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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. 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. 

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. 

5. Must understand the subject matter being counseled. 

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. 

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. 

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. 

2. 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. 

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.). 

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: 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, 

https://installations.militaryonesource.mil/search?program-service=39/view-by=ALL
https://installations.militaryonesource.mil/search?program-service=39/view-by=ALL


Defense Transportation Regulation – Part IV  1 April 2024 
Personal Property 

 IV-A-M-3   

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: 

a. 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. 

https://installations.militaryonesource.mil/search?program-service=39/view-by=ALL
https://installations.militaryonesource.mil/search?program-service=39/view-by=ALL
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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). 

https://www.travel.dod.mil/Portals/119/Documents/JTR/Supplements/Administrative_Household_Goods_(HHG)_Weight_Allowance_Locations.pdf
https://www.travel.dod.mil/Portals/119/Documents/JTR/Supplements/Administrative_Household_Goods_(HHG)_Weight_Allowance_Locations.pdf
https://www.travel.dod.mil/Portals/119/Documents/JTR/Supplements/Authorized_Consumable_Goods_Allowance_Locations.pdf
https://www.travel.dod.mil/Portals/119/Documents/JTR/Supplements/Authorized_Consumable_Goods_Allowance_Locations.pdf
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(4) 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. 

(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) 

(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, Figure A-M-5, for HOR shipments. 

(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, Figure A-M-6, to brief the Service Member on the 
following: 

(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. 

(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. 

(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.   

(7) 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: 

a. 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). 

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. 

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 Delivery Date field 
in DPS. 

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. 

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). 

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 

(2) Extra Pickup and/or Extra Delivery 

(3) Bulky Articles 

d. 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. 

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. 

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, 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 
I., for Service Members and JTR paragraph 054309 and DTR, Part IV, Appendix A-K-2, 
paragraph 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. 

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.). 

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). 

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. 
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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. 

3. How to avoid SIT: 

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). 

c. 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. 

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. 

(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). 

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. 

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. 

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, 
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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). 

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

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, Figure A-M-19, to brief and have customer sign. 

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. 

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.   

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).   

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.   

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. 

https://www.militaryonesource.mil/moving-pcs/plan-to-move/personal-property-resources/
https://www.militaryonesource.mil/moving-pcs/plan-to-move/personal-property-resources/
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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). 

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. 

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. 

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

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). 

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. 

d. Civilian Employees are NOT authorized to ship or store boats exceeding 18 feet. 

e. Trailer has working lights. 

f. Trailer has tires and hubs in good condition. 

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. 

i. 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 

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. 
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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 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. 

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. 

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. 

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, Figure A-M-2, to determine requirements. 

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. 

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). 

2. 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. 

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. 

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

https://www.militaryonesource.mil/resources/tools/personal-property-resources/
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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. 

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. 

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. 

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. 

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 

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. 

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. 

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 
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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. 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. 

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. 

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. 

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, Figure A-M-1, 
to brief member on entitlement. 

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 TSP to which the shipment was 
tendered. 

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. 

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. 
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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, 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. 

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. 

2. Furniture and/or appliance rental. 

3. Air mattresses. 

4. Towels, linens, and pillows. 

5. 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. 

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. 

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. 

3. 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. 

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, Attachments A-K-1, paragraph X/A-K-2, paragraph V). 

6. Firearms in Storage.   

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. 

c. Remove all ammunition. 
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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). 

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. 

8. Annotating Damage and Filing a Claim. 

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. 

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. 

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. 

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). 

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.  



Defense Transportation Regulation – Part IV  1 April 2024 
Personal Property 

 IV-A-M-19   

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

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

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

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

e. 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. 

f. 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. 

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

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

i. 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). 

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 of all residue and debris. 

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. 

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
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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). 

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. 

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. 

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. 

(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. 

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. 

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

f. Explain excess cost collection procedures and financial responsibilities if POV: 

(1) is shipped or stored vehicle might exceed 20 MTONs. 

(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). 

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. 

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

k. Explain how to navigate PCSmyPOV.com, locate a Vehicle Processing Center (VPC) and 
schedule turn-in or drop-off appointments. 
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l. 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. 

5. 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. 

6. 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. 

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. 

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. 

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

1. Health Protection Protocols and safety guidelines. 

2. Code 2 Shipments. 

3. Changes to Transit Times. 

T. ADDITIONAL TIPS FOR THE CUSTOMERS 

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 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) https://www.ustranscom.mil/dtr/part-
iv/dtr_part_iv_app_k_3.pdf. 

mailto:claims@ialpov.us
https://www.ustranscom.mil/dp3/pdfs.cfm
https://www.ustranscom.mil/dtr/part-iv/dtr_part_iv_app_k_1.pdf.
https://www.ustranscom.mil/dtr/part-iv/dtr_part_iv_att_A_k_2.pdf
https://www.ustranscom.mil/dtr/part-iv/dtr_part_iv_att_A_k_2.pdf
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_3.pdf
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4. A-K-4 Storing Your Privately Owned Vehicle (POV) https://www.ustranscom.mil/dtr/part-
iv/dtr_part_iv_app_k_4.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. 

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 completely obliterated, they will be sealed at residence (DTR, Part IV, 
Appendix A-B). 

7. 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. 

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. 

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: 

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. 

https://www.ustranscom.mil/dtr/part-iv/dtr_part_iv_app_k_4.pdf
https://www.ustranscom.mil/dtr/part-iv/dtr_part_iv_app_k_4.pdf
https://www.militaryonesource.mil/moving-housing/moving/pcs-and-military-moves/
https://www.militaryonesource.mil/moving-housing/moving/pcs-and-military-moves/
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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 
 



Defense Transportation Regulation – Part IV  1 April 2024 
Personal Property 

 IV-A-M-30   

 
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 



Defense Transportation Regulation – Part IV  1 April 2024 
Personal Property 

 IV-A-M-36   

 
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 
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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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	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.
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	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. 
	Figure A-M-5


	(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. 
	Figure A-M-2


	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. 
	Figure A-M-3


	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 
	 
	Figure
	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 
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	Figure A-M-17.  DD Form 3167, Releasing Agent Authorization Statement 
	 
	Figure
	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 
	 
	Figure
	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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