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APPENDIX F 
 

DEPARTMENT OF STATE (DOS)-ARRANGED MOVES 

A. INTRODUCTION 

This appendix outlines responsibilities for the movement and processing of the household goods 
(HHG), privately owned vehicles (POV), consumables (CNS), and unaccompanied baggage (UB) of 
Department of Defense (DoD) military and civilian employees and United States Coast Guard 
(USCG) personnel to, from, and between DOS diplomatic missions for customers who are assigned 
under the Chief of Missions, and delineates responsibilities whereby the DoD continues to arrange the 
movement of personal property shipments to, from, and between remaining locations worldwide. 

B. RESPONSIBILITIES 

1. The DoD’s and USCG’s responsibilities are as follows:  
a. The DoD/USCG will designate a point of contact (POC) (one per Military Service 

Headquarters [HQ] and USCG) to consult with the DOS concerning the goods and services 
requested.  The DoD/USCG POC will not have direct contact with the DOS contractors 
unless specifically authorized by the DOS. 

b. The DoD/USCG will update the Personal Property Consignment Instruction Guide (PPCIG) 
with instructions to Personal Property Shipping Offices (PPSO) and Personal Property 
Processing Offices (PPPO) on the processes to implement DOS-arranged shipments to, from, 
and between diplomatic mission locations.  The PPCIG country instructions will be updated 
as follows:  

(1) Country Instructions (All Countries): 

General Instructions, Section 1 (Shipment Instructions): 

Shipments for DoD and USCG personnel assigned to the diplomatic missions in this 
country must be routed in accordance with (IAW) the PPCIG special instructions of 
the destination location. 

(2) International PPSO Instructions: 

Special Instructions, Note 1: 

DoD and USCG personnel assigned official duties at a diplomatic mission and 
classified as permanent personnel or temporary duty (TDY) personnel in excess of 
90 days are authorized shipment of HHG/TDY weight allowance using DOS 
transportation services.  The DoD and USCG PPSO/PPPO will counsel customers 
within the Defense Personal Property System (DPS) under the Joint Travel 
Regulation (JTR) entitlements and Service Regulations using a DD Form 1797, 
Personal Property Counseling Checklist, Figure F-1.  In addition, DD Form 1299, 
Application for Shipment and/or Storage of Personal Property, Figure F-2, must be 
completed to include the following statement in remarks block 13: 

I understand the shipment of my HHG/TDY weight allowance to the 
indicated diplomatic mission will be performed by the DOS transportation 
services. 

For additional information and/or any concerns about shipments being moved 
under the DoD-DOS agreement, contact the Service HQ for resolution. 
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c. The DoD/USCG will provide the DOS with the following to initiate a shipment: 

(1) DD Form 1299, Figure F-2, and customer’s Permanent Change of Station (PCS) or TDY 
orders and, if applicable, amendments. 

(2) The DoD/USCG PPPO/PPSO providing the counseling will provide the DOS a single 
fund citation/Transportation Account Code (TAC) for each personal property 
movement. 

d. The DoD/USCG PPSO/PPPO will counsel customers using DPS and will electronic mail (e-
mail)/facsimile (fax) the DD Form 1797, DD Form 1299, and a copy of their orders to the 
U.S. Department of State, Transportation and Travel Management Division, at 
DODPP@state.gov or fax to 202-472-8446.  If necessary, a DOS representative can be 
reached at 800-424-2947 or 202-472-8480/8481.  The DOS will acknowledge receipt of the 
documentation to affect the shipment.  Upon receipt of the DOS acknowledgement, the 
PPSO/PPPO will then place the DPS shipment record(s) in a “canceled” status.  

e. The DoD/USCG will remain responsible for collecting excess costs from customers whose 
DOS-arranged shipments place them in an excess cost status. 

f. The PPSO/PPPO will coordinate with the DOS the release of non-temporary storage (NTS) to 
allow DOS arranged shipment in connection with (ICW) consecutive overseas tours under 
Chief of Mission assignments (see Paragraph B.2.f).  

g. The DoD/USCG will provide claims settlement, including payment, if the DoD/USCG 
customer is not able to satisfactorily settle his/her claims directly with the DOS-arranged 
Transportation Service Provider (TSP).  Assist the customer in processing claims through the 
Military Claims Office, if the DOS is not able to provide settlement with the TSP. 

h. The United States Transportation Command (USTRANSCOM) will monitor the DPS One-
Time-Only (OTO) booking module for shipments inadvertently routed via USTRANSCOM 
to diplomatic mission locations.  The USTRANSCOM will advise the PPSO to route IAW 
these instructions. 

2. The DOS will: 

a. Provide counseling to all DoD/USCG customers assigned to/departing from a DOS embassy 
location.  Counseling will be IAW the JTR allowances. 

b. Provide shipment and financial reporting information to USTRANSCOM for dissemination 
to DoD/USCG (HQs Service-level). 

c. Maintain a transportation rate table by Continental United States (CONUS) to Outside 
Continental United States (OCONUS) shipping lanes. 

d. Determine the “Best Value” method and select the TSP to move DoD/USCG personal 
property to or from a diplomatic mission location. 

e. Arrange Storage-in-Transit (SIT), when necessary, to support DoD/USCG personnel.  The 
SIT will not exceed 90 days unless approved IAW the JTR by the Service concerned.  The 
DOS will notify all DoD/USCG customers 30 days prior to the expiration of each 90-day SIT 
and determine whether additional SIT is required.  When any DoD/USCG member requires 
SIT in excess of 90 days, the DOS will obtain a DD Form 1857, Temporary Commercial 
Storage at Government Expense, Figure F-3, with supporting documentation and forward it to 
the respective Service representative for approval/disapproval.  Request and approval of 
additional storage for civilian employees must be coordinated with the Service HQ 
concerned.  The DOS will provide the additional SIT when approved by the Service 
concerned. 

mailto:DODPP@state.gov
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f. When a customer requests non-temporary storage (NTS) of property while assigned 
OCONUS to a diplomatic mission, arrange the transportation of personal effects to an 
USTRANSCOM-designated NTS facility.  The DOS will also arrange transportation of 
personal effects from NTS upon the customer’s request in connection with reassignment 
between diplomatic missions.  The DOS is responsible for the transportation of personal 
effects, while the DoD is responsible for providing the NTS services.  The following 
provisions apply when utilizing USTRANSCOM-designated west/east coast NTS facilities: 

(1) West Coast Storage Contractor: 

Metropolitan Van & Storage 
2200 South Watney Way 
Fairfield, CA, 94533-6744 

Phone:  707-747-4820 
Fax:  707-746-5603 

(a) Release from NTS for shipment by DOS: 

A DD Form 1299, Application for Shipment and/or Storage of Personal Property, 
Figure F-2, or a written request from the customer must be submitted to the Joint 
Personal Property Shipping Office North Central (JPPSO-NC) with orders 
authorizing the shipment.  Upon receipt, JPPSO-NC will coordinate the release 
from NTS for the shipment by DOS-arranged transportation. 

(b) Shipment destined to NTS: 

The following advance documentation is required to place a shipment into storage: 

1 Customer’s orders 

2 DD Form 1299 

3 Weight tickets 

4 HHG descriptive inventory 

5 DD Form 1252, US Customs and Border Protection (CBP) Declaration for 
Personal Property Shipments, Figure F-5 (this must be sent to the 834th 
Transportation Battalion, 410 Norman Ave, Concord, CA  94520, and all 
vessel arrival notices must indicate the 834th Transportation Battalion as the 
“notify party”). 

NOTE:  If the shipment arrives without the required documentation, the inbound 
coordinator will contact the DOS to obtain the required documentation. 

(c) NTS Extension: 

A Letter or Orders authorizing the customer’s new Date Eligible for Return from 
Overseas (DEROS) is required to extend the NTS entitlement.  These documents 
must be forwarded JPPSO-NC. The shipping office will prepare a DD Form 1164, 
Service Order for Personal Property, Figure F-4, to extend the NTS entitlement and 
notify the customer of the new storage expiration date. 
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(2) East Coast Storage Contractor: 

Metropolitan Van & Storage  
101 Industrial Drive  
Suffolk, VA  23435-3430  

Phone:  804-234-3055 
Fax:  707-746-5603 

(a) Release from NTS for Shipment by DOS: 

A DD Form 1299 or a written request from the customer must be submitted to the 
Joint Personal Property Shipping Office South Central (JPPSO-SC) with orders 
authorizing the shipment.  Upon receipt, JPPSO-SC will coordinate the release 
from NTS for the shipment by DOS-arranged transportation. 

(b) Shipment Destined to NTS: 
The following advance documentation is required to place a shipment into storage: 

1 Customer’s orders 

2 DD Form 1299 

3 Weight tickets 

4 HHG descriptive inventory 

5 DD Form 1252, US Customs and Border Protection (CBP) Declaration for 
Personal Property Shipments, Figure F-5 (this must be sent to the 841st 
Transportation Battalion, Joint Base Charleston, 1050 Remount Road, Bldg. 
3304, North Charleston, SC 29406, and all vessel arrival notices must indicate 
the 841st Transportation Battalion as the “notify party”).  

NOTE:  If the shipment arrives without the required documentation, the inbound 
coordinator will contact the DOS to obtain the required documentation. 

(c) NTS Extension: 

A Letter or Orders authorizing the customer’s new DEROS is required to extend the 
NTS entitlement.  These documents must be forwarded to JPPSO-SC. JPPSO-SC 
will prepare a DD Form 1164, Service Order for Personal Property, Figure F-4, to 
extend the NTS entitlement and notify the customer of the new storage expiration 
date.  

g. Provide the DoD/USCG with shipment information including weight and cost data for all 
shipments arranged by the DOS to facilitate computation of excess cost indebtedness.  

h. Provide the DoD/USCG support within the requested time frame to respond to official 
inquiries from varied sources (e.g., Congressional, White House, Inspector General, and 
Freedom of Information Act). 

i. Assist DoD/USCG customers in processing and submitting loss and damage claims with the 
DOS-arranged TSP.  Refer DoD/USCG customers to their respective claims service for 
claims settlement when the customers are unsuccessful in settling a claim with the DOS 
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arranged TSP.  The DOS will provide the following contact information to each customer 
when the additional claims assistance is necessary: 

(1) United States Army Center for Personnel Claims Support 
Attn:  IMKN-CPC 
50 Third Ave, Suite 307A 

Building 1310, Pike Hall 
Fort Knox, KY 40121-5230 
502-626-3000. 
E-mail: usarmy.knox.hqda-otjag.mbx.cpcs@army.mil 

(2) Office of the Judge Advocate General 
Personnel Claims Unit 
9053 First Street, Suite 102 
Norfolk, VA 23511-3605 
Toll-free:  888-897-8217 
Commercial:  757-440-6315 
DSN:  564-3310 
Toll-free fax:  866-782-7297 
Commercial fax:  757-440-6316 
DSN fax:  564-3337 
E-mail:  norfolkclaims@navy.mil   

(3) United States Marine Corps 
Manpower and Reserve Affairs 
Code MFP-2, Claims 
3280 Russell Road 
Quantico, VA  22134-5103  
Commercial:  703-784-9533 
DSN:  278-9533 
Fax:  703-784-9827 
E-mail:  hqmc.claims@usmc.mil 

(4) United States Coast Guard 
HHG Claims & Carrier Recoveries 
USCG Finance Center 
P.O. Box 4121 
Chesapeake, VA 23327-4121 
Telephone:  757-366-6504, 757-366-6507, or 757-366-6515 
Fax:  757-366-6541 
E-mail:  FIN-SMB-HHG@uscg.mil 

(5) Air Force Claims Service Center 
AFCSC/JAD 
1940 Allbrook Drive 
Bldg 1 Suite 500 
Wright Patterson AFB, OH 45433 
Toll-free:  877-754-1212 
Commercial:  937-656-8044 
DSN:  986-8044 
E-mail:  AFCSC.JA@us.af.mil 
Website:  https://claims.jag.af.mil/ 

mailto:norfolkclaims@navy.mil
mailto:hqmc.claims@usmc.mil
mailto:FIN-SMB-HHG@uscg.mil
mailto:AFCSC.JA@us.af.mil
https://claims.jag.af.mil/
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j. Ensure all the TSPs contracted by the DOS will provide Full Replacement Value (FRV) 
liability to ensure payment of claims. 

k. Assert recovery claims against TSPs on behalf of each DoD/USCG claims service for those 
claims adjudicated by each DoD/USCG claims service in the same manner and to the same 
extent as the DOS asserts its own claims. 

l. Provide USTRANSCOM with a list of areas served by the individual Despatch Agents, Table 
F-1.  This will allow the GPC contractor to contact the correct Despatch Agent. 

m. Use the POV contractor origin documentation to determine eligibility and designate an 
Intermediate Vehicle Processing Center (IVPC), as depicted in Figure F-6. 

n. Provide invoice package to the Global POV Contract (GPC) program manager.  Package will 
consist of one original copy of the import/export Excel spreadsheet certified by DOS and a 
copy of member’s orders.  Package will show all charges.  Required data will include the 
Transportation Account Code, origin, destination, ship date, full name, and cost. 

o. Provide for joint inspection of the POV condition.  Document the condition of the POV at the 
time of receipt/delivery of the vehicle from/to the GPC contractor at the Vehicle Processing 
Center (VPC). 

p. Provide necessary assistance concerning shipment documentation to the Military Claims 
Services for settlement of loss and damage claims.  No claims liability will rest with the DOS 
and no claims action will be done by the DOS.  DoD service members must file their claim(s) 
through appropriate DoD channels against any commercial carriers involved.  No subrogation 
may be done against the DOS when contracted carriers refuse to make claim payment. 

C. PAYMENT TERMS AND CONDITIONS 

1. Services provided will be IAW the Economy Act (31 United States Code 1535). 

2. The DOS will perform a prepayment audit of a transportation vendor’s invoice and make 
payment directly to the vendor for all DoD/USCG shipments. 

3. The DOS will initiate Treasury SF 1221, Statement of Transactions According to Appropriations, 
Funds, and Receipt Accounts, instructing the Department of Treasury to disburse funds 
supporting personal property shipments of DoD and Department of Homeland Security 
employees.  Lines of accounting (LOA) supporting these shipments will be one or a combination 
of full LOAs, Movement Designator Codes (MDC), or TACs. 

4. SF Form 1034, Public Voucher for Purchases and Services Other than Personal, will accompany 
Treasury SF 1221 to the Defense Finance and Accounting Service (DFAS) paying office as 
indicated in the following table. 

Department  
Code Service DFAS  

Paying Office 
17 Navy/USMC Cleveland 
21 Army Rome 
57 Air Force Limestone 
97 DoD Columbus 

a. SF 1221 for USCG personnel will be submitted to the USCG Finance Center, Chesapeake, 
Virginia.  The LOA for USCG will be indicated by Department Code 70 or by “Z” TAC. 
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b. SF 1221 for Army Corps of Engineer (ACE) personnel will be submitted to the ACE Finance 
Center, Millington, Tennessee.  The LOA for ACE will be indicated by Department Code 96 
or by “A3**” TAC. 

c. All TSP invoicing will be processed by the DOS and paid using DOS funds.  The DOS will 
consolidate all TSP invoice costs associated with individual shipments and process a single 
bill/transaction to obtain reimbursement from DoD/USCG IAW the process described in 
Paragraph C.4.d below. 

d. The DOS Charleston Financial Center will use the Treasury Department SF 1221 process to 
collect funds from the DoD/USCG.  This process will provide a monthly electronic file called 
Voucher Auditor Detail Report (VADR).  The VADR will include all SF 1221 processed 
items for which the DOS had paid. 

e. The VADR will reflect 993 (standard start information), a voucher description, the currency 
in which the payment was made, the payment date, the amount, and the fiscal coding. 

f. The DFAS will map the process on behalf of the DoD/USCG and coordinate with the 
Treasury Department. 

g. The DFAS will coordinate with the Services to reconcile the cost. 

h. The DOS will take set-off action against a DOS-arranged TSP in those cases where the TSP 
is liable for but does not pay the full amount demanded by a claims service.  In no case may 
the DOS compromise or waive recovery amounts as demanded by a DoD or USCG claims 
service without prior coordination of the claims service. 

i. The DOS will transfer monies recovered from DOS-arranged TSPs for DoD/USCG claims to 
the claims service using standard interagency funding transfer procedures. 
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                          Figure F-1.  DD Form 1797, Personal Property Counseling Checklist 
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Figure F-1.  DD Form 1797, Personal Property Counseling Checklist (Back) (Cont’d) 
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Figure F-2.  DD Form 1299, Application for Shipment and/or Storage of Personal Property 
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Figure F-2.  DD Form 1299, Application for Shipment and/or Storage of Personal Property, 
(Back) (Cont’d) 
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Figure F-3.  DD Form 1857, Temporary Commercial Storage at Government Expense 
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Figure F-4.  DD Form 1164, Service Order for Personal Property 
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Figure F-5.  DD Form 1252, US Customs and Border Protection (CBP)  
Declaration for Personal Property Shipments 
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Figure F-6.  Department of State Zones 
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Figure F-7.  DD Form 788, Private Vehicle Shipping Document for Automobile 
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Figure F-7.  DD Form 788, Private Vehicle Shipping Document for Automobile (Cont’d) 
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Table F-1.  U.S. Despatch Agencies 

 

Despatch Agency Contact Info Destinations Serviced 
Transportation & Travel Management 
2025 E St. NW 
SE3135 (SA-09) 
Washington, D.C. 20037 
 
Phone: 800-424-2947 
Fax# (202) 472-8446 
E-Mail: DODPP@state.gov 

Global destinations. 

U.S. Despatch Agency 
2800 S. 192 Street, 
Suite 108 
Seattle, WA 98188 
 
Phone: 206-764-3805 
Fax: 206-764-6660 
E-Mail: Despatch_Agency_Seattle@state.gov 

East Asian and Pacific Affairs (EAP) plus Kathmandu and 
Vladivostok 

U.S. Despatch Agency 
Miami Corporate Park 
Building H, Suite 250 
7789 NW 48th St. 
Miami, FL 33166 
 
Phone: 305-640-4574 
Fax: 305-715-3502 
E-Mail: Despatch_Agency_Miami@state.gov 

Western Hemisphere Affairs (WHA) (except posts in Canada 
and Mexico) 

U.S. Despatch Agency 
1820 Portal Street  
Suite 400 
Baltimore, MD 21224 
 
Phone: 410-631-0045 
Fax: 410-631-0058 
E-Mail: Despatch_Agency_Baltimore@state.gov 

Worldwide 

U.S. Logistics Center 
225 South Vermilion Avenue 
Brownsville, TX 78521 
 
Phone: (956) 982-3916 
Fax: (956) 982-6832 
E-Mail: 
DespatchAgencyUSLCBrownsville@state.gov 

Mexico (only) 

ELSO – American Embassy Office 
Atlantic House 
Noorderlaan 147 - 10A 
2030 Antwerp, Belgium 
 
Phone: 32-3-540-2011 
Fax: 32-3-540-2040 
E-Mail: Despatch_Agency_ELSO@state.gov 

African Affairs (AF), Europe (EUR), Near Eastern Affairs 
(NEA), and South & Central Asian Affairs (SCA) 

Transit point for some shipments from DAs in New York 
(NY), Seattle (SE), Miami (MI), or Baltimore (BA).  

 Updated:  12 SEP 2018 
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