DPS Self-Counseling

Creating a Basic HHG Shipment

How to: create a basic HHG shipment request.

March 2017 1



Scenario: CONUS PCS

» For this training session, we are using as an example,
PCS orders within CONUS.

s Scenario: NAVY member is an E-6 and has PCS orders from
Shore Duty at Bremerton, WA to Sea Duty on the Abraham
Lincoln at Norfolk, VA. Our member has dependents and is
shipping a motorcycle with his household goods.

NOTE: These instructions are a continuation from previous how-to guides. To
enter orders information, see our guide “Creating a Profile & Entering Orders
Information” on our website at http://www.navsup.navy.mil/household/dps



DPS HOMEPAGE

Wanna Move PO1/E-6 United States Nawy

Home My Profile My Documents Useful Links Quick Reference Guides

Welcome to DPS

Start a New Move Shipment Management

Current Move

26 Oct 2017: BREMERTON to SAN DIEGO
QOrder Number TEST_Claims
QOrder Type Permanent Change of Station

€

Past Moves

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

TIP: If you have not entered your new orders information please review our guide “Creating a Profile and Entering
New Orders” before continuing!




DPS HOMEPAGE

Wanna Move PO1E-6 Uniled States Navy

Welcome to DPS

Start a New Move Shipment Management

Welcome to DPS
Current Move

Order Number 2197 TEST
Order Type Permanent Change of Station

Current Move
01 Nov 2017: BREMERTON to SAN DIEGO A

Order Number 2197 TEST
Order Type Permanent Change of Station

There are no shii currently i with this order. @ Edit My Order/Shipment Info

© Adda shipment

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 to expand edit capabilities.

TIP: If you have not entered your new orders information please review our guide “Creating a Profile and Entering
New Orders” before continuing!




Self-Counseling
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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

I Order [2197 TEST] bl |the total actual weight of all your shipments should not exceed your suthorized weight entitlement. If the total actual weight of all shipments under this set of orders I
= (0 Orders Details exceeds the entitlement, you will be subject te excess cost.
i Q 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 h
© Order iti hi

© Duty Stations
© Orders Selection

Avoid Excess Costs
Make your move easier and avoid excess costs by following a few simple rules in planning your move:

) Tour Information s When basic household goods shipments are from the same point of origin and going to the same destination, avoid scheduling extra shipments.
© Additional Information e Avoid shipping unauthorized items. If unauthornized items are discovered in your shipment, you will incur extra costs.
s Get rid of unwanted items because they only add weight.
© Summary ® 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
- @ Shipment arrive.
@ Create New Shipment
(D) 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
shipments
PCS: 11000 Ibs. Please select from the Menu below.
Remaining PC5:11000 |bs.
pment
® 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 commercial transporter.

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

O Yes @ No

s amend)

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)
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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” 5




Counseling Menu

d O Customer Profile
() Customer Information
() Point of Contact
v O My Orders
() Enter Order Information
O View Documents

Order [DOCS UPLD] «

v () Orders Details
() Rank & Hard Copy Orders
() Order Information

Pickup and Delivery

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

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 vour shipment.

metropolitan area, NTS facility. A local/short distance move is authorized in
conjunction with separation, retirement and reassignment.

*|s this 3 Local Move? O Yes O Nuﬂ \ Local Move: A move of HHG for a short distance between residences within a
N

() Duty Stations

*Desired Pickup Date [ *Desired Delivery Date M

Receiving Age

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

Say “no” to the local move question

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

nt(s).




Pickup and Delivery:

Entering Addresses

) Arduous Duty ﬁ 3

 Orders Selection Click on the to display the list of addresses or add an Address. From your address list —i|la Power of Attorney and/or Letter of Authorization if applicable.
You will alse be able to indicate if you have additional pickup or delivery locations and if y#fli ard  address Listing

© Tour Information L0

© Additi i To add an address to your list click on the ﬁ ; enter the address information and gélect 'Savd -

Select
© Summary [ m
) Pickup & Delivery PEARL HARBOR,UNITED STATES
* @ shipment 3603733089

) Create New Shipment

= @ Current Shipments. o 456 A ST
~ N - MOMS HOUSE
» [ 14HG +Authorized Pickup Address ﬁ “Auforized Delivery OMAHA,NE 68101 |Select an authorized pickup address

@ Pickup & Delivery Adi 123-456-7890
) Basic

) Additional ltems
O Scheduling

) Responsibilities
© Summary *Requested Pickup Address é *Requested Divery Address
© Counseling Office
© Submit

WCS: 13000 Ibs. Power of Attorney Select from below v Power of Attorney TN
temaining PC5:13000 |bs. m Cancel Add Address b
——

Letter of Authorization Select from below 4 Letter of Authorization Select from below v

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.

TIP: A member 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




Pickup and Delivery:

Adding/Editing Addresses

Addresses

Address Listing Add/Edit Address

Address Line 1: (123 ELM STREET | In the popup window, enter your pickup
Address Line 2: | | address.
*Phone: |360-555-1212 | FORMAT: xxscsox-xxx for Domestic
Ext: | | Enter a phone number where you can be
reached by the Personal Property Office and the
A Transportation Service Provider (TSP or carrier).
(&) CONUS (U.5) ) OCONUS (Non U.S) b
sty [BREMERTON | Make_ sure that CONUS is selected under
location.
City:
‘;:’a'::‘? Type the name of the pickup City
i BHEHERTON, KITSAP COUNTY, Wé, 36337 I1IIMPORTANT!!! Do NOT hit the enter key after
If you are unable to select : typlng in the C|ty name. A list of cities with the
IS T name you typed will populate in the drop down
| menu. Select the correct City/State/County/ZIP.
<
e a Click the ‘Save Address’ button.

TIP: You can add/edit all of your addresses at the same time. Click ‘Add Address’ for each new entry and ‘Save Address’ when
done.

TIP: For your delivery address, the street address in line 1 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.




Pickup and Delivery:

Selecting an Address

Addresses

Address Listing

Address

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

123 Main Street m
BREMERTON, WA 98312

360-555-1212
Pickup & Delivery
123 Main Street
*Authorized Pickup BREMERTON, WA o *Authorized Delivery Z
Address 98312 Address ﬁ
360-555-1212
m m Add Address *Requested Pickup wn  *Requested Delivery a
Address Address ﬁ

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.

10



Pickup and Delivery

Adding addresses

Pickup & Delivery

123 Main Street NORFOLK, VA 23501
* Authorized Pickup BREMERTOMN, WA % * Authorized Delivery 360-555-1212 %
Address 98312 Address
360-555-1212
123 Main Street NORFOLK, VA 23501
*Requested Pickup BREMERTOMN, WA, 2 *Requested Delivery 360-555-1212 %
Address 83312 Address
360-555-1212
I Repeat the previous steps to add all of your authorized and requested pickup and delivery addresses I

11



Pickup and Delivery:

Power of Attorney & Letter of
Authorization

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

Letter of Authorization | Select from below Vl Letter of Authorization Select from below b

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.

12



Intransit/Emergency Contact &

Additional Pickup Addresses

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.

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)

In-Transitf Emergency Contact
Information

455 Elm Street
Mom's Address
PORTLAND,OR 97085 ﬂ

* In-TransitEmergency Contact Information
350-555-1212

Additional locations \

Pickup 1 +.;< Delivery 1 +. 3

Pickup 2 +- 5 Delivery 2 St

13



Intransﬂ/Emergency Contact &

Addltlonal Pickup Delivery Addresses

Addresse .
= Make sure to choose the correct address in the
Address Listing | Add/Edit Address listing and click OK
Address Line 1: [456 Elm Street | BUB S SELF 31 UNLT B-1
. ; O 45 SILVERDALE WAY m
Address Line 2: |M0rr| s Address | SILVERDALE. WA 98383 N
*Phone: |3ED-555- 1212 | FORMAT: xxx-xxx-xxxx for Domestic 360-555-1212
Ext: | |
: O NORFOLK,VA 23501 EI
360-555-1212
(®) CONUS (U.5) () OCOMNUS (Not Considered a State) @
WORK/OFFICE
oy [ 2 . T 1
PORTLAND, ASHLEY COUNTY, AR, 71663 n 360-55'5- .
City:
County:
. WORK/OFFICE
State: O 467 W STREET ﬁl
Zap: BREMERTON,WA 98314
If you are unable to select § 360-555-1212
Tl @
‘ Save Address | 456 Elm Street
@ Mom's Address m
< PORTLAND,OR 97086
Delivery 2 360-555-1212
(¥ v
Add Address
v
Enter your address information
In-Transit/ Emergency Co..*=3ct
Information
REMEMBER — do not hit enter after typing in the 455 Eim Street
H H Mom's Address
City — choose the correct city/state/ZIP from the T ramertEme ey Contact Information PORTLAND OR sToss -

e
Click ‘Save Address’
14

dropdown menu




InTransit/Emergency Contact and

Additional Location Information

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

In-Transit/Emergency Contact fields.
Information

458 Elm Street
Mom's Address

* In-TranzitEmergency Contact Information PORTLAND, OR 57086 ﬂ
360-555-1212

&

Additional locations

BOB'S SELF STG UNIT B-1
: 45 SILVERDALE WAY +. - : NORFOLK VA 23501 +) =
Pickup 1 SILVERDALE, WA 88383 &5 Delivery 1 360-555-1212 £.5
I60-555-1212
WORK/OFFICE WORK/OFFICE
: 467 W STREET +)= : 123 ADMIRAL WAY +) =
Pickup 2 BREMERTON WA 98314 E\.E Delivery 2 NORFOLK VA 23501 E\.E
360-555-1212 360-555-1212
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Releasing & receiving agents

Releasing Select from below Receiving Mary Test v
— None Selected -
Mary Test Mary Test
WA WANNA MOVE 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.

»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.

16



Pickup & Delivery Information

O o o o ot v, s e e s e o e nn s o e o | When you have entered all of your Pickup and Delivery

"'""""‘ QEsa Information, click ‘Next’
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Counseling Menu
i O Customer Profile
(0 Customer Informafion
() Paint of Contact

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

Basic Shipment Information

" O My Orders ‘

Please provide basic information about your shipment.

(0 Enter Order Information
O View Documents

Order [DOCS TEST] «

= () Orders Detzils
() Rank & Hard Copy Orders
() Order Information
9 Duty Stations
() Arduous Duty
() Orders Selection
) Tour Information
() Additional Information
) Summary
« () Shipment
() Create New Shipment
» (§ Curtent Shipments
» 1) 1466
() Pickup & Delivery
 Basic
() Additional Items
() Scheduling
() Responsibilities

() Summary
() Counseling Office
0 Submit

Shipment Weights Destination Shipping Information (from Consignment Guide)

“Total estimated weight of your household goods
[i.e. enter i ight of allitems that ing shif

*Estimated weight of PBP&E [Pro Gear]
[i.e. enter the portion of Total estimated weight that is Pro Gear]

*Estimated weight of Spouse's PBP&E [Pro Gear]
[i.e. enter the portion of Total estimated weight that is Pro Gear]

*Spouse’s Profession

[NOTE: Your spouse is only entitled to ship a myaximum of 500 Ibs Pro Gear in support of their occupation or community support acvities]

11000 Weight Estimator Form
00 How will PBPAE affect my household goods mighl’:‘ﬂ
00 How will Spouse PBPSE affect my hnusenoldgoodweignt?ﬂ

Teacher

Special Items included in shipment

] Grandather clock [ SrunkiLarge wall unit

[ Spallacuzi [0 Piano
] Alconolic beverages []  Frontload washerldryer

[ Uity tailer

0 Pasmatv
0 she

Note: Only utility tralers of a single-axle with an overall length of no more than 12 feet (from rear to trailer hitch); with or without tift beds and no wider than 8 feet (outside tire to outside tire) can be shipped as part of your KHG. Side
rails or the body of the trailer must not be higher than 28 inches (unless detachable) and the ramp/gate for the utiity trailer cannot be higher than 4 feet (unless detachable).

[]  Gaspowered equipment
[]  Highvalue items

Additional Information

Are there any other articles of extra ordinary dimensions or unusual fypes of items included in your shipment? (E.g. JetSki)

Address in on 2 cul-de-sad

224

On the Basic 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 Ibs 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 special items;
add any additional
information; click Next.

18



*Total estimated weight of your household goods

[i.e. enter the total estimated weight of all items that are being shipped]

Weight Estimator Form

Flease include your matorcycle weight in the "Total estimated weight of your househald goods".

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 allows
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.

7,000

2 btpsdpstcamy il o Name=SasicHHGFomid=ppsohgStipmentBasc TotalEstinateieight - Windons femet plorer i

Weight Estimator Form

This form will assist you in estimating the weight of vour shipment or shipments. Please note that this is an estimate only! 1t is designed to assist you in
estimating the total weight of your shipment(s). However, you are ultimately responsible for the actual weight of the household goods you ship. The weights in this
program are based on industry standards and your actual weights may vary depending on brand, size, etc. Please use proper judgment when making your

estimates.

A

Click here to acknowledge that you have read the above disclaimer
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Additional Information —

Adding a Firearm

* ) Customer Profie Costomer: [Bressi Maira = Unied Steles Navy =
) Customer Informafion
0 Point of Contact
v OMyGnlers
OO [+] x| somms | e | Gobse | e | Femae | ol
() View Documents @ B 1 700 12345R4 2005 227 REMINGTON Acquired from a licensed dealer. UNITED STATES
i [ — . .
* 0 O et | If you say ‘yes’ to adding a firearm, a new window will open and you
() Rank & Hard Copy Orers will need to provide the information requested.
() Order Information
Oty Stns — Once you have added the information, click ‘Save’. The firearm
Make: information populates on the page.
*Model Ve

*Caliber Size or Gauge: 224 X

*Country of Manufacturer: | UNITED STATES V|

*Firearm Code: |C - Acquired from a licenzed dealer. v

Socfiem | conal

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.

* Do you want to add a firearm fo this shipment? O Yes V
* | certify that this shipment does not contain firearms.
<< Previous Next >
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Scheduling

Customer: [Bressi, Moira == United States Nawvy --

| Based on the total estimated weight of 11,000 pounds, it will take 3 days. 2 days for packing and 1 day for picking up your shipment. It is estimated that it will take 9 days for this shipment to be delivered to your destination.

Shipment Dates

MNote: 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:
Estimated shipment arrival date at destination :

Jan 14, 2017
Jan 6, 2017

Are you requesting a direct delivery'.-‘ﬂ O Yes @ No

¥ N
* Do you have a preferred TSP? O (=] @ 0

+ Do you have a non-preferred TSP? O yes ® no

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)
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Shipment Dates

Based on the total estimated weight of 11,000 pounds, it will take 3 days. 2 days for packing and 1 day for picking up your shipment. It is estimated that it will take 9 days for this shipment to be delivered 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 Arrval Date &t Destination” is the standard transit time required based on the onigin, destination,
and estimated weight of shipment.

Desired Pickup Date: Dec 28, 2016 Desired Delivery Date: Jan 11, 2017
Estimated shipment arrival date at destination : Jan 6, 2017

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.

22



Direct Delivery &

Preferred/Non-Preferred TSP

Are you requesting a direct delivery?[El] ) ves (@ Ng
Yes Mo
* Do you have a preferred TSP? | O O |
Yes Mo
* Do you have a non-preferred TSP? | O O |
<< Previous Next >>

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 a company that you would not want to be responsible for your shipment. Say ‘no’ to
this question if you do not have a non-preferred provider

Click “Next”

23



Responsibilities
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[Tog of Page]
g

i ——r— 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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Counseling Menu «
= (O Customer Profile
O Customer Information
© Point of Contact
= (O My Orders
O Enter Order Information
© View Documents

~ (O Orders Details

© Rank & Hard Copy Orders

© Order Information

© Duty Stations

O Arducus Duty

© Orders Selection

© Tour Information

© Addifional Information

O Summary

~ @ shipment
© Create New Shipment
+ @ Current Shipments

= EN1-HHG
@ Pickup & Delivery
© Basic
@ Additional ltems
@ Scheduling
© Responsibilities
@ Summary
@ Counseling Office

Shipment Summary

© Submit

lements «

PC: 13000 Ibs.
Remaining PC5:2200 Ibs.

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

‘ Below, please find a summary of the information entered for this shipment. If there are any errors, please click on the link on the left navigation menu to retum to the applicable page.

Customer Profile

Name: Bressi, Moira
SSNIEIN: 534927015
Primary Phone: 360-476-8868

Permanent Contact Address:
1234 Main Street
BREMERTON WA 88312

Order Details

Order: DOCS TEST Permanent Change of Station Shipment of HHG Pamitted
Order Date: 01-Nov-2016

Current Duty Station: JOHN C. STENNIS (GUN 74)
Headquarters Issuing Orders:

9 shipment 1 - Household Goods

Pickup Information

“four Household Goods have a desired pickup date of 28-Dec-2016 from the pickup address:
123 MyHouse Drive

BREMERTON_ WA 98310

360-476-8868

“fou have assigned your releasing agent as: Navy Training (360-476-2388)

Delivery Information

“four Househald Goods will be deliversd on the desired delivery date of 11-Jan-2017 to the delivery address:
SAN DIEGD,CA 82101
3604783388

“four have assigned your receiving agent as Navy Training (360-476-3338)

In-Ti i Contact
“Your In-Transit address is :

123 C Strest

Mon's address (Intransit Address)
ALBANY NY 12201

360-555-1212

Branch: United States Navy
Rank/Pay Grade: CPOVET

Primary Email:

moira. bressi@NAVY.MIL

Estimated Weight

Here i the Breakdown of your tooal estmated weight
Your estimated Bousehold Goods weight

Your estimated FEPAE [Fro Gear] weight **

‘our Spouse’s estimaied PBPAE [Pro Gear] weight *
Esbmated weight of 1 motoreycie(s]

Total estmated weight

20ks
10ks
HORs

™ The wesgh of Bgansl yeur

Special items included in your shipment
Gas-powered equpment
Front loed washetidyer

Additional Infarmation

o fe for e

PICKUF ADDHESS 15 ON A CUL-DE-5AL

“four ssamated shipmeat arrival o1 destration & on 16 Dec 2016 .

“You have NOT requasted drect Sekvery.

in your shipment.

] Click here to veridy

) Pt

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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Counseling Office

Customer: [Bressi, Moira — United States Navy --

2nce you submit your on-line application, it will be received and processed by the Perscnal 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
documents, if applicable, 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), [
Jdocumentation as soon as possible.

you will be notified by the Transportation Service Provider cnce your shipment has been scheduled. If you have any questions please contact the transportaticn office listed below.

Click here to acknowledge that you have read the above di i < |

Booking/Servicing Installation

Destination Servicing Installation

GBLOC: JENQ GBLOC: LKNG
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 responsible for validating all the information you have entered and to answer any of your entitlement questions. Once validation is complete, the Personal Property

Office will forward your application and supporting documentation to the shipping office r ible for booking your shi
“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

ZIPIAPOIFPO: 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
- [:l Customer Profile
O Customer Information
© Point of Contact
- O My Orders
) Enter Order Information
[:l View Documents

Order [DOCS TEST]
+ () Orders Details
) Rank & Hard Copy Orders
) Order Information
) Duty Stations
) Arduous Duty
) Orders Selection
) Tour Information
) Additional Information
) Summary
- @ Shipment
) Create New Shipment
= (@ Current Shipments
+ I 1-HHG
) Pickup & Delivery
) Basic
PR

Shipment Submit — Part 1

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

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

Forms Required

You will need Acrobat Reader version 8.0 or earlier to wiew or print these forms in Portable Document Format (PDF).
Bz’ A
ALOBE® READER
DD Form 1299 (Application for Shipment andior Storage of Personal P } View & Print S
DD Form 1797 (Personal Property Counseling Check list) View & Prir",
Upload Documents —

| 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.

<< previous ] Submit _

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 Forms 1299 & 1797

DD Form 1299 DD Form 1797

AEPLICATION FOR SHIPWENT ANDIOR 7. DATE PREPARED (vVVYMMDD) | 2 SHIPNENT NUMBER
STORAGE OF PERSONAL PROI 0151120 3 3me PERSONAL PROPERTY COUNSELING CHECKLIST
{Fsad Privacy Act Seatemant on back bafors M formm )
S NAME OF PREPARING OFFICE 4.0 [Recpansibie Drigin Perzonal Praperty Shipping Offcel FRIVACY ACT STATEMENT
= nAME AUTHORITY: 37 USC 406: 5 USCS726; and E0. 3597
N'“s' FLC PUGET 500D PRICIPAL PURPOSEIS: Pimary e =2 the member, dependent,snd govemment emoloye hes been iefedprovery on
5. GF DESTINATION PERSONAL PROPERTY SHIPFING OFFICE | 5. ADDRESS (Sraw. Suie Mumb, Gy, Srams, 71 e 2 e, ' - o ol this Syoiemm o oon B el
R R TORFOLEERR0 ;‘;}%"L:‘fv';;i"pm””"“"‘ws ] dmmlmg Ve o e o damage and Fmorcner shicments o i s responsioy
EMERTON, WA B514.
BOUTIE USES: Infamsion comsings i his e ofrcars my b srciced 1 »cafe, o he ursace of heing ez
. MEMEER OR EVPLOVEE INFORMATION ecjudicate cisers brought by Defense Transportation System uze
T RANUGRADE [ 5W P
| POVE-S | 0003004681 | United States Navy DISCLOSURE: Volurtary: however, faiure ta provide the requested informetion may delay setlement of & clsim. V1~ WEAPONIS ATD AMWUNITION
7. REQUEST ACTION BE TAKEN TO TRANSPORT OF STORE THE FOLLOWNG: 4 T TUAME Lo, Fiss, Maale inai Z. SOCIAL SECURITY TWEER |3 e o e
. HOUSEHOLD GOODS UNACC OMPANIED EAGGAGETIESNG. OF CONTAMERS [Extar surmiy ssimurel Move, Wamma JO0CIEA68L POLES {iams i sizions picabl for oo
2] POUNDS GF FRGFESSIGNAL BOOKS, FAFERS, AND EQUIPMENT | (3] EXPENEIVE AND VALUABLE [TEMS flamier =7 i ey
7000 [PEPAE) (Evrar "NOME" # nor amelcabio 100 2 TSSUNG AUTHORTY B A & DATE (T VTANED] J - LABILTY, CLAINS, PROTECTION
— PARAGRAPH
MORILE HOME chl BUPERS P 20151028 f orcemege
T TP BPANGS e | I et [T ————e—
7. CHECKLIST [Record special inrinactions on baci]
00 ART |- HOUSERDLD GOODS PARTH =] [ e o PO
o a7 oevan StoReD a7 EsTINATION X | 1 e e F— e & —
§_THIS SHIPMENT/STORAGE IS FEQUIRED INCIDENT T0 THE FOLLOWING CHANGE OF STATIGN 3 sertnation e [ —— [ S
= NEW DUTY ASSIGNMENT % | @ Waighs stacamees 05 11000 ) R ey e ——
55 Abrabam et orms | i meie e i T [rTrep——, | STy
= WA - Tnchede A Gl x B 11 Mokt eyt e e ot o :
360-555-1212 corts szcamanes by thstoasm smantal )
T W TRANSIT ADORESE raw. Anarrmans lomber Chy Srare, TF Codl T o P v
456 Elm Sreet Mom's Address PORTLAND, OR 97086 T e SR A e
LT - must be e L —
#ﬂﬁsc—wm iy, Couny, Stare, TF Cooe] s E Toremr Zewre Tt T Coey, Soum, T Coio K| 177 Crautharisnd nams ad dispasal o uasimss e — T 3
iz b bk, el ebela e et e 2 ekt S ek, ncul e e cmuet sl 7 M.» o sy = o -
123 Main Smreer NORFOLE, VA 33501 [ [Ep e p——p— A e
EREMERTON, WA 98312 360-555-1212 . o seasare 08 Form —
TG, Iy oF Houawneld Geods PART STORAGE
: f— i - signe e e
360-535-1212 | moir bressiinavy. mil Test, Mary X |“>T~vv-r-wﬂ=-s-rmmdw&wa7 NIA| (2 Inchuded as sart af HHG weight allowance hen stared st Gavermerart)
T1_EXTRA PICKUP DELIVERY ADDRESS (7 apicabiel 2 SCHEDULED DATE FOR. (v VAWED] X TP Tt s P
mu’érEElETE =P = = o g SRR = | 5 e oot o o e
20151125 20151130 20151217 W | o P [RA 8 Pt deee
13. REMARKS Piiop is ona cul-de-mc (3RD FICEUP) BOB'S SELF STG UNIT B-1 45 SILVERDALE WAY su.lmw.xum[.!w DELIVERY) NA| 5 Anpliance sarvizeg.
WWCRE.OFFICE 123 AONRAL WAY NCRFOLE VA 24101 (3RD DELIVERY) NORFOLE, VAS3'0) commmhss st i mm............,.um. SeEoeey demmars and ey e | WA 18 Chaciing oy
Mrorcycls EARLEY DAVIDSON, SOFTALL, 032, wmmmwmmvmupmmcwm b2 o ety i —;dw—v andcemeiaion st [ —
T DTA BAONE 380759531 Fouts f Gpon Pl ok, Pop o s s FAPLE: 103 Do OVBUOERAN vy srvices s srrcssion f i i i
R Ty e P YT e o pp——r—
T2 CEFTIEY THAT WG GTHER SHPWENTS BRDIOR TORAGE HAVE BEEN EXCEPT A5 umz ol = ghee o poin of cormace for e (T whaTiessany (20— e =
INDICATED EELOW (¥ nons, indicare "NONE 7/ - Maronr s esosriby o e SR Sp——
.. X[ e m.ﬂ;.;'..”:".‘.a..r.a., o [ —)
= oM il mated) | iAztunl o astmared) Eha ) [ —p—
X I\'F)Eev-pdupmd-hwdug- han sorieae A 17 Pt sk, s s
e = = A [T Ve S T
x ﬁ__,;m‘..a?:ax_.,;m_,‘mﬂ,; - el o et i o e 18 o e
P, - mGE p..n.....,. = s ey o o B
“oring rezpenitiitis and storags cordition: prntad o the back sids of thiz form. 3 “”“”"‘“;"'"“"_‘"_ b e o e Eeipet el o bl |
E OF MEMBEREMPLOVE © DATE SIGNED | = ADDAESS OF CONTRACTOR e, e o, B, Sorin 57 600 2] 257 Moar's g oo sxmoiet and o i ey el e =
X | 211 Marbars ramensiit 2 anaure 72 sars re e o ssdonst PART IV - HOUSE TRAILERS/MOBILE HONES
s WA | 1) Emtiamamss e o srder, bratens, poseii coste.
< WAME OF COMTRACTOR (Grigin GP o o ey starage) PART Il - UNACCOMPANIED BAGGAGE WA | 12 Earvices wtorid o2 Govaremars erpees and e Bl i i
AT 1 Incides = pam o 5o r— e e
T T TIE OF SRATURE O THIS FORMTS) WHEN FEGUCETIONS 50 AUTHORIZE. Fropersy 1= Eacoats. p— & vt am s o telar_rs that s ermin = e
houssehoid o, mobils hame, andlor profezsicnal baoks, papars snd scuipmant thorized t ba zhipped ot povarmmant Spanss. _
T EAsoe FOR NGRAVAILASLITY OF SISNATURE = CoRTIFED BY Smene L) [y ey e [CEmyepp
T pn———v—— [l g p—— i ocation when the weitng period for
A 14 Fretun and v dne T bemined by the averzes commander, allmmm
< TME A 51 P 2 imporanca s him. =l
A 5 e s o o shizomd 15 Secomakifty 12 oromotl b st sontel et
DD FORM 1797, SEP 1998 FREVIOUS EDTION IS CESOLETE. FOLLOWS:
YT o0 [ ves [ wo
T RoUSEADID G008 5| & VOSLE RO 17750 00 o o e ] %
3 NONTEMPORARY STORAGE | 17 WEAPGHS AND AMUNTION Ed
3 FRVATELY GWED VEREE | 131 AvE SER FURNERED A CoPY GF TR FERSGNAL %
(2 055 200 DRMAGE X SROPERTY SHIPPING INFORMATION PAVPHAET.
A
DD Form 1299 is a one-page form; DD Form 1797 is a two-page form.

Please do not forget to SIGN your forms.

Once you have printed and signed your forms, scan and save them to your computer.
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Uploading Documents

Counseling Menu

» O customer Frofile Customer: [Bressi, Moira == United States Navy ==
) Customer Information

) 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 Docume Forms Required

Order [DOCS TEST] | | vou will nesd 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 Latod o
) Order Information
© Duty Stations DD Form 1299 (Application for Ship t andior Storage of Personal Property) View & Print
© Arduous Duty DD Form 1797 (Personal Property Counseling Check list) View & Print

) Orders Selection
* et Upload Documents

) Additional Information

) Summary
+ @ Shipment
) Create New Shipment K K .
=) @ Curenk Shipments Once you have printed, signed and scanned your forms back into your
+ L) 1-HHG . .
© Pickup & Delivery computer, they can be uploaded directly into DPS.
) Basic
© Additional ltems

© Scheduing Click the “Upload Documents” button

) Responsibilities

| These forms may be printed for review before submission. These forms are considered to be a DRAFT until a2 counselor has reviewed and Submitted the Shipment request.

© Summary
) Counseling Office
@ Submit

Entitlements __________«

PCS: 13000 lbs.
Remaining PC5:2200 |bs.
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Document Management

DPS File Upload

Document Type

1. Use the =

Drop-down

Power of Allormey menu tO

I select the

| Ovder Amendment type Of
document

| SelectOne | 7
| Select One
| DD Form 1299

DD Form 2278
| Miscellansous

DD Form 1351.2

Document Management

DPS File Upload

Documeant Type

DD Form 1298 =

+ Browse

DOCSTEST_1209.pat

I 3. Click upload I

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

-
~Document Management =
DPS File Upload
Document Type [ &8 choose File 10 Uplosd

DD Eorm 1299 | = GQ 4. » DPS » DOCUMENT UPLOAD = [ 42 |[ Search DOCUMENT UPLOAD
j Organize = New folder =~ Fl @
- Sowss | 3 Faverites 5 Hame Type Size
| Bl Decktop 1L DOCSTEST 1299, patt M Adobe Acrobat D... 514
Upload & Downloads TL DOCSTEST 1797 puit Wt Adobe Aciobat D, 104
AL Recemt Places T NOVORD_TEST_1209 WITH ELEC SIG.pdf . Adobefc 118
B T NOVORD_TEST 1209 paf si
Zd Librasies L NOVORD, TEST_1797 e 104 o
3 Decuments #13 NOVORD_TEST_1797WITH ELEC SIG.pdf 148 o
o Music s sample USMC PCS with TEMINS. pat o
] Pictures —
B videos
M Cnmater = - L -
| File name: DOCSTEST_L299.pdf - [anpiescn -
Open  |+| | cancel |
P P dd ilf - it M - Internet Explo
& tpapsainingsack armym - Dscumen oplorer SE—— l—‘—ul

Document Management 4. You will receive a

¢ The DD Form 1299 document has been successfully uploaded.
| document has been
| DPS File Upload

successfully
uploaded.

Document Type

DD Form 1289 ~

+ Browse

Upload

Make sure you
uploaded BOTH
signed documents

message stating your

30



Viewing 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 application.

(@ httpsy/dpstraining.sddc.army.mil/?p=/1p60eaTfbyF7C%2BFSATZrTxqTaly5P62584aLiC23j6c 1yFRITRuaqQ - Internet Explarer =S
Forms Required
You will need Acrobat Reader version 8.0 or earlier to ~
»
- f— Document Management

DD Form 1299 (Application for Shipment and/or Storage

[Upload Document: [[View Documents )

py — View History Get File
| These forms may be printed for review before submission. Thel l

File Status S_ll_'lipment

Document File Create View

vpe o File Name ¢ Version Type ¢ Date + History Action
Submitted 1-HHG DOCSTEST_1: 1 D[:QFg%rm 02 Dec 2016 pel
Submitted 1HHG  DOCSTEST 11 1 D[:TFQ‘ZI”" 02 Dec 2016 =
Sample
Submitted Separation 1 Order 02 Dec 2016 Ps)
Qe dock

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

hd O Customer Profile

O Customer Information

© Paint of Contact
+ () My Orders

© Enter Order Information

(O View Documents.

Order [DOCS TEST]
+ () Orders Details

©) Rank & Hard Copy Orders
©) Order Information

) Duty Stations
) Arduous Duty
) Orders Selection

©) Tour Information

©) Additional Information

© Summary
~ @ Shipment

©) Create New Shipment
~ @ Current Shipments

+ ) 1-HHG

) Pickup & Delivery

) Basic

) Additional ltems
© Scheduling
©) Responsibilities

© Summary

PCS:
Remaining PCS:2200 |bs.

13000 Ibs.

«

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

i ™
Message from webpage E

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

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

S \DOUET READER

DD Form 1299 (Application for Shi andlor of P Property) View & Print
DD Form 1797 (P | Property C ing Check list) View & Print K I ’ Cancel
Untosd Documents

| These forms may be printed for review before submission. These forms are considered to be a DRAFT until a lor has revi d and itted the Shipment request.
e

=

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 --

|Your application for the following shipment has been submitted.

Shipment Details
Shipment: 1 HHG
Order Number: DOCS TEST
Date Submitted: Fri, 2 Dec 2016 21:06:08
Shipment created by: 5349270156
Date DD 1299 Prepared: Fri, 2 Dec 2016 20:31:47
( N\
If you need to make changes to any infermation other than contact data or cancel your shipment. you must contact the Counselor you submitted your application to.
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 free in the upper-left comer of the screen under My Orders.
. J
-—_ - - -

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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Email Confirmation

From: counseling@dpsmall csd. disa.mil

To: Bressi, Moira L CIV NAVSUP GLS, 0411
Cc

Subject: Shipment Submission Received

Sent: Thu11/9/20171254

B O I R R R N RN RO KN AR SR e R O R N4 KK
o T T T T T T T T T T T T T T T T

WannaMove,

Your application for shipment 1/HHG from BREMERTON, WA 38312 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 ather than contact information which can be accomplished in the Shipment Management section please contact the transportation office at BREMERTON, WA UNITED STATES.

Phone: 3604767366

Bﬁg::js;mnalPmpewﬂem{DPS} 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
*** DoNOTREPY diecty tothisemail** - § 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
s Commercial: 618-589-9445

» For assistance navigating your DPS application review the
guides available on our webpage at
www.nhavsup.navy.mil/household/DPS

OR
» Email us at householdgoods@navy.mil
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V VV V V V V V V V

O3t

NAVSUP Household Good Portal: www.navsup.navy.mil/household

JTR: https://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf
NAVSUP P 490: http://www.move.mil/documents/dod/NAVSUP 490 Rev6.pdf
DOD Household Goods Portal: http://www.move.mil

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

Shipping a POV: www.transcom.mil/dtr/part-iv/dtr_part iv_app Kk 3.pdf

Storing a POV: www.transcom.mil/dtr/part-iv/dtr_part_iv_app_k 4.pdf

Weight Estimator Form: www.move.mil/documents/dod/weightestimator.x|s

It's Your Move Booklet: www.transcom.mil/dtr/part-iv/dir part iv app k 1.pdf

“How to Read Navy Orders”: http://www.navsup.navy.mil/household/orders

For assistance, email: householdgoods@navy.mil / call: 855-HHG-MOVE (444-6683)
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mailto:householdgoods@navy.mil
http://www.navsup.navy.mil/household
https://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf
http://www.move.mil/documents/dod/NAVSUP_490_Rev6.pdf
http://www.move.mil/
http://www.pcsmypov.com/
http://www.transcom.mil/dtr/part-iv/dtr_part_iv_app_k_3.pdf
http://www.transcom.mil/dtr/part-iv/dtr_part_iv_app_k_4.pdf
http://www.move.mil/documents/dod/weightestimator.xls
http://www.transcom.mil/dtr/part-iv/dtr_part_iv_app_k_1.pdf
http://www.navsup.navy.mil/household/orders

QM yﬂ(w::u::

For additional information or assistance:
www.facebook.com/navyhhg
WwWw.pinterest.com/navyhhg
www.youtube.com/navyhhg
www.twitter.com/navyhhg

ICRON.

For assistance, email: householdgoods@navy.mil / call: 855-HHG-MOVE (444-6683)
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