A-K-2, paragraph T.8., for Civilian Employees. 

	f. Strongly encourage the customer to use a personal means of communication (e.g., cell phone) since they may not have access to military networks.  For international shipments, if the customer does not have a cell phone, request the customer provide an additional contact number so they can be reached in reference to their shipment. 
	f. Strongly encourage the customer to use a personal means of communication (e.g., cell phone) since they may not have access to military networks.  For international shipments, if the customer does not have a cell phone, request the customer provide an additional contact number so they can be reached in reference to their shipment. 

	g. Advise the customer on Professional Books, Papers, and Equipment, (PBP&E, also known as “Pro-Gear”), to include Spouse Pro-Gear.  Use the DD Form 3168, Customer/Spouse Professional Books, Papers, & Equipment (PBP&E) Worksheet, , when briefing the importance of PBP&E being annotated on the inventory prior to signing and providing a signed copy to the counselor.  Provide the JTR reference on what is and isn’t considered PBP&E (JTR paragraph 051304 and DTR, Part IV, Appendix A-K-1, paragraph I., for Service
	g. Advise the customer on Professional Books, Papers, and Equipment, (PBP&E, also known as “Pro-Gear”), to include Spouse Pro-Gear.  Use the DD Form 3168, Customer/Spouse Professional Books, Papers, & Equipment (PBP&E) Worksheet, , when briefing the importance of PBP&E being annotated on the inventory prior to signing and providing a signed copy to the counselor.  Provide the JTR reference on what is and isn’t considered PBP&E (JTR paragraph 051304 and DTR, Part IV, Appendix A-K-1, paragraph I., for Service
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	h. Explain the customer’s responsibility in servicing/de-servicing appliances (DTR, Part IV, Appendix A-K-1, paragraph X.1.n., for Service Members and DTR, Part IV, Appendix A-K-2, paragraph V.1.m., for Civilian Employees). 
	h. Explain the customer’s responsibility in servicing/de-servicing appliances (DTR, Part IV, Appendix A-K-1, paragraph X.1.n., for Service Members and DTR, Part IV, Appendix A-K-2, paragraph V.1.m., for Civilian Employees). 

	i. Inform the customer that they must identify during the pre-move survey with the TSP, all HHG items containing or are lithium cells or batteries that they would like to ship in their personal property.  If possible, identify the make and model of any HHG items that contain lithium cells or batteries to determine the size of the lithium cells or batteries.  Have the customer identify large battery powered items (i.e., lawn mowers, leaf blowers, etc.) to assist in proper shipment coordination. 
	i. Inform the customer that they must identify during the pre-move survey with the TSP, all HHG items containing or are lithium cells or batteries that they would like to ship in their personal property.  If possible, identify the make and model of any HHG items that contain lithium cells or batteries to determine the size of the lithium cells or batteries.  Have the customer identify large battery powered items (i.e., lawn mowers, leaf blowers, etc.) to assist in proper shipment coordination. 




	2. Storage. 
	2. Storage. 
	a. Advise Service Members on Storage-In-Transit (SIT) entitlement of 90 days and procedures to request additional storage if required (DTR, Part IV, Chapter A-406, paragraph A.4.b.). 
	a. Advise Service Members on Storage-In-Transit (SIT) entitlement of 90 days and procedures to request additional storage if required (DTR, Part IV, Chapter A-406, paragraph A.4.b.). 
	a. Advise Service Members on Storage-In-Transit (SIT) entitlement of 90 days and procedures to request additional storage if required (DTR, Part IV, Chapter A-406, paragraph A.4.b.). 

	b. Explain Civilian Employees domestic moves CONUS to CONUS, review orders to confirm if authorization for SIT is approved on the order.  Authorization is normally for 60 days; approval through Human Resources (HR) is required for additional storage up to 150 days (JTR paragraph 054307-A; CFR Title 41, Subtitle F, Chapter 302, Part 302-7 for Coast Guard Employees; and DTR, Part IV, Appendix A-K-2, paragraph S.1.). 
	b. Explain Civilian Employees domestic moves CONUS to CONUS, review orders to confirm if authorization for SIT is approved on the order.  Authorization is normally for 60 days; approval through Human Resources (HR) is required for additional storage up to 150 days (JTR paragraph 054307-A; CFR Title 41, Subtitle F, Chapter 302, Part 302-7 for Coast Guard Employees; and DTR, Part IV, Appendix A-K-2, paragraph S.1.). 

	c. Explain Civilian Employees international moves to/from OCONUS, will review orders and confirm if authorization for SIT is approved on the order.  Authorization, if approved is normally for 90 days; approval through HR is required for additional storage up to 180 days (JTR paragraph 054307-A; CFR Title 41, Subtitle F, Chapter 302, Part 302-7 for Coast Guard Employees). 
	c. Explain Civilian Employees international moves to/from OCONUS, will review orders and confirm if authorization for SIT is approved on the order.  Authorization, if approved is normally for 90 days; approval through HR is required for additional storage up to 180 days (JTR paragraph 054307-A; CFR Title 41, Subtitle F, Chapter 302, Part 302-7 for Coast Guard Employees). 

	d. 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. 
	d. 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. 

	e. All customers need to provide no less than a 7-day non-peak season and a 21-day peak season advanced notice when requesting a delivery out of SIT. f. If a SIT entitlement expires and an extension was not approved, SIT charges will convert to customer’s expense. 
	e. All customers need to provide no less than a 7-day non-peak season and a 21-day peak season advanced notice when requesting a delivery out of SIT. f. If a SIT entitlement expires and an extension was not approved, SIT charges will convert to customer’s expense. 

	g. Advise customer that receiving direct deliveries reduces loss or damage to their shipment. 
	g. Advise customer that receiving direct deliveries reduces loss or damage to their shipment. 




	3. How to avoid SIT: 
	3. How to avoid SIT: 
	a. Keep in contact with your TSP. 
	a. Keep in contact with your TSP. 
	a. Keep in contact with your TSP. 

	b. Keep all lines of communication updated and respond when contacted (e.g., phone numbers and email addresses). 
	b. Keep all lines of communication updated and respond when contacted (e.g., phone numbers and email addresses). 

	c. Have a receiving agent available to sign for the delivery of your shipment.  Use DD Form 3167, Releasing Agent Authorization Statement, . 
	c. Have a receiving agent available to sign for the delivery of your shipment.  Use DD Form 3167, Releasing Agent Authorization Statement, . 
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	4. Lithium Batteries. 
	4. Lithium Batteries. 
	a. Inform the customer that the TSP will handle lithium batteries or items containing lithium batteries at limited levels.  However, lithium batteries of all types and sizes are prohibited from NTS and the customer may have to provide disposition instructions if the shipment is rerouted. 
	a. Inform the customer that the TSP will handle lithium batteries or items containing lithium batteries at limited levels.  However, lithium batteries of all types and sizes are prohibited from NTS and the customer may have to provide disposition instructions if the shipment is rerouted. 
	a. Inform the customer that the TSP will handle lithium batteries or items containing lithium batteries at limited levels.  However, lithium batteries of all types and sizes are prohibited from NTS and the customer may have to provide disposition instructions if the shipment is rerouted. 

	b. Explain there are two (2) types of lithium batteries, lithium-ion and lithium metal. 
	b. Explain there are two (2) types of lithium batteries, lithium-ion and lithium metal. 
	(1) Lithium metal batteries are commonly found in cameras, watches, remote controls, handheld games, and smoke detectors.  Lithium metal batteries are single use and NOT rechargeable and come in various forms including cylindrical, button cells, or coin cells.  Always check items for the type of batteries installed.  They will commonly identify lithium battery on the item. 
	(1) Lithium metal batteries are commonly found in cameras, watches, remote controls, handheld games, and smoke detectors.  Lithium metal batteries are single use and NOT rechargeable and come in various forms including cylindrical, button cells, or coin cells.  Always check items for the type of batteries installed.  They will commonly identify lithium battery on the item. 
	(1) Lithium metal batteries are commonly found in cameras, watches, remote controls, handheld games, and smoke detectors.  Lithium metal batteries are single use and NOT rechargeable and come in various forms including cylindrical, button cells, or coin cells.  Always check items for the type of batteries installed.  They will commonly identify lithium battery on the item. 

	(2) Lithium-ion batteries are commonly found in cellphones, power tools, digital cameras, laptops, children’s toys, e-cigarettes, robot vacuums, small and large appliances, tablets, e-readers, lawn care equipment, and e-bikes.  Lithium-ion batteries are rechargeable and intended for multiple use.  Some lithium-ion batteries are internal to a product and not easily removable, while others may be.  Check manufacturer’s instructions for battery removal, if applicable. 
	(2) Lithium-ion batteries are commonly found in cellphones, power tools, digital cameras, laptops, children’s toys, e-cigarettes, robot vacuums, small and large appliances, tablets, e-readers, lawn care equipment, and e-bikes.  Lithium-ion batteries are rechargeable and intended for multiple use.  Some lithium-ion batteries are internal to a product and not easily removable, while others may be.  Check manufacturer’s instructions for battery removal, if applicable. 




	c. The TSP is required to properly package, label, and certify (if required) lithium-ion battery rated at 100 watt-hours or less (20 watt-hours or less for lithium-ion cell) and lithium metal batteries containing two (2) grams or less of lithium content one (1) gram or less for lithium metal cells). 
	c. The TSP is required to properly package, label, and certify (if required) lithium-ion battery rated at 100 watt-hours or less (20 watt-hours or less for lithium-ion cell) and lithium metal batteries containing two (2) grams or less of lithium content one (1) gram or less for lithium metal cells). 

	d. Inform customers that for lithium-ion batteries, the watt-hour rating is sometimes printed on the battery; or an internet search of the make and model of the battery may provide the size of the battery.  If not, take the volts and multiply by ampere-hours to determine watt-hours.  For lithium metal, take the ampere-hours and multiply by .3 to get the lithium content. 
	d. Inform customers that for lithium-ion batteries, the watt-hour rating is sometimes printed on the battery; or an internet search of the make and model of the battery may provide the size of the battery.  If not, take the volts and multiply by ampere-hours to determine watt-hours.  For lithium metal, take the ampere-hours and multiply by .3 to get the lithium content. 




	5. Customer Responsibilities. 
	5. Customer Responsibilities. 
	a. Inform the customer to document loss and/or damage (written and/or electronic) at origin and destination with the TSP. 
	a. Inform the customer to document loss and/or damage (written and/or electronic) at origin and destination with the TSP. 
	a. Inform the customer to document loss and/or damage (written and/or electronic) at origin and destination with the TSP. 

	b. Explain the customer’s responsibility to sign delivery documents and to release the documents to the carrier immediately upon delivery of property, which includes completion of delivery services and annotation of discrepancies. 
	b. Explain the customer’s responsibility to sign delivery documents and to release the documents to the carrier immediately upon delivery of property, which includes completion of delivery services and annotation of discrepancies. 

	c. Explain the customer’s responsibility to contact the TSP and the PPSO, once assigned, to provide updates and changes throughout the move with any factors that could affect the pickup or delivery of the move, (i.e., amendments to orders, change of address, availability, etc.).  Use DD Form 3161, Outbound Shipment Change Request, Fetc.).  Use DD Form 3161, Outbound Shipment Change Request, Fetc.).  Use DD Form 3161, Outbound Shipment Change Request, Fetc.).  Use DD Form 3161, Outbound Shipment Change Reque
	c. Explain the customer’s responsibility to contact the TSP and the PPSO, once assigned, to provide updates and changes throughout the move with any factors that could affect the pickup or delivery of the move, (i.e., amendments to orders, change of address, availability, etc.).  Use DD Form 3161, Outbound Shipment Change Request, Fetc.).  Use DD Form 3161, Outbound Shipment Change Request, Fetc.).  Use DD Form 3161, Outbound Shipment Change Request, Fetc.).  Use DD Form 3161, Outbound Shipment Change Reque

	e. Counsel the customer about the PPCIG General OCONUS Shipment Instructions, Weight Restrictions, Customs Clearance Procedures, Requirements and Restrictions (i.e., Consumables, UB, Oversized Furniture, Privately Owned Firearms (POF), Pets/Quarantine); review for additional restrictions, etc.  In addition, separation, retirement entitlements and limitations.  When the customer is shipping Alcoholic Beverages use DD Form 3169, Shipping Alcoholic Beverages, to brief and have customer sign. 
	e. Counsel the customer about the PPCIG General OCONUS Shipment Instructions, Weight Restrictions, Customs Clearance Procedures, Requirements and Restrictions (i.e., Consumables, UB, Oversized Furniture, Privately Owned Firearms (POF), Pets/Quarantine); review for additional restrictions, etc.  In addition, separation, retirement entitlements and limitations.  When the customer is shipping Alcoholic Beverages use DD Form 3169, Shipping Alcoholic Beverages, to brief and have customer sign. 
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	6. Customer Satisfaction Survey. 
	6. Customer Satisfaction Survey. 
	a. Brief the customer that they and/or their representative will receive a series of notifications via email or Multimedia Messaging Service (MMS) through each segment of their move (counseling, origin/destination services, claims [if applicable]) requesting them to complete a short survey up to six (6) questions. 
	a. Brief the customer that they and/or their representative will receive a series of notifications via email or Multimedia Messaging Service (MMS) through each segment of their move (counseling, origin/destination services, claims [if applicable]) requesting them to complete a short survey up to six (6) questions. 
	a. Brief the customer that they and/or their representative will receive a series of notifications via email or Multimedia Messaging Service (MMS) through each segment of their move (counseling, origin/destination services, claims [if applicable]) requesting them to complete a short survey up to six (6) questions. 

	b. The CSS uses a 5-point Likert scale compromised of smiley faces rating satisfaction of their move and the mover; and gives the customer the ability to write comments detailing the move or mover experience.  The CSS is important as it directly impacts that mover’s future business with the DoD. 
	b. The CSS uses a 5-point Likert scale compromised of smiley faces rating satisfaction of their move and the mover; and gives the customer the ability to write comments detailing the move or mover experience.  The CSS is important as it directly impacts that mover’s future business with the DoD. 

	c. The customer’s primary and secondary phone numbers and email addresses are used to send CSS notifications.  To avoid missing the CSS notifications, it is very important to update phone numbers and/or email when there are changes.   
	c. The customer’s primary and secondary phone numbers and email addresses are used to send CSS notifications.  To avoid missing the CSS notifications, it is very important to update phone numbers and/or email when there are changes.   

	d. Inform the customer that once the shipment changes to the next stage, notification will be sent within 12 hours from when the CSS Contractor receives the trigger from USTRANSCOM.  Additional MMS and/or email reminders are sent as deemed appropriate to ensure sufficient responses from customers.  It is important to note that surveys will not be sent for partial deliveries.  Only once the final portion of the shipment has been delivered.   
	d. Inform the customer that once the shipment changes to the next stage, notification will be sent within 12 hours from when the CSS Contractor receives the trigger from USTRANSCOM.  Additional MMS and/or email reminders are sent as deemed appropriate to ensure sufficient responses from customers.  It is important to note that surveys will not be sent for partial deliveries.  Only once the final portion of the shipment has been delivered.   

	e. CSS notifications will indicate the shipment stage, which is to be completed.  The notification will identify shipment unique indicators (e.g., shipment origin/destination services, type of shipment [i.e., dHHG, iHHG, or UB], and BL number).   
	e. CSS notifications will indicate the shipment stage, which is to be completed.  The notification will identify shipment unique indicators (e.g., shipment origin/destination services, type of shipment [i.e., dHHG, iHHG, or UB], and BL number).   

	f. Inform the customer that they or their representative have 120 days to complete the survey from final notification. 
	f. Inform the customer that they or their representative have 120 days to complete the survey from final notification. 

	g. Once a survey has been submitted, it cannot be changed.   
	g. Once a survey has been submitted, it cannot be changed.   




	7. For CSS Information and Fact Sheet, visit , under Forms and fact sheets, Customer Satisfaction Survey Fact Sheet. 
	7. For CSS Information and Fact Sheet, visit , under Forms and fact sheets, Customer Satisfaction Survey Fact Sheet. 
	https://www.militaryonesource.mil/moving-pcs/plan-to-move/personal-property-resources/


	8. Motorcycles. 
	8. Motorcycles. 



	Advise customers who are shipping a motorcycle of their responsibilities (DTR, Part IV, Appendix A-K-1, paragraph G, for Service Members and DTR, Part IV, Appendix A-K-2, paragraph H, for Civilian Employees). 
	a. Motorcycles will be drained of fuel and then operated until all fuel is exhausted.  Fuel injected models must be drained of fuel.  Carbureted models must be drained down to reserve, or as low as possible.  This can be done by running the engine until empty and/or using a siphoning device. b. Battery must be disconnected prior to pickup of shipment; tape ends with electrical tape to prevent sparking. 
	a. Motorcycles will be drained of fuel and then operated until all fuel is exhausted.  Fuel injected models must be drained of fuel.  Carbureted models must be drained down to reserve, or as low as possible.  This can be done by running the engine until empty and/or using a siphoning device. b. Battery must be disconnected prior to pickup of shipment; tape ends with electrical tape to prevent sparking. 
	a. Motorcycles will be drained of fuel and then operated until all fuel is exhausted.  Fuel injected models must be drained of fuel.  Carbureted models must be drained down to reserve, or as low as possible.  This can be done by running the engine until empty and/or using a siphoning device. b. Battery must be disconnected prior to pickup of shipment; tape ends with electrical tape to prevent sparking. 
	a. Motorcycles will be drained of fuel and then operated until all fuel is exhausted.  Fuel injected models must be drained of fuel.  Carbureted models must be drained down to reserve, or as low as possible.  This can be done by running the engine until empty and/or using a siphoning device. b. Battery must be disconnected prior to pickup of shipment; tape ends with electrical tape to prevent sparking. 
	a. Motorcycles will be drained of fuel and then operated until all fuel is exhausted.  Fuel injected models must be drained of fuel.  Carbureted models must be drained down to reserve, or as low as possible.  This can be done by running the engine until empty and/or using a siphoning device. b. Battery must be disconnected prior to pickup of shipment; tape ends with electrical tape to prevent sparking. 




	NOTE:  Only non-spillable batteries are authorized to be shipped (refer to Appendix A-I (Hazardous List), paragraph H). 
	c. Motorcycle will be clean and free of dirt and mud. 
	c. Motorcycle will be clean and free of dirt and mud. 
	c. Motorcycle will be clean and free of dirt and mud. 
	c. Motorcycle will be clean and free of dirt and mud. 
	c. Motorcycle will be clean and free of dirt and mud. 

	d. Customers must ensure the motorcycle is annotated on the inventory, including Vehicle Identification Number or Serial Number, year, make, model, cubic centimeters, and odometer reading.  Customers must provide the key for fork lock, if applicable, so the TSP can move the motorcycle freely. 
	d. Customers must ensure the motorcycle is annotated on the inventory, including Vehicle Identification Number or Serial Number, year, make, model, cubic centimeters, and odometer reading.  Customers must provide the key for fork lock, if applicable, so the TSP can move the motorcycle freely. 

	e. Check OCONUS PPCIG to determine if motorcycles can be shipped as HHG or is considered a POV by the host country. 
	e. Check OCONUS PPCIG to determine if motorcycles can be shipped as HHG or is considered a POV by the host country. 

	f. Brief customers on Electronic Bikes “E-Bikes” and removal of lithium batteries. 
	f. Brief customers on Electronic Bikes “E-Bikes” and removal of lithium batteries. 

	g. During counseling of Motorcycle/Dirt Bike, use DD Form 3159, Motorcycle/Dirt Bike Information Worksheet, information worksheet to determine requirements. 
	g. During counseling of Motorcycle/Dirt Bike, use DD Form 3159, Motorcycle/Dirt Bike Information Worksheet, information worksheet to determine requirements. 
	Figure A-M-9, 



	9. Boats. 
	9. Boats. 



	Advise customers shipping a boat of their responsibilities (DTR, Part IV, Appendix A-K-1, paragraph S, for Service Members and DTR, Part IV, Appendix A-K-2, paragraph K, for Civilian Employees).   
	a. Ensure trailer has a valid registration or a transit permit of the origin State (does not require a license). 
	a. Ensure trailer has a valid registration or a transit permit of the origin State (does not require a license). 
	a. Ensure trailer has a valid registration or a transit permit of the origin State (does not require a license). 
	a. Ensure trailer has a valid registration or a transit permit of the origin State (does not require a license). 

	b. Proof of ownership (e.g., bill of sale, registration, etc.). 
	b. Proof of ownership (e.g., bill of sale, registration, etc.). 

	c. Boat size (over 14 feet) with or without a trailer are moved as Boat One Time Only shipments, unless moving via PPM method. 
	c. Boat size (over 14 feet) with or without a trailer are moved as Boat One Time Only shipments, unless moving via PPM method. 

	d. Civilian Employees are NOT authorized to ship or store boats exceeding 18 feet. 
	d. Civilian Employees are NOT authorized to ship or store boats exceeding 18 feet. 

	e. Trailer has working lights. 
	e. Trailer has working lights. 

	f. Trailer has tires and hubs in good condition. 
	f. Trailer has tires and hubs in good condition. 

	g. Trailer frame cannot be bent, twisted, or broken. 
	g. Trailer frame cannot be bent, twisted, or broken. 

	h. Civilian Employees are NOT authorized to store boats that exceed 14 feet unless approved by the PPSO and a weight additive is agreed upon. 
	h. Civilian Employees are NOT authorized to store boats that exceed 14 feet unless approved by the PPSO and a weight additive is agreed upon. 

	i. During counseling of Boat/Personal Watercraft, use DD Form 3178, Boat/Personal Watercraft Counseling and Information Sheet, , to determine requirements. 
	i. During counseling of Boat/Personal Watercraft, use DD Form 3178, Boat/Personal Watercraft Counseling and Information Sheet, , to determine requirements. 
	Figure A-M-21




	H. CIVILIAN MOVES 
	Advise Civilian Employees to ensure they discuss Relocation Income Tax (RIT) Allowances (JTR paragraph 053611) with their finance office. 
	I. MOBILE HOMES 
	1. Advise the customer they are entitled to ship a mobile home between CONUS PDS and to, from, or between CONUS and Alaska and between Alaska duty stations. 
	1. Advise the customer they are entitled to ship a mobile home between CONUS PDS and to, from, or between CONUS and Alaska and between Alaska duty stations. 
	1. Advise the customer they are entitled to ship a mobile home between CONUS PDS and to, from, or between CONUS and Alaska and between Alaska duty stations. 
	1. Advise the customer they are entitled to ship a mobile home between CONUS PDS and to, from, or between CONUS and Alaska and between Alaska duty stations. 

	2. Subject to excess cost, the customer may ship to a designated CONUS location if home will be used as a residence by dependents (DTR, Part IV, Appendix A-K-5).  Tiny houses are inclusive. 3. Mobile home transportation may be chosen instead of HHG transportation.  Selection of mobile home transportation does not allow UB or HHG transportation unless the HHG was removed from the mobile home for safe transportation.  The customer may not request or accept payment for PCS HHG weight allowance transportation a
	2. Subject to excess cost, the customer may ship to a designated CONUS location if home will be used as a residence by dependents (DTR, Part IV, Appendix A-K-5).  Tiny houses are inclusive. 3. Mobile home transportation may be chosen instead of HHG transportation.  Selection of mobile home transportation does not allow UB or HHG transportation unless the HHG was removed from the mobile home for safe transportation.  The customer may not request or accept payment for PCS HHG weight allowance transportation a



	J. PRIVATELY OWNED FIREARMS (POF) 
	1. Always check the PPCIG for country specific restrictions and prohibitions and the DTR, Part IV, Chapter A-409, for shipment procedures.  Advise customers to check destination State firearms restrictions prior to shipping firearms to destination due to the changing State laws when it comes to POF.   
	1. Always check the PPCIG for country specific restrictions and prohibitions and the DTR, Part IV, Chapter A-409, for shipment procedures.  Advise customers to check destination State firearms restrictions prior to shipping firearms to destination due to the changing State laws when it comes to POF.   
	1. Always check the PPCIG for country specific restrictions and prohibitions and the DTR, Part IV, Chapter A-409, for shipment procedures.  Advise customers to check destination State firearms restrictions prior to shipping firearms to destination due to the changing State laws when it comes to POF.   
	1. Always check the PPCIG for country specific restrictions and prohibitions and the DTR, Part IV, Chapter A-409, for shipment procedures.  Advise customers to check destination State firearms restrictions prior to shipping firearms to destination due to the changing State laws when it comes to POF.   
	a. Make the firearm inoperable by removing the bolt, firing pin, trigger assembly, and other arming parts.  The customer must provide key/combinations to any firearm safes. 
	a. Make the firearm inoperable by removing the bolt, firing pin, trigger assembly, and other arming parts.  The customer must provide key/combinations to any firearm safes. 
	a. Make the firearm inoperable by removing the bolt, firing pin, trigger assembly, and other arming parts.  The customer must provide key/combinations to any firearm safes. 

	b. Remove all ammunition from the firearm. 
	b. Remove all ammunition from the firearm. 

	c. Ensure the firearm information is written on the inventory:  make, model, serial number, unique characteristics, and caliber or gauge. 
	c. Ensure the firearm information is written on the inventory:  make, model, serial number, unique characteristics, and caliber or gauge. 




	2. Firearms shipped in containerized shipments must be placed in the number 1 container to insure easy access by custom officials. 
	2. Firearms shipped in containerized shipments must be placed in the number 1 container to insure easy access by custom officials. 

	3. Live ammunition may not be shipped. 
	3. Live ammunition may not be shipped. 

	4. Firearms must be removed from safe (if applicable), packaged separately, and inventoried. 
	4. Firearms must be removed from safe (if applicable), packaged separately, and inventoried. 

	5. During counseling of POF, use DD Form 3152, Privately Owned Firearms (POF) Information Worksheet, , to determine requirements. 
	5. During counseling of POF, use DD Form 3152, Privately Owned Firearms (POF) Information Worksheet, , to determine requirements. 
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	6. Brief customers that any POF without a serial number is prohibited from being shipped or stored as part of a personal property shipment.  The only exception for authorized shipment, in the absence of serial number, is if the firearm was manufactured prior to 1968. 
	6. Brief customers that any POF without a serial number is prohibited from being shipped or stored as part of a personal property shipment.  The only exception for authorized shipment, in the absence of serial number, is if the firearm was manufactured prior to 1968. 

	7. Advise Service Members that they are authorized to ship empty gun safes, in the same way and to the same location, as their HHG.  The maximum weight allowed for gun safe transportation is limited to 500 pounds net weight in addition to Service Member’s weight allowance authorized (JTR paragraph 051401, Table 5-37), not to exceed 18,000 pounds. 
	7. Advise Service Members that they are authorized to ship empty gun safes, in the same way and to the same location, as their HHG.  The maximum weight allowed for gun safe transportation is limited to 500 pounds net weight in addition to Service Member’s weight allowance authorized (JTR paragraph 051401, Table 5-37), not to exceed 18,000 pounds. 



	K. CLAIMS 
	1. Provide the customer with the Personal Property Claims Fact Sheet (available on ; Moving forms and fact sheets). 
	1. Provide the customer with the Personal Property Claims Fact Sheet (available on ; Moving forms and fact sheets). 
	1. Provide the customer with the Personal Property Claims Fact Sheet (available on ; Moving forms and fact sheets). 
	1. Provide the customer with the Personal Property Claims Fact Sheet (available on ; Moving forms and fact sheets). 
	https://www.militaryonesource.mil/resources/tools/personal-property-resources/


	2. During counseling of Claims FRV, use DD Form 3153, Claims for Full Replacement Value (FRV) Coverage Counseling Checklist and Member/Employee Information, , to determine requirements. 
	2. During counseling of Claims FRV, use DD Form 3153, Claims for Full Replacement Value (FRV) Coverage Counseling Checklist and Member/Employee Information, , to determine requirements. 
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	3. Claims are a two-part process.  Explain the difference between the two-part process of the notification of loss/damage and submission of a claim. 
	3. Claims are a two-part process.  Explain the difference between the two-part process of the notification of loss/damage and submission of a claim. 

	4. The customer must provide notice of loss/damage within 180 days from the delivery date in DPS. 
	4. The customer must provide notice of loss/damage within 180 days from the delivery date in DPS. 
	a. For loss/damage discovered at delivery, complete the DP3 Notification of Loss or Damage AT Delivery Form, provided by the TSP at delivery. b. For loss/damage discovered after delivery, complete the DP3 Notification of Loss or Damage AFTER Delivery Form via DPS within 180 days after delivery.  The customer may also submit the Notification of Loss or Damage AFTER Delivery form by email or mail if it is transmitted or postmarked within 180 calendar days of delivery. 
	a. For loss/damage discovered at delivery, complete the DP3 Notification of Loss or Damage AT Delivery Form, provided by the TSP at delivery. b. For loss/damage discovered after delivery, complete the DP3 Notification of Loss or Damage AFTER Delivery Form via DPS within 180 days after delivery.  The customer may also submit the Notification of Loss or Damage AFTER Delivery form by email or mail if it is transmitted or postmarked within 180 calendar days of delivery. 
	a. For loss/damage discovered at delivery, complete the DP3 Notification of Loss or Damage AT Delivery Form, provided by the TSP at delivery. b. For loss/damage discovered after delivery, complete the DP3 Notification of Loss or Damage AFTER Delivery Form via DPS within 180 days after delivery.  The customer may also submit the Notification of Loss or Damage AFTER Delivery form by email or mail if it is transmitted or postmarked within 180 calendar days of delivery. 

	c. Explain that filing notice of loss or damage DOES NOT constitute filing a claim. 
	c. Explain that filing notice of loss or damage DOES NOT constitute filing a claim. 




	5. File an itemized claim in DPS within nine (9) months from the delivery date. 
	5. File an itemized claim in DPS within nine (9) months from the delivery date. 
	a. The TSP may send someone to inspect your items to determine payment or repair amount.  For lost items, an official tracer will be initiated. 
	a. The TSP may send someone to inspect your items to determine payment or repair amount.  For lost items, an official tracer will be initiated. 
	a. The TSP may send someone to inspect your items to determine payment or repair amount.  For lost items, an official tracer will be initiated. 

	b. The TSP has 30 days to make an offer or deny liability for claims under $1,000 and 60 days on claims over $1,000. 
	b. The TSP has 30 days to make an offer or deny liability for claims under $1,000 and 60 days on claims over $1,000. 

	c. You can make counter offers and the TSP must respond to each reply within seven (7) days. 
	c. You can make counter offers and the TSP must respond to each reply within seven (7) days. 

	d. If repairing an item, the TSP must hire a repair company in 20 days and have that company inspect the item within 45 days. 
	d. If repairing an item, the TSP must hire a repair company in 20 days and have that company inspect the item within 45 days. 

	e. If the TSP has stopped communication, do not dispose of, obtain an estimate, or repair any items without first contacting the Military Claims Office (MCO) for approval. 
	e. If the TSP has stopped communication, do not dispose of, obtain an estimate, or repair any items without first contacting the Military Claims Office (MCO) for approval. 

	f. Upon accepting settlement from the TSP, the customer must finalize the claim by accepting the claim offer in DPS.  The customer shouldn’t feel pressured to accept the offer and only accept if completely satisfied. 
	f. Upon accepting settlement from the TSP, the customer must finalize the claim by accepting the claim offer in DPS.  The customer shouldn’t feel pressured to accept the offer and only accept if completely satisfied. 
	(1) The TSP must make payments within 30 days of the claim acceptance. 
	(1) The TSP must make payments within 30 days of the claim acceptance. 
	(1) The TSP must make payments within 30 days of the claim acceptance. 

	(2) The TSP must pick up the salvage items within 30 days of being deemed beyond repair. 
	(2) The TSP must pick up the salvage items within 30 days of being deemed beyond repair. 




	g. Transfer your claim to the MCO if you are not fully satisfied with the final offer amounts. 
	g. Transfer your claim to the MCO if you are not fully satisfied with the final offer amounts. 

	h. If the claim is not filed in DPS within nine (9) months, the customer will no longer be eligible for FRV, and the claim must be filed with the MCO. 
	h. If the claim is not filed in DPS within nine (9) months, the customer will no longer be eligible for FRV, and the claim must be filed with the MCO. 






	NOTE:  Alternate Filing Option - Quick Claim Settlement:  If offered on delivery day, you may file paperwork in-person with the TSP to promptly resolve minor loss or damage (not to exceed $2,000).  Payment is made within five (5) days of claim submission.  You may still file other claims for loss or damage discovered after delivery, excluding the items filed under a “quick claim”. 
	L. REAL PROPERTY DAMAGE CLAIM 
	1. Document any damage on the day it occurs and point out to the TSP/agent damages discovered while the TSP is still at residence.  TSP is required to provide the customer with a Real Property Damage Form at the time of pickup or delivery. 
	1. Document any damage on the day it occurs and point out to the TSP/agent damages discovered while the TSP is still at residence.  TSP is required to provide the customer with a Real Property Damage Form at the time of pickup or delivery. 
	1. Document any damage on the day it occurs and point out to the TSP/agent damages discovered while the TSP is still at residence.  TSP is required to provide the customer with a Real Property Damage Form at the time of pickup or delivery. 
	1. Document any damage on the day it occurs and point out to the TSP/agent damages discovered while the TSP is still at residence.  TSP is required to provide the customer with a Real Property Damage Form at the time of pickup or delivery. 

	2. Conduct a pre and post walk around with the TSP noting any damages (interior and exterior) in writing.  Take pictures for your records and note any issues on the Real Property Damage Form. 
	2. Conduct a pre and post walk around with the TSP noting any damages (interior and exterior) in writing.  Take pictures for your records and note any issues on the Real Property Damage Form. 

	3. Contact the TSP directly within seven (7) days from the last date they were at your residence.  The TSP may require you to submit a Real Property Damage Claim Form. 
	3. Contact the TSP directly within seven (7) days from the last date they were at your residence.  The TSP may require you to submit a Real Property Damage Claim Form. 

	4. The TSP will schedule an inspection within 15 days of notification.  The repair estimate will be shared with you to determine payment. 
	4. The TSP will schedule an inspection within 15 days of notification.  The repair estimate will be shared with you to determine payment. 

	5. Brief the customer that the requirements of the Tender of Service, specifically the requirement to seek recovery/restitution for real property damage is directly with the responsible TSP.  The PPPO/PPSO responsibility is to ensure the TSP complies with the requirements specified in the TOS.  In the event of a dispute regarding liability the customer may need to seek relief through public legal channels.  For more information, the customer may contact the servicing base legal office. 
	5. Brief the customer that the requirements of the Tender of Service, specifically the requirement to seek recovery/restitution for real property damage is directly with the responsible TSP.  The PPPO/PPSO responsibility is to ensure the TSP complies with the requirements specified in the TOS.  In the event of a dispute regarding liability the customer may need to seek relief through public legal channels.  For more information, the customer may contact the servicing base legal office. 



	M. BLUEBARK 
	To assist in handling BLUEBARK shipments with the utmost sensitivity, the Services will assign a Mortuary Affairs Officer (MAO) or Casualty Assistance Officer (CAO) who is the primary Point of Contact (POC) for matters involving the death of a customer.  The MAO/CAO will coordinate the movement and storage of the deceased customer’s HHG, to include obtaining the necessary appropriation data if not provided on the authorized documentation. 
	1. BLUEBARK shipments should be briefed by a Personal Property Supervisor or assigned counselor. 
	1. BLUEBARK shipments should be briefed by a Personal Property Supervisor or assigned counselor. 
	1. BLUEBARK shipments should be briefed by a Personal Property Supervisor or assigned counselor. 
	1. BLUEBARK shipments should be briefed by a Personal Property Supervisor or assigned counselor. 

	2. Mark the capitalized code word “BLUEBARK” on all shipping documents and crated shipping containers. 
	2. Mark the capitalized code word “BLUEBARK” on all shipping documents and crated shipping containers. 

	3. Confirm with the MAO/CAO who the POC will be for all communications regarding their PCS entitlements and scheduling of the shipment.  Contact the POC to schedule an appointment to provide a full counseling briefing. 
	3. Confirm with the MAO/CAO who the POC will be for all communications regarding their PCS entitlements and scheduling of the shipment.  Contact the POC to schedule an appointment to provide a full counseling briefing. 

	4. Review all applicable entitlements for the POC shipment request and authorization. 
	4. Review all applicable entitlements for the POC shipment request and authorization. 

	5. Confirm NOK wishes for Quality Assurance (QA) representation during pack, pickup, and delivery. 
	5. Confirm NOK wishes for Quality Assurance (QA) representation during pack, pickup, and delivery. 

	6. Provide direct contact information to POC for Origin and Destination representatives. 
	6. Provide direct contact information to POC for Origin and Destination representatives. 

	7. Provide guidance on who to contact and how if there’s a need to file an extension for shipment and/or storage entitlements.  Use DD Form 3151, Entitlement Extension Request, , to brief member on entitlement. 
	7. Provide guidance on who to contact and how if there’s a need to file an extension for shipment and/or storage entitlements.  Use DD Form 3151, Entitlement Extension Request, , to brief member on entitlement. 
	Figure A-M-1


	8. Mark shipping documents “Direct Delivery Prohibited”.  The responsible origin shipping office Joint Personal Property Shipping Office ensures that all shipment documents are marked “Direct Delivery Prohibited”. 
	8. Mark shipping documents “Direct Delivery Prohibited”.  The responsible origin shipping office Joint Personal Property Shipping Office ensures that all shipment documents are marked “Direct Delivery Prohibited”. 

	9. The responsible shipping office will notify the destination PPSO by electronic means of the impending BLUEBARK shipment to include copies of all documentation (annotated with the term “BLUEBARK”) to the destination PPSO.  Advance documentation must be provided in a timely manner to allow the destination PPSO sufficient time to contact the TSP and consignee before arrival of the shipment.  The destination PPSO must be provided, as a minimum, the consignee’s name and address, the RDD, and the name of the T
	9. The responsible shipping office will notify the destination PPSO by electronic means of the impending BLUEBARK shipment to include copies of all documentation (annotated with the term “BLUEBARK”) to the destination PPSO.  Advance documentation must be provided in a timely manner to allow the destination PPSO sufficient time to contact the TSP and consignee before arrival of the shipment.  The destination PPSO must be provided, as a minimum, the consignee’s name and address, the RDD, and the name of the T

	10. The responsible destination PPSO coordinates delivery and inspection with the authorized receiving agent. 
	10. The responsible destination PPSO coordinates delivery and inspection with the authorized receiving agent. 

	11. Debris removal services are utilized by exception only.  BLUEBARK is an authorized exception.  Some other exceptions may be approved. 
	11. Debris removal services are utilized by exception only.  BLUEBARK is an authorized exception.  Some other exceptions may be approved. 

	12. Brief on time limitation of BLUEBARK personal property (JTR paragraph 052010 (3), Table 5-49). 
	12. Brief on time limitation of BLUEBARK personal property (JTR paragraph 052010 (3), Table 5-49). 

	13. CSS for BLUEBARK shipments will not be sent. 
	13. CSS for BLUEBARK shipments will not be sent. 



	N. WOUNDED, ILL, OR INJURED SERVICE MEMBERS 
	These are Service Members that have complex medical issues that keep them from performing one or more tasks in the military.  Depending on their medical condition, they may be authorized by their branch of service, odd or unusual entitlements.   
	1. Confirm who, when, and where the Seriously Wounded, Ill, or Injured Service Members or their appointed representative will be counseled. 
	1. Confirm who, when, and where the Seriously Wounded, Ill, or Injured Service Members or their appointed representative will be counseled. 
	1. Confirm who, when, and where the Seriously Wounded, Ill, or Injured Service Members or their appointed representative will be counseled. 
	1. Confirm who, when, and where the Seriously Wounded, Ill, or Injured Service Members or their appointed representative will be counseled. 

	2. Confirm all approved exceptions and entitlements and the special requirements requested from the counseling office and brief accordingly. 
	2. Confirm all approved exceptions and entitlements and the special requirements requested from the counseling office and brief accordingly. 

	3. Exceptions for Seriously Wounded, Ill, or Injured Service Member shipments are debris removal, pickup, and delivery at self or mini storage may be granted. 
	3. Exceptions for Seriously Wounded, Ill, or Injured Service Member shipments are debris removal, pickup, and delivery at self or mini storage may be granted. 

	4. Normally the customer must be present for this service, however, PPSO has the authority to approve this additional service. 
	4. Normally the customer must be present for this service, however, PPSO has the authority to approve this additional service. 

	5. There are no special or additional counseling requirements for Seriously Wounded, Ill, or Injured Service Members moves. 
	5. There are no special or additional counseling requirements for Seriously Wounded, Ill, or Injured Service Members moves. 



	O. SAFE MOVES 
	1. If a personal property shipment requires a ‘Safe Move’ for personal safety, see JTR paragraph 052014 (ref paragraph 51205-C), Travel and Transportation for a Dependent Relocation for Personal Safety. 
	1. If a personal property shipment requires a ‘Safe Move’ for personal safety, see JTR paragraph 052014 (ref paragraph 51205-C), Travel and Transportation for a Dependent Relocation for Personal Safety. 
	1. If a personal property shipment requires a ‘Safe Move’ for personal safety, see JTR paragraph 052014 (ref paragraph 51205-C), Travel and Transportation for a Dependent Relocation for Personal Safety. 
	1. If a personal property shipment requires a ‘Safe Move’ for personal safety, see JTR paragraph 052014 (ref paragraph 51205-C), Travel and Transportation for a Dependent Relocation for Personal Safety. 

	2. Personal Safety Moves may include Sensitive Shipments and Witness Protection Shipments.  The counseling office shall follow Service-specific regulations if applicable.  The counselors shall ensure the protected individual's shipment record is masked for protection and the protected individual is the only one who can access or be provided shipment details. 
	2. Personal Safety Moves may include Sensitive Shipments and Witness Protection Shipments.  The counseling office shall follow Service-specific regulations if applicable.  The counselors shall ensure the protected individual's shipment record is masked for protection and the protected individual is the only one who can access or be provided shipment details. 



	NOTE:  Counselors should ensure the shipment is recorded under the protected individual’s information. 
	P. INCONVENIENCE CLAIMS 
	Provide the customer with the Inconvenience Claims Fact Sheet (available on https://www.militaryonesource.mil/resources/tools/personal-property-resources/; Moving forms and fact sheets).  The maximum amount due as part of an inconvenience claim payment without receipts is limited to seven (7) days.  The payment will include the full meals and incidental rates for the customer at affected location and number of days at 100% rate.  In no case will payment be for less than the 100% rate for the number of days 
	1. Laundry service. 
	1. Laundry service. 
	1. Laundry service. 
	1. Laundry service. 

	2. Furniture and/or appliance rental. 
	2. Furniture and/or appliance rental. 

	3. Air mattresses. 
	3. Air mattresses. 

	4. Towels, linens, and pillows. 
	4. Towels, linens, and pillows. 

	5. Lodging may be approved by TSP on a case-by-case basis. 
	5. Lodging may be approved by TSP on a case-by-case basis. 



	Q.  NON-TEMPORARY STORAGE (NTS) 
	1. Scheduling Items into NTS. 
	1. Scheduling Items into NTS. 
	1. Scheduling Items into NTS. 
	1. Scheduling Items into NTS. 
	a. All PPPOs/PPSOs will assist customers to determine the correct type of storage (SIT or NTS) for their HHG.   
	a. All PPPOs/PPSOs will assist customers to determine the correct type of storage (SIT or NTS) for their HHG.   
	a. All PPPOs/PPSOs will assist customers to determine the correct type of storage (SIT or NTS) for their HHG.   





	b. If the customer is physically in a different location and needs to visit a TO to schedule an NTS shipment, provide the following link to locate the nearest TO office: https://installations.militaryonesource.mil/search?program-service=39/view-by=ALL site.   
	b. If the customer is physically in a different location and needs to visit a TO to schedule an NTS shipment, provide the following link to locate the nearest TO office: https://installations.militaryonesource.mil/search?program-service=39/view-by=ALL site.   

	c. Customers must have copy of the most recent orders available for counselor to upload into DPS. 
	c. Customers must have copy of the most recent orders available for counselor to upload into DPS. 
	2. Emphasize the importance of keeping customer contact information up to date. 
	2. Emphasize the importance of keeping customer contact information up to date. 
	2. Emphasize the importance of keeping customer contact information up to date. 




	a. Contact address, phone numbers, and personal emails should remain current throughout the duration of the storage; discourage the use of military emails as they are no longer active when you move to a new location. 
	a. Contact address, phone numbers, and personal emails should remain current throughout the duration of the storage; discourage the use of military emails as they are no longer active when you move to a new location. 

	b. Explain the difficulty for the PPPO/PPSO to locate the customer once they leave the service or job if the contact information is not up to date.   
	b. Explain the difficulty for the PPPO/PPSO to locate the customer once they leave the service or job if the contact information is not up to date.   

	c. Secure a secondary contact to include name, address, phone number, and email address of a close friend or relative who can get in contact with the customer while items are in storage in the event the customer cannot be reached. 
	c. Secure a secondary contact to include name, address, phone number, and email address of a close friend or relative who can get in contact with the customer while items are in storage in the event the customer cannot be reached. 

	d. Advise the customer to immediately notify the PPSO managing their NTS lot of any changes to the customer address and phone number. 
	d. Advise the customer to immediately notify the PPSO managing their NTS lot of any changes to the customer address and phone number. 

	e. The customer must immediately notify the PPSO managing their NTS lot of tour extensions, continuous OCONUS tour, pending retirement or separation. 
	e. The customer must immediately notify the PPSO managing their NTS lot of tour extensions, continuous OCONUS tour, pending retirement or separation. 
	3. Servicing and De-Servicing of Equipment. 
	3. Servicing and De-Servicing of Equipment. 
	3. Servicing and De-Servicing of Equipment. 




	a. Drain all fuel from motorized equipment. 
	a. Drain all fuel from motorized equipment. 

	b. Disconnect battery and drain all fuel from motorized equipment (i.e., motorcycle, lawnmower, golf carts, etc.). 
	b. Disconnect battery and drain all fuel from motorized equipment (i.e., motorcycle, lawnmower, golf carts, etc.). 

	c. Ensure motorcycle is listed on the inventory with make, model, serial number, year, and mileage. 
	c. Ensure motorcycle is listed on the inventory with make, model, serial number, year, and mileage. 
	4. Totes.  Items in totes will be removed and placed or packed into a carton by the NTS TSP unless there is a carton large enough to accommodate the tote.  Totes will be pad wrapped separately. 
	4. Totes.  Items in totes will be removed and placed or packed into a carton by the NTS TSP unless there is a carton large enough to accommodate the tote.  Totes will be pad wrapped separately. 
	4. Totes.  Items in totes will be removed and placed or packed into a carton by the NTS TSP unless there is a carton large enough to accommodate the tote.  Totes will be pad wrapped separately. 

	5. Mold Issues.  TSP protects the interior parts of refrigerators, deep freezers, and similar items to prevent damage by mold or mildew during the storage period, however, customers should defrost/clean out refrigerator and freezers, to include deep freezers, allowing 48 hours prior to the move.  They require two (2) days for them to defrost and then completely wipe down allowing all residue to dry before being placed into storage to avoid mold or mildew issues during the storage period (DTR, Part IV, Attac
	5. Mold Issues.  TSP protects the interior parts of refrigerators, deep freezers, and similar items to prevent damage by mold or mildew during the storage period, however, customers should defrost/clean out refrigerator and freezers, to include deep freezers, allowing 48 hours prior to the move.  They require two (2) days for them to defrost and then completely wipe down allowing all residue to dry before being placed into storage to avoid mold or mildew issues during the storage period (DTR, Part IV, Attac

	6. Firearms in Storage.   
	6. Firearms in Storage.   

	a. Must be identified at the time of counseling. 
	a. Must be identified at the time of counseling. 

	b. Identified on inventory by make, model, and serial number.  Make firearm inoperable by removing the bolt, firing pin, trigger assembly or other arming parts. 
	b. Identified on inventory by make, model, and serial number.  Make firearm inoperable by removing the bolt, firing pin, trigger assembly or other arming parts. 

	c. Remove all ammunition. d. Firearm safes must be unlocked, the key or combination must be provided to NTS TSP. 
	c. Remove all ammunition. d. Firearm safes must be unlocked, the key or combination must be provided to NTS TSP. 

	7. Scheduling Delivery out of NTS known as a NTS Release (NTSR). 
	7. Scheduling Delivery out of NTS known as a NTS Release (NTSR). 




	a. Advise customer to notify the PPSO managing NTS lot of CONUS return date to avoid storage converted to personal expense. 
	a. Advise customer to notify the PPSO managing NTS lot of CONUS return date to avoid storage converted to personal expense. 

	b. If customer has delivery address, coordinate the release and delivery ahead of CONUS return. 
	b. If customer has delivery address, coordinate the release and delivery ahead of CONUS return. 

	c. Ensure items requested for release from NTS are authorized shipment to the foreign destination (e.g., firearms, swords).  Always refer to the PPCIG Country Instructions. 
	c. Ensure items requested for release from NTS are authorized shipment to the foreign destination (e.g., firearms, swords).  Always refer to the PPCIG Country Instructions. 

	d. When providing counseling for an NTSR shipment, the counselor must include the acronym “NTSR” in front of the pickup street address (example - NTSR 508 Scott Drive - MOVING & STORAGE LOT# ABC123). 
	d. When providing counseling for an NTSR shipment, the counselor must include the acronym “NTSR” in front of the pickup street address (example - NTSR 508 Scott Drive - MOVING & STORAGE LOT# ABC123). 

	e. Allow a minimum of 10 government business days during non-peak and 21 government business days during peak season to schedule the release of NTS. 
	e. Allow a minimum of 10 government business days during non-peak and 21 government business days during peak season to schedule the release of NTS. 

	f. Delivery out of NTS may be by someone other than the NTS TSP if outside the local area. 
	f. Delivery out of NTS may be by someone other than the NTS TSP if outside the local area. 

	g. Retain all ‘specially built crates’ for future moves, if possible. 
	g. Retain all ‘specially built crates’ for future moves, if possible. 
	8. Annotating Damage and Filing a Claim. 
	8. Annotating Damage and Filing a Claim. 
	8. Annotating Damage and Filing a Claim. 




	a. If the NTS TSP delivers; any claims will be filed directly with the NTS TSP. 
	a. If the NTS TSP delivers; any claims will be filed directly with the NTS TSP. 

	b. Shipments delivered by Line haul/DPM agent will file with last hauler; if denied, claim should be filed with MCO or NTS TSP. 
	b. Shipments delivered by Line haul/DPM agent will file with last hauler; if denied, claim should be filed with MCO or NTS TSP. 

	c. For NTS lot converted to customer’s expense recommend a joint inspection with the NTS TSP.  Once storage is converted, FRV for claims purposes ends. 
	c. For NTS lot converted to customer’s expense recommend a joint inspection with the NTS TSP.  Once storage is converted, FRV for claims purposes ends. 

	d. Failure to perform an inspection will affect any further claim against the NTS TSP. 
	d. Failure to perform an inspection will affect any further claim against the NTS TSP. 
	9. Conversion of NTS shipment to Customer’s Expense. 
	9. Conversion of NTS shipment to Customer’s Expense. 
	9. Conversion of NTS shipment to Customer’s Expense. 




	a. Once the NTS storage entitlement expires; shipment converts to customer’s expense.  Must maintain the ability to contact the customer – Defense Finance and Accounting Service has access to IRS System to locate customers. 
	a. Once the NTS storage entitlement expires; shipment converts to customer’s expense.  Must maintain the ability to contact the customer – Defense Finance and Accounting Service has access to IRS System to locate customers. 

	b. If storage continues, cost agreement between the NTS TSP and the customer is required.  Advise the customer to consider loss/damage insurance. 
	b. If storage continues, cost agreement between the NTS TSP and the customer is required.  Advise the customer to consider loss/damage insurance. 

	c. If the Service Member’s order or transportation authorization is valid, the Government will pay for the delivery of HHG from storage, regardless of the amount of time the HHG was stored.  This includes HHG shipments converted to storage at the Service Member’s expense (JTR paragraph 0518-C). 
	c. If the Service Member’s order or transportation authorization is valid, the Government will pay for the delivery of HHG from storage, regardless of the amount of time the HHG was stored.  This includes HHG shipments converted to storage at the Service Member’s expense (JTR paragraph 0518-C). 
	10. Extensions for HHG transportation do not change the Government’s obligation for storage costs for longer than a 1-year period from the active-duty termination date, except when a longer period is authorized for hospitalization or medical treatment (JTR paragraph 052013-C.4).  Service may request the extension through the Secretarial Process.  An additional authorized period for a specific time may then be authorized.   
	10. Extensions for HHG transportation do not change the Government’s obligation for storage costs for longer than a 1-year period from the active-duty termination date, except when a longer period is authorized for hospitalization or medical treatment (JTR paragraph 052013-C.4).  Service may request the extension through the Secretarial Process.  An additional authorized period for a specific time may then be authorized.   
	10. Extensions for HHG transportation do not change the Government’s obligation for storage costs for longer than a 1-year period from the active-duty termination date, except when a longer period is authorized for hospitalization or medical treatment (JTR paragraph 052013-C.4).  Service may request the extension through the Secretarial Process.  An additional authorized period for a specific time may then be authorized.   





	R. POV COUNSELING 
	1. At a minimum, the following counseling topics must be communicated to all customers authorized to ship or store a POV in accordance with the JTR, and DTR Part IV, uniformed Services' personal property transportation regulations, publications, supplements, instructions, and policy guidance, the PPCIG, and the Global POV Contract Performance Work Statement.  When briefing POV to the customer use DD Form 3163, Privately Owned Vehicle (POV) When briefing POV to the customer use DD Form 3163, Privately Owned 
	1. At a minimum, the following counseling topics must be communicated to all customers authorized to ship or store a POV in accordance with the JTR, and DTR Part IV, uniformed Services' personal property transportation regulations, publications, supplements, instructions, and policy guidance, the PPCIG, and the Global POV Contract Performance Work Statement.  When briefing POV to the customer use DD Form 3163, Privately Owned Vehicle (POV) When briefing POV to the customer use DD Form 3163, Privately Owned 
	1. At a minimum, the following counseling topics must be communicated to all customers authorized to ship or store a POV in accordance with the JTR, and DTR Part IV, uniformed Services' personal property transportation regulations, publications, supplements, instructions, and policy guidance, the PPCIG, and the Global POV Contract Performance Work Statement.  When briefing POV to the customer use DD Form 3163, Privately Owned Vehicle (POV) When briefing POV to the customer use DD Form 3163, Privately Owned 
	1. At a minimum, the following counseling topics must be communicated to all customers authorized to ship or store a POV in accordance with the JTR, and DTR Part IV, uniformed Services' personal property transportation regulations, publications, supplements, instructions, and policy guidance, the PPCIG, and the Global POV Contract Performance Work Statement.  When briefing POV to the customer use DD Form 3163, Privately Owned Vehicle (POV) When briefing POV to the customer use DD Form 3163, Privately Owned 

	3. Vehicle Turn-In. 
	3. Vehicle Turn-In. 
	a. Explain the customer’s responsibilities for preparing a POV for turn-in.  Provide the link to the DTR, Part IV, Attachments A-K-3 for shipping a POV () or A-K-4 for storing a POV (). 
	a. Explain the customer’s responsibilities for preparing a POV for turn-in.  Provide the link to the DTR, Part IV, Attachments A-K-3 for shipping a POV () or A-K-4 for storing a POV (). 
	a. Explain the customer’s responsibilities for preparing a POV for turn-in.  Provide the link to the DTR, Part IV, Attachments A-K-3 for shipping a POV () or A-K-4 for storing a POV (). 
	https://www.ustranscom.mil/dtr/part-iv/dtr_part_iv_app_k_3.pdf
	https://www.ustranscom.mil/dtr/part-iv/dtr_part_iv_app_k_4.pdf


	b. Vehicle exterior must be clean and free of bug splatter, leaves, pollen, dirt, soil, sand, and mud.  Fuel level must be at ¼ tank or less.  Vehicle must be in proper operating condition (e.g., no fluid leaks, no mechanical issues, no major cracks in windshield).  Vehicles with ignition interlock devices will not be accepted. 
	b. Vehicle exterior must be clean and free of bug splatter, leaves, pollen, dirt, soil, sand, and mud.  Fuel level must be at ¼ tank or less.  Vehicle must be in proper operating condition (e.g., no fluid leaks, no mechanical issues, no major cracks in windshield).  Vehicles with ignition interlock devices will not be accepted. 

	c. Vehicle interior must be free of dirt, soil, leaves, pollen, sand, pebbles, stones, mud, plant life, food particles, pet dander/hair, caked-on stains, trash, or debris.  Vehicle flooring must be thoroughly vacuumed, and/or wiped down to include top and bottom of floor mats.  Owners must vacuum between seats, under seat rails and clean the center console, cup holders, dashboard, glove/storage compartments, doors, door pockets, seats, seat pockets, ceiling, floor, and trunk.  The vehicle trunk must be free
	c. Vehicle interior must be free of dirt, soil, leaves, pollen, sand, pebbles, stones, mud, plant life, food particles, pet dander/hair, caked-on stains, trash, or debris.  Vehicle flooring must be thoroughly vacuumed, and/or wiped down to include top and bottom of floor mats.  Owners must vacuum between seats, under seat rails and clean the center console, cup holders, dashboard, glove/storage compartments, doors, door pockets, seats, seat pockets, ceiling, floor, and trunk.  The vehicle trunk must be free

	d. Biggest hindrances to successful moves are too much fuel in the tank, incomplete documentation, and/or vehicle not cleaned prior to turn-in. 
	d. Biggest hindrances to successful moves are too much fuel in the tank, incomplete documentation, and/or vehicle not cleaned prior to turn-in. 

	e. Customers have greatest success when their entitlement is fully verified by counselors before attempting turn-in.  Orders are not always written with correct entitlement. f. Customers destined for Korea should have 100% verification of shipping/storage entitlement in relationship with PPCIG constraints. 
	e. Customers have greatest success when their entitlement is fully verified by counselors before attempting turn-in.  Orders are not always written with correct entitlement. f. Customers destined for Korea should have 100% verification of shipping/storage entitlement in relationship with PPCIG constraints. 

	g. Explain what items can be left in the vehicle (see DTR Part IV, Ch A-408, Transportation of Privately Owned Vehicles (POV). 
	g. Explain what items can be left in the vehicle (see DTR Part IV, Ch A-408, Transportation of Privately Owned Vehicles (POV). 

	h. Customer must provide primary and alternate phone numbers and emails for arrival notifications.  Include POA contact information if applicable. 
	h. Customer must provide primary and alternate phone numbers and emails for arrival notifications.  Include POA contact information if applicable. 

	i. Explain the joint vehicle inspection process at turn-in and pickup, and customer's responsibility to verify recorded damages at origin and at destination. 
	i. Explain the joint vehicle inspection process at turn-in and pickup, and customer's responsibility to verify recorded damages at origin and at destination. 




	4. Documentation. 
	4. Documentation. 
	a. Member/employee must have a complete set of orders that contains funding, all modifications and amendments, and POA/Letter of Authorization (LOA) if applicable. 
	a. Member/employee must have a complete set of orders that contains funding, all modifications and amendments, and POA/Letter of Authorization (LOA) if applicable. 
	a. Member/employee must have a complete set of orders that contains funding, all modifications and amendments, and POA/Letter of Authorization (LOA) if applicable. 

	b. A copy of the marriage certificate is required if any of these situations apply: 
	b. A copy of the marriage certificate is required if any of these situations apply: 
	(1) The member’s name is not listed on the vehicle’s title or lienholder release letter. 
	(1) The member’s name is not listed on the vehicle’s title or lienholder release letter. 
	(1) The member’s name is not listed on the vehicle’s title or lienholder release letter. 

	(2) The spouse’s surname (i.e., last name or family name) is not the same as the member’s surname. 
	(2) The spouse’s surname (i.e., last name or family name) is not the same as the member’s surname. 

	(3) The spouse’s name is not listed in the PCS order, and/or; 
	(3) The spouse’s name is not listed in the PCS order, and/or; 

	(4) The spouse is the legal owner of the vehicle. 
	(4) The spouse is the legal owner of the vehicle. 




	c. Explain what to do if there is a mandatory vehicle recall for the make and model being turned in for transportation or storage.  Customers will not be able to ship or store a POV with an active recall and must complete the recall work before turning in a vehicle for shipment or storage. 
	c. Explain what to do if there is a mandatory vehicle recall for the make and model being turned in for transportation or storage.  Customers will not be able to ship or store a POV with an active recall and must complete the recall work before turning in a vehicle for shipment or storage. 

	d. If the POV has a lien or is leased, lien or lease holder’s written permission is required to show proof of ownership. 
	d. If the POV has a lien or is leased, lien or lease holder’s written permission is required to show proof of ownership. 

	e. The vehicle registration must be in the customer's name. 
	e. The vehicle registration must be in the customer's name. 

	f. Explain excess cost collection procedures and financial responsibilities if POV: 
	f. Explain excess cost collection procedures and financial responsibilities if POV: 
	(1) is shipped or stored vehicle might exceed 20 MTONs. 
	(1) is shipped or stored vehicle might exceed 20 MTONs. 
	(1) is shipped or stored vehicle might exceed 20 MTONs. 

	(2) is shipped to or from an alternate port. 
	(2) is shipped to or from an alternate port. 









	NOTE:  Collection actions are based on Branch of Service policies. 
	g. Address vehicle repairs when a POV is in-transit, at destination, or in storage (e.g., contractor will send the customer notifications of broken glass, flat tire, fluid leaks, dead battery, and other repair requirements). 
	g. Address vehicle repairs when a POV is in-transit, at destination, or in storage (e.g., contractor will send the customer notifications of broken glass, flat tire, fluid leaks, dead battery, and other repair requirements). 
	g. Address vehicle repairs when a POV is in-transit, at destination, or in storage (e.g., contractor will send the customer notifications of broken glass, flat tire, fluid leaks, dead battery, and other repair requirements). 
	g. Address vehicle repairs when a POV is in-transit, at destination, or in storage (e.g., contractor will send the customer notifications of broken glass, flat tire, fluid leaks, dead battery, and other repair requirements). 
	g. Address vehicle repairs when a POV is in-transit, at destination, or in storage (e.g., contractor will send the customer notifications of broken glass, flat tire, fluid leaks, dead battery, and other repair requirements). 

	h. Explain responsibilities for winterizing a vehicle before turn-in (DTR, Part IV, Attachment A-K-3). 
	h. Explain responsibilities for winterizing a vehicle before turn-in (DTR, Part IV, Attachment A-K-3). 

	i. Explain POV transportation, storage, and preparation requirements for electric vehicles. 
	i. Explain POV transportation, storage, and preparation requirements for electric vehicles. 

	j. Explain the pickup process at destination and customer responsibilities for potential storage charges. 
	j. Explain the pickup process at destination and customer responsibilities for potential storage charges. 

	k. Explain how to navigate , locate a Vehicle Processing Center (VPC) and schedule turn-in or drop-off appointments. l. Explain the benefits of using the PCSmyPOV app.  Recommend using your phone or carrier’s app store option to download the PCSmyPOV app. 
	k. Explain how to navigate , locate a Vehicle Processing Center (VPC) and schedule turn-in or drop-off appointments. l. Explain the benefits of using the PCSmyPOV app.  Recommend using your phone or carrier’s app store option to download the PCSmyPOV app. 
	PCSmyPOV.com





	Explain to the customer that International Auto Logistics (IAL) has a mobile app that allows you to track your vehicle from the convenience of your mobile phone and provides you with pick up information, including a link to view your pickup location and the contact information for the destination VPC. 
	5. Counseling Packet. 
	5. Counseling Packet. 
	5. Counseling Packet. 
	5. Counseling Packet. 
	a. Complete and sign the DD Form 1797 and DD Form 3163 or DD Form 3164 from POV counseling. 
	a. Complete and sign the DD Form 1797 and DD Form 3163 or DD Form 3164 from POV counseling. 
	a. Complete and sign the DD Form 1797 and DD Form 3163 or DD Form 3164 from POV counseling. 

	b. Remind customers that upon arrival at the VPC, to write down the vehicle’s mileage before entering the building so they won't have to walk back out to get the turn-in mileage. 
	b. Remind customers that upon arrival at the VPC, to write down the vehicle’s mileage before entering the building so they won't have to walk back out to get the turn-in mileage. 




	6. Destination Pickup. 
	6. Destination Pickup. 
	a. Explain customer responsibilities and risks of not picking up a POV at destination. 
	a. Explain customer responsibilities and risks of not picking up a POV at destination. 
	a. Explain customer responsibilities and risks of not picking up a POV at destination. 

	b. Explain loss and damage claims, inconvenience claims, and transferring a claim to the Service's MCO. 
	b. Explain loss and damage claims, inconvenience claims, and transferring a claim to the Service's MCO. 




	7. Filing a POV Claim. 
	7. Filing a POV Claim. 
	a. File an on-site settlement claim (valued at $1,500.00 or less) at the VPC during pickup.  You can either accept the offer (to be paid within seven [7] days) or obtain an estimate from a repair facility of your choice to negotiate a payment. 
	a. File an on-site settlement claim (valued at $1,500.00 or less) at the VPC during pickup.  You can either accept the offer (to be paid within seven [7] days) or obtain an estimate from a repair facility of your choice to negotiate a payment. 
	a. File an on-site settlement claim (valued at $1,500.00 or less) at the VPC during pickup.  You can either accept the offer (to be paid within seven [7] days) or obtain an estimate from a repair facility of your choice to negotiate a payment. 

	b. If you do not complete an on-site settlement, file a claim with IAL after pickup.  For more information, contact the IAL Claims department toll free at (855) 389-9499 and select “claims” from the voice menu.  Claims may be emailed to  
	b. If you do not complete an on-site settlement, file a claim with IAL after pickup.  For more information, contact the IAL Claims department toll free at (855) 389-9499 and select “claims” from the voice menu.  Claims may be emailed to  
	claims@ialpov.us.





	8. Key Forms. 
	8. Key Forms. 
	a. During POV transportation counseling, use DD Form 3163, Privately Owned Vehicle (POV) Shipping Counseling, , to determine POV entitlement. 
	a. During POV transportation counseling, use DD Form 3163, Privately Owned Vehicle (POV) Shipping Counseling, , to determine POV entitlement. 
	a. During POV transportation counseling, use DD Form 3163, Privately Owned Vehicle (POV) Shipping Counseling, , to determine POV entitlement. 
	Figure A-M-13


	b. During POV Storage counseling, use DD Form 3164, Privately Owned Vehicle (POV) Storage Counseling, , to determine POV entitlement. 
	b. During POV Storage counseling, use DD Form 3164, Privately Owned Vehicle (POV) Storage Counseling, , to determine POV entitlement. 
	Figure A-M-14







	S. SPECIAL ADVISORIES 
	Review any specific rules in place via DP3 Advisory (available on ).  Examples include: 
	https://www.ustranscom.mil/dp3/pdfs.cfm

	1. Health Protection Protocols and safety guidelines. 
	1. Health Protection Protocols and safety guidelines. 
	1. Health Protection Protocols and safety guidelines. 
	1. Health Protection Protocols and safety guidelines. 

	2. Code 2 Shipments. 
	2. Code 2 Shipments. 

	3. Changes to Transit Times. 
	3. Changes to Transit Times. 



	T. ADDITIONAL TIPS FOR THE CUSTOMERS 
	1. A-K-1 For Service Members  
	1. A-K-1 For Service Members  
	1. A-K-1 For Service Members  
	1. A-K-1 For Service Members  
	https://www.ustranscom.mil/dtr/part-iv/dtr_part_iv_app_k_1.pdf.


	2. A-K-2 For Civilian Employees .  
	2. A-K-2 For Civilian Employees .  
	https://www.ustranscom.mil/dtr/part-iv/dtr_part_iv_att_A_k_2.pdf


	3. A-K-3 Shipping Your Privately Owned Vehicle (POV) . 4. A-K-4 Storing Your Privately Owned Vehicle (POV) 4. A-K-4 Storing Your Privately Owned Vehicle (POV) 4. A-K-4 Storing Your Privately Owned Vehicle (POV) 
	3. A-K-3 Shipping Your Privately Owned Vehicle (POV) . 4. A-K-4 Storing Your Privately Owned Vehicle (POV) 4. A-K-4 Storing Your Privately Owned Vehicle (POV) 4. A-K-4 Storing Your Privately Owned Vehicle (POV) 
	https://www.ustranscom.mil/dtr/part-iv/dtr_part_iv_app_k_3.pdf


	5. Advise customers of the challenges with moving during the summer season.  Encourage customers to schedule their move before or after the peak, whenever possible, and be flexible in arranging their pack and pickup dates. 
	5. Advise customers of the challenges with moving during the summer season.  Encourage customers to schedule their move before or after the peak, whenever possible, and be flexible in arranging their pack and pickup dates. 

	6. While customers can’t be told not to store mattresses, the PPSO/PPPO counselors can stress the importance of proper protection of mattresses prior to storage.  Explain to the customer that all mattresses except those in a sofa or hide-away beds, regardless of size or construction, the TSP will use new materials for mattresses and box springs, and they must be placed in mattress cartons that are new or in sound condition of appropriate sizes and all markings pertaining to any previous shipment must be com
	6. While customers can’t be told not to store mattresses, the PPSO/PPPO counselors can stress the importance of proper protection of mattresses prior to storage.  Explain to the customer that all mattresses except those in a sofa or hide-away beds, regardless of size or construction, the TSP will use new materials for mattresses and box springs, and they must be placed in mattress cartons that are new or in sound condition of appropriate sizes and all markings pertaining to any previous shipment must be com

	7. Direct the customer to check out the Military OneSource website at , to assist in preparing for their move.  The website has a moving guide, customer service contacts, FAQs, handouts, and more. 
	7. Direct the customer to check out the Military OneSource website at , to assist in preparing for their move.  The website has a moving guide, customer service contacts, FAQs, handouts, and more. 
	https://www.militaryonesource.mil/moving-
	housing/moving/pcs-and-military-moves/


	8. Advise customer to notify the origin TO if the TSP has not contacted them within three (3) days of accepting the shipment to confirm their pickup date within the spread dates. 
	8. Advise customer to notify the origin TO if the TSP has not contacted them within three (3) days of accepting the shipment to confirm their pickup date within the spread dates. 

	9. The customer or their representative designated in writing, must be available and present at residence between the hours of 8:00 a.m. and 5:00 p.m. when the TSP arrives to pack and remove their belongings.  If the pack, pickup, or delivery hours exceed 5:00 p.m., the TSP must ask prior approval and be completed by 9:00 p.m. 
	9. The customer or their representative designated in writing, must be available and present at residence between the hours of 8:00 a.m. and 5:00 p.m. when the TSP arrives to pack and remove their belongings.  If the pack, pickup, or delivery hours exceed 5:00 p.m., the TSP must ask prior approval and be completed by 9:00 p.m. 

	10. Customers must ensure residence/pickup location are clean and free of clutter, so it does not hinder the job performance of the crew. 
	10. Customers must ensure residence/pickup location are clean and free of clutter, so it does not hinder the job performance of the crew. 

	11. Stress to the customer it is their responsibility to: 
	11. Stress to the customer it is their responsibility to: 
	a. Make property available to the TSP and to remove or place property from crawl spaces, attics, basements, and other inaccessible locations, to include when it isn’t accessible by a permanent stairway (not including ladders), not adequately lighted, and does not allow a person to stand erect. 
	a. Make property available to the TSP and to remove or place property from crawl spaces, attics, basements, and other inaccessible locations, to include when it isn’t accessible by a permanent stairway (not including ladders), not adequately lighted, and does not allow a person to stand erect. 
	a. Make property available to the TSP and to remove or place property from crawl spaces, attics, basements, and other inaccessible locations, to include when it isn’t accessible by a permanent stairway (not including ladders), not adequately lighted, and does not allow a person to stand erect. 

	b. Dismantle outdoor play equipment and outdoor structures (e.g., utility sheds, playhouses, swing, or gym set). 
	b. Dismantle outdoor play equipment and outdoor structures (e.g., utility sheds, playhouses, swing, or gym set). 

	c. Clear driveway/sidewalks, take down pictures/mirrors, put items that customer does not want packed in a safe place. 
	c. Clear driveway/sidewalks, take down pictures/mirrors, put items that customer does not want packed in a safe place. 

	d. Safeguard all cash, jewelry, keys, expensive high valued items, and important documentation.  Please hand-carry these items with you. 
	d. Safeguard all cash, jewelry, keys, expensive high valued items, and important documentation.  Please hand-carry these items with you. 

	e. Clearly identify items as high value and annotate various markings, serial numbers, other codes used for identification and take photographs of each item. 
	e. Clearly identify items as high value and annotate various markings, serial numbers, other codes used for identification and take photographs of each item. 

	f. Secure all pets during pack, pickup, and delivery. 
	f. Secure all pets during pack, pickup, and delivery. 

	g. Never argue with the TSP’s representative.  If there is a problem, call the TO at once. 
	g. Never argue with the TSP’s representative.  If there is a problem, call the TO at once. 

	h. Ensure personal property is free of pest infestation.  Use DD Form 3154, Quarantined Pest Self-Inspection Checklist, , to instruct customer on their responsibilities prior to packing and pickup. 
	h. Ensure personal property is free of pest infestation.  Use DD Form 3154, Quarantined Pest Self-Inspection Checklist, , to instruct customer on their responsibilities prior to packing and pickup. 
	Figure A-M-4
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	Figure A-M-1.  DD Form 3151, Entitlement Extension Request 
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	Figure A-M-2.  DD Form 3152, Privately Owned Firearms (POF) Information Worksheet 
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	Figure A-M-3.  DD Form 3153, Claims for Full Replacement Value (FRV) Coverage Counseling Checklist and Member/Employee Information 
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	Figure A-M-3.  DD Form 3153, Claims for Full Replacement Value (FRV) Coverage Counseling Checklist and Member/Employee Information (Cont’d) 
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	Figure A-M-4.  DD Form 3154, Quarantined Pest Self-Inspection Checklist 
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	Figure A-M-4.  DD Form 3154, Quarantined Pest Self-Inspection Checklist (Cont’d) 
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	Figure A-M-5.  DD Form 3155, Home of Record Transportation Entitlement Counseling Authority 
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	Figure A-M-6.  DD Form 3156, Home of Selection Travel and Transportation Entitlement Authority 
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	Figure A-M-7.  DD Form 3157, Household Goods (HHG) Moving Checklist 
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	Figure A-M-7.  DD Form 3157, Household Goods (HHG) Moving Checklist (Cont’d) 
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	Figure A-M-8.  DD Form 3158, List of Food Items for Import into The United States 
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	Figure A-M-9.  DD Form 3159, Motorcycle/Dirt Bike Information Worksheet 
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	Figure A-M-10.  DD Form 3160, Non-Temporary Storage (NTS) Release 
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	Figure A-M-10.  DD Form 3160, Non-Temporary Storage (NTS) Release (Cont’d) 
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	Figure A-M-11.  DD Form 3161, Outbound Shipment Change Request 
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	Figure A-M-12.  DD Form 3162, Personal Property Pre-Counseling Worksheet 
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	Figure A-M-13.  DD Form 3163, Privately Owned Vehicle (POV) Shipping Counseling 
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	Figure A-M-14.  DD Form 3164, Privately Owned Vehicle (POV) Storage Counseling 
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	Figure A-M-15.  DD Form 3165, Privately Owned Vehicle (POV) Storage Authorization Letter 
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	Figure A-M-16.  DD Form 3166, Personally Procured Move (PPM) Checklist and Expense Certification 
	 
	Figure
	Figure A-M-17.  DD Form 3167, Releasing Agent Authorization Statement 
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	Figure A-M-18.  DD Form 3168, Customer/Spouse Professional Books, Papers, & Equipment (PBP&E) Worksheet 
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	Figure A-M-19.  DD Form 3169, Shipping Alcoholic Beverages 
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	Figure A-M-20.  DD Form 3170, Shipper's Certification for Shipment 
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	Figure A-M-21.  DD Form 3178, Boat/Personal Watercraft Counseling and Information Sheet 
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	Figure A-M-22.  DD Form 1299, Application for Shipment and Or Storage of Personal Property 
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	Figure A-M-22.  DD Form 1299, Application for Shipment and Or Storage of Personal Property (Cont’d) 
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	Figure A-M-23.  DD Form 1797, Personal Property Counseling Checklist 
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	Figure A-M-23.  DD Form 1797, Personal Property Counseling Checklist (Cont’d) 
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