Outbound Personal Property-TMO

On-Line Counseling

Instructions for On-Line Shipment Requests
1. On line requests can be accomplished for CONUS shipments only.
2. Read the Household Goods Checklist in it's entirety, Print Name, Sign  and Date 
Household Goods Checklist

3. Read "Certification of Shipment Responsibilities" and  "Conditions For Storage". (Backside of  DD Form 1299)
4. Fill out Application for Shipment And/Or Storage of Personal Property
http://www.dior.whs.mil/forms/DD1299.PDF
Instructions For Completing DD Form 1299 (Application For Shipment    And/Or Storage Of Personal Property) 

(One form for each shipment, i.e. HHGs, Baggage, Storage)
 "You Must Have Acrobat Reader To Access This Form"                      
5.  Mail, FAX or drop off  Completed Household Goods Checklist , Shipment Application(s), and copies of  orders and all amendments to:
6. IMPORTANT REMINDER!!!!!  YOUR MOVING DATES MUST BE CONFIRMED WITH CONTACT US AT 


   
	HOUSEHOLD GOODS COUNSELING CHECKLIST

	[image: image1.wmf] You are authorized shipment of household goods (HHG) in one lot. As an alternative to shipment of household goods, you may place your proper y into non-temporary storage. If you chose this option the property cannot be moved again until you receive new orders.

	[image: image2.wmf]The authorized destinations for your personal property are:
a.      Your new Permanent Duty Station
b.      TDY Station
c.       Home of Record (Separation)
d.      Place of Entry in the Service (Separation)
e.      Designated Location, as determined by your orders and the Joint Federal Travel Regulation
f.        Home of Selection (Retirement, Separation)
g.      Other locations subject to excess costs

	[image: image3.wmf]You may have one final shipment of household goods, which has been legally awarded an ex-spouse incident to divorce. The authorization to ship such property does not provide a new entitlement to the member but allows shipment (subject to excess cost) on current or next PCS order (including separation and retirement orders). The service member must decide whether to use their entitlement for this purpose.

	[image: image4.wmf] Your weight allowance is determined by the rank you hold on the effective date of your orders. For active duty members moving between duty stations, the effective date of orders is the date the member signs in at the new duty station, minus travel time, plus one day. If you have been selected for promotion early reporting might affect your ability to apply the weight entitlement of the higher grade. The effective date of orders for those separating or retiring is the last day of active duty.        [image: image5.png]


Weight Tables

	[image: image6.wmf] Joint Spouse members assigned to duty stations or areas where there is no administrative household goods weight restrictions are authorized the combined total weight allowances of both members. In cases where both are E-3 or below and there are no dependents, they will be authorized a combined weight allowance of 5,000 pounds. If other dependents exist, both are considered members without dependents in determining the weight allowance.

	[image: image7.wmf] A military member married to a civilian employee, the employee is also on orders and there is no duplication of entitlement, the employee will be entitled to JTR Vol II entitlements. To qualify for JTR Vol II entitlements, the employee cannot be reflected as a dependent on the military member’s orders.

	[image: image8.wmf] A member’s PCS weight allowance does not apply when:
a.      Vacating government or government-controlled quarters upon separation and retirement when ordered to vacate by competent authority and movement is to a local residence pending election of home of record/selection.
b.      Occupancy of government or government-controlled quarters
c.       Vacating local economy quarters in compliance with orders.

	[image: image9.wmf] The TDY weight allowance is a distinct and separate entitlement from the PCS entitlement.  [image: image10.png]


Weight Tables

	[image: image11.wmf] If you have weight in storage at government expense this property is chargeable against your total JFTR weight allowance.

	[image: image12.wmf] It is the member’s responsibility to reimburse the Government for any excess costs occasioned by these shipments.

	[image: image13.wmf] By signing the DD Form 1299, I am agreeing to the terms listed in the “Certification of Shipment Responsibilities” and “Condition of Storage”.

	[image: image14.wmf] The TMO/ITO will collect all excess costs prior to releasing a shipment from origin for members separating in a non-pay status.

	[image: image15.wmf] When multiple shipments result in excess costs, all excess costs will be computed on the shipment, which results in the least cost to the member.

	[image: image16.wmf] Pack, pickup and required delivery dates are based on the member’s actual needs. The TMO/ITO will establish realistic delivery dates taking into consideration TDY, leave enroute, and travel time.

	[image: image17.wmf] The member must understand the importance of being at home or having an authorized agent there when the carrier arrives to pack, pick-up or deliver their property. Unless justified by military authority or extenuating circumstances, the cost of the attempted pick-up (or delivery) will be charged to the member.

	[image: image18.wmf] The TMO/ITO will establish a Required Delivery Date (RDD) to avoid, to maximum extent possible, storage-in transit (SIT) If excess cost is involved in the shipment, storage cost will be considered in the computation of the excess costs; i.e., the more SIT utilized, the higher the excess cost.

	[image: image19.wmf] Member should be cautious of drivers who promise delivery on specific dates. Drivers are controlled by carrier dispatchers and must follow their routing instructions.

	[image: image20.wmf] Shipment mode will be determined based upon member’s needs, type of shipment, destination, and the most economical means available.

	[image: image21.wmf] Members should review the items to be shipped and dispose of unwanted or unnecessary items. Members often ship unwanted and unneeded items, unnecessarily increasing the cost of the move. Disposing of unwanted or unneeded items can help prevent members from exceeding their JFTR authorized weight allowance. 

 [image: image22.png]


Prohibited Items

	[image: image23.wmf] Members may ship as personal property those items from their household, which are not specifically prohibited by commodity, name, or category. Property for resale, disposal, or commercial use is not authorized for shipment at government expense.

	[image: image24.wmf] If, determined at origin, the member has unauthorized items in the shipment they will be advised to remove them. If unauthorized items are discovered at destination, the unauthorized items will be weighed and the member will be required to reimburse the government for all shipping costs related to the unauthorized items.

	[image: image25.wmf] A member is authorized PBP&E transportation, when the member certifies the PBP&E as necessary for official duty.  PBP&E is transported in the same manner as HHGS, including incident to separation, relief from active duty or retirement, but is not charged against the authorized weight allowances

	[image: image26.wmf]Member must provide indisputable intent to declare PBP&E if requesting after-the-fact declaration. This means shipment documentation must indicate PBP&E on a minimum of one of the following:
a.      DD From 619
b.      Government Bill of Lading
c.       Carrier’s inventory
d.      Or a combination of these documents

	[image: image27.wmf] If the carrier fails to properly identify the PBP&E during pickup, the member may request the TMO/ITO at destination inspect the shipment and verify the existence and weight of PBP&E. this must be accomplished during delivery or within a reasonable time frame. PBP&E must still be in original cartons.

	[image: image28.wmf] Servicing/de-servicing appliances:
a.      Servicing appliances is placement of kits inside washers to keep inner moveable parts stable while in transit. Consequently, de-servicing is the removal of such kits.
b.      It does not include disconnecting/reconnecting cords and hoses, or draining the appliance.
c.       Hardware from furniture disassembled by the carrier must be placed in cloth bags and attached to the article.
d.      Upon delivery, the carrier is responsible for reassembling all items disassembled by the origin carrier or released from nontemporary storage.
e.      Third party services must be authorized in advance by the TMO/ITO for such items as complex German shrunks, grandfather clocks. Etc., and must be included on the GBL.
f.        If an item was serviced/dismantled at origin, the carrier is obligated to provide similar or third party service upon delivery.

	[image: image29.wmf] Members are authorized Storage-In-Transit (SIT) for 90 days in conjunction with their PCS move. The destination TMO/ITO may approve additional periods of storage in 90-day increments. These additional periods of storage must be requested in writing.

	[image: image30.wmf] If the member allows the SIT to expire, storage charges from that day on and liability for loss and damage become the member’s responsibility. The member makes payments for services beyond the expiration date directly to the storage firm. The member is still entitled to delivery and unpacking at government expense.

	[image: image31.wmf] Members ordered on a PCS with TDY enroute are entitled to have their property placed into non- temporary for the period of the TDY. The property stored at government expense under this provision may not exceed the member’s PCS Weight allowance. If the member does not use nontemporary storage at origin and elects to ship to destination, any storage utilized is chargeable to their entitlement.

	[image: image32.wmf] Members should ensure the documents the carrier presents for signature are legible and accurate. Members should pay particular attention to the discrepancy symbols annotated by the carrier on the origin inventory. Disparities should be brought to the attention of the carrier crew chief. If dissatisfied, the member should take exception on the inventory and/or contact the TMO/ITO for assistance.

	[image: image33.wmf]It is very important for the member to check the DD Form 619 prepared by the carrier at origin for accuracy of the information.
a.      Verify the quantity, type of containers, and any accessorial services identified by the carrier on the DD Form 619. If the carrier charges for services not actually provided, it impacts the government and the member when an excess situation is involved.
b.      New cartons must be used for clothing, linens, bedding, mattresses, and box springs
c.       Used cartons may be utilized for other items but must be in good condition. All marks pertaining to a previous shipment must be obliterated
d.      If difficulties are encountered with the carrier, contact the TMO/ITO for assistance.

	[image: image34.wmf] It is the member’s responsibility to sign the delivery documents and release them to the carrier immediately upon delivery of the property.

	[image: image35.wmf] It is imperative that the member annotate all discrepancies in the shipment

	[image: image36.wmf] Boxes showing exterior damage should be unpacked and examined for interior damage. Boxes containing high-value/highly pilferable items should always be opened in the presents of the carrier and contents inventoried before the carrier is released.

	[image: image37.wmf] Make sure the carrier records missing/damaged items on all copies of the inventory and DD Form 1840. Members must sign the carrier’s copy of the inventory and DD Form 1840.

	[image: image38.wmf] Members must contact the destination TMO/ITO immediately upon arrival to give a point of contact for the TMO/ITO when property arrives. Failure to contact the TMO/ITO immediately upon arrival can cause unnecessary storage charges and create a delay of up to 5 or more days to schedule delivery. These additional storage costs can have significant impact on a member in an excess weight status.

	[image: image39.wmf] It is the member’s responsibility to contact the origin and destination TMO/ITO if there is any change in orders or other factors that could affect pickup or delivery of the shipment.

	[image: image40.wmf] When a shipment is requested by persons other than the member, a power of attorney or informal letter is required

	[image: image41.wmf] Members must keep copies of all documentation pertaining to the shipment in their possession; e.g.,
a.      DD Form 1299
b.      DD Form 1797
c.       Carrier’s Inventory
d.      DD From 619/619-1
e.      DD Form 1840/1840R
f.        Government Bill of Lading
These documents will be needed in the future, especially if there is a loss or damage claim or if the member exceeds the prescribed weight allowance.

	[image: image42.wmf] Members are responsible for ensuring personal property items are free of soil and pest infestation.

	[image: image43.wmf] Members must ensure all items are ready for movement when the carrier arrives. This includes;
a.      Draining waterbeds
b.      Draining hot tubs
c.       Removing items from attics, crawl spaces and mini storage
d.      Cleaning dirty item, etc.

	[image: image44.wmf] Carriers may refuse to remove property located in mini storage lots without additional payment. The carrier is only required to pickup/deliver at the door, platform or other area accessible to the vehicle.

	I have read;
a.      “Certification of Shipment Responsibilities”
b.      

 HYPERLINK "http://www.lewis.army.mil/jppso/DD1299.pdf" “Conditions For Storage”
c.       “Personal Property Counseling Checklist” (Ensure you have checked each item. Incomplete checklists will not be excepted)
and request shipment of my personal property.
I UNDERSTAND THAT THIS CONSTITUTES MY ENTITLEMENT BRIEFING.
 

	Printed Name:
Top of Form
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Bottom of Form

     
	Signature:
	Date:
Top of Form
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Bottom of Form

 


	 


Instructions For Completing DD Form 1299 (Application For Shipment  And/Or Storage Of Personal Property) 

	1. Date Prepared
	Enter the date the DD Form 1299 was completed. Ensure it is in YYYYMMDD format.

	2. Shipment Number
	If this is the first shipment made on these orders it will be number one (1). If you have made previous shipments on these orders reflect which shipment this is. If this were your second shipment this block would contain a number 2 and so on.

	6. Member or Employee Information
	a. Last Name, First Name, Middle Initial
b. Rank or Grade
c. Social Security Number
d. Agency (Army, Navy, Air Force, Marines, Coast Guard)

	7a. Household Goods, Baggage Estimates
	(1). {Auth}orized Weight (see weight chart in the folder)
      {Est}imated Weight (Figure 1,000 pounds per furnished room. Do not include bathroom or kitchen. If you have property in a garage or storage shed you may want to count these as a room.
(2) Professional Books Paper and Equipment. Enter estimated weight or “NONE” if not applicable. 
(3) Expensive and Valuable Items. Enter approximate number of items.

	8. This Shipment/Storage is Required Incident to the following Change of Station Orders
	a. Permanent – Check this box if you are going PCS
    Temporary – Check this box if you are going TDY
b. Name of agency issuing the orders i.e. HQ I Corps, Ft Lewis
c. Name of your new duty station
d. Date the orders were issued. (YYYYMMDD format)
e. Orders number (Basic order; not the amendments)
g. In transit Phone number (Include the Area Code). - A number where you can be reached or that of someone who can reach you in the event there is a problem with your shipment after your departure.
h. In transit Address. – An address you can be reached by mail or the address of someone we can reach by mail that will be in touch with you. (Include Street, Apartment Number, City, County, State, ZIP Code)

	9. Pickup (Origin) Information
	a. Address where your property is located. (Street, Apartment Number, City, County, State, ZIP Code) (If mobile park, include mobile home court name.)
b. Phone number where you can be reached. (Home Phone, Cell Phone, Duty Phone)
 

	10. Destination Information
	a. Address where the property is to be delivered. (Street, Apartment Number, City, County, State, ZIP Code) (If mobile park, include mobile home court name.) (If you do not have a delivery address enter the name of your next duty station.
b. Any person, other than yourself, who you authorize to receive your property.

	11. Extra Pickup/Delivery address
	If you have property at more than one location in the local area, enter the complete address. (Street, Apartment Number, City, County, State, ZIP Code) where the property is located.

	12. Scheduled Date For
	a. Pack. Date you want the agent to start packing your property for shipment. The weight of your shipment determines how long the agent needs to pack your property
4,000lbs or less  = 1 pack day
4,000lbs to 8,000 = 2 pack days
8,000lbs to 12,000 = 3 pack days
12,000lbs and above = 4 pack days
b. Pickup. The date the carrier will start to load your shipment.
c. Delivery. JPPSO personnel will enter the Required Delivery Date in this block after the shipment is booked.
 

	13. Remarks
	Circle the appropriate block to indicate if the shipment does/does not contain firearms. If your shipment contains firearms list them by type and quantity. Also indicate in this block if your shipment contains any of the below listed items. 
Waterbeds (size)                               Taxidermy (size)
Motorcycles (# of CCs)                    SCUBA Gear
Grandfather Clocks                           Pool Tables
German Schrakns (# of Pieces)         Hot Tubs/Spas
Fish Aquarium (# of Gallons)           Piano
Pieces of marble over 2ft or Glass table over 4ft (Give Dimensions)
Any piece of furniture over 7ft that does not break down.
Anything about the shipment you feel we should know that is out of the ordinary.
If there is not enough room in block 13 you should continue on the back of the original copy of the form. If you enter information on the reverse side of the form please indicate this by writing “see reverse” in block 13.

	Notes
	1. Once you have established your pickup dates, they cannot be changed except for a bonafide emergency. 
2. Signing the DD Form 1299 indicates that you have read and understand these instructions.
3. You must be at your quarters between the hours of 0800 and 1700 the day(s) of your pack/pickup. If you are not available when the agent arrives at your quarters you will be assessed an attempted pickup charge. This charge is your responsibility and must be paid before an agent will start packing your property.
4. In block six (6) circle either W/Dep (with dependents) or WO/Dep (without dependents). If you are an E4, indicate if you have over 2 years of service or less than 2 years of service.
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