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A. WHO IS THIS ATTACHMENT FOR?

1. Thisattachmentvas created to assist Department of DefeB€2Y) Civilian Employees. It will
help you understand your allowances and responsibilities involving the shipment and or storage
of your Household Goods (HHG) and/Unacompanied Baggage (UB). Thatachmentoes
not apply toUnited States (USFoast Guard Civilian employees as their allowances are
prescribed by the Federal Travel Regulation and Homeland Security policy.

2. The contents contained in tgachmenare notall inclusive of entitlements. For additional
information, please consult your local Transportation Offic@) for up to date information.

3. Alink to thisattachmentan be found on thBefense Transportation Regulatidfeb Page at
http://www.transcom.mil/j5/pt/dtr_part_iv.cfomder Appendix K.

B. DEFENSE PERSONAL PRCPERTY PROGRAM

1. Toimprove your moving experience and streamline the process for those who support it, the
DOD developed a neprogramcalledthe Defense Personal Property Prograirhis new
program focuses on meeting the needs of our Uniformed Meni@i3 Civilian Employees and
their families ly promoting quality of service.

2. The backbone of the Defense Personal Property Progttéue Befense Personal Property
System DPS which will automate and simplify yourepsonal property move process.

C. DEFENSE PERSONAL PRCPERTY SYSTEM (DPS)

1. As a centralized, integrated system, DPS supports the Defense Personal Property Program as the
onestop soure for managing personal property moves. For the first timéviiitary Surface
Deployment and Distribution Command (SDDC) will have oversight of claims and
Transportation Service Provider (TSP) information in one convenient location. In addition, DPS
will provide 24/7 access to personal property shipment information and a conduit for a direct
relationship betweeDBOD customers and TSPs throughout the entire moving process.

2. Some highlights of DPS include the ability@®D customers to use DPS to settlaims directly
online with their TSP. Claims protection includes Full Replacement Value (FRV) of lost items
and/or items damaged beyond repair, direct communications and claims settlement between the
customer and the TSP. DPS will be the focal poinaidbOD Customers, TSPs, Personal
Property Shipping Offices (PPSOs), the Service Headquékt€s Transportation Offices (TO),
and others who participate in the personal property moving process.

3. Atthe present time, DPS has yet to be fully implementeddwide; however, the time is coming
soon. Each ServiddQhas publi shed a document which state
Counseling functionality in DPS based on the initial-oalt schedule. To learn more about the
new Defense Personal Property gteom and whether or not you will utilize DPS for your next
personal property move, please Vigifp://www.move.milor contact your local’ O for further
details.
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D. ACCESSING DPS

E.

NOTE: If the location where you are moving/storing your personal property from/to is not on the Initial
Rollout schedule, you will not be using DPS at this time. Contact your local TO for further details.

1. First time DPS users must obtain an Electronic Transportation Acquisition (ETA) login
Identification (D) and password befosecessing DP.S

2. To obtain an ETA login ID and password, go dtp://www.move.mil

3. Once you havaccessed Move.mil, click on tiEOD Customer tab

4. Onceyou haveaccessed thBOD Customettab, follow the instructions off to the right under
AAccessing DPSO to register

5 After clicking the |Iink to register, scroll
DPS Account 0.

INTRODUCTION

1. A successful move is not a matter of chanités the result of planning and hard work. At the
center of these efforts is ygine customerIf you expect a good move, you must play an active
role.

2. Thisattachmenhas been prepared to help you understand your allowances and responsibilities
concening shipment and or storage of ydiiHG andbr UB. It will also help you understand
your allowances and responsibilities in the event you have to file a claim for loss and/or damage.

3. For additional DPS user and personal property shipping informati@seplasit
http://www.move.mil or contact your local PPSO, TO, or Personal Property Processing Office
(PPPO). Additional websites are listed at the end of this attachment.

4. Your new unit may assign you a sponsor who shoaittact you some weeks in advance of your

reporting date. A sponsor can often provide information helpful to you in arranging a smooth
move. Contact your new unit if you have not heard from your sponsor within a reasonable
period. It is yourmove. Askguestions. Read and undergtavhat you sign. Get involved.

F. VALUABLE TIPS

1.

Have expensive and valuable items.(artwork, collectibles, heirloomsappraised. The
Government does not pay for the appraisals, but consider this part of your investthergvient

of loss or damageAttempt to locate original purchase receipts for your more expensive items
and keep them separate from the rest of your shipn@@msider using a video camera or taking
closeup pictures to record the condition of your fauné, working condition of your stereo,
television,and the actual appearance of your expensive and/or valuable items prior to the HHG
pack/pickup dates. This could help in the event you must file a Loss/Damage Claim.

Do not ship small, extremely valuahitems such as stocks, bonds, jewelry, coins/coin

collections, and items of great sentimental value such as photo alPatisthem in your
suitcases and harahrry them, as well as your purchase receipts, pictures, and appraisals.
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G. WEIGHT ALLOWANCES

1.

2.

3.

5.

HHG

a. In Accordance WithlAW) the Joint Travel RegulatiodTR) Chapter 5, the worldwide
maximum weight of HHG that may be transported (and/or stor&€bnnectiorwVith [ICW]
transportation) is 18,000 pounds net weight for each employee.

NOTE: HHG transportation time limitationistwoy ear s fr om t he iegdgtdabyee b s
the new Permanent Duty Station (PDS).

uB

a. IAW JTR Chapter 5UB weight allowance is 350 pounds net weight for each adult and
dependent age 12 or older and 175 pounds net weight for leiétireder age 12.

b. UB is the part of an employeeod6s prescribed
(1) Is not carried free on a ticket used for personal travel,
(2) Ordinarily is transported separately from the bulk of HHG, and

(3) Usually is transported by an expedited mbdeause it is needed immediately or soon
after arrival at destination

C. UB shipped ICW permanent duty and Renewal Travel Agreement consists of:
(1) Personal clothing and equipment
(2) Essential pots, pans and light housekeeping items
(3) Collapsible items such as gleens, cribs and baby carriages

NOTE: Items such as refrigerators, washing machines, major appliances, and funuistire
notbe included in UB.

You, not yourTO or yourTSP,are responsible for staying within your authorized weight
allowance. If the wight of items packed, shipped, or stored exceeds your weight allowance, your
Service will be responsible for collecting excess costs from you.

For this reason, estimating the weight of your HHG is very importasiimates should start
early, even beforgou visit yourTO or before you prepare your application to ship and or store
personal property in DPSThe counselor at yodrO requires an estimated weight for each
shipment you intend to make.

An easy and usually dependable method for making thimastiis to figure 1,000 pounds per
room (not including storage rooms or bathrooms), then add the estimated weight of large
appliances and items in the garage, storage roomsnbaseAn optional method is to use the
iWei ght E shttp://mvamt move.mij tleh access tHeOD Customer tab.
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6.

Weight Estimates Not Official

a. Weight estimates are not official, they are planning tools only. You can never use weight
estimates to refute excess weight charges.

Excess Weigh€Can Cost Big Money

a. Exceeding your authorized weight allowance on a move can cost you a lot of money.
Charges for excess weight can range from several hundred to several thousand dollars.

b. Notification of overweight charges can take many months afterrjoue is completed. For
shipments in excess of the authorized weight allowance, the employee is financially
responsible for all costs associated with the excess weight following transportation
completion, as determined by the Service concerned. Paymehe fivansportation and
collection from the employee for excess charges are IA@h&a regulations (JTR Chapter
5). Contact your local' O for additional information regarding excess costs.

Request for Reweigh

a. TheTO at origin or destination can authaia reweigh of your personal property shipment at
your reguest at no cost to you. This ensures a reweigh of your personal property is completed
or scheduled prior to accepting delivery. If you are available when your shipment is
reweighed, you have thght to witness the reweigh and/or request to see the reweigh tickets
for verification.

Overseas Weight Limitations

a. When Government furnishings are provided aQamside Continental USJCONUS
location, HHG transportation at Government expense to ordrarn an OCONUS location
ordinarily is limited to 4,500 pounds net weight, not including UB weight.

NOTE: Appropriate storage, or transportation to a designated place, is authorized for the
remainder of an employeeds weight all owance.

H. MOTORCYCLE/DIRT BIK E SHIPMENTS

1.

Generally, motorcycles and or dirt bikes can be shipped either as a s@piaady Owned

Vehicle POV) shipment, or in your HHG shipment. However, some countries do not allow the
importation of motorcycles and or dirt bikes. If shipped tmuntry which does not allow their
importation, the entire HHG shipment and or motorcycle/dirt bike shipment may be held by the
HostCountry Customs Officials and may not be released until the unauthorized shipment has
been corrected. This action magult in significant delays and a mongtaconvenience on

your part.

Contact your local O for details based on He§lountry requirements to which being assigned
to, or you may consult the Personal Property Consignment Instruction Guide by visiting and
selecting the Query CG tab and then the Country Instructions:
https://tops.ppcigweb.sddc.army.mil/ppcig/menu/home/warning.d
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. WHEN TO MAKE ARRANGE MENTS

Upon receipt of official oders you may access DPS (deara Dfor details if applicable) or visit your
local TO. The sooner you perform these actions after receipt of orders, the better chance you have
getting your personal property moved on the date you want. To ensure & smoet the TSP or its
representative will coordinate the pack and pipkdates with you during the pneove survey.

J. WHO TO SEE

The Army, Navy, Air Force, Marine Corps, and Coast Guard op&fge Your originTO is your
first point of contact when quéshs or problems arise concerning the movement and or storage of
your HHG/UB.

K. WHAT YOU fiMAY 0 SHIP AS HHG

1. ltems associated with the home and all personal effects belonging to an employee and dependents
on the employee's effective date of transfer or app@nt that legally may be accepted and
transported by a commercial HHG carrier. HHG also include:

a. Professional Books, Papers, and Equipment (PBP&EJH@@r needed and not needed for
the performance of official duties at the next or a later destinatiBR&B/ProGear that are
needed but may cause the HHG total weight to exceed 18,000 pounds optionally may be
shipped administratively and therefore must be weighed separately and identified on the
origin inventory as PBP&E/PrGear

b. Spare parts for a POV (stree definition in JTR, Appendix A) and a pickup tailgate when
removed

c. Integral or attached vehicle parts that must be removed due to high vulnerability to pilferage
or damage (e.g., seats, tops, winch, spare tires, portable auxiliary gasolineGzamgsjt
Disk players,Global Positioning Systemand miscellaneous associated hardware)

d. Consumable goods for employees wittrmanent Change of StatidnG9 travel
authorization to locations listed in JTR, Appendix F

e. A vehicle other than POVs (such as atonoycle, moped, hang glider, golf cart, jet ski and
snowmobilgland/or the associated trajl@f reasonable size, that can fit into a moving van)

f. A boat (and/or their associated trailer) of reasonable size that can fit into a moving van (e.g.,
canoe, sk, dinghy, scull, kayak, rowboat, sailboat, outboard/inboard motorboat)

NOTE: Special packing, crating and/or handling expenses for these articles are the
employee's financial responsibility.

g. Ultra-Light vehicles (defined as being single occupant; éoreation or sport purposes;
weighing less than 155 pounds if unpowered or less than 254 pounds if powered; having a
fuel capacityNot To ExceedNITE] five gallons; airspeed NTE 55 knots; and powérstall
speed NTE 24 knots).

h. A utility trailer, with orwithout a tilt bed, with a single axle, and an overall length of no more
than 12 feet (from rear to trailer hitch), and no wider thightfeet (outside tire to outside
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tire). Side rails/body no higher than inches (unless detachable) and ramp/gataufdityh
trailer no higher thafour feet (unless detachable)

L. WHAT YOU AMAY NOT 0 SHIP AS HHG

1.

S

Personal baggage when carried free on commercial transpartation

Automobiles, trucks, vans and similar motor vehicles; airplanes; mobile homes; camper trailers;
horsetrailers; and farming vehicles.

Live animals including birds, fish and reptiles

Cordwood and building materials for resale, disposal or commercial use
Privately owned live ammunition.

Boats (other than those listed above)

Hazardous articles includlj explosives, flammable and corrosive materials, poisons, propane gas
tanks

Local laws ofT SPregulations may prohibit commercial shipment of certain articles not listed above.
Laws and regulations prohibit articles liable to impregnate or otherwisaggaeguipment or other
propertyd for example, hazardous materials including explosives, flammable and corrosive materials,
and poisons. Contact yoli© if you have a question about any item refused for shipment by the

TSP.

M. PBP&E/PRO-GEAR

1.

DOD employees musteceive prior approval from the gaéig duty station to ship PBP&Ero-
Gear, travel orders must state that shipment of PBP&EARar is authorized, and the official
travel order must contain a separate line of accounting for PBP&E®ai0. Additionally the
weight of your PBP&E/Pr&sear shipped counts toward your authorized weight allowance.

If the shipment of PBP&E/Pr&ear might cause an excess weight condition as determined before
transportation, PBP&E/P¥Gear may be moved as an administrative expers opposed to a
HHG transportation expense; which may be authorized subject to the following conditions:

a. Before shipment occurs, the employee must furnish an itemized inventeBP&IE/Pro
Gearfor review by an official designated by the authorizindémissuing command

b. The employee must furnish appropriate evidence (as determined by the authorizing/order
issuing command) that transporting the itemized materials as part of the HHG results in a
weight in an excess weight situation

C. An official designatedby the authorizing/ordessuing command at the new PDS, must
review and certify that the itemiz&BP&E/PreGear are necessary for the proper
performance of t he eRDShmthatitbeseitdmstarermos at t
transported to the new PDthe same or similar items would have to be obtained (at
Government expense) for the employeebds us

IV-K2-8
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3. PBP&E/PregGear are articles of HHG in an employeeds
official duties at the next or later destinatioT he following are examples of PBP&E/Feear:

a. Reference material

b. Instruments, tools, and equipment peculiar to technicians, mechanics, and members of the
professions

c. Specialized clothing such as divebasdui t s, ast |
uni f or ms, chaplainsé vestment s, and other sp
or clothing

d. Communication equipment used by employees in association wikhilitery Affiliate
Radio System.

e. Individually owned or specially issued fiettbthing and equipment

f. An official award given to an employee by a Service (or a component thereof) for service
performed by the employee in the employee's capacity or by a professional
society/organizatiot/S or foreign Government for significant contifions ICW official
duties; and

g. Personal computers and accompanying equipment used for official Government business
(i.e.,central processing uninonitor, keyboard, mouse, 1 printer, 1 small set of computer
speakers)

NOTE: Excluded from PBP&E/Pro-Gear are commercial products for sale/resale used in
conducting business, sports equipment, and office, household, or shop fixtures or furniture
(such as bookcases, study/computer desks, file cabinets, and racks) of any kind even though
used ICW the PBP&E/Pro-Gear.

N. ALCOHOLIC BEVERAGE S HIPMENT

1. Each Service allows for the importation of Alcoholic Beverage Shipment; however, the method
of importation varies. The following extract fraime JFTR states that the shipment of alcoholic
beverages as HHG must conformr2ioUSC 8122. For further details, contact your IGcal

a. Sec. 122: Shipments into States for possession or sale in violation of StateTtasv
shipment or transportation, in any manner or by any means whatsoever, of any spirituous,
vinous, malted, fenented, or other intoxicating liquor of any kind from one State, Territory,
or District of the U.S., or place noncontiguous to but subject to the jurisdiction thereof, into
any other State, Territory, or District of the U.S., or place noncontiguous tsubjéct to the
jurisdiction thereof, or from any foreign country into any State, Territory, or District of the
U.S., or place noncontiguous to but subject to the jurisdiction thereof, which said spirituous,
vinous, malted, fermented, or other intoxicatiiggior is intended, by any person interested
therein, to be received, possessed, sold, or in any manner used, either in the original package
or otherwise, in violation of any law of such State, Territory, or District of the U.S., or place
noncontiguous tbut subject to the jurisdiction thereof, is prohibited.

IV-K2-9
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2. Visit the following websites for additional information on the importation of alcoholic beverages:

a. USAFE Policy on the shipment of wine and alcohol in personal property shipments:
http://afmove.hg.af.mil/pages.asp?infoid=113

b. State Wine Lawshttp://www.wineinstitute.orgSelect the State Shipping Laws link on the
left side of the web page.)

c. Peronal Importation of Alcoholic Beveragesittp://www.atf.gov/alcohol/info/persimp.htm

d. Alcohol Beverage Control Boards for the United States:
http://www.ttb.gov/wine/control_board.shtml

O. FIREARMS

When shipping firearms within or to ti@ontinental USyou must comply with local and/or state
laws, andBureau of Alcohol, Tobacco, Firearms and Explos{¥€EF) regulations. For the website
address, visihttp://www.atf.gov/ For shipments to overseas countries, you must abide by the laws
of the host country. When returning firearms from overseas td$hgou must identify your

firearms on your individdacustoms declarations and obt&MmF Forms 6. This formis required to

bring firearms into th&S. The formis available on the ATF website and the process period may be
as long asix weeks.

P. GYPSY MOTH

1. Planning to move from a State infested with gyp®yh to one that is not infested@oving your
outdoor lawn furniture, lawnmower, garden tools and or playground equipment across State
lines? You need to know about a regulation intended to prevent the interstate spread of this pest.

2. In order to preverthe spread of Gypsy Moth you are responsible for making sure that your
outdoor household articlel® notmove the gypsy moth. How you do this is your decision. The
guarantine regulations allow for sétispection oHHG, and thisattachmentvas developetb
assist you should you choose to geffpect. Alternatively, you may pays Department of
Agriculture (USDA)-trained certified pesticide applicator to inspect the articles you plan to move.

3. To learn more about Gypsy Moth, where the problematic areasind how you can prevent the
spread of Gypsy Moth, go tdtp://www.move.mi| access thBOD Customer Tab and click on
Gypsy Moth under the online brochures for further details. Your Ti@alan also provide you
additional details.

Q. PERSONALLY PROCURED MOVEMENT (PPM) OF HH G

The employee must make the necessargngements for the HHG move and pay for the move.
Reimbursement is limited to actual expenses incurred by the employee, NTE the cost of a
Governmenfarrangd move for the same weight of HHG&nsure your official travel orders indicate
a PPM is authorized prior to the movement of HH€&r additional information, contact your local
TO andor Civilian Personnel/Human Resource Offices.
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R. PRIVATELY OWNED VEHI CLE (POV)

To obtain information regarding Shipping and or Storing Your P€@¥the Defense Transportation
RegulationWeb Page dtttp://www.transcom.mil/j5/pt/dtr_part_iv.cfomder Appendix K

S. STORAGE

When authorized, an employee may be entitled to either temporary storage known aslistorage
Transit (SIT) or long term storage known as Nl@mporary Storage (NTS).

1. SIT

a. SIT is shoriterm storage that is part of HHG transportation. SIT may occuigt,or
destination, and/or anyplace en route. SIT is not authorized for HHG moves between local
guarters when no PCS exists.

b. SIT (ICW authorized HHG transportation) should not exceed 90 days unless the employee
requests (in writing) an additional periodT B 90 days, that is authorized/approved by a
Service/Defense Agency designated official. If no additional storage is authorized or
approved, the employee is financially responsible for the additional storage expense.

C. Acceptable justification for an additial SIT period includes:

(1) An interveningTemporary Dutyor longterm training assignment

(2) Non-availability of suitable housing

(3) Completion of residence under construction

(4) Serious employee illness

(5) Dependent illness or death

(6) Strikes

(7) Natural Disaster

(8 Other circumstances beyond the employeebs co
(9) Similar reasons

d. The maximum SIT limit of 180 days is generally adequate for most Permanent Duty Travel.
Only in very limited circumstances can SIT be authorized beyond 180 days. Your@ocal
can provideadditional information if applicable.

2. NTS. An employee may be eligibfer NTS when:

a. An employee performs PCS travel or new appointee travel to a designated isolated CONUS
PDS.

IV-K2-11
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b. An employee moves to/between OCONUS areas, and
(1) Is not authorized to transpdtHGS
(2) Is unable to use HHG at the PDS
(3) Storage is in the best interest of the Government, or

C. The estimated storage cost would be less than the-taprtdansportation of HHG including
SIT to the new PDS

d. A Department of Defense Dependent Schools employee

NOTE: The Government does not pay for climate controlled NTS. For additional information,
contact your local TO.

T. ARRANGING THE MOVE

You will either visit yourTO to arrange the movement and or storage of your personal property, or if
applicable,youmagi Sel f Counsel 06 yourself using DPS. Rem
anETA account before you can access DPS. Refeata Dof this brochure for additional

information. Provide the following at time of counseling:

1. Complete set of orders/auattization including amendments/ for each type of shipment planned
(e.g., HHG, NTS, UR

NOTE: I f you -@eudgIlm righakdetmonidally Submitted your Application(s)
to Ship and or Store Personal Property to the responsible TO for review, you must either email,
fax, mail, or hand-carry your orders/authorization to include amendments/endorsement to the
responsible TO for review/approval. Failure to do so may result in your personal property not
getting packed/picked up on the dates you requested

2. An idea of when you want to move and an estimated weight. Be as flexible as possible when
selecting HHG pack and pialp dates. Your preferred dates may not be available during some
periods such as summer or days near official holidays. Awbtigldsling lease termination or
house sale closing on the same date your HHG will be packed, pipkeddelivered. Leave
some time in your schedule for the unforeseen.

3. You or your designated representative must be available between the hoursAif8©6:00
PM on pack, pick up, and delivery dates.

4. The date you plan to arrive at your new duty station. Your arrival date will assist your TSP and
or localTO schedule delivery of your shipment(s) which may reduce storage costs paid by the
Government.Forexample, if you know you will be unavailable to accept a shipment for three
months, do not schedule a HHG delivery date during the three months you are not available.

5. What type of shipment you want to make (HHG, UB and or NTS) and the estimated vizxght.
notforget to decire PBP&E/PreGear.
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6. Information on excess cost.he minimum excess cost is approximately $100.00 per hundred
pounds over the maximum weight allowance. If anre notused an item, or you plan to get rid
of it Asoonod twe fAepnictocuhr agge byeduwor e we ship ito

7. Alist of large or unusual itemsé€.,large scree TV plasma, LCD, DLPpiano, pool table, china
cabinet, wall unit, satellite dish, hot tub, boat, motoleyecreational vehicle

8. A letter of authorization signed by yau a power of attorney; required if you are unable to visit
theTO. You may appoint your spouse or an agent to act on your bédekure the person you
choose knows what you want and has the information to make the right arrangements.
Remember,thiper son i s acting for you, and you are r

U. DOCUMENTATION

1. If you receive a personal property counseling at yidryour counselor will provide you with
copies of all documentation associated with the movement and ayestafrgour shipment(s).
Look over your documentation carefully before signing.

2.1 f you pe€rCoaurnnseed ifingeol fi n DPS, 3bpsareewiolteddamde pr o mj
acknowledge your inputs. You will also receive a shipment summary prior to eleatip
submitting your application(s) for shipment and or storage to your respon€ititer review.
You will then be able to print the documentation created for each shipment request. In the event
corrective actions are required on your part in DP8r y® will notify you by phone and or
email.

NOTE: Keep copies of all documentation related to the shipment and or storage of HHG. Do not
pack them in your shipments. It is recommended that you hand-carry your documentation to your
new destination.

V. RESPONSIBILITIES

A good move depends largely on how much you get involved and how well prepared you are when
the TSPs arriveThe following is a guide to assist you and may be used as your record of tasks
accomplished.

1. Your Responsibilities (at Origin)Keepyour TO/TSP informed of any change in your orders or
other changes, such as a current telephone numbenait address where you are available until
you leave your old duty station.

a. If shipping any engine power driven equipment (i.e.; motorcycle, itiet lawnmover,
snowmobile, moped, bgaensure they are free of dirt or grease. Disconnect the battery
cables and tape the leads so they do not make contact with the battery terminals. Batteries
with acid or alkali e prohibited fronshipment, only nospillable geitype batteries are
authorized. Disconnect lead from spalldg and also tape lead so it will not make contact
with sparkplug. With the motorcycle/dirt bike running, completely run it out of gas until it
stalls. No fuel can be in the tamkien shipping a motorcycle/dirt bike as a HHG shipment.

b. Do not change your shipping dates unless necessary. Changing moving dates, especially
during the summer months, can mean a lengthy delay in getting your move rescheduled.
Contact thel O and/or TSRimmediately if rescheduling the shipping dates is necessary.
Notify the TO/TSP if you or your designated representative is not available dteng
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