This guide contains HOW TO CREATE HHG and NTS RELEASE shipments.

Get an overview of the online moving process with pro tips from experienced customers and
counselors.

TUTORIAL
Create a Shipment

1of34
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Welcome to DPS

Current Move

26 Oct 2017: BREMERTON to SAN DIEGO - ~
Order Number TEST_Clams
Order Type Permanent Change of Station

Past Moves
01 Mar 2017: BREMERTON to ATSUGI v
Order Number GBLOC TEST

Order Type Permanent Change of Station

Returning Users: Your DPS Homepage will show all move requests submitted or processed in the
DPS system. To create a shipment click the blue down arrow next to the correct orders.

New Users: Click “Start a New Move” and continue on slide 5

NOTE: If you are continuing your application from the orders information guide, jump to slide 5.

O Pro-Tips:

o Turn off your pop-up blocker, otherwise the DPS window won’t be able to open.
o You’ll also be asked detailed information about special items you might ship, like the
make and model of your Motorcycle, and even the caliber and serial number of each of

your firearms. Get this information organized now to save time later.


https://move.mil/resources/locator-maps

o You don’t have to have an exact address at your new location to start the move
process. Don’t wait to schedule your move! The longer you wait, the more likely that
your preferred move date will be unavailable, especially if it's during Peak Season.

Lines can also get long at your local Transportation Office.
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Velcome to DPS

Welcome to DPS
urrest Move

01 Nowv 2017: BREMERTON to SAN DIEGO
Ondar Wumbor 2907 TEST Start a New Move Shipemeot Management

Onder Tyo Pormanent Change of Station

Current Move

01 Nov 2017: BREMERTON to SAN DIEGO -~
Order Number 2107 TEST
Order Type Permanont Change of Station

There are no shipments cutrently associsted with this order

© Addashipment IR |

Returning Users: Your DPS Homepage will show all move requests submitted or processed inthe
DPS system.

To create a shipment, click the blue down arrow next to the correct orders to expand edit
capabilities.
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A new window will open allowing you to create your shipment request.
Select “HHG” as the type of shipment
Say “No” to the PPM question

Click “Next”

Note: The shipment types offered will depend on the type of information you have provided in the
orders section

O Pro-Tip: If you’ve moved before, DPS will save your information so that it’s pre-populated
“s"  here, and you won’t have to fill it out again.
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Next you’ll receive information on the type of shipment you are requesting. This is part of your online
counseling and it is very important that you read the information as it contains your entitlements
and responsibilities. When you are done reading through the information, select to acknowledge you
have read and understand the information then click “Next”

Counseling Menu

el

o

" Plckup and DeIIVe"Y

0 Duty Stations

i | = United: 1 !

O Point of Contact
* O tyorses |mmmmwmmmmmmm“mmm Your actual pack and pickup dates will be based on the availability of the Transportation Service Provider to handle your shipment.

O Enter Order Information
77 VDOWMMS ot I e et O O u Local Move: A move of HHG for a short distance between residences within a
Order [DOCS UPLD] & : Yes LU Mo metropolitan area, NTS facility. A local/short distance move is authorized in

conjunction with separation, retirement and reassignment.

v () Orders Details

orssricaow | [

Order Information " i
’ +Desired ickup ate “Desired DeleryDate E




At the Pickup and Delivery page, you will enter the information for your dates, your pickup and
delivery address, your In-Transit/Emergency Contact address, indicate any additional locations and
name your Releasing and Receiving Agent(s).

Say “no” to the local move question

Using the Calendar Icon, select the date you would like your property picked up and delivered.

o TIP: A desired delivery date is simply the date you will be available at destination to take delivery
of your shipment. All dates for pack, pickup and delivery are confirmed with the Transportation
Service Provider (TSP or carrier) assigned to your shipment.

ey g - — . ¢
O Doos S Click on the 2 to display the list of add: o add an Address. From your [y Addresses 2 Power of Attormey and/or Letter of Authorization i applicable,
You will aiso be able to indicate if you have additional pickup or delivery locations and ff you ard  Address Listing
O Tour Information A
s | o33 s o your bt ok onthe &5 ;e the s ot st S N R
Summary Z B
& Pickup & Delivery (@] PEARL HARBOR,UNITED STATES
@ Syt . 3603733089
Create New Shipment
+ @ Current Shipments. 456 A ST N
- G BT ] 2 ANE sei
*Autharized Pickup Address ] OMAHA,NE 68101 0 sthorized pickup address
@ Pickup & Delivery Adgress 123-456-7890
Basic
) Additional ltems
Scheduling
Responsibilites.
) Sumanary *Requested Pickup Address & *Reqvested DNery Aaress
Counseling Office
Subemit
xs: 13000 los. Power of Attorney [Seiest from below v Power of Attorney
emaining PCS:13000 lbs. S
v

Letter of Authorization [ Setect from beiow V]| Letterof Authorization

Next you will provide your authorized pickup and delivery addresses as well as your requested
pickup and delivery address.

You will need to add each address using the rolodex icon next to the item field. In the popup window,
click the ‘Add Address’ button.

o Pro-Tip:

o Amember is authorized pickup and delivery from an address in the same area as his
current and new duty station. Members can request pickup and delivery from/to any

area, but there may be an excess cost
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Addresses

Address Listing Add/Edit Address

Address Line 1: [123 ELM STREET —

Address Line 2:

.
-Phone: ) coos5soioio | FORRRAT: s o assie

Ext: |

Location

-(9 CONUS (U.S) > OCONUS (Non U.S)

BREMERTON
Select City I | |

City:
County:

;";:" BREMERTON, KITSAP couhgv. WA, 98337

if you are unable to select
DSN: 770-7332

e et
|___Save Address

<
LSTTeT OF AUTNorTzanon

In the popup window, enter your pickup address.

Enter a phone number where you can be reached by the Personal Property Office and the
Transportation Service Provider (TSP orcarrier).

Make sure that CONUS is selected under location.
Type the name of the pickup City

IIIMPORTANT!!! Do NOT hit the enter key after typing in the city name. A list of cities with the
name you typed will populate in the drop down menu. Select the correct City/State/County/ZIP.
Click the ‘Save Address’ button.

O Pro-Tips:

© You can add/edit all of your addresses at the same time. Click ‘Add Address’ for each new

entry and ‘Save Address’ whendone.



o For your delivery address, the street address in line | is not a required field. If you do not
have an address at destination you can leave this line blank however you MUST provide a
phone number and enter/select the city/state of your destination.

Addresses

Address Listing

Address

MOM'S HOUSE
SALEM,OR 97301
360-555-1212

123 Main Street
BREMERTON,WA 98312
360-555-1212

Pickup & Delivery
123 Main Street
*Authorized Pickup BREMERTON, WA " *Authorized Delivery ~
Address 98312 5 Address &
360-555-1212
*Requested Pickup A “Requested Delivery )
Address & Address &

When you have finished adding all of the addresses, use the radio buttons in the “Select” column
and choose your authorized and requested pickup/delivery addresses.

Click OK, The address will populate in the pickup Address field.

9 of 34



Pickup and Delivery

Adding addresses

Pickup & Delivery

123 Main Street NORFOLK, VA 23501
*Authorized Pickup BREMERTON,WA a *Authorized Delivery 360-555-1212 a
Address 98312 Address
360-555-1212
123 Main Street NORFOLK, VA 23501
*Requested Pickup BREMERTON, WA *Requested Delivery 360-555-1212 g
Address 98312 Address
360-555-1212

Repeat the previous steps to add all of your authorized and requested pickup and delivery addresses

Pickup and Delivery:

dower of Attorney & Letter of
Authorization

Power of Attorney Select from below Power of Attorney Select from below Vl
— None Selected —
Letter of Authorization Select from below v Letter of Authorization Select from below v

If you have provided your spouse or anyone else over the age of 18 with a Power of Attorney (POA) or
a Letter of Authorization (LOA), you can use the drop-down menu to select their name in this section.

In order for the names to appear in the drop down menu, you must add the person under the
“Contact” section of your customer profile and indicate that they have a POA and/or LOA.
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Intransit/Emergency Contact &

Additional Pickup Addresses

In-Transit/Emergency Contact
Information

4565 Eim Street
Mom's Address
PORTLAND,OR 97088
* in-TransitEme Contact Information v
Py 360-565-1212 -

&
Pickup 1 +ﬁ Delivery 1 el

Pickup 2 +l3 -.} Delivery 2 e -

For your Intransit/Emergency Contact Addresses, click the plus (+) sign, select or add the Intransit
address and click ‘OK’.

Repeat the steps for any Additional Locations.

-
- -
. .
-
-

Pro-Tip: You may request an additional pickup and/or delivery as long as it is within the
same AOR as your authorized locations (usually within 30 miles of pickup/delivery)
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Address Listing Add/Edit Address Address Listing
DUD D DELF D10 UNLT D-1
Address Line 1: O 45 SILVERDALE WAY o .
. . SILVERDALE,WA 98383
Address Line 2 360-555-1212
*Phone: 360-555-1212 FORMAT: xxx-xxx-xxxx for Domestic
(@) NORFOLK, VA 23501 E
Ext: 1] 360-555-1212
Location
o WORK/OFFICE m
. 123 ADMIRAL WAY
(® conus (u.s) () OCONUS (Not Considered a State) NORFOLK,VA 23501
360-555-1212
Select City |por‘tland ><|
PORTLAND, ASHLEY COUNTY, AR, 71663 WORK/OFFICE
: O 467 W STREET i
City: BREMERTON, WA 98314
Cointy: 360-555-1212
State: @
Zip: 456 Eim Street
v @ Mom's Address m
If you are unable to select : PORTLAND,OR 57086
779 360-555-1212

v

Delivery 2

In-Transit/Emergency Cu. “=ct
Information

456 Eim Street
Mon's Address

PORTLAND,OR 97086
380-555-1212

=

* In-TransivEmergency Contact Information

Enter your address information
REMEMBER itenter after typing in the City—choose the correct city/state/ZIP from the dropdown
menu

Click ‘Save Address’

Make sure to choose the correct address in the listing and click OK

13 0of 34



ittEmergency Contact and

Additional Location Information

456 Eim Street

In-Transit/Emergency Contact
Information
Mom's Address

3 . PORTLAND,OR 97086
* In-Transit/Emergency Contact Information ? n
360-555-1212

&

Additional locations

BOB'S SELF STG UNIT B-1
i 45 SLVERDALE WAY @@ i NORFOLK VA 23501 @@
Rt SILVERDALE WA 96383 Upsicry1 360-555-1212 ‘
360-555-1212 :
WORK/OFFICE WORK/OFFICE
) 467 W STREET @@ i 123 ADMIRAL WAY @@
Fickup 2 BREMERTON, WA 98314 foivery 2 NORFOLK VA 23501
360-555-1212 260-555-1212

Once you have added and selected your addresses, they will populate in the correct fields.

Receiving [ Mary Test M

—_—
Mary Test ‘
| 360-555-1212

Members may authorize a Releasing and/or Receiving agent to act on their behalf at origin and
destination. Releasing/Receiving Agents MUST be over the age of 18 and available on the days of
pack, pickup and delivery. Releasing/Receiving agents do not need to have a Power of Attorney or a
Letter of Authorization.



Using the drop down menu, select your Releasing/Receiving Agent and click next.

Pro-Tip: The drop down menu for Releasing/Receiving Agent fields are added whenyou

s’ createyour CustomerProfile. Itis highlyrecommendedthatifthe memberhas aspouse, they
addthemasacontactsothattheirnameappearsonthe paperwork. MovedetailswillNOTbe
discussedwith anyone otherthanthe memberunless they arelisted onthe move paperwork
(DDForm 1299). Yourmovepaperworkis available forprintingrightbeforeyousubmityour

application.
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When you have entered all of your Pickup and Delivery Information, click ‘Next’

O Pro-Tip: Print this information and keep it handy. You may not always have access to DPS
“s"  throughout your move.
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Counseling Menu «

* O Customer Profile
© Customec Informaticn
© Point of Contact
= O My Orders
© Entec Order Information
O View Documents
+ () Orders Details
© Rank & Hard Copy Orders
© Order Informaion
© Dty Staticns.
O Reduous Duty
© Orders Selection
© Tour icemation
2 Rdditional ifermation
O Summary
v @ Shipment
© Create New Shipment
» (@ Current Shipments
- (oG
© Pickup 8 Deivery

© Addibonal ieers.

© Scheduling

O Responsidifises

O Summary

O Counselng Office.

© Submit
enttenents ]

PCS: 13000 Ibs.
Remining PCS:13000 bs.

On the Basic

Destiation Shipping Information (from Consignment Guide)

*Total estimated weight of your household goods e —|
.. enter the total essimated weight of all fems that are being shipped] r“—l”“:‘ Weight Estimator Form
“Estimated weight of PBP&E [Pro Gear] [100 n How will PBOAE atfect my household goods weight7E]

[ie. enter the poron of Total estmated weight that is Pro Gear]

*Estimated weight of Spouse’s PBP&E [Pro Gear]
. enter the porfion of Total estmated weight that is Pro Gear]

*Spouse’s Profession
[NOTE: Your spouse is only entitied to ship 2 maximum of 500 I Pro Gear in support of their occupation or community suppart activities]

How will Spouse PBPAE affect my household goods weight 7|

[]  Granatather clock []  StrunkLarge wallunit [] PlasmaTv 0
[]  Saldscazmi [] Pamo [] sned ] Highvalue tems
]  Alcobolic beverages []  Frontkoad washeridryer

[] sty waiter

Note: Only wtlity trailers of a single-axle with an overall length of no more than 12 feet (from rear to trailer hitch); with or without tit beds and no wider than § feet {outside tire to cutside tire) can be shipped as part of your HHG. Side
rails or tha body of the trader must not be higher than 28 inches {unless detachabie) and the ramp/gate for the utility trailer cannot be hagher than 4 feet (unless detachable).

Address in on 3 gul-de-sad

Are there any other articles of extra ordinary dimensions or unusual types of ems included in your shipment? (E.9. JetSii)

224

HHG page, members will indicate the estimated weight of their shipment.

Members can use the Weight Estimator tool that is available at the right of the weight field however a
great rule of thumb is to estimate 1,000 lbs per room.

If members are claiming Pro Gear for themselves or their spouse, it must be indicated. Members who
claim Spouse Pro Gear must provide a signed inventory of items to the origin personal property

office.
Indicate any

17 of 34

special items; add any additional information; click Next.



*Total estimated weight of your household goods

[i.e. enter the total estimated weight of all items that are being shipped] 7,000 eight Estimator Form
Please include your motorcycle weight in the "Total estimated weight of your household goods".

Basic TotalEstimatedWeight - - Windows Intemet Explorer [E=Rroy

1 A

mating the ight of your shipi nt( ). H r, YOU ultimately responslble for the actual welghl of the household goods you shlp The welghts in this
| program are based on mdustry standards and your adual welghts may vary depending on brand, size, etc. Please use proper judgment when making your
estimates.

[¥] Click here to acknowledge that you have read the above disclaimer

¥ e 00
— el

THIS [S AN ESTIMATE ONLY!

The weight estimator form will help you to establish the weight of your shipment.The weight
estimator form will help you to establish the weight of your shipment.

Read the disclaimer then check the acknowledgement box and click “Show Estimator”

The estimator tools allow you to enter the number of items you have in each room and then provides
the weight of each item. At the end of the form, click the “Go” button and the total weight of the
items indicated in the form are placed in your application.

O Pro-Tip: Your Pro Gear, up to 2,000 Ibs, doesn’t count towards your estimated weight.

.
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Additional Information -
Adding a Firearm

“Modet Name: % 7

“Catber San o Souge 7 | x|

“Couey of Vaswrtaurer i\“‘_: sTares v

et e i _
| — o = e - =
T

If you say ‘yes’ to adding a firearm, a new window will open and you will need to provide the
information requested.

Once you have added the information, click ‘Save’. The firearm information populates on the page.

If you say no to the firearms question, you are required to certify that your shipment does not contain
firearms. Click ‘Next’ when you have added all of your firearms information.
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Scheduling

G hat il ke 9 oy o thi shipment o be devered oy destnaton.

Note: All dates, including the "Desired delivery date”, will be negotiated with the Transportation Service Provider during the premove survey. The "Estimated Shipment Arrival Date at Destination” is the standard transit time required based on the origin, destination,
and estimated weight of shipment.

Desired Pickup Date: Dec 28, 2016 Desired Delivery Date: Jan 14,2017

Es! Jan6,2017

Are you requesting a direct defivery 2§ O Yes @ No
* Do you have a preferred TSP? O Yes ® o
+ Do you have a non-preferred TSP? O Yes @ o

| E——

<< Previous Next >>

The Scheduling page provides you with an estimate time for packing and pickup based on the weight
estimate you provided in your application.

You will also see the transit time for your shipment. Transit time is based on origin and destination
locations as well as the estimated weight of the shipment.

In addition, you will be able to request a direct delivery and whether you have a preferred or non-
preferred Transportation Service Provider (TSP or carrier)

Shipment Dates

Baedonthe it weiht of 11,000 pouns, il ke 3 diays. 2 o For pcn

and 1 day for picking up your shipment. It s estimated that it wiltake 9 days for this shipment to be defvered to your destination.

Shipment Dates

Note: All dates, including the "Desired delivery date", will be negotiated with the Transportation Service Provider during the premove survey. The "Estimated Shipment Arrival Date at Destination” is the standard transit time required based on the origin, destination,
and estimated weight of shipment.

Desired Pickup Date: Dec 28, 2016 Desired Delivery Date: Jan 11,2017
Estimated shipment arrival date at destination : Jan6, 2007

On this section of the Scheduling Page, the blue highlighted section provides you an estimate of your
packing and pickup days and the number of days your shipment will take to arrive at destination.



Note that all dates are negotiated between you and the TSP assigned to your shipment. The Desired
Pickup Date is the date you requested to have your shipment picked up. Depending on the estimated
weight of your shipment, additional days for packing may be required and those dates are added
prior to shipment pickup date.

Your Desired Delivery Date is the date you entered in your application. This is the date you will be at
destination and available to take delivery of your shipment.

The Estimated Shipment Arrival date is the date that your shipment is expected to arrive at
destination. This is NOT your actual delivery date but is based on the transit time allowed for your

shipment to reach destination.

ALL DATES are negotiated and confirmed with your TSP.

Q Pro-Tip: Print this page! It details all the information you need for moving day. You may not
“S"  have access to DPS at all times during your move.

Direct Delivery &

Preferred/Non-Preferred TSP

Are you requesting a direct delivery?[fl] O Yes ® No

OYesONo

* Do you have a preferred TSP?

O ves O No
l |

| <<Previous || Next>> |

* Do you have a non-preferred TSP?

Direct Delivery Request: If you have an address and would like your property delivered directly to
that address, select (Yes). If you do not have a delivery address, select (No).

Preferred TSP: Say ‘yes’ to this question if you have a company you would like to have pack, pickup
and deliver your shipment and provide the name of the company. Say ‘no’ to this question if you do
not have a preferred provider.

Non-Preferred TSP: Say ‘yes’ to this question if you have acompanythat you would not wantto be
responsibleforyourshipment.Say‘no’tothisquestionifyoudonothaveanon-preferred provider



Click “Next”
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Read & check Acknowledgement Box
Click “Next”

IMPORTANT: this is part of your online counseling; by checking the box you are acknowledging that
you are aware of your rights and responsibilities.
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Below, plesse find & summary of the information entered for this shipment. If there are sny errors, plesse diick on the link on the left navigation menu to retur to the spplicable page.

© Entar Order nfoemation

© Virw Documents Customer Profilo
Nome: Sressi Mora Branch: Untes Sites Nouy
) Orders Oetats SSWEW: sugamns RankiPay Grade: cpolET
5 Rark & Hard Copy Orders | Primary Phone: 3604765555 Primary Emait: i resIGNAVY ML
© Orcer formation Permanent Contact Address:
b e 1234 Moin Street Estimated Weight
© Arduous Duty il il Hare s D saakaon o you e esated wegrt
Orders Setection Your extemsted Koseheid Goods we sasan
Ordor Dotails ool
our ntormaton s Your estmated PEPE Pro Gewr] weight Ao
e i Your Sposse’s essmaned PEPLE (Pro Gear] weight 10es
Summary Order Date: 014012016
5 s tanmated weigaeof metoreyces) ™
e Current Duty Station: JOHN C. STENNS (CVIN74) Yol dodmand oot Sakine

Headquarters Issuing Orders:
S =T WegH of FEFSE 6088 Ak court ap0st your weGh! Bowance.

pes: 13000 os.
Remaining PCS:2200 Ibs.

3 shipment 1 - Household Goods.

Delivery Information

SAN DIEGO.CA 82101
3604763588

of 11.an-2017 10 the elivery adcress:

Pickup & Detivery

) Basic

A Pickup Information

Scheduling Your Houmetold O aacres: ‘Spacial items included in yoor shipment
o 123 MyHouse Drve o

B Sespraloinges BREMERTON WA 26310 988 Phsirsd b

© Summary 380.476-8888 Proet ond wasdeukryer

Counsesmgoce | o Now

O subwit

ot

PO ACORESS § ONA CULDESAC

Yo 443N SPGB G400 1 01 16 Duc 2015

You bt MO requpeted Seect ey

— P T —p—
® e 4

The Shipment Summary pages provides you with a review of all the information you have entered
into your application. If you need to make changes to any of the information on this page, you may
use the counseling menu on the left side of the screen to edit the information for each section.

Once you have reviewed the information, check the acknowledgement box and click “Next”
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Once you submit your on| Ime awlnnmn it will be received and processed by the Personal Property Office. A Transportation counselor will review your information to ensure that it is complete and accurate. Note: Your move cannot be scheduled until you have provided
office listed below. All counseling related documents must be provided to the transportation office within 6 business days of submitting your application. For 3 short notice pickup (requesting pickup within 5 business days), ¢

!owmemmoﬂ 85 500N 35 poasble
fou will be notified by the Transportation Service Provider once your shipment has been scheduled. If you have any questions please contact the transportation office listed below.

Click here to acknowledge that you have read the above disclaimer ﬁ |

Booking/Servicing Installation Destination Servicing Installation
GBLOC: JENQ | GBLOC: LKNQ I

Installation Name: FISC PUGET SOUND, WA Installation Name: FISC, SAN DIEGO, CA

Selecting Counseling Office Information
REQUESTED PERSONAL PROPERTY OFFICE FOR COUNSELING

You may request any Personal Property Office for counseling. This office is all the d and to answer any of your Once is ! the Personal Property
Office will forward your application a: uwmmmmmmmmmmmm

*Counseling Office: Select from below
FISCPS BREMERTON -

FISCPS DETACHMENT EVERETT
NAS WHIDBEY ISLAND

Selected Counseling Office Information

Installation Name: FISCPS BREMERTON

Street: FISCPS 2255 COLE AVE, BLDG 985
City: BREMERTON

State: WA

2PIAPOIFPO: 98314 _
Country: UNITED STATES

Phone: 3604769172

DSN:

Fax: 3604761834

DSN Fax:

Email: PersProp.FISCPS.FCT@navy.mil

On the Counseling Office page, click to acknowledge you have read the disclaimer.
Use the drop down menu to select your local counseling office. You will need to make note of the
contact information that populates on the page. This is where you provide your supporting

documents so your application can be processed.

Click “Next”.
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Counseling Menu «

* O Customer Profile Customer: [Bressi, Moira == United States Navy ==
© Customer Information

© Point of Contact

v () My Orders IPiease review your forms for y. Once revi d and any chang d, click submit button to lete your

© Enter Order Information
O View Documents

Forms Required

Order [DOCS TEST] bl | You will need Acrobat Reader version 8.0 or earlier to view or print these forms in Portable Document Format (PDF).
+ (O Orders Details .

N Cot,
© Rank & Hard Copy Orders ABOR pACEY
© Order Information

© Duty Stations DD Form 1299 (Application for Shipment and/or Storage of Personal P ) View & Print

© Arduous Duty DD Form 1797 (Personal Property Counseling Check list) View & Pringy

© Orders Selection

© Tour Information I.Ipload Documents

© Additional Information

© Summary | These forms may be printed for review before submission. These forms are considered to be a DRAFT until a has revi and itted the Shi request.

v @ Shipment
o Crest ew shmer " Submit |
v @ Current Shipments
~ U 1-HHG
© Pickup & Delivery
© Basic
© Additional items
© Scheduling
© Responsibilities
© Summary
© Counseling Office
@ Submit

PCS: 13000 Ibs.
R ining PCS:2200 Ibs.

IMPORTANT!!! After you have submitted your application make sure to print DD Forms 1299 & 1797.
Your application will not be processed until you provide these signed documents and a copy of your
orders to the responsible origin counseling office.

You are now able to upload your documents into DPS — the next several slides will show you how to
upload and/or view uploaded documents.
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DD Form 1797

APPUCATION FOR SHIPMENT AND OR i < PERSONAL PROPERTY COUNSELING CHECKLIST
OF PERSONAL PROPERT 009120 3/3HHG.
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DD Form 1299 is a one-page form; DD Form 1797 is a two-page form.

Once you have printed and signed your forms, scan and save them to your computer.
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Counseling Menu
+ (O Customer Profile
© Customer Information

© Point of Contact
v (O My Orders
O Enter Order Information
() View Documents

Order [DOCS TEST] «

Forms Required
You will need Acrobat Reader version 8.0 or earlier to view or print these forms in Portable Document Format (PDF).

v (O Orders Details Gt R4
© Rank & Hard Copy Orders MNP s
© Order Information
© Duty Stations. DD Form 1299 for andlor Storage of Property) View & Print
©Arducus Duly DD Form 1797 (Personal Property Counseling Check list) View & Print

© Orders 7 -
o Upload Documents

© Additional Information
© Summary |Mebnmnwbemimwwufmewmﬁsm.ﬂmbmammedwbeaDRMuma has revi and the Shij request.
v @ Shipment
e ~
v Ciia S | << Previous
v L) 1HHG
© Pickup & Delivery
© Basic
© Additional items
© Scheduling
© Responsibilities
© Summary
O Counseling Office
@ Submit

PCS: 13000 Ibs.
ining PCS:2200 Ibs.

Once you have printed, sighed and scanned your forms back into your computer, they can be
uploaded directly into DPS.

Click the “Upload Documents” button
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Sedact One
DO Form 1298
Power of Atfomey
Order

00 Form 1787
Order Amendment
DO Form 2278
Miscellaneous

DO Form 1351.2

o«

Document Management

DPS File Upload

2 = B
DD Form 1209 ~ ) 55 DPS » DOCUMENT LPLOAD <] 43 |[ Seorch DOCUMINT UPLOAD P
Ovganize v New folder e 8
- + rowss P —" ' baemosies e =
(Lond AACTIE TN |
Upload s Dewnloads DOCSTEST 4797 pal 127272016 1237 P Adebe Acrobat D 108
- . TEST. [Gpdt 1252061055 Adobe Acrobat D us
T NOVORD_THST 1299 pat IB0I63031 .. AdobeAcrobat O s
T Libcaries S NOVORD. TEST 1997, pat 125016 105) .. Adabe Acrobst D 104
[ Documents L NOVORD._TEST_L! s
& Music T Sample USMC PCS with TEMINS.par 1172520161028 ., Adobe Astoet O.. )
W Pictures
B videos
T Cameiter o

B —

1. Use the Drop-down menu to select the type of document
2. Click "browse", locate the document in your files, and select open
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DD Form 1299 =

> Browss | pocstEsT 1209001

3. Click upload

Document Management

& The DD Form 1299 been

DPS File Upload

Document Type

DD Form 1299 ~

+ Browse

4. You will receive a message stating your document has been successfully uploaded.




Make sure you uploaded BOTH signed documents

Customer: [Bressi, Moira == United States Navy ==

Please review your forms for accuracy. Once reviewed and any changes completed, click submit button to complete your applicati

@ hitpsy/dpstraining sddi il/7p=/1p60eaTf6yFTC%2BFSATZITuqTaly5P62584aliC23j6c1yFRiTRtaqQ - Internet Explorer ol e )
Forms Required
You will need Acrobat Reader version 8.0 or earlier to )
Get s
|- Document Management

DD Form 1299 (Application for Shipment and/or Storage|
| [

Upload Document:

View History Get File

[ mese forms may be printed for review before submission. Tod| — :
(of1) [1]

File Status Shipment 5 < Document File Create View 5
x Type ¢ File Name ¢ Version Type ¢ Dats = History Action
Submitted 1HHG  DOCSTEST 1 1 POJ™  02Dec2016 5
Submitted 1HHG  DOCSTEST_1i 1 DD o™ 02Dec 2016 »
Sample
Submitted Separation 1 Order 02 Dec 2016 yl
Orders.docx

v

You can check to make sure your documents have been uploaded by clicking the “View
Documents” button.

When the Document Management window opens, you will see ALL of the documents you have
uploaded. If you need a copy of the document, select the file name and click “Get File”

When you are done viewing your documents, close the Document Management window
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Counseling Menu « T

* (O Customer Profile

, Moira == United States Navy =~
© Customer Information
O Point of Contact - - - - s R—

© © Myorders [Piease review your forms for accuracy. Once reviewed and any changes click submit button to complete your
© Enter Order Information

Message from webpage g

O View Documents

e = BBl Forms Required &N
- it?
Giec IDOCE IS bl | You will need Acrobat Reader version 8.0 or earlier to view or print these forms in Portable Document Format (PDF). (@@ Areyou sureyou want to submit?
+ () Orders Details s —

Get

© Rank & Hard Copy Orders | oovmaoee |

© Order Information

© Duty Stations DD Form 1299 (Application for Shipment and/or Storage of Personal Property) View & Print

© Arduous Duty DD Form 1797 (Personal Property Counseling Check list) View & Print oK ] [ Cancel
© Orders Selection

© Additional Information

© Summary
~ @ shipment
© Create New Shipment

These forms may be printed for review before submission. These forms are considered to be 3 DRAFT until a counselor has reviewed and Submitted the Shipment request

v @ Current Shipments.
v E 141G
© Pickup & Delivery

© Scheduling

© Responsibilities
© summary

© Counseling Office
@ Submit

PCS: 13000 Ibs.

Remaining PCS:2200lbs.

Now that you have uploaded your documents you may submit your application. Click “Submit” and
say okay to the message from the webpage.

Please note that your application will not be processed until your supporting documents are

received. If you are unable to scan and upload your documents directly into DPS, you may still email
or fax your documents to the responsible origin counseling office.

To locate the responsible origin office, click the ‘previous’ button to return to the Counseling Office

portion; this section provides you with the email and fax number for the counseling office you
selected.
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Customer: [Bressi. Moira == United States Navy ==

IYour lication for the following ship has been submitted.
Shipment Details
Shipment: 1 HHG
Order Number: DOCS TEST
Date Submitted: Fri, 2 Dec 2016 21:06:08
Shipment created by: 534927015

Date DD 1299 Prepared:

Fri, 2 Dec 2016 20:31:47

If you need to make changes to any information other than contact data or cancel your shipment. you must contact the C you

To CREATE a new shipment for this order, click on the Create New Shipment link in the left navigation tree.
To ADD a new order, click on Enter Order Information in the navigation tree in the upper-left corner of the screen under My Orders.

your application to.

|

You will need Acrobat Reader version 8 or earlier to view or print these forms in Portable Document Format (PDF).

5 M
Pams /000e READER

DD Form 1299 (Application for Shipment and/or Storage of Personal Property) View & Print

DD Form 1797 (Personal Property Counseling Check list) View & Print

You will receive a notice confirming you have successfully submitted your application. If you need to
make any changes to your information or cancel your shipment, you must wait until your application

is processed.

It takes approximately 2-3 weeks from the time all supporting documents are received for an
application to be processed. During Peak Season (mid-May through August) this timeline can be

increased up to 6 weeks.

To create an additional shipment request (i.e. a Personally Procured Move (PPM), an Unaccompanied
Baggage (UB) shipment or a Non-Temporary Storage (NTS) shipment, follow the steps in the middle

of the page.
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From: counseling @dpsmad.csd.dsa.mi

To: Bressi, Mora L CIVNAVSUP GLS, 0411
c

Subject: Shipment Submission Received

e

Sent: Thu 11/9/2017 1254

1 ' 2 3 3 O D o A e o s o s o o D O s O s O s 7
") g 0 7 T T ¥ T 7 T ¥ T T T ¥ T T T g T T T T T T T T T T T T

Wanna Move,

Your application for shipment 1/HHG from BREMERTON, WA 98312 to SAN DIEGO, CA 92101 with a requested pickup date of Jan 25, 2018 has been received by the transportation counseling office - NAVSUP FLC PUGET SOUND BREMERTON located at
BREMERTON, WA UNITED STATES. Upon receipt of your supporting documentation the Counseling Office will validate and finalize your application. Once your shipment has been awarded to a Transportation Service Provider {TSP), you will be notified by
that TSP of your actual packing and pickup dates. You can continue to monitor the status of your shipment via the Shipment Management tab located on the DPS homepage.

If there is a need to make any changes to your application other than contact information which can be accomplished in the Shipment Management section please contact the transportation office at BREMERTON, WA UNITED STATES,
Phone: 3604767366

Thank You.
Defense Personal Property System (DPS)

*** DO NOTREPLY directly to this email ***

Once you have submitted your application, you will receive an automated email from the DPS system
that confirms submittal and reminds you to submit your supporting documents. THIS IS NOT
CONFIRMATION OF YOUR PACK/PICKUP DATES!

Supporting documents for a basic HHG shipment include a copy of your orders (including any
amendments & modifications) and SIGNED copies of DD Forms 1299 & 1797. If anyone other than the
member signs these forms make sure to also provide a copy of your Power of Attorney. If you are
requesting a pickup from your Home of Record (HOR), also include a copy of your Enlistment
Contract or Officer Commissioning letter that shows your HOR. If you are requesting pickup for
dependents, please include a copy of your page 2. If you are separating/retiring, you may be asked

for a copy of your DD 214. Your counseling office will contact you if any additional documents are
required.
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Contacts

» For technical assistance contact the DPS Helpdesk
available 24/7:
* Toll-Free: (800) 462-2176
% Commercial: 618-| 577-0969

» For assistance with your HHG shipment contact your local
Personal Property Shipping Office (PPSO)



https://www.ustranscom.mil/
https://www.ustranscom.mil/
https://www.ustranscom.mil/
mailto:usarmy.scott.sddc.mbx.g6-SRC-DPS-HD@mail.mil
https://src.servicenowservices.com/src/

Creating a Non-Temporary Storage
(NTS) Release Shipment

How to coordinate the release of your NTS shipment from storage



Steps to Request Release

» Log into Defense Personal Property System (DPS)

» Update/Create DPS Profile & Enter new orders information
» Create a basic HHG Shipment

» Upload Supporting Documents

» Receive confirmation email from DPS Shipment

» Be available on agreed upon delivery dates



Log into DPS

» If you are new to the DPS system, you will need to obtain a
User ID and password

» If you have a DPS user ID & Password, log into
your DPS account. If it has been longer than 90
days since you used DPS, you will be prompted to
review your User Profile.



Quick Reference Guides
We come to DPS Landing Page

Outages

In order to prov ide a predicta ble maintenance schedule to DP S users wortdwide, the DPS PMO will be taking the DPS application offiine sta rting at 1900 Centr al Time on Friday nights. The application will return to serv
ice once maintenance activities are completed. The speci fic times of scheduled maintenance will be identified in the DPS Advisory messagesreleased by the TCJ 9 prior to any act ivity.

Notices

The DPS Application transitioned to a new URL on 26 F ebru ary 2021. The new URL is https://dps.move.mil/cust Please ensure you update your bookmarks and also ens ure the new UR L is appro ved thro ugh your loca | secu
rity to ensure you have access to DPS

We re alize our customers have various browsers, operating system,s and d evices available to the m. In order to have the best experience when interact ing with DPS. Interne t Explo rer 11 is the pre ferred brow ser using a
laptop or desktop device. Custome rs can use Other Bro wsers or Devi ces, however. certain aspec ts of the application may encounter issues. The pro gram is wor king to provide maximum browser flexibility.

Application Notices

For system questions or support, please contact the Sys tem Resp onse Center (SRC) via 1-800-462-2 176 or us army.scott.sd dc.mbx.g6-src- dps-hd@ma il.m il.
For OCONUS users, please contact your local operator for DSN dialing instructi ons

DPS Login Options

Custom er Support ing Role
(I need to ship Personal Property) (DOD Personnel in the DP3 Enterprise and TSPs)

[Register]in a Supporting Role

Log inwith Certificate|

Log in with Certificate
Log in with User Id| i

Log in with YubiKcy|

Log in to ETOPS with Certificate

PH Disclaimer

This system contains information which must be protected IAW AR 340-21, The Army Privacy Pro gram; Departm ent of Defense (DoD) Directive 5400.11, DoD Privacy Program; The Privacy Act of 197 4 as amen ded




applies, and it is For Offici al Use Only (FOU O). It must be protecte d or privacy act in form ation removed prior to furthe r disclosu re.



DPS HOMEPAGE

Welcome to DPS Defense Personal Property System

iCurrent Move @ Shipment Management

01 Nov 2017: BREMERTON to SAN DIEGO
Order Number 2197 TEST Current Move

Order Type Permanent Change of Station
01 Nov 2017: BREMERTON to SAN DIEGO | v
Order Number 2197 TEST

Order Type Permanent Change of Station
1

There are no shi currently iated with this order. & Edit My Orc

Click “Start a New Move” if current orders are not shown on homepage.

If orders are shown, click the blue down arrow on the right side, then click “Add a Shipment”

Once you have created or updated your profile you will return to your DPS Homepage. With some exceptions, most
moves performed over the last 8 years will have been processed in DPS. Your Homepage will show you all your
moves performed through the DPS system.

Before requesting a shipment, make sure that your current orders have been added to your DPS account. If your
homepage does not show your current orders, you will need to add them before creating a shipment.

For instructions on how to add orders information, please see additional DPS guides at https://www.navsup.navy.mil/
public/navsup/hha/dps_guides/



http://www.navsup.navy.mil/

Self-Counselin

— — -
@https://dps.sddc.army.:ﬁming/shipment/& € ipment.faces - Internet Explorer lﬂﬂ\ﬂu’ ‘5@ P
[« DI 3 Create New Shipment g twe
te Tol

File’ SEdR View! Favorites = O Customer Profile Customer: [Move, Wanna - PO1/E-6 - United States Navy -
© Customer Information

© Point of Contact
~ (O My Orders I Any update to personal Profile? Click here |
© Enter Order Information

(O View Documents

< [ suggested Sites v ] Naw Safety v Toolsv @~

Based on the information you have provided, you are entitled to create the shipments listed in the menu below. Please keep in mind that in order to avoid excess costs
l Order [2197 TEST] Wil | the total actual weight of all your shipments should not exceed your authorized weight entitlement. If the total actual weight of all shipments under this set of orders
+ (O Orders Details exceeds the entitlement, you will be subject to excess cost.
@ Rank & Hard Copy Orders You may only select and process one type of shipment at a time. Once the shipment data has been completed, you will have the opportunity to request
il © Order Information additional shipments. M
Duty Stati

i el Avoid Excess Costs

© Orders Selection Make your move easier and avoid excess costs by following a few simple rules in planning your move:

© Tour Information ® When basic household goods shipments are from the same point of origin and going to the same ination, avoid scheduling extra shij

Additional Informati ® Avoid shipping thorized items. If horized items are di d in your sh you will incur extra costs.
° S R e Get rid of unwanted items because they only add weight.
O Summary o Make sure you or a designated agent is at the pickup and delivery addresses between 8:00am and 5:00pm on the date that the packers and movers are scheduled to
~ @ sShipment arrive.

® Create New Shipment

(O Current Shipments You may only select and process one type of shipment at a time. Once the shipment data has been completed, you will have the opportunity to request additional
ETT
PCS: 11000 Ibs. Please select from the Menu below.
I ing PCS:11000 Ibs.

Type Of = PR
® Household Items associated with home and all personal effects belonging to member and dependents on the effective date of the member's
HHG Goods PCS or TDY order that may be legally accepted and transported by an authorized ial t

Will the shipment selected above be created as a Personally Procured Move(PPM)? [l

O Yes @ No

v el

The next step in the process is to create a basic HHG Shipment. Do NOT request a NTSR! DPS will not be able to
process this request corrrectly.

A new window will open allowing you to create your shipment request.
Select “HHG” as the type of shipment

Say ‘no’ to the PPM question
Click “Next”

(HoLe. e STipIrerit types Orrered wil aepelia Orr e type O 1Torimation you fiave proviaeua 11 e Oorders seCuoll)
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ailboats, light rowboats, kayaks, and dinghies and sculls. Boats in excess of 14 ft or any boat with a

et or has a trailer .You are responsible for paying all accessorial charges associated with shipping
moved.

ies when you ship firearms:

e tab.

bods or gross weight for unaccompanied baggage, whichever is greater, up to a maximum of

{the claim is filed more than § months from the delivery date, or immediately with the Military Claims

imum liability for the vehicles shall be the value stated in the current issue of the National Automobile
'SP has obtained an appraisal of the vehicle from a qualified appraiser, settlement will be based on

part of the typical shipment and have an active, widespread secondary market.

or pay the un-depreciated repl

cost, because these are large, expensive items that are not

K D Ihaead and understand the above entitiement information (required).

& it )

<< Previous I Next >> ’

Next you’ll receive information on the type of shipment you are requesting. This is part of your online counseling
and it is very important that you review as it contains information on your entitlements and responsibilities. When
you are done reading through the information, select to acknowledge you have read and understand the

information then click “Next”




Pickup and Delivery

Counseling Menu @
" O Customer Profe Customer: [Move, Wanna = United States Navy =

() Customer Infarmation

() Point of Contact

v () My Orders ‘Please enter the dates for your move, The dates you enter here are only a request, Your actual pack and pickup dates will be based on the availability of the Transportation Service Provider to handle your shipment,
() Enter Order Information I " " " " " "
P—— B |t i Lol Mowe? 0ves O 1ol Please check this box if you will be taking delivery in the same
e ' 1 L City/State where your property is currently being stored.
+ () Orders Defails L
() Rank & Hard Copy Orders
() Order Information
T i i
) Duly Saions Desired Pickup Date E Desired Delivery Date E

Using the Calendar Icon, select the date you would like your property released from NTS and indicate your desired
delivery date.

NOTE: When requesting your shipment be released from storage, the property should be direct-delivered to your new address
unless it will be shipped overseas. There is no temporary storage authorization at destination and you should be prepared to
accept delivery of your HHG upon its arrival. If your shipment arrives to a domestic destination and you are unable to accept

delivery, it may have to be placed into temporary storage. This increases the handling of your shipment resulting in an increased
risk of damage and the additional costs could end up at your expense. To avoid damages and possible charges, please indicate
the earliest date you can accept delivery in the “Desired Delivery Date” block to prevent the shipment from arriving before you are
able to accept delivery. Shipments are generally scheduled based upon your requested pickup date but will be finalized by the
office scheduling your shipment for movement and may be adjusted due to carrier capability or to prevent early arrival of the
shipment.




Pickup and Delivery:

Pickup Addresses

© Arduous Duy : > T ; it selef ot N izaton if appli
Click on the to display the list of addresses or add an Address. From your address list sell — I|a Power of Attorney and/or Letter of Authorization if applicable.

©: Orders Seleotion You will also be able to indicate if you have additional pickup or delivery locations and if you arg
© Tour Information
© Additi i To add an address to your list click on the 3 ; enter the address information and select 'Save

© Summary @
+ @ Shipment Pickup & Delivery O PEARL HAREOR,UNITED STATES i
3603733089

() Create New Shipment

v (@ Current Shipments 456 A 5T
0 T . = O MOMS HOUSE
v F1-HHG *Authorized Pickup Address ‘Aufhorized Delivery OMAHA,MNE 68101 [Select an authorized pickup address

@ Pickup & Delivery Adgress 123-456-7890
() Basic

© Additional Items
O Scheduling

© Responsibilities
© Summary *Requested Pickup Address &" *Requested Devery Address
© Counseling Office
© Submit

ntitlements «
s 13000 [bs. Power of Attorney Select from below V] Powerof Attorney
ing PCS:13000 bs. o | o ﬁ |
ncelll addiidives-)

Letter of Authorization Select from below v Letter of Authorization Select from below v

L4

Next you will provide your authorized and requested pickup locations. For your authorized pickup address, use the
information from your orders (i.e. current/previous duty station)

For your requested pickup address, you will need to enter the location where your NTS is being stored, if you do not
have the NTS facilities information please contact your local Personal Property Office to obtain that information. If
you do not know the address of the NTS warehouse facility, enter “NTS Your Area” in line 1; then enter the city/
state where the shipment was picked up.

To add each address use the rolodex icon next to the item field. In the popup window, click the ‘Add Address’
button.

10



Pickup and Delivery:

Delivery Address

K
™
Address Listing
Add Listi AddiEdit Add
O YOKOSUKA,JAPAN i ress Leing ress
360-555-1212 -
Address Line 1: |123 Main Street |
456 Elm Street | Address Line 2 | |
D m:?&;[f%ﬂz?suﬂﬁ *Phone: |360-555- 1212 | FORMAT: xo-xxx-xxxx for Domestic
360-555-1212 Ext: | |
Locatiol
o NTS YOUR AREA fq
NORFOLK WA 23501 .
3650-555-1212 ® CONUS (U.5) O QCONUS (Not Considered a State)
= . |Bremert0r| x |
0 123 Main Street m‘ Select City
EREMERTON, WA 98312 BREMERTON, KITSAP COUNTY, WA, 98310
360-555-1212 City:
N~ 4 County:
State:
Zip:
If you are unable to select :
07332,
| ok | cancel | Add Address | o

Repeat the steps from the previous screen to add your authorized and requested delivery addresses. Make sure to
save the address and click OK to select each one.

NOTE: There is no authorization for temporary storage at destination. Members MUST have an actual delivery address
in order for their NTS shipment to be released. If you do not have a delivery address you may leave the first line blank
however, you application will NOT be processed until you provide an actual street address.




Pickup and Delivery:

Power of Attorney & Letter of

Authorization

Power of Attorney S Power of Attorney Select from below S
— Hone Selected —
MR WANNA MOVE

Vl Letter of Authorization Select from below s

Letter of Authorization | Select from below

If you have provided your spouse or anyone else over the age of 18 with a Power of Attorney (POA) or a
Letter of Authorization (LOA), you can use the drop-down menu to select their name in this section.

TIP: In order for the names to appear in the drop down menu, you must add the person under the “Contact”
section of your customer profile and indicate that they have a POA and/or LOA. A copy of the POA or LOA

will need to be uploaded as a misc/supporting document.
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Intransit/Emergency Contact &

~ Additional Pickup Delivery Addresses

The In-Transit/Emergency Contact Information is a mandatory field and is an address where you can be reached
while travelling to your new duty station. This information can be any address or point of contact you choose.

Use the previous instructions for adding and selecting and address by clicking the rolodex icon. Make sure to
select the appropriate address so that it populates in the correct field.

In-Transit/ Emergency Contact

Information

456 Elm Street 4
Mom's Address
* In-TransitfEmergency Contact Information PORTLAND,OR 57088 ﬂ
360-555-1212
e ) e
Address Listing Add/Edit Address Address Listing
Address Line 1: O DUD > SELFE D1l UNLI B-L1 m
45 SILVERDALE WAY
Address Line 2 SILVERDALE, WA 98383 (R
*Phone: FORMAT: xxx-xxx-x000x for Domestio SElEiEliln
Ext: 1
O NORFOLK, VA 23501 m
® coNus (U.5) () OCONUS (Not Considered a State) @
WORK/OFFICE
) [portond <] ) 123 ADMIRAL WAY m
Seieste O DS A AR IR LT AL — Noggg_l;(s.;?zzlszs o
City:
County:
. WORK/OFFICE
;fﬂfe- @] 4567 W STREET T
1P BREMERTON, WA 98314
If you are unable to select ; 360-555-1212
i @
456 Eim Stret
Mom's Address m
PORTLAND,OR 97086
Delivery 2 360-555-1212
W

Cancel Add Address
13



InTransit/Emergency Contact and

Additional Location Information

Additional locations

Pickup 1 5 Delivery 1 + 3

Pickup 2 5 Delivery 2 + 5

Members may request an additional pickup or delivery location as long as it is within 30 miles or their
authorized locations. With NTS shipments, there is usually no additional pickup location authorized however,
members may request that the shipment be delivered to a private commercial storage facility.

To add an additional delivery location, follow the previous steps shown.

NOTE: for the purpose of this instruction, we are not adding additional
pickup or delivery locations.

14



Receiving Agents

Releasing & receiving agents
Receiving Select from below

Releasing select from below L' Nore Selected

Mary Test
MR WANNA MOVE

For the purpose of this instruction we are only including Receiving Agent information (Releasing Agents
are not needed for a NTS release) Members may authorize a Receiving agent to act on their behalf at
destination location. Receiving Agents MUST be over the age of 18 and available from 0800 to 1700 on
the days of delivery. When you enter a Receiving agent they do not need to have a Power of Attorney or a
Letter of Authorization.

» Using the drop down menu, select your Receiving Agent and click next.

TIP: the drop down menu for Releasing/Receiving Agent fields are added when you create your Customer
Profile. It is highly recommended that if the member has a spouse, they add them as a contact so that their
name appears on the paperwork. Move details will NOT be discussed with anyone other than the member
unless they are listed on the move paperwork (DD Form 1299). Your move paperwork is available for
printing right before you submit your application.

15



/) Ouome: Srle Customer: Pleve Wasea = Unded Siskes rey =
© Comtamse imiton
© Poiet of Contast

" Owomn P e o v T o b e o i e ity ot -4 When you have entered all of your Pickup and Delivery
e O Information, click ‘Next’

-3 =] F N I s |

YOROSKA IAPAN 123 am Sroet
*Aeonized Pekup Woss6-1212 iz BVIRTONWA
Asgrers Asdress Rz &
04950242
Eeiedt fro belom
I —
oBLOC | CFRL
TS YOUR AREA 123 Mae Seet
Requested Prekup SoRXVAZI | ) Shvamman fultery SREVERTON WA e
Asdress W02 Address o
0S8 AT
Power of Attorey | Seect rompenw V| Power ot Aomey { Geeat o peew v
Letier of Asthortzation [Seeatomtecn  v|  LemerotAuthorization [seeatonteon  v|

- Trancit/ Emergandy Contact
Information

Addonal locations

Redeaving B receiving agents

[ rorpwrromm— T A WANVA MOVE V|
Relearng [seeaveotaen v Leadesnonelentn SRR
2 WANNA MOV

M04T485 b
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HHG Basic Information

On the Basic HHG shipment page, members will indicate the estimated weight of their shipment. This weight should be the same
weight of the shipment that was placed into NTS. If you’re unsure of the actual weight that is in NTS please contact your local
Personal Property office for that information.

PV,

O Point of Contact
v (O My Orders ‘Please provide basic infi ion about your

© Enter Order Information

Order [TEST NTS « Shipment Weights Destination Shipping Information (from Consignment Guide)

RELEASE]

*Total estimated weight of your household goods

~ (O Orders Details [i.e. enter the total estimated weight of all items that are being shipped] 3000 Weight Estimator Form
© Rank & Hard Copy Orders *Estimated weight of PBP&E [Pro Gear] _ Z i _
1 s b [i.e. enter the portion of Total estimated weight that is Pro Gear] 10 1 How will PBPSE affect my household goods weight?fll

: *Estimated weight of Spouse’s PBP&E [Pro Gear]
§: Dufy;Stations [i.e. enter the portion of Total estimated weight that is Pro Gear]
© Arduous Duty

\ *Spouse's Profession
O Orders Selection [NOTE: Your spouse is only entitied to ship a maximum of 500 Ibs Pro Gear in support of their on o ity support activiti

© Tour Information

Additional Informati
©:Addifional information Special Items included in shipment

© Summary

How will Spouse PBPSE affect my household goods weight?ﬂ

+ @ Sshipment O Grandfather clock O Shrunk/Large wall unit [ Plasma TV ] Gas-powered equipment
O Create New Shipment []  spalacuzzi []  piano [] Shed []  High value items
v @ Current Shipments :
2 @ He [[]  Alcoholic beverages [[]  Frontload washer/dryer
© Pickup & Delivery [ utility trailer
® Basic
O Additional ltems Note: Only utility trailers of a single-axle with an overall length of no more than 12 feet (from rear to trailer hitch); with or without tilt beds and no wider than 8 feet (outside tire to outside tire) can be shipped as part of your HHG.
% Side rails or the body of the trailer must not be higher than 28 inches (unless detachable) and the ramp/gate for the utility trailer cannot be higher than 4 feet (unless detachable).
$ Nespunakaes Additional Information
© Summary
© Counseling Office Release shipment from NTS Your AOR|
© Submit
Entitlements « Are there any other articles of extra ordinary dimensions or unusual types of items included in your shipment? (E.g. JetSki)
PCS/UB: 11000 Ibs.
Remaining PCS/UB:11000 lbs.
216 characters left

In the Additional Information field, enter a note that the shipment is being released from NTS and add a note that states when
you will be available to accept delivery. If you have your NTS information please enter the SON # and LOT# also. If you do
not, please contact your local Personal Property Office and they can provide that to you.

Click Next Example: Release shipment from NTS Your Area; can accept delivery beginning 29-JAN-2016

17



Additional Items

Customer: [Move, Wanna =-- United States Navy ==

Motorcycles
* ¥ou have indicated you have a motorcycle. Do you want to add it to this shipment? D Yes @ No
* Do you want to add a firearm to this shipment? ) Yes (- No
* | certify that this shipment does not contain firearms.

Next >>

If your NTS shipment includes a motorcycle or firearm, you must enter the associated information.

If your NTS shipment includes a boat 14’ or longer; or of any length on a trailer, please contact your local TMO office for
additional guidance.

If you say no to the firearms question, you are required to certify that your shipment does not contain firearms.
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Adding a Motorcycle

Counseling Menu . When you say yes to adding a

= O Customer Profile Customer: [Move, Wanna United States Na 3 A
- : - vy ==
© Customer Information motorcycle, a new window will open
O Point of Contact and you will need to provide the
id O My Orders . .
) Enter Order Information * ¥ou have indicated you have a motorcycle. Do you want to add it to this shipment? |nf0 rmatl on req ueSted )
v © Orders Details Py Once you have added the
© Rank & Hard Copy Ordei . . n . g .
T e mep TR information, click ‘Save’.
O Order Information
© Duty Stations Is Vehicle Drivable: ® ves () Mo
© Arduous Duty *Vehicle Identification The motorcycle information
© Orders Selection Number (VIN): [123avaRE79F | lat y i
i opulates on e page.
) Tour Information Chassis Number: | | p p p g
) Additional Information
© Summary License Plate Number: | |
= @ Shipment
© Create New Shipment Make: [HarLEY DAvVIDSON |
+ @ Current Shipments *Model Year: [2010
+ E)z2HHG
©) Pickup & Delivery Model: |SDF|'ML |
© Basic *Engine Size[numeric]: | 1584 |
@ Additional ltems
© Scheduling Licensing State: | --Select From Below--
© Responsibilities *Country of Manufacturer: | UNITED STATES
) Summary
© Counseling Office *Weightfnumeric] [22d] =
o s Sove | Cancel

PCS: 11000 |bs.
Remaining PCS:1596 |bs.

E Model Model Year Engine Size Licenzing State Eztimated wit. Country of Manufacturer

@ E 1 HARLEY DAVIDSON SOFTAIL 2010 1584 N/A g40 UNITED STATES

Add Motorcycle |
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Adding a Firearm

Counseling Menu «

v O Customer Profile Customer: [Move, Wanna -- United States Navy --
@ Customer Information
@ Point of Contact

= (0 My Orders

O Enter Order Information [ acton Je] — wake ] Model Model Year Licensing State Estimated wt, Country of Manufacturer
Z 1 HARLEY DAVIDSON SOFTAIL 2010 1584 840 UNITED STATES

= (0 Orders Details.

Add Matorcycle
@ Rank & Hard Copy Orders

© Order Information
@ Duty Stations.
© Rrduous Duty * Do you want to add a firearm to this shipment? () Yes () No

© Orders Selection

ot nieaon | When you say yes to adding a firearm, a new window will open and

© Summary n . - -
“wamen M you will need to provide the information requested.

= @ Current Shipments.
o runtoner | [*SETRINMESE LR Once you have added the information, click ‘Save’.
s | |
o sy || Modet Year: The firearm information populates on the page; click ‘Next’ when you
S odet Name: have answered both questions.

>

Remaining pesiatm e *Caliber Size or Gauge: 224
“Country of Manufacturer: | UNITED STATES V|
*Firearm Code: |C - Acquired from a licenzed dealer. v
Soeeam_| o

n Model Serial Number Model Year Caliber Size Country of Manufacturer

@ B 1 700 12345R4 2005 222 REMINGTON Acquired from a licensed dealer. UNITED STATES

Add Firearm
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Additional Items

Customer: [Move, Wanna == United States Navy ==

* Do you want to add a firearm to this shipment? 0 Yes ® No

* | certify that this shipment does not contain firearms.

Firearms information MUST be added if NTS shipment includes firearms.
If you say no to the firearms question, you are required to certify that your shipment does not contain firearms.

Click Next.
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Counseling Menu
v O Customer Profile
© Customer Information
© Point of Contact
v O My Orders
© Enter Order i

«

Scheduling

Customer: [Move, Wanna =-- United States Navy ==

‘ Based on the total estimated weight of 3,000 pounds, it will take 1 days. 0 days for packing and 1 day for picking up your shipment. It is estimated that it will take 18 days for this shipment to be delivered to your destination.

RELEASE]
v (O Orders Details
© Rank & Hard Copy Orders
© Order Information
© Duty Stations
© Arduous Duty
© Orders Selection
© Tour Information
© Additional Information
© Summary
v @ Shipment
© Create New Shipment
v . Current Shipments
v E91-HHG
© Pickup & Delivery
O Basic
O Additional Items
® Scheduling
© Responsibilities
© Summary
© Counseling Office
© Submit

Entitlements «

PCS/UB: 11000 Ibs.
Remaining PCS/UB:8010 lbs.
Excess Cost:$521.43

Shipment Dates

Note: All dates, including the "Desired delivery date", will be negotiated with the Transportation Service Provider during the premove survey. The "Estimated Shipment Arrival Date at Destination” is the standard transit time required based on the origin,
destination, and estimated weight of shipment.

Desired Pickup Date:

Jan 11, 2016 Desired Delivery Date: Jan 29, 2016
Estimated shipment arrival date at destination : Jan 29, 2016
Are you requesting a direct delivery?f| ® ves O) No
Yes No
* Do you have a preferred TSP? O @
O Yes ® No

* Do you have a non-preferred TSP?

Next >>

The Scheduling page provides you with an estimate time for packing and pickup based on the weight estimate you
provided in your application.

NOTE: The release of shipments from NTS can take up to six weeks to coordinate. The DPS page only provides
shipment dates as an estimate. The responsible Personal Property Office will coordinate the actual release date with
the NTS Warehouse facility and the new TSP.
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Shipment Dates

Based on the total estimated weight of 3,000 pounds, it will take 1 days. 0 days for packing and 1 day for picking up your shipment. It is estimated that it will take 18 days for this shipment to be delivered to your destination.

Shipment Dates

Mote: All dates, induding the "Desired delivery date”, will be negotiated with the Transportation Service Provider during the premove survey. The "Estimated Shipment Arrival Date at Destination” is the standard transit time reguired based on the origin,
destination, and estimated weight of shipment.

Desired Pickup Date: Jan 11, 2016 Desired Delivery Date: Jan 29, 2016
Estimated shipment arrival date at destination : Jan 29, 2016

All transportation dates are negotiated between you and the TSP assigned to the shipment but the release must
also be coordinated with the storage facility and it is required to be scheduled by the office storing the shipment.
You cannot change the negotiated pick up date without contacting the office responsible for storing your shipment.
Scheduling your property to be released to the TSP assigned and pulling the shipment out of a warehouse required
additional lead time before the assigned TSP can pick up the shipment from the storage facility. Because of these
additional requirements and (at times) limited carrier capacity, requests should be submitted as far in advance as
possible but ultimately could result in your shipment being scheduled later than your original request dates.

The Desired Delivery Date should be the earliest date you indicated that you can accept delivery of the shipment.
This is not however a firm delivery date or the latest date the carrier will have to offer the shipment for delivery
without penalty. You can negotiate with the TSP for a preferred date. The RDD (Required Delivery Date or ‘no later
than’ date) will be dictated by weight and distance as established for domestic transportation.

NOTE: there will be no temporary storage authorized at destination on domestic shipments! You MUST ensure you,
or your agent, are available to accept direct delivery upon arrival of the shipment at destination.
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Preferred TSP

Are you requesting a direct delivery?ﬂ @ Yes O No

OY&S@ND

* Do you have a preferred TSP?

() Yes @ no

* Do you have a non-preferred TSP?

e >

You MUST say yes to the direct delivery.

Say yes to the preferred TSP question if you have a moving company you would like to request be responsible for
your shipment. If you say yes to this question, you must enter the name of the company in the field below.

Say yes to the non-preferred TSP question is you have a moving company that you would NOT like to move your
property. If you say yes to this question, you must enter the name of the company in the field below.

Click Next when done.

NOTE: for the purpose of this demonstration, we have said no to these questions
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Responsibilities
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| Counseling Menu

v O Customer Profile
O Customer Information
O Point of Contact
v O My Orders
O Enter Order Information
!0rder [TEST NTS
| RELEASE]
v () Orders Details
O Rank & Hard Copy Orders
© Order Information
O Duty Stations
O Arduous Duty
O Orders Selection
O Tour Information
O Additional Information

Shipment Summary

Customer: [Move, Wanna == United States Navy ==

} Below, please find a summary of the information entered for this shipment. If there are any errors, please click on the link on tll

Customer Profile

Name: Move, Wanna
SSN/EIN:
Primary Phone: 360-476-3388

Permanent Contact Address:
123 MAIN STREET
BREMERTON, WA 98310

Order Details

Order: TEST NTS RELEASE Permanent Change of Station Shipment of HHG Permitted
Order Date: 22-Oct-2015

Current Duty Station: YOKOSUKA

Issuing Orders:

3 shipment 1 - Household Goods

Pickup Information

Remaining PCS/UB:8010 Ibs.
Excess Cost:$521.43

O Summary
v @ Shipment
O Create New Shipment
v 'Curren( i
v U1 1-HHG
O Pickup & Delivery
O Basic
O Additional ltems
O Scheduling
0
@ Summary
O Counseling Office
© Submit
|Entit|ements «
PCs/UB: 11000 Ibs.

Your Goods have a desired pickup date of 11-Jan-2016 from the pickup address:
NTS YOUR AREA

NORFOLK VA 23501

360-555-1212

Delivery Information

Your Household Goods will be delivered on the desired delivery date of 29-Jan-2016 to the delivery address:
123 Main Street

BREMERTON, WA 98312

360-555-1212

Your have assigned your receiving agent as MR WANNA MOVE (360-473-5555)

The Shipment Summary pages provides you with a
review of all the information you have entered into
your application. If you need to make changes to
any of the information on this page, you may use
the counseling menu on the left side of the screen
to edit the information for each section.

Once you have reviewed the information, check the
acknowledgement box and click “Next”

New Duty AssignmentiLocation:

Cligk here to verify the above information is correct

(@)  Pprint
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Counseling Office

Counseling Menu

* O Customer Profie Customer: [llove, Wanna == United States Navy ==
O Customer Information

O Point of Contact

Once you submlt your on-| Ilne appllcatlon, it will be received and processed by the Personal Property Office. A Transportation counselor will review your information to ensure that it is complete and accurate. Note: Your move cannot be scheduled until you have provided orders and other
(O My Orders
g to the transportation office listed below. All counseling related documents must be provided to the transportation office within 6 business days of submitting your application. For a short notice pickup (requesting pickup within 5 business days), please
O Enter Order Information provm; supporting documentation as soon as possible, i X .
Order [TEST NTS p You will be notified by the Transportation Service Provider once your shipment has been scheduled. If you have any questions please contact the transportation office listed below.
RELEASE]
Py ‘ Click here to acknowledge that you have read the above disclaimer < ’
4 s s
© Rank & Hard Copy Orders
O Order Information Booking/Servicing Installation Destination Servicing Installation
© vy tatons GBLOC: BGNC GBLOC: JENQ
© Anoous Tty Installation Name: NAVSUP FLC NORFOLK-CPPSO Instaliation Name: NAVSUP FLC PUGET SOUND
O Orders Selection

© Toir Information Selecting Counseling Office Information

O Additonal nfomation | e 1) FGTED PERSONAL PROPERTY OFFICE FOR COUNSELING

© Susmmuary You may request any Personal Property Office for counseling. This office is responsible for validating all the information you have entered and to answer any of your entitlement questions. Once validation is complete, the
» @ shipment Personal Property Office will forward your application and supporting documentation to the shipping office responsible for booking your shipment
9 Gl el Signant *Counseling Office: Select from below
+ @ Current Shipments PPO NSA MID SOUTH MILLINGTON TN
« Q4o PPO NAS PATUXENT RIVER, MD
% ; g 9 S PPO FLCN Annapolis
LY Bl Selected Counseling Office Information PPO Great Lakes
O Basic Installation Name: PPPO / BASE PORTSMOUTH VA PPS0O FLC NORFOLK VA
” PPO USCG SUPPORT CENTER Elizabeth City
| treet:
O Additional ltems. S‘ree!‘ PPSO FLC NORFOLK VA 7920 14TH STREET
O Scheduling City: MCAS Iwakuni NORFOLK
O Responsibilties | | State: NAVAL AIR FACILITY, ATSUGI JAPAN VA
_ COMFLEACT YOKOSUKA JAPAN
O Summary EIRAROREG: COMMANDER, FLEET ACTIVITIES SASEBO 23505 <
o Counseling Office || Country: Camp Zama UNITED STATES
Phone: 8776198596
DSN:
M |Fax: 7574433736
PCS/UB: 11000 Ibs. DSH Fax:
Remaining PCS/UB:8010 Ibs. Email = =
Excess Cost:§521.43 HHG_MA_ Counseling@nawy.mil

On the Counseling Office page, click to acknowledge you have read the disclaimer.

Please select the most convenient office for you to work with and turn in your forms to. Usually this will be the location storing

your shipment but you may elect another office from the drop-down menu if it is more convenient. Please take note of the

contact information for the office you select for future questions about your shipment.

Click “Next”
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Excess Cost

Counseling Menu “
ad O Customer Profile
) Custemer Information

) Point of Contact

You may notice that when you submit an application for a HHG shipment that

« O My Orders releases your property from NTS that an excess cost amount appears in the
© Enter Order Information Counse“ng Menu.
Order [TEST NTS <«
RELEASE] . . . . .
- O Orders Deails The Counseling menu is located on the left side of your application. As you
© Rank & Hard Copy Orders complete each step of the application process, the counseling menu provides you
© Order Information with your Entitlements. You will see your authorized weight allowance and the
© Duty Stations remaining weight after completing and submitting each application. The excess cost

0 Arducus Duty
O Orders Selection

) Tour Information

amount appears below this information.

O Additional Information There may be an excess cost indicated for a variety of reasons. In most cases, an
: ® fh;";:”" excess cost may be assigned when a members requests pickup/delivery from or to
O Create New Shipment an unauthorized location. Excess cost may also be assigned when a member has
+ @ Current Shipments multiple shipments and the combined weight of all shipments exceeds the maximum
- W14HG weight authorized.
) Pickup & Delivery
O Basic L : : o
© Additional lems All applications are reviewed for accuracy and if an excess cost is indeed owed, the
© Scheduling member will receive confirmation from the responsible origin counseling office. If
2:**““'"5‘“““*5 you see an excess cost on your application, make sure to discuss this with your
umimal . - N -
chmli?;c,m origin counseling office.
1 _Sybit
Entitlements “«
PCS/UB: 11000 Ibs.

Remaining PC5/UB:8010 lbs.
Excess Cost:5521.43
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Shipment Submit

Counseling Menu “

- O Customer Profile

Customer: [Move, Wanna =-- United States Nawvy ==

0 Customer Information
) Point of Contact
= () My Orders | Flease review your forms for accuracy. Once reviewed and any changes completed, click submit button to complete your application.

) Enter Order Information

Order [PCS Test] “ Ml Forms Required

= (0 Orders Details You will need Acrobat Reader version 8.0 or earlier to view or print these forms in Portable Document Format (PDF).
) Rank & Hard Copy Orders Get 4+
ADOBE READER®
) Order Information
) Duty Stations
) Arduous Duty DD Form 1299 (Application for Shipment and/or Storage of Personal Property) ‘\New & Print
© Orders Selection DD Form 1797 (Personal Property Counseling Check list) iew & Print

) Tour Information

7/
‘ Thesze forms may be printed for review before submission. These forms are considered to be a DRAFT until a counsleor has reviewed and Submitted the Shipment request.

) Additicnal Information
) Summary

IMPORTANT!!! Do NOT submit your application! You need to print and sign the DD 1299
& 1797 or save them and electronically sign them, then upload them PRIOR to submitting

your request. . Your application will not be processed until you provide these signed
documents and a copy of your orders. Follow the upload instructions next.

Q0 Summary
) Counseling Office
@ Submit
PCS: 11000 Ibs.
Remaining PCS:1596 |bs.
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DD Forms 1299 & 1797/

r DD Form 1299 DD Form 1797

APPLICATION FOR SHIPMENT AND/OR T T SHIPWENT NOWEER PERSONAL PROPERTY COUNSELING CHECKLIST
STORAGE OF PERSONAL PROPERTY 0151123 3/3NTS
[Basdl Privacy Act Searament o back bators campet ] CRIVACY ACT STATOMENT
2 NAMEOF 4 10 [Rezponaitls Grigin Persensi Praperty Shigpi AUTHORITY: 57 USC 406; 5 USC 5725; end E.0. 3397,
o RAME
NAVSUP FLC FUGET SOUND PANCPAL PUPOSES: T meloyes s beenbieed rapery o the
5 NAWE OF FERSONAL PROPETY SHIPPINS GPFICE | IGSTESE oo S a2 S 20 o e A o e o et i “"'*“ o parmen o
T e ROUTINE USEISH: Information comtsined in thiz zyztem of recordz may be orovided 1o & camier, for the purpase of helping ta reccive or
B OF OV edjudicate cisers brought by Defense Tranzportation Syster uzers
o NAME Lazr, P, M el T RANKGRADE |- N AGENCY DISCLOSURE: Valuntary: hewever, fsiure 5 provide the requested informetion may delsy setiement of o clam. V1~ WEAPONS AND AMIAINITION
Move, Wazna WD POLE-S B i) Uuted States Navy . WAME [Lozt, Firse, Miodke Inisall Z. SOCIAL SECURAITY NUMEER 3 et
7_REDUEST ACTION BE TAKEN TO TRANSPORT OR STORE THE FOLLOWING: Move Wamm [ BOLES | e ————y p—
- or e Erp— e
11 PovsDs. ‘mrcl-nsnfmrssoc-n-mli.rmmmm ‘G\Elb’mmzlmvawmzrrmw\_m-d T [GSUING AUTHORITY B AD 6. DATE (T¥YTMMDD] ji - LIABILITY, CLAINS, PROTECTION
6500 TPEPLE) Errar WONE # e azsicabin 10 - PARAGRAPH -
BUDERS BCS T 20151028 f e
v e i aat and mches] est et it b ol b, Ll o g
it SeruaL wunsen ‘ 2 e rwom ‘m = ‘@ Ty SR P e o
HOUSEHDLD GOODS PART W BAGGAGE [Continoes] s i 07
= MOBILE HOME SERVICES REGUESTED (X 12 amsicaii] I ——— T e
1 MoBL STORED AT ORIGH STORED AT DESTINATION * son, ﬁ P P
5 e B i) 5| 12 Waight staamees 05 11000 o 400 R e ————"
TP ORDERS (i aral Uy < N DUTY AssiaReT X | 13 Waison eevieton ot s sy somion # oy | sl i v
X | pemaanent TempoRaRy % | @ Sty 2 e [Ep— T fErm— e Sasttion o hn e
& DATE GF ORDERS 77 T T PARAGRAPHNO. | IN TRANSIT TELEPHONE WO_ fnciuce Zras o] corts szcamanes by thstoamn srmanta) s sezasianed by inthese shmmeesls!
20151102 OCORUS PCS 60-235-1212 I T T m—— A 1121 Unatrand a4 Gapoee = cowis e
W TRANSIT ADDRESS S Zmammems Harmber T, Sra, 2 Cadal e TSR0 e A [A[ 115 Profazsional socks, papars, and wmsiomars
456 Elm Street Monm's Address PORTLAND, OR 97035 F i T e T
FUA| 1 Vet o siprmas, g e of e # | == e e G T ety
5 Tion 70_DESTNATION T | 7 Cmmharond e v Saped o wneees e e
. ADDRESE (Svem. Aeartmamt Mambw, G, Counr, rare, 2 Codal = ADGRESS [Sraer, Aaroms Numiar, Gy, Coumy, Srara, 2 Cadel X = EEpee— ] TSN Fraadi = S s e e
T e ot ek e ot el [ ki hame sat, inclse makie s <t ) 7 e ——" S y—T— T I T T L ST
Bmlmmm WA om31) N 1701, Imvantery oF Hausebald Gonds STORAGE
E ey —" WA (1) Evamants i s orie, sl s, e
= T s Codel ©. AGENT DESIGNATED v X[ 1T Tarmponmy sieage emrerocnl o o] R T LT ———=——
360-555-1212  moira bressi @aavy il none R e L L iy
0 ADDRESS 1 sophcatiel 12 SCHEr 0 iy e A |15 Viare mored e For v b
A = FACK & PICKUR < BELIVERY K [13 Cheins 20 e 213 i by e e e [
20151228 20151230 [ A
VAR T W e s S e e
13- REWARKS Namrow unpaved road fo residence - no ftumaround area. High Value Items POA (Origin) MR * pr=s m..;a,%m::z ey [
WANNA MOVE 360-473-5553 Releasing Agent (Origix) Mary Test 360-555-1212 - e AL e et g -
e e o o o o TS Y e e gt
[T TCERTIEY THAT R OTRER SHIPRIETS AR T EXCEPT AT XTI Varears ey 1 e o oA -
INDICATED BELOW ¥ rone, mcfeate WONE S e WA 1161 Unmtrond s 4 g o cowams fme.
e o = WeTPGUNGE |2 POUNDE OF FEFEE ot
(feival o satmates] | iAo o sstimated) [ e i o ey Sy et A [ 117 Profazsona ks, papars amd sz
= = o e T8 ey
% e e v reile] o Rl i
s sty
LS BT el i
5 TESPOEELT i P A 25 Marbars massmsiiv 4 caminte and o m sasity samre e e
Vcertity that | have read ipir ctorage on the back zi i torm.
[T —— S p—— i PART IV - HDUSE TRALERS MOBILE HOMES
= SIGNATURE OF MEMBEREMPLOTEE  CATESIGNED | =. ADORESS OF CONTRACTOR (Seams, Sura e, Gy, Seare, OF ol X |20 M e Rt s e — S=ra——
PART Il - UNACCOMPAIED BAGGAGE MIA | 2 Eovices et Bovmrrs aspeee ard e i i i
2 AT 1 Incited 2 par o =5 re—y r—— e
p— WA 13" bvarrory v zontarts f rades_we that cameet emain e
FCATE R LD OF SISNATURE O THE FORM 5 ReQURED WHEY REGULATIONS S0 AUTHORIZE Poper < Baoacsc. A [ —— A 15 Pockop ard darery e
 FEUSaia Joouk AL b e Tl oLk papere st eptment to bo shipped at govermmant expan: D EITrep— TS A 15 e s s ey ocaton whenthe meiting s
. [E——Te— S [ the waitng peiod for sy
= FEASON FOR NONAVAILABILITY OF SIGNATURE 5. CERTIFED 31 Siznenrs) A e R bemined by the averzes commander, o evitement
A A [1m and s rptance = b, =l
e N [ e s v i (R
DD FORM 1797, SEP 1998 FREVICUS EDITION IS CBSOLETE. FOLLOWS:
‘DD FOAM 1299, SEF 1998 FREVIOUS EOITIA 12 CRS00ETE. T o [ ves | wo
T RoUSEADID G008 5|16 WOSLE RO 17750 00 o am e s %
3 NONTEMPORARY GTORACE | 71 WEAPGHS AND ANHUNTION Ed
3 FRVATELY GWHED VEREE | 131 AvE SERN FURNERED A CoPY GF ToE FERENAL %
@ x ZROPERTY SHPRING
51 UNACC X
B O < DATE [FYYVRIMDD]
Shown are examples of the DD1299 (Application for shipment) and o
DD FORM 1797 [BACK)_SEP 1998

the DD1797 (Counseling checklist).
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Uploading Documents

Counseling Menu

* O customer Profile Customer: [Bressi, Moira == United States Navy ==
) Customer Information
O Point of Contact

+ () My Orders | Please review your forms for accuracy. Once reviewed and any changes completed, click submit button to complete your application.
) Enter Order Information

View Doc nis
O view ume Forms Required

Order [DOCS TEST] Wl | You will need Acrobat Reader version 8.0 or earlier to view or print these forms in Portable Document Format (PDF).

* () Orders Details et +
© Rank & Hard Copy Orders bt Al
) Order Information
© Duty Stations DD Form 1298 (Application for Shipment and/or Storage of Personal Property) View & Frint
O Arduous Duty DD Form 1797 (Personal Property Counseling Check list) View & Print

) Orders Selection
) Tour Information Upload Documents

) Additional Information

) Summary
= @ Shipment
) Create New Shipment

* @ Current Shipments Once you have printed, signed and scanned your forms back into your

= 1) 1-HHG

© Pikup & Delivery computer, or saved and electronically signed them, they can be
o s uploaded directly into DPS.

) Additional ltems
) Scheduling

| These forms may be printed for review before submission. These forms are considered to be a DRAFT until a counselor has reviewed and Submitted the Shipment request.

) Responsibilities

Click the “Upload Documents” button

) Summary
& Counseling Office
@ Submit

Entitlements #

PCS: 13000 lbs.
Remaining PCS:2200 Ibs.
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DPS File Upload

Document Type 1. Use the
s Drop-down
| DD Form 1299

Foe: select the

| 0D Form 1351.2

Document Management

menu to

Power of Allorney

DD Form 1797
Order Amendment
DD Form 2278

Miscellaneous

type of
document

Document Management

I DPS File Upload

Document Type
DD Form 1299 =

+ Browse

DOCSTEST_1299.pat

I 3. Click upload I

2. Click browse, locate the document in your files, and
select open

T Document Management

DPS File Upload
Document Type

43 Choosa Fila to Uplosd

oG-

DPS » DOCUMENT UPLOAD « [ %2 |[ Scorch DOCUMENTUPLOAD 2 }

DD Form 12869 ~

Organize v New folder
+ Browse 2 Favortes 2 Name Date modified
Bl Decktop *1 DOCSTEST_1299.pat 127272016 12:36 PM

J& Downloads
1L Recent Places

F DOCSTEST 1797.paf

55 NOVORD_TEST_1299 WITH ELEC SIG.paf
| %L NOVORD_TEST 1299, pdf

FL= NOVORD_TEST_1797.pdf 1172572016 10:53

12/2/2016 12:37 PM  Adoby
11/25/2016 10:55 ..
11/25/2016 10:51

Upload

4 Libraries

= Documents #53 NOVORD_TEST_1797WITH ELEC SIG.pdf 11/25/2016 10:56 ...
o Music FL Sample USMC PCS with TEMINS.paf 1172572016 10:25
el Pictures
B Videos
S Cnmmiter bt Lt
i File name: DOCSTEST_1299,pdf ~ [anpies o) -l
[ open |+ Cancel

a8 https://dpstraining.sddcarmy.mil - Document Management - Intemet Explorer ="

4. You will receive a
message stating your
document has been
successfully
uploaded.

Document Management

& The DD Form 1299 d t has been

DPS File Upload

Document Type

DD Form 1299 ~

+ Browse

Upload

Make sure you
uploaded BOTH
signed documents
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Viewing Documents

Customer: [Bressi, Moira == United States Navy ==

|Piease review your forms for accuracy. Once reviewed and any chang leted, click submit button to complete your application.
@ httpsy/dpstraining.sddc.army.mil/7p=/1p60eaTfbyF7C3%2BFSATZ TxqTalySP62584aLiC23j6clyFRiTRtuaqQ - Internet Explorer [E=EER )
Forms Required
You will need Acrobat Reader version 8.0 or earlier to A
Pl Soooe renver Ocumen ana emen
) D t Manag t

DD Form 1299 (Application for Shi and/or

R
I These forms may be printed for review before submission. Th]]

View History Get File

File Status Shipment = . g Document File Create View -
oA Type © File Name ¢ Version Type ¢ Date = History Action
Submitted 1-HHG DOCSTEST 12 1 D%Z‘gm 02 Dec 2016 P
Submitted 1-HHG  DOCSTEST 11 1 D[;?Z‘;'m 02 Dec 2016 5
Sample
Submitted Separation 1 Order 02 Dec 2016 pel

Orgers.docx

You can check to make sure your documents have been uploaded by clicking the “View Documents”
button.

When the Document Management window opens, you will see ALL of the documents you have
uploaded. If you see one missing go back and upload it.

When you are done viewing your documents, close the Document Management window
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Counseling Menu «

» O Customer Profile Customer: [Bressi, Moira == United States Navy ==
© Customer information - B
© Point of Contact Message from webpage u
v (O My Orders [Please review your forms for accuracy. Once revis d and any ch C leted, click submit button to ¢ lete your application

© Enter Order Information
© View Documents

Order [DOCS TEST] «
v (O Orders Details
© Rank & Hard Copy Orders

Forms Required
You will need Acrobat Reader version 8.0 or earlier to view or print these forms in Portable Document Format (PDF). Are ¥Ou sUre you want to submit?

& et *
I /\UOUE READER"

DD Form 1299 (Application for Shii and/or Storage of P | Property) View & Print
DD Form 1797 (F Property C ing Check list) View & Print 0K I ’ Cancel
© Tour Information

Upload Documents
© Additional Information

© Summary [ These forms may be printed for review before submission. These forms are considered to be a DRAFT until a has revi and i the Shipment request. —
+ @ Shipment
© Create New Shipment << Previous m
~ @ Current Shipments
~ ) 1-HHG
© Pickup & Delivery
© Basic
© Additional Items
© Scheduling

Now that you have uploaded your documents you may submit your application.

© Summary

e Click “Submit” and say okay to the message from the webpage.

@ Submit

PCS: 13000 Ibs.

emenne FeszE00 e Please note that your application will not be processed until your supporting
documents are received. If you are unable to scan and upload your documents
directly into DPS, you may still email your documents to the responsible origin
counseling office.

© Order Information
© Duty Stations
© Arduous Duty
© Orders Selection

To locate the responsible origin office, click the ‘previous’ button to return to the
Counseling Office portion; this section provides you with the email for the
counseling office you selected.
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Email Confirmation

From: counseing @dpsmal csd.disa.mi

Ta: Bressi, Maira L CIV NAVSUP GLS, 0411
m

Subject: Shipment Submission Received

Sent: Mon11/23/2015 1309

Wanna Mave,

Your application for shipment 3/NT3 from BREMERTON, WA 98312 to with & requested pickup date of Dec 30, 2015 has been received by the transportation counseling office - NAVSUP FLC PUGET SOUND BREMERTON located at BREMERTON, WA UNITED STATES, Upon receipt of your supporting

documentation the Counseling Office will validate and finalize your application. Once your shipment has been awarded to a Transportation Service Provider (TSP), you will be notified by that TSP of your actual packing and pickup dates. You can continue to monitor the status of your shipment via the Shipment
Management tab located on the DPS homepage.

If there is a need to make any changes to your application other than contact information which can be accomplished in the Shipment Management section please contact the transportation office at BREMERTON, WA UNITED STATES.
Phone: 3604767366

Thank You.
Defense Personal Property System (DPS)

*¥#% D0 NOTREPLY directly to this email ***

Once you have submitted your application, you will receive an automated email from the DPS system that confirms
submittal and reminds you to submit your supporting documents. THIS IS NOT CONFIRMATION OF YOUR MOVE!

Supporting documents for a basic HHG shipment include a copy of your orders (including any amendments &
modifications) and SIGNED copies of DD Forms 1299 & 1797. If anyone other than the member signs these forms
make sure to also provide a copy of your Power of Attorney. If you are requesting a pickup from your Home of
Record (HOR), also include a copy of your Enlistment Contract or Officer Letter of Commissioning that shows your
HOR. If you are requesting pickup for dependents, please include a copy of your page 2. If you are

separating/retiring, you may be asked for a copy of your DD 214. Your counseling office will contact you if any
additional documents are required.
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Contact

» For technical assistance contact the DPS Helpdesk
available 24/7:

» Toll-Free: (800) 462-2176
» Commercial: 618-577-0969
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JTR: https://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf

DTR: https://www.ustranscom.mil/dtr/dtrp4.cfm

DOD Household Goods Portal: http://www.move.mil
NAVSUP Navy Website: www.navsup.navy.mil/household
US Marine Corps Website: http://www.marines.mil/
Army Website:

US Air Force Website: www.ppahg.af.mil
US Coast Guard Website: www.usca.mil/

POV Locator: http://www.pcsmypov.com/

Shipping a POV: www.ustranscom.mil/dtr/part-iv/dtr_part_iv_app_k_3.pdf
Storing a POV: www.ustranscom.mil/dtr/part-iv/dtr_part_iv_app_k_4.pdf

Weight Estimator: https://www.move.mil/resources/weight-estimator

It’'s Your Move Booklet: www.ustranscom.mil/dtr/part-iv/dtr_part_iv_app_k_1.pdf
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